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Ref. GO no. 4861-FS/Sectt/Food/4P-09/2023 (Pt.IV) dated 02.11.2023 

Communicated vide letter no.: 5860-FNS-24022/1/2023-REFORM SEC-Dept. of FNS-Part(2) Date: 21.12.2023  

by the Secretary, Department of Food & Supplies 

User Creation for Extension Officer(s): 
1. In his login, the BDO will go to ‘Create User Login’ menu. 

  

2. He will enter name, email ID, mobile no. of the Extension Officer for whom he seeks to create 

user. Fields named ‘attached office’, ‘role name’ and ‘select block’ will remain pre-filled. 
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3. When the BDO clicks ‘Submit’ button, the user will be created and the credentials sent to the user 

in the given mobile no. via SMS. This confirmation will be shown on the screen to the BDO. 

 

4. Users thus created will be shown in a grid below in the same screen. 
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Assignment of Enquiry: 
5. Registration or update applications by farmers are assigned to BDOs and are visible in his ‘Land 

Verification’ menu. 

 

6. The BDO will select the user from drop down menu to whom he wants to assign applications for 

enquiry. 
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7. He will select the applications by ticking check boxes against each application and click ‘Submit’ 

button. 

 

8. The selected applications will be assigned to the selected Extension Officer and this confirmation 

message shown to the BDO. 
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Enquiry: 
9. The Extension Officer, while using his login will have to change the default password before 

starting to work in the login. 

 

10. Afterwards, when he logs in into his account, count of applications pending for enquiry will be 

shown. 
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11. A primary view of all the applications assigned to him can be seen by an Extenson Officer in 

‘Land Verification’ menu. 

 

12. By clicking ‘View’ button in the rightmost column of the grid, the EO can see the complete 

applications and the documents uploaded by the applicant. 
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13. At this stage the EO is expected to conduct a field enquiry into the application. After the enquiry, 

if the EO decides to recommend the application, he will be required to enter the land quantum 

cultivated by the farmer. The EO must be mindful here that the unit of land quantum taken here is 

in acre, not in any other unit. 

 

14. He may enter remarks and upload documents. He will be able to upload scanned copy of EPIC, 

self-declaration and bank passbook. It is not mandatory on his part. He will do this when he finds 

that the farmer by bona fide mistake had uploaded wrong/illegible documents. If the EO uploads 

a document, the document uploaded by the farmer will be superseded.  
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15. If the EO find the application not suitable for recommendation, he will click ‘Not Recommended’ 

and in the ‘Ground of Rejection’ drop down will have to select an option as reason for his not 

recommending the case. 

 

16. Here also, he may upload a document as described in point no. 14.  

17. Finally, the EO will click ‘Confirm & Submit’ button to send the case to the BDO. 
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Disposal: 
18. After the EO has submitted the report, the BDO can find the enquired cases in ‘Land Verification 

Final Approval’ menu. 

 

19. The BDO will see a primary view of the applications in the following grid. 
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20. When he clicks ‘View’ in the rightmost column, the BDO will see the complete application along 

with remarks, land area (for recommended cases only) entered and documents uploaded by the 

EO. 

 

21. The BDO may choose to ‘Approve’ the application. He may enter remarks and click ‘Confirm & 

Submit’. 
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22. The BDO may chose to ‘Reject’ the application too. 

 

23. In such case, the ground of rejection entered by the EO will be taken as the reason for rejection. 
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If approved, the farmer will be able to schedule and sell his paddy as per the following calculation: 

Land quantum entered here X Average productivity of paddy in the block as given by Agriculture Deptt. 

= Paddy to be sold subject to a maximum ceiling of 90 qt. 

If rejected, the farmer will not be schedule and sell any paddy at MSP. 
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