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1. Login 

ToaccesstheBHOOMIPortal,enterURLhttps://eservices.dda.org.in/userthenloginpagewillappearasshownin figure 

below: 

 Enter User ID(PAN No.) 

 EnterPassword 
 

 

https://eservices.dda.org.in/user
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Successful Bidder will receive a User ID and default password in the registered email id from 

DDABHOOMI Portal if they are not registered in BHOOMI/AWAS Portal of DDA. In registered email Id, 

mailwillappearasshown in givenbelow. 
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 Successful Bidder will receive an email when LOI has been issued from DDA, The email id 

screenwillbe displayed asshown below: 

 
 



Copyright©2019 - AllRightsReserved - DDA Page 6 

 

 

DDABHOOMIPORTAL 

GettingStartedGuide Version:1.0 IssueDate: 14-Nov-2021 

  
 
 

 AfterFirstlogin,User mayresethispassword. 

 AfterLogindashboardpagewillappearasshowninscreenbelow: 
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2. LetterOfIntent 

 
 

 
 Clickon„LetterofIntent(LOI)‟button,followingpagewillappearasshowninscreenbelow: 

 

 

 
 
 

 ClickonActioncolumntoacceptLOIscreen willbedisplayasshownbelow: 
 

 

 

 
 When LOI accepted then payment tab will be enabled and for make payment need to click 

onpaymenttab. 

 

 AfteracceptLOIpaymentbuttonwill appearasshownbelow: 
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 Clickonpaymenttab,payment screenwillappearasshownbelow: 

 To enter valid amount, select Net Banking/Credit Card/Debit Card option or RTGS/NEFT 

andcaptcha and clickon generate tab. 
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 Click on make payment, it will redirect on payment gateway. After Successful payment, 

paymentrecord will displayinpaymenttab. 
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3. Payment 

Aftersuccessfullypayment screenwilldisplayasshownbelow: 
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4. DemandLetter 

Applicant willreceiveanemailwhilegeneratedemandletter,emailwillappearasdisplayedasshowninscreenbelow: 

 
 

 
 
 

Fordemandletter,clickon„DemandLetter‟menufollowingscreenwillbedisplayedasshowninscreenbelow: 
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ClickonDemandLettercolumntoviewthedemandletterandinactioncolumnformakepayment.followingscreen 

willbedisplayed asshown in screenbelow: 

 
 

 
 
 
 

 
Note–PossessionLettertabandConveyanceDeedtabscreenwilldisplaysoon. 
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5. PossessionLetter 

After the payment of Demand Letter, applicant can apply for Possession Letter. Click on Possession letter, 

screen will displayasshownbelow: 

 

 
 
 Click on Upload Required Document. Screen to upload document required for possession letter 

will display as shown below:- 
 

 
 User has to upload all documents 
 To upload document, click on Choose File 
 Select File, then confirmation message will display. 
 Click on Ok, file will get uploaded 
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 After the document get uploaded, view icon will display 

 
 After uploading all documents, click on Submit button. Success message will display. 

 
If Dealing assistant, Assistant Director & Deputy Director found any deficiency in any document, they 
can reject document. 
 
 Mail will send to user regarding this. 
 Click on Possession Letter 

 
 Click on Upload Required document 
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 Choose file button will be enable for only those documents which are rejected 
 Again Upload the document 
 Click on Submit button. 
 After the possession letter issued by Assistant Director, Applicant can view/download the 

possession letter. 

 
 Click on view Possession letter to view the letter. 
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6. Conveyance Deed 

After the possession letter gets issued, applicant can apply for Conveyance Deed. Click on Conveyance 

Deed, screen will displayasshownbelow: 
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 Click on Upload Required Document. Screen to upload possession slip will display as shown 

below:- 
 

 
 User has to upload Possession Slip 
 To upload document, click on Choose File 
 Select File, then confirmation message will display. 
 Click on Ok, file will get uploaded 
 After the document gets uploaded, view icon will display to view the uploaded file. 

 
 After uploading possession slip, click on Send for Approval. Success message will display. 

 
 
If Dealing assistant, Assistant Director & Deputy Director found any deficiency in uploaded document, 
they can reject document. 
 
 Mail will send to user regarding this. 
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  Click on Conveyance Deed 

 
 Click on Upload Required document 

 
 Again Upload the document 
 Click on Send for Approval.  
 After the Conveyance Deed issued, Applicant can view/download the Conveyance Deed. 

 
 Click on view Conveyance Deed to view the letter. 
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7. NSK Appointment 

After the applicant gets Conveyance Deed, applicant can apply for NSK Appointment. Click on NSK 

Appointment, screen will displayasshownbelow: 

 

 
 
 Click on Schedule Appointment icon.  

 
 
 Click on Ok to continue, pop will appear to upload documents 

 
 To upload document, click on Choose File 



Copyright©2019 - AllRightsReserved - DDA Page 21 

 

 

DDABHOOMIPORTAL 

GettingStartedGuide Version:1.0 IssueDate: 14-Nov-2021 

  
 
 Select Document, click on Submit button, then confirmation message will display. 
 Click on Ok, Success message will display 
 After the document gets uploaded, following screen will display :- 
 

 
 
 Available slots will display 
 Click on any slot, a pop up will display 

 

 
 
 
 
 



Copyright©2019 - AllRightsReserved - DDA Page 22 

 

 

DDABHOOMIPORTAL 

GettingStartedGuide Version:1.0 IssueDate: 14-Nov-2021 

  
 Enter Message 
 Click on Submit button. Request will go to Admin for approval. Status will display as Pending. 

 

 
 
 If request get approved, status will display as Approved. 
 If request get rejected then applicant can again book the Appointment. 

 
 
 

 Click on view Appointment, to view NSK appointment. 

 
 

8. Lien Marking/NOC 

After the demand letter gets issued, applicant can apply for Lien Marking. Click on Lien Marking/NOC, screen 

will displayasshownbelow: 

 
 
 Click on Request for Lien Marking 
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 Upload Sanction Letter 
 Enter Bank Name 
 To upload document, click on Choose File 
 Select Document, click on Submit button, then confirmation message will display. 
 Click on Ok, Success message will display 
 After the document gets uploaded, request will go to admin for approval. 

 

 
 
 After the request get approved, status will display as “Home Loan Issued” . 
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 Click on view to view the letter 

 

9. Correction in Name/Address 

Here applicant can change the Name and Address. Click on Correction in Name/Address, screen will 

displayasshownbelow: 

 
 

 
 Click on Add Request 
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 In left side Applicant old details are provided, in right side, applicant can provide new details. 
 Fill Details 

 

 
 Click on Submit button, request will go to admin for approval. Once request get approved, status 

will display as approved. 
 

10. Transfer/Mutation 

Click on Transfer/Mutation, screen will displayasshownbelow: 

 

 
 Click on add Transfer/Mutation Request icon 
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 Click on Add Mutation button, form to enter details will appear 
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 Fill Mandatory Fields 
 Click on Save, confirmation message will display. 
 Click on Ok, Mutation Details will  get added. 

 
 

 
 
 To add more details, click on Add Mutation and fill the form. 
 For submitting the form, click on Final Submit, request will go to admin for approval.  

 

 
 Once request get approved, status will display as approved. 
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 Applicant can download Mutation letter by clicking on download icon. 


