Government of West Bengal
Food & Supplies Department
Khadyashree Bhawan
11 A, Mirza Ghalib Street, Kolkata-700087
https:/ /food.wb.gov.in

File No. FS/Sectt./Sup/4M- 30/2022 (Pt- IT)

No.: 459 Dated: 12/02/2026

ORDER

In order to streamline the process of notification and re-notification of Fair Price Shop (FPS)
vacancies approved through offline mode, and to eliminate the inconvenience of manual
beneficiary mapping due to absence of ration card pooling, the Food & Supplies Department
has developed a facility within the RCMS/Supply Chain Portal enabling pooling of Ration
Cards for offline-approved vacancies in the same manner as vacancies initiated online.

Under this mechanism, vacancy proposals approved offline by the Department shall be
initiated online by the concerned SCFS/RO and, after completion of enquiry and due scrutiny,
shall be finally approved by the concerned DCFS/DDR/JDR upon verification of the
departmental offline approval order. Upon such approval, the vacancy ID will automatically
become available in the notification module of the Supply Chain Portal for further action.

A Standard Operating Procedure (SOP) detailing the workflow and responsibilities at various
administrative levels has been prepared and placed on record for operational guidance.

All concerned authorities shall follow the procedure prescribed therein for notification and re-
notification of FPS vacancies approved offline.

Enclo: SOP for Notification/Re-notification of FPS vacancies Approved Offline.

Depu’gfkf)ﬁ;etary

to the Govt. of West Bengal

Memo No. 459-1(3)/FS/Sectt./ Sup/4M- 30/2022 (Pt- II) Date: 12/02/2026
Copy forwarded for information and necessary action to:

1. The Special Secretary (IT & Reforms), Food & Supplies Department.
2. The Director, Directorate of DDP&S/ Rationing/Consumer Goods/1&QC.
3. The DCF&S, JDR/DDR (All). ' g
/
Deputy 5 retary
to the Govt. of West Bengal
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There is already a facility in the notification/re-notification webpage in Supply Chain portal to

select ‘Offline’ option so as to notify/ re-notify vacancies approved offline. That option would be
made available to the notifying authority based on requirement on a case-to-case scenario.

However, since these vacancies would involve no Ration Card pooling, on final selection of an
applicant, the licensing authority would have to map beneficiaries manually.

To avoid the inconvenience, the IT & Reforms Cell has developed a facility for notification of an
FPS vacancy approved offline, after pooling Ration Cards in the same way as vacancies initiated
online in the RCMS portal.

The point of difference would be, whereas online initiated vacancy proposals are finally approved
by the highest authority in the Department, here the vacancy proposal will be finally approved by
the concerned DCFS/DDR/JDR after reviewing the online proposal as forwarded by the SCFS/RO
vis a vis offline approval copy of the vacancy by the Department. On approval by the
DCFS/DDR/JDR, the vacancy ID will be available in notification page of the online supply chain
portal of the concerned SCFS/RO.

1. Admin Permission (Head Quarter Level) (This step is not required

in case of renotification of offline approved vacancies)
An Admin Level user has to enable offline vacancy proposal initiation to the concerned
SCFS/RO. So, the SCF&S/RO will initiate request for enabling the facility, preferably
through e-office, which the Directorate would send to the IT&R Cell.
1.1Role: Administrator
1.1.1  The admin user will login into the online RCMS Portal using Administrator
credentials.
1.1.2  He will go to the ‘Allow SCFS/RO to create offline vacancy(s)’ menu and
select office from the ‘Select SCFS/RO’ dropdown.
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1.1.3  On clicking the ‘Allow’ button, the facility would get enabled to the

concerned SCF&S/RO.

<« (<]

@ Aadhaar Linking
@ wmMobile Linking

@ undistributed Card
@ Administration

@ NFsA

@ SOP/MANUAL

@ FPSVACANCY PROPOSAL

~ @ localhost51285/CreateFPS/AIlL. X+

@ localhost:51285/CreateFPS/AllowOfflineVacancyFromAdmin.aspx

Allow SCFS/RO to create offline vacancy(s)

Select SCFS/RO

List of SCFS/RO

SCFS-Kalimpong

RO-Amherst Street Allowed 13/11/2025 15:59:42
@ Check Status

RO-Asansol Il Allowed 11/11/2025 15:52:21
@ user Registration

SCFS-Mirik Not Allowed 13/11/2025 15:58:59

SCFS-Jhalda Not Allowed 17/11/2025 16:29:25
@ Duare Sarkar Control
@ Ration Card - Process SCFS-Alipurduar Allowed 17/11/2025 16:29:39
RO-Bally-Belur Allowed 17/11/2025 16:30:04

arpitafs

arpitafs

arpitafs

arpitafs

arpitafs
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2. Vacancy Proposal Creation (SCFS/RO Level)
2.1.  Role: SCFS/RO (For Offline Notification)

2.1.1. The SCF&S/RO in his RCMS login will go to the "Instruction for

Enquiry into Plausibility of FPS Vacancy" page.

~ @ localhost51285/CreateFPS/Cre. X

< C @ localhost51285/CreateFPS/CreateProposal_byScfsRo_FPS.aspx

Instruction for Enquiry into Plausibility of FPS Vacancy

Choase Online/Offline vacaney : *

< Online Vacancy O 0ffline Vacancy
<
<
<
<
<
<
<
<
<
<
<
ok
d by Department Of Food & Supplies.
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2.1.2. He will select Vacancy Mode and Choose the Offline Vacancy radio button.
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Note: A red warning text "You are going to create Offline Vacancy. Check to

confirm" will appear. Check the confirmation box.

2.1.3. Enter Vacancy Details: Fill in the following mandatory fields:

¥ @ localhosto1285/CreatefPS/Cre. X+

<«

[«

@ localhost51285/CreateFPS/CreateProposal_byScfsRo_FPS aspx

Instruction for Enquiry into Plausibility of FPS Vacancy

< Choose Online/Offline vacancy : * Choose type of vacancy : * Select Reason : *

Online Vacancy * Offline Vacancy

You are going to create Offline
Vacancy. Check to confirm

Filter by Block / Municipality

@ 5.K.0il Dealer Database € ed F

@ Utilitie Count PFHH ¢ RKSY-1 C RKSY-Il Count * Total RC Count *

@ Emplovee Covid Vaccination "

s BEQru @€ m@E WO = 1 @ Bl R
2.1.4. Select Type of vacancy: "Resultant Vacancy" or “Fresh Vacancy”

2.1.5.
2.1.6.

Select Reason and Select Block/Municipality

of FPS with which now Tagged"

Select the Discontinued FPS Name that is being replaced and select the "Name

2.1.7. Select the FPS from which beneficiaries are to be drawn and Enter the "No. of
FPS vacancy(s) that may be created"
2.1.8. Save: Click the Save button.
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2.1.9. Review and finalize. The system will display the "Enquiry Details" summary.
Check the declaration box: "I'm satisfied with the parameters of this OFFLINE
Vacancy."

~ @ localhos:5 1205/ CrealeFPS/Cr * + - a x
< c @ localhost:51285/CreateFPS/CreateProposal byScfsRo FPS.aspx a (e ]
-4 = & sclsklp  SCFS @ Logout
Instruction for Enquiry into Plausibility of FPS Vacancy ome S flnigialiCar:
@ RC Approval (Online) < Enquiry Details
RC Approval (Offline) €
L4 o h Type of vacancy : Resultant Reason : Surrender Black / Munieipality : Kalimpong -1
@ Aadhaar Linkin <
= rPS Details
SiNo. | Discontinued FPS Total RS Count Gurrent tagged FPS Occurance Date
® Undistributed Card < .
1 ANAND LAKHOTIA (1527087000401 029 RS PRASAD (132708700007 20251119 .
@ Administration <
@ check status < warning:
) You will not be able to make any changes in this enquiry once you submit this. You may g0 Back to make changes
@ User Registration <
® FPsvacanc ¥y < I'm satisfied with the parametars of this OFFLINE Vacancy and that it conforms to the pravailing rules.
@ Ration Card - Process < r——
@ FReports <
@ s.K0ilDealer Database €
@ utilities <
@ Employes Covid Vaccinatiok
Devetoped by Department Of Food & Supplies. Version 2.0
am 3 = 1 =Y " ENG 3 11:37
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2.1.10. Click Send for Enquiry.
2.2.  Role: SCFS/RO (For Offline Re-Notification)

2.2.1. The SCF&S/RO in his RCMS login will go to the “Renotify offline Vacancy
menu’”.

% Food & Supplies Department x @ wbpdswb.govin/(Sigmgajsnw. X + - o X
<« c 25 wbpds.wb.gov.in/(S(gmgajsnwwby4pokhdtgg3zzh))/default.aspx r (3]
@ Check Status < v
= o arpitafs SCFS Please Select v  @Logout
@ Administration <

Home / Digital card

. Dashboard

@ FPS Vacancy

O creation of FPS Vacancy Behboad
O Upward Inbox
Welcome To Ration Card Life Cycle Management Portal.
O Dpownward Inbox
O sentbox

O Dpownload Instruction PDF

O Re-Notify Offline Vacancy

@ Ration Card - Process <
@ PVIG Survey <
@ Reports <

Developed by Department Of Food & Supplies. Version

https://whbpds.whb.gov.in/(S@mgajsnwwbyadpokhdtgg3zzh))/Createf PS/OfflineRenctification_CreateProposal_byScfsRo_FPS aspx
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2.2.2. After that choose Vacancy ID (Vacancy IDs previously notified offline will be

shown) and select vacancy type if not auto selected and choose reason from

~ © Food & Supplies Department x @ wbpdswb.gov.in/(Sigmgajsnv x + = (=] x
€ c 25  wbpds.wb.gov.in/(S(gmgajsnwwby4pokh4tgg3zzh))/CreateFPS/OfflineRenotification_CreateProposal_byScfsRo_FPS.aspx B~ (3]

) 4 = o arpitafs SCFS Please Select v #Logout

Instruction for Enquiry into Plausibility of FPS Vacancy Home / Digital Card

@ Name mismatch-RC&Adhat Choose Online/Offline vacancy:*  Choose vacancy Id: * Choose type of vacancy : * Select Reason : *

RC Prova <
@ RC Approval Offline Vacancy 202200217 ~ Select Reason v

Fresh Vacancy Resultant V3 .
@ Migrant Labour < Select Reason

Death with no compassionate application
@ Aadhaar Linking <

You are going to create Surrender
@ Mobile Linking Report < Offline Vacancy. Check Termination
- Rejection of compassionate application
@ Undistributed Card < to confirm.
@ Check Status <
@ Administration <
@ FPSVacancy <
Developed by Department Of Food & Supplies. Version
© 20°c am - = 7 a2 ENG 1218
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2.2.3. Then proceed as above for vacancy creation and after finalization “send for
enquiry”’
3. Enquiry (Inspector Level)
3.1. Role: Inspector

3.1.1. Inspector will have to log in RCMS portal and navigate to Enquiry Inbox and
locate the offline vacancy and click the vacancy ID.

v @ localhost51285/CreateFPS/ins; X + _ > %
2 c @ localhost:51285/CreateFPS/Inspector_Vacancy_Form.aspx a % 0

- 2 BIrFs Blockinspects @1Logout

Enquiry Report for FPS Vacancy Proposal

Fresh Vacancy Type
202500217001 Offline Fresh Excess RCs with existing FPS(s)

Department Of Food & Supplies

= 4 HQu 22 €BEXO ¥ O ~ B OQee 02
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3.1.2. In the following page Inspector has to enter detailed information regarding the
vacancy. This page is identical to the enquiry page for Online Vacancy.

v @ localhost:51285/CreatefPS/Ins: X+
€« c

@ localhost:51285/CreateFPS/Inspector_Vacancy_Form.aspx

Offline Fresh

Selected Vacancy ID :202500217001

Date of Instruction for
Aadhaar Linking Name of EO :

enquiry by SCF & S/RO
Designation of EO : Blockinspector Date of enquiry
he
Vacancy ID:
S
Type Of Vacancy : Offline Fresh

Service Area Of Vacancy

il Dealer Database

Vill/Para/Mohalla :*

Street Name:

Mouza Name:* JLNo:*

SRR

[ 18
e

P Qu @ %2.€B OO W

= o X

a % @ :

“m“A

Excess RCs with existing FPS(s)

v

— ENG 17:28
J ~ B De® 0000

3.1.3. After entering all the details, the Enquiry Office will click the Submit button to

send it to the SCFS.

v @ localhost:51285/CreateFPS/Ir x +
@ localhost:51285/CreateFPS/Inspector_Vacancy Form.aspx

Opinion of the Enquiry Officer :

O 2.0n viability of the proposed FPS(s) *( Max 1000 characters |

. On viability of the FPS(s) from which RCs are to be de-linked *( Max 1000 characters )

©.0n convenlence of the beneficiaries *( Max 1000 characters |

For the Area Inspector:

This is to certify that:

T All the POS families of the area proposed FPS been assigned irrespective of their category of Ration Cards.

‘e
b
]

Qu é§2=€BE %O =

1 have conducted physical enquiry in the proposed FPS vacancy area and found that it will be beneficiai for the PDS beneficiaries if the proposed FPS is set up.

= o X
Qa* @
a
v
- ENG [ 17:32
4 ~ N Ge® 0
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4. Submission to DCFS (SCFS/RO Level)

4.1. Role: SCFS/RO

4.1.1. Navigate to Inbox: Go to the Upward Inbox (Enquiry Report Approval page).
4.1.2. Locate Vacancy: Find the proposal with Vacancy Type "Offline Resultant" and

click the View button.

v @ localhostS1205/CrealelPS/Eng X @ FPS Vacancy Proposalld 1120 % | + = (=) x
€« G @ localhost:51285/CreateFPS/Enquiry_Report Approval SCFSRO_New.aspx a ¥
2 = & sofshar - SCFS
Upward Inbox Home / Digital card
@ RC Approval (Online} < TOTAL COUNT
1
@ Reapproval (Offtine) <
® Aadhaar Linking ¢\ Enquiry Submitted by Inspector
@ wobile Linking <
Show| 12 & entries Search:
@ Undistribused Card <
@ minisation N | o/ smniapay m SHanbe
@ check staws < 1 Baruipur 202500242201 Offline Resultant 06/08/2025 11:42:50
@ User Regstration <
Showing 1o 10f 1 entries
@ rPsvacancy <
@ Ration Card - Progess <
@ Reports «
@ skoilDeslerDatabase <
@ usilties <
@ cmolovee Covid Vaccination
Developed by Department Of Food & Supplies. Version
2e = 1 ENG 1139
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4.1.3. Submit Proposal: Review the viability details (Proposed FPS, Beneficiary, Card

Count).

v @ localhost51285/CreatefPS/ng X @ FPS Vacancy Proposalia 1120 X | +

« G @ localhost:51285/CreateFPS/Enquiry_Report Approval SCFSRO_New.aspx

1 ASK FOR ENQUIRY 18/07/2025 16:32:49 SCFS-Barvipur

REPORT TO ENQUIRY UTRAL BAIDVA
OFFICER

@ RCApproval (Online) <

2 ENQUIRY REPORT 06/08/2025 11:42:50 Block Office-Baruipur

@ RCApproval (Offline) € SUBMITTED BY Debasree Das Banerjee:
ENQUIRY QFFICER

@ Aadhaar Linking <

@ Mobile Linking <

@ Undistributed Card <

@ Administration <

@ Checkstatus <

@ user Registration <

@ FPS Vacancy <

@ Ration Card - Process ¢

@ Reports <

@ SKOiDealer Database €
@ utilities <
@ Emolovee Covid Vaccination

Developed by Department Of Food & Supplies

4 HQu do2uCBOENO ¥ OId

Enquiry Submitted

Viability of Proposed :

PROPOSAL FOR DECLARATION OF RESULTANT VACANCY OF FAIR PRICE SHOP IN
UTTARBHAG MOUZA, RAMNAGAR-!| GP UNDER BARUIPUR BLOCK MAY BE CREATED WITH
6468 NOS. OF IRC (SIX THOUSAND FOUR HUNDRED SIXTY EIGHT) AFTER
DISCONTINUATION OF THE FPS DEALER GOPAL CHANDRA NASKAR (134301700035 DUE
TO REJECTION OF THE APPLICATION [N COMPASSIONATE GROUMD OF THE LEGAL HEIRS.
OF KRISHNA KANTA SARDAR (DECEASED DEALER).

Viability of FPS :

Viability of Beneficiary :

RESULTANT VACANCY OF FPS DEALERSHIP MAY BE CREATED AT THE CENTRAL LOCATION
i.&- UTTARBHAG GHAT C.5 FP SCHOOL OF RAMNAGAR I GP UNDER BARUIPUR BLOCK ON
CONVENIENCE OF THE BENEFICIARIES OF RAMNAGAR, UTTARBHAG & BEGAMPUR MOUZA
TO SMOOTH RUNNING OF PDS.

Reason for Exceeding Card Count :

TOTAL 6468 NOS. OF DRC DELINKED OUT OF 6769 FOR THE SAID RESULTANT VACANCY AS
LEFT 301 NOS. OF DRCs HAS ALREADY BEEN PARTLY MOVED IN ANOTHER VACANCY, VIDE
NO-202200242242.

11:39
19-11-2025

~ @Y Qo

4.1.4. Click the green button Submit to DCFS / DDR.
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¥ @ lcahost51285/CrealeFPS/Eng X @ FPS Vacancy Proposali8 1120 X | +

a &
i.e- UTTARBHAG GHAT C.S FP SCHOOL OF RAMNAGAR-Il GP UNDER BARUIPUR BLOCK ON
CONVENIENCE OF THE BENEFICIARIES OF RAMNAGAR, UTTARBHAG & BEGAMPUR MOUZA

3]

TOTAL 6468 NOS. OF DRE DELINKED DUT OF 6769 FOR THE SAID RESULTANT VACANCY AS
LEFT 301 NOS. OF DRCs HAS ALREADY BEEN PARTLY MOVED IN ANOTHER VACANCY, VIDE

@ Ration Card - Process ¢

Developed by Department Of Food & Supplies.

-4 EQmu

& O

<« C @ localhost:51285/CreateFPS/Enquiry_Report_Approval SCFSRO_New.aspx
TO SMOOTH RUNNING OF PDS.
Reason for Exceeding Card Count :
RC Ap wal (Onl <
L4 fppreval {oniinel NO-202200242242.
@ RCApproval (Offlinel ¢
@ Aadhaar Linking «
ACTION
@ Mobile Linking <
@ undistributed Card « J§ Thisistacertify that-
- . " in that the FPS, if constituted,
@ raministration < y
Oau the area i
@ Check status <
REMARKS *
@ User Registration <
@ FPS Vacancy <

Ration Cards.

@ reports <

@ s.x0ilDe ¢ | Upload approval far Offline Vacancy (only odf il with size < 400kb: | Choose file |No ile chosen
@ utilities <

@ tmolor

Version

/ . ENG 11:40
o Q & % ~ BN DB g0

4.1.5. Upload the Offline Approval PDF Copy, enter comments in the text box and
confirm. A notification "Remarks Submitted Successfully" will appear.

R @ localhost:51285/CreateFPS/Enc X @ FPS_Vacancy_Proposali9_11_20 X +

< @ @ localhost51285/CreateFPS/Enquiry Report Approval SCFSRO_New.aspx
Upward Inbox

@ RC Approval (Online < E TOTAL COUNT

@ RC Approval (Offline) < °

@ radhaar Linking < || Enquiry Submitted by Inspector

@ wobile Linking <

@ undistributed Card < Mo records found

@ Administration <

@ Checkstatus <

@ User Registration <

@ FPsvacancy <

@ rationCard - Process <
@ Reports <
@ s.K0il Dealer Database <
@ utilities <

@ tmolovee Covid Vaccination

2

weloped by Department Of Food & Supplies.

Qud2aCHb
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Digital card

Version 2

1140
19-11-2025

Page

8 0f10




Standard Operating Procedure (SOP) for
Notification/Renotification of FPS Vacancies Approved

Offline

Uy 7

Ver:2.0 e-file number - 957791

5. Final Approval (DCFS/JDR Level)
Role: DCFS / JDR

5.1.

Date:09.01.2026

5.1.1. Login: Log in to the portal and navigate to the FPS Vacancy Proposal.
5.1.2. Locate the "Offline Resultant" vacancy and click the Action link. Review

Documents:

@ FPS VACANCY PROPOSALS
@ Ration Card - Process €
@ RationCard Printing €
@ Reports <
@ FPS Automation €
@ 5.KOil Dealer Database €

@ utilities <

4

v @ localhost51285/CreateFPSNac. X 4
€« c @ localhost:51285/CreateFPS/VacancyProposalDCFSforward.aspx
- =
FPS$ Vacancy Proposal
@ Aadhaar Linking «
@ obile Linking p Select Racommanded for approval/Preposed by Verlfying Officer P —
@ Undistributed Card <
Show 1 ¢ ontries
@ Administrati <
Vacancy Type (Click
® nFsa ¢ here to see the
@ check Status < Departmantsl
approval uploaded
@ Usecr Registration < Vacancy Id by SCF&S/RO) Subdivision Name

202500242201 Offline Resultant Baruipur Baruipur

- a x
ax & @
& defs24pgs  Distcont EhLogout

Search:

Date of Receipt

Recommand Approval  2025/11/19 Assign Action

Showing 1o 1 of 1 entries
4 >
Developed by Department Of Food & Supplies. Version 2.0

HQu §2=CBE WO

ENG 1141
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5.1.3. Review the FPS details and RC counts.

v @ localhast:51285/CreatefPS/log X + = a x
& c @ localhost:51285/CreateFPS/Login_of DCFS_DDR_forward.aspx?Param1=MjAyNTAWM]QyMjAx aQ & e
a
&
2 202500242201 GOPAL CHANDRA NASKAR - 134301700035 343 1028 3494 1465 130 6460
ARIEFCRIHE e n“nm_m
® sachaarLinking ¢ Mo of RCs Remaining with the Mother FPS After De-Linking
@ wobile Linking <
@ Undistributed Card <
No of RCs Remaining with the Mather FPS After De-Linking
@ Administration ¢
FPS Name & Code ARY SPHH RKSY-1 RKSY-II TOTAL
@ nFsa <
@ Checkstoss P GOPAL CHANDRA NASKAR- 134301700035 0 ] ° ] °
@ User Registration <
@ FPSVACANCY PROPOSALC View Complete History View Enquiry Report View Sketch Map Edit Address
@ Ration Card - Process ¢
Departmental approval uploaded by SCF&S/RO

@ RationCard Printing €
@ reports <
@ FPs Automation < Action

atsbase <
@ S.K.0il Dealer Database
@ utilities <

Recommend Approval Propose Sending back
v
ail i “aCeBOeXOE F N Soas

f HQu & %a e g & 0O i ~ B Qe g
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5.1.4. Click the button ‘Departmental approval uploaded by SCF&S/RO’ to view and

verify the uploaded PDF document of Departmental Approval.
5.1.5. DCFS/JDR can “Recommend Approval” or “Send Back”.

<« c © localhost:51285/CreateFPS/Login_of DCFS_DDR_forward.aspx?Param1=MjAyNTAWMjQyMjAx Q R ¢ ]

s Linking

Action

O 00000000000 00
S v 222 23§52 22°¢SE 2

Department Of Food & Supplies

v @ localhost:51285/CreateFPS/Loc X =+ = o x

v

4 HQrw 2B EXKXO ¥ ¥ OmE ~ N Tew 00
5.1.6. Enter final approval/send back comments. If Approval is given then there are
three Mandatory Checkboxes. Check all three certification boxes and Click
Submit.
~¥ @ localhost51285/CreatefPS/loc. X + - a x
< c @ localhost:51285/CreateFPS/Login_of DCFS_DDR forward.aspx?Param1=MjayNTAwM)QyMjAx «Q s O
= 2 acts24p DI @ Logout

Login of DCF&S

Details

L€

Department Of Food & Supplies

B Qu d 2 €@ @ WO &

ENG 11:42
~ B Ny D@ o0

&

u
‘i

5.1.7. A confirmation message "Successfully Approved" will appear.

Now the vacancy id will be available for online notification in Supply Chain Portal.

Page 10 of 10




