
Old case help manual – for Architect/ Users 

 

1. Introduction 

This help manual is prepared to guide Architects and Users for processing old 

cases in the system. It explains the step-by-step procedure, validations, required 

documents, and important instructions for successful application processing. 

2. Purpose 

The purpose of this manual is: Provision required to migrate and float in-process 

as well as approved building permission proposals of the newly added 23 PMRDA 

villages into PMC Building Permission system. 

3. Workflow Overview step by step. 

1) User need to select ‘Old case’ option in application. 

 

 



Enter the Project Title and select the Project Main Type, Project Type, Case Type, 

and Proposal Type to create an Old Case application. Once you click on the 

“Create Application” button, the Old Case proposal will be created successfully. 

2. You can see Created application list in Old case dashboard under the ‘Draft’ 

section. 

 

3. From the “Draft” section, select the Proposal Number to proceed with filling the 

Old Case application details further. 

 



 

4) User need to add existing proposal details in GIS Plot & Case information in Application 

details form.  

 



5) Owner Details Form – In this section, users can add the owner details from the existing 

proposal.

 

6) Document Checklist – In this section, users can upload the necessary documents related to 

the existing proposal as mentioned in the below image. These documents are required for 

officer verification.

 

7) Area details page – In this section, Users can add plot areas as per the 7/12 or PRC extract. 



 

8) Verification details: Below Screenshot details need to fill for officer verification. 

Officer can verify the existing proposal details, such as existing proposal status, application date, 

site visit & Document verification details, existing total challan amount if paid etc. 

 

Remark: After filling all the above application forms, the user can click on the “Submit 

Application” button. Once the application is submitted, it will be forwarded to the assigned 

Junior Engineer for the selected village under Application Details. The Junior Engineer will 

verify the submitted proposal and provide approval if the submitted data is found correct. If 

the details are incorrect or incomplete, the Junior Engineer may reject the Old Case 

application. 

Once the Junior Engineer approves the case, the user will be able to process the proposal 

further in PMC Building Permission for Drawing Revision, Commencement Certificate, Plinth 

Checking, Occupancy Certificate, etc. 
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