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1 INTRODUCTIONRATIONMODIFICATIONCARDSUB
MODULE

Ration card is issued tofamily 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 dekails i
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 aancde modified due to

following reasons

Change of head of family
Change of Address

Member Addition

Member Removal

FPS Change

KOD Change

Member Details Modification
Change of Energy Category
Card Type Change

© o N Ok wDdRE

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 fioatibn

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 ¢etegh FSI forward the
application to FSO with remarkSSO 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 wittodified 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, OlRation card and 25 Rs.
(Fees of Ration Card Maodification)

Food Supply Circle Office 1 FSI does the Document/Field Verification

National Informatics Centre Page6
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Inspector (FSI)

1 Provide the verification report and remarks to
the FSO

Data Entry team

Circle Office

Data entry team makes theecessary changes as
entered ration card modification form in the online
application

Food Supply
Officer (FSO)

Circle Office

1 Online Approval/Rejection of ration card detail
modifications.
Print the Paper based Ration card with
modification details
Distribute the Ration card after signing to the
beneficiary

National Informatics Centre
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2 STEP BY STEP PROCEB3SWARDS.OGIN INTO THE

APPLICATION

2.1 USER LGIN

StartInternet Explorer by clicking-> Start
—2>Run

Provide detailed instructions here, e.g.

1. Goto Start button on the bottom left side of the
screen
Click on the start button and the grey colored menu
will appear with several options
Click on the “Run” option as indicated in Figure 1.

Windows XP Professional

Figure 1. Selecting Run

#istat B (3 & > @m:b&w-m

FIGUREL: SELECTING RUN

Type iexplore in open box and click OK.

Type the name of 4 program, folder, document, or
Intornet resource, and Windows will open & for you,

21

open: | RS

Xl

b

3 [ ok ] cancel | eowse.. |r

@istart| [D () @ » &) aboutiblerk - Mcrosoft 1., | £ strateq

FIGURE2: RUN WINDOW
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P
OR Alternatively Double click on Internet explorer i g in Desktop Screen to open
internet explorer.

¢S (KS t NPIB.AIRIEMRCE Do IR &5 9 [n kAGdtes Sbar of internet
explorer. And click Go button or simply press enter Héne TPDS application home page will
be displayed to the user.

Public Distribution System Ykt
1 ﬂ delhi.gov.in
| i 3 30wt T of Dol

of N

Dot of Food & Pubihc Distnbution
Deedonate of Sagar

Nimntry of Debroipurn & Natural Gas
Food ond Supsiies Dpectotate
Statie Lavel 08 Co-Crcinator

Outrict Commissionar
District Fond and Supply Office
Curd Parsomalizebion Tasm

< 4 o
Assistont Food and Supplas Office ide menubar and thes select,

Agency

Ol Tompany Step 1 - SeIeCt ‘
Admin the User Step 2- Select

’°"’”“" ! Department Login as and
s enter User
name and

Pacawnrd

o

This Ste is best viowed in 1020708 rescielioo and sspperls [EG TE7

FIGURE3: USER LOGIN

Select the Department from the left siageenu

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)

In case of any error/mistake while entering the user ID or passwsed can

click on reset button to clear the fields.

National Informatics Centre




Ration Card Modificationz Training Manual

3 DATAENTRYOPERATOR LOGIN

3.1 FUNCTION OF DATA RNTOPERATOR

The Data Entry Operator at Circle office receives the filled application form for the
ration cardmodification from the beneficiary

Enter thedetails entered in Ration Card modification in the Online Application
Upload the supporting documentgherever required

Upload the photograph of head of familyherever required

Collects the processing fees from applicant.

Submit the online applicatioform which goes to FSI for further processing

3.2 PROCESS OF LOGINOMPPLICATION

(2 SCHPDS Login Page - Windows Internet Explorer

Fle Tdt Wew Fawortes To
Fovortes | U5 B

WS008 Logn Page

v Pagev Safmy v Took v BB

g delhi.gov.in

e Govt of NCT.of Delti

Qes of fozd & Fublic Sutrdotion
Ditactermtn of Sugar
Niristey of Petrcieum & Mabural Gas

Oeparimant of food and Supp 2. Select Login DEO

BRSOy N and enter User Name
District. Comenissoner . and PaSSWO r.d Pazznecs
Oistrict Food and Supply Office

Card Fersonaizatnn Team S~

Chick o leftside menubar\ \d then select the Jogin type

Welcome to Public Distribution System

Clrche Food ars Susphas Uffce
Agency
Sugar Wl 1. Click on

Qi Circle Food 3. C"C_k L
and Supply Sub_mlt to
Login

Asports

Naster Duta Entry

<

FIGUREA: DEO LOGIN SCREEN
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Select theCircleFood and Supplies officknk from the left panel of home
page of PDS Application.

Select thdogin as DEO optiofrom the dropdown box

Enter theUser Nameand Password

Click onSubmitto login in to the Application

National Informatics Centre
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3.3 OPENING THEATION CARD MODIFTC®GNFORM

After successfully logging, data entry operator enters the detail of beneficiaries required for
the Ration Card modificatioftom the filled in application form received from applicant.

/2 SCBPDS - : Nom Jul 11 17:31:13 57 2011 - Windows Internet Explorer

BN
Fis ER VYw Fadiles T

o Fanrtes  x B

M SLEPUS - 1 Non D 11 373513 IST 2001

Public Distribution System

| Siga Dut
hi.gov.in
78, of NCT of Dethl

Welcome Guishan Naglani (DEO), NANGLOT JAT (0011)

2. Plaave colloct ¢ tho data estry is complete and issue sy ~ated receipt to the agplicant.

2. Select 1. Select Ration
O - | filafion Tab to Card option from
open Application \JMnn har

N

BSTE  Cwkndind Duuslzpnd 55 WAL
Aft cosrencs Tapyrighe of Ka

FIGURES: DEO DASHBOARD

Stepl Select theRation Cardption from the Menu bar

Step2 Click onWa 2 RA T xab ltol dpény application form for Ration
Modification
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3.4 ENTER RATION CARPAEATION NO. FOR MGICATION

Nt (1023 252 U000 e ks DL it St Gt 0w RO X L 5CBROS -2 Thu Aug 2537:5- » |
Public Distribution System

" gi > AW ES M ﬂdelhl gov.m

.

ancumol 3

Walcome Gulaban Nialans {D20), NANGLOL 1AT (0011)

Select the option
ch b 1 st O HC N and enter Ration
I minr the 10 Number e77( 76 Card NO.

ch he'e tu anter AE M

FIGUREG: DEO- ENTER THE RATION CARNO. FOR MODIFICADN

Step 1: Click on the Option given to enter tidéew Ration Card Noor OldRation
No.

Step 2: Enter theRation Card Noin the Text boxes given

Step 3: Click orSubmitto open DEO page for Ration Card Modification

National Informatics Centre




Ration Card Modificationz Training Manual

3.5 DEO HOME SCREEN

= Pwaswoed | Poedback | Cortart L

 dethi.gov.in

Click on Refresh to
discard the
modification

DEO), NANGLOT JAT (0011)

Select the Type of
Modification from
the list

= NC

W rprawrrs Copgpng® o Nerans by ez Camre 2008 AF Hahry dgperiad

FIGURE7: DEO HOME SCREEN

Step 1: Select the type oRation Card Modificatiorfrom the list given (For Multiple
Modifications DEO has to select Options one be one)

Step 2: In DEO home screen thgpe 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

National Informatics Centre
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3.6 PRESENT ADDRESS CHAH

* SCEBPOS - Thu Aug 254 7:5.

Welcome Gulshan Niglani (DEO), NANGLOT JAT (0011)

weation Reguest for Change In Address

Head of Family(TMOF] LAY KLMaAs Old RC No.

| Presant Address (As per Festing Gecorde):
fause No./ House Nams X - 468 CAMY NO. Lamdimark/Locslity / Colany NANLLOL
Villnge / ¥ owen NANGLOT JAY Tnlubs/ Tahail/ Sub-Oostrict NANGLOL JAY
Daatrict Name wes) State Name DLt
115111

ttsuse Mo/ Houswe Nams b Lamdmark/Locality / Celany
Villuge / Town v Taluha/ Tahwil /Suds Osabract

Owstrict Namu Slate Mamee

L]

Attackhed Enclossre®:

e (Please tphaad)

C\sers'newPretros'at! Bigwes

FIGURES: DEO CHANGE OF PRESENT BRESS

Step 1: Click orPresent Address Chandgem the DEO Screen

Step 2: Form for Present Address change will be displayed which indlizsee of
HoF, Old RC NoRresent Address (as per Existing Recoyds)d form for
entering new address and attachment of supporting documents

Step 3: Enter theNew Addressn the space given

Step 4. Attach the enclosureéProof of Residendeand enter the Remarks

Step 5: Click onSave and BacButton to savethe Applicationand move to DEO
home screen

National Informatics Centre
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3.7 ADDITION OF NEW MEMBER

Optiveg 1 LN
Commsadity

S Bevs & Bact : -] Sasd

FIGURES: DEO ADDITION OF NEW MEMBR

Step 1:
Step 2:

Step 3:

Click orMember Additionfrom the DEO Screen

Form for Addition of New Member will be displayed which incltidene of

HoF, Old &ew RC No., Personal Details like Name of HoF, Mother Name,
CIrdKSNRa blYSY IyR CFYAf& 5SGlIAf A

Enter the Details of new member likdame, Gender, Date of Birth, Age,
a2iKSNRa blkYS:E CIFGKSNRA bl YS>Y {LRdza
Opting to Lift Commody, Relation with Applicanin the given space given
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Attach the enclosures (Any one the documenBirth Certificate, Affidavit,
Deletion Certificateand enter the remarks

Click onSave and BacButton to save the Applicatioand go back to DEO
home Screen

3.8 CHANGE OF CARD TYPE

T

~Sievs, of WY of Delt)

Wehcome Guishan Mghant (DEO], MARGLOT JAT (0811)

FIGURELO: DEO- CHANGE OF CARD TYPE

Step 1:

Step 2:
Step 3:

Step 4:

Step 5:
Step 6:

Select theChange of Card Typ@eption from the DEO home Screen to open
form of changing the card type of beneficiary

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

Present Card Type of beneficiary will be displayed by default in the
dropdown list of the Scheme

Change theCard Typeand attach supporting document (Income Proof) of
beneficiary

Enter theRemarks

Click onSave & Backo save the application and go backtte DEO home
screen

National Informatics Centre
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3.9 CHANGE OF HOF

3.9.1 IN CASE OF DEATHFILLING THE FORM

actUs | DD =
| Segn Out

H delhi.gov.in

e St S NCT of Deihl

Welcome Gulshan Niglani (DEO), NANGLOT JAT (0011)

Modfication Request for Change in HOT

Ol R Wa,

Stegs to be fallowad for changwng Haad of Family In case of Death;
L.Seiect the exialing Head of Family and dok on Remdve.

I Maks sume Uther membes oo el of Famdy by sesecting Setl n the Nelation colum.
3 Change rhery’ reation an per new Head of Femily (f fecamd |

Mttt ol Hmad of Famiby(m Locul Lungumape) Martie of Poead OF Family
Mothere's Mama(in Local Language ) oS Pothar » Namn
Father Namalin Locs) Languign ) ) fok) Sges Father s Name

Family Detadly

| Stumnove |

-

FIGUREL1: DEO- CHANGE OF HOF (IN GE OF DEATH)

National Informatics Centre




Ration Card Modificationz Training Manual

Select the Option a8’ Ly Ol & S. Steps forsHoF Ghkrge case of
death of HoF wilhppear ornthe screen (Follow the steps as mentioned)
Personal details of theloF along with family details will be populated o the
screen

Select theHoFin the Family Details and Click &emoveto remove the
details of present HoF.

Change theRelationshipof family member toSELRvho will become new
Family Member

Change theRelationship statusof other family members also according to
New HoF

Upload theDeath Certificateand Photograph of New Head of Family

Enter theRemarksand Click orSave and Bacto save theapplication and
goback to the DEO home screen

National Informatics Centre
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3.9.2 IN CASE OF MEMBER KING OVER AS HOF

% SCBPDS - Thu Aug 2547:3.

TR

< -y

’ of
Food & Public Distribution

Modifiation Request fer Change |

Head of Famiby(Hos) JIDAY KLMAR Ol B Ne

Salact Optms:
L usase of et
12,00 maee oF Mt MM et b i

Steps tu be follownd for changeng Nasd of Femily In cone uf Momber tadang aver us 1hel';

Pessoonl Detaita
Name of Head of Family{m Locel Language ) Name ul Yhead OF Famddy

Mother's Mamel in Locnl Language ) Mother's Name

Father Mame{ i Lousl Language] Father & Nams

Date of irth Age
(oo/Mmiveey) ()

Wbl Mssd o Family's Phasw”

Romerks

 %aus and fock B Pack

FIGUREL2: DEO- CHANGE OF HOF (MEMBETAKING OVER AS HDF

Step 1:  Select the Option aslember taking over as HaoFSteps for HoF Change in case

of Member taking over of HoF will appear on the screen (Follow the steps as
mentioned).
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Personal details of the HoF along with family details will be populated o the
screen

Change relation of Previous Hofe any other relation and change the
Relationship stats ofnew family member as SELF

Change theelationship statusof other family members also according to
new HoF

Upload thePhotographof new Head of Family

Enterremarksand click orsave andbackto save the application and back
to DEO home screen

National Informatics Centre
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3.10 MEMBERDELETION

Publc Distribution System

. \Wdelhn. ov.in

Gont of NC l of Dethi

fgfost (DO ], MARGLUT IAT (0011)

FIGUREL3: DEO- MEMBER DELETION

Step 1:  Select the option ak case of Deatlor Any other Reason

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

Step 3:  Select theMember to be deleted and click oremoveto remove the family
member

Step4:  Click onSave and Backo save the application and go back to DEO home
screen

National Informatics Centre
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3.11 MEMBER DETAILS MODIEATION

Public Distribution System

g 3 delhi.gov.in

o of NCT of Daist

Walcame Gulaboan Mighant (DEO), MNANGLOT JAT (DD13)

Mudthie stion Sepenst fur Changn s Mamber Dutsids

Mowd of Familyininr ) WAL A [EF R TRy L N

Type OF Katons Cand  Swome Catwyury W Valul tpte

Forevanal Detade

Pasa 1T Hnad af F ity (i Lacel Languegs | Name of el OF F asuly
Puthes’' s Mumeiin Local Languegs ) Mather & Hanin

Futher mamelin (o Lanpeiye) Fathies & Mame

Mathar
.“‘..‘ Falhar's Mume

[AEzan

|naMETeaR | WOTHER
[aGsalL f WIFE
ST o

e | reone

fuseal i ou

(= son

(Mlowsn iiplone

Hiowee

@ yoemer | Potecind Moon Or

FIGUREL4: DEO- CHANGE IN MEMBER DRTLS
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Selectthe Change in Member Detail®ption from the DEO home screen
Personal details of HoF and Family Details in Editable format will be
displayed on the scen

Change theletailsas mentioned in the Modification form

Attach thesupporting documentsand enter tle Remarksfor Modification

Click on Save and Back button to save the application and move to DEO hoe
screen

3.12 CHANGE IN ENERGY CBGORY

3.12.1 CHANGING FROM GASERSTO KEROSENE USER

Pubdic Distnbution System

Mok Gubduss Baghes (TULIL MAMCLIT ARY (BE13)

|
FIGUREL5: DEO- CHANGE IN ENERGY CBGORY (GAS USHR® KOD)

Step 1: Select the optiorChange in Energy Categdrgm 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 KoDto the Ration Card, attach thsupporting document
(Affidavit) and entethe remarksfor modification

Step 4. Click onSave and BacButton to save the application and go back to the
DEO Home screen

3.12.2 CHANGING FROM KERQEEUSER TO GAS USER
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i omw Gulshan Mghast (DEO], MANGLOE IAY (0911)

Preal of reaiees e

Menigrme £ ur i steee

FIGUREL6: DEO- CHANGE IN ENERGY CBGORY (KEROSENE USER® GAS)

Step 1: Select the optionChange in Energy Categdrgm 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 Detallke Name of Gas Company, Gas Agency and
ConsumeiNo.

Step 4: Upload thesupporting document(Proof of new Gas Connection) and enter
the remarks for modification

Step 5: Click onSave and BacButton to save the application and go back to the
DEO Home screen
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3.13 CHANGE OF FPS
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FIGUREL7: DEO- FPS CHANGE

Step1:  Select the=PS Chang®ption 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 FER®m the drop down list

Step 4: Enter theremarksfor modification

Step 5:  Click onSave and backutton to save the aplication and go back to the
DEO home screen
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3.14 CHANGE OF KOD
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FIGUREL8: DEO- KOD CHANGE

Step1:  Select thekKoD Chang®ption 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 newoDfrom the drop down list

Step 4: Enter theremarksfor modification

Step 5:  Click onSave and backutton to save the application and go back to the
DEO home screen
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3.15 SUBMITTING THE MODIEATION TO THE FSI
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FIGUREL9: DEO HOME SCREEN YWH MODIFICATIONS

Step 1: Once all modification has been saved collect the fees of Modification (Rs.
25) from beneficiary andlick on payment collection check box

Step 2: Select the name of ASrom the drop down list to forward the application
for verification

Step 3: Click onSubmit Modificationto submit the request for Modification

Step 4. Acknowledgement receipbf 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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4 FOOD SUPPLY INSPERETESI) LOGIN

4.1 PROCESS OF LOGINOMPPLICATION
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FIGURE22: FSI LOGIN SCREEN

Select theCircleFood and Supplies officenk from the left panel of home
page of PDS Application.

Select thdogin as FSI optiofrom the dropdown box

Enter theUser Nameand Password

Click onrSubmitto login in to the Application
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4.2 DASHBOARD OF FSI
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FIGURE23: FSI DASHBOARD

Step 1:

After Login of FSI list of pending application for verification willlisplayed on
the dashboard of FSI

Click onView, Verify & Reporto view the application and enter the verification
remarks

Step 2:
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4.3 PRESENT ADDRESS GHAN
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FIGURE24: FSI- PRESENT ADDRESS CHAK

Step1 The Details of Head of Family alomigh 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 typeas Field verification

Step 4 Enter the field verification date and click on Yes to recommend or Notto n
recommend
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Enter theField verification remarks
Click orsubmit to forward the application to FSO
Click onsubmit on confirmation screen. FSI will receive confirmation of

submission of Application to the FSO
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FIGURE25: FSICONFIRMATION SCREEN
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FIGURE26: FSI- CONFIRMATION ON SUESSFULLY SUBMISSIGN- APPLICATION TO ES

4.4 MEMBER ADDITION
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FIGURE27: FSI- MEMBER ADDITION

Step1l The Details of Head of Family along with previtausily details and new
family details with added member will be displayed on the screen

Step 2 FSI can view the attachment attached by clickiiegv button

Step 3  Select theverification typeas document verification

Step4  Select the Optioryes/Noto recommend or disapprovine application

Step 5 Enter thedocument verification remarks

Step 6 Click orsubmitto forward the application to FSO

National Informatics Centre


















































































