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Abbreviation  

S. No Name Description 

1 CGD City Gas Distribution 

2 NOC No Objection Certificate 

3 ROU Right of Utility 

4 DM District Management 

5 PNGRB Petroleum and Natural Gas Regulatory Board 
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Department Login & Dashboard 

1. Introduction 

Department users can log in to the portal to access and manage NOC and ROU 

applications. After logging in, the dashboard provides a consolidated view of applications 

along with their current status. From the dashboard, officials can review submitted 

applications, check supporting documents, and take necessary actions such as approval, 

rejection, or sending the application back to the applicant for corrections. This section 

provides step-by-step instructions for logging in, navigating the dashboard, and performing 

actions on applications. 

2. Department Login 

The department logs in to the system to manage its profile, view the dashboard and 

application details, and take actions on NOC and ROU applications 

 

Steps: 

1. Open the City Gas Distribution, Single Window System Portal 

(https://www.citygas.mp.gov.in) 

a. On the homepage, please locate the Login Panel on the right-hand side. 

b. Click on Department. 

c. Enter credentials: 

I. Username (provided by Collector during assignment) 

II. Password (set during first login or sent via system) 

https://www.citygas.mp.gov.in/


 

5 | P a g e        C i t y  G a s  D i s t r i b u t i o n :  w w w . c i t y g a s . m p . g o v . i n  

III. Captcha Code (enter as displayed in the image). 

2. Click on Login. 

3. If credentials are correct, the Department Dashboard will open. 

 

       Note: 

• In case of a forgotten password, the Forgot Password option should be used to 

reset through email or mobile OTP. 

• Please ensure that the mobile number and email are verified during registration, 

as this will help avoid problems while logging in. 

 

3.  Department Dashboard Overview 

The dashboard displays all application statuses and enables the department to take 
appropriate actions 

a. Pending Application – Department can take action on the application. 

b. Approved & E-signed – Applications that have been reviewed, approved, 

and digitally e-Signed by the department.” 

c. Rejected – Applications that have been reviewed and rejected by the 

department along with feedback 

d. Reverted – Applications returned to the applicant with requests for 

correction or clarification. 

e. Bank Guarantee/Demand Note Requested – Applications where the 

department has requested submission of a Bank Guarantee/Demand Note. 
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f. Bank Guarantee/Demand Note Submitted – Applications where the 

applicant has provided the required Bank Guarantee/Demand Note 

 

 

 

 

 
 

• By clicking the Action button, the department can carry out actions on applications 

(see highlighted circle in the snippet above) 

 

Note: At the left end (highlighted in below snippet) department’s user can take action on 

application and in right end can see the details of application filled by applicant. 
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• By clicking the History button (located near the Action button in the first snippet 

above), the user can view the complete application history, including submission 

dates, returns, and re-submissions. 

 

 
 

• By clicking the Status button, the user can view the Application status of the 

department (located near the Action & History button in the first snippet above) 
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4. Action Taken by Department (Dashboard) 

Part A – NOC Application 

For NOC Application the department can take following actions: Approve, Reject and 

Revert to Applicant. 

 

I. Approve  

Steps:  

o The department selects Approve action from the dropdown menu. 

o Add Department Remark (the remark will be visible in the e-signed NOC 

certificate) 

o Click on the Submit button. 

o The system generates the NOC Certificate. 
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o The department clicks on Initiate E-Sign. 

o The system redirects to the e-Hastakshar portal. 

o The authorized officer enters their e-Sign credentials. 

o An OTP request is generated. 

o The user enters the OTP to complete verification. 

o After verification is successful, the e-Sign process is completed. 

Note: In the green-highlighted area, the department can view the project details entered 

by the applicant. 
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o Upon completion, a success message appears on the screen 
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o The system redirects back to the CGD portal. 

o The application moves to the Approved & e-Signed section and appears on the 

department dashboard 

 

 

 

 

 

 

 

 

 

 

 

 

 

The user can download the e-Signed 

certificate by clicking the e-Signed 

button 
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o When the department approves and e-Sign an application, it moves to the 

'Collector' and appears in the Collection Dashboard under 'Pending' section. Here, 

the collector can take further actions such as Approve, Reject, or Revert. 

o After approval and e-Signing by the department, the application is routed to the 

Collector and shown in the Collector Dashboard under ‘Pending’, from where the 

Collector may Approve, Reject, or Revert it. 

 

II. Reject 

  Steps:  
o When the department reject an application along with any supporting 

documents and remarks (sample remarks added for reference), it is marked 

as Rejected in the dashboard, the applicant is notified via Email/SMS, and it 

appears in the Rejected box. No further action can be taken unless the 

applicant submits a new application. 
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o Once rejected, the following message will be displayed on the screen 
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o The application appears in the reject box on the Department dashboard. 

 

o When the department rejects an application, it is moved to the ‘Rejected’ 

section in the applicant dashboard. The applicant can not take further action 

on it and must submit a new application to proceed 

 

III. Revert To Applicant 

Steps: 

o When the department reverts an application to the applicant with remarks 

and any required supporting documents (sample remarks shown for 

reference), the application is marked as ‘Reverted’ in the dashboard. The 

applicant is notified via Email/SMS and must correct and re-submit the 

application, after which the department can take further action. 
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o Once reverted, the following message will be displayed on the screen 
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o The application appears in the reverted box on the department dashboard. 

 

▪ When an NOC application is reverted (along with the reason) by the 

department, it moves to the 'Revert' section in the applicant dashboard. The 

applicant must re-submit the application along with the required 

documents/clarification. Once re-submitted, the application moves back to the 

department dashboard in the 'Pending' section, allowing the department to take 

further action 

 

Part B – ROU Application 

For ROU applications, the department can take actions on received applications such as 

Reject, Revert to Applicant, Assign for Joint Inspection, Accept, or Mark as Bank 

Guarantee/Demand Note Required. 

Steps: 

a. From Dashboard → Click on ‘Pending’ box 

b. Select the application from the list to act on. 

c. Click on the Action button. 

▪ Available Actions: 

• Reject – The application is moved to ‘Rejected’, and the applicant is notified 

through Email/SMS. 
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• Revert – The application is moved to ‘Reverted’; the applicant must make 

corrections and re-submit. 

• Joint Inspection – Application status changes to ‘Joint Inspection Requested’; an 

applicant notification is sent, and following the inspection, the application 

returns to ‘Pending’ 

• Accept & Bank Guarantee/Demand Note Required – The application moves to 

‘Bank Guarantee/Demand Note Requested’, after which the applicant must 

submit the required documents. 

s
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 Explanation of Each Action 

I. Reject 

o When the department reject an application by adding any supporting 

documents along with the remarks (sample remarks added for reference), it 

is marked as Rejected in the dashboard, the applicant is notified via 

Email/SMS, and it appears in the Rejected box. No further action can be 

taken unless the applicant submits a new application 

 

▪ Once rejected, the following message will be displayed on the screen 
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o The application appears in the reject box on the Department dashboard. 

 

o When an application is rejected by the department, it moves to the 

'Rejected' section in the applicant dashboard. The applicant can not take any 

further action on it. To proceed, a new application must be submitted. 

 

II. Revert To Applicant 

o When the department reverts an application, it appears as Reverted in the 

dashboard, and the applicant is notified via Email/SMS. The applicant must 

correct and re-submit the application, after which the department can take 

further action. 

 



 

20 | P a g e        C i t y  G a s  D i s t r i b u t i o n :  w w w . c i t y g a s . m p . g o v . i n  

 

 

o The application appears in the reverted box on the Department dashboard. 

 

o When an application is revered (along with the reason) by the department, it 

moves to the 'Revert' section in the applicant dashboard. The applicant must 

re-submit the application along with the required documents/clarification. 

Once re-submitted, the application moves back to the department 

dashboard in the 'Pending' section, allowing the department to take further 

action. 
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III. Joint Inspection 

o When the department requests a Joint Inspection, the application status 

changes to Joint Inspection Requested in the dashboard, and the applicant is 

notified via Email/SMS. After the inspection is completed, the application 

returns to Pending for further action. 
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IV. Accept & Bank Guarantee/Demand Note Required 

 

o The department requests a Bank Guarantee (BG) or Demand Note. 

o The application status changes to “Bank Guarantee / Demand Request.” 

o The applicant is notified via Email/SMS and sees “Bank Guarantee Request” 

in their dashboard. 

o The applicant submits the required Bank Guarantee/Demand Note 

documents. 

o After submission, the application status changes to “Bank 

Guarantee/Demand Note Submitted.” 

o The department can Approve, Reject, or Revert the submitted documents. 
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sa 

V.   Approved and e-Sign by Department 

When the Bank Guarantee/Demand Note is submitted by the applicant, the 

department can approve the application. 

                Steps:  

o The department selects Approve action from the dropdown menu. 

o Click on the Submit button. 

o The system generates the NOC/ROU Certificate. 

o The department clicks on Initiate e-Sign. 

o The system redirects to the E-Sign portal. 

o The authorized officer enters their E-Sign credentials. 

o Request for OTP is generated. 

o The user enters the OTP and verifies. 

o After successful verification, the e-Sign process is completed. 

o A success message is displayed on the screen. 

o The system redirects back to the CGD portal. 
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o The application status changes to Approved & e-Signed and moves to the 

Approved & E-Signed Section in the Department Dashboard. 

o The applicant is notified via Email/SMS about the approval and can download 

the certificate. 
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o The system redirects back to the CGD portal. 

o The application moves to the Approved and e-Signed section and appears on 

the department dashboard. 

 

o Clicking the e-Signed button allows the user to download the e-Signed certificate 
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o When the department approves and e-Signs an application, it is forwarded to the 

Collector and displayed in the Dashboard under the ‘Pending’ section. The Collector 

can then take further actions such as Approve, Reject, or Revert.” 
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Contact Information 

1. Mr. Parag Pathak 

• Designation: Senior Consultant, Food Department 

• Mobile Number: 7898228444 

2. Mr. Mayank Chandel 

• Designation: Junior Supply Officer, Food Department 

• Mobile Number: 7247615725 


