RTI Management — Department Role User
Guide

Purpose

This document provides step-by-step instructions for users with the RTI Department role to
manage and respond to RTI (Right to Information) requests through the Samarth Portal.

1. Login

e Log into the Samarth Portal using your credentials with the RTI Department Role.
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2. Access the Governance Module

o From the left navigation panel, click on the Governance tab.
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3. Open the RTI Unit

o After clicking on the Governance tab, the RTI card will appear on the dashboard.
e Within the RTI card, click on the RTI Unit option.
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4. View Department Details

e You will now see a Department Name card displayed.
e Click on the View Details button inside that card to proceed.

5. Access RTI Overview

e On the next screen, you’ll see a Total RTI card, showing the total count of RTIs
received by your department.
e Click on the View Details button on this card to view the detailed list.




6. Manage RTIs

e You will be taken to the Manage RTI section.
o This page lists all RT1 applications assigned to your department.
« To view details of a specific RTI, click on the View button corresponding to that RT].
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7. Take Action on an RTI

Once an RTI is opened, you will see two action options:
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e Use this option if the RTI does not belong to your department.

e Click on Forward RTI.

e Inthe dialog box:
o Select one or multiple departments from the dropdown list.
o Add any specific requirements or comments.
o Choose the Response Required By Date.

e Click Submit to forward the RTI.

Forward RTI To The Department
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B. Respond to RTI

o Use this option to reply to the RTI if it concerns your department.
o Enter your response in the provided text box.

e Upload any supporting documents (if required).

e Click on Submit Response.
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8. Automatic Notification

e Once the response is submitted, the system will automatically generate and send an
email notification to the RTI Officer.

9. Generate Reports

To view and analyze RTI performance data:

e Click on RTI Report from the left navigation bar.
e You will find two report types: Service and Tags.
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A. Service Reports

1. Select Start Date and End Date.
2. Choose from the following categories:
o Total RTI Forwarded
o Total RTI Received
o Total Responded
o Total Pending
3. Click on the Fetch button to generate the report.
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B. Tag-Based Reports

1. Select Start Date and End Date.
2. Enter a Tag Name.

3. Click Fetch to generate the report based on that tag.
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Note

o Ensure that all responses or forwarding actions are completed within the prescribed time
limit.

o Verify all information before final submission, as the submitted response becomes part of
the official RTI record.



o For any technical issues regarding Samarth e-governance, contact the Samarth Portal
Technical Support Team.
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