
    HARYANA STATE POLLUTION CONTROL BOARD
C-11, SECTOR-6, PANCHKULA

Ph. No. 0172-2577870-873
Website: www.hspcb.org.in  

No. HSPCB/RTI/2024/ Dated: - 10.09.2024

To,

1. CEE-cum-First Appellate Authority
HSPCB, Panchkula

2. All ROs-cum-PIOs, HSPCB in the field
YNR, PKL, BR, FR, HR, SR, PR, KKR, KNL, KAI, 
AMB, JIND, BDR, DHR, PWL, GR(S), Charkhi Dadri
GR (N), MHR, Bhiwani, Rohtak, NUH, FTH & Sirsa

Sub: Regarding Online RTI Portal.
Ref: - SIC E-mail dated 07.10.2024. 

Please find enclosed herewith the user manual alongwith Id & Password created 

by State  Information  Commission  Haryana  for  implementation of  Online RTI  portal 

which is live. On online RTI Portal domain name rtiharyana.gov.in. 

You  are  requested  to  implement  Online  RTI  Portal  immediately  after  going 

through user manual please.

DA/as above

        (Vinay Gautam)
SPIO-cum-EE (HQ)
HSPCB, Panchkula

CC:-
A copy of the above is forwarded to the following:-

1. All Branch Incharges (HQ) HSPCB, Panchkula alongwith copy of user manual.
2. SEE  (IT  Cell)  (HQ)  with  a  request  to  upload  the  information  regarding 

implementation online portal of RTI  alongwith user manual on the website of 
the Board.

3. PS to  ACS Environment  & Climate  Change,  Haryana,  for  kind  information 
please.

4. PS  to  Director,  Environment  &  Climate  Change  Department,  Haryana IInd 
Floor, Bays No. 55-58, Sector-2, Panchkula for kind information please..
DA/as above

HSPCB-130001/154/2024-RTI BRANCH-HSPCB I/258995/2024
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1. Introduction 

 
[1.1]AudienceDescription 

 
Thisdocumentisintendedfortheadministratorof thesite,CSC,RTIcell,PIO/APIOofthedepartments and State 
administrations. 

[1.2] Purpose 

 

ThisDocumentisthe UserManualforRighttoInformation-MIS.Thepurposeofthedocumentisto provide users 

usage instructions of the software. 
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2. BriefofRTI-MIS 

RTI-MIS is a web enabled work flow based application. Citizen can submit the application to CSC, RTI office or 

concerned department. Application is transferred to the PIO of the concerned department. PIOs have the facility to 

generate Form-B, receiving of additional fee, disposal of the application etc. 

 

 

WorkFlowofApplicationunderRTI 

Citizen 

SubmitApplication 
provide 
Information 
to 

Intimateto 

Department 

PIO 

Forward/RejectFile 
Forward/RejectFile 

SubmitAdditionalFeeto 

Intimateto 

RTICell 

Chd. 

Department 

APIO 
District 

RTI Cell 

Generate FormB for Additional Fee, Reject Application, Dispose 
Application, Mark Application, Receipt of Additional Fee, Duplicate Form 

B, Check Status etc. 

District 

CSCUser 
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3. Typesof usersandtheirroles 

 

Differenttypeofusershasdifferentfacilitiesaspertheirrole.Therearefollowingtypesofusers: [3.1] Super 

Administrator 

 OneSuperadministratorforcreatingthe master and managingthesite 

 Createthedepartment,offices,places,users,InformationMode,PayMode 

 ChangePassword ofanyuser 

 TrackUser details 

 

 

[3.2] Management at state Level: This type of user can be created by choosing department as ‘State’ and type as 

‘Management’. 

Ithas facilityof variousstatelevel reports 
 

 

[3.3] CSCCenter:CSCtypeuserscanbecreatedunder thedepartment‘CSC’andtypeof user‘CSC’ 

 CSCcentersatdistrictlevelcanreceiveapplicationfromthecitizen 

 Forwardtheapplication totheRTIcentreatdistrict 

 Receiveadditionalfeeif FORM-B generatedbyPIO of thedepartment. 

 

 

[3.4] RTI Cell at District Centre and HQ: Administrative Reform department is the department for proper 

implementation of RTI act. It receives the application from citizen for all the offices/department in Haryana 

and transfertheapplication to thePIOoftheconcerned department. Forthis, RTIdepartment has opened cell at 

HQ at Chandigarh and all the district of Haryana. 

 RTI Cell type user can be created under the department ‘Administrative Reform’ and selecting type of user 

‘RTICell’ 

 Receivethe applicationfromcitizen,concerntoanydepartment. 

 ReceivetheRTIapplicationforwarded byCSCcentre. 

 Theycan eitherrejecttheapplicationifdocuments arenotcompleteorforwardtheapplicationtothePIOof the 

concern department. 
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[3.5]AdministratorofDepartment:One‘administrator’typeusercanbecreatedundereachdepartment,which 

willhavethefollowingfacilities: 

 Createtheoffices, usersforitsowndepartment 

 

 

[3.6] PIO: Every department/offices will have one or more PIO who will have to provide information to the citizen 

under RTI act. 

 Receivethe applicationfromcitizen,concerntoowndepartment. 

 ReceivetheRTIapplication forwardedbyCSC centreor RTIcellor PIOsofitsdepartment. 

 Forwardtheapplicationto theotherofficesof the departmentifitis notconcerntoit. 

 Theycanrejecttheapplication ifdocumentsarenotcomplete 

 Generatethe Form-BforadditionalFeeif any 

 Receivethe additionalfee 

 Writetotheofficers/officialsforcollection ofinformationrequired inRTIapplication. 

 Receivetheinformationfromtheofficers/officialsofitsoffice 

 Disposed thecaseand upload thefinaldocument. 

 

[3.7] APIO: Everydepartment/officecan also haveoneor moreAPIO 

 Receivethe applicationfromcitizenforitsofficewhichautomaticallyforwardtodepartmentalPIO. 

 Receivethe additionalfee 

 

 

[3.8] ManagementUserunder department:Therecanbe oneormore‘Managementuser’under each department. 

 Viewthereports ofitsdepartment 

 Writeto thePIO regardingapplicationpendingin thedepartment 

 

 

[3.9]First AppellateAuthority: Ifthecitizen is not satisfied with responseofthePIO ornot received theinformation fro m 

the PIO with in time limit provided under RTI act. He/She may appeal to the First Appellate Authority of the 

department by giving reference of the past RTIapplication. 

 

 Receivethe applicationfromthecitizen 

 Publishthecauselist 

 Updatethehearingproceeding 

 Dispose thecaseand uploadthedecision. 

[3.10]Citizen:Citizencan begenerating an online RTI.Hecan enter online application by submitonline RTI feeofRs. 10 and can 

also generate online appeal for registration on this site. 
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4. LoginRTI-MIS 

WebsiteURLis http://web1.hry.nic.in/rtitraining 

 

 

Login: Only Authorized user can login by clicking on Login Departmental User in the application with valid 

user ID and Password. User will get permission for various forms after login as per role assigned to the user 

type described above. 

ClickonLogin Department 
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 UserIdandpasswordarecasesensitivewhoselengthmustbe upto5-20 character. 

 Passwordmustcontainoneletterandonedigitandaspecialcharacter(i.e.!@#$%^&*(),rtiamb123#)in 

anyorder. 

 There is also a security code besides this which prevent auto looping, then Enter proper code in the textbox 

shown in right of code and click on login button. If codes are not shown then press F5 to 

refreshit.Followingoptionswillbeavailablefordifferenttypeaftersuccessfullogin accordingtotheirroleafterlogin. 
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5. ForAdministratortypeuser 

Menus-Detail 

 

 

 

 

 

 

 

 

 

 

 UserOperation 

[5.1.1]CreateDepartment 

 Clickonthe‘CreateDepartment’SubMenuof‘UserOperation’Menu 

 Listofdepartments alreadyfed willbedisplayedalongwiththreebuttons 

 ‘Create’tocreatenewdepartment 

 ‘Edit’to changethe informationof adepartment 

 ‘Search’to searchthe departmentfromthelist alreadyfed 

 Deletethe Department 

 

 

: Itistocreatenewdepartment 
 

UserOperation Other Operations UserManagement Upload Document Home 

CreateDepartment InformationMode ChangeUserPassword Uploaddocument  

CreateOffice Pay Mode TrackUserDetails   

CreateUser     

Edit/DeleteUser     

UnlockUserPassword     
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Create 

 

 Departmentcodeshouldbeupto 3characters 

 Eitherfield the department codeor it will begenerated automaticallyifleftblank 

 DepartmentNameandAddressaremandatory. 

 Filltheinformation 

 Press‘Save’ ButtontoAddDepartment. 

 Press‘Cancel’buttonto gobackwithoutsaving 

 Press‘Clear’ Buttonto clearthedatain thetext boxes 

 

Search 
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InDepartmentNamewriteanywordorcharacterwhichappearindepartmentNameandclickonSearch. Edit: It is to 

change the information of existing department. 

 
 

 

 

 Afterchangingtheinformation,press‘Update’tosavethechanges 

 Press‘Cancel’to cancelthechanges made. 
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[5.1.2] CreateOffice: 

AfterCreatingDepartmentandPlace/Districtmaster,createthe Office Master. 

Clickonthe‘CreateOffice’submenuof‘Operation’ Menu,Followingscreen willappear 

 

 ‘Create’buttontocreate newoffice. 

 ‘Edit’button toedit the informationof existingoffice. 

 ‘Search’buttonsforsearchingtheofficefromthe entirelist. 

 

PressCreatetocreatenew office 

 



15 

 

 

NIC-HRSC USER MANNUAL RighttoInformation-MIS 

 
 

 Officecodeis generatedautomatically 

 Department,Districtare mandatoryfield 

 Filltheinformationand press‘Save’button forcreatingtheoffice 
 

 

 

Press‘Edit’to edittheinformation ofexistingoffice. 

 

[5.1.3] CreateUser: 

Aftercreatingdepartment,district/place,andofficemaster,createstheuser master. 

 

 SuperAdministratorandAdministratorofdepartmentcanaccessthisform. 

 SuperAdministratorcancreateuserforanydepartment 

 Departmental administratorcancreatetheuserfor itsdepartmentonly 

 Clickon‘add/modifyuser’in‘useroperation’ menutocreateuser. 
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 SelectDepartment,DistrictandOfficeforwhichyouwanttocreateuser fromtheDropDownList. 

 UserIdandpasswordarecasesensitivewhoselengthmustbe upto5-20 character. 

 Passwordmustcontainoneletterandonedigit andaspecialcharacter(i.e.!@#$%^&*(),rtiamb123#)in 

anyorder. 

 Fieldwithsign‘*’are mandatory. 

 Filltheinformation and Press SaveButton toAdd User. 

 ‘Save’button tosavethe userinformation’ 

 ‘Edit’button toedit the informationof existinguser 

 ‘Clear’button to cleartheinformation inform 

 

 

[5.1.4] EditUserDetail 

 Administratorclickon‘EditUserDetail’submenuin‘UserOperation’menutoChangetheUser 

Details,then aScreen will appear: 



17 

 

 

NIC-HRSC USER MANNUAL RighttoInformation-MIS 

  

 

 

 EditanyUser Details bypressingon‘EditButton’ 

 Anyrecordscould bedeleted bypressing‘Delete Button’ fromtheList. 

 Whenyoupressdeletebuttonamessagewillappearforconfirmationyouwant todeletetherecordsor not. 

 When‘Edit’button ispressed thenthe particularrecord willbeopen: 
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 Changeanydetailand press‘Update’Buttonto ChangetheUserDetails 

 ‘Back’ButtontomoveonEdit Pagetoeditanotherpage. 

 

[5.1.5] UnlockUser Password 

 UnlockPassword byclickingon ‘Unlock’Button. 
 

[5.2]Other Operations 

 

[5.2.1] Add/ModifyInformation Mode: 

Information Mode is mode by which the information is to be supplied to applicant i.e By Hand, By 

Ordinary Post, By Registered Post, By Hard Copy, By Soft Copy etc. Any new Information can be added by 

clicking on ‘Information Mode’ of ‘Other Operations’ menu. 
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 InformationModeCode isauto increment. 

 Fill InformationModeandClickonSave Button. 

 ToChangethe ExistingModeTypepress‘Edit’Button, 

 Changetheinformationand pressUpdateButton. 

 

[5.2.2] Add/ModifyPay Mode: 

Paymode is the mode ofpayment offeebythecitizen. 

 Onlyadministrator canaccessthisform 

 Press‘PayMode’ in‘OtherOperation’Menu 

 FilltheInformationandPress‘Save’Buttontosaveit. 

 IfyouwanttoeditPayModethenclick‘Edit’button. 

 ChangetheinformationandpressUpdate. 
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 UserManagement 

[5.3.1] ChangeUserPassword 

SupperAdministratoranddepartmentaladministratorcanchangePasswordofanyuseraccordingtotheir role. 

 

 

 ForChangingPasswordenterNewPasswordand ConfirmnewPassword 

 Newpasswordmust besame asconfirmpasswordandshouldnot bethelastFive Password. 

 Newpassword is casesensitive whoselengthmust be up to 5-20character. 

 Passwordmustcontainoneletterandonedigitandaspecialcharacter(i.e.!@#$%^&*(),rtiamb123#)in 

anyorder. 

 Fillproper InformationandclickonSubmitButton. 
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[5.3.2] TrackUser 

For Security purpose administrator can trace the user log, It give the complete details about the login 

user i.e IP Address, User Name, Time and Date of Login and transaction type Login Success or Failure etc. 

Click on Sub Menu ‘Track User Details’ of menu ‘User Management’. 

 

[5.4] UploadDocument 
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ForDepartmentalUser(PIO/APIO)typeuser 

Menus-Detail 

Menu-I 

 

ApplicationOperation 

ReceiveApplicationFromApplicant>>  

 New 

 Modify 

Generate/CancelAdditionalFee>>  

 GenerateFormBForAdditionalFee 

 CancelFormBofAdditional Fee 

 ReceiveAdditionalFeeFromCitizen 

 CancelAdditionalFeeReceivedFromCitizen 

Reject/Dispose(Final)&Transfer  

CancelReject/Dispose  

 

 

 

Menu-II 

 

Other User Operation 

ReceiveIncommingFile 

 

 

Menu-III 

 

Print Duplicate 

ApplicationReceipt(Form-I) 

AdditionalFeeReceipt 

Form-B 

Form-2/Rejection/Dispose 
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Menu-IV 

 

Status &Reports 

ViewStatusofAnyApplication 

RejectedApplicationDetail 

DisposedApplicationDetail 

PendingApplicationDetail 

ApplicationAdditionalFeePending 

DisposedTargetReport 

CollectedFeeDetail 

ApplicationTransferStatus 

Department&PlaceWiseSummary 

PlacewiseSummaryReport 

 

 

Menu-V 

 

MessagingServices 

SendMessage  

ReplyMessage  

MessageReports>> ReplyReceived 

 ReplyNotReceived 

 ListofRepliedMessage 

 

Menu-VI 

 

UserManagement 

ChangePassword 

CreateInternalUser 
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Application Operation: 

This menu has options for processing of information like receiving RTI application from citizen, 

generation of Form-B, receiving additional fee, forwarding of application etc. Sub menu under ‘Application 

Operation’ are described below: 

[6.1.1(i)]RegistrationofRTIapplicationfromthe citizen: 

Toregisternewapplicationclickon‘Application->New’submenuin‘Application Operation- 

>ReceiveApplicationfromApplicant’menu 
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 ‘Information Required From’ block in the above form have field for entering the department, place/district, 

office,officer.Theseparametersareforthedepartment/officefromwhichtheRTIinformationisrequiredby the 

citizen. 

 Dateofapplicationis thedate ofsubmittingof applicationbythecitizen. 

 ‘Mark’ check box, check it if the application is not concerned to receiver and want to transfer it to theconcern 

officer. 

 ‘FromDate &ToDate’istheperiod forwhichapplicant requestforInformation. 

 ‘InformationSubject:Fillbrief/subjectof Information 

 InformationDescription ->Fillcomplete applicationdetail 

 AttachFile:> Ifthecitizensubmitwrittenapplication,itcanbescanned andattachedhere.(only.pdfis allowed) 

 ‘ContactDetail’ blockisforfeedingtheinformation oftheapplicant likename, address,email, phoneno 

 BelowPovertyLine:If theapplicant belongtoBPLfamilyclickon ‘Yes’ check boxotherwiseon ‘No’ 

checkbox. 

 IftheapplicantisfromBPL,thantherewillbeno fee.HencePayMode,DraftNo,BankName,draftDate are not 

allowed. 

 If the applicant isNot a BPLCandidatethantherewill beRs.50/-as fee which can bepaid 

 Select‘Paymode’whichmaybe ByCash/ByBankDraft/ByTreasuryChallan/ ByPostalOrder 

 If the PayModeis Cash than,Draft No, BankName, draftDate will bedisabled. 

 IfPayModeisotherthan Cash thanSelectNameofBank/Treasury/PostOfficeetc.anddraftNo/PostOrder 

No/Challan No and Draft Date. 

 ‘ModeofInformation’->Itisthemodebywhich applicantwantsthedeliveryofrequiredinformationfrom the 

department. It may be By Soft Copy, By Hand, By Registered Postetc. 

 Save:Afterfilingthe form,click onthe‘Save’ Button tosavetherecord. 

 UniqueApplicationregistrationnowillbegenerated,whichwillbeusedbytheapplicantforallfuture 

correspondences. 

 Receiptwillbegenerated; onepartofthereceiptwillbesignedbytheapplicantandtobeattached withthe other 

documents. 

 2nd partofreceipt willbesigned bythe receivingofficers andwill be given to thecitizen/applicant. 
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 (ii)EditApplicationReceipt 

To modify the application contents, either click on the ‘Edit’ button on the form given above or press 

‘Application Operation->Application ->Modify’ option in the menu. All applications which are pending with the 

current user or forwarded to the other but not physically received by him/her will be displayed for edit as given 

below: 
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 Usercan searchbyapplication no andname or addressof theapplicant. 

 ‘ViewDetail’linkistoseethedetailsoftheapplication. 

 Press‘Edit’ linktomodifythecontentsof the application. 

 

 

 

 ChangeanyFieldValue andclickon‘Update’button 
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 Generate,CancelAdditionalFee 

ThisoptionisforPIO.Iftheadditionalfeeisrequiredfromapplicant,PIOwillgenerateForm-Bfor additional fee. 

 (i) 

Press‘ApplicationOperation->Generate,CancelAdditionalFee->GenerateFormBforAdditionalFee’fromthe menu, 

list of pending applications will be displayed as below: 

 

Clickon‘FormB’to generate Form-B, Formwillappear asbelow: 
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 Userwillentertherequiredamountandpress‘Submit’button. 

 Form-Bwillbe generated whichwillbesenttotheapplicant. 

 Citizencanalsoseeitonthe site. 

 

 

6.1.2 (ii) Cancel Form-B: If Form-B is wrongly generated; PIO can cancel it before depositing of fee by applicant. 

This option is in ‘Application Operation->Generate, Cancel Additional Fee ->Cancel Form B of Additional 

Fee’ menu. List of applications for which Form B is generated and fee is not deposited by the applicant/citizen will 

be displayed as below. Press ‘Recall’ link to cancel the Form B. 
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Clickon SubmitthenfillthereasonforFormBCancellation andthenClick. 

 

 

6.1.2(iii).ReceiptofadditionalFee: 

ApplicantcandepositthefeetoPIO/APIOofthedepartmentortotheCSCorRTIcell.Togotothisoption, select 

‘Application Operation->Generate, Cancel Additional Fee ->Receive Additional Fee from Citizen’ 
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fromthemenu.List ofapplicationsforwhichForm-Bis generatedandfeeisnotdepositedbytheapplicantwillbe displayed. 

Press‘SubmitFee’linkintheabove grid,aformwillappearasbelow: 

 

 

 Selectthepaymentmode(cash/demand draft/challan) 

 Press‘Submit’button,Receiptwillbegenerated. 

 Aftersigningbythe receivingofficer, itwill begiven to thedepositor. 
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6.1.2(iv) Cancel Received Fee: If the additional fee received has some mistake, it can be canceled. However, its 

recordswillbethere,whichcannotbedeleted.Select ‘ApplicationOperation->Generate,CancelAdditionalFee 

->CancelAdditionalFeeReceivedfromCitizen’fromthemenu. Listofapplicationsforwhichtheadditionalfee is 

received by the user will be displayed. Press ‘Recall’ link to cancel the receipt. 

 ReceiveFeeFromCSC/RTI/APIO:AdditionalfeecanbetakenbyPIO,APIO,RTIcellandCSC.Whenever 

additional fee is received by other than PIO, it has to be forwarded to the concern PIO. 

 If theadditionalFeeisreceivedbyCSC,ithastobedepositedinthedistrictRTIcell,RTIcellwillgivethe receipt and 

deliver it to concern PIO. 
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 RTIcellcanalsoreceive theadditionalfee fromtheapplicant. 

 RTIcell will deposit theadditionalfeeto theconcernPIO. 

 APIOofthedepartment/office canalso receivetheadditionalfee and deposititwiththePIO. 

 Select ‘Application Operation->Additional Fee-> Receive Fee From CSC/RTI/APIO’ from the menu. List of 

applications for which the other user has taken the additional fee and same forwarded to the current user will 

be displayed. 

 Selectthecheckboxagainsttheapplication 

 Press‘Submit’buttontoreceivetheadditionalfee. 

 Receiptwillbegenerated andsamewillbehandedovertothedepositoraftersigning. 

 

6.1.2(v)Reject,Dispose(Final)&Transfer: 

Userwilltakeactionfordisposalofapplicationspendingwithhim/her.ForRejecting/Forwarding/Disposal of the 

application 
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 Select‘ApplicationAction’from‘ApplicationOperation’menu 

 Allapplications pendingwith theuserwillappear. 

 Usercantakefollowingactions: 

 Rejection/Intimationofapplication:OnlyRTIcellorPIOcanrejecttheapplicationandintimatetoapplicant. 

 Forwardingofapplication:Application,whichisnotconcernedtothereceiver,canbeforwardedtothe 

concerned department/office/officer/PIO 

 Application,received byCSC userwillbeautomaticallyforwardedto theDistrict RTIcell. 

 RTIcellwill forwardthe applicationstothe concernedPIOofthedepartment usingthisform. 

 ApplicationreceivedbyAPIOofthedepartment,willbeforwardedtothe concernPIO. 

 PIO canalsoforwardtheapplicationtootherPIO ofitsdepartmentifitisnotconcerntohim/her. 

 

Dispose/Finalof application: 

AftergeneratingForm-B,takingadditionalfeeifany, andcollectingtherequiredinformation,PIOcandisposethe application. 

 

 

 

 Officercanwritethedescriptionofactiontakenin‘Remark’box 

 Onecanalso attachthe.pdf files. 

 Ifselectedactionis‘forward’,thenitwillaskthe department/office/officertowhichtheapplicationhastobe 

forwarded. 

 Iftheactionis‘Dispose’PIOmustattachinformationin.pdfformsought bytheapplicantsothatthe applicant 

can download it. 

 Letterwillbe generated fortheactiontaken.Signitandsenttotheconcern. 
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Onforwarding/transfertheapplication,Form-2willbe generated: 

 

 

OnRejection, rejectionletterwillbegenerated: 
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OnFinalDisposal,letterwillbegeneratedasbelow: 

 



37 

 

 

NIC-HRSC USER MANNUAL RighttoInformation-MIS 

 
 

6.1.2(vi)CancelRejected,Disposed&Transferred: 

Usercanreversethe action offorward/reject/disposeif itis takenbymistake. 

Press‘Recall’optionin‘ApplicationOperation’ menu.Selecttheactiontobereversed(Forward/Reject/Disposed) 
 

 

 Forwarded applicationscanonlyberecalledback iftheofficertowhomithasbeenmarkedhasnot takenany action. 

 Press‘Search’tolistthe applications 

 Allsearchedapplicationswillbe displayed. 

 Selectthecheckbox against theapplicationandpress‘Recall’ Buttontoreveresthelatestaction. 

 Applicationwill bebackintheuseraccount fortakingfurtheraction. 

 

 UserOperation OtherUserOperation 

 Application whenever received by some office/official to which it is not concerned like by CSC or RTI cell, 

and then the application is transferred/forwarded to the concerned department/office/PIO. Whenever the 

application physically received by the concerned officer/PIO, receipt of the application is given and 

application will come in his/her user account for further dealing. 

 Thisform is forRTIcelluserand PIO ofthedepartment. 

 RTIcell userwill receive the filefrom CSC andforward it to theconcernedPIO ofthedepartment 

 PIOofthedepartmentwillusethisoptionwhenevertheapplicationsareforwardedbyitsAPIOorbythe RTIcell. 

 Press‘ReceiveFiles’ from‘ApplicationOperation’menu 
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 OnSelectingDepartment,Place,Office/Branchalistwillappearhavingthelistofusersfromwhichthe 

forwarded applications are pending for receiving. 

 SelecttheUser fromDropDown Listforgivingreceiptofapplication. 

 Listofapplicationsforwardedbytheselectedofficerwillappear. 

 Selectthecheckboxagainsteachapplicationforreceiving. 

 Press‘save’Button. 

 Areceiptletterwillbe generated,giveittodepositoroftheapplicationaftersigning. 
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 PrintDuplicate 

PrintDuplicateforForm-I,Form-B,Form-2,AddititionFee,Dispose(Final)letter,Rejection/intimationlatter etc by 

using this menu. 

Bypressing‘PrintDuplicate->ApplicationReceipt(Form-I) 

 

 

Click onReceipt 
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Bypressing‘PrintDuplicate->AdditionalFeeReceipt 

 

Cick inprintforduplicate 
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Bypressing‘PrintDuplicate->Form-B 
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Bypressing‘PrintDuplicate->Form-2/Rejection/Dispose 

 

DuplicateForm-2,Rection/intimation,Dispose/Finalletterwillbeappearing. 
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 Status& Reports: 

This module has various reports about status of application, Disposed/Final Application, Rejected/intimated 

Applcation, Additonal Fee Pending Application, Total Fee Collected, Disposed Target and Department and Place 

wise Summary Report. These reports can be seen as per the role of the user. 

 

‘Status&Report->View statusof anyApplication’: 

Thisreportwillgivethecurrentstatusofanyapplication. 
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‘Status&Report->RejectedapplicationDetail’: 

Clickon Submit 
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‘Status&Report->DisposedApplicationDetail’ 
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‘Status&Report->PendingApplicationDetail’ 



47 

 

 

NIC-HRSC USER MANNUAL RighttoInformation-MIS 

 
‘Status&Report->ApplicationAdditionalFeePending’ 

AdditionalFeeDetail:Thisreportwilldisplaythelistofapplicationsforwhichadditionalfeeisreceivedby the login 

user and to be deliverd to the concerned PIO of the department. 

 

 

‘Status&Report->DisposalTargetReport’ 
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‘Status&Report->Collected Fee Detail’ 
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‘Status&Report->ApplicationTransferStatus’ 
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Department&PlacewiseApplicationsSummary Report: 

Thiswillgive thedepartmentand place wisedetail ofnoof applicationsreceived,rejected,anddisposed. By 

clickingon the no’s, onecan seethedetail list. 
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PlaceWiseApplicationSummaryReport: 

ThiswillgivethePlacewisenoofapplications received,disposed, rejectedin aparticularperiod. Onecan 

seethedetailslist ofapplicationsbyclickingon no’s. 
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 Messaging Services: 

PIO is the window for the citizen to get information under RTI act. But he/she has to collect the information 

from different branches/officers. This module is for writing the letter to the ‘Internal Users’ of the department for 

collecting the information required by the applicant from the officers of different branches of the department. After 

collection the information from different offices and consolidating it, application can be disposed and information 

can be uploaded on the site, which can be further downloaded by the applicant. This module has followingoptions: 

SendMessage:Thisoptionis forPIO. Onchoosingthis optionallpendingapplicationswill bedisplayedasbelow: 
 

Press‘Send’linkagainsttheapplicationapopup windowwillappear. 
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 Selectthedepartment/office/place/officertowhich userwanttowrite letter. 

 Writethecontentoftheletterin ‘Description’box 

 Onecanalsoattachletter 

 Press‘Submit’buttontosendtheletter. 
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ReplyMessages:Lettersent bythePIO and notrepliedbytheuserwillbedisplayedafter choosingoptions 

 

Presson‘ReplyNow’linktoreply,followingscreenwillcome: 

 

 Filldescription and attach the fileif any(only.pdffile.) 

 Clickon ‘Submit’ button. Replywill besent to thesenders of theletter. 
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Message Report 

ReplyReceived: 

PIOorsenderofthelettercanseeallthereplyofhis/herletter.He/shemaydownloadtheinformationand consolidate it for 

uploading for the citizen/applicant. 

 

Screen 

ReplynotReceived: Thisoption will give listofletterswritten to anyofficerwhosereplyisawaited. 
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Listof RepliedMessages:This willgive thelist ofletters, whicharerepliedbythe user. 

 

 

 UserManagement: 

Change Password 
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CreateUser (internal) 

DepartmentalUserforInternal Communication. 
 
 

 

 

n  

 

6.7 Logout 

CloseCurrentwebpagesandmovetoLoginPage. 
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ForFirstAppellateAuthority 

Menus-Detail 

 

FirstAppeal Operation Print Duplicate Status &Reports UserManagement 

FirstAppealEntry DuplicateAppealReceipt ReportofAppeals ChangeUser 

Password 

ModifyAppeal    

NextHearingDate    

Proceeding    

 

7. FirstAppellateAuthority 

7.1.1FirstAppealOperation 

 

First Appeal Entry :Applicant can appeal to the First Appellate Authority, if he/she is not satisfied withreply 

of the PIO or not received the reply from PIO by providing the RTI application detail. This formforregistering the 

appeal received from the citizen. Registration no will be generated which will be given to the applicant. 
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ModifyAppeal :Itis for editingthe detail ifanythingwrongentered. 

NextHearingDate:Thisformistoeditthenexthearingdate ofthecase. Itwillbeautomaticallypublishedonthe site for the 

applicant. 
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Proceedingof Appeal:Itisforuploadingtheproceedingofthe case. 
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Print Duplicates 

PrintDuplicate AppealApplication. 
 

Status&Report 

ReportofAppeals:This givethe report about pending,decided,interimdecision applications. 
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8. OnlineCitizenInterface 

 SubmitApplicationOperation 

 

SubmitApplication:Applicantcansubmitapplicationtodepartment’sPIO.IfapplicantisunderBPL 

scheme,thenhehastoattachproofof BPL,and nofeerequiredforBPL.CitizenrequestPIOtoGenerate FormB 
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 Add/AdditionalFeeDetails Operation 

 

Add/AdditionalFeeDetailsApplication:WhenPIOsuccessfullygenerateForm‘B’requestthencitizenpay 

requiredadditionalfeedetail. 
 

 

Afterclickingonsubmitbuttonbelowformwillappearandcitizencanpayfeebyusingbankaggregator which are 

mentioned in drop down list 
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Citizencangenerate Firstappealfor FAAdepartmentifheisnotsatisfiedwithPIO. 
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