Central Bureau of Cormmunication

User Manual for GOI calendar for Govt. Offices
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REGISTERATION PROCESS/ UeTiehRUT HfehdT

STEP 1: Click on “Requisition of GOI 2025 Calendar for Central Government Offices Only”
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e Enter “Email” and“Mobile No”.
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e Click on“SignUp” button
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STEP 2: You will receive OTP on both (Email and Mobile Number)
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> Enter both received OTP/ & §T GHI OTP &Sl &3
> Click on “Submit” button/"HafHe” §¢- R fF0d <
> Set your password / 30 UGS U B

(The best practice is to use a combination of numeric, s%ecial characters, uppercase and lowercase alphabets i.e Cental@01)
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#NOTE: Once you have completed the registration, you will be notified via email and a 6-digit User |d which a combination of
Alphanumeric will be sent to you.
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LOGIN PROCESS/ @RI Wfshan

STEP 1: To log in/ﬁﬁ@ﬁ%ﬁ'm
® Enter User Id/ STAGNTH ! Gné‘eﬁ o BN
® Enter Password / UTHAS ol d1
® (lick on "Login" button /AR 9o )R fdad &8
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Step 2: Here you will see your Dashboard. Click on the “Requisition Request”.
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Dashboard

REQUISITION REQUEST /

AV LastLogin Ti-Dec-2024: 148 AM

B main Navigation Menu

# Dashboard

i Requistion List

1Policies & Guidelines

© Logout
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StEE 3: Fill all the required details and Click on “Submit” button.
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[ Requisition of GOI 2025 Calendar for Central Government Offices Only Previous Outstation Dffices Code Quata Previous Delhi Based Offices Code Quota
Ministry Deportment
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Designation
Enter Mobile N
e-mail
Adcre:
y,
state PIN CODE
v Enter PIN CODE
Total number of Group A Officers Total number of Employees

Enter Total number of Employees

Total Number of Rooms in the Office.

Signad, stamped copy this form to ba uploded aftar take print

‘Choose File | 501 Form.pat

se informa a
(Signature with and name)
Note: Kindly take print first and then uplaod and submit \
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Take Print

#Note/Ae:

> After completing the form, click on “Take Print” button.
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> After printing the form, manually sign and stamp it as required.
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»  After successfully uploading the signed and stamped printout, the “Submit” button will become
available.
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