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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.
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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.

Please ensure the following before logging in

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, Login here
© You are accessing Government Information System.
© Government may monitor and auditthe usage of this system, and all persons User Name
are hereby notified that the use of this system constitutes consent to such
monitoring and auditing. Password
© Unauthorized access or use of this system is prohibited and subject violators Role Type --Select—— El

to criminal, civil, and/or administrative action.
Assistant Designated Officer
Designated Officer

First Appellate Officer
General Administrative User
HelpDesk

Nodal Officer

Second Appellate Authority

© Unauthorized modification of any information stored in this system is strictly
prohibited and may be punishable under the computer Fraud and Abuse Act of
1986 and the National Information Infrastructure Protection Act.

© There is no right of privacy in this system.

(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.
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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 0  Aging Summary,
users Monitoring Authority [l Department wise Summary,
[l Service wise Summary,
0  Office wise Summary,
[l Tehsil wise Summary,
1 District wise Summary,
[l 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 1 Create/ Update Offices,
[l Create/ Update Posts,
-
[l Create/ Update Users,
[l Create/ Update User-Post relationship,
[ Create/Update News and Events,
[l 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
1 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 1 Application Submission (Manual and Online),
[ My Online Daily Register.
[l My Manually Register.
[l First Appeal Register.
[l Second Appeal Register.
[l 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 0  Application Submission. (Manual and Online),
Officer T File First and Second Appeal (Manual and Online),
My Online Daily Register.
O 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 [l 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 0 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 [0  Create/ Update Offices
E-Governance [l Create/ Update of e-MITRA_CSC KISOKs,
society [ Attach office with e-MITRA_CSC KISOKs.
[l 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 |0  Inbox — Number of application applied for first level First
Authority Appellate appeal.
[ View first appeal register report.

1 On Dashboard:
o Graph 1: Department wise total applications received.

o Summary Grid: Service Wise Summary for online
applications.
L On Alert:
o Assign Applications in Inbox.
9. Second Appellate (1 Inbox — Number of application applied for Second level First
Authority Appellate appeal.

O

View second appeal register report.
[l 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”:0On 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

Application FORM Application Date : 17102012 12:18 PM

Office & Officer Details

parent Office XEM (CD.I), VWML JAIPUR Office Address AEN (A-T),IVVNL JATPUR
AEM (A-I),M.P.H. , jaipur

Department : Energy Department - VWML

Service /Application assigned to designated officer
Services : —Select— - =
Assigned To : - =

Present Designaton :

Service Duration @ Days Hours Serwvice Serve Date :

[ all Enclosure Submitted (Flease do not choose this selection, if any Mandatory document pending by applicant)
Applicant Address Detail

@ YRBAN ) RURAL

Applicant Mame : * District : —Select— - =
Maobile Mumber : Maohalla

E-Mail : Ward

Tehsil : - Fin Code :

Address : Remark :

ok

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

[Application FORM for all Services

Kiosk Token U E S e iR s B 03/02/2012 03:28 PM Application Date 03/02/2012 03:28 PM

[~ Office & Officer Details

PARENT DEPARTMENT : OFFICE ADDRESS

DEPARTMENT :

—Services available to related department

DEPARTMENT :  —-SELECT-—- [=]
SERVICES : Iz] =
OFFICE : =]
ASSIGNED TO : [=]= SERVICE DURATION : Days Hours
PRESENT DESIGNATION : SERVICE SERVE DATE :
[~ Enclosures 7 1 Applicant Address Detail
z © URBAN | RURAL
APPLICANT NAME : - DISTRICT :  --Select— E
MOBILE NUMBER : MOHALLA
E-MAIL : WARD
TEHSIL : E] = PIN CODE :
ADDRESS : REMARK :
< » -

— Action of Application

[Z] All Enclosure Submitted (Please do not choose this selection, if any Mandatory document pending by applicant) m




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 nhumber if any.

Print

{;{%‘3 Rajasthan Guaranteed Delivery
TN . . FORM OF ACKNOWLEDGEMENT
Aﬁb of public Services Act 2011

Application Number : 1200001862

Name of the designated officer : jenl jecal [Designated Officer] [Junior Engineer1(A-1)JCC]
Office Address : AEN (A-I),JVVNL JAIPUR

AEN (A-I),NPH., jaipur
Name and address of the applicant : Test user Test address, Rajasthan 0

Dat.e of receiving application in the office of 05/06/2012
designated officer :
Name of the service for which the application is Repair of Electric Supply : (1) Voltage related complaints) during 08:00AM to

gciven 10:00PM (for rural area)
Particulars of the documents which are essential for

receiving

service but are not enclosed with the application

Last date of the stipulated time limit : 06/06/2012
Place: jaipur Signature of Recipient
Date: 05/06/2012 03:35 PM Name and Designation with seal

Note:In case all the required documents are not enclosed with the Application,
Service Serve Date will not be given.

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 ) Cre.atfe 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 F:ondltlons Department N
. « Select the specific : Administrator -- .
Edit Department should exists . All rights on all resources
department from search result in the svstem > Super Admin
« Edit the selected department y
and update
« Create new designation by
specifying details. Department
* New designation will inherit should be -
Create . . . Administrator -- .
. . the service of department in created prior . All rights on all resources
Designation . ) . L . > Super Admin
which this designation is being | to
created and it will be designation
customizable
* search of designation
‘ - - . selept particular designation Administrator - -
Edit Designation | to edit > Super Admin All rights on all resources
» Change the details of P
designation and update
Maqage . » Search Department
Designation * Select designation Department
Map Department ) Pr.OV'S'(.m t(.) adq n.ew 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 .
department to be mapped with Service
Map Services to . . should be Administrator -- .
. . designation . . All rights on all resources
designation . . . . created prior > Super Admin
» While creating designation t0 Maoping to
admin will be able to define . pp. 9
. . designation
the parent designation
* Specify department
-S;E)/ie;lfsy other parameters of Department
Services Create/Edit . should be Administrator -- .
) » Mapping of the enclosure to . . All rights on all resources
Management | Service services created prior > Super Admin
i
» Mapping of physical to service
jurisdiction to services
) Spemfy departmgnt - * Super Admin- can add
» Mapping of physical Department Administrator -- )
Lo ) . office under any
jurisdiction of office should be > Super Admin department
Create Office Mapplpg of administrative creatgd prior Administrator -- | o-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 - -
. » Super admin- can edit
Administrator -- office under an
» Search office > Super Admin department y
Edit Office . Se!ect folce in search result Administrator -- | o-MITRA CSC Admin-
» Edit office > € can edit office for their
MITRA_CSC
department only
. Spemfy office . Office should Admmlstrator.-- » Super Adm|n-car'1 add
Post Create Post » Mapping of the physical be created > Super Admin | post under any office
Management jurisdiction Administrator -- | « Nodal Officer Admin -

» Mapping of default services

prior to post

> 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
Administrator -- | ¢ Super Admin-can add
 Search the post . )
> Super Admin | post under any office
* Select post from search . ) .
. Administrator -- | « Nodal Officer Admin -
Edit Post result

« Edit Physical Jurisdiction
post

> Nodal Officer
Admin

can add post for the
office comes under their
department only

Mapping of Role
to Post

* Select the post
« Search role and select the
desired roles

Administrator --
> Super Admin
Administrator --
> Nodal Officer
Admin

» Super Admin-can map
role to any post

*» Nodal Officer Admin -
can map role to post for
the office comes under
their department only

Mapping of
Service to Post

* Select the post
« Search role and select the
desired Service

Administrator --
> Super Admin
Administrator --
> Nodal Officer
Admin

» Super Admin-can map
service to any post

* Nodal Officer Admin -
can map service to post
for the office comes
under their department
only

Create user

« Specify the user type

* Create a new user for DEGS
/Kiosk and departmental
users

All
Administrator
user

All rights on all resources

User
) * Search user All
Management ﬁxsszlrgn Post to * Select the post need to Administrator All rights on all resources
attach user
Customize :SS;:cr:(t:rt]hl:asecr)st All
default role of P . Administrator All rights on all resources
* Select the roles from list of
user user
roles
Administrator --
. ify the distri .
Create DEGS Specify the dlstrlgt > DeGS Nodel All rights on all resources
» Enter DEGS details .
DEGS Officer
Management * Search the DEGS -
*» Select DEGS from search Administrator --
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 DolT&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.

Add Dupartmet

CEPARTMENT MaMs
15 THIS ADMIN DESSATVENT 7
DEPARTNENT ZHORT NaME

DORS ACNIN DEPARTNENT EXIET 2 DOGS PARENT DEPARTMENT EXIET

CECRATVENT 1Mane ¢ | | Browse

AP LA K

| .‘s' L Reset

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 DolT&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.

Vetw Dessguation s
Mikar On R Suex ®! Search on Word Saach
543 recards fad

Desspamion Kawe Depastment Mame Action



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

e Dexnignation

DEDARTMENT MAME | Uy
DESIONETION M
DESIONATION SHDAT BAW
DESIONETION TYFC | [eaonated OMcer .

REVARK

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.

Add Sevice
DEPARTMENT MAMS | St -

SERVICE s

SERVICE DETALL

SERVICE DELIVERY TIME [N DAYS

SCAVICE CRUIVEAY TIMG IN MOURE



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.

View Service -

Fiter On | — Please Select f=] Sesrchonwon Samch

e — Delivery Dadrvery _
ST —— e Sttt
S TimelOeys) TemefHours) T =

ipa arud 330.00
PRSP R [ —"—
Ao R e actia e %
Ractfieation Corettion  weler & -

eplhaarmert oF mated midan
)R ad et *- - - o™ L

- ! Carwees fsane >
Y e G & s T Y
iy vt Goaiy - 2
-
v Tes e R

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

tdit Service

CESAATMENT AANE |« P Heath Engneering Department .
FRAVICE WMk Repar of Hend-pung

EHVICK OSTALL

SEAVICK CELIVGAY TIME 1M Dava
SERVICE DELIVERY TIME In HOoB3 |
PENALTY © %000

REMAAK

3

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.

Add Enclosure

DEPAKTMENT MAME 1  jome (Polce’ DeoeTmarnt >

MYTOE NANE

oa forSemce

KRB

VenScaty

Ventcabion forPasspan

Venlcation for reoewal of Armed Licenss
abley othe copyeihaFIR

K

af
af
af

]

Ava

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

Attach Service - Dessgaation

BENE RYRI00

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

Edl Service- Deaignation
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Ok

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.

Add OMice

DEPARTMENT MAME ..Salecd v
CEFICE NAME PAASNT QFFICE . Zalert -

QFFICE WOANX DESCAIPTION WSAD OFFICE A

Comtact Detallx
9 UR=AN RURAL

CPFICE ACORE3S DPFICE PHONE RO

-Zalect - QFFICE FAX KO

TRIL “alact - BEMARK

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

Add Post

DEPARTMEMT MAME Select =1
QFFICS -

DESIGMATION NAME | wl

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

Step 1: The System Admin from DolT&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.

View Post

FRer O | — Flanss Seect v Seyrch on Word Search
Post Depariment Mame Dt Dexsgnation Name Action
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7.8.

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

tan Post

\A:!lu‘

Step 4: After making any changes Click on OK.

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
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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 DolT&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).
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Step 3: Following screen will be displayed, if the user clicks on View option (In Action Field) to
see user details.

User Info

User Name : SHO abrsadar

Create your User Id : sho_aburoadsadar_sirohi
Department : Home (Police) Department
Office : PS Abu Road Sadar, Sirohi
Address

PinCode :

Ward/Panchayat :

Vilage/Mohla

Phone Number :

Mobile Number : 9928628726

E-Mail : shoabusad-sir@rajpolice.gov.in
Date of Birth : 01/01/1900
Rermark :

Password :

Step 4: Following screen will be displayed, if the user clicks on Edit option (In Action Field)
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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.
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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 DolT&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.
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Step 3: Following screen will be displayed, if the user clicks on Edit option (In Action Field) to
edit the User-Post Relationship.

Edit Post User Reletionwhip
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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.
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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.

Al News | Evemt

WAL EVNTS

ATTACH A FiLE Browsa,

NEWS 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.

ji. 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.
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Step 2: User can edit the News & its item from the view news/events screen. Following is the
screen for “Edit News/Events”.

2R News/ Event

REWS/EVENTS ' DND

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 detalils.

Screens for different types of MIS reports are displayed below:
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Reports have provided options:
[J Save reportin MS Excel.
[l Save reportin PDF.
User can search Reports by Advance Search
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Advance search provide search options according to requirement of the user.

[1 Report Name :-
Search applications according to:

REPORTNAME : | Department wise Report El

SUBMITTED DATE (FROM) :  Department wise Report

port with Service

DEPARTMENT NAME : | napartment wise Report with District & Service

DISTRICT/ZONE : | Department wise Report with Office & Service
District wise Report
SERVICE NAME : | pjstrict wise Report with department
REPORT TYPE : | District wise Report with department & Office
District wise Report with department, Office and service

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

[1 Department Name :-
Search application reports, according to given department name.
[1 Office Name :-

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



[1 District/Zone :-

Search application reports, according to select District/Zone.

[1 Tehsil :-

It shows the Tehsil according to selected District/Zone, select the Tehsil to

search related reports.
[J Service Name :-

Search the reports, according to select service.

[1 Report type :-

Search Application reports by online, manually or both.

8.2. My Online Daily Register

My Online Daily Register

Information
Department Hame : Energy Department - JVVHL Office :
Office Address : AEN (A-I),N.P.H., jaipur User Hame :
... Applicant Application  Service
Sho. A["":I'n":“bz:’" Name /  Service Name Received Delivery
Address Date Date
Replacement of

Electrical Meter (1)
in case of meter
found improper/
non-functional
during checking/
inspection and
testing

i 1300714604 sd [ edd

My online Daily Register has provided options:
[J Advanced Search

[1 Save reportin MS Excel.

[J Save reportin PDF.

17/10/2012 15/01/2014

¥

AEN (A-I),JVVNL JAIPUR

Mr jenaaaa assss

Last
Action Status Remark

Date

17/10/2013 DisposeOff rr

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

My Online Daily Register

Information
Department Name : Energy Department - JVVNL Office :
Office Address : AEN (A-T),N.P.H., jaipur User Hame !
Adwvance Search
Submitted Date (From) :  [1/07/2012 j Submitted Date (To) :
Service Name : —Select Seniice- -
Status : —Select— -

AEN (A-I),JVVNL JAIPUR

Mr jenaaaa assss

11212012 i



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

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

[1 Service Name :-
Search the reports, according to select service.

[0  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
® S

@ W

Officer Imformation will be display here

Department Hame : Energy Department - IWVWHNL Office : AEN (A-I)IVVHL JAIPUR

Office Address : AEN (A-T),N.P.H., jaipur User Hame : Mr jenaaaa assss

m

Batch Application Received Rejected [ Rejected Dispose off
Number Sarvice Name Received Application Disposeoff Application Application
Date Count Date Count Count

Replacement of
Electrical Meter {1} in
case of meter found
1200008943 improper/ 01/06/2012 2 0
non-functional during
checking/ inspection
and testing
o 02/06/2012 O 2

Total 2

Replacement of
b

My Manually Daily Register has provided options:
[0 Advanced Search
[1 Save reportin MS Excel.

[1 Save reportin PDF.
User can search my Manually Daily Register reports by Advance Search.

My Manually Daily Register

Officer Imformation will be display here

Department Mame : Energy Department - JVVHL Office : AEN (A-I),JVVNL JAIPUR
Office Address : AEN [A-I),N.P.H., jaipur User Name : Mr jenaaaa assss

Advance Search
Submitted Date (From):  07/07/2012 = Submitted Date (To):  31/12/2012 =
Service Name —Select Service— hd

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



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

[1 Service Name :-
Search the reports, according to select service.

8.4. First Appeal Register

PO At Moo e
Fromean a2 Tolwe  Masn
Dvgorrnnt  Trorspont Depyimest

e Trovspon olfos dosd

Lher RS0

¥ 1

e
(1 |Lokwed | Tork Road Juous 108 e X011

|Lrban Devedogavt Dapariment/ 81 S0LANG 112 Now 2011

» 1
|2 fpemay) a4 10440 012 |0t Divwiganind Duprirue /R SOLANK) LT L S|
{4 Iwsiia |02 dn 2002 LUt Deveopanind Depariresl /L SOANG 01 esiite |
W jdule dude 10212 JUNhn Uovakcowurd Dupwivant /AL SRAMD_ JLLE X1 -

First Appeal Register has provided options:
[J  Advanced Search
[] Save reportin MS Excel.
[J Save reportin PDF.
User can search First Appeal Register reports by Advance Search.

First Appeal Register

No record found.

@ 8l

Department Mame : Home {Police) Department Office : DCP Morth, JPR
Office Address : DCP Office North Jaipur User Mame : addl.DCP

Officer Imformation will be display here

Advance Search

Submitted Date {(From) : 01012012 i Submitted Date (To) : 3122012

Report Type : All - m

Advance se arch provide search options according to requir ement of the user.
[1 Su bmitted Date (From) /Submitted Date (To) :-
Search application reports, according to given Date Duration.

[1 Report type :-
Search Application reports by online, manually or both.

8.5. Second Appeal Register




Second Ap peal Register has provided options:
[1  Advanc ed Search

[] Save re port in MS Excel.

[J Savere portin PDF.

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

§ Is ] .
= 3
Offscer Imfarmation will be displyy here
CSSRATHENT RAME o SANE Dend HtITes OFFICE ot witis
QFFLCE ALDRERS 154 UEEA WAME | Sy
Advance Suarch
SMMITTED DATE (FROM] | 0113012 2 BUOWITTED DATE (TO) + 31/12/2012 =
REPORT TYVRE . ) w| Show

Advance se arch provide search options according to requir ement of the user.

[J  Su bmitted Date (From) /Submitted Date (To) :-
Search application reports, according to given Date Duration.

[l Report type :-
Search Application reports by online, manually or both.

8.6. Aging Summary

Aging Summary

Report Mame : Department wise Report B Pending List @ allManual +0nline) © online ©) Manual
Department Name : Select lz‘ OFFICE : Select B
DISTRICT/ZONE : Select [+
SERVICE MAME : Select B
20 records found “J é':i
Dept. Name Totiﬂ Pending v_v'lthin Prescr‘lb-ed Delayed by 1-7 Delayed by 8 Delayed by Delayed by more than
Pending time limit days -15 days 16-30 days 30 days
Colenization 7 0 0 0 0 7
Energy Department - JDVVNL 1004 (7] 45 103 109 )
Energy Department - JVWNL 570 489 3 7 36 35
Food Civil Supply & Consumer = 0 = = = =

Affairs Department

Aging Summary has provided options:
[1 Save reportin MS Excel.

[] Save reportin PDF.
User can search Aging Summary reports by Advance Search.

Aging Summary

Report Name : Department wise Report B Pending List @ allManual + online) ©) Online ) Manual
Department Mame : Select B OFFICE : Select B
DISTRICT/ZONE : Select [~

SERVICE NAME : Select B



Advance search provide search options according to requirement of the user.
[l Report Name :-
Search applications according to:

Aging Summary

Repaort Mame Department wise Repart B Pending List @ aliManual + onling) ' online ©) Manual
Department wise Report

L trnenit N, : : Select

epartment Rame Department wise Report with Service =2 Iz‘

DISTRICT/ZONE : Department wise Report with District & Service
Department wise Report with Office & Service

SERVICE MAME :

District wise Report
District wise Report with department
Show District wise Report with department & Office

District wise Report with department, Office and service

[1  Department Name :-

Search application reports, according to given department name.
[l 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.

[1 Service Name :-
Search the reports, according to select service.

[1 Reporttype :-

Search Application reports by online, manually or both.
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RGDPS MIS portal

1  TRAIN THE TRAINERS: Hands on exercise for Designated Officer
1.1 Online Application Submission
1.2 Manual Application Submission

1.3 MIS Reports for Designated Officers



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.

| rajasthas scm _oesSteas X i 2 F | swe | S s Faa Y

|

‘ ' Rajasthan Guaranteed Delivery of | Home il Services | Fecabock il Heie |
g Public Services Act 2011

|
Tracking the application STATUS through an
online portal anytime anywhere

CITIZEN CHARTER LES NOTIFICATIONS
REVENUE = = 31.10.2011
PoLICE \MEND u-ﬂp:z 31.10.2011 (HEM-RIPA)
MEDICAL HEALTH X DM 07-06-12 ‘3—!@”’.1 ENGLISH RULES
READ seORE Fa = 5 o

Find OFficer(=) Va Service(=) we = To Cxi SDES AC-2011 The Gowermment of RI3jSStian N3 enaoiec Me Ka}so"\s'v
or 130 ensure st Pudlic Senvk

RGDPS Training ana responsmie manner

= S prosisions ofthe Act. W
o imar i p=opie In = M= DoUNG mENNAT. e O can mie me appe3l 3gaNSt ™ DesigNINec OMoeT and ™e omcial is > District wise Pendency
Service Feedback Dound 10 302 CISCIDINETY SCTIoN 35 Well 3 TN Up 10 RS 5000

> Departmeant wise Pendency

G2G Benefits

G2C Benefits

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 :jenljccaljvvnli
Password isu
User Role Type :Designated Officer

The screen will be shown like below:

rajasthan eeoe- — - —~— = = 3 ~=u

S— . —
———= ‘
z Rajasthan Guaranteed Delivery of v S— \\—/
s Public Services Act 2011 e 3

s e
o T My Service Performance Summary My Inbox for Date 27/Apr/2013
(Total 109) (Total O Submi >
e e 120 - 109
100~
so-
so-
<0 - o = o o o
z0- = o ~ z ! 3 s
pal| | | | 1 3 S
s oo —" £ f=
ersna oo
e
[E=— P = | = | Ontice.
Pending Menusi Applicstion Deteils (Totsl Pending Manust Applicetions Count = 03 I
Not Any A in your Inbox = |2
OICWeb=ites: Shwi R. L. Sclanks Phone -0141-5223214 Ste o=t Updeted o - 15-11-2011 | P — S1—19S— = =1 sex} = =

| S== o =y RISL (RejoOME

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:

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

find menus in the left side.
2. Select the “Online Application” link; find an option of "“Submit

Application”.
3. Click on the “"Submit 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
08:00AM to 10:00PM (for Industrial, municipal, defense & PHED area)
Assigned To :jenl jccal [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

Rajasthan Guaranteed Delivery of

‘Q/
Public Services Act 2011 ‘ : —_—

Applcation Date : 27/04/2013 04:06 PM

Oniine Application Applcation FORM

Mo el Batch Entry Offic= & OTfim=r Detois

T [aEN (AT 3vwNL 3ATPUR
ASN (AT jmmar

e Par=mt OTfic= - =i ccomnni sarmua ) P —
e Snmroy Dmpertrment - JUVNL
Servicm/Anpcation sx=igned o Gmsignsted offices
Servie=s -
Azzigom=a To -

Prmsmt Dmsignetion
Service Dursiion -

Apccant Address Dets

S UREBAN RURAL

Appicant Name : R=j
Motite Number
Tene Jaipur -~ =

44 ££5

Rk -

[ o ]| Re=e: |
| Contact wus | Mad | Disclesmer | &
Dev=icp=d by

= e Home= Femdbeck
S =L Ste La=t Updeted on : 15-11-2011 | fhone: — 91-145- 5151200, 5151240 & 5151090 | Sa= < RIS (R=joOME)

Addre== -

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:

Print

Rajasthan Guaranteed Delivery

: : FORM OF ACKNOWLEDGEMENT
of public Services Act 2011

Application Number : 1200001867

Name of the designated officer : jenl jccal [Designated Officer] [Junior Engineer1(A-1)JCC]

Office Address :

Name and address of the applicant -

Date of receiving application in the

AEN (A-D.JVVNL JAIPUR
AEN (A-) N PH _jaipur

Test User Test Address. Rajasthan O
05/06/2012

office of designated officer :

Name of the service for which the

Repair of Electric Supply : (2) Complaint received individually in the night period during
application is given

10:00PM to 08:00AM (for Industrial. municipal, defense & PHED area)
Particulars of the documents which are

essential for receiving

service but are not enclosed with the

application

Last date of the stipulated time limit - 05/06/2012

Place: jaipur

Date: 05/06/2012 03:20 PM

Signature of Recipient

Name and Designation with seal

Note:In case all the required documents are not enclosed with the Application,
Service Serve Date will not be given.

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

rajasthams secm

B 4 i
T —ome g
ﬁ Rajasthan Guaranteed Delivery of e

w» Public Services Act 2011 > 2 2

Apphcation List -

Lazt sogin Date -

Oniline Apphcation
Manual Batch Entry

Reports Flter On : — Please seiect — ~  Searchoon Word -

Subrmitted Dete (From) :  27/03/2013 T = sunmitted Dst= (To) - 27/04/2013

No./ . i ice S
KIOSK Token e Date Date

Avsdetiily of The ©oEY  ooeons

1300412057/ NA. cpgransdy

OICWebmites: S R L. ScleniG Phons -0141-5223214 il Comtt el L ok

Ste La=t Updsted on : 15-11-2011 | Shon=: — 91-145- 5151200, 5151240 & 5151090 | St= oy RIS (R=joOM)



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:-

e Submitted (Pending)

e Submitted (Pending with incomplete info)
¢ Rejected (Rejected)

e Dispose off (service delivered)

| action of Applicstion || Status Trall |

Current Staburs
Ml Aclion Submitted (Pending) IL'
..'_ 1 I 1
Submitted {Pending with incomplete Info)
r Rejected {Rejected)

Remark L d Save Resst

Dizpose0ff (Service Delivered) u
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”.

Manual Batch Entry
> Add Applications
» View Received Applications
» Add Rejected [ Disposed-Off
» View Rejected [ Disposed-Off

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 : jenl jccal [Designated Officer] [Junior
Engineer1(A-1)JCC]
Date : 28-05-2013

No. of App. Received : 4



Following screen will be displayed.

rajasthas secm e Y > §

= Rajasthan Guaranteed Delivery of
Public Services Act 2011

1 ;;
B g r -
Wl AN - -

Dezmmonc § Eom Bromes | Ssonous
Onfine Application Acd Manual Received Application - Batch Entry

Manual Batch Entry

Reports Office S Officer D=tz

Asssgnea To —— — BV R XTI

= (AT P jmar
Pore—t OTTic= -

[>x= ccomavvn Jaeunr

Depertrent Snergy Depertment - JVVNL

Service/ Appicsition s=zigned to G=signeted offcer

Repair of Electric Supply - (1) Voitage refatedc -» =
Servie= - Repeic of Secteic Sumshy © (1) VoRtegs reisted compisints) Guring 0S:004M o 10:009M (for Industsist, mumcissl.
o=t & PHED ar=s
PP = jen=aas assss [Designated Offiosr] [Junior Engineer I{(A-1)JCC] - |Sowee P, R
o=t - Dnsrations - oo K==
E—
= rior Sngnm
Recm= Soton Accecston

= [zeos=oms :
e ——— [=

=

Please click on the “"OK"” button to save it.
» Batch Mumber: 1300367534 Successfully Saved.

Step 2: View Received Applications

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

‘@jastham sem  _sssiSssmse & X

a8 | |
per== - -3
N Rajasthan Guaranteed Delivery of \/ e
4>%e Public Services Act 2011 S ‘ — —
WeSconme : Sermnne Soeas ‘ Last sogin Date : 28/05/2013

Dazmmosco | o Sromes
Onfine Application

Sion Qe

View Manual Received Application .
Manusal Batch Entry

Reports Siter On - Batch Number ~  SesrchoonWord - 12003576324

Submitted Dete (From) :  28/04/2013 m Submitted Dete (To) - 28/05/2013 mm
1 records found
Batch Office Submitted E =

ReceivedAction
Number Name Date
T — 2 r tric Supgly © (1) Voitsgs reisted complsrts) during

1300357638 Lo 1 (for Intustrist, mumcipsl, Oferme & PHED  28/05/2013 s

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 : jenljccal[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



~ajasthas v

P

Weeicome : jmnmasa

e
L TR

B 2

.4

Rajasthan Guaranteed Delivery of
Public Services Act 2011

M jenssss asss=
XEN (COI)IVVNL JATPUR

= J—LM..L.
e
< By
r =
piEZ =

Las: sogin Date : 28052013

= | Simn o

Office Acdre== AEN (A-I).JVVNL JAIPUR

ASN (A-TINPH. jmmar

Snmroy D=sartment - JVVNL
Service/ to offices
Servie=s {Repai of Biectne Suppiy - (1) Vollsgs -
Azzigred To - L= Desgn=t = = Servic= Durstion - O D=y = Hou=

Sresent Designstion -
Receive Sstch Apgiecstion
Sstch Recsie=d Dot
NumDer of rec=ved spoications ¢

NumDer of spocstions
rejected :

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

Step 4: View Rejected /Disposed off

29/05/2013 -

Dete

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

rajastham socm

X _ns

|
=

7 Rajasthan Guaranteed Delivery of

Public Services Act 2011

Welcome - jensaas az=s=s

PHED area)

1.3 MIS Reports for Designated Officers

Step 1: Online Daily Register

\——'\;‘/“——/
P -
— —_—

La=t ¥ Dste : 28/05/2013

Dashbosrs Sian Ot
L
Online Application Ve d/ d Off A on P
===
Manual Batch Entry
Raporre Fitt=r On : Batch Number  +  Search on Weord : 1300367634
Submwitted Date (From) : 29/04/2013 BB Submitted Date (To) :  29/05/2013 == |
Search
1 records found
Number of Number of
Batch Submitted Entry
OFfis Name Servi MName Rejected Di: Action
Humber == it Date Date s Esprosad
Repair of Electric Supphy :
AEN Voltage related complaints) ing
1300367634 (A-I).JVVNL 08:00AM to 10:00PM (for 28/05/2013 29/05/2013 2 2 F R
JAIPUR Industrial, municipal, defense &

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

rajasthams eecm

e T

¥ Rajasthan Guaranteed Delivery of
) Public Services Act 2011

Online Application #y Online Daily Register
Manual Batch Entry
Reports
Information
Department Name :
Office Address :

- Applicant
sno. Application 7 .
Number e, Service Name
Address

Repair of Electric
Supply = (2)
Complaint
received
individually in the

£l 13004832742 juytu s tyr TONt period

during 10:00PM
to 0S:00AM (for
Industrial,
municipal,
defense & PHED
area)

SO EU——

Energy Department - JVVNL
AEN (A-I),N.P.H., jaipur

‘_,_.—\:"f_'
-
= —_—

Last login Date : 28/05/2¢
Dashboard | Edit Profile | Sian

T =

Office : AEN (A-I),JVVNL JAIPUR

User Name : Mr jenaaaa assss

Application Service Last =
Received Delivery Action Status Remark
Date Date Date

©06/05/201= ©O6/0S5/2012 O6/05/2013 Rejected fhyt



Step 2: Manual Daily Register

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

rajasthams seom

T Eitre: e Llalhatilbeeal .

Rajasthan Guaranteed Delivery of S =

e 32
Public Services Act 2011 S

Last login Date : 28/05/2013
Dashboard | Edit Brofile | Sian Out

Online Application

My Manually Daily Register
Manual Batch Entry

@ T =

Reports
Officer Imformation will be display here
Department Name : Energy Department - JVVNL Office : AEN (A-I),JVVNL JAIPUR
Office Address : AEN (A-I),N.P.H., jaipur User Name : Mr jenaaaa assss
10:00PM (for =

Industrial, municipal,

defense & PHED area)
Total s o o
Repair of Electric
Supply : (1) Voltage
related complaints)

12002676324 during 08:00AM to 28/05/2012 4 o o
10:00PM (for
Industrial, municipal,
defense & PHED area)

o 29/05/2013 2 2
Total = 2 2

"
N
m

q

Step 3: Pendency Checker

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

il e > kel

Rajasthan Guaranteed Delivery of \,—/\": —
Public Services Act 2011 _

Last login Date : 28/05/2013
Dashboard | Edit Profile | Sign Out

" jasﬂ’\a- fov.m

Online Application o 1/Depa ' Raport
Manual Batch Entry
Reports Department Name : | Energy Department - JVVNL i
> Online Daily Register @
> Manual Daily Register
> Pendency Checker Total Pendency Report for the selected Offices :AEN (A-I),JVVNL JAIPUR and it's child offices(If any)
Pending within Delayed
Office Name Total prmcrrged time by Delayed by Delayed by more thi:ziv 30
Pending T 1-7 days 8-15 days 16-30 days
limit days
AEN (A-I),JVVNL
s138 202 23 8858 12 3

JAIPUR

No Record Found.



Step 4: Dashboard

Please click on “"Dashboard”, and then Following Screen will be displayed.

rajasthams sovm — L “{ R . " L afiliesel

Rajasthan Guaranteed Delivery of \F—N/‘:““’

Public Services Act 2011 g .
Last login Date : 28/05/2013

Department wise total application received

Online Application
Manual Batch Entry My Service Performance Summary My Inbox for Date 29/May/2013
(Total 267) (Total O Submitted)
Reports
200~ 2.5
| s 2l : P
150 I? . 5]\ ;
100~ = ? | I
‘ 53 52 el ) o | o
50~ 0+ - s e
l, l 0 '! ¥ 5‘ 3s2
o~ -, v ' g z g g §
Rejected Pending With inc E.E
Pending Disposeott
Pending Applications Details
Citizen icati | Kiosk icati | Manual icati | Online
Pending Manual Application Details (Total ing Manual A i Count : 0) B

n

Not Found Any Manual Application Pending in your Inbox
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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.

rejasthas -~ NS W i vl R = S hhaslialis ]
Rajasthan Guaranteed Delivery of m m m =
3 Public Services Act 2011

Tracking the application STATUS through an
online portal anytime anywhere

CITIZEN CHARTER 3 NOTIFICATIONS

REVENUE c 4 31.10.2011

PorLICE o = 31.10.2011 (HEM-RIPA)

MEDICAL HEALTH ~ D = 13 -10-2011 ENGLISH RULES

L Login
Departmental user
it OPTe () oo e s welcome To CRizen Portal Of RGDPS ACt-2011 The Cowernment of Rajssthan nas enacied e Rajesman 3
e CGuaramess Detvery of Pudlic Servoss ACL 2071 1o ensure st Pudlic Senices are Seihered % Te chitzens by 31l e
RGDPS Training Stm= Desamments 0 2 ratspRrent. TMSl, STCKENT 300 TESDONSINIE MENner | “CurrenTly 153 IMDOMENT SENACcES OF . eMits Kok
5 15 ceparments are hoororated I ACT AS Der The Drovisions OTThe Act. ITan OmcIa] TSiis T Drovice Senioes B Te
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Service Feedback Douna 30 Toe Clscibiinary 3otion 35 well 2 e up 1 Rs. S000 > Departmant wise Pendency

G2G Benefits
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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 :jenljccaljvvnl

Password 1su

User Role Type :Designated Officer

The screen will be shown like below:
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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 : jenl jccal [Designated Officer] [Junior Engineerl(A-1)JCC]
Applicant Name: Test User

District : Jaipur
Tehsil : Jaipur
Address : Test Address, Rajasthan
Screen will be displayed as below
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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 humber will be unique for application status tracking
& filing Appeals.

Outcome of the activity performed:-

Message: Application has been submitted successfully;
Acknowledgement Number is “1300483958 ™.
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Manual Batch Entey number is 1200483958
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® Application has besn submitted successfully; Your acknowlsdgement

Last login Date -
Edit Profi

Dashboand

o Application Date : 29/05/2012 05:37 PM 6 rind]
Office & Officer Detsils
Parent Office : HEN (CD.I}LIVWNL JATPUR Office Address AEN (A-T) IVWNL JATPUR
AEN (A-ILN.P.H., jeipur
Department : Energy Department - TWWNL
Service/ Application assigned to designated officer
Services : —Select— - =
Assigned To : - =
Present Designation :
Service Duration : Diays Hours Service Serve Date :
[Tl &l Endosure Submitted {Please do not choose this selection, if any Mandatory document pending by applicant)
Applicant Address Detsil
@ URBAM () RURAL
Applicant Mame : - District —Select— -
Mobile Mumbser : Mchalls
E-Mail : ward
Tehsil : - Pin Cods :
Address : Remark :
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:
Print

Rajasthan Guaranteed Delivery
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FORM OF ACKNOWLEDGEMENT

Application Number : 1300483058

Mame of the designated officer :
Office Address : AFN (A-T) JVVNL JATPUR
AEN (A-T).N.PH.. jaipur
MName and address of the applicant : Test, 33 dddd
Date of recetving application in the office of
designated officer :

MName of the service for which the
application is given

Particulars of the documents which are
essential for receiving

service but are not enclosed with the
application

Last date of the stipulated time limit :

29/05/2013

20/05/2013 9:36PM

Place: jaipur
Date: 28/05/2013 03:40 PM

jenaaaa assss [Designated Officer] [Junior Engineerl{A-13JCC]

F.epair of Electric Supply : (1) Voltage related complaints) during 08:00AM to 10:00PM (for
Industnal mumnicipal defense & PHED area)

Signature of Recipient

Name and Designation with seal

Note:In case all the required documents are not enclosed with the Application,

Service Serve Date will not be ziven.




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

Application List
Manual Batch Entry

Dashboard | Edit Profile

Reports Filter On : Application Number v  Search on Word : 1300483358

=

Submitted Date (From) : 29/04/2013 & * Submitted Date (To) :  29/05/2013

1 records found

Acti nAppIncant Application No./ Service N
Name KIOSK Token Date

Repair of Electric Supply : (1) Voltage related

Submitted Service

D Test 1300483958/ NA complaints) during 08:00AM to 10:00PM (for  25/05/2013

Industrial, municipal, defense & PHED arez)

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)

e Submitted (Pending with incomplete info)
¢ Rejected (Rejected)

o Dispose off (service delivered)

Agtion of Applicstion || Status Trai |

Cumrent Satus
et Acltion Submitted {Pending) -

Submitted {Pending with incomplete Info)

P Rejectad (Rejectad) Save
Dizpose0ff (Service Delivered)
X

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.

Step1l: 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 :aenjccaljvvnl

Password isu

User Role Type :First Appeal Officer

Filing Date :29-01-2013
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Step 2:

a. 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”.
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 jccal [Assistant Engineer] [Assistant Engineer(A-1)JCC (FAO)]



Assion First Appeal m :

Inbox Servicef Application assigned to designated officer
Reports _ Repair of Electric Supphy : (1) Violtage relsted complaints) during 08:00AM to 10:00PM (for
Industrial, municipsl, defense & PHED arsa}
Assigned To jenaasa assss [Designated Officer] [Junior Enginesrl{A-1)}3CC]
Presant Designation Junicr Enginesr Service Sarve Date 2052013
Office Name AEM (A-T}LIVVNL JATPUR Service Durstion O Days 4 Hours

Applicant Address Detasil

(S URBAN RURAL
Applicant Name Test Address : 33 dddd
Mobile Mumber rMohalla
E-Mail Ward
Diistrict : Isipur Fin Code :
Justification for filing an Appesl
Bass of Appesl Failure to provide the service -
s3asz3

Justification for filing an appeal =

Reasen for delzy in filing an Appesl (If sppeal is
sfter 30 days from the dste of order) :

List of Diocuments to be attached with the application

1. Self-sttested copy of the order by Designated Officer against which the
appeal is preferred 2
2. Address Proof {Voter Id, Driving Licence, Ration Card) : Browse_
Status Trail
Remark Date Remark Given By Remark Status
25052013 jenasaaassss {Designated Officer) Submittad
25f05/2013 jenaassassss (Designated Officer) dd i

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]

La=t login Date - 35/05/2013
Dashboard | Edit Profile | Sign Out

First Appeal submitted for Application Number [ 1300483358 ]

Assign First Appeal

Inbox Search peint

Service/ Application zesignad to designated officer

Reports
Services
Assigned To
Office Name Service Durstion Days Hours

Applicant Address Detail
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.
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- 2 Last login Dat= : 25/05/2013
Dashboard | Edit Profile | Sign Out

Assign First Appeal First Appeal Officer Inbox
Inbox
Reports Filter On : Application Number w  Search on Word : 1300483358

1 records found
Applicant  Application KIOSK Service DO/ADO Appeal .

Name No Token g Serve Date Status Status
Repair of Electric Supply : (1) Vohage related
Test 1300483958 complaints) during 08:00AM to 10:00PM (for 29/05/2013 Rejected Submitted &

Industrizl, municipzl, defense & PHED area)



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.

Assign First Appeal 17/10f2013 Search print
Inbox Servicef Application assigned to designated officer
Reports ey Repair of Electric Supphy : (1) Voltage relsted complzints) during 08:004M to 10:00PM {for
Industrial, municipal, defenss & PHED area)
Assigned To jenasss sssss [Designated Officer] [Junior Engineeri] A-1)3CC]
Present Designation Junicr Enginesr Service Serve Date 17/10f2013
Office Name AEN [A-T),JVVNL JAIPUR Service Duration 0 Daws 4 Hours

Applicant Address Detail

(@)URBAN  RURAL

Applicant Name £ Address : 4 afg
Mobile Mumber Mohzlz

E-Mail Ward

District = Jaipur Pin Code :

Justification for filing an Appeal
Base of Appezl Fzilure to provide the service
Justification for filing an appeal : saE

Rezson for delay in filing an Appesl (If z2ppeal is after 20
days from the date of order) =

List of Decuments to be attached with the application
1, Self-zttested copy of the order by Designated Officer against which the appeal is preferrad :
2. Address Proof (Voter 1d, Driving Licence, Ration Card) :

Action of Application

Current Status —Select— : =
Remark

Mext Action —Select— =
Rejected
Assignedto 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]
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£ Last login Date : 17/10/2013
Dashboard | Edit Profile | Sign Out

App ur;lt;er [ 1300714605 1 has been updated successfully

Assign First Appeal

i Search print

Reports Servnce/Appﬁcatlon assigned to designated officer

Days Hours

Applicant Address Detail

Applicant Name Address :

Mobile Number Mohallz

E-Mail Ward

District : Pin Code :
Justification for filing an Appeal

Base of Appes!

Justification for filing an appeal :

Reason for delay in filing an Appeal (If appeal is after 30
days from the date of order) :

List of Documents to be attached with the application

1. Self-attested copy of the order by Designated Officer against which the appeal is preferred :
2. Address Proof (Voter 1d, Driving Licence, Ration Card) :

Action of Application

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)

Assign First Appeal First Appeal Officer Inbox
Inbox
Reports Fitter On : Application Mumber »  Search on word @ 1300483958
1 records found
Applicant  Application KIOSK . Service DOJADOD ~
Name No Token Se Serve Date Status e
Repair of Electric Supphy @ (1) Vokage igned to
relzted complzints) during 08:00AM to N . %
Test 1300483558 10:00PM (for Industrizl, municipel, defense B~ 02013 Rejeaed g?:e aed 8

PHELD arez)




Case:2 If Applicant file the First Appeal after 30 days of service serve date.
Step1l:

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 :aenjccaljvvnl

Password su

User Role Type :First Appeal Officer

Filing Date :29-06-2013

>
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Reports

Service Wise Summary for Online Application

Service e e e
Date of f

Step 2:

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

e 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 jccal [Assistant Engineer] [Assistant Engineer (A-1)JCC (FAO)]



Assign First Appeal 17/10/2013 earch print

Inbaox Service /Application assigned to designated officer
Reports Services Repair of Electric Supply : (1) Voltage related complaints) during 08:00AM to 10:00PM (for Industrial,
municipal, defense & PHED area)
Assigned To jenaaaa assss [Designated Officer] [Junior Engineer 1{A-1)1CC]
Present Designation Junior Engineer Service Serve Date 17/10/2013
Office Mame AEN (A-I), JVVNL JAIPUR Service Duration 0 Days 4 Hours

Applicant Address Detail

(©) URBAN  RURAL

Applicant Mame aa Address : 4gfg
Mabile Number Mohalla

E-Mail Ward

District : Jaipur Fin Code :

Justification for filing an Appeal

Base of Appeal Refusal to provide acknowledgement +

Justification for filing an appeal :

Reason for delay in filing an Appeal (If appeal is
after 30 days from the date of order) :

List of Documents to be attached with the application

e 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

q"w
”" Last login Date : 30/05/2013
s B I Dashbosrd | Edit Profile | Sign Out
Assign First Appeal First Appeal Officer Inbox
Inbox
Repore Fiter On : Application Number = Search on Word : 1300483958
1 records found
Applicant  Application KIOSK ) Service DO/ ADD .
Mame No Token Se Serve Date Status = ]

Repair of Electric Supphy : (1) Voltage
related complaints) during 0E:00AM to
10:00PM (for Industrizl, municipsl, defense &
PHED arez)

Re-zssigned 1o
25/05/2013  Resjectsd Designated R
Office

Test 1300483558



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.

Assign First Appeal 17/10/2013

earch Print

Inbaox Service /Application assigned to designated officer
Reports e Repair of Electric Supply : (1) Voltage related complaints) during 08:00AM to 10:00PM (for Industrial,
municipal, defense & PHED area)
Assigned To jenaaaa assss [Designated Officer] [Junior Engineer 1(A-1)1CC]
Fresent Designation Junior Engineer Service Serve Date 171042013
Office Mame AEN (A-T),JVVNL JAIPUR Service Duration 0 Days 4 Hours

Applicant Address Detail

(@ URBAN  RURAL

Applicant Mame aa Address : 4gfg
Mobile Number Mohalla

E-Mail Ward

District : Jaipur Pin Code :

Justification for filing an Appeal

Base of Appeal Refusal to provide acknowledgement +

Justification for filing an appeal :

Reason for delay in filing an Appeal (If appeal is
after 30 days from the date of order) :

List of Documents to be attached with the application

® 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)

.
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1.3. Reports

o First Appeal Register

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

_ - Dashboard | Edit Profile | Sign Oul

Assign First Appeal

First Appeal Register

Inbox No record found.

Reports

@ ® &

Department Name : Energy Department - IWWNL Office 1 AEN (A-T),JVWNL JATPUR
Office Address : AEN [A-ILN.PH. User Mame : AEN WVNL

Officer Imformation will be display here

1.4. Dashboard

e Please click on “Dashboard”, Then Following Screen will be displayed.
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Last login Dat= - 17/10/2013
Daszhboars | Edit Profils | Sign Out

Aasign First A | Department wiise total application received
Toibox My Inbox for on Date 17/0ct/2013 (Total 1)
Reports 2007
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0 0 1
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Submitted Rejected DisposeOff

Service Wise Summary for Online Application




