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Instructions and guidelines for filling up the details 

¶ Form to be filled in English only  

¶ Fields marked with $ are optional 

¶ Please read this User Manual before filling the Option Form 

¶ Please avoid short forms and abbreviations 
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1 Introduction 

This document provides guidance towards online filling of the prescribed Option Form. There are 

6 sectionsto be filled by each employee i.e Personal, Initial Post, Local Status, Post held on 

01.06.2014, Current post, Preferences.Employee can save and continue section by section in 

sequential order   and also can edit each section, at any time, beforesubmission. Once an employee 

fills all information,he/she can click on the ΨPreviewΩ button to review the document & click on the 

Ψgenerate pdfΩ of  the filled option form&download the filled option form and submit a signed hard 

copy to his/her  HOD. 

2 Access and Roles 

Navigating to the AP Reorganisation Portal 

To access login page of this application, Open any of the below URLs in any web browser:  

http://reorganisation.ap.gov.in 

http://www.reorganisation.ap.gov.in 

www.reorganisation.ap.gov.in 

 

 

 

 

 

 

Before filling  the option form, user can view the list of allocable employeesby selecting ΨAllocable 

Employees  ListΩǳƴŘŜǊ ǘƘŜ ǎŜŎǘƛƻƴ  ΨPublicationsΩ. 

By selecting Allocable Employees  List, below screen gets  displayed. 

http://reorganisation.ap.gov.in/
http://www.reorganisation.ap.gov.in/
http://www.reorganisation.ap.gov.in/
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User can click on the ΨViewΩ button corresponding to his /her HOD to get the list of allocable persons as 

shown in the below screen.  

If you do not find your name or if the mobile number listed is wrong or if you did not receive the SMS 

containing User ID and password then please contact your HOD. 

To fill the option form, user need to login by selecting the Employee Option Formon the main page of 

reorganisation web site.  

Enter user id and password then click on Log in button. 
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3 Home Page: After giving the login credentias, user will see the following home page. 

On the Home Page of the application user will come across 4 options as follows: 

¶ Home 

¶ Option Form 

¶ General 

¶ Logout 

User need to fill all the details in Option Form 

 

4 Option FormΥ ƻƴ ŎƭƛŎƪƛƴƎ mǇǘƛƻƴ ŦƻǊƳέǘƘŜ ŦƻƭƭƻǿƛƴƎ ǇŀƎŜ ŀǇǇŜŀǊǎΦ 

 

The Name of the Department & Category of post to which the government servant belongs will be 

displayed. These are non editable. 

User need to fill all the details appearing in the 6 sections, namely I. Personal, II. Initial Post, III. Local 

Status, IV. Post held on 01.06.2014, V. Current post, VI. Preference. 
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4.1. Personal 

 

 

 

 

 

Under this section, information is to be provided for the following items: 

Sl. 

No. 
Name Description 

1 Name of the Government Servant Name as provided by HOD is 

automatically displayed. It can not be 

edited. If the name is wrong, please 

contact your HOD and get it corrected 

before proceeding further. 

2(a) Employee ID provided by DTA/PAO Enter the employee id(Not Mandatory) 

2(b) Email id Please check and update the email id. 

3 Date  of  Birth Check the Date of Birth(as per service 

register/book) displayed.If necessary 

please edit. 

4 Gender Select gender 

5 Social Status Select  social status from listbox. 

In case of SC/ST, please select 

caste/tribe also. If a particular 

caste/tribe is notifed as scheduled 

caste/tribe in AP/TS, an alert will be 

given by the system 
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Sl. 

No. 
Name Description 

6 Marital Status Select the marital status as applicable 

From the following Options: 

Single/Married/Widow/Widower 

/ƭƛŎƪ ƻƴ άSaveέ ōǳǘǘƻƴ for saving the data. 

 

4.2. Initial Post 

 
Under this section, information is to be provided for the following items: 

Sl. 
No. 

Name Description 

7 Date of entry into government service Enter the date of entry into government 
service 

8 
 

Initial Post Details   
a) Designation of the initial post 

Enter the designation of the initial post. 

b) Place of the initial posting Select the district & enter the name of the 
place of the initital posting. 

c) Minimum qualification prescribed for the 
Initial Post/Matriculation whichever is less 

Select the minimum qualification from the 
following options: none/7th class/8th 
class/9th class/ 10th class(Matriculation) 

d) Month & Year in which you have first 
appeared for theafore mentioned 
examination 

Enter month & year. Based on this, the 
system populates the dates in item no: 
10(d) of the section III Local Status. 

9 Have you been confirmed in the post in which you Select (Yes/No) Option 
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are first appointed? 

/ƭƛŎƪ ƻƴ άSaveέ ōǳǘǘƻƴ for saving the data. 

4.3. Local Status 

4.3.1 Are you a local candidate in terms of Andhra Pradesh Public Employment Order 1975(Six-Point 

Formula) ?Yes/No.If  the response is ΨYesΩΣ please specify the basis of local candidature.  In case 

ofάBy Virtue of Studyέoption: the following screen appears (the screen shot displayed is for a case 

where the minimum qualification prescribed  for the initial post  is 7th Class) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
Under this section, information is to be provided for the following items:  

Sl.No. Name Description 

10 
 
 

Are you a local candidate in terms of 
Andhra Pradesh Public Employment Order 1975 (Six-
Point Formula)? 

Select (Yes/No) Option 

a) Placeof Birth Select District &Enter name of 
Village/Town. State name 
corresponding to the selected 
district will be displayed. 
(mandatory for the employees 
who are not local to both AP and 
TS) 

b) Home District Select District . State name 
corresponding to the selected 
district will be displayed. 
(mandatory for the employees 
who are not local to both AP and 
TS) 
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c) Please specify the state in relation to which 
you are a local candidate 

Select one of the options as 
applicable: 
Residuary State of AP / 
Telangana 

d) Specify the basis of local candidature If Local to AP or TS, Select one of 
the following options: By Virtue 
of Study/by virtue of residence 

 If by virtue of study: 
Details of Institutions, period of study and the places 
where you studied for a period of 7 years 
immediately preceding the qualifyingexamination  

Provide the required details 
namely, Class,From 
Month:Year, To Month : Year, 

Name of theRecognised 

School / Institution, 

Place&District 

 

 

/ƭƛŎƪ ƻƴ άSaveέ ōǳǘǘƻƴ for saving the data. 

If the basis of local candidature is By Virtue of Residence, the following screen will appear. 

 

 

 

 

 

 

 

 

 

 

 
Please provide the details (Period of Residence, Place of Residence and select District) of Places where you 

resided for a period of 7 years immediately preceding the date of notification for the (initial) post.  

You can add/delete rows as required. 
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4.3.2 Are you a local candidate in terms of Andhra Pradesh Public Employment Order 1975(Six-Point 

Formula)? Yes/No.If the response is NO,  the following screen appears. 

 

 

Sl. 
No. 

Name Description 

10 
 

a) Place of Birth (mandatory) Select District & Enter name of 
Village/Town. State name 
corresponding to the selected 
district will be displayed. 
(mandatory for the 
employeeswho are not local to 
both AP and TS) 

b) Home District (mandatory)  
 

Select District . State name 
corresponding to the selected 
district will be displayed. 
(mandatory for the employees 
who are not local to  both AP 
and TS) 

Click ƻƴ άSaveέ ōǳǘǘƻƴ for saving the data. 
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4.4. Post Held on 01.06.2014 

 Under this Section, please provide the information related to the Status of Employee as on 01-06-

2014by selecting an appropriate option from the list box. 

Case 1: If the option selected is(i) Working in the Department against higher post as part of in charge 

arrangement under Rule 10(h), or (ii) or working against higher post in the  department other than 

under rule 10(h) or (iii)others, the following screen appears. 

 
Under this section, information is to be provided for the following items:  

Sl.No. Name Description 

11. Designation (of the post) held on 01-06-2014 Enter Designation 

12. a) Status of Employee as on 01-06-2014 Select an appropriate option 
from dropdown list 

b) Office Type Select Office of the HOD/State 
Level Entity orField Office 

c) Name & Address of the office Enter office name and place 
and select corresponding 
District 

13 Method of Appointment to the Post of 
<Designation entered by employee in 11th 
column> 

Select an appropriate option 
from the list box.  

14 Nature of Appointment to the Post of 
<Designation entered by employee in 11thcolumn> 

Select an appropriate option 
from the list box. 

15 Are you holding the post of <Designation entered 
by employee in 11th column> in a Substantive 
capacity ? 

Select Yes/No option 

/ƭƛŎƪ ƻƴ άSaveέ ōǳǘǘƻƴ for saving the data. 
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Case 2: If the option selected is Working on foreign service deputation(Outside the AP Govt. 

Department) the following screen appears. 

 

 
Under this section, information is to be provided for the following items 

Sl.No. Name Description 

11. Designation (of the post) held on 01-06-2014 Enter Designation 

12. a) Status of Employee as on 01-06-2014 Select option from dropdown 
list 

a.1)Schedule IX/Schedule X/Other Select Schedule IX/Schedule 
X/Other from dropdown list 

b) Office Type Select Office of the HOD/State 
Level Entity orField Office 

c) Name & Address of the office Enter office name and place 
and select corresponding 
District 

13 Method of Appointment to the Post of 
<Designation entered by employee in 11th 
column> 

Select an appropriate option 
from the list box.  

14 Nature of Appointment to the Post of 
<Designation entered by employee in 
11thcoloumn> 

Select an appropriate option 
from the list box. 

15 Are you holding the post of <Designation entered 
by employee in 11th column> in a Substantive 
capacity ? 

Select Yes/No option 

/ƭƛŎƪ ƻƴ άSaveέ ōǳǘǘƻƴ for saving the data. 

 


