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Rate Contract Management System – User Manual 

 

1. URL for accessing the software is http://10.151.1.23:8888/RCM/rcmlogin.jsp 

2. Login into the system with your Personal Number (J000xxx). 

3. To submit a drafting requisition for old completed work orders, click on REQUISITION 
FORM (OLD) under DRAFTING FORM tab. 

 

 

 

4. Fill the required fields as given in screenshot. Give the work order no and work order date 
as given in the completed work order form 

5. After filling the form click on draft button. 

 

 

http://10.151.1.23:8888/RCM/rcmlogin.jsp
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6. Requisition form shall be saved as draft. You can see the draft form at the bottom in 
screenshot.  

7. To submit the form click on the Edit link under the ACTION column in the bottom of the 
screenshot. 
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8. After clicking on the Edit link you can see the saved form where you can make changes if 
desired. 

9. After making any changes if required you can submit the form by clicking on Final Submit 
button. 

10. Once you click submit the form it shall be sent to DGM I/c (C&S) for verification. An 
intimation mail also goes to DGM I/c (C&S) with the requisition details.  

 

 

11. Once form is verified by DGM I/C (C&S),  you will receive an email and can see your form in 
printable format by clicking on REPORTS->DRAFTING->REQUISITION VERIFIED. 

12. Click on the Download icon under FORM column of the respective requisition to download 
the verified pdf form. 
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13. PDF file will be downloaded on clicking the download link. 

14. HOD’s need to print and send this file to DGM I/c (C&S) for signature. 
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15. To give the feedback click on DRAFTING FORMS->FEEDBACK FORM. 

16. After this click on the Create link under ACTION column as shown in screenshot ( at the 
bottom of the screenshot). 

17. Now chose any of the five rating options and write remarks if required. 

18. After this submit your feedback form by clicking on Final Submit button. 

 

 

 

 

 

 

 

 

 

 

 



 
 

Page 7 of 7 
 

 

19. To submit new drafting requisition form click on REQUISITION FORM (NEW) under 
DRAFTING FORM tab. 

 

 

 

20. Here Work Order No. and Work Order Date will be automatically generated. 

21. Then follow the same route as given for old drafting requisition. 

 

 


