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CHAPTER 1. LOGGING IN 

Open Browser:  

 

Enter URL: http://enagar.gujarat.gov.in/DIGIGOV/login.jsp 

The following page will open in the system: 

 

Click on browser. 

‘Google Chrome’ 

http://enagar.gujarat.gov.in/DIGIGOV/login.jsp
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Enter login credentials: Enter any of the below login credential to enter in the system. Each role has different 

user name and password 

Serial No. Role 

1.  L1 Officer (Initiator) 

2.  L2 Officer (Verifier) 

3.  L3 Officer (Approver) 
 

Hierarchy of the users:  

L1 Officer (Initiator)  L2 Officer (Verifier)  L3 Officer (Approver) 

 

  

Select ULB 

Click on Submit 

Enter password 

Enter user name 
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CHAPTER 2. NEW LICENSE REGISTRATION 

The right to apply for license is given to the applicant through portal and L1 Officer from the Back office.  

2.1 Login: L1 Officer (Initiator) 

Navigation  

After login: 

Click on ‘Home’  Click on ‘Building Permission’  click on ‘Apply for license’ 

Kindly refer to the screen below 

 

On click of this, menu will appear on screen where user needs to select ‘Building Permission’ 

Click on this home button 

(Single Click) 
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On click of Building Permission, following menu will appear, user needs click on apply for license link. 

  

Click on Building Permission 
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Click on Apply for License 
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Steps:  

On click of apply for License, License application form will open. User needs to enter required details in the 

application form. 

1. User selects type of application as New. 

2. User selects License type from the list available in the dropdown. 

3. User enters personal details. 

4. User needs to enter permanent address.  

5. If Present Address is same as Permanent Address, user check on ‘same as above’ checkbox. On click of 

that data will be auto filled.  

6. If Present Address is different than Permanent Address, User needs to enter the details. 

7. Eligibility Criteria: As per the license type selected by the user, eligibility criteria will be populated.  

8. Education Details:  

a. Qualification: User needs to select Qualification from the drop down.  

b. Institute Name: User enters the initials of the institute based on which suggestion will be shown. 

If the institute of the user is not available in the list, user can enter the name and add the same. 

c. Completion Month and Completion Year: User selects value from the drop down.  

d. Add button > Click on this button, details entered by the user will be added and shown in the 

table as shown below.  

e. Reset Button > on click of Reset button, details entered by the user will be reset. 

f. View > On click of this button, User will be able to see the record. 

g. Edit> On click of this button, User will be able to edit the data and click on update button to 

update the details. 

h. Delete > On click of this button, record will be deleted. 

9. Experience Details: 

a. User will enter Name of Institute/ Organization, Nature of work and experience period (month – 

Year). 

b. Add: on click of this button, details will be added and shown in the table. User can add multiple 

records.  

c. Based on the experience details entered by the user, total years of experience will be auto 

Calculated.  

10. User needs to fill the license related questions:  

11. Click on next button. 

12. User needs to attach required documents. Mandatory documents list will be populated based on the 

details entered by the user. 

13. Submit: On click of this button, Acknowledgement receipt will be generated. User can user application 

number for tracking the application. 
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Application Form: 

Click of add button, details will be added. 

View record Delete record 

Update record 

Click of reset button, details will be reset.. 

Select the checkbox 

Select the type of Application 

Select License type  



eNagar – Building Permission  User Manual 1.0 

 

Prepared for Gujarat Urban Development Mission                                        Page 8 of 152 
  

 

 

On click of next button, following tab will open. Upload the mandatory documents. 

 

  

Click of add button, details will be added. 

View record Delete record 

Update record 

Click of reset button, details will be reset.. 

Click here 
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On click of previous button, User will be 

redirected to the previous tab, 

On click of Submit button, 

Acknowledgement receipt will be generated. 

On click of Reset button, Details entered 

by the user will be reset. 

On click of Close button, User will be 

redirected to the home page. 
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Acknowledgement Receipt:  

 

 

On click of close, acknowledgement 

receipt will be closed. 
Print Acknowledgement 

Receipt 

Download Acknowledgement 

Receipt 
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Submitted file will be appear in the work list of the L1 Officer (Initiator). Click on the work list in the home page. 

 

User will be able to search the file through application number. 

 

 

On click of application number, following screen will appear.  

User would be able to see the form filled by the applicant as well as able to download the documents for 

verification. 

Click here 

Click here 
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Click on forward button, following message will be populated. 

On click of Forward button, 

Application will be forwarded to 

the next person in the hierarchy. 

On click of Return button, 

Application will be returned 

to the previous person in the 

hierarchy. 
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Click on logout.  

 

On click of logout following popup will be populated. Click on Yes Button. 

 

On click of Yes button, login screen will appear. 

  

Click here to logging out 
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2.2 Login: L2 Officer (Verifier) 

 

On click of submit button, following screen will be appear. 

 

On click of work list, following screen will open. Search based on the application number. 

Enter User Name 

Enter Password 

Click on submit button. 

Select ULB 

Click on work list 
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On click of application number, following pop up will open, User will be able to see the application form and 

able to download the documents. 

After verifiying data, User will forward the file to the next person in the Heirarchy.  

 

 

 

Click here 

On click of Forward button, 

Application will be forwarded to 

the next person in the hierarchy. 

On click of Return button, 

Application will be returned 

to the previous person in the 

hierarchy. 
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Click on forward button, following message will be populated. 

 

Click on logout.  

 

On click of logout following popup will be populated. Click on Yes Button. 

Click here to logging out 
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2.3 Login: L3 Officer (Approver) 

 

On click of submit button, following screen will be appear. 

 

On click of work list, following screen will open. Search based on the application number. 

Enter User Name 

Enter Password 

Click on submit button. 

Select ULB 

Click on work list 
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On click of application number, following pop up will open, User will be able to see the application form and 

able to download the documents. 

After verifiying data, User will approve the file. 

On approval, SMS and email regarding Fees Payment will be sent to Applicant. 

 

 

Logout of the system after approving the file.  

  

Click on Application Number 

On click of this button, 

application will approved 

and user will be intimated 

about fees payment 

On click of Reject button, 

Application will be rejected. 

On click of Forward button, 

Application will be forwarded to 

the next person in the hierarchy. 

On click of Return button, 

Application will be 

returned to the previous 

person in the hierarchy. 
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2.4 Fees Payment: Login: L1 Officer (Initiator) or CCC Operator  

 

 

On click of License Registration fees, following screen will open.  

Click on home then Building 

Permission 

Click on Pay License 

Registration Fees 
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Based on the License application number entered, following details will be populated. 

 

On click of Proceed to pay, payment receipt will be generated. 

Enter license Application 

Number 

Select Pay mode and enter the 

details. 

Fees Payable  

Click on Proceed to Pay 
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Payment Receipt 

 

Close Payment Receipt.   
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2.5 Digitally signed Certificate: 
Login to L3 officer’s ID:  

Go to worklist  click on application number 

Application status would be Digital Signature awaited.  

 

Click on Sign Certifiacate  Enter password of Tocken  

 

On successful signing the certificate, following message will come.  

 

To download the license follow the steps as follows:  

Login to L1 officer’s ID:  

Go to Building Permission  License Registration  Search License Registration  

Click on sign Certificate  
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Click on Search License 

Click here to Download 

Certificate 

On click of this button, 

record will be searched On click of reset button, 

details will be reset. 



eNagar – Building Permission  User Manual 1.0 

 

Prepared for Gujarat Urban Development Mission                                        Page 24 of 152 
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CHAPTER 3. RENEW LICENSE REGISTRATION 

3.1 Login: L1 Officer (Initiator) 
Navigation  

After login: 

Click on ‘Home’  Click on ‘Building Permission’  click on ‘Apply for license’ 

Kindly refer to the screen below 

 

On click of this, menu will appear on screen where user needs to select ‘Building Permission’ 

Click on this home button 

(Single Click) 
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On click of Building Permission, following menu will appear, user needs click on apply for license link. 

  

Click on Building Permission 
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1. Select type as Renew. 

2. Enter License Number. Based on License Number details will be auto populated in the system. 

Click on Apply for License 
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Select type as Renew Enter License Number 
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Click on next button 

On click of submit button, 

acknowledgement receipt will be 

generated. 

On click of submit button, 

acknowledgement receipt will be 

generated. 
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Acknowledgement Receipt: 

 

Close the Acknowledgement Receipt: 

Submitted file will be appear in the work list of the L1 Officer (Initiator). Click on the work list in the home page. 

 

Click here 
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User will be able to search the file through application number. 

 

 

On click of application number, following screen will appear.  

User would be able to see the form filled by the applicant as well as able to download the documents for 

verification. 

 

 

Click here 

On click of Forward button, 

Application will be forwarded to 

the next person in the hierarchy. 

On click of Return button, 

Application will be returned 

to the previous person in the 

hierarchy. 
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Logout of the application.  
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3.2 Login: L2 Officer (Verifier) 

 

On click of submit button, following screen will be appear. 

 

On click of work list, following screen will open. Search based on the application number. 

Enter User Name 

Enter Password 

Click on submit button. 

Select ULB 

Click on work list 
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On click of application number, following pop up will open, User will be able to see the application form and 

able to download the documents. 

After verifiying data, User will forward the file to the next person in the Heirarchy.  

 

 

 

 

Click here 

On click of Forward button, 

Application will be forwarded to 

the next person in the hierarchy. 

On click of Return button, 

Application will be returned 

to the previous person in the 

hierarchy. 
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Click on forward button, following message will be populated. 

 

Click on logout.  

 

On click of logout following popup will be populated. Click on Yes Button. 

Click here to logging out 
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3.3 Login: L3 Officer (Approver) 

 

On click of submit button, following screen will be appear. 

 

On click of work list, following screen will open. Search based on the application number. 

Enter User Name 

Enter Password 

Click on submit button. 

Select ULB 

Click on work list 
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On click of application number, following pop up will open, User will be able to see the application form and 

able to download the documents. 

After verifiying data, User will approve the file. 

On approval, SMS and email regarding Fees Payment will be sent to Applicant. 

 

 

Logout of the system after approving the file.  

 

Click on Application Number 

On click of this button, 

application will approved 

and user will be intimated 

about fees payment 

On click of Reject button, 

Application will be rejected. 

On click of Forward button, 

Application will be forwarded to 

the next person in the hierarchy. 

On click of Return button, 

Application will be 

returned to the previous 

person in the hierarchy. 
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3.4 Fees Payment: Login: L1 Officer (Initiator) or CCC Operator 
 

 

 

 

 

Click on Pay license 

registration fees 

Enter License 

Application number 

Select Pay mode 

Click on Proceed to pay 
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Payment Receipt 
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3.5 Digitally signed Certificate: 
Login to L3 officer’s ID:  

Go to worklist  click on application number 

Application status would be Digital Signature awaited.  

 

Click on Sign Certifiacate  Enter password of Tocken  

 

On successful signing the certificate, following message will come.  

 

To download the license follow the steps as follows:  

Login to L1 officer’s ID:  

Go to Building Permission  License Registration  Search License Registration  

 

Click on sign Certificate  
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Click on Search License 

Click here to download the 

license 

Click here to search the 

license application  
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CHAPTER 4. Grade Change: 

System will allow following license type to upgrade the license:  

 Structural Engineer 

 Clerk of Work 

 Supervisor 

4.1 Login: L1 Officer (Initiator) 

Navigation  

After login: 

Click on ‘Home’  Click on ‘Building Permission’  click on ‘Apply for license’ 

Kindly refer to the screen below 

 

On click of this, menu will appear on screen where user needs to select ‘Building Permission’ 

Click on this home button 

(Single Click) 
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On click of Building Permission, following menu will appear, user needs click on apply for license link. 

  

Click on Building Permission 
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Open License Registration form, select Application Type as Grade Change and Enter License Number. Based on 

License Number, Data will be populated based on License Number.  

Click on Apply for License 
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Select license type as Grade 

Change 

Enter License number 

User will enter Education 

details if required. 
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On submission, application will be sent to the work list of next person in hierarchy. Further flow of the application 

is same as New and Renew license registration. 

  

User will enter Experience 

details if required. 

Click on submit button, 

acknowledgement receipt will be 

generated 
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Acknowledgement Receipt: 

 

Close the Acknowledgement receipt by clicking on cross button on right side upper corner.  

Submitted file will be appear in the work list of the L1 Officer (Initiator). Click on the work list in the home page. 

 

Click here 
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User will be able to search the file through application number. 

 

On click of application number, following screen will appear.  

User would be able to see the form filled by the applicant as well as able to download the documents for 

verification. 

 

 

Click on forward button, following message will be populated.

 

Click here 

On click of Forward button, 

Application will be forwarded to 

the next person in the hierarchy. 

On click of Return button, 

Application will be returned 

to the previous person in the 

hierarchy. 
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Click on logout.  

4.2 Login: L2 Officer (Verifier) 

 

On click of submit button, following screen will be appear. 

 

On click of work list, following screen will open. Search based on the application number. 

Enter User Name 

Enter Password 

Click on submit button. 

Select ULB 

Click on work list 
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On click of application number, following pop up will open, User will be able to see the application form and 

able to download the documents. 

After verifiying data, User will forward the file to the next person in the Heirarchy.  

 

Click on forward button, following message will be populated. 

 

Click here 

On click of Forward button, 

Application will be forwarded to 

the next person in the hierarchy. 

On click of Return button, 

Application will be returned 

to the previous person in the 

hierarchy. 
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Click on logout.  

 

On click of logout following popup will be populated. Click on Yes Button. 

 

4.3 Login: L3 Officer (Approver) 

 

Click here to logging out 

Enter User Name 

Enter Password 

Click on submit button. 

Select ULB 
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On click of submit button, following screen will be appear. 

 

On click of work list, following screen will open. Search based on the application number. 

 

 

On click of application number, following pop up will open, User will be able to see the application form and 

able to download the documents. 

After verifiying data, User will approve the file. 

On approval, SMS and email regarding Fees Payment will be sent to Applicant. 

Click on work list 

Click here 
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Logout of the system after approving the file.  

4.4 Fees Payment: Login: L1 Officer (Initiator) or CCC Operator  

 

On click of this button, 

application will approved 

and user will be intimated 

about fees payment 

On click of Reject button, 

Application will be rejected. 

On click of Forward button, 

Application will be forwarded to 

the next person in the hierarchy. 

On click of Return button, 

Application will be 

returned to the previous 

person in the hierarchy. 

Click on home then Building 

Permission 
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On click of License Registration fees, following screen will open.  

 

Based on the License application number entered, following details will be populated. 

 

 

Click on Pay License 

Registration Fees 

Enter license Application 

Number 
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On click of Proceed to pay, payment receipt will be generated. 

  

Select Pay mode and enter the 

details. 

Click on Proceed to Pay 

Fees Payable  
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Payment Receipt

 

Close Payment Receipt.   
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4.5 Digitally signed Certificate: 
Login to L3 officer’s ID:  

Go to worklist  click on application number 

Application status would be Digital Signature awaited.  

 

Click on Sign Certifiacate  Enter password of Tocken  

 

On successful signing the certificate, following message will come.  

 

To download the license follow the steps as follows:  

Login to L1 officer’s ID:  

Go to Building Permission  License Registration  Search License Registration  

Click on sign Certificate  
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Click on Search License 

On click of this button, 

record will be searched On click of reset button, 

details will be reset. Click here to Download 

Certificate 
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CHAPTER 5. Duplicate License 

5.1 Login: L1 Officer (Initiator) 

Navigation  

After login: 

Click on ‘Home’  Click on ‘Building Permission’  click on ‘Apply for license’ 

Kindly refer to the screen below 

 

On click of this, menu will appear on screen where user needs to select ‘Building Permission’ 

Click on this home button 

(Single Click) 
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On click of Building Permission, following menu will appear, user needs click on apply for license link. 

  

Click on Building Permission 
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Click on Apply for License 
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Open License Registration form, select Application Type as Duplicate and Enter License Number. Based on License 

Number, Data will be populated based on License Number. 

 

Click on Duplicate 

license 
Enter license number 

Check the box to modify the details 

Click on Next button 
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User will have option to modify address details.  

Modification: On click of submit button, application will be shown in the work list of L1 officer. Following process 

is same as in case of New license registration.  

Data not modified: If data is not modified, User will be able to download the certificate directly from the search 

screen.  

 

  

On click of submit button, 

acknowledgement receipt 

will be generated. 
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Acknowledgement Receipt: 

 

5.2 Steps to Download License  

 

Click on Search License 
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Click here to download the 

license 

Click here to search the 

license application  
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CHAPTER 6. Cancel License 

6.1 Login: L1 Officer (Initiator) 

Navigation  

After login: 

Click on ‘Home’  Click on ‘Building Permission’  click on ‘Apply for license’ 

Kindly refer to the screen below 

 

On click of this, menu will appear on screen where user needs to select ‘Building Permission’ 

Click on this home button 

(Single Click) 
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On click of Building Permission, following menu will appear, user needs click on apply for license link. 

  

Click on Building Permission 
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Click on Cancel License 
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Cancel/ Surrender License:  

1. User will open the form and enter license number. User will select cancellation type as Cancel, enter 

cancellation effective from date and save the form.  

2. On submission form will be sent to heirarchy for approval.  

 

 

Suspend License:  

1. User will open the form and enter license number. User will select type of application as Suspend, enter 

suspend from and suspend to date and save the form.  

2. On submission form will be sent to heirarchy for approval.  

3. On Approval, License will be suspended for the time entered. 
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6.2 Login: L2 Officer (Verifier) 

 

On click of submit button, following screen will be appear. 

Enter User Name 

Enter Password 

Click on submit button. 
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On click of work list, following screen will open. Search based on the application number. 

 

 

On click of application number, following pop up will open, User will be able to see the application form and 

able to download the documents. 

After verifiying data, User will forward the file to the next person in the Heirarchy.  

 

 

 

Click on work list 

Click here 
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Click on forward button, following message will be populated. 

 

Click on logout.  

On click of Forward button, 

Application will be forwarded to 

the next person in the hierarchy. 

On click of Return button, 

Application will be returned 

to the previous person in the 

hierarchy. 
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On click of logout following popup will be populated. Click on Yes Button. 

 

6.3 Login: L3 Officer (Approver) 

 

On click of submit button, following screen will be appear. 

Click here to logging out 

Enter User Name 

Enter Password 

Click on submit button. 
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On click of work list, following screen will open. Search based on the application number. 

 

 

On click of application number, following pop up will open, User will be able to see the application form and 

able to download the documents. 

After verifiying data, User will approve the file. 

On approval, SMS and email regarding Fees Payment will be sent to Applicant. 

 

Click on work list 

Click on Application Number 
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Logout of the system after approving the file.  

 

On Approval, Status of License will be changed to cancelled or surrendered or suspended, based on the 

application type.   

In case of Suspend, License will be activated again after Suspended till date.  

 

 

 

 

 

 

 

 

  

On click of this button, 

application will approved 

and user will be intimated 

about fees payment 

On click of Reject button, 

Application will be rejected. 

On click of Forward button, 

Application will be forwarded to 

the next person in the hierarchy. 

On click of Return button, 

Application will be 

returned to the previous 

person in the hierarchy. 
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CHAPTER 7. Communication 

Communication: This functionality is used when department has query regarding any documents submitted by 

the Applicant. Process for the same as follows: Login to the officer’s ID in which file is pending. 

7.1 Login: L1 Officer/ L2 Officer/ L3 Officer (Initiator/ Verifier/ Approver) 

Navigation  

After login: 

Click on ‘Home’  Click on Worklist  click on ‘Apply for license’ 

Kindly refer to the screen below 

 

On click of this, List of application will appear. Click on the application number for which user needs to raise 

communication request.  

GO to communication tab and click on Initiate button.  

  

 

  

Click on this worklist button 

(Double Click) 
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Select Communication type as Documents Non-Compliant. Add the documents which are not proper.  

Also, update remarks and add name of any additional documents which are not there in the list. 

 

Click on the Application 

Number 

Click on Initiate button 

On click of submit button, 

request will be raised.  

Add the documents from the 

list which are invalid.   

Add Remarks and any additional 

documents if required. 
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Click on Submit button, Communication requets will be reaised and shown as bellow: 

 

If applicant comes to Department to submit the Documents, upload documents and click on update button.  

 

 

On click of update button, 

documents will be uploaded.  
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When the documents received are proper, click on comply button to close the request.  

 

  

On click of comply button, 

request will be closed. 
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CHAPTER 8. Building Permission 

8.1 Workflow for Building Permission Application  

 

  

• Apply for Pre-scrutiny  Select Authority  ProceedPOR

• Apply for Building Permission  ODPS Application 
Number search  Update data  Submit

Applicant

• Application received  Select Authority View 
application  View Drawing file  Approve/Reject

POR consent

• Building Permission  Search Building Permission 
Scrutiny Fee Payment 

Accountant/L1 
officer/ Applicant

• Worklist --> Click on application number --> Update 
Permission letter points/ Update Final Fees  Forward

L1 Officer 

• Worklist --> Click on application number --> Update 
Permission letter points/ Update Final Fees  Forward

L2 Officer

• Worklist --> Click on application number --> Confirm 
Fee

L3 Officer

• Building Permission  Search Building Permission 
Proceed to pay

Accountant/L1 
officer/ Applicant

• Worklist --> Click on application number --> approve --> 
Digital signature

L3 Officer

• Building Permission  Search Building Permission 
Download Permission letter/ Drawing file

L1 Officer/ 
Applicant
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8.2 Steps for POR 
1. Architect/ Engineer login to the portal. Click on Apply for Pre-scrutiny.  

2. Once scrutiny reports are generated, Applicant applies for the Building Permission/ Land Development.  

3. After submission, file will be sent for POR consent.  

4. Once consent received from the POR, Applicant will be intimidated to pay scrutiny fees.  

5. If, POR consent is rejected, file will not be processed further.  

6. Scrutiny Fee payment: Either applicant can pay online or at the department.  

To find more details on the steps to be followed by POR and applicant, check User manual for Architect/ 

Engineer.  

Following steps would be followed for accepting Payment at department.  

8.3 Login: L1 Officer (Initiator)/ Account Officer 

8.3.1 Pay Scrutiny Fees 
1. Login to the L2 officer. For Development authority, select Development authority in the city whereas 

for Nagarpalika/ Corporations select its name in the city drop down.  

 

2. On click of submit following screen will appear.  

3. Click on ‘Home’  Click on ‘Building Permission’  click on ‘Apply for Building Development’ 

 

Enter User Name 

Enter Password 

Click on submit button. 

Select ULB 
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4. On click of this, menu will appear on screen where user needs to select ‘Building Permission’. 

 

 

Click on this home button 

(Single Click) 

Click on Building Permission 
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5. Click on Building Permission  Search Building Permission  

 

6. Search the application by its application number. Check the details in the form, select mode of payment, 

and click on proceed to pay button to make payment. 

 

7. In the payment screen, select payment option: Cash, cheque, payorder, POS/ wallet. Based on the 

payment type, enter required details.  

Note: Manual receipt no and manual receipt date is not applicable for Building Permission module. Kindly 

ingnore the same.  

 

Search Building Development 

(Single click) 

Click here 
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8. On click of proceed to pay, Payment receipt will be generated. Click on the download payment receipt 

option.  

 

 

Click here 
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8.3.2 Application Process 
1. After scrutiny Payment, login for L1 officer.  

2. Go to Worklist  Click on the Application number.  

 

 

3. View the form, edit details and upload more documents if required. Navigate using the next button at 

every section or by using the section tabs at the top. 

Application number hyperlink 



eNagar – Building Permission  User Manual 1.0 

 

Prepared for Gujarat Urban Development Mission                                        Page 86 of 152 
  

 

 

4.  

5. Go to the permission letter details tab, select all applicable lines and press the >>>> button towards the 

right. Then click on add button to add the fields. 

 

6. Go to fee details tab, write fees as applicable and click on save fee details button. 

Click to preview certificate 

1. Permission letter 

details 

2. Select one or more 

3. Click to add each sentence 

4. Click on add 
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7. Go to actions menu at the top and select forward to forward application to verifier (L2 officer). Select 

the name of the officer to whom application is to be forwarded.  

 

1. Fee details 

2. Fill as applicable 
3. Click to save fee details 
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8. Click on logout.  

Select verifier name 
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8.4 Login: L2 Officer (Verifier) 
1. Login to the L2 officer. For Development authority, select Development authority in the city whereas 

for Nagarpalika/ Corporations select its name in the city drop down.  

 

2. On click of submit button, following screen will be appear. 

 

Enter User Name 

Enter Password 

Click on submit button. 

Select ULB 

Click on work list 
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3. On click of work list, following screen will open. Search based on the application number. 

 

4. Go to the permission letter details tab, update letter points, if required. Select all applicable lines and 

press the >>>> button towards the right. Then click on add button to add the fields. 

 

5. Go to fee details tab, write fees as applicable and click on save fee details button. 

Click application number hyperlink 

2. Permission letter 

details 

2. Select one or more 

3. Click to add each sentence 

4. Click on add 
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6. Go to actions menu and click on forward after verification of details. 

 

7. On click of Forward button, application will be forwarded to L3 officer.  

 

2. Fee details 

2. Fill as applicable 
3. Click to save fee details 
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8.5 Login: L3 Officer (Approver) 
1. Login to the L3 officer. For Development authority, select Development authority in the city whereas 

for Nagarpalika/ Corporations select its name in the city drop down.  

 

2. On click of submit button, following screen will be appear. 

 

3. On click of work list, following screen will open. Search based on the application number. 

Enter User Name 

Enter Password 

Click on submit button. 

Click on work list 
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4. Go to the permission letter details tab, select all applicable lines and press the >>>> button towards the 

right. Then click on add button to add the fields. 

 

5. Go to fee details tab, write fees as applicable and click on save fee details button. 

 

Click application number hyperlink 

3. Permission letter 

details 

2. Select one or more 

3. Click to add each sentence 

4. Click on add 
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6. On click of confirm fees, applicant will be notified via SMS and email to pay the final fees.  

  

Fee details 

Fill as applicable 

Click on confirm fee details 

Click on Yes button to finalize fee 
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8.6 Login: L1 Officer/ Accountant 

8.6.1 Pay Development Fees 
After login: 

1. Click on ‘Home’  Click on ‘Building Permission’  click on ‘Apply for Building Development’ 

Kindly refer to the screen below 

 

 

2. On click of this, menu will appear on screen where user needs to select ‘Building Permission’. 

 

Click on this home button 

(Single Click) 

Click on Building Permission 
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3. Click on Building Permission  Search Building Permission  

 

4. Search the application by its application number. Check the details in the form, select mode of payment, 

and click on proceed to pay button to make payment. 

 

5. In the payment screen, select payment option: Cash, cheque, payorder, POS/ wallet. Based on the 

payment type, enter required details.  

Note: Manual receipt no and manual receipt date is not applicable for Building Permission module. Kindly 

ingnore the same.  

 

Search Building Development 

(Single click) 

Click here 
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6. On click of proceed to pay, Payment receipt will be generated. Click on the download payment receipt 

option.  

 

 

Click here 
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8.7 Login: L3 Officer (Approver) 
Once Final payment is done, login for L3 officer.  

1. Login to the L3 officer. For Development authority, select Development authority in the city whereas 

for Nagarpalika/ Corporations select its name in the city drop down.  

2. GO to worklist and Search the application for which payment has been done. That can be identified by 

the status: In progress and Stage: Authorization  

3.  Click on the application number, application form will open. Click on Approve button.  

 

4. Click on yes when prompted with ‘Do you want to approve file?’. 

5. After successful approval, following message will be populated.  

Click on Approve button 
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6. Click on the Sign certificate button to digitally sign the application.  

 

7. Enter the required PIN for Digital signature. After successfully signing the certificate, following message 

will appear.  

 

Click on Sign certificate 

button 
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8.8 Download Certificate: 
Citizen can download Development Permission letter as well as Drawing file from his/ her login on the portal.  

For department user, following steps to be performed.  

1. Login as L1 officer.  

2. Go to Building Permission  Search Building Permission  Click on search button after entering the 

application number.  

3. Click on Download Permission letter / Download drawing file link in the action column.  

 

 

Click here to download 

Development Permission letter 

and Drawing file  
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eNagar – Building Permission  User Manual 1.0 

 

Prepared for Gujarat Urban Development Mission                                        Page 104 of 152 
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CHAPTER 9. Progress Entry 

9.1 Login as L1 officer (initiator) 
After login: 

1. Click on ‘Home’  Click on ‘Building Permission’  click on ‘Building Progress’  Update Progress 

entry 

2. Kindly refer to the screen below 

 

3. On click of this, menu will appear on screen where user needs to select ‘Building Permission’ 

Click on this home button 

(Single Click) 
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4. Go to home and click on building permission. In Building progress menu, click on update progress entry. 

 

5. Enter the registration number in the field and click on search. It will open the file. Now make the 

changes as applicable, click on add details and then click on save to save the progress details. 

 

Double Click on Building Permission 

Click on Update progress entry 
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6. Provide Block wise stage completion details, attach form 11 and click on submit button.  

 

Enter Development permission number 

Select block and stage details 
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7. On click of submit, message of successful submission will be populated.  

8. Go to worklist  Click on application number 

 

 

Attach Form 11 

Click on submit button. 

Click here 
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9. Check the application details, click on forward button to forward application to L2 officer.  

 

 

9.2 Login as L2 officer (Verifier) 
After login: 

1. Click on worklist  Click on application number 

2. Kindly refer to the screen below 

Click on Application 

number 

Click on forward 
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3. Check application details and update Site inspection details  

Click here 

Click on Application 

number 
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4. After saving the inspection details, click on the forward button, to forward application to L3 officer.  

9.3 Login as L3 officer (Verifier) 
After login: 

1. Click on worklist  Click on application number 

2. Kindly refer to the screen below 

Click here to forward  

Inspection checklist 

Click on save button  
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3. Check application and Site inspection details 

4. Click on approve button, if all the information is proper.  

5. Click on reject, if details are not proper.  

Approve/ Reject based on Inspection remarks.  

a. Building is constructed as per approved Plan - Approve 

b. Internal changes are as per CGDCR within built up area line. - Approve 

c. Building stage is not as per applied progress stage. - Reject 

d. Building plan is not as per approved plan. - Reject    

 

Click here 

Click on Application 

number 
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Click on Approve 

progress button 
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CHAPTER 10. Building Use Certificate 

10.1 Workflow for Building Use Certificate application  

 

  

• Apply for Building Use Certificate --> Update data 
Submit

Applicant

• Building Use Certificate application  Search Building 
Use Certificate application  Scrutiny Fee Payment 

Accountant/L1 
officer/ Applicant

• Worklist --> Click on application number --> Update 
Use Certificate letter points/ Update Final Fees 
Forward

L1 Officer 

• Worklist --> Click on application number --> Update 
Use certificate letter points/ Update Final Fees 
Forward

L2 Officer

• Worklist --> Click on application number --> Confirm 
Fee

L3 Officer

• Building Use Certificate application  Search Building 
Use Certificate application  Proceed to pay

Accountant/L1 
officer/ Applicant

• Worklist --> Click on application number --> approve --> 
Digital signature

L3 Officer

• Building Use Certificate application  Search Building 
Use Certificate application  Download Certificate

L1 Officer/ 
Applicant
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10.2 Login as L1 Officer (initiator) 
After login: 

1. Click ‘Home’  Click ‘Building Permission’ Building Use Certificate   Apply for building use 

certificate 

Kindly refer to the screen below 

 

 

2. Now, menu will appear on screen where user needs to select ‘Building Permission’. Go to home and 

click on building permission. In Building Use Certificate menu, click apply for building use certificate. 

Click on this home button 

(Single Click) 
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3. The following form will open. Fill in the details as necessary.  

4. If Development Permission letter is system generated, Details will be populated based on Development 

permission number else user has to provide all the necessary details.  

 

Click on Building Permission 

Click on Building use certificate 
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5. Add Plot details in tab 1.  

6. Add Owner details, Professional Details and Lift and Fire NOC details if appllicable in tab 2.  

7. Add Multiple Block Details and then Blockwise Floor details under section Floor/Plot Details. 

 

 

 

 

Click here to search data based on 

Development permission letter 
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To add multiple Owner name 
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8. Select block for which Building Use Certificate application is  required. Based on the Block seletion, 

scrutiny Fees will be auto calculated.  

 

To add multiple Block details 

To add multiple Floor details 

Select Block for which BUC is required 
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9. Upload necessary documents. If User wants to add any additional documents, add  under attachment 

section.  

 

10. On click of submit, message of successful application submission will be populated and 

acknowledgement receipt will be generated.  

 

 

 

To add additional Documents 

Click here to submit application 
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11. User will be notified to pay scrutiny fees.  

10.2.1 Scrutiny Fees Payment  
1. Go to Home  Building Permission  Building Use Certificate  Search Building Use Certificate  

 

2. Search application based on application number. Click on Proceed to pay link.  

 

Click here on Search Building Use 

Certificate 
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3. Amount payable would be shown in the screen.  

4. Select the paymode from the drop down available: Cash, Cheque, Payorder, POS/ Wallet 

5. Based in Paymode selected, provide appropriate details.   

 

 

To search application  

Click on proceed to pay  
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6. On click of proceed to pay, following messgae will be populated. Click on Download Payment receipt to 

download payment receipt.  

 

7. Payment receipt is as shown below.  

 

 

Amount Payable 

Select Paymode 

Click on proceed to pay 
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10.2.2 Verification 
1. Login as a L1 officer.  

2. Click on worklist. Search application based on application number.  

  

3. On click on application number, application form will open.  

 

Click on worklist 
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4. Check the application details and forward application to L2 officer.  

 

 

  

Click on application number 

Click here to see preview of BUC 

Forward application to L2 offficer 
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10.3 Login as L2 officer (Verifier) 
1. Login as L2 officer. Provide User Name, Password and select city. On click of submit button, following 

screen will be appear. 

 

2. On click of work list, following screen will open. Search based on the application number. 

 

3. Update Fees details and Condition to be printed on Building Use Certificate.  

 

Click on work list 

Click on application number 
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4. Click on Forward button to forward application. 

Click here to save/update fees 

Click here to add conditions  

Click here to save conditions  
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5. Following message will be populated.  

 

 

  

Click on Forward 
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10.4 Login as L3 Officer (Approver) 
1. Login as a L3 officer.  

 

2. On click of submit button, following screen will be appear. 

 

3. On click of work list, following screen will open. Search based on the application number. 

Enter User Name 

Enter Password 

Click on submit button. 

Select ULB 

Click on work list 
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4. Update Fees details and Condition to be printed on Building Use Certificate.  

 

 

5. On click of confirm fee, SMS and email will be sent to the user for final payment.  

Click on application number 

Click here to add conditions  

Click here to save conditions  

Click here to confirm fee  
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10.5 Login: L1 officer/ accountant (Fees Payment) 
1. Login as L1 officer using valid User name and Password.  

 

 

2. Click on Search Building use. It will open the search screen. 

Click on home then Building 

Permission 

Click on Search 

Building use 
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3. Amount payable would be shown in the screen.  

4. Select the paymode from the drop down available: Cash, Cheque, Payorder, POS/ Wallet 

5. Based in Paymode selected, provide appropriate details.   

 

 

Click on Search 

Click on Proceed to pay  
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6. On click of proceed to pay, following messgae will be populated. Click on Download Payment receipt to 

download payment receipt.  

 

7. Payment receipt is as shown below.  

 

Amount Payable 

Select Paymode 

Click on proceed to pay 
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10.6 Login: L3 Officer 
1. Login as L3 officer.  

2. Go to worklist  Click on the application number 

3. After verifiying data, User will approve the file. On approval, SMS and email will be sent to applicant.  

  

4. On click on application number, application form will open.  

Click on worklist 
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5. On click of approve button, following message will be populated.  

 

6. Then click on the applilcation number, application form will open. Now click on Sign certificate to 

digitally sign the certificate.  

Click on application number 

Click here to approve file 

Update designation  
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10.7 Download Certificate 
Clcik on Search Building use option to open certificate. 

 

 

Click to sign certificate  

Click on search 

building Use 
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Click on Download certificate option to download certificate. 

 

 

 

 

 

 

 

  

Click on Download 

certificate 
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CHAPTER 11. Part Plan/Zoning/ F Form Application 

 

11.1 Login: L1 officer (Initiator)  
1. Login as L1 officer by providing valid user ID and password.  

2. Click on ‘Home’  Click on ‘Building Permission’  click on ‘Issuance of Part plan/Zoning/ F-Form' 

Kindly refer to the screen below 

 

3. User need to single click the Home icon at the bottom left corner. 

4. User will be able to see different types of modules in the list. As shown below,  On click of this, menu 

will appear on screen where user needs to select ‘Building Permission’. 

5. User need to Double click on the Building Permission icon to access it. After that different process as 

listed and displayed. 

Click on this home button 

(Single Click) 
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6. As shown below, User need to click on "Apply for Part Plan / Zoning / F Form Certificate" to apply for 

Part Plan / Zoning / F Form Certificate 

7. After Clicking on this tab, User will be able to see the application form. 

8. User need to fill the required fields and can submit the form.  

 

 

Click on Building Permission 

To apply click here 
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9. As shown below, User need to fill up the mandatory fields and submit the application form. 

 

 
As shown below, user can see the acknowledgement receipt on their screen and can download the receipt as 

required. 

 

 

Click here to submit 
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11.1.1 Application processing  
1. Go to worklist  

2. Click on the application number in the worklist.  

 

 

 

3. On click of forward button, application will be forwarded to L2 officer.  

11.2 Login: L2 officer (Verifier) 
1. Login as L2 officer.  

2. Go to worklist. 

Click on application number 

Click on forward button 
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3. Click on the application number, application form will open.  

4. Upload the required documents in the upload documents tab.  

5. Update Fees details in the Fees tab.  

Click on Worklist 

Click on application number 
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6. Forward application to L3 officer.  

Upload required documents 

Update Fees required 
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11.3 Login: L3 Officer (Approver)  
1. Login as L2 officer using valid user ID and password.  

2. Go to worklist. Click on the application number. 

 

Click on forward button 

Click on Worklist 
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3. If application detail is proper,approve the application.  

 

11.4 Login: L1 officer/ Accountant 
1. Login as L1 officer using valid user ID and password.  

2. Click on home  Building Permission  Part plan/ Zoning/ F-Form application  Search Part plan/ 

Zoning/ F-Form application 

 

Click on application number 

Click here to approve 

application  
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3. Search application based on Application number or other details available.  

 

 

4. Select pay mode and provide necessary details.  

 

 

Click here on search 

application  

Click on proceed to pay  
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5. On Click of proceed to pay, following message will appear.  

 

6. Download Payment receipt.  

 

Select mode of payment  

Click on proceed to pay  
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7. After payment user can download document from search screen. Click on view application.  

 


