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1. Overview

The Ministry Department Organization (MDQO) administrator is a Ministry/Department
level administrator function on the iIGOT 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 iGOT 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, the MDO Admin user will need the
following:

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

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

2. lLogin 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 log in 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,
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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
iIGOT 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. Logintothe MDO portal using MDO Admin credentials

2. Click on “Let's do this now”




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




Organization information
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5. Fill all the details of the infrastructure and click on “Save and continue”
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6. Based onthe 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”
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If research is selected in step 4, fill the details of research and click on “save and
continue”




Organization information
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If consultancy is selected in step 4, fill the details of consultancy and click on “save and
continue”
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7. Enter the number of faculty details and click on “Submit”

Organization information

Wil pore Enter the number of faculty members in your institute @
............ chia
Rmpdar Ao Gusmat Oithess freseaech staft wi]
a :
e
Frogam:

Hosaarch
Conmitancy
Faculty

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
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5.2 Users

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

« PUBLC

« PUBLC

Fioles st accens

« PUBLC

Appenak A arantoom « PUBLC

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 .
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Users » Active > New User
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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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5.3 Roles and access
MDQO 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.

e o &

Roles and access

i W

Government of India FUELIC 8 ¢
L, COWTENT_CREATOR ¢
FRAC RE (&
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CONTENT_PUBLSHER ¢
User:
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As the user clicks on any role, they will see the users for that particular role from the
logged in MDO.
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Foles-access » PUBLIC
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5.4 Approvals

MDQO 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.

ot
Government of Indéa

DoPTiDesartwent of
Farsonnal and Training

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

Accept reguest?

'z profile.

Oncesy i et
You can make chinges to sy fiekd at any paint.

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

1. Official’'s name and position

2. Rolesthat the official needs to perform as part of their position
3. Activities defined for each role

4. Submitted to and Submission from of the work order

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

17



Create a new draft work orders

Hame of the draft

Work Orcer = | Type e nams hae

Please enter the blank work order name

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

P of the draf
‘Work Order - | Tpe ihe name here

Fleaseenter the blank work order name

Copy from a published work order {opticnal)

Q, search

Wit ordes Officery Sutinfad an i

() Warkorder - Administrasian wing b L0610 157 B B corimaiosni

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) Foranewly created work order, the admin will land on the below screen
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b) Asthe admin selects an existing work order from draft, they will land on the below

screen
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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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MDO admin will be able to search for officers from the Karmayogi portal.
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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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To allocate Roles and Activities to the position, MDO admin can either select an activity
from the ‘Activity dictionary’ or manually enter the activity.
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Once activity is selected, MDO admin can assign whom to submit it by searching the
officers from the Karmayogi portal.

21



& oy Mathew

- Officer
Officar narne

B o tathm

- Poles and activities

Rk and duscripion

@ Compatencies

Reade andl descripaion

Officar  Acthitici  Compstendss  Compatiney dkitsis m oo
Progress of completion 10%
Parsition
Evors 3
Dérector (External sssistance and intesnational Coordinating and assisting States Parties in their efforts to meet their obfigations under the =
coopeTazion; Convention and thereby snatle them to achieve its full and effective Implemertation £ (1) Unmangsed acthitios
W (1) Unrmanssd competincis
W (1) Compes b e
Warrieg:
R (1) compeanzy. | %
§ o Activities s
Help
Callg # Bllatersl agrey et ation in the feld of Water Resouwces with Foreigr u chawa
countries including signing of mersararda of understardin )
untries including signing of me ot urderstanding ‘ .
[ 12 ménutes
A [ Final authariny

heer parta % 12 sten wark allocaticn pracess
B & minutes

= =0

MW Commmtencies

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’.
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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 aute fill
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The MDO admin clicks on the “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.
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The MDO admin can drag and drop the unmapped activities under any particular role as
shown below.
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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.
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The MDO admin after selecting the competency from the ‘Competency dictionary’ will
land on the below popup where they will be able to select the Competency level.
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For adding competency manually, the admin needs to type the competency and click on
“+” button as shown below .
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+ Row Ll
Ermres 1
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I.'am'lg [ 12 minutes
=

0
12 step work afiocation process

=B Aminutes

i)

® Compatancy detalls
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training T e =

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

A
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the lint biekow the itema youwant to be suta filed.

Competere

Competencies
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training

Additional
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(T} Leoval 2~ Brofici » Able b de ae and sk ask o the lsments of H v

Atigut peed fo corstant sus

Gahack Al sabncted faids

As the admin clicks on the “Add selected fields” , competency will be added.

P LOMpaTencies |£i LOMPETRNCY LICTIONATY
) Frogresmaf completion 9%
Rols and duseription W compotancius Cengsauney teccsikis

Unmapped romoetencies Errars &

F (1} Urrmanosd acthities

+ Comus .
F (1) Sabmi toismising

Entornally aided profects. . - (1} Acthvicy description messing
* it o Knowledge Management Kriowledgs of the valus of coiected information and the methods of sharing that mfarmaticn L) 2 ik

throughout an organization.
M (1} Competency lbei misng

Warnings 1

tencydictionary
M (1} Compotancy description missing

Kot Mt pa

nt

Help

Dirafting competencies
[ 12 minutes

12 steg work allocation process
& sminutes
o]

= Competency details
anarips with 1ha peosls

Competency labal

Krawiedgs Managsment Level 2 - Proficient - b -

The MDO admin can drag and drop the unmapped competencies to any role as shown
below.
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& oy Mathew Officar

W Competencies
Woluant daserigtion W Comestencian
+ Comen
Extinally sidd procts
Knawisdge Management
N Camprtent

Competency details
Compesency label

Chomatevel @)

Krowi=dge Manzgement Level 2 - Proficlent

s Compatescis  Co

[} Competency Dictionary

Krawlicas of the valus of coflected information and the methods of sharing that infarmation
theciighout ar 3tior

Assistant
Y} Progressaf campietion 44%

Errars 4

(1) Ureanped activitles
110 Submi tnis g
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M (1) Unmanoed compesencies

Wiarmirws 1
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Help
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[ 12 mintes

12 st=n work atlacation process

. @ aminues
==.

Once the competency is added , admin will be able to add the competency type and

competency area if needed.

Hinle and description M Competencies

Inmapped o

Extrmally akdied projects
Knawiecgs Management

Competency detalls
Competency lalsl

Crociatavel )

Krowledge Management Leval 2 - Profcient

Knowladgs of the value of collected information and the methods oF sharing that informaticn
throughout an arganization.

) _ Hansemert

Damain

Functional

O Pragress of completion 79%

W (1} Comomtincy lsbel misming
Warnii 1

M (1) Comeatsncy description nissing

Help

Dralting competencies
[ 12mirutes

% o 12 stepwork ailocation process
ot

& &minutes

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

below.
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& oy Mathew

a Officer
Officer name.

B 'ormatnew

# Roles and activitles

Fola and description #
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Officar

) FProgresmaf compietion
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} Actiity description missing

1} Competency label miszing
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Position 5
# 1
Director (External assistancs and International Crordinating and assisting States Parties in their efforts ta meet thefr abfigations under the
cooperation) Carvention and thereby enable them toachieye it full and =ffepffve Implementatian # 1
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Collaboratian / Silateral agresments,/ Cooperation In the field of Water Resaurces with Foesign

B Onua kuikarmi
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Help
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i

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

‘Work allocation tocl > Drafts »

CHzar Frizjram o

[ - [E——
Cirs

{ Adminand GA|

0 zeron S pogen
B miiman
Dapury Director C#hcial Languagst

0o

L00% progress

MDO admins

Woerk order - Finance wing- 1
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3 8 &
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Extemaby aided projects
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samite data

Financiatlnchusion sdvisory Genmen Ecoromic Affaks bn thiy
matzer.

Busdpst Coiruintion  Finanos

wilar 165u6s 1 variaus LN ongerizations wch as INESCO),
VN Emeronmert. FAL) abe

can do either of the following:

o ]

T Finalmatharity

P Final mthariy

™ Final ssthoriy

@ sreasinsal

1. Addanew 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

Work allocation tool » Drafts »

il e detigriatian

[+ [

Cirector] Admin and GA)

@ e
[+ TS
0

Deputy.

Sk prapass

¢ (sl Langusae]

[ s
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and coscdination

Tor
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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.

Publish new work allocation order

Upload ascanned copy of the signed work allocation order

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

Publish new work allocation order

Upload a sganned cogy of the signed work allaestion order

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.

29



Publish new work allocation order

Plaase compere the stgned copy snd the draft version being pubdished, Chck publish only if both verslons are matching.

Signed approval Dwatt 12 be pubdished

(=] [ I

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

Publish new work allocation order

Published successfully

Work der published successtully.
1t 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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Woark allocation tool

Oieaf Pubtished Arcaheed.
oyt e =
Govermant Of India
BESCOM
Home () Workarder -Edit workorder 2 20417 1106 A A
Useie ) Workorder -Financewing 2 fgpn
Riclas and accesi () Workarder -Financewing-| 2 A
Apormaks o Work arder - GR POF check 2 Bgprn
Work alecation tool O Workordar -CRremeve. 2 MadOa-17ie3AaM 0 B dibmsxos Anorownd
() Workendar- Rik andbysis wing 2 2021-06- 15 1247 Ph Aggros
’:n Wok ardar - Work arder samale 1 2021-06-14 24 PM Aporos
0y Wierkandar - Compatncy ramoe i1 2021-06-15 1242 Pr Aporos
2021-06-14 241 PM Agoeos

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.

‘Work allocation tool ¥ Published > Weork order - Finance wing- | —pe T Vinwsigned spproval B Prima
oo Anies sctivesss
@ Pblishod 51 226 PM fon 18, 2071 g s 4
ot
ﬂ Reeshma Prasad Information Fecoraingy

weplomentation of o-Offics
Directorf Admin and GA|
iork ralited b commitziss of Rnandia secsor statistics

S daca

Exinrnally aided prajects Diaie

urres; RI&GE BB o s

Comgd, rafin tion an Raw of Reconds Retention Schadui for Final autnarity
subabrifus unctns of the Dispartmens and webin etted by ML

samgie detn

B rieimsin Finarcal Inchnlon advésory

Drepuity Girector Khial Longuine:

« o«

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

Work allocation tool
Dras Fubiishisd Arcived
Goverment Of India
E ]
Homa () Workorder-Editworkorder 3 Apgets
Users () Workorder-Finsecewing 2 proenieszem [ wibesos e a
Rl and accass () Workorder-Finsecewing-! 2 m;zaesszers [ dibesces A /'
Amoraty () Workorder-CRPDFsheck 2 orastsamew @@ disescs apeenw

The MDO admin can also select any work order and can click on the “Print” button as
shown below to print any work orders.
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Work allocation tool

Pubifished Archivad
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5.5.4 Editing a work order

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

Wark allocation tool » Drafts > Work order - new fresh work order

offers Progress

Dérector] Admin and GAY

ssmplecata
oty sidec rofect
Externaby mided sroiects re——
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[ PP,

M progrene

Appraal

Appicral
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™ Fri sitherity

¥ Final austhorlty

[

3

2. Edit any field of your choice
3. Click on the “Update draft” button
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5 seeking meternal

tance from b,

ral Barks Forelgn Furding agencies

ting them examinec by Cerral Wi

ter

miszion ant oeh

arcerred Organizations

the PPR aod DPR stage.

Information Tackestogy

el st e o
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™ Final suthorlty
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Errors 3

# 12) Unrasoed 3ce

W (1) Unrapoed comonten

2 (7 Rots s

M 1) Mooy

ches mapped

MW 1) Compesency description missing

Halp

] Drafting competenies

= )
e 12 steq wark allocation process.
Gminutes
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5.5.5 Deleting activities, competencies and role

5.5.5.1 Deleting activity

1. Click on the delete icon

% Reshma Prasad Orhcer Acthvities Competencies Lompstency detaits m ikl
D ot
= Officer
Exrors 3
Officar nams Pasition Fastiandescripran
# (2t Une
' Reshma Prasad Cirector{ Admin and GA} Type rere
(1) un
o ) co
Warnings 4
2. Positian
F Roles and activities -
. 0 2l Ral
Rite e description T fehmicd Submitta (G
Unrmapped activities Nl o
Obitaining in-principal approval of the Department of Water Resourcas, RD & GR for the State B3 onewal knuikari
Government profects seeking extermal assistance from Multitateral Banks! Foretgn Funding agencies i * 1} Cor
after getting them examined by Central Water L
C i d other concerned Or atthe PPR and DPR stage,
Help
o Revh f Records Retention Schedule for substantive functions of F¥ Final authority ¥ &
the Department and geiting vetted by NAI G
+ Activity =
JoE A
=y

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

Delete activity?

The activity will be deleted from this waork order

5.5.5.2 Deleting competency

1. Click on the delete icon
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4 Reshma Prasad

+ Rola

W Competencies

Role and description W Comuetenie:

Unmapped competencies
Typehere
+ Competancy

Externally sided projarts

Hile desortion + Competency

= Compelancy detalls

Competencles

Camoedency description

Covmpetency details

Updatedraft

[ Competency Dictionary

e
¢
Ervors 3
% 2
E
® 0
\Warning!
A P
- J
» i
E X

Help

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

cancel the action

5.5.5.3 Deleting role

Delete competency?

The competency will be deleted from this work order

o

1. Select onthe role and click on the delete icon
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Unmapped sciivities
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+ Aty Help
Dirafting competencles
Extarnally atuud piiacts -
i # sampledata ¥ Final authority
a [ 12 micutes
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4 Role

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

Delete role?

Dieleting this role will also delete the following
= Assoclated activities (3]

» Associated competencles (0)

To keep the activities/competendies, '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 inthe 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
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Events

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

Events =

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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