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1.  

a)  User  Registration  
 

At First click on upms.wb.gov.in, this will redirect to the Home page of UPMS web application. From 

here click on the Register button.  

  

  
  

 

After clicking on the button it will redirect to a Registration Form like this, fill the form with proper 

information like district, office, name, designation, mobile, email and password. Finally click on 

Register button.  
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 Finally it will show a pop up like this, Request Registered Successfully but it not means that you can 

login at that time after giving your proper credentials.   

 

  
 

Now, the Department Admin or Office Admin (which was selected as time of registration) will log in 

with his credentials. Then he have to click on registration under Manage dropdown.  
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 Here in the Registration page, find that particular user and click on green right button to on-

boarding the user. Then show a pop-up screen to attach role.  

 

  
 

  

Now, click on the user under Role dropdown. Select a role to assign the user. After Click on the Plus 

icon, then role is visible button section as a list. Finally, click on save button to approve the user. 
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After that the New User can Login with his assigned Role.  

 

  

b) User Login  

Open any Browser and click on search bar 
Production Site -> https://upms.wb.gov.in 
Demo/Training Site -> https://train-ifms.wb.gov.in/upms  

https://upms.wb.gov.in/
https://train-ifms.wb.gov.in/upms
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>Click On   Get Started Then give the login credentials and sign in to your account. 

Login Form 
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If  Captcha is not understood, click the refresh button on the captcha box on the right 
side.  

Refresh Captcha 

 

After successfully login dashboard page is open 

Dashboard Page 

 

>Click  on User under the Manage menu and saw the corresponding Department User 
wise User list. 
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>If User doesnôt exists then Click on Add User Button (Add User button is only visible for 
State or Department Admin) 

c) Create User 

 

 
 

>Fill the User details correctly and click on Plus icon if multiple user create in a same 
time then in that        page again fill the another user details then click on Plus icon. 

User Form 
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>After User is add successfully then click on save button and user is created. 

Here create user list is shown  

Create User List 

 

d) Invite Users 

>Here click on Copy Link  
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>Open a different or the same browser and open the InPrivate/Incognito tab. 
>Paste the copy link in a different browser or the InPrivate/Incognito tab. 

>Set the password and click on register (Please check the password policy then set the 
password) 

Password set form 

 

>Click on the Login button after set the password  

User Log In Form 

 

>Give the user credentials  

User is Login
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e) Manage User 

>Check the new added user in user list . 

¶ Here you can manage the user Active/De-active. 

¶ In Action fields you can User Edit. 

¶ Change user permission. 

¶ Reset Password. 

¶ Attach multiple role. 
 

Manage User 
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>Click on Change user permission and update all permissions 

>Then click on save button 

 

 

 

Then a pop massage is shown user permissions updated. 
 

 
 

f) Reset Password 

>If reset password then click on reset password and click on confirm after confirmed a pop is 
open and copy the password reset link 
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After copying do the same of Adding new user set password 

>If the user exists multiple role then click on Attach multiple role in action field. 

g) Attach Multiple Role 

After clicking then select new role and click on save button 
 

 

After save then a sweet alert is shown ñRole Attached Successfullyò and Multiple role is 
shown in user list role field 
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h) Attach another Resources 
 
If the user is needed for Add another resources then click on Plus Icon (+) and click on add 
another Resource  
 

 
 
 
After clicking Add another Resource then a modal is open  
here you can attach multiple resource for a user. 
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Master Data Management  

 
Here Master Data Managed by State Admin & Department Admin 
> Click on Master Data Menu 
 

 
 
 
>Here all environment setup for the application is done here  
 

 
 
 

*Manage Master Data* 
 

¶ Area Master (State , District , Block , Municipalities) 

¶ SOR Related Master (Formulas , Charge Components , Estimate Approval 
Categories , Schedule Rate Categories) 

¶ Environment Master (Departments , Designations , Recommenders) 
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¶ Document Master (Manual Documents , Document Types) 
 
ü Click on under the Area Master state view more and manage the states Master Data. 

 

 
 
ü Here State master data can add edit and delete 
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ü Here you can manage the district master data under the West Bengal State 

 

 
 
ü Here you can manage all the Block Master data Add/Edit/Delete Block. 

 

 
 
ü Here you can manage all the municipality Master Data Add/Edit/Delete 

Municipalities. 
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SOR Related Master  
 
(Formulas, Charge Components, Estimate Approval Categories, Schedule Rate Categories) 
 
ü Click on Formulas and here you can make or add your own formulas. 

 

 
 
ü Click on Add new and Add Formula 
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Charge Components 
Here you can manage the Charge Component Data Add/Edit/Delete. 
 

 
 

Estimate Approval Categories 
 

 
 
ü Click on Estimate Approval Category and Filter the Environment.  

 
ü After select Environment then click on Action button and Here you can 

View/Edit/Delete. 

  
 
After click on View button then You Can Manage Permission Of estimate Approval Category. 
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Manage Roles. 

 
 

Manage Range 
 

 
 
ü Here under the Range Action menu you can add / view range and delete range. 

 
Click on Add New Button and Create Estimate Range 
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In action button when click on View button the you can view/add/delete the estimate range 
with role and permission 
 

 
 
 

Schedule Rate Category 
 
Here You can manage department category-wise Total schedule rate against check 
Schedule Item  and Schedule Rate approved Verified and also download Excel List Of 
Schedule Rate Category. 
 

 
 
 
Click on view button under the action menu for check more details of schedule rate. 
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ü Click on Download button and the details download in pdf format 

 

 
 

Environment Master (Departments, Designations, Recommenders) 

 
Here In the Department Section Add/Edit/Delete and view all the departments and also 
manage the departments is belongs under the works department or Non-Works Department. 
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Designation 
You can manage (Add/Edit/Delete) the Designation for Master Data. 
 

 
 

Recommenders 
You can manage (Add/Edit/Delete) the Recommenders for Master Data. 
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Document Master (Manual Documents, Document Types) 

Manuals 
You can manage (Add/Edit/Delete) the Manual Documents for Master Data. 
 

 
 

Document Types 
Here you can manage the Document Types Data (Add/Edit/Delete). 
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Project, Requisition and Estimate Creation  

 
In UPMS the one of the main motives is to create a project cost. For that there are various 

steps we have to follow to create a cost of a project. 

At very first we have to create a project. For that, a user has to log in with a Project Proposer 

role because only Project Proposer role has that permission can create a project. 

1) Go to login page ï upms.wb.gov.in/login 

2) Give correct credentials to login as a Project Proposer. 

3) User can redirect to his dashboard home page. 

 
 

Now, for create a new project, user have to click on the project menu at top navigation bar. 

It will redirect to the projects page. Here, at a glance user can see his/her created projects 

as a project list. 

 

 

 

a)  Create Project  
In this page, there is a button Create Project. To create a new project, click on that button. It 

will redirect to a project creation form at the same page. 

Here, ñCreate Projectò form is split into 4 steps. Those are ï 

1) Project Details 

2) Project Location 
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3) Project Document 

4) Association 

 
 

First, need to put Project Details data like Project title, description, recommender, project 

mode, admin department and registration date. 

    b) Add site & Upload Document  

 
 

This is the second step to create a project. Here, basically have to put Project Location details. 

The project can be for a single location or multiple locations, thatôs why in project location 

section there has a provision for select multiple location under block or municipality. 

So, select district, located at type (block / municipality), location (depends on district) & 

address and click on the Add button. Then it will be added and then click on the Next button 

for third step. 
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This is Project Document section. Here put a title of document, select document type, 

prepared date of project document and upload a document (preferred PDF) related to 

project (if available).  Then click on the Add button and click on Next button. 

 

 

 
 

This is the final step for create a project. Here select a User under an office under a Work 

Department whom you want to associate with this project for further process. Finally click 

on the Finalize button. 



  

   UPMS Version 2.0    

Page 29 of 62 

 
 

Finally, a success message will be visible that Project Created Successfully and the 

created project will be visible on the project list. 

 
 

This is Project Basic details View page. User can see this page by clicking on the view 
button under Action of a project from the project list. 
 
Here a button is visible like Requisition, click on that button to see requisition  

 

Details under the project. 

   c) Project Requisition   
Now, Start by logging into the platform using your credentials as an Executing Authority 

(who got the requisition) and who has the permission to approve the Project Requisition. 

Access the Dashboard: Once logged in, the system will redirect you to the dashboard, which 
will be displayed on your screen. 

Click on the Project Requisition menu from the top navigation bar. It will redirect to the 
project requisitions list page. 
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After redirecting to the project requisition list page, you can see that the project requisition 
details with project details are available there under Task tab. 
Approve the Requisition by clicking Approve button under Action button. 
 

 
 

User can see the Project Requisition Details by clicking on the View from the Action button 

also. 
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Now, Executive Authority have to forward this requisition to a Project Planner using 

Forward to Planning under Action button.

 
 

A modal will open and you have to put Office, User (whom you want to forward to create the 

Project Plan), file number and Description. Finally click on Froward for planning button. 

 

 
 

Now, you can see that the requisition is shifted from Task to Repository tab and the status is 
changed to Under Planning.  
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d) Planning  
Now, login as a Project Planner as he has the permission to create the project plan. 

After login successfully, click on the requisition menu, the requisition list will be open. Then 

select the   particular requisition and click on view button under action. 

 

 
 

Here, Project Planner can see the project, requisition details in the show page. 

In the left sidebar, there are option project plans. Click on that, it will redirect to project plan 

list page.  

 
 

There is a button Add new, click on that to create a project plan. A form will open on the 

screen. 
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Put Plan title, document title, document type and upload the document then click on the 

save button. 

 
 

Click on the Finalize Plan button. The plan will be saved successfully and status will be 

change to Plan Completed. 

 

This effect of status change can see Executive Authority also from his login. 

 

Now, Executive Authority has to approve the plan. After the approval the status will change 

to Plan Accepted.  

 

 
 

Now, Executive Authority has to forward requisition for design. 
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A modal will open, select respective group, office and user, file number and description are 

optional. Now click on the Forward for Design button. 

 

Then the requisition will send to project designer and the status will be changed to Under 

Design.  

 

 
 

e) D esigning  
Now, for project design, user have to login as a Project Designer role. 

After login successfully, click on the requisition menu, the requisition list will be open. Then 

select the particular requisition and click on view button under action. 

 

 
 

Click on the Design menu at left sidebar, it will redirect to project design list page. Now click 

on the Add New button and it will open a form to add project Design. 

 

 
 

Put all the details and click on save button.  

Click on the Finalize Plan button. The design will be saved successfully and status will be 

change to Design Completed. 

 

This effect of status change can see Executive Authority also from his login. 

Now, Executive Authority has to approve the design. After the approval the status will 

change to Design Accepted.  

f) Forward Estimate with title  
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Now, Executive Authority has to forward the requisition for Estimate of the project. 

 

 

 
 

Put Estimate approval category, Estimate title, Group, Office and User. Then click on the 

Forward for Estimate button.  

The requisition will forward to junior engineer for the estimate preparation, because junior 

engineer has the permission to create the estimate. 
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Create  Estimate  

Log in: Start by logging into the platform using your credentials as a Junior Engineer. 

Access the Dashboard: Once logged in, the system will redirect you to the dashboard, 
which will be displayed on your screen. 
 
After Design Complete Executive Authority forward for Estimate creation. 
Now, click on the Forward for Estimate button, a form will open.  Select Estimate Approval 
Category and Estimate Title. Click on the Forward for Estimate button. 

      
                                                                                  Figure: 1 
               
        

       
Figure: 2 
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Click on the view button of an estimate from Estimate list. It will redirect to that estimatesô 
item list 
Now, click Estimates Menu list of Estimate list show. Executive Authority forward Estimate 

click view button show Details of project and as well as requisition. This Section Estimate 

Items menu Click and redirect Add Estimate Item page.   

Figure: 1 

 
Figure: 2 

 

This page add Estimate Item all works departments. 

Add estimate item  

Any Schedule and Non-schedule item add click New Item button. After click button show 

this page. 

Here you can apply filter Department, Schedule Rate Category, Schedule Rate, and Zone 

wise. 
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After Filter click on checkbox and select items and click on Save Button. 

 

 

 
Here you can see the Estimate Item List If Charges is required then you can Add Charges. 
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Add Non -schedule Item  

Non-schedule Rate: 
 Log in: Start by logging into the platform using your credentials as a Junior Engineer. 

Access the Dashboard: Once logged in, the system will redirect you to the dashboard, 
which will be displayed on your screen. 

After login Schedule Rates menu inside Non Schedule items menu click Add Non-
schedule Rate list. 
 

 

 

Add New Button click to Add Non-schedule rate. a form will open Non-schedule title and 
Description all fill up save button click 

 

 

 

After Non-schedule Rate save Add Zone and Add item 
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Add zone name add click save button 

 

 

 

Add Item name all forms fill up click save button 
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Non Schedule item rate add zone name blanks enter Rate section .After cost enter update 
Rate button click supporting document (pdf) upload file.  
 
After Cost Update Verify Rate Click rate section menu Verify Rate button click and rate is 
verified. 

Add Non -Schedule item in Estimates  

Here you can apply filter Department, Schedule Rate Category, Schedule Rate, and Zone 
wise. Selected button click add item in estimate. 
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List of estimate items

 
 

* Color changes list section Non-schedule item 
 

Schedule of Rates (SOR) ð UPMS 

 
The Schedule of Rates (SOR) is a digital compendium that provides standardized rates for various 
items, categorized by different geographical regions. It serves as a comprehensive reference for cost 
estimation, ensuring consistency and accuracy in pricing across locations. 
 

 

Steps to View and Manage SOR in the UPMS Project 

 
1. Go to dashboard select menu Schedule Rates, a dropdown will show four different types of 
SORs. 

¶ Schedule rate 

¶ Material carriage 

¶ Transport carriage 

¶ Composite rates 
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2. Select the menu Schedule item to open the window. 
 

 
 

List is displayed of selected department with details like title, department, and category, publish date, 
item count, and Action button. 
Clicking on óActionô button will list the three menu Edit, Delete and Show. 
 
Note: edit and delete button will only visible to the authorized role i.e. óSOR Preparerô, else only óshowô 
button to other users. 
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3. For creating new schedule rate click on ñAdd Newò, it will open a popup to create the new 

schedule rate as show below: 
Fill all the details and click on ñsaveò button to create a new schedule Rate. 
 

 
 

Clicking on ñshowò button from the action column of the schedule rate list will open the 

window of the schedule item with rate distribution in various geographical region (zones). 

 

 
 

Table distribution shows the list of item of a schedule rate with its various zonal rates with all 

item details like sequence no, item no, item name, item unit, and the zones for the 

respective schedule rate. 

Note: Item details contains the item group details with the notes of item as well as item 

group. 

 

Clicking on the three dots will show the operational menus like edit, delete for group as well  

 

 

As for items which will open popup with a form to modify the item as well as item group. 






















