
Department of civil supplies and consumer affairs 

Government of Puducherry 

PDS Online Services – Front End User Manual 

The PDS Online Services - Frontend System has been developed for the consumers, 

they can apply for the services through online to the Department of Civil supplies and 

Consumer affairs. 

To access the services are explained as follows, 

1. Overall Details (Start Page) 

 

 In this start page of the website, the applicant before enter into the system they can know the 

types of service we are currently providing, document required for each service and also the 

fee details. 

 

 



2. Home Page 

 

 In this Home page of the website, the applicant can enters into the services by clicking the 

menus given in the page.   

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Inclusion of Child Birth (IBC) 

3.1. IBC Guidelines 

 

 Guidelines page of the Inclusion of Birth Child (IBC) service. Here information given 

for intending to advise applicant about the document and steps to be followed further 

before availing the services. 

3.2. IBC Registration Page 

 

https://dictionary.cambridge.org/dictionary/english/information
https://dictionary.cambridge.org/dictionary/english/intended
https://dictionary.cambridge.org/dictionary/english/advise
https://dictionary.cambridge.org/dictionary/english/people


 

 In this registration page, applicant should give the correct details of their District, Ration card 

number, Last four digits Aadhaar(UID) of Head of Family and Mobile number. Applicant 

should also check the agree button before proceeding the registration.  

 Once the system verified all the details which entered by the applicant, it will send the OTP to 

the registered mobile number. The applicant can enter the OTP in the textbox and click the 

submit button to apply for the particular service. 

3.3. IBC Application Form and Preview 

 



 

 Here applicant should fill the IBC application form as per the instructions given. Before start 

to filling the application, they must check the ration card and family member details whether 

the rendered information from the system are their own details or not.  

 Then the head of family can enter the information of their child details and upload the 

mentioned documents for verification. Applicant should also check the agree button before 

submitting or previewing the application form.  

 Once fill the application form, uploaded the documents and check the agree button, they can 

view the already entered information and document details in the below preview form for 

final submission. 

 

 After checked the information in the preview form, they can go back to the application form 

and finally submit their application. 



 

 

 When finally submitting the application by the applicant the system will ask the confirmation 

to the applicant, they should give the confirmation to save the data into the system.  

3.4. IBC Acknowledgment Page 

 

 

 

 This acknowledgment page will be generated once the applicant submitted the application. 

The system will generate the acknowledgment number for all the submitted application by the 

applicant. By having this acknowledgment number, the applicant can check their application 

status in the online for future references.   

 The applicant will also receive the acknowledgment number and application status through 

SMS in the registered mobile number for future references 

 The applicant should pay the fees as per the instruction given in the start page of the website. 

Because the application will be processed only after making the payment by the applicant. 

The applicant can pay the fee for the submitted application from this page. 

 The applicants can also download the Acknowledgment slip from this page. 

 

 



3.5. IBC Acknowledgment Slip 

 

 Applicant can have this acknowledgment slip for future references. If any problem in the 

application to be processed by the department, the applicant can contact the department with 

this acknowledgement slip. Acknowledgment number is unique for all the application.  

 By Scanning the QR code given in this page, the department or applicant can get the 

acknowledgement no, Head of Family Name, Service type applied, District, Date of applied 

the application. 

 

 

 

 

 

 

 

 

 



4. Inclusion Of Adult Member (IMC)  

4.1. IMC Guidelines 

 

 Guidelines page of the Inclusion of Adult Member (IMC) service. Here information given for 

intending to advise applicant about the document and steps to be followed further before 

availing the services. 

 

4.2. IMC Registration Page 

 

https://dictionary.cambridge.org/dictionary/english/information
https://dictionary.cambridge.org/dictionary/english/intended
https://dictionary.cambridge.org/dictionary/english/advise
https://dictionary.cambridge.org/dictionary/english/people


 

 In this registration page, applicant should give the correct details of their District, Ration card 

number, Last four digits Aadhaar(UID) of Head of Family and Mobile number. Applicant 

should also check the agree button before proceeding the registration.  

 Once the system verified all the details which entered by the applicant, it will send the OTP to 

the registered mobile number. The applicant can enter the OTP in the textbox and click the 

submit button to apply for the particular service. 

 

4.3. IMC Application Form and Preview 

 



 

 Here applicant should fill the IMC application form as per the instructions given. Before start 

to filling the application, they must check the ration card and family member details whether 

the rendered information from the system are their own details or not.  

 Then the head of family can enter the information of adult member and upload the mentioned 

documents for verification. Applicant should also check the agree button before submitting or 

previewing the application form.  

 Once fill the application form, uploaded the documents and check the agree button, they can 

view the already entered information and document details in the below preview form for 

final submission. 



 

 After checked the information in the preview form, they can go back to the application form 

and finally submit their application. 

 

 When finally submitting the application by the applicant the system will ask the confirmation 

to the applicant, they should give the confirmation to save the data into the system.  

 

4.4. IMC Acknowledgment Page 

 

 

 This acknowledgment page will be generated once the applicant submitted the application. 

The system will generate the acknowledgment number for all the submitted application by the 



applicant. By having this acknowledgment number, the applicant can check their application 

status in the online for future references.   

 The applicant will also receive the acknowledgment number and application status through 

SMS in the registered mobile number for future references 

 The applicant should pay the fees as per the instruction given in the start page of the website. 

Because the application will be processed only after making the payment by the applicant. 

The applicant can pay the fee for the submitted application from this page. 

 They can also download the Acknowledgment slip from this page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



5. Deletion (DEL)  

5.1. DEL Guidelines 

 

 Guidelines page of the Deletion(DEL) service. Here information given for 

intending to advise applicant about the document and steps to be followed further before 

availing the services. 

 

5.2. Deletion Registration Page 

 

https://dictionary.cambridge.org/dictionary/english/information
https://dictionary.cambridge.org/dictionary/english/intended
https://dictionary.cambridge.org/dictionary/english/advise
https://dictionary.cambridge.org/dictionary/english/people


 

 In this registration page, applicant should give the correct details of their District, Ration card 

number, Last four digits Aadhaar(UID) of Head of Family and Mobile number. Applicant 

should also check the agree button before proceeding the registration.  

 Once the system verified all the details which entered by the applicant, it will send the OTP to 

the registered mobile number. The applicant can enter the OTP in the textbox and click the 

submit button to apply for the particular service. 

 

5.3. Deletion Application Form and Preview 

 

 



 Here applicant should fill the Deletion application form as per the instructions given. Before 

start to filling the application, they must check the ration card and family member details 

whether the rendered information from the system are their own details or not.  

 Then the head of family can select the members to delete and upload the mentioned 

documents for verification. Applicant should also check the agree button before submitting or 

previewing the application form.  

 If the applicant selected the self to delete, they must change the relationship for all the 

members in the ration card. . If the deletion member is not Head of Family, they can complete 

the steps with the above screenshots. 

 Below are the screenshots to change the relationship when delete the Head of Family from the 

card. 

 

 Once fill the application form, uploaded the documents and check the agree button, they can 

view the already entered information and document details in the below preview form for 

final submission. 

 

 After checked the information in the preview form, they can go back to the application form 

and finally submit their application. 

 



 When finally submitting the application by the applicant the system will ask the confirmation 

to the applicant, they should give the confirmation to save the data into the system.  

 

5.4. Deletion Acknowledgment Page 

 

 This acknowledgment page will be generated once the applicant submitted the application. 

The system will generate the acknowledgment number for all the submitted application by the 

applicant. By having this acknowledgment number, the applicant can check their application 

status in the online for future references.   

 The applicant will also receive the acknowledgment number and application status through 

SMS in the registered mobile number for future references 

 The applicant should pay the fees as per the instruction given in the start page of the website. 

Because the application will be processed only after making the payment by the applicant. 

The applicant can pay the fee for the submitted application from this page. 

 They can also download the Acknowledgment slip from this page. 

 

 

 

 

 

 

 

 

 

 

 

 

 



6. Surrender(SUR) Guidelines 

6.1. SUR Guidelines 

 

 

 Guidelines page of the Surrender(SUR) service. Here information given for 

intending to advise applicant about the document and steps to be followed further before 

availing the services. 

 

6.2. Surrender Registration Page 

 

https://dictionary.cambridge.org/dictionary/english/information
https://dictionary.cambridge.org/dictionary/english/intended
https://dictionary.cambridge.org/dictionary/english/advise
https://dictionary.cambridge.org/dictionary/english/people


 

 In this registration page, applicant should give the correct details of their District, Ration card 

number, Last four digits Aadhaar(UID) of Head of Family and Mobile number. Applicant 

should also check the agree button before proceeding the registration.  

 Once the system verified all the details which entered by the applicant, it will send the OTP to 

the registered mobile number. The applicant can enter the OTP in the textbox and click the 

submit button to apply for the particular service. 

 

6.3. Surrender Application Form and Preview 

 

 

 

 Here applicant should fill the Surrender application form as per the instructions given. Before 

start to filling the application, they must check the ration card and family member details 

whether the rendered information from the system are their own details or not.  



 Then the head of family can select the reason for surrendering the Ration card. There is no 

any document to be uploading for surrender the application. Applicant should also check the 

agree button before submitting or previewing the application form.  

 Once fill the application form, uploaded the documents and check the agree button, they can 

view the already entered information and document details in the below preview form for 

final submission. 

 

 After checked the information in the preview form, they can go back to the application form 

and finally submit their application. 

 

 When finally submitting the application by the applicant the system will ask the confirmation 

to the applicant, they should give the confirmation to save the data into the system.  

 

6.4. Surrender Acknowledgment Page 

 

 This acknowledgment page will be generated once the applicant submitted the application. 

The system will generate the acknowledgment number for all the submitted application by the 

applicant. By having this acknowledgment number, the applicant can check their application 

status in the online for future references.   



 The applicant will also receive the acknowledgment number and application status through 

SMS in the registered mobile number for future references 

 The applicant should pay the fees as per the instruction given in the start page of the website. 

Because the application will be processed only after making the payment by the applicant. 

The applicant can pay the fee for the submitted application from this page. 

 They can also download the Acknowledgment slip from this page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



7. Change of Name(CHN)  

7.1. CHN Guidelines 

 

 

 Guidelines page of the Change of Name(CHN) service. Here information given for 

intending to advise applicant about the document and steps to be followed further before 

availing the services. 

 

7.2. CHN Registration Page 

 

https://dictionary.cambridge.org/dictionary/english/information
https://dictionary.cambridge.org/dictionary/english/intended
https://dictionary.cambridge.org/dictionary/english/advise
https://dictionary.cambridge.org/dictionary/english/people


 

 In this registration page, applicant should give the correct details of their District, Ration card 

number, Last four digits Aadhaar(UID) of Head of Family and Mobile number. Applicant 

should also check the agree button before proceeding the registration.  

 Once the system verified all the details which entered by the applicant, it will send the OTP to 

the registered mobile number. The applicant can enter the OTP in the textbox and click the 

submit button to apply for the particular service. 

 

7.3. CHN Application Form and Preview 

 

 



 Here applicant should fill the Change of Name application form as per the instructions given. 

Before start to filling the application, they must check the ration card and family member 

details whether the rendered information from the system are their own details or not.  

 Then the head of family can select the name to change from the dropdown and enter the new 

name to be changed, should enter the reason to change and need to upload the mentioned 

documents for verification. Applicant should also check the agree button before submitting or 

previewing the application form.  

 Once fill the application form, uploaded the documents and check the agree button, they can 

view the already entered information and document details in the below preview form for 

final submission. 

 

 After checked the information in the preview form, they can go back to the application form 

and finally submit their application. 

 

 When finally submitting the application by the applicant the system will ask the confirmation 

to the applicant, they should give the confirmation to save the data into the system.  

 

7.4. CHN Acknowledgment Page 

 



 This acknowledgment page will be generated once the applicant submitted the application. 

The system will generate the acknowledgment number for all the submitted application by the 

applicant. By having this acknowledgment number, the applicant can check their application 

status in the online for future references.   

 The applicant will also receive the acknowledgment number and application status through 

SMS in the registered mobile number for future references 

 The applicant should pay the fees as per the instruction given in the start page of the website. 

Because the application will be processed only after making the payment by the applicant. 

The applicant can pay the fee for the submitted application from this page. 

 They can also download the Acknowledgment slip from this page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



8. Change of Address(CHA) 

8.1. CHA Guidelines 

 

 Guidelines page of the Change of Name(CHN) service. Here information given for 

intending to advise applicant about the document and steps to be followed further before 

availing the services. 

 

8.2. CHA Registration Page 

 

https://dictionary.cambridge.org/dictionary/english/information
https://dictionary.cambridge.org/dictionary/english/intended
https://dictionary.cambridge.org/dictionary/english/advise
https://dictionary.cambridge.org/dictionary/english/people


 

 In this registration page, applicant should give the correct details of their District, Ration card 

number, Last four digits Aadhaar(UID) of Head of Family and Mobile number. Applicant 

should also check the agree button before proceeding the registration.  

 Once the system verified all the details which entered by the applicant, it will send the OTP to 

the registered mobile number. The applicant can enter the OTP in the textbox and click the 

submit button to apply for the particular service. 

 

8.3. CHA Application Form and Preview 

 

 



 

 Here applicant should fill the Change of Address application form as per the instructions 

given. Before start to filling the application, they must check the ration card details and 

current ration card address whether the rendered information from the system are their own 

details or not.  

 Then the head of family can enter the new address to be changed and need to upload the 

mentioned documents for verification. They can also recommend the Fair price shop for 

changing the new address. Applicant should also check the agree button before submitting or 

previewing the application form.  

 Once fill the application form, uploaded the documents and check the agree button, they can 

view the already entered information and document details in the below preview form for 

final submission. 



 

 After checked the information in the preview form, they can go back to the application form 

and finally submit their application. 

 

 When finally submitting the application by the applicant the system will ask the confirmation 

to the applicant, they should give the confirmation to save the data into the system.  

 

8.4. CHA Acknowledgment Page 

 



 This acknowledgment page will be generated once the applicant submitted the application. 

The system will generate the acknowledgment number for all the submitted application by the 

applicant. By having this acknowledgment number, the applicant can check their application 

status in the online for future references.   

 The applicant will also receive the acknowledgment number and application status through 

SMS in the registered mobile number for future references 

 The applicant should pay the fees as per the instruction given in the start page of the website. 

Because the application will be processed only after making the payment by the applicant. 

The applicant can pay the fee for the submitted application from this page. 

 They can also download the Acknowledgment slip from this page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



9. Card Type Conversion(CTC)  

9.1. CTC Guidelines 

 

 

 Guidelines page of the Card Type Conversion(CTC) service. Here information given for 

intending to advise applicant about the document and steps to be followed further before 

availing the services. 

 

9.2. CTC Registration Page 

 

https://dictionary.cambridge.org/dictionary/english/information
https://dictionary.cambridge.org/dictionary/english/intended
https://dictionary.cambridge.org/dictionary/english/advise
https://dictionary.cambridge.org/dictionary/english/people


 

 In this registration page, applicant should give the correct details of their District, Ration card 

number, Last four digits Aadhaar(UID) of Head of Family and Mobile number. Applicant 

should also check the agree button before proceeding the registration.  

 Once the system verified all the details which entered by the applicant, it will send the OTP to 

the registered mobile number. The applicant can enter the OTP in the textbox and click the 

submit button to apply for the particular service. 

9.3. CTC Application Form and Preview 

 



 

 

 

 Here applicant should fill the CTC application form as per the instructions given. Before start 

to filling the application, they must check the ration card details and member details whether 

the rendered information from the system are their own details or not.  

 Then the head of family can select the new card type to be changed, reason to change and 

need to upload the mentioned documents for verification. Applicant should also check the 

agree button before submitting or previewing the application form.  

 Once fill the application form, uploaded the documents and check the agree button, they can 

view the already entered information and document details in the below preview form for 

final submission. 



 

 After checked the information in the preview form, they can go back to the application form 

and finally submit their application. 

 

 When finally submitting the application by the applicant the system will ask the confirmation 

to the applicant, they should give the confirmation to save the data into the system.  

9.4. CTC Acknowledgment Page 

 

 This acknowledgment page will be generated once the applicant submitted the application. 

The system will generate the acknowledgment number for all the submitted application by the 



applicant. By having this acknowledgment number, the applicant can check their application 

status in the online for future references.   

 The applicant will also receive the acknowledgment number and application status through 

SMS in the registered mobile number for future references 

 The applicant should pay the fees as per the instruction given in the start page of the website. 

Because the application will be processed only after making the payment by the applicant. 

The applicant can pay the fee for the submitted application from this page. 

 They can also download the Acknowledgment slip from this page. 

 

9.5. CTC Acknowledgement Slip 

 

 

 

 

 

 

 

 

 



10. Bifurcation(BIF) 

10.1. BIF Guidelines 

 

 Guidelines page of the Bifurcation(BIF) service. Here information given for 

intending to advise applicant about the document and steps to be followed further before 

availing the services. 

 

10.2. BIF Registration Page 

 

https://dictionary.cambridge.org/dictionary/english/information
https://dictionary.cambridge.org/dictionary/english/intended
https://dictionary.cambridge.org/dictionary/english/advise
https://dictionary.cambridge.org/dictionary/english/people


 

 In this registration page, applicant should give the correct details of their District, Ration card 

number, Last four digits Aadhaar(UID) of Head of Family and Mobile number. Applicant 

should also check the agree button before proceeding the registration.  

 Once the system verified all the details which entered by the applicant, it will send the OTP to 

the registered mobile number. The applicant can enter the OTP in the textbox and click the 

submit button to apply for the particular service. 

 

10.3. Bifurcation Application Form and Preview 

 



 

 

 



 

 Here applicant should fill the Bifurcation application form as per the instructions given. 

Before start to filling the application, they must check the ration card details and member 

details whether the rendered information from the system are their own details or not.  

 Then the applicant can select the member to be moved to new card. Once selected the 

member, relationship must be given for the entire member in the new ration card. One should 

be selected as self in the new card for assigning the Head of Family. They can also 

recommend the Fair price shop for changing the new address and need to upload the 

mentioned documents for verification. Applicant should also check the agree button before 

submitting or previewing the application form.  

 Once fill the application form, uploaded the documents and check the agree button, they can 

view the already entered information and document details in the below preview form for 

final submission. 

 



 After checked the information in the preview form, they can go back to the application form 

and finally submit their application. 

 

When finally submitting the application by the applicant the system will ask the confirmation to the 

applicant, they should give the confirmation to save the data into the system.  

10.4. Bifurcation Acknowledgment Page 

 

 This acknowledgment page will be generated once the applicant submitted the application. 

The system will generate the acknowledgment number for all the submitted application by the 

applicant. By having this acknowledgment number, the applicant can check their application 

status in the online for future references.   

 The applicant will also receive the acknowledgment number and application status through 

SMS in the registered mobile number for future references 

 There is no payment option for Bifurcation service. Without paying the fees, their submitted 

application will be started to process by the department. 

 The applicant can also download the Acknowledgment slip from this page. 

 

 

 

 



10.5. BIF Acknowledgement Slip 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



11. New Ration Card (NRC) 

11.1. NRC Guidelines 

 

 

 Guidelines page of the New Ration Card(NRC) service. Here information given for 

intending to advise applicant about the document and steps to be followed further before 

availing the services. 

 

11.2. NRC Registration Page 

 

https://dictionary.cambridge.org/dictionary/english/information
https://dictionary.cambridge.org/dictionary/english/intended
https://dictionary.cambridge.org/dictionary/english/advise
https://dictionary.cambridge.org/dictionary/english/people


 

 

 

 In this registration page for NRC, applicant only gives the District and Mobile number for 

applying New ration card. The system will validate the mobile number if it is already exists 

for existing ration card. Mobile number used at the time of registration must be unique for the 

every ration card. Applicant should also check the agree button before proceeding the 

registration.  

 Once the system verified all the details which entered by the applicant, it will send the OTP to 

the registered mobile number. The applicant can enter the OTP in the textbox and click the 

submit button to apply for the particular service. 

 

 

 

 



11.3. NRC Application Form and Preview 

 

 

  



 

 



 

 

 Here applicant should fill the NRC application form as per the instructions given. The 

applicant should enter the basic details, Head of Family details and general details in the first 

form and they can also recommend the Fair price shop for their entered address. 

 When the applicant clicks the save and proceed button in the first form, the Head of Family 

will be added successfully and the system will also generate the Acknowledgement number 

during this stage. But the application will be received successfully to the department once the 

member and required documents are added. 

 In the second form, the applicant can add the member one by one and finally need to upload 

the mentioned documents for verification before submitting the application. Applicant should 

also check the agree button before submitting or previewing the application form.  

 Once fill the application form, uploaded the documents and check the agree button, they can 

view the already entered information and document details in the below preview form for 

final submission. 



 

 After checked the information in the preview form, they can go back to the application form 

and finally submit their application. 

 

 When finally submitting the application by the applicant the system will ask the confirmation 

to the applicant, they should give the confirmation to save the data into the system.  

 

 

 

 

 



11.4. NRC Acknowledgment Page 

 

 This acknowledgment page will be generated once the applicant submitted the application. 

The system will generate the acknowledgment number for all the submitted application by the 

applicant. By having this acknowledgment number, the applicant can check their application 

status in the online for future references.   

 The applicant will also receive the acknowledgment number and application status through 

SMS in the registered mobile number for future references 

 There is no payment for Bifurcation service. Without paying the fees, their submitted 

application will be start to process by the department. 

 The applicant can also download the Acknowledgment slip from this page. 

 

11.5. NRC Acknowledgement Slip 

 



12. Application Status 

 

 Here the applicant can check their application status for all the services anytime in the online 

by using their Acknowledgment number and Mobile number. 

 The system will generate the status of the application once validate the Acknowledgment 

number and Mobile number given by the applicant. 

 If the application status is still in Received stage, the applicant not yet paid the fees for the 

application. If it is under process or processed stage, the applicant has already paid the fees 

and it has been started to process by the department. 

 If the application still in the received stage, the applicant can pay the fees online from here by 

clicking the option “Click here to make payment”. 

 

 

 

 

 

 

 

 



PDS Online Service – Backend System User Manual 

The PDS Online Service - Backend System has been developed for the Civil Supplies 

and Consumer Affairs department to process the applications received online. 

All the masters and randomization of applications are created and maintained by the Admin 

user. The activities to be done by the admin user are explained as follows, 

Admin User Login: 

 

The admin user can login with their provided user credentials 

Dashboard: 

 

The admin user on successful login can view the dashboard, which shows the overall and 

service wise total, allotted, not allotted, Under Process, Processed, and Rejected application 

count.  

 

 



Dashboard: 

 

 

 

The list of application received online are listed while clicking the view details in dashboard 

and by clicking the Acknowledgement No. the details of that application can be viewed. 

 

 



Master Creation 

CSO Master: 

 

The CSO/CSI users can be included using this CSO Master Creation option. Here the CSO 

users are included region wise. The CSO’s names, designation, Mobile No. are captured here. 

Zone Master: 

 

The zone master is created for the online application randomization process. Here the zone 

name is given, region is selected and all the FPS of that region is displayed as area. While 

creating the zone the admin should map the area which pertains to that zone. 

 

 



Rejection Master: 

 

The Rejection master helps to include the service wise application rejection reason.  

 

Designation Master: 

 

The designation’s CSO/CSI user can be included using this Designation master. 

 

 

 



User Creation: 

 

A new user can be created using this User creation option, here the region, office, username, 

user type, password are captured. Admin can create the users of needed user type. 

 

Menu Master: 

 

This Menu master helps the admin to allow / restrict the menu item for the users. 

 

 

 



Change Password: 

 

 The passwords allotted to every user can be changed using this change password option.  

 

CSO Vs Zone Randomization 

 

 Randomization process is done only for NRC,BIF,CTC,IMC  services. Each zone is mapped 

to a CSO. Every zone has a set of FPS mapped with it. Randomization is done only once for a 

day. After randomization the (NRC,BIF,CTC,IMC) applications of that district are mapped to 

the CSO’s of that district. 

 



Randomization Report: 

 

This report shows which CSO mapped to which zone and applications mapped to that CSO and zone. 

CSO Report: 

 

This CSO Inspection report can be generated and given to CSO’s while going for Field verification 

for (NRC / BIF) services.  These are the activities that are to be carried out by Admin user. 

Next, the service wise application flow in Backend system is explained as follows, 



NRC – New Ration Card 

 The online received NRC application is randomly assigned to a CSO.  

CSO login: 

The CSO can login and go to the Online applications menu, then the below shown page will 

be displayed. Here the applications assigned to that particular CSO can be identified by the 

green color of the Acknowledgement no. button.  

By clicking the green color button the details of that application will be listed. 

 

 



 

 

 

The CSO verifies the proof and Recommends for Approval / Rejection with his remarks and 

forward to Deputy Thasildhar. 

 

 

 

 



NRC – Deputy Thasildhar login 

After login the DT has to select the Online Applications menu where he can view the 

applications forwarded by the CSO’s. 

 

 

 

The Deputy Thasildhar gives his remarks and forwards the application to Thasildhar. 

 



NRC – Thasildhar Login 

After login the Thasildhar has to select the Online Applications menu where he can view the 

applications forwarded by the Deputy Thasildhar. 

 

 

The Thasildhar gives his remarks and forwards the application to Deputy Director. 

 

 



NRC – Deputy Director 

After login the Deputy Director has to select the Online Applications menu where he can 

view the applications forwarded by the Thasildhar. 

 

The Deputy Director can forward, Reject, Inspect the application. While forwarding the 

application he has to give the remarks and forward it to Director. 

 

 



While Inspect 

 

The Deputy Director has to give remarks and forward the application to Thasildhar for Field 

Verification. The Thasildhar will send the application to CSO, and CSO will verify the 

application. Again the flow starts from CSO and comes to Deputy Director. 

While Reject 

 

The Deputy Director has to select the reason for rejection and should enter remarks. Thus 

Deputy Director can reject an application. 

NRC – Director Login 

After login the Director has to select the Online Applications menu where he can view the 

applications forwarded by the Deputy Director. 

 



The Director can forward, Reject, Inspect the application. While forwarding the application 

he has to give the remarks and forward it to Computer Section. 

 

 

 

 



While Inspect 

 

The Director has to give remarks and forward the application to Thasildhar for Field 

Verification. The Thasildhar will send the application to CSO, and CSO will verify the 

application. Again the flow starts from CSO and comes to Director. 

While Reject 

 

The Director has to select the reason for rejection and should enter remarks. Thus Director 

can reject an application. 

NRC – Computer Section login 

After login the Computer Section user has to select the Online Applications menu where he 

can view the applications forwarded by the Director. 

 



 



 

 

The Computer Section user should enter the address, member name in local language, card 

type, ration card number, remarks and forward the application to Superintendent for 

verification.  

NRC – Superintendent login 

After login the Superintendent has to select the Online Applications menu where he can view 

the applications forwarded by the Computer Section user. 

 



The Superintendent verifies the entries made by the computer section user. After which he 

can forward or revert the application. While forwarding, the application goes to Deputy 

Director and while reverting it goes to computer section for correction. 

 



NRC – Deputy Director login (e-Sign) 

After login the Deputy Director has to select the Online Applications menu where he can 

view the applications forwarded by the Superintendent. 

 



 

Here the Deputy director can (forward / Approve / Reject) the application. While Forwarding 

he has give the remarks. While selecting approve the application will approved and data will 

be saved. While selecting reject option the application will rejected.  

NRC – Director Login (e-Sign) 

After login the Director has to select the Online Applications menu where he can view the 

applications forwarded by the Deputy Director. 

 



 

Here the Director can ( Approve / Reject) the application. While selecting approve the 

application will approved and data will be saved. While selecting reject option the application 

will rejected.  

 



Bifurcation (BIF) 

The online received Bifurcation applications are randomly assigned to a CSO.  

CSO login: 

The CSO can login and go to the Online applications menu, then the below shown page will 

be displayed. Here the applications assigned to that particular CSO can be identified by the 

green color of the Acknowledgement no. button.  

By clicking the green color button the details of that application will be listed. 

 



 

The CSO verifies the proof and Recommends for Approval / Rejection with his remarks and 

forward to Deputy Thasildhar. 

 



Bifurcation(BIF) – Deputy Thasildhar login 

After login the DT has to select the Online Applications menu where he can view the 

applications forwarded by the CSO’s. 

 

 



 

The Deputy Thasildhar gives his remarks and forwards the application to Thasildhar. 

 

Bifurcation(BIF) –  Thasildhar login 

After login the Thasildhar has to select the Online Applications menu where he can view the 

applications forwarded by the Deputy Thasildhar. 

 





 

The Thasildhar gives his remarks and forwards the application to Deputy Director. 

 

Bifurcation(BIF) –  Deputy Director login 

After login the Deputy Director has to select the Online Applications menu where he can 

view the applications forwarded by the Thasildhar. 

 



 



 

The Deputy Director can forward, Reject, Inspect the application. While forwarding the 

application he has to give the remarks and forward it to the Director. 

While Inspect 

 

The Deputy Director has to give remarks and forward the application to Thasildhar for Field 

Verification. The Thasildhar will send the application to CSO, and CSO will verify the 

application. Again the flow starts from CSO and comes to Deputy Director. 

 



While Reject 

 

The Deputy Director has to select the reason for rejection and should enter remarks. Thus 

Deputy Director can reject an application. 

 

Bifurcation(BIF) –   Director login 

After login the Director has to select the Online Applications menu where he can view the 

applications forwarded by the Deputy Director. 

 



 



 

The Director can forward, Reject, Inspect the application. While forwarding the application 

he has to give the remarks and forward it to Computer Section. 

While Inspect 

 

The Director has to give remarks and forward the application to Thasildhar for Field 

Verification. The Thasildhar will send the application to CSO, and CSO will verify the 

application. Again the flow starts from CSO and comes to Director. 

 

 



While Reject 

 

The Director has to select the reason for rejection and should enter remarks. Thus Director 

can reject an application. 

Bifurcation(BIF) –   Computer Section login 

After login the Computer Section user has to select the Online Applications menu where he 

can view the applications forwarded by the Director. 

 





 

 

The Computer Section user should enter the address,  card type, ration card number, remarks 

and forward the application to Superintendent for verification. 

 

 



Bifurcation(BIF) –   Superintendent login 

After login the Superintendent has to select the Online Applications menu where he can view 

the applications forwarded by the Computer Section user. 

 

  



 

 

The Superintendent verifies the entries made by the computer section user. After which he 

can forward or revert the application. While forwarding, the application goes to Deputy 

Director and while reverting it goes to computer section for correction. 

 

 



Bifurcation(BIF) –   Deputy Director login (for Approval & 

eSign) 

After login the Deputy Director has to select the Online Applications menu where he can 

view the applications forwarded by the Superintendent. 

 

 



 

 

Here the Deputy director can (forward / Approve / Reject) the application. While Forwarding 

he has give the remarks and forward the application to Director. While selecting approve the 

application will approved and data will be saved. While selecting reject option the application 

will rejected. 

 

 

 



Card Type Conversion (CTC) 

The online received CTC applications are randomly assigned to a CSO.  

CSO login: 

The CSO can login and go to the Online applications menu, then the below shown page will 

be displayed. Here the applications assigned to that particular CSO can be identified by the 

green color of the Acknowledgement no. button.  

By clicking the green color button the details of that application will be listed. 

CTC - CSO login 

 



 

 

The CSO verifies the proof and Recommends for Approval / Rejection with his remarks and 

forward to Deputy Thasildhar. 

 

 

 



CTC – Deputy Thasildhar login 

After login the DT has to select the Online Applications menu where he can view the 

applications forwarded by the CSO’s. 

 

 



 

The Deputy Thasildhar gives his remarks and forwards the application to Thasildhar. 

CTC –Thasildhar login 

After login the Thasildhar has to select the Online Applications menu where he can view the 

applications forwarded by the Deputy Thasildhar. 

 



 

The Thasildhar gives his remarks and forwards the application to Deputy Director. 

CTC –Deputy Director login 

After login the Deputy Director has to select the Online Applications menu where he can 

view the applications forwarded by the Thasildhar. 

 



 

 

The Deputy Director can forward, Reject, Inspect the application. While forwarding the 

application he has to give the remarks and forward it to Director. 

 

 

 

 



While Inspect 

 

The Deputy Director has to give remarks and forward the application to Thasildhar for Field 

Verification. The Thasildhar will send the application to CSO, and CSO will verify the 

application. Again the flow starts from CSO and comes to Deputy Director. 

While Reject 

 

The Deputy Director has to select the reason for rejection and should enter remarks. Thus 

Deputy Director can reject an application. 

CTC – Director login 

After login the Director has to select the Online Applications menu where he can view the 

applications forwarded by the Deputy Director. 

 



 

The Director can forward, Reject, Inspect the application. While forwarding the application 

he has to give the remarks and forward it to Computer Section. 

 

 

 

 



While Inspect 

 

The Director has to give remarks and forward the application to Thasildhar for Field 

Verification. The Thasildhar will send the application to CSO, and CSO will verify the 

application. Again the flow starts from CSO and comes to Director. 

While Reject 

 

The Director has to select the reason for rejection and should enter remarks. Thus Director 

can reject an application. 

CTC – Computer Section login 

After login the Computer Section user has to select the Online Applications menu where he 

can view the applications forwarded by the Director. 

 



 

The Computer Section user should card type, ration card number, remarks and forward the 

application to Superintendent for verification. 

 

 

 



CTC –Superintendent login 

After login the Superintendent has to select the Online Applications menu where he can view 

the applications forwarded by the Computer Section user. 

 

 

 



 

The Superintendent verifies the entries made by the computer section user. After which he 

can forward or revert the application. While forwarding, the application goes to Deputy 

Director and while reverting it goes to computer section for correction. 

CTC – Deputy Director login(for approval & eSign) 

After login the Deputy Director has to select the Online Applications menu where he can 

view the applications forwarded by the Superintendent. 

 



 

 

Here the Deputy director can (forward / Approve / Reject) the application. While Forwarding 

he has give the remarks. While selecting approve the application will approved and data will 

be saved. While selecting reject option the application will rejected. 

 



Inclusion of Child Name (IBC) 

Applications List 

 All the payment completed application is listed to the Dealing Assistant. 

 

 

 

 

 

 

 

 

 

 



Applications List - PDS Assistant 

 Dealing Assistant can pick the application randomly. Once the application is picked 

by dealing assistant it is permanently assigned to them and changed the button color 

to green color for the particular assistant other assistant can’t pick. 

 

 

 

 

 

 

 

 

 



IBC - PDS Assistant 

 The selected application can be forwarded to the Superintendent with the 

recommendation for (rejection / approval) along with remarks and status will be 

updated.  

 While click recommended for approve option can fill other details. 

 

 

 



IBC – PDS Superintendent 

 Superintendent can pick forwarded application. Once the application is picked the 

button color change to green color. 

 

 Superintendent can further approve/reject/revert/inspect the application. 

 

 



While Reject 

 While reject, the application status will be update. 

 

While Inspect 

 While Inspect, the application is forwarded to Tashildar and status will be update. 

 

 

 

 

 

 

 



IBC - PDS Thasildhar 

 Thasildhar can pick forwarded application. Once the application is picked the button 

color change to green color.

 

 Tashildar forward the application to CSO for field level verification. 

 

 

 

 



IBC - PDS CSO 

 CSO can pick forwarded application. Once the application is picked the button color 

change to green color. 

 

 

 

 

 

 

 



 After completing the field level verification the CSO can forward the application to 

Deputy Tashildar.

 

 

 

 

 

 



IBC - PDS Deputy Thasildhar 

 Deputy Thasildhar can pick forwarded application. Once the application is picked the 

button color change to green color. 

 

 The Deputy Tashildar forward the application to Tashildar. 

 

 



IBC - PDS Thasildhar 

 Thasildhar can pick forwarded application. Once the application is picked the button 

color change to green color. 

 

 The Tashildar forward inspected application details to Superintendent and status will 

be update. 



 

 

 

 

 



IBC – PDS Superintendent 

 

 While approving, the application status will be update and all the related data will be 

updated to the PDS Database. 



 

 

 

 



Surrender (SUR) 

SUR Application List – PDS Assistant 

 All the payment completed application is listed to the Dealing Assistant. 

 Dealing Assistant can pick the application randomly. Once the application is picked 

by dealing assistant it is permanently assigned to them and changed the button color 

to green color for the particular assistant other assistant can’t pick. 

 

 The selected application can be forwarded to the Superintendent with remarks and 

status will be update. 



 

 

 

 

 

 



SUR – PDS Superintendent 

 Superintendent can pick forwarded application. 

 

Superintendent can further approve/reject the application. 

 While approving, the application status will be update and all the related data will be 

updated to the PDS Database. 

 While reject, the application status will be update. 

 

 

 

 

 

 

 

 



 

 

 

 

 

 



Deletion of Member (DEL) 

DEL – PDS Assistant 

 All the payment completed application is listed to the Dealing Assistant. 

 Dealing Assistant can pick the application randomly. Once the application is picked 

by dealing assistant it is permanently assigned to them and changed the button color 

to green color for the particular assistant other assistant can’t pick. 

 

 The selected application can be forwarded to the Superintendent with the 

recommendation for (rejection / approval) along with remarks and status will be 

update.  



 

 

DEL – PDS Superintendent 

 Superintendent can pick forwarded application. 



 

Superintendent can further approve/reject/revert/inspect the application. 

 While approving, the application status will be update and all the related data will be 

updated to the PDS Database. 

 While reject, the application status will be update. 

 While revert, the application is reverted to Dealing Assistant for correction. 

 While Inspect, the application is forwarded to Tashildar and status will be update, 

again the Tashildar forward the application to CSO for field level verification. After 

completing the field level verification the CSO can forward the application to Deputy 

Tashildar, again the Deputy Tashildar forward the application to Tashildar. Then 

Tashildar forward to Superintendent and status will be update. 



 

 

 



Change of Name (CHN) 

CHN – PDS Assistant 

 All the payment completed application is listed to the Dealing Assistant. 

 Dealing Assistant can pick the application randomly. Once the application is picked 

by dealing assistant it is permanently assigned to them and changed the button color 

to green color for the particular assistant other assistant can’t pick. 

 

 The selected application can be forwarded to the Superintendent with the 

recommendation for (rejection / approval) along with remarks and status will be 

update. 



 

 

 

 



CHN – PDS Superintendent 

 Superintendent can pick forwarded application. 

 

Superintendent can further approve/reject/revert/inspect the application. 

 While approving, the application status will be update all the related data will be 

updated to the PDS Database. 

 While reject, the application status will be update. 

 While revert, the application is reverted to Dealing Assistant for correction. 

 While Inspect, the application is forwarded to Tashildar and status will be update, 

again the Tashildar forward the application to CSO for field level verification. After 

completing the field level verification the CSO can forward the application to Deputy 

Tashildar, again the Deputy Tashildar forward the application to Tashildar. Then 

Tashildar forward to Superintendent and status will be update. 

 



 

 

 



Change of Address (CHA) 

CHA – PDS Assistant 

 All the payment completed application is listed to the Dealing Assistant. 

 Dealing Assistant can pick the application randomly. Once the application is picked 

by dealing assistant it is permanently assigned to them and changed the button color 

to green color for the particular assistant other assistant can’t pick. 

 

 The selected application can be forwarded to the Superintendent with the 

recommendation for (rejection / approval) along with remarks and status will be 

update. 



 



 

 



 

 

 

 

 

 

 

 

 

 



CHA - PDS Superintendent 

 Superintendent can pick forwarded application.

 

Superintendent can further approve/reject/revert/inspect the application. 

 While approving, the application status will be update and all the related data will be 

updated to the PDS Database. 

 While reject, the application status will be update. 

 While revert, the application is reverted to Dealing Assistant for correction. 

 While Inspect, the application is forwarded to Tashildar and status will be update, 

again the Tashildar forward the application to CSO for field level verification. After 

completing the field level verification the CSO can forward the application to Deputy 

Tashildar, again the Deputy Tashildar forward the application to Tashildar. Then 

Tashildar forward to Superintendent and status will be update. 



 



 

Inclusion of Adult Name (IMC) 

IMC – PDS CSO 

 All the randomization application is listed to the corresponding CSO. 

 Once the application is picked by a CSO it is permanently assigned to them for field 

level verification. 

 

 After completing the field level verification the CSO can forward the application to 

Deputy Tashildar with the recommendation for (rejection / approval) along with 

remarks and status will be update. 



 

 

 

 

 

 

 

 



IMC- PDS Deputy Thasildhar 

 Deputy Tashildar forward the application to Tashildar with remarks. 

 

IMC- PDS Thasildhar 

 Tashildar forward the application to Superintendent with remarks. 

 

IMC- PDS Superintendent 

 Superintendent can further approve/reject/inspect/Forward the application. 

 

Superintendent can further approve/reject/inspect/Forward the application. 

 While approving, the application status will be update and all the related data will be 

updated to the PDS Database. 

 While reject, the application status will be update. 

 While forward, the application to Dealing Assistant for entry part then forward to 

Superintendent for approval. 



 While Inspect, the application is forwarded to Tashildar and status will be update, 

again the Tashildar forward the application to the corresponding CSO for field level 

verification. After completing the field level verification the CSO can forward the 

application to Deputy Tashildar and status will be update, again the Deputy Tashildar 

forward the application to Tashildar. Then Tashildar forward to Superintendent. 

IMC- PDS Assistant 

 While forward, the application to Dealing Assistant for entry part then forward to 

Superintendent for approval. 

 

 

********** 

 

 

 

 


