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In https://epaddy.wb.gov.in/ purchase centres are created by DCF&S (for CPC and mCPC) and
District Manager of CMR Agency (PPSs) after approval from the competent authority.

In the ensuing KMS 2024-25, PPSs are applying for participation in paddy procurement on their own.
When such application is approved for a new PPS, a new purchase centre would be created through
system.

For CPCs and mCPCs on receiving approval from the Director, DDP&S, the DCF&S will execute the
work in the portal through the following steps:

Uploading Centre Creation Order

1. The DCF&S will go to ‘Upload Centre Creation Order’ menu.

2. He will enter the order no. and select date of the order vide which the Purchase Centre is
notified. He will also upload the order in pdf. After these have been done, he will click the
‘Submit’ button.
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3. A confirmation message regarding successful submission will be shown.

4. All such orders thus saved will be shown in the lower panel.
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Purchase Centre Creation

5. After the order has been saved, the DCF&S will go to ‘Centre Creation’ menu.

6. The DCF&S will first select the type of Purchase Centre – CPC or mCPC (mobile CPC) he
wants to create.
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7. He will enter the name of the Centre. This must strictly be as the name appears in the
notification only.

8. Now, the order earlier uploaded and saved will be selected from the drop-down menu.
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9. The district will be pre-filled with the district of the DCF&S. It cannot be changed. The
DCF&S will select the block in which the Centre will be located. However, in case of an
mCPC, it can hold camps outside the periphery of the block.

10. On clicking the ‘Submit’ button, the Centre will be created. The DCF&S will be shown the
name and the Centre Code of the Purchase Centre now created.
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Purchase Centre Renaming

11. The Director, DDP&S in his login will have a specific menu ‘Rename Centre’. It will remain
enabled login till 30.11.24.

12. On clicking, he will select district and block (optional) and search.
13. All CPCs and mCPCs in the concerned area will show.
14. The Director can select any one, enter the new name and click ‘Submit’.
15. He will be shown an alert in a pop-up screen reading “You are going to change name of

CPC/mCPC <centre code> from <old name> to <new name>. Continue?”
16. If he selects ‘Yes’, the new name will take effect.


