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UTILITIES 
 
 
In the UTILITIES  tab, following sub menu  options  viz.  WEBPAGELINK, DEACTIVATE 
 LOGIN , CREATE LOGIN , RESET NODAL OFFICER(SUB. PA), CHANGE PASSWORD, 
RESET  USER PASSWORD  are  available. 
 

 
 
 
 
 

Let us discuss them one by one: 
 
 

 1st  option:  WEBPAGE  LINK:---- 
 

On clicking this option, “Update WebPage Link Form” screen will be displayed. 
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Data  entered  in  the “Website Address(URL) of Public Authority” and “Webpage Link of RTI 
Manuals”  fields,  is reflected on RTI PORTAl  (www.rti.gov.in)  

 

Nodal  officer  can  update all form   fields  and update it by clicking  on “update” button.. 
 
 
 

 

2nd  option:  DEACTIVATE LOGIN : --- 
 

On  clicking   this  option “ Deactivate CPIO Login”  screen appears.   
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Nodal officer can select any one of  radio button options, first  one is  for  CPIO  and  second 
one is for Appellate Authority , there are  two drop downs  which is  activated according to 
selection of radio button option.  

These drop down contains the names of CPIO and  Appellate Authority ,on selection of names 
from both drop down, all  fields of form are filled with details of Appellate Authority or CPIO. 
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At last nodal officer  needs to click on Deactivate button to deactivate  user account of CPIO or 
Appellate Authority. 

 
 

 
3rd  option:  CREATE LOGIN :--- 
 

On clicking this option  “Create Login Form” screen appears. 
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There are  two  buttons  “View Login User List” and “Add New Login User”. By default  
“View Login User List” is selected . 

Nodal  officer can select any role from  Select  Role Dropdown, on selection of any option, a  
list  will be displayed, which  contains  all  user details  related to  selected role .  
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When  Nodal officer clicks  on Add New Login User button :-- 

 some new fields appear on the screen of  “Create Login Form” like “Select officer Name”, 
“Enter Username”, “Enter Password”. 

 

Nodal officer can select any option from  Select Role drop down . 

Now  we will discuss about some points regarding Select Role drop down  field. 
 
 In select Role drop down field options like :- 
 
Appellate Authority, CPIO, Deemed PIO, Secretariat/RTI Cell, PA/PS of CPIO , PA/PS of 
Appellate Authority, Nodal Officer are available. 
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On selection of any one of these options  Select officer Name dropdown field appears. 

 

 

This is the screen for creating login for  Appellate Authority 
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This is the screen for creating login for  CPIO 
 
 

 
 
 
 
This is the screen for creating login for  Deemed PIO 
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This is the screen for creating login for Secretariat/RTI Cell    
 
 

 
 
 
This is the screen for creating login for  PA/PS of CPIO, 
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This is the screen for creating login for PA/PS of Appellate Authority 
 

 
 
 
This is the screen for creating login for  Nodal Officer 
 

 
 
 
After  filling  all  mandatory  form  fields  for all roles, submit  button  is clicked. 
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4th option:  RESET PASSWORD :--- 

 

On  clicking  this option  “RESET  PASSWORD  OF  PUBLIC  AUTHORITY”  form  appears , 
nodal officer can select  Public  Authority from dropdown  field and fill the form fields which are 
required, after that on clicking  submit button, the password of selected public authority will 
be reset. 
 

 
 
 
 
 
 

5th option: CHANGE PASSWORD :-- 
 

On click of  this  option  CHANGE PASSWORD FORM  appears, which have three fields 
namely “ Enter  Current  Password” ,”Enter the New Password” ,”Re-type the New 
Password”,  all fields are mandatory . Nodal Officer  has to fill all  information and click on 
“submit” button .  
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6th  option : RESET USER PASSWORD :--- 
 

On click of this option   “Change Password Form” screen is displayed. 
 

 
 
 
When nodal officer selects a role from “Select Role” dropdown list, then “Select User” 
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dropdown is filled with usernames and names related to selected role. 
  
After that nodal officer will  fill  rest of the mandatory form fields and click on “submit” button, 
this will reset user password.  
 
 

 
 


