SOP for
Assignment of Authorise Representative to %

Purchase Centres by Empanelled Rice Mills hg

Ver. 1.0 Date of Release: 25.10.24
Authorised representatives of Rice Mills receive paddy at the Purchase Centres on behalf of the Rice
Mill. The Rice Mill user can assign such representatives through the following process:

Creation of Employee
1. The Rice Mill user will first create an employee under his Rice Mill. He, in his login, will go
to ‘Rice Mill Employee’ menu.
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2. He will enter Aadhaar no. of the employee and click on ‘eKYC OTP’ button. The OTP
received in the Aadhaar-linked mobile no. of the employee will have to be entered and
‘Validate OTP’ button clicked.

Rice Mill Employee Master
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If the OTP is given correctly, this success message will pop up.

Aadhaar Verification

Aadhaar verification successfully completed

ok

4. The employee’s name as in Aadhaar will be obtained. Next, the mobile no. of the employee is
to be entered and ‘Generate OTP’ button clicked. The OTP received is to be entered and

‘Validate OTP’ button clicked.
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5. If the entered OTP is correct the mobile no. will be successfully validated. Now, the Rice Mill
user will click ‘Save’ button to create the employee.
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Assignment to Purchase Centre

6. For assignment of an already created employee, the Rice Mill user will go to ‘Representative
Tagging to Centre’ menu.

Welcome, N2419720 (RICEMILLER)!

Representative tagging to Centre - DUTTA MINI RICE MILL
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7. Employees already created will appear in the drop down menu. He can choose any one.

Representative tagging to Centre - DUTTA MINI RICE MILL

8. The Rice Mill will choose the Purchase Centre and click ‘Save’ button to assign the employee
to the selected Purchase Centre.

Representative tagging to Centre - DUTTA MINI RICE MILL

Employee Name * Centre Type Procurement Centre Name
o — A Borrackpore-1 Krishak Bazor : 2022233710004
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