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1 System Registered Users Classification  

 LTP 

 License Engineer 

 Structural Engineer 

 Supervisor 1 

 Supervisor 2 

 Town Planner 

 

 Developers/ Applicant(s) 

 

 ULB Officers {Town Planning / Building Permission Department) 

 

2 Accessing the DPMS system: User Roles & Consoles 
There are various consoles defined in the DPMS system based on the designations. These consoles are 

mapped and created based on their roles and responsibilities of Building Permission or Town Planning 

departments officers.   

There is one ULB Administrator console who will be responsible for creating new users, providing access 

rights, workflows and maintaining the organization structure of the ULB. 

 

 

 

 

 

 

 

LICENSED TECHNICAL PERSONNEL (LTP) 
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3 Login to system 
Login link on the Portal will take the user to the login page of Development Permission system (AutoDCR).  

This is the entry point for the portal. 

 

ULB officers can log in to system with their existing username and password, on successful login user will 

be redirected to his / her Dashboard as illustrated in below screen. 
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In the process examining and Approval of BP or Layout applications users defined in DPMS system as per 

their roles are listed below.  The automatic workflow will start from level 1 till Approval or Rejection of 

application at highest level Municipal Commissioner (MC) or if power is delegated in the respective ULB 

Approval takes place at delegated Authority level.  

4 Municipal Surveyor (MS) - (Level 1 officer) 

 

All the applications submitted by LTP will reach to the first level officer configured as per the ULB work 

flow process by the Administrator. 

The applications will be sent to Municipal Surveyor or Assistant Town Planner or equivalent officer for the 

ULB, who is assigned randomly by the system from the pool of Municipal Surveyors for Site Inspection. 

 

MS will have the application for scrutiny in his/ her In-Process list. 
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Activities for Municipal Surveyor -  

 Site Inspection based on auto Schedule and random allocation 

 Document verification 

 Note sheet 
 

Documents attached along with the application can be previewed and provision for adding remarks 

against each document is provided for MS.  
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Note sheet – MS or Level officer will add the note sheet of the findings of scrutiny and send the 

application to next level for review. 

 

 

The application can be sent to Level 2 officer for review and scrutiny by clicking on the Send button. 
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5 Deputy Engineer (DE) - (Level 2 officer) 
Deputy engineer (Level 2 officer) Dashboard, all cases listed as per stages which are sent for further 

scrutiny and review. 

Activities for Deputy Engineer/ Level 2 officer -  

 AutoDCR Scrutiny Reports verification 

 Review Document verification remarks  

 Verify system generated Demand Note  

 Note sheet 

 

Review Application details along with Workflow 

 

Review AutoDCR Reports  
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Review Demand Note 
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6 Executive Engineer (EE) - (Level 3 officer) 
Executive engineer (Level 3 officer) Dashboard, all cases listed as per stages which are sent for further 

scrutiny and review. 

Activities for Executive Engineer/ Level 3 officer – 

 AutoDCR Scrutiny Reports verification 

 Review Document verification remarks  

 Verify system generated Demand Note  

 Note sheet 

 

 

 

Review Application details along with Workflow 
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Review AutoDCR Reports. 
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Review Demand Note 

 

Executive Engineer can add conditions for application to be approved which will reflect on 

Commencement Certificate by click on Conditions button and then on Add Conditions. 
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When click on Add condition, Master Conditions will be enabled where officer can add the condition or 

drag and drop from master conditions. 
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Executive Engineer has to click on Action button to get Send/Correspondence/Back to list option in the 

application. 

When Executive Engineer click on Action button then below options are showing. 

 Send 

 Correspondence 

 Back to List 
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Click on Correspondence then officer can able to communicate query related to application with 

Applicant, Owner/Developer or Department. 

 

 

When click on Back to list, it will move to the list of applications. 
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Executive Engineer has to give his remarks in note sheet by click on note sheet button. 

 

Executive Engineer can click on View/Create button. 

Here Executive Engineer able to view remarks given by previous officer and he can add his remarks. 

When click on Create it will showing under My Note sheet with Save, Attachment, Publish and Print 

button. 

Executive Engineer has to enter his remarks and click on Save and then on Publish so the remarks will be 

published. 
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Executive Engineer has to publish the note sheet. 
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If any documents need to attach then officer can click on Attachment and attach that document. 

Executive Engineer can take print of the note sheet by click on Print button. 

After reviewing the application, Executive Engineer has to send the application to next level by click on 

Send button under Actions. 

 

7 Deputy City Engineer (DYCE) - (Level 4 officer) 
Deputy City Engineer (Level 4 officer) Dashboard, all cases listed as per stages, which are sent for further 

scrutiny and review. 
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Activities for Deputy Engineer/ Level 3 officer – 

 AutoDCR Scrutiny Reports verification 

 Review Document verification remarks  

 Verify system generated Demand Note  

 Note sheet 

 

Review Application details along with Workflow 
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Review AutoDCR Reports. 

 

 

 

Review Demand Note 
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Deputy City Engineer can add conditions for application to be approved which will reflect on 

Commencement Certificate by click on Conditions button and then on Add Conditions. 

 

 

When click on Add condition, Master Conditions will be enabled where officer can add the condition or 

drag and drop from master conditions. 
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Deputy City Engineer has to click on Action button to get Send/Correspondence/Back to list option in the 

application. 

When Deputy City Engineer click on Action button then below options are showing. 

 Send 

 Correspondence 

 Back to List 



                                                                                                                  HELP MANUAL FOR ULB OFFICERS  
 

 

 

 

 
 
23 of 71 
 

 

 

 

 

Click on Correspondence then officer can able to communicate query related to application with 

Applicant, Owner/Developer or Department. 

 

 

When click on Back to list, it will move to the list of applications. 
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Deputy City Engineer has to give his remarks in note sheet by click on note sheet button. 

 

 

Deputy City Engineer can click on View/Create button. 

Here Deputy City Engineer able to view remarks given by previous officer and he can add his remarks. 

When click on Create it will showing under My Note sheet with Save, Attachment, Publish and Print 

button. 

Deputy City Engineer has to enter his remarks and click on Save and then on Publish so the remarks will be 

published. 
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If any documents need to attach then officer can click on Attachment and attach that document. 
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Deputy City Engineer has to publish the note sheet. 
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For taking Print of the given remarks officer can click on Print button. 

After reviewing the application, Deputy City Engineer has to send the application to next level by click on 

Send button under Actions. 
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8 Town Development Officer (TDO) - (Level 5 officer) 
Town Development Officer (Level 5 officer) Dashboard, all cases listed as per stages, which are sent for 

further scrutiny and review. 

Activities for Town Development Officer / Level 5 officer – 

 AutoDCR Scrutiny Reports verification 

 Review Document verification remarks  

 Verify system generated Demand Note  

 Note sheet 
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Review Application details along with Workflow 

 

 

 

Review AutoDCR Reports. 

 

Review Demand Note 
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Town Development Officer can add conditions for application to be approved which will reflect on 

Commencement Certificate by click on Conditions button and then on Add Conditions. 

 

When click on Add condition, Master Conditions will be enabled where officer can add the condition or 

drag and drop from master conditions. 

Town Development Officer has to click on Action button to get Send/Correspondence/Back to list option 

in the application. 

When Town Development Officer click on Action button then below options are showing. 

 Send 

 Correspondence 

 Back to List 

Click on Correspondence then Town Development Officer can able to communicate query related to 

application with Applicant, Owner/Developer or Department. 

When click on Back to list, it will move to the list of applications. 
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Town Development Officer has to give his remarks in note sheet by click on note sheet button 

Town Development Officer can click on View/Create button. 

Here Town Development Officer able to view remarks given by previous officer and he can add his 

remarks. 

When click on Create it will showing under My Note sheet with Save, Attachment, Publish and Print 

button. 

Town Development Officer has to enter his remarks and click on Save and then on Publish so the remarks 

will be published. 

Town Development Officer has to publish the note sheet. 

If any documents need to attach then Town Development Officer can click on Attachment and attach that 

document. 

For taking Print of the given remarks, Town Development Officer can click on Print button. 

After reviewing the application, Town Development Officer has to send the application to next level by 

click on Send button under Actions. 

9 Asst. Director Town Planning (ADTP) - (Level 6 officer) 
Asst. Director Town Planning (Level 6 officer) Dashboard, all cases listed as per stages, which are sent for 

further scrutiny and review. 

Activities for Asst. Director Town Planning / Level 6 officer – 

 AutoDCR Scrutiny Reports verification 

 Review Document verification remarks  

 Verify system generated Demand Note  

 Note sheet 
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Review Application details along with Workflow 
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Review AutoDCR Reports. 

 

 

 

Review Demand Note 
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Assistant Development Town Planner can add conditions for application to be approved which will reflect 

on Commencement Certificate by click on Conditions button and then on Add Conditions. 

 

When click on Add condition, Master Conditions will be enabled where officer can add the condition or 

drag and drop from master conditions. 
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ADTP has to click on Action button to get Send/Correspondence/Back to list option in the application. 

When ADTP click on Action button then below options are showing. 

 Send 

 Correspondence 

 Back to List 

 

Click on Correspondence then ADTP can able to communicate query related to application with Applicant, 

Owner/Developer or Department. 
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When click on Back to list, it will move to the list of applications. 

 

ADTP has to give his remarks in note sheet by click on note sheet button 
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ADTP can click on View/Create button. 

 

Here ADTP able to view remarks given by previous officer and he can add his remarks. 

 

When click on Create it will showing under My Note sheet with Save, Attachment, Publish and Print 

button. 

ADTP has to enter his remarks and click on Save and then on Publish so the remarks will be published. 

If any documents need to attach then ADTP can click on Attachment and attach that document. 
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ADTP has to publish the note sheet. 
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For taking Print of the given remarks, ADTP can click on Print button. 

After reviewing the application, ADTP has to send the application to next level by click on Send button 

under Actions. 
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10 Municipal Commissioner (MC) - (Final Approving Authority) 
 

Municipal Commissioner (Final Approving Authority) Dashboard, all cases listed as per stages, which are 

sent for further scrutiny and review. 

Activities for Municipal Commissioner / Final Approving Authority – 

 AutoDCR Scrutiny Reports verification 

 Review Document verification remarks  

 Verify system generated Demand Note  

 Note sheet 

 

 

Review Application details along with Workflow 
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Review AutoDCR Reports. 
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Review Demand Note 

 

When MC click on Action button below options will be available. 

 Return 

 Approve 

 Correspondence 

 Back to List 
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If the remarks given by previous officer need to review again then MC can return the application by click 

on Return button. 

 

 

When Commissioner Click on Approve button then application will get approve. 

Once the application is get approve officer can add conditions in Commencement Certificate by click on 

Conditions and then officer has to click on Add Conditions button. 
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When click on Add condition, Master Conditions will be enabled where MC can add the condition or drag 

and drop from master conditions. 

 

Click on Correspondence then MC can able to communicate query related to application with Applicant, 

Owner/Developer or Department. 
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When click on Back to list, system will move to the list of applications send for MC Remarks and Approval. 

 

MC has to give his remarks in note sheet by click on note sheet button. 
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MC can click on View/Create button to add Notesheet. 

When click on Create system will show under My Note sheet with Save option, Attachment, Publish and 

Print button. 

MC has to enter his remarks and click on Save and then on Publish so the remarks will be published. 
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Commissioner has to publish the note sheet. 

 

Here MC able to view remarks given by previous officer and he can add his remarks and observations. 
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If any documents need to attach in Notesheet, then officer can click on Attachment and attach that 

document. 

For taking Print of the given remarks, Commissioner can click on Print button. 

While approving the application Commissioner can create demand note by clicking on Create Demand 

Note. 

Create Demand Note option is available under Demand Note tab. 

 

When click on Create Demand Note, All the budget heads that are applicable will display along with GL-

Code. 

User need to enter Area and Rate then system will calculate the amount. 
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Then user has to click on save button, if any changes required in demand note then user can do it before 

click on Publish button. 

 

 

 

Once the demand note is published user cannot make changes in demand note. 

 

Published demand note will show in Demand Note tab of officer and applicant login for payment. 
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MC can approve the application by click on Approve button under Action button. 

 

 

When MC click on Approve, button then system ask the user “This will approve application, do you want 

to continue?” 

Then click on OK system will ask to enter approval remarks. 
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After entering remarks, click on Submit button. 

 

Once the application is approved, it will move to Approved tab of Commissioner Login from In-Process tab. 
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11 Rejection/Objection Process 

Based on the work flow configured for an ULB privilege to raise objections or shortfall are configured at L1 

or L2 level officers. 

 

Post submission by LTP to authority, ULB will scrutinize the application based on their merits. For all the 

deviations noticed by Authority, there can be shortfall raised by L1 or L2 level officers. 

The shortfalls are categorized as  

 Document Objection 

 Drawing/Technical Objection 

 Site Visit Objection 
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11.1 Document Objection 

 

While verifying documents officer found any discrepancies in those document then officer can give 

shortfall/objection on such documents. 

For that officer has to click on Reject option which is under Action button. 

 

 

 

When officer click on Reject option then Proposal rejection window will appear. 
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In this, officer has to select Rejection Status as document rejection, Rejection Reasons and then officers 

have to give rejection remarks in Remarks. 

 

 

After providing all details officer need to click on Submit button. 
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When click on Submit button system will show message as Proposal has been rejected. 

After this application, will move to LTP Login for complying the discrepancies in documents. 

11.2 Drawing Objection 

 

While verifying drawing if officer found the drawing is not as per the rules. 

Then officer can give technical objection. 
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When officer click on Reject option then Proposal rejection window will appear. 

 

 

 

In this, officer has to select Rejection Status as technical rejection, Rejection Reasons and then officers 

have to give rejection remarks in Remarks. 
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After providing all details officer need to click on Submit button. 

 

 

When click on Submit button system will show message as Proposal has been rejected and it will move to 

LTP Login for complying the discrepancies found in drawing. 

Officers can give objection on Drawing and Document at the same time by selecting Technical and 

Document Objection in Rejection Status. 

LTP has to comply both drawing and document discrepancies. The status of application is showing as 

rejected. 
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11.3 Site Visit Objection 

Once the application assigned to officers Document, Drawing and Site Visit has to be done. 

The officer who is entitled for site inspection has to schedule a site visit before visiting. 

For schedule, the site visit officer has to click on Site Visit option under Action button. 

 

 

Then officer has to click on Plan a Visit button 

 

 

When officer click on Plan a Visit button then new window will get open in which officer has to select Date 

and Time and click on Plan Now button. 
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Once the site visit schedules successfully below site visit checklist form will be enabled. 

 

 

 

While doing site visit officer has to give inputs on checklist items with their observations. 

If there is no discrepancy in site visit, then officer can select Approve in observation and if there is 

discrepancy in it then they have to select Shortfall with Remarks against that site visit checklist. 
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While doing site visit officer has to fill all the checklist items and if officer found any discrepancy in site 

visit then officer can raise objection on that checklist item. 

 

After completing site visit officer has to click on save button. When officer click on save button the 

inspection report will be save and if officer wants to change anything in site visit he/she can change it 

before submitting inspection report. 
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If there is no change in Site Visit Checklist then officer can click on Save and Submit button. 
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Once officer click on Save and submit button then the inspection report will be submit and there will no 

further changes in it. 

The site inspection report will be generated. 
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12 Digital Signature Process 

12.1 Digital signature Installation & Setup 

 

Once the application is Approved, Certificate and Drawing PDF need to digitally signed by 

approving/signing authority. One-time installation set up needs to be done on the system for digital 

signing of documents  

Please follow the below process for installation setup. 

 For downloading signer extension that is browser independent officer has to click on below URL. 

 URL: - https://web.signer.digital/getstarted 

 When above URL is enter in browser then below window will open. 

 Once this page is loaded click on Download Browser Extension to download. 

https://web.signer.digital/getstarted
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After click on Download Browser extension new window will appear. Click on Download Now button. 
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Once click on Download Now, a Setup file will get download which need to installed on the system. 

 

 

Double click on the setup file and Install the setup. 

 

 

Once the setup is installed, click on Settings option on browser 
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Settings option will appear then click on Extensions option 

 

When you click on Extension option below page will display on which user needs to enable the Extension. 
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Once setup for signing is done, Authority is ready to digitally sign Certificate(s) and sanction plan PDF. 

12.2 Digital signature by Authority 

 

The Approval or Signing Authority has to login on MH Portal then click on the Approved file for which 

signing need to be done. 

When application is open then Authority need to click on Sign or Drawing sign option. 

 

If user clicks on Cancel, then signing process will end. 

If user click on OK then Signing Process will start and the letter will get open and Sign button will enabled 

on this certificate/ plan for digital signature. 
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Click on checkbox of acknowledgement and then on Sign button to initiate digital signature. 

When user clicks on Sign button, processing of the digital signature will initiate and notifies upon 

completion of the process with a pop-up message as below.
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File signed successfully! 

 

 

Once the process is Successful accomplished, the commencement / permission certificate will appear as 

below duly signed by Authority with a green color tick along with date and time stamp and name of the 

Authority. 

 

 

 

 

 

 

 

 

 

 



                                                                                                                  HELP MANUAL FOR ULB OFFICERS  
 

 

 

 

 
 
70 of 71 
 

 

 

 

Digital signature on Certificate 
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Digital signature on Sanction Plan PDF 

 

 

 

 


