
SOP OF CANTEEN REQUISITION SYSTEM FOR OFFICERS: 

 

• Officers need to go on to the canteen portal (https://apps.dpiit.gov.in/canteen). The following 

page will be opened. 

 

 
 

• Officer need to login on to this portal by Email and Password received on their emails. After 

logging in for the first time, the system will prompt officers to reset their password. This is 

depicted in below screenshot. 

 

 
• After resetting the password, system will redirect officer on to the login page where officer need 

to login with the new password. 

https://apps.dpiit.gov.in/canteen


• After successful login, officers will land on their respective dashboard. This is depicted in the 

following image. 

 
 

• Officer can request items by clicking on ‘Add request items’ button in the above image. After 

clicking on this button following screen will be rendered. 

 

 
• In the above screen officer will need to select the canteen from which he/she intends to order.  

Officer can choose items from the dropdown list after selecting the canteen. This is depicted in 

the following image. 

 

 



• After adding the items, officer will need to click on ‘Request items’ button to forward the 

request. Also, officer can see the sent request on his/her dashboard. This is depicted in below 

image. 

 
• After the above step, the request will be forwarded to Canteen and ‘Requested Expenses’ will be 

shown as ‘Approved Expense’ once requested items are approved from canteen. This is depicted 

in below image. 

 

 
 

• Officer can also withdraw items before it is approved by the canteen by clicking on ‘Delete 

button’. This is shown in the below image. 

 



 
• After deletion, the status of item would be shown as ‘Withdrawal’. This is shown in below image. 

 

 


