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ACS Module 
 

Process for New requisition 

 

 

Login 
Open the link: http://rps.hpsc.gov.in/. Now ACS needs to enter his/her registered mobile number 

and captcha as shown on below screen.   

 

 

 

http://rps.hpsc.gov.in/
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Then OTP will receive on clicking submit button with success message as “OTP sent Successfully”. 

Now Press Ok.  

 

 

 

Now enter the OTP received on below screen and press validate to login. 
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Dashboard 
On login, Departmental Dashboard will appear on ACS screen. Here ACS can view the number Total 

Requisition/Pending Requisition/In Process Requisition/Cleared Requisition for departments 

assigned.  

  

Total Requisition: Number of requisition submitted by department (irrespective of whether its 

pending/In process/cleared. 

Pending Requisition: Number of requisition’s which are not processed by HPSC. 

In Process Requisition: Number of requisition’s which are currently in process by HPSC.  

Requisition Cleared: Number of requisition cleared/accepted for Advertisement. 
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Add/Update Department Nodal: 
ACS can add new nodal or update existing nodal details. 

 
 

 

Add New Department Nodal: 
Go to Manage Department Nodal -> Add New User: Enter Payee code of Group A officer only. 

 
 

Note: Only Group A officer payee code with same department name will be accepted by the portal 

for creating department nodal. This portal is integrated with HRMS application for fetching details 

against payee code. 
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Provide required details i.e., Active Mobile no. & e-mail id and then click on Submit to create new 

department Nodal. Name, Department & Designation details all are fetch from HRMS application.  

 
 

Nodal created successfully. 
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In case Department nodal of Group A is mapped to some other department in HRMS, then following 

error screen will appear. 

 
 

 

 

Update Existing Department Nodal: 
Go to Manage Department Nodal and then click on update against the user. 
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You can update mobile number/email id of Nodal officer. 

 
 

 

Submit New Requisition Application to HPSC 
Go to “Process Department Application”, Under this ACS can view all the requisitions that are 

submitted by Departmental Nodal to its respective ACS for the purpose of submission of requisition 

to HPSC. 

 

 

** On click of “View” button, ACS can view the complete detail of forwarded requisition. If 

everything is fine as per ACS then click on “Final Submit” in order to submit it to HPSC for the 

purpose of advertised the requisition. 
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Check Requisition Application Status to HPSC: 
Under “Application Status” ACS can view the status of Application. Similar Status can be view at the 

level of department nodal. 

 

 

Departmental Sanctioned Post 

Under “Sanctioned Post” ACS can view or add sanctioned post of assigned department. 
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Add New Post: User need to click on ‘Add’ in order to Add New Post, then need to update the 

information in the form and then needs to submit. New Post will be added to the department 

selected. 
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Departmental Nodal Module 
 

Login 
Open the link: http://rps.hpsc.gov.in/. Now Departmental Nodal needs to enter his/her registered 

mobile number and captcha as shown on below screen.   

 

 

 

Then OTP will receive on clicking submit button with success message as “OTP sent Successfully”. 

Now Press Ok.  

 

http://rps.hpsc.gov.in/
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Now enter the OTP received on below screen and press validate to login. 

 

 

Dashboard: 
On login, Departmental Dashboard will appear on Departmental Nodal screen. Here ACS can view 

the number Total Requisition/Pending Requisition/In Process Requisition/Cleared Requisition for the 

department.  
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Nodal Profile 

User can check profile details in this section. 

 

 

New Application 
Departmental Nodal will fill new requisition form on behalf of Department and need to forward the 

same to its ACS for submission to HPSC. To fill new application, User needs to click on ‘New 

Application’. 
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After Completing each section i.e., Basic Detail, Post Details, Qualification & Experience, Age & 

Nationality & Final Submission.  
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Application Status 
Under section ‘Application Status’, User can view the application status. 

 

 

 

Sanctioned Post 
Under section ‘Sanctioned Post’, user can view/update or add the department sanctioned post. 
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Add New Post: User need to click on ‘Add’ in order to Add New Post, then need to update the 

information in the form and then needs to submit. New Post will be added to the department 

selected. 

 

 


