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1 Introduction

The CMS manual serves as the definitive guide for the maintenance and
management of websites using the Gov.In CMS. The Gov.In CMS empowers
website managers to maintain their sites in accordance with Digital Brand
Identity Manual 3.0 (DBIM) and the DBIM Toolkit. The DBIM outlines the rules
and guidelines for establishing the information architecture and content,
ensuring consistency and coherence across government websites. The DBIM
Toolkit provides the necessary digital assets to facilitate the website migration
phase, ensuring a seamless transition. This document offers comprehensive
guidelines on how to effectively work with the Gov.In CMS, including detailed

walkthroughs for every aspect of the system.

Together, these components create a cohesive ecosystem designed to
harmonize the government’s digital footprint. They enable a smooth and
efficient process for website onboarding, migration, and development, ensuring
that all government websites maintain a unified user experience. The integration
of these guidelines and assets not only simplifies the management of individual
websites but also enhances the overall user experience, making government

information and services more accessible and user-friendly.

1.1 Overview of the CMS

Gov.In Content Management System (CMS) makes organizing and managing
content on Ministry/Department website to establish a harmonious visual
identity across Government of India’s digital platforms. The CMS contains robust
features such as content management, role management, compliance with
content rules and enhanced security. By leveraging these features, government

entities including ministries, Departments and organisations can ensure the



content on their websites is regularly updated in a hassle-free manner and is

compliant with DBIM.

1.2 System Requirements

Stable internet connectivity is required to access the CMS to perform updates and
manage content. To Effectively use this CMS users, need a modern web browser
with JavaScript and cookies enabled, a stable internet connection with workable
internet speed, and a compatible device. Ensuring these requirements are met

will provide a smooth and efficient user experience.

1.3 Target Audience

Target audience includes content editors, IT managers, Department heads,
content creators, content approvers and team working under Chief Information
Officers (CIOs) and Web Information Managers (WIMs) of government entities

including ministries, Departments and organizations.

2 Getting Started

a) Content Creator - can create a new post under a post type, add all required
content, ensuring it aligns with validations and save the post as a draft.

b) Content Approver - verifies the content added by the Content Creator and
publishes it upon approval. The Content Approver can edit the content added
by the Content Creator. The content approver also can add a post to the CMS

and publish it.
Pages and Posts:

« Pages: Pages are elements in the CMS where the user can enter content
on L2 page.
o Posts:Itis more suitable for large quantities of content and heavy payload

as multiple people can work on Posts simultaneously.



Therefore, the CMS has been designed using a combination of Pages and Posts

based on the content payload and collaboration requirement.

2.1 Overview of Roles and Responsibilities

COMPONENTS CONTENT CONTENT
CREATOR APPROVER
Dashboard
Pages
Help DRAFT PUBLISH
Search DRAFT PUBLISH
What's new DRAFT PUBLISH
Sitemap Layout DRAFT PUBLISH
Archive Layout DRAFT PUBLISH
Website Policy DRAFT PUBLISH
Cookie Policy DRAFT PUBLISH
Privacy Policy DRAFT PUBLISH
Hyperlink Policy DRAFT PUBLISH
Copyright Policy DRAFT PUBLISH
Terms of Use DRAFT PUBLISH
Public Consultation DRAFT PUBLISH
Contact Us DRAFT PUBLISH
RTI DRAFT PUBLISH
Parliament Questions DRAFT PUBLISH
Grievance Redressal DRAFT PUBLISH
Visitor’'s Pass DRAFT PUBLISH
Directory Layout DRAFT PUBLISH
Media Layout DRAFT PUBLISH
Presentations Layout DRAFT PUBLISH
Brochures Layout DRAFT PUBLISH
Videos Layout DRAFT PUBLISH
Photos Layout DRAFT PUBLISH
Documents Layout DRAFT PUBLISH
Press Release Layout DRAFT PUBLISH
Related Documents Layout DRAFT PUBLISH




Publications Layout DRAFT PUBLISH
Order and Notices Layout DRAFT PUBLISH
Acts and Policies Layout DRAFT PUBLISH
Reports Layout DRAFT PUBLISH
Initiatives Layout DRAFT PUBLISH
International Collaborations DRAFT PUBLISH
Tenders Layout DRAFT PUBLISH
Competitions and Awards Layout DRAFT PUBLISH
Offerings Layout DRAFT PUBLISH
Schemes and Services Layout DRAFT PUBLISH
Ministry Layout DRAFT PUBLISH
Our Division Layout DRAFT PUBLISH
Our Organisations Layout DRAFT PUBLISH
About Page DRAFT PUBLISH
Related Links DRAFT PUBLISH
Additional Pages DRAFT PUBLISH
Bhashini Disclaimer DRAFT PUBLISH
Citizen Engagement DRAFT PUBLISH
Connect Layout DRAFT PUBLISH
Login DRAFT PUBLISH
Our Team DRAFT PUBLISH
Ministry Login DRAFT PUBLISH
Password Recovery DRAFT PUBLISH
Resources Layout DRAFT PUBLISH
Our Team DRAFT PUBLISH
Our Ministers DRAFT PUBLISH
Header DRAFT PUBLISH
Footer Links DRAFT PUBLISH
Image with Quote DRAFT PUBLISH
Important Links DRAFT PUBLISH
Social feed DRAFT PUBLISH
Schemes and Services DRAFT PUBLISH
Competition and Awards DRAFT PUBLISH
Directory DRAFT PUBLISH
Vacancies DRAFT PUBLISH




Tenders DRAFT PUBLISH
Photos DRAFT PUBLISH
Videos DRAFT PUBLISH
Brochures DRAFT PUBLISH
Documents DRAFT PUBLISH
Our Division DRAFT PUBLISH
Our Organisation DRAFT PUBLISH
Presentation DRAFT PUBLISH
Initiatives DRAFT PUBLISH
Persona Cards DRAFT PUBLISH
Our Departments DRAFT PUBLISH
Our Performance DRAFT PUBLISH
Top Banner DRAFT PUBLISH
Important Initiatives DRAFT PUBLISH
Additional Pages DRAFT PUBLISH
Detailed RTI DRAFT PUBLISH
What's New DRAFT PUBLISH
Infographic DRAFT PUBLISH
Profile DRAFT PUBLISH
Table: 1

* This table outlines the various components of page types in relation to user

responsibilities.

Colour Key to the Roles and Responsibilities Table

Colour Permissions

Create and Edit Content and Save as Draft

Verify the Content and Publish

Read only

2.2 Login Procedure Using MeriPehchaan

Only registered users can gain access to the CMS. The access to the CMS can be

granted by the CMS Admin (Tech SPOC) or the Ministry/Department’s CIO/WIM.



A Registered user will receive a welcome email from NIC along with a link to the

CMS. Navigate to this link and click on ‘Login with JanParichay’ as shown below.

GOV.iN
Content Management System

Need Assistance us

@ @ Engish v
o

ﬁéhchaan

...................

Enter Usemame

5 Digilocker

®

656 it

New user? Sign up for MeriPehchaan

This will redirect to the MeriPehchaan portal wherein the user must enter their
credentials for authentication. Upon successful authentication, the user will be
redirected to the landing page of the CMS. It is to be ensured that the Primary
Email Id of JanParichay matches the Email Id and Username entered in the

Gov.In: CMS Platform. For more details, refer JanParichay login SOP.



3 Navigation Menu

The left side navigation menu of the CMS contains following menu items

including various Pages and Post Types.

Menu Item Description

The dashboard outlines all the main KPIs related to
@ Dashboard the content uploaded to the CMS and the document
status

The Pages section contains various L2 sub pages of
IM Pages the website. They can be edited from this tab. For
page list refer to Table 1

E Document
Repository

The Document Repository section allows for the
submission of all the documents across the CMS.

The Media section enables the Ministry/Department

a . to share photos, videos, brochures, and
4 Media , : : ,
presentations with viewers from a centralized
location.
The Header section provides contains the
6 Header

Ministry/Department name and Co-Branding logos

The Top Banner section contains details of all the

] Top Banner
& Top banners to be displayed on the homepage

The Image with Quote page contains the image of the
PM and the Quote that goes along with it

€€ Image with quote

The What's New section highlights the latest

... What's New o
news/updates of the Ministry/Department

The Persona Cards page contains all the persona
types and their associated illustrations

5 Persona cards

" ant Links The Important Links Panel page contains the various
mportant Lin
i quick access links displayed on the home screen

. The Social Feed contains the links to all social media
7 Social feed

pages of the Ministry/Department

# Infographic The Infographic section contains informative photos

to be highlighted by the Ministry/Department

10



& Footer links

The Footer Links section contains the quick links
found in the footer of the website

e Our Team

The Our Team section contains details of all ministers
and officials up to the Joint Director level

Our Division

The Our Division (Our Groups) page contains the
details of all the various divisions that come under
the Ministry/Department

Qur Organisation

The Our Organisation page contains details of all the
organisations under the Ministry/Department

‘™ Our Performance

The Our Performance page contains the dashboard
outlining various KPI for the Ministry/Department

A Initiatives

The Initiatives contains all the active initiatives
organised by the Ministry/Department

® Schemes and
Services

The Schemes and Services page contains L3 pages
with information about the Schemes and Services
offered by the Ministry/Department

[ Vacancy

The vacancies page contains the L3 pages of all the
vacant positions at the Ministry/Department

A Tenders

The Tenders page contains the L3 pages of all tenders
listed by the Ministry/Department

& Documents

The Documents page serves as a repository for all the
documents uploaded on the website

Photos

The Photos page contains the various image albums
from the Ministry/Department events

B videos

The Videos page contains various videos published
by the Ministry/Department

[ Brochures

The Brochures page contains all the brochures
published by the Ministry/Department

7 Presentation

The Presentation Page contains all the presentations
published by the Ministry/Department

¥ Directory

The Directory page contains a comprehensive list of
all the officials associated with the
Ministry/Department and their contact details

11



The Detailed RTI page enlists all the Letters,
A Detailed RTI Publications and Circulars of the
Ministry/Department

The Our Ministers section contains details of key

e Our Ministers

ministers associated with the organisation

The Competition and Awards page contains the L3

@ Competitions and
~ I pages for various competitions hosted by the

Awards
Ministry/Department

The Our Department page contains information
&% Our Departments about the various departments within the

Ministry/Department

# Important The Important Initiatives page outlines key initiatives
Initiatives being run by the Ministry/Department

The Additional Pages section covers information
Y Additional Pages about other pages apart from the already covered
sections under the ‘Pages” tab

This post type is designed for managing detailed

A Pages Detailed internal page content. It allows users to include a
Data combination of elements such as text fields, file

uploads, and other customizable content blocks.

The Profile section contains information about the
user

e Profile

Table: 2

4 Content Management

4.1 Common Actions for Gov.In CMS

This section contains a detailed overview of the most common actions performed
on the Gov.In CMS for managing content across the website. Users are requested

to acquaint themselves with this section before moving onto the core content

management activities.

12



4.1.1 Page vs. Post

As described above, a page (marked as 1) is a pre-defined container which
contains information entered by the user to a certain data load whereas a post
(marked as 2) can handle a multiple data load hence allows for a greater
collaboration. User can add new post as many times as required while the pages

are pre-defined and can only be edited.

Pages ®
angst shed (S0 | Draft {1
Bulk actions PPy tes ?

Bhashini Disclaimes

Figure: 1

4.1.2 Creating/Editing a Page/Post

To create a new page/post, navigate to the respective menu from the Left side
navigation menu of the CMS (marked with 1) and click on the ‘Add New
Page’/'Add New Post’ button (marked with 2)

13



The first field in each page/post is the Page Header. This is used to index content

in the CMS and has no bearing on the content visible on the website. Enter an

appropriate header in the Add Title field (marked with 1). Each page has a

different layout, fill out the content as required by clicking on the Add Row button

(marked with 2) and proceed to add an archive date for the page (marked with

3).

Once all mandatory fields have been populated (marked with *), the ‘Publish’

button will become clickable. Click on it to push the content to the website or click

on ‘Save as Draft’ to preserve any changes made but not make the content live

(marked with 4).

_/ =

o Add title

Type / to choose a block

@

@ Add Row

- EmE|

Our Team Block X

Summary -~

Visibility Public
Publish Immediately

URL ems-mdoner digifootp..

[ Pending review

Archive Date

wy B |®

| Archive Date: | dd-mm

Comment Area

mments:

14



After the page has been published or saved as draft, it will show up in the table

under the respective section as shown below.

Our Team

To edit a page/post, navigate to the appropriate section from the left side
navigation menu as shown above. All the previously created pages will appear in

the adjoining table.

Click on the title of the page/post to open the content editor and make the

necessary changes.

To finalise the changes, click on the update button in the top right-hand corner

of the page as shown below.

o=

Monthly Summary for the
month of August, 2024

15



4.1.3 Uploading Document through Document Repository

To upload document across the site (such as under the About Us, Ministry, Offer-
ings, or Documents menus), user needs to navigate to the "Document Reposi-
tory" section (marked as 1) from the left side navigation menu. Click on "Add

New Post" (marked as 2). Once the page opens, begin by filling in the required

details.

Document Reposito @
Mine (1) | Published (12) | Drafts 2) | Trash (1) | Archived (1

All (15

Bulkactions v || Apply | | Alldates v | | All Repository Category v | Fite

Author Repository Category

Acts & Policies 2 — Draft Rimsha Checke =

Header Logo — Archived approver19@ =

NSDC Report on Electronics and IT Hardware Sector

The first field is the Page Header, which is used internally by the CMS for indexing
purposes and does not appear on the website. Enter a suitable title in the "Add
Title" field (marked as 3). Then, complete the document details by entering
Document Title, Document Date, PDF Type: Choose either Separate English and
Hindi or Single Bilingual (Single pdf contains both Hindi and English content), and

upload the document accordingly.

On the right-hand side (marked as 4), select the appropriate Document
Category by checking the relevant box. This helps ensure the document appears

correctly in its designated section on the site.

16



® [ R - e
Document Repository  Block *
Summary v ~
. ®
t't e e o
Central Documents vooa URL cms-exemplar-sandbo,
Tit ] pending review
[Ch
S oy (@
Separate English and Hindi v
Upload English Document *
Mo file dd File Featured image ~

Verify English Document

On clicking ‘Add File’ button file selection dialogue will open. In this menu, the
user can either upload a new document by going to the ‘Upload Files’ menu item

or select an existing document from the ‘Media Library’ menu.

To upload a new file from the system, click on the ‘Select Files’ button (as
illustrated below) and locate the corresponding file in the file explorer dialogue
box that opens. Alternatively, the user can drag and drop the file from their

system into the dialogue box and must enter valid ‘Alt Text’ in the field as shown

below.
elect Image x
Upload files P»edaLba/ < Expand Detail
Filter media Searcl edia -
UPLOADING
All images v | | All dat —
4 ,f 4 1/1 - Mg
- =) @
K D S E TACHMENT D

P IE]E] Iii

17



Once all mandatory fields have been populated (marked with *), the ‘Publish’
button will become clickable. Click on it to push the content to the website or click

on ‘Save as Draft’.

4.1.4 Modifying Page/Post Status

The status of any page/post on the CMS can be one of the following:

Status Denoted By Depiction
Published Blue Page Name test
Draft ‘Draft’ at the end of page name test — Draft
Archived Black page name + ‘Archived’ at the test — Archived
end of page name
Trashed Black page name test

To change the status of any given page, navigate to the appropriate section from
the left side navigation menu as shown above. All the previously created pages

will appear in the adjoining table.

Hover over the page (marked with 1) whose status needs to be updated and click

on the ‘Quick Edit’ button (marked with 2) as shown below.

18



Pages | Addnewra
All (51) | Publish 5 raft (1

Bulk actions v || A All dates ~ || Fin | 51 items
Title % Author t
About Us — raft v ot M
Ministry Log n bl
Help it bublishe
Search
What's new iblishe

Sitemap Layout

Bhashini Disclaimer fuse: Publishe

In the dialogue that opens, click on the ‘Status’ (marked with 1) dropdown and
select the desired status. Then click on the ‘Update’ button (marked with 2) to
save changes. The deleted posts can be restored from the trash folder by clicking

the restore button.

) Title % Author [ ] Date
QUICK EDIT
Parent i I( )
Title ‘ About Us ‘ ‘ Main Page (no parent) v ‘
Order 0
Slug ‘ about-us ‘ ‘7‘
Coraa w1 17 L[ 2002 lac| 12 Templat
Date loraul v [ 17 || 2004 Jar| 12 | 14 | emplate | Default template v |
@] Te
Author ‘ Author (author) v ‘ ) Allow Comments
Published
® % Pending Review
() Ministry Login Archived Author — Published

2024/04/04 at 3:36 pm

4.2 Homepage

The homepage is the main landing page of the website. It contains all the
important elements such as the Header, PM Image with quote, Persona based

navigation options, social media feed etc.

This section of the manual highlights how to customise all these elements.

19



4.2.1 Header

This section enables customisation of the header elements such as the

Ministry/Department name, main logo, co-branding logos etc.

To modify the contents of the header section, locate the section titled ‘Header’

in the navigation menu of the CMS. To add the contents of the website header,

create a new page. To edit the contents of the existing header, open the page to

edit its contents.

Header

Header

& https://swachhbharatmission.ddws.gov.in/
T N T AR
Search
Field Name Intended Use Remarks

Name of the

Government Name *
Government
Name of the

Ministry Name *

Ministry/Department

Co-Branding Logo *

Logo Image of the Co-
Branding Entity

Co-Branding Logo URL

Redirection URL of the
Co-Branding Entity

User may add details
maximum of cobranding
entities as needed by

clicking on the ‘Add Row’

button under the ‘Co-
Branding logo’ section.

20



Dropdown to select Always select custom
search type search

Search

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.2.2 Top Banner

The "Top Banner" carousel allows for the inclusion of the Banners in the form of
image, video or document with specific initiatives, programs, events, etc. of the
Ministry/Department, which is displayed on the website’s home page. CCPS

would automatically be integrated as the first banner on Gov.In CMS.

To add/modify the Top Banner carousel, locate the section titled ‘Top Banner’

from the left side navigation menu, add new post and fill the details as per the

below table -
No image selected
Field Name Intended Use Remarks
T T fb Select among
e e of banner
yp yP image/video/document
Image to be displayed | As per the specified
Image g play p . p .
as a banner resolution, format and size
Select between
URL Type _
external/internal URL type

21



URL

Link to the detailed
page/information of
the banner

After populating all required fields, click on ‘Publish’ or ‘Update’ to save

changes.

4.2.3 Announcement

The "Announcement" section allows for the inclusion of the key announcements

from the Ministry in the ribbon beneath the top banner, which is displayed on the

website’s home page.

To add/modify the Announcement, click on ‘Header’ from the left side navigation

menu, and scroll-down to ‘Announcements’ section. The user may add multiple

announcements in this section by clicking on ‘Add Row’. After populating all

required fields, click on ‘Publish’ or ‘Update’ to save changes.

internal

the announcement

Field Name Intended Use Remarks

Data to be displayed

Title blay
as announcement

. Select between
Link Type , ,
external/internal link type

Link to the detailed

URL page/information of

22



4.2.4 Image with Quote

The "Image with Quote" section allows for the inclusion of the Prime Minister’'s
image along with an accompanying quote, which is displayed on the website’s

home page.

To add/modify the PM’s Image or the accompanying quote, locate the section
titled ‘Image with Quote’. To add a new image and a quote, create a new page.

To edit the image or quote, click on the page to edit the contents.

[ I Image with quete Block x
‘ \dd tlt e €€ notitie f
roge
Status @ Draft
Publish Immas
siog
Archive Date AV
mm-yyyy B

Image with quate v s

Front facing PM Image
Noimage selected| Add image

PM Image for (Single page Website)

No image selected
@ = No ttle - Image with quote cutek = =
mage with quote  Block x
€€ Nojitle
Set featured image
Status @
Dats Publist nm
Shg
Source Quof Archive Date AV
h dd-mm-yyyy @
URL or PDF Comn ~v
POF -
File

@ Select post type ~ || Select taxonomy v

23



Field Name Intended Use Remarks

Ensure the image is obtained

Front facing PM ) from a reputable source or refer
Upload PM’s Image ) )

Image to DBIM Toolkit website for

approved image files

Ensure the image is obtained

PM Image for
from a reputable source or refer

(Single page Upload PM’s Image _ ,
g. Pag P g to DBIM Toolkit website for
Website) ) ,
approved image files
Quote relevant to Refer to DBIM Section A3.1 for
Quote * i .
Ministry/Department more details

Date of the speech
Date * where the quote was
mentioned by the PM

Name of source from
Source Quote * | where the quote was
obtained

Refer to DBIM Section A3.1 for
more details

o Document to be fetched from

Publication from where )

PDF _ Document Repository (marked as
the PM quote is taken. N

Hyperlink to the event
URL where the PM quote It may be external/internal URL
was delivered

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.2.5 About Ministry

The "About Ministry" section provides brief background of the
Ministry/Department along with the images of Hon'ble Minister and MoS and

important links related to the Ministry/Department on the Ministry’s homepage.

These details are prefetched from the ‘Ministry/Department’ section. More

details can be found in section 4.3.

24



4.2.6 Key Offerings

The "Key Offerings" section provides latest details of the Ministry on the
schemes, services, tenders, vacancies etc. for the reference of common citizens

on the Ministry’s homepage.

These details are prefetched from the ‘Offerings’ section. More details can be

found in section 4.4.

4.2.7 What's New

The "What's New" section allows for the inclusion of all the important updates
and documents which have been most recent and important highlights of the

Ministry, which is displayed on the website’s home page.

To add/modify the What's New, locate the section titled ‘What’s New' from the

left side navigation menu, add new post and fill the details as per the below table

what's new VoA

Type

PDF v

Search... Select post type v | | Select taxonomy v

NSDC Report on Electronics and IT Hardware Sector @

Acts and Policies I
Brochure

Presentation

Citizen Engagement

Field Name Intended Use Remarks

Select among pdf,

Type external and internal
URL type
. Title for internal and
Title
external URL
Link to the detailed _
_ . In case the type is
URL page/information of

external/internal URL
the banner
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These documents will be
PDF Document to be visible only if they are
fetched (marked as 1) | uploaded to the Document
Repository.

After populating all required fields, click on ‘Publish’ or ‘Update’ to save

changes.

4.2.8 Recent Documents

The "Recent Documents" section acts as one stop destination for all the different
documents uploaded by the Ministry for the reference of common citizens on the

Ministry’s homepage.

These details are prefetched from the ‘Documents’ section. More details can be

found in section 4.5.

4.2.9 Persona Card

Persona cards present detailed information which is catered specifically to the
various personas that may be interested in the content published by the Ministry
or Department. By utilizing these persona elements viewers can filter the website
content based on their specific needs. The user can add these personas under

the ‘Persona cards’ section.

To create a new quick navigation link or modify an existing one, locate the section
titled ‘Persona Cards’ from the left side navigation menu. To add details about
a new persona card, create a new page. To edit an existing persona card, open

the corresponding page to edit its contents.
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]:7 grapt B I ¢ = === R =
‘Persona Card’ Section
Field Name Intended Use Remarks
. Name of the Persona
Title *

Card

Active Image *

Upload the relevant
persona illustration

To obtain an appropriate
illustration, navigate to
the Visual Components
Library on the DBIM
Toolkit website

Banner Image

Upload the image to be
displayed on the banner
of the L2 page

‘For Details’ Section

Field Name Intended Use Remarks

Icon * Name of the quick This section is used to
access section configure the L2 page of

Title * Upload the relevant icon | the specific persona
for this section section. It contains quick

links to filtered pages
. , , which are most important
Link * Redirection path

to the personain

question.
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W Government of India

Home / Skill Seeker

Skill Seeker

& Ministry of Skill Development and Entrepreneurship

Search.

®

Learn more about the schemes and

services we provide

View our publications

(] View our brochures

@5

Know more about the Ministry and

what it does

5

Read more about our competitions

and awards

S

View photos from our recent and past
events

=

This is an illustration of the L2 page for the ‘Skill Seeker’ persona. The

corresponding CMS page to configure this screen is shown below.

,

Choose File | No file chosen

Persona cards

v Edit v

View v Insert »

v Table ¢

Format »

Text

==k

-

“ Personacards  Block

Summary

Visibility

Publish

URL cms-mdonerdigifootp.

[ Pending review

Tags
Archive Date

Archive Date:| dd-mm-yyyy

Comment Area

Previous Comments:

:

x

5]

The user may add as many sub-sections on this L2 page as required by clicking

on the ‘Add Row’ button as shown and filling out the respective fields.

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.
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4.2.10 Important Links

The Important Link section is present on the homepage and acts as a quick

navigation section with intuitive hyperlinks, allowing the website users to quickly

access content which is more important to them.

To create a new quick navigation link or modify an existing one, locate the section

titled ‘Important Links’ from the left side navigation menu. To add details about

a new important link, add a new page. To edit the details of an existing important

link, click on the corresponding page to edit its contents.

Title *

[Character Limit 50]

Internal or External URL

External

External Url

&

Field Name Intended Use Remarks
. Main heading of the
Title * ) -
sections
Internal or Dropdown to specify To redirect to an external
External URL | the type or redirection | webpage, choose ‘External’ and
dropdown required provide the corresponding URL in
the ‘External URL’ section. To
Redirection redirect to an internal page,
URL address/path as per the | choose ‘Internal’ and provide the
dropdown choice path of the target page in the
‘Internal URL’ section.

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

These details are displayed as ‘Important Links’ on the homepage of the

Ministry’s website.

29



4.2.11 Social Feed

The Social Feed, displayed on the later half of the website’s homepage, features

content from the Ministry or Department’s official social media handles.

To configure a new social media handle, locate the ‘Social Feed’ section from
navigation pane. To configure a new social media handle, add a new page. To
modify an existing configuration, click on the corresponding page to edit its
contents. The respective social media handle URLs are required for configuration.

Keep them handy before moving forward.

Facebook

Post URL *

| & https://www.facebook.com/plugins/post.php?href=https%3A%2F%2Fwww.face bo ok.com%2F BRLF.India%2 Fposts% 2Fpfbid 02 5MxMyvHCWBFP7sSFX3t3GxX Ye9bXqUsqaC 1RGSPw2z3tid6VBoS3f2WEWT prS humkI&ishow_text=trueSwidth ‘

| & https//www.facebook.com/plugins/video.php?href=https%3A%2F%2Fwww.facebook.com%2FindiaRuralDev%2Fvideos%2F843639413572901%2F &width =5008:show_text=truedheight=4368&appld ‘

| & https//www.facebook.com/plugins/post.php?href=https%3A%2F%2Fwww.facebook.com%2FindiaRuralDev3s2Fvideos%2F3850169471933908%2F &uwidth =500 ‘

| & https//www.facebook.com/plugins/post.php?href=https%3A%2F%2Fwww.facebook.com%2FIndiaRural Devds2Fposts%2F pfbid0XLE6GQV 20 YnYddzPeud6XS4vS6ANLQSKZphHE AYATrm HXY Ep2R 3hhosfzQrhz9PLIuwidth = 5008show_tex ‘

| & https//www.facebook.com/plugins/video.php?href= https3%3A%2F% 2Fwww.facebook.com32FindiaRuralDev%2Fvideos%2F 102837351 224638 5362 Fuwidth=500&show_text=trueBtheight=455&appld ‘

| & https//www.facebook.com/plugins/video.php?href= https3%3A%2F% 2Fwww.facebook.com32FindiaRuralDev%2Fvideos%2F464549099679079%2F Buwidth=5008show_text=true8height=10678&appld ‘

| & https;//www.facebook.com/plugins/post.php?href=https%3A%2F%2Fwww.facebook.com%2F IndiaRuralDevd 2Fposts#%2 Fpbid02tkVQUxhFaF6uCS DbobJCictY)zcAa)GFmBNTHdQBX9sPo9mrMNqg 8X4rdtZmPIBKI&width=500&show_te ‘

| & https://www.facebook.com/plugins/video.php?href=https%3A%2F%2Fwww.facebook.com %2 FindiaRuralDev%2Fvideos%2F675500691454149% 2F &width =5008ishow_text=true&height=1048&appld ‘

| & https://www.facebook.com/plugins/post.php?href=https%3A%2F%2Fwww.face book.com%2F IndiaRural Dev3s2Fpasts%2Fpfbid031YIUbnGZGz WiV UX4mmHCI392YKVVZ 1ShBuNGGJ653Fk3ZvaB32tu G 1p TMbxRBbI&width = 5008ishow_

| & https//www.facebook.com/plugins/video.php?href=https3%3A%2F%2Fwww.facebook.com$62FIndiaRuralDev362Fvideos%2F8496653 16612070%2F Bwidth =5008show_text=true8 height=1072&appld

| & https//www.facebook.com/plugins/video php?href= https%3A%2F%2Fwww.facebeok.com%2FindiaRuralDev%2Fvideos%2F 846555824 239445% 2F &width =5008ishow_text=truediheight=4758appld ‘

| & https//www.facebook.com/plugins/video.php?href=https3%3A% 2F% 2Fwww.facebook.com32FindiaRuralDev%2Fvideos%2F 126928235 777955532 Fuwidth=500&show_text=trueBtheight=4368&appld

Twitter =

MoRD_Gol

Instagram *

Field Name Intended Use Remarks

The user may add
Post’s Embed as given on | multiple posts in this
Facebook’s website section by clicking on
‘Add Row’

Facebook Post URL *

Twitter * Ministry/Department’s
witter
Twitter handle username

The user may add
Post’s URL as given on multiple posts in this
Instagram’s website section by clicking on
‘Add Row’

Instagram Post URL *
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YouTube iFrame Text* | Channel ID

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’
to save changes.
To obtain the URLs of the social media handles, follow the steps given below.

For Facebook-

Click on the three dots shown in the image below for a particular post, then select

'Embed".
()

«  Skill India
2h-@

N4
N Q\ﬁ unesco| | (@ mewontoank

& Download

«” Enter full-screen

Revolutionizing Skill Development: ¢/> Embed
The SKILLS Bridge Masterclass Series
transformation in education & skill ecosystems.
He aliz

€€ we are moving towards industry and candidate alized

centric skilling through choice-based skilling
avenues and demand-based financing. Itis
expected that providing the choice of training #Skillindia #SkillsBridge #MSDE ... See more
centres and courses to candidates is expected
to drive qualitative improvement in the skill Os @
ecosystem and make it more dynamic and . N
sensitive to the needs of both industry and 0 tke Comment
candidates. Skilling would also be made more
aligned to the local economic context and
sector specific design through required flexibility

in regulations and frameworks. ,,

Shri Atul Kumar Tiwari
Secretary, MSDE

Copy the part of the URL except iframe and paste it in the CMS field and update.
For example:

Embed Post X

Copy and paste this code into your website Include full post

- o )

Revolutionizing Skill Development:
The SKILLS Bridge Masterclass Series

For Twitter-
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Go to the Ministry/Department-specific Twitter account and copy the username

of the handle as shown below (without the ‘@’).

Paste this handle name in the *‘Twitter’ section of the Social Feed page in the

CMS.

Skill India &

e

9-15 3091 2024

Skill India &

MSDE aims to skill large number of youth with Scale, Speed and High Standards to
achieve the vision of 'Skilled India"

For YouTube-
Go to the official YouTube Channel of the corresponding Ministry/Department

and navigate to the profile of the channel. Click on the ‘more’ button as shown

below.

& e ® asct #SKILLINDIA
L Bl ¢ BEn ¢ = i
MSDE Skil india _
S_k:ll India
Woiis' Vidéos| Shors Live  Plalsta ‘Commini »

For You

» & g »

N
n ’ _—
-
- =
[ 3
AL

INDIA'S BIGGEST ‘,
SKILL COMPETITION :!'

15 - 19™ May, 2024 <
#SKkillSe JoetengeDuniya

to bring Scale and Speed National C ion 2024 |

Send Off C Team India:
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In the dialogue that opens, click on the ‘Share Channel’ button as shown below.

About X

Channel details

@ www.youtube.com/@MSDESkillindia
2 575K subscribers

|z| 581 videos

~A7 9,092,118 views

(i) Joined Jul 13,2015

@ India

/~> Share channel 2 Report user

From the pop-up, click on ‘Copy Channel ID’ as shown below and paste this

Channel ID in the “YouTube’ section of the Social Feed page in the CMS.

Share channel

Copy channel ID

For Instagram-
Navigate to the post on Instagram’s website and click on the three dots in the

top right-hand corner of the post as shown below.

skill india_official and 2 others
_ [eee]
W Sai Das * Dark Night

A
i -

In the pop up that opens, click on ‘Embed’ and then click on ‘Copy embed code’

as shown below.

Report

Go to post

Share to...

Copy link

Embed

Cancel
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In the embed copy, paste the section contained within the <blockquote>
</blockquote> tags in the ‘Instagram’ section of the Social Feed page in the
CMS.

To add multiple Instagram posts, click on the ‘Add Row’ button in the

‘Instagram’ section and repeat the process outlined above for each post.

4.2.12 Infographics
The "Infographics" section allows for the inclusion of all the important
charts/images for important documents, events or articles of the Ministry, which

is displayed on the website’s home page.

To add/modify the Infographics, locate the section titled ‘Infographics’ from the

left side navigation menu, add new post and fill the details as per the below table

B w
|
Field Name Intended Use Remarks
Title Title for infographics
Date on which infographics
Date : .
were published to the public
Image Infographic image
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Image URL Select among document,
Type external and internal URL type
These documents will be
Document to be fetched visible only if they are
Document
(marked as 1) uploaded to the
Document Repository.
URL Link to the detailed In case the type is
page/information of the banner | external/internal URL

After populating all required fields, click on ‘Publish’ or ‘Update’ to save
changes. Few of the infographics are fetched directly from the CCPS (Centralized

Content Publication System).

4.2.13 Footer Logos

The "Footer Logos" section displays the quick links to important external pages
of the Ministry/Department. These details are automatically fetched from the
'Footer' section. To access the Footer section, navigate to the 'Footer Links'
section in the left side navigation menu. Once the page opens, click the "Add
Row" button under Footer Logos and fill in the required fields. In the "Image"
option, upload the icon, select either an internal or external link in the "Link Type"
dropdown, and enter the URL in the next field. More details can be found in

section 4.8.

Footer logos

image Link Type External link

No image se\ected‘ Add Image | external v

No image se\ected‘ Add Image | external v

No image ;e\ected‘ Add Image | external v [ |

4.3 Ministry/Department

The Ministry/Department section contains L2 pages which provide essential
information about the Ministry or Department. The L2 pages under this section

are About Us, Our Team, Our Group, Our Organization, Our Performance and
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Directory. To edit these pages, refer to the guidelines provided in the sections

below.

4.3.1 About Us
The About Us page introduces the Ministry/Department and outlines its
objectives and mission. This page may also include important documents related

to the Ministry or Department.

To begin updating the About Us page, first upload the banner image. Navigate
to the 'Pages' section from the side menu and search for the "Ministry Layout'
page. Once it opens, click on the 'Add Image' button to upload the banner

image.

Ministry Layout

To edit the contents of the About Us page, locate the ‘Pages’ section from

navigation pane and search the ‘About Page’.

The About Page has 2 sections in the CMS as shown. Each section has a separate

set of fields. This is mentioned in the table below.
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Page Details  More

Parent

Details Section

Field Name

Intended Use

Remarks

Left Side Text *

The content added in this
section will be displayed
prominently at the top of
the L2 page. This is
highlighted in the
illustration below

About Main Text *

Mission and objectives
of the Ministry or
Department, or any
other content deemed
appropriate
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% Government of India Search... Q
@ Ministry of Skill Development and Entrepreneurship Skill india

ggAhuutUs Our Team Our Organisations Our Performance Directory

The Ministry is responsible for co-ordination of all Skill Development efforts across the country, removal of

. disconnect between demand and supply of skilled manpower, building the vocational and technical training
Unlock human capltal to framework, skill up-gradation, building of new skills and innovative thinking not only for existing jobs but also jobs
trigger a productivity dividend that are to be created. The Ministry aims to skill on a large scale with speed and high standards in order to achieve
it's vision of a ‘Skilled India’.

and bring aspirational

Itis aided in these initiatives by its functional arms - Directorate General of Training (DGT), National Council for

employment and Vocational Education and Training (NCVET), National Skill Development Corporation (NSDC), National Skill
entrepreneurship pathways to Development Fund (NSDF) and 37 Sector Skill Councils (SSCs) as well as 33 National Skill Training Institutes

” (NSTIS/NSTI(w})), about 15000 Industrial Training Institutes (ITIs) under DGT and 187 training partners registered
all.

with NSDC. The Ministry also intends to work with the existing network of Skill Development centres, universities
VISION STATEMENT 2025 and other alliances in the field. Further, collaborations with relevant Central Ministries, State governments,
international organizations, industry and NGOs have been initiated for multi-level engagement and more
impactful implementation of Skill Development efforts.

Objectives

MSDE's Vision 2025 adopts an ecosystem-enabling lens to transition India to a high-skills equilibrium and help
create positive outcomes for individuals, enterprises and the economy.

The three outcomes to be achieved through this vision are:

1 2 3 v
To add information in this page locate to ‘Pages Detailed Data’ from left side

navigation menu, in which user fill the detail as asked and select the desired
option by clicking on ‘Add Row’ button.

sz Notitle - Pages Detailed Data Ctri+k j= m -

Pages Detailed Data  Block x

Add title o

Set featured image

Last edited a second ago

Status @ Draft
Publish Immediately
Slug 15367

Pages Category

O about page ®
[ Grievance Redressal

O Test Pages

Add new Pages Category
Pages Detailed Data Voo
Archive Date ANV
Title

[ Chai Limit-50] Archive Date:

dd-mm-yyyy @

External URL
Comment Area AV a
Description PDF

Previous Comments:

Internal L3 Page

Click the “Add Row" buttan below to start creating your layout
Content
Add New Comment

Panac Natailar Nata

For PDF uploads, the document must be uploaded via the Document Repository
section (refer to Section 4.1.2). Additionally, the user must specify the 'Pages
Category' for the respective page (marked as 1), as the content added under
'Pages Detailed Data' will be displayed under the selected category.
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Page Detailed Data

Field Name

Intended Use

Remarks

Title *

Main heading of the
section

External URL

Provide links to
associated websites.
The user may add as
many Documents or
URLs as needed under a
single sub-section

This section allows the
user to add as much
complimentary
information about the
Ministry/Department as
needed. The user may
create multiple sub-
sections on the website as
required by clicking the
‘Add Row’ button

PDF

Document to be fetched

These documents will be
visible only if they are
uploaded to the Document
Repository.

Internal L3 Page

If there is a need for a L3
page, click ‘Internal L3
Page’

Content

This section allows the

user to add the content.

An illustrative usage example of this section is given below along with the

corresponding CMS field mapping.
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pr-e
@ Government of India

@ Ministry of Skill Development and Entrepreneurship.

Unlock human capital to

trigger a productivity dividend

and bring aspirational
employment and

entrepreneurship pathways to

all.
VISION STATEMENT 2025

Q

S
Skill India

Search Q, EEIRA ﬁl

Important Days ®

National Entrepreneurship Day, 09th November @
The Ministry of Skill Development and Entrepreneurship was notified on 9th Nov, 2014. The Ministry celebrate this
day as National Entrepreneurship Day.

World Youth Skills Day, 15th July
The World Youth Skills Day is observed every year on 15 July across the world. The Ministry celebrates World Youth
Skills Day on 15th July every year.

[ skill India Webcast &

Citizen's Charter

A Citizens' Charter represents the commitment of the Organisation towards standard, quality and time frame of
service delivery, grievance redress mechanism, transparency and accountability. Nodal Officers have been
appointed with a view to ensure effective implementation of Citizens’ Charter.

D Citizen's Charter D 122m8 @ view

Y -
Once all the information is entered in the 'Pages Detailed Data' section, go to

the 'About Page' via the left side navigation menu. Click on the '"More' section,

and then add the relevant documents by selecting 'Add Row'

Abaut Page

Page Details ~ More

Content Assembly Block

] -

About Page - Page ik

About Page =

[B) About Page

Set featured image

After populating all required fields (marked with *), click on ‘Update’ to save

changes.

4.3.2 Our Team

The Our Team page provides essential details about key ministers and officials. It

includes a hierarchy of the leadership and contact information for all other

affiliated officials.
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The 'Our Team' post type has two sections on the front end, each with its own
set of fields in the CMS. To enter data in a tree structure, navigate to the 'Our
Ministers' section. To display data in a table format, navigate to the 'Our Team'

section.

4.3.2.1 Our Ministers

The ‘Our Ministers’ post type includes personal information about the ministers
within the Ministry or Department. To add a new minister, click on 'Add New
Post,' enter the title at the top of the page, and then begin filling in the details.
The details added on this page will be displayed on the Our Team L2 page above
the contact details of all the other officials. To add/modify the details of a
minister, locate the section titled ‘Our Ministers’, click on Add New Post and

enter title at the top of the page, and then begin filling in the details.

Designatory Photo

Secondary Email Id

Extra Information
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Field Name

Intended Use

Remarks

Designatory Photo

Photo of the minister on
a transparent
background

Designation *

Name of the post held
by the Ministry

Ministry Title *

Name of the Ministry
under which the
minister is posted

Name of Designatory
*

Name of the affiliated
Designatory

Primary Email ID

Official Email ID of the
official

Secondary Email ID

Personal/Additional
Email IDs of the official

The user may enter
multiple email IDs in this

section by clicking on the

‘Add Row’

Phone Number

Official contact number
of the official

Fax

Official fax number of
the official

The number should be in

the following format only

+971 11 XXXX XXXX

Extra Information

Information about MoS
affiliated with the
minister

The user may add details

of multiple officials in this

section by clicking on the

‘Add Row'’ button

Detail Page
dropdown

Does the minister
require a L3 page

If the dropdown is
toggled to ‘Yes’, a L3

page is created providing

a detailed profile about

the minister
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Government of India Iry —
U4 Ministry of Skill Development and search... Q e alulxl o
Entrepreneurship Sl Incha Mend

Our Team

About Us Our Team Our Organisations Our Performance Directory

, 4

HON'BLE MINISTER
Placeholder for Name

2

HON'BLE MINISTER OF STATE
Placeholder for Name

&% SECRETARY, MSDE

NAME AND DESIGNATION CONTACT ADDRESS
Placeholder for Name R Phone number Placeholder for address
Designation © Fax number

& email address

HON'BLE MINISTER OF STATE (I/C)
Placeholder for Name
Ministry of Skill Development and Entreprensurship
%, Phone number £ Email Address

@ [Comenr]

OFFICE OF HON'BLE MINISTER OF STATE {1/C)

Name Placeholder %o Phone Number

Designation = Email address.

Narme Placeholder
Designation

Upon adding rows of information in the ‘Extra Information’ section, the data
will be displayed in a card which opens on clicking the name of the Minister. This
is illustrated in the image below. On toggling the ‘Detail Page’ to ‘Yes, an L3
page is created which is accessible on clicking the View Profile (marked with 1)

in the illustration above.
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Detail Page

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’
to save changes. To add the Organization structure, functionality has been
provided within the Our Ministers tab. To form a relationship among officials as
per the organizational structure, click on ‘Quick Edit’, select the ‘Parent’ and

click on ‘Update’.

QUICK EDIT

T ‘ ‘ Parent ‘ v

Slug ‘ ‘ Order ‘ -61 |

Date ‘Oz—Feb v H H ‘at| 17 H 13 ‘ Status ‘ Published v‘

Password ‘ ‘ -OR- (] Private

o [

4.3.2.2 Our Team

To add an official's details, navigate to the 'Our Team' section in the CMS's left
side navigation menu. Click on 'Add New Directory' fill title field which will appear
as the heading for the officials selected. Select the names from the list (marked
as 2); the selected names will appear on the right-hand side (marked as 3). For
adding detailed information about the official in the directory, please refer to

Section 4.3.7
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OurTeam  Block X

Mission Director e

Mission Director

Set festured image

Status

Publish

Slug

Revisions 4

Move to trash
Qur teams ® ¥ & Archive Date AV s

Archive Date: | dd-mm-yyyy B
Title

Additional Secretary &amp; Mission Director

Comment Area AV s

Teams

Select post type | | Select taxonomy v

S Savita Utrej

Shri Uday Chaudhari

Our teams

Title

Teams @ @

search...

Directory hd H Select taxonomy v ‘

-
NCM Test

Savita Utreja
test

Test Directery Post

Shri Uday Chaudhari

g

Our Team

An illustrative usage example of this section is given below along with the

corresponding CMS field mapping.
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Home Ministry ., Offerings v Documents Media + Connect +

3
e

HON'BLE MINISTER OF STATE HON'BLE MINISTER OF STATE

Shri Raj Bhushan Choudhary Shri Veeranna Somanna

ﬁ ADDITIONAL SECRETARY & MISSION DIRECTOR

NAME AND DESIGNATION CONTACT ADDRESS

Savita Utreja @ R 01123714200 Electronics Niketan, 6, CGO Complex, Lodhi
Accounts Officer S 24360058 Road, New Delhi: 110003

B3 minister-jalshakti[atlgovdot]in, moeit[atlgov]dot]in

Uday Chaudhari Ro 23714200 Room number - 116, CGO Complex, Lodhi
Additional Adviser S 24360058 Road, New Delhi: 110003

& minister-jalshakti[atlgov[dot]in, minister1-jalshaktifat]gov[dot]in

B SR. ECONOMIC ADVISER

Veeranna Somanna '{q 011-24368618 Electronics Niketan, 6, CGO Complex, Lodhi
Additional Director General S 24363114 Road, New Delhi: 110003

B secretary[at]meity[dotlgov]dot]in, secretary1[atimeity[dotlgov[dotlin

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.3.3 Our Groups (Our Division)

The Our Division page provides details of the major policy initiatives of the

Government of India undertaken by the specific Ministry/Department.

To add/modify the details about a new group, locate the section titled ‘Our
Division’. To add details of a new group, click on Add New Post. To edit the details

of a group, click on the page to edit the contents.

Title *
[Character Limit 50]

Introduction

Logo
[ Allowed file types - SVG,PNG JPEG JPG,WEBP ] [Maximum size - 2MB]

No image selected | Add Image

Description

[Character Limit 750]
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Introduction
03 Add Media

Filew Editv Viewv Inserty Fomatv Toolsv Table v

Paagmph v B I & Ev Ev = = = E £ R

Left Side Description

sual || Tex

Field Name Intended Use Remarks
. The name of the
Title *
Group
Upload the logo of
Logo P g
the group
This content is displayed
L. Short description under the name of the
Description _
about the group group in the L2 Our Groups
page
. Detailed introduction
Introduction
to the group
The content added in this
section will be displayed
. .. prominently at the top of
Left Side Description o
the L2 page. This is
highlighted in the
illustration below.

Implementation of the
Schemes/ Programmes under
the aegis of the National
Policy on Electronics 2012
(NPE 2012) has successfully
consolidated the foundations
for a competitive Indian ESDM
value chain.

Policies

Schemes

Programmes

Initiatives and Platforms

Budget Announcement




This page is organised as accordions as shown below.

; Search.. )3 || =
@Govemmen[ollndla earch Q 3 . -Z” W W=

@ Ministry of Electronics and Information Technology

Implementation of the Policies v
Schemes/ Programmes under
the aegis of the National
Policy on Electronics 2012
(NPE 2012) has successfully
consolidated the foundations Programmes
for a competitive Indian ESDM

Schemes ~

value chain. Initiatives and Platforms ¥
Budget Announcement v
State Policies v
Industry Associations ~
Standards v

Each accordion has the provision for text, media, and URL. The content of these

accordions can be configured under the ‘Accordion’ section of the CMS page by

Accordian

Title Details

clicking on the ‘Add Row’ button to create a new accordion. Provide the

Accordion title under the ‘Title’ section and add the accordion details under the

‘Details’ section.
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To configure the contents of the accordion, click on the ‘Add Row' button within
the accordion. If the section requires multimedia, choose the row type as ‘Card

Format’ and if only text is needed, choose the row type as ‘Editor’.

Accordian

Title Details

[Character Limit 100]

‘ Card Format
Click the "Add Row" button below to start creating yq

Editor

% Add Row
Add Row

Q) Add Media

Pusgeph v B I & Ev EvE = == PR -

Sub Category

¥]

Sub Category Details

To add multiple documents or URLs under a single heading, in the ‘Card Format’

row style changes the ‘Sub-Category’ toggle to ‘Yes'. Under this, the user may

add as many documents or URLs as needed by clicking on the ‘Add Row’ button.
To add a single URL/Document, select ‘No’ in the ‘Sub Category’ toggle.

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.3.4 Our Organisation

The Our Organisation page provides details about the affiliated organisations

under the jurisdiction of the Ministry/Department.
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To add/modify the details about a new organisation, locate the section titled ‘Our
Organisation. To add details of a new organisation, click on Add New Post. To

edit the details of an organisation, click on the page to edit the contents.

Mention the name of the organization in the header of the page. Choose the type
of the organisation via the ‘Category’ Dropdown and mention the name of the

organisation in the ‘Title’ field.

Field Name Intended Use Remarks

Select the type of the

Category Dropdown
gory P organisation from the

*
given choices
. Name of the
Title * I
organisation
Upload the logo of the
Logo

organisation

This content is displayed
Description * Short description about | under the name of the
ipti

P the Organisation organisation in the L2

Our Organisations page

) ) If the organisation has
Internal Type of redirection

. . _ their own website, select
Link/External Link * | required

‘External Link’ and
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provide the URL. If the
organisation needs a L3
page, select ‘Internal
Link’

External Link

Field Name Intended Use Remarks
URL of the
URL * o, .
organisation’s website
Paragrapt B I & = = E ===
Internal Link
Field Name Intended Use Remarks

Left Introduction *

Important documents
or links associated with
the organisation

The content of this
section is displayed
prominently on the L3
page of the organisation
as illustrated below

Main Introduction *

Main text to describe
the organisation
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Additional Links
Details associated with the
organisation

The Directorate General of Training (DGT) in Ministry of Skill Development and Entrepreneurship is the apex
= organisation for development and coordination at National level for the programmes relating to vocational
Directorate General of training including Women'’s Vocational Training. Industrial Training Institutes are under the administrative and
Trajning (DGT) financial control of State Governments or Union Territory Administrations. DGT also operates Vocational Training
Schemes in some of the specialized areas through field institutes under its direct control. Development of these

programmes at national level, particularly in the area concerning common policies, common standards and

procedures, training of instructors and trade testing are the responsibility of the DGT. But, day-to-day
For more information kindly refer administration of Industrial Training Institutes rests with the State Governments/ Union Territories
Administrations.

7 visit ‘
g = } The Directorate General of Training has been striving ahead in this technological age hand holding the youth

across the country and at the same time ensuring their digital skilling and industry readiness.

This is an illustration of how the ‘Left Introduction’ and ‘Main Introduction’

show up on the L3 page of the organisation.

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.3.5 Our Performance

The Our Performance page features a dashboard of Key Performance Indicators
(KPIs), allowing viewers to assess the performance of the Ministry or

Department.

To add details of a new dashboard, locate the section titled ‘Our Performance’
and click on Add New Post. To edit the details of a dashboard, click on the page

to edit the contents.

Qur Performance Post Voo

Title *

[ Character Limit - 50

Logo *

[ Allowed file types - SVG,PNG.JPG.JPEGWEBP ] [Maximum size - 2MB]
No image selected| Add Image

Live / Date *

(®) Date

O Live

Date *
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Field Name Intended Use Remarks

Title * Title of the dashboard

Upload an appropriate

Logo
logo for the dashboard

If the dashboard is
powered by live data,
choose the ‘Live’ option
and provide the URL of
the dashboard in the
‘URL’ field. If the

Radio button to choose | dashboard is static,

the type of dashboard | choose the ‘Date’ option
and provide the date on
which the dashboard was
published in the ‘Date’
section and the URL of
the dashboard in the
‘URL’ field

Live/Date*

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.3.6 Directory

The Directory section is a database of all ministers, officers, and staff associated
with the Ministry or Department. This page includes contact information for

officials, as well as details about their designations and titles.

To add/modify the details about an official, locate the section titled ‘Directory’
in the left side navigation menu of the CMS. To add details of a new official, click
on Add New Post. To edit the details of an official, click on the page to edit the

contents.
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Primary Email Id *

Secondary Email Id

Email

Field Name

Intended Use

Remarks

Designation *

Role of the official

Title Dropdown *

Choose the appropriate
name prefix from the
provided options

Name~*

Name of the official

Phone Number

Official contact number
of the official

The number should be in
the following format only

+971 11 XXXX XXXX

Primary Email ID

Official Email ID of the
official

Secondary Email ID

Personal/Additional
Email IDs of the official

The user may enter
multiple email IDs in this

section by clicking on the

‘Add Row’ button

Official fax number of

Fax .

the official

Complete address of
Address the official’s place of

work
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After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’
to save changes. The order of the officials can be changed by clicking on the
‘Directory’ and then ‘Re-Order’ in the left side navigation menu of the CMS. The
adjoining page will display the list of all directories which can be re-ordered by

drag and drop functionality.

4.4 Offerings

The Offerings section contains L2 pages which outline the various resources
provided by the Ministry. This is the most important section from a citizen’s point
of view as the information most useful to them is enclosed in this section. The L2
pages such as Schemes/Services, Vacancies, Tenders etc... provide information of

paramount importance to the citizens.

4.4.1 Schemes and Services
The schemes and services page provides details about the various schemes
launched by the Ministry/Department. Each Scheme/Service gets its own L3 page

where the user can add specifics about the Scheme/Service as well.

To add details about a new Scheme or Service navigate to the ‘Schemes and
Services’ section via the left side navigation menu of the CMS and then click on

‘Add New Post’ to fill the required fields of scheme/services.
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Persona

Select Persona

Skill Seeker
Media
Farmer12
Business-owner

hello

Short Introduction *

[Character Limit 350]

Field Name

Intended Use

Remarks

Select Persona

The persona which is
most concerned with
the contents of this
post

Scheme and Service
Image *

Upload the image for
the L3 page for each
post

. Name of the
Title )
scheme/service
Upload the logo file for
Logo

the scheme/service

Active Version

The external URL under
Active version field

This will be displayed on
the left side under the
name of the
scheme/service in the L3

page

Short Introduction *

Small introduction to
the scheme/service

This will be displayed
under the name of the
scheme/service in the L2
page of Schemes and

Services
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Internal/External
Link

Type of redirection
required

Based on the type of redirection chosen in the Internal/External Link’ field, the

rest of the CMS page updates. The new fields are described below.

External Link

Field Name

Intended Use

Remarks

URL *

URL of the Initiative's
website

Internal Link / External Link

Internal Link ~
Long Title
[Character Limit 400]
i
c 000
0 Add Media 1 | [ ex
File » Editv Vieww Insertv Formatv Toolsw Table w
Paagiaph v B I & Ev Ev = = £ E £ 8 &
Version List
Title URL
Activity content
Add Row
Detailed Documents Title
Detailed Documents
Start Year
End Ye
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Internal Link

Scheme/Service

Field Name Intended Use Remarks
The name of the L3
Long Title page of the

Long Introduction *

Main text to describe
the Initiative

Eligibility

Detailed eligibility
criteria description

This will be displayed
under the name of the
scheme/service in the L3
page of Schemes and
Services

Version List

Version of the service
or scheme

This will be displayed on
the left side under the
name of the
scheme/service in the L3

page

Activity Content

Highlight the content
on the page

Detailed Documents
Title

Name of the
documents section

Detailed Documents

Upload associated
documents

The user may upload as
many documents as
needed by clicking on the
‘Add Row’ button

The year when the

Start Year scheme was first
offered
The year when the
End Year scheme was

discontinued

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.
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4.4.2 Tenders

The Tenders page contains details about open tenders issued by the

Ministry/Department. This page also contains an archive of all expired tenders.

To add details about a new open tender, navigate to the ‘Tenders’ section via the
left side navigation menu of the CMS and then click on ‘Add New Tender’ to fill

the required fields of tenders.

Tenders Post VoA,

Tender Id *

[Character Limit 100]

Tender Name *

[Character Limit 100]

Published Date

Due Date

Upload File Type

| Single File v ‘

Document Type *

| poF |

Search | Select post type || select taxonomy v

NSDC Report on Electronics and IT Hardware Sector

a
Acts and Policies |

Field Name Intended Use Remarks

Tender ID * The unique ID of the
tender

Tender N N Name to describe the
ender Name
tender

Date on which tender

Published Date details were published
to the public
Date till which the

Due Date tender applications are
active
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Upload file type

Single/multiple file type
for documents to be
uploaded

Document Type

Attach an associated
PDF or URL

File

Document to be
fetched

These documents will be
visible only if they are
uploaded to the
Document Repository.

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.4.3 Vacancies

The vacancies section contains details information about vacancies at the

Ministry/Department. This page also contains an archive of all the expired

vacancies.

To add/modify the details about an opening, locate the section titled ‘Vacancies’

in the left side navigation menu of the CMS. To add details of a new opening, click

on Add New Vacancy. To edit the details of an opening, click on the page to edit

the contents.

Persona

Select Persona

Skill Seeker

Media
Farmer12
Business-owner

hello

File v Editv View Insertv Formats Tools

o
=4

"B I 6 =v &=+

BE
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Published Date

Start Date *

Due Date *

Upload File Type

‘ Single File

URL OR PDF

‘ PDF

File *

Search...

NSDC Report on Electronics and IT Hardware Sector
Acts and Policies

Brochure

Presentation

Citizen Engagement

‘ Select post type

v ‘ ‘ Select taxonomy

a

Field Name

Intended Use

Remarks

Select Persona

The persona which is
most concerned with
the contents of this

post
Title * Name of the opening
Brief description of the
Content *

opening

Published Date

Date on which opening
details were posted

Start Date *

Date on which hiring
for vacancy to
commence

Date by which

Due Date * application will
conclude
Single/multiple file type

Upload file type for documents to be

uploaded
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Attach an associated
PDF or URL

URL or PDF

These documents will be
Fetch document from visible only if they are
listed document uploaded to the

File

Document Repository.

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.4.4 Competitions and Awards

The Competitions and Awards page gives details about the competitions hosted

by the Ministry/Department.

To add/modify the details about a competition, locate the section titled
‘Competition and Awards’ in the left side navigation menu of the CMS. To add
details of a new competition, click on ‘Add New Competition and Awards’. To edit

the details of a competition, click on the page to edit the contents.

Select Persona
Researcher
Media

Competitions and Awards Post

Title *

Competitions and Awards Banner Image

[Allowed file types - JPEG,JPG,PNG,WEBP] [Width - 1440 and Height - 260, Maximum size - 5MB]

No image selected | Add Image

Competitions and Awards Logo

G.JPG,PNG,WEBP,5VG] [Width - 120 and Height - 60, Maximum size - 2MB]
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url

Eligibility
[ Character Limit - 400 ]

Awards

Start Date *

Field Name

Intended Use

Remarks

Select Persona

The persona which is
most concerned with
the contents of this
post

competition

. Name of the
Title * .
competition
This image will be
Upload any image displayed above the
Image * associated with the name of the competition
competition in the Competitions and
Awards L2 page
Upload the logo of the
Logo

Short Description *

Details about the
competition in brief

This will be displayed
along with the name of
the competition on the
Competitions and Awards
L2 page

Description

Complete description
of the competition
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) Supporting content for
Details "
the competition
External URL
URL associated with the
competition
Eligibility criteria of
Eligibility 9Bty
participants
Descriptions of awards
Awards
on offer
Date of initiation of the
Start Date * o
competition

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.4.5 International Collaboration

The International Collaboration outlines the Ministry's/Department’s

International Initiatives and Collaborations, organized by country.

To add details about international initiatives and collaborations navigate to the
‘Pages’ section via the left side navigation menu and then click on the page titled

‘International Collaborations’.
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The international Collaborations CMS page has 3 sections as shown below:

, 2 = o A
o e ~
International -
e pla
Collaborations |
Typ to choose a block AU?::;
| Collabor.
Revisions (45) o
B, r Introducti Country gag t
Th}e fields in each section are described in the tables below.
Banner Section
Field Name Intended Use Remarks
Name of the
Banner Title * International
Collaborations L3 page
International
Collaborations

International Collaborations

Banner | Introduction  Country specific engagements

Introductior

| B Add Media | T
()0 G e ) o) ) o] Cor) (o) ) ) o)
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Introduction Section

the
Ministry/Department

Field Name Intended Use Remarks
Brief introduction of the
. International
Introduction ) L
Collaboration activity of
Content *

International

Collaborations

International Collaborations

Banner Introduction Country specific engagements

Country Content Title *

[Character Limit 100]

India

Country specific engagements

[ ) (7] ame | [awote | et | (e | [ima ) [t (o0 | (][ | (e ] [ ise o

Country Specific Engagements Section

Field Name

Intended Use

Remarks

Country Content
Title *

Title of the Accordion
section

This is highlighted in the
illustration below by 1

Country Specific
Engagements

The collaboration
activities with each
country

This content is structured
in accordions and the
user may add as many
accordions as needed by
clicking on the ‘Add Row’
button
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Left Side Description
*

the L2 page. This is
highlighted in the
illustration below.

The content added in this
section will be displayed
prominently at the top of

@ Government of India

@ Ministry of Skill Development and Entrepreneurship

Unlock human capital to
trigger a productivity dividend
and bring aspirational
employment and
entrepreneurship pathways to
all.

®

Search Q - - 2% %]

Introduction

The Ministry of Skill Development & Entrepreneurship (MSDE), along with its International Cooperation Division,
National Skill Development Corporation (NSDC), Directorate General of Training (DGT), and other implementing
organizations, works with the Ministry of External Affairs (MEA) to supply skilled Indian workers abroad. This
involves aligning skill qualifications, recognizing certificates, accrediting training providers, and more.

Bilateral Engagements and Collaborations on Skill Development

Government to Government (G2G) MoUs

MSDE has signed 11 G2G MoUs with countries like Australia, Denmark, Japan, and others for skill development and

vocational education training. Some MoUs have expired.

Business to Business (B2B) MoUs

* NSDC, under MSDE, handles B2B MoUs for recruitment, migration, and training services.

« It has signed 18 such MoUs with countries like Japan, Australia, Germany, and others.

 These cover areas like skilled Indian workers’ mobility to GCC countries, jobs in Australia (e.g., Truck Driver,
Chef), and promoting Indian nationals in the Canadian job market.

Country specific engagements

Australia v

IIf

M

o
3
c

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.4.6 Initiatives

The Initiatives page contains information about specific initiatives undertaken by

the Ministry/Department.

To add/modify the details about an initiative, locate the section titled ‘Initiatives’

in the left side navigation menu of the CMS. To add details of a new initiative, click

on ‘Add New Initiatives’. To edit the details of an initiative, click on the page to

edit the contents.
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Short Description

Internal Link / External Link

Internal Link

Long Title

Field Name

Intended Use

Remarks

Upload the banner

Image image for the L3 page
of the initiative
Upload the

Icon appropriate icon the
initiative

Title * Name of the Initiative

Short Description

Small introduction
about the activities
associated with this
initiative

This content appears
under the name of the
initiative in the L2 Our
Initiatives page

Internal/External
link

Type of redirection
required

If the initiative has an
associated website,
choose ‘External Link’
and provide the link to the
external website. If there
is a need for a L3 page for
the initiative, click

‘Internal Link’
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External Link

Field Name Intended Use Remarks
URL * URL of the Initiative's Ios and Android URLs to
website be added
Internal Link
Field Name Intended Use Remarks
. The name of the L3
Long Title

page of the initiative

Long Description

Main text to describe
the Initiative

Activity Content

Highlight the content
on the page

Detailed Documents

Select associated
documents from the
list.

These documents will be
visible only if they are
uploaded to the

Document Repository.

69




After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.5 Documents

The Documents section is a dedicated L2 page which provides a repository of all
documents uploaded by the Ministry/Department. The Documents section allows
the viewer to browse for documents by type. Each document type forms a

separate L3 page.

To add/modify the details about a document/set of documents, locate the section
titled ‘Documents’ in the left side navigation menu of the CMS. To add a new
document/set of documents, click on Add New Documents. To edit the details of

a document, click on the page to edit the contents.

Field Name Intended Use Remarks

The persona which is
Select Persona most concerned with
the contents of this post

Name of the
Title * document/document
folder

Date of creation of

Date
document

70



These documents will be
Upload relevant files visible only if they are
from the list uploaded to the

File *

Document Repository.

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.6 Media

The media section contains a variety of multimedia published by the
Ministry/Department. It allows the Ministry/Department to share

photos/videos/brochures/presentations with the viewers, all from one section.

4.6.1 Photos

The Photos tab is designed to resemble a library of albums from various events
shared by the Ministry/Department. Photos from various events are collated into
their respective groups and the viewer can search for specific albums as per their

needs.

To add/modify the details about a photo album, locate the section titled ‘Photos’
in the left side navigation menu of the CMS. To add details of a new photo album,
click on Add New Photos. To edit the details of an existing photo album, click on

the page to edit the contents.
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Field Name

Intended Use

Remarks

Select Persona

The persona which is
most concerned with
the contents of this
post

Title *

Name of the photo
album

Thumbnail Image *

Upload the cover image
of the album

This image will be
displayed on the L2 page
of the photos section

Gallery Image

Upload all images
relevant to the album

Date

Date on which the
photos were taken
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ﬂ Government of India ? @ %
Ministry of Electronics and Information Technology o S Y| ¥ d

Home Ministry Offerings « Documents Media . Connect «

Home / Media

Photos

iiPhotos Videos

Sort by

s

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.6.2 Videos

The Videos section contains a library of videos produced/endorsed by the
Ministry/Department for their viewers. This section allows the user to embed

videos from YouTube or upload local video files to display on the website.

To add/modify the details about a video file, locate the section titled ‘Videos’ in
the left side navigation menu of the CMS. To add details of a new video file, click
on Add New Videos. To edit the details of a video file, click on the post to edit the

contents.

111111
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Field Name

Intended Use

Remarks

Select Persona

The persona which is
most concerned with
the contents of this
post

Title *

Title of the video to be
uploaded

Videos Type *

Dropdown to select the
video source from the
provided choices

Based on the choice
made here, the fields
below change
dynamically

Date

Date on which the
video was uploaded

Time *

The runtime of the
video

Videos Type - YouTube

Field Name

Intended Use

Remarks

Video URL

The Embed URL of the
video from the
YouTube website

Videos Type - MP4

Field Name

Intended Use

Remarks

Thumbnail image *

Upload the preview
image of the video

MP4 File *

Upload the video file

from the local system

This video type allows the
user to upload a local file
to the website
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Videos Type - Site Videos

Field Name Intended Use Remarks

Upload the preview This video type allows the
image of the video user to display a video
already uploaded to a

Thumbnail image *

URL * Link to the video

web server
Users must ensure that all videos uploaded to the CMS include subtitles and must

not upload any videos without them.

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes

4.6.3 Presentations
The presentation tab contains the presentation files made by the
Ministry/Department. The posts in this section generally include the

presentations given by Ministry/Department personnel at conferences/events.

To add/modify the details about a presentation, locate the section titled
‘Presentation’ in the left side navigation menu of the CMS. To add details of a
new presentation, click on Add New Presentation. To edit the details of a

presentation, click on the page to edit the contents.
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Field Name Intended Use Remarks

Heading of the
presentation

Title

. Cover slide of the
Thumbnail Image ,
presentation

Date on which the

Date presentation was
created
These documents will be
File Select the document visible only if they are
from the list uploaded to the

Document Repository.

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.6.4 Brochures

The Brochures section contains PDF files of brochures published by the

Ministry/Department.

To add/modify the details about a brochure, locate the section titled ‘Brochures’
in the left side navigation menu of the CMS. To add details of a new brochure,
click on Add New Brochures. To edit the details of a brochure, click on the page

to edit the contents.
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Field Name

Intended Use

Remarks

Select Persona

The persona which is
most concerned with
the contents of this
post

Brochure Title *

Name of the brochure
file

Brochure Date *

Date on which the
brochure file was
published

File*

Select the document
from the list

These documents will be

visible only if they are
uploaded to the
Document Repository.

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.7 Connect

The Connect section contains L2 pages which allow the viewers to communicate

with the Ministry/Department. This section contains L2 pages like Contact Us, RTI,

Grievance Redressal, Directory etc... and provides the viewers information on
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how to get in touch with the Ministry/Department. To edit these pages, follow the

guidelines provided in the sections below.

4.7.1 Contact Us

The Contact Us page contains important details about the Ministry/Department
along with the contact details of key personnel from the Ministry/Department
such as the Web Information Manager, Chief Informatics Officer etc. This page
also contains the official address of the Ministry/Department headquarters. The
user may choose to embed a google maps snippet or a QR code to ensure ease

of access for viewers.

To add/modify content under the Contact Us page, navigate to the ‘Pages’
section from the left side navigation menu and search for the page titled

‘Contact Us’.

Banner Title [ Character Limit - 50 ]

Contact Us

QR Code
Field Name Intended Use Remarks
. Title of the Contact Us
Banner Title
L2 page
Official address of the
Contact Us Address*
headquarters
. Contact details of The user may add the
Contact Us Details i o )
essential officials details of as many
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officials as required using
Add Row
Embed URL for the
Contact Us Map .
google maps snipper
URL for QR code of the
QR Code )
location
@ Government of India o = )
@ Ministry of ;kill Development and Entrepreneurship i o kil India a%l% M;\u
@ Ministry of Skill Development and - ’ Jrant Bihar Niv ) o &,

Entrepreneurship &aus_r_'a_l Br‘awf"

Government of India o2y o

Kaushal Bhawan, New Moti Bagh A4 iAok i v
New Delhi-110001 ke ol 9
Chief Informatics Officer el Safdariung )
Ms. Sonal Mishra M 1 Q
Joint Secretary jung railway
26773009 '
sonal{dot]mishra[at]gov[dot

Web Information Manager
Shri Ashutosh Kumar

Joint Secretary

General Queries
Ministry of Skill Development and
Entrepreneurship

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.7.2 RTI

The RTI page provides the users information about the RTI act, how to send a RTI
request and other particulars regarding the RTI act. This page contains several
documents relating to the RTI act as well including the Suo Moto documents,
however the Suo Moto Documents need to be uploaded from the documents

section. Refer to section 4.5 titled Documents for more information on how to

upload documents.

To add content under the RTI page, navigate to the ‘Pages’ section from the left

side navigation menu and search for the page titled ‘RTI".

79



111111

0 Add \

* B I & EYiEE

%

£

Field Name

Intended Use

Remarks

Banner Title *

Heading of the RTI L2
page

Unless specified, this field
should be ‘RTI’

Left Side Link

This is displayed
prominently on the top
of the page as
illustrated below

User can add as much
information using Add
Row

Title *

Heading to the main
page content

Content

Important information
related to the RTI Act
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Eﬁ Government of India

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

@ Ministry of Skill Development and Entrepreneurship

Empowering every citizen
to seek any

information from the
Government

to save changes.

4.7.2.1Detailed RTI

This section is used to add accordion cards within the RTI page for further

a

Search. Q =
Skill India

Right to Information (RTI)

The Right to Information Act 2005 mandates timely response to citizen requests for government information.
Right to [nformation empowers every citizen to seek any information from the Government, inspect any
Government documents and seek certified photocopies thereof.

Address it to:

Ministry of Skill Development and Entrepreneurship
Shram Shakti Bhawan, Rafi Marg

New Delhi - 110001

Submission Information

Applications for information under RTI Act, 2005 from Ministry of Skill Development and Entrepreneurship may be
addressed to Central Public Information Officer, Ministry of Skill Development and Entrepreneurship, New Delhi -
110001 clearly specifying the information required from the records of Ministry of Skill Development and
Entrepreneurship. The fee of Rs.10/- (Rupees Ten only) in respect of such application is to be made by way of
Indian Postal Order/Bank Draft/Banker’s Cheque payable to "Pay & Accounts Officer, Ministry of Skill Development
and Entrepreneurship”

The Right to Information Act, 2005 o) 1.06 MB @ VIEW

Guidelines on suo motu disclosure under Section 4

) eno7ke @ view
of RTI Act, 2005 e
RTI Rules 2012 I 13155k @ vIEW

information on each heading within the overall RTI page.

To add content under this page, navigate to the ‘Detailed RTI’ section from the

left side navigation menu and click on ‘Add New Detailed RTI'".

Detailed RTI

Title

Accordian

Accordian Tite

Aceordian Sub

Accordian SubTitle

Accordian Card

Card Farmat

Accordian Card Title

L]

%)% ]
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Accordian Card Type

l Select

]

URL I

PDF

PDF and Url

Add Row

Field Name Intended Use Remarks
. Heading of the
Title .
accordion

Accordion Title

Title of the accordion

Accordion Sub Title

Title of the information
contained in the
accordion

Accordion Card

Select card format by
clicking on Add Row
button

Accordion Card Type

Select the desired option
from the dropdown
menu

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.7.3 Visitor's Pass

The Visitor's Pass page contains details on how an external entity can raise a

request to generate a day pass for visiting the Ministry/Department premises.

To add content under the Visitor's Pass page, navigate to the ‘Pages’ section

from the left side navigation menu and search for the page titled *Visitors Pass’.
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Banner Title *

[Character Limit 200]

Visitor's Pass

Left Side Tab Description *

Add

Med Visual | Text

(5] o) o] o)) e ) o) o) ) e e

Title *

[Character Limit 50]

Content

Visual | | Text

Dnm = B m e oo e e
|

Visitor’s Pass Book URL
[Character Limit 50]

https://evisitors.nic.in/

Field Name Intended Use Remarks

Title of the Visitor's

Banner Title *
Pass L2 page

This content is displayed

Left Side Tab )
prominently on the top of

Description *

the page
. Header to the main
Title *
content
Details to raise a visit
Content

request

Visitor’s Pass Book Link to visitor pass
URL portal

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.7.4 Grievance Redressal

The Grievance Redressal section contains guidelines on accessing the CPGRAMS
portal and other important information to log and resolve issues faced by the

viewers.
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To add content under the Grievance Redressal page, navigate to the ‘Pages’
section from the left side navigation menu and search for the page titled

‘Grievance Redressal’.

* B I & =+ EE=ESLR =
Introduetion
The Centralised Public Grievance Redress and Monitoring System (CPGRAMS) is an accessible 24/7 online platform for citizens to lodge service-related complaints. Linking all Ministries/Departments of the Government of India and

States, CPCGRAMS ensures role-based access. Users can easily access CPGRAMS through a mobile app downloadable from the Google Play store or integrated with UMANG.

Field Name Intended Use Remarks
. Title of the Grievance
Banner Title *
Redressal L2 page
. This content is displayed
Left Side Tab )
.. prominently on the top of
Description
the page
. Header to the main
Title
content
Guidelines on how to
Content * use the CPGRAMS
portal
Header of the
Link Title Grievance Redressal
URL
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URL of the CPGRAMS
portal

Link URL

The user may add much
Attach any relevant
Content Assembly

Block

] content as needed by
PDFs by selecting from o )
filling the content in page
detailed data.

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

drop down menu

to save changes.

4.7.5 Parliament Questions

The Parliament Questions page contains links to the Rajya Sabha and Lok Sabha

portal wherein the questions discussed in the house are posted.

To add content under the Parliament Questions page, navigate to the ‘Pages’
section from the left side navigation menu and search for the page titled

‘Parliament Questions’.

Field Name Intended Use Remarks
Title of the
. Parliament
Banner Title * i
Questions L2
page
Cover image of The user may add
Image * the hyperlink as many
card hyperlinks as
. Name of the needed by clicking
Title * , , ,
hyperlink card on the ‘Add Row
_ button
Link to the . .
_ An illustration of
URL * question/answer , ,
this page is shown
portal
below
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1l

w Government of India p— Q 0]
@ Ministry of Skill Development and Entrepreneurship skill India

Home / Connect \
Parliament Questions ‘ \

B[%|%

Z
o
3
€

Contact Us Directory RTI Grievance Redressal Public Consultation égParIiament Questions Visitor's Pass

g = = {
@ Lok Sabha Questions Rajya Sabha Questions

o]
=

= o I -

“ Page  Block X
[ ] (]
ar Iament uestlons o ’
Visibility Public
Publist February 4 7:43 pn
Type / to choose a block uoin A o
Template Default template

Parliament Questions . URL oner.digifootp.
AUTHOR
Banner Title @
acfuser v
Swit i Move to trash

Parliament Questions

Image * @ Title * @ ud * @ Revisions ) o)
Allowe Wid
1440 a {eight - 260, MB]

Featured image ~

Choose File | No file chosen

Discussion ~

Add Row

i

Page Attributes -
Page

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.7.6 Citizen Engagement

The Citizen Engagement provides a space for the public to contribute to the

documents posted by Ministry/Department for Citizen Engagement.
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To add content under the Citizen Engagement page, navigate to the ‘Pages’
section from the left side navigation menu and search for the Page titled ‘Citizen

Engagement’.

Citizen Engagement

Left Side Tab Description *

Title *

[Character Limit 250]

Citizen Engagement

Upload Details

Title URL or PDF
[Character Limit 250

Field Name Intended Use Remarks

Title of the Citizen
Engagement L2 page

Banner Title *

This content is displayed
prominently on the top

Left Side Tab
Description *

of the page
) Header to the main
Title *
content
The user can attach as
many PDFs and URLs as
needed by clicking on
. Attach relevant PDFs or
Upload Details URLs ‘Add Row’ button
Each row has a title and a
collection of PDFs/URLs
along with it
Email address of the
) official citizen
Email

engagement inbox of the
Ministry/Department
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After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.8 Footer

The Footer section is a ribbon present at the bottom of each page. It provides the
user with quick links to various sections such as Help page, Related Links, Website
Policies etc. The footer also provides website ownership information, quick links

to Ministry/Department social media pages and last updated information.
4.8.1 Footer Links
The Footer Links page allows the user to configure the quick links to the

Ministry/Department’s external important pages.

To add/modify the contents of the Footer Links section, navigate to the ‘Footer
Links’ section via the left side navigation menu and then click on ‘Add New

Footer-links. The links and images get auto fetched on the homepage of the

website.
Field Name Intended Use Remarks
L Text above the social Ideally this should be
Footer Social Title , , , A ,
media handle icons Subscribe for Updates

Links and icons of all

The user may add as
. social media handles of ) y )
Footer Link th many social media

e

. handles as required by
Ministry/Department
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clicking on the ‘Add New
Row’ button

Each row has an icon of
the social handle and a
URL

. Ownership statement
Footer Below Title )
and copyrights

, The user may add as
Logo and links of

_ many logos as required
Footer Logo important external

by clicking on the ‘Add
New Row’ button

websites

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.8.2 Sitemap

The Sitemap provides a tree structure of the whole website with hyperlinks to
each section. The sitemap is created automatically based on the CMS structure.

The user can only edit the banner image of the sitemap page.

To edit the banner image, navigate to the ‘Pages’ section from the left side

navigation menu and search for the Page titled ‘Sitemap Layout’.

Banner Image *

[Allowed file types - JPEG,JPG,PNG,WEBP] [max Width - 1920 and max Height - 280, Maximum size - 5MB]

Field Name Intended Use Remarks
Upload the banner
Banner Image * image for the sitemap
page
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After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.8.3 Help

The Help page contains accessibility information and other articles to enhance

the user experience. This section also has a provision to incorporate FAQs.

To add content under the Help section, navigate to the ‘Pages’ section from the

left side navigation menu and search for the Page titled ‘Help’ as shown below.

File vy Edity Viewy Insertw Formaty Tools v

-

Paragraph v B I 6 i=v =+

P 8 O

Add Row

Add Row
v

Field Name Intended Use Remarks

This section is created as
a Title-Content pair and

Main content of the the user may add as
Content ) )
help section many such sections by
clicking on the ‘Add Row’
button
The user can create the
. ) FAQ section by creating
Accordion FAQ Section

as many accordions as
needed. Click on the ‘Add
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Row’ button to input a
Question-Answer pair

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.8.4 Related Links

The related links page contains links to external sites which aren’t included

anywhere on the website but are associated with the Ministry/Department.

To add any links relevant to the website, navigate to the ‘Pages’ section from the
left side navigation menu and search for the page titled ‘Related Links’ as shown

below.

Banner Image *

[Allowed file types - JPEG,JPG,PNG,WEBP] [max Width - 1920 and max Height - 280, Maximum size - 5MB]
No image selected
Related Links
Banner Title *
Related Links
Details

Title *

Field Name Intended Use Remarks

Upload the header
Banner Image * image of the L2 Related
Links page

Title of the Related
Links L2 page

Banner Title *

The user may add as
Attach the URL and the | many URLs as needed by
corresponding title clicking on the ‘Add Row’
button

Details
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After populating all required fields (marked with *), click on ‘Publish’ or ‘Update’

to save changes.

4.8.5 Website Policies

The Website Policies page contains details about the various policies that the user

agrees to when they use the Ministry/Department website.

To add/change the banner image of the ‘Website Policy’ page, click on ‘Pages’
section from navigation pane and locate ‘Website Policy’. Under the ‘Banner
Image’ section, click on the ‘Add Image’ button to upload an image from your

device or use an image from the media library.

Banner Image *

[Allowed file types - JPEG JPG,PNG,WEBP] [max Width - 1920 and max Height - 280, Maximum size - 5ME!

No image selected | Add Image

To add information regarding website policies such as Privacy Policy, Hyperlinks
Policy, Copyright Policy, and Terms of Use, find the associated page under the
‘Pages’ section of CMS.

These are L3 pages which are enclosed within the Website Policies page.

Each of these pages have the same layout with the following fields.

Field Description

Banner Title * Title for the banner image uploaded

in the policy section

Policy Content * Main text regarding policy, user

agreements and all disclaimers

Policy Manager Policy Manager Title

Policy Manager Name Name of Ministry/Department official

in charge of policy
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Policy Manager Designation Designation of Ministry/Department

official in charge of policy

Policy Manager Phone Number Contact details of

Policy Manager Email Ministry/Department official in

charge of policy

I

After populating all required fields (marked with *), click on ‘Publish’ or ‘Update

to save changes.

5 Tech Support Team

For any assistance regarding the CMS manual, users can contact our support
team via email at support-dfp@nic.in. For issues relating to the tech aspect of the
manual, users can reach out to dfpftech@nic.in. We are committed to providing
prompt and effective support to address any queries or issues encountered while
using the manual
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