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ifjp; 

jktdkt ,fIyds'ku¼baVhxzsVsM jkt bZ&v‚fQl½] jktdh; foHkkxksa@dk;kZy;ksa esa gksus okyh nSfud dk;Ziz.kkyh 

dks lqxe lqO;ofLFkr ,oa vkWuykbu djus ds mÌs'; ls l`ftr fd;k x;k gSA ftlds rgr Organization Structure 

e‚Mîwy dk mís'; jkT; ljdkj ds foHkkxksa fd foHkkxh; lajpuk (Structure) dks O;ofLFkr] lqxe] ikjnZ’kh ,oa 

vkWuykbu djuk gSA 

fdlh Hkh foHkkx }kjk jktdkt ,Iyhds’ku ds mi;ksx ls iwoZ foHkkx ls vis{kk,sa (Prerequisite) 

 

 loZizFke mi;ksxdrkZ foHkkx esa PMU (Project Monitering Unit) dk xBu fd;k tkuk vfuok;Z gS] ftlesa laLFkkiu 

'kk[kk izHkkjh vf/kdkjh dks uksMy vf/kdkjh fu;qDr djrs gq, dEI;wVj dk Kku j[kus okys ,oa foHkkx }kjk fu;qDr  

laLFkkiu 'kk[kk ds dkfeZdksa dks lfEefyr fd;k tkuk pkfg,A 

 foHkkx ls vis{kk gS fd os vius iSrd̀ foHkkx (Admin Department) ds uke ds lkFk Rules of Business dh izfr 

lwpuk izkS|ksfxdh vkSj lapkj foHkkx dks izsf"kr djs] ftlls foHkkxh; laxBu lajpuk lgh ls ntZ djk;h tk ldsA 

 fdlh foHkkx esa jktdkt ykxw djus gsrq foHkkx }kjk PMU xBu dh lwpuk i= ds lkFk fu/kkZfjr izk:i esa layXu 

dj vk;qDr] lwpuk izkS|ksfxdh vkSj lapkj foHkkx dks izsf"kr fd;k tkuk vko’;d gSA rRi'pkr~ DoIT&C }kjk 

ml foHkkx ds PMU uksMy vf/kdkjh rFkk Vhe dks dqN Admin Rights iznku fd;s tk;saxsA 

 DOIT&C }kjk ml foHkkx ds PMU lnL;ksa dks izf’k{k.k iznku fd;k tkosxk] tks ml foHkkx ds fy, ekLVj 

Vªsuj gksaxsA izf’k{k.k ds nkSjku PMU Team ml foHkkx ds Organization Structure, Posts, Offices, Employees 

bR;kfn dh izfof"V rFkk eSfiax dj foHkkxh; mi;ksx ds fy, rS;kj djsaxsA 

 

 foHkkx ds uksMy vf/kdkjh ,oa PMU lnL;ksa dk fooj.k fuEu izk:i esa Hkjdj i= ds lkFk lyaXu dj lwpuk 

izkS|ksfxdh foHkkx dks izsf"kr djsaA 

 

 

 

fdlh Hkh foHkkx esa jktdkt dks ykxw djus ls iwoZ jktdkt PMU Team }kjk fd;k tkus okyk dk;Z 

 foHkkxksa@dk;kZy;ksa dk fuekZ.k 

 inksa vkSj deZpkfj;ksa dk l`tu 

 l`ftr inksa ij deZpkfj;ksa dks inLFkkfir djuk 

 

Project Monitoring Unit (PMU) Information 

Name of Department   

Departmental 

Contact No.  

Departmental E-mail 

Id(For Rajkaj Support)   

S.

N. Member Name Designation Role SSO ID 

Employee 

ID 

Mobile 

No. Email Id 

1     Nodal         

2               

3               

4               

Modules to be 

implemented 

 Leave  ACR  NOC  IPR  Store 

          

 Accommodation  FTMS/ Dak  EIS    Leave Encashment 
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fdlh Hkh foHkkx esa jkt&dkt ,Iyhds’ku izkjEHk djus ls iwoZ ml foHkkx dks jktdkt ,Iyhds'ku esa l`ftr 

(Create) djus dh vko’;drk gksrh gSA vr% foHkkx dh lwpuk fuEukuqlkj] jktdkt Vhe 

(support.rajkaj@rajasthan.gov.in)] lwpuk izkS|ksfxdh vkSj lapkj foHkkx] t;iqj dks vko';d :i ls miyC/k djokuh 

gksxh& 

S.N.  

Organization Name (Eng.)  

Admin Department (Eng.)  

Organization Short Name (Eng.)  

Organization Name (Hindi)  

Short Name (Hindi)  

Organization Category Government Department 

Organization Type  

District  

City  

 

foHkkx ds v/khu dk;Zjr fofHkUu dk;kZy;ksa (Offices) ds Lrj (Level) dk fooj.k & 

Office Level Name      
 

Level:- For example----- State HQ, Divisional, District, Block/Municipal Town, Gram Panchayat etc. 

foHkkx dk dSMj fooj.k & 

S.N. Cadre Name Service Type* Appointing Department 

    

    

    
 

*Service Type:-   

1.State Services     2.Subordinate Services   

3.Ministerial Services    4.Class IV Services   

5.Others. 

 

vkids foHkkx ds }kjk ftu&ftu inksa ds fy, dkfeZdksa dks fu;qDr fd;k tkrk gS mu inksa dk fooj.k 

fuEukuqlkj fn;k tkuk gS&¼pwafd bu inksa dh eSfiax vkids foHkkx ds lkFk dh tkuh gS rFkk ;g dk;Z izf'k{k.k ls iwoZ 

DoIT&C Rajkaj Team }kjk fd;k tk;sxk½ 

S.No.  

Designation Name(Engllish)  

Designation Short Name(English)  

Designation Name(Hindi)  

Designation Short Name(Hindi)  

Gazetted*  

Service Type of Designation**  

Appointing Department of Designation  

Cadre of Designation  
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Scale  

Pay Level  

Type***  

% to be filled by Promotion  

% to be filled by Recruitment  
 

*Gazettted:- Yes or No. 

**Service Type of Designation:-  

 1.State Services     2.Subordinate Services   

3.Ministerial Services    4.Class IV Services   

5.Others. 

***Type:-  

1.Promotion  2.Recruitment 3.Both 

jktdkt ,fIyds'ku dk mi;ksx djus ds fy, foHkkxh; PMU }kjk fd;s tkus okys dk;Z 

SSO iksVZy https://sso.rajasthan.gov.in/signin ij dkfeZd vius Govt. SSO Id vkSj ikloMZ dks ntZ djsA 

ykWfxu gksus ij jkt&dkt vkbdu ij fDyd djus ij mi;ksxdrkZ dks jkt&dkt MS'kcksMZ fuEukuqlkj fn[kkbZ nsxk& 

 

 

1 u, dk;kZy; dk l`tu djuk (Create Office) %& 

lacaf/kr foHkkxh; ,Mfeu (PMU) }kjk ml foHkkx esa u;k dk;kZy; l`tu ;k Existing dk;kZy; ds Updation 

dk dk;Z fd;k tk,xkA 

      Path: Rajkaj >> Admin Corner >> Organization Structure >> Create Office 

 

https://sso.rajasthan.gov.in/signin


 

Organization Structure - Help Manual 

Page 5 of 19 

 

 
 

 u;k dk;kZy; tksM+us ds fy, New cVu ij fDyd djsA 

 

 
 

  fuEukuqlkj dk;kZy; dk fooj.k HkjsA 

 

 
 

 Parent Department, ftlds varxZr dk;kZy; cukus dh vko';drk gS dk p;u djus ds fy, Search cVu ij 

fDyd dj foHkkx dk p;u /;kuioZd djsA 

 Parent Office, ftlds varxZr dk;kZy; cukuk gS dk p;u djus ds fy, Search cVu ij fDyd dj dk;kZy; 

dk p;u djsA 

 
uksV%& 1. Parent Department ls vk'k;& ftlds v/khu dk;kZy; ;Fkk jkT; Lrj@ftyk Lrj bR;kfn dk;kZy;    

LFkkfir gSA 

2. Parent Office ls vk'k;& laHkkx@ftyk Lrj ds dk;kZy; dk Parent Office jkT; Lrj dk dk;kZy; gksxk] blh  

izdkj CykWd vkWfQl dk Parent Office ftyk Lrj dk dk;kZy; gksxkA 

 

 fn, x, yscy ds vuqlkj dk;kZy; fooj.k HkjsaA 
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 Office Type dk p;u Office Specific Level ds vuqlkj gh djsA 

 dk;kZy; Lrj ds vuq:i LFkku tksM+sa tSls Jaipur, Ajmer, Sikar etc. 

 

 
 

 fuEu fooj.k oSdfYid gS ysfdu vko’;d :i ls iwfrZ fd;s tkus dh lykg nh tkrh gSSA 

 

 
 

 dk;kZy; dk iw.kZ irk fuEukuqlkj LØhu ds vuqlkj ntZ dj Save djsA 

 

 
 

 Save ds mijkUr l`ftr dk;kZy; dk fooj.k fuEu izdkj ls fn[kkÃ nsxkA 

 

 
 

 fdlh dk;kZy; dks Update/Deactivate djus dss fy, dk;kZy; dk p;u djsa vkSj Update ij fDyd djsaA 

 

 
 

 Update ds fy, fooj.k esa cnyko djsa vkSj Save ij fDyd djsaA 

 ;fn dHkh fdlh dk;kZy; dks fuf"Ø; (Deactivate) dh tkus dh vko’;drk gks rks] fuf"Ø; djus ds fy,] 

Deactive psd c‚Dl ij psd djsa vkSj Save ij fDyd djsaA 

 
 



 

Organization Structure - Help Manual 

Page 7 of 19 

 

 
 

2 dk;kZy; ds v/khu lsD'ku@'kk[kk dk l`tu djuk (Create Section):- 

izR;sd foHkkx@dk;kZy; ds vUrxZr dbZ izdkj ds lsD’ku dk;Zjr gksrs gS] mUgsa fuEu izdkj ls Create fd;k tk ldrk  

gSA 

Path: Rajkaj >> Admin Corner >> Organization Structure >> Create Section 

 

 
 

 u;k Section tksM+us ds fy, New cVu ij fDyd djsA 

 

 
 ftl foHkkx@dk;kZy; esa Section cukuk gS] ml foHkkx@dk;kZy; dk p;u vU; fooj.k HkjsaA 

 

 



 

Organization Structure - Help Manual 

Page 8 of 19 

 

 

 Section Updation ¼v|ru gsrq½& vuqHkkx fooj.k viMsV djus ds fy,] v|ru fd, tkus okys vuqHkkx dk 

p;u djsa vkSj Update cVu ij fDyd dj fooj.k v|ru djsaA 

 

 
 

 vuqHkkx dks fuf"Ø; djus ds fy, Deactivate psd c‚Dl ij fDyd djsa vkSj Save cVu ij fDyd djsaA 

 

 

3. dkfeZd dk izkSQkby tkWapuk (Employee Details):- 

  fdlh Hkh dkfeZd dks jktdkt esa ntZ djus ls iwoZ ;g tkWap djys dh og igys ls jktdkt esa iathd̀r 

rks ugha gSA bl Screen dk mi;ksx Employee  dh Present  Posting Details  tk¡pusa ds fy, fd;k tkrk gSA 

         Path: Rajkaj >>  Management Information System >> Employee Details 

 

   Present Posting/Employee Details dks tkapus ds fy, Appointing Department, GoR select djs rFkk 

Posted Department/Office ds Data dks Reset cVu ls Blank/Remove djs rRi'pkr~ Employee Id okys Field 

esa Employee Id ntZ dj Generate Repost ij fDyd djsA 

 Case-1- dkfeZd dk dksbZ Hkh fjdkWMZ ugha feyrk gS rks bldk vFkZ gS fd og dkfeZd jktdkt esa iathd`r ugha 

gSA bl fLFkfr esa Manage Employee (Refer Point No. 4) vkWi'ku }kjk iathdj.k djs ,oa Manage Posts 

(Pefer Point No. 5) vkWi'ku dk mi;ksx dj dkfeZd dh lacaf/kr dk;kZy; esa Post ds lkFk eSfiax djsA 

 Case-2- dkfeZd dk fjdkWMZ rks feyrk gS ijUrq Present Post okyk dkWye fjDr vkus dh fLFkfr esa igys 

Manage Employee (Refer Point No. 4) vkWi'ku ls dkfeZd dh Details Update djs rRi'pkr~ Manage 

Posts (Pefer Point No. 5) vkWi'ku dk mi;ksx dj dkfeZd dh lacaf/kr dk;kZy; esa Post ds lkFk eSfiax djsA 

 Case-3- Present Post esa dkfeZd dk fooj.k xyr gksus dh fLFkfr esa Transfer Admin (Refer Point No. 

7) vkWi'ku dk mi;ksx dj dkfeZd dh Posting Details lgh djsaA 
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4. dkfeZd dk izkSQkby cukuk@iathdj.k djuk ( Manage Employee):-  

        PMU Team }kjk jkt&dkt esa fdlh dkfeZd dk lkekU; fooj.k dk bUnzkt@v|ru djus ds fy, bl     

    fodYi ¼fo.Mksa½ dk iz;ksx fd;k tkrk gSA 

      Path:- Rajkaj >> Admin corner >> Masters >> Manage employee 

 

Employee dk fooj.k (Profile) bUnzkt djus gsrq mijksDr Screen esa Add cVu ij fDyd djsaA 
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      mijksDr fo.Mksa ds vuqlkj dkfeZd dh Employee ID dk bUnzkt dj Get from SIPF ID ij fDyd djus ij 

dkfeZd dk SIPF iksVZy ij Existing fooj.k izkIr gks tk;sxk] ftls PMU tkap@v|ru dj ysa fd fooj.k lgh gS 

rFkk 'ks"k jgs dkWyEl esa fooj.k dk bUnzkt dj Save cVu ij fDyd djsaA 

 dkfeZd dk fooj.k v|ru (Update) djus gsrq%& 

     fuEukuqlkj LØhu 'kkWV esa dkfeZd dh Employee ID ;k SSO ID dk bUnzkt dj Search cVu ij fDyd djuk 

gksxk ftlls dkfeZd dk fooj.k iznf’kZr gksxkA mDr dkfeZd ds fooj.k ds lkeus jsfM;ksa cVu dks lysDV dj Update 

cVu ij fDyd djs vkSj fooj.k v|ru dj Save djsA  

 

5. dk;kZy;ksa esa inksa dk l`tu] vkoaVu ,oa dkfeZdksa dh eSfiax djuk (Manage Posts) :-  

     bl vkWi'ku dk mi;ksx foHkkx }kjk inksa dh fu/kkZfjr la[;k esa fdlh vkWfQl dks inksa dk vkoaVu djuk ,oa mu 

inksa ij dkfeZdksa dks inLFkkfir djuk ¼tks dkfeZd igys ls fdlh in ij inLFkkfir ugha gks½] inksa dk fooj.k ns[kuk 

bR;kfnA fdlh dkfeZd dks inLFkkfir djus ds fy, Manage Employee LØhu esa fooj.k Hkjus ds i'pkr~ vxj dkfeZd 

igys ls fdlh in ij inLFkkfir ugha gS] rks Manage Posts LØhu dk mi;ksx dj ml dkfeZd dks inLFkkfir djsaxsA 

;fn dkfeZd igys ls gh flLVe esa fdlh iksLV ij esi gS] rks mls v|ru fd;k tkuk gSA bl fLFkfr esa Transfer 

Admin(Refer Point No. 7) okyh fo.Mksa ls mldk dk;kZy;@inLFkkiu v|ru (Transfer) djsxsaA 

Path:- Rajkaj >> Admin Corner >> Organization Structure >> Manage Posts 
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 Manage Posts esa loZizFke Define New ds Hyper Link  ij fDyd dj Post Define(Total No. of Posts-

Strength) djsxsaA  

 

mijksDr fo.Mksa esa lHkh vko’;d dkWyEl dks Hkjdj Add To List cVu ij fDyd dj Save cVu ij fDyd djsaA bl 

izdkj flLVe esa dkfeZd ds inuke ls lEcfU/kr ,d Post Define gks tkrh gSA 

 Define dh xbZ Post dh fjiksVZ ns[kus ds fy, Show Only Field esa Defined iSjkehVj dk p;u dj 

Search cVu ij fDyd djsA 
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 vc Define fd;s x;s dqy inksa esa ls vyx&vyx la[;k esa inksa dk fofHkUu dk;kZy;ksa dks vkoafVr fd;k 

tkuk gksrk gSA ;g dk;Z For Map Ofice (Action dkWye esa mifLFkr ) vkWi'ku dk mi;ksx dj fd;k 

tk;sxkA 

 

mijksDr LØhu esa vko’;d fooj.k dks Hkjdj Search djus ij Hkjs x;s iSjkehVlZ ds vuqlkj vkWfQl iznf’kZr gksxs] 

ftuesa Lohd̀r inksa dh la[;k ntZ dh tkuh gSA la[;k ntZ mijkUr Save cVu ij fDyd djus ij ntZ fd;s x;s in 

lacaf/kr dk;kZy; esa fjDr in dh rjg l̀ftr gksaxsA 
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 dkfeZd dks fdlh dk;kZy; esa fjDr in ij eSi djuk %& 

 

 

 

dkfeZd dks iksLV ls esi djus gsrq mijksDrkuqlkj iksLV dks lpZ djus ds i'pkr fpUgkafdr vkbdkWu (For Map 

Employee) ij fDyd fd;k tkuk gS] rRi'pkr fuEukuqlkj LØhu iznf’kZr gksxh%& 

 

mijksDr fo.Mksa esa Employee Name dkWye esa Search cVu Symbol ij fDyd dj Employee p;u djsa rFkk 

Posting Reason dkWye esa mfpr vkWi'ku p;u dj Save djsA bl izdkj dkfeZd lacaf/kr dk;kZy; esa inLFkkfir gks 

tkrk gSA 

uksV%& dkfeZd dks Post ls Map djus ls iwoZ Manage Employee (Refer Point No. 4) esa dkfeZd dk fooj.k 

vo'; tkap ysA 

6. Dynamic to Structure Post 

izR;sd foHkkx ds fofHkUu dk;kZy;ksa esa dkfeZdksa dk inLFkkiu ml dk;kZy; esa Lohd`r inksa ij gh fd;k tkrk gSA 

Dynamic Post ls vFkZ gS fd dfeZd dk izksQkby rks jktdkt flLVe esa rks ekStwn gS fdUrq foHkkx ds fdlh 

dk;kZy; ds Lohd`r in ij inLFkkfir (Map) ugha gSA vr% ,slh fLFkfr esa dkfeZd dks Dynamic Post ij 

inLFkkfir dgk tk;sxk vFkkZr~ tc dkfeZd viuk fooj.k jktdkt esa ntZ dj iathdj.k djrk gS] rks dkfeZd ,d 

vLFkkbZ in (Dynamic Post) ij inLFkkfir@dkfct gksrk gSA 

Structured Post ls vFkZ gS fd dfeZd ds izksQkby dks fdlh dk;kZy; esa Lohd`r in ds lkFk eSi dj fn;k x;k 

gSA 
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Dynamic Post ij inLFkkfir dkfeZd jktdkt esa ek= vpy laifÙk fooj.k (IPR) gh lcfeV dj ldrk gS] 

vU; ekWM~;wy (NOC, Leave, ACR etc) dk mi;ksx ugha dj ldrkA blfy, dkfeZd dks Structured Post ij 

eSi fd;k tkuk vko';d gSA 

Path: Rajkaj >> Admin Corner >> Organization structure >> Dynamic to Structure Post 

 

 
 

 Search fQ+YVj }kjk Dynamic Post lpZ djs] ftls Structure Post esa cnyus dh vko';drk gSA 

 

 Actions esa miyCèk 'Dynamic to Structure Post'  Symbol ij fDyd djsaA 
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 vko';drkuqlkj fooj.k Hkjs vkSj Save cVu ij fDyd djsA  

 

 

7. dkfeZd dk inLFkkiu v|ru@LFkkukUrj.k djuk (Transfer Admin):- 

     dkfeZd dk LFkkukUrj.k ,d foHkkx@dk;kZy; ls nwljs foHkkx@dk;kZy; esa gks tkus dh fLFkfr esa Transfer 

Admin vkWi'ku dk iz;ksx dj dkfeZd dk inLFkkiu v|ru fd;k tkuk lqfuf'pr djsA 

uksV& laLFkkiu 'kk[kk ml foHkkx ds mUgh dkfeZdksa dk inLFkkiu v|ru dj ldrh gS ftuds fy, os fu;qfDrdrkZ 

gksA vr% ;fn fdlh foHkkx@dk;kZy; esa nwljs foHkkxksa tSls ys[kk] lkaf[;dh bR;kfn ds dkfeZd in LFkkfir gks rks 

mudk inLFkkiu muds iSr̀d foHkkx dh laLFkkiu 'kk[kk }kjk fd;k tk;sxkA 

Path:- Rajkaj >> Admin corner >> Transfer and Posting >> Transfer Admin 
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mijksDr fo.Mksa Search vkbdu dj fDyd dj ml dkfeZd dk p;u djs ftldk inLFkkiu v|ru djuk gSA 

 

     mijksDr fo.Mksa esa dkfeZd dh Employee ID/SSO Id ;k dkfeZd dk uke Hkjdj Search cVu ij fDyd djus 

ij dkfeZd dk fooj.k mijksDrkuqlkj iznf’kZr gksxkA mDr LØhu es jsfM;ksa cVu ij fDyd dj Proceed cVu ij 

fDyd djus ij fuEukuqlkj fo.Mksa iznf’kZr gksxhaA 
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mijksDr fo.Mksa ds vuqlkj Search djus ij dkfeZd dk fooj.k iznf’kZr gksxkA  

uksV& ;fn Search cVu ij fDyd djus ij dksbZ fjdkWMZ ugha feyrk gS bldk vFkZ gS fd vkidk foHkkx ml 

dkfeZd dk fu;qfDrdrkZ foHkkx ugha gSA vr% ;g dk;Z mlds fu;qDrdrkZ foHkkx dh laLFkkiu 'kk[kk ds }kjk fd;k 

tk;sxkA 

 

Add cVu ij fDyd djus ij fuEukuqlkj fo.Mksa iznf’kZr gksxhA 

 

mijksDr fo.Mksa esa & 

 loZizFke dkfeZd dk Posting Type  lysDV djsaxsA 

 Admin Department lysDV djsaxsA ¼Admin ads :i esa ges’kk LFkkukUrfjr foHkkx dk p;u djsaxsA½ 
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 ftl vkWfQl esa dkfeZd dk LFkkukUrj.k djuk gS] mldk p;u djsaxsA  

 ;fn dkfeZd dks fjDr in ij LFkkukUrj.k djuk gks] rks Vacant fodYi dk p;u djsaxs vU;Fkk dkfeZd dks 

fdlh vU; dkfeZd ds LFkku ij LFkkukUrj.k gS] rks Occupied fodYi dk p;u djsasxsA 

 Vacant/Occupied fodYi dk p;u djus ds i'pkr~ To Post okys fodYi dk iz;ksx dj iksLV [kkstdj 

,oa lysDV Submit cVu ij fDyd djsaA 

mijksDrkuqlkj inLFkkiu v|ru izfdz;k iwjh djus i'pkr~ dkfeZd dh Posting Details tkapus ds fy, 

Employee Details(Refer Point No. 3) dk mi;ksx djsA 

 

uksV%&  

 uksV& dkfeZd dks Post ls Map djus ls iwoZ Manage Employee (Refer Point No. 4) esa dkfeZd dk fooj.k 

vo'; tkap ysaA 

 'To Post' Field esa dksbZ iksLV iznf’kZr ugha gksus dh n'kk esa Manage Posts(Refer Point No. 5) okyh izfØ;k 

dk mi;ksx djrs gq, fjDr in dk l̀tu djsaA 

 

laidZ lw= 

 

jktdkt  ls lacf/kr fdlh Hkh izdkj dh lgk;rk ds fy, jktdkt Helpdesk/Technical Team ls laidZ 

djsA 

irk%& vfHkys[kkxkj Hkou] lfpoky;] t;iqj] jktLFkkuA 

Qksu uEcj%& 0141-29-21149, 22281 

bZ&esy%& support.rajkaj@rajasthan.gov.in 

 


