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Cidco Manual 

Citizen Part 

1. Homepage :  
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2. Cidco Citizen Login :  

 Click on citizen login, enter login username and password, CAPTCHA code and click on 

Login. 

 Click on Data Entry in that go to Data Entry. 

 
 

 Click on New Document Entry. 
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3. PDE :   
A. General Info: In general Info select Scheme, Enter Contract no, Select Office and click on 

Generate Document Button. 
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B. Property Valuation:  In property Valuation select Usage Category.  Then Contract related 
property details will be displayed below, check the details and click on save.  Also you can 
View Valuation by clicking on View Valuation button. 
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C. Party:  

1.  Select Party type as Purchaser/Buyer/Executor then contract related Purchaser List will 

be displayed, then select (by clicking on checkbox) and click on save. 
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2. Now Select Party Type as Seller/Executor, and then scheme related seller list will be 

displayed, select (by clicking on checkbox) and click on save. 
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 After filling party details, set one party as Presenter by clicking on Set As Presenter 

button which is present on Details of Parties Table. 

 

After set as presenter: 
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D. Identifier: Select Identifier from Identifier Master List. Click on save.  

1. First Identifier- 
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2. Second Identifier-  

 

Both Identifiers details- 
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E. Stamp Duty: In SD calculation, Select Property and then click on Calculate and Save then 

click on Save and Next to save the Stamp Duty.  
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F. Payment: In Payment select payment mode accordingly and fill the details of payment mode 

and click on save. 

 

After Payment – 
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G. Upload Documents: Upload all mandatory documents. 

 

H. Show draft: You can download draft copy of the scheme. 
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I. Party Execution:  Do photo capture and fingerprint capture of both parties. 

 

After Party Execution -  
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J. Identifier Execution: Do photo capture and fingerprint capture of both Identifiers. 

 

After Identifier Execution - 
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K. Party Admission:  Click on EKYC button then Click on Biometric button. Take EKYC of both 

parties by entering UID and agreeing the conditions and capturing the biometric details. 

 

After EKYC Verification -  

 

 

 



16 
 

L. Identifier Admission:  Click on EKYC button then Click on Biometric button. Take EKYC of 

both Identifiers by entering UID and agreeing the conditions and capturing the biometric 

details. 

 

After EKYC Verification -  
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M. Download Agreement:  In Download Agreement you can view agreement by clicking on view 

agreement button. In View Agreement you can download the Agreement.  

The E-Sign Facility is provided. For this you have to upload a document which you 

require E-signature. Then click on Sign and Save PDF button to perform E-Sign, then you can 

download Signed PDF file by hitting Download Signed PDF File Button. 

All the details are shown on Download Agreement tab i.e. Party Execution details, 

Identifier Execution details and all EKYC details of Parties and identifiers. 

 

N. Submit Data: Click on Submit button to Submit data.  
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SRO Part 

1. Home Page : 

 

2. Document Registration: Click on Document Registration in that click on Registration tab. 
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3. PDE: Select E registration from drop down menu and click on Show Button to view the 

submitted documents. 

You can view all Newly Submitted Tokens, and then click on Check In button to Check In the 

Document. 

 

4. Accept Document: After Check In complete Document Information is displayed, on top of the 

page you can view agreement by clicking on View Agreement Button, and On Bottom of the 

Page SRO can accept the document and also he can Revert the Document Because of any 

missing information. Also SRO can print the Document Information by Clicking on Print Button. 

1 

2 
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Agreement is seen like below, you can download the agreement also-  

 

5. Check In Document: After Accepting Document user need to Check In document. For 

this user has to select E Registration from drop down menu and click on Show button to 

view the document. Click on Select button to complete all the SRO steps. 
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6. Stamp 1:  At the Stamp 1 SRO Accept the document, SRO can view complete Report by 

hitting on Report button, SRO can View all uploaded files by clicking on Uploaded Files 

button also if any document is remaining for upload then SRO can upload the file by 

clicking on Upload button. 

 

a. On Report Button: 
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b. On Uploaded Files: 

 

c. On Upload:  Select Document then Browse the File Directory and click on submit to 

upload the file.  
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d. After Accept:  

 

7. Stamp 2: Stamp 2 is Payment Verification Tab. Click on Online payment and enter online 

payment details accordingly. After fetching the details Stamp 2 button will get enabled. 

 



25 
 

 Online Payment: If citizen done payments at citizen part then his/her Payment 

details will be visible at View Citizen Data tab. 

 

 Enter all details and click on verify and save. 
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 Payment Verification:  After successful verification Stamp 2 button gets enabled. 

 

 You can download Payment Receipt by clicking on Payment Receipt Tab. 
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 Stamp 3: In stamp 3 SRO Check EKYC of both parties by clicking on View EKYC button 

and Verify PAN details. Then click on STAMP 3. 

 

 After Completion of Party details (EKYC verification) and PAN verification. 
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8. Stamp 4: In stamp 3 SRO Check EKYC of both Identifiers by clicking on View EKYC button. 

 

 After Completion of Identifier details (EKYC verification) 
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9. Stamp 5:  At Stamp 5 SRO can view and download Summery 1 Report, Summery 2 Partial View 

Report. Click on Stamp 5 to do Final Stamp. 

 

 After Completion of Final Stamp SRO can Download Complete Document. 
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a. View Summery 1 Button: 

 

b. Summery 2 Full view: 
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c. Index Reports: 

 

d. Document Download: 
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10. Other Activities: E sign on Deed Document and Final Agreement document is done at this step. 

a. Sign Deed Document  

1. Click on Sign Deed File Button. 

 

2. Enter token Password and click on OK. 
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3. Click on Confirm Sign to perform signature on the document. 

 

4. Now you can download signed PDF file by clicking on Download Signed PDF file button. 
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b. Sign Final Document – 

1. Click on Sign PDF. 

 

2. Enter token Password and click on OK. 
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3. Click on Confirm Sign to perform signature on the document. 

 

4. Now you can download signed PDF file by clicking on Download Signed PDF file button. 

 

 


	B. Property Valuation:  In property Valuation select Usage Category.  Then Contract related property details will be displayed below, check the details and click on save.  Also you can View Valuation by clicking on View Valuation button.

