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PART-1: (Administrative Module)   

- Kg©KZ©v‡`i †cÖvdvBj ‰Zix Kiv  
- Kg©KZ©v‡`i Status (Transfer/PRL) cwieZ©b Kiv  
- ‡eZb wejmn Ab¨b¨ mKj wej Monitor Kiv Ges Accounting System G †cvw÷s ‡`Iqv   
- ågY wej Monitor Kiv Ges Accounting System G †cvw÷s ‡`Iqv   

 
 

 
 
 

PART-2: (User Module)  

Aa¨vqt 1  m~Pbv  
1.1 mdUIqv‡i Login Kivi wbqg   
1.2 cvmIqvW© fz‡j †M‡j cybiæ×vi Kiv   
1.3 cvmIqvW© cwieZ©b Kiv   
1.4 Qwe cwieZ©b Kiv  
1.5 e¨w³MZ Z_¨ cwieZ©b Kiv  

 

Aa¨vqt 2  ‡c wej ˆZix Kiv   
2.1 gvwmK †eZb wej   
2.2 Drme fvZvi wej  
2.3 beel© fvZvi wej  
2.4 kÖvwšÍ we‡bv`b fvZvi wej  
2.5 e‡Kqv wej  
2.6 wej evwZj Kiv  
2.7 AwMÖg (‡jvb) Gi Z_¨ ms‡hvRb  

 
 

Aa¨vqt   wUG/UªvÝdvi (ågY/e`wj) wej ˆZix Kiv   
3.1 wUG/ågY wej ˆZix Kiv  
3.2 wUG/ågY wej ms‡kvab Kiv  
3.3 wUG/ågY wej evwZj Kiv  

 
Aa¨vqt 4  Ab¨vb¨   

4.1 MyiæZ¡c~Y© Z_¨ WvDb‡jvW Kiv  
4.2 wb‡Ri e¨w³MZ Z_¨ msiÿY K‡i ivLv  
4.3 wWwRUvj †Uwj‡dvb Bb‡W·   
4.4 wi‡cvU©  
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 Kg©KZ©vi †cÖvdvBj ‡ZŠix Kiv : 
cÖ_‡g Avcbvi `ß‡i Kg©iZ mKj Kg©KZ©vi(10g †MÖW †_‡K 1g †MÖW) †cÖvdvBj ‡ZŠix Ki‡Z n‡e| Kg©KZ©v‡`i 
†cÖvdvBj †ZŠix Kivi Rb¨ wb‡Pi c×wZ AbymiY Ki‡Z n‡e|  
1|  ‡h †Kvb I‡qe eªvDRv‡ii Address Bar G wM‡q ais.dpe.gov.bd wj‡L G›Uvi evUb Pvc‡Z n‡e| Zvn‡j 

wb‡Pi gZ dig †`Lv hv‡e|  
 
 
 
 
 
 
 

 

 

 

 

 

wPÎ: Login dig

|  Dc‡iv³ di‡g User ID (Avcbvi Awd‡mi †KvW, A_©vr DPE Accounting System Gi User ID) Ges 
Password (Avcbvi Awd‡mi DPE Accounting System Gi  Password) wjL‡Z n‡e|    

3|  Select Sotware ‡_‡K Payroll Management System wm‡j± Ki‡Z n‡e|  
4|  Login evU‡b wK¬K Ki‡Z n‡e| User name Ges Password mwVK n‡j, wb‡Pi gZ dig †`Lv hv‡e|  
 

 

 

 

 

 

 

 

 

wPÎ: Kg©KZ©vi †cÖvdvBj ‰Zixi dig

PART-1 Administrative Module 
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5|  Dc‡iv³ di‡g evU‡b wK¬K Ki‡j Kg©KZ©vi †cÖvdvBj ‡ZŠix Kivi dig Ly‡j hv‡e|  
6| User Registration di‡g cÖ‡qvRbxq Z_¨mg~n wj‡L Save  evU‡b wK¬K Ki‡j D³ Kg©KZ©vi †gvevB‡j 

e¨enviKvixi bvg Ges cvmIqvW© m¤̂wjZ GKwU mqswµq g¨v‡mR cÖ`vb Kiv n‡e|    

we. ª̀: D³ Kg©KZ©v  †h †Kvb I‡qe eªvDRv‡ii Address Bar G wM‡q ais.dpe.gov.bd wj‡L G›Uvi evU‡b 
wK¬K K‡i User ID (Kg©KZ©vi †gvevBj bs) Ges Password (Kg©KZ©vi †gvevBj bs) wj‡L Select Sotware 

‡_‡K Payroll Management System wm‡j± K‡i Login evU‡b wK¬K Ki‡jB Zvi wb‡Ri mdUIqv‡i cÖ‡ek 
Ki‡Z cvi‡e|  

 

 Kg©KZ©v‡`i Status(Transfer/Active/Inactive) cwieZ©b Kiv : 
Avcbvi `ß‡i Kg©iZ ‡Kvb Kg©KZ©v(10g ‡MÖW n‡Z 1g †MÖW) Ab¨ †Kvb `ß‡i e`jx n‡j wKsev AemicÖvß n‡j Zvi 
†cÖvdvBj ms‡kvab Kivi c×wZ - 
1|  DPE Accounting System G  User ID (Avcbvi Awd‡mi †KvW, A_©vr DPE Accounting System Gi 

User ID) Ges Password (Avcbvi Awd‡mi DPE Accounting System Gi  Password) wjL‡Z n‡e|    
2|  Select Sotware ‡_‡K Payroll Management System wm‡j± Ki‡Z n‡e|  
3|  Login evU‡b wK¬K Ki‡Z n‡e| User name Ges Password mwVK n‡j, wb‡Pi gZ dig †`Lv hv‡e|  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

4|  Dc‡iv³ di‡g Avcbvi `ß‡i Kg©iZ mKj Kg©KZ©vi ZvwjKv †`Lv‡e| D³ ZvwjKv n‡Z †h Kg©KZ©vi Status 

cwieZ©b Ki‡Z Pvb Zvi bv‡gi †k‡l Status Change  evU‡b wK¬K Ki‡j wb‡Pi g‡Zv GKwU dig ‡`Lv hv‡e|  
 
 
 
 
 
 
 
 

5|  Dc‡iv³ di‡g Select Status G cÖ‡qvRbxq AckbwU wm‡j± Ki‡Z n‡e| hw` D³ Kg©KZ©v Ab¨ †Kvb `ß‡i 
e`wj n‡q _v‡Kb Zvn‡j wb‡Pi Ackb †_‡K Zvi Awd‡mi bvg wm‡j± Ki‡Z n‡e|  

6|  me †k‡l Save evU‡b wK¬K Ki‡Z n‡e|  

wPÎ: Kg©KZ©v‡`i Status cwieZ©b Kiv 
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‡eZb wejmn Ab¨vb¨ mKj wej Monitor Kiv : 
Avcbvi `ß‡i Kg©iZ mKj Kg©KZ©vi(10g n‡Z 1g †MÖW) ‡eZb wejmn Ab¨vb¨ mKj mwVKfv‡e wm‡÷‡g cÖ¯‘Z K‡i‡Q 
wKbv Zv †`Lvi Rb¨ wb‡Pi c×wZ AbymiY Ki‡Z n‡et 

|  DPE Accounting System G  User ID (Avcbvi Awd‡mi †KvW, A_©vr DPE Accounting System Gi 
User ID) Ges Password (Avcbvi Awd‡mi DPE Accounting System Gi  Password) wjL‡Z n‡e| 

3|  Select Sotware ‡_‡K Payroll Management System wm‡j± Ki‡Z n‡e|  
4|  Login evU‡b wK¬K Ki‡j wb‡Pi gZ dig †`Lv hv‡e|  
 
 
 

 
 
 
 
 

5|   Dc‡iv³ di‡g Salary Bill Monitoring G wK¬K Ki‡j Bill Monitoring Ackb †`Lv hv‡e| D³ Ackb 
n‡Z we‡ji aiY wm‡j± Ki‡Z n‡e(aiæb, Avcwb mKj Kg©KZ©vi gvwmK wej †`L‡Z Pvb, Zvn‡j gvwmK †eZb 
wej wm‡j± Ki‡Z n‡e|) Gi ci †h gv‡mi wej †`L‡Z Pvb ‡mB gv‡mi bvg wm‡j± Ki‡Z n‡e|  

6| wb‡Pi wj‡÷ mKj Kg©KZ©vi bv‡gi ZvwjKv †`Lv hv‡e, D³ ZvwjKvq meyR wPwýZ Kg©KZ©vMY mwVKfv‡e gvwmK 
wej ‰Zix K‡i‡Qb Avi jvj wPwýZ Kg©gKZ©vMY GL‡bv gvwmK wej ‰Zix K‡ibwb|  

 
we‡ji Z_¨ DPE Accounting System G Gw›Uª †`Iqv:  
Dc‡ii di‡g, †h Kg©KZ©vi †eZ‡b we‡ji Z_¨ Gw›Uª Ki‡Z Pvb Zvi cv‡k Payment Posting Date wm‡j± 
Ki‡Z n‡e Ges Save  evU‡b wK¬K Ki‡Z n‡e|  

  
Kg©KZ©vi wej †`Lv:  
‡h Kg©KZ©vi wej †`L‡Z Pvb Zvi bv‡gi cv‡ki wfD wej  evU‡b wK¬K Ki‡j wejwU mwVKfv‡e †`Lv‡e|  
 
Kg©KZ©vi †gvevB‡j g¨v‡mR cvVv‡bv :  
‡Kvb Kg©KZ©v‡K wej Rgv`v‡bi Rb¨ Request Message ev wej Rgv`vbKvix Kg©KZ©v‡`i ab¨ev` g¨v‡mR 
cvVv‡bi Rb¨ g¨v‡mR  evU‡b wK¬K Ki‡j mswkøó Kg©KZ©vi †gvevB‡j g¨v‡mR P‡j hv‡e|  
 

 
 
 
 
 
 
 
 
 

wPÎ: wej gwbUwis Kiv 
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ågY fvZvi wej Accounting System G Gw›Uª ‡`Iqv : 
Avcbvi `ß‡i Kg©iZ mKj Kg©KZ©vi (10g †_‡K 1g †MÖW) ågY fvZvi wej Gi aiP DPE Accounting System G 
Gw›Uª wbwðZ Kivi Rb¨ wb‡Pi c×wZ AbymiY Ki‡Z n‡et  

|  DPE Accounting System G  User ID (Avcbvi Awd‡mi †KvW, A_©vr DPE Accounting System Gi 
User ID) Ges Password (Avcbvi Awd‡mi DPE Accounting System Gi  Password) wjL‡Z n‡e| 

3|  Select Sotware ‡_‡K Payroll Management System wm‡j± Ki‡Z n‡e|  
4|  Login evU‡b wK¬K K‡i †gBb g¨vby †_‡K TA Bill Monitoring G wK¬K Ki‡j wb‡Pi gZ dig †`Lv hv‡e|  
 
 
 

 
 
 
 
 

5|  Dc‡iv³ di‡g c`ex/Kg©KZ©vi bvg wm‡j± Ki‡j Zvi mKj ågY fvZvi wej †`Lv‡e| †h we‡ji Gw›Uª w`‡Z 
n‡e Zvi cv‡ki Save  evU‡b wK¬K Ki‡j †cvw÷s m¤úbœ n‡e|  

 
 

ågY we‡ji Z_¨ DPE Accounting System G †cvw÷s †`Iqv:  
Dc‡ii di‡g, †h Kg©KZ©vi †h ågY we‡ji †cvw÷s Gw›Uª Ki‡Z Pvb Zvi cv‡k Payment Posting Date 

wm‡j± Ki‡Z n‡e Ges Save  evU‡b wK¬K Ki‡Z n‡e|  
  

Kg©KZ©vi wej †`Lv:  
‡Kvb Kg©KZ©vi ‡h fªgY wej †`L‡Z Pvb Zvi cv‡ki wfD wej  evU‡b wK¬K Ki‡j wejwU mwVKfv‡e †`Lv‡e|  
 

 

 
 

 

 

 

 

wPÎ: ågY fvZvi wej gwbUi Kiv 
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Š 

 

1.1 mdUIq¨v‡i cÖ‡e‡ki wbqg  
mdUIq¨v‡i cÖ‡e‡ki Rb¨ wb‡¤œi avcmg~n AbymiY Ki‡Z n‡e|  
1|  ‡h †Kvb I‡qe eªvDRv‡ii Address Bar G wM‡q ais.dpe.gov.bd wj‡L G›Uvi evUb Pvc‡Z n‡e, Zvn‡j 

wb‡Pi gZ dig †`Lv hv‡e|  
 
 
 
 
 
 
 

 

 

 

 

 

wPÎ: Login dig

2|  Dc‡iv³ di‡g User Name (   )Ges Password ( ) wjL‡Z n‡e|    
3|  Select Sotware ‡_‡K Payroll Management System wm‡j± Ki‡Z n‡e|  
4|  Login evU‡b wK¬K Ki‡Z n‡e| User name Ges Password mwVK n‡j, mdUIq¨v‡i mdjfv‡e cÖ‡ek Kiv 

hv‡e|  
 

1.2 cvmIqvW© fz‡j †M‡j cybiæ×vi Kiv  
 

‡Kvb KviYekZ: cvmIqvW© fz‡j †M‡j, wb‡Pi c×wZ AbymiY K‡i Zv cybiæ×vi Kiv hv‡e -
1|  ‡h †Kvb I‡qe eªvDRv‡ii Address Bar G wM‡q ais.dpe.gov.bd wj‡L G›Uvi evUb †P‡c Login di‡g 

cÖ‡ek Ki‡Z n‡e| Zvn‡j bx‡Pi gZ digwU Ly‡j hv‡e|  
2|  D³ di‡g Forgot your Password? wjLvi Dci wK¬K Ki‡j wb‡Pi gZ dig ‡`Lv‡e|  

 
 
 
 
 
 
 

 

 

 

Aa¨vq-1 m~Pbv 

wPÎ: cvmIqvW© cybiæ×vi Kiv 
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3|  Dc‡iv³ di‡g User Name G Avcbvi ‡gvevBj bs(‡hgb-0171.......34) wjL‡Z n‡e|  
4| mwVK ‡gvevBj bs wj‡L Submit evU‡b wK¬K Ki‡j Avcbvi †gvevB‡j SMS Gi gva¨‡g cvmIqvW© Rvwb‡q †`Iqv 

n‡e| (D‡jøL¨ †h, wm‡÷‡g Aek¨B Avcbvi mwVK †gvevBj bs _vK‡Z n‡e) 
 

1.3 cvmIqvW© cwieZ©b Kiv 
 

‡Kvb Kvi‡Y mdUIq¨v‡ii cvmIqvW© cwieZ©b Kivi cÖ‡qvRb n‡j, wb‡Pi c×wZ AbymiY K‡i Zv mn‡RB Ki‡Z 
cvi‡eb-  
1|  wm‡÷‡g mwVKfv‡e Login Kivi ci mdUIqv‡ii Dc‡ii w`‡K Password Change Gi Dci wK¬K Ki‡j wb‡Pi 

digwU †`Lv hv‡e|  
 
 

 
 
 
 
 
 
 
 
 
 

2|  Dc‡iv³ di‡g Gi N‡i bZzb cvmIqvW© Ges Confirm Password Gi N‡i bZzb 
cvmIqvW©wU Avevi UvBc K‡i Submit evU‡b wK¬K Ki‡j, Avcbvi †`Iqv bZzb cvmIqvW©wU ms‡hvRb n‡q‡Q g‡g© 
GKwU †g‡mR †`Lv‡e|  

 
 

1.4 Qwe cwieZ©b Kiv 
mdUIqv‡i Avcbvi Qwe cwieZ©b Kivi cÖ‡qvRb n‡j, wb‡Pi c×wZ AbymiY K‡i Zv mn‡RB Ki‡Z cvi‡eb-  
1|  wm‡÷‡g mwVKfv‡e Login Kivi ci Main Menu n‡Z Browse evU‡b wK¬K K‡i Avcbvi QwewU wm‡j± Kiæb|   
 

 
 

 
 
 
 
 
 
 
 

 
 
2|  Save Picture evU‡b wK¬K Ki‡j QwewU †`Lv‡e Ges mwVKfv‡e mshy³ n‡q‡Q g‡g© g¨v‡mR †`Lv‡e|  

wPÎ: cvmIqvW© cwieZ©b 

wPÎ: cvmIqvW© cwieZ©b  
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1.5  e¨w³MZ Z_¨ cwieZ©b Kiv 
mdUIqv‡i Avcbvi e¨w³MZ Z_¨ cwieZ©b Kiv cÖ‡qvRb n‡j, wb‡Pi c×wZ AbymiY K‡i Zv mn‡RB Ki‡Z cvi‡eb-  
1|  wm‡÷‡g mwVKfv‡e Login Kivi ci Main Menu n‡Z Personal Information evU‡b wK¬K Ki‡j wb‡Pi gZ 

dig †`Lv‡e|  
  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
2|  Dc‡iv³ di‡g Avcbvi cÖ‡qvRbxq Z_¨mg~n c~iY K‡i  Save evU‡b wK¬K Ki‡j Z_¨mg~n mwVKfv‡e mshy³ 

n‡q‡Q g‡g© g¨v‡mR †`Lv‡e|  
 

wPÎ-4: cvmIqvW© cwieZ©b Kvi 

wPÎ: e¨w³MZ Z_¨ cwieZ©b Kiv 
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2.1 gvwmK †eZb wej cÖ ‘̄Z Kiv: 
 

gvwmK †eZb exj ‰Zix Kivi Rb¨ wb‡Pi c×wZ AbymiY Kiv‡Z n‡e|  
1|  mdUIq¨v‡i mwVKfv‡e Login Kivi ci Main Menu -‡_‡K Bill Preparation evU‡b wK¬K Ki‡j wb‡Pi gZ 

wej ˆZixi dig †`Lv‡e|  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
2|  Dc‡iv³ di‡g we‡ji aiY Ackb †_‡K gvwmK †eZb wej(Monthly Salary Bill) wm‡j± Ki‡Z n‡e|   
3|  we‡ji gvm Ackb †_‡K gv‡mi bvg wm‡j± Ki‡Z n‡e| 
4| we‡ji bs/EFT Ges ZvwiL wm‡j± Ki‡Z n‡e|  

5|  Save  evU‡b wK¬K Ki‡Z n‡e| mwVKfv‡e wej cÖ¯‘Z n‡q‡Q g‡g© †g‡mR ‡`Lv‡e|  

6|  View Bill  evU‡b wK¬K Ki‡j wejwU †`Lv‡e| D³ wejwU wcÖ›U Ki‡jB Avcbvi gvwmK †eZb wej 
ˆZix n‡e Ges ¯̂vÿi K‡i mswkøó wnmve kvLvq Rgv w`‡Z n‡e|  

 

2.2 Drme fvZvi wej cÖ ‘̄Z Kiv: 
 1|  Dc‡iv³ di‡g we‡ji aiY Ackb †_‡K Drme fvZvi wej (Festival Bonus Bill) wm‡j± Ki‡Z n‡e|   
 2|  we‡ji gvm Ackb †_‡K gv‡mi bvg wm‡j± Ki‡Z n‡e| 
 3| we‡ji bs/EFT Ges ZvwiL wm‡j± Ki‡Z n‡e|  

 4|  Save  evU‡b wK¬K Ki‡Z n‡e| mwVKfv‡e wej cÖ¯‘Z n‡q‡Q g‡g© †g‡mR ‡`Lv‡e|  

 5|  View Bill  evU‡b wK¬K Ki‡j wejwU †`Lv‡e| D³ wejwU wcÖ›U Ki‡jB Avcbvi Drme fvZvi wej 
ˆZix n‡e Ges ¯̂vÿi K‡i mswkøó wnmve kvLvq Rgv w`‡Z n‡e|  

 
 

wPÎ-5: PEDP3 n‡Z cÖvß eivÏ †`Lv| 

wPÎ: wej cÖ¯‘Z KiY 

Aa¨vq-2 gvwmK ‡eZb Ges Ab¨vb¨ wej cÖ¯‘ZKiY 
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2.3 beel© fvZvi wej cÖ ‘̄Z Kiv: 
 1|  Dc‡iv³ di‡g we‡ji aiY Ackb †_‡K beel© fvZvi wej (New Year Bonus Bill) wm‡j± Ki‡Z n‡e|   
 2|  we‡ji gvm Ackb †_‡K gv‡mi bvg wm‡j± Ki‡Z n‡e| 
 3| we‡ji bs/EFT Ges ZvwiL wm‡j± Ki‡Z n‡e|  

 4|  Save  evU‡b wK¬K Ki‡Z n‡e| mwVKfv‡e wej cÖ¯‘Z n‡q‡Q g‡g© †g‡mR ‡`Lv‡e|  

 5|  View Bill  evU‡b wK¬K Ki‡j wejwU †`Lv‡e| D³ wejwU wcÖ›U Ki‡jB Avcbvi beel© fvZvi wej 
ˆZix n‡e Ges ¯̂vÿi K‡i mswkøó wnmve kvLvq Rgv w`‡Z n‡e|  

 
2.4 kÖvwšÍ we‡bv`b fvZvi wej cÖ ‘̄Z Kiv: 

 1|  Dc‡iv³ di‡g we‡ji aiY Ackb †_‡K kÖvwšÍ we‡bv`b fvZvi wej (Recreation Allowance Bill) wm‡j± Ki‡Z 
n‡e|   

 2|  we‡ji gvm Ackb †_‡K gv‡mi bvg wm‡j± Ki‡Z n‡e| 
 3| we‡ji bs/EFT Ges ZvwiL wm‡j± Ki‡Z n‡e|  

 4|  Save  evU‡b wK¬K Ki‡Z n‡e| mwVKfv‡e wej cÖ¯‘Z n‡q‡Q g‡g© †g‡mR ‡`Lv‡e|  

 5|  View Bill evU‡b wK¬K Ki‡j wejwU †`Lv‡e| D³ wejwU wcÖ›U Ki‡jB Avcbvi kÖvwšÍ we‡bv`‡bi wej 
ˆZix n‡e Ges ¯̂vÿi K‡i mswkøó wnmve kvLvq Rgv w`‡Z n‡e| 

 
2.5 e‡Kqv wej cÖ¯‘Z Kiv: 

 1|  Dc‡iv³ di‡g(wPÎ-6) we‡ji aiY Ackb †_‡K e‡Kqv wej (Arrear Bill) wm‡j± Ki‡Z n‡e|   
 2|  we‡ji gvm Ackb †_‡K gv‡mi bvg wm‡j± Ki‡Z n‡e| 
 3| we‡ji bs/EFT Ges ZvwiL wm‡j± Ki‡Z n‡e|  
 4| e‡Kqv we‡ji weeiY G e‡Kqv we‡ji weeiY wjL‡Z n‡e|  
 5| ‡h Avw_©K †Kv‡W e‡Kqv wej `vex Ki‡eb †mB Avw_©K †Kv‡W UvKvi cwigvY wjL‡Z n‡e|  

 6|  Save evU‡b wK¬K Ki‡Z n‡e| mwVKfv‡e wej cÖ¯‘Z n‡q‡Q g‡g© †g‡mR ‡`Lv‡e|  

 7|  View Bill  evU‡b wK¬K Ki‡j wejwU †`Lv‡e| D³ wejwU wcÖ›U Ki‡jB Avcbvi e‡Kqv wej ˆZix n‡e 
Ges ¯^vÿi K‡i mswkøó wnmve kvLvq Rgv w`‡Z n‡e| 
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2.6 wej evwZj Kiv: 
 

‡Kvb Kvi‡Y ‰ZixK…Z wej evwZj Kivi cÖ‡qvRb n‡j Zv wb‡Pi c×wZ AbymiY K‡i Kiv hv‡e -  
1|  mdUIq¨v‡i mwVKfv‡e Login Kivi ci Main Menu -‡_‡K Bill Preparation evU‡b wK¬K Ki‡j wb‡Pi gZ 

wej ˆZixi dig †`Lv‡e|  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

2|  Dc‡iv³ di‡g All Bill evU‡b wK¬K Ki‡j wb‡Pi gZ dig †`Lv‡e|  
 
 
 
 
 
 
 
 
 
 
 
3|  ‡h wejwU evwZj Ki‡Z Pvb Zvi cv‡k  (Cancel) evU‡b wK¬K Ki‡j D³ wejwU mqswµqfv‡e evwZj n‡q hv‡e| 

Z‡e wejwU Accounting System G Gw›U †`Iqv n‡q _vK‡j Zv Avi evwZj Kiv hv‡e bv|   
 
 

wPÎ-5: PEDP3 n‡Z cÖvß eivÏ †`Lv| 

wPÎ: wej evwZj KiY 
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2.7 AMÖxg (‡jvb) Gi Z_¨ ms‡hvRb : 
 

wb‡Pi c×wZ AbymiY K‡i †jvb msµvšÍ Z_¨ ms‡hvRb Kiv hv‡e -  
1|  mdUIq¨v‡i mwVKfv‡e Login Kivi ci Main Menu -‡_‡K Bill Preparation evU‡b wK¬K Ki‡j wb‡Pi gZ 

wej ˆZixi dig †`Lv‡e|  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

2|  Dc‡iv³ di‡g All Loan evU‡b wK¬K Ki‡j wb‡Pi gZ dig †`Lv‡e|  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3|  Dc‡iv³ di‡g, cÖ_‡g †jv‡bi aiY wm‡j± Ki‡Z n‡e, †hgb - 

- GPF ‡jvb  
- cÖvwaKvicÖvß Kg©KZ©vM‡Yi †gvUi Mvwoi †jvb 
- ‡gvUi Mvwoi †jvb 
- M„n wbg©vY †jvb  

wPÎ-5: PEDP3 n‡Z cÖvß eivÏ †`Lv| 

wPÎ: AMÖxg Gi †jvb ms‡hvRb Kiv 
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- ‡gvUi mvB‡Kj †jvb  
- Kw¤úDUvi †jvb  

 4|  di‡g wb‡Pi As‡k cÖ‡qvRbxq Z_¨mg~n wj‡L Save  evU‡b wK¬K Ki‡j mwVKfv‡e †jvb Gi Z_¨ ms‡hvRb 
n‡q‡Q g‡g© g¨v‡mR †`Lv‡e|  

 5|  wej †`Lvi Rb¨ View Bill  evU‡b wK¬K Ki‡j wejwU †`Lv‡e| Ges c‡ii gvm n‡Z wba©vwiZ KZ©b ïiæ n‡e|  
  

‡jvb Gi Z_¨ ms‡kvab Kiv:  
Dc‡iv³ di‡g Edit  evU‡b wK¬K Ki‡j Z_¨mg~n Dc‡ii N‡i †`Lv‡e, GLb cÖ‡qvRbxq ms‡kvabc~e©K Save  

evU‡b wK¬K Ki‡j Z_¨mg~n ms‡kvwaZ n‡e| 
 
‡jvb Gi we Í̄vwiZ Z_¨ †`Lv:  
Dc‡iv³ di‡g ‡h †jv‡bi we Í̄vwiZ Z_¨ †`L‡Z Pvb, Zvi cv‡k View  evU‡b wK¬K Ki‡j †jv‡bi we Í̄vwiZ Z_¨ †`Lv‡e|   
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Š 

3.1 ågY wej ˆZix Kiv : 
 

ågY wej ‰Zix Ki‡Z PvB‡j wb‡Pi c×wZ AbymiY K‡i Zv ˆZix Kiv hv‡e|  
1|  mdUIq¨v‡i mwVKfv‡e Login Kivi ci Main Menu -‡_‡K TA/Transfer Bill evU‡b wK¬K Ki‡j wb‡Pi gZ 

wej ˆZixi dig †`Lv‡et 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

2|  cÖ¯’vb: wba ©vwiZ wej di‡g‡Ui b¨vq Dc‡iv³ di‡g hvÎvi aiY wm‡j± Kiæb: Ackb n‡Z cÖ¯’vb (Departure) 
wm‡j± K‡i wb‡Pi Ask n‡Z - 

 - cÖ¯’vb: mqswµqfv‡e ‡jvKvj Awd‡mi bvg †`Lv‡e|  
 - AvMgb: (hvÎvi ’̄vb) AvMg‡bi ¯’vb wm‡j± Ki‡Z n‡e|  
 - cÖ¯’vb I AvMg‡bi ZvwiL I mgq wm‡j± Ki‡Z n‡e|  
 - åg‡Yi aiY/åg‡Yi †kªYx/cwien‡Yi fvov/moK c‡_ ~̀iZ¡ Ges DA msL¨v wm‡j± Ki‡Z n‡e 
 - me †k‡l ADD  evU‡b wK¬K Ki‡j Z_¨mg~n wb‡P wj÷ AvKv‡i †`Lv‡e|  
 
3|  Ave¯’vb: wba©vwiZ wej di‡g‡Ui b¨vq Dc‡iv³ di‡g hvÎvi aiY wm‡j± Kiæb: Ackb n‡Z Ae¯’vb (Stay) 

wm‡j± K‡i wb‡Pi Ask n‡Z - 
 - Ae ’̄vb: mqswµqfv‡e Ae ’̄v‡bi ’̄vb †`Lv‡e|  
 - AvMgb: mqswµqfv‡e Ae ’̄v‡bi ’̄vb †`Lv‡e|  
 - Ae ’̄v‡bi ZvwiL I mgq wm‡j± Ki‡Z n‡e|  
 - åg‡bi D‡Ïk¨ wjL‡Z n‡e|  
 - me †k‡l ADD  evU‡b wK¬K Ki‡j Z_¨mg~n wb‡P wj÷ AvKv‡i †`Lv‡e| 
 
4|  AvMgY: wba ©vwiZ wej di‡g‡Ui b¨vq Dc‡iv³ di‡g hvÎvi aiY wm‡j± Kiæb: Ackb n‡Z AvMgY (Arrival) 

wm‡j± K‡i wb‡Pi Ask n‡Z - 
 - cÖ¯’vb: mqswµqfv‡e †`Lv‡e|  
 - AvMgb: AvMg‡bi ’̄vb wm‡j± Ki‡Z n‡e|  

Aa¨vq-3 ågY wej ˆZix KiY 

wPÎ: ågY wej ˆZix Kiv 
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 - AvMg‡bi ZvwiL I mgq wm‡j± Ki‡Z n‡e|  
 - åg‡bi aiY/åg‡bi †kªYx/cwien‡Yi fvov/moK c‡_ ~̀iZ¡ Ges DA msL¨v wm‡j± Ki‡Z n‡e 
 - me †k‡l ADD  evU‡b wK¬K Ki‡j Z_¨mg~n wb‡P wj÷ AvKv‡i †`Lv‡e| 
5|  me‡k‡l Save  evU‡b wK¬K Ki‡Z n‡e, wejwU mwVKfv‡e ˆZix n‡j g¨v‡m‡Ri gva¨‡g wbwðZ Ki‡e|  
6|  View Bill  evU‡b wK¬K Ki‡j wej Ges Uz¨i WvBix †`Lv‡e|  
 

3.2 ågY wej ms‡kvab Kiv : 
 

ågY wej ms‡kvab Ki‡Z PvB‡j wb‡Pi c×wZ AbymiY K‡i Ki‡Z n‡et 
1|  mdUIq¨v‡i mwVKfv‡e Login Kivi ci Main Menu -‡_‡K TA/Transfer Bill evU‡b wK¬K Ki‡j wb‡Pi gZ 

wej ˆZixi dig †`Lv‡e|  
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

2|  Dc‡iv³ di‡g Avcbvi †ZŠixK…Z mKj fªgY wej GK mv‡_ †`Lv‡”Q|  ‡h wejwU ms‡kvab Ki‡Z Pvb Zvi cv‡k 
Edit  evU‡b wK¬K Ki‡j we Í̄vwiZ †`Lv‡e Gevi cÖ‡qvRb Abymv‡i ms‡kvab K‡i Save  evU‡b wK¬K 
Ki‡Z n‡e, wejwU mwVKfv‡e ms‡kvwaZ n‡j g¨v‡m‡Ri gva¨‡g wbwðZ Ki‡e|  

6|  View Bill  evU‡b wK¬K Ki‡j ms‡kvwaZ wejwU †`Lv‡e|  
 

wPÎ: ågY wej ms‡kvab Kiv 
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.  ågY wej evwZj Kiv : 
 

ågY wej evwZj Ki‡Z PvB‡j wb‡Pi c×wZ AbymiY K‡i Zv evwZj Kiv hv‡e|  
1|  mdUIq¨v‡i mwVKfv‡e Login Kivi ci Main Menu -‡_‡K TA/Transfer Bill evU‡b wK¬K Ki‡j wb‡Pi gZ 

wej ˆZixi dig †`Lv‡e|  
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

2|  Dc‡iv³ di‡g ‡h wejwU ms‡kvab Ki‡Z Pvb Zvi cv‡k Delete ( ) evU‡b wK¬K Ki‡j wejwU evwZj n‡e |  
 

wPÎ: ågY wej evwZjKiY 
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Š 

4.1  MyiæZ¡c~Y© Z_¨ WvDb‡jvW Kiv : 
 

mdUIqvi †_‡K wewfbœ cÖ‡qvRbxq Z_¨ WvDb‡jvW Kiv hv‡e| 
1|  mdUIq¨v‡i mwVKfv‡e Login Kivi ci Main Menu -‡_‡K Download evU‡b wK¬K Ki‡j wb‡Pi gZ dig 

†`Lv‡e|  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

2|  Dc‡iv³ di‡g Avcbvi cÖ‡qvRbxq WKz‡g‡›Ui cv‡k evU‡b wK¬K Ki‡j D³ WKz‡g›UwU 

 n‡e  
 

4.2  wb‡Ri e¨w³MZ Z_¨ msiÿY K‡i ivLv 
 

mdUIqv‡i Avcbvi cÖ‡qvRbxq wewfbœ Z_¨ msiÿY K‡i ivLv hv‡e|
1|  mdUIq¨v‡i mwVKfv‡e Login Kivi ci Main Menu -‡_‡K Personal Documents evU‡b wK¬K Ki‡j wb‡Pi 

dig †`Lv‡e|  
 
 
 

 
 
 
 
 
 

 

2|  Dc‡iv³ di‡g Attached Documents G wK¬K K‡i Avcbvi dvBjwU wm‡j± Ki‡Z n‡e|  
3| Title of Documents G D³ WKz‡g›UmwUi bvg wjL‡Z n‡e|  
4| Save evU‡b wK¬K Ki‡j WKz‡g›UwU msiwÿZ n‡q‡Q g‡g© g¨v‡mR †`Lv‡e|  

Aa¨vq-4 Ab¨vb¨ 

wPÎ: cÖ‡qvRbxq Z_¨ msMÖn 

wPÎ: e¨w³MZ Z_¨ msiÿY 
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4.3  wWwRUvj †Uwj‡dvb Bb‡W· : 
 

cÖ_wgK wkÿv cwiev‡ii mKj Kg©KZ©vi ‡gvevBj bs m¤^wjZ wWwRUvj †Uwj‡dvb Bb‡W· †`Lvi Rb¨ wb‡Pi c×wZ 
AbymiY Ki‡Z n‡e| 
1|  mdUIq¨v‡i mwVKfv‡e Login Kivi ci Main Menu -‡_‡K Digital Telephone Index evU‡b wK¬K Ki‡j 

wb‡Pi dig †`Lv‡e|  
 
 
 
 
 
 
 

 
 
 
 
 
 
 

2|  Dc‡iv³ di‡g Awd‡mi aiY wm‡j± Ki‡Z n‡e|  
3| wefvM wm‡j± Ki‡Z n‡e| 
4| ‡Rjvi bvg wm‡j± Ki‡Z n‡e|  
5|  Search evU‡b wK¬K Ki‡j Dc‡ii wbe©vPb Abymv‡i wb‡P Z_¨mg~n †`Lv‡e|  
 

4.4  wi‡cvU© : 
 

mdUIqvi n‡Z cÖ‡qvRbxq wewfbœ cÖwZ‡e`b cÖ¯‘Z Kivi Rb¨ wb‡Pi c×wZ AbymiY Ki‡Z n‡e|  
1|  mdUIq¨v‡i mwVKfv‡e Login Kivi ci Main Menu -‡_‡K Personal Report evU‡b wK¬K Ki‡j wb‡Pi dig 

†`Lv‡e|  
 
 
 
 
 
 
 

 
 
 
 
 
 
 

2|  Dc‡iv³ di‡g cÖwZ‡e`‡bi ïiæi ZvwiL Ges †kl ZvwiL wm‡j± Ki‡Z n‡e|  
3| wb‡P wewfbœ cÖwZ‡e`‡bi Ackb n‡Z cÖwZ‡e`bwU wm‡j± Ki‡Z n‡e|  
4| View Report evU‡b wK¬K Ki‡Z n‡e|

wPÎ-7: cvmIqvW© cwieZ©b Kvi 

wPÎ: wi‡cvU© msµvšÍ 


