RTI Portal

USER MANUAL FOR PUBLIC USERS



INTRODUCTION

The Right to Information is an act of the Parliament of India which sets out the rules
and procedures regarding citizens' right to information. Under the provisions of RTI Act, any
citizen of India may request information from a "public authority" which is required to reply
expeditiously or within thirty days. In case of matters involving a petitioner's life and liberty,
the information has to be provided within 48 hours. The Act also requires every public
authority to computerize their records for wide dissemination and to proactively publish
certain categories of information so that the citizens need minimum recourse to request for
information formally.

Right to Information Act empowers every citizen to seek any information, take
notes, extracts or certified copies of documents or records, take certified samples of material
etc.

RTI portal is a portal to file RTI applications online along with payment gateway.
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Payment can be made through internet banking, debit/credit cards of Master/Visa, RuPay
cards and UPI. Through this portal, RTI applications can be filed by Indian Citizens for all
Departments of Kerala State Government.



GUIDELINES

Guidelines show the steps of using RTI online portal.
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STATUS ENQUIRY

On submission of the RTI request, a unique registration number would be issued,
which may be referred by the applicant for any references in future.
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For knowing the RTI status- enter Registration Number, email id and captcha image and
click View Status.



RTI HISTORY

RTI PORTAL

RTI History can be viewed by entering Registration Number, email id and captcha image and
click View History.

USER MANUAL

Portal Documentation available here.

CONTACT US

RTI PORTAL




For Support -keralartionline-dopt@nic.in or 011-1111111
FAQ

This section clears the doubts of RTI registration.
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RTI LOGIN

Public users can directly login to the session by entering the registered mailid/mobile number,
password and the characters given in the image(captcha).
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Registration

Public can register through this module
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Enter the mandatory fields — Emailid, MobileNo, Name, Gender, Address, Pincode,
Password and Captcha image, and then Register.

Forgot password

Users can reset their password with the help of the Forgot Password module. Enter the
registered mobile number/email to get a new password in their registered email ID.
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After Successful RTI Portal Login, it follows:



"] Dashboard

Dashboard shows the count of RTI drafts, RTI sent, RTI replies.
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Graphical representation shows the Monthly reports on RTI sent & replies received.
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Applicants can file new applications through this module. Fill in all mandatory fields
and submit applications. An application fee of Rs 10/- should be paid as per RTI rules. After
successful submission a unique registration number will be available for the application.
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'] Drafts

All drafted applications will be available here. Applicants can edit and submit the
applications or simply delete unwanted draft applications.
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All sent applications will be available here. Applicants can view details of the
applications sent and can view the current status of the applications.
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Click on the registration number to view details
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Once the application is being processed, an application number will be generated and the
applicants can use this application number for future reference purposes.

File movement, payment history, rti reply, currently wth will be available here.
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Click on the RTI reply to view reply
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Click on “payment History” to payment history details

LU LTI T e T B AT e e

i i P P e b
o L

vt By R

Brpid BEREE -

Depamge -

[ R e e

il B 111

B

e N e

[ e

ol — ]

Click on “Currently with” to view current status of file.
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] RTI Replies

Replies of RTI applications will be available here.
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Click on the Reply Number to view the reply file.
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1 Payment Pending

To view applications with pending payment . Applicants can verify previous payments or do

new payments
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Click of the “Verify Payment” button to verify previous payments
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'] Returned for Resubmission

RTT applications returned for resubmission can be viewed through this module.
Applicants can pay an additional amount mentioned in the reply message and
resubmit the application.
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Click on the registration number to view the reply. Click “RTI Reply” button to view reply details.



Click “Make Payment” to proceed to pay additional payment & resubmit the application.
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"1 Search

Search RTI applications through this module.
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