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1. Request Logger

This module is to log issues reported by Citizen/e-Mitra Users to the department users
working at Gram Panchayat/Block/City/District and providing support to the Citizens

related to Jan Aadhaar. Department users can log issue and track the status.

2. SSO Login
2.1 Login through SSO (Single Sign-on)

User should have a SSO ID and that is to be mapped on Jan Aadhaar Portal. After
Login, User needs to select Jan Aadhaar.
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2.2 Go to Jan Aadhaar Application
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2.3 Request Logger Menu

User need to click on Request Logger Menu.




2.4 Raise Request

Go to Raise Request option under Request Logger menu.

Request Logger

Raise Request

If there is any request raised it will be shown in below grid.

Yicket 10 S Aahaer | Erdlesent 1D Catwgry b Catugory Dt Perdiog Al Croated By Creuted On Statun

n 8288111386276 Other Jan Ascinar card (s not downfcadable Jagqur Help Dess FURNESH MATHLR 16-JUN-2025 Fending

To raise new request, click on Add New button.
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User need to enter all the require details as mentioned in below screen.
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After entering all details click on Submit to raise a request and raised ticket will be

shown as below on screen.
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Raised request will be sent to the Help Desk Team for resolution.

2.5 Request Resolution

Request will be resolved by the Helpdesk Team or in case of any technical issue, same
will be forwarded to Technical Team.

To close any ticket, Help Desk Team need to close on Request Resolution option under

Request Logger.

Raise Request

On below screen list of raised tickets will be displayed. Also, same can be filtered based
on the date range or through ticket id.
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Click on View button to view the detailed description of ticket.
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Helpdesk team enter the resolution to close the issue for the disposal of the ticket.
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If the ticket is not related to Helpdesk team, then ticket can be forwarded to concerned
officer for the resolution of the ticket.
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The status of the ticket will be update
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In same way users will be able to Forward/Dispose the tickets in Jan Aadhaar. After
disposal of the ticket, concerned user who raised the will be provided with the details of

the disposal.




