
• 
Delhi Transport Corporation 

IT Dept., New Delhi 
IP Estate, New Delhi- 110 002 

No ITD-HQ,605F/2021 77 /tT/JT~ /5~ Dated 22 04 2021 
Standard Operating Procedure (SoP) 

For the Web based Application Software for 
Online Recruitment of OTC 

In order to make the recruitment system of OTC speedy and hassle free. OTC has 
developed a Web Application Software for recruitment 1n OTC and has been launched we f. 
22 04 2021 as per the details given as under -

The onhne recruitment system will have the following steps -
✓ PLD 1s to upload the advertisement and relevan t circulars on the portal as & when 

required and simultaneously to create formats for spec1f1c vacancies 
✓ After reg1strat1on aspiring candidate can apply onhne for the open advertisements 

and upload the soft copies of the certificates and will follow the 1nstruct1ons on the 
user dashboard and received through SMSs on his mobile 

., PLD shall verify the documents and other details by calling him physically 
✓ After verification done by PLO, Trade Test (if required) of the candidate will 

1mmed1ately be conducted 
✓ After passing Trade Test (if required), Medical Test shall be conducted at Medical 

Board Office at IP Depot 
✓ After Medical Test done, PLD shall post the candidate 

2 The onllne recruitment portal can be accessed through URL http i/dtc rp.com. 
3 The flow chart of the complete process 1s enclosed at Annexure-A. 

4 The FAQs for aspiring candidates 1s placed at Annexure-B. 

5 User Manual I e action points for all the stake holders involved in the recruitment of 
Contractual Drivers like Adm1111strator [Sr Mgr(IT)], PLO[Manager(P)], Trade Test 
[Sr Manager(MS-1) & Medical Board [Pharmac1st(MB)] is enclosed as Annexure-C. 

6 As per scope of work accepted by Mis IMAAPPWEB ILLP, Functionality Testing & User 
Acceptance Test (UAT) of the developed application was conducted by OTC on 
16 04 .2021 involving stake holders from all concerned departments/sections. 

7 For any new issue 1n the developed web application, the matter may be taken up with 
Sr.Manager(IT)/Manager( IT-3) 

All concerned are directed to take necessary action in this regard. 

This issues with the approval of competent authority. 

A .K. in) 
~~o~ 

Dy.CGM(PLD-1} 
Dy.CGM(PLD-2&3) 
Dy.CGM(PLD-4&5} 

Dy,ef General Manager (IT) 

CMO 
Sr.Manager{MS-1} 

Copy to: 
1 CGM (IT) 
2 CGM(P) 
3. Dy CGM(IT-1)- for uploading the order and add hyperlink on OTC website. 
4 All Dy.CGMs 
5 Addi. CAO 
6. OSD to MD 
7. Manager(PLD-1) 
8 Manager(PLD-4) 
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Online Process for Recruitment in DTC 

Applicant Level Block Diagram 

Registration Process 

Log In Registration 

Dashboard Registration Form Fill-Up 

OTP Verification 
Email/Phone (Both) 

Create Password 

Candidate Dashboard 

If no Account, Create an account 

Can Fill Multiple Form 
View his Current 

Application Status 



  

 

 

 

 

   

  

 

 

 

 

 

 

Admin Block Diagram 

Admin 

Activate & Deactivate User 

Create Users and Assign 

Roles 

Reset Password of user 

and itself 

Login to Admin Dashboard 

Generate Report 

Department Wise 
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Department Wise Block Diagram 

Trade Test 
Medical Login Posting Dept. Login 

PLD Login 

Dashboard for Personnel 
Department (PLD) 

Upload Current 
Vacant Position 

Verify candidate’s 
details with Original 

Documents 

Dashboard for 
Medical Department 

Select the Candidates 
and Assign Medical 

Date 

Perform the Medical 
Examination of 

Candidate 

Scrutiny of 
Applications 

Rejected 

Pending 
Rejected 

Pending Pass 

Dashboard for Trade Test 
Department 

Select the Candidates and 
Assign Trade Test Date 

Take the Trade Test 
of Candidate Rejected 

Pending 

Vacancy with no Trade Test 

P
asse

d
 

Dashboard for 
Posting Department 

Select the Candidates and 
assign Department 
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Flow of Candidate Application & SMS Details 

Registration 
Process 

Log In Registration 

Dashboard Registration 
Form Fill-Up 

OTP Verification 
Email/Phone 

(Both) [SMS(2)] 

Create 
Password 

Create an 
account 

Can Fill 
Multiple 

Form 

View his 
Current 

Application 
Status 

Candidate 
Dashboard 

Dashboard for 
Personnel 

Department (PLD) 

Upload Current 
Vacant Position 

Verify candidate’s details 
with Original Documents 

PLD Login 

Scrutiny of Applications 
& Assign Verification 

Date (SMS) 

Pending 
Rejected 

Trade Test 

Dashboard for Trade 
Test Department 

Select the Candidates and 
Assign Trade Test Date (SMS) 

Take the Trade Test 
of Candidate 

Pending 

Rejected 

Dashboard for Medical 
Department 

Select the Candidates and 
Assign Medical Date (SMS) 

Medical Login 

Perform the Medical 
Examination of Candidate 

Pending 

Rejected 

Vacancy with no Trade Test 

P
assed

 

Posting Dept. 
Login 

Dashboard for 
Posting Department 

Select the Candidates and 
assign Department (SMS) 



    

         
  

 
          
           

 
        
         

   
 

      
         

  
  

          
        

 
        
  

 
       
     

 
         
       

  
         
       

 
      
          

       
 

      
    

 
            
  

 
              
    

 
               
         

  
         

 
    
    
   
     

 
          
 

     
            

     
         

An initiative by DTC for hassle free and speedy engagement of employees in DTC 

1.Q Can I fill the recruitment form in Hindi language? 
Ans. No. 

2.Q Can I fill the form having first name only? 
Ans. Yes (As per 10th Certificate / as per relevant document). 

3.Q What is the maximum age limit for applying the post? 
Ans. As per Advertisement for specific post applying / submission of application. (Age 
Relaxation as per Govt. Rules). 

4.Q What is the qualification for the post? 
Ans. As per Advertisement for specific post applying / submission of application. (Age 
Relaxation as per Govt. Rules). 

5.Q What are the timings for filling up of online application form? 
Ans. Any time 24x7 days. (Opening date to closing date). 

6.Q Can I fill the form from anywhere India? 
Ans. Yes 

7.Q What are the duty hours and rest timings? 
Ans. 08.30 hrs. including 30 minutes’ rest hours during duty timings. 

8.Q Any Medical facility provided and to Family by DTC? 
Ans. As per the terms and conditions of the Contract/Offer Letter. 

9.Q Any other service benefit provided by DTC ? 
Ans. As per the terms and conditions of the Contract/Offer Letter. 

10.Q What is the salary pattern? 
Ans. Initial Basic Pay of the specific post with Dearness Allowance as applicable at the time 
Commencement of Service (As per 7th Pay Commission). 

11.Q Is there any Incentive Scheme? 
Ans. Not now. 

12.Q Can I apply for the post if I have any Criminal Background? 
Ans. No. 

13.Q Can I apply for the post if I have already worked in DTC ? 
Ans. Yes, if eligible. 

14.Q If I have a higher qualification from anywhere in India and can I apply for DTC Post ? 
Ans. Yes, but Selection will be based on the essential qualification only. 

15.Q Please provide a list of documents required for the post? 

1. Academic Qualification documents as per RRs. 
2. Technical qualification as per RRs 
3. Aadhaar Card. 
4. Pan Card (if available). 

16.Q What will be the procedure for applying online post? 

1. Candidate will have to login URL http://dtc-rp.com 
2. Aadhaar Card No. will be used as a reference Number; hence already used Aadhaar Card 

No, Candidate cannot apply for the same post twice. 
3. New user will have to fill up the application form and submit online. Thereafter keep 



      
            

       
   

     
 

          
   

 
               

  
  

  
          
  

 
       
          

 
         
   

 
          

  

  

       

       
 

 
 

 

monitoring on regular basis for knowing the status of his application and to take action 
as per directions highlighted in the status bar like when to report for document 
verification, medical test, posting in depots (in case he is selected for the post) etc. 

4. The candidate will have to appear physically for document verification, medical test, and 
finally reporting for duty. 

17.Q Is there any accommodation facility is to be provided by DTC ? 
Ans. Not now. 

18.Q Whether I will be given any TA / DA for the purpose of appearing for document 
verification, medical test etc.? 
Ans. No. 

19.Q Any food facility provided by the DTC during my duty hours ? 
Ans. No. 

20.Q What are my future prospects in DTC ? 
Ans. It depends on the policy of Delhi Government declared time to time. 

21.Q Any transport Allowance is provided by the DTC for joining duties ? 
Ans. No. 

22.Q What are the precautions to be taken by in DTC service ? 

 Be courteous 

 Be dutiful 

 Not to be indulge in any unlawful activities. 

 To follow instructions / guidelines issued by DTC time to time. 



 

       
      

    

  

IMAAPPWEB LLP 4/22/2021 

ONLINE RECRUITMENT PORTAL OF DTC 

1 

Abbreviations 

PLD (Personal Department) 

2 

I-128, 1st & 2nd Floor, Mohammadpur Village, 
Near Bhikaji Cama Place, New Delhi - 110066 1 



 

       
      

            

               
 

               
      

              
              

            
       

Home FAQs contact us Department Login ♦J Log ln & Reg1strat,on 

Registration Form 

Candidate Name(?) Father's Name / Husband's Name 

I CandidateName I folhersNOme/liustx.idsNOme 

Gender Mobile Number 

~I ~_oc_«,_•--•---------~• I I Mobile Number 

Gen111r~teOTP 

OTP Verification 

Email OTP 

Mobile OTP 

VerifyOTil 

Create Password 

Submit 

Date of Birth® 

I 00-MM ·YYYV 

Email Address 

I rrnodAddress 

Already registered ? Login 

IMAAPPWEB LLP 4/22/2021 

 For first time, Candidate has to Click on the “Registration” Link to register his 
candidature. 

 Candidate will see the above screen-shot. He / She has to fill up the above 
details. 3

 By clicking on the Generate OTP Button, One OTP will be sent to his / her 
mobile number and One on email address. 

 The below figure will appears and Candidate has to enter the Mobile OTP and 
Email OTP as shown in the below figure. Click on the Verify OTP to Verify. 

 The next screen will appears as shown in the above figure, the candidate 4has to create password for his account and click Submit button. 

I-128, 1st & 2nd Floor, Mohammadpur Village, 
Near Bhikaji Cama Place, New Delhi - 110066 2 



 

       
      

            
         

           
             

            
   

               
             

       

             

            
               

               

Login to your account 

Email Address 

I Enter Your Registered [ moil 

Password 

I Enter Your Password 

Forgot Password' 

Log In 

A Temporary Password Has Been Sent To Your 

Registered Email Id. Use It To Login In And Reset 

Your Password. 

For login Chck Here 

Login to your account 

I Enter Your Regtslered [moll 

Log In 

IMAAPPWEB LLP 4/22/2021 

 The below figure appears, the candidate can now enter his / her registered 
email id and password to login in into the dashboard. 

5
 For resetting the password candidate have to enter his / her registered 

email address, as shown in the above figure, and click the submit button. 

 If the candidate Forgot the Password, he/she can click on the Forgot 
password? Link to reset password. 

 A temporary password has been sent to your Registered Email Id. Use it to login in 
and reset your password, The Message will appears. Candidate has to check his/her 
registered email id for the temporary password. 

 By clicking on “Click Here” Link the candidate will be shown the below screen 

6 The candidate has to enter his registered email id and the Temporary Password that was 
sent to his / her email address. The candidate can reset the Temporary password from 
Dashboard also by clicking on the “Avatar” section located at the top right hand corner. 

I-128, 1st & 2nd Floor, Mohammadpur Village, 
Near Bhikaji Cama Place, New Delhi - 110066 3 
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IMAAPPWEB LLP 4/22/2021 

 The Next Button will appears. Press Next Button to go to next Section. 

7 

 After successfully login, the candidate have to fill up the Basic Details and click on Save Details Button to save details. 

 Select “Yes” from Read and Write and click on Save Button. 

8 

 The Below figure appears. By clicking on the candidate can add his / 
her educational qualifications. 

I-128, 1st & 2nd Floor, Mohammadpur Village, 
Near Bhikaji Cama Place, New Delhi - 110066 4 



 

       
      

          
         

                
    

                               

Add Educationol Quali l icotion X 

Board/Unlvmalry 

RolNO,/Cmol!menlNO. 

Percentage(~) 

Com5<:Dr'I08t"03-08·202ll~.Ol.43.f>dl 

·-~ ,,,,_,, • .,. •~oJ .,.,._ 

,,.. """""""'""' _,,,/u~ -- -- """"' •• ,,., --- ---

Fih&HH 
Experience Details 

+ii EIHIH &&Hill Preview 

Work Experience 

~ 

Orgonlzolion Nome 

Enter Organimtlon N<lrne 

To Date 

Enter From Dote Enter To Dote 

Experience Certificate 

Total Period Browse~ No file selected 

IMAAPPWEB LLP 4/22/2021 

9 

 Candidate has to enter his qualifications and upload the relevant document in PDF 
format only, and click Save Qualification Button to save the details. 

 By clicking on the Next button the candidate will be navigated to fill the details of 
Experience he /she have. 

10 

 User have to click on button to add his / her experience. 

 By clicking on the button the below screen will opens up where the candidate have to fill the relevant 
experience details and upload he document, and click the Save Experience Details Button to upload the details. 

I-128, 1st & 2nd Floor, Mohammadpur Village, 
Near Bhikaji Cama Place, New Delhi - 110066 5 



 

       
      

Experience Details 

Basic Documents Preview 

Preview 

Photograph & other Documents Upload 

1. Upload Photograph 2. Upload Signature 

Choose ne No file chosen Choose File No rile chosen 

Uplood Documents 

Ei· '+, · il►M· 

Photograph & other Documents Upload 

UploodedDocumentOetolls 

IMAAPPWEB LLP 4/22/2021 

 After successfully adding experience details the below mentioned screen will appears. By clicking 
on the next button the candidate will be navigated into the next section. 

 In this section the candidate have to upload photograph and signature in JPEG format only by clicking the 
“Choose File” Button. After uploading the candidate have to click on “UPLOAD DOCUMENT” button. 

11 

12 

 After successfully uploading the documents the candidate have to click on the next button. 

I-128, 1st & 2nd Floor, Mohammadpur Village, 
Near Bhikaji Cama Place, New Delhi - 110066 6 



 

       
      

  

Eifr ·· . ., 

BQMGEducotjonglPt1qH1 

F,lbngtht lolmol A<<istanl F.,,..,,..,, riOTC -
Filir,gtht!om,olA,.,.tont Fitt .. (R&M)riDTC 

E1Ktnc,an..(CED)2011/123456 F~hngthtfom,ofEIKtnc,.n(CED),nDTC EIKtnc .. n(CED) Optn 

.I.S<IS!011L£1Ktnoan_(R&MV2021/l'!!Sl FdlongtMfo.mofA'5<<Utl!Elt<tnci>n(R&M)i1,0TC E!Ktr>::i>n(R&.M) 0ptn 

Fillingthtp,,.10fll>SlF11torCEO .,OTC 

Tpman/202V7974'AfTTI FMhngVa<illKIHlolthtpostofl)'fffl>ln 

All vacancy Details 

caiegory c'°'lngDgte oetaib Action 

ASSIS!Ott_Foremon/2021/1874!'>48m f.-.gthelorrnolAssistant 

UlitigthelorrnolASSlstont Assil:tcrH~t!II Conlroetuol 2021-04·30 
f(t!ll(R&M)110TC 

Electncian_(cro)2o2l/12l4~ f.-.gthe1orrnol Electrician(CED) Controctuol 2021-04-30 
Oectticicn(CED)ilOTC 

AMtcrt_Electriciol'l.(R&M)/2021/7852 flllirigtrielorrnolASSlstont Assi1t0!'11 Conlroetuol 2021-04-30 
Electricioo(R&M)ilDTC Eleclrkm 

{R&M) 

Asstr~lefCED/2021/1234~ fli"igthefJDSlolASst.fitter ASstfitter 
C£D1'1DTC 

DJ>anir,g (lol.ing Adwr, i .. ,...nt Apply 

0.1111s Llnlo 

.!. 

.!. 

.!. 

.!. 
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 The form preview will be shown to the  After clicking on “Click Here to Apply” candidate 
candidate will be diverted into the All Vacancy Details 

Section. Candidate will see multiple vacancy, by 
clicking Apply button to respective Advertisement 
Number a candidate can apply to the respective 
positions. If a candidate is not able to apply then 
he has to give certain details which were asked for 
the respective positions. 

13 

Department LOGIN Tab in Menu Bar 

 By clicking on the Respective Department Login Link like Senior Mgt Login, Super Admin 
Login, PLD Login, Trade Test Login, Medical Login, Posting Login the user will be 
diverted to their respective Dashboard, where they can perform their duties. 

14 
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Department Login 

Login Usemame 

I ~ler You, User Name 

Login Password 

Enter Your Password 

Log In 

[. l(k -l~re TO Go -lami' Pa 

I SUPER_AOMIN I 

Total Reg1stra1on 

8 .:. 
Total Apphcot,on 

15 ~ 
~nder Process :~ ~ndmg O 
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Ret•ct•d 

7 0 
;ompletad O 

eVI-AIIIMjected GI> View Al Completed 
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Admin LOGIN 
 By clicking on the “Super Admin Login” link in menu bar under Dept. Login. The 

following Login Screen will appear. Admin has to enter his Credentials to enter in 
his Dashboard. 

15 

 After entering Super Admin Credential and clicking Login Button, the Super Admin 
Dashboard will appears. The following screen shows the Overall Applications Status. 

16 
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I SUPER_ADMIN I 

All Users Details 

Dnlgnolion LoginlD Uset lype 

SeniolllMonoger "'"""" """·'°"" SUPl.11.AOMIN 0 [!] 
PersonolDef)Ortmont PlD_l 0 [!] 

0 [!] 
TRADE.I TRADE.TEST 0 [!] 

POsungLog,n POsnngLogm 0 [!] 
Personoloeptttmonl PlD.2 0 [!] 
Petsonoll'.lepu'tme<,l Pl.0_3 0 [!] 
Petsonol~l PlD_4 0 [!] 

TRA[)(.2 TRADE.TEST 0 [!] 
TRA.[)(_3 TRADE.TEST 0 [!] 

SenootMOnog,emer,t seniolMOnogeu SENJ()II_MANJIGEMENT SE~_MA.NAGEME,..-f 

I SUPER_ADMIN I 

All Users Details 

IMAAPPWEB LLP 4/22/2021 

 Admin can View users by clicking on Users Icon located on left side of the screen under 
Dashboard. He can view All Users Details and create new users by clicking on +Add New Users. 
The In-Active Users Tab will show the inactive users who are disabled by the Super Admin. 

17 

 By clicking The Following Screen will appear, where Super Admin can create users 
according to respective Department. 

 Admin can Edit users or Delete users as per requirement. He can change the Role of the users as 
well. 

18 
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I SUPER_ADMIN I 

1. Details of posting of Employees. 

2. Details of vacancies so tar published. 

3. Posting list of Employees. 

Department Login 

Login Username 

I ~nter Your User Name 

Login Password 

I Enter Your Password 

Log In 

IMAAPPWEB LLP 4/22/2021 

 By clicking on the “MIS” located in the left side of Dashboard, the Super Admin can View 
different types of reports. By clicking on them he can view the respective reports. 

19 

PLD LOGIN 
 By clicking on the “PLD Login” link in menu bar under Dept. Login. The following Login 

Screen will appear. PLD has to enter his Credentials to enter in his Dashboard. 

20 
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Completed 

2 $ 

Q, View All Completed 
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 After entering PLD Credential and clicking Login Button, the PLD Dashboard will appears. 
The following screen shows the Overall Applications Status. 

21 

 By clicking on the Vacancy link Two options will appear for PLD : 

 1. Add New Vacancy 

 2. View All Vacancy 

22 
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23 

 By clicking Add new vacancy the PLD has to fill up the following form with relevant Advertisement, and 
click on Save Details to upload the Vacancy. 

24 

 By clicking View All Vacancy, all Vacancy Details will open, which will show Open Vacancy, Closed Vacancy 
& Pending Vacancy. PLD can Delete the Vacancy by clicking on Delete Icon 

I-128, 1st & 2nd Floor, Mohammadpur Village, 
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B 
Essential Education Details 

Educatlonlkt + AdclNewlducatlon 

0 0 
0 0 
0 0 
0 0 
0 0 

B.E./B.Tech 0 0 
0 0 
0 0 
0 0 

ME/M.TIICh 0 0 

Essential Education Details 

Education Llst + Add New Educotlon 

IMAAPPWEB LLP 4/22/2021 

 By clicking on the Education link the PLD will be shown the following figure. PLD can add or delete 
Education as per his requirement. 

25 

26 

 By clicking on the Add new Education the PLD can create education list as per his requirements. 
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All Vacancies 

Assistant Foreman 

Allistont_Forllffl0n/2021/7874548n7 

Assistan t Elect rician (R&M) 

All Applications For Assistant Foreman Vacancy 
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. "-
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ryremon(2021/?874548n7 
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..... 

Rejected AppUcotlons 

Electricia n(CED) 

Eleclllcion_(CED)2021/123456 

1111 

• 10lh • o;p1om.a ·~· 

B 
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27 

 By clicking on the Applications Link  PLD Applications the following figure will appears where the PLD 
can view how many vacancy he / she has uploaded. 

28 

 By clicking on respective vacancy he /she can view the Applicant List 
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All Applications For AssJstont Foremon Vacancy 
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All Applications For Assistant Foreman Vacancy 1111 

Apptlcotlon Llst Pending Applicatlons Rejected Appllcatlons 
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 By selecting number of applications PLD can , “Assign Verification Date” Button will appear in 
the Right hand side of Screen. 

 By clicking on the “Assign Verification 
Date”. Below Screen will Appears. PLD has 
to select the date when he want the 
Candidate to come for Verification with 
Original Document. A SMS will be Deliver 
when the Verification Date is Assigned. 

29 

 After assigning Verification Date to Candidate, the Candidate list will appears in the “Verification 
Process” Tab. 

30 
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 By clicking on the “View” Column, In Below Figure the List of Candidates will be shown to the PLD. 
Click on “Verify” 

31 

 PLD have to click on the “Verify” Link in the Column named “Verification Form” to open the 
Applicant Form. 

 PLD have to check the candidates information with his 
Original Documents. 

 Based on Verification, candidate eligibility criteria can 
be set to Eligible, Rejected or Pending. 

 If the candidate eligibility criteria is in pending state 
then PLD have to select the Remarks in the Drop down 
list. 

 If the candidate eligibility criteria is in Rejected state 
then PLD have to select the Remarks in the Drop down 
list. 

 If all the Document of candidate is OK then select 
Eligible. 

 PLD have to enter the 2 Board Member names and 1 
Chairperson of the committee. 

 By clicking on proceed button the Eligible candidate will 
be visible in the “Dashboard of Trade (If 
applicable)” 

32 
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 If the candidate is in Rejected State or in Pending State then the Candidate application will be visible in 
the PLD Dashboard. Under the Respective Tabs mentioned Below. 

 Pending Applications figure mentioned below 

 PLD can Reassign the Verification date to the Candidate by clicking the button. 

33 

 Rejected Applications figure mentioned below in PLD 

 By clicking on the “Rejected Applications” Tab, the PLD can view the Rejected Applications. 
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Final Posting by PLD 
 By clicking on the “Posting Login” link in menu bar under Dept. Login. The following Login 

Screen will appear. PLD has to enter his Credentials to enter in his Dashboard. 

35 

36 

 The Dash board of Posting department is shown below. 
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37 

 Respective Vacancies will be shown on the panel of Posting Department 

 By clicking on the Applications link the Posting link will 
appears. 

38 

 Posting Department has to click on the under process tab and download the Excel file from and 
fill the respective blank column in excel file and fill – up the letter number, date, pay bank, 
grade pay, pay matrix and upload the CSV file and submit data. 
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Trade LOGIN 
 By clicking on the “Trade Login” link in menu bar under Dept. Login. The 

following Login Screen will appear. PDT has to enter his Credentials to enter in his 
Dashboard. 

39 

 After entering Trade Login Credential and clicking Login Button, the Trade Dashboard will 
appears. The following screen shows the Overall Applications Status in Trade Dashboard. 
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 By clicking on the Applications link, the Trade Test Applications option will appear: 

 1. Trade Test Applications 

 By clicking on Trade Test Application's the Following Figure will appears 

41 

42 

 By clicking on Respective Vacancy Tab the Following Figure will appears 
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 By selecting number of applications by Trade Test Dept., “Assign Trade Test Date” Button will 
appear in the Right hand side of Screen. 

 By clicking on the “Assign Trade Test Date”. Below Screen will Appears. Trade person has to 
select the date when he want the Candidate to come for Trade Test. A SMS will be Deliver when the 
Verification Date is Assigned. 

43 

 After assigning Trade Test Date to Candidate, the Candidate list will appears in the “trade Test 
Process” Tab. 
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 After clicking on the “View” link the following screen will be shown to the Trade user. 

 By clicking on the “View” under “View List” Column, In Below Figure the List of Candidates will be 
shown to the Trade User. 

45 

 Trade person have to click on the “Fill-up Form” Link in the Column named “Trade Test Form” to 
open the Applicant Form. 

 Trade person have to take the Trade Test and fill the 
respective marks in the “Obtained” column. 

 Based on marks the result will be calculated. 

 If the candidate eligibility criteria is in pending state 
then Trade Person have to select the Remarks in the 
Drop down. 

 Trade Person have to enter the 3 Board Member names. 

 By clicking on Submit Form Button the Eligible 
candidate will be visible in the “Dashboard of 
Medical”. 
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 If the candidate is in Rejected State or in Pending State then the Candidate record will be visible in the 
Trade Dashboard. Under the Respective Tabs mentioned Below. 

 Pending Applications figure mentioned below 

 Trade person can Reassign the Verification date to the Candidate by clicking the check box button. 

47 

 Rejected Applications figure mentioned below in Trade Test. 
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Medical Login 
 By clicking on the “Medical” link in menu bar under Dept. Login. The following 

Login Screen will appear. Medical Person has to enter his Credentials to enter in 
his Dashboard. 

49 

 After entering Medical Credential and clicking Login Button, the Medical 
Dashboard will appears. The following screen shows the Overall Applications 
Status. 
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 By clicking on the Applications link Medical Applications options will appear for Medical 
Person: 

 1. Medical Applications 

 1. By clicking on Medical Applications the Following Medical Dashboard will open. 

51 

 Medical Person can select the number of users by clicking the check box on the left hand side of 
the application. If he want to select all the records, he can simply click on ALL Check Box. 
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 By selecting number of applications in Contractual Driver Applications List by Medical Person, 
“Assign Date for Medical Test” Button will appear in the Right hand side of Screen. 

 By clicking on the “Assign Medical Test Date”. Below Screen will Appears. Medical Person has to 
select the date when he want the Candidate to come for Verification. A SMS will be Deliver when 
the Verification Date is Assigned. 

53 

 After assigning Verification Date to Candidate, the Candidate list will appears in the “Verification 
Process” Tab 
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 By clicking on the “View” Column, In Below Figure the List of Candidates will be shown to the 
Medical Person. 

55 

 Medical Person have to click on the “Prescription Form” Link in the Column named “View 
Prescription Form” to open the Prescription Form. 

 Medical Person have to take the print out of the user 
details and ask him to perform the Urine Test. 

 Medical Person will assign another date to the 
Candidate. 
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 The candidate record will be shown in the Pending Applications tab from where the medical person 
will assign the next date when he has to come with the Urine Test Report. If candidate is Absent 
then his application is also shown in the Pending Applications Tab. 

 Medical Person has to select the check box and click the “Re-assign Date for Medical Test and 
give the candidate next date for medical test. A SMS will be Deliver when the verification date is 
assigned to the candidate. 

57 

 By clicking on View from the View List Column the below screen will appears from where the 
Medical Person has to click on the “Fill-up Form”. 
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 Medical Person have to click on the “Fill-Up Form” Link in the Column named “Medical Test” to 
open the Medical Test Form. 

 Based on the medical condition of candidate, Applicant 
status will be assigned like Fit, Un-Fit & Pending. 

 If the candidate eligibility criteria is in pending state 
then Medical Person have to give the Remarks in the 
box. 

 If the candidate eligibility criteria is Un-Fit then Medical 
have to give the Remarks in box. 

 Medical Person have to enter the 2 Officer names in the 
box. 

 By clicking on proceed button the Eligible candidate will 
be visible in the “Dashboard of Posting” 

59 

 If the candidate is in Pending State then the Candidate application will be visible in the Medical 
Dashboard. Under the Respective Tabs mentioned Below. 

 Pending Applications figure mentioned below 

 PLD can Reassign the Verification date to the Candidate by clicking the check box. A SMS will be sent 
when reassign date is given to candidate. 
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 Rejected Applications figure mentioned below in Medical 

 By clicking on the “Rejected Applications” Tab, the Medical Person can view the Rejected Applications. 
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