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¢ IR=T
11@}1 e Foas e [National Cooperative Regulation Authority (NCRA)] 9T
TEHT ACAEEH [FOHTHT AN YETEHT AR JoTeAi! &b T WA et
M TIR MRTHT T TICAIHAT e TEIEES FIU GehIIHT qAFe®
SARIAET Gl T, TaEad T T YURHHAT FEhid Qe qal 9 el
ST AN AT TARTHAT GRAHT (User Manual) TR TTRUHT

R. 3652
FARTH AT glr?cldol (User Manual) AT T&ahTd ITATHT Financial Cooperative Registration
System (FCRS) AT fdeRor 9fafee 3 #ad a1+ INORe TAEHAs g
TASAHT AN Ul T T =, TR TR A9AsT 99 9l T AT

o¢ N O
MM el Tagudhl g |

3. HEPNT Gl AT AT THATAT JA

3.1. Tafaa dghrr cdr e ar afaa (Register financial cooperative or Log in)
Financial Cooperative Registration System (FCRS, https://fcrs.ncra.gov.np/login) Tt

Thd NCRA T 98RI Tl THa! ARl FEHTH! FANTHdel dieal 9ash dd

TEACHAT %«'%Q ?f Register/Get Log in code HT [ESERILY GdTHoful NES ™ H@bﬂeg

@
Welcome to Financial Cooperative Registration System (FCRS) by NCRA

Are you an authorized persen for a finandial cooperative and wish to register your Financial Cooperative now? Plezse be sure, you are alowed to login into the system once your
financial cooperative's data has been reviened and verified from NCRA. Register your financial cooperative now.

INCRA 9 9igeR! &l wigrd 12ufs NCRA

TPy HeepR [ s Feer SR WIe T1¥@! OTP/Login Code &1 FHAM b
?mmwmﬁmmmalm bile No. faTl g7 e 9 Tt A FIC Email/Mobile No T 5T 4G& Login
I O] Pl Email/Mcbile TT ST 4T OTP/Login Code detail WA TR FCRS MO Login TR |

—ll'-;, National Cooperatives Regulatory Authority

s Puichow; Lalitpur, Nepal

n(nd T Click e |5

P53l b Rl gis | 91
(JTP/L ogin Code fﬁfﬁwn

Register/Get Login Code Continue with valid OTP/Login code

Login Now (Ony for approved cooperative)

Figure 1. Sign in page
3|Page
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e Open Browser in your computer.

e Type or paste the URL.: https://fcrs.ncra.gov.np to enter into system.

¢ Read the written short-guideline in the page before registration process.

e Goto Register/ Log in Code button to start registration and to get OTP Code.

> Register/ Get Log in code se= foemafey st Ior God A9 USTHT FEhTd
T T A T [ A
‘{l'@'{ Register/Get
Login Code <1 fﬁc—;r .

(o) o
Ty | 9 Uy e

Tqr-ad AAg AT

Sign up with Email

dqr Email €T OTP e o Wi o T Sat g @ Seen SR

. TP ST 9T iarse . TS0 o ¥ ¥ Register 7 fFe e
EIRER) | <I9 OTP Login Code HiTSeRe! RIHEH! WIE 19 | % Uew [oe] ®is®! Snaar

v 3 (98¢ aven 5 5T | e TRUEEE T Register THEN |
. Email
SIE Verlfyli?I Hla
youremail@gmail.com ****

JUITATAT JaeT T

Mobile Mumber

i l l g l li%E“ GBIONKNN 2 ae o

(o) (o) NN

THA T B A, I

A T I2g |

Figure 1.1. Verify OTP
e Type your authentic/valid email of cooperative.
e Type your Mobile no. for OTP SMS.
e Presson Register/ Log in Code button to start registration and get OTP Code in
your mobile.

> TUTCAT e 9edT di T NCRA a1 [®a&d (Approved) THUEFH FEaHT{
YEATHT  JANTHA Uk e [olUah] Hlg FANT TR (9 o avq 99d 985

4| Page
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HUST GEAAT) Fel HIg TANT T Continue with Valid OTP/Login Code sI&aE
JUIRATHT JaeT T FEHTAH! [@aR0 9 ey |

> Continue with Valid OTP/Login Code T f9=R IRAT dfeall & OTP foiaT JamT
TRTHT Email T IR WH BT OTP 5 ITAT WL Verify OTP AT {Fads
TR A JOMAAT G970 T Gib § | U 9e ot OTP @ & (&5 &wen)
E 3T g UHTT I A AHT OTP T Resend &7 a9 g |
IRECARCAREEI) leabw‘l?g 7 Resend HT U ¥BT OTP %l’;f ‘T@Y@ |

&~

K (2
Sl G YURT TR®BT Email T4

Email/Mobile No. HI YTl Login code

wfaf® ggian |

Enter your email and the 8-character login code you received

Email

you@example.com
Login Code

—

Resend Login Code

Figure 1.2.. Verify OTP
e Type your Registered email address.
e Type your valid OTP and Press on Verify OTP.
e Press Resend button to get another new OTP code after 7 days or 168 hours.
e Go to Basic information of cooperative to fill up details.

> _Login Now (Only for approved cooperative) I T Edl PERIE AT TFATE
JaT T WhaT | AT FEH AHT qinwT e e ar afea
WEbR AT THEHTEe ®abd IH HUHT FEH1H] TaHd A I
TSI _Login Now (Only for approved cooperative) AT WE&HTY Al YU &l
WUHT TS T AT O graf-ad qraas U™ @13 (Sign in) T Gag |
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Welcome to Financial Cooperative Registration System (FCRS) by NCRA

Are you an autherized person for a financial cooperative and wish to register your Financial Cooperative now? Please be sure, you are allowed to login into the system once your

financial cooperative’s data has been reviewed and verified from NCRA. Register your financial cooperative now.

Sl U@ AT YEadd! AR Email T Mobile No.
IR QTP/Login Code I T-dbT TIRT deid!
Register/Get Login Code IITCIickTﬁ—EﬂH (U
e (oDl Dol Al » i@l ge | a1
fe1ufs | agl ugpan Arbd 3: 461
OTP/Login Code TTRIET 1)

Register/Get Login Code

UG 1 OTP/Login Code @I THATEM o
Email/Mobile T UI HU®! OTP/Login Code
TRIAT AT Wb el WUlTedl (FCRS) HI Gell
UfshA1 St TRga! S deld! Continue with
previous Login code HI Click TFI%T\E[ |

Continue with valid OTP/Login code

NCRA 1€ Hgal Gdl widd uufs NCRA
e EmfaiI/Mc:biIe No HI UTd ‘H’U'dﬂ Login
detail TARTTIFY FCRS HOMRTAT Login TG |

Login Now (Only for approved cooperative)

Fig. 1.3. Landing page to go for specific task.

c o =~ . N 2 =~ o
HIh MU R ICHHAT Click Tl ded <dlUD] ﬁﬁr Yoaey | STEldlid <iilgH A dl

AT T3 dlebreg |

P
Login at FCRS
Please sign in to your account
Email
youremail@gmailcom s s u,.. d——

Password

—

O Remember me Forgot password?

L e

Don't have an account?
Register/Get Login Code for your financial cooperative

Fig. 1.4. Login page after successfully verified.

3.2. TEPRT &drl

T YOMAAT & =T ITEE (Stepper) Wl T | Ufeell YT H=wr sivufey @ w7t

ISHT S Ay | fER0 W'l Red Star BFE (%) WUl Theg Aad W TRy

| <IYHAT Basic Information, Address Information, Service Center information, Financial
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information, Committee, Executive, Share Member, Registration Documents, Meeting &
Other detail TEHT T | TGAT U TSHAT U3l A+IH! I8 Goag | U3aT ISHI
ey eafey USTehT A=cAHT T Update & Next STE ehT JSAT W Aibeg | @
qEar feRuEE WREHY dUSe WU A W gEr qdi T ey @

g |

Cooperative Registration Form

o) 1 2 ’3 4 5 6 7 8

I

qeHT Tl THHT SN WY TEARAT Joord TRUHT G TaIe® Ahadids 9
=g |

3.2.1. Basic Information (3T faavon)
Cooperative RegistrationTlT-TW IR FAYTH Basic Information HT HU D] fthegsed

feram 34-\1:‘4322 | THFAT GEHT TTATHT Registration no. (¥ Zat +.), Full Cooperative

Name (Nepali (FFarst 9 (Fureft), and English (F€amet wm (3731s1), PAN No. (Feamsst T
or@r 9 .), Contact email email (¥ THeT), Mobile No. (\eger .), Contact Person (¥ a&
Afchar! AWIX), Registered Date(¥ear zar ffd) (Nepali), Registered Year(F€ar gdai amet),

Registered at (Federal (Fal wuaT =), Province (9<=T), Local Level (®arisr @8), Registered
office name and address(¥®am al WUHT HRATAART A9,/ &), Nature of work (Fegrer &1

‘;{Hj%), (Saving & Credit, Multi-Purpose, Agriculture, Others), Name of Software Used, (YART
T FFEaAX), Current working Staffs (Feamr FrERa HHadaw! ¥edn), Working area (Feamr

FAE), |s registered in any Federation (3351 TETIOHT A4l § [ ?) (Yes a1 ,No)

g% Wedhl g of @ar 9R@Hatsy Update & Next Sed TETIT f&@oT save TIXHTS
T ABT [FEAUH] AN I8 Goadg |

T IRIUHT TUBEHES S 99 a1 HETHHAT bl el 938 Wh! § AqH Al bl
FFIHT HAS 9] 975, |

[ District Subjective Cooperative Union Ltd.
1 District Cooperative Union Ltd.

7|Page
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Provincial Subjective Cooperative Union Ltd.
Provincial Cooperative Union Ltd.

Central Subjective Cooperative Union Ltd.

1 National Cooperative Federation Ltd.

Provide basic Information about the Cooperative (&R ST AT B Tﬁg—ﬁﬁ'ﬁ)

OO0

~.r National Cooperatives Regulatory Authority i
L Pulchowk, Lalitpur, Nepal

ooperative Registration Form

Please fill out all the required information in each step

®

Basic Info Address Info Financial Info Committees Executive Share member Registration Documents Meeting & other detail

Basic Info

Provide basic inform EREEINERICIRIEIFERESIL AN B EEsRE SRt A e

Reg. No.* (O Full Cooperative Name (Nepali) @ '\ Full Cooperative Name (English) * (© Coops. PAN No.* ) Contact Email * (O
Enter r-e.g.st‘ai‘or‘ SIEanEa QUAH e o Enter full name in English ~ « ¢ PAN no. eee s]mr‘an,26164@trimty4edu.r

Mobile No.* () Contact Person* (©) Registered Date (Nepali)* ()  Register Year* () Registered At* (O Registered office name, address* ()
9BXXNNK K 00 Enter contact person name e ee 208 AL M C YYYY ww Select \E‘.‘Ei/ Enter office name, address

Nature of Work* ()  Name of software used* () Current Working Staffs* (O Working area (TeiN) * () Is registered in any Federation? ()
Select \e‘,e‘/' Name of software used oy No of working staffs , 4 foreem, RO, g8, o0 o No

Vol
B—

Figure 3: Basic Information

Go to Cooperative Registration page.

Basic information will be display.

All the field with * should not leave empty. The field marked with Arrow (—)
indicate selection in the fields.

Tl SRAUHT eNUFHE®Hl GFa-gaadhT ATIRAT [IF TS 15 |

= District Subjective Cooperative Union Ltd.

= District Cooperative Union Ltd.

= Provincial Subjective Cooperative Union Ltd.

= Provincial Cooperative Union Ltd.

= Central Subjective Cooperative Union Ltd.

» Go to affiliation and select where the cooperative is a member in federation.

» Go to Update and Next button to save and to go to another page of Address
Information.

YV V VY
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A1E: T TURAIh] Joadh YSTHT GFUl * TRUSHT [hega®aT STET HLdie A Update
and Next fell el g4 5 | <qgUieg A Click T Medg | =44 Click T
e |

3.2.2. Address Information (S3TTaT fd@ROT) AUT Service Center information (JdT
Shogep! faaxon)

Address Information (ST far@wem)

TF U Address Information (ST freren) ¥ GFERgd these® Whl g |
TIEE Select Province (w&eT Zraed) (Koshi, Madhesh, Bagmati, Gandaki, Lumbini,
Karnali, Sudur Paschim), Select District (e ?glgblé\lﬂ\), (77), Local Level (As per district),
Ward No. (a<T . T ﬂ%’aﬂ'ﬂﬁ@@ T Tole/street (FEAT) T&ahT g1 | Tole/street
T TR T Ueg | [oERuE® TR WUafy Update Address (SITHT HTIH THe®)
Fed PR Ay IRuET FEEE e S T 99y |

Please fill out all the required information in each step

(9)
\J

Basic Info Address Info Financial Info Committees Executive Share member Registration Documents Meeting & other detail

Address Info

Enter the address details of the cooperative.

Province " District* Local Level Ward Number* Tole/Street

LALITPUR Mahankal Rural Municipality P 4 6 P Mahadevsthan

Update Address «

Bagmati
gl / P

Figure 4: Address Information

» (o to Address Information.

» Select the province, District, Local level and Ward no. and type the name of
Tole/Street.

» Press the Update Address button to save the data.

» Go to Service Centre information.

Service Center information (¥aT F=ga! &)

9|Page
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FEHR TEIT FATAT BT Al begabl @l IF ISHT Adegg | I ISHAT
Teah! Select the Any service Center? (JITIT a1 4T %75 Fraerd?), (Yes or No) Wel
fthegdle U3l e Uag AR "Yes" FIHY TGHAT Hal dhrgah! [Fa=0l T @Il
thegg® Godg | TIFHAT Service Center Name (¥4 w50 ),  Manager/ Chief

Name (FaT %5 JHq@®! A/, Mobile number (FaT &5 @ AeTed .,
Province (9=e1), District(Sear), Local level (Famzr 9g), Ward no. (a1 5.), Tole, Street

(@Erer/ ), AT, euEe auds |9 No gl TR % e Frewor v o fheg
AM@IT | Add Service Center (a1 %5 WIgIE®) T TaTUdTe THEHT ATHT
FERUEE Tl STl S | Sidaar ¥4 ey g A dad e Uy

<y |

Service Center's Information
Any service center?* Service center Name* Manager/Chief Name * Mobile Number*

Yes ¥ Kupondol REB 9860535614
Province* District* Local Level Ward Number* Tole/Street

Bagmati LALITPUR Mahalaxmi Urban Municipality 1 Laxmisthan

Add service center | 4—
Existing Service Centers l
Phaktanlung Rural Municipality, TAPLEJUNG, Koshi Delete
2 dg fg NIA Chaukune Rural Municipality, SURKHET, Karnali Delete
+/ Both forms completed - Ready to proceed

Figure 5: Service Center Information

Go to Select Service Center.

Select the YES or NO option.

If YES selected, fill up the details of Service center

Press the Add Service Center.

The service center will be display below table.

If there is NO Selected no need to fill up any data.

If to edit the data use the Delete button. Once deleted could not be recovered.

YVVVVYVYYY
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» Go to Next Step to complete the data in the page.

3.2.3. Financial Information (fa=iar faaxor)
Financial Information T TN GEEIe®d! [FaXl T IR @& W hes g
Total Share Members, Share Amount & Saving (F& qIEI H&dT, NI T&HH T a94d)

JJHAT Total Share Members, Share Amount & Saving (F ¥E€d T, YA THH T a9d) T
a7 Tthege® Fiscal Year(snf¥fa =), Male Members(T&T &g Fear), Female Members
(wieet ¥Eea GeAn)@ Other (977 T&wd), Total Share Members (F&l TR FI&) Total
General Saving (Fel ATERUT =) Total Regular Saving(F& Fafia =), Total

Periodic Saving %<t ATaTer 9=d), Total Saving Amount, (gwi a99d & H) Total
Liabilities(® 3=, Total Assets(Fa d+9xir), Total Liquid Assets (TLA) (Fa T
TR, TLA to Total saving (TS) ratio (F& FFIiAl Hd TR FFIRAH! ATI),

N NN D N O o (o) NN O
@hl P | T E@URT ThegAT [T P Uag T Ssc WD [hesHl

o (o) haN >
A4 clgX TF\‘E Ja<§ | Total Share Member, TLA to Total Saving (TS) ratio €Ad @WI3a<g |

Financial Info
Provide financial details of the cooperative,

I Total share members, share amount & saving @

Fiscal Year* Male Members * Female Members* Other Members Total Share Members*
Select FiSEiL' Male members * ** Female members ++ Other members +4 Total share members * *»
Total General Saving* Total Regular Saving* Total Periodic Saving * Total Saving Amount* Total Liabilities* Total Assets”
Total general saving ees Total regular saving # v+ Total periodic saving Total liabilities +** Total assets ***
Total liquid assets (TLA) TLA to Total saving (TS) ratio

Total liquid assets (TLA) e+

e

Figure 6: Financial Information

11| Page
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» Go to Total Share Members, Share Amount & Saving title
» Select or Type on the fields as per given direction of the field.
» Press Save button.

A
A [TaEE T IgHT [T qas! [@er g |
AR ()o@ T SISHT AfE F THH A&/ (0) Jead@ T |

Share and Saving Information (RIT AT q=rd_faramem)

Share and Saving Information | Financial Information & TRIUHT faarE® Egviul
T@ dlbvg | TAY TAHT details of Fiscal Year (w1 =), Male Member (T&Y
T ), Female Member (|2l IE€), Other Members (37 9=, Total Member (<t
FIEY) Total Savings(Fe o= )Assets (FFIAT) Liabilities (3Tcd) Tgapt g |
fEeuE® sYdfe Al e X X Action AT T Delete T2 =R <@

o C o
EERUNIERTARE IS C X Il

Share and Saving Information

Male Members Female Members Total Members Total Savings Liabilities
2 2 2 ] 6 2 2

20821083 Delete

2081/082 1 1 1 3 3 1 1 Delete

2 Total funds & loan details @ A7
3 Income expenses & other details @ ad ”
4 Auditor & AGM details @ A

Previous — BERIEY
L —

Figure 7: Share & Saving Information

» Go to financial Information.
» Go to Share and Saving Information field.
» Press the delete button to delete the list of Share and saving information
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Total Funds and Loan Details(F& 1% q&r &0 _faao)

Iq Eﬁ'ﬂT Total funds and loan details fe® 9 Y9 | a9 IYHT  Fiscal year (s

) FHile T Tdg | W] I e Total Share Capital (@ 7 $f1), Total Reserve
Fund(% W=t %), Deficit Replenishment Fund (arreT dfd %), Accumulated Profit/ Loss
(@fera Rt/ Ar@ar), Core Capital (raf#ias dsit), Total Pass Loan(%a @@« =7 &%#H), Total
Sub-standard Loan(«r ®#a« # %A, Total Doubtful Loan(%< ierdg W), Total
Loss Loan(®@ @x= =), Total Loan Disbursed(yae wua %@ %), LLP for Pass
Loan(1%) (T« @ 0T T®HHBT AT GeAZUH! 0T i@l sgaear), LLP for Sub-standard
L0an(25%) (Fe HHAT BT THHBT A Gearsuam! Hor T saaedr), LLP for Doubtful

Loan(50%)( & TiHTeas T IHHBT AN GeaArsUh! 0 Araar sgaedr ), LLP for Loss

Loan (100%)( e @& T IHHFT AT GearsUah! R0 et sgaear) Total Loan Loss
Provision(LLP) amount (& T I@HAT 0T A A€ AT,

Additional Provision of Loan Loss (9T FE0T Tl <Ia€4T) Assets Revaluation
Reserve (TFIcil  I:HeATSA ®I9),  Free Reserve(Tad== 9si),  Supplementary
Capital (T3 Ysit), Total Capital fund(F< ISt HIT), Total Non-Performing Loan, Total
Non-Performing Loan %(%« &g o ufaer), Total Risk Weighted Assets (RWA) (e
Sifgw i@ g¥a<it), Core Capital Ratio(Wrat®@ dsit srq9a), Total Capital Fund Ratio (e

9Slt #W #q9a),  Total Borrowing(®a fuat *&w @H), Total No. of Loan file Re-
scheduled (q-amferat T %0 ®iga), Total No. of Loan Re-scheduled Amount (q:atferat

T R WHA),  Total Loan to Total Deposit Ratio- (e FEIT] P SR T ),
Investment in Pvt. Ltd. (A ®FOmm & &OT @), Investment in
House/Building (SR TRahT %01 @) TeahT g | Save A [=IK FCRS/NCRA WT
for@=oT W T Ay | 9@ Mo 2Ry ST b Delete FEA fURR g
FERCEIREERU ‘Hﬁ ‘Té@ | Core Capital, Total Loan Disbursed, Supplementary Capital,
Total loan loss provision (LLP) amount* T [hegHT Tad: WA o?ll?%Q( ?urt\qfig | fhee

T Wt ST @% WA @rey g |

(A1 AT Ta=ileld ©IHT ATI (HH FEhH] arEdiEasd ThH A7aT Bid U I TthegHl
FEHIIAT HY ATEIHT THH Jooid ] 9 5§ | )
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2 Total funds & loan details @
Fiscal Year* Total Share capital Total reserve fund Deficit replenishment fund * Accumulated profit/(loss) Core capital *
2081/082 = Total share capita Total reserve fund Deficit replenishment fund Accumulated profit/{loss) Core capita
Total pass loan* Total sub-standard loan* Total doubtful loan* Total loss loan™ Total Loan disbursed*
Total pass loan Total sub-standard loan Total doubtful loan Total loss loan T
LLP for pass loan(1%) * LLP for sub-standard loan (25%) * LLP for doubtful loan (50%) * LLP for loss loan (100%) Total loan loss provision (LLP) amount*
LLP for pass loan LLP for sub-standard loan LLP for doubtful loan LLP for loss loan Total loan loss provision (TLP) amount
Additional provision of loan loss Assets revaluation reserve Free reserve Supplementry Capital Total capital fund* Total non performing loan*
Additional provision of loan loss Assets revaluation reserve Free reserve Supplementry Capita Total capital fund Total non performing loan
Total non performing loan % Total risk weighted assets(RWA) * Core capital ratio” Total capital fund ratio” Total borrowing *
Total non performing loan % Total risk weighted assets(RWA) Core capital ratio Total capital fund ratio Total borrowing loan
Total Mo of loan file re-scheduled * Total amount of loan re-scheduled * Total loan to total deposit ratio™ Investment in Put. Ltd * Investment in house/building *
Total No of loan fil re-scheduled Total amount of loan re-scheduled Total loan to total deposit ratio Invested in private con Invest in house/building
s
“n
1 2081/082 100 3766 400 3566 Delete

Figure 8: Total Funds and Loan details

Go to financial Information.

Go to Total funds and loan details in No. 2.

Select the Fiscal Year.

Type the amount on the blank fields where the Asterisk marks (*) is compulsory field to fill
up.

Go to Save button to save the data.

The table will be display below save button

Use the Delete button to delete the data from table.

YV VYV

Y VV

Income, Expenses and Other Details (3T, =97 T 314 fa@n)
JIHAT Income, Expenses and Other detaiIstlT':{r NCRA & JUITeiTHT qﬁrg ™ H% |
I AU hoge®dl GHIE T Thegdl GHIlE T a7 Thogdl MEeaqae

@ 9 9Sg | Fiscal Year(wfdi® =), Operational Income(&=me «TeaTi), Other
income (3= ATFIIT),  Operational Expenses(F=mae @), Other Expense (370 @), Net

Profit/ Loss (el AT /81eT) oy frawuee Tl g | 9o faeroee wi@sh

=~

save da- (Ul cOEVTeT dd Whl caddT HaEe fury |

o
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3 Income expenses & other details @

Fiscal Year" Operational income” Other income Operational expenses* Other expenses Net profit/(Loss)*

201/082 _y Operational income sa» Ctherincame # e+ Operational expenses * ** Other expenses » + + Net profitfloss) ***

@ +.-.
n Opemﬁu"al - C‘]erat'OMI Expe"ses - Pmrm':l-ms] m
1 125 0 1

20521083 12325 1442 432 Delete

Figure 9: Income, Expenses and Other details

» Go to financial Information.

» Go to Income, Expenses and Other details in number 3.
» Select the Fiscal Year and fill up the fields using typing.
» Press the Save button.

» Use the Delete button to delete the data from table.

Auditor & AGM details

Auditor & AGM details FIEARUEE TFHT EHT @iell thogdl WATag | IEHT Fiscal
Year(3d& a9), Auditor's Name (?T@T 98T ),  Auditor's Mobile No. (<T@T
TO&FHI ¥ +.), Auditor's Address(T@T II&HHI ST Date of AGM (AMNH
Jrarer gl f4fd), No. of Participants in AGM(TETRET TUTHT Fewrflt Tean),
Participants % in AGM (T&TXUT TATHT FeHRM Tfaerd) =7 f&aor 95 | Audit Report
(PDF) (<r@l 94& W Yidasd) PDF 3G A HIsd dAUAiE T Uag | T4 FFI0f

FER AR dAiee RO A9dE TREHIE e FauL [@aul el T@ aibeg |

Y Save THT [aUEE THHET T EHT <qa¥l aRd=ga | Next step AT
YL TAUAE Committee details IEHT S b= |
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4 Auditor & AGM details @ -
Fiscal Year* Auditor's Name Auditor's mobile No.* Auditor's Address * ICAN number*

281/082 _~ Auditor's Name == Auditor's mobile No. **+* Auditor's Address  eee ICAN number s se
Date of AGM* No. of Participants in AGM* Participants % in AGM* Audit report (PDF)*

Participants count s e s Percentage o+ * Choose File Nofile@m{

[ = g
“ . “ . e e “
1 3 a 1 1% Delete

20821083 1234367390 1172021

2 2081/082 2 2 2 11112021 2 2% Delete

Previous Next Step

Figure 10: Auditor & AGM details

Go to financial Information.

Go to Auditor & AGM details in number 4.

Select the Fiscal Year and fill up the fields using typing.
Upload an Audit Report in PDF file

Press the Save button.

Use the Delete button to delete the data from table.

YVVVVVYY

3.2.4. Committee
AEHT GEITHT HTULA TACH QHITH] (a0 AT Committee HIHT TeahT [hegHI

T4 955 | Committee Type (AT YHR) (Board Committee (TaTAe QAT
Account Supervisory Committee (eT@T FafeaeT ?lﬁf%), Position (9%)[( Chairperson
(TETET), Vice Chairperson (JUTETET) Secretary (|EIT), Treasurer (FTOTETET),
Member (F5€d)], Full Name (91 1), Gender (TeT%)[(Male(T€T) Female (Higet)],
Email (H), Mobile number (HTSTEE ) PAN no. (I +.) NID(IRT uiR=r 4)
Citizenship No. (TFTIEGAT +.) Issued District (ST TAT), Tenure start date (1T
Te fafa), Tenure end date (FF&T = [fA), Procince (WET [Koshi, Madhesh,
Bagmati, Gandaki, Lumbini, Karnali, Sudurpashchim], District (ﬁw), Local Level
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(TIIT €, ward no. (ST ) Tole/Street (=T), Highest Education(I==r f1&T)
e fhege® WHT G | U ST a0 IRTHT Save TUTS AT ST
e o wdy | uEEn e wat gduew aRkedrel HEar 9 iy | HHd
WHT TIAH [FaEe Il sfag |

Cooperative Registration Form

Please fill out all the required information in each step

Basic Info Address Info Financial Info -Ccr'll:aes Executive Share member Registration Documents Meeting & other detai

Committees
Enter the Committee details of the cooperative.

Committee Type* Position* Full Name* Gender* Email Mobile Number*
Board Committes - Chairperson — BER ans Select Genger =¥ member@examplecom e sa 9E053666TE w e o
PAN No.* NID (itizenship No* Issued district” Tenure Start Date* Tenure end date”
JABT4566 ¢+ 4 0 1234 w0 123 00 TAPLEIUNG » WENZOT vy a0 LB ga
Pravince* District* Local Level* Ward No.* Tole/Street Highest Education
Koshi o TERHATHUM —» Agtharal Rural Municipality — 1 — Furdim *e* Secondary —

Add Member

Committee Members
B S S N S N SN
Board Committee chairperson 9869999787 dbug.mgmi@gmail.com Edit | Delete

+ Ready to proceed

Figure 11: Committee

Go to Committee menu using Next/Next button.

Go to blank fileds in the page then select and type the data.

Select the item from ( ) using the cursor and fill up the fields using typing.
Press the Save button.

Use the Edit button to edit the data from Name list if necessary.

Use the Delete button to delete the data from table.

3.2.5. Executive (eI faavon)
o > (o) (ol o N O . =~ -~ [N
AEHN YA HIIA FABTAH] a0 AT Executive HIHT TLHT [hogHT 07

TEE | TEET § SHIHT A fEor 9o 9fe | T€E Full Name (9T ),
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Gender (feT¥), Email (3H<T), Phone no. (%I .), PAN no.(9rF .), National ID (&%
YT 9A), Citizenship no. (ARTREAT ), Issued District (ST fSre=Tr) Province
(9<eT), District(fieaT), Local level (¥R T€), Ward no.(F=T . ), Tole (F1FdT), Year
of Experience (¥¥a @) Duration in current position (R U&HT Tgah! HAaTd),
Higher level of education(f2T&TT) arfa fa@=er Wi+ fheee® Wt g4 | & ThesHr
@ waafey Update Executive SIETAT detds TRT YOTIHET AeaTdieisds H1a9 9
fhvg | <g9dley Next Step AT fFids I AHT IFAT 1 Taeg |

Please fill out all the required information in ach step

0
Basic Info Address Info Financial Info Committess Executive Share member Registration Documents Meeting & other detai
o, Executive
™ Enter the executive details of the cooperative.
Full Name * Gender* Email* Phone Number* PAN Number National 1D
Tom Maya Female dbug.mgmt@gmail.com 9805566676 34345554566 1234
Citizenship Number* Issued district Province * District* Local Level * Ward No.*
123 SANKHUWASABHA Koshi 1
Tole Years of Experience” Duration in Current Positien (years)* Highest Leve! of Education”
Furdim 10 3 Master's Degree

Update Executive

+/ Ready to proceed

Previous /M

Figure 12: Executive

» Go to Executive Page

> Fill in the blank fields to details of Executive.

> Press the Executive Update to save the data.

» Go to Next Step button to access Share Member Page.
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3.2.6. Share Member
Share Member H=I&! T& USTHT Y GaEIgEH! [Hal0 sTaedae Mg |

TGHT AN a7 Y1 uat FEeme® eamudss qega T 9dg | et a9
TFR EH g | [aEqa gread wredd! S G5 g |

Upload CSV or Excel files containing cooperative member data.

1. el dieeTr 3 Far () Treiee® (Template) STSAeTE e |

e Template to upload top 100 (based on share amount) cooperative member
e Template to upload top 100 (based on saving amount) saving member
e Template to upload top 100 (based on loan amount) loan member

ATl STITEAE Tl CFRIE® HFIYSLHT AW T Wioderq |

AT FHAL BT HITHAT @Il TGIGTRrel | (g TIEdr HIAT el ATAS géd |

Date T f@=0T Uia® 6T YYYY/MM/DD #afq (¥ el ¥/ el AT/ bl

) F &9 g | YYYY/MM/DD FT F= F4 @il Tt9 TRl |

6. AT TFITHI Gender, Province, District, Municipality, Ward No T HT STeT FiAe et
ANEEd T IH GrARl | SUAST WCHEID! (a0 AIA GAC e, ITed HUH|
weaT @7 feor gl e e g9 |

7. Excel Sheet @1 9UHT &= Column AT SITH R ware |

5. TEY ATHAT FEHAH] a0 TIR T RledH! TR gl T4 I9IH Template

TUTTATHT SATATE THarell

o~ DN

TAH] TEEHT TAT AEH AGTHT FICEE 417 29T 78l |
R [ZURE AAAEETT EqTIAH EFEIAT |

3 Hcq@® Template &€ Download Template HI Click 7¢ Download f/\'j%'}(*// T faae
TRTP ‘J@? GEAET BIET Upload #HT Click T FueTle l/j%’?(’?’/Click here to view
changes HI Click W??Refi*esh 773%\7@ | HTHTA Next Step HT Click 77#@0@ /
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(T) Mo e wphmads boumd for this pooperative

Uiy @i

cen W g

e 7o e o 1o Sty wrerereen P T EXCEL W (Eacel fle of top 108 cooperative's share members detall) arreieg refgran |

Chousefile Mot chers I & Dowmikead Temglate

gy gy % dw e mfier o sprmEEe! Tiwrm e Cooo, g i) s m |

wrr e it T e T oo FERTrecT] T T EXCEL TTER (Bacel flie of top 100 cooperatives saving member) NTHTE T |

T e R v e o mie fee mEOTEE BT EY ENOEL WTER SIS W

AT U T T N T too R AT O £ EL T (Excel file of top 100 cooperaties laan members detaill) MTETE TET |

I O File I &, Domnioad Temelne

AT wihe=g Wt o feren mfieees 1o wgwnree’ Trmm weel ccciy wign susieel saws I m ]

ATE T ST T O f% s SR IR TR Stabus TR COMPLETED SRITH0 ATT Meet Step M WH 08 THEID

A Al memiser tiet muit b sploaded snd prodesued 19 proteed

Hext Shrps  pland o8 e s Fi}

Figure 13: Member (Share, Saving, Loan) data upload in Excel file.
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ATAISH! AN B AT THAH T @UH! &l Processing af@=g | Processing Ahalaiddes @¥9= WI(g Status
AT Completed 9=l & |

Choose File share_members_template_66.xlsx &, Download Template
AT HAU=T IR FT WOHT T oo BRG] (a0 YgHT EXCEL WIS UGS awT: Click here to view changes £
Data Type Total Records Created Date Status Action

Share Members Data 100 1/1/2026 ' ® Processing... ' @ View Details
Upload saving member data file from here

HePRIAT Hauw1 IR ¥9T 999 T too HERIEEF! (4901 YTH! EXCEL BTEH (Excel file of top 100 cooperatives saving member) HTETE THeHT |

Choose File

saving_membs o &, Download Template

AT HAY=T IR T8 99 T AT oo HETgEH! (a0 UTST EXCEL WI5d AUeISSHT 3aeT: Click here to view changes £

Data Type Total Records Created Date Status Action

Saving Members Data 100 1/1/2026 @ View Details

Upload loan member data file from here

HeFprtare (R 7T BT & T 200 TeTEES! [AGT07 YTHT EXCEL TS (Excel file of top 100 cooperative's loan members detail) TS THet |

Choose File Mo file chosen &, Download Template

AgwTiaT advu-ar iR BT gt Afiree o0 GergEH! fiavo yest EXCEL wigd sudisH! san: Click here to view changes &
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IeT THAANIAH ATAS HUTEAHI:

Choose File share_members_template_66.xlsx

AEHRITT Tdu-al 1 AT HuHT HIlRIewT foo HewUgea] (a0l HUH] EXCEL BISd SUAISH] S/aed:

Data Type

Share Members Data

Total Records

100

Created Date

Status

o, Download Template

Action

Click here to view changes &

1/1/2026 @ View Details
Upload saving member data file from here

HEPTTT HaU=1 IR TH G0 T 00 HEEIGEP! [Aa¥T UTH! EXCEL TTFH (Excel file of top 100 cooperatives saving member) HU@Tg eI |

Choose File saving_members_template_new.xlsx

o, Download Template

HETHRIA FIYS1 9% THH 799 T AT o0 HEHGED! [T WTHT EXCEL BIET HUTISST HTel:

Click here to view changes &

Data Type Total Records Created Date Status Action

1/1/2026 @ View Details

Saving Members Data 100

TS ETHH STET &+ T View Details T+ Ga7g7 & | I17 F ST AT 9qH BEIIC AFAR TIGAT
Status A7 Fail §727 / FFedl YTHT View Details #7 9T G=A157 Ui @lef FUAT BIETcls §: AT ATAIS

T 9T qee |
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Data Type - Saving Members Data
Batch Details - 20260101175301027
1/1/2026, 11:38:01 PM

Total Records

Full Name

NIRMALA APAGAI
DEVENDRA DHIMAL
NETRA PRASAD APAGAI
SARSOTI ADHIKARI
AKINDRA GAUTAM
PAWAN AGRAWAL
EINCD PRASAD QLI
DILLI PRASAD DHITAL
SURESH SHRESTHA

RUPA KUMARI KAFLE

Processed

100

7/28/2047 12:00:00 AM

6/3/2034 12:00:00 AM

11/23/2042 12:00:00 AM

9/28/2040 12:00:00 AM

6/6/2036 12:00:00 AM

8/13/2032 12:00:00 AM

5/6/2036 12:00:00 AM

2/9/2027 12:00:00 AM

11/20/2042 12:00:00 AM

9/10/2025 12:00:00 AM

Edit @7 Click 77 @7 F@Uaedr ¢ Edit 77 diFe |

Gender

Female

Male

Male

Female

Male

Male

Male

Male

Male

Female

Citizenship No

31451

708

63508/3302

514

Issue District

Marang

Marang

Marang

Meorang

Merang

Meorang

Morang

Morang

Taplejung

Sunsari

Province

Koshi

Koshi

Koshi

Koshi

Koshi

Koshi

Koshi

Koshi

Koshi

Koshi

District

Morang

Morang

Morang

Morang

Morang

Morang

Morang

Morang

Morang

Morang

Municipality

Urlabari Municipality

Urlabari Municipality

Urlabari Municipality

Urlabari Municipality

Urlabari Municipality

Urlabari Municipality

Urlabari Municipality

Urlabari Municipality

Urlabari Municipality

Urlabari Municipality

Progress

100%

Amount
4203512 Completed
3801457 Completed
2548690 Completed
Completed
Completed
Completed
Completed
Completed

Completed

Completed

Completed

1/1/2026, 11:38:01 BM

Total Records Processed Failed Frogress
100 100 0 100%
SN.  Full Name DOB Gender Citizenship No Issue District Province District Municipality Ward No Amount Status
1 NIRMALA APAGAI YYYY/MM/DD Female ~ 31451 Select District =2 Select Province v~ Select District ~ Select Municipality > Ward ¥ 4203512 Completed
6/2/2034 ) . .
2 DEVENDRA DHIMAL 12:00:00 AM Male 18728 Maorang Koshi Morang Urlabari Municipality 5 3801457 Completed

T FUICAAT §7 TRAAT AT AT FANTFA FFAT G TRAAT g7 TaFT At AISeE W7 agarer |
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?7@1 BIST JUTISHI Status Completed 97’17777@7777 All member File uploaded — Ready to proceed v Text EREI

FERF! g5 T Next Step T Click 7+ Aegy | =47 Click 717 Aoz |

Upload loan member data file from here
WESTIETE U% 76T BT A T 200 HEIEe1 [4av01 UTH! EXCEL PTFH (Excel file of top 100 cooperative's loan members detail) UETE THEraT |

Choaose File saving_members_template_new.xlsx & Download Template

WEDIRIHT G121 U B Feruet HIfiree j00 HERIEE®] [4a201 HUDT EXCEL BIgE HUCISH! e

Data Type Total Records Created Date Status Action
Loan Members Data 100 1/1/2026 ‘ Completed I @ View Details

Click here to view changes £

Note: TUET HIIS 7+ GIgHIH! Blad FHadas HUdis YU UHd Udd BIEad! Status Hladd] COMPLETED 3fEwdf 97 Next Step A1 5IH 41 fieta |

+ All member files uploaded - Ready to proceed

T FUICAAT g7 TRAAT JATA AT FANTFA FFAT 7 TRATT §7 G FAled AISSE HelT aerear |
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TR ARETHT SRIUHT YoTHT 3 9T RHICH] hIZdae® Ehl g1 | of hEgads
TANTHA  HFYSTHT S([Adle T4 955 | wrgadr wdl fuseeds
TEATHITES JANT T 945 | & BIEele® 1. Share Member (I TE€) 2. Saving
Member (=i g&¥T) 3. Loan Member (0l ¥a&) g1 | @ TIScle TRUH
RIEAHT TEHTUH TeHTU TEATHT IR TEEIH[ [FaT, Taaahais! [[aeel T Foie]

et v ey | AR WET Odl AERE! THRaH] B Aad GER 91y
Teg | AT JAHT HIL Tl FAIE 9 I3+ AG9T g W I9HT et &l el
Ut frpegeere ghte T Ty | EE @va BEe aew T g9 e

WUHT TFIAH] YAT TAR THT a0 Save T Iag X @HISAR]  Rename T
@?Iﬁw T gPhURg Glel Share Member USTHT  HURI HIgd ATAGHT U
fiEATIRST TFI-ad wIEee® AT T] T6g |

1. Share Member

Share Member HTEd TISTAIE T IHAls Wied Tag | UHdd [EHT IR
ATEH] [FaT 9 TAFwE Godg | Aol Wiiie ! @ (First Row) AT
e TEd T ga e 3 wr earreie iR et fRawer Wit Financial
Cooperative Regulation System (FCRS) JUITARNT qeafad  Taeh! g | e IGHT
AT WTHT BT ATCE g GFa | SdFwar q7 Wbl Jceedr A forawm
W USg | @l Whl YA EER TRT T 96g T Select TRIUHT AW FHHT

*
qEUlS AT G T 9T dfmg | A S HER e =feust e

g ey | IFAT R0 wET AR 40 g Hliawes wWHl g |Td Hed Fal

fEoT 289 T Yeg T Fel [@e gy e |

<JqqHT @ﬁ qu M4, 4-?|64|5<4 "isi((Mobile no.), SI~H ﬁf%(Date of Birth), ?ﬁ?fr(Tole), q=
o) (PAN No), '{I'&i'q = 94 (NID),'W TEAT (Share No.),'w L H (Share Amount)
feeEE arEy MR ﬂ_gf q_ﬁi?a‘ | Select THHT JAEE %?(Gender), AN ar e
ﬁlv_t'ﬂ(lssued District), ‘EI%QT(Province), ﬁlc’_ﬁflT(District), 13|Ti%1W(Local Level), d<T (Ward
no.) &l el fadedde g 9y |
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3] ‘ B = ‘ share_members template (1} - Excel 0 search Rokat Basnet  RB
File Home Insert  Page Layout Formulas Data Review View Help  Acrobat
. e = — fa: ~ ~ 1
fﬁ & Calibri A A = == #r | BwepTet Generel . EA % = it % Ay /C) [/_(}
-~ 57 Delete v ~ !
Paste B I U- . d.A. =Z==2=x= Merge & Center « & « O & 4§ 4y Condiional Formatas Cel = Sort& Find & Create
~ e Formatting~  Table v Styles~ [ Format ~ & ~ Filter~ Select v aPDF
Clipboard T Font [ Alignment ] Number [ Styles Cells Editing Adobe Acro... | ¥
F2 v ﬂ: Bhojpur ~
A B C D E F G H I J K L M N o P Q R a
1 |FullName MobileNo DoB Gender Citizenshi IssueDis| Province |District  Municipi WardNo Tole PANNIDNo NoOfSh: TotalShareAmount Total_Saving_Amount Total_Loan_Amount
2 | HariBdr. M 9.851E+09 1/1/2056 Male 123/456 |Eh_glgu§ N Shi"EhDjpur Aamcho 1 Ratn 123 321 250 25000.00 5000.00 0.00
3 Select Select |Select |Select Select Select 0 0.00 0.00 0.00
4 Select Select |Select |Select Select Select 0 0.00 0.00 0.00
5 Select Select [Select [Select Select Select o 0.00 0.00 0.00
6 Select Select |[Select [Select Select Select o 0.00 0.00 0.00
7 Select Select |Select [Select Select Select o 0.00 0.00 0.00
8 Select Select |Select [Select Select Select o 0.00 0.00 0.00
9 Select Select |Select |Select Select Select 0 0.00 0.00 0.00
10 Select Select |Select |Select Select Select 0 0.00 0.00 0.00
11 Select Select |Select |Select Select Select 0 0.00 0.00 0.00
12 Select Select [Select [Select Select Select o 0.00 0.00 0.00
13 Select Select |[Select [Select Select Select o 0.00 0.00 0.00
14 Select Select |Select [Select Select Select o 0.00 0.00 0.00
15 elect elect elect elect elect elect (1] 0.00 0.00 0.00

Figure 14: Share Member Template

Go to Share member by using next option.

Read the given direction carefully.

Download the Excel Template of share member from system .

Fill up the details according to title of the template.

Save the file after data completion in the template sheet using save option.
Upload the file in the upload option of Share Member.

YVVVVVYVY

2. Saving Member

Saving Member TS SISAAR T TAATS @ieq Uag | UHAA [HcH a=ashar

AIEIH] a0 A TAFRIE Godg | TUHT TAFTIE HaT Ui AT HFeRaD! [oam

ol ATAEUHT THAT 7 ATS UE |

TGHT R NAUBNI:H Hielg ol 7o (Mobile no.), STvH ﬁlﬁ(Date of Birth), aﬂ(Tole),
I X (PAN No), '{I'fg'q =T 9 (NID), AT TEAT (Share No.), STFHT F=(d (Total Saving)
FaE® TET T 9] 958 | Select TTE®HT Ue® [oT¥ (Gender), RTGHAT fa
ﬁWT(Issued District), EI%'QT(Province), ﬁlWlT(District), t|T%1W(Local Level), ST (Ward
no.) W&l W fadheude gig oy |
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& 8 89

- | saving_members_template - Excel

el

Search

Rokat Basnet F

File Home Insert  Page Layout Formulas Data Review View Help  Acrobat
fﬁ A Calibri i1 A = == 25, Wrap Text Date - ﬁ @ @ Bl Insert - ” %?
Paste EB v B I U~ ; . Mo ﬁ == = &= 5= Merge & Center ~ $ - % %g %93 Conditi.onal Formatas Cell % Delete v S.ort&
- <« Formatting ~  Table~  Styles ~ [ Format ~ 6) ~ Filter
Clipboard [} Font [ Alignment F] Mumber [} Styles Cells Editing
c9 v fx
A B C D E [F G H 1 ] K L M N P R
1 FullMameMobileNo  DoB Gender Citize IssueDistrict | Province | District Municipality WardNo Tole PANNO NIDNo NoOfShare TotalSavingAmount
2 Hari 92899909909  1/1/2056 Male 123 Dhankuta Koshi Dhankuta Chhathar Jor 1 Chhatra 123 321 250 25000.00
3 Select Select Select  |Select Select Select 0 0.00
a4 Select Select Select  |Select Select Select 0 0.00
g Select Select Select  |Select Select Select 0 0.00
6 Select Select Select  |Select Select Select 0 0.00
7 Select Select Select  |Select Select Select 0 0.00
3 Select Select Select |Select Select Select 0 0.00

Figure 15: Saving Member Template

Go to Saving_member by using next option.

Read the given direction carefully.

Download the Excel Template of Saving_member from system.

Fill up the details according to title of the template.

Save the file after data completion in the template sheet using save option.
Upload the file in the upload option of Save Member.

YVVVVVYVY

3. Loan Member

Loan Member IZd S(TAE X UFATs @ied 9ag | UhHdel RICHT 0T daedahl
a0 A9 TR Godg | I8P IR WAl U I WFeR®! faaror Wil

haN (o)
AYATZUDT TH AT J AT Teg |

TIFHT el IU A, HASd e (Mobile no.), =0 THIT (Date of Birth), I (Tole),
I oI (PAN No), T R 91 (NID), 21X E&dT (Share No.) STFAT 0T T (Total
Loan Amount) EELURES HER T 34_:3? l«fsg | Select TEHT TATE %’l_?'r_(Gender),
AT Too forea (Issued District), 1J|%'QT(Province), ﬁv_c'lT(District), t|Ti%’|7:l'7f(LocaI

Level), FST (Ward no.) TUEl & [Adeuale e Teeg |
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[ £} ‘ = = | loan_saving_members_template - Excel £ search Rokat Basnet ' RE —
File Home  Insert Page Layout Formulas Data Review Wiew Help  Acrobat
0 & Calibri -1 A A =[=] ® 28 Wrap Text General = st ~ 2~ %? p
[~ . 5E Delete ~ ~ !
Paste B I U~ - & Av === = 5= B Merge Center ~ $ - 9% 9 Conditional Formatas  Cell - Sort& Find &
B Styles~ | [ Format v & ~ Filter~ Select
Clipboard [F] Font 1] Alignment 7] Number Cells Editing Ad
N2 ~ Jx 250
A B Cc D E F G H [} J P Q
1 |FullName MobileNo DoB Gendel Citize IssueDistrict Proving | District Municipality WardMNo Tole PANNo NIDNo NoOfShare Total_Saving_Amount TotalLoanAmount
2 |rRam 938938988 1/1/2056 Male 123 Dhankuta Koshi Dhankuta Chhathar Jorp 321' ED! 25000.00 100000.00
3 Select Select Select |Select Select Select o 0.00 0.00
4 Select Select Select |Select Select Select o 0.00 0.00
5 Select Select Select |Select Select Select o 0.00 0.00
6 Select Select Select |Select Select Select o 0.00 0.00
7 Select Select Select |Select Select Select o 0.00 0.00
8 Select Select Select |Select Select Select o 0.00 0.00
9 Select Select Select |Select Select Select o 0.00 0.00
10 Select Select Select |Select Select Select o 0.00 0.00
11 Select Select Select |Select Select Select o 0.00 0.00
12 Select Select Select |Select Select Select o 0.00 0.00
13 Select Select Select |Select Select Select o 0.00 0.00
14 Select Select Select |Select Select Select o 0.00 0.00

Figure 16: Loan Member Template

» Go to Loan_member by using next option.

» Read the given direction carefully.

» Download the Excel Template of Loan_member from system .

» Fill up the details according to title of the template.

» Save the file after data completion in the template sheet using save option.
» Upload the file in the upload option of Loan Member.

3.2.7. Registration Documents (EdT HRTSTAEH)

Registration Documents USTHT FEaHT FEATHT Tl FHARNT GFa-gd HITdH] B
AqAE T qé%g | I Yorar Cooperative Registration Certificate (TEhT TAl JHTT
7). PAN Certificate (TRl <I@r WHIT U4), Latest Tax Clearance(®HTIHT I7), Other
Business-Related Certificate (WTJFI'& FEAegd =T JHT 99), Name of Existing

Guidelines (BT & MeRIHTEEHT H) T&H! Theea® Wwhl G | TR T

TEHIHT THI TAEE qraf-ad ThegHl AT (upload) T Tdg | <9 hIgelells

B2T3q UX Replace (g1 T{aM) 929 [¥eR ges diFg |

AN
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Basic Info. Address Info Financial Info Committees. Executive Share mamber Registration Documents Meeting & other detail

4 Registration Documents
Enter the Committee detalls of the cooperative.

Business Registration Certificate PAN Certificate Latest Tax Clearance Other Business Related Certificate

DEISUC

Welcome To

Welcome To
563990b3-9834-4542-2242 Welcome To f9a455d6-c6le-421d-8729-
~8ca75b58d5e2_de.png ‘\ 3b94deeldacee_depng
5a131cAT-251c-4c5c-bfcf-T
d422675308_Debug.png
3c0085e3-eds3-47d4- 8551 Replace File Replace File
b2e56032841a_TU LOGO p
na Replace File
Replace File
Name of existing guidelines” Guideline Issue Date (B.5)"
v R 205211001

Basic Info Address Info Financial Info Committees Executive Share member Registration Documents Meeting & other def

+ Registration Documents
= Enter the Committee details of the cooperative.
Cooperative Registration Certificate Other Business Related Certificate Authorized Working area (FRIER et SAfwia
DA GHERIT To 71 HTaS 74)

Pl agro Pram
Change File
Change File

Name of existing guidelines* () Guideline Issue Date (B.S)
SRy T 3008 2079/06/08

Name of existing bylaws* () Bylaws Issue Date (B.5)*
e i vobs 2076/08/25

Name of existing policies* (0 Policy Issue Date (B.5)*
e Hifd 0wy, Fad i Yotsq, For iRy Y010, aHifife e R 008, W FERA e 0108 T GRTEA I 3008 2079/06/08

Name of existing other document Issue Date (B.5)
et gigeeor fare FERwT Rowe, fafe FEfRie 2owe T@mmR i (@i oraasn) FE R 00 2079/06/08

Remark

Additional remarks
| Update

Figure 17: Registration Documents

Go to Registration Documents page.

Go to Click to Upload or Drag and Drop or Image File (Max.Size 10 MB) box.
Upload all the image documents one by one.

Press the Replace button to if removed.

Go to Name of existing Guidelines.

Type the Name of guidelines and issue date in B.S.

Type on Remarks field if any.

Press Update button to save the data.

Press to Next Step to access meeting and other detail.

YVVVYVYVVYVYVYVYYYVY
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3.2.8. Meeting and Other Detail (&% dUT 31=g faaror)
Meeting and Other Detail TSTHT Board of directors (BOD) meeting and other detail (F=TcTeh
R T 3 S&H! [ AT graied e T heese WHl g1 | a9
Fiscal Year(3fd® a¥), No. of total BOD meeting(STFT &% TedT), Data entered
by(qEATs WA &dl), Position (9T), Mobile no.(ATETSE ), Data entry date (TEaTS
gtae fafd), Data verified by (A€aT$ YOG =dT), Verifier position (FAIOIdeaTes!
9Z), Data verified date (4T FHI0IT F4fd), Voucher amount (WT=Ra! T&H), Voucher
deposited date (AT= STFAT @Rt THTd),  Bank Voucher upload (Fg AR AU o
RERUEE a TSy | oF WK AT N ! TR SHE ATelg T box
WH gl T [QZuHT FMedar foern wiEsuley FRiE JHEs Tu|
IS ! [ T [T TS Ueg | A9Ue TAEMUHT THFRIE SIS
MG TAFIE IR[AAE T SEATER T I TS I4: T T ATAS

T =g |

Basic Info Address Info Financial Info Committees Executive Share member Registration Documents
o Meeting & other detail
™ Upload Meeting & other detail
Board of directors Meeting & other detail
Fiscal Year- No. of total BOD meeting - Data entered by~ Position = Mobile No.- Data entry date~
3059/063 iz ARl TEF TEWE TAE QEREONTY Y 2082/08/10
Data verified by« Verifier Position+ Verifier mobile No.+ Data verified date~ Voucher amount Voucher deposited date -
e g RCAFERED MACEELLEE 2082/08/10 94000 19/%6/30%% 1O
Bank voucher
\sfMmage Q
36877-0034-4124-906...
Replace File
FrdETY ET T WY Jecad A S w6 @ | W s e wge g | -
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r
muad Template

A signed declaration letter

o, (]
\-/\nlmage
987f09ce-6552-4¢51-9166...

Replace File

Previous

Update & Review p

FaS]
(@ 3 T (3) A g
S e T e T T
= wwwd) e wdie T,

e s i iz P g g W g
e

s whem

2% i v A o
3. | 10 0w v o 3y T
v T Al 40w
L 4o FOT e A wdww

e

<l ARRFTH AR AR TTGR- T TeEHT T @A TFA T G A v Argdva yoneder wRiE wHieg
|

T T 3 St R
FHPT T A ATH S (Tl o, @)

Qe T KA-2.90.7: Rastriya Sahakari Niyaman Pradhikaran Amdani Khata

) | —
WA . 19¥0900103900%6T

Figure 18: Meeting & Other details

YV VYVYYVYYVY

Go to Meeting and other detail page.

Select the Fiscal year and type on the given field of data.
Upload readable scan copy of Bank Voucher.

Make a tick mark in the line of Self-declaration of an executive.
Down load a Declaration Template.

Upload the signed copy of Self-declaration letter.
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REVIEW
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