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After providing the “Username” and “Password” in the login screen click on 
Login button. 
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                                                        HOME 
 
 
 

On the home page screen several important alert options with statistical count are 
available, which are detailed below one by one respectively: 

 
 
 

 
 
i. No.  Of Appeal Pending for more than 20 Days: 

 
ii. No. of new appeals received and pending for initial action: 

 
iii. No. of appeal under process: 

 
iv. No. of appeals for which comments received from CPIO and awaiting further 
action: 
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                                                           ASSESSMENT 
 
 
 
 
 

 
 

 
 
 
 
 
In the ASSESSMENT tab, three sub menu options viz. NEW APPEAL, UNDER PROCESS 
and MODIFY APPEAL are available. 
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On clicking   NEW APPEAL option “RECORDS OF NEW APPEAL”   screen will be displayed 
with all the New Appeals received online into your account. 
 
 
 
 

 
 
 
 
 
Now by clicking on the desired registration number or edit radio button, it will lead you to  
the details of the RTI Appeal. 
 
 
 
 
 
You can also view the attached documents with that particular appeal by clicking on the PDF 
icon adjacent to a particular Registration Number. 
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DECISIONS 
Appellate authority can select any action from the “Action” drop down field. Now we will 
discuss these options one by one. 
 
1st Options: APPEAL DISPOSE OFF: 

By selecting this option, the Appellate Authority can dispose off a RTI appeal. 
 

 
 

By selecting this option Appellate Authority's Decision and Upload Final Reply Document 
field will be displayed, where appellate authority can type the decision of maximum 
2000 characters in text area and also upload final reply document up to limit of 1MB. 
Finally after completing the desired selections Submit button has to be clicked. 
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2nd option: SEEK COMMENTS FROM CPIO: 

 

The Appellate Authority can use this option for sending information to the CPIO. 
 
 

 
 
 

 
After submitting the form following screen will be displayed. 

 
 

 
3rd option: Summon Parties for Hiring 
 
 
4th option: Transfer to Other FAA 

 
 
 
 
 
 
 
 



8 
 

 
On clicking   UNDER PROCESS option, all the appeals under process screen will be 
displayed with all the New Appeals received online into your account. 
 
 
 
On clicking   MODIFY APPEAL option, the Appellate Authority can modify any appeal. 

 
 
 

 
 

 

 

Now by clicking on the desired registration number or edit radio button, "Update 
Appeal" screen will be displayed 

 
 
 
 
 
 
 
 
 
 



9 
 

 
 
 
Appellate authority  can select desired CPIO name from “Name of CPIO“ drop down list 
and action  from  “Ground for Appeal“ dropdown. 
 
 
 

 
 
 
 
After this appellate authority can enter “Prayer or Relief Sought” comments in given text 
area. 
 
 
All details of appeal can be modified by clicking on Modify button. 
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COMMENTS RECEIVED FROM CPIO 
 
 
 

On clicking “COMMENTS RECEIVED FROM CPIO” option, “RECORD OF APPEAL FOR 
WHICH COMMENTS RECEIVED FROM CPIO” screen will be displayed. 
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                                                 REPORTS 
 
 
 

On the REPORTS tab, following sub menu options viz.  CPIO WISE PENDING APPEAL, 
CPIO WISE PENDING REQUEST and DESIGNER REPORT are available.  

 
 

 
 
 


