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ms¯‹iY wbqš¿Y  

ms¯‹iY ZvwiL  nvjbvMv`  

1.0 4 RyjvB 2020 Lmov 

2.0 8 RyjvB 2020 wUwUGj wdWe¨vK n‡Z nvjbvMv`K…Z  

3.0 20 RyjvB 2020 BDGwU cieZ©x bZzb Kvh©ªµg mshy³  

4.0 10 AvMó 2020 nvjbvMv`K…Z ¯ŒxbkU Ges bZzb Kvh©ªµg mshy³ 

5.0 11 †m‡Þ¤^i 2020 bZzb Kvh©ªµg mshy³ 

6.0 26 Rvbyqvwi  c×wZ‡Z bZzb cwieZ©‡bi Kvi‡Y e¨enviKvix MvBW nvjbvMv`: 

- Awfbœ †KvwWs eøK _vKv cÖK‡íi wcGgBD/ wcAvBBDi we‡kl 

†Km e¨e ’̄vcbv 

- ev‡RU I †jb‡`‡bi Rb¨ †mM‡g›U-3 G Dcv`vb/ Dc-

Dcv`vb e¨env‡ii c×wZ cwieZ©b 

- ‡KvW cwieZ©‡bi Kvi‡Y WvUv web¨v‡mi nvjbvMv`  

- wefvM¸‡jvi mv‡_ †jb‡`‡bi ms‡hvM ’̄vcb 

- wcGgBD/ wcAvBBD ch©v‡q bZzb cwieZ©‡bi Kvi‡Y 

AvBBDGdAvi wi‡cvU© nvjbvMv` 

- wcAvBB&D †_‡K g~j AwMÖg ’̄vbvšÍ‡ii mv‡_ mg Í̄ †jb‡`b‡K 

hy³ Ki‡Z gvV Awd‡mi Kvh©ªµg nvjbvMv` 

 

7.0 27 †deªæqvwi ‡PK wmwiqvj nvjbvMv` Kvh©ªµg mshy³  
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mnvqZv †W¯‹ Ges mn‡hvwMZv  

‡h †Kv‡bv cÖkœ, AbymÜvb Ges/ A_ev mgm¨vi Rb¨ AbyMÖnc~e©K GB B‡gB‡j †hvMv‡hvM Kiæb  

support@pmapibas.freshdesk.com 

hLb AvBweGGm-wcGgGwc wm‡÷‡gi †Kv‡bv e¨enviKvix  

support@pmapibas.freshdesk.com wVKvbvq B‡gBj Ki‡eb ZLb wU‡KU wn‡m‡e 

FreshDesk  †`Lv hv‡e Ges mn‡hvwMZvi Rb¨ `vwqZ¡cÖvß G‡R›U FreshDesk e¨envi K‡i mivmwi 

Reve w`‡Z cvi‡eb|  

c×wZi e¨envi‡hvM¨Zv 

GB wefv‡M c×wZ ev wm‡÷gwUi mvaviY ˆewkó¨mg~n Ges e¨env‡ii †KŠkj e¨vL¨v Kiv n‡q‡Q| 

Kw¤úDUv‡i e¨env‡ii Dc‡hvMx gvb Ges mvaviY e¨envi‡hvM¨ miÄvg wb‡q G c×wZ mvRv‡bv n‡q‡Q hvi 

D‡Ïk¨ Gi e¨envi mnR Kiv Ges †kl ch©šÍ me©‡kl e¨enviKvix‡`i `ÿZv evov‡bv|   

 

e¨enviKvix cvmIqvW©  

hLb GKRb BDRvi ev e¨enviKvix m„wó nq A_ev e¨enviKvix Forget Password Ack‡b hv‡eb 

ZLb e¨enviKvixi †gvevBj †dv‡b  ÿz‡` evZv© ev GmGgG‡mi gva¨‡g encrypted one-time 

password (OTP) Avm‡e|  

e¨enviKvix‡K Zvi BDRvi AvBwW Ges GmGgG‡mi gva¨‡g cvIqv cvmIqvW© e¨envi K‡i G wm‡÷‡g 

XzK‡Z n‡e Ges GB cvmIqvW©‡K Zvi Abb¨ ev BDwbK cvmIqv‡W© cwieZ©b Ki‡Z n‡e|  

     civgk© : hLb e¨enviKvix GmGgG‡mi gva¨‡g cvIqv cvmIqvW© w`‡q  XzK‡eb ZLb  e¨enviKvix‡K  

      ¯̂qswµqfv‡e cvmIqvW© cwieZ©‡bi c„óvq wb‡q hv‡e|  

mailto:support@pmapibas.freshdesk.com
mailto:support@pmapibas.freshdesk.com


BANGLADESH INTEGRATED BUDGET AND ACCOUNTING SYSTEM - PROJECT MANAGEMENT ACCOUNTING PORTAL (IBAS-PMAP) 

7 of 70 

 

      civgk© : hLb e¨enviKvix GmGgG‡mi gva¨‡g cvIqv cvmIqvW© w`‡q  XzK‡eb ZLb wm‡÷g Zv‡K  

      cvmIqvW©  cwieZ©b bv Kiv ch©šÍ cÖ‡ekvwaKvi †`‡e bv ev Gi †Kv‡bv Kvh©ªµg †`Lvi my‡hvM †`‡e bv|  

iwm` ev fvDPvi †gby 

cÖ‡Z¨K fvDPv‡ii GKB kxl© †gby i‡q‡Q hvi g‡a¨ fvDPv‡ii Rb¨ KiYxq me Kvh©µg i‡q‡Q| †gby 

AvB‡Ug¸‡jv e¨enviKvixi eZ©gvb Kg©KvÛ Ges Zvi cÖ‡e‡kwaKv‡ii wfwË‡Z Kvh©Ki ev AKvh©Ki n‡e| 

D`vniY¯^iƒc - hw` †Kv‡bv e¨enviKvixi e¨q fvDPvi ms‡kvab ev ÔGwWUÕ Kivi †Kv‡bv cÖ‡ekvwaKvi bv 

_v‡K Zvn‡j e¨q fvDPv‡ii ÔGwWUÕ evUb Zvi Rb¨ memgq AKvh©Ki _vK‡e|  

 

 bZzb : bZzb ev new fvDPvi ‰Zwi Kiæb  

 ms‡kvab : cª`wk©Z fvDPvi ms‡kvab ev Edit Kiæb 

 msiÿY : fvDPvi msiÿY ev Save Kiæb  

 ev` †`Iqv : fvDPvi ev` ev  Delete Kiæb 

 mvd Kiv : ¯Œxb mvd ev Clear Kiæb 

 cwieZ©b Kiv : cwiewZ©Z ev reversed g~j¨mn bZzb fvDPvi m„wó Kiæb| mvaviYZ fvDPv‡i †Kv‡bv f~j n‡j Zv 

Aby‡gvw`Z nIqvi ci reverse Ackb e¨eüZnq|   

 Kwc ev ‡K¬vb : cÖ`wk©Z fvDPv‡ii Kwc Kiæb, mvaviYZ NYNY fvDPvi ˆZwi Ki‡Z GwU e¨eüZ nq|  

 Rgv : fvDPvi Aby‡gv`‡bi Rb¨ Rgv ev submit evU‡b wK¬K Kiæb 

 Aby‡gv`b: fvDPvi Aby‡gv`‡bi Rb¨ approve evU‡b wK¬K Kiæb 

 evwZj : fvDPvi evwZ‡ji Rb¨ reject evU‡b wK¬K Kiæb  

 wcÖ›U : fvDPvi wcÖ›U w`‡Z print evU‡b wK¬K Kiæb  

fvDPvi cybiæ×vi  

msiÿY Kiv fvDPvi Luy‡R †c‡Z cÖ‡Z¨K fvDPv‡ii GKwU cybiæ×vi mvabx ev retrieval tool _v‡K| GB 

Uzj fvDPv‡ii wewfbœ Z_¨ cÖ`k©b Ki‡e Ges e¨enviKvix †h †Kv‡bv Z_¨ QuvKwb ev wdëvi Ki‡Z cvi‡eb| 

hLb cÖZ¨vwkZ fvDPvi wba©vwiZ n‡e ZLb e¨e¯’vwUB fvDPvi cybiæ×vi Ki‡e Ges ¯Œx‡b Z_¨ †`Lv‡e|  

 

 

wdëv‡ii e¨envi 

wm‡óg †_‡K †Kv‡bv Z_¨ mn‡R Luy‡R †c‡Z ÔwdëviÕ LyeB Kvh©Ki Uzj| G e¨e¯’vq `yB ai‡Yi wdëvi 

i‡q‡Q- wm‡jw±f wdëvi Ges †U·U wdëvi| wm‡jw±f wdëvi mvaviYZ fvDPv‡ii Ae¯’v ev status 
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field Gi g‡Zv mxwgZ msL¨K gvb msL¨vi (Values)  ‡ÿ‡Î e¨eüZ nq †hLv‡b Lmov ev Draft, 

Aby‡gv`‡bi Rb¨ A‡cÿgvb ev  “Pending Approval”,  Aby‡gvw`Z “Approved” and evwZjK…Z 

ev  “Rejected”  gvb _vK‡Z cv‡i| Ab¨w`‡K Ô†U·U wdëviÕ fvDPvi AvBwW A_ev fvDPv‡ii eY©bvi 

g‡Zv AmsL¨ †ÿ‡Î e¨eüZ nq|  

wm‡jw±f wdëvi¸‡jv wdëvi wPý wn‡m‡e cÖ`wk©Z n‡e    ,    Avcwb wdëvi wP‡ýi Ici wK¬K Ki‡Z 

cv‡ib Ges wm‡ógB wdëv‡ii mg¯Í Value ev gvb cÖ`k©b Ki‡e| hLb mywbw ©̀ó gvb wbe©vPb Kiv n‡e, 

ZLb ¯^qswµqfv‡e wdëvi n‡q wbe©vwPZ Z_¨B cÖ`k©b Ki‡e|  

 

‡U·U wdëvi mvaviYZ ZvwjKvi kx‡l© k~b¨ jvBb wn‡m‡e cÖ`wk©Z n‡e| e¨enviKvix IB ïb¨ ¯’v‡b †h 

†Kv‡bv †U·U wjL‡j wm‡óg  †U·U  Abyhvqx wdëvi Ki‡e|  

 

 

 

 

MÖæwcs 

we‡køl‡Yi D‡Ï‡k¨ Z‡_¨i wefvR‡bi Rb¨ wKQz ¯Œx‡b MÖæwcs ˆewkó¨ i‡q‡Q| Kjvg wk‡ivbvg‡K (Column 

header) †U‡b MÖæwcs Gwiqvq ( wb‡Pi Q‡K cÖ`wk©Z) wb‡q ÔMÖæwcsÕ m¤úbœ Kiv †h‡Z cv‡i|   
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Kg©cÖevn  

c~e©-wba©vwiZ Ges Aby‡gvw`Z e¨emvwqK cÖwµqvi Ici wfwË K‡i  †jb‡`‡bi cÖ‡Z¨KwU ai‡Yi 

Rb¨ †h †Kv‡bv Kg©cÖevn‡K MÖnY Kivi mÿgZv G c×wZ‡Z i‡q‡Q| 
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cÖ‡Z¨K ai‡Yi †jb‡`‡bi eZ©gvb Kg© cÖwµqvi wfwË‡Z wm‡÷g A¨vWwgwb‡÷ªUi  Kg©cÖevn mvRv‡eb| 
Kg©cÖevn web¨vm GKRb Aby‡gvw`Z e¨enviKvix‡K wbw ©̀ó ai‡Yi †jb‡`b‡K Dj¤^  ( avivevwnKfv‡e) I 
Ab~fzwgKfv‡e ( wecixZfv‡e) Aby‡gv`‡bi AbygwZ †`q| Dj¤^ ev Vertical Aby‡gv`‡bi GKwU D`vniY 
n‡jv- cÖ_‡g †Kv‡bv fvDPvi mswkøó e¨e¯’vcK Aby‡gv`b K‡ib Ges Gici PzovšÍ Aby‡gv`b †`b cÖKí 
cwiPvjK| c×wZwU‡Z eZ©gv‡b 5 ch©v‡qi Dj¤^ Aby‡gv`b i‡q‡Q| Abyf~wgK Aby‡gv`‡bi D`vinY n‡jv- 
hLb †Kv‡bv fvDPvi e¨e¯’vcK ev Zvi Aa:¯’‡bi gva¨‡g Aby‡gv`b nq|  
 
 

  

Create / Edit 

• A voucher 
is created 
or edited 
(Draft) 

Submit 

• A voucher is 
submitted for 
approval 
(Submitted for 
approval) 

Approve 

• A voucher 
is awaiting 
final 
approval 
(Pending 
Approval) 

Final Approve 

• A voucher 
is finally 
approved 
and posted 
(Approved) 

Project Director (Final) 

Manager Deputy Manager Or 

Voucher 
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fvDPv‡ii aiY (Status)  

 fvDPvi hLb ˆZwi Ges msiÿY Kiv nq, ZLb GwU “Draft” Ges G Ae¯’vq G‡K m¤úv`bv Ges 

nvjbvMv` Kiv †h‡Z cv‡i|  

 hLb fvDPvi Aby‡gv`‡bi Rb¨ Rgv †`Iqv nq ZLb Gi aiY “Pending Approval” Ges 

wm‡÷g Zv Aby‡gv`‡bi Aby‡iva  cieZ©x Aby‡gvw`Z e¨enviKvixi Kv‡Q cvVv‡e|  

 `vwqZ¡cÖvß e¨enviKvix Aby‡gv`b Ki‡j hw` fvDPviwU PzovšÍ ev “Final” bv nq Zvn‡j wm‡÷g 

cieZ©x ch©v‡qi Aby‡gv`‡bi Rb¨ Av‡e`b cvVv‡e| ZLbI fvDPviwU “Pending Approval” 

wn‡m‡e _vK‡e|  

 hw` PzovšÍ Aby‡gv`bKvix fvDPviwU Aby‡gv`b K‡i ïaygvÎ ZLbB GwU `vßwiK wn‡m‡e we‡ewPZ 

n‡e Ges wnmveiÿ‡Y  XzK‡e, hvi gv‡b GwU Avw_©K cÖwZ‡e`‡b cÖwZdwjZ n‡e| 

hw` †Kv‡bv Aby‡gv`bKvix fvDPviwU evwZj K‡i Zvn‡j wm‡÷g Zv ‡diZ n‡e Ges ZLb 
fvDPviwU “Rejected” wn‡m‡e MY¨ n‡e|  

 

 wm‡óg ZLbB fvDPvi ms‡kvab Ges nvjbvMv` Kivi AbygwZ †`‡e hLb Gi Ae¯’vb  “Draft”  ev 

“Rejected” _vK‡e|  
 
 

 

Aby‡gv`‡bi Rb¨ fvDPvi Rgv  

fvDPvi msiÿ‡Yi ci GwU Aek¨B  Aby‡gv`‡bi Rb¨ Rgv w`‡Z n‡e| wm‡÷g ZLb fvDPviwU Kg©cÖev‡ni 

web¨vm Abyhvqx `vwqZ¡cÖvß Aby‡gv`bKvixi Kv‡Q cvVv‡e| 

1. Rgv †`Iqvi Rb¨ fvDPvi Ly‡R †ei Kiæb  

2. “Submit”  Gi Ici wK¬K Kiæb  

3. Rgv`vb wbwðZ Ki‡Z GKwU DB‡Ûv †`Lv‡e| †Kv‡bv gšÍe¨ _vK‡j †mLv‡b wjLyb Ges “Submit”  

Gi Ici wK¬K Kiæb  

4. ZLb fvDPviwUi Ae¯’v cwiewZ©Z n‡q “Pending Approval” n‡e| 

*civgk© : e¨‡qi ‡ÿ‡Î †Kv‡bv fvDPvi hw` evwl©K ev‡R‡U _vKv cwigvY AwZµg K‡i Zvn‡j wm‡÷g †mB 

fvDPv‡ii Rgv`vb evwZj Ki‡e|  
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Aby‡gv`b ch©v‡q _vKv fvDPvi  

Aby‡gv`‡bi Rb¨ fvDPvi Rgv †`Iqvi ci wm‡÷g `vwqZ¦cÖvß Aby‡gv`bKvixi Kv‡Q Zv cvwV‡q †`q Ges 

hw` cÖwZôvbwUi  B‡gBj mvf©vi _v‡K Zvn‡j wm‡÷g ¯^qswµqfv‡e Aby‡gv`bKvix‡K mZK© Ki‡e|  

1. fvDPv‡ii Rb¨ “authorized approver”   wn‡m‡e jM Bb Kiæb 

2. ¯Œx‡bi Ic‡ii w`‡K “Task List”  Gi Ici wK¬K Kiæb  

 

3.wm‡÷g Aby‡gv`‡bi Rb¨ A‡cÿgvb mKj fvDPvi cÖ`k©b Ki‡e  

 

 

civgk©:  Avcwb B‡”Q Ki‡j Kg©ZvwjKv ev “Task List”  G‡·j ev wcwWGd Ki‡Z cv‡ib  

civgk©: †Kv‡bv we‡kl gvb`Û LyR‡Z Avcwb wdëvi mviYx e¨envi Ki‡Z cv‡ib 

 

 
 

4.Aby‡gv`‡bi Rb¨ Rgv †`Iqv fvDPvi b¤^‡ii Ici wK¬K Kiæb| 

5.wm‡÷g mswkøó fvDPvi cÖ`k©b Ki‡e| 

6.“Approve” A_ev  “Reject”  wK¬K Kiæb|  

7.Kidvi‡gkb ¯Œx‡b Avcbvi gšÍe¨ _vK‡j wjLyb Ges Gici  

“Approve” A_ev  “Reject”  wK¬K Kiæb|  
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*civgk© : e¨‡qi ‡ÿ‡Î †Kv‡bv fvDPvi hw` evwl©K ev‡R‡U _vKv cwigvY AwZµg K‡i wm‡÷g †mB fvDPv‡ii 

Rgv`vb evwZj Ki‡e|  

Kg©cÖev‡ni BwZnvm  

‡h †Kv‡bv mg‡q e¨enviKvix fvDPv‡ii status Gi Ici wK¬K Ki‡Z cv‡ib Ges wm‡÷g ZLb GKwU 

ÔDB‡ÛvÕ †`Lv‡e hvi g‡a¨ gšÍe¨, ZvwiL I mgqmn fvDPv‡ii Rb¨ mKj Rgv`vb I Aby‡gv`b  Kvh©ªµg 

i‡q‡Q|  
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wm‡÷g A¨vWwgwb‡óªkb  

GB wm‡÷g ev c×wZi cÖkvmKiv n‡”Qb †mB ai‡Yi e¨enviKvix hv‡`i G‡Z m¤úyY© cÖ‡e‡kwaKvi i‡q‡Q 

Ges Zviv cy‡iv e¨e¯’vi web¨vm I KbwdMv‡ik‡bi `vwqZ¡cÖvß|  

 

c×wZi wbivcËv 

e¨enviKvix MÖæc 

GKB ai‡Yi AwaKvi †i‡L Kvh©ªµg MÖæc ˆZwi †hgb- wcGgBD, wcAvBBD e¨enviKvix BZ¨vw`   

 

e¨enviKvix ev BDRvi MÖæc ˆZwi  

1. wmwKDwiwU gwWDj †_‡K User Groups wbe©vPb Kiæb 

2. New Gi Ici wK¬K Kiæb 

3. BDRvi MÖæ‡ci bvg cÖ‡ek Kiæb 

4. Save Gi Ici wK¬K Kiæb  

 

e¨enviKvix MÖæc cybiæ×vi/ ms‡kvab  

1. wmwKDwiwU gwWDj †_‡K User Groups wbe©vPb ev Select Kiæb 

2. cybiæ×vi ev Retrieve ZvwjKv †_‡K AvB‡Ug cybiæ×vi Kiæb  
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*civgk© : †Kv‡bv AvB‡Ug LuyR‡Z Avcwb †KvW ev †Kv‡bv eY©bvi Askwe‡kl retrieval field Gi g‡a¨ UvBc 

Ki‡Z cv‡ib 

1. AvB‡Ug cybiæ×v‡ii ci Edit Gi Ici wK¬K Kiæb 

2. Z_¨ ms‡kvab Kiæb 

3. Save Gi Ici wK¬K Kiæb  

 

cÖ‡e‡ki AwaKvi  

wm‡÷g A¨vWwgwb‡÷ªUi ev cÖkvmK  cÖ‡Z¨K BDRvi MÖæ‡ci Rb¨ Aby‡gvw`Z Kvh©ªµg wba©viY Ki‡Z cv‡ib, 

hv Av‡Mi Aa¨v‡q cÖ`k©b Kiv n‡q‡Q|  

 

cybiæ×vi/ms‡kvab cÖ‡ekvwaKvi  

1. wmwKDwiwU gwWDj †_‡K Access Rights wbe©vPb ev Select Kiæb 

2. cybiæ×vi ev Retrieve ZvwjKv †_‡K User Groups cybiæ×vi Kiæb  
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*civgk© : †Kv‡bv AvB‡Ug LuyR‡Z Avcwb †KvW ev †Kv‡bv eY©bvi Askwe‡kl retrieval field Gi g‡a¨ UvBc Ki‡Z 

cv‡ib 

3.  BDRvi MÖæc cybiæ×v‡ii ci Edit Gi Ici wK¬K Kiæb 

4. Functions table ev Kvh©ªµg Q‡K Avcwb new function ev bZzb Kvh©ªµg †hvM, update ev 

nvjbvMv` A_ev delete existing function ev we`¨gvb Kvh©ªµg ev` w`‡Z cv‡ib  

5. Kvh©ªµg Q‡K Save Changes Gi Ici wK¬K Kiæb  

6. Save Gi Ici wK¬K Kiæb  

 

e¨enviKvix m„wó 

User Creation  ¯Œxb e¨envi K‡i bZzb e¨enviKvix ev New users m„wó Kiv †h‡Z cv‡i 

 

*civgk© : GB e¨e ’̄v GKevi e¨env‡ii Rb¨ ˆ`ePqb wfwË‡Z cvmIqvW© (IwUwc) ˆZwi Ki‡e Ges e¨enviKvixi 

†gvevBj b¤^‡i Zv cvVv‡e|  

* civgk© : GB e¨e ’̄vi me cvmIqvW© encrypted ev Z_¨ ev DcvË‡K †Kv‡W  iæcvšÍi Kiv, hvi D‡Ïk¨ GwU 

wbwðZ Kiv †h, †KD e¨enviKvix‡`i cvmIqvW© Rvb‡Z cvi‡e bv|  

cvmIqvW© cvIqvi ci e¨enviKvix‡K wm‡÷‡g cÖ‡ek Ki‡Z n‡e Ges wm‡÷gB e¨envix‡K cvmIqvW© 

cwieZ©b ev Change Password c„óvq wb‡q hv‡e| ‰Zwi cvmIqvW©‡K cwieZ©b K‡i bZzb cvmIqvW© 

Qvov e¨enviKvix GB wm‡÷‡g cÖ‡ekvwaKvi cv‡eb bv|  

Z‡e bZzb †Kv‡bv bZzb e¨enviKvix jM-Bb Ki‡j  wZwb GB wm‡÷‡gi †Kv‡bv Kg©Kv‡Û XzK‡Z cvi‡eb 

bv| wm‡÷g A¨vWwgwb‡÷ªUi e¨enviKvix‡`i myweav wba©viY ev cwieZ©b Ki‡Z GB  Function e¨envi 

Ki‡eb|  

cybiæ×vi/ ms‡kvab web¨vm  

1.wmwKDwiwU gwWDj †_‡K User Setup wbe©vPb ev Select Kiæb 
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2.cybiæ×vi ev Retrieve ZvwjKv †_‡K User  cybiæ×vi Kiæb 

3. Edit Gi Ici wK¬K Kiæb 

e¨enviKvix Z_¨  

GB U¨v‡e e¨enviKvix‡`i Rb¨ †gŠwjK Z_¨ i‡q‡Q| Gi g‡a¨ wnmveiÿY Kvh©vj‡qi wdì i‡q‡Q, hv 

wbe©vPb Ki‡j e¨enviKvix‡`i m„ó mKj fvDPvi default value n‡q hv‡e|  

 

WvUv ev Dcv‡Ë cÖ‡ekvwaKvi  

cÖ‡qvRb n‡j GB U¨ve †KvwWs eøK †KvWmg~‡ni Ici wewawb‡la Av‡ivc Kivi Rb¨ e¨eüZ n‡e | Gi 

g‡a¨ i‡q‡Q me wefv‡Mi †KvwWs eø‡Ki ZvwjKv| wm‡÷g A¨vWwgwb‡÷ªUi †h †Kv‡bv wefv‡Mi †h †Kv‡bv 

†Kv‡Wi WvUvi Ici wewawb‡la Av‡ivc Ki‡Z cv‡i| D`vniY¯^iƒc- Cost Center wd‡ì hw` wkÿv 

gš¿Yvjq †KvWwU wbe©vPb Kiv nq Zvn‡j ïaygvÎ wkÿv gš¿Yvj‡qi m‡½ mswkøó e¨enviKvix Z_¨ cÖ‡ek 

A_ev cÖ`k©‡bi AbygwZ cv‡eb|  

 

e¨enviKvixi Z_¨ (User Information) U¨v‡e  wnmveiÿY Kvh©vjq ev Accounting Office Gi 

Ici wewawb‡la Av‡ivc Ki‡Z “Restrict A/c Office” ‡PKe· e¨envi Kiv †h‡Z cv‡i|  
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e¨enviKvixi c~e© wba©vwiZ weKí ev User Defaults 

mswkøó e¨enviKvixi Rb¨ GB U¨ve Ôdefault Coding Block valuesÕ wba©vi‡Yi Rb¨ e¨enƒZ n‡e| 

e¨enviKvix hLb bZzb fvDPvi ˆZwi Ki‡eb ZLb Gme wWdë ¯^qswµqfv‡e Avm‡e, wKš‘ e¨enviKvix  

f¨vjy cwieZ©b Ki‡Z cvi‡eb hw` ÔWvUv A¨vK‡mm U¨veÕ wewawb‡la Av‡ivc bv K‡i|  

 

 

 

e¨enviKvixi f‚wgKv (User Roles)  

e¨enviKvixi f‚wgKv welqK (User Roles ) U¨ve `jMZ m`m¨c` wbiƒcb K‡i hv e¨enviKvix MÖæ‡ci 

Kvh©ªµg (Users Group function )™^viv wba©vwiZ| hLb †Kv‡bv e¨enviKvix mywbw ©̀ó MÖæc ev `‡ji 

m`m¨ nb, wZwb ¯^qswµqfv‡e IB MÖæ‡c cÖ‡e‡kwaKvi cvb, hv  cÖ‡e‡ki AwaKvi Kvh©ªµg (Access 

Rights function) Øviv  wba©vwiZ|  

 

 

 

‡idv‡iÝ WvUv  

‡idv‡iÝ WvUv n‡jv gvóvi †Uwej¸‡jvi WvUv, hv G e¨e¯’vi g‡a¨ ¯Œxb I fvDPv‡ii g‡a¨ evQvB ZvwjKv 

dig¨vU †_‡K mvaviYZ cÖ`wk©Z nq| †hgb- Bank Codes, Vendor Codes, etc. 

‡h †Kv‡bv gvóvi‡KvW hvPvB Kiv ¸iæZ¡c~Y© GwU wbwðZ Ki‡Z †h, †Kv‡bv bZzb †KvW ˆZwii Av‡M Zv 

†idv‡iÝ †Uwe‡j Av‡M †_‡K wQj bv| GwU ¯^”Q WvUv cÖvwß Ges  wi‡cv‡U©i mwVKZv wbwðZ Ki‡e|  
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wnmveiÿY Kvh©vjq (Accounting Office) 

Accounting Office mKj fvDPv‡ii †ÿ‡Î e¨eüZ nq| †hLv‡b fvDPvi ˆZwi nq †mLv‡b wnmve iÿY 

Awd‡mi Z_¨ Rgv _v‡K| 

 

 

 

Accounting Office ‰Zwi Kiæb  

1. A¨vWwgb gwWDj †_‡K Accounting Office wbe©vPb ev Select Kiæb  

2. New wK¬K Kiæb  

3. accounting office information G Enter w`b  

4. Save wK¬K Kiæb  

 

Accounting Office cybiæ×vi (Retrieve ) / ms‡kvab (Edit) 

1. A¨vWwgb gwWDj †_‡K Accounting Office wbe©vPb ev Select Kiæb  

2. .cybiæ×vi ev Retrieve ZvwjKv †_‡K AvB‡Ug cybiæ×vi Kiæb 
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*civgk© : †Kv‡bv AvB‡Ug LuyR‡Z retrieval field Gi g‡a¨ Avcwb †KvW ev †Kv‡bv eY©bvi Askwe‡kl UvBc Ki‡Z 

cv‡ib 

3.cybiæ×v‡ii ci Edit Gi Ici wK¬K Kiæb  

4.Z_¨ ms‡kvab Kiæb 

5. Save Gi Ici wK¬K Kiæb 

 

e¨vsK wnmve (Bank Accounts) 

e¨vsK wnmve ev A¨vKvD›U me ai‡Yi e¨q I ivR¯^ fvDPv‡ii Rb¨ e¨eüZ nq| GwU e¨q cwi‡kva Ges 

ivR¯^ Rgv nIqv m¤úwK©Z e¨vsK wnmv‡ei Z_¨ gRy` K‡i|  

 

Bank Account ‰Zwi Kiæb  

1. A¨vWwgb gwWDj †_‡K Bank Accounts wbe©vPb ev Select Kiæb  

2. New wK¬K Kiæb  

3. e¨vsK wnmv‡ei Z_¨ cÖ‡ek Kiæb   
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4. ‡P‡Ki wmwiqvj b¤^‡ii ïiæi msL¨v cÖ‡ek Kiæb | e¨q fvDPvi m¤ú~Y©fv‡e Aby‡gvw`Z _vK‡j 

wm‡óg  GKwU †PK b¤^i w`‡Z GB b¤^i e¨envi Ki‡e Ges cieZ©x e¨q fvDPv‡ii Rb¨ cÖ¯‘Z Ki‡Z 

GKwU †PK wmwiqvj b¤^i evov‡e|  

5. Coding Block tab Gi Ici wK¬K Kiæb  

6. 5 †mM‡g‡›Ui e¨vsK A¨vKvD›U †KvwWs eøK cÖ‡ek Kiæb 

7. Save wK¬K Kiæb  

 

 

Bank Account cybiæ×vi (Retrieve ) / ms‡kvab (Edit) 

1. A¨vWwgb gwWDj †_‡K Bank Accounts wbe©vPb ev Select Kiæb  

2. .cybiæ×vi ev Retrieve ZvwjKv †_‡K AvB‡Ug cybiæ×vi Kiæb 

 

 

 

*civgk© : †Kv‡bv AvB‡Ug LuyR‡Z retrieval field Gi g‡a¨ Avcwb †KvW ev †Kv‡bv eY©bvi Askwe‡kl UvBc Ki‡Z cv‡ib 

3.cybiæ×v‡ii ci Edit Gi Ici wK¬K Kiæb  

4. Z_¨ ms‡kvab Kiæb 

5. Save Gi Ici wK¬K Kiæb 

 

weGwmGm †KvW 

weGwmGm †KvW ˆZwi A_ev m¤úv`bv Ki‡Z GB Kvh©ªµg e¨envi Kiæb  

weGwmGm AvB‡Ug ˆZwi  

1. A¨vWwgb gwWDj †_‡K “BACS Codes”  wbe©vPb ev Select Kiæb  

2. New wK¬K Kiæb  

3.  weGwmGm †Uwej wbe©vPb Kiæb (D`vniY : “object”) 

4. weGwmGm AvBwW cÖ‡ek Kiæb ( D`vniY : 1183)  

5. eY©bv cÖ‡ek Kiæb ( ¯’vbxq Ges Bs‡iwR fvlvq)   

6. g~j †KvW (parent code)  wbe©vPb Kiæb (D`vniY : 1180) 
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7. Save wK¬K Kiæb  

 

 

weGwmGm cybiæ×vi (Retrieve ) / ms‡kvab (Edit) 

1. A¨vWwgb gwWDj †_‡K “BACS Codes”  wbe©vPb ev Select Kiæb  

2. cybiæ×vi ev Retrieve ZvwjKv †_‡K AvB‡Ug cybiæ×vi Kiæb 

 

*civgk© : †Kv‡bv AvB‡Ug LuyR‡Z retrieval field Gi g‡a¨ Avcwb †KvW ev †Kv‡bv eY©bvi Askwe‡kl UvBc 

Ki‡Z cv‡ib 

3.cybiæ×v‡ii ci Edit Gi Ici wK¬K Kiæb  

4. Z_¨ ms‡kvab Kiæb 

5. Save Gi Ici wK¬K Kiæb 

 

MÖnxZv(Payee)  

GB U¨ve e¨q Ges gvV ch©v‡q cwi‡kv‡ai fvDPv‡ii †¶‡Î e¨enƒZ nq  
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MÖnxZv ˆZwi  (Create Payee)  

     1 . A¨vWwgb gwWDj †_‡K Payee  wbe©vPb Kiæb 

     2. New Gi Ici wK¬K Kiæb 

     3.  MÖnxZvi Z_¨ cÖ‡ek Kiæb 

     4. Save  Gi Ici wK¬K Kiæb  

 

MÖnxZv (Payee)  cybiæ×vi/ m¤úv`bv 

    1. A¨vWwgb gwWDj †_‡K Payee wbe©vPb (  Select ) Kiæb  

    2. cybiæ×vi (Retrieve)  ZvwjKv †_‡K AvB‡Ug Luy‡R †ei Kiæb  

 

 

 

*civgk© : †Kv‡bv AvB‡Ug LuyR‡Z retrieval field Gi g‡a¨ Avcwb †KvW ev †Kv‡bv eY©bvi Askwe‡kl UvBc Ki‡Z cv‡ib 
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3. AvB‡Ug cybiæ×v‡ii ci Edit wK¬K Kiæb  

    4. Z_¨ ms‡kvab Kiæb 

    5. Save  Gi Ici wK¬K Kiæb 

Avw_©K mgqKvj (Fiscal Period)  

GwU AZ¨šÍ ¸iæZ¡c~Y© Kvh©ªµg Ges mvaviYZ bZzb, Dš§y³ / eÜ Avw_©K mgqKvj Avw_©K mgqKvj ‰Zwi 

Ges eZ©gvb Avw_©K mgqKv‡j wbiƒc‡Y e¨enƒZ nq|  

       * civgk© : hLb mgqKvj eZ©gvb ev “Current” _vK‡e ZLb †Kv‡bv bZzb fvDPvi ˆZwii mgq  ¯^qswµqfv‡e Zv 
Dc¯’vcb Ki‡e | 
      * civgk© : hLb mgqKvj Dš§y³ bq ZLb e¨enviKvix fvDPv‡ii g‡a¨ mgqKvj wbe©vPb Ki‡Z cvi‡eb bv |  
 
 

 

 

bZzb Avw_©K mgqKvj (New Fiscal Period)  ˆZwi  

     1. †Rbv‡ij †jRvi gwWDj †_‡K  Fiscal Periods wbe©vPb Kiæb Ges New Gi Ici wK¬K Kiæb|   

2. eZ©gvb mgqKvj ev current period †PK e· wbe©vPb Kiæb hw` wm‡ó‡g byZb Avw_©K mgqKvj 
eZ©gvb mgqKvj n‡q _v‡K|  
g‡b ivLyb, GKB mg‡q “Current Period” wn‡m‡e ỳwU mgqKvj wbiƒcb Ki‡Z cvi‡eb bv| G 

Kvi‡Y Avcbv‡K bZzb mgqKvj‡K eZ©gvb wn‡m‡e wbiƒcb Kivi Av‡M  other period  ev Ab¨ 

mgqKvj Ack‡b †h‡q “Current Period” ev` (remove)  w`‡Z n‡e|  
  
1. Open Period ev  Dš§y³ mgqKvj wbe©vPb Kiæb  

2. Fiscal Year ev  A_©eQi  cÖ‡ek Kiæb 
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3. Fiscal Period ev Avw_©K mgqKvj cÖ‡ek Kiæb  

4. Save Gi Ici wK¬K Kiæb 
  

Avw_©K mgqKvj cybiæ×vi/ m¤úv`bv  
    1. ‡Rbv‡ij †jRvi gwWDj †_‡K Fiscal Periods wbe©vPb (  Select ) Kiæb  

    2. cybiæ×vi (Retrieve)  ZvwjKv †_‡K Fiscal Periods  Luy‡R †ei Kiæb  
    3. cÖ‡qvRbxq ms‡kvab Kiæb  

    4. Save Gi Ici wK¬K Kiæb 
 

gy «̀v (Currency)  

gy «̀v ev Currency U¨ve  gy`«v m¤ú‡K© AeMZ n‡Z Ges gy`«vi wewbgq nv‡ii nvjbvMv` Z_¨ †c‡Z e¨enƒZ 

nq| G¸‡jv Av‡M †_‡KB wm‡ó‡g Avc‡jvW i‡q‡Q|  

 

 

gy «̀v ev Currency cybiæ×vi/ m¤úv`bv  

    1. A¨vWwgb gwWDj †_‡K Currency wbe©vPb ( Select ) Kiæb  

    2. cybiæ×vi (Retrieve)  ZvwjKv †_‡K AvB‡Ug Luy‡R †ei Kiæb  
 

 

*civgk© : †Kv‡bv AvB‡Ug LuyR‡Z retrieval field Gi g‡a¨ Avcwb †KvW ev †Kv‡bv eY©bvi Askwe‡kl UvBc Ki‡Z cv‡ib 
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     3. cybiæ×v‡ii ci Edit wK¬K Kiæb  
     4. wewbgq nvi ms‡kvab Kiæb  
     5. Save Gi Ici wK¬K Kiæb 
 

†P‡Ki wmwiqvj nvjbvMv`KiY (Cheque Serial Update)  

GB Kvh©µg cÖKí cixwe¶Y BDwbU (PMUs) Ges cÖKí ev¯ÍevqbKvix BDwbU  (PIUs )KZ©„K e¨vs‡Ki 
†P‡Ki wmwiqvj nvjbvMv` Kivi Kv‡R e¨enƒZ n‡e|  

 

 

†PK wmwiqvj cybiæ×vi/ m¤úv`bv  

    1. A¨vWwgb gwWDj †_‡K Cheque Serial wbe©vPb ( Select ) Kiæb  

    2. cybiæ×vi (Retrieve)  ZvwjKv †_‡K e¨vsK Luy‡R †ei Kiæb  
 

 

*civgk© : e¨vsK LuyR‡Z retrieval field Gi g‡a¨ Avcwb e¨vsK †KvW ev †Kv‡bv eY©bvi Askwe‡kl UvBc Ki‡Z cv‡ib 
 

    3. e¨vsK cybiæ×v‡ii ci Edit wK¬K Kiæb  
    4. ‡PK wmwiqvj b¤^i  ms‡kvab Kiæb  
    5. Save Gi Ici wK¬K Kiæb 

 

ev‡RU wbqš¿Y gwWDj  

ev‡RU wbqš¿Y gwWDj me ch©v‡qi evwl©K ev‡RU e¨e¯’vcbvi †¶‡Î e¨nƒZ nq|  
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evwl©K ev‡RU  

evwl©K ev‡RU AvB‡Ug cybiæ×vi I m¤úv`bv  

    1. ev‡RU wbqš¿Y gwWDj (Budget Controls Module)  †_‡K Annual Budget wbe©vPb Kiæb  

    2. cybiæ×vi (Retrieve)  ZvwjKv †_‡K Annual Budget AvB‡Ug Luy‡R †ei Kiæb ( mywbw`©ó   
ev‡RU  AvB‡Ug LyR‡Z we`¨gvb wdëvi e¨envi Ki‡Z cv‡ib)  
 

 

 

3. Edit wK¬K Kiæb 

4. cÖ‡qvRbxq Z_¨ nvjbvMv` Kiæb | g‡b ivLyb wm‡÷g ïaygvÎ  ÔAllow to Exceed and Active   
flagsÕ nvjbvMv‡`i Aby‡gv`b †`‡e 
 
 

 
 

 

    5. Save Gi Ici wK¬K Kiæb  

6.Drm †jb‡`b¸‡jv cÖ`k©b Ki‡Z YTD Actual amount Gi c‡i  Amount ev cwigvY ¯’v‡b 

wK¬K Kiæb |  

   * civgk©: mswkøó Aby‡gvw`Z I †cvó Kiv †jb‡`b cÖ`k©‡b Allocation Amount  Gi Ici wK¬K Kiæb 
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     * civgk©: mswkøó Aby‡gvw`Z I †cvó Kiv e¨q fvDPvi cÖ`k©‡b YTD  amount Gi Ici wK¬K Kiæb 

 

ev‡RU ¯’vbvšÍi I cwic~iK  

 

hLb m¤úyiK ev‡RU Aby‡gvw`Z n‡e ZLb ev‡RU ¯’vbvšÍi fvDPvi GB wm‡÷‡g Aby‡gvw`Z m¤úyiK ev‡RU  

‰Zwi‡Z e¨eüZ n‡e|  

ev‡RU ¯’vbvšÍi fvDPvi ˆZwi 

1. ev‡RU K‡›Uªvj gwWDj †_‡K Budget Transfer  wbe©vPb Kiæb 

2. New Gi Ici wK¬K Kiæb 

3. cÖ‡qvRb n‡j default date  cwieZ©b Kiæb 

4. cÖ‡qvRb n‡j default Fiscal Period cwieZ©b Kiæb; g‡b ivLyb wm‡÷g ïay Db¥y³ Avw_©K 

mgqKvj cÖ`k©b Ki‡e|  

5. Accounting Office  wbe©vPb Kiæb 

6. ¯’vbvšÍ‡ii aiY wbe©vPb Kiæb (Transfer A_ev  Supplementary) 

7. eY©bv cÖ‡ek Kiæb 

8. bZzb AvB‡Ug †hvM Kiæb (AvB‡Ug ch©v‡q New wK¬K Kiæb)  

 

 

9. jvBb AvB‡Ug ( eY©bv, †KvwWs eøK Ges cwigvY) cÖ‡ek Kiæb Ges AvB‡UgwU  

msiÿY Ki‡Z Update Gi Ici wK¬K Kiæb 

 

*civgk©: jvBb AvB‡Ug nvjbvMv` Kivi ci †KvWwUi eY©bv cÖ`k©‡b Avcwb gvD‡mi Kvimi ‡h ‡Kv‡bv †KvwWs eøK †Kv‡W wb‡Z 

cv‡ib  
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* civgk©: jvBb AvB‡Ug nvjbvMv` Kivi ci cÖ‡Z¨K AvB‡U‡gi ev‡R‡Ui wnmve wbKvk cÖ`k©‡b jvB‡bi †kl w`‡K cÖkœ wP‡ýi 

w`‡K gvD‡mi Kvimi wbb|  
 

10.  AviI AvB‡Ug †hvM Ki‡Z 7 Ges 8 b¤^i av‡c cybivq hvb 

11.  Save Gi Ici wK¬K Kiæb 

12. Aby‡gv`‡bi Rb¨ fvDPvi Rgv( Submit)w`b  

gšÍe¨  

*cwic~i‡Ki †ÿ‡Î cÖ‡Z¨K fvDPv‡ii Kgc‡ÿ GKwU jvBb AvBU‡g Ges ev‡RU ’̄vbvšÍ‡ii †ÿ‡Î ỳwU jvBb AvB‡Ug 

_vKv DwPZ 

* fvDPvi msiÿY Kivi ci Gi Ae ’̄v “Draft” wn‡m‡e cÖ`k©b Ki‡e| 

 

ev‡RU ¯’vbvšÍi fvDPvi cybiæ×vi I m¤úv`bv  

e¨enviKvix ev‡RU ¯’vbvšÍi fvDPvi m¤úv`bv I cwieZ©b Ki‡Z cv‡ib,hw` ïaygvÎ fvDPv‡ii aiY Lmov 

(Draft) A_ev evwZj (Rejected) nq| Aby‡gv`‡bi Rb¨ A‡cÿgvb (Pending Approval) Ges 

Aby‡gvw`Z (Approved) fvDPvi m¤úv`bv Kiv hv‡e bv|  

  fvDPvi wd‡i †c‡Z A_ev m¤úv`bv Ki‡Z: 

    1. ev‡RU wbqš¿Y gwWDj (Budget Controls Module)  †_‡K Budget Transfer Voucher 
wbe©vPb Kiæb  

    2. cybiæ×vi (Retrieve)  ZvwjKv †_‡K fvDPvi Luy‡R †ei Kiæb  

 

 

 

 

 

 

 

g‡b ivLyb †h, mywbw`©ó fvDPvi LuyR‡Z †h †Kv‡bv Kjv‡gi Rb¨ Avcwb wdëvi  e¨envi Ki‡Z cv‡ib  

     3. fvDPvi cybiæ×v‡ii ci Edit wK¬K Kiæb|   

     4.  fvDPvi nvjbvMv` Kiæb, jvBb AvB‡Ug nvjbvMv` Ki‡Z cÖ_‡g Edit wK¬K Kiæb Ges c‡i  
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         Update wK¬K Kiæb|  

5. Save Gi Ici wK¬K Kiæb|  

6. Aby‡gv`‡bi Rb¨ fvDPvi Rgv (Submit) w`b  

 

ev‡RU Avc‡jvW 

 

ev‡RU Avc‡jvW ˆZwi  

1. ev‡RU K‡›Uªvj gwWDj †_‡K Budget Upload wbe©vPb Kiæb 

2. New Gi Ici wK¬K Kiæb 

3. eQi Ges A¨vKvDw›Us Awdm wbe©vPb Kiæb 

4.  e¨enviKvix g¨vbyqvwj †Uwe‡j bZzb ev‡RU AvB‡Ug †hvM Ki‡Z cv‡ib A_ev ev‡RU Avc‡jvW 

†Ug‡cø&U kxU e¨envi K‡i G‡·j kxU ‰Zwi Ki‡Z cv‡ib|  
 

*civgk©: jvBb AvB‡Ug nvjbvMv` Kivi ci †KvWwUi eY©bv cÖ`k©‡b Avcwb gvD‡mi Kvimi ‡h ‡Kv‡bv †KvwWs eøK †Kv‡W wb‡Z 

cv‡ib  

            * civgk©: jvBb AvB‡Ug nvjbvMv` Kivi ci cÖ‡Z¨K AvB‡U‡gi ev‡R‡Ui wnmve wbKvk cÖ`k©‡b jvB‡bi †kl w`‡K cÖkœ  

              wP‡ýi w`‡K gvD‡mi Kvimi wbb|  

 

5. Save Gi Ici wK¬K Kiæb|  

6. Aby‡gv`‡bi Rb¨ fvDPvi Rgv (Submit) w`b  
 

 

gšÍe¨  

 evowZ Aby‡gv`‡bi Receipt ( cÖvwß ¯^xKvicÎ) G ‘Y’ mn GKwU we‡qvM wPý _vK‡Z n‡e 
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 e¨‡qi ‡ÿ‡Î  ‘N’ wPý _vK‡Z n‡e 

 cÖK‡íi Dcv`vb/ Dc-Dcv`vb LuyR‡Z ‡cÖvMÖvg †KvW Kjvg †jb‡`‡bi Rb¨ ˆZwi mywbw`©ó †KvW 

e¨envi K‡i| †jb‡`‡bi †iKW©mg~n cÖK‡íi wdì Awd‡mi weGwmGm 15 wWwR‡Ui †KvW  

g¨vwcs‡qi gva¨‡g AvBweGm ++ G ¯’vbvšÍwiZ nq|  

 cÖ‡Z¨K fvDPv‡ii Kgc‡ÿ GKwU jvBb AvB‡Ug _vKv DwPZ 

 ev‡RU msiÿY (Save ) Kivi ci Gi Ae¯’v “Draft” wn‡m‡e cÖ`k©b Ki‡e, hv Aby‡gvw`Z bv 

nIqv ch©šÍ evwl©K ev‡R‡U bw_fz³ (posted) n‡e bv |   

 ev‡RU Avc‡jvW dvB‡j we‡kl msL¨vgvb (Special character value )Aby‡gvw`Z n‡e bv|  

 

ev‡RU Avc‡jvW cybiæ×vi/ ms‡kvab  

 

e¨enviKvix ev‡RU ¯’vbvšÍi  m¤úv`bv I cwieZ©b Ki‡Z cv‡ib,hw` ïaygvÎ ev‡R‡Ui aiY Lmov 

(Draft) A_ev evwZj (Rejected) nq| Aby‡gv`‡bi Rb¨ A‡cÿgvb (Pending Approval) 

Ges Aby‡gvw`Z (Approved) ev‡RU  m¤úv`bv Kiv hv‡e bv|  

  

fvDPvi wd‡i †c‡Z A_ev m¤úv`bv Ki‡Z: 

    1. ev‡RU wbqš¿Y gwWDj (Budget Controls Module)  †_‡K Budget Upload  wbe©vPb Kiæb  

    2. cybiæ×vi (Retrieve)  ZvwjKv †_‡K Budget Luy‡R †ei Kiæb  

 

 

 

g‡b ivLyb †h, mywbw`©ó ev‡RU LuyR‡Z †h †Kv‡bv Kjv‡gi Rb¨ Avcwb wdëvi  e¨envi Ki‡Z cv‡ib  

     3. ev‡RU cybiæ×v‡ii ci Edit wK¬K Kiæb|   

     4.  ev‡RU nvjbvMv` Kiæb, jvBb AvB‡Ug nvjbvMv` Ki‡Z cÖ_‡g Edit wK¬K Kiæb Ges c‡i  

         Update wK¬K Kiæb|  

      5.Save Gi Ici wK¬K Kiæb|  

     6.Aby‡gv`‡bi Rb¨ ev‡RU Rgv (Submit) w`b  
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e¨q gwWDj 

msMV‡bi mKj e¨‡qi †iKW© ivL‡Z e¨q gwWDj e¨eüZ nq| e¨envi‡hvM¨ ev‡R‡Ui Ici wbf©i K‡i GB 

wm‡÷g ev‡R‡Ui AwZwi³ †Kv‡bv e¨q †cvwós Aby‡gv`b Ki‡e bv|  

e¨q fvDPvi  

 

e¨q fvDPvi ‰Zwi  

1. e¨q gwWDj †_‡K Expense Voucher wbe©vPb Kiæb 

2. New Gi Ici wK¬K Kiæb 

3. e¨‡qi aiY ev Expense Type wbe©vPb Kiæb 

4. K¨vUvMwi wbe©vPb Kiæb 

5. cÖ‡qvRb n‡j  default date cwieZ©b Kiæb 

6. cÖ‡qvRb n‡j default fiscal period cwieZ©b Kiæb| g‡b ivLyb, wm‡óg ïaygvÎ Db¥y³ 

Avw_©K mgqKvj cÖ`k©b Ki‡e|  

7. Accounting Office wbe©vPb Kiæb 

8. eY©bv cÖ‡ek (Enter)  Kiæb  

9. bZzb AvB‡Ug †hvM Kiæb (AvB‡Ug ch©v‡q New wK¬K Kiæb) 

10. jvBb AvB‡Ug ( eY©bv, †KvwWs eøK Ges cwigvY) cÖ‡ek Kiæb Ges AvB‡UgwU  

msiÿY ( save )Ki‡Z Update Gi Ici wK¬K Kiæb 
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*civgk©: jvBb AvB‡Ug nvjbvMv` Kivi ci †KvWwUi eY©bv cÖ`k©‡b Avcwb gvD‡mi Kvimi ‡h ‡Kv‡bv †KvwWs eøK †Kv‡W wb‡Z 

cv‡ib  

* civgk©: jvBb AvB‡Ug nvjbvMv` Kivi ci cÖ‡Z¨K AvB‡U‡gi e¨envi‡hvM¨ ev‡R‡Ui wnmve wbKvk cÖ`k©‡b jvB‡bi †kl 

w`‡K cÖkœ wP‡ýi w`‡K gvD‡mi Kvimi wbb|  

 

11.  AviI AvB‡Ug †hvM Ki‡Z 8 Ges 9 b¤^i av‡ci cybive„wË Kiæb| 

12.  Invoice Tab Gi Ici wK¬K Kiæb| 

13. Payee wbe©vPb Kiæb|  

14.  A/c Office Bank wbe©vPb Kiæb|  

15.Bbf‡qm b¤^i I ZvwiL cÖ‡ek (Enter)  Kiæb| 
civgk© : Bbf‡qmwU bb-ó¨vÛvW© n‡j Gi g~j¨gvb cÖ‡qvR¨ n‡e bv  

       16.Deductions / Tax Tab Gi Ici wK¬K Kiæb|  

      17.bZzb AvB‡Ug †hvM Kiæb (AvB‡Ug ch©v‡q New wK¬K Kiæb)|  

      18. jvBb AvB‡Ug ( U¨v· †KvW Ges cwigvY) cÖ‡ek Kiæb Ges AvB‡UgwU  

msiÿY ( save )Ki‡Z Update Gi Ici wK¬K Kiæb| wm‡÷g GwU msiÿ‡Yi Av‡M Gi †iKW© 

cÖZ¨qb Ki‡e|  

     19. AviI AvB‡Ug †hvM Ki‡Z 7 Ges 8 b¤^i av‡ci cybive„wË Kiæb|   
          civgk© : fvDPv‡ii bxU cwigvY †_‡K Ki KZ©‡b U¨v· †KvWwU e¨eüZ n‡e Ges mvaviY LwZqvb  

             ewn‡Z ( General Ledger) ‡cvó Ki‡e|  

      20. Save Gi Ici wK¬K Kiæb|  

     21. mshyw³ ev  attachment †hvM Ki‡Z Edit wK¬K Kiæb|   

     22. Attachments Tab Ici wK¬K Kiæb|  

     23. Browse  Gi Ici wK¬K Kiæb|  

     24. local disk ‡_‡K  file wbe©vPb Kiæb|   

       25. UPload Gi Ici wK¬K Kiæb|  

     26. AviI AvB‡Ug †hvM Ki‡Z 21,22 I 23 b¤^i av‡ci cybive„wË Kiæb|  

     27. Save Gi Ici wK¬K Kiæb| 
      *civgk© : mshyw³ ev attachment ZLbB †hvM Kiv †h‡Z cv‡i hLb fvDPvi ˆZwi m¤úbœ n‡e 

      * civgk© : e¨enviKvix ‡h †Kv‡bv cwigvY mshyw³ †hvM Ki‡Z cvi‡eb 

      * civgk© :  attachment dvBj 4 Ggwei †ewk nIqv DwPZ bq|  

 

  28.Aby‡gv`‡bi Rb¨ fvDPvi Rgv( Submit)w`b  

gšÍe¨  

 cÖ‡Z¨K e¨q fvDPv‡ii Kgc‡ÿ GKwU jvBb AvB‡Ug _vK‡Z n‡e  

 fvDPvi msiÿY (Save ) Kivi ci Gi Ae¯’v “Draft” wn‡m‡e cÖ`k©b Ki‡e, hv Aby‡gvw`Z bv 

nIqv ch©šÍ mvaviY LwZqv‡b bw_fz³ (posted) n‡e bv |   
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e¨q fvDPvi cybiæ×vi I m¤úv`bv  

e¨enviKvix e¨q fvDPvi m¤úv`bv I cwieZ©b Ki‡Z cv‡ib,hw` ïaygvÎ Gi aiY Lmov (Draft) A_ev 

evwZj (Rejected) nq| Aby‡gv`‡bi Rb¨ A‡cÿgvb (Pending Approval) Ges Aby‡gvw`Z 

(Approved) fvDPvi m¤úv`bv Kiv hv‡e bv|  

 fvDPvi wd‡i †c‡Z A_ev m¤úv`bv Ki‡Z: 

    1. e¨q gwWDj (Budget Controls Module)  †_‡K Expense  wbe©vPb Kiæb  

    2. cybiæ×vi (Retrieve)  ZvwjKv †_‡K voucher Luy‡R †ei Kiæb  
 

 

g‡b ivLyb †h, mywbw`©ó fvDPvi LuyR‡Z †h †Kv‡bv Kjv‡gi Rb¨ Avcwb wdëvi  e¨envi Ki‡Z cv‡ib  

     1. fvDPvi cybiæ×v‡ii ci Edit wK¬K Kiæb|   

     2.  fvDPvi nvjbvMv` Kiæb, jvBb AvB‡Ug nvjbvMv` Ki‡Z cÖ_‡g Edit wK¬K Kiæb Ges c‡i  

         Update wK¬K Kiæb|  

      3.Save Gi Ici wK¬K Kiæb|  

     4.Aby‡gv`‡bi Rb¨ fvDPvi Rgv (Submit) w`b|   

AwMÖg ¯’vbvšÍi fvDPvi  
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AwMÖg ¯’vbvšÍi fvDPvi ˆZwi  

1. e¨q gwWDj †_‡K  Advance Transfer Voucher wbe©vPb Kiæb 

2. New Gi Ici wK¬K Kiæb 

3. K¨vUvMwi wbe©vPb Kiæb 

4. cÖ‡qvRb n‡j default date cwieZ©b Kiæb 

5. cÖ‡qvRb n‡j default fiscal period cwieZ©b Kiæb| g‡b ivLyb, wm‡óg ïaygvÎ Db¥y³ 

Avw_©K mgqKvj cÖ`k©b Ki‡e|  

6. Accounting Office, Field Office Ges Bank wbe©vPb Kiæb 

7. eY©bv cÖ‡ek (Enter)  Kiæb  

8. bZzb AvB‡Ug †hvM Kiæb (AvB‡Ug ch©v‡q New wK¬K Kiæb) 

9. jvBb AvB‡Ug ( eY©bv, †KvwWs eøK Ges cwigvY) cÖ‡ek Kiæb Ges AvB‡UgwU  

msiÿY ( save )Ki‡Z Update Gi Ici wK¬K Kiæb; wm‡÷g GwU msiÿ‡Yi Av‡M Gi †iKW© 

cÖZ¨qb Ki‡e| 

10. AviI AvB‡Ug †hvM Ki‡Z 7 Ges 8 b¤^i av‡ci cybive„wË Kiæb|   

       11. Save Gi Ici wK¬K Kiæb|  

      12. mshyw³ ev  attachment †hvM Ki‡Z Edit wK¬K Kiæb|   

      13. Attachments Tab Ici wK¬K Kiæb|  

      14. Browse  Gi Ici wK¬K Kiæb|  

      15. local disk ‡_‡K  file wbe©vPb Kiæb|   

        16. Upload Gi Ici wK¬K Kiæb|  

17. AviI AvB‡Ug †hvM Ki‡Z 21, 22 I 23 b¤^i av‡ci cybive„wË Kiæb|  

18. Save Gi Ici wK¬K Kiæb|   
 

 * civgk© : mshyw³ ev attachment ZLbB †hvM Kiv †h‡Z cv‡i hLb fvDPvi ˆZwi m¤úbœ n‡e 

               * civgk© : e¨enviKvix ‡h †Kv‡bv cwigvY mshyw³ †hvM Ki‡Z cvi‡eb 

  * civgk© : attachment dvBj 4 Ggwei †ewk nIqv DwPZ bq|  

 

    19.Aby‡gv`‡bi Rb¨ fvDPvi Rgv( Submit)w`b 

      gšÍe¨  

 fvDPvi msiÿY (Save ) Kivi ci Gi Ae¯’v “Draft” wn‡m‡e cÖ`k©b Ki‡e, hv Aby‡gvw`Z bv 

nIqv ch©šÍ mvaviY LwZqv‡b (General Ledger) bw_fz³ (posted) n‡e bv |   

 hLb fvDPvi Aby‡gvw`Z n‡e ZLb wm‡÷g GKwU gvV ch©v‡qi cÖvwß (Field Receipt)  fvDPvi 

ˆZwi Ki‡e Ges GwU ¯^qswµqfv‡e gvV ch©v‡qi Kvh©vj‡qi Aby‡gv`‡bi Rb¨ Rgv n‡e|  
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AwMÖg ¯’vbvšÍi fvDPvi cybiæ×vi I m¤úv`bv  

e¨enviKvix AwMÖg ¯’vbvšÍi ( Advance Transfer ) fvDPvi m¤úv`bv I cwieZ©b Ki‡Z cv‡ib,hw` 

ïaygvÎ Gi aiY Lmov (Draft) A_ev evwZj (Rejected) nq| Aby‡gv`‡bi Rb¨ A‡cÿgvb (Pending 

Approval) Ges Aby‡gvw`Z (Approved) fvDPvi m¤úv`bv Kiv hv‡e bv|  

 fvDPvi wd‡i †c‡Z A_ev m¤úv`bv Ki‡Z: 

1. e¨q gwWDj (Expenditures Module) †_‡K  Advance Transfer Voucher 
 wbe©vPb Kiæb  

    2. cybiæ×vi (Retrieve)  ZvwjKv †_‡K fvDPvi Luy‡R †ei Kiæb  

 

 

g‡b ivLyb , mywbw`©ó fvDPvi LuyR‡Z †h †Kv‡bv Kjv‡gi Rb¨ Avcwb wdëvi  e¨envi Ki‡Z cv‡ib  

     1.  fvDPvi cybiæ×v‡ii ci Edit wK¬K Kiæb|   
     2.  fvDPvi nvjbvMv` Kiæb| 
      3.Save Gi Ici wK¬K Kiæb Ges Aby‡gv`‡bi Rb¨ fvDPvi Rgv (Submit) w`b|   
 

‡UªRvwi gwWDj  
e¨vsK wnmv‡ei †UªRvwi e¨e¯’vcbvq ‡UªRvwi gwWDj e¨eüZ nq|  
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e¨vsK ¯’vbvšÍi 

 

e¨vsK ¯’vbvšÍi (Bank Transfer) ‰Zwi  

1. ‡UªRvwi gwWDj †_‡K  Bank Transfer  wbe©vPb Kiæb 

2. New Gi Ici wK¬K Kiæb 

3. cÖ‡qvRb n‡j default date cwieZ©b Kiæb 

4. cÖ‡qvRb n‡j default fiscal period cwieZ©b Kiæb| g‡b ivLyb, wm‡óg ïaygvÎ Db¥y³ 

Avw_©K mgqKvj cÖ`k©b Ki‡e|  

5. Bank to Bank ‡_‡K Accounting Office wbe©vPb Kiæb 

6. eY©bv cÖ‡ek (Enter)  Kiæb  

7. cwigvY cÖ‡ek (Enter)  Kiæb  

8. Save Gi Ici wK¬K Kiæb 

9. Aby‡gv`‡bi Rb¨  Bank Transfer  Rgv (Submit) w`b 

 

e¨vsK ¯’vbvšÍi cybiæ×vi I m¤úv`bv  

e¨enviKvix e¨vsK ¯’vbvšÍi ( Bank Transfer )  m¤úv`bv I cwieZ©b Ki‡Z cv‡ib,hw` ïaygvÎ Gi aiY 

Lmov (Draft) A_ev evwZj (Rejected) nq| Aby‡gv`‡bi Rb¨ A‡cÿgvb (Pending Approval) 

Ges Aby‡gvw`Z (Approved) ev‡RU  m¤úv`bv Kiv hv‡e bv|  

 fvDPvi wd‡i †c‡Z A_ev m¤úv`bv Ki‡Z: 

1. e¨q gwWDj (Expenditures Module) †_‡K  Bank Transfer  
 wbe©vPb Kiæb  

    2. cybiæ×vi (Retrieve)  ZvwjKv †_‡K Bank Transfer Luy‡R †ei Kiæb  
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g‡b ivLyb, mywbw`©ó e¨vsK UªvÝdvi LuyR‡Z †h †Kv‡bv Kjv‡gi Rb¨ Avcwb wdëvi  e¨envi Ki‡Z cv‡ib  

     1.  fvDPvi cybiæ×v‡ii ci Edit wK¬K Kiæb|   
     2.  e¨vsK UªvÝdvi nvjbvMv` Kivi Kiæb| 
      3.Save Gi Ici wK¬K Kiæb|  

     4. Aby‡gv`‡bi Rb¨ e¨vsK UªvÝdvi Rgv (Submit) w`b|   
 

‡c‡g›U e¨vP  

 

‡c‡g›U e¨vP ˆZwi  

1.     ‡UªRvwi gwWDj †_‡K Payment Batch  wbe©vPb Kiæb 

2. New Gi Ici wK¬K Kiæb 

3. cÖ‡qvRb n‡j default date cwieZ©b Kiæb 

4. cÖ‡qvRb n‡j default fiscal period cwieZ©b Kiæb| g‡b ivLyb, wm‡óg ïaygvÎ Db¥y³ 

Avw_©K mgqKvj cÖ`k©b Ki‡e|  

5. ‡c‡g›U e¨v‡Pi eva¨Zvg~jK wdëvi (Accounting Office, Bank Account, Payment 

Type and Location)  wbe©vPb Kiæb 

6. eY©bv cÖ‡ek (Enter)  Kiæb  

7. cwigvY cÖ‡ek (Enter)  Kiæb  

8. wØZxq filtration wefvM e¨envi K‡i e¨enviKvix evowZ wdëvi cÖwµqv †hvM Ki‡Z cv‡i 

9. Save Gi Ici wK¬K Kiæb 
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*civgk© : wba©vwiZ wdëvi¸‡jvi wfwË‡Z wm‡óg GLbI †c‡g›U nq wb Ggb me e¨q fvDPvi Avjv`v Ki‡e  

 

 

 

10. Aby‡gv`‡bi Rb¨  Bank Transfer  Rgv (Submit) w`b 

 

 

‡c‡g›U wb‡`©kbv  

‡c‡g›U e¨v‡Pi g‡a¨ †c‡g›U wb‡`©kbv ˆZwi Kiv †h‡Z cv‡i 

†c‡g›U wb‡`©kbv ˆZwi 

1. ‡UªRvwi/ wi‡cvU© gwWDj  †_‡K payment instructions   
 wbe©vPb Kiæb  

2.  Payment Batch wbe©vPb Kiæb Ges Payment Instructions UvBc Kiæb  
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3. ‡c‡g›U wb‡`©kbv ˆZwi Ki‡Z Proceed to generate  Gi Ici wK¬K Kiæb  

 

 

 

 

 

 

4. e¨enviKvix GB ˆZwi Kiv wi‡cvU© wewfbœ dvBj dig¨v‡U cvVv‡Z cvi‡eb  
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†c‡g›U ZvwjKv ˆZwi 

1. ‡UªRvwi/ wi‡cvU© gwWDj  †_‡K payment instructions   
 wbe©vPb Kiæb  

2.  Payment Batch wbe©vPb Kiæb Ges Payment List  UvBc Kiæb  
 

 

3. ‡c‡g›U ZvwjKv ˆZwi‡Z Proceed Gi Ici wK¬K Kiæb  

 

 
 
 
 

wiwmÞ gwWDj 

wiwmÞ ev †iwfwbD gwWDj msMV‡bi me ai‡Yi ivR‡¯^i Z_¨ †iKW© ivLvi Kv‡R e¨eüZ nq 
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wiwmÞ fvDPvi 

 

 

wiwmÞ fvDPvi ˆZwi  

1. ‡iwfwbD gwWDj †_‡K Receipt Voucher wbe©vPb Kiæb 

2. New Gi Ici wK¬K Kiæb    

3. cÖ‡qvRb n‡j  default date cwieZ©b Kiæb 

4. cÖ‡qvRb n‡j default fiscal period cwieZ©b Kiæb| g‡b ivLyb, wm‡óg ïaygvÎ Db¥y³ 

Avw_©K mgqKvj cÖ`k©b Ki‡e|  

5. Accounting Office wbe©vPb Kiæb 

6. eY©bv cÖ‡ek (Enter)  Kiæb  

7. bZzb AvB‡Ug †hvM Kiæb (AvB‡Ug ch©v‡q New wK¬K Kiæb) 

8. jvBb AvB‡Ug ( eY©bv, †KvwWs eøK Ges cwigvY) cÖ‡ek Kiæb Ges AvB‡UgwU  

msiÿY ( save )Ki‡Z Update Gi Ici wK¬K Kiæb | 
*civgk©: jvBb AvB‡Ug nvjbvMv` Kivi ci †KvWwUi eY©bv cÖ`k©‡b Avcwb gvD‡mi Kvimi ‡h ‡Kv‡bv †KvwWs eøK †Kv‡W wb‡Z 

cv‡ib  

      9.AviI AvB‡Ug †hvM Ki‡Z 7 Ges 8 b¤^i av‡ci cybive„wË Kiæb|   

       10. Revenue Tab Gi Ici wK¬K Kiæb  

      11. G‡RwÝ wbe©vPb Kiæb|  

      12. e¨vsK wbe©vPb Kiæb  

      13. Rgvi b¤^i Ges ZvwiL cÖ‡ek Kiæb  

      14. Save Gi Ici wK¬K Kiæb|   

      15. mshyw³ ev  attachment †hvM Ki‡Z Edit wK¬K Kiæb|   
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      16. Attachments Tab Ici wK¬K Kiæb|  

      16. mshyw³ ev  attachment Tab Gi Ici wK¬K Kiæb 

       17.Browse  Gi Ici wK¬K Kiæb|  

      18. local disk ‡_‡K  file wbe©vPb Kiæb|   

        19.   Upload Gi Ici wK¬K Kiæb|  

      20.AviI attachment †hvM Ki‡Z 21, 22 I 23 b¤^i av‡ci cybive„wË Kiæb|  

21. Save Gi Ici wK¬K Kiæb|   
 

* civgk© : mshyw³ ev attachment ZLbB †hvM Kiv †h‡Z cv‡i hLb fvDPvi ˆZwi m¤úbœ n‡e 

               * civgk© : e¨enviKvix ‡h †Kv‡bv cwigvY mshyw³ †hvM Ki‡Z cvi‡eb 

  * civgk© : attachment dvBj 4 Ggwei †ewk nIqv DwPZ bq|  

      22. Aby‡gv`‡bi Rb¨ fvDPvi Rgv w`b |  
 

 

gšÍe¨  

 cÖ‡Z¨K wiwmÞ fvDPv‡ii Kgc‡ÿ GKwU jvBb AvB‡Ug _vK‡Z n‡e  

 fvDPvi msiÿY (Save ) Kivi ci Gi Ae¯’v “Draft” wn‡m‡e cÖ`k©b Ki‡e, hv Aby‡gvw`Z bv 

nIqv ch©šÍ mvaviY LwZqv‡b (General Ledger) bw_fz³ (posted) n‡e bv |   

 

wiwmÞ fvDPvi cybiæ×vi I m¤úv`bv  

e¨enviKvix wiwmÞ fvDPvi  m¤úv`bv I cwieZ©b Ki‡Z cv‡ib,hw` ïaygvÎ Gi aiY Lmov (Draft) A_ev 

evwZj (Rejected) nq| Aby‡gv`‡bi Rb¨ A‡cÿgvb (Pending Approval) Ges Aby‡gvw`Z 

(Approved) fvDPvi m¤úv`bv Kiv hv‡e bv|  

 fvDPvi wd‡i †c‡Z A_ev m¤úv`bv Ki‡Z: 

1. ivR¯^ gwWDj (Revenue Module) †_‡K  Receipt Voucher 
 wbe©vPb Kiæb |  

    2. cybiæ×vi (Retrieve)  ZvwjKv †_‡K fvDPvi Luy‡R †ei Kiæb  
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g‡b ivLyb, mywbw`©ó fvDPvi LuyR‡Z †h †Kv‡bv Kjv‡gi Rb¨ Avcwb wdëvi  e¨envi Ki‡Z cv‡ib  

     1.  fvDPvi cybiæ×v‡ii ci Edit wK¬K Kiæb|   
     2.  fvDPvi nvjbvMv` Kiæb, jvBb AvB‡Ug nvjbvMv` Ki‡Z AvB‡U‡gi  
         cv‡k _vKv Edit wK¬K Kiæb  Ges c‡i Update Gi Ici wK¬K Kiæb| 

      3.Save Gi Ici wK¬K Kiæb|  

     4. Aby‡gv`‡bi Rb¨ fvDPvi Rgv (Submit) w`b|  
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mvaviY LwZqvb gwWDj (General Ledger Module) 

mvaviY LwZqvb gwWDj me ai‡Yi Avw_©K †jb‡`‡bi ( Rvb©vj ev mvgwqKx fvDPvi, e¨q fvDPvi Ges 

ivR¯^ fvDPvi) Gi  g~j gwWDj| GB gwWD‡j e¨enviKvixiv Avw_©K mgš^‡qi Gw›Uª w`‡Z, Avw_©K wee„wZ 

‰Zwi Ki‡Z, Avw_©K mgqKvj mgvß Ki‡Z Ges e¨vsK mgš^q (Reconciliation) Ki‡Z e¨envi Ki‡Z 

cv‡ib|  

 

RvY©vj fvDPvi  

 

RvY©vj fvDPvi ˆZwi  

1. ‡Rbv‡ij †jRvi gwWDj †_‡K Journal Voucher wbe©vPb Kiæb 

2. New Gi Ici wK¬K Kiæb    

3. cÖ‡qvRb n‡j  default date cwieZ©b Kiæb 

4. cÖ‡qvRb n‡j default fiscal period cwieZ©b Kiæb| g‡b ivLyb, wm‡óg ïaygvÎ Db¥y³ 

Avw_©K mgqKvj cÖ`k©b Ki‡e|  

5. Accounting Office wbe©vPb Kiæb 

6. eY©bv cÖ‡ek (Enter)  Kiæb  

7. hw` RvY©vj fvDPvi ïiæi w¯’wZi Rb¨ nq Zvn‡j “Opening Balance” ‡PKe· †`Lyb 

8. bZzb AvB‡Ug †hvM Kiæb (AvB‡Ug ch©v‡q New wK¬K Kiæb) 

9. jvBb AvB‡Ug ( eY©bv, †KvwWs eøK Ges cwigvY) cÖ‡ek Kiæb Ges AvB‡UgwU  

msiÿY ( save )Ki‡Z Update Gi Ici wK¬K Kiæb | 
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civgk© :  

 

*civgk© : †Wwe‡Ui Rb¨ abvZ¡K g~j¨gvb Ges †µwW‡Ui Rb¨ FYvZ¡K g~j¨gvb cÖ‡ek Kiæb 

*civgk©: jvBb AvB‡Ug nvjbvMv` Kivi ci †KvWwUi eY©bv cÖ`k©‡b Avcwb gvD‡mi Kvimi ‡h ‡Kv‡bv †KvwWs eøK †Kv‡W wb‡Z 

cv‡ib 

10. AviI attachment †hvM Ki‡Z 7 I 8 b¤^i av‡ci cybive„wË Kiæb 
11. Save Gi Ici wK¬K Kiæb|  

12. Aby‡gv`‡bi Rb¨ fvDPvi Rgv (Submit) w`b|  

 

gšÍe¨  

 cÖ‡Z¨K RvY©vj fvDPv‡ii Kgc‡ÿ `ywU jvBb AvB‡Ug _vK‡Z n‡e  

 †gvU ‡WweU I †µwWU Gw›Uª Aek¨B GKB _vK‡Z n‡e|  

 fvDPvi msiÿY (Save ) Kivi ci Gi Ae¯’v “Draft” wn‡m‡e cÖ`k©b Ki‡e, hv Aby‡gvw`Z bv 

nIqv ch©šÍ mvaviY LwZqv‡b (General Ledger) bw_fz³ (posted) n‡e bv |   

RvY©vj fvDPvi cybiæ×vi I m¤úv`bv  

e¨enviKvix RvY©vj fvDPvi  m¤úv`bv I cwieZ©b Ki‡Z cv‡ib,hw` ïaygvÎ Gi aiY Lmov (Draft) A_ev 

evwZj (Rejected) nq| Aby‡gv`‡bi Rb¨ A‡cÿgvb (Pending Approval) Ges Aby‡gvw`Z 

(Approved) fvDPvi m¤úv`bv Kiv hv‡e bv|  

 fvDPvi LuyR‡Z A_ev m¤úv`bv Ki‡Z: 

1, ‡Rbv‡ij †jRvi gwWDj (General Ledger Module ) †_‡K  Journal Voucher 
 wbe©vPb Kiæb |  

2. cybiæ×vi (Retrieve)  ZvwjKv †_‡K fvDPvi Luy‡R †ei Kiæb|   

 

 

g‡b ivLyb, mywbw`©ó fvDPvi LuyR‡Z †h †Kv‡bv Kjv‡gi Rb¨ Avcwb wdëvi  e¨envi Ki‡Z cv‡ib  

     1.  fvDPvi cybiæ×v‡ii ci Edit wK¬K Kiæb|   
     2.  fvDPvi nvjbvMv` Kiæb, jvBb AvB‡Ug nvjbvMv` Ki‡Z AvB‡U‡gi  
         cv‡k _vKv Edit wK¬K Kiæb  Ges c‡i Update Gi Ici wK¬K Kiæb| 

      3.Save Gi Ici wK¬K Kiæb|  
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     4. Aby‡gv`‡bi Rb¨ fvDPvi Rgv (Submit) w`b|  
 

 

 

gvV Kvh©vjq gwWDj (Field Office Module)  

gvV ch©v‡qi Kvh©vj‡qi †jb‡`b e¨e¯’vcbvq GB gwWDj e¨eüZ nq|  

 wdì wiwmÞ fvDPvi 

 

wdì wiwmÞ fvDPvi cybiæ×vi  

¯’vbvšÍwiZ bM` A_© cybiæ×vi wbwðZ Ki‡Z e¨enviKvix wdì wiwmÞ fvDPvi  LyR‡Z cv‡ib 

 fvDPvi wd‡i †c‡Z A_ev m¤úv`bv Ki‡Z 

1, ‡iwfwbD gwWDj  †_‡K  Field Receipt Voucher  wbe©vPb Kiæb |  

2. cybiæ×vi (Retrieve)  ZvwjKv †_‡K fvDPvi Luy‡R †ei Kiæb|   
 

 

g‡b ivLyb, mywbw`©ó fvDPvi LuyR‡Z †h †Kv‡bv Kjv‡gi Rb¨ Avcwb wdëvi  e¨envi Ki‡Z cv‡ib  

fvDPvi Ly‡R cvevi ci ¯’vbvšÍwiZ bM` cybiæ×vi wbwðZ Ki‡Z Approve Gi Ici  wK¬K Kiæb  
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gvV ch©v‡qi †c‡g›U fvDPvi (Field Payment Voucher)  

 

wdì †c‡g›U fvDPvi ˆZwi  

1. wdì Awdm gwWDj †_‡K Field Payment  wbe©vPb Kiæb 

2. New Gi Ici wK¬K Kiæb    

3. cÖ‡qvRb n‡j  default date cwieZ©b Kiæb 

4. cÖ‡qvRb n‡j default fiscal period cwieZ©b Kiæb| g‡b ivLyb, wm‡óg ïaygvÎ Db¥y³ Avw_©K 

mgqKvj cÖ`k©b Ki‡e|  

5. Accounting Office wbe©vPb Kiæb 

6. eY©bv cÖ‡ek (Enter)  Kiæb  

7. bZzb AvB‡Ug †hvM Kiæb (AvB‡Ug ch©v‡q New wK¬K Kiæb) 

8. jvBb AvB‡Ug ( eY©bv, †KvwWs eøK Ges cwigvY) cÖ‡ek Kiæb Ges AvB‡UgwU  

msiÿY ( save ) Ki‡Z Update Gi Ici wK¬K Kiæb | 

 
*civgk©: jvBb AvB‡Ug nvjbvMv` Kivi ci †KvWwUi eY©bv cÖ`k©‡b Avcwb gvD‡mi Kvimi ‡h ‡Kv‡bv †KvwWs eøK †Kv‡W wb‡Z 

cv‡ib  

* civgk©: jvBb AvB‡Ug nvjbvMv` Kivi ci cÖ‡Z¨K AvB‡U‡gi e¨envi‡hvM¨ eivÏ cÖ`k©‡b jvB‡bi †kl w`‡K cÖkœ wP‡ýi 

w`‡K gvD‡mi Kvimi wbb|  

      9.AviI AvB‡Ug †hvM Ki‡Z 7 Ges 8 b¤^i av‡ci cybive„wË Kiæb|   

       10.  Invoice Tab Gi Ici wK¬K Kiæb  

      11. MÖnxZv ev Payee wbe©vPb Kiæb|  

      12. A¨vKvD›U _vKv e¨vsK (A/c Office Bank)wbe©vPb Kiæb|  
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      13.  Deductions / Tax Tab Gi Ici wK¬K Kiæb  

      14. bZzb AvB‡Ug †hvM Kiæb (AvB‡Ug ch©v‡q New wK¬K Kiæb) 

      15. jvBb AvB‡Ug ( U¨v· †KvW Ges cwigvY) cÖ‡ek Kiæb Ges AvB‡UgwU  

       msiÿY ( save ) Ki‡Z Update Gi Ici wK¬K Kiæb; wm‡÷g GwU msiÿ‡Yi Av‡M Gi  

        †iKW©  cÖZ¨qb Ki‡e| 

16 .AviI AvB‡Ug †hvM Ki‡Z 7 Ges 8 b¤^i av‡ci cybive„wË Kiæb|  

 
*civgk© : fvDPv‡ii bxU cwigvY †_‡K Ki KZ©b Ki‡Z U¨v· †KvW e¨eüZ n‡e  

     17. Save Gi Ici wK¬K Kiæb|   

     18. †Kv‡bv mshyw³ ev attachment †hvM Ki‡Z Edit Gi Ici wK¬K Kiæb 

     19.  Attachments Tab Ici wK¬K Kiæb|  

     20.  Browse  Gi Ici wK¬K Kiæb|  

     21. local disk ‡_‡K  file wbe©vPb Kiæb|   

       22. Upload Gi Ici wK¬K Kiæb|  

     23.AviI attachment †hvM Ki‡Z 21, 22 I 23 b¤^i av‡ci cybive„wË Kiæb|  

      24. Save Gi Ici wK¬K Kiæb|   
   

* civgk© : mshyw³ ev attachment ZLbB †hvM Kiv †h‡Z cv‡i hLb fvDPvi ˆZwi m¤úbœ n‡e 

                * civgk© : e¨enviKvix ‡h †Kv‡bv cwigvY mshyw³ †hvM Ki‡Z cvi‡eb 

  * civgk© : attachment dvBj 4 Ggwei †ewk nIqv DwPZ bq|  

 

 

     25. Aby‡gv`‡bi Rb¨ fvDPvi Rgv (Submit) w`b| 

   

gšÍe¨  

 cÖ‡Z¨K ‡c‡g›U fvDPv‡ii Kgc‡ÿ GKwU jvBb AvB‡Ug _vK‡Z n‡e  

 fvDPvi msiÿY (Save ) Kivi ci Gi Ae¯’v “Draft” wn‡m‡e cÖ`k©b Ki‡e, Aby‡gvw`Z bv nIqv 

ch©šÍ msiÿY Kiv fvDPv‡ii A‡_©i cwigvY e¨envi‡hvM¨ bM` w¯’wZ wn‡m‡e cÖwZdwjZ n‡e bv |   

 

 

 

wdì †c‡g›U fvDPvi cybiæ×vi  
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e¨enviKvix wdì †c‡g›U fvDPvi  m¤úv`bv I cwieZ©b Ki‡Z cv‡ib, hw` ïaygvÎ Gi aiY Lmov 

(Draft) A_ev evwZj (Rejected) nq| Aby‡gv`‡bi Rb¨ A‡cÿgvb (Pending Approval) Ges 

Aby‡gvw`Z (Approved) fvDPvi m¤úv`bv Kiv hv‡e bv|  

fvDPvi LyuR‡Z A_ev m¤úv`bv Ki‡Z 

1, wdì Awdm gwWDj  †_‡K  Field Payment Voucher  wbe©vPb Kiæb |  

2. cybiæ×vi (Retrieve)  ZvwjKv †_‡K fvDPvi Luy‡R †ei Kiæb|   
 

 

g‡b ivLyb, mywbw`©ó fvDPvi LuyR‡Z †h †Kv‡bv Kjv‡gi Rb¨ Avcwb wdëvi  e¨envi Ki‡Z cv‡ib  

     1.  fvDPvi cybiæ×v‡ii ci Edit wK¬K Kiæb|   
     2.  fvDPvi nvjbvMv` Kiæb, jvBb AvB‡Ug nvjbvMv` Ki‡Z AvB‡U‡gi  
         cv‡k _vKv Edit wK¬K Kiæb Ges c‡i Update Gi Ici wK¬K Kiæb| 

     3.Save Gi Ici wK¬K Kiæb|  

     4. Aby‡gv`‡bi Rb¨ fvDPvi Rgv (Submit) w`b| 

 

e¨q weeiYx (Statement of Expenditure)  
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e¨q weeiYx (Statement of Expenditure)  ˆZwi    

1. e¨q (Expenditure) gwWDj †_‡K Statement of Expenditure wbe©vPb Kiæb 

2. New Gi Ici wK¬K Kiæb    

3. cÖ‡qvRb n‡j  default date cwieZ©b Kiæb 

4. cÖ‡qvRb n‡j default fiscal period cwieZ©b Kiæb| g‡b ivLyb, wm‡óg ïaygvÎ Db¥y³ 

Avw_©K mgqKvj cÖ`k©b Ki‡e|  

5. wdì Awdm wbe©vPb Kiæb 

6. e¨vsK wbe©vPb Kiæb  

7.Save Gi Ici wK¬K Kiæb|    
   

civgk© : GB wm‡÷g wba©vwiZ µvB‡Uwiqvi Rb¨ cÖvwß I cwi‡kv‡ai dig c~iY Ki‡e  
 

      8. Aby‡gv`‡bi Rb¨ fvDPvi Rgv (Submit) w`b| 

gšÍe¨  

 cÖ‡Z¨K ‡c‡g›U fvDPv‡ii Kgc‡ÿ GKwU jvBb AvB‡Ug _vK‡Z n‡e  

 weeiYx msiÿY (Save ) Kivi ci Gi Ae¯’v “Draft” wn‡m‡e cÖ`k©b Ki‡e, Aby‡gvw`Z bv nIqv 

ch©šÍ msiÿY Kiv weeiYxi A‡_©i cwigvY e¨vsK w¯’wZ wn‡m‡e cÖwZdwjZ n‡e bv |   

 

 

e¨q weeiYx fvDPvi cybiæ×vi  

fvDPvi LyuR‡Z A_ev m¤úv`bv Ki‡Z 

1, wdì Awdm gwWDj  †_‡K Statement of Expenditure   wbe©vPb Kiæb |  

2. cybiæ×vi (Retrieve)  ZvwjKv †_‡K fvDPvi Luy‡R †ei Kiæb|   
 

 

g‡b ivLyb, mywbw`©ó fvDPvi LuyR‡Z †h †Kv‡bv Kjv‡gi Rb¨ Avcwb wdëvi  e¨envi Ki‡Z cv‡ib  
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AwMÖg †diZ fvDPvi (Advance Refund Voucher) 

 

AwMÖg widvÛ fvDPvi ˆZwi  

1. e¨q gwWDj (Expenditure)  †_‡K Advance Transfer Voucher wbe©vPb Kiæb 

2. New Gi Ici wK¬K Kiæb    

    3.cÖ‡qvRb n‡j  default date cwieZ©b Kiæb 

    4. cÖ‡qvRb n‡j default fiscal period cwieZ©b Kiæb| g‡b ivLyb, wm‡óg ïaygvÎ Db¥y³ Avw_©K 

mgqKvj cÖ`k©b Ki‡e|  

    5.A¨vKvDw›Us Awdm, wdì Awdm Ges e¨vsK wbe©vPb Kiæb 

    6. eY©bv cÖ‡ek (Enter)  Kiæb  

    7. bZzb AvB‡Ug †hvM Kiæb (AvB‡Ug ch©v‡q New wK¬K Kiæb) 

8.jvBb AvB‡Ug (  †KvwWs eøK, cwigvY) cÖ‡ek Kiæb Ges AvB‡UgwU  

     msiÿY ( save ) Ki‡Z Update Gi Ici wK¬K Kiæb | wm‡÷g GwU msiÿ‡Yi Av‡M Gi  

        †iKW©  cÖZ¨qb Ki‡e| 

    9. AviI AvB‡Ug †hvM Ki‡Z 7 Ges 8 b¤^i av‡ci cybive„wË Kiæb|   

     10. Save Gi Ici wK¬K Kiæb|   

    11. †Kv‡bv mshyw³ ev attachment †hvM Ki‡Z Edit Gi Ici wK¬K Kiæb 

    12. Attachments Tab Ici wK¬K Kiæb| 

    13. Browse  Gi Ici wK¬K Kiæb| 

    14. local disk ‡_‡K  file wbe©vPb Kiæb|   

    15. Upload Gi Ici wK¬K Kiæb| 

16. AviI attachment †hvM Ki‡Z 13, 14 I 15 b¤^i av‡ci cybive„wË Kiæb 
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17. Save Gi Ici wK¬K Kiæb|   
   

  * civgk© : mshyw³ ev attachment ZLbB †hvM Kiv †h‡Z cv‡i hLb fvDPvi ˆZwi m¤úbœ n‡e 

                * civgk© : e¨enviKvix ‡h †Kv‡bv cwigvY mshyw³ †hvM Ki‡Z cvi‡eb 

   * civgk© : attachment dvBj 4 Ggwei †ewk nIqv DwPZ bq|  

gšÍe¨  

 fvDPvi msiÿY (Save ) Kivi ci Gi Ae¯’v “Draft” wn‡m‡e cÖ`k©b Ki‡e, hv Aby‡gvw`Z bv 

nIqv ch©šÍ mvaviY LwZqv‡b (General Ledger) bw_fz³ (posted) n‡e bv |   

 

AwMÖg widvÛ fvDPvi cybiæ×vi / m¤úv`bv  

e¨enviKvix AwMÖg widvÛ fvDPvi  m¤úv`bv I cwieZ©b Ki‡Z cv‡ib, hw` ïaygvÎ Gi aiY Lmov 

(Draft) A_ev evwZj (Rejected) nq| Aby‡gv`‡bi Rb¨ A‡cÿgvb (Pending Approval) Ges 

Aby‡gvw`Z (Approved) fvDPvi m¤úv`bv Kiv hv‡e bv|  

fvDPvi LyuR‡Z A_ev m¤úv`bv Ki‡Z 

1, e¨q ev  Expenditures gwWDj  †_‡K  Advance Refund Voucher  wbe©vPb Kiæb |  

2. cybiæ×vi (Retrieve)  ZvwjKv †_‡K fvDPvi Luy‡R †ei Kiæb|   

 

 

 

g‡b ivLyb, mywbw`©ó fvDPvi LuyR‡Z †h †Kv‡bv Kjv‡gi Rb¨ Avcwb wdëvi  e¨envi Ki‡Z cv‡ib  

     1.  fvDPvi cybiæ×v‡ii ci Edit wK¬K Kiæb|   
     2.  fvDPvi nvjbvMv` Kiæb| 
     4. Save Gi Ici wK¬K Kiæb Ges Aby‡gv`‡bi Rb¨ fvDPvi Rgv (Submit) w`b| 

 

Avw_©K cÖwZ‡e`b  

mKj Avw_©K cÖwZ‡e`b wi‡qj-UvBg ev ZvrÿwYK wfwË‡Z ˆZwi n‡e Ges mKj Avw_©K WvUvi avievwnKZv 

I ˆeaZv wbwðZ Ki‡Z wm‡÷‡g _vKv Aby‡gvw`Z RvY©vj fvDPvimg~‡ni wfwË‡Z WvUv Dc¯’vcb Ki‡e 
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ev‡RU e¨envi wi‡cvU©  

ev‡RU e¨envi ev Utilization wi‡cvU© ev‡RU Ges cÖKí ch©v‡q cÖK…Z YTD Gi g‡a¨ Zzjbv K‡i| 

 

ev‡RU e¨envi wi‡cvU© ˆZwi  

1. dvBb¨vwÝqvj wi‡cvwU©s gwWDj ‡_‡K Budget Utilization Report wbe©vPb Kiæb 

2. wi‡cvU© ˆZwi‡Z cÖ‡qvRbxq wdëvi ( Avw_©K mgqKvj, g~j MÖæc, Dc-MÖæc, weGwmGm †KvW 

...)e¨envi Kiæb|    

 

 civgk© : weGwmGm †KvW ZvwjKvq ïaygvÎ wba©vwiZ MÖæ‡ci weGwmGm †KvW i‡q‡Q| hLb MÖæc cwieZ©b nq ZLb 

wm‡÷g wba©vwiZ MÖæ‡ci weGwmGm †KvW ¯^qswµqfv‡e cÖ`k©b Ki‡e|  

 

3. wi‡cvU© ˆZwii Rb¨ wcÖ›U w`b  
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1. e¨enviKvix cÖ‡qvRbxq wdëvi e¨envi K‡i ˆZwi wi‡cvU© ÔKvógvBRÕ Ki‡Z cv‡ib|   
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 cÖKí MÖæc (Project Group)  Ges cÖKí Dc-wdì (Sub-field)  mgwš^Z ev‡RU ev¯Íevqb 

wi‡cvU© †ei Ki‡Z e¨eüZ nq Ges mswkøó weGwmGm Acv‡iwUs wefv‡Mi KvR / ¯‹xg/ cÖKí ( gvV) 

†KvW Abyhvqx  cÖ‡Z¨KwU cÖKí ev¯ÍevqbKvix BDwbU‡K Dc¯’vcb K‡i|  
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1. e¨enviKvix ˆZwi Kiv wi‡cvU© wewfbœ dvBj dig¨v‡U cvVv‡Z cv‡ib|  

 

 

 

2.wi‡cvU©i I‡qe wfD ˆZwi Ki‡Z  wi‡cv‡U©i g~j cvZvq View Gi Ici wK¬K Kiæb |  

 

 

 

wi‡cv‡U©i we Í̄vwiZ Ges Gi MfxiZv (Drilldown) cÖ`k©b/ jyKv‡Z mÿgZv †i‡L GB wm‡÷g wi‡cv‡U©i Rb¨ 

GKwU I‡qe wfD ˆZwi Ki‡Z cvi‡e  

 

3.MfxiZv (Drilldown) Rvb‡Z f¨vjy wjs‡K wK¬K Kiæb| wm‡÷g Gi we Í̄vwiZ Rvbv‡Z GKwU ccAvc 

DB‡Ûv Lyj‡e|  
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ivR¯^ (Revenue ) cwiw¯’wZ  

cÖv°wjZ ivR¯^ cwigv‡Yi wfwË‡Z wi‡cvU©wU ivR‡¯^i cvidig¨vÝ Dc¯’vcb Ki‡e|  

‡iwfwbD cvidig¨vÝ wi‡cvU© ˆZwi  

1. dvBb¨vwÝqvj wi‡cvwU©s gwWDj ‡_‡K Revenue Performance wbe©vPb Kiæb 

2. wi‡cvU© ˆZwi‡Z cÖ‡qvRbxq wdëvi ( Avw_©K mgqKvj, g~j MÖæc, Dc-MÖæc, weGwmGm †KvW 

...)e¨envi Kiæb|    

 

 

civgk© : weGwmGm †KvW ZvwjKvq ïaygvÎ wba©vwiZ MÖæ‡ci weGwmGm †KvW i‡q‡Q| hLb MÖæc cwieZ©b nq ZLb 

wm‡÷g wba©vwiZ MÖæ‡ci weGwmGm †KvW ¯^qswµqfv‡e cÖ`k©b Ki‡e|  

3.wi‡cvU© ˆZwi‡Z Print Gi Ici wKøK Kiæb 
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     4.e¨enviKvix cÖ‡qvRbxq wdëvi e¨envi K‡i ˆZwi wi‡cvU© ÔKvógvBRÕ Ki‡Z cv‡ib| 

     5.e¨enviKvix ˆZwi Kiv wi‡cvU© wewfbœ dvBj dig¨v‡U cvVv‡Z cv‡ib|  

 

 

6.wi‡cvU©i I‡qe wfD ˆZwi Ki‡Z  wi‡cv‡U©i g~j cvZvq View Gi Ici wK¬K Kiæb| wi‡cv‡U©i we¯ÍvwiZ 

Ges Gi MfxiZv (Drilldown) cÖ`k©b/ jyKv‡Z mÿgZv †i‡L GB wm‡÷g wi‡cv‡U©i Rb¨ GKwU I‡qe 

wfD ˆZwi Ki‡Z cvi‡e  

 

7.MfxiZv (Drilldown) Rvb‡Z f¨vjy wjs‡K wK¬K Kiæb| wm‡÷g Gi we Í̄vwiZ Rvbv‡Z GKwU ccAvc DB‡Ûv 

Lyj‡e| 

 

gvwmK cÖeYZv cÖwZ‡e`b 

GB wi‡cvU© e¨q I ivR‡¯^i gvwmK cÖeYZv cÖ`k©b Ki‡e|  

gvwmK cÖeYZv cÖwZ‡e`b ‰Zwi  

 

1. dvBb¨vwÝqvj wi‡cvwU©s gwWDj ‡_‡K Monthly Trend Report wbe©vPb Kiæb 

2. wi‡cvU© ˆZwi‡Z cÖ‡qvRbxq wdëvi ( Avw_©K mgqKvj, g~j MÖæc, Dc-MÖæc, weGwmGm †KvW 

...)e¨envi Kiæb|    
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 civgk© : weGwmGm †KvW ZvwjKvq ïaygvÎ wba©vwiZ MÖæ‡ci weGwmGm †KvW i‡q‡Q| hLb MÖæc cwieZ©b nq ZLb 

wm‡÷g wba©vwiZ MÖæ‡ci weGwmGm †KvW ¯^qswµqfv‡e cÖ`k©b Ki‡e|  
 

1. wi‡cv‡U©i aiY wbe©vPb Kiæb ( e¨q, ivR¯^ A_ev DfqB) 

2. wi‡cvU© ˆZwii Rb¨ Print wK¬K Kiæb 

           

 

     3.e¨enviKvix cÖ‡qvRbxq wdëvi e¨envi K‡i ˆZwi wi‡cvU© ÔKvógvBRÕ Ki‡Z cv‡ib| 

     4.e¨enviKvix ˆZwi Kiv wi‡cvU© wewfbœ dvBj dig¨v‡U cvVv‡Z cv‡ib|  
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5.wi‡cvU©i I‡qe wfD ˆZwi Ki‡Z  wi‡cv‡U©i aiY wbe©vPb (Expense or Revenue) Kiæb Ges 

g~j cvZvq View Gi Ici wK¬K Kiæb| wi‡cv‡U©i we¯ÍvwiZ Ges Gi MfxiZv (Drilldown) 

cÖ`k©b/ jyKv‡Z mÿgZv †i‡L GB wm‡÷g wi‡cv‡U©i Rb¨ GKwU I‡qe wfD ˆZwi Ki‡Z cvi‡e|  

 

 

 

 

 

 

Avw_©K mvi-ms‡ÿc wi‡cvU© (Fiscal Summary Report) 

GB wi‡cvU© miKv‡ii e¨q Ges ivR¯^ Av‡qi mvi-ms‡ÿc Dc¯’vcb Ki‡e|  

Avw_©K mvi-ms‡ÿc wi‡cvU© ˆZwi  

1. Avw_©K cÖwZ‡e`b ˆZwi ev Financial Reporting Module ‡_‡K Fiscal Summary 

Report wbe©vPb Kiæb  

2. Avw_©K mgqKvj Ges aiY wbe©vPb Kiæb (eZ©gvb eQi A_ev K‡qKwU eQi)  
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3. wi‡cvU© ˆZwi‡Z Print  wK¬K Kiæb 
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gvV Kvh©vj‡qi ev‡RU  

GB wi‡cvU© wdì Awd‡mi e¨envi‡hvM¨ bM` ev‡R‡Ui we¯ÍvwiZ Dc¯’vcb Ki‡e|  

wdì Awdm ev‡RU wi‡cvU© ˆZwi  

1. Avw_©K cÖwZ‡e`b ˆZwi ev Financial Reporting Module ‡_‡K Field Office Budget 

wbe©vPb Kiæb  

2. Avw_©K mgqKvj Ges wdì Awdm f¨vjy (Field Office values) wbe©vPb Kiæb  

 

3. wi‡cvU© ˆZwi‡Z Proceed  wK¬K Kiæb 

 

 

4.e¨enviKvix ˆZwi Kiv wi‡cvU© wewfbœ dvBj dig¨v‡U cvVv‡Z cv‡ib|  
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gvV Kvh©vj‡qi w ’̄wZ  

GB wi‡cvU© wdì Awd‡mi †gvU bM` w¯’wZ cÖ`k©b Ki‡e|  

wdì Awd‡mi w¯’wZ ˆZwi 

1. Avw_©K cÖwZ‡e`b ˆZwi ev Financial Reporting Module ‡_‡K Field Office Balance 

wbe©vPb Kiæb  

2.  wdì Awdm f¨vjy (Field Office values) wbe©vPb Kiæb  

 

 

3. wi‡cvU© ˆZwi‡Z Proceed  wK¬K Kiæb 

 

4.e¨enviKvix ˆZwi Kiv wi‡cvU© wewfbœ dvBj dig¨v‡U cvVv‡Z cv‡ib|  
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AvBBDGdAvi wi‡cvU©  

Znwe‡ji e¨envi I Drm  

GB wi‡cvU© wbw`©ó mgqKv‡ji Rb¨ cÖvwß I e¨‡qi mvi-ms‡ÿc Dc¯’vcb Ki‡e Ges e¨enviKvixi 

wbe©vP‡bi wfwË‡Z †kÖYxK„Z ( aiY, Dcv`vb A_ev A_©‰bwZK)  

Znwe‡ji e¨envi I Drm  wi‡cvU© ˆZwi  

1. AvBGdAvi wi‡cvU© gwWDj ‡_‡K Uses and Sources of Funds Report wbe©vPb Kiæb 

2. wi‡cvU© ˆZwi‡Z cÖ‡qvRbxq wdëvi ( Avw_©K mgqKvj, Znwej, aiY Ges gy ª̀v) wbe©vPb Kiæb|  

 

 

       3.wi‡cvU© ˆZwi‡Z Proceed  wK¬K Kiæb 
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           4.e¨enviKvix ˆZwi Kiv wi‡cvU© wewfbœ dvBj dig¨v‡U cvVv‡Z cv‡ib| 

 

 

 

 

 

 

 ‡iIqv wgj (Trial Balance) 

GB wi‡cvU© wnmveiÿY bxwZi ˆØZ Gw›Uªi ALÛZv eRvq ivL‡e Ges e¨w³MZ mvaviY LwZqvb mgš̂q I 

Avw_©K cÖwZ‡e`b ˆZwii wfwË ˆZwi Ki‡e| †iIqv wgj wi‡cvU© GKwU wba©vwiZ mg‡qi mKj wnmve w¯’wZi ( 

†WweU I †µwWU)  ZvwjKv ‰Zwi Ki‡e|  
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‡iIqv wgj  wi‡cvU© ˆZwi  

1. AvBGdAvi wi‡cvU© gwWDj ‡_‡K  Uses and Trial Balance Report wbe©vPb Kiæb 

2. wi‡cvU© ˆZwi‡Z cÖ‡qvRbxq wdëvi ( wi‡cv‡U©i aiY, A_©eQi I  mgqKvj, weGwmGm) wbe©vPb 

Kiæb|  

 

     3. wi‡cvU© ˆZwi‡Z Proceed  wK¬K Kiæb 

1-  

 

4.e¨enviKvix ˆZwi Kiv wi‡cvU© wewfbœ dvBj dig¨v‡U cvVv‡Z cv‡ib| 

 

g‡bvbxZ wnmve (Designated Account )wee„wZ  
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GB  wi‡cvU© g‡bvbxZ wnmve Kvh©ªµ‡gi mvi-ms‡ÿc cÖ`k©b Ki‡e| 

g‡bvbxZ wnmve wee„wZ ˆZwi 

1. AvBGdAvi wi‡cvU© gwWDj †_‡K  DA Activity Statement Report wbe©vPb Kiæb| 

2. wi‡cvU© ˆZwi‡Z cÖ‡qvRbxq wdëvi ( Avw_©K mgqKvj, cÖ‡ÿcb, aiY, g~j MÖæc I gy`ªv )e¨envi 

Kiæb|    
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