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Disclaimer

The information contained in these documents is confidential, privileged and only for the
information of the intended recipient and may not be used, published or redistinbwteale or

part without the prior written consent of Ministry of Finance. fidepient of this information, by

its retention and use, agrees to protect the same from loss, theft or unauthorized use.

@FirstVersion 2021, Ministry of Finance
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Part I: General Guidelines
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1. Preface

ThedectronicDaly Allowance & Travel SysteBDATS) is an omle system to process the public
servants travel entitlements. The submission of travel order/travel authorizatiorraaed t
allowancedaim shall be done through single window at different time intervals as per the travel
rules The online system is a separate system and shall be integraeBRisn the nearfuture.

The broad processes, minimum conditions and timeline for submission are as per thagaivisio
BCSR 2018 & FRR 2016. This manudlsbaidestep by step guidance to the uderprocess
their TA/DA online in the systemThe manual containfive partsincluding the roles of
Administrators, Approving & &fifying authorities iad the Generalddrs. The last padontains the
reports generated from this system.

Currently, the system covetise incountry travel of the public servants including the local
government functionaries. In the later phase ofitheelopmentthe system shall commit to cater
the excountry travel allowances. This system aimsfwove the efficiency and effectiveness of
the use of public resources by leveratiieguse of ICT/digital services through enhanced check
and balancéo achieve tnasparency and accountability in the budgetary ageheigber,one of

the objectives of eDATSasbring uniformity in the application of the TA/DA rules in Budgetary
Bodies.

2. Pre-requisites

The prerequisites fareparation and submission of travethaarization and dailylowance claims
by the public servants are as below;

a. Register in the systerttsershall register into the system and regirespective agency
administrator to activate his/her atentials

b. Assignment of Working Agency: The Agekdwinistrator shall assigthe Approving
Authority and Verifying #&hority of the agency andap theemployees under thelevant
approving authority.

c. Applicant must receiv§f agpa aadagoddl pbadobdba 0 jycignpdientd O
authorities tanitiate their travel authorization and clainmsthe system.

3. Registration

Howto register intathe eDATS?

Visit website tips://edats.mof.gov.bt
I ——
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Click on thdRegisterbutton located at the top right corner on the Login page.

edats.mof.gov.bt/register

¥ HrrRIuggagagsafaga Ravaga)
E\ 'z electronic Daily Allowance & Travel System (¢DAIL'S) & Login| @

Registration

CID/WP Number 11704000010
Name Sonam Tobgay Employee ID 200501096
E-Mail Address
Password

Confirm Password

Fll up the following fields if you afiest time user

CID/WP Numbernsert your CID numbeor Bhutanesaiser andWork Permit/Special
ResidentPermit number fomon-Bhutaneseser. Your Name & EID will be auto generated.
E-mail AddressEntera valid emailaddress This will be your default username for this
system.

PasswordCreate your own pagord using alphaumeric, capital & small letter, special
characters etdf you forget your password, you can reset by using your email registered
above.

4. Login

How to bg into theeDATS?

edats.mof.gov.bt/login o A

PrQudsagus=aifagarRargms)
E\ vr electronic Daily Allowance & ‘Travel System (¢DAT'S) Register
“n g o1

g v

Fiscal Year 2020-2021 ~

of the people, and in fulfilling our national vision. The civil service is tasked with the

of funds for gov: ce. So the responsibility falls squarely on the shoulders of our
£

2 utilizing our scarce re

His Majesty Jigme Khesar Namgyel Wangchuck, National Day Address, December 17, 2018
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Log into the systemsing your username and passwordated inSection ®f this manualOnce
you are logged in, you will be registered as GUEShange your status to regular employee,
need to be activated pgur Agency dministrator.

@ Dashboard

You are logged in!
Contact your Agency Administrator for activation.

Name: Tshering Deki :

EMP/CIDWP: 2001015/11704001494
Designation: Deputy Chief Finance Officer
Organization: MINISTERS OFFICE / SECRETARIAT MINISTRY OF FINANCE

Once you aractivatedyou status will change to GENERAL. Only then you will be able to access
the features in the system.

HOME PROCESS TADA ¥ REPORT ~
e ———

@ Dashboard

You are logged in!

Name: Tshering Deki .ﬁ

EMP/CIDWP: 2001015/11704001494
Designation: Deputy Chief Finance Officer
Organization: MINISTERS OFFICE / SECRETARIAT MINISTRY OF FINANCE

5. Retrieving Password

How to recovelost/forgot password?

i. Click onForgot Your Passward
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Email sonamtobgay@mof.gov.bt
Password Password
Fiscal Year 2020-2021 ~

Login Forgot Your Password?

ii. Enter youregisterecemail address
iii. Click on thesend Password Resatld button

Reset Password

E-Mail Address sonamtobgay@mof.gov.bt

e
( Send Password Reset Link )
~——— —

iv. You will receive a temporary password
v. Using this temporary password, you will be asked to reset your password.
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Part IlI: Guidelines for General Users
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2.1 Process TA/DA
How to create ansubmit Travel Order and Travel Authorization Form?

2.1.1 Travel Order

Toinitiate Travel Order follow the steps below;

i. Click onProcess TADAnodule
ii. SeleciTravel Authorizationfrom the drop down menu

HOME PROCESS TADA ~ REPORT~
Travels

+ Travel Authorization

+ Travel Extension

+ Travel Allowance Claim @ DaSh boa rd

+ Form II: New Distance & Dolam You are logged in!

+ Form Ill: New Station & Other

GENERAL
Name: Tshering Deki
EMP/CIDWP: 2001015/11704001494
Designation: Deputy Chief Finance Officer
Organization: MINISTERS OFFICE / SECRETARIAT MINISTRY OF FINANCE

iii.  Click on theAdd Travel Order button in theTravel Ordeand Purpos&indow to create
office order.

Travel Order and Purpose

‘ =+ Add Travel Order ’

No travel purpose to display.

Travel Authorization

SL Purpose of Travel Claim Agency Date Action

No travel order created.

iv.  Fill up all the fields in theet Travel Order and Purpose windaWthe fields are mandatory.
A Office Order NumbeAs mentioned in your approved travel order.
A Purpose of Travel (Max 200 worda} mentioneéh your travel order.
A Insert Travel Start Datés mentioned in your travel order.
A Insert Travel End Datds mentioned in your approved travel order.
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Set Travel Order and Purpose
Office Order Number Office order number
Purpose Purpose of Travel (Max 200 Words)
4
Start Date mm/dd/fyyyy 0
End Date mm/dd/yyyy )
Approving Authority Select ~ o
Travel Type Select Travel Type hd
CID/WP No. Approving Authority's CID/WP NMumber
Name Approving Authority's Name
&

A Under Approving Authority; Selétganization Authority to claim from your own agency
or for regular travels. Selettterim Authority to claim from another agend&elect
Designated Authorityif the approving authority is from outside your working agéuoty
the claims are from your own agency

VERSION 0.1, JUNE 20 6
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S WEEl O eme (FIese Set Travel Order and Purpose

Office Order Number

Purpose

Start Date

End Date

Approving Authority

Travel Type

CID/WP Na.

Name

MoF/DPA/EDATS/2021

Testing

05/20/2021 ]
05/28/2021 (]

Select ~ o

Select
Organization Authority

Designated Authority
Interim Authority
7 WP

APProvIng AUThoGMTY's CIDTYYF Number

Approving Authority's Name

Office Order Number

Purpose

™

Start Date

End Date

Approving Authority

Travel Type

MoF/DPAEDATS/2021

Testing

05/20/2021

05/28/2021

Organization Authority

Set Travel Order and Purpose

Office Order Number

Purpose

Start Date

End Date

Approving Authority

Travel Type

CID/WP No.

Name

MoF/DPA/eDATS/2021

Testing

05/20/2021 (]

05/28/2021 =

Designated Authority ~

Full DA

10602000312

Tshering Dorji

Set Travel Order and Purpose

Office Order Number

Purpose

™

Start Date

End Date

Approving Authority

Travel Type

CID/WP No.

Name

MoF/DPA/EDATS/2021

Testing

05/23/2021

05/26/2021

Interim Authority

Full DA

10602000312

Tshering Dorji

A Enterthe CID/WP number of the Interim/Designated Authortyame will be auto
generatedHowever, in ordeto auto generate the name of ApprovinghArity, the
particular authority should be first assigned the role by thectgp Agencydininistrator.
Select appropriatéravel Typdrom the drop down list.

Click theSavebutton to generate Travel Authorization.

>
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Data saved successfully

Travel Order and Purpose

4 Add Travel Order

SL  Order Number Travel Purpose Invitee  Date Approving Authority Action/Remarks
1 MoF/DPA/EDATS/2021 Testing No 23/05/2021 - 26/05/2021 Tshering Dorji E o [ —

Travel Authorization

SL  Purpose of Travel Claim Agency Date Action

1 Testing DEPARTMENT OF PUBLIC ACCOUNTS MOF 23 May 2021 - 26 May 2021 EEmim e A s e

v. Once the Office Order is being created, the initiator can add participants traveling in a group
or organizing a training/workshop under th@me office order numbiom the same office

Participants List

11407000459 200807028 Sonam Lhamo

EN Employee ID CID/WP Number Employee Agency

No data to display.

vi. dick on theAdd Participantsbutton and fill up the following field;

A InsertCID/WP Numbeo add participants with same travel order.
A Click onAddbutton to send the travel order and travel authorization to the participant. The

participant need not create separate travel order.
A The Travel Authorization field gets auto generated once the Travel Order is being saved.

2.1.2 Travel Authorization
i. Click on theCreate New Authorizatiorbutton to create the Travel Authorization Form.

Travel Order and Purpose

+ Add Travel Order

SL Order Number Travel Purpose Invitee Date Approving Authority Action/Remarks

1 MoF/DPA/DATS/2021 Testing Mo 23/05/2021 - 26/05/2021 Tshering Dorji E “ = e A

Travel Authorization

SL  Purpose of Travel Claim Agency Date Aive
1 Testing DEPARTMENT OF PUBLIC ACCOUNTS MOF 23 May 2021 - 26 May 2021 Crente New AUthonzaton
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Click on theAdd Newbutton to add travel details

FAM-4.10

A E Agency:DEPARTMENT OF PUBLIC ACCOUNTS / DEPARTMENT OF PUBLIC
E\

ACCOUNTS MOF

Royal Government of Bhutan
Y

TRAVEL AUTHORIZATION FORM

Number: 4262100012

Position Level: P1
Date: 25-05-2021

MName of Employee: Sonam Tobgay
CIDWP No.:11704000010 Taxpayer Number: SAP72393
Position Title: Chief Accounts Officer Account Number: 100373434

it avel: Testing
‘ + Add New ’
~———
To
Travel Mode Action

From

Station Date Station

No data to display.

Estimated Traveling Expenses: Nu.0
Advance Required: Nu. 0

A Select status a®urneyif you are travelling/transit halt andalt if you are on halin a

particular place.

Tour Authorization: ADD Travel Details

Start Date: 05-Jul-2021

End Date: 08-Jul-2021

—

‘ Journey
Station Date Dzongkhag Halt Gewog Station

Select Dzongkhag first Select Station v

Start | ps5/07/2021 Select dzongkhag v

End 08/07/2021 Select dzongkhag v Select Dzongkhag first v Select Station v

Mode of Travel: Select

A SelecStartdateas per youtravel order
A Select places from the drop down lists under Dzongkhag, gewog and statiStaty fred

station.
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Tour Authorization: ADD Travel Details

Start Date: 23-May-2021

End Date: 26-May-2021

<Dmngkhag ) ( Gewog ) < Station )

Station D
Start q\osfzs,izozl C]) I Select dzongkhag v] I Select Dzongkhag first v] I Select Station vl
End 05/23/2021 I Select dzongkhag v] I Select Dzongkhag first v] I Select Station vl

Mode of Travel:[ Select ~ I

A Selectode of traveli.e. Private Car/Government/Pool Vehicle/Porter Pony/By Air

A dick onthe Savebutton.

Tour Authorization: ADD Travel Details

Start Date: 23-May-2021

End Date: 26-May-2021

Station Date Dzongkhag Gewog Station

Start 05/23/2021 (] I [ THIMPHU vl [ THIMPHU DZONGKHAG v l I THIMPHU vl

End 05/23/2021 l BUMTHANG ~ l l BUMTHANG DZONGKHAG ] I BUMTHANG  ~ l
Mode of Tra

Private Car
Government / Pool Vehicle
Porter / Pony
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FAM-4.10

Agency:DEPARTMENT OF PUBLIC ACCOUNTS / DEPARTMENT OF PUBLIC
ACCOUNTS MOF

Royal Government of Bhutan

TRAVEL AUTHORIZATION FORM

Number: 4262100012

Position Level: P1
Date: 25-05-2021

Taxpayer Number: SAP72393
Account Number: 100373434

Name of Employee: Sonam Tobgay
CIDWP No.:11704000010
Position Title: Chief Accounts Officer

Euspreemeilravel: Testing
‘ + Add New '
——
From To
Travel Mode Action
Station Date Station Date
THIMPHU 23/05/2021 BUMTHANG 23/05/2021 Private Car B ﬂ

Estimated Traveling Expenses: Nu.5772

Advance Required: Nu. 0

Click onAdd Newbutton to complete your journey from/to the station of origin and the halt

iil.
in the destination station. Remember for each journey/station of halt, you have to add new

button separately.

Royal Government of Bhutan @:
e -”‘.

TRAVEL AUTHORIZATION FORM

FAM-4.10
Agency:DEPARTMENT OF PUBLIC ACCOUNTS / DEPARTMENT OF PUBLIC
ACCOUNTS MOF

Number: 4262100012

Name of Employee: Sonam Tobgay
CIDWP No.:11704000010
Position Title: Chief Accounts Officer

Pussessaf Travel: Testing
‘ + Add New '
——

From
Station Date
THIMPHU 23/05/2021
BUMTHANG 24/05/2021

Estimated Traveling Expenses: Nu.10360
Advance Required: Nu. 0

Position Level: P1
Taxpayer Number: SAP72393
Account Number: 100373434

To
Station Date
BUMTHANG 23/05/2021
MONGAR 24/05/2021

Date: 25-05-2021

Travel Mode Action
Private Car B E
Private Car B ﬂ

iv.  Once the travel authorization is saved, ttienated travel expenses will be auto calculated.
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= FAM-4.10
Royal Government of Bhutan Q{ Agency:DEPARTMENT OF PUBLIC ACCOUNTS / DEPARTMENT OF PUBLIC

o ACCOUNTS MOF

TRAVEL AUTHORIZATION FORM

Name of Employee: Sonam Tobgay Position Level: P1 Number: 4262100012
CIDWP Ne.:11704000010 Taxpayer Number: SAP72393 Date: 25-05-2021
Pasition Title: Chief Accounts Officer Account Number: 100373434

Purpose of Travel: Testing
+ Add New

From To
Travel Mode Action
Station Date Station Date
THIMPHU 23/05/2021 BUMTHANG 23/05/2021 Private Car E m
BUMTHANG 24/05/2021 MONGAR 24/05/2021 Private Car B E
MONGAR 25/05/2021 BUMTHANG 25/05/2021 Private Car E ﬂ
BUMTHANG 26/05/2021 THIMPHU 26/05/2021 Govt. Vehicle E ﬂ

Estimated Traveling Expens
Advance Required: Nu. 0

v. Fill in theApply for Advanceaf advance is required. The system wiltrreisthe amount at
90% of the total estimatedavellingexpenses.

Warning!

Actual claim is greater than ceiling
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FAM-4.10
Royal Government of Bhutan “g( Agency:DEPARTMENT OF PUBLIC ACCOUNTS / DEPARTMENT OF PUBLIC
o A ACCOUNTS MOF

—r

TRAVEL AUTHORIZATION FORM

Name of Employee: Sonam Tobgay Position Level: P1 Number: 4262100012
CIDWP No.:11704000010 Taxpayer Number: SAP72393 Date: 25-05-2021
Position Title: Chief Accounts Officer Account Number: 100373434

Purpose of Travel: Testing

From To

Travel Mode Action
Station Date Station Date
THIMPHU 23/05/2021 BUMTHANG 23/05/2021 Private Car a ﬂ
BUMTHANG 24/05/2021 MONGAR 24/05/2021 Private Car B m
MONGAR 25/05/2021 BUMTHANG 25/05/2021 Private Car a m
BUMTHANG 26/05/2021 THIMPHU 26/05/2021 Govt. Vehicle a ﬂ

Estimated Traveling-P¥bencommiiu.16448
Advance Requirel: Nu. 14000 @

vi. You can also edit/delete the entries bedatemission.
vii.  Click Submit button to submit the travel authorization to the Approving Authority for
approval.

The following message will appear on the top left corneneopage, indicating your Travel
Authorization is successfully submitted to the Appgo&urthority.

Successfull

Your Travel Authorization is submitted successfully.

Transaction Number: 4262100012

The status of your Travel Authorization will changApgprovedwhen the Approving Authority
approves. The transaction can be viewed in details undérethdutton.
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Travel Order and Purpose

+ Add Travel Order
SL Order Number Travel Purpose Invitee Date Approving Authority Action/Remarks

1 MoF/DPA/RDATS/2021 Testing No 23/05/2021 - 26/05/2021 Tshering Dorji E n e B

Travel Authorization

SL  Purpose of Travel Claim Agency Date Actigs
1 Testing DEPARTMENT OF PUBLIC ACCOUNTS MOF 23 May 2021 - 26 May 2021 FrEEE
viii.  Approved Travel Authorization can be cancelled if;

i. There is no touadvance pgplied or not processed by therying Authority.
ii. If travel allowance claim is not generated/created
iii. Click onCancel Travebutton to cancel your tour.

2.1.3 Travel Extension
How and when to create and submit travel extension?

Travel Extension can la@plied after travel authorization is approved and before submitting the
travel allowance claim.

To apply for Travel Extension,

i. ClickProcess TADAnodule
ii. SelecfTravel Extensionfrom the drop down menu.

HOME PROCESS TADA ~ REPORT -
Travels

+ Travel Authorization

+ Travel Extension

+ Travel Allowance Claim @ Dashboard

+ Form II: New Distance & Dolam You are logged in!

+ Form Ill: New Station & Other

GENERAL
Name: Tshering Deki
EMP/CIDWP: 2001015/11704001494
Designation: Deputy Chief Finance Officer
Organization: MINISTERS OFFICE / SECRETARIAT MINISTRY OF FINANCE

Thetravelextension handle will be auto generated once the travel authorization is approved by the
Approving Authority.
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Travel Details: Travel Extension

sL Order Number Purpose Date Action

1 MoF/DPA/eDATS/2021 Testing 23 May - 26 May 2021

iii. Click onExtension Datebutton
iv. Select the date &ixtension Toand Insert valid reasons for travel extension.

23 Request for Travel Extension

Extension From [ 05/26/2021 ]

[ mm/dd/yyyy (] ]

Reason Reason for Extension

v. ClickSubmit for Extensionbutton.

A following messye on the top of the tablesvel extension submitted successhillyappear
indicating your travel extension is submitted to the Approving Authority.

Travel extension submitted successfully b4

Travel Details: Travel Extension

SL Order Number Purpose Date Action

1 MoF/DPA/DATS/2021 Testing 23 May - 26 May 2021 @ View

To checkhe status of the time extensig, to the Travel Order affdavel Authorization screen.
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Travel Details: Travel Extension

Search: | |
SL - Purpose of Travel Requested Date Reason Status
1 Testing 26 May - 28 May 2021 Meeting in Trongsa & Wangduephodrang (Pendmg)
Showing 1 to 1 of 1 entries Previous l_‘ Next

The travel extension and travel authorization details will remain in your screen until you complete
the Travel Allowance Claim.

Travel Details: Travel Extension

SL Order Number Purpose Date Action

1 MoF/DPA/CDATS/2021 Testing 23 May - 28 May 2021 ’

Travel Details: Travel Extension

Search: | |
SL -~ Purpose of Travel Requested Date Reason Status
1 Testing 26 May - 28 May 2021 Meeting in Trongsa & Wangduephodrang Qpprmﬂed)
Showing 1 to 1 of 1 entries Previous 1-( Next

The extended date in the Travel Order and TrautHofization gets updated automatically.
However, applicants mustlit the extended duration accordingly on the Travel Allowance Claim
while procesag for the claim.
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Travel Order and Purpose

+ Add Travel Order
SL  Order Number Travel Purpose Invitee  Date Approving Authority Action/Remarks
1 MoF/DPAEDATS/2021 Testing No 23/05/2021(- 28/05/2021 Tshering Dorji a n

Travel Authorization

SL  Purpose of Travel Claim Agency Date Action
1 Testing DEPARTMENT OF PUBLIC ACCOUNTS MOF 23 May 2024 28 May 2021 ARSI Cancel Travel

2.1.4 Travel Allowance Claim
Howto process Travel Allowance Claim?

i. Click onProcess TADAnodule.
ii. SelecfTravel Allowance Clainfrom the dropdown menu.

HOME PROCESS TADA ~ REPORT ~
Travels

+ Travel Authorization

+ Travel Extension

+ Travel Allowance Claim @ Dashboard

+ Form II: New Distance & Dolam You are logged in!

+ Form lll: New Station & Other

GENERAL
Name: Tshering Deki
EMP/CIDWP: 2001015/11704001494
Designation: Deputy Chief Finance Officer
Organization: MINISTERS OFFICE / SECRETARIAT MINISTRY OF FINANCE

iii. Travel Allowance Claim gets auto generatextthe Travel Authorization is approved by
the Approving Authority
iv. ClickCreate/View Travel Billto process Travel Allowance Claim

Travel Details: Travel Claim

SsL Transaction Number Purpose Agency Actigp

1 4262100012 Testing DEPARTMENT OF PUBLIC ACCOUNTS ‘ Create/view Travel Bill ) Evidence

v. Click on the=dit icon button under thé\ction column to insert actual time in each row.
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FAM-4.11
Royal Government of Bhutan Agency:DEPARTMENT OF PUBLIC ACCOUNTS / DEPARTMENT OF PUBLIC
ACCOUNTS MOF
TRAVEL ALLOWANCE CLAIM
Name of Employee: Sonam Tobgay Position Level: P1 Number: 4262100012
Pasition Title: Chief Accounts Officer Taxpayer Number: SAP72393 Date: 25 May 2021
Purpose: Testing Account Number: 100373434
+ Add New
From To o - N
Daily Mileage/Air | o var/Pony | Actual Expense Total Action
Date Time Station Date Time Station Allowancs Fare
23/05/2021 09:00:00 THIMPHU  23/05/2021 17:00:00 BUMTHANG 1500 4272 0 0 5772 o
24/05/2021 09:00:00 BUMTHANG 24/05/2021 17:00:00 MONGAR 1500 3088 [3} 0 4588 = ﬂ
25/05/2021 09:00:00 MONGAR  25/05/2021 17:00:00 BUMTHANG 1500 3088 [ 0 4588 B ﬂ
26/05/2021 09:00:00 BUMTHANG 26/05/2021 17:00:00 THIMPHU 1500 0 3} 0 1500 B n
Estimated Traveling Expenses: Nu.16448 Bill not submitted. Net Amount: Nu.2448
Advance Availed: Nu. 14000

vi. Click on theedit icon button under theAction column to make necessary changepex
approved travel extension. While inserting the extended date, first edét¢éhef return
journey and then change the date of halt.

Travel Allowance Bill: EDIT Travel Details

Status: Travel Date: 23-May-2021 to 28-May-2021

Station Date Time Dzongkhag Gewog Station

Start I @261‘2021 ] I ’ 09:00 AM l I BUMTHANG vl I BUMTHANG DZONGKHAG v] [ BUMTHANG

End May 2021 ~ ™ oM l I THIMPHU vl I THIMPHU DZONGKHAG v] [ THIMPHU

! | SuMo Tu We Th Fr sa | g

25 26 27 28 29 30 1 ofTraveL:[ Government Pool Vehicle VI
2 3 4 5 6 7 8

9 10 11 12 13 14 15 Uk
18 17 18 19 20 21 22

23 24 27 28 29

3 31 1 2 3 4 5

vii. Clickon theUpdatebutton to save the changes
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. FAM-4.11
G Agency:DEPARTMENT OF PUBLIC ACCOUNTS / DEPARTMENT OF PUBLIC

ACCOUNTS MOF

Royal Government of Bhutan 1

TRAVEL ALLOWANCE CLAIM

Name of Employee: Sonam Tobgay Position Level: P1 Number: 4262100012
Position Title: Chief Accounts Officer Taxpayer Number: SAP72393 Date: 25 May 2021
Purpose: Testing Account Number: 100373434

+ Add New

From To

pCan MIe29e/AT Porter/Pony  Actual Expense Total Action
Date Time Station Date Time Station owance are

23/05/2021 09:00:00 THIMPHU 23/05/2021 17:00:00 BUMTHANG 1500 4272 o 0 5772 B n
24/05/2021 09:00:00 BUMTHANG 24/05/2021 17:00:00 MONGAR 1500 3088 o 0 4588 B n
25/05/2021 09:00:00 MONGAR 25/05/2021 17:00:00 BUMTHANG 1500 3088 s} 0 4588 E n
26/05/2021 09:00:00 BUMTHANG 26/05/2021 17:00:00 TRONGSA 1500 o s} 0 1500 E n
27/05/2021 09:00:00 TRONGSA  27/05/2021 17:00:00 WANGDUE 1500 o s} 0 1500 E n

PHODRANG
28/05/2021 09:00:00 WANGDUE  28/05/2021 12:00:00 PUNAKHA 1500 o 0 0 1500 B n
PHODRANG
28/05/2021 12:01:00 PUNAKHA  28/05/2021 17:00:00 THIMPHU 0 0 0 0 0 a n

Estimated Traveling Expenses: Nu.19448
Advance Availed: Nu. 14000

Bill not submitt Net Amount: Nu.5448

viii. Click onSubmit button to submit your travel allowance claim to Approving Authority.

Confirmation

Are you sure you want to submit your TA/DA claim?

The following message will appear on the topcefher of the page, indicating your Travel
Allowance Claim is successfully submitted to the Approving Authority.

Successfull

Your Travel Allowance Bill is submitted successfully.

Transaction Number: 4262100012
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The status of your Travel Allowance Claim will changppgoovedwhen the Approving Authority
approves your claim. The transaction can be viewed in details undéeithbutton until the
Verifying Authority approves it.

Travel Details: Travel Claim

Sk Transaction Number Purpose Agency Action
1 4262100012 Testing DEPARTMENT OF PUBLIC ACCOUNTS
760572021 U%:00:00  BUMTHANG Z6/05/2021 T7:00:00  TRONGGA T500 ] ] 0 T500
27/05/2021 02:00:.00 TRONGSA 27/05/2021 17:00:00 WANGDUE 1500 0 0 0 1500
PHODRANG
28/05/2021 09:00:00 WANGDUE 28/05/2021 12:00:00 PUNAKHA 1500 0 0 0 1500
PHODRANG

28/05/2021 12:01:00 PUNAKHA 28/05/2021 17:00:00 THIMPHU 0 0 0 0

0
Estimated Traveling Expenses: Nu.19448 @PPROVED by the Approving Authority. Net Amount: Nu.5448

Advance Availed: Nu. 14000

The status of your claim will changkeen the Approvinguthority as shown belgw

Travel Details: Travel Claim

SL Transaction Number Purpose Agency Actiol
1 4262100012 Testing DEPARTMENT OF PUBLIC ACCOUNTS @

PHODRANG
28/05/2021 02:00:00 WANGDUE 28/05/2021 12:00:00 PUNAKHA 1500 0 0 0 1500
PHODRANG
28/05/2021 12:01:00 PUNAKHA 28/05/2021 17:.00:00 THIMPHU 0 0 0 0 0

Submitted, Approved by the ng Authority, NOT
APPROVED by the Verifying Authority.

Estimated Traveling Expenses: Nu.19448 Net Amount: Nu.5448

Advance Availed: Nu. 14000

Youcan also submit a pictorial evidence of your tour with date and time on the picture, e.g. a picture
of your meeting with the local people in the places of your travel.

i. Click onEvidencdutton to add pictures.
ii. Click onUploadbutton to upload the pictures.

The Travel Allowance Claimtransaction willdisappearfrom your screen when the Verifying
Authority approves the claim. Ththedetails of the tour undertaken can be viewed under Report
module.
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2.1.5 Form II: New Distance &olam
How to submit new distance & dolam to the verifying authority?

i. ClickForm II: New Distance & Dolanto report missing distance & dolam

HOME PROCESS TADA ~ REPORT ~
Travels

+ Travel Authorization

+ Travel Extension

+ Travel Allowance Claim @ Da S h boa rd

+ _Form II: New Distance & Dolam You are logged in!

+ Form lll: New Station & Other

GENERAL
Name: Tshering Deki
EMP/CIDWP: 2001015/11704001494
Designation: Deputy Chief Finance Officer
Organization: MINISTERS OFFICE / SECRETARIAT MINISTRY OF FINANCE

ii. ClickAdd Newbutton to insert the details of missing distance or dolam.

Form II: Station, Distance(KM) and Dolam update.

+ Add New

NO T Ubmitted.

iii. Select the relevant stations and insert the distance or dd\amrate your
reasons/justificaitons.

Form Il

(Station, Distance and Dolam details)

Saten _

Drongkhag v Gewog v Station v Dzongkhag v
Dolam Distance o
@ No O Yes Remarks-Justifications/reasons/why?

Distance in KM

&

iv. ClickSavebutton to submit to the Verifyinguthority.

The issue wilbe verified by the Verifying Authority and submitted to the Madtem#strator for
updating in the system.

VERSION 0.1, JUNE 20 21



ELECTRONIC DAILY AI@WANCE & TRAVEL SYEM: USER MANUAL 2031_

2.1.6 Form lll: New Station & Othes

HOME PROCESS TADA ~ REPORT ~
Travels

+ Travel Authorization

+ Travel Extension

+ Travel Allowance Claim Q Dashboa rd

+~ Form II: New Distance & Dolam You are logged in!

+ Form |ll: New Station & Other
GENERAL
Name: Tshering Deki
EMP/CIDWP: 2001015/11704001494
Designation: Deputy Chief Finance Officer
Organization: MINISTERS OFFICE / SECRETARIAT MINISTRY OF FINANCE

i. ClickForm Ill: New Station & Othersto lodge missing stations
ii. ClickAdd Newbutton to insert the details of missing stationarmy other system issues

i= Form |I: Station & Other Issue

+ Add New

No Data to display.

iii. Narrate the details of station or any other issues related to the system.

B VVendor Form

Type of Issue Select Type

Select Type

New Station
Other: System Issue

Problem Statement

&

iv. ClickSubmit button to submit to the Verifyingufhority.

Theissue will be verified by the Verifying Authority and submitted to the Mastémigtrator for
updating in the system.

The above mentionedrins are madavailable to all the users irrespective of any roles the user is
assigned.
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3.1 Master Administrator (DPA)

Under the Master dininistrator module, the administratoshall update informatiorfor 11
parametersTheparametersare detailed in the followirspb-sections;

HOME MASTER ADMINISTRATOR ~ PROCESS TADA ~ REPORT -
I AU Category

1M Administrative Name

I Department

4 sStation G Dashboard
A Distance
& Grade & Entitlement You are logged inl

o Travel Type
MASTER ADMINISTRATOR
Name: Sonam Tobgay
P/CIDWP: 200501026/11704000010
@ Form Il New Distance & Dolam  signation: Chief Accounts Officer
@ Form III: New Station & Other janization: DEPARTMENT OF PUBLIC ACCOUNTS / DEPARTMENT OF PUBLIC ACCOUNTS MOF

& User Management

& Mapping of Agency

User Type Total

Agency Administrator & Verifying Authority 29

Approving Authority 1250

General 30943

Total 32681

3.1.1 Add AU Category
How to adddeleteAdministrative Wit in eDATS?

Administrative Categories

Sl AU Code Category Action

1 J JUDICIARY @“
2 A AUTONOMOUS n
3 cB CONSTITUTIONAL BODIES “
4 D DZONGKHAG “
E G GEWOG “
6 Y] MINISTRY “
7 o OTHER “
8 T THROMDE “

i. To adddeleteAdministrative Unit, selecAU Categoryfrom drop down menu
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ii. Click onAdd NewButton
iii. Enter the details and cli€lavebutton

New AU Category

Category ID ID
Category Au Category
Acronym Acronym

iv. Use edit/delete button on the side bar unlgtion to make necessary changes

3.1.2 Administrative Name

How to adddlelete administrative name é®ATS?

= Administrative Name
SL *  Category D Code Administrative Name Acronym Action
—
A THROMDE 315 42401 SAMDRUPJONGKHAR THROMDE SITHROM @
2 THROMDE 314 423.01 GELEGPHU THROMDE GELEPHUTHROM a n
3 THROMDE 313 42201 PHUENTSHOLING THROMDE PLINGTHROM E n
4 THROMDE 312 421.01 THIMPHU THROMDE THIMTHROM E n
5 GEWOG 69 420.09 YANGTSE GEWOG, TRASHI YANGTSE GWG:YANGT E n
6 GEWOG 69 420.08 YALANG GEWOG, TRASHI YANGTSE GWGYLLANG a n
7 GEWOG 69 420.07 TONGMIZHANGTSHA GEWOG, TRASHI YANGTSE GWGTSHANG E n
8 GEWOG =) 420.06 TEODTSHO GEWOG, TRASHI YANGTSE GWGTOETS a n
] GEWOG 69 420,05 RAMJAR GEWOG, TRASHI YANGTSE GWGRAMIAR a n
10 GEWOG 69 420.04 KHAMDANG GEWOG, TRASHI YANGTSE GWG:K/DANG E n
Showing 1 to 10 of 304 entries Previous ‘T\ 2 3 4 5 31 Next

i. SelecAdministrative Namefrom the drop down menu
ii. ClickAdd NewButton
iii. Enter the details and cli€avebutton.
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I New Administrative Unit

AU Category Select Category -
AUID AUID
AU Code Au Code
Administrative Unit AU Name
Acronym Acronym

iv. Use edit/delete button on the side bar unlgion to make necessary changes.
3.1.3 Department

How toadd/delete department in tle®ATS?

= Department/Sector List
sLo~ Administrative Unit D Code Department. Acc.NolD Action
e
HIS MAJESTY'S SECRETARIAT 47 HIS MAJESTYS SECRETARIAT o @
2 HIS MAJESTY'S SECRETARIAT 48 3 HIS MAJESTYS SECRETARIAT [ ﬂ n
3 HIS MAJESTY'S SECRETARIAT (4TH KING) 175 SECRETARIAT OF HIS MAJESTY THE FOURTH DRUK GYALPO o E n
4 HIS MAJESTY'S SECRETARIAT (4TH KING) 1457 577 SECRETARIAT OF HIS MAJESTY THE FOURTH DRUK GYALPO o E n
5 NATIONAL ASSEMBLY OF BHUTAN 372 NATIONAL ASSEMBLY OF BHUTAN o E n
6 NATIONAL ASSEMBLY OF BHUTAN 1030 253 NATIONAL ASSEMBLY OF BHUTAN o E n
7 NATIONAL ASSEMBLY OF BHUTAN 1019 251 NATIONAL ASSEMBLY OF BHUTAN o E n
8 NATIONAL COUNCIL OF BHUTAN 1321 524 NATIONAL COUNCIL SECRETARIAT o E n
9 NATIONAL COUNCIL OF BHUTAN 1322 525 NATIONAL COUNCIL SECRETARIAT [ ﬂ n
10 NATIONAL COUNCIL OF BHUTAN 1323 NATIONAL COUNCIL SECRETARIAT o E n
Showing 1 to 10 of 2,004 entries. Previous 2 3 4 5 201 Next

i. SelecDepartmentfrom the drop down menu
ii. ClickAdd Newbutton
iii. Enter the details and cliGlavebutton.
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B New Department/Sector

AU Category Select Category ~
Administrative Unit Select Agency ~
Dept/Sector ID 1D
Dept/Sector Code Code
Dept/Sector Mame Department/Sector Name
Account No. 1D Acc.No.lD

iv. Use edit/delete button on the side bar unlgtion to make necessary changes.

3.1.4 Station
Howto add/delete station in treDATS?

= Station

st 4 Drongkhag Gewag Station Actior

THIMPHU MEWANG SIMU @

2 TRASHIGANG SAMKHAR KHERI E n
3 THIMPHU CHANG ZAMBALING a n

4 THIMPHU GENEY WANGBAMA CENTRAL SCHOOL a n

5 THIMPHU MEWANG KHASADRAPCHU MIDDLE SECONDARY SCHOOL a n

6 HAA SANGBAY YABA (POE) a n

7 HAA GAKILING SEKTENA (POE) E n

E HAA GAKILING PHUTSHENA (POE) E n

9 HAA BI BEBJI (GEP) a n

10 HAA GAKILING GAKILING (CPC) a n
Showing 1 to 10 of 5,838 entries Previous E 2 3 4 5 . 584  Next

i. Selecttation from the drop down menu
ii. Click theAdd Newbutton
iii. Enter the details and cli€lavebutton
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I New Station

Dzongkhag Select dzongkhag ~
Gewog Select Gewog ~
Station Station

iv. Use edit/delete button on the side bar unlgion to make necessary changes.

3.1.5 Distance

Howto add/delete distance in tBBATS?

i= Distance between two Stations
sL 4 From To Porter / Pony Distance Action
1 DEKILING (DEKILING) JANGCHUBLING (CHUNZOM GEWOG CENTER ) (CHUNZOM) No 52 @
2 THIMPHU (THIMPHU DZONGKHAG) CHAMEYNA (KAWANG) No 21 a n
3 THIMPHU (THIMPHU DZONGKHAG) SIMU (MEWANG) No 12 a n
4 THIMPHU (THIMPHU DZONGKHAG) ZAMBALING (CHANG) No 10 a n
5 KHASADRAPCHU MIDDLE SECONDARY SCHOOL (MEWANG) WANGBAMA CENTRAL SCHOOL (GENEY) No 12 a n
6 'GENEY GEWOG CENTER (GENEY) ZANGLEYKHA (GENEY) No 2 a n
7 MEWANG GEWOG CENTER (MEWANG) KHEMGANG (MEWANG) No 15 a n
8 MEWANG GEWOG CENTER (MEWANG) JIGME LANGTSHO (MEWANG) No 19 a n
9 PARO (PARO DZONGKHAG) PARO [PARO DZONGKHAG) No 106 a n
10 PARO (PARO DZONGKHAG) JEWPHU (OAP) (LUNGNYI) No 11 a n
Showing 1 to 10 of 6,563 entries Previous \I| 2 3 4 5 657 Next

i. SelecDistancefrom the drop down menu
ii. Click theAdd Newbutton
iii. Select the stations from the dropdown list urelem StationandTo Stationto map the
distance between two places.
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ASSIGN DISTANCE BETWEEN TWO STATIONS

Select dzongkhag ~ Select dzongkhag ~ Porter Pony @ No O Yes

Select Gewog ~ Select Gewog ~ Distance Distance in KM

Select Station ~ Select Station ~

iv.  Select Mode of travel i.e Porter Pony or Car and insert the distance.
v. ClickSavebutton to save theewdistance.
vi. Use edit/delete button on the side bar unletion to make necessary changes.

3.1.6 Grade &Entitlements

How to add/deletgrade & entitlement rates iIDATS?

B3 Grades and Entitlements

+ Add New

st 4 Category Grade DSA Milage Porter/Pony Actual Claim Action
1 Non-Public Servant Mational Wage Rate 215 16 1200 No
2 Non-Public Servant GSC/ESP Level 1000 16 1200 No E n

3 Non-Public Servant O Level 1000 16 1200 No E n
4 Non-Public Servant S Level 1250 16 1200 No E n
5 Non-Public Servant P Level 1500 16 1200 No E n
6 Non-Public Servant Executive Level 2000 16 1200 Yes a n
7 Civil Servant EX|ES-1 2000 16 1200 Yes a n
8 Civil Servant EX|ES-2 2000 16 1200 Yes a n
9 Civil Servant EX|ES-3 2000 16 1200 Yes a n
10 Civil Servant Pl 1500 16 1200 No a n

Showing 1 to 10 of 204 entries Previous 2 3 4 5 21 Next

i. SelecGrade & Entitlementfrom drop down menu
ii.  Click theAdd New button
iii.  Enter the details and cliGlavebutton.
iv.  Useedit/delete button on the side bar unéetionto make necessary changes.
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B New Grade & Entitlement
Employee Category Select Travel Type ~
Grade ID [
Grade Grade
DSA DSA Rate
Milage Milage
Poter/Pony
Actual Expense MNo ~

3.1.7 Travel Type
Howto add/delete travel type ilDATS?

i= Type of Travel

‘ =+ Add New ’

Search: |

SL A Type Entitle Action

1 Training (509) 1000 @ o
2 Training (100%) 2000 a n
3 Full DA 1 a n
4 Half DA 0.5 a n

Showing 1 to 4 of 4 entries Previous Next

i. SelecfTravel Typefrom the drop down menu
ii. Click theAdd Newbutton
iii.  Enter the details and cli@avebutton.
iv. Use edit/delete button on the side bar unlgtion to make necessary changes.

VERSION 0,1JUNE 2021 29



ELECTRONIC DAILY AI@WANCE & TRAVEL SYEM: USER MANUAL 2031_

Type of Travel

Travel Type

Entitlement

Type of Travel

(Ex: 20% DSA: 20/100=0.20 Training=2000)

3.1.8 User Management

Howto assigrun-assigragency administratan the agency?

8 User Management

Select AU Category

~ || Firstselect Category ‘

Select AU Category
JUDICIARY
SLNo O ization CID/WP N Designatis Role Mai Roles
raant - AUTONOMOUS signation nage
[ CONSTITUTIONAL BODIES
DZONGKHAG
GEWOG
MINISTRY
OTHER
THROMDE
%8 User Management
MINISTRY v || Parent Agency v
Parent Agency
e Ongariest J— EmployesName | MINISTRY OF AGRICULTURE & FORESTS Warage A

MINISTRY OF ECONOMIC AFFAIRS

No data ta display.

MINISTRY OF EDUCATION

MINISTRY OF FINANCE

MINISTRY OF FOREIGN AFFAIRS

MINISTRY OF HEALTH

MINISTRY OF HOME & CULTURAL AFFAIRS
MINISTRY OF INFORMATION & COMMUNICATIONS
MINISTRY OF LABOUR & HUMAN RESOURCES
MINISTRY OF WORKS & HUMAN SETTLEMENT
ROYAL BHUTAN POLICE

i. SelectJser Managemenfrom the drop down menu

ii. Select AU Category & Parent Agency from the drop down lists.

ii.  Click onAgency Admirroleto assigrAgency Aministrator inthe Agency
iv.  Click onVerify + Admin, if the administrator and the Verifyingithority is the same

person.

v. Click onRemovebutton to unassign the role.
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% User Management

Select AU Category o |[ First setect ategory

SLNo*  Organization CIDIWP No. Employee Name Designation Role Manage Roles
1 SECRETARIAT MINISTRY OF FINANCE 12007001991 Tshering Dorj Chief Finance Officer Approving Author:
2 RRCO MONGAR 11511000045  Sangay Tenzin Senior Tax Inspector General
3 DEPARTMENT OF MACROECONOMIC AFFAIRS MOF 11501000757  Tshering Yangki Senior Program Officer General Admin
4 RRCO PARO 10502000778 Dawa Tshering Driver | Generat

- P
s RRCO MOF 10907001891  Dorji Tshewang Joint Collector General - m m
6 DEPARTMENT OF REVENUE AND CUSTOMS MOF 10605000988 Karma Doji Senior Customs Inspector I General - n
7 RRCO GELEPHU 11602001317 Sonam Eudon Basic Operator | General - m m
8 RRCO GELEPHU 11509001871 Karma Wangchuk Customs Inspector | General - m m
9 RRCO GELEPHU 11312001440 Chhimi Dema Messenger General - m m
10 RRCO GELEPHU 11312001143 Pema Wangyal Security Guard General - m m

Showing 1 to 10 of 881 entries Previous 1 2 3 4 5 89 Next

CAUTION!

Removing the roles already assigned to particular user may lead to restriction of
processing the incomplete transaction. Therefore, make sure to check if all the
transactions are completed before changing the roles.

3.1.9 Mapping of Agency

How to map agency administrator to the department/division/section/unit of their agency?

i= Agency Administrator List

SL 4 Agency Administrator Action
1 SUPREME COURT Pema Yangden e ——

2 NATIONAL CENTER FOR HYDROLOGY AND METEOROLOGY Shacha Chap P

3 ROYAL CIVIL SERVICE COMMISSION Choden

4 DRUNGKHAG ADMINISTRATION GELEPHU Pema Chedup

s SECRETARIAT MINISTRY OF FINANCE Wagyen Tshewang

5 SUPREME COURT Rinzin Choki

7 DOS MINISTRY OF ECONOMIC AFFAIRS Tandin Dorji

8 DZONGKHAG ADMINISTRATION TRASHIYANGTSE Tshering Dargay

) WAMRONG DRUNGKHAG kinley dorji

10 DZONGKHAG ADMINISTRATION TRONGSA TShering Dawa
Showing 1 to 10 of 75 entries Previous 2 3 a £ 8 Next

i. SelecMapping of Agencyn the drop down list.
I ——
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ii. Click on Map Agenciesfrom the list of Agency dfinistrators to assign the
agencies/department/division/section/sector

ii.  ClickP or X buttons to add oremove the agencies/department/division/section/sector.

Agency Administrator : Ugyen Tshewang

Agency List Assigned Agency
" Administrative Unit Agency Mame Action SL Administrative Unit Agency Name Action
1 SECRETARIAT SECRETARIAT MINISTRY OF FINANCE n
Mo data to display.
2 DEPARTMENT OF REVENUE & CUSTOMS DEPARTMENT OF REVENUE AND CUSTOMS MOF n
3 DEPARTMENT OF MACROECONOMIC AFFAIRS DEPARTMENT OF MACROECONOMIC AFFAIRS n
MOF
4  DEPARTMENT OF NATIONAL BUDGET DEPARTMENT OF NATIONAL BUDGET MOF u
5 HM SECRETARIAT, MOF HM SECRETARIAT MOF n
6 DEPARTMENT OF PUBLIC ACCOUNTS DEPARTMENT OF PUBLIC ACCOUNTS MOF u
7  ROYAL BHUTAN CUSTOMS, KOLKATA LIAISON AND TRANSIT OFFICE CUSTOMS MOF n
8 REGIOMAL REVENUE & CUSTOMS, MONGAR RRCO MONGAR u
9 REGIONAL REVENUE & CUSTOMS, BUMTHANG RRCO CHAMKHAR BUMTHANG n
10 REGIONAL REVENUE & CUSTOMS, GELEPHU RRCO GELEPHU ﬂ

3.1.1CForm II: New Distance & Dolam
How toupdatenew distance & dolam submitted by the u&ers

I.  SelecFormIl: New Distance& Dolam
ii.  Click onView button toupdate the new distance and dolam submitted by the users

Form Il: Updation
Station, Distance(KM) and Dolam.

SL 4 From To Dolam KM Action
4 PUNAKHA (PUNAKHA DZONGKHAG) 'WANGDUE PHODRANG (WANGDUE PHODRANG DZONGKHAG) Yes o
& TRONGSA (TRONGSA DZONGKHAG) BUMTHANG (BUMTHANG DZONGKHAG) No 64
3 JANGCHUPLING (CHUNZOM) SARPANG (SARPANG DZONGKHAG) No 63
4 MOCHU (SANGBAY) RANGTSE-NEY (GAKILING) Yes 0
5 KHADRAK (SHERIMUNG) OMCHU (KARMALING) No ]
6 KUZUCHEN MSS (KAWANG) DEBSI TOP (CHANG) Yes 0
7 RODOPHU (LAYA) WAKILA BASE (LAYA) Yes 0
8 TAKTSEMAKHANG (LAYA) RODOPHU (LAYA) Yes 0
9 MONGAR (MONGAR DZONGKHAG) GONGDU (GUNGDUE) Yes 0
10 TSHEBI (HAA DZONGKHAG) SOMBAYKHA DUNGKHAG (SOMBAYKHA DUNGKHAG) No 20

Showing 1 to 10 of 82 entries Previous T‘ 2 3 4 s 9 Next

ii. ClickDonebuttonwhen the action is resolved.
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Theissue submittedill disappear as soon as you clicko@ebutton.
3.1.11Form IIl: New Station & Others

i.  SelecForm Ill: New Station & Other
ii.  Click onView button toupdate the new station drothers submitted by the user

Form II: Updation
New Station and Other Issues.

o lssue

sL Type Description Action
1 New Station  Bjii te Sinchlungpa (3Dolam) < )
2 New Station  Kindly create Umling Dungkhag under Sarpang Dzongkhag, since Umling Dungkhag is not there under station. And it cannot be under Umling gewog because Umling Dungkhag is 6kms away from Umling
gewog.
3 New Station  Bumthang Batbala Chiwog not included
4 New Station  jsadjk osahdkas kassjdjklas j Approved

Showing 1 to 4 of 4 entries Previous Next

ii. ClickDonebutton when the action is resolved

3.2 Agency Administrator

The Agency Aahinistrator shall ativate/deactivatéhe registerecemployees, assign Approving
Authority end Verifying Athority, mapping oemployeeand transfer mployees

HOME AGENCY ADMINISTRATOR ~ PROCESS TADA ~ REPORT ~
%85 User Management

4&F Mapping of Employee

28F Map Verifying Authority
48 Transfer-Employee 9 Dashboard

You are logged in!

AGENCY ADMINISTRATOR
Name: Ugyen Tshewang
EMP/CIDWP: 9410057/12007003290
Designation: Deputy Chief Finance Officer
Organization: SECRETARIAT / SECRETARIAT MINISTRY OF FINANCE

User Type Total
|
Agency Administrator & Verifying Authority o
|
Approving Authority 17
.- |
General 839
|
Total a81
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3.2.1 User Management

How toactivate/deactivate users?

i. Click onUser Managementfrom the drop down menu

ii. ClickActivate button toactivatenew users. As soon as the user is activated his/her status
will change tGENERAlsy &4+060 AAO6a A AdadoyvV

iii. The active user can teactivatd by clicking on thBeactivatebutton.

3% Agency User Management

SLNo CID/WP No. Employee Name Designation Agency Role Manage Roles
1 11704001494 Tshering Deki Deputy Chief Finance Officer SECRETARIAT MINISTRY OF FINANCE Guest @
2 11503003710  Kinzang Wangmo Chief Accounts Officer Accounting and Auditing Standards Board of Bhutan  Approving

Authority

—
3 10905004753 Tshering Nidup Driver IV SECRETARIAT MINISTRY OF FINANCE General - Verify+admin ()

& Agency User Management

SlNa * CIDWPNa Employee Name Designation Ageney Role Manage Roles

f 11006000448 Knley Wangeh Mangrei UNGBURHA GEOG Goneral Ci_
2 11401001186 Dawa Singye Chisf Urban Planner DZONGKHAG ADMINISTRATION PUNUKHA.  Ganeral Edit -
eactivate

a 10102002571 Tashi Phuntsho Principal DZONGKHAG ADMINISTRATION PUNUKHA  General

4 10401000258 Babchum Teacher I DZONGKHAG ADMINISTRATION PUNUKHA.  General
5 11008001723 Mamgay Teacher I DZONGKHAG ADMINISTRATION PUNUKHA  General
6 10504001045 Passang Dslma Teacher Il DZONGKHAG ADMINISTRATION PUNUKHA  General
7 11914001688 Tashi Lhama Teacher DZONGKHAG ADMINISTRATION PUNUKHA  Ganaral
a 10401000211 Damcha Wangmo Senior Legal Officer DZONGKHAG ADMINISTRATION PUNUKHA.  General

E] 10402000402 Damcho Deri Teacher il DZONGKHAG ADMINISTRATION PUNUKHA  General Edit -
10 21811000039 Ram Kumar Darjee Teacher Il DZONGKHAG ADMINISTRATION PUNUKHA — General Edit -
Previous

Showing 1 to 10 of 888 entries i 1 2 3 4 5 . 89 Next

Howto assign/ remove the Approvingithority andVerifying Authorityn the Agency

i. Click o the Roles unddvlanage Rlesto assign the rolesf Approving Authority and
Verifying Authority.
ii. dick on theRemovebutton to unassign the roles.

How tochange email address of the employee, in case of loss or change of addresses

i.  Click on the Edit buttoagainst employee nartiechange the email address
i. Insert new email address and update.

How tomap the employees to their respective approving authority?

i.  Click onMapping of Employeen the drop down menu
ii.  Select Approvinguthority from the list andliick onAdd/Remove Employebutton
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iii.  Selecemployee$rom theunmapped employedist and click oriVlap and Doneto map
under therespectiveApproving Authority.

iv.  Select employees from the mapped employeaadistick orunmapandDoneto unrmap
from the Approving Authority.

CAUTION!

Removing the roles already assigned to particular user may lead to restriction of
processing the incomplete transaction. Therefore, make sure to check if all the
transactions are completed before changing the roles.

To unassign Approving Authority roles, first release all the employees already
mapped with that particular Approving Authority.

List of Approving Authority
SLo+ CID/WP Number Employee Name Designation Agency Action
1 10602000312 Tshering Dorji Director DEPARTMENT OF PUBLIC ACCOUNTS MOF = rrttrEs ErEE
2 11608000615 Mani Tenzin Assistant Collector RRCO CHAMKHAR BUMTHANG = Add/Remove Employee
3 11306000976 Anok Kumar Rai Regional Director RRCO PHUENTSHOLING
a 10205007731 Bimal Kumar Pradhan  Regional Director RRCO SAMTSE
5 10802000318 Ugyen Tshering Regional Director RRCO PARD
3 10602001594 Yeshey Darjey Senior Finance Officer SECRETARIAT MINISTRY OF FINANCE
7 11505001590 Nidup Gyeltshen Collector DEPARTMENT OF REVEMUE AND CUSTOMS MOF
8 11107000717 Ugyen Norbu Regional Director RRCO MOF
9 11915000969 Kesang Deki Director General DEPARTMENT OF NATIONAL PROPERTIES MOF
10 11107004668 Choki Gyeltshen Regional Director RRCO SAMDRUPJONGKHAR
Showing 1 to 10 of 17 entries Previous 2 MNext
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Unmapped Employees Mapped Employees to Tshering Dorji
- W CDWP
o Numbar Employes Name Designation Agency [m] Number Employes Name. Designation Agency
) 11410001454  Sonam Phuntsho Oeputy Chief Budget  DEPARTMENT OF NATIONAL BUDGET MOF DEPARTMENT OF NATIONAL [) 1180002358  Achutepal Assistant ICT Offcer DEPARTMENT OF FUBLIC ACCOUNTS MOF
- Officer BUDGET
) 10607001441  OechenPeldan  Senior Accounts Offcer DEPARTMENT OF FUBLIC ACCOUNTS MOF
[m] 10603002326  Choki Gyeftshen t Budget Officer  DEPARTMENT OF NATIONAL BUDGET MOF DEPARTMENT OF NATIONAL -
BUDGET (m] 11601002301 Demna Tshering Accounts Assistant Il DEPARTMENT OF PUBLIC ACCOUNTS MOF
0 10309000570 Tara Midhs Chimorya Budget Anslyst DEPARTMENT OF NATIONAL BUDGET MOF DEPARTMENT OF NATIONAL (=] 11105002503 Tehewang Namjay Senior Accounts Offices DEPARTMENT OF PUBLIC ACCOUNTS MOF
o Sharma BUDGET
(] 10708001833 Sangay Choki Personal Assistant | DEPARTMENT OF PUBLIC ACCOUNTS MOF
() 11208002847  Sangay Choden Senior Budgetofficer  DEPARTMENT OF NATIONAL BUDGET MOF DEPARTMENT OF NATIONAL
BUDGET 0 10103000914 Sonam Tobgvel Chisf Finance Officer DEPARTMENT OF PUBLIC ACCOUNTS MOF
0 10902000099 officer 'OF NATIONAL BUDGET MOF, DEPARTMENT OF NATIONAL 0 11514003535 Sonam Tobgay Finance Officer DEPARTMENT OF PUBLIC ACCOUNTS MOF
BUDGET
) 10811000531  KinsangMorbu  Deputy Chief Finance Offcer DEPARTMENT OF PUBLIC ACCOUNTS MOF
) 10304000341 PumaBaadur Gurmg  Drver DEPARTMENT OF NATIONAL BUDGET MOF DEPARTMENT OF NATIONAL -
BUDG [ 11410003201 Pema Lhadon Senior Accounts Officer DEPARTMENT OF PUBLIC ACCOUNTS MOF
0 10601002906  Wangme Budget Assistant Il DEPARTMENT OF NATIONAL BUDGET MOF DEPARTMENT OF NATIONAL o 11301000557 Budhiman Rai Chief Finance Officer DEDARTMENT OF PUBLIC ACCOUNTS MOF
BUOGET
) 11514003801  Lengay Tshering Budget Offcer DEPARTMENT OF NATIONAL BUDGET MOF DEPARTMENT OF NATIONAL Showing 1 to 10 of 35 entries Previous |1 [ 2 3 4 Mea
BUDGET
() 11704001909  ChoniSelden Assistont Budget Officer  DEPARTMENT OF NATIONAL BUDGET MOF DEPARTMENT OF NATIONAL
- BUDGET
10805000827  Phub Lham Telephane Operator Il DEPARTMENT OF NATIONAL BUDGET MOF DEPARTMENT OF NATIONAL
BUDGET
Showing 1 to 10 of 33 entries Previous 1 2 3 4 Next

3.2.2 Map Verifying Authority

I.  Click onMap Verifying Authority in the drop down menu
ii. SelecWerifying Authority from the list andick onMap Agenciedutton

= Verifying Authority List

sL 4 Agency Administrator Action

1 DEPARTMENT OF PUBLIC ACCOUNTS MOF Hemant Gurung s AeiEes
S —
2 SECRETARIAT MINISTRY OF FINANCE Sonam Mendrel Wangme Map Agencies
3 SECRETARIAT MINISTRY OF FINANCE Dawa e
a SECRETARIAT MINISTRY OF FINANCE Pemba Dukpa
5 DEPARTMENT OF NATIONAL PROPERTIES MOF Kunzang Dema
6 DEPARTMENT OF NATIONAL PROPERTIES MOF Tsheten Namgay
7 RRCO MONGAR Chenga Map Agencies
8 RRCO SAMDRUPIONGKHAR Hem Raj Gurung s AeiEes
a SECRETARIAT MINISTRY OF FINANCE Sonam Lhamo e
10 RRCO SAMTSE Gauri Maya Powdyel Map Agencies

Showing 1 to 10 of 18 entries Previous 2 Next

i.  ClickonP andDoneto addthe department/division/sector from the Agency list to map to
the Verifying Authority.The selected department/division/sector will appear under
Assigned\gency.
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iv.  Click onXandDoneto remove the department/division/sector from the Assigned Agency
list to unmap from the Verifying Authoritf’he selected department/division/sector will
appear back under Agency List.

Verifying Autharity : Sonam Mendrel Wangmo

Agency List Assigned Agency
[ ] v s—— - rcin
1 DEPARTMENT OF NATIONAL BUDGET DEPARTMENT OF NATIONAL BUDGET MOF
SL 4 Administrative Unit Agency Nama Action
p— 2 DEPARTMENT OF PUBLIC ACCOUNTS DEPARTMENT OF PUBLIC ACCOUNTS MOF
1 SECRETARIAT SECRETARIAT MINISTRY OF FINANCE n
3 PFM-MDF PROECT PFM MDF PROJECT MoF
2 DEPARTMENT OF REVENLIE & CUSTOMS DEPARTMENT OF REVENUE AND CUSTOMS MOF
3 DEPARTMENT OF MACROECONOMIC AFFAIRS DEPARTMENT OF MACROECONOMIC AFFAIRS MOF u
HM SECRETARIAT, MOF 14 SECRETARIAT MOF [~
ROYAL BHUTAN CUSTOMS, KOLKATA LIAISON AND TRANSIT OFFICE CUSTOMS MOF
REGIONAL REVENUE & CUSTOMS. MONGAR RACO MONGAR
7 REGIONAL REVENUE & CUSTOMS, BUMTHANG RACO CHAMKHAR BUMTHANG n
8 REGIONAL REVENUE & CUSTOMS, GELEPHU RRCO GELEPHU u
9 REGIONAL REVENUE B CLISTOMS, SAMTSE RACO SAMTSE B
10 REGIONAL REVENUE & CUSTOMS, PHUENTSHOLING RRCO PHUENTSHOLING
Shawing 1 to 10 of 32 entries Pravious | 1| 2 3 4 Next

3.2.3 Transfer of Employee
How totransfer employee from oragency to other agency?

i.  Un-map thetransferredemployedrom approving authority.
ii.  Click onTransfer-Employeein the drop down
iii.  Click on thelransfer button to generate detailstbe destination agency

Employee Master
st 4 CID/WP No. Employee ID Employae Name Designation Action
11603003212 200707199 Kezang Dems Senior Tax Inspector lll

2 10904003601 20160106488 Leki Zangmo Revenue Officer  Transfer
3 10801001569 101569032020 Lhap Tehering Goldsmith
4 11206004619 200907037 Rup Narayan Phuyel Senior Customs Inspector Ii1
5 10706000186 200201007 Tenzin Yuden Specialist 2 Transfer
3 10709003765 20140103372 Tshering Penjor Assistant Collector
7 11204003672 20170107812 Wang Gyeltshen Assistant Customs Officer & Trancter
5 10203004856 8508015 Phuntsho Gyeltshen Dukpa ICT Assistant 2 Transfer
2 10805002309 20180111412 Tshering Lham Assistant Customs Officer
10 10708001635 8507024 Sonam Chozom Revenus inspector I & Transter

Showing 1 to 10 of 1,477 entries Previous 2 3 4 5 148 Next
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iv.  Select the details of the agency the employee is transferred to aidaclitkr button

& Transfer to Departments

Al Category Select Category v
Administrative Unit Select Agency hd
Department Select Department hal
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Part IV: Guidelines for Approving &
Verifying Authorities
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4.1 Approving Authority

Therole ofthe Approving Athority is to approve/reject the Traveluthorizationand theTravel
Extension and approveravel claimsaccording to the approved Travetiorization.

4.1.1  Travel Authorization (Approval)

How toapprove the travel authorization submittedtyemployee?

HOME .’ APPROVING AUTHORITY ~ PROCESS TADA ~ REPORT ~

Travel Authorization

Travel Extension

Travel Allowance Claim

+ Form |: New Registration @ DEIS h board
You are logged in!

APPROVING AUTHORITY
Name: Tshering Dorji
EMP/CIDWP: 9811004/10602000312
Designation: Director
Organization: DEPARTMENT OF PUBLIC ACCOUNTS / DEPARTMENT OF PUBLIC ACCOUNTS MOF

i. SelectTravel Authorization from the drop down listo view the pending Travel
Authorizationsubmitted for approval

HOME A APPROVING AUTHORITY ~ PROCESS TADA ~ REPORT~

Travel Authorization: Approve or Reject

SL *  Purpose of Travel CID/WP Number Employee Name Agency Date Action
1 Testing 11704000010 Sonam Tobgay DEPARTMENT OF PUBLIC ACCOUNTS MOF 23 May - 26 May 2021 @

Showing 1 to 1 of 1 entries Previous E Next

ii. To view the Travel Alnorization Form, click on theew icon. You can diregtlapprove by
clicking theP or reject by clicking theejectbutton.
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HOME A APPROVING AUTHORITY ~ PROCESS TADA ~ REPORT~

FAM-4.10
Royal Government of Bhutan @‘, Agency:DEPARTMENT OF PUBLIC ACCOUNTS / DEPARTMENT OF PUBLIC

o ACCOUNTS MOF

TRAVEL AUTHORIZATION FORM
Name of Employee: Sonam Tobgay Number: 4262100012
Position Title: Chief Accounts Officer Position Level: P1 Date: 25-05-2021
From To
Travel Mode
Station Date Station Date
THIMPHU 23/05/2021 BUMTHANG 23/05/2021 Pvt Car
BUMTHANG 24/05/2021 MONGAR 24/05/2021 Pvt Car
MOMNGAR 25/05/2021 BUMTHANG 25/05/2021 Pvt. Car
BUMTHANG 26/05/2021 THIMPHU 26/05/2021 Govt. Vehicle
Purpose of Travel: Testing
Estimated Traveling Expenses: Nu.16448 Advance permissible: Nu.14803

Advance Required: Nu. 14000

iii.  Click on the buttons displayed at the bottomtloé page to approve or reject the
authorization.
iv.  If you clickRejectbutton, the system wiiromptyou to fill up the reasons for rejection

HOME A APPROVING AUTHORITY ~ PROCESS TADA ~ REPORT~

# Authorization Reject Reason

Reason Tour Cancelled

v. If you clickthe approvéutton the messag8uccessfully Approvatbng with transaction
numberwill pop upandthe transaction will disappear from the screen, indicating that there
is no pending travel authorization for approval.
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HOME A APPROVING AUTHORITY -~ PROCESS TADA ~ REPORT~

Successfully Approved for Transaction Number:4262100012 X

Travel Authorization: Approve or Reject

ES Purpose of Travel CID/WP Number Employee Name Agency Date Action

Ne tour plans applied.

4.1.2 Travel Extension(Approval)
How tosanction the time extension on the existing travel authorization?

i.  SelecfTravel Extensionto viewthe pending travel extension request.

HOME A APPROVING AUTHORITY ~ PROCESS TADA ~ REPORT ~

Travel Details: Travel Extension

sLo4 Purpose of Travel CID/WP Number Employee Name Agency Date Action

1 Testing 11704000010 Sonam Tobgay DEPARTMENT OF PUBLIC ACCOUNTS 26 May - 28 May 2021 - D Reject

Showing 1to 1 of 1 entries Previous Next

ii. To view the travel extensioetdils, click on theiew iconandapprove/reject request.
iii.  If you clickrRejectbutton, the system will prompt you to fill up the reasons for rejection.

HOME A APPROVING AUTHORITY ~ PROCESS TADA ~ REPORT ~

TRAVEL EXTENSION DETAILS
Date: 26 May - 28 May 2021
Reason: Meeting in Trongsa & Wangduephodrang

iv.  If approvedthe messag8ucessfully Approvealong with transaction number will pop up
and transaction will disappear from the screen, indicating there is no pending travel
extension request for approval.

4.1.3 Travel Allowance Clain{Approval)
How toapprove the travelllowance claim submitted by my employee?

i.  SelecfTravel Allowance Clainfrom the drop down list teiew pending Travel Allowance
Claims.
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HOME A APPROVING AUTHORITY ~ PROCESS T/

REPORT ~

Travel Allowance Claim:Approve or Reject

St *  Purpose CID/WP Number Employee Name Agency Date Action

1 Testing 11704000010 Sonam Tobgay DEPARTMENT OF PUBLIC ACCOUNTS 23 May - 28 May 2021 @ 5]

Showing 1 to 1 of 1 entries Previous Next

ii. To view the Travel Alleance Claim Form, dtion theview icon.

HOME A APPROVING AUTHORITY -~ PROCESSTADA~  REPORT~

FAM-4.11
Royal Government of Bhutan .e, Agency:DEPARTMENT OF PUBLIC ACCOUNTS
A

o

TRAVEL ALLOWANCE CLAIM

Name of Employee: Sonam Tobgay Number: 4262100012
Pasition Title: Chief Accounts Officer Paosition Level: P1 Date: 25 May 2021
From To
Daily Allowance Mileage Porter Pony Actual Expense Total
Date Time Station Date Time Station
23/05/2021 02:00:00 THIMPHU 23/05/2021 17:00:00 BUMTHANG 1500 4272 0 0 5772
24/05/2021 02:00:00 BUMTHANG 24/05/2021 17:00:00 MONGAR 1500 3088 0 0 4588
25/05/2021 09:00:00 MONGAR 25/05/2021 17:00:00 BUMTHANG 1500 3088 0 0 4588
26/05/2021 02:00:00 BUMTHANG 26/05/2021 17:00:00 TRONGSA 1500 0 0 0 1500
27/05/2021 09:00:00 TRONGSA 27/05/2021 17:00:00 WANGDUE 1500 0 0 0 1500
PHODRANG
28/05/2021 09:00:00 WANGDUE 28/05/2021 12:00:00 PUNAKHA 1500 o] 0 0 1500
PHODRANG

28/05/2021 12:01:00 PUNAKHA 28/05/2021 17:00:00 THIMPHU 0 0 0 0 0

Total Traveling Expenses: Nu.19448 Net Amount: Nu.5448

Advance Availed: Nu. 14000

iii.  Click onApprovebutton o the bottom of thpage

iv. The messag&uccessfully Approveadong with transaction number will appeand
transaction will disappear from the screiadjcating there is no pending Travel Allowance
Claim for approval
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HOME A APPROVING AUTHORITY ~ PROCESS TADA ~ REPORT~

Successfully Approved for Transaction Number:4262100012

Travel Allowance Claim:Approve or Reject

SL Purpose CID/WP Number Employee Name Agency Date Action

No travel claims applied.

4.1.4 Form I: New Registration

This Vendor Form is for thenpublic servants to be incorporated into the system. Since the data
base contains only the public servants whose payroll is with the Royal Government of Bhutan, the
users outside the public service needs to be updated into the system.

How toupdate thenon-public servantletails into BATS?

i. ClickForm I: New Registrationfrom the drop down list
ii. Fill up the following parameters

HOME A APPROVING AUTHORITY ~ PROCESS TADA ~ REPORT~

MNew Registration

CID/WP No. CID/ Work Permit No.
MName Name of Person
Date of Birth mm/dd/yyyy ]
Category Select A
Eligible Grade Select Category ~

iii. ClickSavebutton to update in the system.

Then the user should register online using the registration procedwwmscéed under Section 3
of this manual.
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4.2 Verifying Authority

The role oWerifying Aithority is toverify andprocess thelour Advance and th&ravel Allowance
Claimsof the employees under their respective agénw/Verifying Aithority has to print the
appoved report from the system poocess in€©EMS.

4.2.1 Tour Advance

How toapprove/process the tour advance of the employee?

HOME l‘ VERIFYING AUTHORITY ~ PROCESS TADA - REPORT -
Tour Advance )

Travel Allowance Claim

+ Approval:New Distance & Dolam

+ Approval: New Station & Other g Da S h boa rd
You are logged in!

VERIFYING AUTHORITY
Name: Hemant Gurung
EMP/CIDWP: 201201154/11214003852
Designation: Senior Finance Officer
Organization: DEPARTMENT OF PUBLIC ACCOUNTS / DEPARTMENT OF PUBLIC ACCOUNTS MOF

i.  Click onTour Advanceto view any pending request fimtvance to be processed.

HOME & VERIFYING AUTHORITY ~ PROCESS TADA ~ REPORT~

Travel Advance Details

SL %  Purpose of Travel CID/WP Number Employee Name Agency Date Advance Amount Action
——
1 Testing 11704000010 Sanam Tobgay DEPARTMENT OF PUBLIC ACCOUNTS 23 May - 26 May 2021 14000 (-h
Showing 1 to 1 of 1 entries Previous 1 Next

ii.  Click onProcessbutton to process advance.
iii.  The status under action column will changertcessednd a message will appear on the
top left corner of the page sisccessfullprocessedlong with transactionumber.
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HOME & VERIFYING AUTHORITY ~ PROCESS TADA ~ REPORT~

Successfully processed advance for Transaction Number:3977 X

Travel Advance Details

sLo~ Purpose of Travel CID/WP Number Employee Name Agency Date Advance Amount Action

1 Testing 11704000010 Sonam Tobgay DEPARTMENT OF PUBLIC ACCOUNTS 23 May - 26 May 2021 14000 (ProcesseD

Showing 1 to 1 of 1 entries Previous 1 Next

How toinitiate tour advance payment in th®EMS

To process payment iFREMS,
i.  Go to Report module and seleatir Advance Appli€.

HOME & VERIFYING AUTHORITY ~ PROCESS TADA ~ REPORT~
+ Travel Register: Employee
Successfully processed advance for Transaction Number:3977 + Travel Register: Agency X

+ Travel Register: Advance

Travel Advance Details

+ Travel Allowance Claim

+ _Tour Advance Applied Search: I:l

SLo+ Purpose of Travel CID/WP Number Employee Name Date Advance Amount Action
+ Distance & Station

1 Testing 11704000010 Sonam Tobgay 23 May - 26 May 2021 14000 Processed
+ Employee Mapping

Showing 1 to 1 of 1 entries + Travel Register: Individual Previous Next

ii.  To print the tour advance repo@lick onView to generate individual report

HOME M VERIFYING AUTHORITY ~ PROCESS TADA ~ REPORT ~

Travel Register: Advance

Sl 4 CID/WP No. Employee Designation Purpose of Travel Date Advance

1 11704000010 Sonam Tobgay Chief Accounts Officer Testing 23/05/2021-26/05/2021 14.000.00

Showing 1to 1 of 1 entries Previous

The sample report showhelowis theprintable reporthat you will usessupporting document
for processing the payment in th€ EMS.
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B\ A3
2 A
Progater

Royal Government of Bhutan
Ministry of Finance

TOUR ADVANCE
- ) o1 )] - nEr) D7
Name of Office: DEPARTMENT OF PUBLIC ACCOUNTS b ,p\ N" L= LAY BN D Y ‘
Fiscal Year: 2020-2021
Name of Employee: Sonam Tobgay
CID/EID: 11704000010/200501096
Position Title: Chief Accounts Officer
Name of Approving Authority: Tshering Dorji
Travel Purpose Start End Travel Expenses Advance Availed Net Amount
Testing 01/01/1970 01/01/1970 16,448.00 14,000.00 2.448.00
Total Amount 14,000.00

4.2.2 Travel Allowance Claim

How toapprove/process theavel allowance claim of the employee?

i. Click onTravel Allowance Clainto view the pendingdvelallowancelaimsapproved by
the Approving Authority.

HOME & VERIFYING AUTHORITY ~ PROCESS TADA ~ REPORT~

Travel Allowance Bill: Approve or Reject

Action

19448 @

sLo4 Purpose of Travel CID/WP Number Employee Name Agency Date Amount

1 Testing 11704000010 Sonam Tobgay DEPARTMENT OF PUBLIC ACCOUNTS 23 May - 28 May 2021

Showing 1to 1 of 1 entries Previous Next

ii. To view the details, click ¢imeview icon.
iii. To make changes in the faralick onedit icon buttonalong each line of entas shown
below.
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HOME F 3 VERIFYING AUTHORITY ~ PROCESS TADA ~ REPORT ~

FAM-4.11
Royal Government of Bhutan @, Agency:DEPARTMENT OF PUBLIC ACCOUNTS/DEPARTMENT OF PUBLIC
- g ACCOUNTS MOF

TRAVEL ALLOWANCE CLAIM
Name of Employee: Sonam Tobgay Number: 4262100012
CIDWP No.: 11704000010 Position Level: P1 Date: 25 May 2021
Position Title: Chief Accounts Officer
Purpose of Trave: Testing

From To
Daily Allowanee  Mileage/Airfare Porter Pony Actual Expense Total Action
Date Time Station Date Time Station
23/05/2021 02:00:00 THIMPHU 23/05/2021 17:00:00 BUMTHANG 1500 4272 o o 5772
24/05/2021 09:00:00 BUMTHANG 24/05/2021 17:00:00 MONGAR 1500 3088 o o 4588
25/05/2021 09:00:00 MONGAR 25/05/2021 17:00:00 BUMTHANG 1500 3088 o o 4588 a
26/05/2021 09:00:00 BUMTHANG 26/05/2021 17:00:00 TRONGSA 1500 o o o 1500 E
27/05/2021 09:00:.00 TRONGSA  27/05/2021 17:00:00 WANGDUE 1500 o o o 1500 E
PHODRANG
28/05/2021 09:00:00 WANGDUE  28/05/2021 12:00:00 PUNAKHA 1500 o o o 1500 B
PHODRANG

28/05/2021 12:01:00 PUNAKHA  28/05/2021 17:00:00 THIMPHU o a a a a a
Total 19448

Total Traveling Expenses: Nu.19448 Net Amount: Nu.5448

Advance Availed: Nu. 14000

iv. Select the appropriate mode of travel if there is any rectifications to be made.

: & VERIFYING AUTHORI

PROCESS TADA ~ REPORT ~

Travel Allowance Bill: EDIT Travel Details

Halt: Start Date: 23-May-2021
End Date: 268-May-2021

Station Date Time Dzongkhag Gewog Station
Start I 05/23/2021 (] I | 09:00 AM THIMPHU A THIMPHU DZONGKHAG v THIMPHU
End I 05/23/2021 I | 05:00 PM BUMTHANG ~ BUMTHANG DZONGKHAG v BUMTHANG

4 /\ »
Mode of Travgf: [ Private Car N

Select
Private Car
Government Pool Vehicle

Adjustment Daily Allowance Distance Porter / Pony

By Air

Mileage Porter/Pony Total

1500 267 4272 0 5772

v. Select the appropriate entitlements if there is any rectifications to be made.
vi. Click onUpdatebutton
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i A& VERIFYING AUTHORITY ~ PROCESS TADA ~

REPORT ~

Travel Allowance Bill: EDIT Travel Details

Start Date: 23-May-2021
End Date: 28-May-2021

MNo DSA

Station Date Time Dzongkhag Gewog Station
Start I 05/23/2021 | I | 09:00 AM THIMPHU v THIMPHU DZONGKHAG v THIMPHU
End I 05/23/2021 | | 05:00 PM BUMTHANG ~ BUMTHANG DZONGKHAG v BUMTHANG
4
Mode of Travel:| Private Car v
Adjustment Daily Allowance Distance Days Mileage Porter/Pony Total
1500 267 1 4272 0 5772
Select
Normal
50%
Training Update Cancel

vii. Click onApprovebuttonto approve the travel allowance claim for payment

Confirmation

Are you sure you want to APPROVE the Travel Bill? Once approved, you

cannot make any changes.

viii. Click onApprovebutton in the following pop up message.
ix. The mesageSuccessfully Approvatbng with transactionumber will appear to confirm

the success of the transaction.

HOME # VERIFYING AUTHORITY - PROCESS TADA - REPORT -
Successfully Approved for Transaction Number:4262100012 X
Travel Allowance Bill: Approve or Reject
st Purpose of Travel CID/WP Number Employee Name Agency Date Amount Action
No Travel Allowance Claims applied.
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The transaction will disappear from e a g 6 C g y Gscréed, indichti@gatiier@ is Ao pending
travel allowance claim for payment.

How toinitiatethe travel allowance claipayment in the ®#EMS
To process payment iFREMS,

i.  Go to Report module and selécivel Allowance Clainmto print the report.

HOME -l‘ VERIFYING AUTHORITY ~ PROCESS TADA ~ REPORT ~
+ Travel Register: Employee

+ Travel Register: Agency

+ Travel Register: Advance

+ Travel Allowance Claim

+ Tour Advance Applied

+ Distance & Station
Name: Hemant

EMP/CIDWP: 201201 + Employee Mapping

Designation: Senior F + Travel Register: Individual
Organization: DEPARTMu it wn 1 wiiie muevuuiiis s s ana e NT OF PUBLIC ACCOUNTS MOF

ii.  Click onpdf iconto generate individual report

HOME & VERIFYING AUTHORITY ~ PROCESS TADA ~ REPORT~

Travel Register: Allowance Claim

Sl *  CID/WP No. Employee Designation Purpose of Travel Date Total Admitted Action
1 10602000312 Tshering Dorji Director Monitoring 06/05/2021-10/05/2021 11,364.00 E
2 11306002312 Pema Ngawang Chief Finance Officer eDATS presentation to Cluster Office. MoF, Paro 21/05/2021-21/05/2021 3.228.00 E
3 11704000010 Sonam Tobgay Chief Accounts Officer eDATS presentation to the Cluster Finance Office, Paro 21/05/2021-22/05/2021 3,864.00 E

4 11704000010 Sonam Tobgay Chief Accounts Officer Testing 23/05/2021-28/05/2021

Showing 1 to 1 of 1 entries

Thesample reportlown below is the printable report that you wdkas a supporting document
for processing the paymenttire ePEMS.
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-~ "Il T DE'”D >
samereReporT @B
"‘3"“4""
Royal Government of Bhutan
Ministry of Finance

TRAVEL ALLOWANCE CLAIM

Name of Office: DEPARTMENT OF PUBLIC ACCOUNTS
Fiscal Year: 2020-2021
Name of Employee: Sonam Tobgay
CID/EID: 11704000010/200501096
Position Title: Chief Accounts Officer
Name of Approving Authority: Tshering Dorji
Name of Head of Finance: Hemant Gurung
Travel Purpose Start End Travel Expenses Advance Availed Net Amount
Testing 23/05/2021 28/05/2021 16,448.00 14,000.00 2,448.00
Total Amount 2,448.00
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Part V. Reports
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5.1 Reports

There are eightypes of reports in this systeill the reports are accessible by the Approving
Authority and theVerifying Authority The Travel Register: Individual report is the only report
accessible by the general individuals for their own consumption.

5.1.1 Travel Register: Employee

HOME l‘ VERIFYING AUTHORITY ~ PROCESS TADA ~ REPORT ~

+ Travel Register: Employee

+ Travel Register: Agency

+ Travel Register: Advance

+ Travel Allowance Claim

+ Tour Advance Applied

+ Distance & Station
Name: Hemant

EMP/CIDWP: 201201 + Employee Mapping

Des@_natj-on: Senior F + Travel Register: Individual
Organization: DEPARTMuvt wi 1 woiie mecuuniias v s e NT OF PUBLIC ACCOUNTS MOF

This reportcontans the lis of employee under respective approvidparity in the agencydick
on theList to viewthe details of each employee.

HOME & VERIFYING AUTHORITY ~ PROCESS TADA ~ REPORT ~

Employee Travel Register

S 4 Employee ID/CID/WP Number Employee Name Designation Action
1 20160106494/10309000255 Tshering Dolkar Accounts Officer
2 200701128/10811000531 Kinzang Norbu Deputy Chief Finance Officer
3 201001036/10607001441 Dechen Peldan Senior Accounts Officer
4 9811004/10602000312 Tshering Dorji Director
5 2101184/11306002312 Pema Ngawang Chief Finance Officer
6 200501096/11704000010 Sonam Tobgay Chief Accounts Officer
Showing 1 to 6 of 6 entries Previous Next

You will be able to access thavel Register of each employee as shown below;
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5.1.2 Travel Register: Agency

This report contains the list of all the claimants irrespective of their working agency.

Click onview Allto generate the travel register of the entire agetuding the invitee from other
agency.
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