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Process Flow: Subscribing Services

• Citizen will be login through SSO (Single Sign On).

• In the citizen Apps select the Urban Service 
Application and click on it. It will redirect to Urban 
Services Portal.

• By Default citizen Dashboard will be visible.

• Click on the Citizen Services link for availing the 
services from the side panel menu.

• Services list will be visible to the citizen user.

• Against each of the service subscribe button is there 
click on subscribe button for availing the service.



• After click on Subscribe button citizen will be 
redirected to the subscription form where 
citizen will be subscribing for the service. In 
that Name, validity, fees for the services are 
being described.

• Select the UIT/ Development Authority from 
the drop down list given. Citizen can subscribe 
for various types of UIT/ DA. 

• After selecting UIT/DA, accept the terms and 
condition by clicking on the checkbox.

• Then click on “Proceed to Subscribe” Button.

• Service will be availed.



• If the subscription is free then citizen can avail 
the services directly.

• If the service is of Paid type then the citizen 
will be redirected to the payment gateway, by 
paying the fees citizen can avail the services.

• The fig , shows successful message after 
availing the services.

(Refer Slides 5 to 12 )



















• There are different types of More Services, for subscribing any 
type of services same above process from (Refer Slide 2 to 12 ) 
to be followed.

• Different types of Services includes:-

1) Property Id Creation

2) Name Transfer/ Mutation Service

3) Lease Exemption/ Freehold Service.

4) Community Hall Booking.

5) Lease Collection Yearly.

6) Offline Challan

7) Payment for E-Tendering



Service: Name Transfer/ Substitution/ Mutation

• Same Process for Subscribing the Service, as 
explained in Earlier Slides. (Refer Slides 8 to 11)

• Click on Proceed Button from the Activated 
Service Widget and Select the UIT/DA. (Refer 
Slides 34 to 35)

• Intro:- For transferring the Name of the property 
use the service. By two ways Property can be 
searched by applying the filter criteria:-

- Find through Property Id

- Find through Scheme Name



• Name transfer application, the property which is approved and  id 
number is generated that only property number can be searched 
by the shown filter criteria.





• Step2:- After clicking on ‘Search’ button Property Popup will open. 
The property which is approved and Property Id Number is 
generated that only property will be visible in the popup. Select the 
property for which application has to be applied.



• Step3:- The selected Property details will be 
shown to the citizen user. 

• Step4:- Select the Reason for Name Transfer.

• Step5:- Enter the Document Number and 
Document Reference Date.

• Step6:- Add the Transferee Details. Basic Details 
only to be required.

• Step7:- Upload all the Mandatory Documents 
according to the ‘Selected Reason’ document list 
will appear. (Reason selected in Step 4)

• Step8:- Click on ‘Draft’ button for submitting the 
application in Draft Mode.

( Refer Slide 64 to 66 )









• Step9:- As the application is saved in the Draft Mode then from the 
Dashboard click on ‘View More’ button from the Name Transfer / 
Lease Application widget. 











• As the application is submitted it will reflect at the 
UIT/ DA Authority for taking further action.

• Citizen can view the application status and can 
download the certificate later on when the status 
of the application is ‘Application Disposed’.


