User Manual for Admin and Counsellors

This is an internal documentation, a user manual for Admin and Counsellors for RDSQ’s Traffic and
Psychotechnical Directorate. Here, we look at the activities of super admins, admins, and counsellors, to

manage the various functions of the Salahkaar App.
Let’s start with the first step which is logging in to the website

1. Getting started: Logging in to the website

The website is compatible with any browser and has strong data and access security protocols in place.
To login to the website all users will need a user ID and password using the below mentioned URL to

signin.

URL: https://admin.ptdrdso.com/

There are three roles available and all users have to be classified under one of them which are Super
Admin, Admin and Counsellor. We will talk about each role and their roles and responsibilities in detail

during the course of this manual.

2. How to make a new Admin user

Upon logging in with a Super Admin’s ID and password, we get to the following screen.
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https://admin.ptdrdso.com/

Let us now consider how a Super Admin will add new users. Start by clicking on Manage User, which is
right below the Dashboard tab marked in red. Here, we will first consider how a Super Admin adds a

user.

Clicking on Manage User will take you to the following screen.
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In the Add New User section, enter the user’s name, phone no and email address as their primary

information along with the desired password. Next select the user type (Admin User or Counsellor User)



and click on the button “Add User” at the bottom of the page. The system will generate a user ID and
the same along with the password entered by the Super Admin will be mailed to the new admin in the

welcome email.

The new user (admin) has now been successfully added. You can come back to the Manage User section

to check if the new user has been added successfully or not.

Note: The rights of the Super Admin and Admin are different, the super admin has an added right to add

new users as admin or counsellor.

The below mentioned screenshot is of the page that an Admin will see.
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3. How to make a new Counsellor User

In the next section we will see how a Super Admin/ Admin can create a new counsellor user. For the

same, first login with your Super Admin/ Admin credentials and click on Counsellor Management.
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The following list is displayed which lists the counsellors and their contact information.
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If you intend to add a new counsellor user, fill in the new counsellor’s details like Name, phone no and

email address and click on Add User.
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Once a new counsellor user is added, they will receive the system generated user ID and password in

their email.

To check whether the new counsellor user has been added successfully or not, we can come back to the

Counsellor Management section and see the list of active counsellors where you will find the new user.
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4. New participant user registration approval

In this section, we will look at new participant user on-boarding approval process for registrations done

through the Salahkaar app.

All new users have to download the app from the Google Play store and register for using the app. The
users will have to fill in their information on the following given page to send an approval request to the

Salahkaar Admin
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Once a user registers through the app, the admins will receive an SMS and email notification informing
about the same. Log on from the super admin/ admin user ID to complete the procedure as defined

below.

To begin the approval process, we will first click on the Approval Queue.
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As seen in the image below, we see the participant’s details up for review towards the right of the page

along with some action buttons.
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Among the action buttons, we have the option to view participant details as given in the image below.
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The Super Admin/ Admin can approve or reject the application by clicking on the approve/ reject

buttons under the action section. In either case the participant user will be informed via app based

notification or an email.




5. Assessment Creation

As a next step we now talk about how to create new assessments and publish them in the public domain

on the app. To begin, we login with the super admin/ admin profile and tap on Assessment Creator
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The following screen is displayed which shows a list of all the assessments along with their categories
and the number of questions in the assessment. There are a number of action buttons available under

the action column which we’ll discuss later in the document.
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To begin creating a new assessment, click on Create New Assessment Test. Browse down and select the
categories under which you would like the assessment to be placed on the app. If the desired category is

not available, we can create a new one by clicking on Add New Category (this section is covered later in

the document)
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We have the option to select between three Assessment and Grade Scale types which tells the system

what type of assessment to expect and how to calculate the interpretation.

5.1 General Assessment and Sum Grade Type- The assessments uploaded under this grade
scale calculates the interpretation by adding the marks obtained for each answer and the
sum is then used to find out the interpretation as per the norms table

5.2 General Assessment and Count Grade Type - The assessments uploaded under this grade
scale calculates the interpretation by first determining the predominant factor (which factor
has the maximum count) and then finds out the interpretation based on the factor’s norms
table.

5.3 Customized Assessment and Sum Grade Type — Under this assessment type we can upload
a mix of question type like MCQ + Range (Slider) + DDL (drop down list) etc., and the
interpretation is calculated by adding the marks obtained for each answer and the sum is

then used to find out the interpretation as per the norms table



Type in the test title
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And the assessment instructions.
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Please remember, English and Hindi text is supported in both the Title and Instructions. Lastly, click on

Create Assessment.
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6. Adding details to the Assessment

On this page we can edit an assessment’s basic information, add/edit questions, their options,

evaluation marks for each option, Sub factors and their norms table.



We start by first discussing how to edit the assessment basic information. We click on the button Edit

Assessment Basic Information to edit details like Test title, description or category
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Update Assessment Basic Information

Once the Assessment Basic Information popup is open, we can edit the details and click on the update

button to save changes

Browse down on the screen displayed and select Add Factor/ Sub Factor of this Assessment Test.
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The following popup is displayed.
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Now fill in the fields Factor Name, Sub Factor Name, and Factor Information, and click on Save Factor.
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The screen that appears will have your test listed in the Assessment Criteria.
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Browse down and type in the question text.
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Now, fill in the options and choices and click on Add Next Option. Note that the Answer Option says

Multiple Choice.
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You can add as many options or choices as you intend. Now click on Add/Update Question.
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You can add further questions based on test requirements.

7. Evaluation Criteria Creation

Log in as an admin and click on Assessment Creator.
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Select the numbered list next to the concerned test.



lest Management - ADD Questions
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Test Description This questionnaire contains statements related to how you handle the anger provoking situation. Please
read each statement carefully and indicate your response by clicking the button of option which best
describes you.
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This delivers a popup where you can Add/Update evaluation criteria.

Add/Update Norms Table -General Grade Scale

Anger Management - Default
Score Range & Result/Score Interpretation

Min Max Interpretation
Interpretation
Interpretation
Interpretation

Interpretation

Interpretation

After filling in the evaluation criteria, click on Add/Update Evaluation Criteria.
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Now tap on Close.
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The following popup is displayed which shows the Evaluation Criteria Matrix.

Evaluation Criteria Matrix
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8. Assessment Preview

First, login as an admin, and then click on Assessment Creator.
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Click on the preview Assessment icon as shown in the image.
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Browse down to take the test.
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After you are through with the test, click on Submit Answers.

pros® |IRCS Admin

The following screen is displayed



Thank You for participating! Please contact the administrator for the result!

9. Test battery creation

Login as an admin and click on Counsellor Management

n PTD Admin 41 22

0 Dashboard

Total Assessments Total Registrations

Dashboard I~ More info @

® Concern Creation/Close

[ Ticket Created NN Ticket Closed

Oct23 Sep23 Auy

5
5l

Jul 23 Jun 23

B New Concern(s) Up for Allocation

The following screen is displayed.

May 23

2 1

Total Concerns Concerns in Progress
More info @ More info @
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g

7
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@& Participants Age Group Hn




= RDSO

ﬂ PTD Admin

0 Dashboard

Sub Menu

W Appror
H

Counsellor User(s)

Show| 10 v entries

Name Login Code Email

counsd COUNS4 counsd-D@ircsadmin.gamoft.com

COUNS3 COUNS3 couns3@ircsadmin.gamoft.com

Add New User

Name
Phone

Email

User Type

Copy the user name of your preferred counsellor.

PTD Admin

@ Dashboard

b Menu

ent Creator

ent Result

ent

Now logout. Login to the portal again using the counsellor’s credentials, whose username you had

copied.

couns4 COUNS4 couns4-D@ircsadmin.gamoft.com

COUNS3 COUNS3 couns3@ircsadmin.gamoft.com

Add New User

Name

Phone

Email

User Type

Admin User
@ CounsellorUser

Search:
Phone Password
7380447233 123456
9876543646 123456
Previous 1
7380447233 123456
9876543646 123456
Previous 1

Next

Next



[ RDSO Admin Login - u] X

e
&
8
...
(=]

(@} &) https;//admin.ptdrdso.com/login.php LA & [u}

+ & 0O 4

Login to your account

Enter your username and password to login

COUNS3 a

o &

Forgot password

Welcome screen is displayed. Click on Concerns List

1 1 0 0

Total Concerns Handled Concerns in progress No of meetings scheduled No of Concemns closed

0 Dashboard

© B8 Participants Count By Designation = u BB Concerns By Category HB

I Cpen Ticket [ Close Ticket

Station Master Open/Not Defined

Upcoming Meetings

Name Age Email Mobile Designation Agenda MeetingKev Password = Date

This brings us to the following screen.



Participant Query Allocated List

Ticket
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m B
s by
Morar

KApGWS

Designation

Maroeman

SPunter

Shunter

Loco Mt

Loco Mot

MpLzoran

Division

Jpu Apmec Bikaner JoSput

et o Sealdah Asamol Malds

JHputApe B aner Jodvow

Andhala

Mogabsaral

JHpu AP BB aner JoIN0W

Participant Query Allocated List

Ticket Name

e b
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BEBAABAEA

Designation

Megoeman

Shurter
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Phone
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Email
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The following screen is displayed.

Create Personalized Battery

. Title Test Type Category
A You A V2 Personaity Personal oy TafPar
Ao vou Al L dent e \ " Aty Arane g, e e sty TRTOY
Are ' an Eve eep A Frdwarw
Are o 3 realist erLondity e NP L
Are ou 3 Seanitle SPOpper Persoasity Concentration istwes, TSTOM ) FsaT
e
Are %04 a0 Optimiat Perronality oncoreraton e, TITIT # FHFIT, Perronsit
L2l ]
v ) afvara
¥ * v > ¥ T
afFry
v > L G |
A Ll
v . v . y .
Al
Tewt Assessment Pecsonality S, T Cancentration Hiuey TRIT 8 BRFSY
-

Now, select the titles that you intend to choose and type in the battery title.
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o0 ety Pevsonaity Personalny TuidAzg

2 ALLes Lot Perronaity 200t TETE, Concentration e, TRICIT I B
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Are
v X ] 4 A t RSE op i

ADDCORCh 10 Wark eCLONXity PR 2 ord |

Battery Yitle

Click on Create and Assign New Test Battery



10. Create a new WebEx Meeting
Login with the counselor ID as shown in the previous section

Welcome screen is displayed. Click on Concerns List

® RDSO Counseling App -

https://admin.ptdrdso.com/index.php?page=dashboard

cC 6

11 5

Total Concerns Handled Concerns in progress

BB Participants Count By Designation

No of meetings scheduled No of Concerns closed

BB Concerns By Category

I Cpen Ticket [ Close Ticket N
5 4
4
3 3
: 2
1
o/l 1 EEE =
< 3 < 1 _ @ 1
5\6‘@ G A7 &.f\fgﬁ N
@ @ﬁﬁ“ﬁ@ 9\\u\‘/§ e \\m?{?ﬁ W\w“‘?’w 0
ne o\\E‘g v 5\9\'\”““ e © e SR R Ry
@ g 200" W e
o posit® e e N w3
Upcoming Meetings
Name Ace Fmail Mnhile DNecienatinn Acenda MeeatinoKev Pacewanrd Date
Click on the Create Meeting icon as shown in the image below.
a a]
® RDSQ Counseling App - Participant Query Allacation Wait List a X
<« @] [9  hitps://admin.ptdrdso.com/index php?page=alloc A 7 m vE ® 3. o
A
O = 2
®
+ Participant Query Allocated List
Ticket Name Designation Division Phone Email
oDifTf Tasakin Matarman/ Jodhpur/ 9910004868- abbasrr-old@gamofi.com eobhexP O
Abbas old
] Garima ALP/YETH® wicht Lucknowy/ 7800407416 garimasrivastavalee@gmail.com @ Q
Srivastava qHTe TS
Ruby Loco Pilot/elleh] Lucknow/ 7985457570 Ruby.piyush1991@gmail.com obexP O
Srivastava UYicic LGRS
demo Traffic Controller/ Trivendrum/ 7528369532 demo@gmail.com ebhexr O
2t A forparagey
sujsgl Tasakin Loco Pilat/le! Ara/3ERI 99100048688  tashkinold@gamoit.com oDeor 0
Abbas 1L
Sz0ela Biplab De Motorman/ Howrah-1l/ 7503344371 de biplab@gmail.com [iJl1-] -]
HESIE
javascripts I Biplab De Matorman/ Howrah-Il/ 7503344371 debiplab@gmail.com obear 0 v




Fill the form given below with all relevant details like Agenda of the meeting, date and time and a

random meeting passcode.

® RDSO Counseling App - Participant Query Allocation Wait List - [m] x
&~ G %) hitps://admin.ptdrdso.com/index php?page=alloc APy m B a‘ o
O
° Create New Meeting
+

Conference Name

Select adate: Select a time:

Greeting Message

Meeting Passcode

Create Meeting

One the details are created an a meeting setup it will show on the counsellor dashboard

® RDSO Counseling App -
N = @ B

&« C (3 https://admin.ptdrdso.com/index.php?page=dashboard
O Total Concerns Handled No of meetings scheduled No of Concerns closed
®
+ BB Participants Count By Designation Hu BB Concerns By Category Hu
I Open Ticket Close Ticket °
5 4
4
3 3
2
1 2
o - Ha . -
R &rﬁ? & & SR 1
g -
SR e ‘{i\ Foo Lu‘«‘ 0
® ' 5 DCO (\‘\h “ o ‘J\D qa HO' (\ es
B e Y et e oo™ P“‘“ﬂ LN \eﬁu o e ‘m\De‘\ e
e - oo ot o™ ™™
A\ i ot \N“ﬁ
Upcoming Meetings
Name Age Email Mobile Designation Agenda  MeetingKey Password Date
demo [} demo@gmail.com 7528369532 Traffic Controller/ Testing 26438544653 12345678 26 January L v]
fpTacuera 2416:15




Starting a WebEx Meeting

The counsellor has to make sure that the WebEx app is downloaded on the desktop and signed in (for

user name and password, please contact the Admin)

@ Cisco Webex

C ()  https://meet338.webex.com/wbxmijs/joinservice/sites/meet338/meeting/download/92d 1b8b9f591a5ad69895550¢9d... A ; = B2 2
This site is trying to open Webex.
webex
e https://meet338.webex.com wants to open this application.
® [[] Anways allow meet338.webex.com to apen links of this type in the associated app

Click Open Webex on the prompt.

If the prompt doesn't appear, click Launch meeting instead.

Launch meeting

Don't have Webex?

Want to join without downloading?

Click on Start meeting to join

U Get ready to join (E)Connect to a device

<« 3 hitps
Test Conference creator
O 16:4

8

0 Dashboard

© concemnslist

pssword  Date

26 January o
You're not in the meeting yet. 2416115

When you're ready, select Start

meeting.

[0 Start video v Ready? Start meeting

Powered by:

Copyright © 2023 RDSO. A




11. Creating a new Category on the App — This option will be used when creating a new category to

add content or assessments to
Other Reasons - G

Showing 1 to 10 of 16 entries

0 Dashboard

@ concerns List Add new category

B s ent Creator Category Name

B Category Management Type Category Name

Category Type
Help If

B counselling Feedback

[ Help Yourself
[J Assessment
Category Image

ChooseFile | No file chosen

Add/Update Category

Copyright © 2023 RDSO. All

0

Previous il 2

Powered by: gamoft.co

We start by entering the category name. Since all other categories are mentioned in Bilingual

format so its advised to enter the category name in both English and Hindi. Along with the

name, please select if the category will be used to upload Help Yourself content, Assessments or

both along with a category image.

The Category created will show under this list

€d couns: Assessment Category List

Show 10 v entries

0 PESGETG] Title

© concernsList Accident Proneness GHeAT HaUTIl
:= T nent Creator Anger B1%

a Category Management Anxiety feem
Concentration Issues U T &1 FH]
Depression 3{dHIg

(I) Logout Fatigue YT

General Mental Health A& w@rea
Interpersonal issuest{rﬂﬂqﬂﬁ{(ﬁ
Mental Trauma HI-TI¥E ST

Other Reasons 3= &Rl

Showinge 1 to 10 of 16 entries

A Type

Search:
Assessment Self Help
3 3
2 3
1 2
0 4
2 4
2 2
2 5
1 2
2 1
0 0

Previniis 1 2

=]

Next

Next




12. Help Your Self (Content Manager) — The dashboard show the Document/ Video title and the
category it has been uploaded to.

The tiles on top also show the count of content under published and unpublished.

= RDSO

@ oo Self Help Management = g

Published Unpublished
@ Dashboard
Show 10 Vv entries Search:
Title Type Category
sment Creator

Depression E Depression 3{ddlg Yo T
B Category Management

What is Depression? E Depression 3{d¥Iq Yo @
m Help Yourself

What is Depression? Depression HdHIG Yo @
a Counselling Feedback

Physical Symptoms of Depression &) Depression 3{ddIq Yo @
O Logout )

Self-help tips on Anxiety 2 Anxiety fefar Yo @

Whats normal Anxiety? ~] Anxietyﬁ?ﬂ Yo @

Stress Management B Stress -9 Yo @

How stress affects your body. ~] Stress -9 Yo @

Alertness E Concentration Issues UGBTI ! THIT Yo @

To Add new content under Help Your Self, we start by clicking on the Button Add New Help

Yourself Content

Title Type Category
Depression E Depression 3dHTG Yo
What is Depression? E Depression HaHIG vo O
What is Depression? ® Depression {dHIg Yo @
Physical Symptoms of Depression ~] Depression S{ddlq Yo @
Self-help tips on Anxiety E Anuietyﬁﬁﬂ Yo @
Whats normal Anxiety? ® Anxiety%?ﬂ Yo @
Stress Management B Stress d-ld Yo @
Help Yourself How stress affects your body. [~] Stress d-1d Yo @
B Counselling Feedback Alertness R Concentration Issues TeBTHl 1 AT Yo @
[0) Memory E Concentration Issues T TH 1 GHET Yo @

Previous 1 2 3 4 5 Next

Add New Self Help Assessment

Copyright © 2023 RDSO. All rights reserved Powered by: gamoft.con




To add new Text/ PDF/ Image/ Video we select the details like Content Type, Category Name

and Title. Description can be added as an option that will show along with the PDF/ Video

Add New Self Help Content

Content Type Select Category
Text s Depression HdHlq s
@ Dashboard Youtube Video ID Choose File | No file chosen
© concemslList gonkank Titls

Description/Note Text

L)) f‘> Paragraph e B I Y & {)ﬂ E m

Help Yourself
B c

O Logo

p Owords @tiny

Add Content

One the content is added successfully, it will appear on the dashboard and will have to be

published to be made available on the App



13. Counselling Feedback- This is a counselling feedback Dashboard for the Admin and Counsellors

to look at the overall effectiveness of counselling

Counselling Feedback
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