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1. Getting Started 

 
Step 1: Enter URL e.g.http://rgdpstest.rajasthan.gov.in/in the web browser and following 

HomePage of the MIS portal for Rajasthan Guaranteed Delivery of Public Services Act 2011 will appear 

on your screen. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Step 2: Role based access is given to the users by the System Admin. To Logininto 

MIS portal, Give Username, Password & user Role type provided by the System 

Admin & Click on Login Button. 

 

 
 
 
 
(There are same user has more than one role type, so only select as specified role 
type to login, to access the Services) 

 
After Login, the following page will appear on the screen that has menu list (Quick Links) on the left side 

of the page and has LOGIN detail, NEWS & EVENTS, ALERT on the right side of the page & in middle of 

the page displays Dashboard specific to user type and role predefined/preconfigured in the system. 

 

 

 

 

 

 

 

 

 



 

2. Role based access control matrix 

 

 
Based on the following roles and rights for different user types, System Admin will create users 
through the Admin module and provide access as per the role assigned to them. 
 
 Role User Type View access on resources      

 Departmental 1. Departmental  Aging Summary,      

 users  Monitoring Authority  Department wise Summary,      

     Service wise Summary,      

     Office wise Summary,      

     Tehsil wise Summary,      

     District wise Summary,      

     On DashBoard:       

      O   Graph 1:  Status of services assigned by the 
      department      

      O   Summary  Grid: Status summary  of services 
      assigned to departmental use    
           

  2. Nodel Officers  Create/ Update Offices,      

     Create/ Update Posts,      
              

     Create/ Update Users,      
       Create/ Update User-Post relationship,    

       Create/Update News and Events,     

       View service-user mapping,      

     On DashBoard:       

     O   Graph 1: Department wise total Application Received. 
     O   Summary Grid: Status summary of Pending services 
      with Applicant Detail submitted himself/herself to the 
      department      

     On Alert:        

     O   Submitted total online Application.    

     O   Submitted total manual Application.    

     O   Applications forward to FAO.     

     O   Applications forward to SAA.     
        

  3. Designated Officer  Application Submission (Manual and Online),   

       My Online Daily Register.      

     My Manually Register.      

     First Appeal Register.      

     Second Appeal Register.      

     On DashBoard:       

     O Graph 1: Status of  services assigned to  the 
      department.      

     O Graph 2: Application status of today's accepted 
      applications by User.      

     O   Summary Grid: Status summary of Pending services 
      with Applicant Detail submitted himself/herself to the 
      department.      

     On Alert:        

     O   Last serve date applications.     

     O   Applications forward to FAO.     

     O   Applications forward to SAA.     

     O   Applications Re-assigned from FAO.    

     O   Applications Re-assigned from SAA.    
        

  4. Assistant Designated  Application Submission. (Manual and Online),   

   Officer  File First and Second Appeal (Manual and Online),   

       My Online Daily Register.      

     On DashBoard:       

     O   Graph 1: Status of services assigned to the department. 
     O Graph 2: Application status of today's accepted 
      applications by User.      

     O   Summary Grid: Status summary of Pending services 
      submitted himself/herself to the department.   

              



 
 

Kiosks users 5. e-MITRA_CSC user  Application Submission. (Manual and Online) 
 

    On DashBoard:  
 

    O Graph 1: Status  of  services  assigned  to  the 
 

     department. 
 

    O Graph  2:  Application  status  of  today's  accepted 
 

     applications by User. 
 

    O   Summary Grid: Status summary of Pending services 
 

     submitted himself/herself to the department. 
 

       

General 6. General Administrative  On Dashboard:  
 

Administrative  User  O Graph 1: Department wise total applications received. 
 

User    O   Summary Grid: Department wise application status  

     

     summary.  
 

      

District 7. DeGS Nodal Officer  Create/ Update Offices 
 

E-Governance    Create/ Update of e-MITRA_CSC KISOKs, 
 

society    Attach office with e-MITRA_CSC KISOKs.  

    

    On Dashboard:  
 

    O Graph 1: Status  of  services  assigned  to  the 
 

     department. 
 

    O Graph  2:  Application  status  of  today's  accepted 
 

     applications by User. 
 

    O   Summary Grid: Status summary of services submitted 
 

     himself/herself to the department. 
 

      

Appellate 8. First Appellate Authority  Inbox – Number of application applied for first level First 
 

Authority    Appellate appeal. 
 

      View first appeal register report. 
 

    On Dashboard:  
 

    O   Graph 1: Department wise total applications received. 
 

    O   Summary Grid: Service Wise Summary for online 
 

     applications. 
 

    On Alert:   
 

    O   Assign Applications in Inbox. 
 

      

 9. Second Appellate  Inbox – Number of application applied for Second level First 
 

  Authority  Appellate appeal. 
 

      View second appeal register report. 
 

    On Dashboard:  
 

    O   Graph 1: Department wise total applications received. 
 

    O   Summary Grid: Service Wise Summary for online 
 

     applications. 
 

    On Alert:   
 

    O   Assign Applications in Inbox. 
 

         

 

3. Application Status 
 
Any application submitted in the system will be assigned any of the following status at any given point 
 
of time: 
 
a. “Submitted”:When the Departmental user receives physically copy of the application 

formapplicant and submits the application in the “RGDPS MIS system” through online or by 

manual entry mode. The application entry will be set to be in submitted status. This enables the 

system to  
 

print Acknowledgement and track status for assigned designated officer/assistant designated 

officer. 
 
B.“Rejected”:On the “Submitted” application, designated officer can “Reject” the applicationassociating with 

the remark which supports the reasons for reject, it can be either Partial documents submission of 

existing document verification failed. 
 
C.“Disposed-off”:The status can be set as “Disposed-Off” by designated officer when the actualservice 

request will be closed by the department. It can be done within service stipulated timelines given at the 

time of the service applied or after due date. 



 

4. Application Submission 

 
Citizen fill the hard copy of “APPLICATION FORM” against specific service i.e. the guidelines for 

filling up the physical copy of application form and the relevant enclosures will be submitted with 

application against specific service. 

 
Aplication Entry screen will be populated for application submission 

 
 

 

 
 

For e-MITRA/CSC users below screen will be populated for application submission 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

5. Application Entry screen Details 

 

 

Selection of “Online Application Entry” Menu item will take designated officer to 
Application entry page where blank forms will be displayed without application number  
& application status. 

 

Designated officer information panel will be auto-populated from bank end process. 

 

Initially all related services will be available in the service panel form the department of 

same designated officer i.e. who logged it initially. These services will be available in 

dropdown list. Also all other designated officers list will be available in the selection 

dropdown list form the department of same designated officer i.e. who logged it initially. 

 

“Online Services available to related department Panel”: Selection of service from will 
have following changes in screen: 

 

Designated officer will be auto selected if attached to service. Also Departmental 
Designated officer list will be active for selection. 

 

Service delivery time will be auto calculated based on citizen charter for specific 

service. State holidays & officially off days will be added to the final service 

delivery date which will be auto calculated by system & will be display screen. 

 

“Enclosure Panel”: Enclosure (for verification of applicant details necessary to 

avail service) which was initially blank gets populated with enclosures attached 

with selected services. “All Enclosure” will enable & auto linked with mandatory 

documents listed under “Enclosure Panel”. 

 

“Save & Print acknowledgement” button will be enable. While clicking on the 

button, mandatory fields verification will be taken into consideration along with 

mandatory document checks, post successful verification of entries, 

Application/Acknowledge no. will be generated by system, which will be provided 

to end customer as receipt of acknowledgement along below information. 

 

Applicant’s information panel will have default selection “Urban” and “District Dropdown 

populated and remaining field will be blank for user entry. Based on the Urban/Rural 

option selection, the information will be asked to complete address details” i.e. if Option 

“Urban” get selected then “Mohalla & “Ward” information will be asked, Otherwise if 

Option “Rural” is getting selected then “Village & “Panchayat” will be selected. 

 

“Action on Application panel” will have only cancel button enable initially. As soon as 

complete application details, service details along with check box: ”I accept ………” will be 

filled, Save button will be enable to use. After successful save of application record there 

will be a success message on Alert panel along with application/  

acknowledgement number. Application Receipt format 

 

Print option visible to take quick print of it. After applying for a service, the applicant would be 
provided with an acknowledgement slip the print out of which can be taken for future references. 
The acknowledgement slip would have the following details: Note: The receipt format would be 
as below: 

Applicant’s particulars like name and address 
 
Application reference number 

 
 

 
 
 
 
 
 
 
 



 
 

 
Application submission date 

Service and department for which application has been made  
 

CSC details where the application was made e.g., CSC registration number if any.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Status check screen/Edit Application Details Screen: There shall be a status check screen, through which 

the User (Designated Nodel Officer/ Departmental KIOSKs User/ Departmental e-MITRA_CSC user) can 

check status of his/her service request using the unique acknowledgement number/Token Number 

provided when applied for a service. Also, there shall be a status change department’s end screen 

through which the Departmental Users can change status of the service requests in his bucket.  
 
Whenever there is a change in status in the application, the applicant would be sent an e-Mail (in case 

the applicant has provided the same) so that he/she can know the status of the application and 

accordingly take necessary steps.  
 
Whenever the Department official shall change the status of the application, there shall be “Remarks” 

field which can be used to let the applicant know of specific details, e.g., and the reason in case of 

rejection of the application form.  
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 



 
 

6. Master Screen Entities and their associated Activities 

 
 
 Process name  Activities  Functionality  Dependency  User Group  Functional Rights on 

 

   Details    on    individual resources 
 

            
 

   
Create 

 • Create Department by  
Not 

 
Administrator -- 

  
 

    
specifying department name    

All rights on all resources  

   
Department   

Applicable  
> Super Admin  

 

    
and other details     

 

           
 

 

Manage 
          

 

    • Search Department by       
 

 Department    specifying search conditions  
Department 

    
 

     
• Select the specific   

Administrator --   
 

   
Edit Department   

should exists   
All rights on all resources  

    
department from search result   

> Super Admin  
 

      
in the system    

 

     
• Edit the selected department      

 

           
 

     and update       
 

             

     • Create new designation by       
 

     specifying details.  Department     
 

   
Create 

 • New designation will inherit  should be  
Administrator -- 

  
 

    
the service of department in  

created prior   
All rights on all resources  

   
Designation    

> Super Admin  
 

    
which this designation is being  

to    
 

          
 

     created and it will be  designation     
 

     customizable       
 

             

     • search of designation       
 

     • select particular designation    
Administrator -- 

  
 

   
Edit Designation  

to edit     
All rights on all resources  

       
> Super Admin  

 

     
• Change the details of      

 

           
 

     designation and update       
 

 

Manage           
 

    • Search Department       
 

 

Designation 
         

 

    • Select designation  Department     
 

          
 

   
Map Department 

 • Provision to add new  should be  
Administrator -- 

  
 

    
designation in existing  

created prior   
All rights on all resources  

   
to Designation    

> Super Admin  
 

    
hierarchy for future expansion  

to    
 

          
 

     to cater new designation  designation     
 

     hierarchy       
 

             

     • Search designation  
Particular     

 

     
• Select the services of      

 

      
Service     

 

     
department to be mapped with      

 

   
Map Services to   

should be  
Administrator --   

 

    
designation    

All rights on all resources  

   
designation   

created prior  
> Super Admin  

 

    
• While creating designation     

 

      
to mapping to     

 

     
admin will be able to define      

 

      
designation     

 

     
the parent designation      

 

           
 

             

     • Specify department       
 

     • Specify other parameters of  
Department 

    
 

     
services      

 

 
Services  

Create/Edit   
should be Administrator --   

 

   
• Mapping of the enclosure to  

All rights on all resources  

 
Management  

Service   
created prior  

> Super Admin  

   
services     

 

      
to service     

 

     
• Mapping of physical      

 

           
 

     jurisdiction to services       
 

             

     • Specify department      
• Super Admin- can add  

     
• Mapping of physical  

Department  
Administrator --  

 

        
office under any  

     
jurisdiction of office  

should be  
> Super Admin  

 

        
department  

   
Create Office  

• Mapping of administrative  
created prior  

Administrator --  
 

       
• e-MITRA_CSC Admin-  

     
jurisdiction Level  

to office  
> e-  

 

        
can able to add office for  

     
• Mapping of parent office  

creation  
MITRA_CSC  

 

 
Office       

their department only  

    
• Mapping of reporting office      

 

 

Management          
 

            

        

Administrator -- 
 

• Super admin- can edit  

          
 

          
office under any  

     
• Search office    

> Super Admin  
 

         
department  

   
Edit Office  

• Select office in search result    
Administrator --  

 

        
• e-MITRA_CSC Admin-  

     
• Edit office    

> e-  
 

         
can edit office for their  

         
MITRA_CSC  

 

          
department only  

           
 

             

     • Specify office  
Office should 

 Administrator --  • Super Admin-can add 
 

 
Post    

• Mapping of the physical   
> Super Admin  

post under any office  

  
Create Post   

be created   
 

 
Management   

jurisdiction   
Administrator --  

• Nodal Officer Admin -  

     
prior to post   

 

     
• Mapping of default services   

> Nodal Officer  
can add post for the  

         
 

             

 
 



 
 

 Process name  Activities  Functionality Dependency  User Group  Functional Rights on 
 

   Details   on    individual resources 
 

            

     to post   Admin  office comes under their 
 

     • Post will inherit jurisdiction of     department only 
 

     office by default and will be      
 

     customizable      
 

            

     
• Search the post 

  Administrator --  • Super Admin-can add 
 

       
> Super Admin  

post under any office  

     
• Select post from search    

 

       
Administrator --  

• Nodal Officer Admin -  

   
Edit Post  

result    
 

      
> Nodal Officer  

can add post for the  

     
• Edit Physical Jurisdiction    

 

       
Admin  

office comes under their  

     
post    

 

         
department only  

          
 

           
 

          • Super Admin-can map 
 

        Administrator --  role to any post 
 

   
Mapping of Role 

 • Select the post   > Super Admin  • Nodal Officer Admin - 
 

    
• Search role and select the   

Administrator --  
can map role to post for  

   
to Post     

 

    
desired roles   

> Nodal Officer  
the office comes under  

        
 

        Admin  their department only 
 

           
 

          • Super Admin-can map 
 

        Administrator --  service to any post 
 

   
Mapping of 

 • Select the post   > Super Admin  • Nodal Officer Admin - 
 

    
• Search role and select the   

Administrator --  
can map service to post  

   
Service to Post     

 

    
desired Service   

> Nodal Officer  
for the office comes  

        
 

        Admin  under their department 
 

          only 
 

            

     • Specify the user type   
All 

  
 

     
• Create a new user for DEGS     

 

   
Create user    

Administrator  
All rights on all resources  

    
/Kiosk and departmental    

 

       
user   

 

     
users     

 

 

User 
        

 

           

    

• Search user   

All    

 
Management  

Assign Post to      
 

   
• Select the post need to   

Administrator  
All rights on all resources  

   
user     

 

    
attach   

user   
 

         
 

            

   
Customize  • Search user   

All   
 

    
• Select the post     

 

   
default role of    

Administrator  
All rights on all resources  

    
• Select the roles from list of    

 

   
user    

user   
 

    
roles     

 

          
 

            

     
• Specify the district   Administrator --   

 

   
Create DEGS    

> DeGS Nodel  
All rights on all resources  

    
• Enter DEGS details    

 

 
DEGS      

Officer   
 

         
 

 

Management 
          

    • Search the DEGS   
Administrator --   

 

     
• Select DEGS from search     

 

   
Edit DEGS    

> DeGS Nodel  
All rights on all resources  

    
result    

 

       
Officer   

 

     
• Modify the DEGS details     

 

          
 

            

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

7. How to do master entries on actual screens with user interface? 

 

7.1. How to add/view/edit a department?  
 

i. Creation of a Department  
 

Step 1: The System Admin from DoIT&C will create a Department in the 
MIS portal. Step 2: Click on Department Add Department, following screen 
will appear. 

 
If the Department is an Admin Department, user has to check 
the box. Else, user has to select either of the following two:  

- Does Admin Department exist?  
- Does parent departmentexist?  
- Step  

3: Click on OK or reset for making any changes.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7.2. Create/View Designation: 
User can also see the list of designations created fordepartment/all departments 
depending on the type of user.  

 
Step 1: The System Admin from DoIT&C /Nodal Officer can view the list of Designations in the MIS 
portal. This user has rights to delete/edit the designations. 
 
Step 2: Click on Designation View Designation, following screen will appear. User can either edit or 
delete the designation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Step 3: Following screen will be displayed, if the user clicks on Edit option 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 4: After making any changes Click on OK. 
 
 

7.3. How to add/view/edit a service?  
 

iii.  Creation of a service 
 

Services notified under the Rajasthan Guaranteed Delivery of Public Services Act 2011 

for any Department will be added in the system. To enable monitoring of department 

users w.r.t to the delivery of services, existing or additional will be added in the system. 

User has to enter service delivery time for a service. 

 

Step 1: The System Admin will add services to a Department.  
Step 2: Click on Services   Add Services, following screen will appear.  
Step 3: Click on OK or reset for making any changes. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



iv. View Service:User can also see the list of services created for 
department/alldepartments depending on the type of user. 

 
Step 1: User can view the list of Services in the MIS portal. This user has rights to edit 
the Services. 

 
Step 2: Click on Service View Service, following screen will appear. User can edit the 
Service. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 3: Following screen will be displayed, if the user clicks on Edit option 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 4: After making any changes Click on OK. 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

7.4.  How to add/view/edit enclosures to a service?  
 

i.  Add enclosures to a service 
 

For availing any service, user is supposed to fulfill the requirements of a service in terms 
of the supporting documents or enclosures. In case a user has not submitted all the 
required enclosures while filing an application, his/her application is liable for rejection. 

 

Step 1: The System Admin will add enclosures to a service. 
 

Step 2: Click on Attach enclosures to a Service Add Enclosures, following screen will 
appear. 

 
Step 3: User has to select the service from the list and enter name of the enclosure to 
be added to that service. Click on OK or reset for making any changes. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
ii. View enclosures of a service:User can also see the list of enclosures of a 

servicecreated for department/all departments depending on the type of user.  
 



Step 1: User can view the list of enclosures required for availing a service in the 
MIS portal. This user has rights to edit the enclosures of a Service. 
 
Step 2: Click on Attach enclosures to a Service View Enclosures, following screen will 
appear. User can edit the Enclosures. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3: Following screen will be displayed, if the user clicks on Edit option 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 4: After making any changes Click on OK. 
 
 
 
 
 
 
 
 
 
 

 



 
 

7.5. Establish relationship between Designation and a Service?  
 

i. Attach Designation to a Service  
 

Any service of a Department is linked with the designation which is in turn is delivered at 
the office level by the posts. Hence, it is essential to first link service with the 
designations which are responsible for delivering that service. 

 

Step 1: The System Admin will attach designation to a service. 
 

Step 2: Click on Desig-Service Relationship Attach Desig-Service, following screen will 
appear. 

 
Step 3: User has to select the department, service from the list and select 
the designations which are to be attached to the selected service. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ii.  View Designation Attached to a Service 

 

User can also see the list of designations attached to a service of a department. 
 

Step 1: User can view all the Designations held responsible for delivering any service. 
Step 2: Click on View Desig-Service Relationship View Desig-Service, following screen 
will appear. User can edit the Designation. 
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Step 3: Following screen will be displayed, if the user clicks on Edit option 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
Step 4: After making any changes Click on OK. 

 



7.6. How to add/view/edit office for a department?  
 

i.  Creation of an Office 
 

In real terms, Department is actually a system but the system is implemented or 
executed through an office. The functions of a Department are performed by the offices 
of that department. 

 
 

Step 1: The Departmental Nodal Officer will add offices to a department. 
Step 2: Click on Office Add Office, following screen will appear. 

 
Step 3: User has to select the department name from the list and enter the details of 
an office. Click on OK or reset for making any changes. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ii.  View Office 

 
User can also see the list of offices of a department /all departments depending on 
the type of user. 

 

 

Step 1: The System Admin from DoIT&C /Nodal Officer can view the list of offices of a 

department /all departments in the MIS portal. This user has rights edit the offices. 

Step 2: Click on Office View Office, following screen will appear. User can edit or the 

Office. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Step 3: Following screen will be displayed, if the user clicks on Edit option 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 4: After making any changes Click on OK. 

 

 

 

 

 

 

 



 

7.7. How to add/view/edit post in a department?  
 

i. Creation of a Post  
 

In a Department, the responsibilities are assigned to the various Designations. 
Officers are assigned posts w.r.t. a designation for being uniquely identified in 
the Department System.  

 
 

Step 1: The Departmental Nodal Officer will add post to a designation. 
Step 2: Click on Post Add Post, following screen will appear.  

 
Step 3: User has to select the department name, designation and office from the 
list and enter the name of the post. Click on OK or reset for making any changes.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

ii.  View Post:  
User can also see the list of posts of a department office for a designation. 

 
 

Step 1: The System Admin from DoIT&C /Nodal Officer can view the list of posts of 
any office of a department for any designation in the MIS portal. This user has 
rights to edit the posts. 

 
Step 2: Click on Post View Post, following screen will appear. User can edit the 
Post. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 



 

Step 3: Following screen will be displayed, if the user clicks on Edit option: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Step 4: After making any changes Click on OK. 

 

7.8. How to add/view user in a department?  
 

i.  Creation of a User 
 

A user is a physical entity who works in a system on behalf of the post being hold by 
him. Step 1: The Departmental Nodal Officer will add user to a post.  
Step 2: Click on User   Add User, following screen will appear. 

 
Step 3: User has to select the user role type i.e. post, if the same user has more than one 

role type in the office then Nodal Officer can also select the more the one user Role 

types in the same user according the user have role types in the office. User can Select 

department name and office from the list and enter the personal and professional 

details in the system. Click on OK or reset for making any change 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

\ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

ii.  View User: 
 
User can also see the list of users belonging to an office of a department office. 

 
Step 1: The System Admin from DoIT&C /Nodal Officer can view the list of users of any office of 
a department in the MIS portal. This user has rights to edit the users 
 

Step 2: Click on User View User, following screen will appear. User can view user details & 
edit the User (by clicking Action Field). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3: Following screen will be displayed, if the user clicks on View option (In Action Field) to 
see user details. 

 

Step 4: Following screen will be displayed, if the user clicks on Edit option (In Action Field) 
 
 
 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5: After making any changes Click on OK. 

 
7.9 What is the relationship between Post and a User?  
 

i.  Attach User to a Post 
 

A user in the sy stem must have a post for performing his/her d uties. 
Step 1: The De partmental Nodal Officer will attach user to a post. 

 
Step 2: Click on User-Post Relationship Attach User-Post, foll owing screen will appear. 
Step 3: User has to select the department, user and post from the list. 

 
 

 

 

 

 



 

 

 

 

 

 

 

 

 

ii.  View User-Post  
User can also see the users of a department and the post being held by them. 

 
 

Step 1: The System Admin from DoIT&C /Nodal Officer can view all the users holding various 
posts.  
Step 2: Click on User-Post Relationship   View User-Post, following screen will appear. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 3: Following screen will be displayed, if the user clicks on Edit option (In Action Field) to 
edit the User-Post Relationship. 

 
 

 

 

 

 

 

 

 

 

Step 4: After making any changes Click on OK. 
 
Step 5: Following screen will be displayed, if the user clicks on View Service Detail option (In Action 
Field) to see the service List for the specified user. 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

7.10. News  
 

This section of the portal gives a facility to the departments to publish any news pertaining 
to them which will also be visible to the public. 

 
i. How to Add News/Events?  
Step 1: Click on News  Add News.  
Step 2: Fill in the details of the News/Events. Upload the file and enter the date. 

 
 
 
 

 

 

 

 

 

 

 

Step 3: Click on OK to add. Click on Reset to edit or add more news/events.  
Following is the screen for Adding News/Events. 

 

ii. How to View News/Events?  
 
 

Step 1: Click on News View News. Following is the screen for “View News/Events”. It 
displays the complete list of news/events for that department. 

 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 



 

 

Step 2: User can edit the News & its item from the view news/events screen. Following is the 
screen for “Edit News/Events”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3: After making any changes Click on OK 
 
 

8. MIS Reports – Open for all users  
 

The main objective of this portal is to enable monitoring of activities with respect to 
delivery of services performed by the officers at different levels. This portal gives a 
facility to monitor activities based on the user types.  
There are different types of MIS reports available in the system which is named as 
below: 

 

S.No. Type of MIS Reports Purpose 
     

1. Report   Show all applications reports that can be filtered in 
     different criteria’s like Report name wise, Department 
     name wise, Service name wise, Office wise, District 
     wise, Tehsil wise etc. 
     

a. My online Daily Shows Online applications assigned to D.O. for the 
 Register   given duration. 

b. My Manually Daily Manually applications assigned to D.O. for the given 
 Register   duration. 

c. First  Appellate Shows  to F.A.O. and D.O., Department wise All 
 Register   applications assigned to their First appellate Officer 

d. Second Appellate Shows  to S.A.A.  and  D.O., Department wise  All 
 Register   applications assigned to their second appellate Authority 

2. Aging summary  Aging  Summary  report  show  all  online  pending 
     applications pertaining to pending status by weekly, 
     fortnightly, monthly, Quarterly. It also narrows down the 
     search till application level details. 

 
Screens for different types of MIS reports are displayed below: 

 

 

 



 

 

 

8.1. Reports  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Reports have provided options:  
 Save report in MS Excel. 
 Save report in PDF. 

User can search Reports by Advance Search 
 
 
 
 
 
 
 
 
 
 
 
 
 

Advance search provide search options according to requirement of the user.  
 Report Name :-  

Search applications according to: 
 
 
 
 
 
 
 
 
 

 

 Submitted Date (From) /Submitted Date (To) :-  
Search application reports, according to given Date Duration.  

 Department Name :-  
Search application reports, according to given department name.  

 Office Name :- 
 

It shows the offices according to selected department, select the office to 
search related reports. 
 
 
  



 District/Zone :-  
Search application reports, according to select District/Zone.  

 Tehsil :- 
 

It shows the Tehsil according to selected District/Zone, select the Tehsil to 
search related reports.  

 Service Name :-  
Search the reports, according to select service.  

 Report type :-  
Search Application reports by online, manually or both. 

 

8.2. My Online Daily Register 

 

 
 
 

 
 
My online Daily Register has provided options:  
 Advanced Search 
 Save report in MS Excel. 
 Save report in PDF.  

User can search my online Daily Register reports by Advance Search. 

 

 
 
 



 
Advance search provide search options according to requirement of the user.  

 Submitted Date (From) /Submitted Date (To) :-  
Search application reports, according to given Date Duration.  

 Service Name :-  
Search the reports, according to select service.  

 Filter :- 
 

Search the reports; according to select filter i.e. Submitted, Rejected and             
Dispose Off. 

 

8.3.  My Manually Daily Register 

 
 

My Manually Daily Register has provided options:  
 Advanced Search 
 Save report in MS Excel. 
 Save report in PDF.  

User can search my Manually Daily Register reports by Advance Search. 

 

Advance search provide search options according to requirement of the user. 
 
 
 
 

  



 Submitted Date (From) /Submitted Date (To) :-  
Search application reports, according to given Date Duration.  

 Service Name :-  
Search the reports, according to select service. 

 

8.4.  First Appeal Register 
 
 
 
 
 
 
 
 
 
 
 
 
 

First Appeal Register has provided options:  
 Advanced Search 
 Save report in MS Excel. 
 Save report in PDF.  
User can search First Appeal Register reports by Advance Search. 

 
 
 
 
 
 

 

Advance se arch provide search options according to requir ement of the user.  
 Su bmitted Date (From) /Submitted Date (To) :-  

Search application reports, according to given Date Duration.  
 Report type :-  

Search Application reports by online, manually or both. 

 

8.5.  Second Appeal Register 
 
 
 
 
 
 
 
 
 
 
 
 
 



Second Ap peal Register has provided options:  
 Advanc ed Search 
 Save re port in MS Excel. 
 Save re port in PDF. 

 
 

User can search Second Appeal Register reports by Advan e Search. 
 
 
 
 
 
 
 
 
 
 
 
 

 

Advance se arch provide search options according to requir ement of the user.  
 Su bmitted Date (From) /Submitted Date (To) :-  

Search application reports, according to given Date Duration.  
 Report type :-  

Search Application reports by online, manually or both. 
 
 

8.6. Aging Summary  
 

 

Aging Summary has provided options:  
 Save report in MS Excel. 
 Save report in PDF.  
User can search Aging Summary reports by Advance Search. 

 

 

 



Advance search provide search options according to requirement of the user. 
 Report Name :-  

Search applications according to: 

 

 Department Name :-  
Search application reports, according to given department name.  

 Office Name :- 
 

It shows the offices according to selected department, select the 
office to search related reports.  

 District/Zone :-  
Search application reports, according to select District/Zone. 

 
 
 

 Tehsil :- 
 

It shows the Tehsil according to selected District/Zone, select the 
Tehsil to search related reports.  

 Service Name :-  
Search the reports, according to select service.  

 Report type :- 


 
 
Search Application reports by online, manually or both. 
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1    TRAINTHETRAINERS: Hands on exercise for Designated Officer 

 
Step 1: Enter URL e.g.http://rgdpstest.rajasthan.gov.in/in the web browser and 
following HomePage of the MIS portal for Rajasthan Guaranteed Delivery of Public 

Services Act 2011 will appear on the screen. 

 

 

Step 2: The Designated Officer/Assistant Designated Officer of a Department gets 
login in MIS Portal with aset of Test Data: 
 

For Example – Use the below set of test data for Designated Officer 
 

User Name      :jen1jcca1jvvnl  
Password :su 

User Role Type :Designated Officer 
 

The screen will be shown like below: 

 

 

After Login, the following page will appear on the screen that has menu list (Quick 

Links- Online Application, Manual Batch Entry and Reports) on the left side of the 

page and has Sign out detail and Edit profile, on the top of the page & in middle of 

the page displays Dashboard specific to user type and role 

predefined/preconfigured in the system. 
 
 
 



1.1   Online Application Submission 

 
Step 1:  This Designated Officer make an online application in RGDPS system for a 
service. 
 

Step 1.1: 
 

 Please get login by using above Credentials, after the successful login, 
find menus in the left side. 

 Select the “Online Application” link; find an option of “Submit 
Application”. 

     Click on the “Submit Application” submenu, an Application Form appears 
on the screen. 

 Enter the below Test Data in Application Form. 


Services : Repair of Electric Supply: (1) Voltage related complaints) during 

08:00AM to 10:00PM (for Industrial, municipal, defense & PHED area)  
Assigned To    : jen1  jcca1 [Designated Officer] [Junior Engineer1(A-1)JCC]  
Applicant Name: Test User  
District       : Jaipur  
Tehsil       : Jaipur    

           Address      : Test Address, Rajasthan 

 

Screen will be displayed as below 

 

 

Step 1.2: Please enter the required details in the Application Form and submit 
the application by clicking the “Ok” button. 

 
 

1. System will be generated the message on the alert panel located on 

screen with application number. This application number will be unique 

for application status tracking & filing Appeals. 



Outcome of the activity performed:- 

 
Message: Application has been submitted successfully; 

Acknowledgement Number is “1200001867“. 
 

 

 

 

 



 
Step 1.3:  Application Receipt Format 

 
The applicant would be provided with an Acknowledgement Slip (Print option 

is now available for print) for future references. The acknowledgement slip 

would have the following details: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 
Step 2: To view Application List, Please go to “View Application” sub menu. 

 

 

 
 
 
 
 

 
 
 
 
 
 
 



 
Step 2.1: To take action on the Application, Please go to “Next Action” Drop down list. 
 
The Designated Officer can take the following action after submitting the application:- 
 
 

 Submitted (Pending) 
 Submitted (Pending with incomplete info) 
 Rejected (Rejected) 
 Dispose off (service delivered) 

 

 

Step 2.2: 
 

Please save the Application by clicking the “Save” option, then following 

Message will be displayed on screen. “Application [1200001867] has been 

updated successfully.” 
 

1.2   Manual Application Submission 

 
Step 1: ADD Applications 
 

This Designated Officer makes a manual application in RGDPS system for a 
service. 

 
1. Please get login by using above Credentials, after the successful login, 

find menus in the left side. 
2. Select the “Manual Batch Entry” panel link; find an option of “Add 

Application”. 




 

3. Click on the “Add Application” submenu, an Application Form appears 
on the screen. 

4. Enter the below Test Data in Application Form. 
 

Services : Repair of Electric Supply: (1) Voltage related 
complaints) during 8:00AM to 10:00PM (for Industrial, municipal, 
defense & PHED area)  
Assigned To                : jen1  jcca1 [Designated Officer] [Junior                                 

Engineer1(A-1)JCC]  
Date                                      : 28-05-2013  
No. of App. Received  : 4 

 
 

 



 

Following screen will be displayed. 

 

Please click on the “OK” button to save it. 

 

Step 2:  View Received Applications 
 

Click on the “View Received Applications” submenu to view the 
number of Received Applications as below. 

 
 

 

Step 3: Add Rejected /Disposed off 
 

1. Please click on the “Add Rejected /Disposed off” submenu to add the 
Rejected or Disposed off Applications. 

2. Enter the below Test Data in Application Form.  
Services : Repair of Electric Supply: (1) Voltage related complaints) 
 during 08:00AM to 10:00PM (for Industrial, municipal, 
 defense & PHED area) 
Assigned To : jen1jcca1[Designated Officer] [Junior Engineer1(A-1)JCC] 
Batch Received Date : 28-5-2012 
No. of Received Applications : 4 
No. of Rejected Applications : 2 
No. of Disposed-off Applications : 2 
Date : 29-5-2013 

 



 

Please click on the “OK” button to save it. 
 
Step 4: View Rejected /Disposed off 
 

Click on the “View Rejected or Disposed off Applications” sub-menu to view the 

number of Rejected or Disposed off Applications as below 

 

1.3   MIS Reports for Designated Officers 
 
Step 1:  Online Daily Register 
 

Please click on the “Report” panel link & select “Online Daily 
Register” submenu. Then following screen will be displayed. 

 

 

 
 
 
 



 
 
 
Step 2: Manual Daily Register 

 
Then click on “My Daily Manual Register” submenu. Following screen will be 

displayed 

 

 

 

 

Step 3: Pendency Checker 

Then click on “Pendency Checker” submenu. Following screen will be displayed 

 

 

 

 

 

 



 

Step 4: Dashboard 

Please click on “Dashboard”, and then Following Screen will be displayed. 
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1. Getting Started  
 
Step 1: Enter URL e.g.http://rgdpstest.rajasthan.gov.in/in the web browser and following 

HomePage of the MIS portal for Rajasthan Guaranteed Delivery of Public Services Act 2011 will 

appear on the screen. 

 

 

Step 2: The Designated Officer/Assistant Designated Officer of a Department gets login in MIS 
Portal witha set of Test Data: 
 
For Example – Use the below set of test data for Designated Officer  
User Name :jen1jcca1jvvnl  
Password :su  
User Role Type :Designated Officer  
The screen will be shown like below: 

 

 

After Login, the following page will appear on the screen that has menu list (Quick Links- Online 

Application, Manual Batch Entry and Reports) on the left side of the page and has LOGIN detail, 

NEWS & EVENTS, ALERT on the right side of the page & in middle of the page displays 

Dashboard specific to user type and role predefined/preconfigured in the system. 
 

 
 



1.1.  Online Application Submission 
 
Step 1:  This Designated Officer make an online application in RGDPS system for a service. 
 

Step 1.1: 
 

1. Please get login by using above Credentials, after the successful login, find menus in the 
left side. 

2. Click on the “Submit Application” submenu, an Application Form appears on the screen. 
3. Enter the below Test Data in Application Form.

 
Services : Repair of Electric Supply: (1) Voltage related complaints) during 
08:00AM to 10:00PM (for Industrial, municipal, defense & PHED area)  
Assigned To    : jen1  jcca1 [Designated Officer] [Junior Engineer1(A-1)JCC]  
Applicant Name: Test User  
District : Jaipur  
Tehsil : Jaipur  

Address : Test Address, Rajasthan 

Screen will be displayed as below 

 

 

Step 1.2: 
 

1. Please enter the required details in the Application Form and submit the application by 
clicking the “Ok” button. 

2. System will be generated the message on the alert panel located on screen with 
application number. This application number will be unique for application status tracking 
& filing Appeals.  



Outcome of the activity performed:- 

 
Message: Application has been submitted successfully; 

Acknowledgement Number is “1300483958 “. 
 

 

 

 



 
 

Step 1.3:  Application Receipt Format 
 

The applicant would be provided with an Acknowledgement Slip (Print option is now 

available for print) for future references. The acknowledgement slip would have the 

following details: 

 

 

 

 
 
 



 
 
Step 2: To view Application List, Please go to “View Application” sub menu. 

 

 
 

 

Step 2.1: To take action on the Application, Please go to “Next Action” Drop down list. 
 
The Designated Officer can take the following action after submitting the application:- 
 

 Submitted (Pending) 
 Submitted (Pending with incomplete info) 
 Rejected (Rejected) 
 Dispose off (service delivered) 

 

 

Step 2.2: Please save the Application by clicking the “Save” option, then following 

Message will be displayed on screen.  
 
“Application [1200001867] has been updated successfully.” 

 

 

 

 

 

 

 



1.2. File First Appeal 

 
 
Case:1 If Applicant file the First Appeal within 30 days of service serve date.  
Step1: Please logout from the Designated Officer and gets login in MIS Portal with a set 
of Test Data  
(First Appeal Officer):  
For Example – Use the below set of test data for First Appeal Officer  
User Name   :aenjcca1jvvnl  
Password :su  
User Role Type :First Appeal Officer  
Filing Date   :29-01-2013 

 

 

Step 2: 
 

a. Please get login by using above Credentials, after the successful login, 
find menus in the left side. 

b. Select the “File Fist Appeal” menu, find an option “Track online App & Assign”.  
c. Enter Online Application Numberin Search Section and click on the “Search” 

button. 
 
 
Step 3:  
 

1. After clicking on the search button, get information of that application and then assign 
theapplication to the First Appeal Officer.  

Designation :Assistant Engineer  
Post :Assistant Engineer (A-1)JCC (FAO)  
Officer Name :Mr AEN jcca1 [Assistant Engineer] [Assistant Engineer(A-1)JCC (FAO)] 
 



 

2.  Please Fill Justification for filling an Appeal section and Click on “Save” button. 
 
Outcome of the activity performed:-  
Message: First Appeal submitted. Application Number is [1300483958] 
 

 

Step 4: 
 

1. After Filing the First Appeal, click on the Left Menu “Inbox”, find a “View Inbox”submenu. 
2. Click the “View Inbox” submenu, find a list of applications assigned to first appeal Officer. 

  

 

 

 



Step 5: 
 

1. Click on “Action” icon for taking action on the application 1300483958 

 
Note:  1. This action redirects the edit page in which application details will be displayed for taking 
actionagainst the application. 
 

2. The First Appeal Officer can take the following action after Tracking & Assigning 
the application:-  

a. Rejected   
b. Assigned to DO.  

 

 

3. Please take action on application as Assign to DO and put Service Serve Date: 12-01-2012 
12:00:00 AM and save it. 

 
Outcome of the activity performed:-  
Message: First Appeal submitted. Application Number is [1300483958] 
 



 

 

 
Step 6: 
 
1. Click on the Left Menu “Inbox”, find a “View Inbox” submenu. 

a. Click the “View Inbox” submenu, find Appeal Status (Re-assigned to Designated Officer) 

 

 

 

 

 

 

 

 



 

 

Case:2 If Applicant file the First Appeal after 30 days of service serve date. 
 
Step1:  
 

1. Please logout from the Designated Officer and gets login in MIS Portal with a set of Test 
Data  

(First Appeal Officer):  
For Example – Use the below set of test data for First Appeal Officer  
User Name   :aenjcca1jvvnl  
Password :su  
User Role Type :First Appeal Officer  
Filing Date   :29-06-2013 

 
 

 
 
Step 2: 
 

Please get login by using above Credentials, after the successful login, find menus in the left side.  
 Select the “File Fist Appeal” menu, find an option “Track online App & Assign”.  
 Click on the “Track online App & Assign” submenu, an Application Form appears on the screen. 

 EnterOnline Application Numberin Search Section and click on the “Search” button. 
 
 

Step 3: 
 
 After clicking on the search button, get information of that application and then assign 
theapplication to the First Appeal Officer.  
Designation :Assistant Engineer  
Post :Assistant Engineer (A-1)JCC (FAO)  
Officer Name :Mr AEN jcca1 [Assistant Engineer] [Assistant Engineer (A-1)JCC (FAO)] 
 
 
 
 
 
 



 

 

 

 
 
 

 Please Fill Reason for Delay in Filing an Appeal (IF APPEAL IS AFTER 30 DAYS FROM THE DATE 
OF ORDER) and Click on “Save” button. 

  
Outcome of the activity performed:-  
Message: First Appeal submitted. Application Number is [1300483958] 

 
 
Step 4: 
 
 After Filing the First Appeal, click on the Left Menu “Inbox”, find a “View Inbox” Submenu.B. Click 
the “View Inbox” submenu, find a list of applications assigned to first appeal Officer 
 

 

 

 



Step 5:  
 Click on “Action” icon for taking action on the application 1300483958 

 
Note: 1. This action redirects the edit page in which application details will be displayed for taking 
actionagainst the application. 

 
2. The First Appeal Officer can take the following action after Tracking & Assigning the 

application:-         
a. Rejected   
b. Assigned to DO.  

 

 

 

 Please take action on application as Assign to DO and put Service Serve Date : 12-02-2012 
12:00:00 AM and save it.  
Outcome of the activity performed:-  

Message: First Appeal submitted. Application Number is [1200000011] 

 
Step 6: 

1. Click on the Left Menu “Inbox”, find a “View Inbox” submenu. 
2. Click the “View Inbox” submenu, find Appeal Status (Re-assigned to Designated Officer)  

 
 
 
 
 
 
 
 
 
 
 

 

 



1.3. Reports  
 

 First Appeal Register 
 

Please click on “ First Appeal Register” submenu. Then following screen will be displayed. 
 
 

 

 
 
 
 

1.4.   Dashboard  

 
 Please click on “Dashboard”, Then Following Screen will be displayed. 

 
 

 


