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Welcome to e-Annual Report User Manual. This guide describes web portal functionality for 
users as well as administrators. 

The web portal runs inside compatible web browsers. We recommend using the following web 
browsers. 

 Google Chrome (Latest) 
 Firefox (Latest) 

The URL for the web portal is http://ard.goa.gov.in 

Once you are in the web portal, you will be seeing the login page first. 

1. Login  

-Login using the Username and Password provided by ARD 

 
 

 

 

 

 

 

http://ard.goa.gov.in/
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After logging in for the FIRST Time, User will have to change their password  

 
 

After successfully changing the password, user will be redirected to the Log- In 

page. User will have to Log-In with the new password.
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2. Dashboard 

 

3. Annual Report – Menu 

On the Left side All the Menu are Listed. User will have to Select click on the Menu to 
Open the Form. 
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4. Introduction 

Type in the Editor provided and save the data. 

 
 

5. Organizational Chart 

Select Chart type – Structural / Positional and click on the “Browse” Option to Upload the 
Organizational Chart. Only PDF File Allowed. 
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6. Staff Details 

 

 
 

7. Functions and Duties 
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8. Schemes 

 

 
 

 

9. Acts & Rules 
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10. Incumbency Position 
 

 

 

 

11. Major Initiatives / Achievements 
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12. Events Held 
- - If no Events are held during that financial year, you can select the “Not Applicable” 

check box on the top. 

 
 
- Training Program 
- If trainings are not held during that financial year, you can select the “Not Applicable” 

check box on the top.
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13. Recruitment Done 

 
 
 
 

14. RTI 

 
 
 
 



e-Annual Report [USER MANUAL] 

 

10 | P a g e  
 

15. Grievance Redress Mechanism 
 

 
 
 
 

16. Citizen Charter 
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17. Financial Management 
 

 
 
 

18. Vision 
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19. Generate Report 
- After making entries in all the report sections, you can generate the Draft copy of the 

report and take print for your reference. 
- One the report is ready to be submitted to ARD Click on “Submit Report”. The Report 

will be available to the Administrative Reforms Department for Verification. 

 
 

Queries Raised by ARD 
- If ARD finds any discrepancy in the report you submitted they will raise the query 

against each report section. 

- On the dashboard user will get a notification if any queries are raised.  

-  
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- Once clicked on the the notification it will open a page with all the queries raised. 
- Against each query two buttons are provided, Reply and to go the section for which 

query is raised.  
- For ex. in the screenshot provided there are two buttons one is reply that is to reply to 

the query and 2nd is “Go to Organizational Chart” to go that section of the report. 
 

-  
 

- In each section you will get the queries raised by ARD. 

-  

 

 


