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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. 

 

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

screen. 

 

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


 

 

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

 

Following details will be displayed in the ‘My Dashboard’ page of the respective officer. 

Related to project officials reporting to respective officer 

• Number of Total Posts 

• Number of Filled Posts 

• Number of Vacant Posts 

Details of each post in tabular manner with following fields 

o Post Name 

o Level of the post 

o Number of Total posts of respective post name 

o Number of Filled posts of respective post name 

o Number of Vacant posts of respective post name 

o List of filled posts and respective official details 

o For adding new user details 

 

 

 

 

 

 

 



 

 

Forgot Password 

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

 

Enter ‘Username’ and click on ‘Get OTP’ in the below screen. 

 

 

 

 

 



 

 

Enter ‘OTP’ received on the registered mobile number and click on ‘confirm’ button.  

 

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) 

 

 

 

 



 

 

 

Forgot Username 

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

 

Enter registered mobile number and then click on ‘Validate’ button in the below screen. 

 

 

 

 



 

 

 

Below screen will be displayed when user click on ‘Validate’ button in the above screen.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

User Creation 

In the below screen, click on ‘Add’ button against any post name. (Ex: ‘District Superintending 

Agriculture Officer (DSAO)’) for creation of new user account. 

 

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. 

 

 

 



 

 

 

Enter ‘Mobile Number’ of the respective user (Ex: 511_Nanded_SAO) and then click on 

‘validate’ button. 

 

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

button. 

 

 

 

 



 

 

 

In the below screen, details against respective ‘Username’ are added and status of the user is 

displayed as ‘Not Activated’. 

 

SMS with below information will be sent to registered mobile number of the user added. 

(Ex:511_Nanded_SAO).  

 

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.  

 

Enter ‘OTP’ received on the registered mobile number of the user (Ex:511_Nanded_SAO) and 

click on ‘Sign In’ button.  

 

 

 



 

 

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. 

 

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

 

 

 

 



 

 

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) 

 

Below screen will be displayed when user entered password that contain less than eight 

characters. 

 

 

 



 

 

 

 

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

 

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

 

 

 

 



 

 

 

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. 
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Below structure describes the list of roles for which Joint Direct Agriculture (JDA) can create 

new users within his/her jurisdiction. 

 

 

 

Below structure describes the list of roles for which District Superintendent Agriculture 

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

(SDAO) can create new users within his/her jurisdiction. 

 

 

 

 

Below structure describes the list of roles for which Taluka Agriculture Officer (TAO) can 

create new users within his/her jurisdiction. 
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