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1. INTRODUCTION

RTI Central Monitoring Mechanism known as State RTI Portal of Government of Odisha is an
innovative IT intervention in front of Right to Information (RTI) Act, 2005 implementation in
the entire state. RTI CMM s to ensure the implementation of Right to Information Act, 2005 at
al public authorities of Govt. of Odisha. This is developed with an objective to provide single
point access of all RTI related information catering to Section-4, Section-25 of RTI Act, 2005 in
a uniform manner. This project is monitored by Department of Information & Public Relations,
Govt. of Odisha[Nodal Department of Govt. of Odishafor RTI Implementation] in collaboration

with Luminous Infoways.

2. ABOUT RTI CMM

The Application has been developed with an objective to provide single point access to all
information and services mandatory under the RTI Act, 2005 in respect of all Public Authorities/
Government Offices Autonomous Bodies under Government of Odisha. This provides
comprehensive, accurate, and authentic information on implementation of RTI Act, 2005 in the
system of governance in Odisha. To implement the Act effectively and efficiently, the nodal
department evolved this appropriate mechanism in the form of 'RTI Central Monitoring
Mechanism' (www.rtiodisha.gov.in) with all mandatory provisions of the RTI Act, 2005 and
track the progress in a single network.

Every Public Authority (Office) has access to the system through a Public Authority account
with a predefined Web Content Management System for uploading the suo-motu-disclosure as
per section-4(1) (b) (c) (d) of RTI Act, 2005. Similarly, the Public Authority account has options
for maintaining and updating various requests for information received by PIOs/ APIOs under
section 6 of RTI Act, 2005. The request can be received physically, transferred from other Public
authority or can received online. Through the user account, every Public Authority is adhering to

prescribed time limit for disposal, failing which he/she is liable to be penalized. In the similar
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way, the citizen has the satisfaction in obtaining information from the PIOs in due time, thus
posing trust on the Govt. system.

3. RTI CMM USER

Following are the users will access the system:-

Public Authority Commission

4

Nodal

Department ‘
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4. USER WISE DESCRIPTION

4.1. Public Authority Account:

Chapter 1: How toLoginto RTI CMM?

41.1. Logintoyour RTI CMM Account:

The following steps will guide user to login to the RTI CMM public authority account:

Skip to Main Contert | Accessitiity Options{ A | A | &+ }

. 1. Enter the URL & press the 'Enter’ key -

4991  RTI Central Monitoring Mechanism eG4l AR ﬁ%‘mﬁ\‘ﬁ\l

? 21XRIS | Online Monitoring of RTI Applications Govt. of Odisha I'.KL &,';
7 e

Departments Districts Modal Officers RTI Campaign Downloads: Contact Us

Submit RTI Application / Appeal

Rl .-HT\'\ tp
INFORMATON

MY RIGHT, MY MIGHT.

THE RIGHT TO KNOW
KEEPING GOVT. ACCOUNTABLE

Check Your Application Status

Help Line

+01-674-2391356
& rti-ori@nic.ir
For P iz

2. Enter the Teer Mame' and
'Password' | Select User
Type as 'Public Authority'
TaQuery on Comelzi and enter captcha and then

o Query on L

+91 9238104 click on ' Logis!

For Technical Support of Public Auth :?{ﬁ: J Fids

Departments  Districts Type your office code

180

~{9)
Figurel
Description:
* Typetheweb URL of RTI porta ( ) in the web browser address bar

e TheHome page of RTI CMM will appear on your screen

* Enter “User Name” and “Password” in the Login Panel
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» Choose ‘Public Authority’ asthe user type from drop down list of users (Nodal Dept,
Public Authority, Commission)

* Enter the CAPTCHA values as appear in the login interface with color alphabets

* Click onthe “Login” button to log into the RTI CMM application

4.1.2. The system will log into the account and it will redirect to the Dashboard of the Public
Authority account

4.1.3. Dashboard:
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- |1fun|dhur and Public Relations Department m’:{'wm
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= Feachack RTI Application Details \E Proactive Disclosure =

B Annual Report =
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Gout) (FID) — TR T

Click here to download image (PNGJPEG) Pdf, doc & print char

Pending- | 32
L& Manage erofie

[E FAAR PO Repart

B Acive applzant

@, Change Password

G Signout

»‘,,y‘,:y‘,‘» 't?

Bhagaban Nanda, DAS
[apanial secratany 1o Disclosure Updation Statusl e=Filing Updation Status Lﬁh/ Public Authority and e=Filing
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Select office name from the diop downto view e-Filing application |
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Figure?2
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4.1.4 Description:

After successful Login in to account, RTI CMM will redirect to the Dash Board of the
Public Authority Account, Where you can view the graph of ‘Disclosure/Application
Status’, ‘Proactive disclosure’, ‘Disclosure Updation Status’, ‘e-Filing Updation Status’,
‘Public Authority & e-Filing’ status and Public Authority connectivity status and also entire
status of the State in terms of total public Authority, total disclosure, total pending at public
authority and e-filing application status.

User also can view the Office wise e-Filing Application Status for a particular year by
selecting the ‘Office Name’ and “Year’ from drop down list. Then it will display the graph
below of the entire e-Filing status in terms of Under Process™, Closed ', Rejected i,
Transferred to Public Authority m & Application received ™ with different color codes to
segregate all.

Also you can see the Feedback details, No. of Online Applications received and No. of
running applications

Click on El to see the number of feedback received with details

Clickon [T¥1 to see the number of online application received with details

Click on <User> and then on click of “Logout” button , user can successfully
log out from the application

Click on “Chart Context Menu” Eto Download Image or to take print of the chart

Click on “ Add/ Edit Proactive Disclosure” button, will redirect to the Update Disclosure
page, where you can add & update the Disclosure details on need base

Click on “Add RTI Application” button of PIO desk option, which will redirect to the
Public Authority two tabular format having the option of “Applicant details” fill up & click
on continue and “Application details” where you can enter details about a RTI Application
and click on click on submit.

Click on “List of Application” button of PIO desk option, where you can view al the
running applications with facility of view delete, forward and pending applications, on
which action to be taken as well option also there.
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* Also you can search for a particular application by providing the inputs (Application
Number, Applicant Name, From Date, To Date & Application status) and then on click of
“Search” button, the application details will be displayed in the grid

4.1.5 Disclosure Updation status

0 Weloome, o
nadbisidan Pankl 145

LDdishz, Incla

g pesnhonrd Nisclosure Updarion Status Report

[ misrinser ~
OQutStandrg | Good  Average
i85 10 D25 v N
ﬁ FAA Desk ~ M Public Authurily MNarme Lasl Ddle ol Use
1 Information and Pub ic Relatizns Cepzrtment (251901) 26 06 2013
b Eeedback
Districl InformzLion & Puby ic Relatiors O cen Jdjpon (2213371) 05-05-2013
[ ATrEErE 3 District Informztion 2 Fub ic Relatizrs OF ccr, Reyzgaza [152701) 31 052015
6, Manzge brofile 4 Szmplz pukliz Acthority AccountTest 23 (231207} 16-04-2013

€, FAARPIC Rzport
€, Change Fazsword
[ Sigr Cut

Karunz S ndhu Jera

{Urder Secretary to
Govt) (PIC)

EltazabiziMancg, 045
(Spedial Secretary to
Govt) (FAS)

Copyrights © Government of Odisha
Description:-Above chart redirects Disclosure updation status with three tabular format having the
option (1) Outstanding in a Public Authority which is updated in monthly, (2) Good in a Public Authority

which is updated within 60 days and (3)Average in a Public Authority which is updated within three
months.

4.1.6 e-Filing Updation Status

10 | Information & Public Relations Department, Govt. of Odisha




USER MANUAL (Public Authority) | 2015

Waloomaz,

Information and Public Relations Department & O | \adbuSudan pacti s T

| Lo cark ubaneswar,P.0.: Chubzreswar GPO 1M, Qdishz, Incia
Telephore 0674 230 JEmal ip in ¢ prscc@rodiffmail.com Fax 0

g Dashboard

E-Filing Upuzlion Slatus Repor!
o Disclozer ~
QutStandrg | Good  Averaze
g5 oz v
g Eas Desk - Al No. Public Authcrity Name Last Date of Use
1 Infurrnation and Pub ic Relalions Ceper Lrenl (251901) 19-05-2015
p Feedback
7 Li=tr et InformzT an & Pub ie Re arlars OfF rer Gamjam 31107} 7-04-2015
[ ATEErER 3 Distr ¢t Informat on & Pub ic Re atisrs 04 cer, B banaswar (251002) 10-05-2015
DQ Wanzge Profile 4 Cigtrct Informzt on & Pub ic Re atiors O cer, Kendrasada (221707) 02-06-2015
5 Sempls puclic Autnerity, AccountTest 2 (231507} 12-05-2015

G FAARPIC Rzport
€, hanze Fassunrr

[wl Sier Cut

Karunz S ndhi Jera
{Urder Secretary to
Govt) (MG

EnagabznManza, 045
[5perial secretary o
Guvl) (FAS)

Copyrights @ Govarnment of Odisha

4.1.7 e-Filing:-Above chart redirects e-Filing updation status with three tabular format having the option
(1) Outstanding in a Public Authority which is updated in monthly, (2) Good in a Public Authority which
is updated within 60 days and (3)Average in a Public Authority which is updated within three months.

Updation of Disclosure:-
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Wkams,

=e Madhu Sudan Padhi, 145 T

Information and Public Relations Department =
| & PR Department, Loka Samparka Bhawan, Bhubaneswar,P.0.: Bhubaneswar GPO, PIN: 751001, Odisha, India

Telephone- D674-2384850 , Email - iprsec@orinicin /iprsec@rediffmailcom , Fax - 0674-2330818

Departmen: |Mformation & Public Relations
& ree
Office Name Information and Public Relations Department
& Feal Cffice Name
» Feedbatk nuglName | [T1Aboutthe Orgsnizason B‘-l Click here to select the Marnial Name to be updated l

content file here

[Section-4 (1] (b] [i]]

B EE &_ Click hete to select Page I
B M
2D PRI - | Clickto Upload photo
gz lonte Filz Edit = Inzert = Vizw Format Tzblz Tooks =
B Sen0 Click here to Delete | I 2 | Formats - | B f |§ E = E I.E i=- E E |“G I
the page information 14pt - A - B
hefore updating . ==
MANUAL-1 o
Click o upload Particulars of Organization, Functions & Duties

1. Aims and Objectives of the Organization:

The Infermztion and Public Relations Department serves as & link between people and
the Gevernment, This department not enly inferms the public en the plans, pelicies and
programmes of the Government, but zlse endeavers to ensure people's participation in
the successful implementation of differznt develepmantal pregrammas, Te implemant
these programmes and to mzke them pzeple-erientad, this Department also functiens
at District and Sub-divisional levels,

2, Mission / Vision:

p s 5pan s Span

Click here to sawve the details and
update the information

4.1.8Update Proactive Disclosure: -

» Click on “Disclosure” Menu

* Then Sub menu will be visible as “Update Disclosure”

» Click on “Update Disclosure”, will redirect to the Update Disclosure page, where you can
update the Disclosure details

Description:

» Go to ‘Disclosure’ menu from the menu bar and click on ‘Update Disclosure’

 The “Update Disclosure” page and CMS (Content Management System) to update
disclosure will appear on the screen

* Choose the “Manual Name”, which user will want to update or add information

» Choose the “Page” number of the selected manual. (By default Page 1 will appear)

Then the detail page content will appear in the editor box
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» |If user wants to update the existing information, then enter/edit the information at desired
Paragraph or Sentence or Row or Column in editor box

o If user will want to add new information/content in the existing page or in a new page, then
choose the desired page number and then copy the information from source file (Only MS-
Word file and Notepad).

» Paste (Use CTRL+V on your keyboard to paste the text into the window) the information in
the window, so that edited information will appear in the editor box.

* Then make the necessary text formatting by using the formatting tools available at the top of
the editor box.

» After proper alignment and text formatting of the content page, click on “Submit” button to
save the details.

* Then the system will show a successful update message (‘Content added Successfully’).

» After moderation, it will be published in the frontend of the web or citizen page.
(N.B.:- Whatever is being updated that will not show in the frontend instantly until and
unless it is being moderated by the “State RTI Implementation Cell””. It will be moderated

within 1/ 2 hoursin regular working days).

Upload Fileto Hyperlink:-

If user will want to hyperlink a file or full text of the document to a title of any manua (File

must be in .pdf format), then the following instructions will guide the user for this purpose.

» Click on the “Update Disclosure” and select your manual name & page number.

* Then click on “‘Upload File’ -~ | button available at the top of the editor box.

e A File Upload pop up window will appear on the screen.

» Enter thetitle of the document and attach the file from your destination source/drive.

» Click on “Submit’ button to attach the file

» After successful attachment, the title of the document will appear in the list of the table of
the same pop up window.

* Then click on the ‘Click Here to Copy the Link’ of the title.

» Click oninsert menu in the top of the edit bar, then copy the link and click ‘OK” button.
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Then go to the content editor box. Select the title or sentence from the manua page where

you want to put the hyperlink

Click on the hyperlink button available at the top of the editor box

An Insert link pop up window will appear on your screen

Enter or paste the copied link in the ‘Link URL".

Then click on the ‘OK’ button

Then click on *Submit” button

Then the system will show you a successful update message (‘Content Added Successfuly’)

After moderation, it will be published in the frontend of the web

(N.B.:- Whatever is being updated that will not show in the frontend instantly until and
unless it is being moderated by the “State RTI Implementation Cell, I&PR Department”. It
will be moderated within 1/ 2 hoursin working days).

Follow the below Images
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Content File

1

PageComamw | Fle- Edi-  msane View =  Fomate  TEDE - Tools -
| B o+ |Foms- | B F | E| XA N|E-i2- 0 A |,
o i m

MANUAL-1

Particulars of Org.e!nlzatu??,j II.:Llnctlons & Dut m_ - =

[Saction-2[1)0a] {I}]

1. Alms and Objectivas of the Organtzation:
'; " ' = Das ?' aymes - 3 1E0E2015 ot 2 Clkci Here Ta Cagy Tk Lin m
2. Mizcion § Vigion: 2 16052015 o p2 Ciicic Heers: Ta Cagy T Lin m

P = 5PN = SPAT = SpAn

rezz Cirl+C to copy the link.
hitp://192.168.1.110:2484/RT] V' | click onthe ‘uploadfile’ button and
| enterthe file name and upload the
3 file. Click the above buttonto copy
the link.
[ QK ] ’ Cancel ]
! : — Click onthe hyperfinkbutton and
Tlaw  Edte mga e VW e Foemat e TEDe . Tools e 4 pm“‘l!ﬂpu.‘lkﬂ“uu
- r—— @ field.
| & o |[Fomas~ | B [.Eia ..::'i:'il
[ 1422 - A- B~ -
Insert link %
MANUAL-1 A
Particulars of Organization, Functions & Duties sl
[Saction-4[ 1308 0] - Tex: 2o display g

1. Alms and Objectives of the Organtzation:

Governmant. This t not n Uik = D 2 ans Targe:
DrograMMes and to Miake tham paopie-oris istrict and 5 _
Sut-dhvislanal bevels. =

2. Misslon ¢ Vislon!

Upload Photo / Image: -

While user are updating proactive disclosure, if user desire to insert a photograph or any image
or organizationa structure in any manual, then go through the bellow procedure as mentioned.

(File must bein .jpg format).

» Click on the “Update Disclosure” and select your manual name & page number

» Then click on ‘Upload Photo’ - = | putton available at the top of the editor
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box

A Photo Upload pop up window will appear on the screen

Enter the title of the photo/image and attach the photo from the destination source/drive and
click on *Submit’ button.

After successful attachment, the Photograph/Image will appear in the list of the same pop up
window

Then click on the “Link’ button available in the grid below

A script prompt window will appear on your screen, then copy the link and click ‘OK’
button and minimize. (If your website is not alowing opening the scripted window, then
click on the Address bar below message and then click on ‘Temporarily Allow Scripted
Windows’. Then click on the “‘Click Here to Copy the Link’ of the title)

Then go to the content editor box and put the curser where you want to insert the image

Click on the button (Image) available at the top of the editor box.

An Insert photo link pop up window will appear on your screen.

Enter or paste the copied link in the ‘Source’. The preview of the image will be shown in the
same window.

Then click on the “Insert’ button.

Then the image will be inserted in the content editor box and click on OK.

Then click on *Submit’ button to save.

Then the system will show you a successful update message (‘Content Updated
Successfully.’).

After moderation, it will be published in the frontend of the web.

(N.B.:- Whatever is being updated that will not show in the frontend instantly until and
unless it is being moderated by the “State RTI Implementation Cell, I&PR Department”. It
will be moderated within 1/ 2 hoursin working days).
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Follow the below screen images: -

FIiiCiTAETT | Fla e Sdie same Wisw o

]
Format = T -

| & o+ |Fomss- | B F (FE F H B |E

IH:I'. | A~ H-

MANUAL-1
Particulars of Organization, Fu

[Eezmom-[100n) 1

1. Blmg and Dbjactives of the Organization:

The Irformadhon and Public Rzlathons Dzpartment serves
Government, This depariment not only Informs the o
arogrammes of the Gavernment, but alo andeavars ta &
successful Implementation of different developmercal ar
Anogramimes and ta maks them people-ariented, this Depart
Sub-divislonsl bevals.

1. Mission [ Vislon!

Content Upload Photo

Pheto Tite :

*Upluwad Pliwls M flesziected.

]
in
b
n

P = 5080 = 5080 = 00

rezs Cirl+C to copy the link:

hitp:/i192.168.1.110:8434/RT] V'

[Section-4[1][

1. Aims and Objectives of the Organization:

The Information and Public Relations Department serves as 2 link between pg
Government, This department not only informs the public on the plans,
programmes of the Gevernmeant, but zlse endzavers to ensurs people's partic
successful implementation of diffzrent developmental programmes. To impl

i B o 1 Wl = W -8~

o

i Click onthe hypetlink butten
and paste the copiedlink at
Image URLfield.

| & ""|F:}m'la15'lﬂ /! E E = E |- - = E|(F@
| 14pt = A A -
4 |
MANUAL- 1 =
Particulars of Organization, Functions & Dy====" s

b [il] fenage s

Tiaes

g e | ]5 I

B s g

.

P gy

ey} FIPCrt

e anlife BElks . I s sysler all
mubrrdinates oMoos are given
wEWAOTT W TR s s i
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ey vl B able G v e onlinae
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4.1.4. PIO Desk

4.1.4.1. Add Offline Application

The section will guide you to add anew RTI application for information in the system of your

public authority account

Wikoma,

Information and Public Relations Department B0 ®m 0| e sudanPadhi 1AS ™
| & PR Department, Loka Samparka B , Bhuba 0. Bhubaneswar GPO. PIN: 751001, Odisha, India
Lnici 2300818
cant Details
Full name of the appiicant”
Address to which information will be sent.
Mame of the Relation Father w
|:|Same as permanent address.
Pemanent Address
Addre:
Addre
State w
State District v
b
Block/ULE W
District A4
B aystiliard w
Block/ULE e
Backlog Efiling
Pin Ne.
. PanchayatWard b
& FAaD v
» Fesdback Fin N etEgony b No d
» Annual Report * Email |d
|0 Preof of the Applicant
@, Manage Prafie select A
R Uplozd File Browse.. | MNofile selected.
&, FAALPIO Report Contact No{Mobile No)
[ SignOut

Figure3
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Description:

e After successful log into the account, go to ‘PIO Desk’” menu

* Click on “PIO Desk” Menu and then click on “ Add Offline Application” Sub menu

* The “Add Offline Application” page will appear on the screen that will have 2 tabular
format /Tabs i.e. “Applicant Details” and *“ Application Details”

» Click on “Applicant Details” Tab will display the below screen and enter the applicant
details accordingly that require the information.

Full name of the

applicant
Address to which informartion will be sent.
MName of the Relation Father s
[[] same as permanent address.
Pemanent Address
Address
Addre
state gle
o - . -
=tars District | select
ele w
o - Block/ULE ele
District | -Zelect- b
- Panchayat/Ward ele
Block/ULE | ->e&lect- w
) _ Pin No.
PanchayatWard | ->&lect- ~
_ Category | ->elect- b Mo File
Pin No. —_—=
o = Email Id
10 Proof of the
Applicant | select ~3

Upload File TTES Mo file calected

Contact Mo.{Mobile
Moy

After filling all the mformation click here
to save the details and to proceed finther

Figure4

Description:

» Enter “Full Name of the Applicant” into the provided text box
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Select from drop down as Father Or Husband and Enter the “Name of the Relation Name”
into the provided text box

Enter the “Address”, “Pin No.” and “Contact No.(mobile no.)” into the provided textbox
Select “State” from the dropdown list (by default Odisha), “District”, “Block/ULB” and
“Panchayat/Ward” from the drop down list

Select Id proof type from drop down list (EPIC (Voter Id), PAN Card No., DL No., Aadhaar
Card No. & Passport No.) and Enter “ID proof of the Applicant” to the provided text box

To enter the Address to which information will be sent, click on the check box “Same as
permanent address”, if the applicant address is same as the address to which the information
isto be sent. If not then enter the details accordingly

Select the “Category” (General / BPL) from the drop down list

If you will select BPL as category then Browse button will be enabled to upload the BPL
card details and if category will be selected as General, then browse button will be disabled
After filling al the required information click on “Continue” button to save the applicant
details and to proceed further to enter the Application details

On click of “Cancel” button, will refresh all the field values, So that further inputs can be
given

Click on “Application Details” Tab will display the below screen and enter the application

information details accordingly

| Information & Public Relations Department, Govt. of Odisha




USER MANUAL (Public Authority)

After filling all the information,
click here to save the details

Figure8

Description:

» Enter required information ‘Date of Application’, ‘subject matter of application information’

into the textbox provided
¢ Click on the ‘From” and “‘To’ field to select date from the calendar bar to enter the “Period to

which the information relates”
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Select the mode of information receipt like (Received by Post, Received by E-mail and
Received by Person) from the drop down list of “Whether the information is to be sent by”
field.

In case of ‘Received by post’, select the option as Ordinary Post, Registered post Or Speed
post from the drop down list available

Select the field values of ‘Do you agree to pay the required fee?’, ‘Is this information not
made available by the Public authority?’, “‘Has the information been provided earlier?” and
‘Whether all formalities have been compiled by the person requiring the information?’ as
Y es or No from the drop down available

Select the *Nature of information’ as (Contracts, estimation Copy, guidelines, Orders,
records, Maps and others etc) from the drop down available

Enter the optional field information’s, if required

Click on “Submit” button to submit the application detail successfully

On click of “Submit” button, it will redirect you to the “List of application” page, where you
can view the Application details, Delete the application, Forward the application and can
Take action on the same

On click of “Cancel” button, it will refresh all the field values, So that further inputs can be

given

4.1.4.2. List of application
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Welcome,

Information and Public Relations Department B O = O iy sudan padni 145

| & PR Department, Loka Samparka Bhawan, Bhubaneswar,P.0.: Bhubaneswar GPO, PIMN: 751001, Odisha, India

= Telephone - 0674-23548%0 . Email - iprsec@ori.nic.in { iprsec@rediffmail.com , Fax - 0674-2350818

W gl

§¢ Dashboard ‘ |_ st CI]: J.\ nnlicatio

m Discloser b

s PIO Desk hd

Add Offline Application

Application Number Applicant Name

From Date g To Date Q

- List Of Application
Application Status

Select- »
Accept Online
Application 1. Click here Click here to
_ ) Click to wiew the Click here to take Click to Dielete Forward the
Infarmstion Register 120z 4 5 & 7 2 5 Mew lasPaze | application details | | action onthe same | | the application application
Cash Register 2. Click here
5. showing 30 records out of 735 total. starting on record 1. ending on 30

Application Incoming

Application Outgaing Date of Name of Application ID | St
Application | Applicant
1

MManage Section a1 A4 901 E . e = carding ki
23-04-2015 Ashok Kumar | 25150115008 Under Regarding the |abours working View Take Action Delata | Forward

Parida Process under the Officers without special
Manage PIC
payment.
ackloe Efilling 2 2 c ;: 2 =t 2 i ing i
Backlog Efilling 2 10042015 Dr. Satya 25150115012 Under Improper functicning of Odizhs
Ranjan Sahu Frocess Information Commission dtd.

8% Fas Desk v 07/01/2015

E 2 c i 2 =t C H
R 3 01042015  Sibaram 25150115005 Under List of BPL card
Mayak Frocess
2E.03-2 I ik; 25 £ o ing i i
»  Annusl Report 4 25-03-2015 Sachikanta 25190115010 Under Regarding the list of applicants
Pradhan Processz applied for the posts of State

q& lManazz Erofile Information Commizsioner.
s 23-03-2 c iki: 25 I . ey " .
5 23-03-2015 Rajkizhore 25190115007 Under Aweekly neuspaper: narr‘e.ly
Q‘ FAA & PIO Report Mayak Procezz Sambad Parampars iz published
from Mayagarh. Attested copies of
q& Change Password the information on the
Figure5

o After Successful log into the application click on “P1O Desk” Menu, then click on “List of
Application” sub menu

» The “List of Application” page will appear on the screen

« In this page you can search for applications by providing the ‘Application Number’,
‘Applicant Name’, From Date’ to ‘To Date’ & ‘Application status’ as (Under process,
Furnished, Rejected & Transferred)

« Then Click on “Search”, it will display the list of application in the grid according to the
provided information

e On click of “Take Action”

button, it will directly redirect to the
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“Application for Information” where you can take action on selection of options available
are (*Supply of Information’, “Transfer of Application’ and ‘Rejection of application’)

On click of “Delete” button, Fe==28  will delete the application from the List of
Application

On click of “Forward” button, it will redirect the user to the following page:-

Click to whome the
application will be forwarded

Click to Forerard the application

Figure10

Here User will select the PIO to whom the application will be forwarded and then click on
Forward button to forward the application to the selected concern PIO.

On click of “View” © - button, the RTI Application details will appear on the
screen like as given below to view the details, where you can take action directly on click of

“Take Action” button after verifying the information
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View Application

— - )
Arrliratian ~F Achal W
R | Applcauon o .-.:~f“ Ok “LUm

Full name of the applicant
Mame of the father / Huzkand

Particulars in respect of ldentity of the applicant
Particulars of Information solicited

Subject matter of information

The pericd to which the information relates

Specific details of information required

Whether infermation is to be sent by pest or received in person
Incsze by post (ordinary, registered or spesd

Address to which infermation will be sent & in which form

Has the information been provided earlier?

I= thi= infarmation not made svailakle by the Public authority?

Do you 3gres to pay the required fee?

Have you deposited spplication fee?

Whether belongs to BPL category. have you furnished the progo

Date on which the sutherity/sutherities concerned requested to

information

PIO Mame

of the zame?

EaiCl';' the required

Ashok Kumar Parida

Eatakruzhna Parida

Mastrapeda. Phulbanikandhamal Odizha
1-ORME/1047214283

rs working under the Officers without specisl

A - 23.04-2015

rs working under the Officers without special

Mastrapeda

Karuna Sindhu Jens

Description:
On click of “View” | -

like above

action on the same

On click of “Take Action” zke

Figure1l

button.

button, the “RTI Application” page will appear on the screen

After verifying the RTI Application information, Click on “Take Action” button to take

It will redirect to the “Application for

Information” page where you can view information and can take action accordingly

Click on “Cancel” button to come back to the “List of Application” page
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On click of Take Action

5 et L £ T
Application for Information

(=]

Full name of the | Ashok kumar Parida Address to which information will be sent.
applicant

[ zame as permanent address.

Name of the Relation | Fatl |%
Address |Mastrapeda
Address | Mastrapeda
State | odisha W
State | odisha v
District w
District v
Block/ULE | Phulban v
Block/ULE | Fhulban v
PanchayatWard A
PanchayatWard v
Pin Mo.
Pin No.
Category | -Select- v Na file selec
|D Proof of the | ERFIC[Voter e |» ORM5M04/214283
Applicant Email 1d

Contact No.{Mobile
Ne.)

Figure6

Description:

e On click of “Take Action” = - == button, the “Application for Information” page
will appear on the screen like above where you can view details and can take action by
clicking on available Tab options

* Click on “Supply of Information” Tab to update the details

» The*“Supply of Information” page will appear on the screen like as given below:-
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Supply of Information

Cost of information ¥ Date of intimation for
deposit of information

Actual date of deposit i Cost

of information cost
Actual date of supply of
information

Date on which the E Date on which the
information shall be authority/authorities
supplied concerned requested to

supply the required
information

Date on which the ®
informations are
received by the PIO
from the authority
authorities concerned

After filling all information, click here I——'l .

Figure7

Description:

* Fill up the information accordingly

» Enter the ‘Cost of Information’ in digits and select ‘Date of intimation for deposit of
information cost’, ‘Actual date of deposit of information cost” and ‘Actual date of supply of
information’ from the Calendar.

* Fill up the optional information, if required

» Click on “Submit” button to save the details

e On click of “Cancel” button, it will refresh the field values, so that further inputs can be

provided
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How to transfer a RTI Application to other Public Authority:-

If you want to transfer a RTI application to other public authority under section-6 (3) of RTI Act,

2005, then the following steps will guide user to transfer the application in the system of public

authority account. These are as follows: -

o After successful Log into the application Go to “PIO Desk” Menu, then click on “List of

Application” Sub Menu
» Then click on “Take Action” button available at right side of each application
* Then click on “Transfer of Application” Tab option to transfer the RTI application

» The*“Transfer of Application” page will appear on the screen like as given below:-

Apnplication for Information
Click here

Click here to 2dd more depariment l

Transfer of Application

Date of Transfer £

MName of Department | select hd Name of Office

Reason of Transfer

After filling all information click here
to save and transfer the application

Figure8

Description:

» Fill up the transfer information according to the required field option

» Select “Name of Department” and “Name of Office” (Public Authority) from the drop down

list and Select “Date of transfer” from Calendar
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» Enter the Reason of Transfer (Optional) into the provided text area, if required

* Click on “Submit” button to save the details and transfer the RTI application to the selected
concern Public Authority (Office)

* On click of “Cancel” button, it will refresh all the field values so that further inputs can be
made

How torgect aRTI Application? :-

If you want to reject a RTI application for any reason, then the following steps will guide you to

reject the application in the system of your public authority account.

» After successful Log into the application Go to “PIO Desk” Menu, then click on “List of
Application” Sub Menu

» Then click on “Take Action” button available at right side of each application

» Then click on “Reject of Application” Tab option to reject the RT1 application

* The “Reject of Application” page will appear on the screen like as given below:-

A P I et
Apnlication Tor Information

Reject of Application

L2 f -\.l__l L (== = CEAL cu gl y LUVTIE = 2-\.-\.. :-\.i:r.g f _.!:'.-\..
Causes of Rejection comes under the exempted category covered under sections & & 9 of the Act
our Application was not Complete in all respect.

our |dentity is not Satisfactory.

Click on the / | | Fhe information is contained is Published material available to Public.
checl hoxes to . . . e o N
| |foudidnt pay the Required cost for providing information within the prescribed time.
select causes
of rejection | |Fne information sought for is Prohibited as per section 24 (4) of the Act.
he information would cause unwanted invasion of the Privacy of any person.
F i
| ||prormation as sought for by you is available in our website you may download the information.
[ any other
Click here io save the details N

and reject the application

Figure9
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Description:

» Click on Check boxes to select the cause of Cancellation

* Then write , if any other reason and click on the “Submit” button to save the details and
reject the application

» Then the draft format of Form —C (Intimation for Rejection) will appear in your screen. You

can either click on the Print Button to print or Cancel Button to reject the print.

How to receivean online RTI Application?:-

According to Section 6(1) of the RTI Act, 2005 a citizen has the right to ask for information to
any Public Authority from whomever he wants information. In this regards an online application
system has been developed for citizen. To recelve and manage applications also atechnology has
adopted for Public Authority, where Public Authorities can check & manage the online RTI
Applications by going to “Online Application” page like as given below. Then that case will be
entered into the system to generate registers & Annual reports.

4.1.4.3. Accept Online Application

Information and Public Relations Department =0 Em 0| ke

| & PR Department, Loka Samparka Bhawan, Bhubaneswar.P.O.: Bhubaneswar GPO, PIN: 751001, Odisha, India
e Telephone - 0674-23534850 . Email - iprsec@ori.nic.in / iprsec@redifimail.com . Fax - 0674-2350318

@ owhiod 4 Opline Application
m Discloser w

These are the application which applied online. Click on the view button to view the applicaticn. The applicant shall submit the hard copy of application with duly his ink
w PIO Desk o sign and sttach with all the relevant document as prescribed by the RTI Act. after which you can click on the accept bottom immedistely then a RTI Applicstion D will be
generate by the system.

Add Offline Applicaticn

Applicaticn Mumber Applicant Name
List Of Application -
: « Search
- Accept Online Date Q Application Status Under Process 3
Application
Infermation Register X X X
Click hete to Click hete to Click to
Cash Register Click hete view application || accept the online delete
details | application application
Page 1 of 1. showing 4 records out of 4 total, starting on recerd 1. ending on 4

Application Incoming

Application Qutgoing
Application
Applicant Name
Manage Section Nl.ninar Submitted On

RT11543453 hgbgfd 19-05-2015 sfdhgk.k 2015-05-19 Pending
iMansge PIO 12:51:50

ackleg Efilling 2 T11E. Erel -4 C-2 g ) i 2 C0C ing
Backlog Efilling 2 RTI543388 grgresghrthrh 08.05-2015 yurrye 1_21:__::;33 Pending
3= Y b

FAA Desk w
ﬁ = 3 RT11543038 PRASAMTA KUMAR 14-04-2015 REGARDING TRIBAL 2015-04-14 Pending

Accept Delete

WView Accept Delete

Figure 10
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Description:

* After successful

log into the application click on “PIO Desk” Menu then click on

“Accept Online Application” Sub Menu to view the Online Application page

* User can search for particular application by providing the *Application Number’,

‘Applicant Name’, select ‘Date’ from Calendar and Select ‘Application Status’ from drop

down list

» Then on click of “Search” button, the searched application will be displayed in the grid

* On click of “Delete” button , adialog box will be appeared where you need
to give the reason for delete of application and it also intimated through E-mail or SMS
button, it will redirect you to “RTI Application” page

e On click of “View” View

as given below to view the application details:-

o7 A
]
. g

plication of Sunil Kumar Sethy

Full name of the applicant

Mame of the father / Husband

Particulars in respect of |dentity of the applicant

Particulars of Information solicited

Subject matter of information

The pericd to which the information relates

Specific detsils of information reguired

in person

Whether information is to be sent by post or received

=t [ordinary. registered or speed)

Address to which information will be sent & in which form

Has the infermation been provided earlier?

I= thiz information not made available by the Public authority?

Do you agree to pay the reguired

Whether belongs to BPL category, have you furnished the proof of the =ame?

ongs
Mame of the suthority which the information are to be collected

Date on which the informaticn zhall be supplied

Sunil Kumar Sethy

Rental Colony.Daringibadi.Gajapati.Odizha

PAM Card Mo.-EMOPSE225]

Advt. Note of 20th Dcember

Advt. Note of 20th December
Paost

Date on which the authority/authorities concerned requested to supply the required information

PIC Name

Arjun Sethi

Click here to accept the application

Figure1l
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o If user (PIO) satisfy after checking al the attached pre-requisite document and details,
then user may click on the “Accept” button to accept the application here and Click on
“Cancel” button to go back to the Online application page

* On click of “Accept” button, an auto intimation mail will directly go to the
applicant for his’her information and it will redirect to the “Application for Information”
page to proceed further and to take action on the same

» After acceptance of any application the time period will be calculated under provision of
RTI Act.

[Note: Any action taken by PIO will be intimated in auto E-mail and SMS system to the
applicant timeto time.]

4.1.4.4. Information Register

~#+, Information and Public Relations Department =0 x0T

- Madhu Sudan Padhi 145 ™
(_' 4 | &PR Department, Loka Samparka Bhawan, Bhubanes: 0 Bhubaneswar GPO. PIN: 751001, Odisha, India

Tt Telephone - D674-2384850 , Email - iprsec@orinicin /iprsec@rediffmailcom , Fax - 0674-2350818

Dashboard &= T
@ Information Register
[ Discoze: v
& PI0Des » Application Number Applicant Name
: « Search
i Add Offine Application Date = Application Status P 3 -

1 25150115008 2304-2015 AzhokHumar  Mastrzpeda, Motes, YES
» Feedback Paridz ENtracts or
certified
» AnnualReport copies of
documents
&, Manage Profile
Z 25120115012 10-04-2015 Dr Zatys Pubasasan, Notes, YES
&, FAALPID Report RanmjanSzhu | Po-Kausalyzgangs | extractsor
o o certfied
copies of
&, ChangePassword ::;'z:r:’erts
[ SignCQut 3| 25180115014 0504-2015 | sdfgfshg sgrdsgyt Contracts YES
fdhfrh
Figure12
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Description:

After successful log into the Account, click on “PIO Desk” Menu, then click on

“Information Register” Sub Menu

* The “Information Register” page will appear on the screen

» The Detail report with all relevant information about the application will be displayed in this
register

» User can search for particular application by providing the ‘Application Number’,

‘Applicant Name’, select ‘Date’ from Calendar and Select ‘Application Status’ from drop

down list

4.1.4.5.Cash Register

Welcome.

Information and Public Relations Department & | Madhu Sudan Padhi, 1AS ~

| & PR Department, Loka Samparka Bhawan, Bhubaneswar,P.0.: Bhubaneswar GPO, PIN: 751001, Odisha, India
Telephone - 0674-2394890 , Email - iprsec@ori.nic.in [ iprsec@rediffmail.com , Fax - 0674-2390818

& Dashboard ‘ Cash Register

Q Discloser ~

From Dat To Dat
ﬁ PlO DESK N - b ﬁ ’ b E

Add Offline Application

List Of Application 123|435 6/|7|8]| 09| Next| LastPage
. . 2 Print T PDF
Accept Online
Application Name and address of Date of Date of deposit | Perticulars of Refund, if Re ks
the applicant application of amount fees Mode any
Information Register
r 1 Mastrapeda, 23-04-2015 10
L 2 Puhazasan, 10-04-2015 10
Application Incoming Po-Kausalyaganga
Anplication 0 3 sgrdsgyt 05-04-2015 0
ppicaton Click here
Manage Section 4 Bhubaneswar 01-04-2015 20
Manage PIO 5 At-Ranipada, 25-03-2015 10
- Po-Trilechanpur
Backlog Efilling
i At-ltarmnati 23-03-2015 10
Figure 19

Description:

o After successful log into the Account, click on “P1O Desk” Menu, then click on “Cash
Register” Sub Menu
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* The*“Cash Register” page will appear on the screen

* The Detail cash deposited report with all relevant information like Name & address of
applicant, Date of Application, Particulars of fees mode etc about the application will be
displayed in this register

» User can search cash details deposited within a particular date range by selecting ‘From
Date’ and ‘To Date’ from provided Calendar and Click on *“Search” button to view the list
in the grid below.

4.1.4.6. Application Incoming

Welcome,

Information and Public Relations Department = O | Madhu Sudan Padhi, 1AS ™

| & PR Department, Loka Samparka Bhawan, Bhubaneswar,P.0.: Ehubaneswar GPO, PIN: 751001, Odisha, India
Telephone - 0674-2394890 , Email - iprsec@orinicin { iprsec@rediffmail.com, Fax - 0674-2390818

Dashboard T
& { Application Inward
E Discloser w
Application Number Applicant Name
48k £I0 Desk . o i
Add Offline Application From Date = To Date =
List Of Application
Accept Online Click here to view the
Application Application details
Information Register Page 1 of 1, showing 2 records out of 2 total, starting on record 1, ending on 2
- Cash Register
eof Nameof Application
Department eason Vi
Application Outgoing 03-05-2015 | sameer 25190615017 | Information & Sample public V= | Accepted
B - kumar das Public Relations Authority, Account{Test 2)
Manage Section |Clickhers | 2 01-052015  sdfefshg 25190615026  Information & Sample public Accepted
fdhfrh Public Relations Authority, Account{Test 2)
Manage PIO
Backlog Efilling

Figure 20

Description:

» After successful log into the Account, click on “PIO Desk” Menu, then click on
“Application Incoming” Sub Menu
* The*“Application Inward” page will appear on the screen

» Thisform will contain the list of Inward applications forwarded by other PIO.
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e User can search for particular inward application by providing the ‘Application Number’,
‘Applicant Name’, select ‘From Date’ and ‘To Date’ from the provided calendar and Click
on “Search” button

* On click of “Search” button, it will display the searched inward application in the grid
below.

* On click of “View”
detailsin the grid below.

» |If the Application is accepted by the PIO then the status will be displayed as “Accepted”

button, it will display the searched inward application

4.1.4.7. Application Outgoing

0 Welcome,

Information and Public Relations Department & | Maghy Sudan Pachi, 1AS ™

/’ | & PR Department, Loka Samparka Bhawan, Bhubaneswar,P.0.: Bhubaneswar GPO, PIN: 751001, Odisha, India
Telephone - 0674-2394890 , Email - iprsec@ori.nic.in / iprsec@rediffmail.com , Fax - 0674-2330818

# Dashboard ‘ App“{ 8“0[“ OU Wa rd
[ Discloser v

ﬁ BIO Desk Application Number Applicant Name

4
Add Offline Application From Date H To Date &

List Of Application

Accept Online

Application
f Click hete to wiew th
Infarmation Register Page 1 of 1, showing 4 records out of 4 total, starting on record 1, ending on 4 letwa:;ea;p\]?:gmne
details
Cash Register .
Date of Nameof
Application Incoming E ApplicationID  Department | To (Office)

Application Outgoing 07-05-2015  Subrata 519011505271627  Agriculure Agriculture Department frigert Pending
B - Kurmar Rout
- Manage Section 2 15042015 Alok 2519011500 Rural Rural Development P Pending

. oo Click here Development  Department
anage

— 13-04-2015  ijijm,k klpl 25190115897 Co-operation  Angul United Central sdfsdfsdf [SVERS Pending

Backlog Efilling Co-operative Bank Ltd,,
Chhendipada Branch, Angul

Figure21
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Description:

» After successful log into the Account, click on “PIO Desk™ Menu, then click on
“Application Outgoing” Sub Menu

» The*“Application outward” page will appear on the screen

e Thisform will contain thelist of applications forwarded to other PIO

» User can search for particular outward application by providing the ‘Application Number’,
‘Applicant Name’, select ‘From Date’ and ‘To Date’ from the provided calendar and Click
on “Search” button

* On click of “Search” button, it will display the searched application details in the grid
below which is forwarded to other PIO

* On click of “View” button, it will display the searched outward application
detailsin the grid below

» If the Application is accepted by the concern PIO then the status will be displayed as
“Accepted” and it not accepted then it will be displayed as “Pending” till acceptance of the
application by the PIO

4.1.4.8. Manage Section

Information and Public Relations Department U | Madho Sudan Padhi, 125 ™

| & PR Depertmen:, Loka Samparka Bhawan, Bhubaneswar, P.0.: Bhubaneswar GPO, PIN: 731001, Odisha, India

Tt Telephone - 0674-2394830 , Email - iprsec@ori.nic.in { iprsec@rediffmazil.com , Fax - 0674-23908138

Dashb d Mmoo Soctiom
@ Dashboar ‘ "-."]G[ dg= Sectior
[ Discloser ~

a5 P10 Desk i Section Name

Add Offline Applicarinn
Section Daszignztion
List Of Application

After filling the nfommetion inthe provided sext boz
Accept Online of Bection Mame and Section Designetion, Click hete
Application to submit the details for creating new section.

Information Reglster

Cash Register
Application Incoming

Application Outgoing

- Manage Sectinn F\

™~

Manage PIO | Click here '

Backlog Efilling

Figure 22
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Description:

After successful log into the Account, click on “P10 Desk Menu, then click on “Manage

Section” Sub Menu

* The*“Manage Section” page will appear on the screen

e In this form user can create new section by providing ‘Section Name’ and ‘Section
Designation’ in the provided text box.

* Then Click on “Submit” & - - button to save the details and to create the new

section

4.1.4.9. ManagePIO

L f r -1 - 1 o = 2 - - y Rkt
) Information and Public Relations Department | B | Windhe Sudan Padhi, 1S
i ‘j | & PR Depamiment, Loks Samparks Bhawan, Bhubarneowar, PUOL Bhobeneswar PO, PIRG TS50, Qdisha, India
n Telephans - HT4-23948590 . Email - ipreecBarinicin Fiprisolrediffmailcerm , Fax - 0674-Z300818
@ Daxhbosrd PIO Deta
i Dizcioser ~
W P10 Desk = IO Mame
Add Cffling Agplicaticn
LIS MM
List CH Applicacion
il
Accept Delme oy
Ag aticn
Section

Designation
0 From

PID T

A e filling the PIO detail wmdcamatson,
Clivk hvere to pave the detasls

g 744 Desk « | PIO List

p Feedback

ﬁ
]
|
E
g

Bibak Bigwal sir 01-05-2013 31-05-2015
z Tes Sir 01005201 31052015 m m
@, Manage Profile
@, FAALPIO Repart -
@, Change Password 5 Sril M. Sechi, OE{) m m
7 Sri Biswonath Pradhan E m

Figure23
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Description:

» After successful log into the Account, click on “P1O Desk” Menu, then click on “Manage
P1O” Sub Menu

* The “Manage PIO” page will appear on the screen

» Enter ‘PIO Name’, ‘User Name’, ‘Email’, “‘Section’ and ‘Designation’ in the text box

» Select “‘From Date’ and ‘To Date’ from the provided calendar

* Then click on “Submit” button to save the details and create PIO profile

» On successful creation, the PIO details will display in the grid below along with “Edit” and
“Delete” option

» Click on “Edit” button to edit the PIO information

* Click on “Delete” button to delete the PIO details from the grid list

NB;-Before e-Filing manage PIO should be maintained.

4.1.4.10. Backlog E-filling

Information and Public Relations Department 0 | Visch Sudan Padhi A5

| & PR Department, Loka Samparka Bhawan, Bhubaneswar,P.0.: Bhubaneswar GPQ, PIN: 751001, Odisha, India
Telephone - 0674-2394890, Email - iprsec@ori.nic.in [ iprsec@rediffmail.com , Fax - 0674-2390818

@ Dashboard ‘

Application Backlog Entry
G Discloser W

i P10 Desk " Upload Excel |l -

Add Offline Application

Download Backlog Entry Excel Sheet Step-2: Afler filling the hack
log information in the excel
sheet, Click here to upload the

Excel sheet into the application

List Of Application

Accept Online
Application

Step-1: Click here to Download the
excel sheet format to upload the
backlog information for preparation of

_ Atep-3: After uploading the Anmal report under RT] At 2005
Cash Register the file suecessfilly, click

here to submdt the details

Information Register

Application Incoming
Application Qutgoing
IManage Section

Manage PIO

Backlog Efilling P‘l Click hers l
Figure 24 -
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Description:
e After successful log into the Account, click on “PlO Desk Menu, then click on “Backlog
Efilling” Sub Menu

» The “Backlog Efilling” page will appear on the screen, Where user can upload the Backlog

information in to the application

* Click on “Download Backlog Entry Excel Sheet” |[Douwnioad 8ackiog Entry Excel Sheet |

button to download the Excel sheet format and enter the information into the excel' sheet.

» After Filling the backlog information into the excel sheet Click on “Browse” button to
upload the filled excel sheet into the application for Annual Report preparation as per RTI
Act 2005.

* Then click on “Submit” = - = button after successful uploading of the backlog
information sheet to save the details in the database.
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Chapter 4. How to Manage First Appeals?

4.15. FAA Desk

4.1.5.1. Application for Appeal

Information and Public Relations Department O | Viadh Sudan Padh, 1S

| & PR Department, Loka Samparka Bhawan, Bhubaneswar,P.0.: Bhubaneswar GPO, PIN: 751001, Odisha, India
Telephone - 0674-2394890 , Email - iprsec@ori.nic.in [ iprsec@rediffmail.com , Fax - 0674-2390818

Dashboard e _
& Destboar { Application for Appea
mDiscloser ~

Appellant Details | Appeal Details
48 PIO Desk v

Application Number

g . . -
A| Ication Tor Appea *
FP kP Full name of the State | 3
select
List Of Appeal appellant
o 1. Click here
*
Accept Online Appeal Address* District
2. Click hete -Select- v

Appeal Register

Appeal Backlog Entry Block/ULB | -Select- 3 Panchayat/Ward = -Select- v

Upload File Browse_ | Mo file selected.

» Annual Report
After filling all the information, click here =y Cancel
@, Wanage Profile to gave the details and to proceed further

Figure 25

» Feedback

Description:

o After successful log into the account, Click on ‘FAA Desk’ menu and then click on
‘Application for Appeal’ submenu.

« The “Application For Appeal” Page will appear on the screen and that will have 2 sections
or Tabs i.e. “Appéllant Details” and “Appeal Details”
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Step-1(Appellant Details):

=

[

I
&b}

Application for Appe

Appellant Details

Application Number
s state™
Full name of the tate 3
appellant ale
Address District
Sele w
Block/ULE | -Select- 3 Panchayat/Ward | -Select .

Upload File ErTET Jo File calertad

Figure 26

* Click on “Appellant Details’ Tab, it will display the above screen and enter the required
appellant details accordingly.

» Enter the “Application Number” and Click on “Go” button, to view the application details

* Enter the ‘Full Name of the appellant’ and Select ‘State’, ‘District’, ‘Block/ULB’ and
‘Panchayat/Ward’ from the drop down list and Enter the appellant address into the text box
provided.

o Select file from desktop on click of “Browse” button to upload the same

* Click on “Submit” button to save the details and to proceed further

* On click of “Cancel” button, it will refresh the field values, so that further inputs can be
made
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Step-2(Appeal Details):

Application for Appeal

Appeal Details

Name of the office nfarmation &

or Department to
which the
information
relates

Particulars of
Public Information
Officer®

Mature and
subject matter of
the information

Date of receiptof *

the order
appealed against

required

_astdate for filing i
the appeal

The grounds for
appeal

After filling the information
click here to zave the details

Figure 27

* Click on “Appeal Details” Tab, will display the above screen and enter the required Appeal
details accordingly.

» Select ‘“Name of the office or Department to which the information relates’ from the drop
down list

» Select *Particulars of Public Information Officer’ from the drop down list

» Enter *Nature and subject matter of the information required” in the provided text area
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Select ‘Date of receipt of the order appealed against’ and ‘Last date for filing the appeal’
from the provided calendar

Enter the ‘Grounds for appeal’ field (Optional), if required

After filling all the information, click on “Submit” button to save the details and proceed
further

On click of “Cancel” button, it will refresh the field values, so that further inputs can be
made

Figure 13

Click on “Action against Appeal” Tab, will display the above screen and enter the required
action details accordingly.

Select the “‘Notice for Hearing’ date, ‘Date of Hearing’ and ‘Actual Date of Hearing’ from
the Calendar and Select ‘Decision Pronounced’ from the drop down as ‘Yes’ or ‘No’

After filling all the information, click on “Submit” button to save the details

On click of “Cancel” button, will refresh the page, so that further inputs can be made
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4.1.5.2. List of Appeal

Madhu Sudan Padhi, 1AS ~

<<, Information and Public Relations Department =6 ‘ = 0| oo

| & PR Department, Loka Samparka Bhawan, Bhubaneswar,P.0.: Bhubaneswar GPO, PIN: 751001, Odisha, India
Telephone - 0674-2394890 , Email - iprsec@ori.nic.in { iprsec@rediffmail.comn , Fax - 0674-2390818

&b Dashboard ‘ |_|St ~F Ap o3

(o Discloser v

Application Number Applicant Name
488 PIO Desk o o

8% FAA Desk v
- Application for Appeal

r List Of Appeal

Accept Online Appeal

L
i
]

Click here to Click here to Click to Delete
. | 1. Click here l wiew the take action on | | the appeal from
details the same the list

Page 1 of 1, showing 10 records out of 10 total, starting on record 1, ending on 10

Appellant Date of filing s
Appeal Number Name = 1 Subject Matt
1 RTIAPPEAL15051448 woeee 27-05-2015 1212 Under \newl — s

wigwwe Process

> Annual Report 2 | RTIAPPEAL15020745 the applicant | 07-02-2015 | qweqwe Under
Process

Manage Profile 3 RTIAPPEAL15020442 dfdgfd 04-02-2015  dfded ;.Inder
rocess

FAA & PIO Report
& e 4 RTIAPPEAL1S020440 appellant!  04-02-2015  awre and subject Under
a* matter of the Process _

information required

Appeal Register
Appeal Backlog Entry

» Feedback

Change Password

@ SignOut 5 | RTIAPPEAL15020439 Fullname12 | 04-02-2015 | Nature and subject Under
matter of the Process

information required

Figure 28

Description:

» After Successful log into the application click on “FAA Desk” Menu, then click on “List of
Appeal” sub menu

* The “List of Appeal” page will appear on the screen

* In this page you can search for list of Appeals by entering the ‘Application Number’ and
‘Applicant Name’

e Then On click of “Search” button, it will display the list of appeals in the grid according to
the inputs provided by user

« Thedetailslike Application Number, Applicant Name, Date of filing appeal, Subject matter
and status along with options for “View”, “Take Action” & “Delete” will be displayed in the
grid
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e On click of “View” button, the detail appeal information will be displayed like as given
below where user can verify the information details , download the file uploaded during

Appeal submission and can take directly Action by clicking on * Take Action” button

RTI Application of waeee wowwe

Full name of the spplicgsnt ~ WEEE WIWWE

Address gwegwe gqwge.Balipatna.Khordha Odisha
MName of the office or Department to which the informaticn relates Informatien & Public Relations

Office Informatien and Public Relations Depariment
Particulars of Public Information Officer Santosh Kumar Das

Mature and subject matter of the information reguired?
Diste of receipt of the order sppesled against
Lazt date for filing the appesl

he grounds for appeal

Download File Click to download
uploaded file

&fter verifiing the Appeal information =g = c tin
Click here to Takea ction on the same

e Onclick of “Delete” button, it will delete the Appeal from the List of Appea
« On Click of “Take Action”, It will redirect you to the ‘Application for Appeal’ page, where
user can verify the ‘Appellant details’ & ‘Appeal Details’ by clicking the respective Tab

options like as follows:-

Application for Appea )
e - To update the Action Taken on Appeal I

Motice for Hsaring“ Date of Order

Order Pronounced

« Click on *‘Action Taken on Appeal’ tab to update the details against the appeal like ‘Notice

for Hearing’, ‘Date of Order’ and ‘Order Pronounced’ etc.
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4.1.5.3. Accept Online Appeal

Welcome,

Information and Public Relations Department S0 =9 | yadhy Sudan Pad, 1A 7

| & PR Department, Loka Samparka Bhawan, Bhubaneswar,P.0.: Bhubaneswar GPO, PIN: 751001, Odisha, India
Telephone - 0674-2394880, Email - iprsec@ori.nic.in / iprsec@rediffmail.com, Fax - 0674-2390818

Dashboard i .
@ { oni e Appesl
Q Discloser W
Appeal Nurnber Appellant Name
i8b PIO Desk - = =
I@ FAA Desk v L
: Application for Appeal
1. Click here Click here to view | | Clickhereto Click here to
List Of Appeal the Online Appeal Accept the delete the appeal
; Appeal from the list
Page 1 of 1, showing 1 records out of 1 total, starting on record 1, ending an 1

Accept Online Appeal

Appeal Registery

2. Click here ?o Appeal Number

Appellant | Date of filing
Appeal Backlog B Name appeal
S 1 RTIAPPEAL15020763 Sangram 07-02-2015 Natgreand;uhjectmatterof Pending VS5 Accept Tl
b Feedbac Dora the information required

Figure 29

Description:

o After successful log into the application click on “FAA Desk” Menu then click on
“Accept Online Appeal” Sub Menu to view the Online Appeal page

» User can search for particular Appeal by providing the ‘Appeal Number’ and *Appellant
Name’ in the text box

* Thenon click of “Search” button, the searched Appeal will be displayed in the grid with
various options like “View”, “Accept” and “Delete”

* On click of “Delete” button , the particular appeal will be deleted from the

list
e On click of “View” button, it will display the detail information with
respect to the particular Appeal

* On click of “Accept” == button, | pae of Application

a pop window will be displayed like this
where user have to give the ‘Date of

Application” and click on *“Accept” option

Accept Cancel
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provided in the popup window itself to accept the appeal Or else click on “Cancel”
option to go back to the *Accept Online appeal page’.

» After acceptance of any appeal the time period will be calculated under provision of RTI
Act.

4.1.5.4. Appeal Register

= 3 3 3 Welcome.
Y Information and Public Relations Department = ° | Madhy Sudan Padhi, IAS ™
/‘_i | & PR Department, Loka Samparka Bhawan, Bhubaneswar,P.0.: Bhubaneswar GPO, PIN: 751001, Odisha, India
Telephone - 0674-2394830 , Email - iprsec@ori.nic.in { iprsec@rediffmail.com , Fax - 0674-2390818
Dashboard e - -

& \ Appeal Register

(o Discloser ~

ﬁ PIO Desk . Application Number Applicant Name
[ﬁ FAA Desk v

- Application for Appeal

Click here to view the
1. Click here
List Of Appeal

appeal detailed information

Accept Online Appeal

Amount

NEmSot of Court
- Appesl Register the Appeal Number fee Remarks, if any | View
A legis - Nant

atached

Appeal Backlog Entry

1 | ShriSiva RTIAPPEAL15021268 31-10-2014  Rs. 20/- 04-02-2015 30-11-2014 to supply

» Feedback 2.Click here Sankar phatocopies of
Chaini the letter
» Annual Report No-RTI/116
/2008/3527 dated
23.05.2009
Manage Profile '
& RTI-11/08
f701/IPR, BBSR,
Q; FAAPIO Report dated 09.01.2009
and the copy of
@, Change Password Mol signed
between I&PR
(= Sign Out Department and
M/s Luminous
“ Infoways Put. Ltd.
Figure 30
Description:

» After successful log into the application click on “FAA Desk” Menu then click on
“Appeal Register” Sub Menu to view the Appeal register

» User can search for particular Appeal by providing the ‘Appeal Number’ and ‘Appellant
Name’ in the text box

* Thenon click of “Search” button, the searched Appeal will be displayed in the grid with
“View” option to view the detailed information on the particular appeal
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e On click of “View” button, it will display the detail information with respect to the
particular Appeal

4.1.5.5. Appeal Backlog Entry

Welcome,

Information and Public Relations Department 1 & | Madh Sudan Padhi 1AS ™

| & PR Department, Loka Samparka Bhawan, Bhubaneswar,P.0.: Bhubaneswar GPO, PIN: 731001, Odisha, India
Telephone - 0674-2394890 , Email - iprsec@ori.nic.in / iprsec@rediffmail.com , Fax - 0674-2380818

& Dashboard ‘

m Discloser v
R N Upload Excel | .
-Browse_ b il calartad

FA# Desk v Step-2: Click to browse the filled
rDownIoad Backlog Entry Excel Sheet format to upload the backlog

information into the datahaze

- Application for Appeal \ ‘\
et (A Btep-1: Click to download Back
List Of Appeal
s nepes 1. Click hete log entry excel sheet to enter the
backlog information in to the

Accept Online Appeal

Appeal Backlog Entry

. - Step-3: After succesful
Appeal Register uploading of filr, click
2. Click here here to suhmit the form

- Appeal Backlog Entry

Figure3l

Description:

» After successful log into the Account, click on “FAA Desk” Menu, then click on “Appeal
Backlog Entry” Sub Menu

» The “Appeal Backlog Entry” page will appear on the screen, Where user can upload the
Backlog information in to the application

e Click on “Download Backlog Entry Excel Sheet” [ Download Backlog Entry Excel Sheet |
button to download the Excel sheet format and enter the information into the excel sheet.

» After Filling the backlog information into the excel sheet Click on “Browse” button to
upload the filled excel sheet into the application for Annual Report preparation as per RTI
Act 2005.

e Then click on “Submit” & = . button after successful uploading of the backlog
information sheet to save the details in the database.
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FEEDBACK

‘Welcome,

Information and Public Relations Depart 2O = O g cudan padni ias *

| & PR Department, Loka Samparka Bhawan, Bhubaneswar P.0.: Bhubaneswar GPO, PIN: 751001, Odisha, India
Telephone - 0674-23948%0 . Email - iprsec@ori.nic.in / iprsec@rediffmail.com ., Fax - 0674-2350

# Dashboard ‘ Feed ba(: k

[ Discloser v
Click here
8% PIO Desk v
Cliekto Delete the
" articulat feedback
w RLT=5 M Page 1 of 1. showing S records out of 9 total, starting on record 1, endingon S P

b Feedback
Office Name Phone Delete
b Annual Report
1

Infermation and Suhasini d=fd=fs@gmail.com 1234567850 It shows data are updated.But the pay scales of all officizls are Del
Q IManage Profile . . X . i ) ) elete
Public Relations Readdy shown as per old scale.Can it be drawn that, no employee of 0l
Department of Schools, Boudh opted for pay revision as per OREP Rule
&, FA% & PIO Report
2 Infarmation and Seikh IN@gmail.com 3456785012 It zhows dsta are updated.But the pay scales of all officials are
Qg Change Password Public Relstions Enaystula shown az per old scale.Can it be drawn that, ne employee of Dl
Department of Schools, Boudh opted for pay revision az per OREP Rule
W Sign Out 3 Information and Santoshini =antoshini22@gmail.com | 324234 It =hows data are updated.But the pay scales of all officizls are
Public Relstions Khatua shown 35 per old scale.Can it be drawn that no employee of 0l

Figure 32

Description:

» After successful log into the Account, click on “Feedback” Menu

» The “Feedback” page will appear on the screen containing the feedback details provided by
citizens

e Click on “Delete” button to delete the particular feedback from the list
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ANNUAL REPORT

Information and Public Relations Department = 0 | Madh Sudan Padhi, 1AS

| & PR Department, Loka Samparka Bhawan, Bhubaneswar,P.0.: Bhubaneswar GPO, PIN: 751001, Odisha, India
Telephone - 0674-2394890 , Email - iprsec@ori.nic.in / iprsec@rediffmail.com , Fax - 0674-2390818

& Dashboard ‘ Annual Re po r Click hers to select financial

year to view the anmual report
G Discloser ~ ;
Fi ial ¥ |
482 PIO Desk v naneE TEar 20152016
48t FAA Desk v

Click here to view
» Feedback Anmal Report

2 Print T PDF
Ll LRI L L
l » Annuzl Report ( Opening
balance o
@, Manage Profile of No. of Decisions

requests where
transfered | Applications
to other for

Public Information

requests | requests | Total no.

0’4 FAA & PIO Report " | Department/Organisation received | received | of
requests
QQ Change Password

Authorities | rejected

(= Sign Out

« 1 2 3 4 5 6 7 8 g

1 Information and Public 8 0 4 4 0 0 0

Karuna Sindhu Jena Relations Department

(Under Secretary to
Gowvt.} (PIO)

& 1 | 3

Figure 33

Description:

» After successful log into the Account, click on “Annual Report” Menu

* The “Annual Report” page will appear on the screen where user can view the year wise
annual report for the entire year.

 The Report contain the information like ‘Department/ Organization’, ‘No. of PIOs
appointed Opening balance of requests received under RTI(as on 1st April)’, ‘No. of
requests received during the year’, ‘Total no. of requests’, ‘No. of requests on which
information provided’, “No. of requests transferred to other Public Authorities’, ‘Decisions
where Applications for Information rejected’, ‘Opening balance of First Appeals received
under RTI(as on 1st April)’, “‘No. of First Appeals received During the year’, ‘No. of First
Appeals Disposed off’, ‘Number of cases where disciplinary action taken against any officer
in respect of administration of RTI Act’, ‘Disclosure Made u/s 4(1)(b) of the Act’, Total
Amount Collected(fee + addl. Charges + penalty)
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4.1.6. ManageProfile

After successful log in to the account, user may update basic institutional information like;
Office Postal Address, PIO/FAA Details, E-mail Address, Contact number and Fax number etc
in the following page:-

Dashboard » o
@ Dashboar “ Vianage Profile
4 Dizcloser v Full Name Email |iprsec@ori.nic.in

285 PID Desk v
Name of the

8 Fax Desk . Name of the Office/Public
Office/Public Authority | Information and Public Relations Department Authority{odia)

Head of the Public Dssignaticnq
Authority | Madhusudan Padhi, 1S Commissioner-cum-5ecretary

District

d v *
Elock
E I ~
Panchayat | -Select- i
. Pin Code |75100
Address-1
i . | & PR Department, Loka Samparka Bhawan, B
Karuna Sindhu Jens State | Odisha W

{Under Secretary te

Govt.) (PIO City |Bhubaneswa
FaxMo. 1 |0674-2380818

Telephone No.1™

Email 1
FAA Details
FAA Name |Bhagaban Manda, OAS FAA Designation |Special Secretary to Govt.
FAA Telephone No. | 0674-2336808 FAA Mobile No.

Gender @nizleOremale Address || &FR

Upload FAA Photo Ne file selected.

FIO Details

PIQ Name | Karuna Sindhu Jena PIO Designation | Under 5

PIC Telephone No. | 0674- 2394839 PIC Mobile No. | 9438213735
Gender @niz1zOremale Address || & P
Upload PIO Photo Me file zelzcred

After updating the profile information click

here to update the same and submit the 1 E‘ Cancel

profile infonmation into the database

Figure3
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Description:

After successful login, the dashboard will appear on your screen

If the user will want to update the profile information like Office address or e-mail 1D etc.,

then click on the * Manage Profile” | & ansze proric | menu

Then the profile page will appear on the screen and the information field will automatically
appear in an editable mode

The field information like ‘Full Name’, ‘Name of the Office/Public Authority’, ‘Head of the
Public Authority’, ‘District’, ‘Panchayat’, ‘Address-1’, ‘City’, ‘“Telephone No.1’, “‘Email’,
Name of the Office/Public Authority(odia)’, ‘Designation’, ‘Block’, ‘Pin Code’, “State’,
‘Fax No. 1°, and ‘Email 1” with respect to office information.

Similarly FAA Details & P10 Details can be updated like *‘Name’, “Telephone No’,
‘Designation’, “‘Mobile No’, ‘Address’ and ‘Upload Photo’ for the respective user
information.

Then click on the “Update’ button to save the updated information of the profile details

On click of “Update” button the information will be updated successfully

On click of “Cancel” button, the profile information will remain asit is
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41.7. FAA & PIO Report

If the user wants to view entire List of FAA & PIO then click on “FAA & PIO Report” to view
the details like this:-

Welcome,

‘f"-r_;,_ Information and Public Relations Department Madhu Sudan Padhi, 145~
"

| & PR Department, Loka Samparka Bhawan, Bhubaneswar,P.0.: Bhubaneswar GPQ, PIN: 751001, Qdisha, India
Telephene - 0674-235348%0 . Email - ipreec@ori.nic.in £ ipreec@rediffmail.com . Fax - 0674-2350818

Dashboard ‘ : CCAMN A
& List of FAA And PIO
m Discloser W
8% PIO Desk v 1022 |a|s|6|7|8|9|Next| LastPage
W Fra Desk % Page 1 of 789, showing 20 records out of 15777 total, starting on record 1, ending on 20
b Feedback
Last Date of
FAA Name | Contact PIO Name & | Contact 5
» Annual Report Office Name 2 No. ile No. No. ile No. Disclosure
Photo _/Mobil . | Photo _/Mobi! - u -
& Manage Profile 1 Grsm Panchsyst Office Eaigansbadiz |syaram Jens 06732-272125 Chudamani 13112014
Kuliana {Chandua) Mayurbhanj {j 5438350373 Dalei 5437562572
&, FAARPIO Report
2 Gram Panchayst Office. Bhagbanpur.  |ayaram Jena 06752-27212% Hamezwar 14-11-2014
Q& Change Password Kuliana {Chandus). Mayurbhanj () 5438350373 Ghash 5438031500
3 Gram Panchayat Office, Chandua, Jayaram Jena  06792-27212% Dillip Kumar 14-11-2014
[w Sign Out Kuliana {Chandua). Mayurbhanj () 5438350373 Mohapatra 9692148730
4 Gram Panchayat Office. Dumurdiha, Jayaram Jena | 0B752-27212% Dhiren Chandra 14-11-2014
Click here I Kuliana {Chandua), Mayurbhanj [} 3438350373 Mchants 9937995636
Karuna Sindhu Jena 5 Gram Panchayat Office. Gangraj. Jayaram |ena 06732-272125% Rabi Narayan 14-11-2014
[Under Secretary to Kuliana {Chandua). Mayurbhanj () 5432350373 Mohanty 594371885998
Govt) (FIO) & Gram Panchayst Office Gendapokhirl  Jsyaram Jens 06732-27212% Sripsti Charan 14112014
Kuliana {Chandua), Mayurkhan] () 5438350373 Singh ST7T234408
Ehazshan Mands OAT 7 Gram Panchayat Office. Goudrama, Jayaram Jena 06792-27212% Suban Kumar 14-11-2014
aganan Manca, LA Kuliana {Chandua), Mayurbhanj {) 5438350373 Sethi 2835705026
(Zpecisl fecretary to
Gowt.) (FAA) 2 Gram Panchayat Office. Keutunimari. | |ayaram Jena  06732-27212% Girish Chandra 14-11-2014
Kuliana {Chandua). Mayurbhanj () 5438350373 Mahanaysk 8763203102
5 Gram Panchayst Office. Kuabuda, Jayaram Jena | 06752-27212% Kartik Chandra 14-11-2014
Kuliana {Chandua), Mayurbhanj [} 5438350373 Patra 3333683465
10 Gram Panchayat Office. Kuchei, Jayaram Jena 06732-27212% Anita Zethi 14-11-2014
Kuliana {Chandua). Mayurbhanj ) 5432350373 9437202882

Figure5

Description:

» After successful log into the Account, click on “FAA & PIO Report” menu

» Then it will display the above list of FAA & PIO information details like *‘Office Name’,
‘FAA Name & Photo’, ‘Contact No./ Mobile No.”, ‘PIO Name & Photo’, ‘Last Date of
Disclosure Updation’ and “Last Date of e-Filing entry/Updation’ etc.
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4.1.8 Most Active applicant;-

This Option redirect that applicant is very sensitive in relation to lodging of RTI application at
different Public Authority.

5 Weicome,
~w Information and Public Relations Depar*tment U & ? | \ahy Sudan Padhi, 1S T
i | & PR Department, Loka Samparka Bhawan, Bhubane: (a] i Gi I 1001, Odisha, India
Telephone - 0674-2394850 , Email - iprse cin / 3 2
Dashboard 3 =t s A sl ~t
- Most Active Applicant
[ Discloser v
== B
E58 P10 Dask w
Santosh Kumar Swain At/Po-Sarakana EPIC(Voter Id) OR/OB/040/114204 1
W s Das
mm FAADesk b 2 Sachikanta Pradhan At-Ranipada, Po-Trilochanpur EPIC(Vioter id) OR/0B/055/072451 1
= Feedback 3 Ajit Choudhury Ajit Choudhury Passport No. 43543543 1
4 Prafulla Chandra Mishra Plot No-70/829, Jagannath Colony, Lane-1 EPIC{Voter Id) LNT2997823 1
B Annual Report
5 Ajit Choudhury Dhudipali PAN Card No. AP5643) 1
£ Manage Profile 6 Dr. Satya Ranjan Sahu Pubasasan. Po-Kausalyaganga PAN Card No. AUDPSTSESP 1
[=) FAA L PIO Report 7 Sukant Pradhan Bhubaneswar EPIC(Voter Id) 453454 1
8 grgresghrthrh ewrtfwtrwiryh EPIC(Voter Id) 123 1
=) Active Applicant
9 Sibaram Mayak Bhubaneswar EPIC{Voter Id) 123 1
G, Change Password 10 sdfgfshg fdnfrh sgtdsgyt PAN Card No. 2424453535 1

(= Sign Out

Karuna Sindhu Jena
(Under Secretary to
Govt) (P10}

Bhagaban Nanda, 0AS
(Special Secretary to
Govt) (FAA)

Copyrights © Government of Odisha

Description;-

»  After successful log into the Account, click on “Active applicant” menu

» Then it will display the above list of applicant information details like ‘Applicant Name,
Address, Id proof, Identification No. and application applied no”

4.1.9 Active PIO:-.

If the user wantsto view list of al Active PIO then click on Active P10” to view the details like

this:-
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Welcome,

Information and Public Relations Depar‘tment = Shri Manoranian Panigrahi, IRS ™

parka , Bhub Bhubaneswar C a1y Odisha, India
rediffmai

Dashboard =t i A a1
& Most Active Applicant
L Discloser ~
- 5in0 | opicantame ————————pgares ————0Proot | denihcaton No——| Aplcation oples
PIO Desk b
1 Manish Tiwari At/Po-Baurigoda EPIC{Voter Id) 110090852 1
- & |
am FAADesk h 2 hgbgfd bhubaneswar EPIC(Voter Id) 123 1
B, Feedback 3 Debidutta Pattnalk Laxminagar Near, TBW PRess, PAN Card No. BRGPP35832C 1
4 Demo Bhubaneswar EPIC{Voter 1d) 123 1
= Annual Report
2 Rajkishore Nayak At-Itamati EPIC{Voter Id) CRFOS09117 1
£ Manage Profile 6 Shri Sachikanta Pradhan Delang, Dist-Puri At-Ranipada, Office 1D Proof 12245 1
[ FAA &PIO Report 7 Ashok Kumar Parida Mastrapeda, EPIC{Voter Id) ORMSM047214283 1
B Santosh Kumar Swain At/Po-5arakana EPIC(Voter Id) OR/08/049/114204 1
=) Active Applicant
g Sachikanta Pradhan At-Ranipada, Po-Trilochanpur EPIC{Vater Id) OR/08/055/072451 1

10 Ajit Choudhury Ajit Choudhury Passport No. 43543543 1

G, Change Password
[ Sign Out
Karuna Sindhu Jena

(Under Secratary to
Govt.) (PIO)

Bhagaban Nanda, DAS
(Special Secretary to
Gowt) (FAA)

Copyrights © Government of Odisha

Desciption:
»  After successful log into the Account, click on “Active PIO” menu

» Thenit will display the above list of Active PIO information details like *Department, Office

Full Name, User name and activity.

4.1.10 Change Password
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If the user wants to change the password, then here are the following steps which will guide you

to do the same:-

Information and Public Relations Department = Macho Sudan Pach, 145 7

| & PR Department, Loka Samparka Bhawan, Bhubaneswar,P.0.: Bhubaneswar GPO, PIN: 751001, Odisha, India
Telephone - 0674-2354850 , Email - iprsec@ori.nic.in / iprsec@rediffmail.com , Fax - 0674-2350818

§& Dashboard ‘ C}qarge PESS"-"'\"':'rC

m Dizcloser W

8% PIO Desk v 0Old Password
ﬁ P M New Password
b Feedback

Confirm Password

»  Annual Report

After filling the information, click here to
8 Managz Profile save the details and change the Passward

R, FAA L PIO Report

ﬂe Change Password

| Click hete

(W Sign Out

Karuna Sindhu Jena
(Under Secretary to

Govt.) (FIC)

Ehagaban Manda DA

(Special Secretary to

Govt.) [FAA)

Figure4
Description:

»  After successful log into the Account, click on “Change Password” menu

* Then the “Change Password” page will appear on the screen

» Enter the old password, new password and confirm the new password

» Then click on ‘Change Password’ button

» The password will be successfully changed and further user can use the new password to log

into the application
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SIGNOUT

On click of “Sign Out” menu, the user will be logged out from  gp Dashboard
the application successfully. [ Discloser
482 PIO Desk
is% Fas Desk

» Feedback

» Annual Report

Manage Profile

a,

FAA & PIO Report
% P
QQ

Change Passw

vord

rl:* Sign Qut

I‘f
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