USER MANUAL

DISPOSAL OF RTI APPLICATIONS ON RTI PORTAL

RTI Portal URL - https:

USERS — PIO (HEAD QUARTER, DISTRICT),
FIRST APPELLATE (HEAD QUARTER, DISTRICT)
LEVEL — HEAD QUARTER, DISTRICT
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Prerequisite
e  Mapping of PIO, First Appellate on the RTI portal
e For mapping, may contact Head PIO of your department or Department of Governance
Reforms with HRMS id, Name, Designation, contact number and department name to be
mapped with.
e Login id and password as shared by the Head PIO of your department or DoGR official

Steps to login on RTI portal

Open official RTI portal — rti.punjab.gov.in

Open web browser and enter rti.punjab.gov.in in the URL bar.
Press enter key from your keyboard.

You will see a login screen as below
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5. Login on the RTI portal
a. Click on official login button as shown in the picture above.

b. You will see a next screen as below

Signin

c. Enter your username and password and click on Sign in button.



Steps to Di
1. Aftercl

spose off RTI applications
icking on the button, you will be redirected to your account as shown below.
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2. You will see various options in your login as shown above

a.
b.

RIGHT TO INFOR!

Search applications

List of pending RTI applications with basic details along with number of days left
(visible in red colour)

Button to take action on RTI application.

Click on any RTl application id, details of the RTI will open up as shown below
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Further you will see several options with names as External forward, Internal
Forward, Reply, Disapprove, Ask for payment
i. Reply — Click on Reply button if the application pertains to your department,
gather information, upload any document if applicable and click on send
button and submit the information. Pls see the snapshot shown below
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ii. Ask for payment — Click on ask for payment in case, there is any expense to
be made by the department related to information sought by the applicant.
Enter the payment amount and select the reason for the payment being
requested with remarks and send the request to citizen. Pls See the
snapshot shown below

1. Citizen will login into his/her account and will pay the fee
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iii. Disapprove — Click on Disapprove button, if the information sought by the
citizen is not appropriate as per RTI act. Enter the remarks, select the reason
from the dropdown and upload any supporting document if applicable like
clause of RTl act etc. The RTI application will be disapproved and citizen will
be notified with the reason and remarks added by the PIO or First appellate.

Welcome Amandeep Singh (cemmivent - covsanance seroams
Q- sk RT) Application Number : 5276 [ e |
- prseceady ' ' St
@ ovwre Pandig
£ v sy RT| Request:
1 mjaant
& wemo
B e

[ O TS e

Prrnonal irbormmttion 1 Sang sk by e cen and hencs o g BT1acy, information can not be provtded.

P A Drned
Ragpaiitig DTommAon & peracnd nioomation

Spsoming Documsient [Lyskowd 0ot if FITH isgues? coriaens (o B 3000 cosncirns)

[ Crocss Fili M Al et

n

Verakon 1 0
Copyrigit © JOZZ Goverrement of Purgsty, s, Al Hghin reserved



iv. Internal Forward — Click on internal forward, in case the RTl application
pertains to sub department of your admin department or Head department
and vice-versa, by selecting the right department and office and submit the
request along with remarks and supporting document if applicable. The
application will move to the selected PIO of the selected department.
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v. External forward — Click on External forward in case the RTI application does
not pertains to your department and pertains to another department by
selecting the right department and office and submit the request. The
application will move to the selected PIO of the selected department.
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vi. Print — Click on Print button,

1. Incase the RTl application pertains to any of the internal section
within your department or

2. Pertains to another department (either your sub department or any
other admin department)

3. Take the print out of the application, prepare noting and send the
case manually, through eoffice or email (as per the official mode of



communication) to the concerned section or department (sub
department or other department).
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Menu Items shown on the left hand side in login section
1. Search — This feature allows performing open search to find any RTI application in your login.

2. Pendency (within timeline as per RTI act)

a.
b.

RTIs - This menu item displays list of pending RTI applications in your login account.
Speaking Orders — This This menu item displays list of pending RTI with speaking
orders

3. Overdue (over timeline as per RTI act)

a.

RTIs - This menu item displays list of pending RTI applications (after exceeding the
stipulated timeline as per RTI act) in your login account

Speaking Orders - This menu item displays list of pending RTI applications with
speaking orders (after exceeding the stipulated timeline as per RTI act) in your login
account.

4. RTI history

a.

c.
d.

External Forward — Shows the list of RTl applications which are forwarded to another
department.

Internal Forward - Shows the list of RTI applications which are forwarded to internal
department.

Replied - Shows the list of RTI applications for which replies have ben given.
Disapproved - Shows the list of RTI applications for which have been disapproved.

5. Speaking Orders history

a.

Replied - Shows the list of RTl applications for which reply has been given based on
the speaking orders.
Disapproved - Shows the list of RTI applications for which are disapproved based on
the Speaking orders.

6. Reports — This menu item allows PIOs/First appellate to generate and download the reports

with the selection of dates.
7. Move RTI Appeals — This menu item allows P10/ first appellate to move the list of pending
RTls to new P10/ first appellate after being relived from the current PIO or First appellate

role.

Thank You



