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1. Login to e-PMIS portal along with username and password 
1.1 The user accesses the Electronic Project Management Information System (e-PMIS) using the URL 

https://192.168.151.36/#/e-pmis/home by providing the user name and password and clicking ‘Sign In’ 

as shown in Figure 1.1  

 

 

                                                                                 Figure 1.1 

 

1.2 After login the PD User will be taken to user dashboard and user needs to click ‘Project 

Management’ drop down menu as shown in figure 1.2 



 

                                                                                             Figure: 1.2 

 

After clicking this drop down menu user needs to click ‘My project’ to access the concerned project as 

shown in figure 1.3 

 

                                                                                            Figure: 1.3 

 

 



2. Assign User  
2.1 Now PD user can see all the approved projects and from there user needs to click drop down button 

and click ‘User’ in one approved projects from the action column as shown in figure 2.1 

 

                                                                                      Figure: 2.1 

 

2.2 Now a window will appear where PD user needs to click ‘Assign User’ in the right corner of the 

window as shown in figure 2.2  

 

                                                                                           Figure 2.2 



2.3 After clicking ‘Assign User’ a form will appear where PD user needs to put required inputs in the 

required fields as shown in figure 2.3 

 

                                                                                   Figure 2.3 

 

Here in figure 2.3 we can see in ‘Project role’ section there are 4 options are available as shown in figure 

2.4 In order to assign user PD user need to select each of the role (except Project Director) and assign 

user respectively  

 

                                                                                      Figure 2.4 

 



2.4 In this case PD user selected Account officer in ‘Project role’ section and click ‘Save’ button as shown 

in figure 2.5 

 

                                                                                       Figure 2.5 

 

After clicking save button a success notification will appear in the top right corner of the window as 

shown in figure 2.6 

 

                                                                                           Figure 2.6    

 



3. Release User 
3.1 Now PD user can see all the approved projects and from there user needs to click drop down button 

and click ‘User’ in one approved projects from the action column as shown in figure 3.1 

 

                                                                                           Figure: 3.1 

 

3.2 Now from this window PD user need to click ‘Release’ in order to release user from any of the 

approved project as shown in figure 3.2 

                                                                                         Figure 3.2 

 



3.3 After clicking ‘Release’ PD will see the user information and needs to put release date as shown in 

figure 3.3 

 

                                                                                      Figure 3.3  

 

4. Project Finalize  
To Finalize, ‘Mode of Financing with Source (6.1)’, ‘Annexure - I. Location wise Cost Breakdown’, 

‘Annexure - V(b)’,  ‘Detailed Annual Phasing of Cost’,  ‘Annexure – III v(a). Goods / Annexure – III (b) 

Works/ Annexure - III(c) Services’ must be inserted. Also Mode of Financing with Source (6.1), Annexure 

- I Location wise Cost Breakdown, Annexure – V (b). Detailed Annual Phasing of Cost value must be same 

 

 

 

 

 

 

 

 

 



4.1 First user needs to go to project list by clicking ‘My Project’ from the Project Management and locate 

the project user needs to finalize and then click drop down menu from the action column and finally 

click ‘Users’ as shown in figure 4.1 

 

                                                                                         Figure 4.1 

 

4.2 Now Project User window will appear where user needs to assign user by clicking ‘Assign User’ at the 

top right corner of the window as shown in figure 4.2 

 

                                                                                     Figure 4.2 

 

 



4.3 Now a window will appear where needs to choose options from all the required fields and save as 

shown in figure 4.3 

 

                                                                                    Figure 4.3 

 

After clicking save button a notification will appear as shown in figure 4.4 

 

                                                                                     Figure 4.4 

 

 

 



4.4 Now from the Project login page user needs to login as a Project Director (PD) as shown in figure 4.5 

 

                                                                                 Figure 4.5 

 

4.5 After successfully login user needs to go to ‘Project Management’ and select ‘My Project’ to see the 

project list as shown in figure 4.6 

 

                                                                              Figure 4.6 

 

4.6 Now from the project list user needs to go to the project which he/she made and click the drop 

down menu and select ‘Finalize’ as shown in figure 4.7 



 

                                                                               Figure 4.7 

 

4.7 After clicking ‘Finalize’ a confirmation window will appear where user needs to click ‘Yes’ in order to 

finalize the project as shown in figure 4.8 

 

                              Figure 4.8 

A notification will appear in the window after finalize the project as shown in figure 4.9 



 

                  Figure 4.9 

 

Now the project status will show approved as shown in figure 4.10 

 

              Figure 4.10 

 

5. Work Breakdown Structure (WBS) 

5.1 Viewing project Components 
5.1.1 When the PD wants to work on project scope, the user will click on Dashboard to go to project 

details, as shown in Figure 5.1  



 

Figure 5.1 

 

5.1.2 System will redirect the PD user to project dashboard where the PD user will find different tabs 

which the PD user will use to work on that project, if the PD user wants to work on the project scope 

then the user will click on Scope tab as shown in Figure 5.2  

 

Figure 5.2  



5.1.3 The PD user will then click on the button next to Work Breakdown Structure (WBS) and the system 

will guide the user to the project scope page, as shown in Figure 5.3 

 

Figure 5.3 

 

5.1.4 PD user will be taken to the WBS from scope where the scope and its component is added when 

the project is finalized by PD user and the project is in approved status furthermore has the forms of 

procurement plans completed. PD user can check all the component of this project, as shown in Figure 

5.4 

 

Figure 5.4 

 

 

5.1.5 PD user will be able to see all the procurement plans of this project by expanding all the 

component by clicking “>” button beside the component, as shown in Figure 5.5 



 

Figure 5.5 

 

5.2 Adding Procurement Package Information 
5.2.1 PD user will be able to click on any of the package and the system will display that package basic 

information, package description and other package related information where the PD user will have 

add some related information, as shown in Figure 5.6 

 

Figure 5.6 

 

5.2.2 If PD user wants to change any information then the user will have to click on the pencil like 

button to edit that corresponding field and the system will give option to edit that field, as shown in 

Figure 5.7 



 

Figure 5.7 

 

 

5.2.3 Once clicked on the button the system will give dropdown option to the PD user from where the 

user will be able to select required option for each field, as shown in Figure 5.8 

 

Figure 5.8 



5.2.4 In the Basic Information section PD user will have to change the status which is given Open by 

default, PD user will choose from Processing, Ready and Completed status as shown in Figure 5.9  

 

Figure 5.9 

 

 

5.2.5 After selecting the desired status the PD user will have to click of the green button to select that 

choosen status, as shown in Figure 5.10 



 

Figure 5.10 

 

 

5.2.6 Then the PD user will have to select Assignee from the dropdown list where all the officials 

assigned to this project will be available, as shown in Figure 5.11 After selecting the user PD user will 

have to click on the green selecting button as shown in Figure 5.10 

 

Figure 5.11 



5.2.7 Furthermore the PD user will have to select Reporter from the dropdown list, where all the 

officials assigned to this project will be available, as shown in Figure 5.12 After selecting the user PD user 

will have to click on the green selecting button as shown in Figure 5.10 

 

 

Figure 5.12 

 

 

5.2.8 After PD user makes the procurement status Processing then the status beside the procurement 

name will be changed to P from O, as shown in Figure 5.13 



 

Figure 5.13 

 

 

5.2.9 After editing Basic Information PD user will have to edit Description section, where the PD user 

will have to option to edit Procurement Type, Procurement Method and Approving Authority, as 

shown in Figure 5.14 

 

Figure 5.14 

 



 

5.2.10 In description section firstly PD user will have to select Procurement Type (NCT/ICT), as shown in 

Figure 5.15, and after selecting the user PD user will have to click on the green selecting button as 

shown in Figure 5.10 

 

Figure 5.15 

 

5.2.11 After procurement type PD user will have to select Procurement Method from the dropdown list 

as shown in Figure 5.16, and after selecting the user PD user will have to click on the green selecting 

button as shown in Figure 5.10 



 

Figure 5.16 

 

5.2.12 After selecting Procurement Method PD user will have to select Approving Authority from the 

dropdown list as shown in Figure 5.17, and after selecting the user PD user will have to click on the 

green selecting button as shown in Figure 5.10 

 

Figure 5.17 

 

 



5.2.13 PD user will have to edit Schedule section after completing Description section, as shown in 

Figure 5.18, where PD will be able to see Indicative, Planned and Actual schedule of Invitation for 

Prequalification, Invitation for EOI, Invitation for Tender, Signing of Contract and Completion of 

Contract. Indicative dates will be taken automatically by the system from DPP data. 

 

Figure 5.18 



5.2.14 PD user will edit Planned date by clicking on the pencil button, after selecting all the dates PD 

user will have to click on green tic button to save the dates, as shown in Figure 5.19 

 

Figure 5.19 

 

 

5.2.15 Cost section is right below of Schedule section, and in the Cost, section Planned cost of the 

procurement is stated which is taken from DPP, as shown in Figure 5.20 Actual and Expenditure will be 

filled with data after the procurement is complete.  



 

Figure 5.20 

 

 

5.2.16 In the Quality/Acceptance Criteria PD user will be able to add required acceptance criteria for 

the corresponding procurement, to add a acceptance criteria PD user will have to click on Add button as 

shown in Figure 5.21  

 

Figure 5.21 

 



5.2.17 After clicking on Add button system will prompt a new window where PD user will have to write 

all the Quality/Acceptance Criteria and click on Save button as shown in Figure 5.22 

 

Figure 5.22 



 

5.2.18 After saving Quality/Acceptance Criteria PD user can Edit or Remove the existing criteria by 

clicking on Remove or Edit button, as shown in Figure 5.23

 

Figure 5.23 

 

 

5.2.19 Furthermore PD user can edit Acceptance Criteria status by clicking on the edit button in the the 

status column as shown in Figure 5.23. PD user can check any status from the dropdown list and click on 

Save after writing his remarks in the remarks section, as shown in Figure 5.24 



 

Figure 5.24 

 

 

5.2.20 After the Acceptance Criteria PD user will find Remarks section where the user will have to click 

on Add button to write his remarks, as shown in Figure 5.25 



 

Figure 5.25 

 

 

5.2.21 A new popup window will appear when the PD user clicks on Add button where the PD user will 

have to write comments and he can also attach any document when required and click on Save button, 

as shown in Figure 5.26 



 

Figure 5.26 

 

 

5.2.22 After saving Remarks PD user can remove any existing remarks, as shown in Figure 5.27 

 

Figure 5.27 



5.2.23 PD user will find Attachment section after Remarks, where PD user will have to click on Upload 

button to attach any required document, as shown in Figure 5.28 

 

Figure 5.28 

 

 

5.2.24 Once clicked on the Upload button system will pop-up a new window where PD user will have to 

write a description of the attachment and attach the corresponding document and then click on Save 

button as shown in Figure 5.29 



 

                                                                          Figure 5.28 

 

 

5.2.25 After attaching required documents PD user will have the option to Download or Delete 

uploaded documents, as shown in in Figure 5.29 



 

                                                                        Figure 5.29 

 

 

5.2.26 PD user will find Dependency section after Attachment where the user will have to click on Add 

button, as shown in Figure 5.30 



 

Figure 5.30 

 

 

5.2.27 Upon clicking on Add button system will prompt a new pop-up window where PD user will have 

to select Link Type (Figure 5.31) and Link Scope (Figure 5.32) from the dropdown options and then click 

on save button, as shown in Figure 5.31 and 5.32 



 

Figure 5.31 

 

 

 

Figure 5.32 

 



5.2.28 After adding Dependency PD user can Remove the dependency if required, as shown in Figure 

5.33 

 

Figure 5.33 

  



 5.3 Add Default Task/Task/Tender 
5.3.1 If the PD user Right Clicks on any procurement, then the user will get a new menu with three 

options, Add Default Task, Add Task and Add Tender. PD user might need to add different tender 

information under procurement in case of Retender/Tender Cancellation or any other reason and for 

that PD user could click on Add Tender menu, furthermore the PD user could click on Add Task to add 

new tasks to procurement/tender and PD user could click on Add Default Task menu to automatically 

create some predefined tasks for Tenders, as shown in Figure 34 

 

Figure 1.34 

  



5.3.2 To add Tender information PD user will have to click on Add Tender menu as shown in Figure 5.35 

 

Figure 5.35 

 

 

5.3.3 System will prompt a new pop-up window where PD user will have to input some information like 

Invitation Reference No, Description, Estimated Cost and Weight of the tender and click on Add button 

as shown in Figure 5.36 



 

Figure 5.36 

 

 

5.3.4 PD user will be able to change status of this tender and add Assignee and Reporter of this newly 

created furthermore PD will have to add some information inside the newly created tender, information 

that needs to be added are Tender ID, Last Selling Downloading Date, Tender Publication Date, Pre-

Tender Meeting Start Date, Pre-Tender Meeting End Date, Tender Opening Date and Tender Closing 

Date as shown in Figure 5.37 



 

Figure 5.37 

  



5.3.5 PD user can see the planned cost which is inserted during creation of the tender, PD user will also 

be able add Quality/Acceptance Criteria (as shown in Figure 5.21, 5.22 and 5.23) as shown in Figure 5.38  

 

                                                                              Figure 5.38 

 

 

5.3.6 PD user will then be able to add some pre-defined task to the procurement by clicking on Add 

Default Task as shown in Figure 5.39 



 

Figure 5.39 

 

 

5.3.7 Default task will be added and system will give a notification “WBS Default Activity Created 

Successfully” as shown on Figure 5.40 



 

Figure 5.40 

 

 

5.3.8 All the pre-defined tasks will be available under the procurement, as shown in Figure 5.41 These 

pre-defined tasks will be added by or modified by the e-PMIS Admin user. 



 

Figure 5.41 

 

PD user will be able to edit Basic Information, Schedule, Remarks, Attachment, Dependency and 

Quality/Acceptance Criteria similarly as shown in precious section. (Section 5.2.1 to Section 5.2.27)  

 

5.3.9 Furthermore PD user will also be able to Add Task under any procurement, to add new task PD 

user will have to right click on the procurement and the system will show a new submenu where PD user 

will have to click on Add Task, as shown in Figure 5.42 



 

                                                                          Figure 5.42 

 

 

5.3.10 While clicked on Add Task system will give a new pop-up window where PD user will have to give 

the task a name, write description of the task and decide weight to that ask and click on Add button 

when completed, as shown in Figure 5.43 



 

Figure 5.43 

 

 

5.3.11 When the PD user clicks on add system will add a new task and show a notification ”Project 

Activity Created Successfully” as shown in Figure 5.44 



 

Figure 5.44 

PD user will be able to edit Basic Information, Schedule, Remarks, Attachment, Dependency and 

Quality/Acceptance Criteria similarly as shown in precious section. (Section 4.1 to Section 4.27)  

 

 

5.3.12 PD user can edit any task by right clicking on the task and click on Edit Task button, as shown in 

Figure 5.45 



 

Figure 5.45 

 

 

5.3.13 PD user will be able to edit task name and description and click on Edit button to save, as shown 

in Figure 5.46 



 

Figure 5.46 

 

6. Cost  

6.1 Cost Data Insert 
 

6.1.1 From My project select the project for adding financials. Click on action drop-down and select 

Dashboard as shown in figure 6.1  



 

                                                                                       Figure 6.1 

 

6.1.2 Select cost from project details as shown in figure 6.2 

 

                                                                                     Figure 6.2 



6.1.3 Click on demand management to add details in figure 6.3 

 

                                                                                  Figure 6.3 

 

 

6.1.4 Click on ‘Add Demand’ as shown in figure 2.4 

 

                                                                                   Figure 6.4 

 

 

6.1.5 Click on ‘Add’ from action drop-down as shown in figure 6.5 



 

                                                                                        Figure 6.5 

 

6.1.6 Now window will appear where user can insert the desired amount for the demand and click on 

‘Save’ as shown in figure 6.6 

 

                                                                                   Figure 6.6 

 

6.1.7 User now needs to add location wise demand (for DPP) as shown in figure 6.7 



 

                                                                                    Figure 6.7 

 

6.1.8 The location wide demand amount is inserted which needs to be same as the demand total as 

shown in figure 6.8 Click on Save. 

 

                                                                                         Figure 6.8 

 

6.1.9 The location wide demand is saved with success message as shown in figure 6.9 



 

                                                                             Figure 6.9 

 

6.1.10 After adding demand it is needed to be approved as shown in figure 6.10 by following the steps 

described in section 6.2 (workflow) of this manual. 

 

                                                                                       Figure 6.10 

 

 

 

6.1.11 Click on Allocation Management to add details as shown in figure 6.11 



 

                                                                                 Figure 6.11 

 

 

 

 

6.1.12 Click on Add Allocation as shown in figure 6.12 

     

                                                                                          Figure 6.12 

 

 

6.1.13 Add fiscal year and Development type and click on ‘Initialize Allocation’ as shown in Figure 6.13 



 

                                                                                          Figure 6.13 

 

 

6.1.14 The allocation is added in the table as shown in figure 6.14  From action button click on add and 

provide the allocated amount.  

 

                                                                                      Figure 6.14 

 

 



6.1.15  Allocation amount in figure 6.15 The added allocation needs to be approved by following the 

workflow process described in section 6.2

 

                                                                                   Figure 6.15 

 

 

6.1.16 User navigates to Allocation Distribution Management as shown in Figure 6.16 

 

                                                                                       Figure 6.16 

 

6.1.17 User clicks on add Allocation Distribution Management as shown in Figure 6.17 



 

                                                                                             Figure 6.17 

 

 

6.1.18 User selects fiscal year and development type and click on Initialize as shown in Figure 6.18 

 

                                                                                      Figure 6.18 

 

 

6.1.19 The allocation distribution is added as shown in figure 6.19 

 



 

                                                                                       Figure 6.19 

 

 

6.1.20 User needs to click on ‘Add’ from action drop-down as shown in figure 6.20  

 

                                                                                           Figure 6.20 

 

 

6.1.21 User adds the distributed amount and clicks on ‘Save’ as shown in figure 6.21 

 



         

                                                                                                   Figure 6.21 

 

 

6.2.22 Allocation Distribution is done as shown in Figure 6.22 

 

                                                                                                  Figure 6.22 

 

 

6.1.23 User navigates back to Allocation Distribution and follow the steps described in section 6.2 for 

workflow approval.  



 

                                                                                                  Figure 6.23 

 

 

6.1.24 The allocation distribution is in approved status as shown in Figure 6.24  

 

 

                                                                                           Figure 6.24 

 

 

 

6.1.25 User navigates to Fund release management as shown in Figure 6.25 



 

                                                                                   Figure 6.25 

 

 

6.1.26 User clicks on ‘Add Fund Release’ as shown in Figure 6.26 

 

                                                                                   Figure 6.26 

 

 

6.1.27 User now adds fiscal year and initializes the fund release as shown in figure 6.27 



 

                                                                                   Figure 6.27 

 

 

6.1.28 The fund release is added and the user needs to go inside of fund release to add details as shown 

in figure 6.28 

 

                                                                                     Figure 6.28 

 

 

6.1.29 User adds the release amounts by selecting quarters and click on ‘Save’ as shown in figure 6.29 



 

                                                                                        Figure 6.29 

 

 

6.1.30 The fund release is saved successfully as shown in figure 6.30 

 

                                                                                        Figure 6.30 

 

 

 

 

 



 

6.1.31 User now adds Location wise Fund Release (DPP project only) as shown in figure 6.31  

 

                                                                                         Figure 6.31 

 

6.1.32 Add the amount and click on ‘Save’ as shown in figure 6.32  

 

                                                                                     Figure 6.32 

 

 

6.1.33 After saving user goes to back and follows the steps described in section 6.2 for fund release 

approval as shown in Figure 6.33  



 

                                                                                     Figure 6.33 

 

 

6.1.34 The fund release is approved as shown in Figure 6.34  

 

                                                                                     Figure 6.34 

 

 

6.1.35 User now navigates to Fund Distribution Management as shown in Figure 6.35 



 

                                                                                         Figure 6.35 

 

 

6.1.36 Click on add as shown in Figure 6.36 

 

                                                                                            Figure 6.36 

 

 

6.1.37 Distribute the fund and click on ‘Save’ as shown in Figure 6.37 



 

                                                                                                    Figure 6.37 

 

 

6.1.38 After saving the distributed amount user follows the steps described in section 6.2 To get fund 

distribution approved as shown in Figure 6.38  

 

                                                                                  Figure 6.38 

 

 

6.2 Cost data Approval Process 
 

6.2.1   Multiple Participant Workflows 



6.2.1.1 From action button select the workflow option as shown in figure 6.39 

 

                                                                                            Figure 6.39 

 

6.2.1.2 The workflow window will be opened. Where assign initiator, reviewer and approver options are 

available. Now click on ‘Assign Initiator’ as shown in figure 6.40 

 

                                                                                        Figure 6.40 

 

 

6.2.1.3 Now a pop up window will appear where user needs to assign initiator as shown in figure 6.41 



 

                                                                                             Figure 6.41 

 

 6.2.1.4 After selecting, Initiator will appear which user can delete later if needed. Now user needs to click 

‘Assign Approver’ as shown in figure 6.42 

 

                                                                                        Figure 6.42 

 

6.2.1.5 After clicking a window will appear and select the user as shown in figure 6.43 



 

                                                                                      Figure 6.43 

 

6.2.1.6 Now user needs to click ‘Add Reviewer’ as shown in figure and follow the same steps as 

described above by selecting user and clicking Ok to add reviewer (Multiple reviewers can be added). 

After adding reviewer user needs to click on ‘Save’. As shown in figure 6.44 

 

                                                                                          Figure 6.44 

 

 

6.2.1.7 Now Initiator, Reviewer and Approver are selected and user needs to click on ‘save’ as shown in 

figure 6.45 



 

                                                                                       Figure 6.45 

 

The workflow created successfully and a notification will appear as shown in figure 6.46 

 

                                                                                           Figure 6.46 

 

6.2.1.8 After this user needs to logout and again login as Initiator as shown in figure 6.47 



 

                                                                                      Figure 6.47 

 

 

6.2.1.9 After login from the homepage, first user needs to click ‘Workflow Task’ then click ‘Pending Task’ 

as shown in figure 6.48 

 

                                                                                            Figure 6.48 

 

 

6.2.1.10 now a window will appear where user needs to click ‘View’ as shown in figure 6.49 



 

                                                                                                  Figure 6.49 

 

 

6.2.1.11 Now, a window will appear and user needs to write comments and upload relevant file and 

Forward as shown in figure. These same steps need to be followed by reviewer(s) and he will similarly 

forward it to the PD. As shown in figure 6.50 

 

                                                                                              Figure 6.50 

 

 



6.2.1.12 Now user needs to login as a PD as shown in figure 6.51 

 

                                                                                     Figure 6.51 

 

 6.2.1.13 Now from the homepage user needs to click ‘Workflow Tasks’ then ‘Pending Tasks’ tabs from 

the left side as shown in figure 6.52 

 

                                                                                      Figure 6.52 

 

 



6.2.1.14 Now in this window the forwarded file is available and user needs to click on ‘View’ as shown in 

figure 6.53 

 

                                                                                           Figure 6.53 

 

6.2.1.15 Now user needs to write comment, upload relevant file and click write ‘Approve’ as shown in 

figure 6.54 

 

                                                                                           Figure 6.54 

 

 



A notification will appear after clicking ‘Approve’ as shown in figure 6.55 

 

                                                                                            Figure 6.55 

 
 

6.2.2 Auto Approval Process 

6.2.2.1 In auto approval PD/Authorized Officer can himself approve without other participants such as 

Initiator and Reviewer.  

PD/Authorized Officer navigates to workflow as shown in figure 6.56 

 

                                                                                  Figure 6.56 

 



 

6.2.2.2 Now click on ‘Assign initiator’ as shown in figure 6.57 

 

                                                                                          Figure 6.57 

 

6.2.2.3 Now user needs to select the Initiator (logged in PD/AO himself) and click ‘OK’ as shown in figure 

6.58 

 

                                                                                           Figure 6.58 

 



6.2.2.4 Initiator will be assigned. Now user needs to click ‘Assign Approver’ to assign the approver as 

shown in figure 6.59 

 

                                                                                   Figure 6.59 

 

6.2.2.5 A window will appear where user needs to select approver (PD/AO himself) and click ‘OK’ as 

shown in figure 6.60 

 

                                                                                  Figure 6.60 

 



6.2.2.6 Now both Initiator and Approver are assigned and user needs to save it as shown in figure 6.61

 

                                                                                            Figure 6.61 

 

6.2.2.7 The workflow is auto approved and success message is shown as shown in Figure 6.62 

 

                                                                                    Figure 6.62 

 

 

 

6.2.2.8 The workflow is in approved state as shown in Figure 6.63 



 

                                                                                  Figure 6.64 

 

 

 

 

7. Communication (Uploading meeting minutes) 
 

7.1 Go to communication tab on the Project Dashboard and click ‘Communication’ tab as shown in 

figure 7.1 



 

                                                                                           Figure 7.1 

 

7.2 Now user will click ‘Project Steering Committee (PSC)’ on the Dashboard as shown in figure 7.2 

 

                                                                                       Figure 7.2 

 

7.3 Now after accessing this tab user will click ‘Add Communication’ to add communication as shown in 

figure 7.3 



 

                                                                                           Figure 7.3 

 

7.4 Now user will put the input and fill up the form as shown in figure 7.4 



  

                                                                                     Figure 7.4 



7.5 Now user will attach minutes of meetings as shown in figure 7.5 

  

                                                                                          Figure 7.5 

 

7.6 Then user will attach meeting attendance as shown in figure 7.6 

 

                                                                                   Figure 7.6 

 

7.7 After this user will save the form and user will be notified, then user will click ‘Back to Project 

Dashboard’ as shown in figure in 7.7 



 

                                                                                     Figure 7.7 

 

7.8 After back to Dashboard user can see the saved form and finally again click ‘Back to Project 

Dashboard’ to access next tab as shown in figure 7.8  

 

                                                                                                 Figure 7.8 

 

 

7.9 Now user will click ‘Project Implementation Committee’ (PIC)’ on the Dashboard as shown in figure 

7.9 



 

                                                                                                  Figure 7.9 

 

7.10 Now after accessing this tab user will click ‘Add Communication’ to add communication as shown in 

figure 7.10 

 

                                                                                           Figure 7.10 

 

7.11 Now user will put the input and fill up the form as shown in figure 7.11 



  

                                                                                       Figure 7.11 



7.12 Now user will attach minutes of meetings as shown in figure 7.12 

  

                                                                                Figure 7.12 

 

7.13 Then user will attach meeting attendance as shown in figure 7.13 

 

                                                                                   Figure 7.13 

 

7.14 After this user will save the form and user will be notified, then user will click ‘Back to Project 

Dashboard’ as shown in figure in 7.14 



 

                                                                                     Figure 7.14 

 

7.15 After back to Dashboard user can see the saved form and finally again click ‘Back to Project 

Dashboard’ to access next tab as shown in figure 3f.  

 

                                                                                         Figure 7.15 

 

7.16 Now user will click ‘Annual Development Plan (ADP)’ on the Dashboard as shown in figure 7.16 



 

                                                                                        Figure 7.16 

 

7.17 Now after accessing this tab user will click ‘Add Communication’ to add communication as shown in 

figure 3 

 

                                                                                           Figure 7.17 

 

7.18 Now user will put the input and fill up the form as shown in figure 7.18 



  

                                                                                     Figure 7.18 



7.19 Now user will attach minutes of meetings as shown in figure 7.19 

  

                                                                                          Figure 7.19 

 

7.20 Then user will attach meeting attendance as shown in figure 7.20 

 

                                                                                   Figure 7.20 

 

7.21 After this user will save the form and user will be notified, then user will click ‘Back to Project 

Dashboard’ as shown in figure in 7.21 



 

                                                                                     Figure 7.21 

 

7.22 After back to Dashboard user can see the saved form and finally again click ‘Back to Project 

Dashboard’ to access next tab as shown in figure 7.22  

 

                                                                                                 Figure 7.22 

 

7.23 Now user will click ‘Project Evaluation Committee (PEC)/ Special Project Evaluation Committee 

(SPEC)’ on the Dashboard as shown in figure 7.23 



 

                                                                                                  Figure 7.23 

 

7.24 Now after accessing this tab user will click ‘Add Communication’ to add communication as shown in 

figure 7.24 

 

                                                                                           Figure 7.24 

 

 

7.25 Now user will put the input and fill up the form as shown in figure 7.25 



  

                                                                                     Figure 7.25 



7.26 Now user will attach minutes of meetings as shown in figure 7.26 

  

                                                                                          Figure 7.26 

 

7.27 Then user will attach meeting attendance as shown in figure 7.27 

 

                                                                                   Figure 7.27 

 

7.28 After this user will save the form and user will be notified, then user will click ‘Back to Project 

Dashboard’ as shown in figure in 7.28 



 

                                                                                     Figure 7.29 

 

7.30 After back to Dashboard user can see the saved form and finally again click ‘Back to Project 

Dashboard’ to access next tab as shown in figure 7.30  

 

                                                                                                 Figure 7.30 

 

 

7.31 Now user will click ‘Departmental Project Evaluation Committee (DPEC)/ Special Project Evaluation 

Committee (SPEC)’ on the Dashboard as shown in figure 7.31 



 

                                                                                                  Figure 7.31 

 

7.32 Now after accessing this tab user will click ‘Add Communication’ to add communication as shown in 

figure 6a 

 

                                                                                           Figure 7.32 

 

7.33 Now user will put the input and fill up the form as shown in figure 7.33 



  

                                                                                     Figure 7.33 



7.34 Now user will attach minutes of meetings as shown in figure 7.34 

  

                                                                                          Figure 7.34 

 

7.35 Then user will attach meeting attendance as shown in figure 7.35 

 

                                                                                   Figure 7.35 

 

7.36 After this user will save the form and user will be notified, then user will click ‘Back to Project 

Dashboard’ as shown in figure in 7.36 



 

                                                                                     Figure 7.36 

 

7.37 After back to Dashboard user can see the saved form and finally again click ‘Back to Project 

Dashboard’ to access next tab as shown in figure 7.37  

 

                                                                                                 Figure 7.37 

 

7.38 Now user will click ‘Others’ on the Dashboard as shown in figure 7.38 



 

                                                                                                  Figure 7.38 

 

7.39 Now after accessing this tab user will click ‘Add Communication’ to add communication as shown in 

figure 7a 

 

                                                                                           Figure 7.39 

 

7.40 Now user will put the input and fill up the form as shown in figure 7.40 



  

                                                                                     Figure 7.40 



7.41 Now user will attach minutes of meetings as shown in figure 7.41 

  

                                                                                          Figure 7c 

 

7.42 Then user will attach meeting attendance as shown in figure 7.42 

 

                                                                                   Figure 7.42 

 

7.43 After this user will save the form and user will be notified, then user will click ‘Back to Project 

Dashboard’ as shown in figure in 7.43 



 

                                                                                     Figure 7.43 

 

7.44 After back to Dashboard user can see the saved form as shown in figure 7.44  

 

                                                                                                 Figure 7.44 

 

 

 

8. Risk (Entering risk description and assigning risk owners ) 
8.1 Now from the Project Dashboard and click ‘Risk’ tab as shown in figure 8.1 



 

                                                                               Figure 8.1 

 

Now Risk Register will appear where user can add information by clicking ‘Add’ button as shown in 

figure 8.2 

 

                                                                                       Figure 8.2 

 

After clicking ‘Add’ button a form will appear and user will put required information in several fields and 

after that click ‘Save’ button and finally click ‘Risk Register’ at the top right of the window as shown in 

figure 8.3 



 

                                                                                   Figure 8.3 

 

Now user will again return to the risk tab, here user will able to see the added information by clicking 

‘View’ button as shown in figure 8.4 

 

                                                                                          Figure 8.4 

 

After clicking ‘View’ a register will appear where user will see the added information and here user can  

edit or analyze it by clicking drop down menu in the action column as shown in figure 8.5  



  

                                                                                 Figure 8.5 

 

User can return to Risk tab by clicking ‘Risk Register’ tab at the top right corner of the window as shown 

in figure 8.6 

 

                                                                              Figure 8.6 

 

Now if user wants to configure any action can do it by clicking ‘Config’ button then a pop up window will 

appear where user can put notification time and save as shown in figure 8.7 



 

                                                                                      Figure 8.7 

 

After saving a notification will appear as shown in figure 8.8 

 

                                                                               Figure 8.8 

 

 

 

 

9. Investigation 

9.1 Media Investigation 
9.1.1 Now from the Project Dashboard and click ‘Investigation’ tab as shown in figure 9.1 



 

                                                                               Figure 9.1 

 

9.1.2 Now from the page user need to go Media Investigation shown in figure 9.2 

  

                                                                             Figure 9.2 

 

9.1.3 After entering this page user need to click ‘Add Investigation’ in order to put investigation 

information as shown in figure 9.3 



 

                                                                               Figure 9.3 

 

9.1.4 Now a form will appear and user will put information, upload file and save the information as 

shown in figure 9.4 

  

                                                                        Figure 9.4 

 

After saving a notification will appear at the top right of the window as shown in figure 9.5 



 

                                                                            Figure 9.5 

 

9.1.5 Now click the ‘Project Dashboard’ at the top right of the wiindow in order to return the dashboard 

again as shown in figure 9.6 

 

                                                                      Figure 9.6 

 

9.1.6 Now in order to download the investigation report user needs to click button from the action 

column from the Dashboard as shown in figure 9.7 



  

                                                                               Figure 9.7 

 

9.1.7 After entering this page now user can download the investigation report by clicking ‘Download’ 

button and after downloading click ‘Project Dashboard’ in order to return to the Dashboard as shown in 

figure 9.8 

 

                                                                             Figure 9.8 

 

9.1.8 Now if user wants to add any comments on investigation report then user can do that by clicking 

the comment button of the saved report as shown in figure 9.9 



 

                                                                           Figure 9.9 

 

9.1.9 After clicking comment button a form will appear where user can add comments and then save it 

as shown in figure 9.10 

 

                                                                             Figure 9.10 

 

 After saving a notification will be shown at the top right corner of the window as shown in figure 9.11 



 

                                                                            Figure 9.11 

 

 

 

9.2 Parliamentary Investigation  
9.2.1 Now form the Dashboard user needs to enter Parliamentary Investigation as shown in figure 9.12 

 

                                                                              Figure 9.12 

 

9.2.2 After entering this page user need to click ‘Add Investigation’ in order to put investigation 

information as shown in figure 9.13 



 

                                                                               Figure 9.13 

 

9.2.3 Now a form will appear and user will put information, upload file and save the information as 

shown in figure 9.14 

 

                                                                               Figure 9.14 

 

After saving a notification will appear at the top right of the window as shown in figure 9.15 



 

                                                                            Figure 9.15 

 

9.2.4 Now click the ‘Project Dashboard’ at the top right of the window in order to return the dashboard 

again as shown in figure 9.16 

 

                                                                      Figure 9.16 

 

9.2.5 Now in order to download the investigation report user needs to click button from the action 

column from the Dashboard as shown in figure 9.17 



  

                                                                             Figure 9.17 

 

 

9.2.6 After entering this page now user can download the investigation report by clicking ‘Download’ 

button and then click “Project Dashboard’ in order to return Dashboard as shown in figure 3g 

  

                                                                                Figure 9.18 

 

9.2.7 Now if user wants to add any comments on investigation report then user can do that by clicking 

the comment button of the saved report as shown in figure 9.19 



 

                                                                           Figure 9.19 

 

9.2.8 After clicking comment button a form will appear where user can add comments and then save it 

as shown in figure 9.20 

 

                                                                       Figure 9.20 

 

 After saving a notification will be shown at the top right corner of the window as shown in figure 9.21  

 



 

                                                                            Figure 9.21 

10. Lessons Learned  
10.1 Now from the Project Dashboard and click ‘Lessons Learned’ and then click ‘Add Lessons Learned’ 

tab as shown in figure 10.1 

 

                                                                               Figure 10.1 

 

10.2 Now a form will appear and user will put information, and save the information as shown in figure 

10.2 



 

                                                                             Figure 10.2 

 

After saving a notification will appear at the top right of the window as shown in figure 10.3 



 

                                                                                   Figure 10.3 

 

10.3 Now click ‘Lessons Learned’ button in order to return to the Dashboard again as shown in figure 

10.4 

 

                                                                            Figure 10.4 

 

10.4 Now after returning to the Dashboard if user wants to see the current status or change the current 

status then user needs to click status button in the action column as shown in figure 10.5  



 

                                                                              Figure 10.5 

 

10.5 User can also edit the information by clicking edit button as shown in figure 2f 

 

                                                                                Figure 10.6 

 

10.6 Now edit page will appear where user can edit the information and save as shown in figure 10.7 



 

                                                                      Figure 10.7 

 

After saving notification will appear in the window as shown in figure 10.8 



 

                                                                            Figure 10.8 

11. PCR (Project Completion Report) 

11.1 Adding PCR from project details  
11.1.1 Now from the Project Dashboard and click ‘PCR’ tab as shown in figure 11.1 

 

                                                                                           Figure 11.1 

 

11.1.2 After Accessing user needs to click ‘Add PCR’ as shown in figure 11.2 



 

                                                                                       Figure 11.2 

 

11.1.3 Now a pop up window will appear where user needs to select date and save as shown in figure 

11.3 and 11.4  

 

                                                                                  Figure 11.3 

 



 

                                                                                  Figure 11.4 

 

11.1.4 After saving a notification will appear at the top corner and now user needs to click ‘Edit’ as 

shown in figure 11.5 

 

                                                                                         Figure 11.5 

 

 

 

 



11.2 Project Description  
11.2.1 After clicking ‘Edit’ Project Description form will appear where section 1 to section 8 is filled up as 

shown in figure 11.6 

 

 

 

 

 

 

 

 



 
                                                                                  Figure 11.6 



11.2.2 Now in section 9 ‘Financing Arrangement (Source-wise)’ user needs to put input in 9.1b GOB as 

shown in figure 11.7 

 

                                                                             Figure 11.7 

 

After saving a notification window will appear as shown in figure 11.8 

 

                                                                                 Figure 11.8 

 

11.2.3 Now user needs to scroll down to section 9.2 ‘Utilization of Project Aid: (Source Wise)’ , put input 

and save as shown in figure 11.9 



 

                                                                                        Figure 11.9 

 

 

11.2.4 Now user again needs to scroll down to section 9.3 ‘Reimbursable Project Aid (RPA)’, put input 

and save as shown in figure 11.10 

 

                                                                                     Figure 11.10 

 

After saving a notification window will appear and now user needs to click ‘Next’ to go to the next form 

as shown in figure 11.11 



 

                                                                                    Figure 11.11 

11.3 Implementation Position 
11.3.1 After going to the next, ‘Implementation Position’ form will appear as shown in figure 11.12 



 

                                                          Figure 11.12 



11.3.2 Now in section 1 ‘Implementation Period’ user needs to put input and save as shown in figure 

11.13 

 

                                                                                      Figure 11.13 

 

 

After saving a notification window will appear and user can update the saved information later as shown 

in figure 11.14 

 

                                                                                 Figure 11.14 

 

 



11.3.3 Now user needs to scroll down to section 2 ‘Cost of the Project’, put input and save as shown in 

figure 11.15

 

                                                                                    Figure 11.15 

 

After saving a notification window will appear as shown in figure 11.16  

 

                                                                                       Figure 11.16 

 

11.3.4 Now user needs to scroll down to section 4 ‘Training of Project Personnel’ and click ‘Add Training 

of Project Personnel’ as shown in figure 11.17 



 

                                                                                   Figure 11.7 

 

11.3.5 Now a window will appear and user needs to put information in the fields and save as shown in 

figure 11.8 

 

                                                                                  Figure 11.8 

 

11.3.6 After saving a notification will appear and user can edit or delete the saved data later. Now user 

needs to click ‘Next’ to go to the next form as shown in figure 11.9 



 

                                                                                       Figure 11.9 

 

11.4 Financial and Physical Program 
11.4.1 After going to the next, ‘Financial and Physical Program’ form will appear and user needs to click 

‘Add Original and Revised Schedule’ in section 1 as shown in figure 11.10 

 

                                                                                    Figure 11.10 

 



11.4.2 Now a window will appear where user needs to put the amounts in the fields and save as shown 

in figure 11.11 

 

                                                                                         Figure 11.11  

 

11.4.3 After saving a notification will appear and user can edit or delete the saved data later. Now user 

needs to click ‘Next’ to go to the next form as shown in figure 11.12 

 

                                                                                      Figure 11.12 

 

 



11.5 Achievement and Objectives  
11.5.1 After going to the next, ‘Achievement and Objectives’ form will appear as shown in figure 11.13 

Here user does not need to do fill anything but only need to click ‘Next’ 

 

                                                                                            Figure 11.13 

 

 

11.6 Benefit Analysis 
11.6.1 After going to the ‘Benefit Analysis’ window user first needs to click ‘Add Annual Output’ as 

shown in figure 11.14 

 



 

                                                                                         Figure 11.14 

 

11.6.2 Now a window will appear where user needs to select input, amount and save as shown in figure 

11.15 



 

                                                                                      Figure 11.15 

 

11.6.3 After saving a notification will appear and user can edit or delete the saved data later. Now user 

needs to click scroll down as shown in figure 11.16 to fill up rest of the part 

 

                                                                                        Figure 11.16 

 

11.6.4 Here user needs to put amount in the required fields, write description and click ‘Next’ In order to 

go to next section as shown in figure 11.17 



 

                                                                                        Figure 11.17 

 

 

11.7 Monitoring and Auditing 
11.7.1 After going to the ‘Monitoring and Auditing’ user needs to click ‘Add Audit’ in section 2 as shown 

in figure 11.8 

 

                                                                                             Figure 11.8 

 

11.7.2 Now user needs put required information in the form and save as shown in figure 11.19 



 

                                                                                 Figure 11.19 

 

 

11.7.3 After saving a notification will appear and user can edit or delete the saved data later. Now user 

needs to click ‘Next’ to go to the next form as shown in figure 11.20 

 

                                                                                           Figure 11.20 

 

 

 



11.8 Descriptive Report 
11.8.1 In ‘Descriptive Report’ section user needs to fill up forms from the several tabs one by one and 

save starting from ‘General Observation’ as shown in figure 11.21- 11.25 

 



 

                                                                                        Figure 11.21 



 

                                                 Figure 11.22 



 

                         Figure 11.23 



 

                     Figure 11.24 



 

                                                                                              Figure 11.25 

 

11.9 Upload Project Completion Report (PCR) 
11.9.1 After completion of PCR user needs to return to the Dashboard and upload Project Completion 

Report (PCR). Now in order to that user first need to click ‘Upload PCR’ as shown in figure 11.26 



 

                                                                                             Figure 11.26 

 

11.9.2 After clicking ‘Upload PCR’ a window will appear where user needs to write comments on PCR 

and upload PCR file and save as shown in figure 11.27 

 

                                                                                   Figure 11.27 

 

After saving a notification will appear and whole PCR (Project Completion Report) will be completed  

 

 


