Ministry of Road Transport & Highways, Government of India

“UPC Creation Request” Standard Operating Procedure

“UPC Creation Request” Standard Operating Procedure

1- The below screen will appear in RO-MoRTH login, where RO-MoRTH can requested for UPC Creation by clicking on
“UPC Creation Request” button.
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2- By clicking the

UPC Creation Request” Button, a form will appear on the screen as shown in below screenshot.

- After filling all the required fields, submit the form by clicking the “Submit” button.
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The request made by RO-MoRTH, will now be displayed in the below RO-MoRTH Grid respectively in “Requested

UPC” tab.

- Now, By clicking on “Action” button RO-MoRTH can take actions as shown below.
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- RO-MoRTH can also select the “Reject” option from the drop-down menu highlighted above. The page will appear

as per Annexure 1.

“RO-MORTH” can select the “Create UPC” option from the drop-down menu highlighted above.

Once the above option is selected pre filled form will appear as shown in below image, where user will select the
generate option. After generating the UPC user will submit the form.
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4- where user will select the generate option. The generated UPC will reflect as shown in below screen shot. After
generating the UPC user will submit the form.
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> Note: - All the user has option after submission that they can view and download from “Activity log” &
Submitted forms will be shown in “Submission” option.
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> Note: - After filling all the required fields, Submit the form by clicking the “Submit” button. Now, the
noting function will appear, as Annexure 1. Add note and attach DSC required for final submission for all the users.
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