
1 ORGANIZATION PETITION E-FILLING 

When user logs in to the CSERC application, the list of accessible displays along with the count of draft 

petitions, petitions under scrutiny, current petitions. 
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1.1 E - FILE PETITION 

To file a new petition user needs to click on Petition ->E-File Petition (New) link from the 

menu bar screen. 

User needs to provide following information related to the petition that he is going to file. 

 

 General Information 

 Petitioner Details 

 Respondent Details 

 Attachments 

 Fees 

 Related Petition 

 Identical Petitions 

 Checklist 

 

User can fill these forms in any sequence by clicking on the tabs on the top or can navigate in the same 

sequence by clicking next or previous button at the bottom of the form. Please note that if tabs are 

clicked, any information modified on the form will not be saved. 

 

User can fill the information in any number of iterations. On the first save the reference number for the 

petition under filing process will be generated. Reference Number will be sequence number that restarts 

with 1 on the change of a Calendar year. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.1.1 General Information 

Select New Petition 

menu to File Petition 



All the basic details related to petition like petitioner name, respondent name, petition type 

etc. are captured in this screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Click Here to add 

more Option 

Click Here to Save 

then go to Next Tab 



1.1.2 Petitioner Details 

Petitioner related details are captured in this section. User can add more than one 

petitioner in a petition. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure: List of Petitioners. 
 
All the added petitioners are displayed in the above screen. To add a new Petitioner user can click on 

"Add Petitioner tab". On clicking this tab following screen will be displayed. 

 

 

 

 

 

 

 

 

 

 

 

 

If the desired petitioner is not available in the list of Petitioner, user can add the new Petitioner by clicking 

on "Add Petitioner not in the list tab". 

 

Petitioner Added  

Click here to save added 

Petitioner and Next Tab 

Click here to remove 
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Click to Save Button to 

add Petitioner 



You can add petitioner as organization and petitioner as individual  

 

1.1.2.1 Add Petitioner as Organization 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure: Add petitioner, which is not in list. 

On clicking "Save" button all the added petitioner will be displayed in the petitioner list. 
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organization 

Click Save to save 

Petitioner  



1.1.2.2 Add Petitioner as Individual 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure: Add petitioner, which is not in list. 

On clicking "Save" button all the added petitioner will be displayed in the petitioner list. 

 

 

  

 
Add Petitioner as 

Individual 

Click Save to save 

Petitioner  



1.1.3 Respondent Details 

Respondent related details are captured in this section. User can add more than one 

Respondent in a petition. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure: List of Respondent. 
 
All the added Respondent are displayed in the above screen. To add a new respondent user can click on 

"Add Respondent tab". On clicking this tab following screen will be displayed. 

 

 

 

 

 

 

 

 

 

 

 

 

If the desired Respondent is not available in the list of Respondent, user can add the new Respondent by  

 

 

Respondent Added  
Click here to remove 

Respondent 
Click here to save added 

Respondent and Next Tab 

Click to Save Button to 

add Respondent 

Click to Save 

Button to add 



clicking on "Add Respondent not in the list tab". You can add Respondent as organization and 

Respondent as individual  

 

1.1.3.1 Add Respondent as Organization 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure: Add Respondent, which is not in list. 

 

On clicking "Save" button all the added Respondent will be displayed in the Respondent list. 

 

 
Add Respondent as 

organization 

Click to Save Button to 

add Respondent 



1.1.3.2 Add Respondent as Individual 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure: Add Respondent, which is not in list. 

On clicking "Save" button all the added Respondent will be displayed in the Respondent list. 

  

Click Save to save 

Petitioner  

 
Add Respondent as 

organization 



1.1.4 Petition Upload 

On clicking "Petition Upload" tab attachment list will be displayed. This tab provides provision to 

add the pdf files associated to petition. User can view previously added attachment from the list. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure: Attachment list. 

On clicking "Upload Documents" following screen will be displayed. 

 

 

 

 

 

 

 

 

  

 

Click Here to Choose File Click here to save uploaded 

documents and go to next 

tab 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure: Add attachments. 
 

In the Attachments screen, attachment of petition document should be a pdf file. On clicking "Upload" 

button documents will be saved and control will come back to list screen. 

  

Click here to Upload 

Petition Documents 

Add more Documents if 

needed 

 

Click Here to Choose File 



1.1.5 Filling fees  

To file a petition in CSERC, fee has to be paid. On clicking "Filing Fees" tab, following screen will be 
displayed. 
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List of Fee paid, if you want to add new fees detail click to “Add Fees Details” then following 

screen will be appear 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Respondent Added  
Click Here to Save button 

to Save Fee Detail and go 

to next tab 

Fill all fields and then 

click to save button to 

save Fees details 



1.1.6 Related Petition 

On clicking "Related Petition" tab, related petitions list will be displayed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Figure: List of related petitions. 
 
On clicking "Add Related Petition" add related petition screen will be displayed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Figure: Add Related Petition. 
 
In the Add Related Petition screen, necessary field for add related petition displayed. Fill all necessary 

details and click to Save button to Add Related Petition and control will come back to list of related petition 

screen. 

 

Related petition 

added 
Click here to remove 

Related Petition 

Click here to save added 

Related petition and Next 

Tab 

Click Here to save 

Related petition 



 

1.1.7 Identical Petition 

On clicking "Identical Petition" tab, related petitions list will be displayed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Figure: List of Identical petitions. 
 
On clicking "Add Identical Petition" add Identical petition screen will be displayed. 
 

 

 

 

 

 

 

 

 

 

 

 

 
Figure: Add Identical Petition. 
 
In the Add Identical Petition screen, necessary field for add Identical petition displayed. Fill all necessary 

details and click to Save button to Add Identical Petition and control will come back to list of Identical 

petition screen.  

 

Identical petition 

added 

Click here to remove 

Identical Petition 
Click here to save added 

Identical petition and 

Next Tab 

Click Here to save 

Identical petition 



1.1.8 Checklist 

On clicking "Check List" tab a list of questionnaires will be displayed. Check list is to make sure that all the 

mandatory details required for e-filing the case are taken care of. In Check List tab the details furnished by 

the user are shown as "Yes". The mandatory details but not furnished are shown as "No". User can modify 

the details to "Yes", "No", "NA" 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select one 

radio button 

Select all radio button and 

click to Save button to Save 

Fee Detail and go to next tab 



1.1.9 Summary 

Summary describes the brief of the information filled in the petition under process of e-Filing. User Clicks 

on the “Summary” tab and information is displayed related to the case in process of e-Filing. User selects 

to whom the intimation is to be sent – Petitioners, Respondents, Petitioner Advocates, Respondent 

Advocates or all. Before filing user has to agree to the terms and conditions. On clicking “Print” button user 

can take a summary print in pdf format. On clicking “File Petition” button, system checks that all the 

mandatory forms should be filled. A popup is displayed showing that a petition will be submitted to CSERC 

and a diary number will be generated and filing user will not be able to modify petition further, on 

submitting a petition a Diary Number is generated and intimation will be sent to parties and advocates as 

selected 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Click here to file 

the petition 
Click here Print 

your Petition 

Check the 

checkbox 



2 DRAFT PETITION 

 
CSERC provide facility of draft Petition where incomplete petition is displayed in. For see list of draft 

petitions select draft petition sub menu in petition menu – Petition->Draft Petition or click to More info in 

Dashboard Draft petition box.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
when clicking draft petition submenu then following page will be appear 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can click to Start e-Filling and continue file petition. 

Click Draft petition to 

show the list of Draft 

petitions  

Click to show list of 

Draft Petition 

 

 

Draft Petitions List 

Click Start e-filing to file 

Petition Continue…. 



3 PETITION UNDER SCRUTINY 

Petitions Under Scrutiny – Petition which is filed but pending at CSERC is displayed in the petitions under 

scrutiny page. For see list of petitions which in pending at CSERC select Petition Under Scrutiny sub 

menu in Petition menu – Petition->Petition Under Scrutiny or click to More info in Dashboard Petitions 

Under Scrutiny.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

when clicking Petitions Under Scrutiny submenu then following page will be appeared. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Petitions Under 

Scrutiny to show the 

list of Draft petitions  

Click to show list of 

Petitions Under Scrutiny 

 

List of Petitions Under 

Scrutiny 

Click to see query form 

CSERC and Petition Detials 
Click to Upload Document  



You can click View more to see Query from CSERC and Reply of Query and see Petition details. On click 

view more following screen will be appear 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

List of Query from 

CSERC 

Choose file for reply Click save to send Reply to 

CSERC 



4 CURRENT PETITION 

Current Petition– Petition which is Process by CSERC is displayed in the current petition page. For see 

list of petitions which in Processed by CSERC select Current Petition sub menu in Petition menu – 

Petition->Current Petition or click to More info in Dashboard Current Petition. 

 

 

 

 

 

 

 

 

 

 

 

 

 

when clicking Current Petition submenu then following page will be appeared. 

 

 

 

 

 

 

 

 

  

 

 

 

You can click View more to see Query from CSERC and Reply of Query and see Petition details.  

Click Current Petition 

to show the list of 

Draft petitions  

Click to show list of 

Current Petition 

 

 

List of Current 

Petitions  

Click to see query form 

CSERC and Petition Details 
Click to Upload Document  



5 DISPOSED PETITION 

Petition which is Disposed by CSERC display in Disposed Petition page. For see list of Disposed petitions 

select Disposed Petition sub menu in Petition menu – Petition->Disposed Petition. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

when clicking Disposed Petition submenu then following page will be appear 

 

 

 

 

 

 

 

 

 

 

 

 

You can click View more to see Query from CSERC and Reply of Query and see Petition details.  

 

 

Click Disposed Petition 

to show the list of 

Disposed Petition  

 

Disposed Petitions 

List 

Click Show Detail of 

Disposed Petition 



6 RESPONDENT PETITION 

Petition which is Filed by Respondent display in Respondent Petition page. For see list of Disposed 

petitions select Respondent Petition sub menu in Petition menu – Petition->Respondent Petition. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

when clicking Respondent Petition submenu then following page will be appear 

 

 

 

 

 

 

 

 

 

 

 

 

You can click View more to see Respondent Petition Details. 

 

  

Click Respondent Petition 

to show the list of 

Respondent Petition  

 

Respondent 

Petitions List 

Click Show Detail of 

Respondent Petition 



7 EDIT PROFILE 

If user want to Update her/his profile data then click Edit Profile Option from menu as seen below – 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
after clicking edit menu option then following screen appear. On clicking "Update" button changes will be 

saved and control will come back to Dashboard. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click here and Update 

your Profile Details 

Edit your details if you want 

to update and then click to 

Update button 



Enter your previous 

password 

Enter your New 

password 

Reenter new password 

to confirm 

8 CHANGE PASSWORD 

User can change his/her password easilye using menu option change password.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When  you click change password menu then following screen will be appear 

 

 

 

 

 

 

 

 

 

 

 

 

Enter your previous password and then create new password (Enter Valid Password and Submit [8 to 

15 characters which contain at least one lowercase letter, one uppercase letter, one numeric digit, 

and one special character]) then reenter new password to confirm and then click to change password 

button .On clicking “Change password” button then if all information is correct then a pop-up will be 

displayed “password change successfully” and control will come back to Dashboard 

 


