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Previously, Rice Mills would upload documents at the time of initial approval for empanelment only.
Those documents, even after their expiry would continue in the portal.

Now, a facility for uploading of documents by Rice Mills and approval/rejection of the same by the
DCF&S is introduced with the following workflow:

Rice Mill Login
1. The Rice Mill will go to ‘Document Upload’ menu. The checklist of required documents will

open.

2. Against each row representing each document, the Rice Mill user will have to upload the
scanned copy of the concerned document.
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3. In the text box as shown, the number of the document (eg. Udyog Aadhaar no. in the
concerned row) is to be entered.

4. Expiry date of each document will have to be entered. For the 1st four documents in the list i.e.
Udyog Aadhaar, PAN, land documents and electricity bill this will not be required.
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5. When these 3 steps have been done for all documents, the Rice Mill user will click on
‘Submit’.

6. On submission he will be shown this success message.
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DCF&S Login
7. The DCF&S in his login will go to ‘Rice Mill Document Verification’ menu. A List of Rice

Mills to have uploaded documents will open.

8. When he clicks the ‘View’ button, checklist with uploaded documents will open. If the
hyperlink on file name is clicked, the file uploaded by the Rice Mill will be downloaded.
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9. Against each document the DCF&S will have the option of either approving or rejecting the
document.

10. If a document is rejected, the DCF&S will mandatorily have to give remarks.
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11. When all documents are marked as approved or rejected in this way, the DCF&S will click on
the ‘Submit’ button.

12. On submission, this success message will be shown.
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Rice Mill Login
13. Only the rejected documents now will be open for the Rice Mill to again upload. For each of

them, the Rice Mill will again do the steps no. 3 to 5.

Report
14. All official users from DCF&S onwards (higher ups) will have an MIS report in their login in

the menu Report > Rice Mill Document Upload Report.
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15. When drilled down from a district, Rice Mill level report will be shown.


