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Before allocation of jute bags by various officials, some preparatory works have to be performed at HQ as well as 

district level. These tasks are hereby depicted which are to be performed at the initial stage. 

A. PREPARATORY WORKS:- 

 

Before allocating jute bags, following preparatory works are to be done the officials, which is depicted in the table 

below in sequential manner:- 

 

Sl No. Preparatory Work To be done by the official 

1 Creation of Jute Bag Supplier Master WBECSC HQ 

2 Creation of Jute Bag Transporter 

Master 

WBECSC HQ 

3 Creation of Godown Master DCF&S 

4 Mapping of Godown with User DCF&S 

5 Initial Stock entry by Godown 

Inspector (One Time) 

Godown Inspector 

6 Approval of initial stock entered by 
godown inspector 

DCF&S 

7 Initial Stock entry by Rice Mill (One 

Time) 

Rice Mill 

 

Creation of Jute Bag Supplier Master:- (In the login of WBECSC HQ) 

WBECSC HQ login owner will feed master data regarding Jute Mill with Address. 

The WBECSC user shall create new Jute Mills by providing the following mandatory details: 

a)   Jute Mill Name 

b)   Jute Mill Address 

c)   Supply Product Type (e.g., Gunny Bag/HDPE/PP Bag) 

d)   Authorized Person Name 

e)   Mobile Number of  Authorized Person (verification of mobile number of the supplier’s authorised representative is 

optional) 

f)   District 

g)   Pin code 

The user can also optionally enter the following fields: 

h)   Jute Mill Capacity 

i) Validating mobile no with OTP 

j)   Email ID (with optional email validation) 
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After entering all the required data for the Jute Mill/Supplier, his profile will be created and a confirmatory message 

will be displayed as ”Jute Mill created successfully”.

 

Creation of Transporter Master (In the login of WBECSC HQ) 

From the designated jute mills/suppliers, transporters would carry the jute bag/HDPE/PP bags to the godowns. 

Hence, their details are to be entered by the state HQ official of WBECSC.  

The WBECSC user can create new Transporter by providing the following mandatory details: 

a) Transporter Name 

b) Transporter Address 

c)  Supply Product Type (e.g., Gunny Bag/HDPE/PP Bag) 

d)  Authorized Person Name 

Upload Order No - The engagement order has to be uploaded in .pdf format. (Max 2MB) 

e) Engagement Order No 

f) Engagement Date 
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g)   Mobile Number  

The user can also optionally enter the following fields: 

h)   Validating mobile no with OTP 

i)   Email ID (with optional email validation) 

After successfully creating a Transporter, the user will be able to view the newly created record in the grid along 

with other existing entries. 

 

 

 

 

 

v. Details of Agreement with the transporter need to be recorded. 

In case of extension of agreement as well termination of agreement, the same may be recorded in portal. 
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Creation of Godown master (In the login of DCF&S):- 

The DCF&S will also create godown master from his login. After successfully creating a Godown, the user will be 

able to view the newly created godown in the grid along with Godown address and capacity. Additionally, User 

Account will be created and Role assigned to the User automatically. 

Following details are to be entered for every godown by the state admin:- 

i. District Name 

ii. Name of godown 

iii. Address of godown 

iv. Most importantly, capacity of the godown. It is to be remembered that here the capacity of the godown means 

capacity in terms of Bales (where 1 Bale= 500 jute Bags). 

 

 

 

In case the godown is already in use, then the system will help the DCF&S with suggestions as “auto-suggest” 

option. However, if the godown is new or not recorded before, then its details are to be entered afresh. It is to be kept 

in mind by the DCF&S that only details are to be entered here for the godowns which are going to be used as “Jute 
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Bag/HDPE/PP Bag” storage godown.

 

After successful creation of a jute storage godown, a confirmatory message will appear on screen.

 

 

Mapping of Godown with user (godown Inspector) 

DCFS will tag the Inspector, F&S (or an officer under the WBSWC, duly authorized by the WBSWC, as the case 

may be,) as the In-charge of the Godown through the GMP. 

In case of godowns, which are already in use in the supply chain portal, user mapping will be pre-fixed. 

However, in case of newly created godowns, user mapping has to be done afresh by using the “User Management” 

module. 
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Recording initial stock of godown (In the login of Godown Inspector):- 

At the beginning of every season, the Godown In-Charge can enter the Initial Stock (both in Bales as well as in 

units), and this action can be performed only once per season. 

a) The Godown In-Charge shall enter the quantity of bales. 

b) Once submitted, the initial stock record is forwarded to the DCFS user for approval. 

c) The DCFS user can either approve or reject the initial stock entry. 

d) Partial approval or rejection is not allowed. 

e) If approved, the respective quantities are added to the Godown inventory. 

f) If rejected, the DCFS user must provide remarks explaining the reason for rejection. 

g) Upon rejection, the Godown In-Charge is allowed to recreate initial stock. 

The Godown In-Charge can view the approval status of the submitted initial stock at any time. Godown in-charge 

can also see his inventory details. 

 

 

 

However, if the initial stock has already approved by the DCF&S, then initial stock can not be changed/updated. If 

the godown inspector tries to do so (after approval by the DCF&S), then ERROR MESSAGE will appear on screen 

and he will not be able to proceed further (as in the picture below). 
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Approval of godown initial stock entered by godown inspector (In the Login of DCF&S)- In the beginning of 

the KMS, the concerned godown inspector will enter the intitial stock position of gunny bags in the godown (both in 

Bales as well as in units). Concerned DCF&S has to approve this and this is entirely a one-time job in every KMS. 

 

 

Recording initial stock (In the login of Rice Mill):-  Rice Mill will enter the Balance of bag lying with him for first 

time. It is to be mentioned here that due verification at the field level must be done before uploading the details by 

the rice mill. 

a) The Rice Mill or his representative enters the quantity of bales and bags based on Pool Type and Bag Type. 

b) Once submitted, the initial stock record is forwarded to the DCFS user for approval. 

c) The DCFS user can either approve or reject the initial stock entry. 

d) Partial approval or rejection is not allowed. 

e) If approved, the respective quantities are added to the Rice Mill inventory. 

f) If rejected, the DCFS user must provide remarks explaining the reason for rejection. 

g) Upon rejection, the Rice Mill representative is allowed to recreate initial stock. 
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The Rice Mill representative can view the approval status of the submitted initial stock at any time. Rice Mill 

representative can also see his inventory details. 

Quantity of Bags must be less than 500, otherwise the system will automatically convert it into equivalent number of 

Bales. 

 

 

 

 

After completion of data entry, a confirmatory message will appear on screen. However, his bag quantity will be 

adjusted only after approval by the concerned DCF&S. 

 

 

 

Approval of initial stock entered by Rice Mill (In the login of DCF&S):- 

In the beginning of the KMS, the concerned rice mill will enter the initial of gunny bags in the godown (both in 
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Bales as well as in units). Concerned DCF&S has to approve this and this is entirely a one-time job in every KMS. 

 

It is to be mentioned here that once the initial stock is approved by the DCF&S, the same can not be modified by 

either the godown Inspector or Rice Mill. 
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B. ALLOCATION OF JUTE BAGS:- 

Allocation and distribution of Jute Bags is the core job of this module. Following tasks are to be performed by the 

officials, which is depicted in the table below in sequential manner:- 

 

Sl No. Task to be performed by official To be done by the official 

1 Bag allocation from HQ to DDPS 

(For any month and selected pool) 

State Admin 

2 Issue District-wise allocation of Bags DDP&S 

3 Assigning godown against the 

allotted bags 

DCF&S 

4 Lock assignment by chosing the 

appropriate Allocation ID 

WBECSC HQ 

5. a Issue Work Order in case of Jute Bag WBECSC HQ 

5.b Finalizing Work Order  WBECSC HQ 

6 In case of HDPE/PP Bag, issue work 

Order 

DDP&S 

 

7 Receive the consignment at the 
godown  

Godown Inspector 

8 Issuing Rice Mill wise, Godown 

wise, Bag type wise and pool wise 
supply order 

DCF&S 

9 Distribution of Jute Bags as per 

supply order 

Godown Inspector 

10 Receive Jute Bag by the authorised 
representative 

Rice Mill 

 

Month-wise, Pool Wise allocation for the state (In the login of State Admin) 

The HQ user initiates the Jute Bag Allocation by selecting the Month, Pool Type (Common/State), and Bag Type 
(Gunny/HDPE/PP). After selecting these parameters, the HQ user enters the allocation quantity to create the 

allocation. Before the allocation is forwarded by the DDPS user to the DCFS level, the HQ user also has the 

provision to update the Pool Type, Bag Type, and Quantity if required. HQ can also create the allocation for future 
months. State admin will be able to enter month wise/pool wise/bag type wise quantity for lifting of bags to DDPS as 

per approved supply plan of GOI. 
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Issue District wise allocation of Bags (In the login of DDPS) 
 

After the HQ user creates an allocation, it becomes visible to the DDPS user. The DDPS is responsible for allocating 

the full quantity (as assigned by HQ) to the respective districts, partial allocation is not allowed. 
 

The DDPS user has the provision to update district-wise quantities before the allocation is further assigned by the 

DCFS to the Godowns. 

 
If the DCFS has already assigned quantities to Godowns, and a change is needed, the DDPS can cancel the allocation 

until the allocation is not locked by the DDPS/WBECSC. Once cancelled by the DDPS//WBECSC, the original 

allocation created by the HQ user will also be cancelled automatically. 

 

DDPS will be able to sub-allocate pool wise, bag type wise quantity to each district against the month wise allocation 

made by State HQ order depending upon the requirement of bags by the district.  

At this time, balance stock of Bags, pool wise (CP/SP/Common Pool) and bag type wise allocation will be shown to 

DDPS. 
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Godown wise allocation of Bags (In the login of DCF&S) 
 

After getting confirmation from the supplier, SPA. i.e. WBECSC will enter the supplier wise, district-wise delivery 
break up against the allotted godown for the respective district and issue the work order details with upload the 

signed order in portal. 

After the DDPS user allocates quantities to the districts, the respective DCFS user can assign the allocated quantities 
to the Jute Storage Godowns within their district. 

 

The DCFS user is responsible for assigning the full quantity received from the DDPS, partial assignment is not 

permitted. 

 

District name- godown name Quantity allocated by DDPS (Auto generated)-Name of the Supplier, quantity to be 

delivered (in bales and Bags) and Work Order no. are to be entered. 
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Issuing Rice Mill wise Godown wise and Bag type wise and pool wise supply order (In the login of DCF&S):- 

 

DCFS will assign godown/s against month wise allocation of Jute/HDPE/PP bags allocated from the end of DDPS to 

enable ECSC (in case of Jute bag) to place Indent in Jute-Smart portal with the godown wise and district wise break 

up or DDPS (in case of HDPE/PP bag) to place supply order to the supplier. 

The DCFS user is responsible for allocating stock from Godowns to Rice Mills for every month within their district. 

Stock Allocation Process: 

 The DCFS user selects the Month, Pool Type, and Bag Type, then clicks on Search. 

 Upon searching, the system displays Godown-wise stock details for the user's district, including: 

o Stock in Hand 

o Quantity Yet to be Received 

o Quantity Already Allocated 

o Quantity Available for Allocation 

(All values are shown in both Bales and Bags) 

 Below this, a grid of all Rice Mills in the district is displayed. 

 The DCFS user selects the Godown and allocates the quantity (in bales and bags) to each Rice Mill based on 

availability in selected godown. DCFS user can not allocate the stock more than available for allocation quantity. 

DCFS will issue Rice Mill wise, Godown wise and bag type wise and pool wise allocation Order as and when 

required entering the Allocation Order number depending upon the paddy allocated and balance lying with the rice 

mill. At this time stock balance of pool wise (CP/SP/Common Pool) and bag type wise will be shown to DCFS and 

remaining capacity in the godown. 

 

The DCFS will enter the approved quantity which will not be more than the quantity entered by DDP&S (after 

approval of the state government as per procedure so established only) against the godown. 
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Lock Assignment (by WBECSC HQ):- 

 

It is to be mentioned that, DDPS/WBECSC can not lock the data if all district users not assigned the quantities to 

godowns. Once the verification is completed, then DDPS/WBECSC user will lock the allocation, and only after that 

the respective users can download the allocation details in PDF format. 

 

At first, the WBECSC user will “lock the assignment” issued by the DCF&S by selecting the “Allocation ID”. The 

WBECSC user can verify and lock the allocation for Gunny bags. During verification, they will ensure that the 

allocated quantity matches the assigned quantity for each district. 

DDPS/WBECSC can not lock the data if all district users were not assigned the quantities to godowns. 

Once the verification is completed, then DDPS/WBECSC user will lock the allocation and the respective users can 

download the allocation details in PDF format. 
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After clicking on the “Download PDF” option he will get a hard copy of district-wise godown assignment copy. 

 
Finally, the WBECSC HQ login user will finalise the assignment by clicking on the “Lock Assignment” button. 

After finalising so, the specific assignment can not be altered.  

 

In case of HDPE/PP Bag, DDPS user has to use the option “Lock Assignment” in similar manner before 

proceeding further. 
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The WBECSC HQ user will be able to view the “Godown Assignement Report” from his login. 

 

Before proceeding further, the WBECSC HQ official has to perform some tasks in the offline mode:- 

 

 After getting confirmation from JCO/Supplier WBECSC will put necessary reference of delivery 

order against each godown to activate BAG DELIVERY ORDER to the district. 

 After getting allocation from State Admin and godown tagging details from DCFS, WBCSC will place 

indent to Jute smart portal (through offline). After finalization of indent, PCSO will be generated in JSP. 

 

Issuance of Work Order for Jute Bags (by WBECSC HQ):- 

Only after locking the assignment, work order can be generated by the HQ admin of WBECSC. 

To perform the assignment, the user (DDPS/WBECSC) must follow these steps: 

a) Select the Transporter 

b) Enter the Indent Number and select the Indent Date 

c) Select the Districts from the grid (checkboxes) 
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Once districts are selected, the "Assign" button becomes active. Upon clicking Assign, the user can: 

a) Select the Jute Mill 

b) Enter the PCSO Number 

c) Enter the Quantity of Bales 

The user can assign bales from multiple Jute Mills to a single Godown. Partial quantity assignment is allowed. After 

entering all details, the user can click Submit to complete the work order assignment process. 

 

 

The official of WBECSC will select month, pool from the drop-down list. 

Then he will select the transporter from the drop-down list. 

“Indent No.” has to be entered manually. 

Thereafter, he has to press the “Assign” button. 

 

After pressing the “Assign” button, a pop-up window will appear. 

The official has to choose Jute Mill from the drop-down list. 

He has to enter the quantity of Bales which is to be delivered. 

PCSO number needs to be entered manually. 

Finally, he has to press the button ”Save Rows to Grid”. 
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Finally, in order to generate the Work order the user needs to select the appropriate checkbox and press the SUBMIT 

BUTTON. 

 

 

 

Finally, work order can be generated and the concerned supplier will be able deliver bags in the designated godown. 

The user can then download the Work Order PDF, which includes the following details: 

a) Transporter Name, b)Allocation Month, c) Allocation ID, d) Indent Number, e) Indent Date, f) Bag Type, 

b) Pool Type, h) Work Order ID, i) Work Order Date, j) Name of the District, k) Quantity (in Bales) l) Godown 

Address and Mobile Number 

 

After entering the same, the information will be available in the login of the concerned Godown in-charge to receive 

delivery of the same. 
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Finalizing the work order by using the menu “Issue work order Generation” 

 

After creation of work order, the same has to be finalized from the HQ login of WBECSC by clicking on the menu 

“Issue Work Order Generation” as mentioned in the picture below. 
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After successful creation of work order, a confirmatory message will appear on screen by showing the message 

“Work Order Updated Successfully”. 

 

 

In case of HDPE/PP Bags, DDPS or his authorised officer will issue work order in similar manner as done by 

the HQ official of WBECSC. 
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Receiving the consignment of Bags (In the login of godown Inspector) 

 

After getting delivery godown in-charge will enter the quantity of bags received in the portal and then it will be 

reflected in the stock of the godown. Once the Issue Work Order is generated for a Godown, the Godown In-Charge 

can proceed to receive stock against the respective allocation. 

Stock Receipt Process: 

a) The Godown In-Charge selects the Month and corresponding Allocation ID. 

b) Based on the selected month and allocation ID, the Pool Type and Bag Type are auto-populated. 

c) The user then selects the Jute Mill Name and Work Order Number, and clicks Search. 

Following data is Auto-Populated once Godown In-Charge click on Search: 

a) Godown Balance 

b) Total Quantity to be Delivered (in Bales) 
c) Transporter Name 

d) PCSO Number 

e) Work Order Number 
f) Work Order Date 

g) Quantity to be Delivered from the Selected Jute Mill 

h) Already Received Quantity 

i) Quantity Yet to be Received 
j) Indent Number 

Godown In-Charge has to enter the data in following fields: 

a) Receipt Quantity 
b) Date of Receipt 

c) Driver Name 

d) Truck Number 
e) E-way Bill Number 

f) E-way Bill Date 

g) Consignment Note Number 

h) Consignment Date 
i) Tax Invoice Number 

j) Tax Invoice Date 

After entering the above details, the user can click Submit to complete the stock receipt. Received stock will be 

added to Godown Inventory. The Godown In-Charge is allowed to receive partial quantities as per actual delivery 

from the Jute Mill. 
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Finally, the godown Inspector has to press the SUBMIT button. Thereafter, a confirmatory message will appear won 

screen. 

 
Distribution of Jute Bags (In the login of Godown Inspector) 

Godown in charge will supply to the RICE Mill as per the Supply order and enter in portal and accordingly stock will 

be reduced at godown. 

After the DCFS-to-Rice Mill allocation is completed, the Godown In-Charge is responsible for delivering the stock 

from the Godown to the respective Rice Mills, following the FIFO (First In, First Out) method. 

Delivery Process: 

 The Godown In-Charge selects the Pool Type, Bag Type, and the target Rice Mill. 

 Upon selection, the following details are auto-populated: 

o Quantity Yet to be Delivered (in Bales and Bags) 
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o Godown Stock in Hand (in Bales and Bags) 

 Based on these values, the Godown In-Charge enters the: 

o Delivery Quantity (in Bales and Bags) 

o Rice Mill Representative (fetched based on selected Rice Mill) 

o Truck Number 

 After entering the required details, the user clicks Submit to complete the delivery process. Godown stock inventory 

will be deducted based on pool type, bag type and Rice Mill inventory will get added. 

The Godown In-Charge cannot deliver more than the allocated quantity.The Godown In-Charge cannot deliver more 

than the available stock in hand. 

 

 

 

 

 


