
RWA Workflows
• New User Registration

• Domestic Help Pass

• Complaint Register



Workflow for RWA User Registration/Profile 

Browse RWA Website
Request for an online 

Account
(Name, Property Details and Mobile 

Number)

Validate 
details

END

Update Request Status as 
rejected

RWA Admin

Reject Request

Approved

User can login using 
Registered Phone Number 
and OTP

Update User Profile

• Full Name
• Tenant/Owner
• Block No / House No / Floor No
• Vehicle Information (Tag Id)
• Family Details 
• Permanent Address
• Contact Details (Email ID, Phone Number)
• Upload Documents

• Occupation Certificate
• Sale Deed
• Aadhar Card
• PAN Card
• Update Sqft Details

• Submitted / Pending / Approved

Auto 
Approval

Approved

Not Approved



Workflow for Domestic Help Pass

Browse RWA Website Login using Registered 
Phone Number and OTP

END

True

RWA User Request for 
Domestic Help Pass

Pre-
Requisite 
Condition

 RWA Membership
 Pending Dues

Error Message 
to user with failed 

condition 

False

Online Form for 
Domestic Help Pass

 Personal Details
 Aadhar Card Details
 Photograph

Online Fee 
PaymentRWA Admin

Police Verification 
Documents

Document Upload

Approved
NoYes

Print Pass

Block President 
Approval



Workflow for Complaint Register

Browse RWA Website Login using Registered 
Phone Number and OTP

Close Complain

RWA User Complaint Register Form

SMS to service provider 

RWA Admin

Assign the task to responsible 
service provider

Visit the house and do the 
repair work 

Inform the Admin

RWA User

• Admin will click on close complaint 
button

• An OTP will be sent to the user who 
registered the complaint

• Admin will call and get the OTP from 
the User to close the complaint

• In case OTP cannot be obtained, 
admin can forcefully close the 
complaint with the mandatory 
remarks.


