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1 INTRODUCTION RATION MODIFICATION CARD SUB 
MODULE 

 

Ration card is issued to a family and it remains valid for particular time duration. (For Delhi 

State the validity of the ration card is for 5 years after which the beneficiary needs to renew 

the ration card.) During the validity period it may be possible that beneficiary details like 

address or the beneficiary family details have undergone certain changes like a new member 

gets added to the family or an existing member has died during the validity period in all such 

cases the ration card must be modified accordingly. A ration card can be modified due to 

following reasons- 

1. Change of head of family 

2. Change of Address 

3. Member Addition 

4. Member Removal 

5. FPS Change 

6. KOD Change 

7. Member Details Modification 

8. Change of Energy Category 

9. Card Type Change 

 

In order to carry out the modification of ration card details or member details the 

beneficiary fills in the ration card modification form specifying the modification along with 

the supporting documents. In Delhi State the new ration card form and the modification 

form is common. This form along with the supporting document is submitted at the circle 

office where the DEO makes Entry in the Online Application. DEO forward the Application to 

the FSI for Document/Field verification. Once Verification gets completed FSI forward the 

application to FSO with remarks. FSO reviews application and feedback provided by FSI and  

if the modification details are found to be in order the modification are made in the ration 

card details, FSO prints the new ration card with modified details, FSO signs the card after 

which the ration card is issued back to the beneficiary. 

1.1 ACTORS INVOLVED 

 

Stakeholder Department Function performed 

Beneficiary  Resident Submits Ration Card modification form along with 

supporting document, Old Ration card and 25 Rs. 

(Fees of Ration Card Modification) 

Food Supply Circle Office ¶ FSI does the Document/Field Verification 
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Inspector (FSI) ¶ Provide the verification report and remarks to 

the FSO 

Data Entry team Circle Office Data entry team makes the necessary changes as 

entered ration card modification form in the online 

application 

Food Supply 

Officer (FSO) 

Circle Office ¶ Online Approval/Rejection of ration card details 

modifications. 

¶ Print the Paper based Ration card with 

modification details 

¶ Distribute the Ration card after signing to the 

beneficiary 
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2 STEP BY STEP PROCESS TOWARDS LOGIN INTO THE 

APPLICATION 

2.1 USER LOGIN 

 

FIGURE 1: SELECTING RUN 

Type iexplore in open box and click OK. 

 

 

FIGURE 2: RUN WINDOW 
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OR Alternatively Double click on Internet explorer icon  in Desktop Screen to open 

internet explorer. 

¢ȅǇŜ ǘƘŜ tǊƻǾƛŘŜŘ ¦w[ άepds.nic.in/nic-ǎŎōǇŘǎ59[κŜǇŘǎέ in Address bar of internet 

explorer. And click Go button or simply press enter key. The TPDS application home page will 

be displayed to the user. 

 

FIGURE 3: USER LOGIN 

 

Step 1 Select the Department from the left side menu 

Step 2 User will select the role assigned to him/her from the Login As from the drop 

down box and will enter the User Name and Password and Click on Submit 

Button ( Refer the above screen ) 

Step 3 In case of any error/mistake while entering the user ID or password user can 

click on reset button to clear the fields. 

Step 2 - Select 
Login as and 
enter User 
name and 
Password 

Step 1 - Select 
the User 

Department  
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3  DATA ENTRY OPERATOR LOGIN 

3.1 FUNCTION OF DATA ENTRY OPERATOR 

 

¶ The Data Entry Operator at Circle office receives the filled application form for the 

ration card modification from the beneficiary. 

¶  Enter the details entered in Ration Card modification in the Online Application 

¶ Upload the supporting documents wherever required.  

¶ Upload the photograph of head of family wherever required.  

¶ Collects the processing fees from applicant. 

¶ Submit the online application form which goes to FSI for further processing 

3.2 PROCESS OF LOGIN INTO APPLICATION 

 

 
FIGURE 4: DEO LOGIN SCREEN 

1. Click on 
Circle Food 
and Supply 
Office 

2. Select Login DEO 
and enter User Name 
and Password 

3. Click on 
Submit to 
Login 
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Step 1 Select the Circle Food and Supplies office link from the left panel of home 

page of PDS Application.  

Step 2 Select the login as DEO option from the dropdown box  

Step 3 Enter the User Name and Password  

Step 4 Click on Submit to login in to the Application 
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3.3 OPENING THE RATION CARD MODIFICATION FORM 

After successfully logging, data entry operator enters the detail of beneficiaries required for 

the Ration Card modification from the filled in application form received from applicant. 

 

FIGURE 5: DEO DASHBOARD 

 

Step 1 Select the Ration Card option from the Menu bar  

Step 2 Click on ΨaƻŘƛŦƛŎŀǘƛƻƴ tab to open application form for Ration card 

Modification 

  

1. Select Ration 
Card option from 
Menu bar  

2. Select 
Ȭ-ÏÄÉfication Tab to 
open Application 
form  
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3.4 ENTER RATION CARD APPLICATION NO. FOR MODIFICATION 

 

 

FIGURE 6: DEO - ENTER THE RATION CARD NO. FOR MODIFICATION 

Step 1: Click on the Option given to enter the New Ration Card No. or Old Ration 

No. 

Step 2: Enter the Ration Card No. in the Text boxes given 

Step 3: Click on Submit to open DEO page for Ration Card Modification 

  

Select the option 
and enter Ration 
Card No. 
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3.5 DEO HOME SCREEN 

 

 

FIGURE 7: DEO HOME SCREEN 

Step 1: Select the type of Ration Card Modification from the list given (For Multiple 

Modifications DEO has to select Options one be one) 

Step 2: In DEO home screen the type of modification which has been done will be 

converted to Bold and get disabled 

Step 3: If User wants to again modify the same entry the click on Refresh Button to 

discard the previous entry for the Modification 

  

Select the Type of 
Modification from 
the list  

Click on Refresh to 
discard the 
modification  
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3.6 PRESENT ADDRESS CHANGE 

 

 

 

FIGURE 8: DEO- CHANGE OF PRESENT ADDRESS 

 

Step 1: Click on Present Address Change from the DEO Screen 

Step 2: Form for Present Address change will be displayed which include Name of 

HoF, Old RC No., Present Address (as per Existing Records), and form for 

entering new address and attachment of supporting documents 

Step 3: Enter the New Address in the space given 

Step 4: Attach the enclosures (Proof of Residence) and enter the Remarks 

Step 5: Click on Save and Back Button to save the Application and move to DEO 

home screen 
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3.7 ADDITION OF NEW MEMBER 

 

 

 

 

FIGURE 9: DEO- ADDITION OF NEW MEMBER 

Step 1: Click on Member Addition from the DEO Screen 

Step 2: Form for Addition of New Member will be displayed which include Name of 

HoF, Old & New RC No., Personal Details like Name of HoF, Mother Name, 

CŀǘƘŜǊΩǎ bŀƳŜΣ ŀƴŘ CŀƳƛƭȅ 5Ŝǘŀƛƭǎ  

Step 3: Enter the Details of new member like Name, Gender, Date of Birth, Age, 

aƻǘƘŜǊΩǎ bŀƳŜΣ CŀǘƘŜǊΩǎ bŀƳŜΣ {ǇƻǳǎŜ bŀƳŜΣ 9tL/ bƻΦΣ bŀǘƛƻƴŀƭƛǘȅΣ 

Opting to Lift Commodity, Relation with Applicant in the given space given 
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Step 4: Attach the enclosures (Any one the document ς Birth Certificate, Affidavit, 

Deletion Certificate) and enter the remarks 

Step 5: Click on Save and Back Button to save the Application and go back to DEO 

home Screen 

 

3.8 CHANGE OF CARD TYPE  

 

FIGURE 10: DEO - CHANGE OF CARD TYPE 

 

Step 1: Select the Change of Card Type Option from the DEO home Screen to open 

form of changing the card type of beneficiary 

Step 2: Name of HoF, Old and New RC no. will be populated. 

Step 3: Present Card Type of beneficiary will be displayed by default in the 

dropdown list of the Scheme 

Step 4: Change the Card Type and attach supporting document (Income Proof) of 

beneficiary 

Step 5: Enter the Remarks 

Step 6: Click on Save & Back to save the application and go back to the DEO home 

screen 

  



Ration Card Modification ɀ Training Manual  
 

National Informatics Centre Page 18 
 

3.9 CHANGE OF HOF  

 

3.9.1 IN CASE OF DEATH ɀ FILLING THE FORM 

 

 

 

FIGURE 11: DEO - CHANGE OF HOF (IN CASE OF DEATH) 
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Step 1: Select the Option as ΨLƴ ŎŀǎŜ ƻŦ 5ŜŀǘƘΩ. Steps for HoF Change in case of 

death of HoF will appear on the screen (Follow the steps as mentioned). 

Step 2: Personal details of the HoF along with family details will be populated o the 

screen 

Step 3: Select the HoF in the Family Details and Click on Remove to remove the 

details of present HoF. 

Step 4: Change the Relationship of family member to SELF who will become new 

Family Member 

Step 5: Change the Relationship status of other family members also according to 

New HoF 

Step 6: Upload the Death Certificate and Photograph of New Head of Family 

Step 7: Enter the Remarks and Click on Save and Back to save the application and 

go back to the DEO home screen 
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3.9.2 IN CASE OF MEMBER TAKING OVER AS HOF 

 

 

 

FIGURE 12: DEO - CHANGE OF HOF (MEMBER TAKING OVER AS HOF) 

 

Step 1: Select the Option as Member taking over as HoF. Steps for HoF Change in case 

of Member taking over of HoF will appear on the screen (Follow the steps as 

mentioned). 



Ration Card Modification ɀ Training Manual  
 

National Informatics Centre Page 21 
 

Step 2: Personal details of the HoF along with family details will be populated o the 

screen 

Step 3: Change relation of Previous HoF to any other relation and change the 

Relationship status of new family member as SELF. 

Step 4: Change the relationship status of other family members also according to 

new HoF 

Step 5: Upload the Photograph of new Head of Family 

Step 6: Enter remarks and click on save and back to save the application and back 

to DEO home screen 
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3.10 MEMBER DELETION 

 

 

FIGURE 13: DEO - MEMBER DELETION 

Step 1: Select the option as In case of Death or Any other Reason 

Step 2: Personal details of HoF along with the details of Family member will be 

displayed 

Step 3: Select the Member to be deleted and click on remove to remove the family 

member 

Step 4: Click on Save and Back to save the application and go back to DEO home 

screen 
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3.11 MEMBER DETAILS MODIFICATION 

 

 

 

FIGURE 14: DEO - CHANGE IN MEMBER DETAILS 
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Step 1: Select the Change in Member Details Option from the DEO home screen 

Step 2: Personal details of HoF and Family Details in Editable format will be 

displayed on the screen 

Step 3: Change the details as mentioned in the Modification form 

Step 4: Attach the supporting documents and enter the Remarks for Modification 

Step 5: Click on Save and Back button to save the application and move to DEO hoe 

screen 

3.12 CHANGE IN ENERGY CATEGORY 

 

3.12.1 CHANGING FROM GAS USER TO KEROSENE USER 

 

 

FIGURE 15: DEO - CHANGE IN ENERGY CATEGORY (GAS USER TO KOD) 

Step 1: Select the option Change in Energy Category from the DEO home screen 

Step 2: If the beneficiary is Gas User then screen for changing to Kerosene user will 

be displayed  

Step 3: Assign the KoD to the Ration Card, attach the supporting document 

(Affidavit) and enter the remarks for modification 

Step 4: Click on Save and Back Button to save the application and go back to the 

DEO Home screen 

3.12.2 CHANGING FROM KEROSENE USER TO GAS USER 
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FIGURE 16: DEO - CHANGE IN ENERGY CATEGORY (KEROSENE USER TO GAS) 

Step 1: Select the option Change in Energy Category from the DEO home screen 

Step 2: If the beneficiary is Kerosene User then screen for changing from Kerosene 

user to Gas user will be displayed  

Step 3: Enter the Gas Company Details like Name of Gas Company, Gas Agency and 

Consumer No. 

Step 4: Upload the supporting document (Proof of new Gas Connection) and enter 

the remarks for modification 

Step 5: Click on Save and Back Button to save the application and go back to the 

DEO Home screen 

  



Ration Card Modification ɀ Training Manual  
 

National Informatics Centre Page 26 
 

3.13 CHANGE OF FPS 

 

 

FIGURE 17: DEO - FPS CHANGE 

Step 1: Select the FPS Change Option from the DEO home screen 

Step 2: Name of Old FPS with FPS ID will be displayed on the screen 

Step 3: Select the name of new FPS from the drop down list 

Step 4: Enter the remarks for modification  

Step 5: Click on Save and back button to save the application and go back to the 

DEO home screen 
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3.14 CHANGE OF KOD 

 

 

FIGURE 18: DEO - KOD CHANGE 

Step 1: Select the KoD Change Option from the DEO home screen 

Step 2: Name of Old KoD with KoD ID will be displayed on the screen 

Step 3: Select the name of new KoD from the drop down list 

Step 4: Enter the remarks for modification  

Step 5: Click on Save and back button to save the application and go back to the 

DEO home screen 
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3.15 SUBMITTING THE MODIFICATION TO THE FSI 

 

 

FIGURE 19: DEO HOME SCREEN WITH MODIFICATIONS 

 

Step 1: Once all modification has been saved collect the fees of Modification (Rs. 

25) from beneficiary and click on payment collection check box  

Step 2: Select the name of FSI from the drop down list to forward the application 

for verification 

Step 3: Click on Submit Modification to submit the request for Modification 

Step 4: Acknowledgement receipt of modification will be displayed on the screen. 

User can take the print of the acknowledgement and save the receipt in PDF 

format 
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FIGURE 20: DEO - ACKNOWLEDGEMENT SCREEN 

 

FIGURE 21: DEO - ACKNOWLEDGEMENT SLIP FOR BENEFICIARY 

  



Ration Card Modification ɀ Training Manual  
 

National Informatics Centre Page 30 
 

4 FOOD SUPPLY INSPECTOR (FSI) LOGIN 

4.1 PROCESS OF LOGIN INTO APPLICATION 

 

  
FIGURE 22: FSI LOGIN SCREEN 

 

Step 1 Select the Circle Food and Supplies office link from the left panel of home 

page of PDS Application.  

Step 2 Select the login as FSI option from the dropdown box  

Step 3 Enter the User Name and Password  

Step 4 Click on Submit to login in to the Application 

  

1. Click on 
Circle Food 
and Supply 
Office 

2. Select Role as FSI 
and enter User 
Name and Password 

3. Click on 
submit to login  
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4.2 DASHBOARD OF FSI 

 

 

FIGURE 23: FSI DASHBOARD 

Step 1: After Login of FSI list of pending application for verification will be displayed on 

the dashboard of FSI 

Step 2: Click on View, Verify & Report to view the application and enter the verification 

remarks 
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4.3 PRESENT ADDRESS CHANGE 

 

 

 

FIGURE 24: FSI - PRESENT ADDRESS CHANGE 

Step 1 The Details of Head of Family along with previous address and new address 

will be displayed on the screen 

Step 2 FSI can view the attachment attached by clicking view button 

Step 3 Select the verification type as Field verification 

Step 4 Enter the field verification date and click on Yes to recommend or No to not 

recommend 
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Step 5 Enter the Field verification remarks 

Step 6 Click on submit to forward the application to FSO 

Step 7 Click on submit on confirmation screen. FSI will receive confirmation of 

submission of Application to the FSO 

 

FIGURE 25: FSI CONFIRMATION SCREEN 
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FIGURE 26: FSI - CONFIRMATION ON SUCCESSFULLY SUBMISSION OF APPLICATION TO FSO 

 

4.4 MEMBER ADDITION 
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FIGURE 27: FSI - MEMBER ADDITION 

Step 1 The Details of Head of Family along with previous family details and new 

family details with added member will be displayed on the screen 

Step 2 FSI can view the attachment attached by clicking view button 

Step 3 Select the verification type as document verification 

Step 4 Select the Option Yes/No to recommend or disapprove the application 

Step 5 Enter the document verification remarks 

Step 6 Click on submit to forward the application to FSO 






















































