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संघ लोक सेवा आयोग 

U N I O N  P U B L I C  S E R V I C E  C O M M I S S I O N  

Instructions for Candidate Question Paper Representation Portal 

User Guide 

Please read the following instructions carefully before proceeding 

 

 

STEP 1  Access the Portal 

▸ Open your web browser and navigate to:  

https://upsconline.nic.in 

 

STEP 2  Login and Access Representations Section 

On the homepage, click Login. Three login options are available: 

●  Mobile & OTP  →  Enter registered mobile number, CAPTCHA, receive OTP, and login. 

●  URN & Password  →  Enter Universal Registration Number and password. 

●  Email & Password  →  Enter registered email and password. 

 

Enter the required details, complete the CAPTCHA, and login. 

      

 

 

 

STEP 3  Home Screen — Examinations Menu 

▸  After login, the Candidate Dashboard will open. 

▸  On the top menu, click on Examinations. 

▸  In the dropdown, select Representations on Question paper. 

• This option is used to raise question representations on the Exam question paper. 

https://upsconline.nic.in/
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• It will redirect to the representation page. 

 

 

STEP 4  Select Exam for Submitting Representations 

 

Read all the instructions carefully and tick ‘I have read the instructions’. 

Fill in the details as shown: 

▸  Exam → Select exam from dropdown. 

▸  Subject → Choose the subject of the Exam from dropdown. 

▸  Series → Choose your question paper series (A, B, C, or D). It will navigate to questions list page. 
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▸  Question Number → Select the question you want to represent. 

 

STEP 5  Representation Form Page 

Fill in the details as shown: 

▸  Select your preferred Option → Choose your claiming option. 

▸  Explanation & Justification Box → Type your objection/representation (maximum 1500 characters). 

  ▸  Attach all three supporting documents. (in PDF/JPG/JPEG/PNG format).  

Instructions before uploading documents: 

▸  File size should be up to 1MB. 

▸  File should not be password-protected. 

▸  Make sure the file is clear and readable. 

▸  Click Upload to attach document. 
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STEP 6  Save Representation as Draft 

▸  After filling in the representation form and attaching documents, click Save Draft. 

▸  It will open a screen like the image below. 

▸  All contested questions will be highlighted in yellow colour. 

▸  Clicking on "Review Contests" below will show all the contests placed. 

▸  Clicking on the red box right arrow will show the full details of that particular contest. 
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STEP 7  Add New Representation for Same Exam/Paper 

On this screen, you can see your saved representation details. Options available: 

▸  View/Download → See and download the representation files. 

▸  Delete → Remove the representation. 

▸  + Add New Representation → Add another representation for a different question & (paper/subject) of the same exam. 

▸  You can continue adding multiple representations. 
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STEP 8  Submit All Representations & Representation ID Generation 

▸  After clicking on "Submit All", a confirmation box will popup. 

▸  Check the confirmation declaration box. 

▸  Click on "Submit" to do final submission and an acknowledgement reference number will be generated. 

▸  Click on "Cancel" to withdraw from final submission. 
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STEP 9  View/Print Submitted Representations 

▸  You will be able to view/print the representation. 

▸  Please keep Representation ID for future reference. 

 

 

 

 

 


