
                                                            

 

 

User has to login at http://panchayataward.gov.in/ with appropriate login credentials of State 

admin. 

 

A. To decide workflow: 

1. Login through State Admin user name and password.  

2. Go to the workflow option in the menu bar on the left panel.  

3. Select Workflow  Add  

4. On the screen, select Award type and Entity (level of Panchayat) type.  

5. Only SPPAC tier will show.  

6. Click on the Save button.  

7. Click on Freeze button, once you have finalized workflow. Now, workflow cannot be changed.  

8. Do the same for all the three type of awards.  

 

B. To Publish Questionnaire: 

1. Once workflow has been frozen then the State admin has to publish questionnaire.  

2. Go to questionnaire option in left menu.  

3. Click Questionnaire  Manage.  

4. Choose Award type and theme of specific questionnaire that are to be published.  

 

Please note: Only the questionnaires for which workflow has been freezed will appear in the dropdown.  

 

C. Answering the questionnaires: 

1. After publishing, user will be able to the answer the questionnaires. 

Please note:  

 User can only answer these questionnaires at State admin level. The state will answer on the 

behalf of Panchayats.  

 User can only answer for maximum 5 panchayats.   

 

2. There are three types of Special Category Awards. Out of three, two are intended towards 

panchayats and one is for the institution.  

A) Panchayat Kshamta Nirmaan Sarvottam Sansthan Puraskar (For institution) 

B) Carbon Neutral Vishesh Panchayat Puraskaar (for panchayats) 

C) Gram Urja Swaraj Vishesh Panchayat Puraskaar (for panchayats) 

                    SOP for Special Category Awards  



3. For Award (A), User needs to fill an additional form, ‘Register Institution’. Go to left hand side 

menu  select ‘Regsiter Institution’  Add. The following form will appear, then fill in all the 

details carefully. Then click on save  

 

4. After filling this form, go to left hand side menu and click on  Questionnaire for Special 

Awards Add. The following screen will appear.  

 

 



5. Click on ‘Accept’. The following screen will appear. Select the award type from the dropdown 

and other fields like ‘theme’, ‘state name’, district panchayat, block panchayat, Gram Panchayat. 

Then Click on  Continue 

Please note: The state will answer on the behalf of Panchayats. You can only answer for 

maximum 5 panchayats.   

 

 
6. Now the Answer details screen appeared, which will display all the questions to be answered in 

this award type  

 



7. User can select Previous or Next Button to navigate OR Can go to any Questions directly by Click 

on specific number 1,2,3,….12,13,14 in left pan. 

 

8. Non Attempted or wrongly answered question no will be highlighted as Red 

 

9. Save Answer: After answering all questions, to save them user have to Click on Save Button. 

 

10. Modify Answer : User has to select left menu Answer  Manage  Modify Option ( All saved 

questions will appear in same order) 

 

11. File Upload/attachment as supportive documents: Before freezing, File upload is mandatory in 

few questions. Other validations are: 

 

 Special Characters (!@#$%^&*(),double dots .. filename..pdf )are not allowed in file title/name. 

 Specified File size will 300 KB for each uploaded document. 

 Scanning of document should be in PDF/JPG only and should NOT be done by any pirated 

              software tools, due to cyber security concern. 

 

12. Permanently freeze answers: If file upload is not done against earmarked questions, then 

freezing is NOT allowed. 

 

 Answer Manage  Freeze  Allow to freeze the answered questionnaire permanently, after 

that user cannot modify the answer. 

 User can download answered PDF using Answer Manage  Download PDF 

 

 

          Important Note: 

 

 User should save the answered questions one by one to avoid network connectivity or slow 

connectivity. The maximum session time 30 minutes is kept for the benefit of the user. 

 Later on using Answer  Manage  Modify (User can modify the answer, till the final freezing 

of answer). To avoid last cut off date rush, user be advised to fill up their questionnaire and 

freeze them 


