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Confidentiality Statement

This document contains information that is proprietary and confidential to Tata Consultancy Services
Limited, which shall not be disclosed outside Department of Posts, transmitted or duplicated, used
in whole or in part for any purpose other than its intended purpose. Any use or disclosure in whole
or in part of this information without express written permission of Tata Consultancy Services is
prohibited. Any other company and product names mentioned are used for identification purposes
only and may be trademarks of their respective owners.

© Copyright 2014, Tata Consultancy Services (TCS)

TATA Code of Conduct

We, in our dealings, are self-regulated by a code of conduct as enshrined in the ‘TATA Code of
Conduct’. We request your support in helping us adhere to the code in letter and spirit. We request
that any violation or potential violation of the code by any person be promptly brought to the notice
of the Local Ethics Counsellor or the Principal Ethics Counsellors or the CEO of TCS. All
communication received in this regard will be treated and kept as confidential.
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ABOUT THIS MANUAL
Purpose

This manual provides all pertinent information to the employees of the Department of Posts (DoP) to
understand features and carry out tasks required for Suo Motu disclosures of information under section 4
of RTI Act, 2005 . It presents the functional capabilities and operational details of RTI module and
contains the procedure that they should be aware of, for performing these tasks. It uses adequate user-
friendly instructions, describes all user messages as defined in the application and shows the actual
screen images.

Intended Audience

This manual is primarily intended for

e RTI content administrators at circle offices and other units of DOP for suo-motu disclosures of
mandatory information prescribed under section 4 of RTI Act, 2005.

Prerequisites for Use

Following are the prerequisites for understanding this manual:
Functional

e Basic understanding of information for Suo Motu disclosures under section 4 of RTI Act, 2005.
Technical

e Employees should have the requisite roles and access privileges to access the application.
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Organisation of the Document

Information in this document has been organized as follows:

Table 1: Organisation of the Document

Chapter Description

Chapter 1 Introduction

Chapter 2 RTI Content Management

TATA CONSULTANCY SERVICES TCS-DoP Confidential Page 8 of 26



DOP - CSI PROGRAM RTI Content Management on Citizen Portal

1. INTRODUCTION

The section 4(1)(b) of the RTI Act, 2005 prescribes the mandatory information which should be disclosed by
Public Authorities Suo motu i.e. on their own volition. The purpose of suo motu disclosure under section 4
1b(i) —(xvii) is to proactively make available information related to a Public Authority in public domain and also
achieve the goals of transparency enshrined in the preamble of the RTI Act 2005.

The citizen’s portal shall act as a window for citizen’s to access all the information related to the Department
of Posts disclosed suo motu in the public domain as prescribed under section4 of RTI Act, 2005.

Hence a RTI content management module on the portal has been provided to enable users at circles and
units to upload and manage these RTI related information proactively. This manual provides users with the
guidance to use the RTI content management module.

1.1 Features of the Portal

Portal provides a RTI content management module that allows users at circles/units to manage information for
the categories /sub categories of information (Table 5: List of Categories/ Subcategories of information)
mandated for Suo Motu disclosures under section 4 of RTI Act, 2005 on the citizen’s portal. Following are the
available functionality:

e Add documents.

e Modify uploaded documents.

e Add information about CAPIOs, CPIOs or FAA’s .
e Modify information about CAPIOs, CPIOs or FAA's

1.2 Environment

This section describes the software and hardware environment required to access the RTI content
management module on the Citizen’s portal.

a. Software Environment

Table 2 : Software Environment

Operating System Windows 7 or Windows 8

Browser IE9Q and above, latest versions of Google Chrome

b. Hardware Environment

Table 3: Hardware Environment

CPU and RAM Intel Pentium or Core based system with 4 GB RAM

1.3 User Roles and Access Rights

This section describes the roles and access rights of various users that are required in Portal for content
administration.

TATA CONSULTANCY SERVICES TCS-DoP Confidential Page 9 of 26
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Table 4: User Role Matrix

RTI Cell (Circle
Office/Directorate/PTC/Other
Units)

Department/
Designations

RTI - Content X
Creation/Upload

TATA CONSULTANCY SERVICES TCS-DoP Confidential Page 10 of 26
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2. RTI CONTENT MANAGEMENT

This section contains steps to perform the below mentioned activities by circles/units for Suo Motu
disclosures of information under the categories/subcategories (Table 5: List of Categories/
Subcategories of information) on the citizen’s portal.

e Add documents for Suo Motu disclosures under section 4 of RTI Act, 2005
e Modify uploaded documents for Suo Motu disclosures under section 4 of RTI Act, 2005
e Add information about CAPIOs, CPIOs or FAA’s.

e Modify information about CAPIOs, CPIOs or FAA’s

Below is the list of categories and sub-categories of information for Suo Motu disclosures under RTI. This
information has to be disclosed by all circles/units.

Table 5: List of Categories/ Subcategories of information

Under Suo Motu Disclosures

Structure of Circle

Decision making structure

Facilities a) List of Post Offices / Pin code with contact
details of Postmasters

b) List of Speed Post Centers
c) List of Business Post Centers
d) List of Mass Mailing Centers

e) BNPL

Budget & Allocations and a) Annual Budget of the Circle

outcomes b) Allocation made to the different units of
the Circle and their purpose

c) Utilization of funds under each head of
accounts

d) CPIOs and Appellate Authorities

e) List of CPIOs and AAs with full contact

TATA CONSULTANCY SERVICES TCS-DoP Confidential Page 11 of 26



DOP - CSI PROGRAM RTI Content Management on Citizen Portal

details
f) Disposal of RTI applications and appeals
received and their responses in Circle
> Procurements a) Tender enquires/ Notices/Corrigendum
b) RFPs
c) Details of bids awards for all
procurements above 10 lakhs made by
circle/region
d) Work contracts / Orders
e) Awards details of for procurement made
through DGS&D, KB, NCCF and private
suppliers (purchases above Rs 5000)
f) Details of Bids awards for engineering
section (Civil and Electricals)
g) Details of Bids awards for dispensary
6. Public Private awards Partnership
(PPP)
7.
Transfer Orders
8. Foreign and Domestic Tours
3. Customer Relation Management
(CRM)

TATA CONSULTANCY SERVICES TCS-DoP Confidential Page 12 of 26
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2.1 Add documents for Suo Motu disclosures under section 4 of
RTI Act, 2005

These steps are applicable for adding documents for all category/sub-category of information listed in
Table 5, under Suo Motu disclosures except for details of CAPIOs, CPIOs & FAAs.

1. Go to the Browser (i.e. Internet Explorer Version 9.0 or above)
2. Type the URL: https://portal.indiapost.gov.in

3. Click Sign In.

Forms RTI ContactUs What'sNew SkiptoMainContent Screen ReaderAccess A- A A+ English |fRdr Search, Q C”" sign w/Regmsu)

sl sk

R INDIA POST

Ministry of Communicati

oy

Tndia Pt

About Us Mail Services Business Solutions Financial Services Philately Customer Support

€ Track Your Consignment

9 Locate vour Post Office
-~

Figure 2 — Citizen’s Portal Home page

4. Enter your User Id Password and click Sign In . You should have the RTI content administrator
role and access privileges.

€ > C [ bdeptfswmvOl.indiapostdev.gov.in

&

23

INDIAROST |

Sign in to your India Post account
o 10000012

Figure 2 - Login Page
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4.

2.2 Modify uploaded documents for Suo Motu disclosures under

section 4 of RTI Act, 2005

These steps are applicable for updating documents for all category/sub-category of information listed in
Table 1, under Suo Motu disclosures except for details of CAPIOs, CPIOs & FAAs.

1. Go to the Browser (i.e. Google Chrome, Internet Explorer Version 9.0 or above)

2. Type the URL: https://portal.indiapost.gov.in

3. Click Sign In.

RTI Content Management on Citizen Portal

Forms RTl ContactUs WhatsNew SkiptoMain Content Screen ReaderAccess A- A A English | dr Search. Q <r,~_: Sign In / Registery

Rl 3w

N INDIA POST

B vinistry of Communicatin & Information Technoogy
=

® @ ®

Mail Services Business Solutions Financial Services Philately Customer Support

€ Track Your Consignment
9 Locate vour post Office
-~

&% Find Your Pincode

[ calculate Your Postage

150+ years old organisation, 1,5 Lac+ Post Offices, 89,87 % located in Rural Areas,

Figure 23 — Citizen’s Portal Home page

Enter User Id Password and click Sign In .

€ [ bdaptfswmvO1.indiapostdev.gov.in

e®

INDIA POST _

in to your India Post account
range of services:

10000012

Figure 14 - Login Page
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6. On Successful login, click on ‘RTI’ link at top left.

() SHARE ¢ FoLlOW [T

Forly aftUs What's New Skip to Main Content  Screen Reader Access A- A A+ English | T Search... Q Log Out

sirefl s

N INDIA POST

Ministry of Communication & Information Technology

® @ ® ©,

About Us Mail Services Business Solutions  Financial Services Philately Customer Support

‘ s -
AR 2
\ ) India Post
|
. /

Q Track Your Consignment

India Pt

skiFree, Secure Returns
Save WithiIndia Post

9 Locate Your Post Office
2.4
A

00 Find Your Pincode

E Calculate Your Postage

RGBT L

150+ vears old organisation. 1.5 | ac+ Post Offices, 89 87 % located in Rural Areas.

Figure 15 — Home Page Header

7. Click on ‘RTI Dashboard’ link in the left menu on RTI Page.

= x g

€ = @ [ bdatfawmyL indiaposicev.govin
® & ©® O O 0

You are here Home>> T

Rl

fContent/LTLLaspx

bt
m

Civil List as on 01-06-2014 RIGHT TO INFORMATION ACT 2005
Annua Praperty Retums 2013 GOVERNMENT OF INDLA, MINISTRY OF COMMUNICATIONS AND INFORMATION TECHNOLOGY
' DEPARTMENT OF POSTS
Suo Motu Disdosure
List of CPIOs An Act to provide for setting out the practical regime of right te information for dtizens to secure access to information under
5 the contral of public authorifies, in arder to promote transparency and accoutzhility in the working of every public authority,
Lt : the consfitution of & Central Informabian Commission and State Information Commissions and for matters connected therewith
List of 4405 or incidental thereto,
CAPIO Module The basic abject of the Right to Infermation Actis to empower the dtizens, promote transparency and accountability in the

viorking of the Government, contain cormption, and make our democracy work for the people in real sense. &t goes without
saying that an informed ciizen is better equipped to keep necessary vigil on the instruments of gevernance and make the

Rl ApplcationsFrst Appeals 2t govemment more accountable to the gavemed. The Act i 2 big step towards making the diizens informed 2baut the activties
their replies of the Government.

Other Departmental Nodal Officars

Suo Motu Disclosure-Audit Report & vision Statement of Inda Post

Mission Statement of India Post

General profile of the organization, fundtiens and duties

Powers and duties of officers and employees

Channels of supervision and accountability touching upen decision making process

Morms set for the discharge of our fundions

5. Rules, requlations, instrucions, manuals, and records used by our employees for discharging their fundicns

A statement of categeries of the documents held by the department or under its control

bdapéfswmy01 incepostey, quwnc6666jckes PastalCices] agouts}iSdop portal ulayerjtidestboard asp I COnsulation

Figure 16 — RTI Main Page
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8. Select your circle/unit, category and subcategory of information from drop down list and click

®@ @ @ ©® 0

Submit.

About Us Mail Services Business Solutions Financial Services Philately Customer Support

* Circle / Unit Anchra Pradesh '

ategory Strudture of Cirde \ '

--Select--
Annual Budget of Circle

Decision Making Structure
Fadilities Submit
Budget & Alocations and outcomes
CPI0s and appellate authorities
Procurements

Public Private Partnership (PRR)

Transfer Qrders
Horme 2 Foreign and Domestic tours
(CRM)

Copyright Information
Terrms & Canditians ¥ VOTERS

Figure 17 — RTI Dashboard Page with Category Option

About

9. Select the document details to be modified. Click on Edit Properties.

= Syucture_of Crcke - AllDoc x | ™ 5uo Motu Disclosure x\ ¥ =1
« € | [} bdaptfswmvO1 indiapostdev.gov.in:6656 /4l tes Postalircles BiharCircle/ Lists/Sruch.re_of_Circle/Forms/Allltems aspx Initial Tabld=Ribbon % 2E0ocument&VisibiliCo | =
Newsfeed  SkyDrive Sites  [SCI LRI 4
BROWSE | FIES | LIBRARY € SHARE Yy Follow [,
Check Out = = Version History  #) o Fg sendTo- Unpublish
0 f : B B PR A ¢ ¢
Chek T D) B 8 charedwitn L Bl ¥ Manage Copies ApprovefReject
New  Uplosd  Mew  Edit View  Edit Share et Populaty Downlozd s Workflows Publish Tags &
Document - Dotument Folder  DOCUMENt  Discard Check out  Froperties Properties X Delete Dorument Mo Trends Copy GaTo Source Cancel Approval Hotes
N Open & Check Out Manage Share &1 Track Copies Wtk ows Tags and Notes
(®) new item or drag files here
# EDITLINKS. X
Site Contents Al Douments — + | Find s fle 0 Organisational Setup of Biha...
v Name ' Changed by you on 5/11/2015 8:26 PM
_:El Organisational Setup of Bihar Postal Circlel # Shared with C shareRointAdrmind,
Amit Kumar, " SITEADMINZ, and 2 more
hittp:ffbd aptfswmvOlindiap ostdev.govinb
RERL View Properties
Edit Properties
Check Ou
Compliance Details
workflows
Download a Copy
Shared With
javascript:; Delete v

Figure 18 — Page to Edit Document Details

10. Modify document details and click Save
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€« ¢ [ bdsptfswmvOL.indiapostdev. gov.in:aces e _qf Frorme/EditF Dggl =
SharePoint mine € ?
BROWSE EDIT ) SHARE g7 FOLLOW 0,
HE 55 X
L B2 copy
Swe  Cancel  Paste Delete
Tem
Commit Clipboard Adtions
# BT TS Tile* Organization Structure of Bihar Updated]

Stte Conterts
Save Cancel

Figure 19 — Page to Edit Title information

11. To upload a new version of the document. Click Checkout and then Check In a newer version of
the document. The updated document shall be published on the portal.

Structure of Circle o

: . X
Client_Guide_en_CountryWi..
@) new item or drag files here
~ Changed by you on 11/2/2015 3:52 FM
All Documents == Find afile * Shared with (| Sharepoint Prod Admin and

sharepeintadmin
v D Mame t P

B Client Guide_en CountryWise 3 httpi/fbdaptfswmvllB666,/sites/postalcircle

QOPEM  SHARE

Wiew Properties

Edit Properties
Check Out
Cornpliance Detalls

Workflows

Download a Copy

Shared with

Figure 20 — Page to Edit Document Details

2.3 Add details of CAPIOs, CP10s and First Appellate Authorities
These steps are applicable for adding details of CAPIOs, CPIOs & FAAs.
1. Go tothe Browser (i.e. Google Chrome, Internet Explorer Version 9.0 or above)
2. Type the URL: https://portal.indiapost.gov.in

3. Click Sign In.
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Forms RTI ContactUs What'sNew Skip toMain Content Screen Reader Access A- A A+ English |TRdr Search.

aRdl 3kp

N4 INDIA POST

500 ﬂ'l‘!H!NDXA

Q <r.~.: Sign In / Registery

Ministry of Communication & Information Technology

® @

Mail Services Business Solutions

®@ ® 6

Financial Services Philately Customer Support

€ Track Your Consignment
9 Locate vour post Office
24

84 Find Your Pincode

[ calculate Your Postage

Figure 21 — Citizen’s Portal Home page

4. Enter User Id, password and click Sign In .

€« C [ bdeptfswmvO1.indiapostdev.gov.in:&1 siten

INDIA POST

My f Compcrion  rmator om0y

ez -2

Sign in to your India Post account

To access a range of services:

“UserD 10000012

LT p—

- Forgot Prssword?

> Book Mails
Book to sendyour Lettes, Parcel, Documents within Inda or internationally, manage your mdsfind
View bansaction history

> Business solutions
Anilo s

fing senvices, book bulk mad, request s pickup, manage your account s track
deliver

> Philately
Open and manage philstely accounts

Figure 22 - Login Page

5. On Successful login, click on ‘RTI’ link at top left.
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) SHARE % FOLLOWY o

Forky aft s What's New Skip to Main Content  Screen Reader Access & A A+ English | T Search... Q Log Qut

SRR 36D

N INDIA POST

Ministry of Communication & Information Technology

® @ ©® ©

Mail Services Business Solutions Financial Services Philately Customer Support

—
4

(:) Track Your Consignment

Tt Pt

Risk¢Free, Secure Returns 8
5 Save WithiIndia Post

9 Locate Your Post Office
—

O‘O Find Your Pincode

E Calculate Your Postage

1 50+ vears old organisation, 1 5 | ac+ Post Offices, 89 87 % located in Rural Areas.

Figure 23 — Home Page Header

6. Click on ‘RTI Dashboard’ link in the left menu on RTI Page.

€ - C [ bdaptfswmvO1.indiapostdey gov.n: 6666,V AS/Pages Contert/RTT aspx ]

@

About Us Mail Services Business Solutions  Financial Services Philately Shop Customer Support

Vau are her Homes=> Rl

RTI

Civil List a5 on 01-06-2014 RIGHT TO INFORMATION ACT 2005

Az Property Returns 2013 GOVERNMENT OF INDIA, MINISTRY OF COMMUNICATIONS AND INFORMATION TECHNOLOGY

DEPARTMENT OF POSTS

Suo Moty Disdosure

List of CPIOS An At to provide for setting out the practical regime of right to information for citizens to secure access to information under
the control of public authorities, in order to promote transparency and accountability in the working of every public authority,

UG HIe: the canstitution of a Central Information Carnrmission and State Information Commissions and for matters connected therewith

List of AAQs or incicental thereto,

CAPIO Module The basic abject of the Right to Information Act is to empower the citizens, promote transparency and accountability in the

working of the Government, contain corruption, and make our democracy work for the people in real sense. Tt goes without
saying that an informed cizen is better equipped to keep necessary vigl on the instruments of govemance and make the

RTI Applications/First Appeals and  government more accountable to the governed The Act is 2 big step towards making the citizens informed about the actiities
their replies of the Governmert,

QOther Departmental Nodal Officers

Feedback

Suo Motu Discosure-Audit Report 4 yigon statement of India Post

B, Mission Statement of Incla Post

1. General profile of the organization, functions and duties

2. Powers and duties of officers and employees

3, Channels of supervision and accountabllity touching upon decision making process

4. Worrms set for the discharge of our functions

5. Rules, regulations, instructions, manuals, and records used by our employees for discharging their functions

6. A staternent of categories of the documents held by the departrent or under its control

indiapostdev. rees] | portl, oy ! consultation

Figure 24 — RTI Main Page

7. Select your circle/unit, category and subcategory of information from drop down list and click
Submit.
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amdla 9w

INDIA POST

Ministry of Communicafion & Information Technology

9 ® 0 © 0

About Us Mail Services Business Solutions  Finandial Senvices Philately Customer Support

* Clrele f Unit Andhra Pradesh M
* Category CPIOS, CAPIOS and appellate authorities v
* Sub-category Lists of CPIOs with full contact details, names and scope of work Y

5 ails, names and scope of work
Lists of CAPIO with full contact details, names and scope of work
Lists of FAAs with full contact details, names and scope of work

Submit

Figure 25 — RTI Dashboard Main Page

8. Click on new item to add the details.

& - C [ bdaptewmv01.indiapostdey gov.in:6666 5ites PostalCircles BiharCircle/ Lists CAPIO/ANTems.aspx | =
SharePoint Mewsfeed  SkyDrive  Sites  [EECEIETNE o MY
BROWSE | TEMS  LIST € SHeRE gy Follow O

.
H> # EDITLINKS Search this site p
CAPIO o
@ new item or edit this list
/' EDITLINKS
Site Contents jAdd & new ibem to this list or library, Lo

Yo Title SN, Name Designation Past Office Address PFincode  e-Mail ID Telephone Mo CAPIO lacated at
Mo 2 Mr. Shashi POSTMASTER  Dalsinghsarai Dalsinghsarai 848114 spracsarai@grmail.com 06278 Sub Post Office
Title Bhushan MDG 220
Mo 3 BholaPd, POSTMASTER  Patori Patory Sub Post 848504 spmpatory@gmail.com 06278- Sub Post Office
Title Kuriwar Office 234477
Mo 4 RM.sharma  Postraster Chhapra Sahebganj 841301 srpostmasterchp@gmail com 06152~ Head Post
Title Chhapra 232278, office

943085649
Mo 5 SriMadan Postmaster Motihari Head Post 845401 sksrivastavapmmetihati@gmailcom 06252 Head Post
Title Singh (Office, Motihari 232934 Cffice
Mo 6 S TK Thakur  SPM(LSS) Jaynagar 50 Jaynagar 847226 spmjaynagar@gmail com 8084283055 Sub Pastoffice
Title
Mo T Kiran Kumar  Marager (CCC) Supaul MDG  Supaul MDG 852131 spmsupaulmdg@gmail.com 06473~ Supaul MDG
Title 223021
Mo 8 SriAmresh St Postmaster  Bankipore Bankipore, Patna 800004 srpmbankipore@grmall.corm 0612 Sub Past Office
Title Kurnar HO 2677223
Mo 9 GNP Postmaster Begusarai Bequsarai 8511001 postrmaster.hysho@gmail.com 06243 Head
Title Srivastava HO 222873 postoffice
belaptfswmv01.indiapostdey, gov in:6666fsites |PastalCirdes BiarCirclefistform, aspx?P. v

Figure 26 — CAPIO List

9. Enter CAPIO Details and click on attach the office order document. Uploading the document is a
mandatory process to proceed.
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= Stoueture_of Circle-#ll Do x | = capio- x§ Y =

€ & € [)bdaptlowmvO1.indiapostdev.gov.in: 6666 ites Postal CirclesBiharCircle Lists/ CAPIO/EdiFor m aspx 71D=135850urce =htp% 3A% 2P 9 2Fbdaptfowmy01 % Eindiapostde | =

siteadmine P

BROWSE  EDIT Q) SHARE fy Foow T
HB mao X0 Y
D Egy Copy V
Sawe Cancel  Paste Delete | Attach| Speling
Ttem | File -
Commit Clipboard Adions Spelling
Attach File l
A EDITLINKS Sl.t - Attach a file to this item.
Site Contents
Nare [ b, shashi shushan |
Designation [pasTmester |
Post Office | Dalsinghsarai |
Address Dalsinghsarai MDG
y
Pincode [se8114 |
e-Mail D |spmdsara@gmawlmm |
Telephone No | 06278221220 |
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Figure 27 — Page to Update Information

10. Browse the office order file from your desktop to upload and click OK. The office order is

mandatory.
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Figure 28 — Page to Browse File

11. Click Save to submit the details.
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Figure 29 — Main Page for Details

12. To view the CAPIO details on India Post web site, click on RTI --> Suo Motu Disclosures-- >
Category-- > List of CAPIOs-- > Unit.

2.4 Modify details of CAPIOs, CPIOs or First Appellate

Authorities
These steps are applicable for modifying the details of CAPIOs, CPIOs & FAAs.

1. Go to the Browser (i.e. Internet Explorer Version 9.0 or above)

2. Type the URL: https://portal.indiapost.gov.in

3. Click Sign In.

Forms

sIRdRI 3kp

RTl ContactUs What'sNew SkiptoMain Content Screen Reader Access A- A A+ English |y

N INDIA POST

Tndia st

Ministry of Communication

Mail Services

& Information Technology

®

Business Solutions Financial Services Philately

150+ years old organisation, 1,5 Lac+ Post Offices, 89,87 %

Search... Q C”" Signin / Reglsier)

Customer Support

\\_// S =
India Post

€ Track Your Consignment

9 Locate vour post Office
-~

&4 rind Your Pincode

E Calculate Your Postage

% located in Rural Areas.

Figure 30 — Citizen’s Portal Home page

4. Enter User Id Password and click Sign In.
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Figure 31 - Login Page

5. On Successful login, click on ‘RTI’ link at top left.
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/
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Figure 32 — Home Page Header

6. Click on ‘RTI Dashboard’ link in the left menu on RTI Page.
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Figure 33 — RTI Main Page

7. Select your circle/unit , category and subcategory of information from drop down list and click
Submit.

i G

INDIA POST

Ministry of Communication & Information Technology

® ® ©

About Us Mail Services Business Solutions  Financial Services Philately Customer Support

* Circle f Unit Andhra Pradesh M
* Category CPIOS, CAPIOS and appellate authorities v
* Sub-category Lists of CPIOs with full contact details, names and scope of work v

h full contact details, names and scope of work
Lists of CAPIC with full contact details, names and scope of work
Lists of FAAs with full contact details, names and scope of work

Submit

Figure 34 — RTI Dashboard Main Page

8. Select the row and click on edit to modify CAPIO details.
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Figure 35 — CAPIO List

9. Enter CAPIO Details and click on attach file.
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Figure 36 — Page to Update Information

10. Browse to select the office order document and click OK.
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Figure 37 — Page to Upload File

11. Click Save. The details shall be updated in the system.
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