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Instruction for e-Form (e-waybill) 

e-Form – Schematic Diagram 

 

Instructions 

Perquisite for e-form 

1. Dealer must be a registered dealer under the VAT / CST / ET or all Acts. 

2. Dealer must have completed enrolment for e-services through the CTD portal 
successfully to avail e-Form facility.  

3. For enrolment please refer Instruction for enrolment or help section. 

Steps for e-Form 

1. Dealer must access e-services portal of commercial Taxes Organization, Orissa for 
e-Forms (https://orissatax.gov.in). 

2. Dealer must log in to the CTD portal using his / her credentials. 

3. Dealer must go to the “e-Form” section and select “New requisition” option for 
requisition of Waybill, as the case may be. 

4. Dealer must fill all the details in the requisition web form. Dealer must fill at least one 
commodity before saving filled details. The saved details can be edited till the dealer 
clicks on “Send for Approval” button. 

5. To access saved details select “View Existing” option in “form requisition” section. Fill 
the search criteria and click to view search result. Click on View link to view the saved 
details. 
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6. After filling all the details click on “Send for Approval” button for approval of the 
requisition. 

7. Once dealer clicks on “Send for Approval” the dealer can not edit any filled details 
afterwards. However, in case of Waybill dealer can edit the vehicle details even after 
approval of the e-Waybill. 

Approval Process for Waybill 

The requisition for e-Waybill uploaded by a dealer would require approval of concerned Circle 
Authority before the dealer is able to get a print out of such e-Waybill from CTD portal. Such 
e-Waybill requisition will be automatically transferred by the System to concerned circle 
authority for further verification and approval. Once it is approved, dealer will receive a 
confirmation mail in his / her email ID with the approved e-Waybill number. If the requisition is 
rejected then dealer will receive an e-mail alert in his / her email ID along with the reason(s) 
for rejection of his / her requisition. 

1. In case of Waybill dealer has to confirm the details after approval of the waybill by 
CTD (wherever required). Then only dealer can take print out of such Waybill.  

2. To view the approved waybill select “View Existing” option in “form requisition” 
section and fill required search criteria along with status “Approved by CTD” and click 
on submit button to view search result. 

3. The “Print” link will remain inactive for approved waybills till they are not confirmed by 
the dealer. However, the “view” link will be active for approved / saved Waybills. Click 
“view” link available in the search result and dealer will be able to view the details of 
Waybill.  

4. In case dealer wants to cancel the Waybill then click on cancel button. Once dealer 
cancels a Waybill, the Waybill cannot be printed. 

5. Important: An e-Waybill can only be cancelled only before it is confirmed by the 
dealer. In other words, even if a requisition for e-Waybill is approved by either the 
System or CTD, it can be cancelled before the dealer confirms such waybill. Once 
the dealer confirms the e-Waybill, it cannot be cancelled anymore. 

6. In case the dealer requires cancelling an e-Waybill even after it has been 
confirmed and printed by the said dealer, the dealer shall inform the concerned 
circle officer for cancellation of the said e-Waybill. 

7. The dealer can confirm the Waybill by clicking on the “Confirm & Print” button. An 
alert will be displayed for further confirmation. Once the dealer clicks on “OK” button 
the Waybill will be confirmed. A printed version of Waybill can be obtained only 
after such confirmation by the dealer. 

8. Dealer can change the vehicle details before clicking the “Confirm & Print” button. 
Once the Waybill is confirmed the dealer cannot edit any information furnished by him 
/ her. 

9. Dealer can take multiple print outs of Waybill in “View Existing” section of form 
requisition. 

10. Once the e-Waybill is produced before the designated check gate for passing of the 
vehicle, it will be recorded by the concerned check gate authority and such e-Waybill 
will be treated as “Utilised”.   
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11. Since the Government of Orissa has temporarily suspended the operation of the out 
barrier of Girisola Check-gate in the district of Ganjam, dealers using e-waybill for 
sending goods out of the State through that check-gate should inform the unique 
number of the e- way bill to the DCCT/ACCT in charge of the Circle Office or ACCT, 
Girisola Check-gate within 7 days of the consignment passing through the check-gate 
otherwise such e-waybill will be deemed to have been utilised  within 30 days of 
confirmation and printing. 

NOTE: For the time being, registered dealers can use e-way bill for movement of the 
goods through five computerised border check gates having stable intranet 
connectivity viz. Jamsolaghat in the district of Mayurbhanj, Girisola in the district of 
Ganjam, Laxman Nath Road in the district of Balasore, Luhurachati in the district of 
Bargarh, and Biramitrapur in the district of Sundargarh only. Please refer to O/o the 
Commissioner of Commercial Taxes, Orissa Notification No. V-27/2010/34/Ct dated 
05/02/2011 for further details. 

Minimum Hardware / Connectivity Requirement for e-Form 

12. Any PC (Personal Computer) running Microsoft® Windows® XP with SP2 / 
Windows® 2000 / Windows® Vista / Windows® 7 or Mac running Mac OS X 10.5 or 
above.  

13. Internet connectivity (preferably broadband) through any Service Provider (to be 
acquired separately).  

Minimum Software Requirement for e-Form  

14.  Internet Explorer® 6.0 or above / Mozilla Firefox / Google Chrome / Safari for 
accessing e-service portal of Commercial Taxes Organisation, Orissa.  

15. Adobe Acrobat Reader® 6.0 or above (Download Here) to generate / print electronic 
Forms.  

 


