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Online Index Data Correction User Manual for Portal Users 
 
 
Provision to apply index data correction online has been provided in the Registration Department Application. 
 
Step 1: Login to Citizen Portal 
 

• The citizen should login to the online portal with his user credentials. 
 
 

Fig 1.1 Citizen Login Portal 
 
 
Step 2: Initiate IDC Provision from Citizen Portal 
 

• Navigate from Document Registration → Index Data Correction → Initiate 
• Click on Initiate option 

 
 

Fig 2.1 IDC Provision in Citizen Portal 
 

• The document search window appears as follows. 
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Fig 2.2 Document Search Window 
 

 
 

• Select the required SRO, Book Number, Document Number and Year from the drop-down list and click 
on Search button. 

• If the searched document is present, then it will be displayed in a grid below. 
• If not present, then an alert will be displayed stating that no records found. 

 
 

Fig 2.3 Document Search Result 
 

Step 3: Proceed for Index Data Correction 
 

• Click on Proceed for correction button to proceed the correction in the selected document. 
• The party details, property details etc. will be displayed tab wise similar to the document creation 

screen. 
• The user can either add a new party/property or modify the existing data similar to the existing process 

in Back Office. 
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Fig 3.1 Proceed for correction 
 
 

Fig 3.2 Property Details Modification



4 

 
 
 

Fig 3.3 Property Details Modification 
 

• As per the existing validation in document creation, the consideration value shouldn't be greater than 
the market value, the alert is raised during the correction process if the user tries to modify the value to 
a greater amount than the market value as below. 

 

Fig 3.4 Consideration Value Validation 
 
 
 

Step 4: Create Petition 
 

• After making all the necessary corrections, the citizen will get to the create petition screen. 
• The citizen should provide the petitioner details in the screen shown as below and click on Create 

Petition button. 
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Fig 4.1 Creation of Petition 
 

• On creating the petition, the petition request number will be generated on the screen and the 
corrections made will be displayed in a table as shown below. 

 

Fig 4.2 Creation of Petition request Number 
 

• Click on Create Petition Form button to generate the petition form/ICP form which contains the 
corrections made along with the document and request details. 
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Fig 4.3 Creation of Petition Form 
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Fig 4.4 Petition Form 

 
 

Step 5: Track the requests 
 

• Once the petition request is created, the citizen shall track the request status from the path, Document 
Registration → Index Data Correction → Search. 
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Fig 5.1 Search Requests 
 

• Once the petition is created, the status will be “Submitted”. 
• The citizen can view any number of requests and their status by choosing the date range, document, or 

request number filters. 
 

 
Fig 5.2 Track Requests 

 
 
 

• The user can download the petition form any time by choosing the request and clicking on create 
petition button. 

• Until the status is “Submitted”, the citizen can modify the request any number of times. 
• The Index Correction process is available for both migrated as well as system registered documents. 

 
Step 6: Additional Information 

 
• The status of the documents is updated in the portal as soon as they have been acted upon in the BO.  
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• The following are the available status and their stages 
 

Status Stage of processing 

Submitted Citizen created the petition 

Under Processing Pulled by JA for verification 

SR Approved Approved by SR 

Approved Approved by DR & process completed 

Rejected Rejected either by SR or DR 

 
• The citizen is provided with “View” hyperlink for the rejected requests in which he can view the 

rejection remarks in a popup window as shown below. 
 

Fig 3.3 Rejection Remarks 
 

• After the process completion (on approval by DR), the corrections made will be reflected in the 
document EC and in all the applicable places. 
 


