




User manual for DDOs to receive on-line rent demand statement (Rent Roll ) 

and to intimate information regarding relief/retirement/death of employees 

occuping G.A.Deptt. Quarters at Cuttack and Bhubaneswar. 

1.Visit home page of   www.as1.ori.nic.in/quarters  , then click on “login” icon . 

 

 

2. In login page choose user type as DDO and give your user id and password .Then click on” login’ 

button. Your user Id is DDO Code and password is DDO code*1. Change your password  after first 

login.

  

http://www.as1.ori.nic.in/quarters


3. After log in you will be forwarded to the following page and click on” Demand Report “ as in the 

following image 

 

4. Now  you will be forwarded to Demand report generation page. There you have to fill up your 

required  information such as Type, Month, Year  for which demand report is required . Then click on 

“Demand Report” button to get your required demand report for that particular month and year. 

(Note : The demand report for the current month would be available on 20Th  of same month) You 

can also take printout of this page for record/reference. 

 

 

 



Transfer/Retirement/Death Intimation 

5. If any employee of your organisation has been transferred/Retired/died, the said information 

must be furnished by the DDO on-line as follows :  

(a) Please click on “verification” menu. ”Transfer/Retirement/Death intimation” sub-menu will 

appear. 

 

(b) Please click the ”Transfer/Retirement/Death intimation”  menu to go to the 

Intimation page. After that you will be forwarded to the below page. 

 

 

 



(c) After filling all required fields, click on show button. Always select current month. 

Then you will see the list of occupants under the same DDO. 

 

(d) If any occupant is relieved/retired/dead then choose “Relieve/ Retd /Death” 

operation against the said employee.  Select appropriate status and enter the correct 

date thereof in the next box. For transferred employee select the new DDO of the 

occupant to which he has been transferred and in case new DDO address is not available 

in the drop down choose “Others” as new DDO. Also indicate new designation and place 

of posting of the transferred employee in the appropriate column. Then click on Save 

button. A confirmation message will appear.  Click O.K to save data.  Extreme care be 

taken to enter correct information of relief/retirement/death. 

 

 

 



6. After completion of your all operation the logout from the application by clicking on Logout link 

present in the menu. 
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