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Visual Step-by-Step Guidelines for 

FPS New/Resultant Vacancy Module 

(Deletion of Unnecessary FPS Vacancies)  
 

Numerous field offices have reported that while initiating FPS Vacancy proposals through the 

webportal, they have created some unnecessary proposals – either by selecting a wrong FPS to deduct 

beneficiaries from or a wrong block/municipality to create the vacancy in. Also, after deactivation of 

considerable number of RCs, some FPSs are found to have too few beneficiaries to deduct from. 

These proposals are left in the inboxes of the Inspectors or the SCF&Ss/ROs or DCF&Ss/DDRs. 

Although they are not further processed, they appear in proposals initiated from the same FPS in 

‘Other Vacancies Linked’ and skew the number of beneficiaries. Also, the MIS report of initiated 

proposals gets misleading because of presence of these unnecessary proposals. 

Therefore, a facility has been introduced in https://food.wb.gov.in/food/ in the web-module to delete 

these unnecessary vacancy proposals. A step-by-step guideline is given here for operation of the 

same. 

It is emphasized here that all possible cautions must be practiced before deleting 

a vacancy proposal since a proposal once deleted cannot be revived. 

1. Log in of SCF&S/RO: 

1.1. The SCF&S/RO in his login will go to the menu ‘FPS Vacancy’ > ‘Request Deletion’. 

 

 

https://food.wb.gov.in/food/
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1.2. He will find all vacancy proposals pending with the block/municipality Inspectors, 

himself and the DCF&S/DDR (only from the concerned Sub-Division/Sub-Area). 

Vacancy proposals pending with levels higher than the DCF&S/DDR and the ones 

already approved will not be available for deletion. 

 

1.3. He can view the beneficiary families mapped with a vacancy by pressing ‘View’ as 

shown below. 

 

1.4. Against the vacancy proposal required to be deleted, he will press ‘Request Deletion’ 

button. He will have to write the reason for deletion proposal in the comment box. For 

sending the proposal to DCF&S/DDR, he will press ‘Send proposal’. 
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1.5. When a deletion proposal is sent, the button against concerned vacancy will change to 

‘Requested’. 
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2. Log in of DCF&S/DDR: 

2.1. The vacancy proposals requested by the SCF&S/RO for deletion will appear to the 

DCF&S/DDR in his login in the menu ‘FPS Vacancy’ > ‘Deletion Requests’. 

 

2.2. When the DCF&S/DDR selects a SCF&S/RO, he can see all deletion requests received 

from such office. He can view the reason of the SCF&S/RO for deletion. 

2.3. If the DCF&S/DDR clicks ‘Cancel’ the deletion request will be turned down. All 

functions for the concerned vacancy can be done in such case. 
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2.4. When he presses ‘Delete’ button, he will have to write his comments. 

 

2.5. When he writes comments and presses ‘Proceed’ button, he will be alerted before final 

deletion. 

 

2.6. If the DCF&S/DDR presses ‘OK’ in the alert pop-up box, the concerned proposal will get 

finally deleted. It will go off the list. Also, the user in whose login the vacancy proposal 

lay, will not find it any more after deletion. 

 


