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Online Process for Recruitment in DTC 
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Flow of Candidate Application & SMS Details 
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An initiative by DTC for hassle free and speedy engagement of employees in DTC 

1.Q Can I fill the recruitment form in Hindi language? 
Ans. No. 
 
2.Q Can I fill the form having first name only? 
Ans. Yes (As per 10th Certificate / as per relevant document). 
 
3.Q What is the maximum age limit for applying the post? 
Ans. As per Advertisement for specific post applying / submission of application. (Age 
Relaxation as per Govt. Rules). 
 
4.Q What is the qualification for the post? 
Ans. As per Advertisement for specific post applying / submission of application. (Age 
Relaxation as per Govt. Rules). 
  
5.Q What are the timings for filling up of online application form? 
Ans. Any time 24x7 days. (Opening date to closing date). 
 
6.Q Can I fill the form from anywhere India? 
Ans. Yes 
 
7.Q What are the duty hours and rest timings? 
Ans. 08.30 hrs. including 30 minutes’ rest hours during duty timings. 
 
8.Q Any Medical facility provided and to Family by DTC? 
Ans. As per the terms and conditions of the Contract/Offer Letter. 
  
9.Q Any other service benefit provided by DTC ? 
Ans. As per the terms and conditions of the Contract/Offer Letter. 
 
10.Q What is the salary pattern? 
Ans. Initial Basic Pay of the specific post with Dearness Allowance as applicable at the time 
Commencement of Service (As per 7th Pay Commission).   
 
11.Q Is there any Incentive Scheme? 
Ans. Not now.  
 
12.Q Can I apply for the post if I have any Criminal Background? 
Ans. No. 
 
13.Q Can I apply for the post if I have already worked in DTC ? 
Ans. Yes, if eligible.  
 
14.Q If I have a higher qualification from anywhere in India and can I apply for DTC Post ? 
Ans. Yes, but Selection will be based on the essential qualification only.  
  
15.Q Please provide a list of documents required for the post? 
 

1. Academic Qualification documents as per RRs. 
2. Technical qualification as per RRs 
3. Aadhaar Card. 
4. Pan Card (if available). 

 
 16.Q What will be the procedure for applying online post? 
 

1. Candidate will have to login URL http://dtc-rp.com 
2. Aadhaar Card No. will be used as a reference Number; hence already used Aadhaar Card 

No, Candidate cannot apply for the same post twice. 
3. New user will have to fill up the application form and submit online. Thereafter keep     

http://dtc-/


monitoring on regular basis for knowing the status of his application and to take action 
as per directions highlighted in the status bar like when to report for document 
verification, medical test, posting in depots (in case he is selected for the post) etc. 

4. The candidate will have to appear physically for document verification, medical test, and 
finally reporting for duty.    

 
17.Q Is there any accommodation facility is to be provided by DTC ? 
Ans. Not now. 
 
18.Q Whether I will be given any TA / DA for the purpose of appearing for document 
verification, medical test etc.? 
Ans. No. 
  
19.Q Any food facility provided by the DTC during my duty hours ? 
Ans. No. 
 
20.Q What are my future prospects in DTC ? 
Ans. It depends on the policy of Delhi Government declared time to time. 
 
21.Q Any transport Allowance is provided by the DTC for joining duties ? 
Ans. No.  
 
22.Q What are the precautions to be taken by in DTC  service ? 

 Be courteous 

 Be dutiful 

 Not to be indulge in any unlawful activities. 

 To follow instructions / guidelines issued by DTC time to time.  
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ONLINE RECRUITMENT PORTAL OF DTC

1

Abbreviations

PLD (Personal Department)
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 For first time, Candidate has to Click on the “Registration” Link to register his 
candidature.

 Candidate will see the above screen-shot.  He / She has to fill up the above 
details. 

 By clicking on the Generate OTP Button, One OTP will be sent to his / her 
mobile number and One on email address.

3

 The below figure will appears and Candidate has to enter the Mobile OTP and 
Email OTP as shown in the below figure. Click on the Verify OTP to Verify. 

 The next screen will appears as shown in the above figure, the candidate 
has to create password for his account and click Submit button. 4
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 The below figure appears, the candidate can now enter his / her registered 
email id and password to login in into the dashboard.

 For resetting the password candidate have to enter his / her registered 
email address, as shown in the above figure, and click the submit button. 

5

 If the candidate Forgot the Password, he/she can click on the Forgot 
password? Link to reset password.

 A temporary password has been sent to your Registered Email Id. Use it to login in 
and reset your password, The Message will appears.  Candidate has to check his/her 
registered email id for the temporary password. 

6

 By clicking on “Click Here” Link the candidate will be shown the below screen 

 The candidate has to enter his registered email id and the Temporary Password that was 
sent to his / her email address.  The candidate can reset the Temporary password from 
Dashboard also by clicking on the “Avatar” section located at the top right hand corner. 
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 The Next Button will appears. Press Next Button to go to next Section.

7

 After successfully login, the candidate have to fill up the Basic Details and click on Save Details Button to save details. 

 Select “Yes” from Read and Write and click on Save Button.

8

 The Below figure appears.  By clicking on                 the candidate can add his / 
her educational qualifications.
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9

 Candidate has to enter his qualifications and upload the relevant document in PDF 
format only, and click Save Qualification Button to save the details.

 By clicking on the Next button the candidate will be navigated to fill the details of 
Experience he /she have. 

10

 User have to click on                     button to add his / her experience. 

 By clicking on the button the below screen will opens up where the candidate have to fill the relevant
experience details and upload he document, and click the Save Experience Details Button to upload the details.
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 After successfully adding experience details the below mentioned screen will appears. By clicking
on the next button the candidate will be navigated into the next section.

11

 In this section the candidate have to upload photograph and signature in JPEG format only by clicking the
“Choose File” Button. After uploading the candidate have to click on “UPLOAD DOCUMENT” button.

12

 After successfully uploading the documents the candidate have to click on the next button.
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 The form preview will be shown to the
candidate

13

 After clicking on “Click Here to Apply” candidate
will be diverted into the All Vacancy Details
Section. Candidate will see multiple vacancy, by
clicking Apply button to respective Advertisement
Number a candidate can apply to the respective
positions. If a candidate is not able to apply then
he has to give certain details which were asked for
the respective positions.

Department LOGIN Tab in Menu Bar

 By clicking on the Respective Department Login Link like Senior Mgt Login, Super Admin
Login, PLD Login, Trade Test Login, Medical Login, Posting Login the user will be
diverted to their respective Dashboard, where they can perform their duties.

14
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Admin LOGIN
 By clicking on the “Super Admin Login” link in menu bar under Dept. Login. The

following Login Screen will appear. Admin has to enter his Credentials to enter in
his Dashboard.

15

 After entering Super Admin Credential and clicking Login Button, the Super Admin
Dashboard will appears. The following screen shows the Overall Applications Status.

16
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 Admin can View users by clicking on Users Icon located on left side of the screen under
Dashboard. He can view All Users Details and create new users by clicking on +Add New Users.
The In-Active Users Tab will show the inactive users who are disabled by the Super Admin.

17

 By clicking                   The Following Screen will appear, where Super Admin can create users 
according to respective Department.

 Admin can Edit users or Delete users as per requirement. He can change the Role of the users as 
well.  

18
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 By clicking on the “MIS” located in the left side of Dashboard, the Super Admin can View
different types of reports. By clicking on them he can view the respective reports.

19

PLD LOGIN
 By clicking on the “PLD Login” link in menu bar under Dept. Login. The following Login

Screen will appear. PLD has to enter his Credentials to enter in his Dashboard.

20
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 After entering PLD Credential and clicking Login Button, the PLD Dashboard will appears.
The following screen shows the Overall Applications Status.

21

 By clicking on the Vacancy link Two options will appear for PLD :

 1. Add New Vacancy

 2. View All Vacancy

22
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23

 By clicking Add new vacancy the PLD has to fill up the following form with relevant Advertisement, and
click on Save Details to upload the Vacancy.

24

 By clicking View All Vacancy, all Vacancy Details will open, which will show Open Vacancy, Closed Vacancy
& Pending Vacancy. PLD can Delete the Vacancy by clicking on Delete Icon
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25

 By clicking on the Education link the PLD will be shown the following figure. PLD can add or delete
Education as per his requirement.

26

 By clicking on the Add new Education the PLD can create education list as per his requirements.
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27

 By clicking on the Applications Link  PLD Applications the following figure will appears where the PLD
can view how many vacancy he / she has uploaded.

28

 By clicking on respective vacancy he /she can view the Applicant List
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 By selecting number of applications PLD can , “Assign Verification Date” Button will appear in
the Right hand side of Screen.

 By clicking on the “Assign Verification
Date”. Below Screen will Appears. PLD has
to select the date when he want the
Candidate to come for Verification with
Original Document. A SMS will be Deliver
when the Verification Date is Assigned.

29

 After assigning Verification Date to Candidate, the Candidate list will appears in the “Verification
Process” Tab.

30
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 By clicking on the “View” Column, In Below Figure the List of Candidates will be shown to the PLD.
Click on “Verify”

31

 PLD have to click on the “Verify” Link in the Column named “Verification Form” to open the
Applicant Form.

 PLD have to check the candidates information with his
Original Documents.

 Based on Verification, candidate eligibility criteria can
be set to Eligible, Rejected or Pending.

 If the candidate eligibility criteria is in pending state
then PLD have to select the Remarks in the Drop down
list.

 If the candidate eligibility criteria is in Rejected state
then PLD have to select the Remarks in the Drop down
list.

 If all the Document of candidate is OK then select
Eligible.

 PLD have to enter the 2 Board Member names and 1
Chairperson of the committee.

 By clicking on proceed button the Eligible candidate will
be visible in the “Dashboard of Trade (If
applicable)”

32
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 If the candidate is in Rejected State or in Pending State then the Candidate application will be visible in 
the PLD Dashboard. Under the Respective Tabs mentioned Below. 

 PLD can Reassign the Verification date to the Candidate by clicking the     button. 

 Pending Applications figure mentioned below

33

 By clicking on the “Rejected Applications” Tab, the PLD can view the Rejected Applications. 

 Rejected Applications figure mentioned below in PLD

34
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Final Posting by PLD

35

 By clicking on the “Posting Login” link in menu bar under Dept. Login. The following Login
Screen will appear. PLD has to enter his Credentials to enter in his Dashboard.

36

 The Dash board of Posting department is shown below.
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37

 Respective Vacancies will be shown on the panel of Posting Department

 By clicking on the Applications link the Posting link will
appears.

38

 Posting Department has to click on the under process tab and download the Excel file from and
fill the respective blank column in excel file and fill – up the letter number, date, pay bank,
grade pay, pay matrix and upload the CSV file and submit data.



IMAAPPWEB LLP 4/22/2021

I-128, 1st & 2nd Floor, Mohammadpur Village, 
Near Bhikaji Cama Place, New Delhi - 110066 20

Trade LOGIN
 By clicking on the “Trade Login” link in menu bar under Dept. Login. The

following Login Screen will appear. PDT has to enter his Credentials to enter in his
Dashboard.

39

 After entering Trade Login Credential and clicking Login Button, the Trade Dashboard will
appears. The following screen shows the Overall Applications Status in Trade Dashboard.

40
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 By clicking on the Applications link, the Trade Test Applications option will appear:

 1. Trade Test Applications

 By clicking on Trade Test Application's the Following Figure will appears

41

42

 By clicking on Respective Vacancy Tab the Following Figure will appears
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 By selecting number of applications by Trade Test Dept., “Assign Trade Test Date” Button will
appear in the Right hand side of Screen.

 By clicking on the “Assign Trade Test Date”. Below Screen will Appears. Trade person has to
select the date when he want the Candidate to come for Trade Test. A SMS will be Deliver when the
Verification Date is Assigned.

43

 After assigning Trade Test Date to Candidate, the Candidate list will appears in the “trade Test
Process” Tab.

44
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 After clicking on the “View” link the following screen will be shown to the Trade user.

 By clicking on the “View” under “View List” Column, In Below Figure the List of Candidates will be
shown to the Trade User.

45

 Trade person have to click on the “Fill-up Form” Link in the Column named “Trade Test Form” to
open the Applicant Form.

 Trade person have to take the Trade Test and fill the
respective marks in the “Obtained” column.

 Based on marks the result will be calculated.

 If the candidate eligibility criteria is in pending state
then Trade Person have to select the Remarks in the
Drop down.

 Trade Person have to enter the 3 Board Member names.

 By clicking on Submit Form Button the Eligible
candidate will be visible in the “Dashboard of
Medical”.

46
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 If the candidate is in Rejected State or in Pending State then the Candidate record will be visible in the 
Trade Dashboard. Under the Respective Tabs mentioned Below. 

 Trade person can Reassign the Verification date to the Candidate by clicking the check box button. 

 Pending Applications figure mentioned below

47

 Rejected Applications figure mentioned below in Trade Test.

48
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Medical Login
 By clicking on the “Medical” link in menu bar under Dept. Login. The following

Login Screen will appear. Medical Person has to enter his Credentials to enter in
his Dashboard.

49

 After entering Medical Credential and clicking Login Button, the Medical
Dashboard will appears. The following screen shows the Overall Applications
Status.

50



IMAAPPWEB LLP 4/22/2021

I-128, 1st & 2nd Floor, Mohammadpur Village, 
Near Bhikaji Cama Place, New Delhi - 110066 26

 By clicking on the Applications link Medical Applications options will appear for Medical
Person:

 1. Medical Applications

 1. By clicking on Medical Applications the Following Medical Dashboard will open.

51

 Medical Person can select the number of users by clicking the check box on the left hand side of
the application. If he want to select all the records, he can simply click on ALL Check Box.

52
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 By selecting number of applications in Contractual Driver Applications List by Medical Person,
“Assign Date for Medical Test” Button will appear in the Right hand side of Screen.

 By clicking on the “Assign Medical Test Date”. Below Screen will Appears. Medical Person has to
select the date when he want the Candidate to come for Verification. A SMS will be Deliver when
the Verification Date is Assigned.

53

 After assigning Verification Date to Candidate, the Candidate list will appears in the “Verification
Process” Tab

54
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 By clicking on the “View” Column, In Below Figure the List of Candidates will be shown to the
Medical Person.

55

 Medical Person have to click on the “Prescription Form” Link in the Column named “View
Prescription Form” to open the Prescription Form.

 Medical Person have to take the print out of the user
details and ask him to perform the Urine Test.

 Medical Person will assign another date to the
Candidate.

56



IMAAPPWEB LLP 4/22/2021

I-128, 1st & 2nd Floor, Mohammadpur Village, 
Near Bhikaji Cama Place, New Delhi - 110066 29

 The candidate record will be shown in the Pending Applications tab from where the medical person
will assign the next date when he has to come with the Urine Test Report. If candidate is Absent
then his application is also shown in the Pending Applications Tab.

 Medical Person has to select the check box and click the “Re-assign Date for Medical Test and
give the candidate next date for medical test. A SMS will be Deliver when the verification date is
assigned to the candidate.

57

 By clicking on View from the View List Column the below screen will appears from where the
Medical Person has to click on the “Fill-up Form”.

58
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 Based on the medical condition of candidate, Applicant
status will be assigned like Fit, Un-Fit & Pending.

 If the candidate eligibility criteria is in pending state
then Medical Person have to give the Remarks in the
box.

 If the candidate eligibility criteria is Un-Fit then Medical
have to give the Remarks in box.

 Medical Person have to enter the 2 Officer names in the
box.

 By clicking on proceed button the Eligible candidate will
be visible in the “Dashboard of Posting”

 Medical Person have to click on the “Fill-Up Form” Link in the Column named “Medical Test” to
open the Medical Test Form.

59

 If the candidate is in Pending State then the Candidate application will be visible in the Medical 
Dashboard. Under the Respective Tabs mentioned Below. 

 PLD can Reassign the Verification date to the Candidate by clicking the check box. A SMS will be sent 
when reassign date is given to candidate.

 Pending Applications figure mentioned below

60
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 By clicking on the “Rejected Applications” Tab, the Medical Person can view the Rejected Applications. 

 Rejected Applications figure mentioned below in Medical

61


