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Step 1: Access the Website 

1. Open your web browser (such as Google Chrome, Microsoft 
Edge). 

2. In the web address bar at the top, type (https://rtionline.wb.gov.in) 
and press Enter. 

3. You will arrive at the official home page. 

 

 

Step 2: Fill Out Your Personal Information 

Complete the following fields carefully: 

 Full Name : Enter your complete name exactly as it appears on 
your government-issued ID card. 

 Email : Enter your personal email address . 
 Mobile : Enter an active 10-digit mobile phone number. 
 Click the Register button. 
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Step 3: Verify Your Mobile (OTP Verification) 

1. Check your mobile phone messages for a 6-digit verification code 
(OTP). 

2. Enter the 6-digit OTP in the box provided on the OTP verification 
screen. 

3. Click Verify OTP button. 

 

4. After Clicking Verify OTP button it will automatically login to 
RTI Portal. 
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5. Your login username for RTI Portal is by default your mobile 
number and one time password is 12345. You are requested to 
change your password at first login. 

 

Step 4: Read the Guidelines 

1. Please Read carefully GUIDELINES FOR USE OF RTI 
ONLINE PORTAL. 

2. Please Click the Checkbox button of I have read and 
understood the above guidelines. 

3. Click Submit button. 
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Step 5: Update Profile 

    1. Click the Hyperlink Kindly Create Your Profile 

 

     2. Fill Out Your Personal Information 

     3. Click Submit button. 

 

    4. You can Edit your Personal Information using link Edit Profile.  
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Step 6: Submit RTI Request Application 

   1. Click the RTI Request Application from left side menu bar. 

   2. Please Click the Checkbox button of I have read and understood 
the above guidelines. 

   3. Click Submit button. 
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    4. Please Fill all Fields the form of RTI Request Application. 

     5. Note: Fields marked with a red asterisk (*) are mandatory. You 
must fill them in to complete your form. 

 

 

 

    5. Upload Mandatory Documents. 

    6. Click Submit button. 
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Step 7: View RTI Request Application Details 

   1. Click the RTI Request Report from left side menu bar. 

 

 

  2. You can view application details using View Application Hyperlink 
from RTI Request Report. 
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  3. You can track your application using Action History Hyperlink 
from RTI Request Report. 

 

 

Step 8: Submit Appeal Form 

    1. Click Submit Appeal hyperlink to submit Appeal Form but You 
can only submit an appeal after 30 days of application. 
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    2. Click Submit Appeal 

 

 

 

    3. Upload Mandatory Documents. 

    4. Click Submit button. 
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Step 9: View Appeal Form Details 

   1. Click the Appeal Report from left side menu bar. 

 

 

  2. You can view application details using View Application Hyperlink 
from Appeal Report. 
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  3. You can track your application using Action History Hyperlink 
from Appeal Report. 

 

 


