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WELCOME TO THE FOREIGN EMPLOYMENT
WELFARE INFORMATION MANAGEMENT
SYSTEM

Welcome to the Foreign Employment Welfare Information Management System. You are
about to experience the excitement of live FEWIMS over the intranet. The FEWIMS facilitates
the manual operations on Compensation, scholarship and other welfare activities. This User
Manual provides a detailed description of all the FEWIMS features. We are sure you will find

the FEWIMS easy to use. Let’s get started!

Please be sure that you will meet the following system requirements before using FEWIMS.

WINDOWS PC

MACINTOSH

1. Microsoft windows 2000, XP or Vista
2. PHP>7.0

3. Laravel version7.4

4. 1Ghz CPU or higher

5. 1Gig of RAM

6. 1024*768 screen resolution or higher

7. Broadband Internet Connection

1. Mac OS X (10.5 Leopard and above)
2. PHP>7.0

3. Laravel version 7.4

4. 1Ghz CPU or higher

5. 1Gigof RAM

6. 1024*768 screen resolution or higher

7. Broadband Internet Connection
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LOGIN

User can write its URL on browser to get enter in to the FEWIMS system. It will drive you to the
login page of the FEWIMS system. After appearing login box, the first step is to provide the
login details, by entering the valid email address and password, user will successfully enter the

FEWIMS system.

How to login with email and password?

R AR I wiaTTa

@ Login Credentials

Login Email Address Enter email

Password

JRemember Me

I'm not a robot e
reCAPTCHA
Signin

Privacy - Terms
Forgot Password ?

T I —— Enter password
T IR T S d §g-6HH T UeH R
TR SAfEd Ugd aUsa B

Step 1: Write the system URL in the web browser (http://fewims.feb.gov.np)

Step2: Enter the Valid email address
Step 3: Enter the Valid password

Step 4: Click the Sign In button.
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DASHBOARD INTRODUCTION

Dashboard is the first view page of the system that you will see immediately after you login. It
generally holds many data. Users can see information of compensations, scholarship and other
welfare activities and many more. The below dashboard is for the super admin, which mean

they have access to whole system.

DASHBOARD

Dashboard generally shows many information about the system. User can see graphs, total
number of compensation, scholarship and other welfare activities, user logs history, activities,

notices and many more.
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= FEWIMS =

Dashboard Dashboard

@b Dashboard 0 0
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e e e

T g || reeRfeeTEY SRR § ¢
[ ] ([ ]
Show 1 & entries Search: Checker Maker
Municip
ality
wH
T TASATEE eere

No data available in table

Showing 0o 0 of 0 entries Previous = Next

FaeTes = IGEEEES

1.25
TR TR
1
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USING APPLICATION FORM REGISTRATION

We can add the application from either by clicking the side menu or by clicking the dashboard
menu to enter the application data related to the compensation, scholarship or other welfare

activities.
Step 1:

Go to the application form from the side bar menu click the application you want to register for
the further process. Example: If you want to add body with draw form then click on body with

draw form as shown in figure:

% FEWIMS =

click here

! Maker Municipality DaSh boa rd

0

@ Dashboard

SER AUTEIS qare

4 fERE Bie e ©

© e B
FABHZI B H YR

47 feaTRE SR ©

Or, go to the dashboard menu and click the application you want to register for the further
process. Example if you want to add body with draw form then click on body with draw form as

shown in figure:
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DaSth CIiCk here Dashboard

0 0
TG dTeA al el m IS IHH YT - W SULR UgdiT

| wissne. | | wheestive. | IR
0 0
T BT iy TR SN werT

YU TIaIEE 2eM © 40U fIRUEE e ©

Step 2:

After selecting the application from either from sidebar or from dashboard, the form

application list appears as shown in fig:
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HOW TO ADD APPLICATION FORM

On the top right side of the interface there you see addition symbolic button. Click on add icon,

to add the application form details in order to proceed into the next step as shown in fig:

Home / 14 fEr@r3-@! @il fdeA

Click here
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After Clicking on add icon, new page will be display, Before filling up the application form field,
we should validate the registration process by validating the passport number of FEIMS
system, We can only proceed further if the passport number get validated. The passport

validation process is shown in fig as:

T1q fHBTSDI AIRT (Hde BRA Home | T AR R A | W
* YT g sifard e U Q=0
TR T -

Enter valid passport

After entering the valid passport, data will be retrieved from FEIMS system for further process
of compensation application from. The retrieved data will be shown in first half of the form and
other details should be added by data entry user in order to add the application form as shown

in fig:
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S FEWIMS

' Maker Municipality

@ Dashboard
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‘ Choose File | No file chosen
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. <
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‘ Choose File | No file chosen
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Step 1:

Enter all the necessary fields in the application form and upload the required files. Fields that

are marked with * symbol is mandatory for fill up.
Step 2:

After filling all the fields, click on checklist to confirm the application details filled is correct as

shown in fig:

&1 Ue™ TRUHT 94 [4avues arafae S A IHaTE #7) 99 GeAldd Useeg

Step 3:

Choose your appropriate action: ST%, 93132 € as shown in fig:

il

USING CHECKER MODULE

After the complete registration of an application from municipality maker user now the
application form will be forwarded to the checker for verification, here checker can either
verifies the application or resend the application form for correction. If the every details of the
application form is correct the checker user verifies the application otherwise they will resend it

for correction. Followings are the procedure for using the checker module.

Step 1:

12|Page
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To go the application form there is three way one you can click on the notifications other you
can click on dashboard menu to go to the form view and you can click on the side menu which

will drive in to the checker form view as shown in figure:

= Click here L

Dashboard

0 0
EEEIESEIRIS] m PIBE| THH YT . TR IR We

| whwwsiEme 00 wiwwside  [IEERIGLGEFGIC)
0 0
AU BPHTUSI g TuET AT TR
M RRIEE 2RO 4O RUEE 3RO

Also, go to side menu of the application form you want to check the application details as:

@ Dai'.hboarrd : Iick here

& R ST

@ SER AUTEN aa™
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Or, you can click on the notifications which will take you to the checker form view as shown in

figure:

BUIGCEIT 1 ] o

BRIEERIE
Maker Municipality o =3 3101 ERER S ard
e S i &l 2 =T 45 seconds ago Click

Maker Municipality o Jum ﬂﬁﬁ@?ﬁ 7
s @i e Faes wiee o o 1 |
TFQ}H\/ 1dayago

Maker Municipality o =3 3101 Eaca R
iéaﬁwﬁfﬂﬁfr—uﬁ v 1dayago

Maker Municipality o =3 3101 ERER S
PeAwEsI i ad 1591 v 1dayago

TGS B9

Step 2:

After clicking, it will take you to the checker application form view as shown in figure:”
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Step 3:

Now checker can make three decision on application form, after checking the application form,

checker can verifies, resend the application or reject the application as shown in figure:

If reject:

If reject the application form, then they add some comments and upload some documents and

click on the reject button.

ST SRR e

‘ Choose File ‘ Mo file chosen
— Click here
If verifies

If verifies the application form, then they will add some comments and add file related to the

application form and click on send button for further process.

16|Page
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Choose File [ No file chosen

Click here

If resend for correction

If resend the application for correction, then they will add some comments and add file related
to the application form and click on send button to send application for correction to the

municipality maker.

FURS! A TaT30eH,

ULl GoW UaH Ty

Mo file chosen
TS 4— _ Click here

USING DATA VERIFIER MODULE

After the complete registration of an application from municipality maker user and verification

from checker, now the application form will be forwarded to the data verifier for verification,

17|Page
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here data verifier can either verifies the application or resend the application form for
correction. If the every details of the application form is correct the checker user verifies the
application otherwise they will resend it for correction. While sending the application to next
level verifier can also verify the amount of compensation which is included by checking the
year wise condition and by checking the various condition for providing the compensation.

Followings are the procedure for using the checker module.
Step 1:

To go the application form there is three way one you can click on the notifications other you
can click on dashboard menu to go to the form view and you can click on the side menu which

will drive in to the data verifier form view as shown in figure:

= TR o

C|iCk here Dashboard

0 0
A GET AT DD IDH YT

| whwwsEme 000 whwweiRwe
0 0
AU BPHTUSI g TuET AT TR
4 REEE 3RO 40 fRUEE e g ©

Also, go to side menu of the application form you want to verify the application details as:

18|Page
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ﬂ lashboari -
e Click here
3= 7 RBip13- fdazu

O el T famr 3
Berigh ow
B R SUAR
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Or, you can click on the notifications which will take you to the data verifier form view as

shown in figure:

BUIGCEIT 1 ] o

T e
Maker Municipality q T e @ prd
e S A aa 2 77T | 45 seconds ago Click here

Maker Municipality o qﬁﬁ@{ﬁ 7
e i R Freee e o e o |
= v 1dayago

Maker Municipality @ =@ fE@rs=s1 @l
e gur i firaf w2t W 1dayago

Maker Municipality @ T3 fer@raa=1 @it
T o Ed 17 v 1dayago

EChiciliad s 0l

Step 2:

After clicking, it will take you to the data verifier application form view as shown in figure:
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%5 FEWIMS = TgEQ o

¥ oaxaverter e efies ASHIRIAT TUHT HHERGI URART  Hoe

WY IUAR G| @il faa Ades e e B e

deA
@ Dashboard / w@q
X 8 Message
[+ BRCIERIGUICEIRG ]
it e fdwe o, TET HeF TR o e s -
HeEgdorisa a5 | g9ars 531 98
) FETHE, PIGHITS! | Checker R0l9l0 HIT 35,
o 3 fmdio! faaeor
fafer- 200 HMIE 35 TR TR I TE TR
B WREIJUER =
.. &2 e A T SR NGRS TRy IUSR HearTe! e A e
& faedl sty 32 < Q:LQDF\\S’Y? Y e ﬁ.?ﬂwqu‘crﬁmw&qwaé%ﬁwuﬁ? need edit information
ST e AP R 30w 17/30 P ASH CHANE U ATETS HFAR T TorTrRe] el Fem Teet Maker Municipality Ro151s M R
HTHGND] umqucﬂéaqw T TR HOHATI, R0 DI HAH R DIIUHTH (2) D1 EUS (T) THHIRD]
TNARTTE TR JUER gI N W ATISUS, 3093 B g1 o SHIH TR Heai - ifie )
T O @ PRI -
e gl g T51 G 711 e [AaRuEE
3) BTHERDT AT [ AR 7Y T
TEHld UeNa g
(@) -ITH/Y: Ram
Checker Jolole HIZ 3%
) TRTGTHT =
[R5} 07841290
M) Er Idl TR 1234567890 P
() SR AT e 4@ Dubai send to board.
(%) & wWidd Afd: 2020-08-27
=) T i 2077-05-25
?) e (@Efd RS 1iER)
(@) -ITH/YR: dhevdshbc, hsfirh
(@) STTFTE: test
(M) =r Jdhdl TR 23133234/65
(¥]) TGRS Tl EERadl
(&) T ITT: wuxdevsx
(@) STAR TR ST 171435345
3) FI3GE! a1/ 3T 9 : fzfnfg / sdfdfdst
) Ufd/Tell T : dgdrgdfzbbth
fraes
/R dhevdshbe. hsfirh
3] T test

TG . 1234567890

HU T TS THe
4 5
‘ Choose File | No file chosen Choose File | No file chosen
it y
SER T ] Resend
- ‘ Choose File ‘ No file chosen =
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Step 3:

Now data verifier can make three decision on application form, after checking the application
form, data verifier can verifies, resend the application or reject the application as shown in

figure:

If reject:

If reject the application form, then they add some comments and upload some documents and

click on the reject button.

ST SRR e

‘ Choose File ‘ Mo file chosen

4  Click here

If verifies

If verifies the application form, then they will add some comments and add file related to the

application form and click on send button for further process.
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PUIT G5 UGH Ty

Click here

If resend for correction

If resend the application for correction, then they will add some comments and add file related
to the application form and click on send button to send application for correction to the

municipality maker.

FURS! A TaT30eH,

ULl FCUSH THeIY

Mo file chosen
S ¢ _ Click here
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USING DOCUMENT VERIFIER MODULE

After the complete registration of an application from municipality maker user and verification
from checker and data verifier, now the application form will be forwarded to the document
verifier for verification, here document verifier can either verifies the application or resend the
application form for correction. If the every details of the application form is correct the
document verifier user verifies the application otherwise they will resend it for correction.

Followings are the procedure for using the document verifier module.

Step 1:

To go the application form there is three way one you can click on the notifications other you
can click on dashboard menu to go to the form view and you can click on the side menu which

will drive in to the document verifier form view as shown in figure:

= T gFEe @ o)

=3

Dashboard

Click here

dd / Hdl AT SHIREGH

2 RFRE SO

0 0
A GET AT DD IDH YT

| whwwsEme 000 whwweiRwe
0 0
AU BPHTUSI g TuET AT TR
M RRIEE 2RO 4O RUEE 3RO

Also, go to side menu of the application form you want to verify the application details as:
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Or, you can click on the notifications which will take you to the document verifier form view as

shown in figure:

BUIGCEIT 1 ] o

T e
Maker Municipality q T e @ prd
e S A aa 2 77T | 45 seconds ago Click here

Maker Municipality o qﬁﬁ@{ﬁ 7
e i R Freee e o e o |
= v 1dayago

Maker Municipality @ =@ fE@rs=s1 @l
e gur i firaf w2t W 1dayago

Maker Municipality @ T3 fer@raa=1 @it
T o Ed 17 v 1dayago

EChiciliad s 0l

Step 2:

After clicking, it will take you to the document verifier application form view as shown in

figure:
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%5 FEWIMS = @ o
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Step 3:

Now document verifier can make three decision on application form, after checking the
application form, document verifier can verifies, resend the application or reject the

application as shown in figure:

If reject:

If reject the application form, then they add some comments and upload some documents and

click on the reject button.

ST SRR TR

‘ Choose File ‘ Mo file chosen

4 _ Click here

If verifies

If verifies the application form, then they will add some comments and add file related to the

application form and click on send button for further process.
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Choose File [ No file chosen

Click here

If resend for correction

If resend the application for correction, then they will add some comments and add file related
to the application form and click on send button to send application for correction to the

municipality maker.

FURS! A TaT30eH,

ULl GoW UaH Ty

Mo file chosen
S ¢ _ Click here

USING REVIEWER MODULE

After the complete registration of an application from municipality maker user and verification

from checker, data verifier and document now the application form will be forwarded to the
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reviewer for review of an application, here reviewer can either verifies the application or resend
the application form for correction. If the every details of the application form is correct the
reviewer verifies the application otherwise they will resend it for correction. Followings are the

procedure for using reviewer module.
Step 1:

To go the application form there is three way one you can click on the notifications other you
can click on dashboard menu to go to the form view and you can click on the side menu which

will take you in to the reviewer form view as shown in figure:

= TR o

Dashboard

Click here

dd / Hdl AT SHIREGH

U RREE SO

0 0
A GET AT DD IDH YT

| whwwsEme 000 whwweiRwe
0 0
AU BPHTUSI g TuET AT TR
4 REEE 3RO 40 fRUEE e g ©

Also, go to side menu of the application form you want to verify the application details as:
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@ Dashboard .

e a—— Click here
B T/ el T T 3
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Or, you can click on the notifications which will take you to the reviewer form view as shown in

figure:
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T e
Maker Municipality q T e @ prd
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e gur i firaf w2t W 1dayago

Maker Municipality @ T3 fer@raa=1 @it
T o Ed 17 v 1dayago

EChiciliad s 0l

Step 2:

After clicking, it will take you to the reviewer application form view as shown in figure:
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Step 3:

Now reviewer can make two decision on application form, after checking the application form,

reviewer can verifies, resend the application as shown in figure:
If verifies

If verifies the application form, then they will add some comments and add file related to the

application form and click on send button for further process.

| Choose File | Mo file chosen

Click here

If resend for correction

If resend the application for correction, then they will add some comments and add file related
to the application form and click on send button to send application for correction to the

municipality maker.
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| Choose File | Mo file chosen

TR Click here

USING APPROVER MODULE

After the complete registration of an application from municipality maker user and verification
from checker, data verifier, document verifier and reviewer now the application form will be
forwarded to the approver for verification, here approver can either verifies the application or
resend the application form for correction. If the every details of the application form is correct
the approver verifies the application otherwise they will resend it for correction. Followings are

the procedure for using the approver module.

Step 1:

To go the application form there is three way one you can click on the notifications other you
can click on dashboard menu to go to the form view and you can click on the side menu which

will drive in to the approver form view as shown in figure:
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Also, go to side menu of the application form you want to verify the application details as:

4 ARG 3O

@ Dashboard

Click here

| GRCASIGUIGE RGi

Or, you can click on the notifications which will take you to the approver form view as shown in

figure:
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Step 2:

After clicking, it will take you to the approver application form view as shown in figure:
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Now approver can make two decision on application form, after checking the application form,

document verifier can verifies, resend the application as shown in figure:

If verifies

If verifies the application form, then they will add some comments and add file related to the

application form and click on send button for further process.
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Click here

If resend for correction

If resend the application for correction, then they will add some comments and add file related
to the application form and click on send button to send application for correction to the

municipality maker.

FURS! A TaT30eH,

ULl FCUSH THeIY

Mo file chosen
S ¢ _ Click here
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USING ACCOUNTANT MODULE

After the complete registration of an application from municipality maker user and verification
from checker, data verifier, document verifier, reviewer and approver, now the application
form will again be forwarded to the accountant user for payment verification. Here accountant
verifies the application or resend the application form for correction. If the every details of the
application form is correct, accountant verifies the application and approves the payment.
After the payment is verified, accountant again sends it back to the approver where the
approver further verifies the application and sends the payment to the user. Followings are the

procedure for using the accountant module:

Step 1:

Here accountant verifies the application or resend the application form for correction. If the
every details of the application form is correct, accountant verifies the application and
approves the payment. After the payment is verified, accountant again sends it back to the

approver where the approver further verifies the application.

Step 2:

Approver can receive the verified user application from the account department. Here again
the approver verifies the payment application of the user and again sends it back to the

accountant for final payment procedure.

Step 3:

For final payment procedure, now the accountant can send process for final payment

proceeding using integrated Connect IPS.
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USING EMBASSY MODULE

(eyasace
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e 50000

In embassy module, after approving the application form by approver, in two of application

form i.e. body with draw form and rescue and research form, one fixed letter format is

forwarded to the embassy where embassy will go through the application and provide the

necessary details to all of the FEB Users. It is shown in figure as:
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Embassy will response the application form to the FEB user about the status of an application.
How embassy will use the embassy module?
Embassy user will go through about application and write response to FEB user as:

Stepa:

Embassy user will add application status details with response to an application.

Step 2:

Embassy user will add some documents related to an application.

Step 3:

Click on the submit button, then the embassy response will be shown in all FEB Users.
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USING TIPPANI MODULE

After approving the application by an approver, fixed tippani format will be generated for
Medical Expenses for family, compensation for death and disabled by accident to all of the

FEB User.

USING USER ACTIVITY MODULE

To track the all the user activity of FEWIMS user, admin can view the user activity through the

user activity module as shown in figure:

To go to the activity module go to the side bar menu and click on user activity as shown in
figure:
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After click on user activity menu of sidebar, it will appear as:

To view the status of specific user, click on drop down menu of user as shown in figure:
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USING NOTICE MODULE

Admin can add notice, alerts, risk, rules, regulations and guidelines in the system. There are
usually two types of notices i.e. general notice and important notices, where general notice is
to display for every user of FEWIMS system whereas important notice is to display only for the

selected users
How to add notice?
Step 1:

In the side bar of an application go to the {dl as shown in figure:

% FEWIMS

' Document Verifier

@ Dashboard

BB fcTd/ 41 T faH1 i
B WRE JUER

& TRIfR s

@ SER AUTEI day

Click here
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Step 2:

To add the notice click on add icon as shown in figure:

<

Click here

Step 3:

After clicking on add icon, the new notice form will appear, add all the details related to the

notice and upload the necessary files related to the content as shown in figure:
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After adding all details, click on submit button to add the notice as shown in figure:
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Click here
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Notice will appear when the login into the system as shown in figure

LIELF)

fAf: rewe ME ¢
. fam

TaaR01 faaR 0T faaR el faawor faawor fgaeu [gaon faavor faawor faaon g faawon faawor fgawor e faae
o feaoT faawon faavor faaron faaeon faaew faaw faavor famon faa faaww faawu foavo famvor fowm o {9
TN TG0l faawor faae T el faavur faawur faae o faaul faawur faaeo fqawur [davur faawur faawur faaru faaeor
Taa 0T faa= 0T e faaRor faavul TaaR vl el faa=or faa=or faae fdaror faavor faer o faaw faawor faavurfaa
37 faaeer faavu faewon faarr faaww faaw fEawo v faavon faamon faawo faavu faavur Ravor faewor faawor
Taavur faazur faazu fgaron faawor faarur fgaeor [dawor faaRur faawor faarur [daron faavur faawur fgaor fdawur faae
U7 T o1 Tara T Taavon T on faeR on faaRon faae o el Taavor faawor faeror faar o faarur faaee fawu fgav fq
G0l fqaur fageor faaror faqwur fgavur faavur faaur fageo fagwur faawer fgaur faarur faar faqew faawu faay
TR @R faawor faaz o

ez

Close

ADMIN MODULE

Admin controls and manage the overall operations of the system, admin can add, edit, delete
users, configurations menu, files type etc, can assign roles and control permission and also can
control the menu access of the developed system. Admin can make any kind of changes in the
application form too, admin can also control read, write, edit, delete access to an application

form for various type of users.

HOW TO ADD USERS?

Step 1:

Go to the sidebar and click on YaTHatggas shown in fig:

49|Page

User Manual | Prepared for FEB



- f @asaco\  f @asoco
(2018 awaro) (2017 AWARD
B i A -y &

& YOUNG MINDS

% FEWIMS

' Approver

@ Dashboard
@i “— Click here
FfeRE

B2 GRS

) UGS

R I cTd/ =T T fae T T H

B erqd eripH

W A I d! [dazu

B R SUAR

& farpdt3 simir

@ SER TGS das

= AR REHT

Step 2:

Then on the right side, there is Add user form, to add the user as shown in figure:
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Add User

Designation

Select Designation Na...
Group

Select Group

Username:
Email:

User Image

| Choose File ‘ No file chosen
Upload Type: JPG, JPEG, PNG

wfera firfa-

a

W 20770528
Ffera faf-
@ 2077-05-28

Status

O Active  ® Inactive

Save

Step 3:

Input all the given fields and upload user image then to add user click on save button as shown

in figure:
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Add User
Designation

Select Designation Na...
Group

Select Group

Username:

ﬂ User Name

Email:

& | email@example.com

User Image

| Choose File ‘ No file chosen
Upload Type: JPG, JPEG, PNG

wfera firfa-

=

W 20770528
Ffera faf-
@ 2077-05-28

Status

O Active  ® Inactive

B3 Clickhere

Then user will be successfully created.

HOW TO ADD MENU?
Stepa:

On the sidebar click on g¥=Tg%, then submenu will appear, then click on 9 as shown in fig:
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@B Dashboard

O TarGdisE

Click here

Step 2:

Then on the right side of Add menu, add all the given details of field as shown in fig:
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Add Menu
Parent Menu

Select Parent Name
Name *

Controller *

Enter Menu Link

Status *
@ Active O Inactive

Order *

Step 3:

(eyasace

o ®asoco

(2018 awaro) (2017 AWARD
\mgone) \mwesgone)

Then click on save menu to save the menu details as shown in figure:

User Manual | Prepared for FEB

s4|Page



(eyasace f (Dasedie

) - (s

& YOUNG MINDS

Add Menu

Parent Menu

Select Parent Name

Name *
Controller*

Link *
nu Link

css

lcon*

Status *

® Active O Inactive

o Click here

Order *

Then menu will be successfully created.

HOW TO ADD USER GROUP?

Step 1:

On the sidebar click on SIFA=TEE, then submenu will appear, then click on STRTHAT THZ as

shown in fig:
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@B Dashboard

O TarGdisE

Click here

Step 2:

Then on the right side of Add menu, add all the given details of field as shown in fig:
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Edit Menu

Enter Group Name

Details

Enter Group Description

Save

Step 3:

Then click on save menu to save the user group details as shown in figure:

Edit Menu
Name

Enter Group Name
Details

Enter Group Description

/ Click here

Then user group will be successfully created.
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HOW TO PROVIDE ROLE ACCESS?

Step 1:

On the sidebar click on fH#TE%, then submenu will appear, then click on fH#T Tg=F as

shown in fig:

& FEWIMS

!‘ Approver

@B Dashboard

O Wi digE

Click here

Step 2:

From the dropdown choose the user group that you want to provide role access as shown in

figure:
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Municipality

Select Group Name

Municipality

Embassy

Admin

Super Admin

Step 3:
Click on to the module by selecting on read, write, edit, delete access to provide such access or

click on off to the module by selecting read, write, edit, delete as shown in fig:
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Configuration is the admin controlled menu which will automatically generated while adding

the application form

HOW TO ADD DESIGNATION?

Step 1:
On the sidebar click on Eﬁﬁ‘mﬁ'ﬂ'ﬁ, then submenu will appear, then click on 9<as shown in fig:
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@ Dashboard

Click here

LAEGS)

N TRUTTeBT
Hoafaauer
[ Eapictl
T

B ed/ {1 aUT [9H 1 36 H
H oEgd orfea

B SR 3UER

& R shm

@ IER qUTEIS aers

Step 2:

Then on the right side of Add menu, add all the given details of field as shown in fig:
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Step 3:

Then click on save menu to save the designation details as shown in figure:

[EEERIGEE

Click here

Then designation will be successfully created.
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HOW TO ADD FISCAL YEAR?
Step 1:

On the sidebar click on mﬂﬁ, then submenu will appear, then click on it

as shown in fig:

s FEWIMS
! Approver

@B Dashboard

O FIRETEE

Click here
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Step 2:

Then on the right side of Add menu, add all the given details of field as shown in fig:

[HEGIRIGEE

Fiscal year name *

Start Date *

Start Date Localize

End Date *

End Date Localize

Status

OActive ® Inactive

Step 3:

Then click on save menu to save the fiscal year details as shown in figure:
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Fiscal year name *
Enter fiscal year

Start Date *

Start Date Localize

End Date *

Click here

End Date Localize

Status

O Active @ Inactive

Then fiscal year will be successfully created.

HOW TO ADD COUNTRY?

Stepa:
On the sidebar click on HfHE, then submenu will appear, then click on 38Tas shown in fig:
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@ Dashboard

Click here

Fiscal Year
o=
ouim
= TR IR
@ fre
ol FRUTETST

N T

) GRS

HOB cieTd/ ] T a1 3 H
B SEgH SRisHH

B W IUER

& AaRE R S

@ SER TUT G deE

Step 2:

Then on the right side of Add menu, add all the given details of field as shown in fig:

67|Page

User Manual | Prepared for FEB



\ -

& YOUNG MINDS

Country Short TTH

Example: NP

Status

®Active O Inactive

Step 3:
Then click on save menu to save the country details as shown in figure:

Mg AH
Example: Nepa

Country Short TTH
Example: NP

Status

@Active O Inactive CI ic k h ere

Then country will be successfully created.
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HOW TO ADD PROVINCE?
Step 1:

On the sidebar click on Eﬁfeq;ﬂi'ﬂ'ﬂ', then submenu will appear, then click on W3%Tas shown in fig:

S FEWIMS

' Approver

@B Dashboard

Click here

N TRUITGRL
HaEfdauer
[T Eauint)

o R

(L GIGI]

N ErEaEE

¥ aeE

BOR ToTd/HT 9T fasr I H
H =g odsa
B W IuER
& TR simdT

@ SER quT Gl aarE

Step 2:
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Then on the right side of Add menu, add all the given details of field as shown in fig:

[EEGRIGHED

Pradesh Name *

Step 3:

Then click on save menu to save the province details as shown in figure:

[EEGRIGHED

Pradesh Name *

e .
Click here

Then province will be successfully created.
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HOW TO ADD MUNICIPALITY TYPE?

Step 1:

On the sidebar click on EﬁfaF*ﬁ'H'ﬂ', then submenu will appear, then click on T XATIIT ThT<as

shown in fig:

%» FEWIMS

' Approver

@R Dashboard

Click here
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Step 2:

Then on the right side of Add menu, add all the given details of field as shown in fig:

[EERRIGEE]

Municipality Type Name *
0

Step 3:

Then click on save menu to save the municipality type details as shown in figure:

[EERRIEEE

Municipality Type Name *

W\

Click here

Then municipality type will be successfully created.

HOW TO ADD DISTRICT?

Step 1:

On the sidebar click on FRHXE, then submenu will appear, then click on fSr#@Tas shown in
fig:
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@B Dashboard

Click here

L EIGI

N BIETEE

) S

BOR ToTd/H 9T fasr I H
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Step 2:

Then on the right side of Add menu, add all the given details of field as shown in fig:

73|Page

User Manual | Prepared for FEB



\ -

& YOUNG MINDS

Add District

Pradesh
Select Pradesh Name

District Code *
Example:001

Nepali Name*
Example:BIGHIS

English Name

Example:Kathmandu

Save

Step 3:

Then click on save menu to save the district details as shown in figure:

Add District
Pradesh
Select Pradesh Name
District Code *
Example:001

Nepali Name*

Click here

Example:pIGHIUST

English Name

Example:Kathmandu

Then district will be successfully created.
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HOW TO ADD MUNICIPALITY?

Step 1:
On the sidebar click on %ﬁF@H’H’, then submenu will appear, then click on FRIUTIT as
shown in fig:

= FEWIMS

' Approver

@ Dashboard

Click here
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Step 2:
Then on the right side of Add menu, add all the given details of field as shown in fig:

Add Municipality
District Name
Select District Name

Municipality Type Name

Select Municipality Ty...

Municipality Code
Example:001

Municipality Name
Example:Balaju

Municipality English Name

Example:Balaju

Save

Step 3:
Then click on save menu to save the municipality details as shown in figure:

Add Municipality
District Name
Select District Name

Municipality Type Name

Select Municipality Ty...

Municipality Code

Example:001

Municipality Name

Click here
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Then municipality will be successfully created.

HOW TO ADD OFFICE TYPE?

Step 1:
On the sidebar click on m, then submenu will appear, then click on FTHAT THT<as
shown in fig:
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Click here
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Step 2:

Then on the right side of Add menu, add all the given details of field as shown in fig:

[BERRIGEE

Office Type Name *

Step 3:
Then click on save menu to save the office type details as shown in figure:

[EERRIGEE

Office Type Name *

Click here

Then office type will be successfully created.

HOW TO ADD OFFICE?
Step 1:

On the sidebar click on Hf*HXEA, then submenu will appear, then click on ®@Fas shown in
fig:
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Click here
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Step 2:

Then on the right side of Add menu, add all the given details of field as shown in fig:

Add Office
District Name
Select District Name

Office Type Name

Select Office Type Name

Office Code

Office Name

Office Path

Status

OActive  ® Inactive

Save

Step 3:

Then click on save menu to save the office details as shown in figure:
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Add Office

District Name

Select District Name
Office Type Name

Select Office Type Name
Office Code

Example:001
Office Name

Example:Name

Office Path

Status

Click here

OActive @ Inactive

Then office will be successfully created.

HOW TO ADD GENDER?
Stepa:

On the sidebar click on FHf*H[XE, then submenu will appear, then click on fegrTas shown in
fig:
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Click here
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Step 2:
Then on the right side of Add menu, add all the given details of field as shown in fig:

[EERIREE

Gender *

Status

@ Active O Inactive

Step 3:
Then click on save menu to save the gender details as shown in figure:

[EERIREE

Gender *

Status

@ Active O Inactive

Click here

Then gender will be successfully created.

HOW TO ADD RELATION?

Step 1:
On the sidebar click on P&, then submenu will appear, then click on ATdTas shown in fig:
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Click here
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Step 2:
Then on the right side of Add menu, add all the given details of field as shown in fig:

Add Relation

Name*

Save

Step 3:
Then click on save menu to save the relation details as shown in figure:

Add Relation

Name*

E3—

Click here

Then relation will be successfully created.

HOW TO ADD FILES?
Step 1:

On the sidebar click on Sf*RXE, then submenu will appear, then click on ®TEdas shown in

fig:
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Step 2:

Then on the right side of Add menu, add all the given details of field as shown in fig:

Add File

Name*

File Type

Please Choose

File Size

File Size In

KB T

Module Name*

Status
OYes ®No

Display Order *

Save

Step 3:

Then click on save menu to save the file details as shown in figure:
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Add File

Name*

Name

File Type

Please Choose

File Size
Example: 2
File Size In
KB T
Module Name*
Module Name

Status

OYes ®@No

Click here

Display Order *

Enter Menu Order

Save

Then file will be successfully created.
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THANK YOU

For support:

01-4115132, support@youngminds.com.np,

For Technical Assistance:

Dr. Shreedhar Marasini, Project Manager, 9851151705, shree@youngminds.com.np
For Administrative Contact:

Dr. Abhijit Gupta, Founder/Director, 9851151706, abhi@youngminds.com.np
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