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New User Creation

New user will be created from Head office, user cannot be created from Branch

Head office  User creator code is (101)

Steps : 1  (User Create)
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Log in by User Code=101 then go to

Administration ( System Security ( Setup System User ( Input Data ( Click Save
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Steps : 2  (User Approval)  ( When user will lock, then follow this steps )
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Branch-in charge will give Approval , TI Branch in-charge code = 450

Log in by User Code=450 then go to (
Administration ( General System Security ( Approve/Non-Approve/Hold User ( Click Search ( Click on ‘Hold User’ ( Type User Code (488) and Click Search
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Select Enabled (Yes/No/Hold) = Yes and then Click Save button
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Steps : 3  (User Permission)
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Branch in-charge will give permission

Log in by User Code=450 then go to (
Administration ( General System Security ( User Permission ( Type User Code (488) in ‘User Name’ and then Press TAB key or Select user name from drop down list
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Now, Select from Module List and Check that module and Click Save button
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Steps : 4  ( New User & Authorize User Mapping )
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Branch in-charge will do this, Log in by TI Branch in charge (User Code=450) then go to (
Administration ( General System Security(User Transaction Authorization(Select Authorize User(Select Input User ( Click Authorize Button  
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Change Password
[image: image13.png]Customer No:[ 5757757




Click on          (                                                                                                                  
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Click on 
Type  Old Password,   New Password and Confirm Password  ( Click on Save button
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  CRM - Customer Relationship Management
Customer Relationship Management ( CRM Information ( Individual Customer Information
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 CRM Authorization  ( Log in by Authorize User- 461 )

Customer Relationship Management ( CRM Information ( Individual Customer Information (Click on Authorize
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Step-1
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Step-2
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Click on
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Click on        button.
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Deposit

 Saving Deposit Account open- 0310
Deposit ( Deposit Account Opening  : Step-1 ( 'General Info' Tab
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Select Account Type =                                                              ( An Account Number (4121-0310926612) will be generated automatically ( Click on ‘Customer ’ field and Press S ( Type Code and Click on Search ( Click on Code Number

Step-2 ( Click on  'Charge/Other' Tab ( Type ‘SBS1 Table A Sector:’=12520 ( Click on Save .
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After Save, fill up Nominee Info and Joint Acc Info  (  
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  Authorize Account
Deposit (Deposit Opening Authorization(Click on Query(Click on A/N ( Click on Authorize         
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  Term Deposit Opening - 0330

1) 0330- Fixed Deposit Account (From 1Month to 3Years)


2) 0331- BKB Retired Saving Scheme ( Staff, 3Years )

3) 0332- BKB Monthly Profit Scheme ( 5Years)


4) 0333- BKB Double Benefit Scheme (6Years)
Deposit ( Deposit Account Opening( Step-1 : Select ‘Account Type’='0330 Fixed Deposit Account’ (  Select ‘Duration (Month)’=3 Year ( Click on ‘Customer’ field and Press S ( Type Code number and Click on Search ( Click on Code Number ( Type 'Initial/Principal Amount'=200,000.00 ( Type 'Introducer A/C: 0310621254  
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Step-2 ( Click on Tab                                     
Type ' Face/Book Value' =200,000.00 ( Select 'Same Term Renew'=N ( Type 'FDR No' :
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Cheque No. _ Cheque Date
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Step-3 ( Click on                             ( Type ' SBS1 Table A Sector'= 12520 ( Finally Click on Save.
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Recurring Deposit Opening
BKB MASHIK SANCHAY SCHEME (BKB MSS-2290)
Step-1

Deposit ( Deposit Account Opening  ( Select ‘Account Type’ ( ‘BKB MASHIK SANCHAY SCHEME (BKB MSS)’ ( Select ' Duration(Month)' = 3 Year( Click on ‘Customer’ field and Press S ( Type Code number and Click on Search ( Click on Code Number ( Type ' Initial/Principal Amount'=2000.00 ( Type ' Introducer A/C' = 0310xxxxxx
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Step-2 ( Click on Tab                                     ( Type 'Installment Amount'=2000.00 ( Type 'On-maturity Amount'= 80000.00
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Step-3 ( Click on                             ( Type ' SBS1 Table A Sector'= 12520 ( Finally Click on Save.
Authorize: Deposit > Deposit Opening Authorization > Click Query > Select Account No>Authorize
Signature/Picture Card
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Add Signature/Picture Card
Signature/Picture Management ( Add Signature/Picture Card( Type ‘Account Number’ (0310089282) and Press Enter ( Click on Browse ( Select a .jpg file and Click on Save button.
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 Authorization Signature/Picture Card
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Signature/Picture Management ( Authorization Signature/Picture Card ( Type ‘Account No’ (0310089282) and Press Enter ( Click on         ( Click on Authorize button 
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Tm Type: [TRANSFER
DR/CR:
Amount FC:

Amount LCY: [5.050.00

Remarks:

>





Update/Delete Signature/Picture Card

Signature/Picture Management ( Update/Delete Signature/Picture Card ( 

[image: image44.png]@ Deposit ¢ Loan © GL ' RI © NS|

Trace No:
Account No: - [4121.0310089282

Tm Type: [TRANSFER
DR/CR:
Amount FC:

Amount LCY: [3:000.00

Remarks:

= EIEIE
Iiﬂlli
:
5




Type ‘Account Number’ (0310089282) and Press Enter (   Click on          button
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Transaction
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Module: Acc. Number: [4121-0310089282 | Munna
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250872013 ] [CR =] [Tk =] [t0000 | 0 ][ | [4.000.00 |

Cheque Information
Che?ue No Che?ue Date

Remarks:




[image: image47.png]o



Cash Transaction ( Credit )
Transaction ( Cash Transaction ( Type ‘Acc. Number:’ (0310089282) and Press Enter ( Select DR/CR=CR ( Type ‘Amount (LCY)’=10000.00
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Cash Transaction ( Debit )
Transaction ( Cash Transaction ( Type ‘Acc. Number:’ (0310089282) and Press Enter ( Select DR/CR=DR ( Type ‘Amount (LCY)’=3000.00 ( Type ‘Cheque No.’(SA7654772) ( Type ‘Cheque Date’ (07/07/2013) ( Click on Save
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Authorize Transaction 
Transaction(Transaction Authorization ( 

Cash Authorization (
Click on Search button ( 
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Select ‘Trace Number’ (
Click on Authorize button 
Transfer Transaction ( Debit )
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Transaction ( Transfer Transaction ( Select ‘Transaction Type:’ = TRANSFER (  For ‘Batch/TFR No.:’ 92  ( Click on New button ( Type ‘Acc. Number:’ (0310089282) and Press Enter ( Select ‘DR/CR ‘=DR( Type ‘Amount (LCY) ‘=6000.00 ( Type ‘Cheque No.’=SA7654774 ( Select ‘Cheque Date’= 03/07/2013> 
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Click on Save. A Transaction no. will be generated automatically (Trn No. 000142)
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Transfer Transaction ( Credit )
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Transfer Transaction ( Credit )
Transaction( Transfer Transaction ( Select ‘Transaction Type:’ = TRANSFER ( Type  ‘Batch/TFR No.:’ = 92 and Press Enter  ( Click on New button ( Type ‘Acc. Number:’ (0310089317) and Press Enter ( Select ‘DR/CR ‘=CR( Type ‘Amount (LCY) ‘=6000.00 
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Click on Save. A Transaction no will be generated automatically (Trn No. 000143)
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Authorize Transaction ( Log in By Authorize User - 461)
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Transaction ( Transaction Authorization ( Transfer Authorization ( Click on Search          ( Select ‘User Code & Batch No.’ = 47->92  ( Finally click on Authorize button 
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Edit for  Deposit Transaction  [ Wrong entry of money ]
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Transaction ( Edit for Loan Deposit and GL ( Select Deposit                                                              Type ‘Trace No:’= 142  and Press Enter  ( Edit ‘Amount LCY: =3000.00 ( Click on Save Button
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Before Edit                                                                        After Edit
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Authorize for Edit Deposit 
Transaction  Edit for Loan Deposit and GL( Select Deposit                                                              Type ‘Trace No:’= 142  and Press Enter ( Click on Save Button  

                                          Clearing Transaction
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(1) Clearing Outward ( Instrument Send, Account will Credit )
Step-1

 CLG (Outward)   Entry Voucher (with Cheque) information ( Credit )
Transaction ( Clearing Transaction (
Select ‘Transaction Type: ‘ = CLG (  Type Acc. Number: (0310089282) and Press Enter ( Select ‘DR/CR’=CR ( Type ‘Amount (LCY)’ (4000.00) ( and Press Enter ( Finally Click on Save.
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Note : Credited amount is hold.

Step-2.1

Clearing Confirmation Option (Same day Clearing/Return Confirmation)
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Administration ( Same day Clearing/Return Confirmation ( Click on Search         ( Click on Save.
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Step-2.2

 Clearing Confirmation Option (Other day Clearing Confirmation)
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Administration ( Clearing Confirmation ( 

Step-2.3
 Clearing Confirmation Option (Account wise same day)
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Administration ( Account Wise Same day Clearing/Return Confirmation ( Type ‘Account No.:’(0310089282) and Press Enter ( Click on Search           ( Click on  >  ( Finally click on Save
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Step-3

 CLG (Inward)   Entry Voucher  information ( Debit )
Transaction ( Clearing Transaction ( Select ‘Transaction Type:’ = CLG-Inward ( 
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 (2) Clearing Inward  ( Instrument Receive, Account will Debit )
[image: image78.png]TK ‘Account no wise Lheque Register
13, Currency:
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Step-1

Transaction ( Clearing Transaction ( Select ‘Transaction Type:’= CLG-Inward ( Type ‘Acc. Number:’ (0310089282) and Press Enter ( Select ‘DR/CR’=DR (  Type ‘Amount (LCY)’=10000.00 ( Type ‘Cheque No’ (SA7654778) ( Select ‘Cheque Date’ (02/09/2013) ( Press Save button.
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Authorize: Transaction >Transaction Authorization >Inward Clearing and Return Authorization  
Step-2
Transaction ( Clearing Transaction ( Select ‘Transaction Type:’=CLG ( Type ‘Acc. Number: ‘ = 901227 (BKB Central General Account (119) [image: image2.wmf]

901227

)  ( Select ‘DR/CR’=CR ( Type ‘Amount (LCY)’=10000.00 ( Type ‘OR/RS’ = OR ( Set Date (03/09/2013) ( Type ‘Branch Code’ (4001) ( Select ‘Trn. Code’ (  Type ‘Advice No’ ( Finally Click Save.
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Cheque Book Management

  Cheque Lot Entry


Cheque Book Management ( Cheque Lot Entry

Select ‘Product Code’= SB 10 Pages ( Type ‘Received Issue Des’=689 ( Cheque Series=SB
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 Cheque Book Issue
Cheque Book Management( Cheque Book Issue (  Type ‘Account No.’  and Press Enter(  Select ‘Series Type’ = ‘SB 10 Pages’ ( 
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 Cheque Book Authorization
Cheque Book Management(Cheque Book Authorization
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Type ‘Account No.’ (0310089282) and press Enter (
Click on Search button           (Click on Check box        
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( Finally click on Authorize 
 Previous Cheque Series
[image: image88.png]Pagel || Page | Pages | Pages

CL Number:  [Gorinsess oanGL2r>1Small ané Wedium Enepios FianaGHER
Land less:

Auto Classified:
Special Instructions:
Nature of Transport:

Direct/Indirect:

sick Project: [N x|
NE]

written Off:



Cheque Book Management (
Previous Cheque Series (
Type ‘Account No.’ (0310089282) and Press Enter

( Select ‘Cheque Series’ = SB  and Press Enter.

 Cheque Stop Payment
Cheque Book Management ( Cheque Stop Payment ( Type ‘Find Cheque No.’ (SB134684) and Press Enter ( Select Stop = Yes ( Type ‘Stop Amount’ (5000.00) 
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 Multiple Cheque Stop Payment
Cheque Book Management ( Multiple Cheque Stop Payment ( Type ‘Account No’ and Press Enter ( Type ‘Cheque No From’ (SB134685) ( Type ‘Cheque No To’ (SB134686) and Press Enter ( Finally Click on Save button.
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Account Type ™ : 1056 Loans against BKB MSS.

Account No. * : [s001-1056[13101
Customer ™ : [4001052782





Note : This option is used for Cancel a range of check or whole Cheque book.

 Update Cheque Series
Two Types of mistake may happened, after issuing a Cheque Book   Step-1 :

1. Cheque Number wrong entry  [ We will delete wrong Check Series from Account Number]
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Cheque Book Management ( Update Cheque Series ( Type ‘Account No’ (0310089317) and press Enter ( Type ‘Cheque Series From’ (SB654321)  and Press Enter( Click on Search button       ( Click on            ( Finally Click on Save button
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Step-2 : Now we will issue Check Book again for this Account.

2. Account Number wrong entry [We will find out the Account Number where Check Book issued]

Cheque Book Management ( Specific Cheque Leaf Enquery ( Type ‘Cheque No’ (SA7654771) and Click Search [image: image94.png]K DD Payment Adjustment « Report | Lc
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Step-1 :  We will delete Check Series from  Account Number (0310089282)
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Cheque Book Management( Update Cheque Series ( Type ‘Account No’ (0310089282 ) and Press Enter ( Type ‘Cheque Series From’ (SA7654771) and Click on Search         ( Click on                ( Finally Click on Save button  
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Step-2 :  Now we will issue Check Book again for  Account Number (0310089317)

Cheque Lot Un-authorization
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Cheque Book Management(Cheque Lot Un-authorization(Click on Search button       ( Click on  

( Click on Un-Authorize button  

[image: image103.png]Percentage of Loan Limit

lsorzois ]
e —
[E—





Cheque Lot Register
Cheque Book Management > Cheque Lot Register >  Select ‘Check Pages’ =SB 10 Pages > Click Query   
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Cheque Book Issue Register 

Cheque Book Management ( Cheque Book Issue Register ( Click Query
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Account Wise Cheque Register
Cheque Book Management( Account Wise Cheque Register ( Select ‘Account No’ (0310089282) and Press Enter ( Click on Query
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Stop Cheque Register
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Cheque Book Management( Stop Cheque Register ( Click on Account wise 
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Type ‘Account No’ (0310089282) and Press Enter (  Click on Query 
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Unused Cheque Register
Cheque Book Management ( Unused Cheque Register ( Click ‘Account No’ (0310089282) and press Enter  ( Click on Query
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LOAN

Step-1  (Create CRM)
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Customer Relationship Management ( CRM Information ( Individual Customer Information
Step-2   (Customer Limit)
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Loan ( Limit ( Customer Limit
For Customer Code Press S ( Type Name or Code and Click on Search ( Click on Code ( Select Product ( Type ‘Customer Limit’ ( Select ‘Revolving(Y/N) = N ( Click on Save button
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  Customer Limit Authorization

Loan ( Limit ( Customer Limit Authorization
Click on Query button ( Select Code Number ( Click on Authorize button
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Step-3   (Loan Account Open)
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Loan ( Installment Contract Opening
Select ‘Account Type’ = ‘1056 Loans Against BKB MSS’ (Click on ‘Customer ID’ field and Press S( Type Customer Code Number and Click on Search(Click on Code
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Go to page2
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Go to Page3
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Go to Page4
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  Loan Account Authorization
---------------------------------------------

Loan ( Installment Contract Authorization ( Click on 'Query' button  > Click on 'Account No'  
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Click on           and Click on Ok.

Step-4   (Account Limit Setup)
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Loan ( Limit ( Account Limit Setup 

Type ‘Account No’ (1054000039) and Press Tab key ( Type ‘Limit Amount’ (300000) ( Stock Value and Other Value will be Zero. Finally Click on Save.
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  Account Limit Authorize

Loan ( Limit ( Account Limit Authorize
Click on Query ( Select 'Account No' ( Click on Authorize ( Click on Yes
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Step-5
Rolls of Term Loan module Transaction

Transfer from Term Loan Account 

Transaction( Transfer Transaction( Select ‘Transaction Type’=Transfer ( Click on New for ‘Batch/TFR No’ (83) ( Select Module=LN ( Type Loan Account Number and Press Enter (  Select ‘DR/CR’=DR ( Type ‘Amount (LCY)’ (100000.00) ( Cheque Information=Optional ( Select “Operation Type”=Disbursement, Finally Click on Save.
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 Authorize Above Transaction

Transaction ( Transaction Authorization ( Transfer Authorization (
Note : If Transaction is Cash, Then Issue a Cheque by 'Previous Cheque Series'  and Cheque number will be Voucher Number.
Two way Credit to Customer Account
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1. Direct Transfer to Saving or Current Account 

2. Issuing by DD/TT/MT/PO

1. Direct Transfer to Saving or Current Account 

[image: image132.png]Reciept/Payment & Receipt ¢ Payment




2. Issuing by DD/TT/MT/PO

Bills & Remittance > Issuance & Others > DD/TT/MT/PO Issue > PO/PS/SDR Issue
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Finally Save.

Authorize Above Transaction

Customer will receive money in two way:

1. By Cheque  2. DD/TT/MT/PO

2. Pay sleep Adjustment

Bills & Remittance > Issuance & Others > DD/TT/MT/PO Issue > PO/PS/SDR Adjustment/Payment
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Loan Account Adjustment By DD/TT/MT/PO
----------------------------------------------------------------------

Bills & Remittance > Issuance & Others > DD/TT/MT/PO Issue > PO/PS/SDR Issue
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Lien Account Setup
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Deposit > Additional Services > Lien Account Setup
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Type Account Number (2290003777) and Press Enter > Click on Search          button > Select ‘Status’=LIEN  

[image: image139.png]10310 Savings Deposit Account (Urban)



Lien Link Account Setup
Deposit > Additional Services >

Lien Link Account Setup >

Type ‘Loan Account No’ (1054000039) 

and Press Enter>Type ‘DP Account No’ 

(2290003777) and Press Enter >

Select ‘Status‘ =LIEN> Click on Save.  

Close Loan Account
Step-1  ( On Demand Calculation )
Administration > General Administration > On Demand Interest Calculation > Type 'Account Number' and Press Enter > Click Save button

[image: image140.png][General nfo]| Term/Recurring info | Charges/Other |
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Step-2   (Loan Account Statement)
See  ' Loan Account Statement'  > Daily Activity Reports > Current Transaction > Loan Account Statement > Type 'Account No' (105613101) and press Enter > Click on 'Query' button
[image: image141.png]Authorize]| General nfo || Term/Recurring info | Charges/Other || Nominee info | Joint Ac nfo |

@ All Account Authorize
€ Date Wise Authorize

oate: g

AccountNo EntryUserCode _EditUserCode

145 o
14001-0210127059| 145 o





Step-3   ( Credit the Balance amount )
Transaction > Cash Transaction > Select 'Module'=LN > Type 'Acc. Number' (105613101) and press enter > Select 'DR/CR'=CR > Type 'Amount (LCY)'=100,039.00
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Step-4  ( Close Account )
Administration > General Administration > 
Account Close /De-close Marking > 
Account Close Marking > 
Type 'Account No'  (105613101)
and press Enter > Click on Save.
Step-5 (Lien Account Setup)> 'OPERATIVE'

CC Loan
Step-1   (Customer Limit)
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Loan ( Limit ( Customer Limit
For Customer Code Press S ( Type Name or Code and Click on Search ( Click on Code ( Select Product ( Type ‘Customer Limit’ ( Select ‘Revolving(Y/N) = N ( Click on Save button
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  Customer Limit Authorization

Loan ( Limit ( Customer Limit Authorization
Click on Query button ( Select Code Number ( Click on Authorize button

Step-2   (Loan Account Open)
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Loan ( Continuous Loan Account
Select ‘Account Type’ = ‘0134 Cash Credit Hypothecation’ (Click on ‘Customer’ field and Press S( Type Customer Code Number and Click on Search(Click on Code

[image: image146.png]Charges/Other




Go to Page-3
[image: image147.png]General Info | Term/Recurring Info | Charges/Other |
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Account No. 11968
A/C Open Date: *
Duration(Month): 3 Year v
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Click on Save
Loan Account Authorization
Loan ( Continuous Loan Authorization( Click on 'Query' button  > Click on 'Account No' > Click on Authorize button. 
Step-3   (Account Limit Setup)
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Loan ( Limit ( Account Limit Setup 
Pay Order

  Pay Order Issue

Step-1

Bills & Remittance → Issuance & Others → DD/TT/MT/PO Issue → PO/PS/SDR Issue → 

Select Transaction Type = ‘Transfer’ & Remittance Type = PO, then Click on New button.

A Batch number (RI48) will be generated automatically, Write down it on Voucher.

An Instrument Number (PO0030924) will be generated automatically.
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Step-2

Type Purchaser = Munna, Type Payee = HSBC & Type Amount = 5000, Click on 

Commission, VAT, Other charge, Total will be calculated automatically.

Step-3

Type Debit Account No = 0310089282 and Press Tab key, Type Cheque No = SB1234572 and Press Tab key, Select Cheque Date = 07/07/2013, Type Remarks. Finally Click on Save button.
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Note : Pay Order can not be edited. After Delete, Re-issue.

           Pay order issue without VAT, Commission, Other Charge [ Just Type that value=0 ]

 Pay Order Authorize 

Entry User can not Authorize, so Log in by Authorize User (461)
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Bills & Remittance →Issuance & Others→DD/TT/MT/PO Issue→Instrument Authorization → Click on Search button → Click on Instrument Number → Click on Authorize button

 Pay Order Adjustment 

Bills & Remittance →Issuance & Others →DD/TT/MT/PO Issue →PO/PS/SDR Adjustment/Payment → Select Instrument type = PO, Type Instrument No = PO0030924, then click Find button

Type Adjustment(Y/N) = Y, Select ‘Trn. Type’ = TRANSFER, Type ‘Credit Account No’ 

(4121-0310089291), Finally click on Save button

Pay Order Adjustment Authorization : Bills & Remittance > Issue & Others > DD/TT……> PO/PS….Adjustment/Payment Authorization
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Remittance Auto Voucher 
Run Flora Bank Web Report → Remittance Report → Remittance Auto Voucher → Click Preview button. Four Voucher will be generated automatically.

If wrong entry then Two way to solve:
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One way : (Before Authorize )  From Authorize List Dishonor the Pay Order
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Bills & Remittance → Issuance & Others → DD/TT/MT/PO Issue→ Instrument Authorization → click Search → Select Instrument Number → Click on          button.

Another way :   (After Authorization )  1) Delete Auto Voucher  2) Dishonor the Pay order

1) Delete Auto Voucher : 

Bills & Remittance→Issuance & Others→DD/TT/MT/PO Issue→Remittance Issue Auto Voucher Cancel → Type Instrument No, Entry User Code, Search Batch Details, then click Find button, Finally click on [image: image155.png]DATE  VALUEDATE PARTICULAR WITHDRAWAL ~ DEPOSIT  BALANCE

1700212014 17/02/2014  TRANSFER 100,000.00 -100,000.00 DR
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2) Dishonor the Pay order :  From Authorize List Dishonor the Pay Order

 Pay Order Stop Payment
If Pay order has been lost, then follow the Two Steps :

Step-1

Marking Stop Payment
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Bills & Remittance→Issuance & Others→DD/TT/MT/PO Issue→PO/PS/SDR Stop Payment→Select ‘Marking Stop Payment’→Select ‘Instrument Type’ = PO, Type ‘Instrument No.’ (PO0030928) and Press Enter, Type in Remarks. Finally Click on         Update button
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Step-2
Withdrawal Stop Payment 
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Bills & Remittance→Issuance & Others→DD/TT/MT/PO Issue→PO/PS/SDR Stop Payment→Select ‘Withdrawal Stop Payment’→Select ‘Instrument Type’ = PO, Type ‘Instrument No.’(PO0030928) and Press Enter, Type in Remarks. Finally Click on         Update button.

Demand Draft ( DD )

 DD Issue

Bills & Remittance→Issuance & OthersDD/TT/MT/PO Issue>DD/TT/MT Issue→ Select Transaction Type=Cash, Remittance Type=DD, Click on New, A batch number will be generated automatically (RI70), An Instrument No. will be generated automatically (DD0010550)  , Type Purchaser, Payee and Amount then click on             , Type ‘Drawn On’ (4101) Branch Code and Press Tab key →Click on 

Control No.            Type Advice No. (987654), →Test Number (369)
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     DD Authorize

Bills & Remittance → Issuance & Others → DD/TT/MT/PO Issue → Instrument Authorization
Click on Search          →  Select Instrument Number and Click on        Authorize button  

Four Steps after Issuing a DD

1) Advice received first

2) After received advice, DD Payment

3) DD received but advice did not received yet

Advice received after DD Payment completed

4)  1) DD Payment Transaction  ( If Advice comes first )


Bills & Remittance →DD Payment Transaction
Select ‘Account Number’ = DD Payable →Click on Batch No. ( a batch number will be generated automatically -RI494) →Type ‘Instrument No’ (DD0014307) → 

Finally click on Save

Authorize : Transaction → Transaction Authorization → Transfer Authorization 

2) DD Payment Adjustment ( Advice received, then DD payment to client ) 


Bills & Remittance → DD Payment Adjustment
Select ‘Account Number’ = DD Payable →Type ‘Instrument No’ (DD0010551) and Press Enter

Select ‘Trn. Type’ = Cash →for generating ‘Batch No.’ (RI76) click on New button → Click on Save.


Authorize : Transaction → Transaction Authorization → Transfer Authorization 
3) DD Payment Transaction  ( If DD comes first, Advice afterward )


At first issue a DD and Authorize, we need Instrument No and Advice Number

Bills & Remittance → DD Payment Transaction
Select ‘Account Number’=DD Paid Suspense Account → Select ‘Trn. Type’=Transfer →for getting Batch No. click on New button →Type ‘Instrument No.’(DD0014308) 


Authorize :  Transaction → Transaction Authorization → Transfer Authorization

4) DD Payment Adjustment ( Advice received, after DD payment completed )


Bills & Remittance → DD Payment Adjustment
Select ‘Account Number’=DD Paid Suspense Account →Type ‘Instrument No.’(DD0010552) and 

Press Enter → for getting ‘Batch No.’ click on New button →Type ‘Advice No.’(345678) →

Click Save button


Authorize : Transaction → Transaction Authorization → Transfer Authorization → Click on ' User Code & Batch No' (150 -> RI3) → Click on 'Authorize' button.

Telegraphic Transfer ( TT )

Originating Branch
 TT Issue

Bills & Remittance → Issuance & Others → DD/TT/MT/PO Issue → DD/TT/MT Issue → Select Transaction Type = Cash, Remittance Type=TT, Click on New, A batch number will be generated automatically (RI490), , Type Purchaser, Payee and Amount then click on             , Type ‘Drawn On’ (4101) Branch Code and Press Tab key →Type TT No =58972 then An Instrument No. will be generated automatically (4001/14/58972) → Type Advice No. (25698), →Type Test Number (314589) → Click Save button 

     TT Authorize

Bills & Remittance → Issuance & Others → DD/TT/MT/PO Issue → Instrument Authorization
Click on Search           ,  Select Instrument Number and Click on        Authorize button  

Responding Branch
  4 Transaction in a Same Batch,

  119 Debit → 49 Credit, 49 Debit → Party Account Credit

Step-1 ( 119 Debit )
-----------------------------
Transaction> Transfer Transaction > Select 'Transaction Type' = Transfer > Click New button> Select = GL > Click on              > Click on 'BRANCHES ACCOUNTS' > Click on 'BKB Central General Account(119)>            click on                                                                                                                  > 

Select 'DR/CR'=DR > Type 'Amount (LCY)' = 15000.00 > Select 'OR/RS'= RS >Select Date > Type 'Trn. Code'= 02 > Type 'Advice No' > Click Save button

Step-2  ( 49 Credit )

Click on               → Click on 'OTHER LIABILITIES' → Click on 'TT Payable  49' → Click on 'TT Payable'              → Select 'DR/CR' = CR → Type 'Amount (LCY)'= 15000.00 → Click on Save

Step-3  ( 49 Debit )

Click on               > Click on 'OTHER LIABILITIES' > Click on 'TT Payable  49' > Click on 'TT Payable'              > Select 'DR/CR' = DR > Type 'Amount (LCY)'= 15000.00 > Click on Save


Step-4  ( Party Account Credit )
Select ' Module' = DP → Type Party ' Acc. Number' (0310621254) → Select 'DR/CR' = CR → Type 'Amount (LCY)'= 15000.00 

> Click on Save

Authorize : Transaction → Transaction Authorization → Transfer Authorization 


Vault Management Transaction ( Vault Payment )
Main Menu → Vault Management → Vault Management Transaction → 

Select ‘Receipt/Payment’=  Payment,                                                                      →
Select ‘Payment To’  = Payment, Cashier Name → Select Denomination (1000) → 

Type Quantity (1300)  → Click on Save button 

                                                                 
Again Select ‘Denomination’ (500) → Type ‘Quantity’ (240)  → Click on Save button


Vault Management Transaction ( Vault Receipt )
Main Menu → Vault Management → Vault Management Transaction → 

Select ‘Receipt/Payment’= Receipt,                                                                    → 

Select ‘Receipt From’ = Receiving Cashier Name > Select Denomination (1000) → 

Type Quantity (750)  → Click on Save button                                                                  

Again Select ‘Denomination’ (500) , Type ‘Quantity’ (1200)  > Click on Save button


After that, Select another ‘Denomination’ (100,50,20,10,5,2,1….) 
General Ledger Group

How to Open GL Module 

Transaction > Cash Transaction> Select ‘Module:’=GL



Other Liability ( 41 )

Transaction > Cash Transaction> Select ‘Module:’=GL > Click on           > Other Liability >Accounts Payable (41) > Miscellaneous (41/10)  > Select ‘DR/CR’=CR > Type ‘Amount (LCY)’=4000.00 > Click on ‘Adjusting Information Customer’ Field  and Press ‘S’ > Type in Sub Head ‘Name’(41/10) > Click on Search and Select Code > Write ‘Ref. No.’=118 > Click on Save.


Authorize Above Transaction
Transaction >Transaction Authorization >Cash Authorization >Click on Search> Select ‘Trace Number’

Adjust Other Liability (41)

Transaction > Transfer Transaction > Select ‘Transaction Type’= Transfer > for ‘Batch/TFR No.:’ click on New button > Select ‘Module:’=GL > for ‘Acc. Number:’ click on          > Click on Other Liability > Click on ‘Account Payable’ > Click on Miscellaneous (41/10) > Click on ‘Adjusting Information 

Customer’ field and Press  ‘S’ > Type in Sub Head ‘Name’(41/10) > Click on Search and Select Code > Write ‘Ref. No.’=118 > Click on Save.


After Save, a Transaction Number (Trn No. 000146) will be generated automatically .

Authorize Above Transaction

Transaction > Transaction Authorization > Transfer Authorization

Other Asset ( 131 )

Transaction > Transfer Transaction> Select ‘Module:’=GL > Click on           > Other Assets >Accounts Receivable (131) > Miscellaneous (131/11)  > Select ‘DR/CR’=DR > Type ‘Amount (LCY)’=7000.00 > Click on ‘Adjusting Information Customer’ Field  and Press ‘S’ > Type in Sub Head ‘Name’(131/11) > Click on Search and Select Code > Write ‘Ref. No.’=120 > Click on Save.  [ Trn No. 000147 ]

Authorize Above Transaction

Transaction > Transaction Authorization > Transfer Authorization > Click on Search  >  Select ‘User Code & Batch No.’ > Click on Authorize button

Adjust Other Asset (131)


 Reports
( 1 ) General Ledger Report > Daily Report >

1. Subsidiary Ledger By Name
2. Close Account

3. General Ledger Income and Expenditure Statement Daily Cash Book
4. Statement of Affairs
5. Statement of Affairs Back Page
6. Statement of Affairs Level Wise
7. Branch Wise Consolidated Affairs
8. IBTA Advice
9. Back Page of Affairs for Privilege Banking

10. Statement of Affairs With Zero Balance
11. Balance Sheet
( 2 ) General Ledger Report > Monthly Report >

1. Statement of Breakup Outstanding

2. Statement of Interest Suspense Account

3. Interest Suspense Account Breakup Register
4. SBS-1

5. SBS-2 & SBS-

( 3 ) Daily Activities > On-Line Transaction Statement > 

On line Account Statement
( 4 ) Daily Activities > Current Transaction > 

1. Deposit Account Statement
2. Loan Account Statement
3. Current Subsidiary Ledger
( 5 ) Daily Activities >  Before Day End >

1. Daily Transaction Position
2. Print Voucher
3. User Wise All Voucher
4. Account Opening List
5. Transfer/Clearing/Cash Register
6. Vault Management Report
( 6 ) After Day End

1. Closing Balance With Denomination
2. Subsidiary Ledger
( 7 ) MIS > Operational Report >

1. Date wise Print all Voucher
2. User Wise all Voucher
3. Daily Transaction List by Date
4. Date Wise Transfer /Clearing/ Cash Register
5. Date wise Vault Management Report
6. Transaction Type Wise Supplementary by Date
7. Payable/Receivable & Interest Update Auto Voucher
( 8 ) MIS > MIS Reports >

1. All Deposit / Loan Customer Wise Ledger Balance
2. User Account Information
3. Module Wise Customers Ledger Balance
4. Range Wise Interest Balance
5. Deposit and Loan Wise Balance(Summary)
( 9 ) Remittance Report > Demand Draft > 
1. Branch Wise DD Issue Register
2. Date Wise DD Issue
3. Branch Wise Outstanding Report
4. DD Payable Register
5. Date Wise DD/TT/MT/PO Cancel
6. Statement of DD Payment
( 10 ) Remittance Report > TT/MT/ Module > 
1. TT/MT Issue Register
2. Branch Wise TT/MT Outstanding Report
3. TT/MT Payable Register
( 11 ) Remittance Report > PO/Pay-Slip/SDR >
1. PO/Pay-Slip/SDR Register
2. List of Unadjusted PO/PS/SDR
3. PO/PS/SDR Stop Payment Register
4. Remittance Auto Voucher
5. PO/Pay-Slip/SDR Instrument Print
( 12 ) Remittance Report > Inter Branch Transaction >

1. Branch Wise Ledger
2. IBTA LEDGER
3. All Extract
( 13 ) Deposit >  Deposit Reports >

1. Due Date Diary
2. Yearly FDR Statement
3. Installment Size wise Deposit Trial Balance
4. Deposit and Investment Position
5. Fixed Deposit Pre-Mature
( 14 ) Deposit >  Deposit Reports >

1. Customer Statement
   Daily Report Print


1 ) Daily Transaction Position  ( Desktop, Before Day close )


Daily Activity → Before Day end → Daily Transaction Position 

2 ) Vault Management Report ( Cash Position Memo)  ( Desktop, Before Day Close )


Daily Activity → Before Day end → Vault Management → Cash Position Memo

3 ) Cash Scroll  (Web, Before Day Close)


Daily activities → Before Day end → Transfer/Clearing/Cash Register → Cash Scroll Register

4 ) Transfer  / Cash Received Register / Payment Register  ( Desktop, Before or After )

   Daily Activity → Before Day end → Daily Transaction Position → Transfer /Clearing / Cash Register

a) Transfer All

b) Clearing Register

c) Cash Receipt and Payment Register

d) Cash Payment Receipt Register Summary

5 ) Day Close : 


Administration →  Branch Level Day Close

6 ) GL Abstract & Daily Clean Cash  ( Web, After Day Close – Relate with GL )


General Ledger Report → Daily Report → General Ledger Income & Expenditure → Clean 
Cash Book  (and) Daily Abstract 

Prepared By : Saiful Islam Munna
                        munna@floratelbd.com
                        01977025929



�





Transaction > 


� HYPERLINK "http://winserver/FloraBankWeb/Trn/TrnTransfer.aspx?Flag=T&MenuID=WTRNT" \o "Transfer Transaction" \t "WTRNT" �Transfer Transaction�>


Select ‘Transaction Type:’= Transfer > 


for ‘Batch/TFR No.:’ click on New button > Select ‘Module:’=GL > for ‘Acc. Number:’ click on � >  Other Assets>  


Select ‘DR/CR’=CR      


Authorize Above Transaction
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