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User Manual Completion cum Occupancy 
 
Consultant Login 
 

 

 
Step-1 
1. Go to the tab of Completion cum Occupancy in Left Menu 
2. Click on the Completion cum Occupancy 
 

 
 
Step-2 
Case: - Yes Condition  
1.  If you have Online Building Permission then select ‘yes’ 



SoftTech Engineers Pvt. Ltd 
 

P
ag

e2
 

2.  If you select yes option then enter the Online Building Permission number 
3.  All the details should come automatically 
4.  Click on Appendix E-3 and E-4. Download both forms and fill them 
5.  Attach the forms in Document tab 
6.  Click on ‘Intimate Now and the file will be sent to ZBC. 
 

 
 

 
 
Step-3 

1. Enter the Remarks 
2. View documents and click on Document Received and the file will be sent to BI 
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Step-4 

1. Enter site visit done date manually and fill the remaining details accordingly 
2. Save and Publish the inspection checklist 

 

 
 
Step-5 

1. Click on Document verification and file will be sent to BO 
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Step-6 

1. BO is approving authority 
2. Click on Approve button and the file will be approved. 
3. If the case is high rise then certificate will be received by the applicant otherwise not 

needed. 
 

 
 


