Department Manual

This manual explains the steps required to be followed by Mantralaya
Department representatives to access QIS/MolS etc. developed by MKCL for
Maharashtra Legislature Secretariat for submitting replies to various types
of Questions, Motions and other devices.
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STEPS (DEPARTMENT SUBMITTING ANSWERS)

Must Dos before accessing MLS system

1.

Install the latest and stable Mozilla Firefox browser(Don’t

download beta versions)
Check your internet connection by going to www.google.com and

searching something on it.
There should be no proxies used to connect to internet.

Don’t copy paste content from Word.
Use UNICODE.

Department transferring the question to the related desk
officer

1. Go to the URL: http://mls.org.in/ and then click on M
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Enter login details assigned to the particular department
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2. The following screen will appear. (Please change your Existing

password)
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HaI-1-Service-1

Change Password
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13/08/3081 oy:0% SHWRTE

Change Password

Existing Password
New Password (Note: It should be minimum 8 characters, alphanumeric & with one special character)

Confirm Password

STEldd

3. After Change the password following screen will appear.
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4. By default, the device selected will be ARTRTT U2aT. To enter
fadest/3cay for some other device, select from the 3-11%[‘51 EEES

i.e. the device. There will be various statuses of the starred
guestions for which department needs to enter the

repIy/cIarification:W andaﬁﬁgﬁ-ﬁ [aaRTar / emdeT
STETEERT /aFdRYT T Ferd el faeRTar as shown
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The yellow box at the bottom right displays the total pending tasks of
the current session

5. Select the workflow for example: we have selected dRifehd

Q—‘cﬂ%for entering answers for admitted questions. (We will
refer to previous session for example). A list of questions will
appear. By default the status will be "EIECRIT faasr which will

allow seeing all the pending tasks of all statuses of respective
devices.
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6. To print the question, in the grid, select any one question (Single
Click) and click on the link: Generate Intimation letter (Highlighted
in blue box). You will get pdf copy of that question. IT YATAY 9T
gred featie & d Al 9o a1 I egran. a9
. . .
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7. Double Click on any one question. The following form will appear.
The Department can transfer the question to its relevant desk by

selecting the gﬁﬁ HIIAEIRIdT and clicking 3TeaTad.

For example: | have selected gl -2 whichis a desk officer
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You will be asked a warning ‘9TadTl’ and then click on ‘OK’.

The 91 will be sent to the desk officer selected.
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You can see success message Eop)) qy‘r §I'I?f ‘as the question is
transferred to the desk officer.
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Desk entering the answer to the question or transferring the
question to another department
1. The related desk can then login with their credentials.

i
@ FgRTST RAumHzS | D
N 2 -
Agiusg Reanadss aRaaw
R AR home_deskofficer1
qrEas » [ oooooooo |




2. The following screen will appear. (Please change your Existing
password)

W D,

Jal-3-Service-1
R8/08/308l0 o0 HWE

Gl UhSd saeya— Change Password

Change Password

Existing Password

New Password (Note: It should be minimum 8 characters, alphanumeric & with one special character)

Confirm Password

3. To enter [&d&sT / 3ca¥ for some other device, select from the

3-11'{3[‘21 Jh{ i.e. the device. There will be various statuses of the

starred questions for which department need to enter the

reply/clarification:?—?ﬁ% andaﬁﬁﬂ?ﬂ' [aaRTar / emdeT
SIS /AR I FeEd Gerrar faarar as shown

below. By default, You can see a list of questions that your
department officer has sent you. You can see 3 as number of
starred questions(YELLOW BOX in the bottom right corner) that
have come for current session to you
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4. We will take 92T &HTH 3%¢YR from 3TTTHed 1026 .If you

double click on the question; the details of the question are

visible, Select fUTT as &7 31TRATHS ITSAT & select gﬁﬁsr
W@?ﬂ?ﬂ as a7 ISR, Now you can see the 3cd{ area

and you can type the answer as finalized by the respective

minister. After typing the 3cd¥, now click on 31¢dTdd to send

the answer to the branch.
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You will be asked a warning ‘UTadT’ and then click on ‘Ok’.

You can see success message Cop lZI‘;USF §I'I?f ‘as the question is
transferred to &7 3TTISRY in faYTT Ha.
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YATdT_Department change 0T

8. If the question does not belong to your department, then you can
transfer it to another department by selecting 3= ICEIEIE T
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You can select the H3T and then selecting TdHTET and clicking
31¢ATdd. In this example, we have changed the AT as IRAgeT
HAT and TIHTIT as TG and finally clicked on 36ITad which is

at the bottom of the page.This will go to that Coordination desk of
that department.
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Desk transferring to other desk of the same department

1. 9T AU ‘ST IMTHETAT ITSaT” o select T JHTOT GéTel
EFI?fIEITe'ﬁEﬂ?IT dFelell &dl AT Desk officer select T ‘STh
HIHET( e - Q) AT IHITad X click .
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