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Existing employees working as Purchase Officers and Disbursement Officers in CPC/mCPCs have
been transferred to new centres. Also, new employees will be posted by the Department as POs and
DOs. The DCF&Ss will do the work of entering the employees into Employee Master (for new
PO/DOs) or update them (for existing employees) and assign them to a CPC/mCPC in his district. The
DCF&S will carry out the work from his login following the steps noted hereunder:

Employee Master

1. The DCF&S will go to ‘User Management’>‘Employee Master’ menu.

2. The DCF&S will first choose whether the employee is a ‘New’ employee or an ‘Existing’ one.
It is reiterated that an employee who has worked as PO/DO in any Purchase Centre across the
State, is to be regarded as an ‘Existing’ employee. All others will be counted as ‘New’
employees.
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New Employees

3. The DCF&S will click on ‘New’ radio button. The following form will open. As a first step,
the DCF&S will enter the Aadhaar no. of the employee and do eKYC. For testing purpose
Aadhaar eKYC through OTP is shown. However, this will be done through biometric
(fingerprint) scan only.

4. On successful eKYC, name of the employee as in Aadhaar will be fetched. It will not be
editable. The DCF&S will enter his HRMS ID (optional) and select his designation from the
drop down.
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5. The DCF&S will enter the name of his parent office (from where his salary is drawn) and will
select whether he is ‘In Service’ or ‘Retired’.

6. Now, the mobile no. of the employee will be verified through OTP.

7. When the correct OTP is entered and ‘Validate OTP’ button clicked, the mobile no. will be
validated. Email ID of the employee may also be validated the same way (optional).
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8. On clicking ‘Submit’ button, this confirmation will show that the employee has been created
successfully.

Existing Employee

9. For an existing employee, at step #3 ‘Existing’ will have to be selected. The already stored
data i.r.o. the employee will be populated. The DCF&S will have to enter data in the fields of
– HRMS ID (optional), designation, office, email ID (optional). However, even if this is not
done for an existing employee, he will remain available in the system for Purchase Centre
assignment.

10. When thus saved, an existing or a newly entered employee will be shown in the following
grid. If required, a record can be removed by clicking the ‘bin’ icon at the right end of the
concerned row.
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Purchase Centre Assignment

11. The DCF&S will go to ‘User Management’ > ‘Employee User Mapping’ menu. He will first
find the Purchase Centre where he wants to assign the PO/DO. Towards this, he will select the
block where is the Centre is located from ‘Select Block’ drop down, and then the CPC/mCPC
from the ‘Select CPC’ drop-down.

12. When the Centre is selected, the PO and DO currently mapped with it will be shown. In this
instance, PO is already assigned to this Centre whereas DO is not assigned.
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13. So, for PO the DCF&S is getting ‘Replace PO’ button and for DO ‘Assign DO’ button.

14. Let us first see how replacement of a personnel will be done. In this case, on clicking
‘Replace PO’ the following pop-up screen will open. The DCF&S will search the employee
whom he wants to now assign as PO. In this search box, on typing the first few letters of the
name or first few digits of the mobile no. of the employee, all matching employees (newly
created employees as shown in earlier section and existing employees to have worked as
PO/DO across the State) will be shown. The DCF&S can select any one of them.



SOP for
Employee Master & PO-DO Assignment

by DCF&S
Ver. 1.0 Date: 11.09.2024

Page 7 of 9

15. On selection of the employee, his mobile no., Aadhaar no. and current Centre where he is
assigned will be shown.
15.1. In this instance, the employee is not assigned anywhere currently.

15.2. On clicking the ‘Save’ button, the DCF&S will be shown an alert that he is going to
assign the selected employee with the selected Centre. If the DCF&S is satisfied that this
is the assignment he intends to do, he will click ‘OK’ button. Clicking ‘No’ button will
close the pop-up screen and return the DCF&S to step no. 14.

15.3. If the DCF&S confirms by clicking ‘Yes’, he will be shown this confirmation message
as the selected employee will be assigned as PO of the selected centre.
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15.4. However, if the selected employee is already assigned to some other Purchase Centre,
its name and code will be shown.

15.5. If the Purchase Centre is outside the district of the instant DCF&S user, he will be
asked to contact the DCF&S under whom the employee is currently assigned. If the said
DCF&S (as shown DCF&S, Malda here) replaces the employee with another employee
at the said centre, this employee will be free to be assigned by the instant DCF&S user.

15.6. However, if the Purchase Centre shown in 15.4 is within the district of the instant
DCF&S user, he will be able to successfully assign the employee to the selected Centre
as PO and automatically his assignment from the earlier centre will be removed.

16. We will now see how assignment will work if there is no employee assigned at the selected
centre in step 13. Here, as we can see, post of DO is vacant. So the DCF&S will click on
‘Assign DO’ button to assign a DO here.
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17. Hereafter, the steps 14 to 15.6 will be relevant.
18. When an employee is assigned as PO/DO to a centre by the DCF&S, he will receive an SMS

in his mobile no. reading “You are assigned to <CPC/mCPC name> <CPC/mCPC code>. Pl
contact the DCF&S office.”


