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ONLINE APPLICATION DISPOSAL PROCEDURE 

BUILDING PLAN APPROVAL (BPAS) 

 

1. All the applications for BUILDING PLAN APPROVAL which are cleared i.e. PASSED by the AUTO-

SCRUTINY (AUTO-DCR) system are updated with their present status as “PENDING WITH 

VERIFYING OFFICER”.  

2. VERIFYING OFFICER (EO) sign-in (login) to RajSSO (https://sso.rajasthan.gov.in) portal using his/ 

her SSOID as highlighted in figure below.  

 

 

3. After successful sign-in (login), EO selects “BPAS (LSG)” or “BPAS (UDH)” from the available list of 

applications as highlighted in figure below. 
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4. EO is lands on his/ her application DASHBOARD as highlighted in the figure below wherein all the 

applications pending for his/ her disposal are presented to him/ her. EO clicks on the VIEW button 

(eye symbol) to access the pending application as highlighted in the figure below. 

 

 

5. EO validates all the data, uploaded documents, fee details submitted by the applicant as shown in 

the figure below. 
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6. After validating the application, EO is presented with multiple actions as highlighted in the figure 

below and are: -  

a) OBJECT/ REJECT: - If any discrepancy is observed by EO, he/ she clicks on the “OBJECT” button 

to return the application back to applicant for rectifying the discrepancy or may “REJECT” the 

application by specifying the reason for same in REMARKS section. 

b) FORWARD TO AO/ LO/ DA: - If no discrepancy is observed by EO in the submitted application, 

he/ she, if necessary, forwards the application simultaneously to ACCOUNTS OFFICER (AO), 

LEGAL OFFICER (LO) and DEALING ASSISTANCE (DA) for their comments.  

c) FORWARD TO TP/ ATP: - If no discrepancy is observed by EO in the submitted application, he/ 

she, forwards the application simultaneously to TP/ ATP (as applicable) for further disposal. 

EO must enter appropriate REMARKS in the REMARKS sections highlighted below and upload 

any relevant document (optional) as per requirement.  
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7. Assuming the application is acceptable, EO forwards the application to TP/ ATP by clicking the 

“FORWARD TO TP/ ATP” button as highlighted in the figure below. 

 

 

8. EO is prompted to select the ATP/ TP from the list of ATP/ TP mapped in the system as highlighted 

in the figure below. EO selects the respective ATP/ TP name from the list and then enters REMARK 

and clicks the SUBMIT button to forward the application to selected ATP/ TP for further 

processing. 
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9. Application is now forwarded to respective ATP/ TP in real-time and he/ she is also notified of 

same using SMS/ Email. At the same time, applicant is also notified of this event through SMS/ 

Email.  

 

 

10. EO can click on the “PENDING (DEPT)” status category as highlighted in the figure below to view 

the present status of the application which is “PENDING WITH TOWN PLANNER” in this case. 
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11. ATP/ TP login to the portal in similar manner as explained in steps x and y above and are presented 

with their DASHBOARD as highlighted in the figure below wherein all the applications pending for 

their disposal are listed by the system. 

 
 

12. ATP/ TP clicks on the VIEW button (eye symbol) to access the application and reviews it 

thoroughly. ATP/ TP updates the relevant information as highlighted in the figure below. 
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13. TP is presented with multiple actions as highlighted in the figure above and are: -  

a) OBJECT/ REJECT: - If TP observes any discrepancy in the application and/ or supporting 

documents uploaded by the applicant, he/ she clicks on the “OBJECT” button to send the 

application back to the applicant for rectifying the discrepancy or may “REJECT” the 

application by specifying the reason for same in REMARKS section. 

b) ENABLE NOC: - If TP feels the requirement of other NOCs from Fire department and/ or AAI 

and/ or NMA etc. then he/ she clicks the “ENABLE NOC” button to send the application back 

the applicant for online submission of request for obtaining the cited NOCs. Applicant is not 

required to submit separate applications for obtaining these NOCs. Once the NOCs are issued 

by respective authorities, TP can further process the application. 

c) FORWARD (JEN/ ATP): - If necessary, TP can forward the application to JEN/ ATP for joint 

inspection of the proposed site. In such case, application is forwarded to both, JEN and ATP 

for joint inspection and subsequently submission of their report online. Once the inspection 

report(s) are received from JEN and ATP, TP can further process the application. 

d) CONSULT SCRUTINY HELPDESK: - If TP needs any clarification on the AUTO-SCRUTINY, he/ she 

can forward the application along with his/ her queries to the SCRUTINY HELPDESK team. Once 

the response from HELPDESK team is received by TP, he/ she can further process the 

application. 

e) REQUEST FOR CLARIFICATION: - If TP needs any clarification from VERIFYING OFFICER (EO) or 

JEN or ATP, he can submit a request for same along with his/ her queries. Once the response 

from respective officers are received by TP, he/ she can further process the application. 

f) APPROVE (TP): - If all is OK, TP can issue the approval by using this option. 

g) PREVIEW CERTIFICATE (TP): - Before issuing the approval certificate, TP can preview it for the 

custom T&C added by him/ her for inclusion in the approval certificate.  
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14. Assuming that all is OK and approval certificate can be issued for this application, TP clicks the 

“APPROVE (TP)” button as highlighted in the figure below to proceed with AADHAAR verification 

followed by the issuance of digitally signed (eSign) certificate. TP clicks on the checkbox as 

highlighted in the figure below to give his/ her consent for AADHAAR verification followed by 

clicking the “SEND OTP” button. 

Note: - It is important that TP’s AADHAAR number is updated in RajSSO in his/ her profile and his current 

mobile number is also registered in AADHAAR. 

 
 

15. TP enters the OTP received from AADHAAR Server in the window below and clicks on VERIFY OTP 

button as highlighted in the figure below.  
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16. After successful OTP verification from AADHAAR Server, TP is presented with the following 

message window wherein system confirms that digitally signed (eSign) certificate is successfully 

generated and sent to applicant as well.  

 
 

17. TP clicks on the “APPROVED” status category as highlighted in the figure below to verify/ view the 

certificate issuance. The application status is now shown as “CERTIFICATE ISSUED” as highlighted 

in the figure below.  
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18. TP clicks on the VIEW button (eye symbol) highlighted in the figure above to view the digitally 

signed (eSign) certificate/ approval letter. 
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19. TP clicks on the “DOWNLOAD” button as highlighted in the figure above to view the digitally signed 

(eSign) certificate issued (shown below) by the BPA System.  

 
 

THANK YOU 


