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Online Budgetary Release Request-Agency Level (Preparatory Official):

Stepl:

a) Go to the Release Module and select online release request.

b) Select category, AU, Account No., Signatory (of the agency), requisition reference
(Start from 1 and follow in ascending order for the next releases) and requisition date
(Req. Date).

¢) Click on Endorsement/Subject button and enter the endorsement/subject.

d) Enter any relevant information in the “Remarks”.

e) Click “Select the budget lines”.

Masters Process Treasury rRelease Accounts Change Password Admin  Log Out

Hame > R @ > Online Release Regusst

catagery: [MiNISTRY ~ Banki 01 - Bank of Bhutan
AU: [204.01 - MINISTRY OF AGRICULTURE & FORESTS Branchi 02 - Thimshu
Account No: [203.01/1002 - LE [ Daparkmeant of Agricaltura, Mo, Thimahu] ~ Oparating Uniti Department of Agriculturs, Moa, Thimphu [T

[Seinct Signatary Coda ]

] Fleq Date: [26/08/2015 i
1
Satact Budget Linas | Add | Gance |

B Collapse List of Releases

Endorsements/Subjects |-

Rermarkn: | |

View Rulsane: () By Account No () New () Approved () Pending () Rejected
Releaze Na Fila no Dispatch | Dizpatch | Signatory |gankaranch|TotalRaleasaAmt|  Endarsamants Ramarks atail|Edit| Delate|submitForaparaval status oite il
Brna0ias.sese| PAGENGY/I010MANAT | ki | 28/08/2013 | WB.Manger | Thimshu | 84800000 |4, Medenel S | W Approved
BR.a0ia.8.6714| VAGENEY/Z0800/2012 | iy | 3i/08/2013 | WBManger | Thimenu | 7o0.000.00 L Smapnntie O | w Approved
Brzoizseres| MAGNSYZOHOUZONZ | nii | 03/05/2012 | WBMonger | Thimphu | 50400000  |2iicpmien i o| | w Approved
Bra0ias.eszs| PAGENGY/I0H0MANAT | ki | 11/08/2013 | WB.Manger | Thimshu | 10,850.000.00 [1n, G5 SR Il | i Approved

f) The list of budget lines will pop up while clicking the “Select Budget lines” button.
g) Select the appropriate budget lines and click "OK™.

Select Budget Lines:

| ™ AU Dept FO PG OF Act Sub Activity Name FAname FAcode RSUAT™Y capame(mu) “SguAmt Ressva Ceney! capmaltn) | a
| O|a005 20w0s| 0z |03 [0vs[o0s | a0s - ormcomiousmvices | ©F - OPERATIONE mAMMCEMGHT SERVIESS | ngos | pons | sezeavon | o o o 701000 | © [
7| 30355 | 204.01| 02 |01 043 |001| o01 - DImecTION sERvICEs | 02 - OPERATION B MANAGEMENT SERVICES | ngos | ooo: | 6783000 0 o o szroor | o
[ =035+ 204.03| 02 |03 044|coi| 00: - DiRECTION sEmvices | OF - OPERATION & MANAGEMENT SERVICES | noos | ooos | sosesos o o o o o
[] s03ss 204.01| 02 03043 |cor | o0s - DimEcTION sEmvices | O3 - OPERATION & MANAGEMENT SERVICES | rngon | ooos o 100000 o o o o
[ | 20356 | 204.01| 02 | 01|42 |01 | 001 - DIRECTION SERVICES 04 - VEGETABLE COMMODITY PROGRAM RGos | o001 | 201000 o o o -a7000 o
[] 20357 |204.01| 02 |01|044|00:| 001 - DIRECTION SERVICES 04 - VEGETABLE COMMODITY PROGRAM raoe | oo0: o 400000 o o o o
{ [ | 30358 |204.01 | 02 | 01|04as|001| 001 - DIRECTION SERVICES 05 - FRUITS AND NUTS PROGRAM RGoB | o001 | 320000 o o o -10000 o
[] | 30355 | 204.01 | 02 | 01| 042|001 | o001 - DIRECTION SERVICES 06 - CITRUS COMMODITY PROGRAM reos | coo1 | 2ss000 o ° ° -s8000 o
[ | 30350 | 204.01 | 02 | 01|04a|001| 001 - DIRECTION SERVICES 08 - MEDICINAL PLANT PROGRAM RGoB | 0001 | 203000 o o o -11000 o
| [ | 20361 |204.01 | 02 | 061|044 |001| o001 - DIRECTION SERVICES 05 - TRAINING OF ENGINEERS reom | ootz o 2164000 ° ° o o
[ | 50362 | 204.01 | 02 | 01| 042|001 | 001 - piRECTION SeRvices 11 RIce PRODUCTION AND Gos | 0001 | 170000 o o o o o
| 1| s0383 |204.01| 02 |01 |0as |00 | 001 - prrecTioN services 11 RICEPRODUCTION AND [N p— ° 1000000 | o o o | sooaoo |
|
| [] | 20354 | 204.01| 02 | 01|044|001| 001 - DIRECTION SERVICES 12 - MAIZE PRODUCTION PROGRAM RGOE | 0001 | 130000 o o o o o
| [1|2026s5 | 204.01| 02 |01|04a|001| o001 - brRECTION SERVICES 12 - MAIZE PRODUCTION PROGRAM rGOB | 0001 o 250000 o o o o
| C1|s038s | 204.01| 02 |01 |44 001 | 601 - DrrecTioN services 13 - GRAIN LEGUMES aND OlLSEEDS reos | voo: | 4aceso 0 o o 20000 | o v

h) Go to “Select Budget lines —Add/Cancel” and click on “Add” Button.

e Masters Process Treasury Relea:

Accounts

yRoll Reports Change PassWord Admin Log O

Home > Release > Online Release Request

Budgetary Release:

Category: | MINISTRY v Bank: 01 - Bank of Bhutan

AU: [204.01 - MINISTRY OF AGRICULTURE & FORESTS | Branch: 02 - Thimphu
Account No: | 204.01/1002 - LC [ Department of Agriculture, MoA, Thimphu] v Operating Unit: Department of Agriculture, MoA, Thimphu Release No:
Signatory: | Lok Hath ~

Remarks: |:|
Select Budget Lines | Add Cancel
B Collapse List of Releases

Requisition Ref:

Endorsements/Subj

View Release: () By Account No (' New () Approved () Pending () Rejected
BR.2012.8.6656 F’AGEN;:;‘;?:'LE_'UZDIZ' RL.1 | 29/08/2012  N.B.Monger | Thimphu 545,000.00 |é"rgan”":;‘:§;‘am CH @ o Approved A
BR.2012.8.6714 F"““”%ﬁ?:fluzmz' RL.1 | 31/08/2012  N.B.Monger | Thimphu 700,000.00 }E'IEESR::;‘S:?’ H @ ° Approved
BR.2012.9.6763 F’AGEN%EJ?;L'EIUZDIZ' RL.1 |04/09/2012 N.B.Monger | Thimphu | 504,000.00 Fl’.ert\:ipat\on in CH @ m Approved
BR.2012.9.5978 F/Asewgﬁ?:fluzmz- RL1 [11/09/2012  N.B.Monger | Thimphu | 10,650,000.00 |;ép Fi“a:["::g H @ Approved
AR.>n17.a.eaan | F/AGENCY/204.01/2012- At 1120092012 | i tonner | Thimebu | sasenen |5 Relsassfor Al (-1 Bnnraved




i) Click on “Detail” button of selected budget lines.

Budgetary Release:
Category: | MINISTRY v Bank: 01 - Bank of Bhutan

Au: [202.01 - MINISTRY OF AGRICULTURE & FORESTS V]

Branch: 02 - Thimphu

Account No: [204.01/1002 - LC [ Department of Agriculture, MoA, Thimphu] v Operating Unit: Department of Agriculture, MoA, Thimphu Release No: BR.2013.9.5136
Signatory: | Lok Nath v
Ref: [123 Req Date: [12/08/2013

Endorsemants/Subjact:

Select Budget Lines Add Cancel

Data saved succassfully.

El cCollapse List of Releases

View Relaase: () By Account No () New () Approved () Pending () Rejected
Release No File No Dispatch | Dispatch | Signatory BankBranch TotalReleaseAmt|  Endorsements Remarks Detail Edit|Delete|SubmitForApproval|  Status File
o Date Us=r Upload
Bank of Bhutan - 1. Capital -~
BR.2013.6.4850| M.B.Mongar Thimehu 0.00 release onder KR W ] Submit Notapproved
Bank of Bhutan - 1. Capitsl ~
BR.2013.6.4891 H.B.Monger Thimphs 0.00 Relesce of fund @ @ Submit NotApproved
BR.2013.6.5135 F(204,01/1002)/2012 RL7 |23/08/2013 | Lok ath | Bankof Bhutan - 1443.00 |BRTESEM @ m NotApproved
+2013.6. 2013/RL7 - Thimphu 443, PP
Bank of Bhutan - Test
BR.2013.5.5136, Lok Nath e 0.00 H | (E]:] Submit NotApproved

j) To check the available “Budget Amount”, “Adjustment Amount”, “Progressive
Amount” and “Balance Amount” for the particular selected budget lines click on

“Curr Detail”, “Cap detail”’, “Lend Detail” and “Repay Detail” as required.

k) Subject to the “Balance Amount” available, enter the figures/amount.

B Collapse List of Releases

View Release: () By Account No () New () Approved () Pending () Rejectad
Release No File No ”'5;:“*‘ Dispatch | Signatory BankBranch TotalReleaseAmt|  Endorsements Remarks Detail Edit| Delete|SubmitForapproval|  Status U:I‘Lead
BR.2013.6.4850 N.B.Monger Ea"‘;ﬁ:ﬁ"ﬁ:“ B }E'IEES?E::'NKR :H @ @ Submit NotApproved
BR.2012.6.4891 N.B.Monger Ba"';;:‘:::a" - ;'E‘EE::‘!;EF'UM CH oW Submit NotApproved
BR.2013.6.5135 F"(ZU"'Z%‘QI?EJ;’ZDLZ' RL7 [23/06/2013 | Lok Nath BE"‘;;;T;:E” B 1,443.00 |E’R TestM H o HotApproved
BR.2012.5.5136| Lok Nath Ea”‘;ﬁif:;:“ - 0.00 Test H ] Submit NotApproved
e T o | & m | = [m= | & =

I) Click “Update” to save the figures/amount and click on “Calculate Total”. The system will
automatically update the figures/amount in the list of release.

Motice Masters Process Treasury Release Accounts PayRoll Reports Change PassWord Admin Log Out

ame > Ameass > Oine Ameass Aaquest
Budgetary Release:

category: Bank: 0O1- Sankof Enuzan

Au: [204.01- MINISTRY OF AGAICULTURES FD Branch: a2 - Teman
Account No: [ 232.01/1002 - LT [ Desanment of Agrcut v Operating Unit: Department of Agricuturs, Mak, Thimany Relkease No:
-
] E— e at:

Endarsaments Sugect: [ |

Ramanks: |:|
Select Budgetlines|  Add

View Release: () By Account No (8 New () Approved () Fenaing ) Refected

Cancel

st - Dttt Ot o St | Gt _| et | g s | vnfon o] sumacoteres| |t it
. - i e :
—— RPPRIEED PU—, R | Tl | SR PO RN
BR.2013.5.4891 N.B.Manger | Bank of Bhutan - TRimany 0. L Copted Releme of Notapproved
. X LB Mange o . fund under 2705 = b
PSS PSSR R, Y [N S — R | Il | SO Y




m) Click “Submit” for approval to the Head of Accounts.

Treasury Release Accounts PayRoll Reports Change PassWord Admin Log Out

Notice Masters Process
Hame » Asiasse » Orine Rassss Aacuest

Budgetary Release:

Categony: Bank: 01- Sank of Shutan
s (3585 - MiETY D7 ABRICATLRE £ RRRETE o Branch: 32+ Timsn
Account No: [ 204.01/1002 - LC [ Depanimar: of AGricurure, MGA, Ty, ~ DPSrATing UM Dapammant of Agricurturs, Mas, TImany Reiease Mo
r
Sanatony: |29 ({2 Untitled Page - Windows Internet Explorer [ = éj
Raf: = - N . = =
& http://localhost:2764/RefundableDepositFileUpload.aspx?ID=462&TypeFolder=BR &)
Endorsements/ Subject: EI
SelectBudget lines| 431 | cancel File Upload
= Browse..
View Rekeasa: ()

Amesze tin s Dispatch | Cispateh Date | Signatory User e Upload Files e Uzioaz
sa.2013.6.4: N.EManger | EancorEnics N
8R.2003.6.4891 N.B.Manger | Bancof e N
2R.2003.8.5135 | H[24.0LIDIZVIOLZIOLNALT | ALT | ZIONEMII |  Lokhetn | Senkofhusa ~

. I
jste Tors

n) For Ad-hoc (current/capital) release request, the necessary supporting documents
must  be uploaded via “File Upload”. The documents should be scanned in
JPEG format  with maximum 100kb size.

0) For necessary follow up, the concern official can track the approval stages (agency
level or DPA level) by clicking on “Details”.

Step 2: Online Budgetary Release Request Approval (Agency Level-Head of Accounts)

a) Go to the Release Module and select online release request approval.
b) Select “Release Type” and “Account No.”

c) Click “Pending” to view pending releases request or “Approved” to view the approved
Releases

Notice Masters Process Treasury Release Accounts PayRoll Reports Change PassWord Admin  Log Out

Home > Releass > Online Release Request Approval

Relenetype:

Account No: | 204.01/1002 - LC [ Department of Agriculture, MoA, Thimphu]

® panding () Approved

List Of Releases-PENDING:

ReleaseNo C [2 L PreparedBy  Detail  Remarks Approved/Rejected Release Letter Attachments



d) To view the necessary supporting documents for ad-hoc (current/capital) release
request, click on “Attachments”.

Notice Masters Process Treasury Release Accounts PayRoll Reports Change PassWord Admin  Log Out

Hams » Amisase > Onine Aeass Azgusst Approva

— (ECpeRmesseeewe o m—————

ReleaseTypa: | Susgetary W

@ http://localhost:2764/RefundableDepositFileDownload.aspx?ID=463&TypeFolder=BR 2

Account Mo: [ 204 0171002 - LT [ Dapartmant of Agricutture, Mad, Thimanu]
@) renaing () agmroves File Download
463_1jpz
Lrem— CurrRmmernnmt Copubennnt | - Lattar Atz
2A.2013.3.5135 1,000.00 .00 0.0f = 1 ==

e) To approve/reject the release request, go to approved/rejected drop down list and
select the “Approved/Rejected” and click “Save”. If rejected, provide justifications in

the “Remarks” column and click “Save”.

Notice Masters Process Treasury Release Accounts PayRoll Reports Change PassWord Admin Log Ouf

Home > Release > Online Release Request Approval

AccNo:

ReleaseType: |EBudgetary ~

Account No: |2D4.DL_-"1.002 - LC [ Department of Agriculture, MoA, Thimphu] v|

®) pendin g O Approved

List Of Releases-PENDING:

CurrReleaseAmt CapReleaseAmt LendReleassAmt RepayReleaseAmE 1By Detail T Approved/Rejected Release Latter Attachments
BR.2013.9.5136| 1,000.00 0.00 0.00 0.00 S5.B.5ubba| {5 NA =5 iS5
Approved
Fejected
Save

Step 3: Online Budgetary Release Verification (DPA- Concern Verifying Official):

a) Go to the Release Module and select “Online Budgetary Release Verification”.

b) Select “Release Type” and “Account No.”
c) Click “Pending” to view pending releases request or “Approved” to view the approved

releases (appears in drop down list)

()]



Notice Masters Process Treasury Release Accounts PayRoll Reports Change PassWord Admin Log Out

Home > Release > Online Budgetary Release Verification

ReleaseType: |Budgetary v

Account No: [204.01/1002 - LC [ Department of Agriculturs, MoA, Thimphu] V|

(® pending () Approvad

List O Releases-PENDING

ReleaseNo c PreparedBy  Detail  Remarks Approved/Rejected Release Letter Attachments ‘

d) To verify the necessary supporting documents for ad-hoc (current/capital) release

request, click on “Attachments”.

= < Pase - Windews nternet xlore S ===~~~ | I
g = B mitp ocalhost 2164 RefundableDepositF e Download aspatiD= S35 TypeFolder= B B
it e - -
TR, — File Dewnload
463 1ime
N |I—
. . IR —
[
BRICILB.II6 100000 800 1 a4 H

Save

e) To approve/reject the release request, go to approved/rejected drop down list and

select the “Approved/Rejected” and click “Save”. If the documents are not

satisfactory, reject the release providing justifications in the “Remarks” column and

click “Save”.

R CufsloasaAnt CapfielassaAmt LandMalesseAmt HepayRslessaimt B P S ~ PP—— Lkt Abiachamt
BR.2012.9.5138|  1.000.00 0.50 000 000 5.0.5ubka B N =] ]
L Appravad
Rajacted
Sl



Step 4: Online Budgetary Release Receipt (DPA):

a) Go to the Release Module and select “Online Release Receipt”.

b) Select category, AU, Account No., Signatory (of the DPA), requisition reference (Follow the
agency release request reference no.) and requisition date (Req. Date).

¢) Click on Endorsement/Subject button and enter the endorsement/subject and click “Update
from Online Request”

d) Go to “Not Approved” to view and click details. Then click “update” and “calculate total”

Masters Process Treasury Release Accounts PayRoll Reports Change PassWord Admin Log Out

Category: | MINISTRY v Bank: 01 - Bank of Bhutan Dispatch No:
AU: [204.01 - MINISTRY OF AGRICULTURE & FORESTS ™| Branch: 02 - Thimphu DispatchDate: [ |
Account No: [204.01/1002 - LC [ of Agriculture, MoA, Thimphu] | status ing Unit: Dep: of Agricul Mo, Thimphu Release No:
Signatory: | Select Signatory Code ~
ion Ref: Req Date: |25/08/2013 File Number:
extrsn e
[ update From Online Request || Cancel |

Expand Search Box

B Collapse List of Releases

View Release: () By Account No () New () Approved () Not Approvad

Dispatch| Dispatch | Signatory el
Release No File No e iy ot T

Bank
mt] d Remarks Detail Edit Delete|Print|Pri Py, i | status I| print | A
C 1t|

F/DPA/204.01/2012- 1. This ~ P

BR.2012.7.5844 1L e | RL328 |24/07/2012 Do Dhap| Thimphu | 12,583.400.00 |05 L & Submit Approved N 5
F/DPA/204.01/2012- . 1. This ~ ==

BR.2012.7.5967 EELS RL.446 |25/07/2012 Dorji Dhap Thimphu | 1,900,000.00 || 205, v E Qo |s =} Submit Approved N 2

Step 5: Release Approval (DPA):

a) Go to the Release Module and select “Release Approval”.

b) Select “Release Type”, “Category”, “AU” and “Account No.”.

c) Click on “Pending” to view the pending release for approval.

d) Tick the approved box under the “List of Release-PENDING:” and click “Approve

Selected Releases” for finalizing the approval.

MNotice Masters Process Treasury Release Accounts PayRoll Reports Change PassWord Admin Log Out

Hama » Aziasss > Aziass AoVl

RaleasaType, Category, AuCod, Accho, Bank & BankBranch:

Rewaserype:
Category: | MINIZTRY v
AU | Sajact Administrative Uinit W

Account No!

® penang O somovest

saiectan W
Anlwsashiz Fraperadfy Cuted Agproved PrntBALS Azzount Number PrnthALS FrntADALS PrntUCALS Lifwwenas]  Senk Prict Count
BA137.518 | 100 am a.m am Cranzrazneinar | (BB = ] 204.01/1002[Dapartmant of Agricurturs, Mad, Thiman] N ]

Agprove seiected Asisasas



1. Online Refundable Release

NOTE: The party and assignment code which is created in the “ Accounts” module during the
receipt of deposits from the third party for preparation of voucher, the details of the party and

assignment code will now be reflected in the “RD Deposit Receipt”.
Step 1: Online Refundable Deposit/Non Revenue Release (Agency-Preparatory Official):

a) Go to the Release Module and select Online Refundable Deposit/Non Revenue Release.

b) Select Fiscal Year, Category, Month, Bank, Branch, Account No. Signatory (of the
agency).

¢) Click on Endorsement/Subject button and enter the endorsement/subject.

d) Click “Pending” to view pending releases request or “Submitted” to view the submitted
releases.

e) The necessary supporting documents must be uploaded via “File Upload”. The documents
should be scanned in JPEG format with maximum 100kb size.

f) Insert the figures in the “Release Amount”. “Amount’- this indicates the overall amount
deposited in the refundable account, “Release Amount’-represents amount for the current
release request and “Balance Amount’- represents the available balance. If the partial
release has been made, the balance amount will accordingly fluctuate.

g) Tick the “Check” box and click “Submit” for approval to the Head of Accounts.

Month, Category, Bank, BankBranch & Accno:

FicalYaan, [p-am1 o

Category: [Retroane v

Month: [1me V|

Banke [Emncer i v

Branch: |T\'m V‘

‘Account No: |11.llg'lnl'.'::xni'ctﬁ‘ﬂ»:'u:J'e. Mok, Thimghy] hd
Endorsemants: D

Ozieminet @rmnang D

Non Revenue/Refundable Depostt By Invokce-PENDING:

Imiceha Ivica Detn At Angumntimount rose e Aamwria it Gy Vouchur Diagiey s Fin Ugoad Aecart b A
AD. 1164728 meLm e l:l =] 3 \ BLOLINHE
#0118 381 140 1 Wm0 O 0 3 1 \ IOYIOHE
2510 l:| L0 l:l 0 =] =] \ QY10
AD.2010.7.44 E 520 l:l 5200 l:l 0 a a \ .04100HC
oY l:| 1m0 l:| 0 =] ] \ TOYIIHE v
T S 1 . [— m a a -




Step 2: Online Refundable Deposit/Non Revenue Release Request Approval (Agency):

a. Go to the Release Module and select “Online Refundable Deposit/Non Revenue
Release Approval’.

b. Select “Release Type” and “Account No.”

c. Click “Pending” to view pending releases request or “Approved” to view the approved
releases.

d. To view the necessary supporting documents, click on “Attachments”.

e. Next- To approve/reject the release request, go to approved/rejected drop down list
and select the “Approved/Rejected” and click “Save”. If rejected, provide

justifications in the “Remarks” column and click “Save”.

Notice Masters Process Treasury Release Accounts PayRoll Reports Change PasswWord Admin Log Out
Home > Release > Online Refundable Deposit/Non Revenue Release Request Approval
ReleaseType: |Refundable Depasit W

Account No: [204.01/1002 - LC [ Department of Agriculture, Mo, Thimphu] |

@ pending () approved

List OF Releases-PENDING:

InvoiceNo File No. InvoiceAmt RequestAmt Remarks Approved/Rejected Release Letter
iRD.2011.6.4724 F/(204.01/1002)/2013-2014/RD.5 17,741.00 17,741.00 I:| - =1

Step 3: Online Refundable Deposit/Non Revenue Verification (DPA-Concern Verifying
Official):

a) Go to the Treasury Module and select “Online Refundable Deposit/Non Revenue
Verification”.

b) Select “Release Type”, “Fiscal Year”, “Month”, “Category”, “AU” and “Account
No.”

c) Click “Pending” to view pending releases request or “Approved” to view the
approved releases (appears in drop down list).

d) To view and verify the necessary supporting documents, click on “Attachments”.

Change PassWord

@ Untitled Page - Windows Intermet Explorer

@ nttp://localhost 2764/ RefundableDepositFileDownload.aspxilD=413207&TypeFolder= RONR

File Download

10



e) To approve/reject the release request, go to approved/rejected drop down list and
select the “Approved/Rejected” and click “Save”. If the documents are not

satisfactory, reject the release providing justifications in the “Remarks” column and

click “Save”.

Notice Masters Process Treasury Release Accounts PayRoll Reports Change PassWord Admin Log Out

Home > Treasury > Online Refundable Deposit/Non Revenue Verification

Release Type, Fiscal Year, Month, Category, AUCode, AccNo:
po—
Fiscal Year: [2012-2012  [v]

Category: | MINISTRY ~
AUz [204.01 - MINISTRY OF AGRICULTURE & FORESTS ~|
Account No: [204.01/1002 - LC [ of Agriculture, Mo, Thimphu] v

® pending O approved

List Of Releases-PENDING:

InvaiceNo File No. InvoiceAmt  RequestAmt Remarks Approved/Rejected Display Voucher  Display Invoice ~ Release Letter  Attachments

IRD.2011.6.4724 F/(204.01/1002)/2013-2014/RD.5 17,741.00 17,741.00 |:| NA =1 =] (=] =
Approved
Rejected

Step 4: Refundable Deposit Withdrawal Online (DPA-Concern Verifying Official):

a) Go to the Treasury Module and select “RD Withdrawal Online”.
b) Select Month, Category, AU code, Account No., Signatory (of the DPA), and File No.

¢) Click on Endorsement button and enter the endorsement.

d) Click “Add”.

e) Click on “NOTAPPROVED” to view the pending RD Withdrawal for approval and
“Approved” to view the approved RD Withdrawal.

Notice Masters Process. Treasury Release Accounts PayRoll Reports Change PassWord Admin Log Out

Home > Treasury > RD Withdrawzl Online

Month: |June hd

Enter/Edit Refundable Deposit Withdrawal:

Category: | Select Category v

Aucode: [ Select AU v|

Account No: | Select Account Number v

Signatory: |Select Signatory | ¥ FileNo: |

Endorsement:

® noTaperovED () Approved

RD Withdrawals which has not been Approved :

RDWithdrawalNa Account Number MonthName Dispatch Na DispatchDt Signatory Fileho Endarsement Delete Details Generate Letter SubmitForAppraval  PreparedBy
RDW.2013.12 | 204.01/1002 | IJune Dorji Dhap| DPA/TMD/TRANSFER/BF- Test T | B |Generate Lattar Submit Chandrashekhar
RDW.2013.2106| 202.01/1005 | June Darji Dhap|DPA/TMD/ TRANSFER/BF- 2862 dt. 3/6/2013 il Generate Letter|  Submit Deki DPA
RDW.2013.2095| 206.01/1008 | June Darji Dhap|DPA/TMD/ TRANSFER/BF- 1330 dt. 19/4/2013 i Generate Letter|  Submit Deki DPA
RDW.2013.2053| 204.01/1057 | June Darji Dhap|DPA/TMD/ TRANSFER/BF- WRT rj/1202 dated 05/06/2013 il Generate Letter|  Submit Chandrashekhar
RDW.2013.2052| 204.01/1057 | June Dorji Dhap| DPA/TMD/ TRANSFER/EF- | wit latter No. RI/Fil-03/2012-2013/1202 dated 05/06/2012 | [i] Generate Letter|  Submit Chandrashekhar
RDW.2013.2037| 206.01/1002 | June Darji Dhap| DPA/TMD)/ TRANSFER/EF- Wit ref: 3571 dt. 12/6/2013 il Generate Letter|  Submit Daki DPA
S RS R P P —— A— = - - - o
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f) Click the “Details” against the respective withdrawal under the “List of RD
Withdrawals which has not been approved” and click “Submit” for finalizing the RD

Withdrawal approval.

RD Withdrawals which has not been Approved :

ROWithdrawalNo Account Number MonthName Dispatch No DispatchDt Signatory FileNo Endorsement Delete Details Generate Letter SubmitForApproval  PreparedBy
RDW.2013.12 | 204.01/1002 | June Dorji Dhap| DPA/TMD/TRANSFER/BF- Test W Generate Latter Submit ChandraShekhar
RDW.2013.2106| 202.01/1005 | June Dorji Dhap| DPA/TMD/TRANSFER/BF- 2862 dt. 3/6/2013 W Generate Letter Submit Deki DPA
RDW.2013.2095 206.01/1008  lune Darji Dhap| DPA/TMD/ TRANSFER/8F- 1390 dt, 13/4/2013 i Generate Letter|  Submit Deki DPA
RDW.2013.2033) 204.01/1057 | June Dorji Dhap| DPA/TMD/ TRANSFER/BF- WRT rj/1202 dated 03/06/2013 ] Generate Letter]  Submit ChandraShekhar
RDW.2013.2052| 204.01/1037 | June Dorji Dhap| DPA/TMD/ TRANSFER /BF- | vt letter o, R/FiN-03/2012-2013/1202 dated 05/08/2013 | T Generate Lefter|  Submit ChandraShekhar
RDW.2013.2037 206.01/1002 | lune Dorji Dhap| DPA/TMD/TRANSFER/BF- Wit ref: 3571 dt. 12/6/2013 W Generate Lefter Submit Deki DPA
ROW.2013.2033| 408.01/1001 | Jume Dorji Dhap| DPA/TMD/TRANSFER/BF- hmagjt W Generate Letter Submit Tsheten Release
ROW.2013.1951) 204.01/1017 | June Darji Dhap| DPA/TMD/ TRANSFER/BF- wirt NCAN/ACCT/889 dated 22/03/2013 i Generate Lefter)  Submit ChandraShekhar
RD Withdrawal Details:
ROWithdrawalNa InvoiceNo Orginal Deposit Earlier Withdrawn Balance Ta be Withdrawn Edit Delete
RDW.2013.12 iRD.2011.6.4724 17741.00 0.00 0.00 17741.00 @ m

Step 5: RD Withdrawal Approval (DPA-Concern Signatory Official):

a) Go to the Treasury Module and select “RD Withdrawal Approval”.

b) Select “Release Type” and “Account No”.

c) Click on “Pending” to view the pending RD Withdrawal for approval and “Approved”
to view the approved RD Withdrawal.

d) Select “Approved” from the drop down list and click “Save” for finalizing the release

approval.

Notice Masters Process  Treasury Release Accounts PayRoll Reports Change PassWord Admin  Log Out

Home > Treasury > RD Withdraval Approval

Accho:

ReleaseType: | Refundable Deposit V'

Account No: |204.01/LDDZ - LC [ Department of Agriculture, Mo&, Thimphu] Vl

‘.‘ Pending | ' Approved

List Of Releases-PENDING:

ID  ROWithdrawalNo Account Number MonthName  DispatchNo  DispatchDt  Signatory FileNo Endorsement Details Generate Letter Remarks Approved PreparedBy

5659| RDW.2013.12 | 204.01/1002 lune dRDW.2013.9.1 | 18/09/2013 | Dorji Dhap | DPA/TMD/TRANSFER/BF- Test EE Generate Letter |:| Chandrashekhar
Approved
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Step 6: Refundable Release (DPA):

a) Go to the Release Module and select “Refundable Release”.
b) Select Category, AU, Account No., Signatory (of the DPA), requisition reference and
requisition date (Req. Date).

¢) Click on Endorsement button and enter the endorsement.

Notice Masters Process Treasury Release Accounts PayRoll Reports Change PassWord Admin Log Out

Home > Release > Refundable Release

Refundable Deposit Release:

Category: Bank: 01 - Bank of Shutan  Dispatch No:
Aus [204.01 WINISTRY OF AGRICULTURE & FORESTS ~ Branch: 02 - Thimphu Dispatchpate: [ ]

Department of

Account No: | 204.01/1002 - LC [ D of | MoA, Thimphul v ‘Operating Unit: Agriculture, MoA, Release No:
Thimphu

Signatory:
19/05/2013
i Ref: Req Date: File Number:

|

S .

Expand Search Box

B Collapse List of Releases

View Relaase: () By Account No () New () Approved () Not Approved

. Bank Bank
Dispatch Dispatch  Signatory Financial o = RD - _
Release No File No Bank/Branch ‘Endorsements Remarks Print TsReversal Print A,
No Date User year withdrawsal
Bank of
F/DPA/202.01/20132- _ 1. This ~ R
RD.2012.8.867 | 5o /pi 1y RW.111 |03/08/2012|Derji Dhap|Bhutan 11 reprasents v =} =} Submitted withdrave | 3 [N 3
Thimphu
Bank of
F/DPA/420.02/2012- " _ 1. This ~ ‘ R .
RD.2012.8.883 |o o iciet s RW.136 |09/08/2012|Dorji Dhap|Bhutan 11 reoresents & @ WS =1 Submitted PP Withdraw | 2 N 2

d) Click on the “Select Invoice”, tick the box and close the button “x”.

Select Invoice Nofs):

RDWithdrawalNo Deposit Amount Amount To Be Released

RDW.2012.12 17741.00 17741.00

e) And accordingly click on the “Add” button to view the list of refundable release.
f) Click “Submit” for finalizing the approval.

Data saved successfully.

B Expand Search Box

B Collapse List of Releases

View Release: O By Account No O New O Approved O Not Approved

Release No File No e I e Remarks Detail Edit Delete Print PrintBank ibmi | Print TsReversal Print | A
No Date User year Withdrawal
Count Count
Bank or
RD.2013.7.982 |/OPA/Z0LE RW.1921[16/07/2013(Dogi DhepBhutan - (11 |15 Bis & Submitted  Approved | Withdraw| 0 N 0
2014/RW.1921
Thimphu
F/DPA/121.01/2012- Bank of RD test =
RD.2013.6.383 : RW.1922(28/06/2013 Daji Dhap Bhutan - |11 E00as & Submitted  Approved | Withdraw| 1 N 1
2013/RW.1922 i
Thimphu
F/DPA/122.01/2012- Bank of RD Release Test =
RD.2013.6.384 . RW.1923(23/06/2013 Darji Dhap Bhutan - |11 ZEPEE 5 Submited  Approved | Withdraw| 1 N 1
2013/RW.1923 =
Thimphu
Bank of Test -
RD.2013.5.985 Dofji Dhap|Bhutan - (11 ‘ ‘ = @ m = | &5 Submit NotApproved| Withdraw | 0 N n |V
Thimphu
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Step 7: Release Approval (DPA):

a) Go to the Release Module and select “Release Approval”.

b) Select Release Type (Refundable), Category, AU and Account No.

c) Click on “Pending” to view the pending refundable release for approval and “Approved”
to view the approved refundable release.

d) Tick the “Check” box and click “Approve selected Releases” for final approval.

Notice Masters Process Treasury Release Accounts PayRoll Reports Change Password Admin Log Out

s ,Cal e
ReleaseType: |Raefundable ~
Category: | MINISTRY ~

AU: [Sslect Administrativa Unit ~

Account No:

® pending () Appraved

List Of Releases- PENDING:
Select all ll
ReleaseNo ReleaseAmt PreparedBy Detail Approved PrintBRLS Account Number PrintNRLS  PrintRDRLS  PrintUCRLS IsReversal  Bank Print Count
RD.2013.8.985 | 17,741.00 | Chandrashekhar | iS5 204.01/1002[Department of Agriculture, MoA, Thimphu] = ] n 0

Approve selected Releases

2. Online Uncashed Release
Step 1: Online Un-cashed Cheque Release (Agency-Concern Preparatory Official):

a) Go to the Release Module and select Online Un-cashed Cheque Release.
b) Select Fiscal Year, Account No. Signatory (of the agency).

¢) Click on Endorsement button and enter the endorsement.
d) Click “Pending” to view pending releases request or “Submitted” to view the

submitted releases (appears in drop down list).

Notice Masters Process Treasury  Release Accounts PayRoll Reports Change PassWord Admin  Log Out

Home > Release » Online UnCashed Cheque Release

Fiscal Year: [2011-2012 v

Account No: ‘204.lelDDz-LC[Department of Agriculture, Mo, Thimphu]
Signatory: |Lok Nath v
Endorsements:

Osubmitted ® pending () Rejected

UnCashed Cheque-PENDING:

Account No Vaucher No Voucher Date Amount Cheque No Submit Display Voucher File Upload

204.01/1002 Dv.2.53 13/02/2012 2498.00 34802 D =]
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e) The necessary supporting documents must be uploaded via “File Upload”. The
documents should be scanned in JPEG format with maximum 100kb size or maximum

of 5 scanned documents.

ce Masters Process Treasury Release Accounts PayRoll Reports Change PassWord Admin Log Out

Home > Release > Online UnCashed Cheque Releass

Accno:

Fiscal Year: [2011-2012
Account No: [ 204.01/1002-LC[Department of Agriculturs, MoA, Thimghu] v|
_ s ™
signatory: (@ Unitled Page - Windows Internet Explorer [E=
Endorsements: ‘@ http://localhost:2764/RefundableDepositFileUpload.aspx7ID=621529&TypeFolder=UC E‘
O Submitted @ Pending () Rejected .
File Upload
Browse .
PEND
I I
Account No Voucher No Voucl| File Upload

204.01/1002 DV.2.53 13/0) Upload Files N

f) Tick the “Check” box.

tice Masters Process Treasury  Release Accounts PayRoll Reports Change PassWord Admin  Log Out

Home > Release > Online UnCashed Cheque Release

Fiscal Year: [2011-2012
Account No: | 204.01/1002-LC[Department of Agriculture, Mo, Thimphu] ~|
Signatory: | Lok Hath ~

e —

O submitted ® Panding () Rajacted

UnCashed Ches

que-PENDING:
Account No Voucher No Vaucher Date Amount Cheque No Submit Display Voucher File Upload |
204.01/1002 | DV.2.53 | 13/02/2012 | 2498.00 ‘ 34802 ‘ | =] ‘ N |

g) Click “Submit” for approval to the Head of Accounts.

O submitted ® pending O Rejected

Account No Voucher No Voucher Date Amount Cheque No Submit Display Voucher File Upload

204.01/1002 | DV.2.52 | 13/02/2012 | 2438.00 ‘ 24802 | | = | | \
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Step 2: Online Un-cashed Cheque Release Request Approval (Agency-Head of Accounts):

a) Go to the Release Module and select Online Un-cashed Cheque Release Request
Approval.

b) Select Release Type and Account No.

c) Click “Pending” to view pending un-cashed cheque releases request or “Approved” to
view the approved un-cashed cheque releases (appears in drop down list).

d) To view the necessary supporting documents, click on “Attachments”.

e) Next- To approve/reject the release request, go to approved/rejected drop down list and

select the “Approved/Rejected” and click “Save”. If rejected, provide justifications in the
“Remarks” column and click “Save”.

Notice Masters Process Treasury Release Accounts PayRoll Reports Change PassWord Admin Log Out

Home > Release > Online UnCashed Cheque Releass Request Approval

ReleaseType: |UnCashed Chegque %

Account No: [204.01/1002 - LC [ Department of Agriculture, MoA, Thimphu] |

® panding O approved

List OF Releases-PENDING:

InvoiceNo File No. TnvoiceAmt RequestAmt Remarks

1870 184700 l:l " a &
2800 3800 l:l o =
=

783253 F/(204.01/1002)/2013-2014/UC.2

521523 F/(204.01/1002)/2013-2014/UC.5

Step 3: Online Un-cashed Cheque Release Verification (DPA-Concern Verifying Official):

a) Go to the Release Module and select “Online Un-cashed Cheque Release
Verification”.

b) Select Release Type (Un-cashed Cheque) and Account No.

c) Click “Pending” to view pending releases request or “Approved” to view the
approved releases (appears in drop down list)

d) To verify the necessary supporting documents for release request, click on
“Attachments”.

e) To approve/reject the release request, go to approved/rejected drop down list and
select the “Approved/Rejected” and click “Save”. If the documents are not

satisfactory, reject the release providing justifications in the “Remarks” column and
click “Save”.

Change Password
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Step 4: Un-cashed Cheque Release (DPA-Concern Verifying and Preparatory Official):

a) Go to the Release Module and select “Un-cashed Cheque Release”.
b) Select Category, AU, Account No., Signatory (of the DPA), requisition reference

(Follow the agency release request reference no.) and requisition date (Reg. Date).

¢) Click on Endorsement button and enter the endorsement.

Notice Masters Process Treasury Release Accounts PayRoll Reports Change PassWord Admin Log Out

Home > Rela shed Chegque Release

Uncashed Chegue Relea:

se:
Category: | MINISTRY v Bank: 01 - Bank of Bhutan Dispatch No:

AU: [204.01 - MINISTRY OF AGRICULTURE & FORESTS v] Branch: 02 - Thimphu DispatchDate: ||
Departmant of
Account No: [ 204.01/1002 - LC [ Department of Agriculture, MoA, Thimphu] v|  Operating Unit: Agriculture, MoA, Release No:
Thimphu
Lapsed Fund: |2052 55 Balance Amount: 422355

Signatory: [ Salact Signatery Code ~
RequisitionRef: [ | Req Date: — File Number:

S e[ 7

Retesse Amounts [ [uem

B Expand Search Box

E Collapse List of Releases

View Release: () By Account No () New () Approved () Not Approved

uc Bank
Dispatch  Dispatch  Signatory e = uc =
ReleaseNo  Release File No ‘Bank/Branch Endorsements Remarks Approved Edit Delete Print PrintBankCopy SubmitForApproval Status hdrawsl IsWithdrawal Print

d) Click “Select” against the “Release Amount:” This will trigger a pop-up window and

check the box then click “Select”.

Selact Cheque No:

™ Voucher No Amount Cheque Amount.

621529 |DV.2.53 2498.00 2498.00

e) Next- Click on “Add” to view the list of releases.
f) Check Approved box and click “Submit” to process for final approval.

Data saved successfully.

E Expand Search Box

B Collapse List of Releases

View Release: () By Account o (O ew () Approved () ot Approved
2 Dispatch  Dispatch  Signatory uc =5
ReleaseNo  Release File No ‘Bank/Branch Endorsements Remarks Approved Edit Delete Print PrintBankCopy SubmitForApproval  Status IsWithdrawal Prit
No Date User ‘Withdrawal
Amount Cou
F/DPA/204.01/2012- Dori Bank of |1t oy
UC.2013.6.53 | 2024.00 - UC.179 | 28/06/2013 Bhutan - v @ WS I | Submitted Approved | Withdraw N 1
2013/UC.179 Dhap
Thimphu
F/DPA/204.01/2012- Dori Bank of |\ - ron Tt
UC.2013.6.54 | 1526.00 - UC.180| 25/06/2013 Bhutan - v @ WS I 1 Submitted Approved | Withdraw N 1
2013/UC.180 Dhap Thimphu
pori | Dankof o
UC.2013.9.55 | 2498.00 Dhgp Bhutan - | | @ o=} = 1 Submit HotApproved | Withdraw N [}
Thimphu




Step 5: Release Approval (DPA-Approving Official):

a) Go to the Release Module and select “Release Approval”.

b) Select “Release Type (Un-cashed Cheque)”, “Category”, “AU” and “Account No.”.

c) Click on “Pending” to view the pending release for approval.
d) Check the approved box under the “List of Release-PENDING:” and click “Approve

Selected Releases” to finalize the approval.

Release Accounts PayRoll Reports Change PassWord Admin Log Out

Masters Process Treasury
Reports for Agency

Notice
Home > Release > Release Approval
et

Reports for Treasury

ReleaseType,Category,AuCode, AccNo,Bank & BankBranch:

ReleaseType: [Uncashed Cheque v
Accounts
Category: | MINISTRY ~
Online Release For Agancy

av: [254.01 - WINISTRY OF AGRICULTURE & FORESTS

~

Account No: | Select DPA Account No

® panding () approvad

List Of Releases-PENDING:
select all ll
ReleaseNo ReleaseAmt PreparedBy Detail Approved  PrintBRLS Account Number PrintNRLS ~ PrintRDRLS  PrintUCRLS IsReversal  Bank Print Count
UC.2012.9.55 2,458.00 Chandrashekhar | E2 204.01/1002[Department of Agriculture, MoA, Thimphu] = ]

Approve selected Releases
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NOTE

The Client agency, while creating the party and assignment code of the Entrusted Agency for PW
Advance, this will affect accordingly in the Entrusted Agencies, the system will automatically
record the Client Agency in the party and assignment code. Now, the Entrusted agency need not

create party and assignment code while carrying out any Deposit works.

Step 1: Online Refundable Deposit/Non Revenue Release (Agency-Concern Preparatory
Official):

a) Go to the Release Module and select Online Refundable Deposit/Non Revenue
Release.

b) Select Fiscal Year, Category, Month, Bank, Branch, Account No. Signatory (of the
agency).

¢) Click on Endorsement/Subject button and enter the endorsement/subject.

d) Click “Pending” to view pending releases request or “Submitted” to view the
submitted releases.

e) The necessary supporting documents must be uploaded via “File Upload”. The
documents should be scanned in JPEG format with maximum 100kb size.

f) Insert the figures in the “Release Amount”. “Amount’- this indicates the overall
amount deposited in the non-revenue account, “Release Amount’-represents amount for
the current release request and “Balance Amount’- represents the available balance. If

the partial release has been made, the balance amount will accordingly fluctuate.

Notice Masters Process Treasury  Release Accounts PayRoll Reports Change PassWord Admin  Log Out

Home > Release » Online Refundable Deposit/Non Revenue Release

Month,Category, Bank,BankBranch & Accnio:

Fiscal Year: [2012-2013 v
Category: ‘NunRavanue V‘
Month: ‘Juna V‘
Bank: ‘Bank of Bhutan V‘
Branch: ‘Th\mphu v‘

Account No: ‘ 204.01/1002-LC[Department of Agriculture, MoA, Thimphu]
Signatery: | Lok Nath W
Endorsements:

(O submitted ® pending () Rejected

Non Revenue/Refundable Deposit By Invoice-PENDING:

InvoiceNo Invoice Date Amount RequestAmount BalanceAmount Remarks Submit  Display Voucher  Display Invoice  File Upload Account No
=

201252507 oo | [ ] wwe | [ ] O] & E \ | aeovsozie
=

iNR.2013.6.2506 01/06/2013 1000.00 l:l 201.00 I:I D = | [ | N 204.01/1002-LC
=

iNR.2013.6.2503 01/06/2013 10000.00 l:l 5000.00 I:I D = | [ | \ 204.01/1002-LC
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g) Tick the “Check” box and click “Submit” for approval to the Head of Accounts.

Non Revenue/Refundable Deposit By Invoice-PENDING:

Remarks Submit  Display Voucher  Display Invoice  File Upload Account Ho

TnvoiceNa Tavaice Date Amount
iNR.2013.5.2506 1000.00 1 201.00 7 O =] =} N 204.01/1002-LC
iNR.2012.5.2505 10000.00 [ 5000.00 [ O =] =1 “

204.01/1002-LC

Step 2: Online Refundable Deposit/Non Revenue Release Request Approval (Agency-Head
of Accounts):
a) Go to the Release Module and select “Online Refundable Deposit/Non Revenue
Release Approval’.

b) Select “Release Type” and “Account No.”
c) Click “Pending” to view pending releases request or “Approved” to view the approved

releases.

d) To view the necessary supporting documents, click on “Attachments”.

e) Next- To approve/reject the release request, go to approved/rejected drop down list
and select the “Approved/Rejected” and click “Save”. If rejected, provide

justifications in the “Remarks” column and click “Save”.

Notice Masters Process Treasury  Release Accounts PayRoll Reports Change PassWord Admin  Log Out
Home > Release > Online Refundable Deposit/Non Revenue Release Request Approval
Py—

of Agriculture, MoA, Thimphu] w|

Account No: [204.01/1002 - LC [

® pending O approved

List OF Releases-PENDING:
Release Latter Attachments

File No. TnvoicaAmt RaquastAmt Ramarks

F1(204.01/1002)/2013-2014140.3 1,600.00 1,000.00 [ 7

InvoicaMo

i

INR.2013.6.2507
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Step 3: Online Refundable Deposit/Non Revenue Verification (DPA-Concern Verifying
Official):
a) Go to the Release Module and select “Online Refundable Deposit/Non Revenue
Verification”.
b) Select “Release Type (Non Revenue)”, “Fiscal Year”, “Month”, “Category”, “AU”

and “Account No.”
c) Click “Pending” to view pending releases request or “Approved” to view the approved

releases..
d) To approve/reject the release request, go to approved/rejected drop down list and
select the “Approved/Rejected” and click “Save”. If the documents are not

satisfactory, reject the release providing justifications in the “Remarks” column and

click “Save”.

Notice Masters Process Treasury Release Accounts PayRoll Reports Change PassWord Admin Log Out

Home > Treasury > Online Refundable Deposit/Non Revenue Verification

Release Type, Fiscal Year, Month, Category, AliCode, AccNo:

Srm—
Fiscal Year: [201z2013 ]
Honti
—

Aus [204.01 - MINISTRY OF AGRICULTURE & FORESTS v|

Account No: [ 204.01/1002 - LC [ Department of Agriculture, MoA, Thimphu] v

® pending O Approved

List OF Releases-PENDING:
Invoicaho File No. InvoiceAmt  RequestAmt Remarks Approved/Rejected

iNR.2012.6.2507 F/(204.01/1002)/2013-2014/ND.3 1,000.00 1,000.00

e) To view and verify the necessary supporting documents, click on “Attachments”.

Notice Masters Process Treasury Release Accounts PayRoll Reports Change PassWord Admin Log Out

Home > Traasury > Online Refundabla Deposit/lion Revenue Verification
Release Type, Fiscal Year, Month, Category, AUCode, Acclo:
p—
Fiscal Year; |2012-2013 v
Month: (& Untitled Page - Windows Internet Explorer L = g

Category: | MINISTRY v

AU: [204.01 - MINISTRY OF AGRICULTURE & FORESTS v|

2

@ hitp://localhost 2764 /RefundableDepositFileDownload.aspxlID=1235245&TypeFolder=RDNR

File Download

Account No: [ 204.01/1002 - LC [ Department of Agriculture, MoA, Thimphu]

® pending () Approved

TInvoiceNo File No. InvoicaAmt 1l

1

iNR.2013.6.2507 F/(204.01/1002)/2013-2014/ND.3 1,000.00

Save




Step 4: Non Revenue (DPA-Concern Verifying Official):

a) Go to the Release Module and select “Non Revenue”.
b) Select Category, AU, Account No., Signatory (of the DPA), requisition reference and

requisition date (Req. Date).

¢) Click on Endorsement button and enter the endorsement.

Notice Masters Process Treasury Release Accounts PayRoll Reports Change PassWord Admin Log Out

Home > Release > Non Revenue

Non Revenue Release:

Category: | MINISTRY v Bank: 01 - Bank of Bhutan  Dispatch No:

AU: [204.01 - MINISTRY OF AGRICULTURE & FORESTS ~| Branch: 02 - Thimphu Dispatch Date:
Department of
Account No: | 204.01/1002 - LC [ Department of Agriculturs, MoA, Thimphu] v Operating Unit: Agriculture, MoA, Release No:
Thimphu

Signatory: | Select Signatery Code ~
Ref 01/07/2012 e Nurmbe
i 1 Req Date: — Number:

— R

[ select if you are making = release vithdral! Select Invaice Na(s)

Expand Saarch Box

B Collapse List of Releases

View Release: () By Account No () New () Approved () Not Approved

ReleaseNo  Requisition Requisition DispatchDispatch  Signatory by /B ranch Endorsements Remarks int Prir i IsReversal Print
No Date No  Date User &

F/DPA/204.01/2012- Doni  [BEMROf [ =

NR.2013.6.471 345 28/08/2013 - NR.638 |28/06/2013 Bhutan - v B3 T | s =] Submitted 1
2013/nR 698 Dhap =

Thimphu

F/DPA/204.01/2012- Dori (220K of NR DPA Tast =z

NR.3013.5.473R5A7 o5/nRIP01R g ur_sas losina/on1 =/ PoD Rhutan - ~ == Il Wl = Suhmittad 1

Select Invoice No(s):

TInvoice No Deposit Date Deposit Amount Balance Amount Status

iNR.2013.6.2507 01/08/2013 1,000.00 1,000.00 Approved

e) And accordingly click on the “Add” button to view the list of refundable release.
f) To view the invoice details, click the “Detail” button against the “List of Release”.

e approval

B Collapse List of Releases

View Release: () By AccountNe ) New () Approved () Not Approved
[or—— Requisition Requisition  File Dispatch Dispatch SIQRatory oo . nranch  Endorsements Remarks Print
I frn o e e o ;
Banic ot ; .
Na.:n:a.|.47:| 1970872013 | ‘ B0 ‘_m..e.l [r=s \|| || ‘ - ‘@‘ i ‘ﬁ| = ‘ Submit ‘va?rw-d|~ | o ‘
peri

B Collapse Release Invoice No(s)

e Sudgat Ameunt [——— [E—— [E— History Update Delate
iNR.2013.5.2307 1000.00 .00 1000.00 [ | @ [ wm
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Step 5: Release Approval (DPA-Approving Official):

a) Go to the Release Module and select “Release Approval”.
b) Select Release Type (Non Revenue), Category, AU and Account No.

c) Click on “Pending” to view the pending non revenue release for approval and “Approved

to view the approved non revenue release.
d) Tick the “Check” box and click “Approve selected Releases” to finalize the approval.

Notice Masters Process Treasury Release Accounts PayRoll Reports Change PassWord Admin Log Out

Heme > Release > Release Approval

ReleaseType,Category, AuCode, AccNo,Bank & BankBranch:

Category: | MINISTRY o

AU: [204.01 - MINISTRY OF AGRICULTURE & FORESTS

Account No: | Select DPA Account No

® panding () Approved

List O Releases-| PENDING:

select an ll

Releasao  InvoicaNo RaleaseAmt Preparady Detsil Approved PrintBRLS Account Numbar PrintNRLS  PrintRDRLS PrintUCRLS IsReversal Bank Print Count

NR.2013.9.473 1,000.00 Chandrashekhar | E5 204.01/1002[Dapartmant of Agriculturs, MoA, Thimphu] =1

Approve salacted Ralaases

ACCOUNTS MODULE

Trans!er Employee Department to Department within same L! I!PL!I

STEP-1

a) Go to the Payroll Module and select Transfer Department to Department (Same
LC/PLC).
b) Select Account No., Source Department, Target Department

¢) Next- From the drop down list click “Transfer” against the concern official.

PIEKMS V1.0

Public Expendirure Management System

=] You have NEW notifications. Please Check under the Notice Module!
VC BR
Notice Masters Process Treasury Release Accounts PayRoll Reports Change PassWord Admin Log QOut
Home = PayRoll = Transfer Departmant to Depart: t (Same LC/BLC)
Account No: [z04.01/1002-LC[Departmeant of Agriculture, Moa, Thimphul ~
Source Department: [ 004 - DOA-HQ ~]
Target Department: | 005 - NMC-Semtokha ~]
Emp ID CIDWPNo Emp Name Dept Name Emp Status Advance Type ~
LLLLLLLLLLLLLLLLLL ez Comm e anmie
ss07228 11302000523 Mr.Tshering DoA-HG Active
s401023 11106002566 Mr.Tshering Wangdi DoA-HG Active
z11z003 11401001115 Ms Dachen Wangmo DoA-HQ Active
szo70s0 11101002251 M= Thinlay Yangzom DoA-HQ Active
sso107s 11602002420 Mr.Karma Tshethar DoA-HQ Active Persona | Advance (z0000.00)
=sosooz 21z0z00012= rMs.Basundhara Giri DoA-HQ Active ™
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d) This will enable the “Save” button and accordingly click the “Save” button. Click
Transfer

PEMS V1.0

Public Expenditure N ment System

(=] You have NEW notifications. Please Check under the Notice Module!

VCEBR RDNRUC
Notice Masters Process Treasury Release Accounts PayRoll Reports Change PassWord Admin Log Out
Home = PayRoll = Transfer Department to Department (Same LC/PLC)
Account No: | 204.01/1002-LC[Department of Agriculture, Mo, Thimphu] v
Source Department: | 004 - DOA-HQ v
Target Department: | 005 - NMC-Semtokha v
Emp ID CIDWPHNo Emp Name Dept Name  Emp Status Advance Type A
2307228 11302000522 Mr.Tshering DOA-HG Active Transfer Save
2401022 11106002566 Mr.Tshering Wangdi DOA-HOQ Active Transfer Save
2112002 11401001115 Ms Dechen Wangmo DOA-HO Active Transfer Save
9207090 11101002251 Ms.Thinley Yangzom DOA-HG Active Transfer Save
9901079 11602002480 Mr.Karma Tshethar DOA-HQ Active Personal Advance(30000.00) Transferad Save
8509002 21202000138 Ms.Basundhara Giri DOA-HQ Active Transfer Save R

e) Next- In case any outstanding personal advance is reflected against the selected official; a
pop up message will appear as a reminder to pass a journal entry to transfer his/her
advances to the targeted department. Without passing this Journal Entry the “Save” button

will not be enabled at all. Remember that in the case of usual transfer, this will have to

process through the existing practice of issuance of LPC.

NOTE:

The Journal Entry for transferring the employee to the different department under the
same LC/PLC...

Source Department;

Debit the New Department Activity; Credit the Old Department Activity

Targeted Department;

Debit the Old Activity Department Activity; Credit the New Department Activity
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Automate/ Develop Voucher preparation & approval stages for different levels.
1. Budgetary Agency- Preparatory Level

a) Go to Accounts Module, select Voucher, Under Add/Edit Voucher Summary, select
signatory of the Approving officer (Head of Accounts), Entry date, Voucher Type,
Finance-Type, Name of Payee, Particulars (Narration), Income Type, TDS Percentage
and then Add.

b) Go to Voucher Summary, and upload supporting document if necessary. The
necessary supporting documents must be uploaded via “File Upload”. The documents
should be scanned in JPEG format with maximum 100kb size or maximum of 5
scanned documents.

c) Prepare the voucher and click “Save”. This will automatically forward the
Voucher to the approval signatory (Head of Accounts).

Change PassWord

N - . NI - N — [E—
— =TT

2. Budgetary Agency- Verification Level.
a) Go to Accounts Module and select voucher verification.
b) Select “Account No” "Month” and “Approved Authority”.
¢) Click “Not Verified”.
d) To verify click “Attachments” and click “Approve”. This will automatically go to approved authority.



3. Budgetary Agency-Approval Level (Head of Accounts)
a) Go to “Accounts module”, select “Voucher Approval”, select “Account Number”,

and select “Pending”.
b) To view the necessary supporting documents, click on “Attachments”.
c) The list of not approved voucher will appear, select “Cheque No” against the Voucher

(multiple/single). For approval click “Approve” under the column “Approve”.

Notice Masters Process Treasury Release Accounts PayRoll Reports Change PassWord Admin  Log Out

Home > Accounts > Veucher Approval

Account No: [204.01/1002-LC[Department of Agriculture, MoA, Thimphul ~

O Approved ® Not Approved

Not Approved:

~

Voucher Date Voucher Type  Amount Payee Name Approv:

L

Date

01/06/2013|  Others S000.00 aaza 01/06/2013 HRDHO | RDDNO | NRRYES

01/06/2013| Disbursemen t| 100.00 tast 01/06/2013 Select Chegue No WRDHO | RDDMO | NRRNO

WRDNO | RDDNO | NRRNO 25

NRDNO | RDDNO | NRRYES

01/06/2013| Disbursemen t| 100.00 Test 01/06/2013 Select Chegue No

27/06/2013 | Disbu ent| 9789.00 | Karma Office Supplies | [27/08/20132 Select Chegue No

EN| E| ED| ED ED

z
LKA IESRIES
ololololo

27/06/2013 | Disbursemen t|20000.00 pEma 27/06/2013 Select Chegue No wrRoHO | RDDMO | mRRNO |V




Automatic generation of Non-Revenue Receipt for other Vouchers except release

voucher.

1) Go to “Accounts module”, select “Voucher Approval”, select “Account Number”,
select “Approved”

2) Select “ NR Receipt” against the selected “Voucher No” and Click.

3) Non-Revenue Receipt will generate two copies in single page (each copy for office

and client)
Sample of Client Copy
Notice Masters. Process Treasury Release Accounts PayRoll Reports Change PassWord Admin  Log Out

Home > Accounts > Vaucher Approval

Month & Account number:

Account No: | 204.01/1002-LC[Department of Agriculture, MoA, Thimphu] ]

® approved () Hot Approved

VoucherNo Voucher Date Voucher Type  Amount PayeeName Address ‘w Status ChequeNo Report itRecei itReceipt NRReceipt ~
N UPA lest) N o -
0V.6.52 |25/08/2013  Others 799,00 DPA lon Revenue RE'?I_ZEF’W DPA(NR DPA |55 06/2013 Approved E™ Lok Nath
OV.6.51 01/06/2013  Others 1000.00 nr ar 01/06/201 |Approved E™] NRReceipt| Lok Nath
Refundable Release from DPA(RD 3
OV.6.50 |23/06/2013  Others 500.00 DPA Relonce Test) 23/06/2012 |Approved E™) Lok Nath
OV.6.49 |01/05/2013  Others 888,00 Received from East West Received from East West 01/06/2012 |Approved & NRReceipt| Lok Nath
OV.5.48 |23/06/2013  Others 3395.00 DPA Budgetary Release From DPA(BR Test) | 23/06/2013 Approved E™] Lok Nath | ¥
NON-REVENUE RECEIPT
Agency . Department of Agriculture, Mo, Thimphu Mo. - NRR.2013.6.1 26
Date : 01/06/2013

Received/Adjusted a sum of Nu. 1,000.00 (Ngultrums Ngultrum One Thousand and Zero Cheltrum Only ) From nr
towards nr

Details of which are given below:

Details of cash/icheque Details of adjustment

a) Cash Nu. 1,000.00 a) Disbursement/ Journal

b) Chegue/Draft No b) Youcher No Ov.6.51
Date: Date: 01/06/2013
Amount Mu. Amount Mu. 1,000.00

Drawing and disbursing Officer

MName and Designation

Note: Validity of the receipt is subject to realisation of cheque/draft/cash warrant proceeds



Sample of Office Copy

ROYAL GOVERNMENT OF BHUTAN

MINISTRY OF FINANCE
NON-REVENUE RECEIPT

Agency : Department of Agriculture, MaoA, Thimphu Mo. - NRR.2013.61
Date : 01/06/2013

Fecei;edi.&djusted a sum of Nu. 1,000.00 (Mgultrums MNgultrum Cne Thousand and Zero Cheltrum Only ) From nr
owards nr

Details of which are given below:

Dietails of cashichegue Details of adjustment
a) Cash Nu. 1,000.00 a) Disbursement/ Journal
b) Cheguel/Draft No b) Voucher No OWV.6.51
Date: Date: 01/06/2013
Amaount Nu. Amount Nu. 1,000.00

Drawing and disbursing Officer
Mame and Designation
Mote: Validity of the receipt is subject to realisation of chegue/fdraft/cash warrant proceeds

Office Copy

Voucher Reversal
NOTE:

The Budgetary Agencies can now make reversal voucher related to salary (if remittances are
not posted) and further, reverse the journal vouchers and others vouchers as well. Follow the

steps below:

a) Go to “Accounts” module, Select “ Voucher Reversal”’, Choose “ Select Bank A/C
No” and “Select month”
b) Under “Reverse Voucher”, Check under “ Select” against “ Voucher No” (Multiple/

single) and Click “Reverse” button. The selected voucher is now reversed.

Notice Masters Process Treasury Release Accounts PayRoll Reports Change PassWord Admin  Log Out

Home * Accounts * Voucher Reversal

Step 1:

Select Bank A/C No. [ 204.01/1002-LC[Department of Agricufture, MoA, Thimphu] v]
S
12345678310..,
A
Select  Voucher Na. Select Date AlcMo.DPA  ChequeMo.  VoucherType Payes Hame Detsil Vouchers  Report VoucherDste  PreparsdBy  Approved
= r
O WeL 204.01/1002 Journal Karma Thinley, PD,AMC Paro Details W | 04/05/2013 | SB.Subba | SB.Subba
= r
O Dv.6.1 204.01/1002 | 305197 | Disbursement Praskanti Pradhan Details @ | taosia0i3 | SESubba | S.B.Subba
O We2 204.01/1002 Journal Khampa,DAD, Mongar Details @ | 09/0s/z013 | SESubba | S.B.Subba
O DV.6.2 204.01/1002 Dishursement Lakey Details @ | o4oez0iz | SESubba | S.B.Subba
= P v
O DV.6.3 204.01/1002 Dishursement Jamba Details @ | o4oe/z0iz | SESubba | S.B.Subba
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S eparate View for Active & Inactive Employee

a) Go to “Payroll” module, select “ Master Employee”, “select Department”, the list of

active employee will precede inactive employee.

Notice Masters Process Treasury  Release Accounts PayRoll Reports Change PassWord Admin  Log Out

Home > PayRoll » Master - Employee

Select Category/AU/Department:

Select Department: | 004 - DOA-HQ v

Employee(s):

Emp No. Salutation Employes Name BasicPay EmpStatus  Edit  Delete Designation TasErengton |
nog Ms.0il Maya Biswa 5000.00 Active | ® — Ho
11516002929 Sharab Zangmo 5000.00 Activa @ '@' Dry Sweeper Ho
8401023 Mr.Tshering Wangdi 8415.00 Active ‘[_3 E Messenger Ho
10807001429 Norbu Wangzom £153.00 Activa @ '@' Messengar Ho
8106048 Mr.Badrinath Bhattarai 32520.00 magive (4 Specialist o
8805205 Mr.Chancha Norbu 35120.00 InActive @ '@' Director o
9509038 Mr.Minur Darji 27650.00 magve (4 T Chief Engineer o v
Alert Message

a) For Unapproved Voucher, Budgetary Releases, Refundable Deposits Releases, Un-
Cashed Cheque Releases and Non-Revenue Releases will appear in the top bar as

notification highlighted in red for the respective delegated users.

PEMS V1.0

Public Expenditure Management System

©  Youhave NEW notifications. Please Check under the Notice Module!
VCBR

Notice Masters Process Treasury  Release Accounts PayRoll Reports Change PassWord Admin  Log Out

NOTE

a) In the new enhanced version, all the expenditures are now tagged with the release
including PW Advance and Personal Advance.

b) Earlier the expenditures are tagged with the approved budget and in this enhanced version
the releases from DPA are also tagged with the Budgetary expenditures to sub-activity
level which indicates that the expenditures can now be booked within the specific sub-
activity only.

¢) The work assignment of advances adjusted of preceding year will not be brought forward
in the current Fiscal Year as reflected in the past.

d) Cash Remmittances will now be reflected in TDS Reports.
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