Procedure for creating DDO on DGS&D system by DDO


Once officer of SAG Level/JAG Level receives user ID & PW from DGS&D, he will enter his user ID & PW after clicking the option of placement of online S/O with digital signature/without digital signatures on indentor’s page.

i) log on dgsnd.gov.in

ii) click indentor page

iii) Click placement of online supply order.

iv) Enter user ID password.

v) He will get option of

   
Add Consignee

Add DDO

Supply Order

Exit

 
vi)
After clicking Add DDO one form will be opened for the entry.


After filling the firm please click save & add user, then a personal information    on screen will appear.

vii)   
Enter Name, designation, contact No., e-mail and user ID to be issued to DDO along with PW is to be entered.  Please save and if another DDO is to be entered then click EXIT and repeat the operation again.

Procedure for creating consignee on DGS&D System by HOD.

i) log on dgsnd.gov.in

ii)
Click indentor page

iii)
Click placement of online supply order.

iv)
Enter user ID password.

v) 
Click at the “Add consignee”.

Similar valid screen as for DDO will open and procedure is same as that of creating DDO.

IMPORTANT

Before entry it is advisable to click on the list button to see the details of consignee and DDO already created into the system.  This will ensure to avoid duplicate entry of same consignee and DDO at DGS&D System.

