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User Manual 

For State Government employee (Fresh Online Application form) 

All applicants are requested to go through the following procedures carefully before filling the 
online application Form. 
 
1. If applying for the first time, click on Fresh Allotment --> State Government --> Gazetted/Non 

Gazetted as shown in screen.  
 

 
 
2. An applicant must have valid HRMS Employee Id before filling the form. 
3. Please select State Government Radio Button of screen shown below.  
4. Fields marked (*) is mandatory. The form cannot be submitted without filling the mandatory 

fields. 
5. When you apply for the first time, click on Fresh Allotment --> State Government --> 

Gazetted/Non Gazetted. Following screen appears. 
 

 



 
6. Please Enter Your Employee Id and captcha and click on “Sent OPT “ button. Enter  the OTP sent 

on your registered Mobile Number (which is linked with your HRMS Employee Id.). After 
entering the OTP click “Verify OTP” button to move further. 

 

 
7. A new screen appears  as shown below : 

 



 

 
 
 
8. Enter all the requisite information (self explanatory) in the form. Click on “Submit” button to 

save the entered information in the system. A congratulation screen will appear on the screen 
and ask to take a print out of the information entered by clicking the “Print Application” button. 



Please forwarded the application (printout) from your office and submit it to the Building 
Construction Department office. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Fresh Online Application form for Officer who have not HRMS Employee Id: 
 
All applicants are requested to go through the following procedures carefully before filling 
the online application form. 
 
1. If applying for the first time, click on Fresh Allotment --> State Government --> Gazetted/Non 

Gazetted as shown in screen.  
2. Please select “Other” Radio Button of screen shown below and select the required values from 

the drop down list and enter mobile number of the person who is requesting for a government 
quarter.  

3. Fields marked (*) is mandatory. The form cannot be submitted without filling the mandatory 
fields. 
 

 
4. An OTP will be sent on the entered Mobile Number. After Verifying OTP a form, a new form 

appears to enter required details. Please follow the instructions shown in point no. 7 and 8 
(page 2 and 3).  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 



Request for change of quarter form 
 

1. When you apply for the re-allotment of Quarter, click on Gazetted /Non Gazetted--> Request 
for Change. Following screen appears. 
 

 
 
2. After Clicking Request for Change below screen will appear: 
 

 
 

 
 

3. Fill Registration number and password click on submit button. 
4. After successful Login, A form will be open with prefilled data as saved in the system. Below 

Screen will be appeared as below. 



 

 



 
9. 4) Update the details. Click on “Submit” button to save and update the entered information in 

the system. A congratulation screen will appear on the screen and ask to take a print out of the 
information entered by clicking the “Print Application” button. Please forwarded the application 
(printout) from your office and submit it to the Building Construction Department office. 

 


