
User Manual for Admin and Counsellors 

This is an internal documentation, a user manual for Admin and Counsellors for RDSO’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 

sign in. 

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. 

 

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. 

 

 

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. 

 

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. 



 

The following list is displayed which lists the counsellors and their contact information. 

 

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.  



 

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.  

 

 

 



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 

 

 

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. 



 

 

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.  

 

Among the action buttons, we have the option to view participant details as given in the image below.  



 

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 

 

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.  

 



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) 

 

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 

 

And the assessment instructions. 

 

Please remember, English and Hindi text is supported in both the Title and Instructions. Lastly, click on 

Create Assessment. 



 

At this point an assessment has been created and we are taken to the next page to continue.  

 

 

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 

 

 

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. 



 

The following popup is displayed. 

 

Now fill in the fields Factor Name, Sub Factor Name, and Factor Information, and click on Save Factor. 



 

The screen that appears will have your test listed in the Assessment Criteria. 

 

Browse down and type in the question text. 



 

Now, fill in the options and choices and click on Add Next Option. Note that the Answer Option says 

Multiple Choice. 

 

You can add as many options or choices as you intend. Now click on Add/Update Question. 



 

Browse down to see a preview of the question. 

 

You can add further questions based on test requirements. 

7. Evaluation Criteria Creation 

Log in as an admin and click on Assessment Creator. 



 

Select the Add/Edit Assessment icon next to the concerned test. 

 

Select the numbered list next to the concerned test. 



 

This delivers a popup where you can Add/Update evaluation criteria. 

 

After filling in the evaluation criteria, click on Add/Update Evaluation Criteria. 



 

A message will tell you that the evaluation metric has been successfully saved. 

 

Now tap on Close. 



 

 

For viewing the assessment criteria, tap on the icon as shown in the image. 

 



The following popup is displayed which shows the Evaluation Criteria Matrix. 

 

8. Assessment Preview 

First, login as an admin, and then click on Assessment Creator.  



 

Click on the preview Assessment icon as shown in the image. 



 

A new tab open that shows test details 

 

Browse down to take the test. 



 

After you are through with the test, click on Submit Answers. 

 

The following screen is displayed 



 

9. Test battery creation 

Login as an admin and click on Counsellor Management 

 

The following screen is displayed. 



 

Copy the user name of your preferred counsellor. 

 

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

copied. 



 

 

Welcome screen is displayed. Click on Concerns List 

 

This brings us to the following screen. 



 

Click on the battery icon as shown in the image below. 

 



The following screen is displayed. 

 

Now, select the titles that you intend to choose and type in the battery title. 



 

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 

 

Click on the Create Meeting icon as shown in the image below. 

 



 

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

random meeting passcode. 

 

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

 



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) 

 

Click on Start meeting to join 

 



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

add content or assessments to 

 

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 



 

 

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.  

 

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

Yourself Content  

 



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  

 

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  

 


