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For  
 

                                   STATE ADMIN 

  

This Document elaborates the functionalities that State Admin has to 
perform for publishing the questionnaire which is created by the Center and 

also accessing of User Details Report in Excel Format. 

 

 

  
 

 

 

 

 

 

 

Dated – 20th June 2024 
 

 

 

 

 

 



 

2 | P a g e  
 

                               

 
 

 

 

Table of Contents 

 

LOGIN ...................................................................................................... 3 

 

Publish The Questionnaire  ........................................................... 5 

Add The Workflow  ............................................................................. 5 

 Freeze the Work Flow .......................................................................... 7 

Publish the Questionnaire  ......................................................... 9 

 

User Details ................................................................................... 12 

 

 
  



 

3 | P a g e  
 

                                                                                       

                                                                                              LOGIN                         
 

 Go to browser and enter URL:  https:// panchayataward.gov.in 

 

              How to Proceed with Login ID, 

  

 Click on the Login button present at the top right corner of the application. 

 

 Enter the allocated username, password and captcha, and then click on the Login button as 

shown in the following screen. 

                                                 

 After clicking on Login button, following page will be displayed-      



 

4 | P a g e  
 

                                                       

 

 After clicking on Submit Button, home page appears as below- 
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                                                                          PUBLISHING the Questionnaire  
 

 

         Publishing of the Questionnaire by State Admin requires two processes –  

 Freeze the Workflow 

 Publish The Questionnaire 

         Both the processes are explained below-  

 

             NOTE: State Admin has to freeze the workflow before publishing the Questionnaire- 

 

         FREEZE THE WORKFLOW 

 

         Freezing of the workflow further has two processes which are as under- 

 Add the workflow- 

 Freeze the Workflow- 

          Both these processes are elaborated in detailed steps 

 

 Add the Workflow 
 

 

 Go to Work Flow option in left menu. 

 

 Click on Work Flow -> ADD. Following page will be displayed- 
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 On the screen, select Award type and Entity (Level of Panchayat) type. 

 

 Select Level of Panchayat(Entity) as Gram Panchayat Only 

 

 Based on selection, following page will be displayed-  

 

 

 Click on the Save button. 

 

 After clicking on save button, following confirmation pop up message will be displayed  
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 Freeze the Workflow- 
 

 Go to Work Flow option in left menu. 

 

 Click on Work Flow -> Manage. Following page will be displayed- 

 

 

 Select the Award Type and Entity Type and then click on Get Data button. Records will be 

displayed on the basis of the selected entities. Sample Screenshot on the basis of selected 

entities is given below – 

 

 

 Click on View Icon to view the work flow 

 

 Click on Modify Icon to modify the work flow (in case, if any modification 

required) 

 

 Click on Delete Icon to delete the work flow (in case to delete the workflow) 

 

 Click on Freeze Icon to freeze the work flow 
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 After clicking on freeze icon, following page will be displayed on the screen- 

 

 Click on Freeze button to freeze the workflow. 

 

 After clicking on freeze button, following confirmation pop up message will be displayed – 

 

        NOTE: Once you have finalized /freeze the workflow, workflow cannot be changed 

 

 Do the same for all type of awards themes 
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 Publish Questionnaire: 
 

              Once workflow has been frozen then, the State Admin has to publish questionnaire. 

 

              Detailed steps for publishing the questionnaire are given below- 

 

 Go to Questionnaire option in left menu. 

 

 Click on Questionnaire-> Manage.Following page will be displayed- 

                  

 

 Select the following- 

 

 Financial Year 

 Award Type 

 Theme 

 Fill the Questionnaire Description 
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 After selection click on Get button. Record will be displayed on the basis of the selected 

entities- Sample Screenshot on the basis of selected entities is given below – 

 

 

 Click on View Icon to view the questionnaire 

 

 Click on Publish Icon to publish the questionnaire. 

             

 After clicking on Publish Icon, questionnaire related to selected theme will be displayed. 

Sample screenshot is attached below- 

                                             

 

 

 Click on Publish button to publish the questionnaire. After clicking on Publish button, 

confirmation message will be displayed as given below- 
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         NOTE: Once the State Admin has published the Questionnaire he has also the provision to Unpublish       

         the questionnaire by clicking on Unpublish Icon 

 

 Do the same for all type of awards themes 
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                                             User Details 

 

           State Admin can also send the User Details report in the form of Excel to various Entities 

 

         Following are the steps that need to be followed to download the User details report from the    

         application- 

 

 Go to Reports option in left menu. 

 

 Click on Reports-> User Details.Following page will be displayed 

 

 

 Select the following- 

 

 Entity Type-(Level of Panchayat Type) 
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 User Type  

 

 

 

         NOTE: There are two different types of users- 

 

 User is responsible for creating of members of Performance Assessment Committee which 

performs Assessment and Verification of the details filled by Gram Panchayat physically. 

 

 Committee User is the member of Performance Assessment Committee which is 

responsible for Assessment and Verification of the details filled by Gram Panchayat 

physically. 

 

 After selecting Entity type and User type, click on Export To Excel button. 

 

 On clicking Export To Excel Button, excel report will be downloaded in the system as per 

selected User type and Entity type. Sample of the report is attached below- 
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