User’s manual for Departmental Officer
Andhra Pradesh Information Commission (APIC)

This manual explains the Submission of Annual Data/Monthly Data online by
the Secretariat Departments. The application for Online submission of Annual
reports by the Secretariat Departments is available through Andhra Pradesh
Information Commission website at http://www.apic.gov.in.

Go to the APIC Homepage by typing http://www.apic.gov.in into the address bar at
the top of your web browser (Internet Explorer) and press enter. Once the APIC
Homepage has loaded, the following screen will be displayed.
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Right to Information act 2005 is a landmark legislation passed by the Government
of India. It is one of the most powerful tools for ushering in Good Gowvenance. The Act
» Your Right to Know GCame into force on the 12th October, 2005 (120th day of its enactment on 15th June

*

Highlights-act

2005).
FI1C Activities Under sub-section (3) of Section 15 of the RTI Act 2005, Government of andhra
Pradesh has constituted State Information Commission consisting of Sri C.D. Arha,
» Downloads 145, (Rtd.,) as State Chief Information Commissioner, and Sri &, Subba Rao, Sri R. Dileep
Reddy and Sri K. Sudhakara Rao as State Information Commissioners  wide
» Other RTI Links G.0.Ms.N0.505, G4 (I&PR.II) Departrent, Dated: 12,11,2005.
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http://www.ppms.cgg.gov.in/
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will be displayed.

Click on the “Annual / Monthly Reports”. The following screen
Enter the user id and password given to you during the training.
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Data Entry>New Office
The following page is displayed. Select New Office from the Data Entry menu.
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The following page will be displayed. Enter the Office details and click Next.

Q-0 HRa Lo - Jo@ 48 -

~
Home » Profile # Reports ¢ Logout Date”ue_g:%i?;‘::; )
| DEPARTMENT :| Agriculture and Co-Operation
| HOD :| --
| DISTRICT: | --
|OFFICE DETAILS
| Level : | Department h
| Name of the Office : | |O,"U_ Jt Secretary ‘
Houss o, ;| 26-124 |
street” 1 |Stno.25 |
via® ‘ |
Address : Locality/Colany™ ¢ ‘GTS clry | =
City/Town” : ‘Hyderahﬁd |
Mandal : MotMecessany ~
village : | Mot Necessary b
Pincode : ‘500002 |
| Phone ;| (140 |[23546542
| Fan: (040 | 23546254
|Nnte 5
|* - Denotes values are not mandatory
| MNext » ‘
hd

@ Done # Internet



The following page will be displayed showing the office is added.

- O NAG L% 35 EH-USOS y-2
r}as“d sth Infor.muiion Com-missiq‘_;h

Reports ¥ Logout

O/o. Jt. Secretary Added Successfully

Department
Date : Tue, 22 Jan 2007

Home » Profile » EEEER=gh

@2005 Centre for Good Governance. All Rights Reserved, Terms & Conditions

| . Internet

a Done



Data Entry> Add APIO/PIO/AA
Now select Add APIO/PIO/AA from the Data Entry menu as shown below.

©- O HEAG,L,kOSLE - JOOS -

Department
Data Entry ¥ Logout Date : Tue, 23 Jan 2007
< Add APIOPIO/AA
Annual Data
@2005 Centre for Good Governance. All Rights Reserved, Terms & Conditions
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A list of offices added by you will be displayed as shown below. Select one of the
office for which you have to enter the APIO/PIO/AA details.

) :: Andnra Pradesh Information Comm i1 - Mozilla Firefox

File Edit ‘ew Go Bookmarks Yahoo! Tools Help
@ = E> - @ @ |D hittps e, r2inet, org/Practicefaddpio, do V‘ @ Go HQ, ‘
B Getting Started @ Latest Headlines
A
B
HHE & _
| Home ¥ Profile v ESEeRSy Reparts ¥ Logout; Dam:me'g:ﬂ:’:;‘::;

LIST OF OFFICES

1 0fo: Secretary, R&B ., Secretriat road, , Hyderabad, Secretariat, 500012
2 aajkd sdhsh, swdkh, dfhh, kdhshk, dkhsh, 502102

3 hdfshk shkal, slkhdfa, fhdflhk, , , 500012

4 0f0. Jt. Secretary 26-124, 5t. no.25, , Hyderabad, GTS clny, 500002
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The following page is displayed asking you to add APIO/PIO/AA details. Click on the
ADD APIO/PIO/AA details

C-0O HRAG PO EE-JO@B i
_ —

Ramana.Reddy

Home » Profile » Data Entry ¥ Reports » Luguutl Date : Tue, 23 Jan 2007

Dffice : APTS

LIST OF APIO'S/PIO'S/AA'S

ADD APIO/PID/AR
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The following page is displayed showing the office you have selected. Enter the
APIO/PIO/AA details and click Next. While adding the APIO/PIO/AA details you can use
the Copy Office Address if the APIO/PIO/AA office is located in the same office.

Otherwise enter the actual address.

Q-0 RGO PO RLE-JOOB

L/ - ®
'J' g

NAME OF THE OFFICE : D/o; Secretary, R&B
DEPARTMENT : Agriculture and Co-Operation

DISTRICT : —-

APIOfPID/AA DETAILS
FIO v

First Name ! |Phani

Name :
Last Narme ¢ |Kumar
Joint Director v
Desi tion : =
Add new Designation
*
House Mo,
Street” : |Secratriat road
* i
Address : Via

Locality/Colany/Village ™ : | Secretariat
(:itw"rown/l\ﬂandal’k i |Hydlerabad
Pincode” : |5000712
e-Mail” : |jdrbEap.govin
Mobile” : | 9246555606
Phone™: | |040 23541202
Fax": (040 23841202

Note :

* - Denotes values are not mandatory
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The following page is displayed giving a message Added Successfully.

© 0 RAG,kOSLE UOos L

. = - ) i Department
Home » Profile » Data Entry » Reports *» Logout Date : Tue, 23 Jan 2007
List of Offices
Added Successfully
©2005 Centre for Good Governance. All Rights Reszerved, Terms & Conditions
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Similarly you can add all the APIO/PIO/AA details of your office by selecting the Add
APIO/PIO/AA as shown below.

al‘_-ﬁ'x

Department
Date : Tue, 22 Jan 2007

Home » Profile » Data Entry » Reports * Logout I

Office : Dfo: Secretary, R

LIST OF APIO'S/PIO'S/AA"

, Secretriat road, , 500012

Krishna 1
2 Al Rakesh K , Secretriat road, , 500012
3 PID Uma Maheswar , Secretriat road, , 500012

ADD APIO/PID/AN

@2005 Centre for Good Governance. All Rights Reszerved, Terms & Conditions

a http: / fwman, rZinet .orgfPractice/addpiocontinue. dofdeptid=1&distid=00 Zvillidl=0008&mandid1=00 &oadd=, Secretriat road, , Hyderaba & Internet



You can also add a new designation if the designation is not available in the list box
by selecting Add Designation as shown below. Enter the New designation and
select ADD button. The designation you have added will be displayed in the list box.

©0 3 e

A

Al O oA B
2} hitp:/fwwew.r2inet.orgfPractice/popupi.do - Microsoft Internet ... [£)([E)%)

P a8 o o »
\') il hd @ @ \'b 5 i !:' Employee Details
Address ‘@ hittp: pemanas k2inet., ora/Practice/popup 1, do V| G

GDOS].C “G - b | Go 4k @ » @ Settings+ @

Y! = £-| vH Search - &

Eater Mew Designation ||

ADD

I
I
]

@ Daone B Internet

Street” : |Rd, no 15

e |
Address : a

Locality/Colany/village™ : | Hydetabad

[ Copy Office Address

City/Tawn/Mandal” ; | Hyderabad
Pincode” : | s0001e

Mnhile*:‘ 3246555606
Phone:‘ 040 23546215 |
Fax:‘ 040 |[23545245

| e-Mail" : ‘ |padmagula@cgg.guv.in |
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Data Entry> Annual Data
Select the Annual Data from Data Entry menu. A list of Offices will be displayed.

&) :: Andhra Pradesh Information Commisiion :: - Mozilla Firefox
File Edit ‘ew Go Bookmarks Yahoo! Tools Help o ‘:::’

@ - |:> - @ @ |D http: ffwnana, rZinet. org/Practice/proformak.do v‘ @ Go HQV ‘

. Getking Started @ Latest Headlines

s, 'S g .
i‘r,u.d_e_sh Information! Commii'ssiio

Reports » Logout |

Department
Date : Tue, 23 Jan 2007

Horme * Profile »

LIST OF OFFICES

1 0/o: Secretary, R&B » Secretriat road, , Hyderabad, Secretariat, 500012
2 aajkd sdhsh, swdkh, dfhh, kdhshk, dkhsh, 502102

3 hdfshk shkal, slkhdfa, fhdflhk, ,, 500012

4 O/o. Jt. Secretary 26-124, St. no.25, , Hyderabad, GTS clny, 500002
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Select a PIO from the office for which you have to enter annual data.

©- 0 RE6rLrYessE Jedd by-c=

Horme » Profile » Data Entry » Reports » Logout' Dah:s“,gﬁ'}‘lﬂﬂ;

LIST OF EMPLOYEES
e [ o [ pommmes

1 Krishna J , Secretriat road, , 500012
z Uma Maheswar , Secretriat road, , 500012

@2005 Centre for Good Gavernance, All Rights Reserved, Terms & Conditions

a hkkpe ] frme rZinet orgfPracticejproformab, do?act=DataEntry&meimxpy=31 2&koifxfy=47 2&emanfo=0fo: Secretary, R&memanpem=Ekrishna 1 # Internst



The following page is displayed. By default year and month is selected as 2005-2006

since the annual data is to be entered for the period from 12" October 2005 to 31t
December 2006.

Q-0 RRG LPHORLE-LUOQP S oy -cx

Home ¥ Frofile F Uata Entry ¥ Fepors F LDQDUEI

Date : Sat, 20 Jan 2007 #

PROFORMA- B

Consolidated Statement On The Applications Received And Disposed Of Under The R.T.1.Act

Year ;| 2005-2008 v Month : Total 2005-2006

|DEPJ\RTMENT : Agriculture and Co-Operation

|HDD g ==

|DISTRI[!T g ==

{1) - OFFICE : 0Ofo: Secretary, R
{2) - PIO : Krishna 1

Total No of Total No of .
Total No of Applications Applications Total No of Out of cases Disposed

Out of cases
. Disposed shown in
shown in

applications  |received during Lol Disposed during applications Gol.6,Deemed

pending 12th oct 200510 |APRNCATONS |, oth oy sons & |Pending f""'.”’“’f"r'“at'”“
+ st urnished
315 Dec 2006 315t Dec 2006

i3) 4 (51 = (3)+(4) 6) {7y = (5)-(6) €} ()
o || [ ||l || [ e e | L |

) . . . Amount of
Out of cases disposed shown in Col.No{6),Cases rejected under sections Total

Applications

Fee and

Charges
8 |s@ |8 |8 |aw |8 |8 |8 |s |sm 11 | 24 | other | catlected for
(a) (b) (c) (C)] (e) 10 (@) (h) (M 6} furnishing

information

(10) (113 (12} (13) (14} (15) (16) (173 (18} (193 {200 (21) (22) (23} (24) (25) b
o o o o o e e o o e =

Testing

v
a Done

' Internst

Enter the Annual data and click Submit.



The following page is developed. Data Inserted successfully.

- O NAG L% 35 EH-USOS y-2
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Reports ¥ Logout

Department
Date : Tue, 22 Jan 2007

Home » Profile » EEEER=gh

Data Inserted Successfully

Axmual Data
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Reports
Reports>Report for Secretariat.

Select Report for Secretariat from the Reports menu.

© -0 H11d¢ ,osim osE- 003 o=

- = il B = w e
Home » Profile b Data Entry b Reports b Logout Date : 5at, 20 Jan 2007
[ Report for Secretariat!
@2005 Centre for Good Governance, All Rights Reserved, Termns & Conditions
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The following page is displayed. Since you are entering annual data for the period
from 12™ October 2005 to 31t December 2006, select Year as 2005-2006 and month

also as 2005-2006 and click Submit.
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Department
Date : Tue, 23 Jan 2007

| Home * Profile » Data Entry » EElalalgss Logout]

ANNEXURE-IT{Profoima-D)
CONSOLIDATED STATEMENT ON THE APPLICATIONS RECEIVED AND DISPOSED

OF UNDER THE
Year: Nonth : [EEE v
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HOD-wise annual data is displayed.

Q-0 NRG LPHORLEE-LOPS ay-sx

Home » Profile » Data Entry » Reports » Logout |

ANNEXURE-IIT{Profoir
CONSO IONS RECE

Year : | 2005-2006 ¥ Wlonth : @

| Name of the Department:Agriculture and Co-Dperation

Total No of
Applications
pending as
on end of
the last
Month

Total No of Total No of Out of c
P oyl Total No.of n
Applications Applications e Disposed
A Total Applications o
received Disposed B in
q {Cols.4+5) 3 pending
during the during the Col.7,Infor
{Cols.6-7) n
month month furnist

Name of the HOD and other Units

its

’7 ftP State Co-Operative Joint Farming and LCSF

‘ Co-Operative Tribunal ‘ 80 | 50 | 26
’37 H'—\'t'qd(e:r:bad Adricultural Co-Operative Assn, & o 120 75 a9 3 27
’4—‘ Comrissioner and Director of Agriculture ‘ 17 | 1} ‘ 381 | 269 | 92 | 36 ‘ &0
’5—‘ AP State Seeds Development Corporation ‘ 19 | a ‘ 421 | 294 | 105 | 38 ‘ 69
,6—‘ AP Sahakara Wigyana Sarnithi Ltd. ‘ 21 | a ‘ 461 | 318 | 118 | 42 ‘ 78
,7—‘ AP State Seed Certification Agenc ‘ 23 | a ‘ 501 | Ged | 131 | 45 ‘ a7
,87‘ Commissioner of Harticulture ‘ 25 | 1] ‘ 541 | 369 | 144 | 48 ‘ 96
,97‘ Commissioner of Marketing ‘ 27 | ] ‘ 581 | 394 | 157 | 51 ‘ 105
,T‘ AP State warehousing Corporation Ltd. ‘ 29 | a ‘ 621 |419 | 170 | 54 ‘ 114
,T‘ AP State Cooperative Marketing Federation ‘ 5 | @ ‘ Ea |444 | Q& | - ‘ - ~
< i} | 2|
aDnne  Internet



0- 0 REAGL,*O 2L m-Ueos
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Date 1 Tue, 23 T00y
IXURE-IMI(Proformma-D}
Month :
Out of cases disposed shown in Col.No(7),Cases rejected under Sections ?;1;;"["“ of =
Out of cases Applications
Dispnsu?d shown Fee and Any other
o A EETEES information
CDI.:‘,Inf.u;'mc?tlun (1) (1) (1) (1) (1) (1) (1) (1) ather ;::Dllected
HEESEE (a) (b) (© (d) ey | ¢ | oy | ) | ay | @) furnishing
information
M 0 0 O 5 5 5 0
N N 20 A 3 O O 3 O I O O O E S I
B 3 0 0 O O S R NN NCNCC
B N O N O N N R E R P R P R L R ST
CE B e EE o s e R EE R B = |
B N R R RN R R R N N PR
e s ke EEEE B E R D b
_lil—l—l_l—l_l_l_l_l_l_l_l_l_l—l o lore [ o2
s |
.Dune | 4 Internet



Select the HOD from the list, district-wise report will be displayed as shown below.

rosoft Internet Explorer
Name of the Department: null
Total No of Tut.?l N‘? ol Total No of Total No of Out of cases 0u|§ ol S
Name of the A Applications| Py = Total No of | . . Disposed
Districts & qus n EEED pending as Appllc._atlnns Total Ap|_:||||::at||:|ns Applications| DISpDSFT'd Shoun shown in
Regional/Zonal District & on end of rE?EWEd (Cols.4+5) Dls.pDSEd Pending - . |Gol.7,Deemed
= Regional /Zonal during the during the Col.7, Information|
Offices & HOD & HOD the last Month Month {Gols.6-7) furnished Refusals u/s
Month 7(2)/18(1)
1 ladilabad ] ] i] ] 0 ] 0 ]
2 |lanantapur o o o o o o o ]
3 [Chittoor o o o o o o ] o
4 cuddupah o o o o o o ] o
5 [East Godavari 1] 1] o 1] o 1] o 1]
6 Guntur ] ] o 1] o 1] o ]
7 Hyderabad o o o o o o lo o
|z Karimnagar lo lo lo o o o lo lo
|9 Khammam lo lo o o o o lo lo
10 Krishna o o o o o o ] o
11 Kurnodl o o o o o o ] o
1z  Mahabubnagar 1] 1] o 1] o 1] o 1]
13 Medak ] ] o 1] o 1] o ]
[14  [Malgonda o o [o o lo o o o
15 |Mellore o o o o o o o ]
[16  Mizamabad o o o o o o Io o
7 [Prakasam o o o o o o ] o
18 Ranga Reddy o o o o o o ] o
19 Srikakulam 1] 1] o 1] o 1] o 1]
20 [isakhapatnam 5] 5] o o o o ] o
21 [izianagaram 5] 5] o o o o ] o
l22  [warangal lo lo o o o o lo lo
23 [west Godavari o o o 1] ] o o o
Total o o o o o o ] o
< i | ]
&] Dane & Internet




3 http:iivwww.r2inet.orgf/APICSL Tracking/ProformacC .do?mode=-getReport1&hodid-232,282&dept-1&mon=13&y - MHicrosoft Internet Explorer
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Click on the District, PIO-wise report is displayed as shown below.

r2inet.orgfAPICSL Tracking/Proformal rosoft Internet Explorer

| Name of the Department: null

Tota! Nu_uf Total No of Total No of Out of cases
Applications s s Total No of )

8 q Applications Applications . Disposed shown
pending as n Total H Applications | .

n Name and Address of the PIO on end of received (Cols.3+4) Disposed pendin in

o during the . during the d Gol.6, Information
Month

2

3

4

s

]

the last Cols.5-6 "
Month Month ¢ ) furnished
RAJUBHOGIREDDY,23-4-5-
1 6,SRINAGER, INDIRA o 5 5 2 3 1
NAGAR,021,08 ,19 ,530000

AJITRAC, 2-Z first strret,second
street, 005,47 ,19 512455

uma kalyanipendurthi,23-4-5-6, SRINAGER,
INDIRA MAGAR,021,08 ,19 ,53000

MARYTALARI, S

3,GULLALAPALEM, COLONY,001,48 ,19 ,545636 o

WAWWAYKKKKKI,23-2, First,
First,019,52 ,19 503234

suneelatalari,?3-2, First,
First,019,52 ,19 ,50323

-
—
-
=
-

Total

o
o
fr-)
o
fr-)
~
iy
[
@
w
r-)

< ] I £

a Done # Internet




rosoft Internet Explorer

of cases
1osed shown

.6, Information
ished

Name of the HOD: null

Out of cases
Disposed
shown in
Gol.6,Deemed
Refusals u/fs
7(2)/18(1)

Name of the District:null

Out of cases disposed shown in Gol.No(6),Cases rejected under sections

other

Amount of
Total
Applications
Fee and
Charges
collected
for
furnishing
information

Any other
information

8 |s |8 |8 |8 |8 |8 |8 |8 |=
Ly () (1) | (1)) (1) | (1)) (1) (L)) cy (1)
@y by | (cy | (d)y ) Ce) | (F) | Cad | (h)|Cid | )
1 |1 1 |1 1 ’T
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