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After entering the “username” and “password” in the login screen click on login 
button to Login CPIO portal.  

                                                              

ASSESSMENT 
 
 

In the Assessment tab, following sub menu options viz.  New Request, Under Process, 
Third Party, are available. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 



 

1
st 

Option:  NEW REQUEST 
 

On clicking NEW REQUEST option the list of   “Records of New Request” will be 
displayed. 
 
 
 

 
 
 

To view the pdf document of the request, uploaded by the citizen, small symbol of “PDF" 
could be clicked given in list. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Now by clicking on the desired registration number or edit radio button, “Assessment 
of New Request” screen will be displayed which contains all details of the RTI request. 
 

 

 
 

 

 

 

 

 

 

 

 



 

To view the pdf document of the request, uploaded by the citizen, click on View Request 
Details 
 
 

 
 

CPIO can select any category from “Please Select the Category of Request” dropdown 
field, and take desired Decision from “Decision” dropdown fields. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Following are the various decisions in dropdown:  

 

 
If CPIO takes any decision, following actions will appear in UNDER PROCESS viz: 
 

i) THIRD PARTY INFORMATION INVOLVED:-- 
 
By selecting this option “Select Third Party” dropdown field appears and CPIO can 
select any third party name from the list. 
 

 
 

In case, the name of third party is not there in the drop-down list, then CPIO can select the 
option “Others” in the drop down list, after which two text boxes will appear where the name and 
address of the third party is to be entered. 
 
Note: These Third parties are not aligned with the RTI Online Portal, therefore one need to take 
the print out of the application and send them physically to these Third parties. Once CPIO 
receives the reply or the information from the third party, he/she can dispose-off the particular 
RTI Request. 
 
 
 
 
 
 
 
 
 
 
 



 

ii)  ADDITIONAL PAYMENT REQUIRED FOR INFORMATION: 
 
By selecting this option following fields will appear “Select Mode(s) of Information Supply”, 
“Additional Payment Demanded”, and “Description of Contents of Letters”. 

 

 
 
 
 
In “Additional Payment Demanded” field amount for additional payment has to be entered. The 
description regarding additional payment required, is to be entered briefly in the text box “Description 
of Contents of Letters”, with size limit of 1000 characters. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

iii) REQUEST UNDER PROCESS AT OUR OFFICE: 

CPIO can select this option when a request is under process at their office. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

IV) SUPPORTING DOCUMENT REQUIRED FROM APPLICANT 

 
This option can be selected when the document attached at the time of filing RTI Request is 
Not accessible. Nodal officer can ask the applicant to provide a new RTI Request document. 

The same document can be uploaded to process the RTI Request. 

 

 
 

 

If CPIO takes any decision, following actions will appear in Transfer viz: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

i) TRANSFER REQUEST TO OTHER PUBLIC AUTHORITY: 
 
By selecting this option “Transferred To Public Authority” field will appear on the screen 
and CPIO can make Full Transfer of the RTI Request to other PA.   
 

 

 

CPIO can select single PA or Multiple PAs from “Transferred To Public Authority” 
dropdown field.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

ii) TRANSFER REQUEST TO OTHER PIO:  
 
By selecting this option, “Transfer request To other PIO two options will appear on the 
screen. 
 

a) Full Transfer 
b) Part Transfer  

 
CPIO can select any of the two accordingly. 
 

 
 

 

CPIO name can be selected from “Transferred To PIO” dropdown field and part of request 
which needs to be transferred to other CPIO, has to be entered in the text box “Part of 
request to be transferred”. 

 
  



 

iii) FORWARD REQUEST TO DEEM PIO: 
 
By selecting this option “Select DPIO”, “Forwarding Remarks” fields will appear on the 
screen. 
 
 

 .  
 

 

CPIO can select any one DPIO from “Select DPIO” dropdown field and enter remarks in 

“Forwarding Remarks” field up to 500 characters only. 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 



 

iv) PARTIALLY TRANSFER REQUEST TO OTHER PUBLIC 
AUTHORITY: 
 
By selecting this option “Partially Transfer Request To Other Public Authority” drop down 
list of all other PA which are aligned to this portal will appear on the screen. 

 

 

CPIO can select single PA or Multiple PA’s from “Transferred To Public Authority” 
dropdown field.   

 
If CPIO takes any decision, following actions will appear in FINAL REPLY viz: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

i) REJECT RTI REQUEST: 
 
By selecting this “File No.”, “Reason therefore” fields will appear on the screen. 

 
 

 
 

The sections for rejection will be available in “Reason therefore” dropdown box. Then the 
CPIO has to select the desired single Section Name or multiple Section Names.  
 
An option has been given to View Details of Sections for Rejection for reference 
On clicking that, the following page will open. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

ii) PARTIALLY REJECT/ACCEPT RTI REQUEST: 
 
By selecting this option, File No. , Information Supplied, Information Rejected, Reason 
therefore, Upload Reply Document fields will appear on the screen. 
 
 

 
 

 
 

CPIO can enter reply of RTI Request in Information Supplied field .This information will be 
displayed as a part of the covering letter report also. 

 
Rejected part of RTI request needs to be entered in Information Rejected field. This 
information will be displayed as a part of the covering letter report. 
 
 
Reason for RTI Request Rejection can be selected by CPIO from Reason therefore 
dropdown field, by selecting the desired single Section Name or multiple Section Name. 
 
 
 
 
 

 
 
 
 
 
 
 
 
 



 

iii)  REQUEST DISPOSE OFF: 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

2nd
 
Option:  UNDER PROCESS 

 

On clicking UNDER PROCESS, the list named “ Records of Request Under Process” 

will be displayed. 
 

 

 

Now by clicking on the desired registration number or radio button, “Assessment of 
Pending Request " screen will be displayed. 

 



 

 

 

CPIO can click on the option View Request Details or View Action History to view all RTI 
REQUEST DETAILS and ACTION HISTORY OF RTI REQUEST respectively. 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

CPIO can select any action from Final Action dropdown. 
 

1. THIRD PARTY INFORMATION INVOLVED 

2. FORWARD REQUEST TO DEEMED PIO 

3. PARTIALLY TRANSFER REQUEST TO OTHER PUBLIC AUTHORITY 

4. TRANSFER REQUEST TO OTHER PUBLIC AUTHORITY 

5. TRANSFER REQUEST TO OTHER PIO 

6. PARTIALLY REJECT/ACCEPT RTI REQUEST 

7. REQUEST DISPOSE OFF 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

3rd Option: Third Party Involved 
 
 
On clicking “Third Party Involved” option, the list named   “Records of Request In Which 
Third Party Involved” will be displayed. 
 

 
 
 
Now by clicking on the desired registration number or radio button, “Assessment of 
Pending Request "   screen will be displayed.  
 

 
 

 
 
CPIO can select any action from Final Action dropdown. 



 

 
Now we will discuss about options given in the Final Action drop down field one by one: 
 

 

1. COMMENTS RECEIVED FROM THIRD PARTY:-- 
 
By selection this option Enter Received Comments field will appear on the screen. 
CPIO can enter comments received by third party, up to limit of 1000 characters. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

2. REJECT RTI REQUEST: 
 
  By selecting this option File No. and Reason therefore fields will appear on the screen. 
 

 

 

 

CPIO can select desired single Section Name or multiple Section Names.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

3. REQUEST DISPOSE OFF: 
 
By selecting this option the following fields will be appeared as File No, Type of Disposal, 
Information Provided To Citizen, Upload Reply Document. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

      DPIO 
 

In the DPIO tab, the following sub menu options viz.  REQUEST FORWARDED TO DPIO, 
SEND REMINDER/DIRECTION TO DPIO, REPLY FROM DPIO, ACKNOWLEDGEMENT 
FROM DPIO are available. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

1St option:  REQUEST FORWARDED TO DPIO: 

By clicking on the option, the list of “Records of Request Forwarded To Deemed PIO” will be 
displayed.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 2nd   option: SEND REMINDER/DIRECTION TO DPIO: 

 

By clicking on this option “Send Reminder / Direction To Deemed PIO” screen will be 

displayed. 
 

 
 
 
 
 

CPIO can select single case or multiple cases from Send Reminder / Direction For Case 
No(s).  At last Submit button has to be clicked. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

3rd   option:  REPLY FROM DPIO:  

 
By clicking on this option “Records of Replies From Deemed PIO” list will be displayed. 

 

 
 
 

 
4th option:  ACKNOWLEDGMENT FROM DPIO: 

By clicking on this option, a CPIO can view any acknowledgments received from any DPIO. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

      Reports 

 
In the REPORTS tab, following sub menu options viz : Pending Requests, Age 
wise Pendency Reports, Designer Reports, Nil Fee Registration Fee (Non BPL), 
Request pending with DPIO are available. 

 
 

 
 
 
 

 
 


