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HANDOUT for ABPAS 

Automated Building Plan Approval System 
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Steps to Create application online 

1. Please get user id and password from Ujjain Municipal Corporation. 

Architect/LE/SE/Supervisor Registration:  

Ujjain Municipal Corporation administrator will login into the application using login page to 

register developer as follows. 
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Go to the Register>Architect tab from left menu panel. 

 

 

 

Click Add button, following architect registration form screen displays. 
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Enter Architect name, select console, login information and click save button.  

Now architect will be registered and listed on architect’s list page as shown above. 

The registered architect can login into the application by entering the user id & password to 

submit the proposal online as follows. 

 

1. Click on the link provided on website. Please get username and password from DCRcell. 
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2. After entering username and Password, architect will be redirected default status 
page. Architect can see status of submitted proposal/application, pending memo and 
message from corporation. 

 

 

 

 
 
  

 

3. Click on Download>Form list on left menu panel to view/print the list of purchased 

application forms.  
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4. Click on Proposals>New on left menu panel to submit a new building proposal/application 
for building permission.  
 

 

 

 

 

 

 

 

 

 

Layout Details:  
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A. Select zone from “Zone” dropdown.  

B. Select ward from “Ward” dropdown.  

C. Select colony from “Colony” dropdown.  

D. Select Plot number from “Plot No” dropdown. 

 

 

 

E. Select special road name and Road.  

 

 

 

 

 

 

 

 

 

Case Information:  
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A. Select type of development from “Development Type” dropdown. Development type 

can be selected as New Detail Plan/ Alteration/Addition Plan or Renewal. 

 

 

 

For Alteration/Addition Plan fill the Previous Sanction Number as well as Previous 

Sanction Date. 

 

 

 

 

 

B. Enter plot length & breadth, total builtup area and plot Area in plot area box. This 

plot area can be changed if desired.   

C. Enter existing area in Existing Area box.  
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Auto CAD file:  

 

 

Attach preformatted (Pre DCR formatted) Auto CAD drawing file (.dwg file) by clicking 

“Attach Now” button and selecting desired drawing file (.dwg file) from the desired location 

as follows.  
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Documents Checklist:  

Select mandatory documents from “Mandatory Documents” and optional documents from 
“Optional Documents” list by checking (selecting) check boxes next to their names. Click 

yellow colored attach file icon  to attach physical document file (Scanned copies in 
.PDF format or images in .jpg format).  

 

 

Click  icon on top/bottom left of the page to submit (create) the proposal.  

 

5. Once proposal is submitted (created) following screen appears with a message in red 

color.  
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General Details:  

Click on “General Details” icon on the tool bar to enter/select general details of the plot.  

 

 

Select/enter details and click save button to save the entered/selected details.  

Building Details:  

a) Click on “Building Details” icon on the tool bar to enter/select building details of the 

building(s) being proposed.  

 

 



 - 12 - 

 

b) Enter number of buildings being proposed in “No. of Buildings” box and hit return 

key (click on page). Number of rows corresponding to enter building numbers will be 

populated to select/enter the details as follows.  

 

 

c) Enter Building name, building use & its subuse, building type, number of 

beds/capacity (in case of hospitals/educational buildings (hostels etc)), building 

height and number of floors in the building.  

 

 

d) Click on “Save” button to save the building details.  

 

 

Site Information:  

a) Click on “Site Information” icon on the tool bar to enter/select items in the site visit 

check list.  

b) Provide site visit information by selecting/entering values to the site visit check list 

items.  

c) Click Save button to save the site visit information provided.  
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d) Click Reports icon to generate site visit reports based on the site visit information 

provided as follows.  
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Road Details:  

a) Click on “Road Details” icon on the tool bar to enter/select road details.  

b) Select Yes/No option to indicate whether the road is approved or not. If yes option is 

selected, enter Bill No and date.  
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c) In case No option is selected (i.e. if road is not approved), following information 

(Water Excavation Details) need to be provided.  
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d) Enter water excavation information and click save button to save the information 

provided.  

 

Printing Form:  

 

Click Print Form icon from the tool bar to print the application/proposal form (hard copy).  
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Colony Plot Details:  

a) Click on “Colony-Plot-Details” icon on the tool bar to view the colony plot.  
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6.  Sending proposal to DCR Cell fro Technical Scrutiny. 

 

Click on “Send” icon on the tool bar to send proposal for technical scrutiny. 

 

 

7. Generating & printing proposal information:  

a) Go to Proposals>Submitted Files tab in architect’s left menu panel, following 

proposal list page displays.  
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b) Click Form No/File number link, following page displays.  

 

 

c) Click “Print Proposal Information” icon from tool bar to generate and print proposal 

information as follows. This will be used as information/record with architect 

regarding proposal submission.  
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8. Send the proposal for Scrutiny:  

a) Click on Ready to submit and Select your file to submit 

 

 

b) Click Form No/File number link, following page displays.  
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c) Click “Send for Scrutiny” button in the tool bar to send the proposal further 

processing. Once proposal is sent following screen appears with a message in red 

color.  

 

 

9. Viewing/knowing the proposal status:  

a) Login as architect by providing login id and password as (arc/arc). Go to the status 

page (default) in left menu panel. Following page displays. Here proposals display 

under different section based on their status.  
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Scrutiny Process (DCR Cell) 

 

1. Login into the application as DCR Cell Conversion. Following screen displays after clicking 

on DCRCell>Conversion Pending. 

 

 

2.Open the proposal from “Conversion Pending” tab of left menu. 
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3.Click on "Run PreDCR" option to verify whether drawing is in PreDCR format by clicking on 

 option. Here user can view the PreDCR report. 

 

 

 

 

4. change the drawing status to  conversion done/Drawing Not in Format by clicking oon 

Change status option. 
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If  status is changed to “conversion done”, proposal is displayed under scrutiny pending in 

DCR Cell Scrutiny login for technical scrutiny. If status is changed to “Drawing Not In 

Format”, the architect requires to resubmit the pre formatted drawing and proposal displays 

under “Drawing Not In Format” tab of  the user’s left menu. 

 

5. Login into the application as DCR Cell Scrutiny. Click on File Number under scrutiny 

pending tab.Here user can run Auto DCR, view the AutoDCR report, change the drawing 

status to  Scrutiny done/Scrutiny Can Not Be Done.  

6.Following screen displays after clicking on Technical Data>Run AtuoDCR. 
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AutoCAD window displays after clacking on 'OK' option for selection of AutoCAD version. 
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After selection AutoCAD version drawing file get open for technical scrutiny 

 

Pickup selected scan items by clicking on Pickup option.drawing by clicking on scan option 

on AutoDCR window. 
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Technical Scrutiny report can be viewed by clicking on the report button as shown the figure 

below. 
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Failed entity displays under Objection report. 

 

User can change status by clicking on 'Change Status' option 
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If  status is changed to “Scrutiny Done”, proposal is displayed under Scrutiny Done tab of 

DCR Cell Verification for approval.If status is changed to “Scrutiny Can Not Be Done”, the 

architect requires to resubmit the pre formatted drawing and proposal displays under 

“Scrutiny Can Not Be Done” tab of  the architect and user’s left menu. 

7. Login into the application as DCR Cell Verification. Click on File Number under scrutiny 

Done tab.Here user can  view the AutoDCR report, change the drawing status to  Drawing 

Pass in rule/Drawing fail in rule/Scrutiny pending. 
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If  status is changed to “Drawing Pass in rule”, proposal is displayed under Drawing Pass in 

rule tab of architect and printing pending tab of DCR Cell Printing.If status is changed to 

“Drawing Fail in rule”, the architect requires to resubmit the pre formatted drawing and 

proposal displays under “Drawing Fail in rule” tab of  the user’s left menu. 
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Resubmission of “Drawing Fail in rule”  Proposal. 

(i)  Login as Architect and Click on Pre Scrutiny>Resubmit tab. 

(ii) Enter drawing fail in rule file number 

(iii) Click on Go button 

(iv) Attach updated drawing file by 'Attach Drawing option' 

(v) Enter resubmission remark and click on 'Submit' option. 
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 - 35 - 

 

Resubmitted proposal goes to DCR cell verification via DCR cell conversion and Scrutiny. 

DCR cell verify the objection report by clicking on 'System Scrutiny Report'. 

If no field items listed than status change as "Drawing pass in rule"  
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 9. Login into the application as DCR Cell Printing. Click on file number under printing 

pending tab.Here user can run Auto DCR and generate drawing PDF file. 

 

 

 

 

 

 

 

 



 - 37 - 

 

Click on  to generate printing layout. 
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Click on  option to convert generated layout in PDF file 

 

 

 

10.Change Status as printing Done from change status option. 
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11.Login as Architect to inward "Drawing Pass in rule proposal". Following screen displays 

after clicking on Proposal> Drawing Pass in Rule 

“Drawing Pass in Rule”, proposal is displays to architect for inwarding the proposal to 

corporation/inward clerk . 

 

 

 

Click on File number.Architect can view scrutiny report and drawing pdf file from drawing 

pass in rule proposal. 
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Click on Send option for inwarding proposal in corporation for further process.After click on 

send option proposal sent to inward. 

 

 

 

Login into the application as Inward Clerk. Following screen displays after clicking on 

Proposal>In Process. 
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Open file by clicking on file number 

 

 

 

1. Receiving File & documents (Hard copies) 
 

Go to Document Checklist tab Receive and Validate of Electronic/Physical documents by 

selecting check boxes next to documents name and clicking the save button. 
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2. Create and receive challan payment 
 

Steps- 

(I)  Click on Create memo 

(ii)  Enter/Update amount 

(iii) Click on save option 

(iv) Open memo from memo details 

(v)  Publish created memo 
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Pay Challan:- 

 

Step- 

(i) Login as InwardAC 

(ii) Click on Memo List>Pending memo 

(iii) Click on Pay now option next to memo number 

(iv) Enter details  

(v) Click on save and print 

(vi) Generate receipt 
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3.Generating Acknowledgment letter 

         Click on Acknowledgment Letter option on tool bar to generate Acknowledgment 

letter. 
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4.Sending file to Building Inspector 

From proposal information tab, click send button,Select the person (Building Inspector) to 
send. 

Enter user notes (sending notes/comments) 

Click send button and send application to Building Inspector for further processing. 
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Login into the application as Building Inspector, following screen displays after clicking on 

Proposal>In Process 

 

 

Open the proposal from Proposal>In process list by clicking file number link. 
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Verify the received documents from Documents checklist tab by selecting verify check boxes 

next to documents name and insert verification remarks. 

Click save button to save the selection & remarks. 

 

Perform site visit By clicking site visit option.Enter site visit date and site visit details click 

on save button for save the selection and remark.  
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Generate site visit report by clicking on Report option. 

 

 

Click on sanction option from open file tool bat to view drawing sanction data. 
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Sending file to Building Officer 

From applicant information tab, click send button,Select the person (Building Officer) to 

send. 

Enter user notes (sending notes/comments) 

Click send button and send application to Building Officer for further processing. 
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Login into the application as Building Officer, following screen displays after clicking on 

Proposal>In Process 
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Open the proposal from Proposal>In process by clicking file number link. 

Based on plot area Building Officer Approve proposal or send to City Engineer 

 

 

Building officer verify failed items in drawing.Proposal can be rejected on failed items. 

View failed items by clicking on Failed Items option. 

Approve/Reject failed items by selection status and insert remarks. 
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Sending file to City Engineer 

From Proposal tool bar click send button,Select the person (City Engineer) to send. 

Enter user notes (sending notes/comments) 

Click send button and send application to City Engineer for further processing. 

 

 

 

Login into the application as Building Inspector, following screen displays after clicking on 

Proposal>In Process. 

 

Proposal can be reject on Document Scrutiny/Technical Scrutiny/Site Visit Scrutiny by CE. 

Rejected proposal displayed under rejected tab of both Architect and CE. 
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Sending file to Additional Commissioner 

From Proposal tool bar click send button,Select the person (Additional Commissioner) to 
send. 

Enter user notes (sending notes/comments) 

Click send button and send application to Additional Commissioner for further processing. 
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Login into the application as Additional Commissioner, following screen displays after 

clicking on Proposal>In Process 
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Proposal Approval: 

      Click on Approve option from tool bar.Enter Approval remark and click on submit 
button. 
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Proposal getting approved and approved displayed under approve tab of Additional 
commissional login. 

 

 

 

Open approve proposal by clicking on file number. 
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Sending file to Inward Clerk 

From Proposal tool bar click send button,Select the person (Single Window) to send. 

Enter user notes (sending notes/comments) 

Click send button and send application to single window for issuing permit certificate. 

 

 

 

Login into the application as inward (Single Window), following screen displays after clicking 

on Proposal>Approved 
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Open file by clicking on file number. 
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Click on final note option form tool bar to generate permit certificate. 
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This is the last page of the document. 

 

 

 

 

 

 

 

 

 

 

 

 


