
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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http://www.ppms.cgg.gov.in/
http://www.apic.gov.in/


Click on the “Annual / Monthly Reports”. The following screen will be displayed. 
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. 
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The following page will be displayed showing the office is added.
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Data Entry> Add APIO/PIO/AA 
Now select Add APIO/PIO/AA from the Data Entry menu as shown below.
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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.
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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
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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.

.
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The following page is displayed giving a message Added Successfully.
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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.
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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.
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Data Entry> Annual Data
Select the Annual Data from Data Entry menu. A list of Offices will be displayed. 
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Select a PIO from the office for which you have to enter annual data.

1



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 12th October 2005 to 31st 

December 2006.

Enter the Annual data and click Submit.
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The following page is developed. Data Inserted successfully.
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Reports
Reports>Report for Secretariat.

Select Report for Secretariat from the Reports menu.
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The following page is displayed. Since you are entering annual data for the period 
from 12th October 2005 to 31st December 2006, select Year as 2005-2006 and month 
also as 2005-2006 and click Submit.
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HOD-wise annual data is displayed.
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Select the HOD from the list, district–wise report will be displayed as shown below.
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Click on the District, PIO-wise report is displayed as shown below.
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