
STEPS TO GET COMPLETE OCCUPANCY CERTIFICATES 
 

Step -1 login by Architect 

 

Step 2- Click on the Certificate form tab. 

 

 

 

 

 



 

Step 3- Fill the form with all the required details 

 

 

Step- 4 Click on Intimate Now. 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 



Step-1   Now login by CMO/ Authorised personnel. 

Step 2- Click on the Commencement tab 

 



 

Step-3 Dashboard will appear with all the commencement form submitted for approval. 

 

 

 

Step- 4 Click on the Document tab and view and verify all the documents. 



 

 

 

Step 5- Click on the next tab and after viewing all the docs , click on the close button. 



 

 

 



 

 

Step- 6  Now home dash board will be shown for next action tab that is mentioned in the 

picture below. 

Click on the Right button, after comment, click on the “SUBMIT” button 

 

 



 

 

 

Step-7 Pop-up / Status of the file will show that commencement completed and  also file will 

move to the next level for Plinth Certification. 



 

 

 

 

 

 

 

 

 

  

 



 

Step -1 login by the consultant successful completion of commencement form. 

Click on the plinth form tab. 

 

 

Step-2 Fill the Plinth form and click on the intimate now button 

 

Step -3 File will move to the next level for approval.  

1- To Building Inspector for inspection and will complete the detail required detail and 

will approve.  



 

 

 

 



 

 

 



Step-4 Click on the Plinth Check list fill all the details and   

 

 

Step-5 Click on the submit button. 

 

Step- 4 Click on the Green right click button  

 



Step- 5 Fill the Comment and press ok and Submit 

 

 

 

Step -5 Status of the file will show that file is accepted  

 

 

 



2 To the Commissioner/Authorised personnel for approval. 

Step -1 Now commissioner console – CMO will login and approve the file. 

 

Step- 2 CMO/Authorised personnel will approve the File for Plinth completion. 

 

 

Step – 3 Click on the right Click and file will be approved 

 



 

Step- 4 Click on the Submit button after filling all the comments. 

 

Step –5 Plinth level completion updated successfully  

 

Service Completion Certificate. 

Step -1 Consultant will apply for Service level certificate and fill the form and then will click 

on the intimate now. 

Step 2 – Building Inspector will complete the inspection checklist as shown before and fil all  

the details after approval file will move to Commissioner console. 

Step – 3 Commissioner will check the details and then approve.  



Step 4- Consultant will notify for the Completion of Service level now he can apply for the 

completion certificate. 

Completion cum Occupancy Certificate – 

Step -1 Consultant will apply for Occupancy level certificate and fill the form and then will 

click on the intimate now. 

Step 2 – Building Inspector will complete the inspection checklist as shown before and fil all  

the details after approval file will move to Commissioner console. 

Step – 3 Commissioner will check the details and then approve.  

Step- 4 Now Architect can Download the form after successful completion. 

 

 

 

 


