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SOP (Standard Operative Procedure) 
For 
Block Level Assessment 
 
This Document elaborates functioning at Block Level after Gram Panchayat have entered the manual data and PDI data have been ported in National Panchayat Awards. This document in detail explains adding member that will form the committee for assessment of data provided by Gram Panchayat. Document also explain detailed procedure of assessment which comprises of saving and freezing of assessment and then at last recommending top performing gram panchayats to next higher level.
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                                                            Block Level User 
 
                                                       Block Level Committee Formation

Objective: Block Level Committee will be responsible for verification and assessment of the   
                    GP’s data. This committee will be formed by Block Level User.  

Note: Block Level user’s credentials (Username) will be provided in User’s Report from the   
           State Admin(User Reports>>Entity Type(Intermediate)>>User Type( BPPAC User)) and 
           one time password will be Admin@123.

Block Level Committee is formed in the application mainly through two steps-

Block Member Formation

Block Team Formation

[bookmark: _LOGIN_1]                                                                     LOGIN

Following steps are to be followed for Login in Block Level User

Go to browser and enter URL:  https:// panchayataward.gov.in

   How to Proceed with Login ID, 

Click on the Login button present at the top right corner of the application.
Enter the allocated username, password and captcha, and then click on the Login button as shown in the following screen.
                                        

 After clicking on Login button, following page will be displayed showing State, Entity, Zilla Parishad, Assigned Unit corresponding to 

[image: ]Click on Submit Button. After clicking on Submit button, home page will be displayed
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Following steps are to be followed for the Committee Member-

Go to Committee Member on left menu.

[image: ]Click on Committee Member ->Add menu item. After clicking on Add menu item following page will be displayed 


Enter the following details-
First Name
Last Name
Mobile Number
Select the Committee Member Department(As per designation/role of the member)





[image: ]        Sample screenshot is attached below-

[image: ]Click on Save Button. After clicking on Save button, following confirmation message(pop-up) will be displayed-

Follow the above steps, for creating other members. At least two members should be there to form a committee.









[bookmark: _Committee_Member_Modification]                                Committee Member Modification

Objective: BLC user has been provided with the functionality to modify the Committee  
                    Member if any changes in the details of formed member are to be modify.

Note: Changes can only be made until the member formed is not added to the team.

Following steps are required to modify the Committee Member

Go to Committee Member on left menu.

Click on Committee Member ->Manage menu item. Clicking on Manage menu item.

[image: ]Enter the First name and then click on Get Data button. After clicking on Get Data  button, users having First Name as searched will be displayed below. Sample screenshot is attached below- 
                                       
                
[image: ]Click on Modify icon to modify details of user. Update the details of member as per required


[image: ]Click on Update Button. After clicking on Update button, following message will be displayed.
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Objective: In this functionality, Committee Team will be formed which will be responsible for 
                   Assessment for GP’s Data

Below steps are to be followed for forming a committee team-

Go to Committee Team on left menu.

[image: ]Click on Committee Team ->Add menu item. After clicking on Add menu item following page will be displayed-



 Select the Theme for which Committee has to be made.
     Note: Same Team can be made for single/multiple or ALL themes

[image: ]Select the Nodal Department. On selecting Nodal Department, list of Line Departments for concerned thematic award will be displayed. Sample Screenshot is attached for reference-

                   
Select the “Line Departments for Concerned Thematic Awards” associated with that theme.

[image: ]Select the Chairperson of the Committee from the drop down. In drop down, committee members created will be displayed. Sample screenshot is attached below- 

After selecting the chairperson of the committee, Select the Team Member Detail from drop down. After selecting the member, following details will be automatically filled as per data entered and will be in disabled form-
First Name
Last name 
Phone Number 
Team Member Department

[image: ]Click on Add Button to add new member. Click on drop down and select the required member. Sample Screen displayed will be displayed as-
 
[image: ]Click on Save Button. After clicking on Save button, following confirmation message(pop-up) will be displayed-

Click on Save Button. After clicking on Save button, following confirmation message(pop-up) will be displayed












Now, Go to Committee Team on left menu.

[image: ]Click on Committee Team ->Manage menu item. After clicking on Manage menu item following page will be displayed-

Now press the “Click” button under Create User. After pressing Click button, user will 
[image: ]be created and following message will be displayed-







Now click on the “View” icon for Username and Password of the Committee User. Sample is attached below- 


















                                                                        BLC-Committee User

Objective: BLC Committee User will have the functionalities in which committee will perform 
                   assessment and field verification of the Gram Panchayat’s Data, and at last will 
                   recommend best performing Gram Panchayat’s to next higher level. 
                  
[bookmark: _Committee_Assessment_&]Committee Assessment & Field Verification

Following steps are needed by committee to perform assessment of its Gram Panchayats
Login by entering credentials(Username and Password) obtained through previous step. Login process will be same as explained above.

Note: During the first login, application will make user to change the password. While setting 
            the password, user should go through password policies that are given below in red 
            text.

After Login, click on Submit button and then following home page will be displayed



Go to Committee Assessment and Field Verification on left menu.

Click on to Committee Assessment and Field Verification ->Add menu item. After clicking on Add menu item following page will be displayed-

Select the following from drop down-
Award Type-
Local Body Type-

Click on Get Data button. After clicking on Get Data button for the first time application will take some time to process, as all Gram Panchayat(GP) data of that block will be freezed automatically. Sample page will be displayed as below-

After all the data for GP’s within that block is fetched, list of all GP’s of that block will be displayed below. Sample screenshot is attached

Click on GP name for whose assessment has to be performed.

Note: System will allow user to perform assessment for GP’s having higher marks i.e. GPs  
            having marks in descending order. For example, GP-1 has marks 45 and GP-2 having 
             marks 50. So committee will perform assessment for GP-2 first and then for GP-1.




After clicking on GP name, following page will be displayed-
 













Click on Give Your Assessment. Following pop up will be displayed. The below is example of Grid Type question
 
The below is example of radio button type question


Make the changes in the data if required, else click on Save Button.

Enter the Remarks. The above steps, are to be performed for each and every question.

Enter the Overall BPPAC Remarks. 
Note: Copy and Paste in the textbox is not allowed. User needs to enter the Remarks    
           Manually

[image: ]Click on Save Button. After clicking on Save button, following confirmation message(pop-up) will be displayed-

Repeat the above steps for all Gram Panchayat within that block.
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Following steps are to be followed for freezing the assessment

After Login, Go to Committee Assessment and Field Verification on left menu.

Click on to Committee Assessment and Field Verification ->Manage menu item. After clicking on Manage menu item following page will be displayed-

Select the Award Type, Local Body Type and then click on Get Data button. After clicking on Get Data button following page will be displayed- 








Click on Freeze Icon. After clicking on Freeze Icon, following page will be displayed-

   

Click on Download BLC File button. After clicking BLC File will be downloaded in the user’s system. File Sample is attached below-


Team will manually enter the remarks, name of field visit team members and signed by sarpanch.

Upload scanned above BLC Field Report and then click on Freeze button. After clicking on Freeze button, following message will be displayed

Note: After freezing data, no modifications can be made
Follow the above steps for all GP’s of that block.
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Objective: After the assessments of the GP’s have been freezed, BLC committee user will now 
                    recommend top performing panchayats to next higher level.

Following points to be remembered before recommending GP’s

 Only GP’s having marks greater than or equal 50 will be eligible for recommendation.
 Committee can recommend maximum three GP’s to higher level.

Following steps to be followed for recommending GP’s

Go to Panchayat Recommendation on left menu.

Click on to Panchayat Recommendation ->Add menu item. After clicking on Add menu following page will be displayed-

Select the Award type, Local Body Type and then click on Get Data button. After clicking on Get Data button, list of freezed GP’s will be displayed in descending order of their marks. Sample screenshot is attached below-

Select the Gram Panchayat by clicking on the checkbox corresponding to the Gram Panchayat-

Note: User must select GP’s having higher marks. If user selects the GP having lower marks 
            than any existing GP, system will show the error message as below-

[image: ]Click on Save Button. After clicking on Save button, following confirmation message(pop-up) will be displayed-
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Following steps are to be followed for freezing panchayat recommendation-
Go to Panchayat Recommendation on left menu.

Click on to Panchayat Recommendation ->Manage menu item.

Select the Award Type(Theme).After selecting, following page will be displayed

Click On Freeze Icon. After clicking on freeze Icon, following page will be displayed-








Click on to Confirm Button. After clicking on confirm button, Accept the Pop up then following page will be displayed- 

Download and upload scanned the Signature File. Enter the Name and Designation. Screenshot of downloaded signature file is attached below-
 
Click on Freeze Button. Click OK in pop up and successful freezed message will be displayed and selected panchayat will be recommended

Note: After freezing no further changes can be made.
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MADHYA PRADESH / Zilla Parishad (PANCHAYAT SAMITI)

Welcome to Panchayat Awards

Basic Instructions for filling online Questionnaires:

 All the Gram Panchayats have to MANDATORILY fill the Questionnaires within timeline under the ALL the following 9 award themes:

1. Poverty free and enhanced livelihoods Panchayat 2. Healthy Panchayat

3. Child friendly Panchayat 4. Water sufficient Panchayat

5. Clean and Green Panchayat 6. Self-sufficient infrastructure in Panchayat
7. Socially Secured Panchayat 8. Panchayat with Good Governance

9. Women-friendly Panchayat

« Kindly check homepage of Panchayat Awards portal for referring to the indicative checklist of data source for filing theme-wise Questionnaires.
« After filling the Questionnaires, the option Save will be available to save the Questionnaires. These can be modified under Modify section.
« After finalization, the Gram Panchayats must FREEZE the Questionnaires through this option available.

ONLY AFTER FREEZING THE QUESTIONNAIRES, THE AWARDS APPLICATION WILL BE SUBMITTED SUCCESSFULLY.
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