
Guidelines for Approval of Requisition above 500 KVA and TG/DG Sets 

 
 
 
 

Steps to use Single Window System for Approval of Requisition above 500 KVA And 
TG/DG Sets: 

 
1. Steps for Consumer (Page 2-7) 

 
2. Steps for PSPCL Officers (Page 7-12)  

 

(For any Query or clarification call on 0161-4640060) 
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Step 1: Fill Requisition Form: 

 

 

 

 

 

 

 

Click on submit button 
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Step 2: Attach the Documents: Upload only .pdf or .jpg documents. 

 

Step 3: Make Payment:  

 

Click on submit button and then select Credit Card/Debit car/Net Banking Option. 

Login to Know the Status: 

IF you forgot to attach the documents or make payment after filling the requisition form, kindly login by entering 

username and password and by clicking on submit button and attach the documents and make payment. Your 

Click on submit 

Button 

Click on submit 

Button 
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Username and Password will be sending to you through SMS. If you forgot your username or password, Kindly call 

on 0161-4640060 

 

My Account: 

 

View Requisition: 

 

Click on Requisition 

Status 

Click on 

‘Detail’ link 

Click on Name to 

view the Form 



Guidelines for Approval of Requisition above 500 KVA and TG/DG Sets 

View Requisition Progress Status: 

 

Upload the Document by clicking on upload link and by clicking on View Link consumer can View the Uploaded 

Documents status.  

View Documents: Consumer can view the document status here: Disapproved status means that the document was 

rejected due to some discrepancy and consumer will have to resubmit that documents which have 

status=Disapproved. 

 

Consumer can check the discrepancy list of Disapproved Documents by clicking on View link and view the attached 

documents by clicking on download link. 

View Discrepancy List: 



Guidelines for Approval of Requisition above 500 KVA and TG/DG Sets 

  

Consumer can resubmit the Disapproved Documents by clicking on Resubmit Link. 

Upload or Resubmit Documents: 

Upload the documents one after the other. Select the document name and upload the document and then click on 

Upload Button. Then Select 2nd document name, upload the document and click upload button and so on till all the 

documents will upload.  

 

After uploading all the documents, click on submit button.  

 

 

Select Document Name Click on Browse to 

upload the Document 

Click on Upload  Button 

Click on Submit 
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And now close your step by Clicking on Add Comments link 

 

Add Comments: 

 

 

 

 

Add Comments and select the activity status ‘Completed’ and click on submit button. And Now the Nodal Officer 

will review your documents and you can check the status of your requisition by login to your account. 

 

Steps for Officer to Use SWS: 

Login: 

Firstly login by filling username and password and click on Submit Button. If you forgot your username or password, 

Kindly call on 0161-4640060 

Click on Add 

Comments link to 

close the step 

Select activity 

status ‘Completed’ 

to close the step 

and C 
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My Account: 

 

 

 

 

 

 

 

 

 

 

 

Click on A and A 

Status Below 500 

KVA 
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View Applications for Below 500 KVA: To view Detail, click on Detail Link. 

 

 

 

 

View Step Wise Status: Click on ‘View’ link to view the document uploaded at previous steps 

 

 

 

 

Click on 

‘Detail’ link 

Click on Name to 

view the form 

Click on Upload Link to 

Upload Documents 

Click on View link to 

View Document  

Click to Add Payment 

Detail to enter the 

Payment amount 
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Upload Documents: 

Upload only .pdf and .jpg documents. Select the document name and upload the document and then click on 

Upload Button.  

 

 

After uploading all the documents, click on submit button.  

 

And now close your step by Clicking on Add Comments link 

 

 

Click on Add 

Comments link to 

close the step 

Select Document Name Click on Browse to 

upload the Document 

Click on Upload  Button 

Click on Submit 
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Add Comments: Add remarks in ‘Comment’ box and there are 2 Actiivty Status:  

1. Completed: this will select when you want to move the application to next step. 

2. Response Awaited: this will select when any discrepancy or objection found in last step and you want to move 

the application backward one step. 

 

 

 

 

Add Comments and select the activity status according to requirement.  

 

 

 

 

Select activity 

status ‘Completed’ 

to close the step 

and C 


