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1. Overview

The Ministry Department Organization (MDO) administrator is a Ministry/Department
level administrator function on the iGOT platform. The document describes how the
MDO administrator can:

1. Onboard officials with different user roles

2. Approve or reject details submitted by the officials
3. Create and publish work orders for officials

4. Create and publish events for the officials

2. Audience

This user manual has been created to enable MDO Admin to leverage the MDO
portal on the iIGOT platform to create and manage department officials

3. Key actors

The key actors and roles in managing the SPV portal are the following:

Actor Description

MDO Admin The MDO Admin can onboard and manage the users
in the respective department/organization, they can
create work orders and events for the officials

WAT Member WAT Member are onboard specifically to create work
orders for the officials.

4. Pre-requisites

In order to access the features of the MDO portal, MDO Admin user will need the
following:

1. Access to MDO portal: A link to the appropriate MDO portal is needed.
For eg:

Karmayogi user portal link stage: https://igotkarmayogi.gov.in/

MDO portal: https://mdo.igotkarmayogi.gov.in/

2. Login credentials with the required roles.
Once the iIGOT user account gets created, they will receive an email to reset the
password. Users can use the above Karmayogi link to login to the Karmayogi portal.

After login to the Karmayogi user portal and clicking on the profile image on top right
, users can see the link and access the various portals like the SPV portal, MDO
portal, CBP portal and the FRAC dictionary based on their roles. When an MDO
Administrator login to the portal, they will see the following
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5. MDO Portal

MDO portal is to organize the creation of users flow with approval of professional
details for users , allocating work orders for officers and to create events for Events
Hub in the IGOT Karmayogi platform. As the user clicks on the “MDO portal” link
from the profile drop down in the Karmayogi portal, they will navigate to the MDO
portal. Only MDO admin and WAT Members will have access to the MDO portal.

5.1 Home
MDOs that are flagged as “training institutes” require their administrators to complete

an “Institute onboarding form” as part of their onboarding. Following are the steps:
1. Login to the MDO portal using MDO Admin credentials
2. Click on “Let's do this now”




L7iGeT

Organization information

T Welcome to Mission Karmayogi!

As the administrator of the platform for , you have been bestowed the important responsibility of onboarding and
managing the users of the organisation on the platform.

4. Infrastructure

5. Training Programs.

6. Resaarch

7. Consultancy

8. Faculty
With this, you now have early access to do the following
1. Onboard users within your organisation as learners

2.0nbo:
platform.

earning content creators, reviewers and

publishers to publish your organization's digital content on the

In order to get you started, we have created this quick but important
onboarding process that will help us understand your organization better.
Doing this will help you in the following ways

1. Gaining early access to the platform increases your visibility significantly. You get to showcase your training
content and programmes on the platform and get an early-mover advantage to reach millions of civil servants across

India.

2.Asthe

latform marketplace opens up in the future. you will get a head-start to be able to monetize your training
d programmes

Let’s do this now!

3. Fill all the mandatory fields of the institute profile and click on “Save and
continue”
Note: An information icon is provided in each section. Users can click on the icon to
know more about what each section is about and for help on completing that section.




Organization information

Welcome . "
Institute details

Institute profile

Roles and functions

Infrastructure

Full address’
Training Programs

sin, K8 road , Pusucherry
Research

Consultancy Building number State’ Pincods

Faculty

5512

Year of establishment of the training institute’

1985

Contact & website details

Telephone number- Mobile number.*
+#1 - 1234567852 +91 -
Email address’ ‘Website address
johanwi@vopmail.com httos:/bescom.karnatakagovin
Attached training institutes/centres 6]

Add attached training institutes or centers®

Udemy 7 et [ Deiste
Attached training Institute

This Is a specified training institute that peovide training for all officials

4. Choose the roles and functions, then click on “Save and continue”




Organization information

R Select the roles and functions of the training institute

Institute profile
5 Select the roles and functions of the training institute {you can select more than one option}*

Rales and functions

0 Training B Research
Infrastructure
Training Programs O consuttancy O Ppublication
Resaarch

O other
Consultancy
Faculty

5. Fill all the details of the infrastructure and click on “Save and continue”
iGeT

Organization information

WD Infrastructure @
Institute profile Enter the infrastructure detalls here. If you do not have the exact numbers, it is ok to fill in approximate numbers.’
Roles and functions

Built up area (in acres 1233

Infrastructure.

Training Programs A .

Research
Consultancy hostels (in acres; 4433
Faculty
2111

Numbor of camputer system 100

Library

Total collection [number of books 222

Numbser of periodicals subscribed 9%

Latitude and longitude GPS coordinates* 0]




6. Based on the roles and functions selected in step 4, fill the details of training
program / research / consultancy
If training program is selected in step 4, fill the details of training program and click

on “save and continue”
iGeT

Organization information

Training Programs (6]

Add the subjects on which the institute imparts training

Mumber of slide decks (like Powerpoints or ppts)

Humber of anline reading materials (like cass studies, pdfs stc.)

Others (Add inform;

If research is selected in step 4, fill the details of research and click on “save and
continue”
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Organization information

Welcome
Institute profile
Roles and functions
Infrastructure
Training Programs
Research
Consultancy

Faculty

Research

/

Add project name*

Status® Type of sponsorship®

O Completed O others

Research papers published by faculty ®

If consultancy is selected in step 4, fill the details of consultancy and click on “save

and continue”
71GeT

Organization information

Wielcome:

Institute profile
Roles and functions
Infrastructure
Training Programs
Ressarch
Consultancy

Eseulty

Consultancy @

Add project name*

Type of sponsorship*

Status*

O others

O Government spansared

sample project one # Edit W Delete

Ongoing  Industry sponsored

sample project description of consultancy




7. Enter the number of faculty details and click on “Submit”
L7iGeT

Organization information

Enter the number of faculty members in your institute 6]

Regular' Adhoc Guest’ Others (research staff stc)

8. Once MDO administrators submit the institute form ,they can start using other
features like onboarding other users to the MDO, creating and publishing work
orders for the officials, creating and publishing events for the officials etc.

Note: if MDO administrator wants to edit the organization details, they can click on

the “Organization profile” from the left side and make the changes
L7 iGOT a o« B

Government of India

ATI PUDUCHERRY

MDO information

Sttt details Budget allocation details

dashboard =
Approvals
ey Ata glance
" o tool Number of users Number of ive Number of Number s Users onborded (in
courses departments complet ayear
2321
rganisation profile 256 531 653
Tc Number of
s adde
225
Number of Courses by MDOs o3 Number of Users by MDOs

5.2 Users
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As the MDO admin clicks on the ‘Users’ option in the left side menu, there will be
three tabs in the home screen as :

1. Active - users who are active in this MDO with various roles assigned

2. Inactive - users who have been made inactive by the MDO admin

3. Blocked - users who have been blocked from the MDO

Users

Active Inactive Blocked

Haridas Kakunje Haridas Kakunjedtarento com = CONTENT CREATOR

Karthik CBP editor = CONTENT_CREATOR
Member

ento admin » MDOADMIN

* Member

= MDOADMIN
= Member

MDO admin can create users by clicking on the “Create new” button, then lands on
the below screen. As the admin enters details in all the fields and clicks on “Create
user”’, new users will be created under this MDO .

iGOT LT - )

Users > Active > New User

% User details
P—

The MDO admin clicks on any of the users in the list and navigates to the profile
details screen below, where they will be able to view the details of the user and can
update the user role.
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iGOT A L O

Users » Active > Haridas Kakunje Change log

Personal details
Personal details

m

ick on “Updale rles” 1o update Last mame
ser role

Dats of birth (dd-mm-yy)

5.3 Roles and access
MDO admin lands on the below screen by clicking on the “Roles and access” menu

in the left pane. It displays the list of roles and access for the users under logged in
MDO.

LIGeT " 2 0

Roles And Access

LABSANA

CONTENT CREATOR
Users

EDITOR
Roles and Access

FUMembe:

Approvals
MDO ADMIN
Eve
Work Allocation
BLISHER
EWER
drmi

As the user clicks on any role , they will see the users for that particular role from
the logged in MDO.

7 IGeT n 2 O

Roles-Access > CONTENT CREATOR
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5.4 Approvals

MDO admin lands on the below screen by clicking on the “Approvals “ option from
the left pane. When a user updates any of their professional details in their
Karmayogi portal, a request is sent to the corresponding MDO admin for approval.
Professional details approval requested by MDO users will be listed in the below
screen.

£2iGOT a £ o

m

MDO admin clicks on any of the approval requests and navigates to the below
screen which displays all the approval requests from the user along with their profile.

<7iGeT » £ 0

Approvals > To Approve > Reviewer Publisher Content Creator Changelog

Needs approval
Needs approval 8 Pending approval
Personal dtails

Designation

Date of joining.

06-01-2021
Agricultureand Aid Industries
Locatior

=

MDO admin can approve the update request by clicking on the “Green tick” icon,
then clicking on the “Accept” button in ‘Accept request’ popup.

13



Accept request?

Once you accept, the feilds will get updated in user's profile.
You can make changes to any field at any point.

MDO admin can reject any update request by clicking on the “Red Cross “ icon,
providing a reason to reject in the ‘Reject request’ popup.

Reject request?

5.5 Work allocation tool

Work allocation orders are documents which formally allocate the roles and
accountabilities to every government official, usually upon joining. These are
allocated by the supervisor or Head of the MDO, and updated as and when
necessary.

The work orders for officials are created through the Work allocation tool that resides
inside the MDO portal.

The work order consists of the following details:
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Official’s name and position

Roles that the official needs to perform as part of their position
Activities defined for each role

Submitted to and Submission from of the work order

o=

5.5.1 WAT landing page

As the MDO admin clicks on the ‘Work allocation tool’ option in the left side menu,

there will be three tabs in the home screen as :

1. Draft - work orders which are in progress and have not been completed yet.

2. Published - work orders which have been approved by the authority and is
published

3. Archived - work orders which are no longer valid

For MDO admins who do not have any work order created will be landed on the

below screen.
L71GeT

Work allocation tool

Drafts Published

i A
Goverment Of India

iGOT

Work allocation tool

For MDO admins who have at least one work order created will land on the below
screen.

iGOT

Work allocation tool
% Drafts Published Archived
1t {
HOR
4 New work arder

Gaverment Of India
Department of Water

Resources River Development +
and Ganas Rejuvenation




5.5.2 Creating a new work order

To create a new work order, MDO admin clicks on the “New work order” button and
a popup will appear as shown below.

a) MDO admins who are creating work orders for the first time need to enter the
work order name and click on the “Create new work order” button.

Create a new draft work orders

Name of the draft
Work Order - | Type the name here

Please enter the blank work order name

page: 3 -

Cancel Create blank work order

b) MDO admins who have already published work orders, can either copy an
existing work order by selecting the work order from the list and click on “Create
copy work order” or can create a new work order by clicking on “Create new
work order”

Create a new draft work orders

Name of the draft
Work Order - | Type the name here

Please enter the blank work order name

Copy from a published work order (optional)

Published on

(O Werkorder - Administration wing 2021-06-10 1:57 PM

5.5.3 Adding officers and publishing work orders

To allocate officers with roles, activities and competencies, MDO admin clicks on the
“New officer” button. MDO admins can add officers either to a new work order or an
existing work order.

a) For a newly created work order, the admin will land on the below screen
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7iGOT LA

Work allocation tool > Drafts > Work order - Finance wing -| New office ‘

o 0% 0 0 0 0

No officers added

Add officers to the work order

b) As the admin selects an existing work order from draft, they will land on the

below screen
7IGOT L T - ]

Work allocation tool > Drafts > Work order - Finance wing

s [}

As the admin clicks on the ‘New officer’ button, there will be four tabs in the guest
screen as :

1. Officers: MDO admin can search for the officers from the Karmayogi portal and
add them.

2. Roles & Activities: MDO admin will be able to assign activities and roles to the
added officer.

3. Competency: MDO admin will be able to add competency to the added role and
activities.

4. Competency details: This will provide more details like the level , type and
competency area of the added competency
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iGOT
& Guest Officar_ Activities e m
2 Officer
Offcar name Pos

# Roles and activities

Role and description § Activitios Submitto @)

Unmapped activities

+ Ac
+ Role
M Competencies
Role and deseription W Compotencies
Unmapged competencies
+ Comp

= Competency detalls

Compatency label

Chooselevel ()

[/} Competency Dictionary

Not started yet 0%

Help

Drafting competencies
Bl & 12minutes

S0
% 12 stepwork allocation process
A & &minutes

MDO admin will be able to search for officers from the Karmayogi portal.

iGOT

& ot -
£ Officer
Officel me Position

T Activities Submitto )

+ Activity

Assistant
Progress of completion 3%
Errors 3
) nmissing

MW (1) Competency label missing
Warning
2 i descript

Drafting competencies
[ 12minutes

-
% 12 stepwork allocation process
& &minutes

eiade

Once the officer is selected, the next step is to assign a position to the officer. MDO
admin can either select the position from the ‘Position dictionary’ or manually enter

the position.
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5iGOT LI - ]

€ JoyMathew Officer _ Activities m Assistant
Progress of completion 6%
2 Officer
Errors 2
Officer name Position
P (1) Unmappad compatancies
m Joy Mathew dir

¥ (1) Compatencylsbel missing

Director {Coordination]

Warnings 2

2 Pasition description missing

. o {1) Compatency description missin
# Roles and activities Director{ Admin and GA) M (1) Competaneydexr s
Role and description - Acti Director (External assistance and international submitto @) Help
Unmapped activities
Drafting competencies
) 12 minutes
0,20
12 step work allocation process
% |@ &minutes
+ Rale =5 9

To allocate Roles and Activities to the position, MDO admin can either select an
activity from the ‘Activity dictionary’ or manually enter the activity.

iGOT LA ]

2 Officer Progress of completion 10%
Officer name Position
Errors
u Joy Mathew Director (External assistance and international Coord g and assisting States Parties in their efforts to meet their obligations under the S
cooperation) Convention and thereby enable them to achieve its full and effective implementation R (1) Unmap
# (1) submittols missine

# Roles and activities

Role and description £ Activities submitto @)

Unmapped activities
Help

Drafting competencies
ciuding
[ 12minutes

-
12 step work allocation process
% 1@ 8minutes

=70

+ Role

Once activity is selected, MDO admin can assign whom to submit it by searching the
officers from the Karmayogi portal.
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Officer name

n Joy Mathew

7 Roles and activities

Rale and description

Unmapped activities

+ Role

M Competencies

Role and description

3

cles  Competency detalls

Position

Director (External assistance and international
cooperation)

Activities

Collaboration / Bilateral agreements / Cooperation in the field of Water Resources with Foreign
countries including signing of memoranda of understanding

+ Activity

2§ Competencies npetenc

Coordinating and assisting States Parties in thel

efforts tameet their obligations under the

Convention and thereby enable them to achieve Its full and effective implementation

Submitto ()

B e

[ Final authority
From Karmayog officer portal

B =

Dhaveal Khulkarni

Assistant
Progress of completion 10%

Errors 3

% (1) Unmapped activities

M (1) Unmapped compstencies

P (1) Competency label missing
Warnings 1

M (1) Competency descrintion missing
Help

Drafting competencies
0 12 minutes

- 0
12 stepwork allocation process

‘%2 @ aminutes

=0

As the admin clicks on the “+ Role” button , a new role section will be displayed.

MDO admin can either enter the role and description manually or they can choose
from the ‘Role dictionary’.

2 Officer
Officer name

@ sorMatnew

From role dictionat

Externally aided projects

Externally sided projects

exte

F

Officer

Position

Director (External assistance and international Coordinating and assisting States

cooperation)

Activities

Collaboration / Bilateral agreements / Cooper

e field of Water Resources with Foreign

cluding signing of memoranda of underst;

+ Activity

+ Activity

et their obligations under the

effective Implementation

submitto @

@ ohawal Knulkarn

Assistant

Progress of completion a3%

Errors

(1) Unmapped activites

# (1) Submittols missing
F (1) Activity description missing
M (1) Unmapped competencies

® 0

Warnings 3

€2 (1) Roledescriptionmissing

M (1) Nocon

mapped

MW (1) Competency description missing

Help

Drafting competencies
B 12minutes

% 12 step work allocation process
@ 8minutes

~ . °

As the MDO admin selects a role from the ‘Role dictionary’ , they will land on the

below popup. To remove any particular activity from the list they need to click on the
particular activity and uncheck it.
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Confirm auto fill

Adding this role will auto fill associated data i
Choose from the fist below the items you want to be auto filled.

Role

Role label

Externally aided projects Externally ai represent an additional

finance for the states and

centrally funded but are implemented by state sovernments, for instance in the social forestry and family welfare sectors.

1 Activi

The MDO admin clicks on the “Add selected fields”

Activities

Obtaining in-principal approval of the Department of esour

s for them to take up projects. They also include projects that are

e, RD &GR for the
atthe PPR and DPR stage.

ies after
Central Water i

ind other concemed O}

[ Activities

Liasoning with State Government and Departmant of Economic Affairs in this matter.

B Activities

studies/ technical

r taking external

‘ Go back

Add selected fields

button and lands on the below

screen where the selected activities are added to that role . Here, the MDO admin
can assign whom to submit it by searching for the officers from the Karmayogi portal.

€ JoyMathew

2 Officer
Officer name.

Joy Mathew

# Roles and activities

Role and description

Unmapped activities

Externally aided projects

Activities  Compe

Officer

Position

Director (External assistance and international
cooperation)

Coordinating and assisting States Parties in their efforts to meet their obligations under the
Convention and thereby enable them to achieve its full and effective implementation

F Activities submitto @)

C fon / Bilateral /Ce in the field of Water Resources with Foreign

countries including signing of memoranda of understanding

[ Final authority

From Karmayogi officer portal

Dhawal Khulkarni

+ Activity

Obtaining in-principal approval of the Department of Water Resources, RD & GR for the State

Government projects seeking external assistance from

Assistant

) Progress of completion 1%

Errors §
R (1) Unmapped activities
# (2 Submittoismissing
# (1) Activity description missing
M (1) Unmapped competencies
M (1) Competencylabel missing
‘Warnings 2

M (1) Nocompetencies mapped

MW (1) Competency description missing

Help

Banks/ Foreign Fundi

after getting them examined by Central Water

Drafting competencies
Commission and other concerned Organizations at the PPR and DPR stage. and

[ 12minutes

:§

Proposals for studies/ technical assistance from the States for taking up the proposals with the external
Funding agencies,

Exterriolty sldid proects represart 12 step work allocation process
additional source of development finance for
the states and a means for them to take up.
projects, They alsoinclude projects that are.
centrally funded but are implemented by state
governments, for Instance in the soclal
forestry and family welfare sectors.

8minutes

+ Activity

+ Role

The MDO admin
as shown below.

can drag and drop the unmapped activities under any particular role
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iGOT

€ JoyMathew

% Roles and activities

Role and description

Unmapped activities

Externally aided projects

Externally alded projects representan
additional source of development finance for
the states and ameans for them to take up
projects. They also include projacts that ara
centrally funded but are Implemented by
state governments, for instance In the soclal

forestry and family weifare sectors.

Officer Activities

Competencies  Competency detalls

Activities

+ Activity

Proposals for st
external Funding

with Foreigr

+ Activity

submitto (@)

B Final authority

@ Onawal Knulkami

@ onawal Knuikarni

Assistant
Progress of completion 64%

Errors 5

% (1) Submit taismissing

T (1) Activity description missing

MW (1) Unmapped competencies

W (1) Competency label missing
Warnings 2

M (1) Nocompatencles mapped

P (1) Competency description missing

Help

Drafting competencies
[ 12 minutes

0
12 step work allocation process

B 1@ aminutes

Once the role and activities are added, users can map competencies to the role.
MDO admin can either choose to add the competency manually or select it from the
‘Competency dictionary’.

iGeT

& JoyMathew

M Compstencies

Role and description

Unmapped competncies

Externally aided projects

= Competency details

Competency label

The MDO admin after selecting the competency from

s Competencies  Comp

4 Competencies Competency descriptior

sta

From competency dictionary

s with the people

ave impa

+ Competency

Choose level () Con

[ Competency Dictionary

Assistant
Progress of completion 4%

Errors 4

& (1) Unmapped sctivities

% (1) submittols missing

(1) Activity description missing

M (1) Unmapped competencies
Warnings 2

M (1) Nocompatencies mapped

9§ (1) Compstency description missing

Help

Drafting competencies
[ 12minutes

- 3
12 step work allocation process
6 1@ 8 minutes

the ‘Competency dictionary’

will land on the below popup where they will be able to select the Competency level.
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§
-
-

thew
Confirm auto fill
Adding this Competency willauto fll associsted data in the form e
Choose from the lst below the |
Competencies
tencies
Unmap
i Competency label Competency description
sseription
Submit
feomeetenccs Knowledge Management Knowledge of the value of collectad
Activity
Choose competency levels
Unmap
Level Level description
aided projects
O Level1-gesic . i and skills related s sblet Nocom
e superision
nt finance for the: fCormoe,
ects. They alsa incl
areimplemented by
the social forestry a (@ Level2-proficient « Ableto demonstrate knowledge 2nd skill: the competency and apply them without needfor

constant supervision

O Level3- advanced . ills required far d o
between competencies. Acts as an advisor on the topic. often producing manuals/notes to support colleagues.

O Levela-Expert Demonstrates excsllence in il capzbilities related y compared to best industr it ountry.

1 2 person of authority on pract iswidely same.

O Levels-ustad . i ways, Has a fundamental, outsized impact on

their field of knowledge wiith few other people having similar capabilities.
lected fields

For adding competency manually, the admin needs to type the competency and click
on “+” button as shown below .

{7iGOT T - ]

Pap—— Corovmcn Consawer e
Progress of completion 10%
+ Role
Errors 1
M (1) Unmappsd compstencies
" - Warnings 1
W Competencies [ Competency Dictionary
MW (1) Compatency des
Role and description M Competencies Competency description
Unmapped competencies Help.

training
Drafting competencies
0 O 12minutes

- 0
s 12 step work allocation process
aminutes

= Competency detalls

Compstency labsl Choose level () Com

training - -

As the admin clicks on “+”, they will land on the below popup where they can fill in
the details of the competency.
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Confirm auto fill

Adding this C will auto fill ata Inthe form,
Choose from the list below the iters you want to be auto filled.
Competencies 108
Compatency label
training
Additional
missing
Choose competency levels
process
Level Level descrition
Q Level1-Basic » Possesses basic knowledge and skills relsted to some elements of the competency and I
with moderate supervision
O Level 2-Proficient « Able to demonstrate knowlsdge and skills related to most of the lements of the compstency and apply
n without need for constant supervision
[OYSPRN Acdsclected felds
As the admin click the “Add selected fields” mpet ill be added
S the a IN CIICKS On the selecled 1elas , competency will be added.
2 Lomperencies 14 Lompetency Uictionary
O Progress of completion 79%
Role and description M Competencies ompetency de
Unmapped competen Errors 4
R (1) Unmepped activities
+ Compatency %
# (1) submittolsm
Externally aided projects. § (1) Activity description miss
i PE Knowledge Management Knowledge of the value of collected information and the methods of sharing that information e

throughout an organization.

() c

Warnings 1

0

etency description missing

Help

Drafting competencies

N [ 12minutes

= Competency details

Competency label etency type " yar 12 step work allocation process

1@ 8minutes

Knowledge Management

Level 2- Proficient - .

The MDO admin can drag and drop the unmapped competencies to any role as
shown below.
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€ JoyMathew

M Competencies

Role and description

Unmapped competencies

Externally aided projects

= Competency detals
Compatency labsl

Knowlecge Management

M Competencies

+ Competency

Knowledge Management

+ Competency

Chooss level (@)

Level 2- Proficient

Competencies

Competency detalls

Knowledge of the val

[/} Competency Dictionary

f collected information and the methods of sharing

nformation

throughout an organization,

Progress of completion 64%

Errors 4

+

o
MW (1) Unmapped competencies

Warnings 1

M (1) Nocompat

Help

Drafting competencies
[ 12 minutes

0 s
% 12 step work allocation process
aminutes

Once the competency is added , admin will be able to add the competency type and
competency area if needed.

Role and description

Externally aided projects

Competency details
Competency label

Knowledge Management

M Competencies

<+ Compete:

Knowledge Management

+ Competency

Chossalevel @

Level 2 - Proficient

Knowledge of the value of col

throughout an organization

lected information and the methods of sharing that information

; _ Hanseement

Domain

Functional

) Progress of completion 79%

Errors 4

£ (1) Unmapped activities

% (1) Submit

& (1) Activityde:

»

‘ompetency label missing

Warnings 1

P (1) Competency description missing

Help
Drafting competencies
& 12 minutes
0,20
% 12 step work allocation process
8 minutes
2 570

Once all details are filled, the admin can click on the “Save as draft” button as shown

below.
iG®

& JoyMathe

2 officer
Officer name

B JorMathew

# Roles and acti

Role and description

Officer
Position
Director (External assistance and
cooperation)

i Activities

Collabor

al Coordinati

n / Bilateral agreements / Cooperation in the field of Water Resources with Foreign

countries including signing of memoranda of understanding

and assisting States Partles In their efforts to meet t
Convention and thereby enable them to achieve its full and effe;

A obligations under the
(ve Implementation

Submitto ()

@3 ohawal Khulkarni

Assistant
O Progress of completion 79%

Errors 4

F (1) Unmapped activities

# (1) submittoismis

& (1) Activity descriptionm

»

Competency label m

Warnings 1

Competency description m

- Drafting competencies
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As the admin clicks on the “Save as draft” button , they will land on the below
screen.

L7 iGOT

Work allocation tool > Drafts > Work order - Finance wing- |

s ]

0 2. 9 gres

@ vhinairaian FinancialInclusion advisory
Deputy Director (Offica Buslget Calcudation || A
[ P 100"

MDO admins can do either of the following:

1. Add a new officer to this existing work order on click of the “New officer” button
2. Download and print the draft work order on click of the “Print” button

3. Publish the work order on click of the “Publish” button

iGOT

Work allocation tool » Drafts > Work order - Finance wing- |

roeres . s Actiities Conetencies
2 98% 4 3 8 6
s 4
- [E— Infarmation Technalogy
Director( Admin and GA) Planning and coordination
Externally aided projects [ onsweikhaiarm
Planning and r
ater
s at the PPR and DPR stage
ention Schedule for P Final authority
sample data ¥ Final authority
@ 200 96% progress v
@ misirsisn Financial Inclusion advisary o R B Finsl suth
Deputy Director (Official Language Bedeet o m
un tions such as UNESCO, a- hal
@ 2erors  100% progress

As the admin clicks on the “Publish” button, they will land on the below screen. The
MDO admin can browse the work order from the system signed by the designated
authority responsible for verifying a work order before publishing it.
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Publish new work allocation order

Upload a scanned copy of the signed work allocation order

Once uploaded, the admin clicks on the “Next” button .

Publish new work allocation order

Upload a scanned copy of the signed work allocation order

PDF
4

draft (9).pdf

As the admin clicks on the “Next” button they will be able to view the uploaded
signed copy and the draft copy of the work order as shown below. MDO admin can
reupload the signed copy of the work order on click of “Reupload scanned copy”
button.
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Publish new work allocation order

Please compare the signed copy and the draft version being published. Click publish only if both versions are matching.

Signed approval Draft tobe published

The MDO admin clicks on the “Publish” button to land on the below screen.

Publish new work allocation order
O,
(]
/
PANAN

Published successfully

Work allocation order published successfully.
It will be available under 'Published’ tab.

The MDO admin can click on the “Published” tab to see all the published work order.
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Work allocation tool

Drafts Published Archived
e —
Goverment Of India
BESCOM
+ Office Published on Publish
Home () Workorder - Editworkorder 2 2021-06-17 11:06 AM B sitbescom Approval
Usars () Workorder - Finance wing z 2021-06-11 6:52 PM B sivescom Appraval
Roles and sccess () Workorder -Financewing-| 2 2021-06-18 3:26 PM B sibescor Approval
Approvals () Workorder - QR PDF check z 2021-06-16 3:34 PM B ivescom Approval
Work allocation tool () Workorder - QRremeve 2 2021-06-17 10:35 AM @ subescon Approval
() Workorder - Risk analysis wing. 2 2021-06-18 12:45PM @ snbescon Approval
() Work order - Work order sample 1 2021-06-14 8:24PM @ snvescon Approval
(O Workorder - competney remove 2 2021-06-18 12:42PM @) s0bescom Approval
O Workorder - sampleons 2 2021-06-16 2:41 PM @) s0bescom Approval

As the admin clicks on any work order from the published list , they will land on the
below screen. Users can either view the signed copy ( the uploaded file) on click of
the“View signed approval” or click on the “Print” button to get a digital copy of the
work order.

5 iIGOT L - )

Work allecation tool > Published > Work order - Finance wing- | —p T Viewsignec & Print
Offcers Roies Activities
@ Published at 3:26 PM Jun 18,2021 2 3
Q

on Role - Submit b

B Reshmaprasea Information Technology

Implementation of e-Office F¥ Final authority
Director Admin and GA)

Work related to committee of financial sector statistics F¥ Final authority

sample data @ iirain

i =
Extemally aided projects Obtaining in-orincipsl approval of the Department of Water Resources, RD & GR G Draval khulkarn!
"

Commissianand

Compilation of information on Review of Records Retention Schedue for ¥ Einal autharity

substantlve functions of the Department and getting vetted by NAL

sample data F¥ Final autharity
B s Fisecaticuion svory Wisning it S Govermentnd eparmatofEconnic AT othi B Eratautory
Deputy Director [Ofhaal Languagel mtte

Mattrs relting ovater s ' varous UN organizations uch 3 UNESCO, B erasiosna

UN Emvironment, FAO, etc.

Admin can click on “...“ and select “Print” from the list of published work orders as

shown below.
5iGeT LU - ]

Work allocation tool

Drafts Published

o as
Goverment Of India

BESCOM
=
Home (O Workorder -Editworkorder 2 2021-06-17 11:06 AM B sipescom Approval
Users () Workorder - Finance wing 2 2021-06-11 6:52 PM B ibescom Approval & Print
Roles and access () Workorder -Financewing-1 2 2021-06-183:26 PM B ibescom Approvsl /
Approvals () Workorder-QRPDFcheck 2 2021-06-163:34 PM B ibescom Approvsl
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The MDO admin can also select any work order and can click on the “Print” button

as shown below to print any work orders.
iGOT A L. O

‘Work allocation tool

Drafts Published Archived

5
1]

Goverment Of India

BESCOM

ot
Home ) Werkerder Edit workordor 2

Users OIT-04-11 &:52 PM

Roles and 021-04-18 3:24 PM Appron

5.5.4 Editing a work order

1. Click on the official’s name that needs to be edited
iGOT A 1 O

Work allocation tool > Drafts > Work order - new fresh work order & Print New officer m
opres & . s
2 91% 5 3 8 4
Q
N tion * R
Director Admin and GA)
Work related to committee of financlal sector statistics
sample data
Externally aided projects sampledata P¥ Final author
Planning and coordination
@ 3errors  83% progress
@ s Financiallnclusion advisary Lizsoning with State Government and Department of Econamic Affairs inthis P Final autharity
Deputy Director [Official Language! Budsst Calcustion  Finance matter

Mattars relating towater Issues Invarious UN organlzations such as UNESCO B strevasinanal
UN Environment, FAO, et

021 | AboutUs | Privacy

2. Edit any field of your choice
3. Click on the “Update draft” button
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iGOT a L O

& ReshmaPrasad Oficer m _ Assistant_
Progress of completion 57%
2 Officer
Errors 3
Officer name Position 2
# (2) Unmapped
B Reshma Prasac Director{ Admin and GA)

W (1) Unmapped competencies
P (1) Competency label missing

Warnings 4

jon description missing

# Roles and activities

€2 (2) Roledescriptionmissing
Role and description § Activities Submitto @
Unmappedactiitos M (1) Nocompetencies
Obtaining in-principal approval of the Department of Water Resources, RD & GR for the State Dhawal Khulkgni
Government projects seeking external assistance from Multilateral Banks/ Foreign Funding agencies . ¢ (1) Compstency description missing

after getting them examined by Central Water
Commission and other concerned Organizations at the PPR and DPR stage.

Help
Compilation of information on Review of Records Retention Schedule for substantive functions of P Final authority o
the Department and getting vetted by NAI L eipetEnties
B 12 minutes
+ Activity -
% % 12 stepwork allocation process
8 minutes
fokaemstion Yechroley tinn af a.Ohca B Finalai e
o e ere .
5.5.5 Deleting activities, competencies and role
. o e
5.5.5.1 Deleting activity
< Reshma Prasad Officer Activities Competencies Competency details | resmany
Prog
2 Officer
Errors 3
Officer name Position ption .
* @ unr
B Reshmaprasad Director{ Admin and GA) Type
N D) Unr
N (1 cor
Warnings 4
) ® posit
% Roles and activities & Position
C activit ’ 0 (2) Rol
Role and description - Activities Submitto ()
Unmapped activities “- (1) No
Obtaining in-principal approval of the Department of Water Resources, RD & GR for the State BB ohawal Khuikarni
o Government projects seeking external assistance from Multilateral Banks/ Foreign Funding agencies — * (1) Ceor
" after getting them examined by Central Water u
‘Commission and other concerned Organizations at the PPRand DPR stage. Hel
elp
Compilation of information on Review of Records Retention Schedule for substantive functions of F# Final authority —
the Department and getting vetted by NAL u P D
N C
=+ Activity
"

2. Click on “Delete” button to delete the activity or else click on “Go back “ button to
cancel the action
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Delete activity?

The activity will be deleted from this work order

5.5.5.2 Deleting competency
1. Click on the delete icon

& Reshma Prasad Officer Activities Competencies Competency details Update draft Assi
+ Role _)

Errors 3
f @
# Competencies 7 Competency Dictionary * o
) - Ra
Role and description I Competencies Competency description
Unmapped competencies )
_ Warnings
Type here Type here (]
2 P
+ Competency
o 30
Externally aided projects »a

Role description + Competency %0

Help

i= Competency details !

2. Click on “Delete” button to delete the competency or else click on “Go back *
button to cancel the action
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Delete competency?

The competency will be deleted from this work order

5.5.5.3 Deleting role
1. Select on the role and click on the delete icon

o s
“7iGeT a . O
€ Reshma Prasad Officer Activitles. Competencies Competency detalls Assistant
Role and description F Activities Submitto @) ) Progressof completion 57%
Unmapped activities
Obtaining 1 of the D of Water RD &GR for the State B ohawal Knutkarni Errors 3
pr i ist i Foreign Fundi i
| & (2) Unmapped activities

ting them examined by Central Water

ission and other concerned Organizations at the PPR and DPR stage.
M (1) Unmaoped competencies

ilation of Review of Record: i tions of [ ity 8

the Department and getting vetted by NAI, M (1) Competency label missing

+ Activity Warnings 4

& Position description missing

Information Technology

Implementation of e-Office ¥ Final authority £ (2) Roedescriptionmissing

Work related to committee of financial sector statistics P Final authority M (1) Nocompetencies mapped

sample data @ i Rajen W (1) Competency description missing

+ Activity Help
Drafting competencies
Exts aided
ernally projects sample data F¥ Final authority B 12minutes
s descriptio + Activity 0
{ 12 stepwork allocation process

+ Role

2. Click on “Delete” button to delete the role or else click on “Go back “ button to
cancel the action
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Delete role?

Deleting this role will also delete the following

« Associated activities (3)
* Associated competencies (0)

To keep the activities/competencies, 'Go back' and move them to the
unmapped activities/competencies before

Note: Deleting the role will also delete the associated activities and competencies.
To keep the activities/competencies move them to unmapped
activities/competencies section before deleting

5.6 Events

As the MDO admin clicks on the “Events “ option in the left side menu, there will be
two tabs in the home screen as :

1. Upcoming - Displays the list of events that are going to happen

2. Past - Displays the list of events that are passed the dates

<7 iGOT a o B

Cover Pcture Gate and ime Crestedn Ouraton Joned
~ - . .
»¥ . ‘Wiorld Environment Day 2022-07-22 10:00 20220719 1 hour 30 minutes 1person

Home.

Artificisl Inteligence for Homeland

Security: Developing the SUstesy 2022-07-2113:00 2022-07-21 3 hours 30 minutes 1person

Approvals.
Technalogy-2nabled Development 2022-07-15 20:00 2022.07-1% 3 hours 30 minutes 1person
Events |

Roles and Access I Digital transformation 2022-07-2118:00 2022-07-21 2 hours 30 minutes 1parson

BICYCLE TOURS - Exploring India at
|

2022-06-2910:00 20220629 L hour 30 minutes 1person
the pace of a peds|

‘Work Allocation

To create a new event , MDO Admin clicks on the “Create new” button.
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iGOT a o B

. [
-
?r.' o cur 30 min 1psrsor
Home
_ 8 o !
Use
o - I o e
Approvals
m Technology ensbled Development  2022.07-19 20:00 202207-19 3hours 20 minutes Loarson
Events |
[— BICYCLE TOURS - Exploring Indiaat 5000 0 o010 20220625 R e
Aok teestion u— B TouRs: 20220629 10:00 220629 Lhour 30 minutes Lpersor
>

MDO Admin needs to fill all the mandatory fields and click on the “Save and publish”
button. Once events are published it will be displayed in the karmayogi portal under
events hub
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GOT

Events > New Event

Event detalls

Date and time

Video conferencing

Presenters

Event details

m

Cover pict

Upload cover pi
I F

Event agenda

® Webinar

Date time

Date
7/27/2022 (o]
When*

17:30 -

Duration Hours Duration Minutes *

0 - 30 -

Video conferencing

Video conferencing link *

Presenters

Presenters added are displayed in the event details page. *

Add karmayogi user

(mm‘ Save and Publish
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