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1.Overview: 

• Implementation Of An E-Governance Systems for Excise Functions Of “Department of State Taxes 

and Excise Government Of Himachal Pradesh” 

• The Purpose of This Document Is to Provide a Detailed Description to The User Which Helps to 

Know The information through RTI Module 

2.Helpful Resources: 

 

2.1 System Requirements: 
             Operating System  

• Ubuntu Version No:20.0.4 

             Connectivity 

• For Data Transmission There Should Be Connectivity Installed at wholesaler. 

             Browser: 

• Application Is Compatible with Latest Mozilla and Chrome 

2.2 Help and Contact Information 
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RTI Responses 
 

• User will get the login screen and click on RTI link in Central URL.  

• Click on “RTI Link” to raise the RTI Request   

 

• The following page will be displayed after clicking on RTI link as shown below fig and 

user need to accept the Guidelines for use of RTI online portal. 
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• After accepting the Guidelines for use of RTI online portal and click on save button. 

 

 
 

• RTI request form will displayed after clicking on submit button, and user need to enter all 

mandatory fields. 
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• Selection of below poverty Line   

A.   If user select as Yes option, user required to enter the BPL card no and Year of Issue and 
Issuing authority. 

B.   If user select as No option, User need to pay RTI fee of 10 Rupees. 
 

 

• Applicant below poverty Line, user need to enter the following details as shown below. 

 

 
 

• If Applicant is above the poverty Line the following Fields are displaying. 
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• User need to enter the test for RTI request application and need to upload the supporting 

document in PDF format and need click on save. 

 
 

• User required to validate the OTP. 
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• User need to pay the amount. 

 
 

• User need to click on pay online amount to Submit the Request. 
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• User can able to track the RTI request using Track status Link  

• To Track the RTI Request the user need to open central URL and click on Track Status 

Button. 

 

 
• View of Track status page, and user need to select as RTI request  
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• Need to enter the Reference ID to track status and click on track status, following details 

will displayed 

 

 
 

• All the Request will be assigned to Public Information Officer (PIO), for analyzing and 

getting information for other concern department  
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Public Information Officer: 
 

 
• To login PIO, user need to open the central URL, and enter valid username and password, 

need to click on save button  

 

 
• Dashboard view for PIO login and user need to click on RTI tab need to select as RTI 

Request tab  
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• Click on New Action to assign the RTI request to Concern department. 

 
 

• Select Hierarchy as Head Quarters 
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• Select Office as headquarters and Role as Dealing assistant HQ. 

• user need to enter the remarks and click on save button as shown in below fig. 
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• Status will we changed after submitting the RTI application. 

 
Dealing assistant HQ: 

• Login into to the Dealing assistant HQ in central URL  

 
 

• User required to provide valid credentials as mentioned in above figure and click on 

Login button. 
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• Click on RTI tab to view the RTI requests 

 
 

• User need to click on in process Action, to provide the information regarding the RTI 

request  

 
• User Need to enter the Remarks and supporting documents to submit the RTI Request  
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• The Status will change after providing the information from Dealing assistant HQ as 

shown below fig  

 
 

• The Request is forwarded to PIO officer. 
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Public Information Officer: 

 
 

• User required to provide valid credentials as mentioned in above figure and click on 

Login button. 

 
 

• Click on action to provide the information to user  
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• User need to enter the remarks and fill all necessary fields. 

 
 

 
 

• User required to click on Provide information as shown in above figure. 



 

19 | P a g e  
 

 

 
 

 

• User need to Open central URL, click on Track status  

 

 
• The user needs to enter the Registration ID and select as RTI Request as process and 

click Track status button  
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• When User Select as satisfied button, RTI Request will closed. 

• When User select as not satisfied button, User can appeal using the Reference ID. 

• Click on Satisfied button, to close the RTI request  
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RTI APPEAL 

• RTI Appeal will start if user is not satisfied with provided information.  

• Click on Not satisfied button, to raise the RTI appeal  
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• Open central URL, Click on RTI button than select appeal  

 
 

 

• User need to accept the guidelines for RTI online  
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• View of Appeal Form, User need to enter the Reference Number to Raise the RTI appeal 

application. 

 

• user should enter the Reference number and the following data will be displayed as 

below. 

 



 

24 | P a g e  
 

 

• User need to select Ground for appeal   

 
 

• User need to enter the text for RTI appeal application and need to upload the supporting 

document and click on save   
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• The Request is successfully submitted 

• To track the RTI appeal user need to open the Central URL and click on track status enter 

the Reference number  

 
• Click on track status  

 

 
 

Appellate Authority: 

• Login as Appellate Authority, Provide the information for First appeal  
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• In Main Dashboard of Appellate Authority, Click on RTI tab  

 
 

• Select as RTI appeal sub tab  

 
 

• All RTI appeal will displayed as shown in figure 
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• Click on First appeal  

 

 
 

• User need to enter the all Remarks and provide documents and click on provide 

information  
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• To view the information provided of Appellate Authority, user need to open central URL 

and click on track status and enter reference id and click on satisfied  
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• After clicking on satisfied, RTI application will close  
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RTI MIS Reports: 

Public Information Officer: 
•  Login as public information officer Click on RTI reports  

 

 

• User required to Click on Reports 
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• user required to select RTI Queries as mentioned in above figure. 

 

 

• Selection of Start date and End date and click on save button to view the MIS report  

 

• View of RTI Queries / Appeal Received  

 
 

• To generate the Resolved RTI Queries / appeals click on reports  
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• Selection of Start date and End date and click on save button to view the MIS report  

 

• View of the Report  

 

Thank You…... 


