
 

SOP for  

Application for PPS Enrolment and Disposal 

KMS 2024-25  
Ver. 1.0  Date: 29.07.2024 

Page 1 of 13 
 

Paddy purchasing societies i.e. Cooperative Societies, SHGs, PAMS, LAMPS, FPO/FPCs play 

an important role in Government’s outreach towards including small and marginal farmers in 

the paddy procurement operations. They enter into a bipartite agreement with one or the other 

CMR Agency, and on the basis of approval from the District Level Monitoring Committee of 

a district, carry out purchase of paddy directly from farmers. 

Till now, their enrolment, enquiry report  by the controlling authority, opinion of the CMR 

Agency and approval by the DLMC took place offline. 

Now, the process has been replicated online in portal https://epaddy.wb.gov.in/ for enrolment of the 

PPSs in KMS 2024-25 An SOP for the concerned users is given herein:  

New PPS: 
1. A PPS which has not participated in paddy procurement operations since KMS 2019-20 will 

have to apply as a new PPS. In the home page of the portal there is a menu ‘New PPS 

Enrolment’. 

 

2. On clicking the menu, the following page will open where the PPS will have to first enter its 

PAN and search the same. 

 

https://epaddy.wb.gov.in/
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3. If the PAN is not stored in database with any PPS, the full application page will be opened for 

entry as a new PPS.  

Existing PPS 
4. If the PAN is already stored in the database with any PPS, the user will be shown the name of 

such PPS and will be requested to login to file the application. On logging in, the PO will select 

the menu ‘Apply for Enrolment’. Thereby, the entire application form will open. 

 

From here on, application procedure for both new PPSs and existing PPSs will be same. 

 

5. The PPS user will have to upload a scanned copy of their PAN and then enter the address details 

by selecting district, block, Gram Panchayat and entering the name of the village.  

 

6. Next, the type of the applying PPS will have to be selected from the drop-down list from among 

the options of Cooperative Societies, SHGs, PAMS, LAMPS, FPO/FPCs. 
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7. Now, the name of the PPS will have to be entered in full. If the PPS is GST registered, its GST 

no. will be entered and copy of GST certificate uploaded. This is optional. In the next field, 

trade licence no. entry and uploading of trade licence are mandatory. 

 

8. Next, name of one of the top office-bearers viz. Chairman/ President/ Secretary/ Director/ 

Special Officer/ CEO of the PPS will have to be entered. The designation of the person whose 

name has been entered will be selected from the drop-down list. 

 

9. Mobile no. of the office-bearer, whose name and designation has been entered, will be entered 

and ‘Generate OTP’ button clicked. On entering the correct OTP received in the given mobile, 

the mobile no. will get verified. 
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10. Next, the email ID of the PPS will be entered and similarly OTP-verified. This step is not 

mandatory.  

The name of the person who will function as Purchase Officer for the PPS will be entered and 

his mobile no. entered and verified. This is mandatory for new PPS. For existing PPSs, name 

and mobile no. of the PO already stored in the system will be pre-filled. The same cannot be 

changed. 

 

11. Lastly, the CMR Agency whom the PPS wants to work with will have to be selected from drop-

down list. If the PPS does not have any particular choice in this regard, he will select ‘Any one’. 

 

12. In the end, the PPS user will click ‘Submit’ to finally submit the application. 

Login of Departmental Officers (ARCS/ PD, DRDC/ AD, Agri-Marketing/ 

RM, TDCC) 
13. The applications submitted by the PPS will land in the login of their controlling authorities as 

follows: 

Cooperative Societies (PACS) and PAMS : ARCS 

FPO/FPC : AD, Agri-Marketing 

LAMPS: RM, TDCC 

 

These officers will have district-wise login IDs created by the concerned DCF&S. They will 

login with their user credentials. 
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14. As per protocol of two-step verification, OTP sent to their registered mobile no. will have to 

be entered to confirm the login. 
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15. In the menu ‘PPS Enrolment > Inbox’ the Departmental Officer will find all concerned PPSs 

to have applied in the following grid. 

 

16. Clicking the ‘View’ button in the concerned column will open the full application submitted 

by the PPS. 
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17. As per Procurement Order KMS 2024-25, the Controlling Authority will have to furnish a 

report on the PPS. He can open the form of the report by clicking ‘Action’ button. 

 

18. In the report, he will enter Registration no. of the PPS (as society), date of such registration 

and whether the registration is currently active. For SHGs, the PD, DRDC will also have to 

enter the NRLM code and whether the same is active now (not required for other type of 

PPSs). 

 

19. He will enter date of formation of board of the PPS, mark whether the board is active now and 

indicate whether the PPS is financially solvent. 
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20. Next, he will indicate the infrastructural facilities the PPS has for paddy procurement. 

 

21. He will complete the rest of the form and exert his opinion at the end i.e. he is recommending 

or not recommending the PPS.  

 

22. By clicking ‘Submit’ he will finally submit the report from his side. 
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Login of CMR Agency 

23. After disposal by the Departmental Officers, the application will be visible in the login of the 

District Manager or authorised person’s login of the concerned CMR Agency. The user can 

view all such applications in ‘PPS Enrolment > Inbox’ menu.  

 

24. On clicking the name of the PPS the CMR Agency user will see the application form 

submitted by the PPS, and on clicking the ‘View’ button in a row, the enquiry report against 

the concerned PPS by the Departmental Officer will open. 
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25. Action on the part of the CMR Agency lies in the recommendation or not recommending a 

PPS. He can do that by clicking ‘Recommend’ and ‘Not Recommend’ buttons respectively. 

  

26. Once thus disposed, the application will go off the Inbox of the CMR Agency. 

 

Login of DCF&S 

27. The DCF&S does the disposal work on behalf of the DLMC. So, his first job in this regard is 

to place the entire scenario in front of the DLMC. In his login in ‘PPS Enrolment > Report’ 

menu, he will get to see a grid containing all PPS’ applications, enquiry reports of the 

Departmental Officers and opinion of the CMR Agencies. The PPSs opted for ‘Any one’ while 

choosing CMR Agency will be visible too. The list can be filtered based on date of application, 

block, PPS type and CMR Agency opted for and will be downloadable in xl. He will place the 

same before the DLMC.  

28. After meeting of the DLMC the MoM will be required to be uploaded. Towards this he will go 

to the menu ‘DLMC MoM Upload’ in his login. He will select date of the meeting of the DLMC 

and upload a scanned copy of the minutes. 
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29. On clicking ‘Submit’ the MoM will get uploaded. 

 

30. Every MoM thus uploaded will feature in the list at the bottom of the page. 
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31. Now, the DCF&S will go ‘PPS Enrolment > Inbox’ to view the following grid. As per decision 

of the DLMC, he may change CMR Agency against a PPS, select the date of DLMC containing 

such decision and mark the PPS as ‘Approved’ or ‘Rejected’. 

   

32. Once disposed, a PPS will go off the inbox of the DCF&S but will feature with status 

‘Approved’ or ‘Rejected’ in the report as mentioned in point no. 27. 

Report 

33. All the users mentioned herein along with the Directorate, CMR Agency HQ and 

Departmental users will be able to view a report on application and disposal of PPS 

applications. 
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34. On clicking a number denoting count of PPS(s), the concerned list of PPS(s) will open. 

  


