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1.0 Administration Login of LPO:
As shown in the left side of the screen, select Language as ENGLISH from the

dropdown list. Enter administrator Uskel; and Password then click on the Login Button.

List Of Consultants Search Files & Letters Published :13/01/2012

LoginPage

User-Id 1000

Fig (1)
Administrator menu allows thedami ni st r at or to reset a

manage employeebs official details, and

1.1 Reset Password

This module allows resetting a useraos
select reset password in the newly openece gager user ID, new password (password
should be minimum of 6 characters) in the user ID and password fields-anterehe
new password in the confirm new password field then click on Change, it creates a new
password for the user (Fig 2).

[ 1sn22012 | Admin MeMrs. Admin (1000) | Signout Version:2.0

Administrator siters Files Queries Reports Dash Board CS Dash Board

Reset Password
Login Name 10900005

New Password essssccce

Confirm New Password  eeeecsse

Back ] [ Cancel ] Change

Fig (2)
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1.2 Administration

Thi s modul e all ows administratoroés t
fragments. To do this go to administrag@lect administration in the newly opened page
(Fig 3) enter administrator password in the enter password field then clickbontSu

15/1212012 1000 Admin Admin Admin Admin SignOut

Quzrizs Haporis

Reset Password R "
Administration Admllllstl‘atlon
PIMS
Sibaei Enter Password :

Fig (3)

In the administration page administrator has to add all the necessary details for a
department. The necessary detail that has to be added is given in (Fig 4).

(6]

Fig (4)
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15/12/2012 1000 Admin Admin Admin Admin SignOut
Administator Quzrizs itzgoris 53¢ 3 flzn1 Otijzrs
Administration
lMajor Department | Letter Category Standard
Letter Category
[Minor Department File Category Standard
Division File Category
Sub-Division Subject
Section
Cadre File Trilndex SeqNo
Designation
Post
Pay Scale Error Description
IRemarks Transfer Of Trilndex
lFile Trilndex Court Case Data Entry
[Initialization For New Year | Initialization of MstDepartment Name
I Field Department
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1.2.1 Major department
To add a Major Department, click on Major Departmenthe Administration

Page. A new page opens in it click on Add (Fig 5).

15/12/2012 1000 Admin Admin Admin Admin SignOut

Administator

KG Government Of Karnataka KG 07/01/2008 ACTIVE Delete

[LAdd] [ save | [ cancel | [uBacky)]

Fig (5)
Then add major department code (2 character), Name, Abbreviation, select start date and

click on save (Fig 6). Now the major department is added.

15/12/2012 1000 Admin Admin Admin Admin SignOut
0 Expired Time Bound Letters 0 Time Bound Letters Filed

Administator aiigrs Filzs Ouzrizs ftagoris Szeratary's Mzny Otilzrs

Admin-Major Department Name

Major Department Code EG

Major Department Name EGovernance
Major Department Abbreviation €GOV |
Start Date 151212012 iz

Major Department Abbreviation  Start Date  Status

[ hdi | [save) [ancel) [[Back )

Fig (6)
1.2.2 Minor Department
To add a Major Department, click on Minor Department in the Administration
Page. A new page opens in it click on Add (Fig 7), then select a Major Department
Name, enter Minor Department Code, Minor Department Name, Minor Department
Abbreviation, Date andlick on Add. The entered Minor Department is now added to
the Major Department, which can be seen in the grid (Fig 8).
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15/12/2012 1000 Admin Admin Admin Admin SignOut

Administator

™

Admin-Minor Department Name

Major Minor
Department Department Minor Department Name Department Start Date  Status Edit Delete
Code Code Abbrevation
KG AC Additional Chief Secretary ACS 06/02/2010|ACTIVE [edi] | delete |
KG AD ACS and Development Commissioner AD 06/02/2010/ ACTIVE [ detete |
KG AG Agriculture AGD ACTIVE [ delete |
KG AH Animal Husbandry and Fisheries AHF ACTIVE, [ detete |
KG AO Advocate General ADG 14/12/2010/ACTIVE [ delete |
KG AR AR-DPAR DPAR ACTIVE [ delete |
KG CcI Commerce and Industries CI ACTIVE delete
KG cM Chief Ministers Office CMO  [25/11/2009/ACTIVE [ delete |
KG co Co-Operation co ACTIVE [ delete |
KG cs Chief Secretary Office Cs ACTIVE | edit] | delete |
KG DP DPAR DPAR ACTIVE [ detete |
KG EG eGovernance DPAR 19/11/2009|ACTIVE delete
KG EH Education-Higher ED ACTIVE [ delete |
KG EN Energy EN ACTIVE [ delete |
KG EP Education-Primary and Secondary ED ACTIVE delete
s ———————,
Fig (7)
15122012 1000 Admin Admin Admin Admin SignOut
0 Time Bound Letters For Action 0 Expired Time Bound Letters

Administator

™

Admin-Minor Department Name

KG DP DPAR DPAR ACTIVE|
KG EG eGovernance DPAR  [19/11/2009 ACTIVE
KG EH Education-Higher ED ACTIVE
KG EN Energy EN ACTIVE|

Major Minor (Minor
Department Department Minor Department Name [Department Start Date  Status Edit Delete
Code Code |Abbrevation
KG AC Additional Chief Secretary ACS 06/02/2010 ACTIVE][edit; E..
I KG AD ACS and Development Commissioner AD 06/02/2010 ACTIVE | delete | |
KG AG Agriculture AGD ACTIVE delete
KG AH Animal Husbandry and Fisheries AHF ACTIVE | edit | delete |
KG AO Advocate General ADG  [14/12/2010 ACTIVE delete
KG AR AR-DPAR DPAR ACTIVE [edit]  delete |
KG I Commerce and Industries CI ACTIVE [ edit] [ delete |
KG CcM Chief Ministers Office CMO  [25/11/2009 ACTIVE [edil] [ delete |
KG co Co-Operation co ACTIVE [edi] [ delete |
KG cs Chief Secretary Office cs ACTIVE|[edit] | delete |
[eat]
[eat]

KG EP Education-Primary and Secondary ED ACTIVE
EmmEEEEEEEEEEEEEEEESSSSS———
Fig (8)
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1.2.3 Division

To add Division click on Division in the Administration Page. A new page opens
in it click on Add (Fig 9)select Major, Minor Department Name, the division code will
be automatically added in the division code field then enter Division name and
Abbreviation in the appropriate fields, select Date and click on Save. The Division is

successfully created now ¢-10).

15/12/2012 1000 Admin Admin Admin Admin SignOut
0 Time Bound Letters !

Administator 235 Quzrizs flzporis

Admin-Division Name

(CAsa] (Save ) [Gance | [Back)

Fig (9)

15/12/201

0 1000 Admin Admin Admin Admin SignOut
0 Time Bound Letters For Action

Admin-Division Name

Major Department Name Government Of Karnataka hd

Minor Department Name eGovernance ¥

Division Code 02

Division Name

Division Abbreviation

Start Date 15/12/2012 4

lg:;:’ & mattment g’;:;un it Cods Division Code  |Division Name f\)ibgrsiov?aﬁon Start Date Status Edit |Delete
KG EG 01 cGovernance EGV 19/112000  |ACTIVE [ Delete ]
1

i | (Save) [‘Cancel ) (Bacd

Fig (10)
1.2.4 Sub Division
To add a sub division click on Subdivision in the administration page, in the
newly opened page <click on Add. Sel ect
Subdivision Code, Name, abbreviation and select starttdateclick on Save. The Sub

Division is now successfully created (Fig 11).
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Fig (11)
1.25 Section
To add a Section click on Section in the administration page, in the newly opened
page click on Add. Select Major, Minor Department, Division,-Bubsion and ater
Section Code, Name, abbreviation, Room No, Phone No and select start date then click

on Save. Now the Section is created successfully (Fig 12).
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