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Abstract
This manual is for municipal administrators who are a part of the Swachhata initiative. It will provide a detailed
explanation of the Swachhata website.
Including how to get started, how to use the website, its functions and features. This manual applies to both municipal commissioners and their digital teams.
However, there will be certain functions that only commissioners will have access to e.g. adding engineers. The following will provide a more in depth look at the site.
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Getting started
Logging In
In order to login you must be a registered municipal administrator, and have received your
login details via email.
If you have not yet been registered you will be asked to register before being granted access to the website.
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Getting started
If you have received your login information
If you have received your login information (username and password) via email you can
use them to login on the webpage: http://swachh.city.
This page will have a Login button on the top right side of the page. Once you have
clicked on the login button, you will see a popup asking for your username and password.
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Getting started
If you have not received your login information
If you have not yet received your login information, please click on the Register button at
the bottom left corner of the login popup box.
In order to register you will be asked for details like your name, Municipal Corporation’s
name, email ID, mobile number and location; these will be used to verify your identity.
You will then complete the registration by clicking the Register button and submitting
your details, which the Swachh Bharat Mission team will verify. Once your credentials
have been approved you will be sent your login details.
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Getting started
How to log in
In order to login you will need to enter the username and password that were emailed to
you. The login box gives you the option to save your login information.
You can do so by ticking the box beside the words “Remember me”. Please keep in mind
that if at any time if you forget your password you can click “Forgot your password?” and
an email with temporary password will be generated and sent to your registered email ID.

8

www.swachh.city

Swachhata - Administrator User Manual

Getting started
Onboarding
After your first log in you will see the Welcome to Swachh Bharat screen. Click on Get
Started. This screen will appear only for first time users

Engineer Approval
Clicking on the Get Started button will take you to the Engineer Approval screen. This
screen will show the number of engineer approval requests pending. You can either click
Skip to upload an XML file with Engineers’ details or click on the Approve button and approve the requests.
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Getting started
Bulk upload engineer details
To bulk upload Engineer’s details, please click on Browse, choose a file and upload it.
Once a file has been uploaded, you will be taken to the next page.

Thank You
You are now ready to use the Swachh Bharat system. Please click on Get Started.
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Navigation - Homepage
Homepage
Below is the Swachh City website homepage. This dashboard will display Today’s Resolved, On-The-Job, and Open complaints.
The navigation bar at the top of the page will have tabs to the pages on the website:
Home, Complaints and Engineers.
This navigation bar will be available at the top of the screen on all the pages of the website, so you can navigate from page to page with ease.
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Navigation - Homepage
Resolved complaints
The green box will indicate the number of complaints Resolved today (on the day you are
viewing the Dashboard).
It will also indicate if today’s resolution rate is better than yesterday’s.
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Navigation - Homepage
On-the-Job Complaints
The blue box on the home page depicts the number of On-the-Job complaints. On-the-Job
signifies that a Sanitary Inspector/Engineer is presently working on a complaint assigned
to them.
A percentage comparison between the number of jobs being worked on today (the day
you are viewing the website) and yesterday is also available at the bottom of the box.
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Navigation - Homepage
Open Complaints
The red box depicts the number of Open complaints in your city for the day. Open complaints are new complaints that citizens have made regarding sanitary issues in the city.
An engineer has yet to begin working on them. A percentage comparison between the
number of complaints made today (the day you are viewing the website) and yesterday is
also available at the bottom of the box.
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Navigation - Homepage
Complaints Glossary
Open: a complaint has been made by a citizen and needs the attention of a sanitary engineer
On-the-Job: a complaint that a sanitary engineer is currently working on. A sanitary engineer can have multiple complaints simultaneously for which the statuses are On-the-Job
Resolved: a complaint that a sanitary engineer has solved
Rejected: a complaint that a sanitary engineer has rejected. Please note that a sanitary
engineer can only reject complaints in extenuating circumstances; such as if the details of
the complaint (location, picture or issue) are not clear, or if the complaint does not belong
to their ward
Re-opened: a complaint where the citizen complainant is not satisfied with the resolution
of the complaint and wishes to have the issue addressed once more
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Navigation - Homepage
Complaints Graph
This section of the homepage depicts the complaint statistics on a graph, as a visual aid
to track your city’s progress. You can choose to view complaints that came in Today, This
Week, This Month or even This Year.
There is a calendar button available as well, which can be used to display complaints
within a particular range of dates.
You can see all the complaints displayed on one graph, or use the Complaints button on
the upper left corner to see the statistics of specific categories of complaints displayed.

16

www.swachh.city

Swachhata - Administrator User Manual

Navigation - Homepage
Categories of complaints
If you click on the Complaints button you will get a dropdown menu, for which the next
option is Category.
If you click on Category you will see all the complaint categories listed (garbage cleaning, garbage collection, dead animals, structural maintenance of toilets and cleanliness of
toilets) and the total number of complaints in each category.
On the right side of the box you will see a Trend button. You can use that button to filter
complaints according to dates; Today, This week, This Month and This year.
The box beside, on the right, will depict the same information in pie chart format.
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Navigation - Complaints
Complaints Page
Going back to the navigation bar at the top of the page and clicking on the Complaints
tab, will take you from the Homepage to the Complaints page.
This page displays all the complaints, their corresponding IDs, locations, landmarks, dates
they were posted on, their category, and their status.
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Navigation - Complaints
Categorizing the complaints
Categories: The Complaints listing page will show you all the complaints posted in all the
categories by default. To view the complaints according to categories, click on the categories button, and choose a particular category
Status: You can also view the complaints according to their status (Open, On-the-Job,
Resolved, Rejected, Re-opened). Click on the status button, and categorize complaints
accordingly. You can also change the status of individual complaints e.g. if you have assigned an engineer, you can change the status of a complaint to On-the-Job
Wards: you can also view complaints according to the wards
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Navigation - Complaints
The actions column
The Action tab enables you to do three things; assign an engineer to Open complaints,
escalate complaints that have not been worked on yet, and check complaint details

Assigning an engineer
Person Symbol: Clicking on this symbol will enable you to assign a sanitary engineer to a
particular complaint
Clicking on the person symbol (first on the left in the actions column) will cause a popup
box to appear, which will ask you to assign the compliant to an engineer.
Clicking on the drop down box next to “Assign Complaint to” will allow you to choose the
name of the engineer.
After choosing the name, please click on the Save button at the top right corner of the
popup box. Which will ensure that an engineer has been assigned to the complaint.
If you want to go back to the complaints page without assigning an engineer, simply click
Cancel.
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Navigation - Complaints
Complaints Details
Clicking on the pencil symbol will enable you to see all the details of a posted complaint.
(You can view the details of the complaint, by clicking on the Complaint ID as well)
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Navigation - Complaints
Complaints Page
This page will show all the details of the complaint; location (both the address and the
location on Google maps), complaint ID, the Engineer assigned to the job, name of the
complainant and number of days within which the complaint has to be resolved
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Navigation - Complaints
The right side
The right side of the page will have the following details:
Priority of the complaint: this shows whether the complaint is normal, or has been marked
as high priority
Status: this shows whether the complaint is Open, On-the-Job, Resolved, or Rejected. It
also shows the number of days left to solve the complaint
User Details: the name and phone number of the complainant will be displayed
Engineer Details: the name, designation and phone number of the engineer is displayed.
You also have the option of assigning another engineer to the job. Simply click on the Edit
button (upper right corner of the box), and you will have the option of assigning another
engineer to the job
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Navigation - Complaints
The left side
The left side of the complaints page will display a picture of the complaint taken by the
citizen complainant.
Below that will be the location of the complaint on Google maps, along with an address
and directions to the complaint location from where you are located (which you can see,
if you have access to data or WIFI, by clicking on the little arrow below the address).
Below the map is a comments section, which will show all comments made on this complaint (by the engineer, citizen users and administrators).
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Navigation - Engineers

View details, add and edit engineers
The final tab on the navigation bar at the top of the website is the Engineers tab. Clicking
on this tab will take you to the engineer listing page.
All the engineers within your city will be listed on this page. If you are looking for a particular engineer you can click on the search box to the right of the screen and type in a
name.
Please note that only municipal commissioners can add engineers.
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Navigation - Engineers
Clicking on the plus button to the left of the engineer’s name will show you the details of
the engineer: name, phone number, designation, ward, and complaint category.
Clicking on the black circle with a plus sign inside, beside the search bar at the top right
of the screen, will enable you to add new engineers.
Please note that only municipal commissioners can add sanitary engineers, after verifying
their credentials by the official registration of municipal sanitary engineers.
Clicking on the three dots (aligned vertically) to the right of an engineer’s name will allow
you to edit or delete the details of individual engineers.

Once registered this website can be accessed from any web browser on desktops, laptops,
tablets and mobile phones.
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Abstract
This document is the user manual for the Swachhata - Swachh Bharat app: A step towards making India cleaner and
healthier. This app was designed for sanitary engineers, to facilitate their work by incorporating the ease of technology into their jobs.
The app will allow sanitary engineers to connect directly with citizens who report community sanitary issues and
address the cases in real time.
This guide will provide in depth instruction on who the app is for, how to get it, how to use it, explain its features,
functions and answer frequently asked questions regarding the app.
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Introduction
Who can use the app?
The Swachhata - Swachh Bharat app was design for registered municipal sanitary engineers. Any engineer who is registered with the municipality can use this app.
The registration process for engineers involves verification of employment by the concerned authorities. Therefore, individuals who are not registered sanitary engineers will
not be able to register as users for the app.

How to get the app?
There are a few ways to obtain the Swachhata - Swachh Bharat app.
Method 1:
Your municipal corporation will send a SMS to your phone with the link to the app, clicking on the link will take you to the Google Play Store at which point you can start the
download process for the app.
Method 2:
You will be provided with a link to the app. Clicking on the link will take you to the Google
Play Store at which point you can start the download process for the app.
Method 3:
You can search for the app on the Google Play store and follow the download process.
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Registration
How to register?
Once you have successfully downloaded the app, you can open it and the registration
process will begin automatically.

Language settings
You will begin by choosing your preferred language for the app. There are eight languages
available to choose from: English, Hindi, Tamil, Malayalam, Kannada, Telugu, Marathi and
Urdu.
Please note that if you wish to change the language at any point after registering, you
must log out of the app and log back in. On a new login you will be prompted once more
to choose your language.
After you have chosen your preferred language you will be directed to the sanitary engineer verification process.
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Verification Process
Number verification
The sanitary engineer verification process begins with the verification of your official cell
phone number, which will be registered with the concerned authorities and confirm your
identity as a certified sanitary engineer.
If your mobile number is not registered with the concerned authorities you will be required to complete a manual registration form, which will then be sent to the concerned
authorities for identity verification.
You will be prompted to enter your mobile number on a screen, like the one depicted below. Once you have entered your mobile number and the number is recognized as being
on the list of registered sanitary engineers, you will be sent a One Time Password (OTP).
Please ensure that the mobile number you enter is the one registered with the concerned
authorities, and the number of the mobile phone you are using for the registration process.
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Verification Process contd
If your mobile number is registered
Once you have entered the appropriate mobile phone number and it is registered with
the concerned authorities, you will receive an OTP to the mobile phone you are using.
The OTP will be automatically recognized by the app and you will be required to enter it
in the box “Enter OTP”, as depicted below.
If your phone does not automatically recognize the OTP, please try the pressing the “Resend Code?” button below the OTP entry box.
Again, please ensure that the mobile number you are using for the registration process is
the mobile number for the mobile on which you are completing the registration on.
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Verification Process contd
If your mobile number is not registered
In the event that your phone number is not recognized as belonging to that of a certified
sanitary engineer registered with the concerned authorities; you will be directed to a
manual registration page, as shown below.
You will be required to fill in your “Name, Designation, Category, Email ID and Location.”
Once you have done so, you will press the “Request” button on the bottom right hand
corner of your screen.
Pressing the “Request” button sends your information to the concerned authorities, who
will verify your details and identity as a certified registered sanitary engineer. You must
be verified before you can complete the registration process and continue to use the app.
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Using the application
Complaints listing page
Once you have completed the registration process you will be taken to the complaints
listing page. All complaints which are unassigned to any sanitary engineer will be displayed on the home page by default, as depicted below.

The page will have the following:
i) Filter Box, on the center of the page above the complaints
ii) Left Menu: a drop down menu on the top left hand corner of the screen
iii) An in-app notification button (the bell), on the top right hand corner of the page
iv) Complaints and their corresponding status (Open, On the Job, Resolved, Rejected), on
the center of the page
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Using the application contd
Filter box
The Filter box categorizes complaints into seven categories:
i) Un-assigned: All complaints which are not assigned to any sanitary inspector/engineer
ii) All Complaints: Complaints assigned to you
iii) High Priority Complaints: These complaints will be assigned as high priority by the
agency.
iv) On the Job: The status on these complaints has been changed by you or the agency to
indicate the complaints you are currently working on.
v) Re-opened: Complaints that have been re-opened by citizens if they were dissatisfied
with the resolution. Only resolved complaints can be re-opened.
vi) Resolved: Once a complaint has been solved, you or the citizen can change the complaint status to „Resolved.‟
vii) Rejected: Complaints rejected by you.
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Using the application contd
Left menu
All the items in the filter drop down box are also displayed here.
Other than that, it also has:
a) Rate Us on Playstore: This rating will help the developers understand if you are happy,
satisfied or dissatisfied with the app. Feedback in the form of comments would also be
appreciated.
b) Report a Bug: In the event you have issues using the app, you can bring the problems to
the attention of the developers by reporting a bug. This will help developers improve the
app for hassle-free usage.
c) Logout: clicking this button will log you out of the app. You do not need to logout after
every session you use the app. Closing the app will not automatically log you out. Keep
in mind that if you do choose to log out, you will need to choose your preferred language
settings when logging back in.
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Using the application contd
In-app notifications
The bell on the right hand side of the Complaints Listing Page indicates the number of
unread notifications. Once you click on the bell, it will take you to the notifications page.
To indicate that you have read all the notifications, click on the double-checkmarks on the
top right hand corner of the screen.
This will change the unread notifications into read messages. If you want to see previous
notifications, click on the “Previously Read” button at the bottom of the screen.
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Complaints
Complaints explained
A complaint is created when a citizen user uploads a description of a sanitary issue.
Citizens are required to explain the nature of the issue, tag the location with an accurate
address and upload a picture of the issue reported.
Each complaint has a comments button, on the bottom right hand corner. You will be able
to post comments on individual complaints and see citizens‟ comments as well.
All resolved complaints will also have reaction buttons (smileys, dissatisfied and extremely dissatisfied emoticons), which citizens will be able to use to show their reaction to the
way the issue was handled.
Only citizens can use these reaction buttons; you can only see the reactions as citizens
choose them.
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Complaints contd
Changing the status of complaints
Each complaint is categorized with a status. There is a “Change Status” drop down box on
the bottom left hand corner of every complaint, with corresponding colours (red – Open/
Re-Open, blue – On the Job, green – Resolved, grey – Rejected).
All complaints begin at “Open.” You can only change “Open” complaints to “On the Job”
or “Rejected.” You can change “On the Job” complaints to “Resolved” and “Rejected.” In
order to change the status of a complaint to “Resolved” you must post a picture of the
complaint you have solved and post a comment indicating the complaint has been solved.
Once you change the status of a complaint the citizen complainant will get a notification
regarding the status of the complaint they made. At which point they can provide feedback
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Complaints contd
Status change alerts
Once you have clicked on Change Status, an alert box will pop up. It will alert you that you
are about to change the status of the complaint. Please click “OK.”
You will then be directed to the Comments section, where you will be required to write
your reason for changing the status e.g. when you are changing the status from “Open” to
“On the Job” you can write “I will now be working on this job.”
You can also add pictures while changing the status by clicking the camera button at the
bottom left hand side of the screen. You can either take a picture at that moment and
upload it, or choose a picture from your mobile gallery.
Please remember, when changing the status to “Resolved,” a picture is mandatory
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Complaints contd
Complaints glossary
Open: a complaint has been made by a citizen and needs your attention
On the Job: a complaint that you are currently working on. You can have multiple complaints simultaneously for which the statuses are “On the Job”
Resolved: a complaint that you have solved
Rejected: a complaint that you have rejected. Please note that you can only reject complaints in extenuating circumstances; such as if the details of the complaint (location,
picture or issue) are not clear or if the complaint does not belong to your ward
Re-opened: a complaint where the citizen complainant is not satisfied with the resolution
of the complaint and wishes to have the issue addressed once more
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Complaints contd
On-the-job complaints
When you click on an On the Job complaint, along with the picture, the page will display
the description of the complaint. (This detail screen is the same for all complaints, regardless of the status of the complaint).
On the right side of the address box there is a small arrow, which if you click, will show
you the route from your current location to the location of the complaint. To the left of
the address box there is a locate button, which shows you the complaint on Google maps.
At the bottom of the page there is a comment section which will display three comments
at a time, to see more comments you can click on the “Load More” button.
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Complaints contd
Re-opened complaints
On receiving a notification that their complaint has been resolved, the citizen has the option to re-open the complaint – if they are not happy with the resolution. Please note that
the citizen can change the status of the resolved complaint in two ways.
They can simply mark it as “Re-open” on the complaint itself, through their app. Or they
can choose the dissatisfied smiley and select the “Re-open” button that will follow once
they click on dissatisfied smiley.
After choosing the dissatisfied smiley, a drop box with possible reasons for their dissatisfaction will appear. They can also opt to write the reasons separately, after choosing the
“Say Something” option.
Once the complaint is re-opened, you will receive an in-app notification (you will only
see these when you open the app). On receiving the notification, you can go directly to
the complaint by clicking on the notification. Or you can visit the Left Menu and click on
re-opened complaints.
The newest re-opened complaint will sit on the top. You can change the status to either
On-The-Job or Reject. Regardless of which status change you select, the same procedures
apply as when following through with a new complaint.
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Complaints contd
Rejected complaints
After you have rejected a complaint, the complainant will get a notification alerting them
of the rejection of their complaint.
The complainant cannot reopen a rejected complaint, they can however write a comment
in the comments section.
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Complaints contd
Multiple complaints
If you receive multiple complaints regarding the same issue within your ward from multiple citizen complainants, please change the statuses on all the complaints to “On the Job”
and follow regular procedure for all the complaints simultaneously.
For instance, if there is a dead animal that needs to be removed from beside a restaurant
and several citizens complain about the same animal, change all the statuses simultaneously as you work on the issue and upload a picture and comment on all the individual
complaints when resolved.

Hardware
Phone requirements
This app is only available on Android phones. If you do not have an Android phone, the
same features and procedures are available through the website, which can be accessed
through any mobile internet browser.
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FAQ
Can you share the app download link with other people?
Yes, you can share the app download link with other people. However, only registered
sanitary engineers will be granted access to the app from the administrators concerned.

Is there a time limit in which you need to use the app download link?
No, the link is valid for as long as you have it. You can use it whenever you are able to.

Can you update your mobile number?
You will be using the mobile number assigned to you by your municipal corporation. If
they provide you with a new mobile number, the municipal administrator will update it on
your file.

Do you have to upload the picture of the resolved complaint while at the location of the complaint?
Not necessarily. If you are able to upload your picture and update the status of your complaint while on location, please do so.
However, you can also take a picture and upload it and update the status of a complaint at
a later time and place. For instance if your data is not available on location, you can wait
till you have WIFI access and then update your complaint.
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