
Step-By-Step process for Physical Verification (PV) of Godown 

DCF&S Login 

Step: - 01 : DCF&S will log into the Supply portal and Go to the menu-“Godown PV ” and then submenu “Assign PV 

Incharge”. Thereafter he/she shall select the godown which he wants to assign. The dashboard shall show current 

status against each godown of the district as well. 

  



Step: - 02 Click Assign to view godown details. Select PV type: Choose PV Type (RANDOM, BIANNUAL) and then 

select PV In-charge from the dropdown . Then  select Assign button. 

 



 

Step: - 03. A popup is displayed: “Godown Assigned Successfully,” then press OK. Multiple Godowns can be assigned 

to one person if needed in the same way. 

 



Step: - 04 Return to the dashboard; the godown should now show as Assigned 

  

 



PV In-charge Login 

Step: - 05: After logging in and selecting menu” Godown PV” he/she shall then select “Initiate PV” In the “Initiate 

PV” table, then find the godown and press Initiate. A warning pop up appears requesting the PV In charge to ask 

Godown In charge to complete all pending online entries of stock receipt/despatch.

 



Step: - 06 On clicking  Confirm the status of the PV will be “Initiated” 

 



Godown In-charge Login 

Step: - 07 On selecting the Godown PV menu same popup appears in In charge login  The “Godown Locking” section 

reiterates completing any pending receipts/lifting/entries before locking for PV.; pending receipts/lifting must be 

completed first.If any entry is pending he/she completes the entry and then selects the button “Lock godown”

 



Step: - 08 : System again warns him to ensure that all online stock entries (receipt/dispatch) are completed.On confirming 

the godown gets locked and no stck in and out can be done till entire PV is completed and approved by DCFS.

 



Step: - 09 Select Yes to proceed.

 



Step: - 10 After locking, he/she  sees “Godown locked Successfully. Please inform PV in-charge to Start PV 

immediately.” Click OK. The godown remains in the Locked stage, ready for PV start.

 



PV In-charge Login 

Step: - 11 Navigate to PV-START: Click PV-START in the flow bar. The PV in-charge performs on-ground stock checks, 

stack-wise verification, and records findings as per physical verification.

 



Step: - 12 PV In charge will ensure all required data entries in PV process are entered. He/she will enter the 

measured physical quantity in “Physical Balance found during PV and the bag numbers in “Physical Bag found during 

PV.” Click Update to save each stack.

 



Step: - 13 Rows with red values indicate mismatches of quantity or bags count entries with online balance. Ensure 

entries align with physical verification before moving to certificate.

 

 

 



Step: - 14 Open PV Certificate Preview to see stack-wise summary (capacity, in-use, online vs. actual physical, bags, 

PV status  / .

 

 
 



Step: - 15 Click on Print Certificate to save “PV_Certificate.pdf” locally. To be  Signed by : 

¶ Godown inspector: Full name, contact, sign/stamp. 

¶ PV in-charge: Full name, contact, sign/stamp.

 



Step: - 15 He/She will then Click on Upload file and Final Submit;

 



Step: - 16 Press Ok to send to DCFS

 



DCF&S Login 

Step: - 17 DCF&S may view, review the certificate and “Online PV Process Status”  

 



Step: - 18 DCF&S may take the following actions:  

¶ Send Back & Re-Assign: If he wants a repeat PV 

¶ Send Back Same In-charge: If there is some mistake.. 

¶ Approve: If data is consistent or discrepancies are justified and documented.

 



 

In case the quantities match and DCFs approves the Godown operations can resume as soon as the 

PV is approved. 

However, in case of mismatch the PV cannot be approved by DCFs. 

This part will be dealt after other modalities are decided. 


