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Introduction

Purpose of the Document:

The purpose of this User Manual document is to provide clear, concise, and
comprehensive guidance on management of users on Teams for the following activities.

A) For creation of the user account for project staff reporting to them — Applicable for
below officers

Joint Director Agri (JDA),

District Superintending Agriculture Officer (DSAO),
Sub Divisional Agriculture Officer (SDAO),

Taluka Agriculture Officer TAO)

B) For verification of the user account and password management — Applicable for all
project staff other than users created by PMU.

NOTE: Process mentioned in the document is same for all above officers




User Login

Login

Navigate to following URL (team-ndksp.mahapocra.gov.in) to login into Teams Portal. Enter
login credentials as received, enter captcha and click on ‘Get OTP’ button.
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Teams Login
Username
‘ Username
9 Password
Password
, Enter captcha
. 761 Captcha
Forget Password
-5
Forget Username A

Enter ‘OTP’ received on the registered mobile number and click on ‘Sign In’ button in the below
screen.
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Teams Login

Username

JDA_Latur

- Password

Enter captcha
520 520

Enter OTP



https://team-ndksp.mahapocra.gov.in/

Below dashboard will displayed with list of officials reporting to the respective officer.

<« C o &) hitps//team-ndksp.mahapocra.gov.in/dashboard Ay B G M = @ ®W p @

o Home Jurisdiction Search Username  Reports = Account =

My dashboard

Pocra officials

e Total Posts 8 e Filled Posts 1 0 Vacant Posts 7

SR. POST NAME LEVEL TOTAL FILLED VACANT VIEW ADD

NO. POSTS POSTS POSTS LIsT POST
1 Joint Director Agri (JDA) Division 1 1 0 List

2 Nodal officer (NDO) Division 1 0 1 Add |

Project Officer (PO) Division 1 0 1 Add |

4 Account Assistant (ACA) Division 1 0 1 Add |

Following details will be displayed in the ‘My Dashboard’ page of the respective officer.
Related to project officials reporting to respective officer

e Number of Total Posts
e Number of Filled Posts
e Number of Vacant Posts

Details of each post in tabular manner with following fields

Post Name

Level of the post

Number of Total posts of respective post name
Number of Filled posts of respective post name
Number of Vacant posts of respective post name
List of filled posts and respective official details
For adding new user details

O O O O O O O




Forgot Password

If user has to reset his/her password, the click on ‘Forgot Password’ link in the below screen.

<« C M (3 https;//team-ndksp.mahapocra.gov.in/login-get-otp A % B 3 m = @ W o B

Username

JDA_Latur

‘ Password

Enter captcha
520 520

Enter OTP

Forget Usernamse

© Developed By: NDKSP - Digital Innovation Lab.

Enter ‘Username’ and click on ‘Get OTP’ in the below screen.
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u Forgot Password?
L] ~ Username
Username
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Enter ‘OTP’ received on the registered mobile number and click on ‘confirm’ button.
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In the below, enter details in ‘Enter New Password’ and ‘Confirm New Password’ for resetting

the password. Then, click on ‘Save’ button. Password entered in two above fields should match.

(NOTE: Password should be at least eight characters with at least one capital letter, one special
character, one number)
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@ Set New Password
L s Enter New Password
password
Confirm New Password

< |




Forgot Username

If user has forgot username, the click on ‘Forgot Username’ link in the below screen.

<« C M () https;//team-ndksp.mahapocra.gov.in/login-get-otp A B G M = @ ® 9 @

Username

JDA_Latur

Password

Enter captcha

520 520

V .
L &

Enter OTP
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Enter registered mobile number and then click on ‘Validate’ button in the below screen.
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Forgot Username?
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" Mobile Number

Enter mobile

Login Validate

S




Below screen will be displayed when user click on ‘Validate’ button in the above screen.
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Username has been sent on below email address
test@test.com
Login

© Developed By: NDKSP - Digital Innovation Lab.




User Creation

In the below screen, click on ‘Add’ button against any post name. (Ex: ‘District Superintending
Agriculture Officer (DSAQ)) for creation of new user account.

< O m () https://team-ndksp.mahapocra.gov.in/dashboard A Ty B & m = % p @
a
@ Home Jurisdiction SearchUsername Reports v Account ¥
SR. TOTAL FILLED VACANT VIEW ADD
NO. EOSTHAME LENEE POSTS POSTS POSTS LIST POST
1 Joint Director Agri (JDA) Division 1 1 0 List
2 Nodal officer (NDO) Division 1 0 1 Add |
3 Project Officer (PO) Division 1 0 1 List Add |
4 Account Assistant (ACA) Division 1 4] 1 [ add |
District Superintending Agriculture Officer o (Caag |
5 oo District 4 0 4 Add
(Dsa0) ._,|
Total 8 1 7

hnps:flleam-ndksp.mahapncm.gov.ln{oﬁiclalsﬁlisl/TUJVSXJraTRWM1UGaDNOhmM ped By: NDKSP - Digital Innovation Lab.

List of officials with respective post name should be displayed. Click on ‘Add’ button against any
‘Username’. (Ex: 511_Nanded_SAO) for creating new user account.

= (] &  hitps://team-ndksp.mahapocra.gov.in/officials_list/TUVSXJraTRWM1U0aDNObmNPQWVKZZ09  AY ¢y o = . =
(1]

@ Home  Jurisdiction Search Username  Reports = Account -

List of officials

List of District Superintending Agriculture Officer (DSAQ)

SR. NO. USERNAME OFFICIAL NAME MOBILE EMAIL STATUS ACTIONS
1 511_Nanded_SAO |'“_i‘
2 512_Hingoli_SAQ |E‘
3 513_Parbhani_SAQ |E‘
4 524 _Latur_SAO |£‘

© Developed By: NDKSP - Digital Innovation Lab.




Enter ‘Mobile Number’ of the respective user (Ex: 511 Nanded_SAO) and then click on
‘validate’ button.

= (@] (™) ) https//team-ndksp.mahapocra.gov.in/officials_list/TUIVSXJraTRWM1U0aDNObmNPQWVKZz09 AN 1y ") [} tmh = @ @ 9 c]

Add District Superintending Agriculture Officer (DSAO)

Post Username

District Superintending Agriculture Officer 51l _Nanded_SAO

Mobile

Validate

Enter all required details in the below screen (fields with * are mandatory). Then, click on ‘Save’
button.

« C M (3  https;//team-ndksp.mahapocra.gov.in/officials_list/TUIVSXJraTRWM1UDaDNObmNPQWVKZZ09  AY ¢ B C M ¢ @ ®W 9 @

Add District Superintending Agriculture Officer (DSAO)
Post Username

District Superintending Agriculture Officer 5l _Nanded_SAO

Moabile Re-enter Mobile number *

°°°°° 5611 Chcnge Mobile No. Enter Mobile Number

First name * Middle name

Enter First Name Enter Middle Name

Last name * Email address *
Enter Surname Enter Email Address

Date of birth * Gender *

Male Female Transgender
dd-mm-yyyy

(e




In the below screen, details against respective ‘Username’ are added and status of the user is
displayed as ‘Not Activated’.

<« C M ()  https//team-ndksp.mahapocra.gov.in/officials_list/TUIVSXJraTRWM1UDaDNObmNPQWVKZZ0..  AY ¢ "o IR mh = % o @
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List of officials

List of District Superintending Agriculture Officer (DSAQ)

SR. NO. USERNAME OFFICIAL NAME MOBILE EMAIL STATUS ACTIONS
1 511_Nanded_SAO Kumar Nikhil 8919445611 testl@test.com Not Activated , [ﬁ]
2 512_Hingoli_SAQ | Add \
3 513_Parbhani_SAO | Add |
4 524_Latur_SAO | Add \

© Developed By: NDKSP - Digital Innovation Lab. &

SMS with below information will be sent to registered mobile number of the user added.
(Ex:511_Nanded_SAO).

Dear Nikhil Kumar,

Your NDKSP Portal login for District
Superintending Agriculture Officer is
created.

Login ID: 511_Nanded_SAO
Password: 1234

Click here to access: https://team
-ndksp.mahapocra.gov.in

Please log in and change your
password. For support, contact
Helpline: 022-22163352.

NDKSP Team. Po

View all
3:25PM

1 @) <

NOTE: Password received in the SMS is a default password. User has to change the password
at first login.




User Verification and Password Management

Enter login credentials as received on SMS, enter captcha and click on ‘Get OTP’ button.

< C @ ) hitps//team-ndksp.mahapocra.gov.in VI AN B G m B oy O
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Teams Login

Username

‘ S1_Nanded_SAO
9 Password

' Enter captcha

974 974

Get OTP

Forget Password

orget Username A
-

Enter ‘OTP’ received on the registered mobile number of the user (Ex:511 _Nanded_SAO) and
click on ‘Sign In’ button.

d @ DO |0 @whsap X | & FHRAMTAGRE AR X | v WebContent Accessibi X & team-ndkspmahapocr X (£ Swagger Ul x| + - 8 X
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Teams Login

Username

511_Nanded_SAO

‘ Password
g ..............
Enter captcha
520 520
g
Enter OTP




When user login for the first time, then user will be navigated to below screen for User
Verification. Enter ‘Aadhaar Number’ and click on ‘Enter’ button.

<« O m (3 https;//team-ndksp.mahapocra.gov.in/public/enter_adhar A B ¢ @ %
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“ Enter Adhar Numbar
?
® S Adhar number

Enter Adhar Number

_—

< |

Enter ‘OTP’ received on the Aadhaar-linked Mobile Number and click on ‘Confirm’ button.

&« C m (3 https;//team-ndksp.mahapocra.gov.in/public/confirm_otp_adhar?msg=T1RQIHNIbmQgdG8gc A o S M &= @ X
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OTP send to registered mobile number and will
valid for next 5 min.
~

Confirm OTP

=) )

oTP

otp

)

o

“o

c }
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After User Verification, user will be navigated to below screen to set new password. enter
details in ‘Enter New Password’ and ‘Confirm New Password’ for setting new password. Then,
click on ‘Save’ button. Password entered in two above fields should match.

(NOTE: Password should be at least eight characters with at least one capital letter, one special
character, one number)

< C M (3 https;//team-ndksp.mahapocra.gov.in/public/save_new_password A Q M = @ ¥ p @
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NANAJI DESHMUKH KRISHI SANJIVANI PRAKALP

-
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“ Set New Password
* N Enter New Password
password
Confirm New Password

< |

o -
Below screen will be displayed when user entered password that contain less than eight
characters.

<« C M ) https;//team-ndksp.mahapocra.gov.in/public/save_new_password?e=WW91ciBQYXNzd A a M = @ X o @
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NANAJI DESHMUKH KRISHI SANJIVANI PRAKALP

\ B\
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o Your Password Must Contain At Least 8
’) Characters!
- ~

Set New Password

Enter New Password

[Iiu'l'?,ﬁuwi ]

Confirm New Password

password

“ |




Below screen will be displayed when user changed password in the previous screen.

<« C M () https://team-ndksp.mahapocra.gov.in/?msg = UGFzc3dvemQgY2hhbmdIZCBzdWNZXN A B3 M @ B e @
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Password changed successfully!

Teams Login

‘ Username

Username

Password

' Password

Enter captcha

734 Captcha

Get OTP

g o .

Foraet Password

After logging in with new password in the above screen, following dashboard will be displayed.

Ay B¢ O ¢ G VW 9 @

« C @ ) hitps/team-ndksp.mahapocra.gov.in/dashboard

9 Home  Jurisdiction Search Username  Reports Account »

My dashboard

Pocra officials

e Total Posts n e Filled Posts 1 o Vacant Posts 10

B s o mm wew  gm o
1 District Superintending Agriculture Officer (DSAO) District 1 1 0 List Add
2 Nodal Officer (NDO) District 1 0 1 List | add |
3 Project Specialist Agri (PSA) District 1 0 1 List | add |

Project Specialist Human Resource Development

(PS-HRD) District I 0 1 List | ada |




Hierarchy for User Creation

Following user roles are responsible for creating users at each level (State, Division, District,
Sub-division, and Taluka).

Sr.No Level User Role
1 State Level Project Management Unit (PMU)
2 Division Level Joint Direct Agriculture (JDA)
3 District Level District Superintendent Agriculture Officer (DSAO)
4 Sub-division Level Sub Divisional Agriculture Officer (SDAO)
5 Taluka Level Taluka Agriculture Officer (TAO)

Below organogram highlights the user hierarchy for creating new users on Teams and
managing them.

PMU (Admin)

Other PMU
Officers

Project
Specialist

JDA

. . Account
Nodal Officer Project Officer Assistant
PD ATMA Nodal Officer

Project Project
Specialist Agri Specialist
Business Procurement

Project
Assistant Officer SDAO o
SDAO

Project
Specialist

Agri. HRD

Circle Agri
Officer

Agriculture
Supervisor

Agriculture
Assistant




Below structure describes the list of roles for which Joint Direct Agriculture (JDA) can create
new users within his/her jurisdiction.

Nodal Officer

Project Officer

Account Assistant

DSAO

Below structure describes the list of roles for which District Superintendent Agriculture
Officer (DSAO) can create new users within his/her jurisdiction.

PD ATMA
Nodal Officer

Project Specialist Agri

DSAO Project Specialist

Project Specialist Agri
Business

Project Specialist
Procurement

SDAO

C
Py
W)




Below structure describes the list of roles for which Sub Divisional Agriculture Officer
(SDAO) can create new users within his/her jurisdiction.

Project Assistant
SDAO

Account Officer

SDAO
SDAO

Cluster Assistant

Below structure describes the list of roles for which Taluka Agriculture Officer (TAO) can
create new users within his/her jurisdiction.

Circle Agriculture Officer

TAO Agriculture Supervisor

Agriculture Assistant




