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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 User-Id, and Password then click on the Login Button. 

Fig (1) 

Administrator menu allows the administrator to reset a user’s password, add and 

manage employee’s official details, and to create super admin. 

 

1.1  Reset Password 

This module allows resetting a user’s password. To do it go to administrator menu 

select reset password in the newly opened page enter user ID, new password (password 

should be minimum of 6 characters) in the user ID and password fields and re-enter the 

new password in the confirm new password field then click on Change, it creates a new 

password for the user (Fig 2). 

Fig (2) 
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1.2 Administration 

This module allows administrator’s to add a department’s details with its 

fragments. To do this go to administrator-select administration in the newly opened page 

(Fig 3) enter administrator password in the enter password field then click on Submit. 

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). 

Fig (4) 
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1.2.1 Major department 

To add a Major Department, click on Major Department in the Administration 

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

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.  

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 and click 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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Fig (7) 

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 (Fig 10). 

 

Fig (9) 

 

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.  Select Major, Minor Department Name’s, enter 

Subdivision Code, Name, abbreviation and select start date then click on Save. The Sub 

Division is now successfully created (Fig 11). 
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Fig (11) 

1.2.5 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, Sub-Division and enter 

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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Fig (12) 

 

1.2.6 Designation 

To add a Section click on Designation in the administration page, in the newly 

opened page click on Add. In the designation page Select Cadre CD, enter Designation 

Name, Abbreviation, Name in Kannada, Abbreviation in Kannada and select Start Date 

click on Save. Designation code will be added automatically. Now the Designation is 

created successfully (Fig 13). The designation details can be editable once added, to do 

that click on the Edit button (Fig 14) and do the necessary correction in the appropriate 

text boxes then click on Update. 
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Fig (13) 

 

Fig (14) 
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1.2.7 Post 

To add a Post click on Post in the administration page, in the newly opened page 

click on Add. In the Post  page Select Major, Minor Department, Division, Sub Division, 

Section, Designation, and Pay Scale and enter Post Name, Post Code then select Start 

Date and click on Save. The Post is created successfully (Fig 15). 

 

Fig (15) 

1.2.8 Pay Scale 

To add a Pay Scale click on Pay Scale in the administration page, in the newly 

opened page click on Add.  Enter Pay Scale Description then click on Save in the Admin-

pay Scale page, pay scale code will be generated and added automatically. A New Pay 

Scale is created successfully (Fig 16). To edit a pay scale click on Edit button of the pay 

scale that has to be modified, once the correction has been done click on Update. 
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Fig (16) 

 

1.2.9 Remarks 

To add a Remarks click on Remarks in the administration page, in the newly 

opened page click on Add.  Enter Remarks Description, Remarks Description language, 

select Start Date then click on Save in the Admin-Remarks page, Remarks Code will be 

generated and added automatically. A new Remark is created successfully  (Fig 17).  To 

modify a remarks click on the edit button of the remarks that has to be edited then do the 

corrections and click on Update. 

Fig (17) 
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1.2.10 File TriIndex 

To Create a TriIndex click on TriIndex in the administration page, select Major, 

Minor Department, Section, then enter Tri Index in English and Kannada then click on 

Save in the File TriIdex Page (Fig 18). Tri Index code will be added automatically. To 

Edit the added TriIndex click on edit, do the modification then click on Update. 

 

Fig (18) 

1.2.11 Initialization For New Year 

To Initialize for New Year click on Initialization For New Year in the 

administration page, select Major, Minor Departments in the appropriate field. If Tri 

Index need to be reset then click on Reset Tri Index, for Letter Id click on Reset Letter Id, 

and for Letter Computer No click on Reset Letter Computer No (Fig 20).   

Fig (20) 

1.2.12 Permission to Create a File 
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To give permission for, to Create a File click on Permission to Create a File in the 

administration page, select Major Department, Minor Department and Section, once the 

section is selected a new table will be added in it all the post name which has to be given 

the permission to create a file will be displayed. If all the post has to be given file create 

permission click on Bulk permission option, then click on Check button in the table  and 

click on Give permission. (Fig 22).   

Fig (22) 

If only selective post has to be given the permission click on the permission 

button of the respective post. To withdraw the permission click on the Remove 

Permission button of the respective post name in the permitted posts section (Fig 23). 
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Fig (23) 

 

 

1.2.13 Permission to Create Super Admin 

To Create Super Admin click on Permission to Create Super Admin in the 

administration page, select Major Department, Minor Department and Section in the 

Permission to Create Super Admin Page, once the section is selected a new table will 
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display with all the post name which has to be given the permission to create Super 

Admin. If all the post has to be given permission click on Bulk permission option, then 

click on Check button in the table and click on Give permission. (Fig 24).  

 

Fig (24) 

If only selective post has to be given the permission click on the permission 

button of the respective post.  To withdraw the permission click on the Remove 

Permission button of the respective post name in the permitted posts section (Fig 25) 

1.2.14 Letter Category 

To add a letter category go to Administration page click on Letter Category. In 

the letter category page click on Add then enter a letter category description, the 

description code will be provided by the system and click on Save.  
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Administrator can Edit / Delete a Letter category by clicking on the respective 

Edit / Delete Button respectively. 

 

 

Fig (26) 
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1.2.15 File Category Standard 

  This is as same as explained in section 1.2.17. The only difference is it is File. 

 

Fig (27) 

1.2.16 File Category 

To add a File category to a section go to administration Page click on File 

category. In the newly opened page click on Add and select Major, Minor Department, 

Section and File category description and click on Save it will add the file category to the 

selected section. To delete a category which belongs to a section, click on Delete button 

of that particular File Category in the table (Fig 28). 
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Fig (28) 

1.2.17 Subject 

To add a Subject click on Subject in the administration page, select Major, Minor 

Department, enter Subject Description, subject description language in Kannada, subject 

abbreviation in the respective fields in the Subject Page. Subject code will be added by 

the system. Administrator can edit / delete a subject by clicking on the respective subjects 

edit/ delete button respectively  (Fig 29).   
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Fig (29) 

 

1.2.18 Error Description 

This module allows the administrator to view an error description and it. To view 

an error description enter an error code in the Error No field and click on Show Error, the 

error description which belongs to the entered code will be displayed in the description 

Box. To delete an error enter the error code and click on Delete. To delete more than one 

error code select the error in the Dropdown list and click on Select like wise add as many 

error as to be deleted and click on Delete. To remove an added error from the remove list 

click on Discard (Fig 30). 

Fig (30) 
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1.2.19 Transfer of TriIndex 

To transfer a TriIndex to another section, go to the administration page click on 

Transfer of TriIndex. In the Master File TriIndex Transfer select from and to major, 

Minor Department, division, subdivision, section and TriIndex language and click on 

Transfer. The TriIndex code will be transferred to the section selected in the To Section. 

 

 

Fig (31) 

 

1.2.20 Court Case Data Entry 

Court Case related data are added through this module.  Administrator can add 

case-type, court, and common respondent details entry using this module (Fig 32). 

 

Fig (32) 
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1.2.20.1 Case-Type Details 

 To add a case type, go to Administration page click on Court Case Data Entry. In 

newly opened page click on Case-Type details.  Enter Case type Abbreviation and Case 

type description in the respective text boxes and click on Ok (Fig 33). To edit any added 

case types click on Edit button of the respective case types do the  modification then click 

on Update. 

 

Fig (33) 

1.2.20.2 Court Details 

 To add a Court Details go to the Administration page click on Court Case Data 

Entry. In the newly opened page click on Court Details.  Enter Court Name and click on 

Ok (Fig 34). To edit any added Court Type click on Edit button of the respective Court 

Names do the modification then click on Update. 



 

24                                         LPO Manual for Administration                               NIC-KSU 

 

Fig (34) 

 

1.2.20.3 Common Respondent Details Entry 

To add a Respondent, go to the Administration page click on Court Case Data 

Entry. In the newly opened page click on Common Respondent Details Entry.  Select 

Major, Minor Departments, Respondent Category then enter a respondent and click on 

Save (Fig 35).  

 

Fig (35) 



 

25                                         LPO Manual for Administration                               NIC-KSU 

1.2.21 Initialization of Master Department Name 

Initialization of Master Department Will display a User defined Title for the LPO 

Software.  To change the Title, go to Administration page click on Initialization of 

Master Department Name. In the newly opened page click on Add and enter a Name in 

the MstDepartmentName filed and click on Update. The newly added name will be 

assigned as the Title of the Software, once a new page will be loaded. 

 

Fig (36) 

 

1.2.22 Field Department 

 To create a Non-LAN sections go to the Administration Page click on Field 

Department. In the Field Department page select major, Minor Department, division, 

Sub-Division and enter Non-LAN Section name then click on Save. The Section code 

will be added automatically. 

Fig (37) 
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1.2.23 Permission to Recall Closed Files 

This option allows the administrator to give / remove permission to recall closed 

files. To do this, go to the administration page click on Permission to Recall Closed Files. 

In the newly opened page select Major, Minor departments, and section once the section 

is selected a table will be displayed with all the post and another table with post which 

are all having the permission. Click on select button of those respective post names for 

which the permission has to be given and click on Give Permission. To withdraw the 

permission click on select, of the post names on which the permission has to be removed 

and click on Remove Permission. 

 

Fig (38) 

 

1.2.24 Reporting Details 

This option allows an Administrator to assign reporting officer to a Post. To do 

these go to the administration page click on Reporting Details. In the reporting details 

page select Major, Minor Departments, Section, Post for Post and Reporting To fields 

then click on Add. 
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Fig (39) 

 

1.3 PIMS 

PIMS module allows an administrator to add employee details in the LPO database. 

The options provided in this module are as given below (Fig 40). 

1. New Employee 

2. Employee History 

3. Map Employee to Post 

4. Post History 

5. Relieve Employee from Post 

 

Fig (40) 
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1.3.1 New Employee 

To add a new employee to a department go to Administrator, select PIMS, in the 

PIMS page click on New Employee. In the New Employee page select and enter all the 

details then click on Save (Fig 41). 

 

Fig (41) 

 

1.3.2 Employee History 

To know an employee history go to Administrator, select PIMS, in the PIMS page 

click on Employee History. In the Employee History page enter employee code and select 

an item from the dropdown list. Once the selection is made the history of the employee 

will be displayed in a table (Fig 42). 
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Fig (42) 

 

1.3.3 Map Employee to Post 

To map an employee to a post go to Administrator, select PIMS, in the PIMS 

page click on Map Employee to Post. In the Map Employee to Post page select Major, 

Minor departments, division, sub division, section, post and enter employee code, cadre, 

on which date the employee promoted / recruited to the post, Order No, Order Date, 

present basic pay then select mode of posting and click on Save (Fig 43). The employee 

is now mapped to the selected post. 

 

Fig (43) 
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1.3.4 Post History 

To view the history of a post, go to Administrator, select PIMS, in the PIMS page 

click on Post History. In the Post History page select Major, Minor departments, and 

section once the selection has been made a table will display the history of the entered 

post (Fig 44). 

 

Fig (44) 

 

1.3.5 Relieve Employee from Post 

To relieve an employee from a post, go to Administrator, select PIMS, in the 

PIMS page click on Relieve Employee from Post. In the Relieve Employee from Post 

enter employee code and his cadre then enter Date of relieving, Order No and Order Date 

then click on Save (Fig 45). 

 

Fig (45) 
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1.4.0 

  Super Admin Module is exclusively available for Principal Secretary login. To 

enable the Super Admin, go to administrator, select administration in the administration 

page click on Permission to Create Super Admin and follow the steps as given in Section 

1.2.15. Super Admin Module is now enabled for Principal Secretary. 

 

This module allows the user to send a file or letter to any department, and recall a 

closed file. 

 

1.4.1 Super Admin File 

This option allows the user to send a file to any department. To do this go to 

Super Admin in the Administrator Module select Super Admin File. In the newly opened 

page choose Within dept / Outside dept option, enter the file computer no and click on 

find. If the file exists a table will be displayed with all the details of that file. To see the 

history of the file click on the History link button. To send the file to any department 

click on Action (Fig 46). 

In the Action Detail page select a Major, Minor Departments, Section name, post 

and click on Send (Fig 47). 

 

Fig (46) 
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Fig (47) 

 

1.4.2 Super Admin Letter 

This option allows the user to send a letter to any department. To do this go to 

Super Admin in the Administrator Module select Super Admin Letter. 

In the newly opened page choose Within dept / Outside dept option, enter the 

Letter computer No and click on find. If the Letter exists a table will be displayed with all 

the details of that Letter. To see the history of the Letter click on the History link button. 

To send the Letter to any department click on Action (Fig 48). Choose any one of the 

option - Create new Computer No / Existing Computer No and again click on Action. 

 In the Action Details page select a Major, Minor Departments, Section name, post 

and click on Send (Fig 49). 

 

 

Fig (48) 
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Fig (49) 

1.4.3 Recall Closed Files 

By default this option is not enabled for the Principal Secretary. To enable this 

follow the steps as given in section 1.2.25.  To Recall Closed Files sign in with Principal 

Secretary credentials, go to Super Admin click on Recall Closed Files. In the Recall 

Closed Files enter the closed File computer No that has to be recalled and click on ‘Yes’ 

for ‘Whether Secretariat Approval for Recall is present’ then click on Recall (Fig 50). 

 

Fig (50) 

 

 


