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Notice to the reader 

 

This document is confidential being for the use of only the persons / firm to whom it is 

submitted to. It must not be copied, disclosed or circulated, or referred to in correspondence or 

discussion either in full or part with any person except the person/firm, to whom it is submitted, 

without prior consent of Globals ITeS Pvt. Ltd (referred as “Globals” in the rest of the 

document). All logos/ trademarks that have been used in these Proposals are owned by the 

respective owners and Globals has used the same solely for illustration purposes. 

 

This material submitted by Globals is solely for the purpose of providing select information on 

a confidential basis.  

 

This document is intended for review through mutual discussions to understand and appreciate 

the whole contents. 
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1. Introduction 
 

This User Manual provides a comprehensive overview of the application 
workflow process within the system, detailing the roles, permissions, and 
actions associated with each officer involved. It serves as a step-by-step 
guide to help users understand their specific responsibilities, the sequence 
of actions to be performed, and the system limitations applicable to their 
role. 
 
The manual covers each officer’s role — outlining how applications are 
reviewed, processed, verified, and approved at every stage. It also 
highlights the scope of access, editable fields, and approval authority for 
each role to ensure smooth and transparent operations. 
 
For clarity and standardization, the Chairman Approval Process has been 
taken as an example to derive and illustrate the workflow and role-based 
actions across the system. This ensures that all officers can follow a 
consistent approach in handling applications, maintaining accuracy, 
accountability, and efficiency throughout the process. 
 
Process Selected – 6’ Chairman Approval 

 

2. AEE  
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• The first stage of the AEE Dashboard includes the user login process. 

• After logging in, the user can access the main dashboard. 
• The dashboard displays summary cards showing key metrics: 

o Total Applications 
o Applications Approved 
o Applications Pending 
o Applications Rejected 
o RR Number 
o Payment Pending 

• The count in each card is dynamically updated based on the current data 
in the system. 
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• The Application Module allows the user to access and review all 
applications submitted by consumers. 

•  It includes a division-based filtering system to sort and view applications 
based on their respective administrative divisions. 

•  This filtering feature enables efficient tracking, management, and follow-
up of applications. 

•  It ensures that each application is handled by the appropriate personnel 
within the correct division. 

• The module also displays relevant details such as: 
o Application status 
o Submission date 
o Pending actions 
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Service area details 
 

 
 

 

 
 

• When the AEE clicks the View button, two options are available: Continue 
or Transfer to Service Area. 

• If the AEE selects Continue, they can proceed with processing the 
application directly from the dashboard. 

• If the AEE selects Transfer to Service Area, they can change the division by 
selecting the appropriate one based on the application’s location. 

• The application will then be automatically redirected to the 
corresponding subdivision for further 
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• The AEE can review all details of a specific application. 

• After completing the evaluation, the AEE has the following options: 
o Forward the application to the next designation 
o Reject the application 
o Send back the application to the consumer for corrections 

3. AE/JE(Mobile Application) 
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• The AE/JE must first download the OWC Admin Mobile Application from 
the Google Play Store or Apple App Store. 

• After installation, they can log in using their authorized credentials. 

• The AE/JE (APK) can then view all application data assigned to them. 

• They have add the inspection checklist as part of the field evaluation 
process. 

• The AE/JE can upload photos such as: 
o Site photos 
o RWH (Rainwater Harvesting) photos 
o STP (Sewage Treatment Plant) photos 

• They have to also capture the current location with GPS coordinates for 
site verification. 

• Once all required details are updated, the AE/JE can submit the 
application for the next stage of processing. 
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4 .AE/JE(Web) 
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• The AE/JE can edit only those fields that are permitted for editing by the 
user. 

• They can view all application data, including: 
o Admin application checklist 
o Location details 
o Other relevant information related to the application. 

• The AE/JE can take action from the web application only after submitting 
the checklist, GPS details, and photos through the mobile application. 

• On the web application, the AE/JE must: 
o Provide the application action, specifying which process the 

application belongs to 
o Enter borewell details (if applicable) 
o Enter road cutting details 
o Upload the inspection report 
o Add comments or observations 
o Forward the application to the next stage for further processing. 
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5.  AEE 
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• Once submitted by the AE/JE, the application is forwarded to the Assistant 
Executive Engineer (AEE) for verification and further processing. 

• The AEE can edit all necessary fields in the application. 

• The AEE can review and update the admin checklist as needed. 

• The AEE can perform various application actions, including: 
o Forwarding the application to the next stage 
o Rejecting the application 
o Sending it back to the consumer for corrections 

• The AEE can also upload additional documents if required. 

• These actions ensure that all information is verified, accurate, and 
complete before the application moves to the next stage of the workflow 
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6. TO 
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• The application is forwarded to the Technical Officer (TO) for verification 
and further processing. 

• At this stage, the TO is restricted from editing any of the existing 
application fields, ensuring the original data remains unchanged. 

• The Technical Officer can upload additional documents if required for 
verification or record purposes. 

• The TO has the authority to move the application to the next stage in the 
workflow. 

7.  EE 

 

 

 



   

25 of 36 

 

 
 

• The application is forwarded to the Executive Engineer (EE) for verification 
and further processing. 

• At this stage, all fields in the application are non-editable, ensuring that 
no modifications can be made. 

• The Executive Engineer can review the complete application, including all 
details and updates as entered by the previous administrators at earlier 
stages. 

• This allows the EE to have a comprehensive view of the entire application 
history for accurate verification. 

• Executive Engineer can either forward the application to next stage or 
send it back to previous stage or Approve/ Reject the application if he/ 
she are the approving authority for the process.  
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8. TA 
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• The Technical Assistant (TA) can forward the application to the next stage 
by sending it to the next designated officer. 

• During this process, all fields in the application are non-editable, ensuring 
that the TA cannot modify any existing information. 

• The TA can review all application details before forwarding it for further 
processing. 
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9. ACE 
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• The application is forwarded to the Assistant Chief Engineer (ACE) for 
verification and further processing. 

• At this stage, all fields in the application are non-editable, ensuring that 
the ACE cannot make any modifications to the submitted information. 

• The ACE can review and verify all details provided in the application. 

• After verification, the ACE can take the necessary action to move the 
application to the next stage in the workflow. 

• ACE can either forward the application to next stage or send it back to 
previous stage or Approve/ Reject the application if he/ she are the 
approving authority for the process.  
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10. CE 
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• The Chief Engineer (CE) can forward the application to the next stage in 
the workflow. 

• At this stage, all fields in the application are non-editable, ensuring that 
the CE cannot make any changes to the existing information. 

• The CE can review and verify all submitted details but is restricted to 
approving or forwarding the application as per the defined process. 

• The CE’s role is primarily to verify the accuracy and completeness of the 
application before it proceeds further. 

• The Chief Engineer (CE), can: 
o Forward the application to the next stage 
o Send it back to the previous stage for rework or clarification 
o Approve or reject the application, if he/she is the approving 

authority for that specific process. 

11. EIC 
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• The Engineer in Chief (EIC), can forward the application to the next stage 
in the workflow. 

• At this stage, all fields in the application are non-editable, ensuring that 
the EIC cannot make any changes to the existing information. 

• The EIC can review and verify all submitted details but is restricted to 
approving or forwarding the application as per the defined process. 

•  The EIC role is primarily to verify the accuracy and completeness of the 
application before it proceeds further. 

• The Engineer in Chief (EIC), can: 
o Forward the application to the next stage 
o Send it back to the previous stage for rework or clarification 
o Approve or reject the application, if he/she is the approving 

authority for that specific process. 
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12. Chairman 
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• At this stage, all fields in the application are non-editable, ensuring that 
the EIC cannot make any changes to the existing information. 

• The Chairman, can: 
o Send it back to the previous stage for rework or clarification 
o Approve or reject the application, if he/she is the approving 

authority for that specific process. 
 

 

Note: After the Demand Note is approved, the consumer must initiate and 
complete the payment from their end. Once the payment is successfully 
processed, the application is automatically routed to the Assistant Executive 
Engineer (AEE) for payment verification. The AEE then reviews and confirms the 
payment details before allowing the application to move to the next stage. 

13. AEE (Payment Verification) 

 
 

 

• Once the consumer completes the payment, the Assistant Executive 
Engineer (AEE) is responsible for verifying the payment. 

• At this stage, the AEE’s role is to check and confirm that the payment has 
been successfully received. 

• This verification ensures that all payment details are accurate and 
complete before the application moves to the next stage in the workflow. 

• The AEE must click on the “Check Payment” tab to verify and confirm the 
payment status. 
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14 Draftman 

 

• The Draftsman is responsible for managing the meter generation and 
handover process. 

• In this role, the Draftsman prepares and generates the meter details as 
required for the application. 

• They ensure accurate recording of all meter information in the system. 

• The Draftsman also facilitates the handover of the meter to the relevant 
personnel or the consumer, ensuring proper documentation and tracking. 
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15. Water Inspector 
 

• The Water Inspector must use the mobile application to capture work 
completion photos directly from the site. 

• They are required to enter remarks related to the completed work. 

• After capturing the photos and adding remarks, the Water Inspector must 
forward the application to the next stage in the workflow 

 
 

16. Application Closure 

• When the Water Inspector validates the connection, captures the work 
completion photo, and forwards the application, it is automatically sent 
to Sajala for RR number generation. 

• Once the RR number is generated, the application is automatically closed 
in the system. 

• The RR number is then assigned to that specific application, marking it as 
deemed closed. 

• Until the RR number is generated, the application remains under the AEE 
stage with a pending status. 


