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GENERAL  INSPECTION 
 

The regional offices can allocate a yearly or half-yearly general inspection of the 

warehouses under them through the general inspection module provided in 

CWC-WMS. To carry out a successful inspection, the users will perform the 

following steps: 

 

(User ï RO HOD Inspection) 
 

A. Create an Annual Plan 

1. RO HOD Inspection officer of each region will create an annual plan at the 

start of a financial year.  

2. To create an annual plan, the user will click on the menu: 

Inspection >> General Inspection >> Annual Plan 

 

3. RO HOD Inspection will select the financial year for which they want to 

create a plan and hit the óCreateô button. 

4. RO HOD Inspection will proceed with adding the warehouses designated 

for inspection each month by clicking on the óAdd warehouseô button. 

5. The user can select multiple warehouses for inspection in a month. 
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6. Once done, the user can save the inspection plan and submit the same for 
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RMs approval by clicking on the óSubmit to RMô button. 
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Note: RO Tech cannot make additional changes to the plan once submitted for 

approval. 

 

(User ï RM)                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
 

B. Approve/Reject Annual Plan 

1. RM can view the annual plan submitted by the HoD Inspection (RO) by 

following the below-mentioned steps: 

Inspection >> General Inspection >> Annual Plan 

2. The user will select the relevant financial year and click search. 

3. The RM can perform the following actions on the submitted plan: 

a) Add a warehouse: The user can add additional warehouses for inspection 

in a month by clicking on the óAdd warehouseô button and selecting the 

warehouse name. 

 

b) Delete an inspection: The user can delete an inspection for a respective 

warehouse by clicking on the delete icon. 

c) Reject the plan: The user can reject the plan submitted by providing the 

reason for the rejection. HoD Inspection (RO) will create a new plan and 

submit the same for approval. 
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d) Approve the plan: The user can approve the plan by clicking on the 

óApproveô button. 
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(User ï RO HOD Inspection)                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
 

C. Execute Monthly Plan 

1. The RO HOD Inspection can execute a monthly plan, once approved by RM, 

by following the below-mentioned steps: 

Inspection >> General Inspection >> Monthly  Plan 

2. The user will select the relevant financial year and click search. 

 

3. The RO HOD Inspection can perform the following actions on the submitted 

plan: 

a) Add backlog: The user can add an inspection pending from the previous 

month to the current month by clicking on the óAddô button.  

b) Execute Plan: The user can execute the monthly plan by clicking on the 

óExecute Planô button. This action will send the monthly plan to the RM 

for appointing Inspecting Officers. 
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(User ï RM)                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
 

D. Appoint Inspecting Officer 

1. The RM will assign the Inspecting officers, for the executed plan, by 

following the below-mentioned steps: 

Inspection >> General Inspection >> RO Monthly Plan 

2. The user will select the relevant financial year and click search. 

 

3. The RM can perform the following actions on the submitted plan: 

a) Assign IO: The RM can select an Inspecting officer from the provided list 

and click on the Save button to assign the IO.  

Note: Only the A(all)  and B categories (SIO, AM, and Superintendent) 

employees will come under the IO drop-down. 

b) Forward to CO: The RM can forward the inspection to the CO for the 

allotment of an Inspecting Officer. 

c) Delete an Inspection: The RM can delete an Inspection by clicking on the 

óDeleteô button. 

d) Add New Warehouse: The RM can add a new warehouse for Inspection 

by clicking on the óAdd New Warehouseô button. 
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e) The RM will select a warehouse and click on the óAddô button. This will 

add a new inspection to the list, and the user can assign an IO to the same. 

 

f) The user assigned as an IO will receive an Inspection Link in their email 

ID and can click on the same to start the inspection. 
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g) Abort Inspection: The RM can abort an ongoing inspection by clicking on 

the óAbortô button. Once aborted and re-assigned, the inspection will not 

carry on to the next month as a backlog. The RM will be required to 

reassign the inspection. 

h) Resend Inspection link: The RM can also click on the Resend button to 

trigger the inspection link email to the respective IO through the system. 
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(User ï Inspecting Officer)                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
 

E. Conduct Inspection 

1. The Inspecting officer will receive an Inspection link on their registered 

email ID. 

 

2. The Inspecting Officer will click on the link provided to start the Inspection. 

This link will redirect the user to a survey form to conclude the inspection. 

 

3. The Ispecting officer will land on the above scrren once they click on the 

inspection link where the user can do one of the following: 

a) Exit and clear inspection: Exit the inspection and delete all the data saved 

in the inspection 

b) Abort 

c) Click on ñNextò button to start the inspection. 
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4. Clicking on the óNextô button will start the Inspection. 

  

Part 1 - Summary 
 

 

5. The user can perform the following actions on the inspection window: 

a) Exit and clear Inspection: This will delete all the saved data and exit the 

inspection. 

b) Abort: This will delete the inspection altogether. 

c) Question Index: The user can migrate to different report forms from this 

drop-down. 

d) Full-screen: This button opens the report form in full-screen mode for 

easier access and visibility. 

e) Save: This button saves the data posted/entered in the form. 

f) Navigation buttons: Previous and Next buttons to navigate through the 

report forms. 

6. The Inspection link consists of the following sections: 

a) 7 Aspects 

b) 23 Annexures  

c) 1 Discrepancy Note 

Note: The cutoff date/start date for the general inspection freezes when the 

user saves the first form, i.e., all the reports will display the opening 

balance of the day the inspection starts. 
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7. The first screen is the summary screen which consists of 16 general questions 

regarding the warehouse capacity, income, expenses, etc. 

8. The data auto-fetched in the summary section is based on the following logic 

Ques No. Logic 

Ques 1. Name of the WH whose general inspection is being conducted. 

Ques 2. Date of inception entered under warehouse details in the 

Manage warehouse screen. 

Ques 3. Name of the IO assigned by RO for inspection 

Ques 4. Start date: The date when an IO saves the first page/annexure. 

End Date: The date of final submission of the report. 

Ques 5. Name of the current WHM posted in the warehouse. 

Ques 6. The date of posting entered in the employee management 

module. 

Ques 7. Previous WHMôs name available in the employee management 

module. 

Ques 8. The Start & end date of the last general inspection carried out in 

WMS. 

Ques 9. The name of the IO who conducted the last general inspection 

of the respective warehouse through WMS. 

Ques 10 A) The capacity of the warehouse under the owned, hired, and 

management parameters as per the godown master 

Ques 10 B) The capacity of the warehouse under general, bond, dedicated, 

management, and CSF/ICD/ICP parameters as per compartment 

master.  

Ques 11 A) The average of the warehouse's physical performance 

parameters like Capacity, Occupancy, and Percentage entered in 

the Business Economy reports under a respective financial year. 

Ques 12. The sum of the warehouse's financial performance parameters 

like Income, Expenditure, and Profit/Loss entered in the 

Business Economy reports under a respective financial year. 

Ques 16. First row: Expenditure of regular staff, expenditure of security 
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staff/Outsourced (DSR/Private security Agency), and Total 

Expenditure that was entered in the Business economy report 

generated for the last month from the date of inspection. 

Second Row: The formula applied for calculation is 

Expenditure/(Total capacity of the WH*10) 

Third Row: The formula applied for calculation is 

Expenditure/(Total capacity of the WH*10*0.75) 

9. The IO can also edit the data populated (wherever the edit function is active) 

and enter the data in the provided spaces. 

10. The IO can provide their acknowledgement/non-acknowledgement against 

the certificates and enter their remarks, if any, in the provided space. 

11. The IO will confirm if the respective register is maintained in WMS or 

manual by clicking on the appropriate radio button and/or entering their 

remarks in the ñRemarksò field before saving the form. 

12. After saving, the IO will click on the next button to proceed to the next 

screen, i.e., the Business Aspects. 

Note: It is crucial to save the data before proceeding to the next screen. Failure to do so, 

the summary/annexure will not appear in the final report.  
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Part 2 - Business Aspects 
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13. The ñBusiness Aspectsò consists of 26 questions related to the business front 

of warehouse operations. 
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14. The data auto-fetched in this aspect is based on the following logic: 

Ques No. Logic 

Ques 1 A) Details of the warehouse license entered under the license 

section in the Manage warehouse module. 

Ques 2 I) Total number of godowns created in the godown master 

Ques 2 II) Details like Godown No/Name, Capacity, and ownership type 

(Owned/Hired) from the data entered in the godown master. 

Ques 3 B) Details of the hired godowns created under the godown master. 

Ques 6. Details of the space reservations created in WMS. This will 

display all the active reservations and expired reservations with 

stock > 0. 

Note: Expired reservations will be displayed in red colour. 

Ques 14 A) Details of the H&T contracts configured for the respective WH. 

Ques 21. Details of the reservations where the insurance type was 

selected as ñInsurance By Partyò 

15. The IO can edit the pre-filled data (wherever provided), enter details in the 

rest of the questions and click on the save button to save the details entered. 

16. The IO will click on the next button to proceed to the next screen, i.e., the 

maintenance of registers. 

Note: It is crucial to save the data before proceeding to the next screen. Failure to do so, 

the summary/annexure will not appear in the final report.  
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17. The IO will confirm if the respective register is maintained in WMS or 

manual by clicking on the appropriate radio button and/or entering their 

remarks in the ñRemarksò field. 
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18. After saving the details, the IO will click on the next button to proceed to the 

next screen, i.e., the maintenance of documents. 

 
19. The IO will confirm if the respective document is maintained in WMS or 

manual by clicking on the appropriate radio button and/or entering their 

remarks in the ñRemarksò field. 

20. The IO will then provide their acknowledgement/non-acknowledgement 

against the certificates and enter their remarks, if any, in the provided space. 

21. After saving the details, the IO will click on the next button to proceed to the 

next screen, i.e., Technical Aspects. 

Note: It is crucial to save the data before proceeding to the next screen. Failure to do so, 

the summary/annexure will not appear in the final report.  
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Part 3 - Technical Aspects 
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28  

 



29  

22. The ñTechnical Aspectsò consists of 17 questions related to the technical 

front of warehouse operations. 

23. The data auto-fetched in this section is based on the following logic: 

Ques No. Logic 

Ques 1 A) Details of the technical staff (i.e., TA, JTA, etc.) members 

registered in WMS for the respective warehouse.  

Ques 2 A) Names of the dunnage items entered under WH in WMS.  

Ques 11 A) Details of the fumigable stock data entered in WMS. 

Ques 11 B) Details of the non-fumigable stock data entered in WMS. 

Ques 12. Details of chemical stock data entered in WMS. 

Ques 14 B) Details of weighing equipment entered in WMS under the 

License renewal section of the Warehouse Management module. 

Ques 15 Achievement: Sum of income (Income column in PCS Report) 

made by the respective warehouse in each month of a respective 

financial year. 

Please note: In case the warehouse does not manage the dunnage/chemical stock in WMS 

then the answer field will be blank. 

24. The IO can edit the pre-filled data (subject to edit provision provided), enter 

details in the rest of the questions and click on the save button to save the 

details entered. 

25. The IO will click on the next button to proceed to the next screen, i.e., the 

List of registers. 
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26. The IO will confirm if the respective register is maintained in WMS or 

manual by clicking on the appropriate radio button and/or entering their 

remarks in the ñRemarksò field. 

27. After saving the details, the IO will click on the next button to proceed to the 

next screen, i.e., Financial Aspects. 

Note: It is crucial to save the data before proceeding to the next screen. Failure to do so, 

the summary/annexure will not appear in the final report.  
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Part 4 - Financial Aspects 
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28. The ñFinancial Aspectsò consists of 8 questions related to the Financial front 

of warehouse operations. 

29. The data auto-fetched in this section is based on the following logic: 

Ques No. Logic 

Ques 3 B) Details of any special tariff and/or rebate provided to any 

depositor by the WHM.  

Ques 8 A) The total outstanding amount owed to the warehouse. This 

includes all the income bills generated in WMS. 

30. The IO can edit the pre-filled data (subject to edit provision provided), enter 

details in the rest of the questions and click on the save button to save the 

details entered. 

31. The IO will provide their acknowledgement/non-acknowledgement against 

each certificate and enter their remarks, if any, in the provided space. 

32. After saving the details, the IO will click on the next button to proceed to the 

next screen, i.e., Establishment Aspects 

Note: It is crucial to save the data before proceeding to the next screen. Failure to do so, 

the summary/annexure will not appear in the final report.  
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Part 5 - Establishment Aspects 
 

 
33. The ñEstablishment Aspectsò consists of 7 questions related to the 

establishment front of warehouse operations. 

34. The data auto-fetched in this section is based on the following logic: 

Ques No. Logic 

Ques 2 Details of all the employees registered under the respective 

warehouse in WHM.  
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35. The IO can edit the pre-filled data (subject to edit provision provided), enter 

details in the rest of the questions and click on the save button to save the 

details entered. 

36. The IO will provide their acknowledgement/non-acknowledgement against 

each certificate and enter their remarks, if any, in the provided space. 

37. After saving the details, the IO will click on the next button to proceed to the 

next screen, i.e., Engineering/Construction Aspects. 

Note: It is crucial to save the data before proceeding to the next screen. Failure to do so, 

the summary/annexure will not appear in the final report.  

 

Part 6 ς Engineering/Construction Aspects 

 

38. The ñEngineering/Construction Aspectsò consists of 5 questions related to 

the engineering front of warehouse operations. 

39. The IO will enter details in the questions provided and click on the save 

button to save the details entered. 

40. After saving the details, the IO will click on the next button to proceed to the 

next screen, i.e., Dedicated Warehousing Aspects. 

Note: It is crucial to save the data before proceeding to the next screen. Failure to do so, 

the summary/annexure will not appear in the final report.  



35  

Part 7 ς Dedicated Warehousing Aspects 
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41. The ñDedicated Warehousing Aspectsò consists of 17 questions related to the 

establishment front of warehouse operations. 

42. The data auto-fetched in this section is based on the following logic: 

Ques No. Logic 

Ques 1. Details of all the dedicated reservations are provided by the 

respective warehouse.  

Ques 2 B) Details of the security deposits received by the warehouse. 

43. The IO can edit the pre-filled data (subject to edit provision provided), enter 

details in the rest of the questions and click on the save button to save the 

details entered. 

44. The IO will provide their acknowledgement/non-acknowledgement against 

each certificate and enter their remarks, if any, in the provided space. 

45. After saving the details, the IO will click on the next button to proceed to the 

next screen, i.e., Annexure 1. 

Note: It is crucial to save the data before proceeding to the next screen. Failure to do so, 

the summary/annexure will not appear in the final report.  
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Annexure 1 

 


































































































