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1. Application Overview

Purpose of this user manual document is to explain the process to apply for Right for Information application

over MP EService portal and get the required information from the on boarded departments.

Once after application request under Right For Information service has been submitted by the registered
applicant it will be assigned to the respective designated Public Information Officers (PIO) of the office and
then after PIO accept the application request and forward it to designated Assistant Public Information
officer (APIO) of the office who is then responsible to provide the required information and submit the

required details over the MP eService Portal against the received application and provide it to the applicant.

Portal is integrated with online payment feature using which applicant can pay the charges online and get

the required information without visiting the Government Office.

2. Getting Started

This section explains the steps/process to be followed by the applicant to apply for the RTI service over MP

eService Portal.

2.1. Accessing Application

e Applicant need to open the URL : http://services.mp.gov.in/

e Assoon as website is open they need to click on the option available on the top right side “Citizen Login

/Profile Registration”.
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e For the case if applicant is already registered over the portal they can select the option to login else

they have to register their profile before apply for any listed service over MP EService portal.
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2.2. Registration Process

e To initiate the registration process user has to enter
o First Name
o Last Name
o Mobile Number
o Emalil

o Password - Should be of 6 character
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[J Accept Terms & Conditions @

e Applicant also need to accept the terms and condition check box before submitting the registration

form.

e As soon the registration form is submitted a system generated OTP will be sent on the entered mobile

number.
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Verify

Please enter OTP sent to your mobile no.

e Inthe next step they have to enter the received OTP and click on the “Ok” button.

e When entered OTP is verified successfully then, pop up appear on the screen notifying the successful

registration of the application.

| services.mp.gov.in/citizen/login

services.mp.gov.in says

Registration done successfully,

MPSEDC_IT COE



7|Page

2.3. Login

e After successful registration applicant can login on portal with their registered mobile number and

password.

UH. . -9fdd dice
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LOGIN
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— A Username (Email Id or Mobile no.) -

Enter Username

: w*
& Fassword

Enter Password

2.4. Manage Profile

e Registered user of the eService portal can manage their profile and update the details as and when
required. Registered user can manage details following section wise.

2.4.1. Manage Basic Profile Details

= Registered user can upload their profile image , they can upload jpeg/png file up to 100
KB
= Below option will be available to the registered user to update
e Email ID

e Date of Birth
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e Address

—

# Dashboard [..-"'/ Profile Update I i Services

Basic Detail &J

Amit Saini

verify) I

ID Proof Details

1D Proof Type ID Proof Number |2

PanCard b

2.4.2. Manage ID Proof Details

DOB-
@ -47A Arera Hills

not verified

= Registered user can manage the id proof details for their profile, they can update the ID

proof for their profile or add new ID proof for their profile.

= To upload ID proof details applicant have to select the type of ID proof they want to

upload , they also need to enter the ID proof number and then image of the ID proof

needs to be uploaded .

2.5. Accessing Dashboard for Right to Information Service and apply for Right to Information Service

After successful login over the portal registered user will be redirected to the dashboard over which list of

services will be available, from the listed services applicant have to select desired services for which they

want to apply for.

For the case of Right To Information service applicant have two option to select they can either select apply

for RTl or they can view the status of the request they submitted.
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2.5.1. Apply for RTI

Under this section applicant can raise new RTI request for the on boarded departments to raise a new RTI

request applicant have to follow below steps.

1. Step 1-Inthe first step applicant have to Read and then accept the terms and condition for the
RTI services. Once they accept the terms and condition then only they can move ahead with the

next step.
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2. Step 2 —Once they accept the terms and condition applicant can view the application form to
apply for the RTl application.

a. Forthe case if applicant is below poverty line then they can declare it by clicking on the

check box and once they click on it they mandatorily have to provide their (Below

Poverty Line Card) BPL Card ID and upload copy of BPL card under supporting

document section.
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b. Application form for RTlI — Under this section applicant have to provide following
details to submit the application., all fields under this section are mandatory
l. Department Details
i. Department Name
ii. Organization Name
iii. Level of Department/Office
iv. Office Name
Il.  Desired Information Details
i. Type of Information Required
ii. Details of information required
iii. Supporting document — They can upload multiple document in PDF (1

MB) format.
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preview the application and proceed for next step.
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Step 4- Preview Application and submit — Before finally submitting the application they can
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4. Step 3 - Payment Processing -Once after adding all required details applicant can submit the
application and proceed for the online payment. After they make the payment online
successfully a system generated request id will appear on their screen and a system generated

SMS with request id details will be sent on the registered mobile number of the applicant.

For the case if they declare that they belong to Below Poverty Line category then in this case
Payment option will not appear and request id for the submitted application will appear on the
screen and system generated SMS with request id details will be sent on the registered mobile

number of the applicant .
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5. Step 4- Print Receipt- In the next step applicant can download/print the receipt for their future

reference.
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2.6. View RTI application status

Under this section applicant can view the list of the RTI request raised by them from their registered
profile.Once they select this option user will be redirected to the dashboard for RTI service on which they
can view the complete statistics like count of total request they applied , total approved , pending request
count and rejected request count .

Applicant can track and view the status of the request they have raised from the eService Portal , they
can select the option to view the details of the request they have raised.

1. View the request details - To view the details of the raised request applicant can
select the view detail option from the portal ,for the case if required details has been
provided by the respective department then in this case applicant have the option to
download the document as requested.
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2. Revert on the received notice against the raised request — For certain cases when

any query is raised by the department then in this case applicant have the option to
answer the asked query from the eService portal against the request.
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3. Make Payment against received Payment Notice from the department- For
certain cases when payment notice has ben issued by the department then applicant

receive the option to make the payment to receive the hard copy of the requested

details.
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