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1  Roles and Responsibility

Module Role Processes
Right-To-Information | Applicant New Applicant can Sign Up
Fill up Application Form

Submit Application

PIO Review

Input all the Required Information.

First Appellate Review

Input all the Required Information.
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2 How to Login Into RTI

Step 1: Open Internet Explorer or Chrome or any other Browser on your machine and “Turned off the
Pop-Up Blocker” To turn off pop up blocker follow the below steps:

i) From the Tools menu, select Options.
ii) From the Content tab, uncheck Block Popup Windows and click "OK".
File Edit View History Bookmarks )] Lools | Help =
hittp://6112.126.104:1701/ X Downloads Ctrt=) k/,'& B \+
Add-ons  Ctrl+Shift«A 2 e M S N
&) o sboutpreterencestcd s 1nTo sync. e |[Q search wa $ A =
@ Main Page Web Developer >
Page Info 1 S
Options
@ Geners Conten
Q Search
B content 2 DRM content
v | Play DRM content Learn more

A Apr
Notifications
Choose which sites are allowed to send you notifications  Learn more Choose...

Do not disturb me

No notification will be shown until you restart Firefox

Pop-ups 2
v | Block pop-up windows Exceptions...
Fonts & Colors
Default font:| Times New Roman v | Size:| 16 N Advanced...
Colors...
Languages
Choose your preferred language for displaying pages Choose...
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Step 2: Enter URL in address bar of browser http://61.12.126.104:1701

& http://61.12126.104:1701/ DX

Step 3: Login Page will be displayed as below.

Username

lpsemame

Password

¥/ Remember Me

Forgot Password ?

[ e

Click here to open RTI

System

WELCOME TO PWD (B & R) PUNJAB

PWIMS® is a fully integrated off the Self Product for engineering works oriented Government organizations and Public sector undertakings. it helps in managing entire cycle of planning,
procurement, execution and monitoring of infrastructure projects. it includes Estimation, Tendering, Project Management, Billing, Budgeting & Account, Store & Purchase Management,
Personal & Payroll Management and Asset Management.

Step 4: Click on the “Online RTI” option to open the RTI system.
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Step 5: New Applicant is required to select the “Sign Up” option to register them on below screen.

RTI Online

Username

[y
| Usemame ‘

Password

| Password |

\ click here to refresh

‘!Emer Captcha ‘

N\ Forgot Password ?
\/ Not Registered Yet? Sign Up

Click here to open Sign

up Form

WELCOME TO RTI Portal of PWD (B & R), PUNJAB

Right to Information Act 2005 mandates timely response to citizen requests for govemment information. it is an initiative taken by public works department(B&R),Punjab to provide RT! Portal Gateway
to the citizens for quick search of information and accessto RT! related information online
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Step 6: Applicant will fill up the Sign up page with all the required information and click on the save
button.

2 e e s R e RTIOnline

Personal Detalls
* M
* Gamaiber -
FEmalID  (for revedving Aivotion Ky ond Aferts) bh.bar ama n 17 a Avadable
* Comfirm Email- b hh.t arsa 9]
* ettty Proa! PAN Card .
* It by M e
* Uplosd Brcod  jontypdfwpo 1 M Choosa File
* Address Nt Baradar 7]
Pl code 147001 )
Cmanitry ndia *
Slati PUNIAE ¥
Slatus .
Educational Satus i
Piwoin umbaer @
® Mobile Numbst [Fov révening SAE oleims) L7
e Typee ndreidua @
Login Details
Bt Namae b ik ﬁ
spavword | easeeeens @
Fasvword Strergth 1 gest

—
*Confirm Password | sessssses L7
*Enier seowity oode 063286

Click here to Save the I
Sign up Form Sm T

After saving the sign up form user will get a confirmation of successful registration.
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61.12.126.104:1701 says: *
You have Registered Successfully .Please Login through RTIOnline Portal
Click here to go to the -
login page Conce RTIOnline
Personal Details:- .
*Name Ajay Bansal |
*Gender ® Male Female
*Email-ID  (for receiving Activation Key and Alerts) nbh.bansal@gmail.com @
* Confirm Email-1D @
* Identity Proof PAM Card v
* Address Mew Baradari @
Patiala
Pin code 147001 @
Country India v
State PUNJAB b

Step 7: Now Applicant can login to the System by the User ID & Password which was inputted during the
Sign up Process.

RTIOnline

Username

|nbh bansal@gmail.com ‘

Password

click here to refresh

[004165{ ‘

Forgot Password ?
Not Registered Yet? Sign Up

L| Click here to Login to -
the System

WELCOME TO RTI Portal of PWD (B & R), PUNJAB

Right to Information Act 2005 mandates time ly response to citizen requests for government information. it is an initiative taken by public works department(B&R),Punjab to provide RTI Portal Gateway
to the citizens for quick search of information and access to RTi related information online.
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Step 8: After successful login, applicant can have his/her home page.

Head Office‘Nirman Bhawan, DAC, Nabha Road, Patiala (Punjab), INDIA

tatus OF RTI Request

RTIOnline

see the Gudelines for RTT Act,2005

LogOut

Create New Request

Request Filter

District \ Select v .I City

Request Mo : \ ._I

v

@ case sensitive O individual cells O

Sr. No. Request No. Requested Information Requested Date Days Remaining

Record(s) Not Found

1/1 LA

IR

QS

Filter Mark Find Clear Help

Current Status Reply Date First Appeal
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3 Create New Request
In the home screen Applicant can create a new request. To create a new request applicant needs to follow
below steps:

Step 1: Applicant will click on the “Create New Request” option.

RTIOnline

Head Office:Nirman Bhawan, DAC, Nabha Road, Patiala (Punjab), INDIA

LogOut

see the Gudelines for RTI Act,2005

Click here to create a
Create New Request

New Request

Request Filter
District : I_I Select '._\ City

Filter Mark Find Clear = Help

v.\

@ case sensitive O individual cells O
Sr. No. Request No. Requested Information Requested Date Days Remaining Current Status Reply Date First Appeal

Record(s) Not Found

LI 1/1 LA

Qo

[Note: Applicant can filter his/her previous request to find out the status.]
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Step 2: After clicking on the “Create New Request” a new screen will open Where Applicant will enter
the information which are required to know.

Personal Details of RTI Applicant:-

*Name | Ajay Bansal
Punjab
* Address
Request Details :-
* District AMRITSAR
* City AMRITSAR CITY
* Is the Applicant Below Poverty Line ? No |
You are required to pay the RTI fee of = 10.00
+ Additional Fees (Including Paid Amount) 30 See the Gudelines for Fee of RTI Act, 2005
Amount To Pay o
Remark
* Amount Paid 40

(Enter Text for RTI Request application upto 3000 characters)

Note:- Only alphabets A-Z a-z number 0-9 and special characters ,

.—_()/ @ : &\ % are allowed in Text for RTI Request application.

* Subject for RTI Request application

* RTI Request

* Request document  (only pdf upto 1 MEB)

| 131383680135013365

Submit Request To:-

* Category

| Public Works Department(B&R)

|

* PlO

| -select--

|

* Enter security code

| ! ‘

Can't read the image? dick here to refresh

ml Click here to

|

Click here to Save
the Request

Click here to
Submit the
Reauest to PIO

Click here to
pay the Fees
through online

going back

Applicants will be entered under the “Request Details” the following information:
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i) District: The district of the Applicant

i) City: The City of the Applicant

iii) Is the Applicant below Poverty Line: In this option user will enter with actual information
with ‘Yes’ or ‘No’. If the Selection is ‘Yes’ then Applicant don’t have to pay Rs.10/- as per
the guidelines of RTI Act. Or if the selection is ‘No’ then Applicant must have to pay Rs.10/-
as per the guidelines of RTI Act.

iv) To pay the fees online payment process, click on the “Pay” button and follow the further
process to complete the successful transaction.

V) After filling the entire information click on the “Save” button to submit to the P1O office.

X
61.12.126.104:1701 says:

Request submitted successfully

g Head Office Cancel RT' O n I i n e
w5
LogOut
Personal Details of RTI Applicant:-
*Name Ajay Bansal
MNew Baradari Patiala
* Address
p
Request Details :-
* District AMRITSAR r
* City AMRITSAR CITY v
* Is the Applicant Below Poverty Line ? No v
* Additional Fees 100 See the Gudelines for Fee of RTI Act,2005
* Total Amount To Pay 110
(Enter Text for RTI Request application upto 3000 characters)
Note:- Only alphabets A-Z a-z number 0-9 and special characters, .-_ ()/ @ : & \ % are allowed in Text for RTI Request application.
Plezse provide the details of all National Highways in Punjab.
* Subiect for RTI Reauest anolication
p

Confidential - SoftTech Engineers Pvt. Ltd., Pune Page 13 of 24



User Manual for Right to Information (RTI) of Computerization of PWD-B&R, Punjab

Once click on save Request Application, it will automatically go to the home page of RTI.

Head Office:Nirman Bhawan, DAC, Nabha Road, Patiala (Punjab), INDIA

4 RTI Online

see the Gudelines for RTI Act,2005 LogOut

tatus OF RTI Request

Create New Request

Request Filter
District : | Select 'IZI City v

Filter Mark Find Clear Help

@ case sensitive O individual cells O

Sr. No. Request No. Requested Information Requested Date Days Remaining Current Status Reply Date First Appeal

1 PWDPunj/RTI-57 Please provide the details of all | 11/05/2017 30 Submitted
Mational Highways in Punjab.
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4 Open/View Submitted Requests

Applicants can Search/Filter Requests which has been submitted earlier. To search a requests follow the
steps below:

Step 1: Applicant will Login in to the system by using his/her Login Id & Password.
Step 2: After successful login Applicant will enter search keyword into the filter option as below,

Head Office:Nirman Bhawan, DAC, Nabha Road, Patiala (Punjab), INDIA n l n e

Status Of RTI Reguest

Create New Request
Request Filter
District | morau ~|| city le MOHALI CITY E]I

-_
Request No :3 ( J 4
-—

@  case sensitive O individual cells O

Filter Mark Find Clear Help
Sr. No. Request No. Requested Information Requested Date CPIO Telephone Number And Current Status Reply Date
Email
O 1 PWDPunj/RTI-4 Request to provide information of 28/02/2017 Pending
the Tender Amount

LS 1/1 Fr

0o

i) Selection 1: Applicant will select the ‘District’ form the drop down option.
i) Selection 2: After district selection, Applicant will select the ‘City’.
iii) Selection 3: Also Applicant can directly enter the ‘Request No’ of the request which he/she
want to view.
iv) Selection 4: After entering the search keywords click on the “Search” Button.
System will find out the desired information as per the Request and will open in the below option.
Step 3: Now click on the “Request No.” to open the details as show in the below picture,

iy Public Works Department (Building & Roads) P [JAE RTI |.
@ ) Head Office:Nirman Bhawan, DAC, Nabha Road, Patiala (Punjab), INDIA o niinNe

Status Of RTI Request

Create New Request
Request Filter

District .| select E] City : E]

® case sensitive O individual cells O

Filter  Mark Find Clear  Help
Sr. No. Request No. Reqguested Information Requested Date CPIO Telephone Number And Current Status Reply Date
Email
O 1 PWDPunj/RTI-4 Request to provide information of 28/02/2017 Pending
the Tender Amount

M Click here to Openin

Qo Details
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After opening the details of Submitted “Request” Applicant can able to see the full details as shown in the
below picture,

Personal Details of RTI Applicant:-

*Name Ajay Bansal

Punjab

+* Address

Request Details :-

* District AMRITSAR
* City AMRITSAR CITY
* Is the Applicant Below Poverty Line ? No |

You are required to pay the RTI fee of ¥ 10.00

See the Gudelines for Fee of RTI Act, 2005

* aAdditional Fees (Including Paid Amount) 30
Amount To Pay o
Remark

* Amount Paid 40

(Enter Text for RTI Request application upto 3000 characters)

Note:- Only alphabets A-Z a-z number 0-9 and special characters , . -_ )/ @ : & | % are allowed in Text for RTI Request application.

* Subject for RTI Request application

* RTI Request

* Request document  (only pdf upto 1 MB) || Browse... 131383680135013365
Reply Details :-

* RTI Reply application

Reply document  foniy pdf upto 1 MB) | || Browse... | Download

Can'tread the image? click here to refresh

* Enter security code |
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5 Request Reply by P1O

After Successfully Submission of Request by Applicants, Request will be reach on PIO log in Screen.

Step 1: Enter URL in address bar of browser http://61.12.126.104:1701

& http://61.12126.104:1701/ P~ x

Step 2: PIO will Login in to the system by using his/her Login Id & Password.

Head Office:Nirman Bhawan, DAC, Nabha Road, Patiala (Punjab), INDIA

Username

|eEPDAMT]

Password

S
J Aﬂ@i

WELCOME TO PWD (B & R) PUNJAB

Click here to
LOgin of planning,

anagement,

PWIMS® is a fully integrated off the Self Product for engineering works oriented Government organizations and Public sector undertakings. it h
procurement, execution and monitoring of infrastructure projects. it includes Estimation, Tendering, Project Management, Billing, Budgeting &
Personal & Payroll Management and Asset Management.

Step 3: After successful login, PIO can have his/her home page.

= | PO [
g PIO Sr.No. Module Name Pending With Me Pending With Other Approved
= RT 1 AA 13 23 17 ~
2 Ts 3 0 16

3 DNIT 5 1] 4
4 TenderDetail 1 0 ]
5 Warkorder 0 0 g
6 Contractorgil 4 1 3
7 Tender Dcoument 13 0 0
8 Measurement Book 1 1] 8
9 oTR 5 0 13
10 Extra ItemApproval 2 0 0 v
1 Legalliotics 0 1 0
30

) | I - i - I ] - ]

AA TS DNIT  TenderDetail WorkOrder ContractorBiinder DcounMemsurement Book DTFExtra ltemApproval LegalNotice Sub Work
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Step 4: PIO will click on “Request List” Option under the RTI Module.

PO a

= kTl Request Filter

District ¢ | Select City :

Pending Closed

@ case sensitive [ individual cells O

EE]

i

Click here to
Open List of

Fiter Mark Find Clear Help

Request =
q Sr. No. Request No. Requested Information Requested Date Days Remaining Current Status Reply Date First Appeal

1 PWDPunj/RTI-39 test 32 02/05/2017 19 Pending

2 PWDPunj/RTI-44 test 421 04/03/2017 21 Pending

0o

P10 can also Search/Filter Requests from in all list of requests. To search a requests follow the steps

below:

i) Selection 1: PIO will select the ‘District’ form the drop down option.
i) Selection 2: After district selection, PIO will select the “City’.
iii) Selection 3: Also PIO can directly enter the ‘Request No’ of the request which he/she want to
view.
iv) Selection 4: After entering the search keywords click on the “Search” Button.
System will find out the desired information as per the Request and will open in the below option.

R PO 1
0
| Request Filter

“““ 1ot : | RiTSAR M |Citv D[ wrmsiery ])13

2|Request No : | ‘l
Pending Closed

® case sensitive O individual cells O

Filter Mark Find Clear Help

5r. No. Request No. Requested Information Requested Date Days Remaining Current Status Reply Date First Appeal
1 PWDPun)/RTI-39 test 32 02/05/2017 19 Pending
2 PWDPuny/RTI-44 test 421 04/05/2017 2 Pending
W 1/1 &

Do

Step 5: Now PIO click on the “Request No.” to open the details which has been filled by the applicant as
show in the below picture.
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% PO il
3 IO
— = R Request Filter

: District . | AMRITSAR City : | AMRITSAR CITY

Pending Closed

@ case sensitive O individual cells O Filter Mark Find Clear Help
Sr. No. Request No. Reguested Information Requested Date Days Remaining Current Status Reply Date First Appeal
WDPunj/RTI-39 test 32 02/05/2017 19 Pending

2 PWDPuN/RTI-44 test 421 0afos/017 2 Pending

Click here to Details
information

0a

After clicking on Request No, PIO can able to see the full details as shown in the below picture.
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Personal Details of RTI Applicant:-

*Name ‘Aja-,r Bansal

Punjab

+ Address

Request Details :-

* District | AMRITSAR |
* City | AMRITSAR CITY |
* Is the Applicant Below Poverty Line ? | No |

You are required to pay the RTI feeof T 10.00

+ Additional Fees (Including Paid Amount) ‘ 30 ‘ See the Gudelines for Fee of RTI Act,2005
Amount To Pay ‘ 0 ‘

Remark

+ Amount Paid 40

(Enter Text for RTI Request application upto 3000 characters)

Note:- Only alphabets A-Z a-z number 0-9 and special characters , . -_ )/ @ : & | % are allowed in Text for RTI Request application.

[test 421

* Subject for RTI Request application

[test 421

* RTI Request

* Request document  (only pdf upto 1 MB) ” Browse... | 131383680139013365

Reply Details :-

* RTI Reply application

Reply document  joniy pdf upto 1 MB) | || Browse... | Download

Can'‘tread the image? click here to refresh

Click here to

going back

* Enter security code |
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Step6: Based on the request, PIO can reply with the relevant information and submit the Request reply to
the Applicant.

Reply Details :-

* RTI Reply application

Reply document  (only pdf upto 1 MB) 2 | ” Browse... |Dc>wn|oad|

Can'tread the image? click here to refresh

| Submit Transfer RTI

Click here to submit

* Enter security code

Selection 1: In this text box PIO can put the text information

Selection 2: PIO may attach any soft copy of a scanned document in any format.

Selection 3: After all the relevant information put up as a reply, PIO may click on the “Submit” button to
close the request.
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6 Claiming Additional Fees

Based upon the request if PIO does require for providing Print out copy and other format, Then P1O can
claim additional Fess from Applicant to get such information in such Medium.

The Additional Fee amount will be claimed according to the RTI ACT fee structure.

Request Details :-

* District

(£

* City ' |
* |5 the Applicant Below Poverty Line # N 1]

You are required to pay the RT! feeof T 10,00

= additional Fees [Including Paid Amount) 1 30 See the Gudelines for Fee of RTI Act, 2005

Amount To Pay 2 0

Rérmark

= Amount Paid 40

[Enter Text for AT Request application upto 3000 characters)

Selection 1: To enter additional fees enter the amount here including the paid amount (if any).
Selection 2: Once enter the additional fee; system will calculate the “Amount to Pay” by the applicant.

Reply Details :-

* RTI Reply application

Reply document  fonly pdf upte 1 MB) | || Browse... | Download

] Click here to send

* Enter security code ‘

Can'tread the image? click here to refresh

Selection 3: In the above screen, after entering the additional fee, click on the “Send” Button the send
back the Applicantion to the Applicant.
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7 Transfer Application
Based upon the Application request if it is not relevant to assigned PIO, the PIO can transfer the
application to the concerned P1O of the Application.

Personal Details of RTI Applicant:-

*Name | Ajay Bansal

Punjab

* Address

Request Details :-

* District AMRITSAR
* City AMRITSAR CITY
* Is the Applicant Below Poverty Line ? No |

You are required to pay the RTI fee of ¥ 10.00

+ Additional Fees (Including Paid Amount) 30 See the Gudelines for Fee of RTI Act, 2005
Amount To Pay o0

Remark

* Amount Paid 40

[Enter Text for RTI Request application upto 3000 characters)

Note:- Only alphabets A-Z a-z number 0-9 and special characters , . -_ ) /@ : & | % are allowed in Text for RTI Request application.

* Subject for RTI Request application

* RTI Request

* Request document  (only pdf upto 1 MB) |[ Browse 131383680139013365

Reply Detalls :

= RTi Reply application

Reply dotument  jeniy palf sere 1 R4E8) Browse... Dicnwnilead Clle here to
Transfer RTI

* Enter security code

Cant resd tha Image? o

T T

Selection 1: Click on the Transfer RTI Button to transfer the Application the other P10.

ch hgrg 1o refrank
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Now a pop up will open, where user may select some necessary fields.

Transfer Request

Category 1 I:

Division Office

Remarks 3

Transfer o 2| PIO - Censtruction Division Mo, 2, Araritsar - Daljit Singh

| Transferring The Application

Click here
Send

Selection 1: To transfer the RTI Request selects the Category. Where user will finds office category.
Selection 2: based on the category selection List of LIO will populate in this drop down option.
Selection 3: User can put any remarks in this section.

Selection 4: Now user may click on the Send button to send the request to the selected PIO.
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