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CITY GAS DISTRIBUTION (CGD) SINGLE WINDOW PORTAL 

COMPREHENSIVE USER MANUAL 

 

Introduction 

The CGD Single Window Portal provides a centralized digital platform 

for obtaining permissions, approvals and clearances required for City 

Gas Distribution infrastructure projects. 

Objectives 

Ensure transparency, accountability, online tracking and time-bound 

approvals. 

Stakeholders 

Applicant, District Collector, Concerned Department, Reviewing 

Authorities and System Administrators. 

Application Categories 

ROW, ROU, DRS/DCU, CGS/ Mother Station/CNG Station and RWA 

permissions. 

Workflow Overview 

Application Submission → Collector Review → Department Scrutiny → 

Demand Note → Payment Upload → Approval Letter → Collector Review 

→Work Initiation. 

Service Timelines 

Rejection: 3 Days, Deemed Approval: 15 Days, Overall SLA: 15 working 

Days. 

Deemed Approval 

If timelines are exceeded beyond prescribed limits, the application may 

qualify for deemed approval as per provisions. 



Screen 1 

Purpose: This screen is part of the CGD Single Window workflow.  The 

Login Page serves as the entry point to the City Gas Distribution 

(CGD) Single Window Portal. It enables authorized users to securely 

access the application based on their assigned roles and permissions. 

The portal provides separate login access for different stakeholders 

involved in the application processing workflow. 

The available Login Types are: 

 Applicant (Vendor) 
 District Collector 
 Concerned Approval Authority 
 Directorate 
 Secretariat 
 Chief  Secretary 

 

 

Figure 1: CGD Portal Screen 



User Actions 

To access the CGD Single Window Portal, the user shall perform the 
following steps: 

1. Open the CGD Single Window Portal.  
2. Select the appropriate Login Type from the available options.  
3. Enter the allotted Username.  
4. Enter the corresponding Password.  
5. Click the Login button.  
6. Upon successful authentication, the system redirects the user to 

the dashboard corresponding to the selected role. 

 

This is the sample login for one of the vendor  

 

Screen 2 

Purpose: The Applicant (Vendor) Dashboard is the primary landing 
page displayed after successful login by the Applicant (Vendor). It 
provides a consolidated overview of all applications submitted by the 
vendor and their current processing status. 



The dashboard enables applicants to monitor application progress, view 
application statistics, and initiate new applications through the Apply 
Now functionality. 

 

 

Figure 2: CGD Portal Screen 

User Actions 

The Applicant (Vendor) can perform the following actions from the 
dashboard: 

1. Review the summary of all submitted applications.  
2. Monitor the number of applications, approved, and rejected 

applications.  
3. Click Apply Now to create and submit a new application.  
4. Navigate to other available modules for viewing application 

details, status tracking, graphical representation. 
 
 
 

  



Screen 3 

Purpose: The New Application screen enables the Applicant (Vendor) 
to submit a new application for obtaining the required No Objection 
Certificate (NOC)/Permission under the City Gas Distribution (CGD) 
Single Window Portal. 

Through this module, the Applicant is required to provide application 
details, select the concerned departments/local bodies from whom 
approvals are required, upload all mandatory supporting documents, 
and submit the application for further processing by the Collector and 
concerned departments. 

 

 

Figure 3.1: CGD Portal Screen 



 

Figure 3.2: CGD Portal Screen 

 

Figure 3.3: CGD Portal Screen 

 

 



Figure 3.4: CGD Portal Screen 

Figure 3.1:New Application – Basic Details 

Figure 3.2:Selection of Concerned Departments / Local Bodies 

Figure 3.3:Upload Mandatory Enclosures and Additional Enclosures 

Figure 3.4:Application Submitted Successfully 

 

 

User Actions 

The Applicant (Vendor) shall perform the following steps: 

1. Select the appropriate No Objection Certificate 
(NOC)/Permission.  

2. Select the concerned District.  
3. Enter the project's Brief Description.  
4. Select all applicable Departments/Local Bodies from whom 

approval is required.  
5. Upload all mandatory supporting documents.  
6. Upload additional documents, if applicable.  
7. Review all entered information.  
8. Click Submit Application. 

Screen 4 

Purpose: The My Applications screen enables the Applicant (Vendor) 
to view and monitor all applications submitted through the CGD Single 
Window Portal. It provides a comprehensive list of applications along 
with the departments/local bodies mapped to each application and 
their respective processing status. 

This screen serves as the primary interface for applicants to track the 
progress of their applications at every stage of the approval workflow. 



 

 

 

Figure 4: CGD Portal Screen 

User Actions 

The Applicant (Vendor) can perform the following actions from this 
screen: 

1. View the list of all submitted applications.  
2. Review the departments/local bodies mapped to each application.  
3. Monitor the processing status of each department separately.  
4. Check the status of Demand Notes issued by departments.  
5. Upload payment details or Bank Guarantee (BG), wherever 

applicable.  
6. View or download the Approval Letter once it has been issued by 

the concerned department.  
7. Access application details through the available action options.  
8. Track the complete progress of the application until final disposal. 

  



Screen 5 

The Collector Dashboard is the primary interface for the Collector 
after successful login into the CGD Single Window Portal. It provides a 
consolidated overview of all applications received within the Collector's 
jurisdiction and enables the Collector to review, scrutinize, and forward 
applications to the concerned departments/local bodies for further 
processing. 

The dashboard also provides real-time statistics on application 
processing and allows the Collector to monitor the progress of all 
applications under their jurisdiction. 

 

Figure 5.1:Collector Login Screen 



 

    Figure 5.2:Collector Dashboard 

 

    Figure 5.3:All Applications List 

User Actions 

The Collector can perform the following actions: 

1. Log in to the CGD Single Window Portal using Collector 
credentials.  

2. View dashboard statistics showing application progress.  
3. Search applications using the Application Number.  
4. Review the list of applications received within the district.  
5. Open an application by clicking the View button.  
6. Examine the application details and uploaded supporting 

documents.  



7. Verify the completeness and correctness of the application.  
8. Forward the application to the selected concerned 

departments/local bodies for further examination.  
9. Monitor the status of applications until the approval process is 

completed. 

 

 

Screen 6 

The Application Verification & Forwarding screen enables the 
Collector to review the complete details of an application submitted by 
the Applicant (Vendor). Before forwarding the application to the 
concerned Departments/Local Bodies, the Collector verifies the 
applicant's information, examines the uploaded supporting documents, 
and confirms the departments mapped for processing. 

After successful verification, the Collector may either Forward the 
Application to all selected departments simultaneously or Return the 
Application to the Applicant for correction or submission of additional 
information. 

 

 

 



Figure 6.1:Application Details 

 

Figure 6.2:Uploaded Documents 

 

Figure 6.3:Department-wise Status and Forwarding 

Options 

 



Figure 6.4:Application Successfully Forwarded to 

Departments 

 

User Actions 

The Collector shall perform the following steps: 

1. Open the application by selecting View from the All Applications 
screen.  

2. Review the Applicant's details.  
3. Verify the project description and application information.  
4. Examine all uploaded supporting documents by clicking View 

File.  
5. Confirm that the appropriate departments/local bodies have been 

selected.  
6. If the application is complete and satisfactory, click Forward to 

Departments.  
7. If any information or document is incomplete or incorrect, click 

Return to Applicant to send the application back for correction.  
8. After forwarding, monitor the application status through the 

dashboard. 

 

 

 

    

Screen 9 

Purpose: The Department Login screen enables authorized officers of 
the concerned Departments/Local Bodies to securely access the CGD 
Single Window Portal. Through this screen, departmental users can 
authenticate themselves using their assigned credentials and access 
applications forwarded by the Collector for departmental examination 
and processing. 



Each department is provided with role-based access, allowing users to 
view and process only those applications that have been assigned to 
their respective department. 

 

 

Figure 9: CGD Portal Screen 

Department Actions 
 
The Department user shall perform the following steps: 

1. Open the CGD Single Window Portal.  
2. Select Department from the Login Type dropdown.  
3. Enter the assigned Username.  
4. Enter the corresponding Password.  
5. Click the Login button.  
6. Upon successful authentication, the system redirects the user to 

the Department Dashboard. 

Screen 10 

Purpose: The Department Dashboard serves as the primary 
workspace for the concerned Department after successful login. It 
provides a real-time summary of applications assigned to the 



department and enables officers to monitor pending applications, 
Demand Notes generated, and No Objection Certificates 
(NOCs)/Permissions issued. 

The dashboard helps departmental users efficiently track the progress 
of applications and perform further processing. 

 

Figure 10: CGD Portal Screen 

Department Actions 

The Department user can perform the following actions: 

1. View the summary of applications assigned to the department.  
2. Monitor the number of pending applications requiring 

examination.  
3. Review the total Demand Notes generated by the department.  
4. Monitor the total number of NOCs/Permissions issued.  
5. Navigate to the Applications module to review individual 

applications.  
6. Access the Reports module for monitoring and reporting 

purposes. 

 

  



Screen 11 

Purpose: The Forwarded Applications screen enables the concerned 
Department to view all applications forwarded by the Collector for 
departmental examination. This screen provides a consolidated list of 
applications assigned to the department, allowing officers to monitor 
pending cases, track timelines for deemed approval, and access 
individual applications for further processing. 

 

 

Figure 11: CGD Portal Screen 

Department Actions 

The Department user shall: 

1. View all applications forwarded by the Collector.  
2. Search an application using the Application Number.  
3. Monitor the remaining timeline for deemed approval.  
4. Open an application by clicking the View button.  
5. Proceed with verification and departmental processing.  

  



Screen 13 

Purpose: The Application Details screen enables the Department to 

review the complete application submitted by the Applicant before 

taking any departmental action

 

Figure 13: CGD Portal Screen 

Department Actions 

The Department shall: 

1. Verify applicant information.  
2. Review project details.  
3. Examine all uploaded documents.  
4. Confirm the completeness of the application before proceeding 

further. 

 

Screen 14 

Purpose: The Department Examination screen enables the 

Department to review the application in detail and determine whether 

additional clarification from the Applicant is required before further 

processing. 



 

Figure 14: CGD Portal Screen 

Department Actions 

The Department shall: 

1. Review the application and supporting documents.  
2. Select Yes if clarification is required from the Applicant.  
3. Select NO if no clarification is required from the Applicant and can 

upload Demand Note. 
4. Enter rejection remarks if the application does not satisfy 

departmental requirements.  
5. Continue with further processing. 

  



Screen 15 

Purpose: The Upload Demand Note screen enables the Department to 

generate and upload a Demand Note 

 

Figure 15.1: CGD Portal Screen 

 

Figure 15.2: CGD Portal Screen 

 

Department Actions 

1. Enter the payable amount.  
2. Upload the signed Demand Note in PDF format.  



3. Enter relevant remarks.  
4. Click Upload Demand Note. 

Screen 16 

Purpose: This screen confirms that the Demand Note has been 

successfully uploaded by the Department. 

 

 

Department Actions 

After successful generation: 

1. Verify the confirmation message.  
2. Continue monitoring the application.  
3. Await payment or Bank Guarantee submission by the Applicant.  

 

Expected Outcome 

The system displays the confirmation message: 

"Demand Note Generated Successfully." 

The Applicant can now view and download the Demand Note through 
the Applicant Portal. 

  



Screen 18 

Purpose: The Demand Generated Applications screen enables the 
concerned Department to view and monitor all applications for which a 
Demand Note has been generated. This module serves as a centralized 
repository of Demand Notes issued by the department and allows 
departmental users to track payment-related activities before 
proceeding with the issuance of the final No Objection Certificate 
(NOC)/Permission. 

The screen provides quick access to previously generated Demand 
Notes for reference and verification. 

 

 

 

 

Figure 18: CGD Portal Screen 



Department Actions 

The Department user can perform the following actions: 

1. View the list of all applications for which Demand Notes have 
been generated.  

2. Search for a specific application using the Application Number.  
3. Verify the Demand Note Number and payable amount.  
4. Review the date on which the Demand Note was generated.  
5. Click View Demand Note to open and verify the uploaded 

Demand Note document.  
6. Monitor the status of applications awaiting payment from the 

Applicant. 

  



Screen 19 

Purpose: The My Applications dashboard allows users to review the 

status of submitted CGD Single Window applications, complete pending 

actions, upload required documents, and monitor the progress of 

departmental approvals. 

Note: The Upload Payment/BG option becomes available only after the 

concerned department generates a Demand Note. Until the Demand 

Note is issued, the Upload Payment/BG field remains unavailable or 

displays N/A. 

 

Figure 19.1: CGD Portal Screen 

 

Figure 19.2: CGD Portal Screen 



 

Figure 19.3: CGD Portal Screen 

 

 

 

 

Department Actions 

1.   Review the application details and status.  

2. Download the Demand Note once it has been generated by the 
concerned department.  

3. Upload the Payment/Bank Guarantee (BG) document only after 
the Demand Note is available.  

4. Submit the required documents to proceed with application 
processing.  



5. Track the application status and departmental approvals through 

the dashboard. 

Screen 20 

Purpose: This screen enables the department user to review forwarded 

applications, verify the applicant's payment or Bank Guarantee (BG) 

details against the generated Demand Note, and upload the Final 

Approval Letter after successful verification. 

 

Figure 20.1: CGD Portal Screen 

 

 



 

Figure 20.2: CGD Portal Screen 

 

Figure 20.3: CGD Portal Screen 

 



Figure 20.4: CGD Portal Screen 

 

 

 

User Actions 

From the Forwarded Applications Dashboard 

 Search for an application using the Application Number.  
 Review the list of forwarded applications.  
 Check the Remaining Days for Deemed Approval, where 

applicable.  
 Click View to open the application details.  

From the Application Details Screen 

 Verify the applicant's Payment/Bank Guarantee (BG) details.  
 Review the Demand Note information, including:  

o Demand Note Number  
o Amount  
o Generated Date  

 Download the Demand Note for verification, if required.  
 Upload the Final Approval Letter after confirming the 

payment/BG details.  
 Submit the uploaded approval letter to complete the 

departmental approval process.  



  



Screen 21 Collector Review and Forward Approval to Applicant 

Purpose: This screen enables the Collector to review departmental 

approval details, verify the uploaded Approval Letter/NOC, and forward 

the final approval to the applicant. The screen displays department-wise 

status, Demand Note details, approval documents, and payment 

information to facilitate final review before submission to the applicant. 

 

Figure 21.1: CGD Portal Screen 

 

Figure 21.2: CGD Portal Screen 

 



 

Figure 21.3: CGD Portal Screen 

 

 

Figure 21.4: CGD Portal Screen 

 

User Actions 

From the Collector Dashboard 

 Search for an application using the Application Number.  
 Review the list of applications and their current status.  
 Click View to open the application details.  

From the Application Details Screen 

 Review the Department Wise Status of all concerned 
departments.  

 Verify the status of departmental approvals and forwarded 
applications.  



 View and download the generated Demand Note, where 
applicable.  

 View the uploaded Approval Letter/NOC submitted by the 
department.  

 Review department-wise payment and Bank Guarantee (BG) 
details.  

 Click Send Approval to forward the approved NOC/Approval 
Letter to the applicant.  

 Confirm the action through the system-generated confirmation 
message.  

 Track the updated application status through the dashboard.  

System Response 

Upon successful submission, the system displays a confirmation 

message indicating that the Approval/NOC has been sent to the 

applicant for the selected department. 

 

 

 

DEEMED APPROVAL  

 

Screen 22: Food Officer Review – Deemed Approval and Forward 

Approval to Collector 
 

Purpose: This screen enables the Food Officer to review applications 

eligible for Deemed Approval, generate the Deemed Approval 

Letter/NOC, digitally sign the approval document, and forward the 

signed Deemed Approval/NOC to the Collector for further action. 

 

The Food Officer can review the application details and approval 

information before generating and digitally signing the Deemed 

Approval Letter/NOC. 

 

Once the Deemed Approval Letter/NOC is successfully generated and 

signed, the application is forwarded to the Collector. The Collector can 



review the approval and take the required action to forward the final 

approval to the applicant. 

Purpose: This screen enables the Food Officer to review Deemed 

approval , and Generate Noc and Digitally Sign the Deemed Approval 

Letter/NOC and forward the final approval to the applicant. The screen 

displays Approval NOC sent to collector will approve it and send it to 

the Applicant  

 

Figure 22.1: CGD Portal Screen 

 

Figure 22.2: CGD Portal Screen 



 

 

Figure 22.3: CGD Portal Screen 

 

 

 

Figure 22.4: CGD Portal Screen 



 

Figure 22.5: CGD Portal Screen 

 

 

 

Figure 22.6: CGD Portal Screen 

 

 

 



 

Figure 22.7: CGD Portal Screen 

 

 

 

 

 



 

Figure 22.7: CGD Portal Screen 

 

User Actions 

 

From the Food Officer Dashboard 

1. Log in to the CGD Single Window Portal using Food Officer 

credentials. 

2. Open the application requiring Deemed Approval from the Food 

Officer Dashboard. 

3. Review the application and relevant approval details. 



4. Verify the information displayed on the Deemed Approval screen. 

5. Generate the Deemed Approval Letter/NOC. 

6. Digitally sign the generated Deemed Approval Letter/NOC. 

7. Forward the digitally signed Deemed Approval Letter/NOC to the 

Collector. 

8. After successful submission, track the updated application status 

from the dashboard. 

Expected Outcome 

 

The Deemed Approval application is successfully processed by the Food 

Officer, the Deemed Approval Letter/NOC is generated and digitally 

signed, and the approval is forwarded to the Collector for further 

processing and final communication to the applicant. 

  

 

  



Screen 22 

Purpose: This screen enables the applicant/vendor to monitor the 

status of submitted applications, track department-wise approvals, view 

Demand Note and payment requirements, and download the issued 

Approval Letter/NOC once it has been approved by the concerned 

department and forwarded by the Collector. 

 

 

 

 

Figure 31: CGD Portal Screen 



User Actions 

From the My Applications Dashboard 

 Review the list of submitted applications.  
 Search and identify applications using the Application Number.  
 View department-wise processing status for each application.  
 Check the status of approvals, pending actions, and issued NOCs.  

From the Application Status Grid 

 Review application details, including:  
o Application Number  
o District  
o NOC Type  
o Department Name  
o Applied Date  
o Current Status  

 Download the Demand Note, where available.  
 Upload payment or Bank Guarantee (BG) details, if required by 

the department.  
 Download the issued Approval Letter/NOC once approval has 

been granted.  
 Monitor departments that are still under review or pending 

approval.  
 Track the overall application progress through the dashboard.  

Note 

 

The Approval Letter download option becomes available only after the 

concerned department has completed the review process and issued the 

approval. Applicants should regularly monitor the dashboard for status 

updates and complete any pending payment or document requirements 

to avoid delays in processing. 

  



DEEMED APPROVAL  

 

Screen 22: Food Officer Review – Deemed Approval and Forward 

Approval to Collector 

 

Purpose: This screen enables the Food Officer to review applications 

eligible for Deemed Approval, generate the Deemed Approval 

Letter/NOC, digitally sign the approval document, and forward the 

signed Deemed Approval/NOC to the Collector for further action. 

 

The Food Officer can review the application details and approval 

information before generating and digitally signing the Deemed 

Approval Letter/NOC. 

 

Once the Deemed Approval Letter/NOC is successfully generated and 

signed, the application is forwarded to the Collector. The Collector can 

review the approval and take the required action to forward the final 

approval to the applicant. 

Purpose: This screen enables the Food Officer to review Deemed 

approval , and Generate Noc and Digitally Sign the Deemed Approval 

Letter/NOC and forward the final approval to the applicant. The screen 

displays Approval NOC sent to collector will approve it and send it to 

the Applicant  

 

Figure 22.1: CGD Portal Screen 



 

Figure 22.2: CGD Portal Screen 

 

 

Figure 22.3: CGD Portal Screen 



 

 

 

Figure 22.4: CGD Portal Screen 

 

 

 

 

Figure 22.5: CGD Portal Screen 



 

 

Figure 22.6: CGD Portal Screen 

 

 

 

 

 

 



Figure 22.7: CGD Portal Screen 

 

 

 

 

User Actions 

 



From the Food Officer Dashboard 

1. Log in to the CGD Single Window Portal using Food Officer 

credentials. 

2. Open the application requiring Deemed Approval from the Food 

Officer Dashboard. 

3. Review the application and relevant approval details. 

4. Verify the information displayed on the Deemed Approval screen. 

5. Generate the Deemed Approval Letter/NOC. 

6. Digitally sign the generated Deemed Approval Letter/NOC. 

7. Forward the digitally signed Deemed Approval Letter/NOC to the 

Collector. 

8. After successful submission, track the updated application status 

from the dashboard. 

Expected Outcome 

 

The Deemed Approval application is successfully processed by the Food 

Officer, the Deemed Approval Letter/NOC is generated and digitally 

signed, and the approval is forwarded to the Collector for further 

processing and final communication to the applicant. 

 

 


