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1. Contractor Login : 

1. In Change of Ownership the below screen will appear, Click on the “New” button to initiate a new entry. 

 

2. After clicking on the New button the below screen will appear. Fill in the required field and click on “Next>>”. 

Note: The user can save the input as a Draft using the “Save” button. These details will get saved and the user can 

refill/update or move to the next page by clicking on “Action” and then selecting “Update”. 
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3. After clicking on Next>> the below screen will appear as Page 2. Fill in the required details and click on 

“Generate Draft letter”. 

4. After generating the letter click on “Next>>”. 

Note: The user can save the input as a Draft using the “Save” button. These details will get saved and the user can 

refill/update or move to next page by clicking on “Action” and then selecting “Update”. 
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5. After clicking on Next>>, Page 3 will appear. Fill in the required fields and click on “Generate Letter”. 

6. After generating the letter click on “Next>>”. 

Note: The user can save the input as a Draft using the “Save” button. These details will get saved and the user can 

refill/update or move to the next page by clicking on “Action” and then selecting “Update”. 

 

 

7. After clicking on Next>>, Page 3 will appear. Fill in the required fields and click on the “Submit” button. 
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8. Once the user clicks on Submit button, the status will appear on the main grid. After clicking on Submit, 

Annexure-A will appear.

 

 

2. CGM-Tech Login 

2.1. On the Main grid of Change of Ownership, the below screen will appear. Click on the “Action” button in the 

Action tab. 

         

 

2.2. After clicking on Action button the below screen will appear. User can select the option from the popup screen.
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2.2.1.  If the user select Reject then the flow will close with rejection letter as shown below. 

 

 

2.2.2. If the user selects Recommendation (Part-B) then the user will fill the Part-B. After filling the required 

field, Click on “Submit”. Once user clicks on Submit, Annexure-A will appear.
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             2.2.3. Once User click in “Submit” button, the information will get visible on main grid. 

2.2.4 If user clicks on Query By CGM (Tech.), then the below screen will appear. After filling the Noting, Click on 

“Add Note”. 
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3. CGM-Finance Login 

3.1 In User login the below screen will appear when Recommendation (Part-B) is not filled. Click on “Action” button  

as shown below.

 

 

 

 

 

       3.2 After clicking on Action button below screen will appear. 

 

 

       3.3 The below screen will appear once Recommendation (Part-B) is filled then the below screen will appear. Click on   

“Action” button. 
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       3.4 After clicking on Action button the below screen will appear. User can select the option from the popup window. 

 

 

 

        3.4.1. When user clicks on “Reject” option the below screen will appear where user can Generate/Upload the 

letter. Click on “Submit” after choosing the option. 

 

          3.4.2. If user clicks on Seek clarification” then the below screen will appear. After filling the information click on 

“Submit” button. 
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        3.4.3. If user clicks on Forward to GM (Fin.) then Annexure-A will appear. Fill the information and Click in the “Submit” 

button. 

       3.4.4. If user clicks on Query to CGM-Tech then Annexure-A will appear. Fill the information and click on “Submit” 

button. 

After Submitting the request the information will be visible on the main grid. 

 

 

4. GM-Finance 

4.1. In User Main grid the below screen will appear. Click on “Action” button.

 

4.2. After clicking on Action button the below screen will appear, where user can choose from the options 

mentioned below. 
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4.2.1. On clicking “Seek Clarification”, Annexure-A will appear. Fill the information and click on “Submit” 

button. 

4.2.2. On clicking “Forward to DGM-Fin.”, Annexure-A will appear. Fill the information and click on “Submit” 

button. 

 

5. DGM-Finance 

5.1. In User Main grid the below screen will appear. Click on “Action” button. After clicking on Action button ,below 

screen will appear. 

 

5.1.1. On clicking “Seek Clarification”, Annexure-A will appear. Fill the information and click on “Submit” 

button. 

On clicking “Upload E-Office Proposal”, the below screen will appear. Fill the information and click on “Submit” button. 

After clicking on Submit ,Annexure-A will appear. Fill the information and Click in “Submit” button. 
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5.2. On the main grid the below screen will appear. Click on “Update E-file Status”. 

 

5.3. After clicking on Submit button the below screen will appear.Fill the information required and click on “Submit” 

Button. After clicking on Submit ,Annexure-A will appear. Fill the information and Click in “Submit” button. 
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5.4. After submitting, the information will be visible on the main grid as shown below. 

 

 

 

 

6. GM-Finance(Issue In-Principle Letter) 

6.1. On the main grid the below screen will appear. Click on “Action” button as mentioned below. 

 

6.2. After clicking on Submit button the below screen will appear. Click on “Issue In-Principle Letter”. 
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6.3. After clicking on Issue In-Principle Letter, the below screen will appear where user can Generate/Upload the 

letter. Click on “Submit” after choosing the option. 

 

6.4. After clicking on Submit button Annexure-A will appear. Fill the information and click on “Submit” button. 

6.5. After clicking on Submit button the information will get visible on the main grid as mentioned below. 
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7. Add Note –Annexure 1 
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