
 
 

 

 

 

 

 

 

 

 

 

 

 

 

USER 

MANUAL 
 

 

 

Construction Development Board 
(CDB) 

 

 

Electronic Government to Citizen Service Delivery System- Enhancement 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Submitted By: 

  
NGN Technologies Pvt Ltd. 
 

 

 



G2C System Enhancement – CDB        User Manual 

             Page 2 

 

 

Table of Contents 

1 How to apply online application? ........................................................................................................................ 5 

1.1 Process 1: Filing online Application for the CDB Services .................................................................................... 5 

2 Verification of Application by Dealing Officer .................................................................................................... 10 

2.1 Process 1: Verification of Registration of Contractor ........................................................................................ 10 

3 Approval of Application ..................................................................................................................................... 14 

3.1 Process 1: Approval of Registration of Contractor ............................................................................................ 14 

4 Payment and Printing of Contractor certificate ................................................................................................. 18 

4.1 Process 1: Payment and Printing certificate for Contractor Registration .......................................................... 18 

5 Renewal of CDB Certificate contractor .............................................................................................................. 24 

6 Renewal of CDB Certificate contractor Verification........................................................................................... 29 

6.1 Process 1: Verification of Renewal of Contractor .............................................................................................. 29 

7 Approval of Application ..................................................................................................................................... 32 

7.1 Process 1: Approval of Renewal for Contractor Certificate ............................................................................... 32 

8 Payment and Printing of Contractor certificate ................................................................................................. 35 

8.1 Process 1: Payment and Printing certificate for Contractor Renewal ............................................................... 35 

9 Other services .................................................................................................................................................... 41 

10 Contractor Verification ...................................................................................................................................... 47 

10.1 Process 1: Verification of Other services of Contractor .............................................................................. 47 

11 Approval of Application ..................................................................................................................................... 52 

11.1 Process 1: Approval of Other services for Contractor Certificate................................................................. 52 

12 Payment and Printing of Contractor certificate ................................................................................................. 57 

12.1 Process 1: Payment and Printing certificate for Contractor Renewal .......................................................... 57 

13 Cancellation of Contractor Certificate ............................................................................................................... 63 

14 Contractor Verification ...................................................................................................................................... 66 

14.1 Process 1: Verification of cancellation of Contractor certificate. ................................................................. 66 

15 Approval of Application ..................................................................................................................................... 69 

15.1 Process 1: Approval of Cancellation of Contractor Certificate ..................................................................... 69 

16 Registration of Consultant ................................................................................................................................. 71 

17 Verification of Application by Dealing Officer .................................................................................................... 76 



G2C System Enhancement – CDB        User Manual 

             Page 3 

 

17.1 Process 1: Verification of Registration of Consultant ................................................................................... 76 

18 Approval of Application ..................................................................................................................................... 79 

18.1 Process 1: Approval of Registration of Consultant ....................................................................................... 79 

19 Payment and Printing of Consultant certificate ................................................................................................. 82 

19.1 Process 1: Payment and Printing certificate for Consultant Registration .................................................... 82 

20 Renewal and other services of Consultant ........................................................................................................ 87 

21 Renewal of CDB Certificate consultant Verification .......................................................................................... 93 

21.1 Process 1: Verification of Renewal of Contractor ......................................................................................... 93 

22 Approval of Application ..................................................................................................................................... 96 

22.1 Process 1: Approval of Renewal for Consultant Certificate ........................................................................ 96 

23 Payment and Printing of Consultant certificate ................................................................................................. 99 

23.1 Process 1: Payment and Printing certificate for Consultant Renewal and other services. ......................... 99 

24 Cancellation of Consultant ............................................................................................................................... 104 

25 Consultant Verification .................................................................................................................................... 107 

25.1 Process 1: Verification of cancellation of Consultant certificate. ............................................................. 107 

26 Approval of Application ................................................................................................................................... 110 

26.1 Process 1: Approval of Cancellation of consultant Certificate .................................................................. 110 

27 Registration of Architecture, Engineer and Survey .......................................................................................... 112 

28 Verification of Registration for Architect, Engineer and Survey ...................................................................... 115 

28.1 Process 1: Verification of Registration ...................................................................................................... 115 

29 Approval Registration of Architecture/Engineer and Survey........................................................................... 118 

29.1 Process 1: Approval of Registration of Architecture, Engineer and Survey .............................................. 118 

30 Update payment and Printing of Architect, engineer and survey certificate .................................................. 121 

30.1 Process 1: update payment and Printing certificate for Registration of Architect, Engineer and survey 121 

31 Renewal of Architecture, Engineer and Surveyor ............................................................................................ 125 

32 Renewal of Architect ........................................................................................................................................ 129 

32.1 Process 1: Verification of Renewal of Architect, Engineer and Surveyor ................................................. 129 

33 Approval Renewal of Architecture, Engineer or Surveyor ............................................................................... 132 

33.1 Process 1: Approval of Renewal of Application ........................................................................................ 132 

34 Update payment and Printing of Architect, Engineer and Surveyor certificate .............................................. 136 

34.1 Process 1: Printing certificate for Architect, Engineer and Surveyor ........................................................ 136 



G2C System Enhancement – CDB        User Manual 

             Page 4 

 

35 Registration of Specialized Trade ..................................................................................................................... 139 

36 Registration of Specialized Trade Verification ................................................................................................. 143 

36.1 Process 1: Verification of Registration of Specialized Trade ..................................................................... 143 

37 Registration of Specialized Trade approval and printing ................................................................................. 146 

37.1 Process 1: Approval of Registration of Specialized Trade and print certificate ........................................ 146 

38 Renewal of Specialized Trade Certificate ......................................................................................................... 151 

39 Renewal of Specialized Trade Verification ....................................................................................................... 155 

39.1 Process 1: Verification of Renewal of Specialized Trade .......................................................................... 155 

40 Approval Renewal of Specialized Trade application ........................................................................................ 158 

40.1 Process 1: Approval of Renewal Application ............................................................................................. 158 

41 Update payment and Printing of Specialized Trade certificate ....................................................................... 161 

41.1 Process 1: Printing certificate for specialized trade ................................................................................... 161 

42 Cancellation of CDB Certificate ........................................................................................................................ 164 

43 Cancellation of CDB Certificates ...................................................................................................................... 167 

43.1 Process 1: Verification of Cancellation of CDB Certificates ....................................................................... 167 

44 Cancellation of CDB Certificates ...................................................................................................................... 170 

44.1 Process 1: Approval of Cancellation of CDB Certificates ........................................................................... 170 

 

 

 

 

 



G2C System Enhancement – CDB        User Manual 

             Page 5 

 

1 How to apply online application? 

1.1 Process 1: Filing online Application for the CDB Services 

✓ Action: Follow the url http://www.citizenservices.gov.bt/ 

✓  Result: Citizen Services (G2C) portal for the login interface will appears as shown below.  

 

✓ Process 1.1.1: Click on the link called Construction Development Board services. 

✓ Result 1.1.1: The following page will appear. 

http://www.citizenservices.gov.bt/
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✓ Process 1.1.2: Registration of Contractor 

➢ Process 1.1.2.1: From the above home page, select the service called Contractor under New 

Registration. 

➢ Result 1.1.2.1: The following page appears 

 

 

➢ Process 1.1.2.2: After viewing the fees structure of the contractor registration services, click on 

to “Next” Button. 

➢ Result 1.1.2.2: The following page appears: 
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➢ Process 1.1.2.3: The above section is general information and owner information. 

 
➢ Result 1.1.2.2: Fill up the form above and click on next button to reach next page. 
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➢ Process 1.1.2.4: The above page shows contractor’s classification that applicant wish to apply. 

➢ Result 1.1.2.4: Choose and select category and press next to proceed further. 

 

➢ Process 1.1.2.5: The applicant need to provide all human resource detail according to the 

requirements. 

➢ Result 1.1.2.5: On clicking next button after entering human resource, then following 

equipment section will be displayed. 
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➢ Process 1.1.2.6: After filling up the equipment section, then need to press review your 

information Button to revisit all information the applicant has provided. During review time 

applicant can also edit details in the form.  The applicant also needs to accept undertaking and 

finally submit the application. 

➢ Result 1.1.2.6: The following acknowledge page is displayed with application number and other 

details. 

 

Users can use the print button to print the acknowledgement message. 
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2 Verification of Application by Dealing Officer 

2.1 Process 1: Verification of Registration of Contractor 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Login form for the verifier for CDB will appear as follows.  

 

✓ Process 2.1.1: Enter Login id and password. Then Click “login” button. 

✓ Result 2.1.1: On successful login, the following page appears which contains all application 

submitted by the applicants which needs to be verified and further action.  

 

 

 

 

 

http://www.citizenservices.gov.bt/
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✓ Process 2.1.2: To take action on application submitted, then verifier need to select service to which 

he/she going to take action. 

✓ Result 2.1.2: The task list for that selected service will be displayed. 

 

✓ Process 2.1.3: From group task, he/she need to click on application number to take further action 

✓ Result 2.1.3: The page will be open for verification of application submitted.  

➢ General section: 
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➢ Classification section: 

 

➢ Human Resource Section: 

 

➢ Equipment section: 
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✓ Process 2.1.4: If the applicant has submitted all required documents and information, then verifier 

can verify the application for further action (Approval).  

✓ Result 2.1.4: On successful submission the following acknowledgement slip will be shown. 

 

✓ Process 2.1.5: If the applicant has not submitted all required documents and information, then 

verifier can reject that application mentioning the reason. 

✓  Result 2.1.5: Applicant will be notified both in email and sms. 
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3 Approval of Application  

3.1 Process 1: Approval of Registration of Contractor 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Citizen Services (G2C) portal for Login page will appears as shown below.  

 

✓ Process 3.1.1: Enter login id and password. Then Click “login” button. 

✓ Result 3.1.1: On successful login, the following dealing Officer page appears 

 

 

✓ Process 3.1.2: To take action on application submitted, then approver need to select service to 

which he/she going to take action. 

✓ Result 3.1.2: The task list for that selected service will be displayed 

http://www.citizenservices.gov.bt/
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.  

✓ Process 3.1.3: From group task, he/she need to click on application number to take further action 

✓ Result 3.1.3: The page will be open for verification of application submitted.  

➢ General section: 
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➢ Classification section: 

 

➢ Human Resource Section: 

 

➢ Equipment section: 
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✓ Process 3.1.4: If the applicant has submitted all required documents and information, then verifier 

can verify the application for further action (Approval).  

✓ Result 3.1.4: On successful submission the following acknowledgement slip will be shown. 

 

✓ Process 3.1.5: If the applicant has not submitted all required documents and information, then 

verifier can reject that application mentioning the reason. 

✓  Result 3.1.5: Applicant will be notified both in email and sms. 
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4 Payment and Printing of Contractor certificate 

4.1 Process 1: Payment and Printing certificate for Contractor Registration 

✓ Action: Update payment and Printing of certificate can be done by Accounts from the following url 

http://www.citizenservices.gov.bt/CDB  

✓ Result: Citizen Services (G2C) portal for Login page will appears as shown below.  

 

✓ Process 4.1.1: Enter login id and password. Then Click “login” button. 

✓ Result 4.1.1: On successful login, the following dealing Officer page appears 

 

 

✓ Process 4.1.2: Select and click on the service that he/she going to update payment. 

✓ Result 4.1.2: Following page appears 

http://www.citizenservices.gov.bt/CDB
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✓ Process 4.1.3: Click on the application number to open the application. 

✓ Result 4.1.3: The following page will be displayed to update payment. 
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✓ Process 4.1.4: After mentioning payment detail, he/she will click on the button called Approve and 

Generate Certificate. 

✓ Result 4.1.4: The application will be update and certificate is read for printing. 

✓ Process 4.1.5: To print certificates, he/she need to click on the link called Print certificates. The 

page will appear where he/she need to choose the service for. After selecting the service, the list of 

payment approved application will be displayed. 

✓ Result 4.1.5: The application list to print will appear as shown below. 
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✓ Process 4.1.6: After selecting the application to print, he/she need to click on print link to print the 

certificate. 

✓ Result 4.1.6: The certificate will be displayed and need to print to issue as shown below. 
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5 Renewal of CDB Certificate contractor 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Citizen Services (G2C) portal for the login interface will appears as shown below.  

 

✓ Process 5.1: click on the link called login and provide correct user name and password. 

✓ Result 5.1: The following home page for CC contractor will appears. 

 

 

✓ Process 5.1: Contractors can able to view all information by clicking on my profile link.  

✓ Result 5.1: The following page represents the profile. 

 

 

 

http://www.citizenservices.gov.bt/
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✓ Process 5.2: To avail Renewal of CDB Certificate Contractor, the applicant need to click on the link 

called apply for renewal. They are allow to renew their certificate only before 30 days of expiry. 

✓ Result 5.2 (a): If they try to renewal before 3 days, then the following screed will displayed for their 

information. 

 

✓ Result 5.2 (b): If the renewal time is approached, then they are allow to apply for renewal and 

following screen will be shown on clicking on apply for renewal link. 
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As shown in above image, if applicant has crossed its grace period, then they are imposed penalty 100 a 

day. For small and registered contractor, the penalty will be up to Nu. 3000, while large and medium is 

counted till the date of approval (if penalty is applied for 35 45 days, then total penalty will be 

Nu.4500).   

✓ Process 5.3: On clicking on next button, applicant need to select services he/she is going to apply 

with renewal. 

✓ Result 5.3: The following service select page will be displayed: 
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He/she can select as many service they wish to along with renewal. The service fees will be calculated 

and send to they email on submission. Update human resoure and Update equipment service are free 

cost. 

✓ Process 5.4: After selecting service and pressing on next button, the form will be displayed for 

renewal. 

✓ Result 5.4: The following page represent application form for renewal. 
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✓ Process 5.5: After filing up the form, applicant need to review form once more for confirmation. 

Then he/she need to accept terms and condition and finally submit the form.  

✓ Result 5.5: The following page will appear as acknowledgement. 
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6 Renewal of CDB Certificate contractor Verification 

6.1 Process 1: Verification of Renewal of Contractor 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Login form for the verifier for CDB will appear as follows.  

 

✓ Process 6.1.1: Enter Login id and password. Then Click “login” button. 

✓ Result 6.1.1: On successful login, the following page will be displayed. 

 

 

 

 

 

 

http://www.citizenservices.gov.bt/
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✓ Process 6.1.2: To take action on application submitted, then verifier need to select service to which 

he/she is going to take action. 

✓ Result 6.1.2: The task list for that selected service will be displayed. 

 

✓ Process 6.1.3: From group task, he/she need to click on application number to take further action 

✓ Result 6.1.3: The page will be open for verification of application submitted.  
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✓ Process 6.1.4: If the applicant has submitted all required documents and information, then verifier 

can verify the application for further action (Approval).  

✓ Result 6.1.4: verification acknowledgement will be displayed for some second and redirect to 

dashboard. 

✓ Process 6.1.5: If the applicant has not submitted all required documents and information, then 

verifier can reject that application mentioning the reason. 

✓  Result 6.1.5: Applicant will be notified both in email and SMS. 
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7 Approval of Application  

7.1 Process 1: Approval of Renewal for Contractor Certificate 

✓ Action: : Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Citizen Services (G2C) portal for Login page will appears as shown below.  

 

✓ Process 7.1.1: Enter login id and password. Then Click “login” button. 

✓ Result 7.1.1: On successful login, the following dealing Officer page appears 

 

 

✓ Process 7.1.2: To take action on application submitted, then approver need to select service to 

which he/she going to take action. 

✓ Result 7.1.2: The task list for that selected service will be displayed 

http://www.citizenservices.gov.bt/
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✓ Process 7.1.3: From group task, he/she need to click on application number to take further action 

✓ Result 7.1.3: The page will be open for verification of application submitted.  
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✓ Process 7.1.4: If the applicant has submitted all required documents and information, then 

application will approved for payment. Otherwise reject with reason and notify applicant in sms and 

email. If application need to be send back to verifier, then he/she need to enter the reason and click 

on send back to verifier button.  

✓ Result 7.1.4: The respective acknowledgement slip will be displayed for few second and then 

redirect to dashboard. 
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8 Payment and Printing of Contractor certificate 

8.1 Process 1: Payment and Printing certificate for Contractor Renewal 

✓ Action: Update payment and Printing of certificate can be done by Accounts from the following url 

http://www.citizenservices.gov.bt/CDB  

✓ Result: Citizen Services (G2C) portal for Login page will appears as shown below.  

 

 

 

✓ Process 8.1.1: Enter login id and password. Then Click “login” button. 

✓ Result 8.1.1: On successful login, the following dealing Officer page appears 

 

 

✓ Process 8.1.2: Select and click on the service that he/she going to update payment. 

✓ Result 8.1.2: Following page appears 

http://www.citizenservices.gov.bt/CDB
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✓ Process 8.1.3: Click on the application number to open the application. 

✓ Result 8.1.3: The following page will be displayed to update payment. 
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✓ Process 8.1.4: After mentioning payment detail, he/she will click on the button called Approve and 

Generate Certificate. 

✓ Result 8.1.4: The application will be update and certificate is read for printing. 

✓ Process 8.1.5: To print certificates, he/she need to click on the link called Print certificates. The 

page will appear where he/she need to choose the service for. After selecting the service, the list of 

payment approved application will be displayed. 

✓ Result 8.1.5: The application list to print will appear as shown below. 
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✓ Process 8.1.5: After selecting the application to print, he/she need to click on print link to print the 

certificate. 

✓ Result 8.1.5: The certificate will be displayed and need to print to issue as shown below. 
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9 Other services 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Citizen Services (G2C) portal for the login interface will appears as shown below.  

 

✓ Process 9.1: click on the link called login and provide correct user name and password. 

✓ Result 9.1: The following home page for CC contractor will appears. 
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✓ Process 9.1: Contractors can able to view all information by clicking on my profile link.  

✓ Result 9.1: The following page represents the profile. 

 

✓ Process 9.2: To avail Other service, the applicant need to click on the link called Other services 

✓ Result 9.2: The following screed will displayed for their information. 

 

Note: If there is ongoing application, like same applicant has applied for other services or renewal or 
any other services, then he/she is not allow to apply unless complete that applicant process. Certificate 



G2C System Enhancement – CDB        User Manual 

             Page 43 

 

should have active to avail any services, otherwise not allow to apply. Flowing screen show some of 
them. 

 

 

✓ Process 9.3: On clicking next button, applicant need to select services that he/she going to apply. 

✓ Result 9.3: The following service select page will be displayed: 

 

He/she can select as many service they wish to. The service fees will be calculated and send to they 

email on submission. Update human resoure and Update equipment service are free cost. 
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✓ Process 9.4: After selecting service and pressing on continue button, the form will be displayed for 

renewal. 

✓ Result 9.4: The following page represent application form for other service. 
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✓ Process 9.5: After filing up the form, applicant need to review form once more for confirmation. 

Then he/she need to accept terms and condition and finally submit the form.  

✓ Result 9.5: The following page will appear as acknowledgement. 
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10 Contractor Verification 

10.1 Process 1: Verification of Other services of Contractor 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Login form for the verifier for CDB will appear as follows.  

 

✓ Process 10.1: Enter Login id and password. Then Click “login” button. 

✓ Result 10.1: On successful login, the following page will be displayed. 

 

 

 

 

 

 

http://www.citizenservices.gov.bt/
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✓ Process 10.2: To take action on application submitted, then verifier need to select service to which 

he/she going to take action. 

✓ Result 10.2: The task list for that selected service will be displayed. 

 

✓ Process 6.1.3: From group task, he/she need to click on application number to take further action 

✓ Result 6.1.3: The page will be open for verification of application submitted.  
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G2C System Enhancement – CDB        User Manual 

             Page 51 

 

✓ Process 10.4: If the applicant has submitted all required documents and information, then verifier 

can verify the application for further action (Approval).  

✓ Result 10.4: verification acknowledgement will be displayed for some second and redirect to 

dashboard. 

 

✓ Process 10.5: If the applicant has not submitted all required documents and information, then 

verifier can reject that application mentioning the reason. 

✓  Result 10.5: Applicant will be notified both in email and SMS. 
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11 Approval of Application  

11.1 Process 1: Approval of Other services for Contractor Certificate 

✓ Action: : Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Citizen Services (G2C) portal for Login page will appears as shown below.  

 

✓ Process 11.1: Enter login id and password. Then Click “login” button. 

✓ Result 11.1: On successful login, the following dealing Officer page appears 

 

 

✓ Process 11.2: To take action on application submitted, then approver need to select service to 

which he/she going to take action. 

✓ Result 11.2: The task list for that selected service will be displayed 

http://www.citizenservices.gov.bt/
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✓ Process 11.3: From group task, he/she need to click on application number to take further action 

✓ Result 11.3: The page will be open for verification of application submitted.  
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✓ Process 11.4: If the applicant has submitted all required documents and information, then 

application will approved for payment. Otherwise reject with reason and notify applicant in sms and 

email. If application need to be send back to verifier, then he/she need to enter the reason and click 

on send back to verifier button.  

✓ Result 11.4: The respective acknowledgement slip will be displayed for few second and then 

redirect to dashboard. 
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12 Payment and Printing of Contractor certificate 

12.1 Process 1: Payment and Printing certificate for Contractor Renewal 

✓ Action: Update payment and Printing of certificate can be done by Accounts from the following url 

http://www.citizenservices.gov.bt/CDB  

✓ Result: Citizen Services (G2C) portal for Login page will appears as shown below.  

 

✓ Process 12.1: Enter login id and password. Then Click “login” button. 

✓ Result 12.1: On successful login, the following dealing Officer page appears 

 

✓ Process 12.2: Select and click on the service that he/she going to update payment. 

✓ Result 12.2: Following page appears 

http://www.citizenservices.gov.bt/CDB
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✓ Process 12.3: Click on the application number to open the application. 

✓ Result 12.3: The following page will be displayed to update payment. 
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✓ Process 12.4: After mentioning payment detail, he/she will click on the button called Approve and 

Generate Certificate. 

✓ Result 12.4: The application will be update and certificate is read for printing. 

✓ Process 12.5: To print certificates, he/she need to click on the link called Print certificates. The page 

will appear where he/she need to choose the service for. After selecting the service, the list of 

payment approved application will be displayed. 

✓ Result 12.5: The application list to print will appear as shown below. 
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✓ Process 12.5: After selecting the application to print, he/she need to click on print link to print the 

certificate. 

✓ Result 12.5: The certificate will be displayed and need to print to issue as shown below. 
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13 Cancellation of Contractor Certificate 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Citizen Services (G2C) portal for the login interface will appears as shown below.  

 

✓ Process 13.1: click on the link called login and provide correct user name and password. 

✓ Result 13.1: The following home page for CC contractor will appears. 

 

 

 

✓ Process 13.2: Contractors can able to view all information by clicking on my profile link.  

✓ Result 13.2: The following page represents the profile. 
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✓ Process 13.3: To avail Cancellation service, the applicant need to click on the link called 

Cancellation of Certificate. 

✓ Result 13.3: The following screed will displayed. 
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✓ Process 13.4: After filing up the form, and mentioning the reason for cancellation, applicant submits 

form.  

✓ Result 13.5: The following page will appear as acknowledgement. 
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14 Contractor Verification 

14.1 Process 1: Verification of cancellation of Contractor certificate. 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Login form for the verifier for CDB will appear as follows.  

 

✓ Process 14.1.1: Enter Login id and password. Then Click “login” button. 

✓ Result 14.1.1: On successful login, the following page will be displayed. 
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✓ Process 14.1.2: To take action on application submitted, then verifier need to select service to 

which he/she going to take action. 

✓ Result 14.1.2: The task list for that selected service will be displayed. 

 

✓ Process 14.1.3: From group task, he/she need to click on application number to take further action 

✓ Result 14.1.3: The page will be open for verification of application submitted.  
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✓ Process 14.1.4: If the applicant has submitted all required documents and information, then verifier 

can verify the application for further action (Approval).  

✓ Result 14.1.4: verification acknowledgement will be displayed for some second and redirect to 

dashboard. 

 

✓ Process 14.1.5: If the applicant has not submitted all required documents and information, then 

verifier can reject that application mentioning the reason. 

✓  Result 14.1.5: Applicant will be notified both in email and SMS. 
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15 Approval of Application  

15.1 Process 1: Approval of Cancellation of Contractor Certificate 

✓ Action: : Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Citizen Services (G2C) portal for Login page will appears as shown below.  

 

✓ Process 15.1: Enter login id and password. Then Click “login” button. 

✓ Result 15.1: On successful login, the following dealing Officer page appears 

 

 

✓ Process 15.2: To take action on application submitted, then approver need to select service to 

which he/she going to take action. 

✓ Result 15.2: The task list for that selected service will be displayed 
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✓ Process 15.3: From group task, he/she need to click on application number to take further action 

✓ Result 15.3: The page will be open for verification of application submitted.  

      

✓ Process 15.4: If the applicant has submitted all required documents and information, then 

application will approved and update the information.  
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16 Registration of Consultant 

✓ Action: Follow the url http://www.citizenservices.gov.bt/ 

✓  Result: Citizen Services (G2C) portal for the login interface will appears as shown below.  
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✓ Process 16.1: click on the link called Construction Development Board services. 

✓ Result 16.1: The following page will appears. 

 

✓ Process 16.2: From the above home page, select the service called Consultant. 

✓ Result 16.2: The following page appears 

 

         

✓ Process 16.3: After viewing the fees structure of the Consultant registration services, click on to 

“Next” Button. 

✓ Result 16.3: The following page appears 
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✓ Process 16.4: The above section is general information and owner information. 

✓ Result 16.4: Fill up the form above and click on next button to reach next page. 
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✓ Process 16.5: The above show consultant’s classification that applicant wish to apply. 

✓ Result 16.5: Choose and select category and press next to proceed further. 
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✓ Process 16.6: The applicant need to provide all human resource detail according to the 

requirements. 

✓ Result 16.6: On clicking next button after mention human resource, then following equipment 

section will be displayed. 

 

✓ Process 16.7: After filling up the equipment section, then need to press review your information 

Button to revisit all information the applicant has provided. During review time applicant can also 

edit details in the form.  Then there will applicant need to accept undertaking and finally submit the 

application. 

✓ Result 16.7: The following page appears as success message. 
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17 Verification of Application by Dealing Officer 

17.1 Process 1: Verification of Registration of Consultant 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Login form for the verifier for CDB will appear as follows.  

 

✓ Process 17.1.1: Enter Login id and password. Then Click “login” button. 

✓ Result 17.1.1: On successful login, the following page appears which contains all application 

submitted by the Applicants which needs to be verified and further action.  
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✓ Process 17.1.2: To take action on application submitted, then verifier need to select service to 

which he/she going to take action. 

✓ Result 17.1.2: The task list for that selected service will be displayed. 

 

✓ Process 17.1.3: From group task, he/she need to click on application number to take further action 

✓ Result 17.1.3: The page will be open for verification of application submitted.  

➢ General section: 
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✓ Process 17.1.4: If the applicant has submitted all required documents and information, then verifier 

can verify the application for further action (Approval).  

✓ Result 17.1.4: On successful submission the following acknowledgement slip will be shown. 

 

✓ Process 17.1.5: If the applicant has not submitted all required documents and information, then 

verifier can reject that application mentioning the reason. 

✓  Result 17.1.5: Applicant will be notified both in email and sms. 
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18 Approval of Application  

18.1 Process 1: Approval of Registration of Consultant 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Citizen Services (G2C) portal for Login page will appears as shown below.  

 

✓ Process 18.1.1: Enter login id and password. Then Click “login” button. 

✓ Result 18.1.1: On successful login, the following dealing Officer page appears 

 

 

✓ Process 18.1.2: To take action on application submitted, then approver need to select service to 

which he/she going to take action. 

✓ Result 18.1.2: The task list for that selected service will be displayed 
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✓ Process 18.1.3: From group task, he/she need to click on application number to take further action 

✓ Result 18.1.3: The page will be open for verification of application submitted.  
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✓ Process 18.1.4: If the applicant has submitted all required documents and information, then verifier 

can verify the application for further action (Approval).  

✓ Result 18.1.4: On successful submission the following acknowledgement slip will be shown. 

 

✓ Process 18.1.5: If the applicant has not submitted all required documents and information, then 

verifier can reject that application mentioning the reason. 

✓  Result 18.1.5: Applicant will be notified both in email and sms. 
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19 Payment and Printing of Consultant certificate 

19.1 Process 1: Payment and Printing certificate for Consultant Registration 

✓ Action: Update payment and Printing of certificate can be done by Accounts from the following url 

http://www.citizenservices.gov.bt/CDB  

✓ Result: Citizen Services (G2C) portal for Login page will appears as shown below.  

 

✓ Process 19.1.1: Enter login id and password. Then Click “login” button. 

✓ Result 19.1.1: On successful login, the following dealing Officer page appears 

 

 

✓ Process 19.1.2: Select and click on the service that he/she going to update payment. 

✓ Result 19.1.2: Following page appears 
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✓ Process 19.1.3: Click on the application number to open the application. 

✓ Result 19.1.3: The following page will be displayed to update payment. 
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✓ Process 19.1.4: After mentioning payment detail, he/she will click on the button called Generate 

Certificate. 

✓ Result 19.1.4: The application will be update and certificate is read for printing. 

✓ Process 19.1.5: To print certificates, he/she need to click on the link called Print certificates. The 

page will appear where he/she need to choose the service for. After selecting the service, the list of 

payment approved application will be displayed. 

✓ Result 19.1.5: The application list to print will appear as shown below. 
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✓ Process 19.1.6: After selecting the application to print, he/she need to click on print link to print the 

certificate. 

✓ Result 19.1.6: The certificate will be displayed and need to print to issue as shown below. 
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20 Renewal and other services of Consultant 

✓ Action Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Citizen Services (G2C) portal for the login interface will appears as shown below.  

 

✓ Process 20.1: click on the link called login and provide correct user name and password. 

✓ Result 20.1: The following home page for consultant will appears. 

 

✓ Process 20.1: Consultant can able to view all information by clicking on my profile link.  

✓ Result 20.1: The following page represents the profile. 
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✓ Process 20.2: To avail Renewal of CDB Certificate Consultant, the applicant need to click on the link 

called apply for renewal. And click on other services if applicant want to avail other services. They 

are allow to renew their certificate only before 30 days of expiry.  

✓ Result 20.2 (a): If they try to renewal before 3 days, then the following screed will displayed for 

their information. 

 

✓ Result 20.2 (b): If the renewal time is approached, then they are allow to apply for renewal and 

following screen will be shown on clicking on apply for renewal link. 
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As shown in above image, if applicant has crossed its grace period, then they are imposed penalty 100 a 

day.   

✓ Result 20.2 (c): If the applicant has clicked on other service link then following information board 

will be displayed. 

 

✓ Result 20.2 d): If the certificate is expired or have ongoing application, then following screed will be 

displayed 
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➢ Process 20.3: On clicking on next button, applicant need to select services that applicant wish to 

apply with renewal and other services. 

➢ Result 20.3: The following service select page will be displayed: 

 

He/she can select as many service they wish to along with renewal and from other services. The service 

fees will be calculated and send to they email on submission. Update human resoure and Update 

equipment service are free cost. 
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✓ Process 20.4: After selecting service and pressing on next button, the respective form will be 

displayed. 

✓ Result 20.4: The following page represent application form for renewal and field wise is same to 

other services too. 
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✓ Process 20.5: After filing up the form, applicant need to review form once more for confirmation. 

Then he/she need to accept terms and condition and finally submit the form.  

✓ Result 20.5: The following page will appear as acknowledgement. 
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21 Renewal of CDB Certificate consultant Verification 

21.1 Process 1: Verification of Renewal of Contractor 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Login form for the verifier for CDB will appear as follows.  

 

✓ Process 22.1: Enter Login id and password. Then Click “login” button. 

✓ Result 22.1: On successful login, the following page will be displayed. 
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✓ Process 21.2: To take action on application submitted, then verifier need to select service to which 

he/she going to take action. 

✓ Result 21.2: The task list for that selected service will be displayed. 

 

✓ Process 21.3: From group task, he/she need to click on application number to take further action 

✓ Result 21.3: The page will be open for verification of application submitted.  
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✓ Process 21.4: If the applicant has submitted all required documents and information, then verifier 

can verify the application for further action (Approval).  

✓ Result 21.4: verification acknowledgement will be displayed. 

 

✓ Process 21.5: If the applicant has not submitted all required documents and information, then 

verifier can reject that application mentioning the reason. 

✓  Result 21.5: Applicant will be notified both in email and sms. 
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22 Approval of Application  

22.1 Process 1: Approval of Renewal for Consultant Certificate 

✓ Action: : Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Citizen Services (G2C) portal for Login page will appears as shown below.  

 

✓ Process 22.1.1: Enter login id and password. Then Click “login” button. 

✓ Result 22.1.1: On successful login, the following dealing Officer page appears 

 

✓ Process 22.1.2: To take action on application submitted, then approver need to select service to 

which he/she going to take action. 

✓ Result 22.1.2: The task list for that selected service will be displayed 
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.  

✓ Process 22.1.3: From group task, he/she need to click on application number to take further action 

✓ Result 22.1.3: The page will be open for verification of application submitted.  
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✓ Process 22.1.4: If the applicant has submitted all required documents and information, then 

application will approved for payment. Otherwise reject with reason and notify applicant in sms and 

email. If application need to be send back to verifier, then he/she need to enter the reason and click 

on send back to verifier button.  

✓ Result 22.1.4: The respective acknowledgement slip will be displayed for few second and then 

redirect to dashboard. 
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23 Payment and Printing of Consultant certificate 

23.1 Process 1: Payment and Printing certificate for Consultant Renewal and other services. 

✓ Action: Update payment and Printing of certificate can be done by Accounts from the following url 

http://www.citizenservices.gov.bt/CDB  

✓ Result: Citizen Services (G2C) portal for Login page will appears as shown below.  

 

✓ Process 23.1.1: Enter login id and password. Then Click “login” button. 

✓ Result 23.1.1: On successful login, the following dealing Officer page appears 
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✓ Process 23.1.2: Select and click on the service that he/she going to update payment. 

✓ Result 23.1.2: Following page appears 

 

✓ Process 23.1.3: Click on the application number to open the application. 

✓ Result 23.1.3: The following page will be displayed to update payment. 

            



G2C System Enhancement – CDB        User Manual 

             Page 101 

 

             

✓ Process 23.1.4: After mentioning payment detail, he/she will click on the button called Approve and 

Generate Certificate. 

✓ Result 23.1.4: The application will be update and certificate is read for printing. 

✓ Process 23.1.5: To print certificates, he/she need to click on the link called Print certificates. The 

page will appear where he/she need to choose the service for. After selecting the service, the list of 

payment approved application will be displayed. 

✓ Result 23.1.5: The application list to print will appear as shown below. 
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✓ Process 23.1.5: After selecting the application to print, he/she need to click on print link to print the 

certificate. 

✓ Result 23.1.5: The certificate will be displayed and need to print to issue as shown below. 
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24 Cancellation of Consultant 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Citizen Services (G2C) portal for the login interface will appears as shown below.  

 

✓ Process 24.1: click on the link called login and provide correct user name and password. 

✓ Result 24.1: The following home page for CC contractor will appears. 

 

 

 

 

 

 

 

http://www.citizenservices.gov.bt/


G2C System Enhancement – CDB        User Manual 

             Page 105 

 

✓ Process 24.2: Contractors can able to view all information by clicking on my profile link.  

✓ Result 24.2: The following page represents the profile. 

 

  

✓ Process 24.3: To avail Cancellation service, the applicant need to click on the link called 

Cancellation of Certificate. 

✓ Result 24.3: The following screed will displayed. 
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✓ Process 24.4: After filing up the form, and mentioning the reason for cancellation, applicant submits 

form.  

✓ Result 24.5: The following page will appear as acknowledgement. 
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25 Consultant Verification 

25.1 Process 1: Verification of cancellation of Consultant certificate. 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Login form for the verifier for CDB will appear as follows.  

 

✓ Process 25.1.1: Enter Login id and password. Then Click “login” button. 

✓ Result 25.1.1: On successful login, the following page will be displayed. 
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✓ Process 25.1.2: To take action on application submitted, then verifier need to select service to 

which he/she going to take action. 

✓ Result 25.1.2: The task list for that selected service will be displayed. 

 

✓ Process 25.1.3: From group task, he/she need to click on application number to take further action 

✓ Result 25.1.3: The page will be open for verification of application submitted.  
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✓ Process 25.1.4: If the applicant has submitted all required documents and information, then verifier 

can verify the application for further action (Approval).  

✓ Result 25.1.4: verification acknowledgement will be displayed for some second and redirect to 

dashboard. 

 

✓ Process 25.1.5: If the applicant has not submitted all required documents and information, then 

verifier can reject that application mentioning the reason. 

✓  Result 25.1.5: Applicant will be notified both in email and sms. 
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26 Approval of Application  

26.1 Process 1: Approval of Cancellation of consultant Certificate 

✓ Action: : Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Citizen Services (G2C) portal for Login page will appears as shown below.  

 

 

✓ Process 26.1.1: Enter login id and password. Then Click “login” button. 

✓ Result 26.1.1: On successful login, the following dealing Officer page appears 

 

 

✓ Process 26.1.2: To take action on application submitted, then approver need to select service to 

which he/she going to take action. 

✓ Result 26.1.2: The task list for that selected service will be displayed 

http://www.citizenservices.gov.bt/


G2C System Enhancement – CDB        User Manual 

             Page 111 

 

 

✓ Process 26.1.3: From group task, he/she need to click on application number to take further action 

✓ Result 26.1.3: The page will be open for verification of application submitted.  

      

✓ Process 26.1.4: If the applicant has submitted all required documents and information, then 

application will approved and update the information. 
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27 Registration of Architecture, Engineer and Survey 

✓ Action: Follow the url http://www.citizenservices.gov.bt/ 

✓ Result: Citizen Services (G2C) portal for the login interface will appears as shown below.  

 

✓ Process 27.1: Click on the link called Construction Development Board Services. 

✓ Result 27.1: The following home page will appears. 
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✓ Process 27.2: From the above home page, select the service called Engineer/Architect/Survey. 

✓ Result 27.2: The following page appears 

 

 

✓ Process 27.3:  After viewing the fees information, then applicant need to click on next button to 

proceed further. 

✓ Result 27.3: The following page appears 
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✓ Process 27.4: select service for field to register for architect or engineer or survey. Personal 

information will fetched from DCRC database on entering CID. After filling up all other fields with 

attachments, applicant can click on the “Next” button to submit application. 

✓ Result 27.4: The following page appears as success message 
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28 Verification of Registration for Architect, Engineer and Survey 

28.1 Process 1: Verification of Registration  

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Login form for the verifier for CDB will appear as follows.  

 

✓ Process 28.1.1: Provide valid login credential after clicking on login link. 

✓ Result 28.1.1: On successful login, the following page will be displayed. 

 

 

✓ Process 28.1.2: To take further action on architect/engineer/Survey registration application, the 

verifier need to click on the Architects link from side menu and need to select new architect 

application. 

✓ Result 28.1.2: The list of new registration application will be displayed. 

http://www.citizenservices.gov.bt/


G2C System Enhancement – CDB        User Manual 

             Page 116 

 

 

✓ Process 28.1.3: To take further verification action, he/she need to click on the application number 

from task list. The same application will get pulled to my task list. 

✓ Result 28.1.3: The application details will be open for verification as shown below.  
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✓ Process 28.1.4: If the applicant has submitted all required documents and information, then verifier 

need to enter command if any. Then verifier will verify the application on clicking “Verify” button. 

✓ Result 28.1.4: On successful submission the following acknowledgement slip will be shown. 

            

✓ Process 28.1.5: If the applicant has not submitted all required documents and information, then can 

reject the application. The applicant will be notified through email as well as in SMS for the 

rejecting with reason. 

✓ Result 28.1.5: Following screen represent the acknowledgement screen. 
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29 Approval Registration of Architecture/Engineer and Survey  

29.1  Process 1: Approval of Registration of Architecture, Engineer and Survey 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Citizen Services (G2C) portal for Login page will appears as shown below.  

 

✓ Process 29.1.1: After entering valid user id and password from login screed, approver dashboard 

will be displayed. 

✓ Result 29.1.1: Following screen represents then dashboard for approvers: 
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✓ Process 29.1.2: Similar to the step mentioned in the verification process, approver also need to click 

on the architect link from side bar to take further action. 

✓ Result 29.1.2: Following screen represents the task list for registration of architect, engineer and 

survey at approver level. 

 

 

✓ Process 29.1.3: Approver need to click on the application number from group task to take action. At 

the same time the same application will get pulled to my task. 

✓ Result 29.1.3: Following screen represents the application details for approval. 
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✓ Process 29.1.4: After reviewing the application details, he/she may take any of the action according 

to the application details. He can approve and forward for payment update for those which are 

registering as private, and of application is for government, then on approval then certificate will be 

generated and no payment involved. The approver can also reject the application if need with 

reason and also he/she can send back to verifier for re verification. 

✓ Result 29.1.4: The respective acknowledgement slip will be displayed and notified to applicant both 

in email and SMS. The following screen show acknowledgement for approval and forwarded the 

application for payment. 
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30  Update payment and Printing of Architect, engineer and survey certificate 

30.1 Process 1: update payment and Printing certificate for Registration of Architect, Engineer and survey 

✓ Action: Printing of certificate can be done by Approver, Verifier as well by the CC Operator of the 

CDB by following the url http://www.citizenservices.gov.bt/CDB  

✓ Result: Citizen Services (G2C) portal for Login page will appears as shown below.  

 

 

✓ Process 30.1.1: Enter login id and password after clicking on login link from above screen.  

✓ Result 30.1.1: The following dealing Officer page appears 

 

 

✓ Process 30.1.2: To update payment for private registration of Architect, Engineer and Survey, 

dealing officer need to click on the link called Architect from sidebar and select new architect 

application. 

✓ Result 30.1.2: Following page appears 
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✓ Process 30.1.3: To update payment for application, he or she need to select the application to take 

action, then click on application number which will open the application details and at the same 

time application is get pulled to my task list. 

✓ Result 30.1.3: Below screen shows the application details to update the payment for private 

registration application for architect, engineer and survey. 
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✓ Process 30.1.4: After updating the payment, certificate will be ready for printing. 

✓ Result 30.1.4: Payment update slip will be displayed as shown below: 

 

✓ Process 30.1.5: Now to print the certificate, he/she need to click on the link called Print certificates. 

Then choose the service as Architect where all architect, engineer and survey application will be 

listed there to print. 

✓ Result 30.1.5: Below screen is the list of application to print: 
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✓ Process 30.1.6: Now need to click on the link called print after identifying the application from the 

list. 

✓ Result 30.1.6: Following certificate will get generated. 
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31 Renewal of Architecture, Engineer and Surveyor 

✓ Action: Follow the url http://www.citizenservices.gov.bt/ 

✓ Result: Citizen Services (G2C) portal for the login interface will appears as shown below.  
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✓ Process 31.1: Click on the link called Construction Development Board Services. 

✓ Result 31.1: The following page will appears. 

 

 

✓ Process 31.2: From the above page, click on the login link and provide correct user name and 

password to access services. 

✓ Result 31.2: The following page appears as dashboard to avail renewal and other services. 
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✓ Process 31.3:  To avail renewal service, applicant need to click on the link called Renewal of 

certificate. 

✓ Result 31.3: The following page appears. 

 

✓ Process 31.4: The above screen is just for information to avail renewal services. 

✓ Result 31.4: After clicking on Proceed to renewal button, the following renewal form will be 

displayed. 
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✓ Process 31.5:  On submitting the application details, the system will display acknowledgement 

receipt. 

✓ Result 31.5: Following receipt will be displayed. 
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32 Renewal of Architect 

32.1  Process 1: Verification of Renewal of Architect, Engineer and Surveyor 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Login form for the verifier for CDB will appear as follows.  

 

✓ Process 32.1: Provide correct user name and password to access system from login link above. 

✓ Result 32.1: On clicking login button the following dashboard will appears: 

 

✓ Process 32.2: After clicking on renewal and cancellation of architect link under Architects from side 

menu, all the application submitted for renewal and cancellation of architect, engineer and 

surveyor will be listed. 

✓ Result 32.2: The following image represents the task list describe above: 

http://www.citizenservices.gov.bt/


G2C System Enhancement – CDB        User Manual 

             Page 130 

 

 

✓ Process 32.3: Now to take action on that application, verifier needs to click on application number 

from group task, which will open application and at same time application get claimed to my task. 

✓ Result 32.3: Below screed shows the application submitted for renewal. 
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✓ Process 32.4: After reviewing application details, verifier can either verify application or forward for 

approval or application can be rejected with some reason. 

✓ Result 32.4: The respective acknowledgement page will be displayed. Below screen is the 

acknowledgement for verification. 
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33 Approval Renewal of Architecture, Engineer or Surveyor 

33.1  Process 1: Approval of Renewal of Application 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Login form for the verifier for CDB will appear as follows.  

 

✓ Process 33.1.1: Provide correct user name and password to access system from login link above. 

✓ Result 33.1.1: On clicking login button the following dashboard will appears: 

 

 

✓ Process 33.1.2: After clicking on renewal and cancellation of architect link under Architects from 

side menu, all the application submitted for renewal and cancellation of architect, engineer and 

surveyor will be listed. 

✓ Result 33.1.2: The following image represents the task list describe above: 
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✓ Process 33.1.3: Now to take action on that application, approver needs to click on application 

number from group task, which will open application and at same time application get claimed to 

my task. 

✓ Result 33.1.3: Below screed shows the application submitted for renewal. 
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✓ Process 33.1.4: He/she can take any of the action from Approve, Send back and reject after 

reviewing the application details. If application details are complete and all attachment are there, 

then approve and forward for payment approval for private, for government- fees are not 

applicable. If application details are incomplete then application will be rejected mentioning reason 

and notify to applicant in email as well as in SMS. He/she can also send back to verifier if application 

needs re verification. 

✓ Result 33.1.4: Respective acknowledgement will be shown and below represents for the approval. 
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34 Update payment and Printing of Architect, Engineer and Surveyor certificate 

34.1 Process 1: Printing certificate for Architect, Engineer and Surveyor 

✓ Action: Printing of certificate can be done by Approver, Verifier as well by the CC Operator of the 

CDB by following the url http://www.citizenservices.gov.bt/CDB  

✓ Result: Citizen Services (G2C) portal for Login page will appears as shown below.  

 

 

✓ Process 34.1.1: Provide valid user name and password. 

✓ Result 34.1.1: Following dash board will be displayed 

 

✓ Process 34.1.2: After clicking on renewal of architect services, the task list will be displayed. 

✓ Result 34.1.2: Following page appears 
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✓ Process 34.1.3: click on the application number to open the application. 

✓ Result 34.1.3: The image below represents the application for payment 
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✓ Process 34.1.4: Once payment is updated, then the application will be there in print list. Click on the 

Print certificate link to print the same application. After selecting the application from print list, 

print and issue the certificate. 

✓ Result 34.1.4: Following image is the same certificate. 
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35 Registration of Specialized Trade 

✓ Action: Follow the url http://www.citizenservices.gov.bt/ 

✓ Result: Citizen Services (G2C) portal for the login interface will appears as shown below.  
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✓ Process 35.1: Click on the link called Construction Development Board Services. 

✓ Result 35.1: The following home page will appears. 

 

✓ Process 335.2: From the above page, click on the Specialized trade link to apply. 

✓ Result 35.2: The following page appears 

 

✓ Process 35.3: After viewing the fees information, applicant need to click on Next button to proceed 

further. 

✓ Result 35.3: The following page appears: 
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✓ Process 35.4: Now applicant need to fill up the form and attach required attachment. After 

providing all information in the application form, then applicant submit the by clicking next button 

✓ Result 35.4: The following page appears as an acknowledgement: 
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36 Registration of Specialized Trade Verification 

36.1  Process 1: Verification of Registration of Specialized Trade 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Login form for the verifier for CDB will appear as follows.  

 

 

✓ Process 36.1.1: provide correct user name and password after clicking on login button. 

✓ Result 36.1.1: The following screen will be displayed. 

 

 

✓ Process 36.1.2: After clicking on specialized trade services, the task list will be displayed. 

✓ Result 36.1.2: Following page appears 
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✓ Process 36.1.3: click on the application number to open the application. 

✓ Result 36.1.3: The image below represents the application for verification. 
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✓ Process 36.1.4: After reviewing the form details, he/she can either verify application or reject.  

✓ Result 36.1.4: Respective acknowledgement slip will be displayed for taking action. Below is the 

sample acknowledgement for verifying application. 
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37 Registration of Specialized Trade approval and printing 

37.1  Process 1: Approval of Registration of Specialized Trade and print certificate 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Login form for the verifier for CDB will appear as follows.  

 

 

✓ Process 37.1.1: provide correct user name and password after clicking on login button. 

✓ Result 37.1.1: The following screen will be displayed. 

 

 

✓ Process 37.1.2: After clicking on specialized trade services, the task list will be displayed. 

✓ Result 37.1.2: Following page appears 
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✓ Process 37.1.3: click on the application number to open the application and at the same time the 

same application will be pulled to my task list. 

✓ Result 37.1.3: The image below represents the application for approval. 
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✓ Process 37.1.4: After reviewing the form details, he/she can either approve application, reject or 

send back to verifier for re verification.  

✓ Result 37.1.4: Respective acknowledgement slip will be displayed for taking action. Below is the 

sample acknowledgement for approving application. 

 

✓ Process 37.1.5: Once application has been approved, the same application will be there in print list. 

Update payment is not there as registration is totally free service. To print certificate, approver 

need to click on the link called Print certificate and then choose category as specialized trade. 

✓ Result 37.1.5: The application will be listed in the print list under specialized trade service: 



G2C System Enhancement – CDB        User Manual 

             Page 149 

 

 

 

✓ Process 37.1.6: Now approver need to click on the link called PRINT after selecting and identifying 

the application he/she wanted to print. 

✓ Result 37.1.6: Following is the sample certificate for specialized trade: 
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38 Renewal of Specialized Trade Certificate 

✓ Action: Follow the url http://www.citizenservices.gov.bt/ 

✓ Result: Citizen Services (G2C) portal for the login interface will appears as shown below.  

 

✓ Process 38.1: Click on the link called Construction Development Board Services. 

✓ Result 38.1: The following page will appears. 
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✓ Process 38.2: From the above page, click on the login link and provide correct user name and 

password to access services. 

✓ Result 38.2: The following page appears as dashboard to avail renewal and other services. 

 

 

✓ Process 38.3:  To avail renewal service, applicant need to click on the link called Renewal of 

certificate. 

✓ Result 38.3: The following page appears. 
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✓ Process 38.4: The above screen is just for information to avail renewal services. 

 

✓ Result 38.4: After clicking on Proceed to renewal button, the following renewal form will be 

displayed. 
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✓ Process 38.5:  On submitting the application details, the system will display acknowledgement 

receipt. 

✓ Result 38.5: Following receipt will be displayed. 
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39 Renewal of Specialized Trade Verification 

39.1  Process 1: Verification of Renewal of Specialized Trade 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Login form for the verifier for CDB will appear as follows.  

 

✓ Process 39.1.1: Provide correct user name and password to access system from login link above. 

✓ Result 39.1.1: On clicking login button the following dashboard will appears: 

 

 

✓ Process 39.1.2: After clicking on renewal / cancellation of specialized trader application link under 

Specialized Trade from side menu, all the application submitted for renewal and cancellation of 

specialized trade will listed in task. 

✓ Result 39.1.2: The following image represents the task list describe above: 
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✓ Process 39.1.3: Now to take action on that application, verifier needs to click on application number 

from group task, which will open application and at same time application get claimed to my task. 

✓ Result 39.1.3: Below screed shows the application submitted for renewal. 
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✓ Process 39.1.4: After reviewing application details, verifier can either verify application or forward 

for approval or application can be rejected with some reason. 

✓ Result 39.1.4: The respective acknowledgement page will be displayed. Below screen is the 

acknowledgement for verification. 
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40 Approval Renewal of Specialized Trade application 

40.1  Process 1: Approval of Renewal Application 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Login form for the verifier for CDB will appear as follows.  

 

✓ Process 40.1.1: Provide correct user name and password to access system from login link above. 

✓ Result 40.1.1: On clicking login button the following dashboard will appears: 

 

 

 

✓ Process 40.1.2: After clicking on renewal / cancellation of specialized trade link under Specialized 

Trade from side menu, all the application submitted for renewal and cancellation will be listed 

there. 

✓ Result 40.1.2: The following image represents the task list describe above: 
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✓ Process 40.1.3: Now to take action on that application, approver needs to click on application 

number from group task, which will open application and at same time application get claimed to 

my task. 

✓ Result 40.1.3: Below screed shows the application submitted for renewal. 
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✓ Process 40.1.4: He/she can take any of the action from Approve, Send back and reject after 

reviewing the application details. If application details are complete and all attachment are there, 

then approve and forward for payment approval. If application details are incomplete then 

application will be rejected mentioning reason and notify to applicant in email as well as in SMS. 

He/she can also send back to verifier if application needs re verification. 

✓ Result 40.1.4: Respective acknowledgement will be shown and below represents for the approval. 
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41 Update payment and Printing of Specialized Trade certificate 

41.1 Process 1: Printing certificate for specialized trade 

✓ Action: Printing of certificate can be done by Approver, payment approver as well by the applicant 

them self from the url http://www.citizenservices.gov.bt/CDB  

✓ Result: Citizen Services (G2C) portal for Login page will appears as shown below.  

 

✓ Process 41.1.1: Provide valid user name and password. 

✓ Result 41.1.1: Following dash board will be displayed 

 

 

✓ Process 41.1.2: After clicking on renewal of specialized trade services, the task list will be displayed. 

✓ Result 41.1.2: Following page appears 
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✓ Process 41.1.3: click on the application number to open the application. 

✓ Result 41.1.3: The application will open to update payment. 

 

✓ Process 41.1.4: Once payment is updated, then the application will be there in print list. Click on the 

Print certificate link to print the same application. After selecting the application from print list, 

print and issue the certificate. 

✓ Result 41.1.4: Following image is the same certificate. 
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42 Cancellation of CDB Certificate 

✓ Action: Follow the url http://www.citizenservices.gov.bt/ 

✓ Result: Citizen Services (G2C) portal for the login interface will appears as shown below.  

          

✓ Process 42.1: select the Construction Development Board Services. 

✓ Result 42.1: The following will appears. 
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✓ Process 42.2: From the above page, click on login to apply cancellation service. 

✓ Result 42.2: The following page appears 

 

 

✓ Process 42.3:  Click on any of the Link called cancellation of certificate from menu. 

✓ Result 42.3: The following page appears 
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✓ Process 42.4: After attaching and mentioning application details, applicant will finally submit form. 

✓ Result 42.4: The following page appears as success message 
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43 Cancellation of CDB Certificates 

43.1  Process 1: Verification of Cancellation of CDB Certificates 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Login form for the verifier for CDB will appear as follows.  

           

✓ Process 43.1.1: Enter Login id and password. Then Click “LOGIN” button. 

✓ Result 43.1.1: The following dash board page appears: 

 

 

✓ Process 43.1.2: To verify the cancellation application, then verifier need to click on the cancellation 

service from side menu. 

✓ Result 43.1.2: The task list for that cancellation will be displayed. 
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✓ Process 43.1.3: Click on the Application number to open the application details. 

✓ Result 43.1.3: The following application appears for verification.  

 

 



G2C System Enhancement – CDB        User Manual 

             Page 169 

 

✓ Process 43.1.4: The verifier can either verify and send for approval or reject the same application 

with reason which will be notified to applicant through email and SMS. 

✓ Result 43.1.4: Acknowledgement page will be displayed for this action. Below is the 

acknowledgement page for verification. 
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44 Cancellation of CDB Certificates 

44.1  Process 1: Approval of Cancellation of CDB Certificates 

✓ Action: Follow the url http://www.citizenservices.gov.bt/CDB 

✓ Result: Login form for the verifier for CDB will appear as follows.  

          

✓ Process 44.1.1: Enter Login id and password. Then Click “LOGIN” button. 

✓ Result 44.1.1: The following dash board page appears: 

 

 

 

✓ Process 44.1.2: To verify the cancellation application, then verifier need to click on the cancellation 

service from side menu. 

✓ Result 44.1.2: The task list for that cancellation will be displayed. 
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✓ Process 44.1.3: Click on the Application number to open the application details. 

✓ Result 44.1.3: The following application appears for verification.  
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✓ Process 44.1.4: The approver can either approve, send back to verifier for re verification or reject 

the same application if required.  

✓ Result 44.1.4: Acknowledgement page will be displayed for this action. Below is the 

acknowledgement page for Approval. 

 

                    

 


