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User’s manual for District Officer

Andhra Pradesh Information Commission (APIC) 

This manual explains 
1. How to register for online submission of Annual Quarterly Report. 
2. How to login 
3. How to create Public Authorities (new office), PIOs and AAs
4. How to submit the quarterly/annual reports
5. How to view reports

The application for Online Registration of District Officers is available through Andhra 
Pradesh Information Commission’s Web site at http://www.apic.gov.in. Follow the 
instructions below to access this application. 

Go to the APIC Homepage by typing http://www.apic.gov.in in the address bar at 
the top 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 Quarterly Reports”. The following screen will be displayed.

1. Online Registration:

Click  on  District  Officer  Registration.  Select  the  Department,  Head  of  the 
department,  District  and click  on  GET  button.  If  you have already  registered the 
details will appeal below, verify if the district officer is already registered from the list 
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displayed.  If  not  click on the link “Click here for  District  Officer registration“  and 
register. “ENTER YOUR DETAILS” in the page displayed.

Fill in the form with appropriate values. If your designation is not available in the list 
you can add your designation by clicking on the Add new Designation button. After 
entering the entire information click on the SUBMIT button.  (The fields marked with 
green star (*) are optional.) 
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For example, if you forget to fill the  Landline Phone No., you will get a message 
that STD code /Phone No. is required. This indicates that this field is mandatory. 
Enter  the  phone  number  along  with  STD  code  and  click  the  SUBMIT  button. 
“Registration of the District Officer” page is displayed.

Imp: Please enter the mobile number and email id which you are currently using.  The 
system will  send the details  of  user id and password to the mobile  and email  id 
provided by  you.  To ensure  successful  registration  please  provide  correct  mobile 
number and email id.

Take a print of the page by clicking on the Print button as shown above. Sign on the 
page  and  send  it  to  the  District  Nodal  Officer  (District  Revenue  Officer)  for 
authentication.

Once the Distrct Nodal officer authenticates your registration as District Officer you 
will  receive SMS and email  “APIC Approved your request for registration as 
District Officer. Your username : xxxxxxx and password is xxxxxxxx. 
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2. Login process:

Type your user name and password into the login page. Click the "GO" button. If you 
enter  wrong  username  or  password,  a  message  saying  “Invalid  Username  / 
Password .... Try Again!" will appear on the login page. Repeat the login process 
again by entering correct user name and password.

If you have entered your details correctly, you will be taken to the login page of the 
Andhra Pradesh Information Commission website.

Profile 
Move your cursor on to Profile menu, a drop down menu will appear as shown in 

the following Figure.
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2.1 Profile>Edit profile

 To change your profile click on the “Edit Profile” from the  Profile menu.  Check 
the current details and make the required changes and click on Submit.

2.2 Profile>Change Password
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 To change  your  password,  click  on  the “Change Password”  from the  Profile 
menu. 

The form will be opened as shown in the figure below.

Type in your  old password into the box named  Old Password.  Type in the new 
password into the box named New password. To confirm the password re-type the 
new password into the box named Confirm new password.

3. Data Entry>New Office

To enter the details of your office, click on the “New Office” from the Data Entry 
menu. Fill the form with the appropriate values and click the “Next” button.

7



User’s Manual - APIC

You  will  go  to  the  following  page  where  you  have  to  enter  the  details  of 
(APIO/PIO/AA).
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Select the APIO/PIO/AA from the dropdown list and enter the related details. If the 
address  of  the  APIO/PIO/AA  is  same  as  that  of  the  office,  click  “Copy  office 
address” and type in the remaining details otherwise type in the office address of 
the relevant officer. Click the “Next” button.

You will then go to a screen as shown in the following figure. 

3.1 To add the details of other APIO/PIO/AAs click on “Add/APIO/PIO/AA” button. 
Repeat the entire process until  the details of all  the APIO/PIO/AA of an office are 
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entered.  You can also enter the details of the APIO/PIO/AA from the  APIO/PIO/AA 
item of the Data Entry menu.

Once you have completed entering the APIO/PIO/AA details under that office you can 
add  details  of  the  other  new  office  (public  authority)  by  clicking  on  ADD NEW 
OFFICE button as shown in the above figure.

After entering details of all the offices the Annual data has to be entered.

4. Data Entry>Annual Data

Select the Quarterly data from the Data Entry menu item.
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The Office details of all the PIOs entered by you are displayed. Select the Office for 
which annual data has to be entered you will go the next page where you have to 
select the PIO whose data has to be entered.

Click on the PIO name. You will go into the following page where you have to enter 
the annual data of that PIO.
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Initially you will be selecting the default year (2005-2006) and month as (2005-2006) 
since the report is for the period from 12th October 2005 to 31st December 2006. 
Enter the details of the applications received, disposed etc under the columns (3) to 
(26) as per the information received in the prescribed formats from the PIOs.
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 After entering the entire information click on submit and continue this process till the 
details of all PIOs is entered.
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5. Reports: 

Click on the Reports for DO item on Reports menu. Select the year and month and 
click on Submit button.
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The details of all  the applications received, disposed etc.,  entered by that District 
Officer can be viewed as shown below.
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At Information Commission level:
A consolidated report of all the departments can be viewed.
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At Department level:
A consolidated report of all the Head of Department can be viewed.
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At Head Of Department level:
A consolidated report of all the District Officers can be viewed.
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