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User’s manual for Appellate Officer

Andhra Pradesh Information Commission (APIC) 

This manual explains the procedure for maintaining online Register II as prescribed in 
G.O.Rt.No:6488  of  G.A.(Coordination,  GPM  &  AR)  Dept  dated  20.11.2006  by  the 
AAs(Appellate Authority). The software application for maintaining Register II by the 
Appellate  Officers  is  made  available  through  Andhra  Pradesh  Information 
Commission’s Web site at http://www.apic.gov.in Follow the instructions below to 
access this software application. 
Open the APIC Homepage by typing http://www.apic.gov.in in the address bar of 
your web browser (Internet Explorer) and press enter. Once the APIC Homepage is 
loaded, the following screen will be displayed.
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Click on the “Annual / Monthly Reports”. The following screen will be displayed.

Enter user Id and password to login to enter the register.
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Then the following page is displayed. 

To enter/edit the details of  an application,  select the  Register II from the menu 
Registers.
1. Registers>Register II

The following page is displayed where the AA has to enter the application details. 
Select  the  Year  and  enter  the  Application  number.  The  system  gives  an  alert 
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message “checking for application No. in the database please wait”. If the application 
number already exists,  the details of  that application are displayed and user can 
update the details if necessary, Otherwise the AA has to enter all the details.

To Select PIO against whom Appeal is made:  Select the PIO name from the 
select box if PIO from whom the appeal is known. 
Select the application no. given by the PIO. If the application number as entered by 
the PIO is not known then click on search button available adjacent to the PIO, all the 
applications  entered  by  the  PIO  in  his  register-I  will  be  displayed.  Identify  the 
application  and  then  select  the  application  number.  Further  continue  entering 
remaining details.
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If  the  application  No.  as  entered by  the  PIO in  the  register-I  is  not  entered,  the 
message “Please select the PIO ID” is displayed.

If the Appeal is rejected, check the box under which section the appeal is rejected 
and the cause for rejection.
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Once all the details are entered click on the Submit button. The following page is 
displayed “Records updated Successfully”.
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2. Reports>Report for Register II

Select the Report for Register II from the Reports menu. The following page is 
played. Select Year and click on the Get Report button.

1



User’s Manual - APIC

The following page is displayed which shows all the details entered by the AA in 
Register II.

 

3. Profile>Edit Profile
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Edit Profile in the Profile Menu allows making corrections to the office and personal 
details.
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3.1 Profile>Change Password
You can change the password by selecting the Change password from the Profile 
menu.
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