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1. Introduction

1.1     Target Audience 

     The application can be used by Portal Users (Govt officials and citizens), Admin, and 
Supervisor 

1.2 Customer Support 

    CMC AOP TEAM 

    CMC House, 
    28 Camac Street 
    Kolkata -700016 

    Tel. No.: +91-33-2247-4845 
    Fax No.: +91-33-2247-8058 

1.3    Definitions, Acronyms & Abbreviations 

Sl no. Abbreviation Description 

 1) PDS Public Distribution System

 2) TPDS Targeted Public Distribution System

 3)  BPL  Below Poverty Line

 4) AAY Antyodaya Anna Yojana

 5) APL  Above Poverty Line

6) MMASY Mukhya Mantrir Anna Surakshya Yojna

7) Additional BPL Additional Below Poverty Line

8) Additional APL Additional Above Poverty Line

1.4 OVERVIEW 

   PDS has become an important part of Government’s policy for management of food economy in 
the country.  Its responssibilities are to maintain overall stability of general price level and to 
ensure adequate supply of commodities at right quantity in weight to the masses of the state. The 
weaker section of the society selecting as BPL & AAY is targeted to provide food security as well as  
targeted to uplift their economic status.
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1.5 Role: 
There are three types of roles  a user can log in:

• PDSADMIN 
        

• DISTRICTWISE

• SUBDIVISIONWISE

2.GETTING STARTED with PDS

2.1 User login screen:
The login screen is shown below:    [Refer to fig:Screenshot1]

fig: Screenshot 1
2.2 Menu Options:

 When a user logs in he/she will get following screen containing:
1) Upper  Horizontal menu

• Home
• Notification
• Orders
• Guidelines
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• Register
• Change Password
• Signout

2)Left vertical Menu
• Directorate Information

◦ Organizational Structure
◦ Funtion

• Storage Capacity
◦ State Godowns (Detailed)
◦ State Godowns (Summary)
◦ State Godowns (Statistical Info)

• PDS Stake Holders
◦ State Food and Public Distribution System

▪ Food Directorate
▪ District Food and Supply Officer
▪ Taluka/Tehsil/Block/Sub-Divisional Food and Supply Officer
▪ Food and Kerosene Inspector

◦ Wholesaler Agencies
◦ FPS Dealers

• District Information
◦ DC Office
◦ Beneficiery List
◦ Transport List

• Ration Card Report
• Allocation Details

◦ Allocation Policy
◦ Monthly Allocation Order Of The State

• Add Documents
• Add News and Updates
• Manage News Updates
• Add New Role
• User Role Map
• District Level Role Map
• AAmar Dukan
• Ration Card Information
• Grievance redressal
• District Subdivision Map
• Subdivision Circle Map
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Home Screen:
Screenshot of Dashboard after login:                  [Refer to fig:Screenshot2]

fig: Screenshot 2

When the user logs into the Home Screen dashboard will appear where the Commodity rates  
of all the schemes viz. BPL,Additional BPL, APL, Additional APL, MMASY and others  for WHEAT,  
RICE, ATTA, SALT, SKOIL and SUGAR will be diaplayed.
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3. Directorate Information:               
User will get two sub menus here:   [Refer to fig:Screenshot3]

1.Organizational structure
2. Function

fig: Screenshot 3

10



3.1.  Organizational  Structure:  
      1.Click on Directorate information­>Organizational Structure

 It will show the structure of the department.
         

[Refer to fig:Screenshot4]

fig: Screenshot 4
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3.2.  Function:   
1. Click on Directorate information­>Select on Function 

It will show information about  functions of Directorate of food,civil 
supplies & consumer affairs.          

[Refer to fig:Screenshot5]

fig: Screenshot 5
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4. Storage Capacity:  To view all the details of State Godowns three sub menus are there:
1. State Godowns(Detailed)
2. State Godowns(Summary)
3. State Godowns(Statistical info)

[Refer to fig:Screenshot6]

fig: Screenshot 6
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4.1.  State Godowns  (Detai led):    

1. Click on Storage Capacity­>select State Godowns(Detailed)   
[Refer to fig:Screenshot7]

It will lead to Stakeholder Identity Management System's State
Warehouses/Godowns/Wholesaler Depot page.  [Refer to fig:Screenshot8]

2. Select either All District or specified district from District(drop down).
3. Select Depot Type (according to which they can view reports of the selected 
District) [Refer to fig:Screenshot8]
4. Click on View Report

fig: Screenshot 7
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fig: Screenshot 8
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4.2.  State Godowns (Summary) :  

1. Click on Storage Capacity­> select State Godowns(Summary)
[Refer to fig:Screenshot9]

page will be redirected to National Register of PDS Related Depots/Godowns
[Refer to fig:Screenshot10]

fig: Screenshot 9
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fig: Screenshot 10
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5. PDS Stake Holders:  User will get three submenus as follows:   [Refer to fig:Screenshot11]

1.State Food and Public  Distr ibution System:  It will have following four options:  
• Food Directorate
• District Food and Supply Officer
• Taluka/Tehsil/Block/Sub­Divisional Food and Supply Officer
• Food and Kerosene Inspector:

2.Wholesaler  Agencies
3.  FPS Dealers

fig: Screenshot 11
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5.1.1Food Directorate:   

1. Click on PDS Stake Holders->State Food and Public Distribution 
System-> Food Directorate    [Refer to fig:Screenshot12]

      page will be redirected to Food, Civil Supply and Consumer affairs 
Department page:  [source: online.assam.gov.in]

  [Refer to fig:Screenshot13]

fig: Screenshot 12
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fig: Screenshot 13
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5.1.2.  Distr ict Food and Supply Off icer:  

1. Click on PDS Stake Holders->select State Food and Public Distribution 
System->select  District Food Supply.      [Refer to fig:Screenshot14]

2. It will be redirected to Stakeholder Identity Management System's page
  [Refer to fig:Screenshot15]

3. Select Report Type
4. Select State
5. Click on View Report­>

 It will display  District food supply office(DFSO) report

fig: Screenshot 14

21



fig: Screenshot 15
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5.1.3.  Taluka/Tehsi l/Block/Sub­Divisional  Food and Supply Off icer:

1. Click on PDS Stake Holders->select State Food and Public Distribution 
System-> select Taluka/Tehsil/Block/Sub­Divisional Food and Supply  
Officer.                     
[Refer to fig:Screenshot16]

2. It will be redirected to Stakeholder Identity Management  System's page  
[Refer to fig:Screenshot17]

3. Select Report Type
4. Select State
5. Click on View Report

fig: Screenshot 16
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fig: Screenshot 17
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5.1.4Food and Kerosene Inspector:      

1. Click on PDS Stake Holders->select State Food and Public Distribution 
System-> select  Food and Kerosene Inspector

    [Refer to fig:Screenshot18]

2. It will be redirected to Stakeholder Identity Management  System's page
    [Refer to fig:Screenshot19]

3. Select State
4. Select District
5. Select District Office
6. Select Tehsil/Subdivisional/Block office
5. Click on View Report

It will show Taluka/Tehsil/Block Supply Office/Assistant Food Supply 
Office's report

fig: Screenshot 18
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fig: Screenshot 19
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5.2.  Wholesaler  Agencies:          

1. Click on PDS Stake Holders-> select  Wholesaler Agencies
           [Refer to fig:Screenshot20]

2. It will be redirected to Stakeholder Identity Management System's page
[Refer to fig:Screenshot21]

3. Select Report Title
4. Select State
5. Select District
6. Click on view report

fig: Screenshot 20
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fig: Screenshot 21
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5.3.  FPS Dealers:            

1. Click on PDS Stake Holders-> select  FPS Dealers
 [Refer to fig:Screenshot22]

2. It will be redirected to Stakeholder Identity Management System's page
 [Refer to fig:Screenshot23]

3. Select Report Title
4. Select State
5. Select District
6. Click on view report

    
fig: Screenshot 22
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fig: Screenshot 23
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6. Distr ict Information:

6.1.  Distr ict  Information::Add

To enter DC offices information, follow the following steps:

       1. Click on District Information-> select DC Offices 
           [Refer to fig:Screenshot24]

       2. click on add on the right side of the page.
[Refer to fig:Screenshot25]

       3. Select your respective district name.        [Refer to fig:Screenshot26]
       4. Fill up the form.                                       [Refer to fig:Screenshot26]
       5. Click on the submit button to save the aforesaid information successfully.

fig: Screenshot 24
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fig: Screenshot 25
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fig: Screenshot 26
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6.2 DC Off ices:View

               To view the DC offices information of all the districts along with your own district:

1. Click on District Information->DC Offices  [Refer to fig:Screenshot27]

2. Click on state wise all district report.  
[Refer to fig:Screenshot28] & [Refer to fig:Screenshot29]

            3. To view only your DC office information: Click  district wise report.  
[Refer to fig:Screenshot28] & [Refer to fig:Screenshot30]

                    fig: Screenshot 27
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  fig: Screenshot 28
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State Wise District Report:

fig: Screenshot 29
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District wise Report: 

fig: Screenshot 30
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6.3 Distr ict  Information::Edit

User can edit or modify any previous entry by clicking on the  image given within edit 
column in each entry:

     1.Click on District Information­>select DC Offices
     2.Select Either State Wise All District Report(to view all the district's report) or District 
Wise Report  [Refer to fig:Screenshot31] & [Refer to fig:Screenshot32]
     3.Edit Data  [Refer to fig:Screenshot33]
     4.click on Submit.  [Refer to fig:Screenshot33]

fig: Screenshot 31
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fig: Screenshot 32
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fig: Screenshot 33
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7. Allocation Detai ls:  When the user clicks on Allocation details there will be two sub options
• Allocation Policy
• Monthly allocation order of the state

[Refer to fig:Screenshot34]

fig: Screenshot 34
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7.1Allocation Policy
Allocation policy will be uploaded by the Office of the Directorate of FCS&CA, Govt of Assam.  
Districts will upload their monthly allocation details through the link District wise monthly 
allocation order of the state.

Users can upload the allocation details in either of the two ways given below:
1. Allocation policy document in PDF format with a mandatory appropriate file name or
2. Enter the values of amount of commodities allocated and prices scheme wise.

7.1.1. Allocation Policy::View:
To view Allocation policy follow steps given below:

1. Click on Allocation Details -> select Allocation Policy[Refer to 
fig:Screenshot35]

2. Select Year       [Refer to fig:Screenshot36]
3. Select Month   [Refer to fig:Screenshot36]

 Then the Commodity Details of Wheat, Rice and Sugar of 
selected month and year will be shown as in pic. no.

[Refer to fig:Screenshot37]
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fig: Screenshot 35

fig: Screenshot 36
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fig: Screenshot 37
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7.1.2 Allocation Policy::Edit  and Delete:
For Edit or modify previous data follow the given steps:

1. Click on Allocation Details­>select Allocation Policy
2. Select Year­>select Month
3. Click on the Edit image given in the left side of the page [Refer to fig:Screenshot38]
4. Edit data *  [Refer to fig:Screenshot39]
5. click on Submit to save the edited data successfully **

fig: Screenshot 38
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fig: Screenshot 39

*If the user is uploading any Allocation Policy File PDF then it is mandatory to enter a 
name for the file in the Allocation Policy File Name section and Vice versa.

** If user does not upload any new PDF file then it will show the previously uploaded 
Pdf document.
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For Deleting previous Data follow the given steps:
1. Click on Allocation Details­>select Allocation Policy
2. Click on the Delete image which is in the right side of edit image

[Refer to fig:Screenshot40]
3. Do you want to Delete­> If yes click OK­> else click on Cancel

[Refer to fig:Screenshot41]

fig: Screenshot 40
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7.1.3.  Allocation Policy::Add
To add new Allocation Policy follow steps given below:

1. Clicks on Allocation Details­>Allocation Policy­> click on ADD image
2. select year 
3. select month 
4. Add data with respect to the selected month and year
5. Enter a name for the uploaded PDF *
6. Upload PDF 
7. Click on Submit.

[Refer to fig:Screenshot42]

fig: Screenshot 42
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*If the user is uploading any Allocation Policy File PDF then it is mandatory to enter a 
name for the file in the Allocation Policy File Name section and Vice versa.

7.2.  Allocation Detai ls:
7.2.1. Monthly Allocation Order Of The State::  View:

[Refer to fig:Screenshot43]
1. Click on Allocation Details
2. Click on Monthly Allocation Order of The State
3.  Select Either  District  Wise Report (To view all district report) or  

Subdivision Wise Report  [Refer to fig:Screenshot30]
4. Select District
5. Select Year & Month

data will be shown as below:

fig: Screenshot 43
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Similarly user can view the second option i.e  Sub­division Wise Report  to view:

fig: Screenshot 44
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7.2.2.  Monthly Allocation Order Of The State::  Edit and Delete
• Edit: 

Click on Edit image for the row you want to Edit [Refer to fig:Screenshot45]
1. Select Either District Wise Report  (To Edit all district report) or Sub­division 

Wise Report
2. Select District
3. Select Year & Month
4. Click on Edit image
5. Edit data [Refer to fig:Screenshot46]
6. Click on Submit

fig: Screenshot 45
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fig: Screenshot 47
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• Delete:      
 Click on Delete image for the row you want to delete [Refer to 
fig:Screenshot48]

1. Select Either District Wise Report  (To Delete all district report) or  
Sub­Division Wise Report

2. Select District
3.Select Year & Month
4. Click on Delete image
5. Do you want to delete­> if yes click OK­> if no click Cancel [Refer to 
fig:Screenshot49]

fig: Screenshot 48
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fig: Screenshot 49
7.2.3.  Monthly Allocation Order Of The State::  Add

       To add new data fellow steps: 
1. Click on Allocation Details-> 

Monthly Allocation Order Of The State
2. Click  on  the add image

fig: Screenshot 50
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3.  select Sub­Division  [Refer to 
fig:Screenshot50]

4.  Select District & Sub­Division
5. Enter Data & Name of the pdf
6. upload Pdf
7. click on submit  [Refer to fig:Screenshot51]

fig: Screenshot 51
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8. Add Documents:

There are three options in the upper menu bar; viz Notifications,Orders,Guideleines where 
PDF's of respective subjects are to be uploaded. The uploading should be done through Add 
Documents section from the left vertical menu
Follow Steps:

[Refer to fig:Screenshot 52]

1. Click on Add Document
2. Select Document Type
3. Add Subject
4. Browse and Upload PDF file
5. Click on Upload

fig: Screenshot 52
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 To Edit any document:
1. Click on Notification or Orders or Guidelines->Edit image
2. Edit data
3. Edit Status
4. click on upload.   [Refer to fig:Screenshot 53]

 To Delete any document:
1. Click on Notification or Orders or Guidelines->Click on 

Delete image
2. document will be deleted from the list.

 [Refer to fig:Screenshot 53]

fig: Screenshot 52
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            fig: Screenshot 53
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9. Add News and Updates:

  User can Publish news and updates similar as that of add documents:
1. Click on Add news and Updates->Enter data
2. Click on Upload

fig: Screenshot 54
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10. Manage News and Updates:
User can Edit or Delete already uploaded News and Updates by clicking on Manage News 

and Updates:    [Refer to fig:Screenshot 55]
1. Click On Manage News and Updates
2. Click on Edit
3. Edit news within textarea
4. Select Status       [Refer to fig:Screenshot 56]

▪ Active: To show the news within all news list
▪ Inactive: To hide the news from showing 

fig: Screenshot 55
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fig: Screenshot 56

If the document is Active then it will be shown in the News and Update section and if it is 
Inactive then it will not be shown within the uploaded documnet list of pdf's
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11.Add New Role:  For adding any new role follow the steps given below:
1. click on Add New Role from the left menu

2. after clicking one form will be displayed where the user can fill the new role's 
name  and level they want to assign them.

 There are three levels viz. Level 1 which is for District and Sub-Division 
both, Level 2 which is for District and Level 3 which is for Sub-Division.

3. After filling up the name and role user need to click on submit button.

The list of already assigned  roles will be displayed within the same screen as shown below.

[Refer to fig:Screenshot 57]

fig: Screenshot 57
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12.User Role  Map: Where mapping between user and their role can be done:
1. Select User Name
2. Select Role from the drop down list

3. Click on Map
[Refer to fig:Screenshot 58]

fig: Screenshot 58
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User can also Edit or Delete already assigned role using Edit and Delete option as shown below:
User can select one District and can re-map its Role: [Refer to fig:Screenshot 58]

1. Click on User Role Map
2. Click on Edit for the user you want to re-map
3. Select User for Edit
4. Select Role
5. Click on Map

fig: Screenshot 58
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13. Distr ict Level  Role  Map:
 To Map between user and their role follow steps given below:

1. Click on District Level Role Map
2. Select one option among District wise map, Subdivision wise map and District and 

Subdivision wise map, after that
3. Select User Name 
4. Select District for mapping with the selected user.
5. Click on Map button.

[Refer to fig:Screenshot 59]

    fig: Screenshot 59
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 User can also Edit or Delete any previous entry by using EDIT and DELETE button in each 
entry:   [Refer to fig:Screenshot 60]
 By clicking on Edit option user can re-map the district and its role

1. Click on  District Level Role Map
2. Select one option among District wise map, Subdivision wise map and District and 

Subdivision wise map, after that.
3. Click on Edit
4. Select User Name 
5. Select District for mapping with the selected user.
6. Click on Map button.

fig: Screenshot 60
For Deleteing an entry: 

1. Select one option among District wise map, Subdivision wise map and District and 
Subdivision wise map, after that.

2. Select User Name 
3. Select District for mapping with the selected user.
4. Click on Delete.

[Refer to fig:Screenshot 60]
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14. Amar Dukan:
When the user clicks on Amar Dukan, the information regarding all Fair Price Shop in all 

districts of Assam will be displayed as shown below:      [Refer to fig:Screenshot 61]

fig: Screenshot 61
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15.Ration Card Information:
Ration Card Infromation contains all the information about Ration card i.e Family Identity 
Card(FIC) such as:

1. Types of Ration card
2. Who is eligible for Ration card
3. Where to apply
4. What are the required documenets for applying  Ration Card
5. Requiered documents for  duplicate Ration card
6. Required Documents for Inclusion/Deletion/Surrender
7. Duties of card holder

etc.
[Refer to fig:Screenshot 62]
To view Ration Card Information Click on Ration Card Information on the left menu->following 
screen will be displayed

fig: Screenshot 62
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16.Grievance  Redressal:
To add the names of the officers assigned for the Grievance Redressal  mechanism, follow 

the following steps:
1. Go to the link ‘Grievance Redressal’ on the menu.
2. Click ‘add’ on the right side of the page. [Refer to fig:Screenshot 62]
3. Select the district.
4. Fill up the form provided. [Refer to fig:Screenshot 63]

Click on the ‘submit’ button to save the data successfully.

fig: Screenshot 62
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fig: Screenshot 63
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17. Distr ict  Subdivision Map:
For mapping between District and Subdivision user need to

1. click on District Subdivision Map from the left menu
2. User will get a drop down menu where user need to select District name 
3. Select Subdivision for maping.
4. Click on Map.

[Refer to fig:Screenshot 64]

fig: Screenshot 64
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18. Subdivision Circle  Map:
When the user clicks on Subdivision Circle Map one mapping form will be displayed where 

the user need to select name of Subdivision and Circle name for which they want to map selected 
subdivision:

1. Click on Subdivision Circle Map
2. Select Subdivision from the drop down menu
3. Select Circle
4. Click on Map

[Refer to fig:Screenshot 65]

fig: Screenshot 65

72



19. Register:
A new user can be registered using the Register option in the upper menu as shown below:

[Refer to fig:Screenshot 66]

fig: Screenshot 66
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20.Change Password:

An individual user can change his password by clicking on the icon “Change Password” 
which is in the Upper menu .On clicking in this icon the following page is displayed: 
[Refer to fig:Screenshot 67]

Here, there are three input fields and all the three fields are mandatory. 
1. Old Password: ask you to enter your old password which you want to change
2. New Password: ask you to enter your new password. 
3. Confirm New Password: ask you to re-enter your new password &
4.  Submit the data.

 

fig: Screenshot 67
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21.Sign Out:
An individual user can log out from his/her session by clicking on the icon “Sign Out” 
which is in the Upper menu:  [Refer to fig:Screenshot 68]

fig: Screenshot 68
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