Step-by-Step Manual for Uploading Spot Verification Report, Geo-tagged
Image & Sketch Map

INTRODUCTION

This manual has been prepared to guide applicants on how to:
1. Upload the Spot Verification Report
2. Upload Geo-tagged Images
3. Upload the Sketch Map

Using the Online Property Registration Application. It is designed especially to help applicants

complete these steps easily and correctly.

PURPOSE

The purpose of this manual is to provide step-by-step instructions on how to:
1. Create a new user account (Citizen Registration).
2. Loginto the application.
3. Complete the process of online property registration.

This manual covers the entire process from new user registration to submission of property
registration applications. It also explains the basic features available on the user dashboard,
including viewing application status and updates.

The following are the steps to be followed:
Stepl. Login to the Portal
e Enter your registered username and password in the appropriate fields.

e Click the "Sign In" button to access your account, as illustrates in figure 1.1.
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Step3. Navigate to the Dashboard

e After successful login, you will be redirected to the Dashboard, as illustrates in figure 1.2.
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Step 2 Checking the application status and acting on it
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e Whenyou login, you will see the Dashboard, which helps you manage your land-related
applications.

e On the left-hand side, you will find two main options. The first is New Application, which
allows you to create a fresh application. Just below it, you will see My Applications. This
section is important because it keeps track of all the applications you have already
submitted.

e Inside My Applications, each application is listed with details such as the Application
Number (this is your unique reference ID to track progress), the Applicant’s Name, the
Land Location, and the Property Type. Alongside, you will also see the Submission Date
of when the application was filed.

e At the top right corner of each application card, you will notice the Status. This tells you
the current stage of your application, for example, “SV Order Issued” means that a Spot
Verification order has been given.

e Just below the details, you will see the Next Action. This guides you on what to do next.
Forinstance, in some cases, it might say Upload Spot Verification Report. This means you
need to upload the required document for your application to move forward.

e On the right-hand side, you will find a button like Upload SV Report, which you can click
to directly submit the required document. This ensures your application does not get

delayed, illustrates in figure 1.3.
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After you click on Upload SV Report, you will be taken to a new screen where you need
to upload required documents. This section ensures that your application has all the
necessary supporting files.

The first option is for uploading the Spot Verification Report. Here, you will see a date
field and a Choose File button. Click on Choose File to select the report from your
computer or mobile device. Once selected, press the Upload button on the right to attach
it successfully.

The second option is for uploading a Geo-tagged Image. This image must be related to
the land site and should be in the allowed format (image or PDF, maximum size 2 MB).
Again, click Choose File, select the image, and press Upload.

The third option is for uploading the Sketch Map of the property. This map should also be
in the allowed format (image or PDF, maximum size 2 MB). Use the Choose File button to
select the file and then press Upload to attach it.

Once you have uploaded all the required files, scroll down and click on the Save & Submit
button. This step will complete the submission of your documents and move your
application forward for processing.

If you are not ready, you can also go back using the Back to Applications option without

submitting, illustrates in figure 1.4.
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After you upload the documents, this screen confirms that your files have been
successfully uploaded. You will see the Spot Verification Report, Geo-tagged Image, and
Sketch Map marked as uploaded with progress bars. If you are not satisfied with any of
the files, you can replace them using the Change button. Once you are happy with all the
uploads, click on the Save & Submit button to continue and complete the submission

process, illustrates in figure 1.5.
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At the end of the process, you will reach this final page, which shows the complete details of
your application, including land location, applicant details, property details, owner and buyer
information, along with uploaded documents and signatures. On this page, you have two
simple options: you can click on Print if you want a copy of the application for your records,
or you can click on Back to My Applications to return to the main list. After this step, your
role is complete, and you just need to wait for the further process to continue from the

concerned authorities.

THANK YOU



