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House Allotment Process 

 

1. User will login to the IBPS (Newgen) system by entering User Name and Password on the below 

mentioned URL 

https://dmsuat.pspcl.in:8443/omniapp/  

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                                                                                                                                                            
 

 

2. User can see the dashboard once they have logged in and navigate the dashboard screen 

• Queue List 

o In a queue list the user can see only that queue for which they have a right 

• Search Bar 

o User will select the House Allotment Process 

o User will provide the Work Item number to search and press "Enter” button 

• My Search Queue 

o User can see the WI which are assigned to them 

o User will click on a relevant work item’s registration to open it 

 

 
 

 

 

 

 

 

3. In the next step, on the left side in the Queue list, User will click on the WorkStep Name  

and then click on New button on the right side of the screen to open the form 

 

 



                                                                                                                                                                                                            
 

 
 

4. New form will get open and the below mentioned fields will be in disabled mode and get auto 

populated: 

• Name of Applicant 

• Mobile Number of Applicant 

• Designation 

• Name of office where posted 

• Head Quarter Name 

• Date of Birth 

 



                                                                                                                                                                                                            
 

 

5. User needs to select the relevant type of Request from the drop-down options available in the 

Request field: 

• New House Allotment Request 

• Change of Quarter 

• Leave Quarter 

• Extension after retirement 

 

 

6. User will select the “New House Allotment Request” from the drop-down options to apply for 

new house allotment 

• User will the rest of the form manually  

• Once the user selects the Location from the drop-down options and based on the 

location, relevant Name of Colony Request and House Type of Colony options will 

be available in the relevant fields, user will select the relevant options 

• Based on the Location, Name of Colony and House Type of Colony fields, system will 

fetch the list of Vacant House and user can select the desired option from that list of 

values 

• User will provide the House No by referring the Vacant House List 

• User needs to provide the date, since they are living in Patiala in “Date of presence in 

Patiala” field 



                                                                                                                                                                                                            
 

• Old Quarter Details will be disabled for New House Allotment request 

• There will be some check box available with their description points, user needs to click 

on the relevant check box as per the requirement 

 
 

 



                                                                                                                                                                                                            
 

• User can attach the relevant document by clicking on Add from PC option available the 

right section of the window, after adding the document user needs to provide the 

relevant Document Type and Comments 

 

 
 

• Now user will submit the work item(WI) and the WI will route to 1st level of approver 

 



                                                                                                                                                                                                            
 

 
• Form will be in the disabled mode, only the below mentioned field will be enabled for 1st 

approver: 

o Priority 

o Remarks 

o Decision 

• User will do the eye ball check and validate all the details filled by the user 

• User will select the Priority from the drop-down option, provide the remarks 

• User will select the relevant Decision as mentioned below: 

o Approve- WI will route to the next level of approver 

o Reject- WI will get terminated 



                                                                                                                                                                                                            
 

 
 

 

• 2nd Approver will select the WI from their pending queue, and the form will open on their 

window 

 
• 2nd Approver will fill some of the enabled fields manually and validate all the pre-filled 

details 

 

• Approver will check the vacant house list and can do the changes if required 

• 2nd approver has 3 below mentioned mentions available in the Decision field: 

o Approve-WI will route to the 3rd level of Approver 

o Reject-WI will get terminated 

o Waiting- WI will route to Employee Pensioner work step and the notification will 

be sent to the applicant 



                                                                                                                                                                                                            
 

 
• 3rd Approver will receive the WI in their pending queue, user will click on the relevant 

WI to open the form. Form will get open in the disabled mode, user needs to select the 

decision only: 

o Approve- WI will route to end event 

o Reject- WI will get terminated 

 

 

 

 



                                                                                                                                                                                                            
 

 

 

7. User will select the “Change of Quarter” from the drop-down options to apply to change the 

quarter as a type of request 

• User will the rest of the form manually 

• Once the user selects the Location from the drop-down options and based on the 

location, relevant Name of Colony Request and House Type of Colony options will 

be available in the relevant fields, user will select the relevant options 

• Based on the Location, Name of Colony and House Type of Colony fields, system will 

fetch the list of Vacant House and user can select the desired option from that list of 

values 

• User will provide the House No by referring the Vacant House List 

• User needs to provide the date, since they are living in Patiala in “Date of presence in 

Patiala” field 



                                                                                                                                                                                                            
 

 
• Old Quarter Details will be enabled for Change of Quarter request and user will 

provide all the required details and the reasons of changing the quarter 

• Below mentioned fields will be disabled in Old Quarter Details Section: 

o Date of Retirement 

o Pension Office 

o Extension After Retirement:Remarks 

• There will be some check box available with their description points, user needs to click 

on the relevant check box as per the requirement 

 



                                                                                                                                                                                                            
 

• User can attach the relevant document by clicking on Add from PC option available the 

right section of the window, after adding the document user needs to provide the 

relevant Document Type and Comments 

 

• Now user will submit the work item(WI) and the WI will route to 1st level of approver 

• Form will be in the disabled mode, only the below mentioned field will be enabled for 1st 

approver: 

o Priority 

o Remarks 

o Decision 

• User will do the eye ball check and validate all the details filled by the user 

• User will select the Priority from the drop-down option, provide the remarks 

• User will select the relevant Decision as mentioned below: 

o Approve- WI will route to the next level of approver 

o Reject- WI will get terminated 



                                                                                                                                                                                                            
 

 
• 2nd Approver will select the WI from their pending queue, and the form will open on their 

window 

• 2nd Approver will fill some of the enabled fields manually and validate all the pre-filled 

details 

• Approver will check the vacant house list and can do the changes if required 

• 2nd approver has 3 below mentioned mentions available in the Decision field: 

o Approve-WI will route to the 3rd level of Approver 

o Reject-WI will get terminated 

o Waiting- WI will route to Employee Pensioner work step and the notification will 

be sent to the applicant 



                                                                                                                                                                                                            
 

 
 

 

• 3rd Approver will receive the WI in their pending queue, user will click on the relevant 

WI to open the form. Form will get open in the disabled mode, user needs to select the 

decision only: 



                                                                                                                                                                                                            
 

 
o Approve- WI will route to end event 

 



                                                                                                                                                                                                            
 

 
o Reject- WI will get terminated 

8. User will select the “Leave Quarter” from the drop-down options to apply to leave the quarter 

as a type of request 

• User will the rest of the form manually 

• User needs to provide the date, since they are living in Patiala in “Date of presence in 

Patiala” field 

 

• Old Quarter Details will be enabled for Change of Quarter request and user will 

provide all the required details and reason for leaving the quarter 



                                                                                                                                                                                                            
 

• Below mentioned fields will be disabled in Old Quarter Details Section: 

o Date of Retirement 

o Pension Office 

o Extension After Retirement:Remarks 

• There will be some check box available with their description points, user needs to click 

on the relevant check box as per the requirement 

 

• User can attach the relevant document by clicking on Add from PC option available the 

right section of the window, after adding the document user needs to provide the 

relevant Document Type and Comments 



                                                                                                                                                                                                            
 

 
• Now user will submit the work item(WI) and the WI will route to 1st level of approver 

• Form will be in the disabled mode, only the below mentioned field will be enabled for 1st 

approver: 

o Priority 

o Remarks 

o Decision 

• User will do the eye ball check and validate all the details filled by the user 

• User will select the Priority from the drop-down option, provide the remarks 

• User will select the relevant Decision as mentioned below: 

o Approve- WI will route to the next level of approver 

o Reject- WI will get terminated 



                                                                                                                                                                                                            
 

 
• 2nd Approver will select the WI from their pending queue, and the form will open on their 

window 

• 2nd Approver will fill some of the enabled fields manually and validate all the pre-filled 

details 

• Approver will check the vacant house list and can do the changes if required 

• 2nd approver has 3 below mentioned mentions available in the Decision field: 

o Approve-WI will route to the 3rd level of Approver 

o Reject-WI will get terminated 

o Waiting- WI will route to Employee Pensioner work step and the notification will 

be sent to the applicant 



                                                                                                                                                                                                            
 

 
• 3rd Approver will receive the WI in their pending queue, user will click on the relevant 

WI to open the form. Form will get open in the disabled mode, user needs to select the 

decision only: 

 
o Approve- WI will route to end event 

o  

• Reject- WI will get terminated 

9. User will select the “Extension after retirement” from the drop-down options to apply to 

extension as a type of request 

• User will the rest of the form manually 

• User needs to provide the date, since they are living in Patiala in “Date of presence in 

Patiala” field 



                                                                                                                                                                                                            
 

 
• Old Quarter Details will be enabled for Change of Quarter request and user will 

provide all the required details and reason for leaving the quarter 

• Below mentioned fields will be enabled in Old Quarter Details Section for extension 

after retirement request and user needs to provide the details for the same fields: 

o Date of Retirement 

o Pension Office 

o Extension After Retirement:Remarks 

• There will be some check box available with their description points, user needs to click 

on the relevant check box as per the requirement 

 



                                                                                                                                                                                                            
 

• User can attach the relevant document by clicking on Add from PC option available the 

right section of the window, after adding the document user needs to provide the 

relevant Document Type and Comments 

 

• Now user will submit the work item(WI) and the WI will route to 1st level of approver 

 
• Form will be in the disabled mode, only the below mentioned field will be enabled for 1st 

approver: 

o Priority 

o Remarks 

o Decision 

• User will do the eye ball check and validate all the details filled by the user 

• User will select the Priority from the drop-down option, provide the remarks 

• User will select the relevant Decision as mentioned below: 

o Approve- WI will route to the next level of approver 

o Reject- WI will get terminated 



                                                                                                                                                                                                            
 

 
• 2nd Approver will select the WI from their pending queue, and the form will open on their 

window 

• 2nd Approver will fill some of the enabled fields manually and validate all the pre-filled 

details 

• Approver will check the vacant house list and can do the changes if required 

• 2nd approver has 3 below mentioned mentions available in the Decision field: 

o Approve-WI will route to the 3rd level of Approver 

o Reject-WI will get terminated 

o Waiting- WI will route to Employee Pensioner work step and the notification will 

be sent to the applicant 

 
 

 



                                                                                                                                                                                                            
 

 
• 3rd Approver will receive the WI in their pending queue, user will click on the relevant 

WI to open the form. Form will get open in the disabled mode, user needs to select the 

decision only: 

o Approve- WI will route to end event 

 



                                                                                                                                                                                                            
 

 

• Reject- WI will get Employee_H_A_P_Sec House allotment committe. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


