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Visual Step-by-Step Guidelines for 

FPS Inspection Module 
 

Annx. to GO no. dated __.08.2022 

Step 1: Schedule of Inspection 

1.1.The Inspecting Officer (Inspector/SCFS/RO etc.) will login to their account in 

https://food.wb.gov.in/food portal and click on ‘Inspection’ on the left column.  

 

1.2.The Inspecting Officer will click on ‘Schedule Inspection’ and will enter details of the 

Inspection, such as, Type of Inspection (Surprise/Normal), Name of the Dealer, date 

and time of inspection. On clicking ‘Schedule Inspection’ after this, inspection ID will 

be created.  

 

https://food.wb.gov.in/food
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1.3.The created inspections and schedule of inspection can be checked from ‘View 

Inspection Schedule’ under the Inspection tab. Month and year wise schedule can be 

viewed from the tab. 

 

1.4.From this ‘View Inspection Schedule’, inspection dates can be checked and it can be 

rescheduled also.  
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Step 2: Entry and Submission of Enquiry 
Report 

2.1.After completion of inspection where the IO will have completed the inspection report 

in physical copy and get it signed by the FPS Dealer, now the report needs to be 

entered through ‘Inspection Report’ menu; click on ‘create report’ to enter the report.  

 

 

2.2.Check ‘Create Report’,  to input the details of inspection.  
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2.3.Inspection Report Form will open from clicking the pencil icon under ‘Create Report’ 

against the relevant Inspection ID. It will open the page shown below. 

The whole Inspection report is divided into 6 (six) parts. Part I consists of the date and 

time of enquiry.   

 

 

2.4.In part II, the display related entries need to be done.  
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2.5. In Part III, stock report needs to be entered. In order to start the entry of stock report, 

item needs to be chosen. After that, all the entries such as ‘Opening Balance of the 

month’, ‘Doorstep delivery received’, ‘Distributed to the Beneficiaries’, ‘e-PoS 

balance’ needs to be mandatorily entered and saved. Furthermore, radio button of 

either ‘yes’ or ‘no’ needs to be checked in case of ‘Whether physical weighment was 

done’ option. As it can be seen from the below screenshot, it is to be reiterated that 

the opening balance and/or doorstep delivery received i.e. anything related to stock in 

the FPS needs to be taken from the FPS and judicious mind of the Inspecting Officer 

needs to be applied in case of discrepancies and the cause of the same.  

This needs to be done for all or any of the items the Enquiry Officer has inspected 

into. In case category-wise food grains have not been found to be kept separately, a 

separate acknowledgement at the bottom is given for the Inspector to click and 

confirm that the items were not found in different stack.  

 

 

2.6.After all item entries are done, the three queries will need to be answered before 

clicking on ‘Save and Next’.  
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2.7.In the Part IV of the report, findings against the ‘Record Maintenance’ section will be 

entered.  

 

 

 

 

2.8.In the Part V of the report, findings against ‘Storage Conditions’ section will be 

entered. 
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2.9.In Part VI of the report, Miscellaneous Details as shown below will be entered.  

 

 

2.10. After saving Part VI, Upload Document part will be shown on the screen 

where documents as collected by the Enquiry Officer will be uploaded. After 

successful upload, ‘Save & Preview’ option will need to be clicked.  
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2.11. When ‘Preview’ is clicked, a new tab will open where the whole inspection 

report will be available. At the end of the preview tab, option will come for the 

Enquiry Officer to share few parts of or whole report with the enquired upon FPS. 

After that, by clicking ‘Submit’, the inspection report would be submitted and will be 

sent to the concerned Licensing Authority.  

 

 

Step 3: Processing of the report by the 
Licensing Authority 

3.1.Licensing Authority will login to their account in https://food.wb.gov.in/food portal 

and click on ‘Inspection’ in the left column and click on ‘Inspection Report’. The 

below-shown page will be shown on the screen. The licensing authority will click the 

screen button under ‘View Report’ column.  

 

https://food.wb.gov.in/food
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3.2.By clicking the ‘View Report’, the full report can be viewed and at the bottom of the 

page, a drop down of actions that can be taken will be seen. The licensing authority 

needs to examine the report and take appropriate action by choosing options from the 

dropdown and click ‘continue’. There are multiple options that the licensing authority 

can choose from such as :  

3.2.1. Remedial Instructions 

3.2.2. Show Cause Order 

3.2.3. Termination Notice 

3.2.4. Show Cause & Suspension Notice 

3.2.5. Close Case 

 

The Licensing Authority will use her/his judgement to take appropriate action, from 

the above, based on the report and will only close case after a reply is received from 

Dealer regarding compliance. For instance,  

 

If it is seen in the report that there are only minor discrepancies and irregularities such 

as conditions related to display or record maintenance ( apart from e-PoS generated 

bill ) or storage conditions ( in case of godown size and conditions) the licensing 

authority could use the option of remedial instructions to provide for remedies and 

only after receiving written compliance from the dealer should close the case.  

 

Furthermore, in cases where there are gross mismatch between the e-PoS stock and 

physical stock the licensing authorities can, based on the degree of irregularities, issue 

‘Show cause Order’ or ‘Show cause & Suspension Notice’ and only after deliberation 

and giving the concerned dealer a chance to explain her/himself through personal 

hearing and/or written submission, should the licensing authority be issuing 

Termination Notice.  

 

Only after compliance from  dealer and/or compliance from Inspector in case of 

business reduction volume and termination and shifting of e-PoS and physical stock to 

the tagged FPS would the licensing authority close the case.  
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3.3.The action taken by the licensing authority will show up on the next page. In case of 

show cause notice, the below-shown page will be shown and the details like Memo 

No. and contravention of relevant articles of PDS orders and then click on ‘Save and 

Preview’ and then click ‘Send’. This will take the relevant notice to the login of the 

Dealer.  

 

 

Step 4: Reply by FPS Dealer 

4.1.Dealer will login to his account in the portal and will click on ‘Inspection’ in the 

left menu and select ‘Inspection Report’. In that, he will choose the month and 

year and inspection reports will show in the following manner. He will click on 

‘show cause notice issued/other action that has been taken by the Licensing 

Authority’.  
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4.2.The show cause notice sent by the licensing authority will be shown in the page in 

the following manner. The Dealer will upload his reply/clarification regarding the 

same by clicking ‘upload’ and click ‘send’ which will send the reply to the 

licensing authority.   

 

 

Step 5: Action to be taken by Licensing 
Authority 

5.1. The Licensing Authority will login to his supply chain account and click on 

‘Inspection Report’ to check the status of the ongoing inspections. To move 

forward with one of the active inspections, click on the Status against the relevant 

inspection ID.  

 




