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RTIRequest & Appeal Management
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(RTI-MIS)
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Personnel, Public Grievances & Pensions, D/o Information Technology
North Block, New Delhi-110001 M/o Comm. & IT, Govt. of India




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.
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HOME  SEARCH | ASSESSMENI | UTIITY DPIO  FAA  LETTERS  REPORTS  LOGOUT

NEW REQUEST

UNDIER PROCESS

Publc Authority: THIRD PARTY INVOLVED »: CPIO User : B, Bandopadhyay()CA)
[ Requests Pending For More Than 20 Days : 47 1
Requests To Be Disposed Off Within Next S Days : 45 J
[ Total Request Received : 56
Total Request Disposed of : 1
Total Pending : 55
= _New Requests Due For Intial Action : 55

Requests Under Process :

__Requests For Which Additional Payment is Received :
Requests In Which Third Party Information is Required :
Requests Forwarded to DPIO :

Requests Replied by DPIO :

New Acknowledgements From DPIO :

{ Appeal Raised :

“~o Qo000 |O

Comments Sought by FAA :




15t Option: NEW REOQUEST

On clicking NEW_ REOUEST option the list of “Records of New Request” will be
displayed.
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SEARCH ASSESESMENT Uty DO AN LETTERS REFORTS

Public Authority: Department of Personnel & Training Role 1 CPIO User 1 Amarflt Singh

[ 1] torms per page{10 -
T ———— T —
DOPRTRZ01 V02626 iy K Kagpo 001052013
DOPETRZ01 303291 Rubush Supts 10:06/2013
DOPRTREZ01 102 T4 Mnrmyan feo 11052019
DOPATRZ01IN2604 Rayestmwert Garvol 20082013
DOPATRZ01303166 Grsh Sachoeye 08062013
DOPATRZ01 V81 T3 Asty Masmar 24062011
DOSETAR20138 1741 Vruy Shunle 2062013
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DOFPRTRI01061 743 Dawosh Singh 290072012

Page 1071

rof Toad 8

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.
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HOME SEARCH ASSESSMENT Uty

Public Authority: Department of Personnel! & Training

Registration No. 1

Type of Receigpt :

Date of Recept 1

Language of Request @

Name |

Gender :

Address :

Phone No. ¢

Mobile No. :

Emadl 1

Country ©

State :

Status 1

Educational Status
Requester's Lettar No :
Requester's Latter Date @
Citizenship Status

Mode(s) of information Supply 1
Is Requester Below Poverty Line 7 ¢
Amount Paid (T) ¢

Does it concern the life or Libarty of 4 Parson @
Request Pertains 1o 1

Sobject Content &

Mease Sebect the Category of Request @ |
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LETTERS REPORTS LOGOUT

Role : CPIO User : Amar]it Singh

DCPART/R/2013/02626
Local Recept
08/05/2013

Englsh

Vijay K Xapoor

Mae

C-33, Second Floor, South City-1, Gurgaon , Pin: 122007
Kot Provided

9910157378

Kot Provided

Not Provided

Haryana

Uroan

Gradkiate

Not Provded

ot Provided

Indian

Hard Copy

No

10

No{Normat)

Amarlit Segh

Information Under RTT Act, 2005

| — PLEASE SELECT CATEGORY :J

| PLEASE SELECT YOUR NEW ACTION / DECISION

Le




To view the pdf document of the request, uploaded by the citizen, click on View Request
Details
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RTIREQUEST DETAILS
Registration No. : DOPET 201061743 Date of Recwipt = 2306 2011
Type of Recwipt : Onloe Recoge Language of Reguast : Togil
Name 1 Dwiech Segh Gendor 1 Mak
Address : New Delu, Pas L 10000
State : Delhi Coantry : luda
Phone No. 1 +91. 1254567008 Mobdle No. 1 Not Provided
Email ¢ dimesh @ gmad com
States(RuralUrban) : Usbon Education States : [lcrme
Is Requester Below Poverty Lime 71 Voo Amownt Paid 1 0
Modeix) of information Supply : Hed Copy
Deows it concern the lifu or Liberty of & Person 7 @ Dol vor peovaded Rogueest Pertains to | Aesin Segh

1 want to know' sbout the PF transfer from my previon emploves NITT GIS Led. New Detvd hanwg account
Information Sought : manber DL 7655 13900 to mew smpover Sterlie Incharsrios India Lad SEHL kaving accoms TN 29893 1004
The smount foos NIT Employees Trust, New Dells was sransferyed on Sept, 2006

it | | Ciewa |

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:
1) 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.
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Email : Not Prowded
Country : Not Provided
Siate 1 Haryana
Status : Urban
Educational Status : Graduate
Requester's Letter No 1 Nat Provided
Requester’s Letter Date 1 Kot PFrovided
Chtizenship Statys ¢ adian
Mode(s) of wlormation Wv 3 Hard Copy
1s Requester Below Poverty Line 7 5 No
Amount Paid ( €)1 10
Does it concern the §e or Liberty of a Person 1 No(Normal)
Reguest Pertains to 1 Amarnt Sngh
Sulject Content 1 Information Undaer RT] Act, 2005
Please Select the Cotegory of Request 1 | — PLEASE SELECT CATEGORY — »|

* Deasion 1 | THIRD PARTY INFORMATION INVOLVED j

» Sedect Third Party 1 | Advanced Materials 8nd Process Research lasttule (AMPRI) Bhopel :J

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.



i) _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”.
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Reguester’s Letter No 3 Not Provided
Requester's Letter Date @ Not Prowded
Citizenship Status @ ndian
Moda(s) of iformation Supply : Hard Copy
Iy Requester Below Poverty Line 2 : No
Amount Pasd (T) 1 10
Does it concern the life or Liberty of a Person 1 Na{Normal)
Reqguest Pertalns to @ Amar)it Sngh
Shliject Content : Information Under RT] Act, 2005
Please Select the Category of Request : | - PLEASE SELECT CATEGORY :J
* Decision |7~:{|‘DHVIG¢&L l:':qV.VE P(’V.RE.C'!U-IQL'D FOR INFORMATION _'J
* Sedect Mode(s) of Information Supply 1 | Harg Copy =
+ Additional Payment Demanded : T i

* Description of Contents of Letters (Max, 1000
Chararters)

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.



i) REQUEST UNDER PROCESS AT OUR OFFICE:

CPIO can select this option when a request is under process at their office.
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Mobile M. = 2010157378
Eenall & Not Provated
Coumtry ¢ Kot Provided
State ¢ Haryann
Suatum | Urban
Educational States | Gaduate
fequester's Letter No | Not Provides
Megquestor's Letter Date ¢ Not Provided
Citixems g SLAtM © lidan
Modals) uf mlurmustion Supply @ Hard Cooy
1a Renguawteor Dekow Peavorty L 2 = No
Arsunt Paid ( TY ;10
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Subjject Content | Informatian Under RTT Act,200%
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IVV) 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.
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Citizenship
15 the Requester Below Poverty Line
Amount Paid T
Does it concern the Life or Liberty of a Person Detads not prownded.
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Text of RT1 Application

Request document

Choose Node of Action

* Mode of Action ]
(* Oplee Forwarding ©  Physical Farwanding

* Choose an Action SUPPORTING DOCUMENT REQURED FROM APPLICANT :]

jocument atrache
* Remarks (Max. 500 characters)
I'hese Remarks will be avallatde to R7T! apphcant whde viewing

the staty

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



1) 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.
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Nhatis ¢ Urban -

Educavional Statis 1 Gradunte
ftequester's Lattar No 1+ Not Providad
Noyuestor's Lattor Date | Not Provised
Citizenahip Status 1 Indin
Mode(s) of information Supply « #ard Copy
Ts Ruquaston RDedow Pavarty Line 71 No
Ameiant Pasd { €) 2 10
Does it concern the Me o Liberty of 8 Person « %o(Normal)
Raquest Portasins to @ Amarit Singh
Sulipect Content | Inforenaton Under RT] Ac1, 2005
Pliase Selict e Catngory of Request § | — PLEASE SELEGT GATEGORY B

* Dockson & | TRANEFER REQUEST TO OTHER PUBLIC AUTHORSTY +

Dapartmant of Agniculturat Research & Edunation 2,

Dapartmant of Agricuiture & Cooparaton

Dapariment of Avsnel Hushaexdry, Daliying and Fiedaoes
* Trannbecred To Puble Autharity: Dapartmant of Chamionis & Pelrochesmcan

Dapartmant of Commurce _'J

Multig fortion Mol "Cirl” key and theh With Moy

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



i) 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.
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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”.



i) FORWARD REQUEST TO DEEM PIO:

By selecting this option “Select DPIO”, “Forwarding Remarks” fields will appear on the
screen.
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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.
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Status ¢ Urbsn =

Educotional Status 1 Graduate
Reguester's Letter No 1 Not Providad
Requester's Letter Date 1 Not Provided
Gitizenship Status 1 Indan
Made(s) of information Supply ¢ Hard Copy
1s Roquestar Bolow Poverty Line 7 : No
Amounst Pad (T): 10
Dows it concern the e or Liberty ol a Person @ No(Normal)
Regquest Pectams 1o ¢ Amant Singh
Subject Content 1 Information Under RTT Act, 2005
Ploase Selact the Category of Request + | — PLEASE SELECT CATEGORY — 2|

» Docision & | PARTIALLY TRANSFER REQUEST TO OTHER PUBLIC AUTHORITY :j

Depamment of Agncutural Ressarch & Ecucaton 2
Dapamment of Agricuburé & Cooparation

Department of Animal Husbandry, Dairying and Fishenss
Departmort of Chamecals & Potrachomicals

Deparmeant of Commerce ;1

* Transierred To Public Authority:

(1o Multiple Sedection Mald ‘O’ ey and dick With Mouse )

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 EINAL REPLY viz:




1) REJECT RTI REQUEST:

By selecting this “File No.”, “Reason therefore” fields will appear on the screen.
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Fadicational States : Graduate
Requewtor's Luttar Mo = Not Provdad
Requestar's Lottar Date & Not Provded
Cltlzenship Statas : Indan
Mode{s) of information Suppiy @ riard Copry
Is Reguester Below Poverty Line 71 No
Amount Pasd ( €): 10
Does @ cancern the Ba o Lilwety of o Parsom = No{Narmal)
Roguost Portans ta ¢ Amant Sngh
Subject Content @ Information Under RT1 Act, 2005
Moase Soloct thi Catogary of Roguest & | - FLEASE SELECT CATEGORY :J
* Decsion & | REJECT ATI REQUEST .

File %o, (IF wery) ¢

+ Reason therefore: S

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.



i) 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.
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Subject Content @ Information Under RTT Act, 2005 -
Please Select the Category of Request § | — PLEASE SELECT CATEGORY — #|
* Decision 1 | PARTIALLY REJECT/ACCERT RTI REQUEST -
Fie No, (d any) :

+ Information Supplied
(Yo appoar as a part of covering lettor) :

* Information Rejected
(Yo appear as a part of covering letter) |

* Reason theselore:

Upload Reply Doacwiment Choose Fis I““ 1 chosén

AR

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.




i) _REQUEST DISPOSE OFF:
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Citizenship Status 1 ndian
Mode(s) of information Supply 1 rard Copy
Is Requester Below Poverty Line 7 1 No
Aot Paid (€)1 10
Does It concarn the Be or Libarty of & Pomon 1 No[Normal)
Raoquest Portains 1o : Amanit Sngh
Subject Contont ¢ Information Under RTT Act, 2005
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* Docislon & | REQUEST DISPOSE Of
File Mo, (IF any) 1
* Typo of Disposal 1 | Ful Information Suppled =

* Infoarmation Provided Ta Citizen
(Vo appear as o part of Convering Letter) |
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2nd Option: UNDER PROCESS

On clicking UNDER PROCESS. the list named “ Records of Request Under Process”
will be displayed.
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HOME SEARCH ASSESSMENT umny DPIO AN LETTERS REPORIS LOGOLUY

Public Authority: Department of Personnel & Training Role : CPIO User : Amarjit Singh

[ 1] tems par page{10 o
Rugistration Number Namw Date of Recwipt
DOPKT/RI2013¢0064 Sampie Reguest 08042042
DOPSTR201 302068 Sarmgle for multipls 08042013
DORPSTR201260040 Tefor Singh Rawat 1102043
DOPETRZ01 280068 Sarceer 04047013
DOPATAR1201260079 Sushi Kumar 05042013

Now by clicking on the desired registration number or radio button, “Assessment of

Pending Request " screen will be displayed.
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HOME SEARCH ASSESSMENT uTny DFO A LETTERS REPORTS LOGOUT

Public Authority: Department of Personnel & Training Role : CPIO User : Amasjit Singh

Registration No, 1 DOP&T/R/2013/02064 v Feoguest (et
Name 1 Sample Reguest
Information Sought ¢ Sample Reguest

Current Status 1 REQUEST UNDER PROCESS AT OUR QFFICE
« Interim / Finol Action ¢ | —Salact Action




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.
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RTI REQUEST DETAILS

Registration No. : DOPRTR 201002064 Date of Receipt 1+ 08042014
Type of Recelpt : Locul Receipt Language of Request 1 Eoglish
Name : Sample Request Gonder: Male
Address : NIC. DPG
State : Not Provided Country : Not Provided
Phone No, : Not Provided Mobile No. ¢ Not Provided
Emall : Not Provided
Statas(Rural/Urban) : Not Provided Educathon Status : Not Provided
Letter No, : Not Provided Letter Date : Not Provided
Is Requester Below Poverty Lioe ?: No Amount Paid : 10
Maode(s) of information Supply : Hard Copy
Does it concern the life or Liberty of a Person ? @ Nol(Normal) Request Pertalns to 1 Amin)it Singh

Information Songht : Sawple Request
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ACTION HISTORY OF RTI REQUEST No. DOPATIR/2013/02064

SN. Action Taken Dste of Action Action Taken By Remarks
\ REGUEST UNDER PROCESS AT OUR 130672013 A Sangn
OFFICE

[Bene |
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CPIO can select any action from Final Action dropdown.

THIRD PARTY INFORMATION INVOLVED

FORWARD REQUEST TO DEEMED PIO

PARTIALLY TRANSFER REQUEST TO OTHER PUBLIC AUTHORITY
TRANSFER REQUEST TO OTHER PUBLIC AUTHORITY

TRANSFER REQUEST TO OTHER PIO

PARTIALLY REJECT/ACCEPT RTI REQUEST

REQUEST DISPOSE OFF

HOME SEARCH ASSESSMENT Uity oMo FAA LETTERS REPOSITS USER MANUAL LOGOUT

Public Authority: BSNL HARYANA Role : P10 Usar : Sanjaav Jain CPIO Ambalks

Namber {TdreTm Hem) |

Nane [HTR)!
Under Process
THIRD PARTY INFORMATION INVOLVED - 197 ud ot 5= sfem
Tranater
Teat uf ATI Aggiication (W17 W1 Aftrem S8T =1 W) | FORWARD REQUEST TO DEEMED P10 - saw st st e aftren
= s o e
PARTIALLY TRANSFER REQUEST TO OTHER PUBLIC AUTHORITY -

solga Sy Wy 2 ey e ofyerdt ot e v
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3 Option: Third Party Involved

On clicking “Third Party Involved” option, the list named “Records of Request In Which
Third Party Involved” will be displayed.
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SEARCH ASSESSMENT Uiy DO L) LETIERS REPORIS LOGOUT

Public Authority: Department of Personnel & Training Role : CP1O User : Amariit Singh

[ 1] tems per page {10 =

Registration Number [ Name Recetved Data
DOP&T/R/Z012:00001 Sushil Kurmae 03042013

n_
Page 1 of1

5 of Totad 1

Now by clicking on the desired registration number or radio button, “Assessment of
Pending Request ™ screen will be displayed.
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oMt SEANRCH ASSESSMENT Uty o M LETTERS REPORTS L OGO
Vi
Public Authority: Department of Personnel & Tralning Roke : CPIO User : Amarjit Singh

Rogistrathon No. | DOPRT/R/2013/00001 ew flogaest Detad
Name | Sushd Kurmae
Information Sooght 1 sample for scpo registration
Cureont Status 1 THIRD PASTY INFORMATION INVOLVED

+ Interim / Final Action ¢ | - Setect Action

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.
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SEARCH ASSESSMENT urny D0 AN LETTERS REPORTS 1LOGOUT

Public Authority: Department of Personnel & Training Role : CPIO User : Amarlit Singh

Registration No. | DOFAT/R/2013/00001 View Hopest Detans e h
Madiniar & Sushi Kumar
Information Songht 1 sample for scow regstranan
Current Status & THIRD PARTY INFORMATION INVOLVED
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2. REJECT RTI REQUEST:

By selecting this option File No. and Reason therefore fields will appear on the screen.
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Public Authority: Departmaent of Personnel & Training Role : CPIO User : Amatfit Singh

Rogistration Mo, « DOSFRT/R/2015/00001 Viaw Fisguest Datals  View Action Hist
Name 1 Sushvl Kurmar
Information Sought | sample (o1 SCpo tegstmion
Curront Status 1 THRD PARTY INFORMATION INVOLVED
* Interm / Finol Actlon 1 | REJECT RTI REQUEST -
File No. (it any) 1

Sechon 9 ﬂ
Seghon 11

* Reasun therelorer  Soction 24
Gelln.-u',h!hu.:j ow Detally of Sevtiuny hot Mymetio

For Mubiple Seolection Mokt 0T ey and olick With Mo

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.
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Public Authority: Department of Personnel & Tralning Role : CP1O User : Amarjit Singh
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* Interim / Final Action ) I REQUEST DISPOSE OF
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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.

Fie A ——————————————————————————————
« (e | 102183 ' ( . =
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HOMSE SEARCH ASSESSMENT umny NS0 AN LETTERS REPORTS LOGOUT
HEQUEST FORWARDED TO DO
SEND AEMNDLROIRECTION 10 DO

Public Authority: Department of Personnel & TriC SRR RS Rl )
- ACKNOWLEDGMENT FROM DIX0O
Bl & nemsperpagefi0 3

Regrstration Number Mame ‘ Target Date Yo DMO
COPRTAR2A01 160040 Tepe Sogh Rawal REQUEST UNDER PROCESS AT OUR OFFICE 10002013 Test ORI

Page: 1 of 1




1% option: REQUEST FORWARDED TO DPIO:

By clicking on the option, the list of “Records of Request Forwarded To Deemed P1O” will be
displayed.
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User @ Amurfit Singh

Public Authority: Department of Personnel & Tralning Role : CP1O
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Registratan Numbes Mame
DOPATR20t30040 Tepk Singh Rawat REQUEST UNDER PROCESS AT DUR OFFICE 1042013

|

TargetDate | Yo DMO
Test DPID
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2" option: SEND REMINDER/DIRECTION TO DPIO:

By clicking on this option “Send Reminder / Direction To Deemed PIO” screen will be
displayed.
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TON TO DEFMED 71

Public Authority: Department of Personne! & Training Role ; CPIO User : Amariit Singh

DOP&T/R201360040- Tepir Singh Rawat 2|

Send Renunder / Direction For Case No(s), @

* Remark / Dieection :

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



3 option: REPLY FROM DPIO:

By clicking on this option “Records of Replies From Deemed PI1O” list will be displayed.
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Registration Number Date Of Reply Roply
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GESTAR11100005 22332333332 04012013

GEST2R00800002 Anéi Bansal Transfer 04012013

Page: 1 of 22
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4™ 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.
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