
Steps to access the Public Disclosure Software

1. After successful login, the Dashboard appears as shown below:

2. In order to access the details of non-recommended willing candidates, go to “Candidate 
List” and select the examination for which you want to view the data and click on “View”.



3. On clicking view, a list of non-recommended willing candidates of the specific examination 
selected appears. The details of the candidates along with a short bio are available for 
viewing. 

4. The suitable candidates can be wishlisted by clicking on “wishlist” button as shown below:



5. The candidates wishlisted appear in the Wishlisted candidates tab. These candidates can 
then be shortlisted by clicking on the shortlist button provided in the right end.

6. On clicking the “shortlist” button, a pop-up appears as shown below. Each candidate is 
shortlisted with respect to a specific designation. Accordingly, choose the designation for 
which you want to shortlist and click on “save”.  



7. For the first time users, please click on “Add new designation” to add a new designation. A 
new pop-up appears. Fill the details of the designation name and description as shown 
below and proceed further by clicking on “save” button.



8. The candidates shortlisted appear in the Shortlisted candidates tab. On clicking 
“Shortlisted Candidates” tab in the menu bar, a list of designations added by the 
organization appears. The details of the candidates shortlisted can be viewed by clicking on 
the “View” icon available in the right side as shown below.



9. The final action of selecting/ rejecting the candidate can be taken from here by clicking the 
“Under Process” status icon on the right side as shown below. 

10. On clicking the under process button, a pop-up appears asking for final decision i.e. 
Selection/ Rejection. 



11. In case of final selection, click on “Selected” and upload the Appointment Letter (optional) 
and click on “Save” button.

12. In case of final rejection, click on “Rejected” and provide remarks in the text box 
(mandatory) and click on “Save” button.



13. In case the candidate gets selected, the status of the candidate is updated as shown 
below. Further, click on “remarks” icon as shown below 

14. A drop down appears as shown below asking in case the selected candidate has joined the 
organization as shown below.



15. Submit the response accordingly.


