Development and Implementation of Internal
Management System (IMS)

USER MANUAL

Version 1.0 (July 2022)

Submitted to

National Public Health Laboratory
Teku, Kathmandu, Nepal

Submitted by

\M’" r SOFTBIZ
"2 YOUNG MINDS S INFOTECH

YM SBI-JV

www.youngminds.com.np | 01-4115132
Young Minds Tower, PrayagChowk, Shantinagar, Kathmandu, Nepal




TABLE OF CONTENTS

Welcome to the Internal Management SYStem ... eeeees 1
GENEIAl INFOIMATION ..ottt 2
LOGIN ettt ARt 6
FOIQOT PASSWOIT......ocoeiiisi sttt sttt 6
Dashboard (S?Tmﬁ’l'é) ................................................................................................................................... 7
User Management (FZIFTRAT STATLTTCT) .........ooovemmmmmveeeeeerreeseessesssssssssssmmmssssssseseesseesssssssssssensnnees 8
Document Management (PTITSITA STATUTTGT) ......ourververrermrernrsesissssnsssnssssssnssssssssssessssssessssssssssnes 10
Letter Management (T STATUTTCT) .......ocureerrereerremreeeesseeseesssessesseesssssssssesssssssesssssssssessssssssssssssssanes 11
Staff Management G IR U2 L= 5211 T ) OO 14
Event management CaR Tz I o p =311 3 18
Leave Application (THGTERT JTTATET) ..........covvvvvveevvvvsesessssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssenes 19
Field Visits (3FHUT STTETUTTT).......ovrrrrirrreererrerernsssiseisessessssssssssssssssssssssssssssssssssssssssssssssssssssssessssssssns 20
Task MaNagemMENt (TTEE)....oovvvvvoeveeeeeeeescccccccmessseseseeeseeesssssssssssssmsmmsssssseseesssssssssssssssssmmmsssssseseeeeen 20
REPOIS (TRTTCER) ..o eeeeeeeeeeeeeeeee e sssssesssssssesses s sssesmsssssssesessesseesssee s 22

User Manual | Prepared for NPHL



WELCOME TO THE INTERNAL MANAGEMENT
SYSTEM

Welcome to the Internal Management System (IMS). You are about to experience the
excitement of live IMS over the intranet. The IMS facilitates to digitize manual existing
workload and monitor the overall internal work in the organization like Project
Management, Department Wise Task Management, Record Management, Staff
Directory Management, Document Management (incoming, outgoing and digitized
documents) and others. The system also helps to digitize the document management
process including the storage, sharing and approval of documents. This User Manual
provides a detailed description of all the IMS features. We are sure you will find the IMS

easy to use. Let's get started!

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

WINDOWS PC MACINTOSH
1. Microsoft windows 2000, XP or Vista 1. Mac OS X (10.5 Leopard and above)
2. PHP >7.0 2. PHP >70
3. Laravel version 7.4 3. Laravel version 7.4
4. 1 Ghz CPU or higher 4. 1 Ghz CPU or higher
5. 1 Gig of RAM 5. 1 Gig of RAM
6. 1024*768 screen resolution or higher 6. 1024*768 screen resolution or higher
7. Broadband Internet Connection 7. Broadband Internet Connection
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GENERAL INFORMATION

Internal Management System (IMS) is an advanced web based management system
used for digitizing the organization’s workflow. The core purpose of this system is to
digitize manual existing workload and monitor the overall internal work in the
organization like Project Management, Department wise Task Management, Record

Management and others.

The system also helps to digitize the document management process including the
storage, sharing and approval of documents. The system works as the record
management system. Also, the staff management including the leave approval and

records can be done with the help of this system.
This application contains below functional modules:

DASHBOARD (3I1H&13)

User can view all the organization detail on this module. Notices, Upcoming Events,
Fields Staff List, Leave Staff List, Total Overall Staffs, and Nepali Calendar where tasks,

events, notices etc are displayed on this module.

USER MANAGEMENT (S19TehdT cIaEUTd+T)

From this module, admin can create users and give different role access with respect to

each users.
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DOCUMENT MANAGEMENT (ShI9TSITd cId¥UTqeT)

From this module, user can create different folders and can upload different documents
on various folders. Also, user can upload various types of documents such as excel,
word, pdf, etc. and deleted files are stored in the Deleted folder whereas deleted folders
are stored on Trash where user can restore later if needed. All these documents can be

indexed into relevant folders.

LETTER MANAGEMENT (95 cIq&II)

From this module, user can register new letter received by the organization and also can

dispatch letters to other individual or organization.

We can manage all incoming documents, outgoing documents and digitized documents

(scan copies) from here.

REPORTS (RUr¢)

From this module, users will be able to download and monitor performance analysis of

each staffs.

TENDER MANAGEMENT (=87 cIdTTg=)

From this module, users can add steps of the tender and can create, update and delete
new tenders as well. Users can also view the status of the tenders and can add the

contractor as well.
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EVENT MANAGEMENT (Ishd cTa&UTd+)

From this module, user can add event and notify to specific staffs as well. The event

created can be seen displayed on the dashboard module.

LEAVE APPLICATION (fSerenr 3mdee)

From this module, staff can send leave application to the HR department where HR user

can view the application and provide response.

TASKS (FRIg%)

From this module, user can create tasks and assign it to the particular staffs.

FIELD VISITS (0T TaEdTq+)

From this module, user can create field visit for certain staffs and is displayed on the

dashboard. User can change the visit status of relevant staffs.

NOTICES (JT=T1g%)

From this module, user can create notices and can display notice on dashboard as well.

RELATED LINKS (FFaf=ud forg®)

From this module, users can store applicable links to be used for future reference.

CONFIGS (FTehig®)

From this module, users can add and update fiscal years, departments and units.
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LOCATION (¥T=)

From this module, user can add and update country, provinces, district, municipality

types and municipalities.
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GETTING STARTED

LOGIN

1. Forlogin: Go through the application URL (http://ims.nphl.gov.np/login)

2. After this, you will get login pare where you have to enter valid email and password.

3. After clicking login button, you will be landed inside the application dashboard.

SignIn
See your growth and get consulting
support!
Email ()
password (*)
Government of Nepal a

Ministry of Health and Population
Department of Health Services Forget Password #

National Public Health Laboratory “

Copyright @ 2021. All right reserved

FORGOT PASSWORD

If you forget your password, then use below steps to get password:

1. Click on Forget Password link in the login box.

2. You will get form, enter email address as required in the form and click button.
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http://ims.nphl.gov.np/login

3. Password reset link will be sent to your email. Please check your email and reset the

password.

Forgot Password?

Enter your registered email ID to reset the
password

Email id

Back to Login

Laravel

http:/fims.nphl.gov.np/reset-password/c37e1967f3148d450883426497d9b03d908
d766197c3417d6949f09f5b206b89?email=ims%40gmail.com

DASHBOARD (zarsts)

1. After login, you will be landed into IMS Dashboard Page where you can view

application components.
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USER MANAGEMENT (varrdam caaeamde)

ADD AND MANAGE USERS

For adding user, please follow the below steps:

1. Click on Users menu in the sidebar
8|Page
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2. Click on Add button

3. You will get user registration form. Enter the information as required in the form

4. Click on save button

@ NPHL =

"y Dashboard

| % User tanagements -

| = user

Roles
O Doc Mgmt

& Letter Managements <
& staff Management <
) Tender Management<
[ event Management
() Field Visits

& Leave application

[ Notices

o Related Link

(@) Tasks

[@ Reports

Q Location

£} configs

2% utility

Users

Dashboard » Users

[ 2

ADD AND MANAGE ROLES

SN Avatar Name Email Roles Status Lngin Action
1 [~} Ms ims @demo.com Administrator [hctive | ['oniine | % ®
2 [ Runa Jha runa7sjha@gmoil.com Administrotor [hctive | [ ostine | z ®
3 @ Keshab Gyowali kbgyawali@gmail.com Administrater = [ ormine | “ "
a @ Nanda Ram Kandel kandelnandaram@gmail.com Administrator [ hctive | [ ottine | Zz W
5 o5 Dipak shrestha sh2068dipok@gmoil.com Administrator [Chctive | [ ostine | z ®
6 @ Gopal Aryal gopal.ary@g Administrator [ ornine | % w
7 Hima Adhikari himaadhikarisé@gmail.com Administrator [ hctive | [ ottine | Zz w
8 @ udaya Thapa thapaudaya2020@gmail.com Administrator [hctive | [ otine | % w
9 @ Pratik Kunwar Pkunwar’ 2098@gmailcom Administrator =0 [ ormiins | #Z W
1 @ Hema Rawal hemar2037@gmail.com Administrator [ Active | [ ortine | 74 ®
Copyright & 2022 NPHL, National Public Health Laboratory Al rights reserved Young Minds Creation Pvt. Ltd

For adding roles and providing access to particular roles, please follow the below steps:

1. Click on Roles in the sidebar

A W

Click on Add button

Click on Save button

User Manual | Prepared for NPHL

Add Roles and give access to particular roles

9|Page



g NPHL =

Doghboard Roles Dashboard » Roles » Creats

User Monagements <

Name
Doc Mgmt <

B OB

Letter Managements <
Chooge Permiesions *

& Staff Manogement < # | Core ® ) View Dashboard
# | Delete Uzers
{J Tender Management<
® | Delate Rolas
[7] Event Management # ) Emall Settings
@ Field visits B Create Madias

) Create Backups

5

Leave Application
®  Create EmailTemplates

[J MNotices # ) Create Activities
& ) Documents ® ) Monage DocumentCategories
e Related link
® | View All Documents
w Tazks # ) Event ® 7 view All Event
m Repaorts < @ Delete Event
% Fieldvisit # ) Monage Fieldvisit
Q Location <
& Ims. @ Letter Reglstration Setting
O configs 3 # ' Edit Departments
& Edit Units
% utility 4

# ) Edit Fiscalvears

) View Unit LetterRegistrations
& ) Create LetterRegistiations
& Close LetterRegistrotions
. # | Create LetterDispatches
® | View All Toske
# " Delete Tasks
# | Delata Task Feedbacks
® ) Edit Leave Applications
#  Location # ) Manage Country
&) Monage Provinces
& ) Monage Districts
& ) Monage MuniTypes

® ) Manage Municipalities

& Noties # ) Monage Notices
® | Relotedlink ® | Maonage RelatedLinks
® ) Stat 7 Manage Designations

# ) Monage Stafts
& Monage Staft Categorles
& Tender ® ) Monage TenderStep
#  Monage Tender
® ) View Tender

# ) Delete Tenderiog

Save ” Cancel
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Manoge Event

View Event
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Create Users
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Edit Documents:

Create Event

Edit Fieldvisit
Manage Departments
Manage Units
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Wiew All LetterRegistrations

Wiew Letter

Edit LetterRegistrations
Approve LetterRegistrations
Edit LetterDispatehes
Manoge Tagke

Manage Task Feedbocks
View All Leave Applications
Delete Leave Applications.
Create Country

Create Provinces
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Create MuniTypes

Create Municipalities
Create Notices

Create Relatedlinks
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Create Stafis
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Create Tender
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Edit Tender

Create Tenderlog

o P

Edit Users
Edit Roles

App settings

view All Medias

Manoge Backups
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Manage Activities

Delete DocumentCategories
Create Documents

Edit Event

Delete Fieldvisit
Create Departments
Create Units

Create FiscalYears

View Department
LetterRegistrations

Manage LetterRegistrations
Assign LetterRegistrations
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Edit Tazk Feadbacks

Creats Leave Applications
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Delete Districts

Delete MuniTypes
Delete Municipalities
Delete Nolices

Delete Relatedlinks
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DOCUMENT MANAGEMENT (srrera sgasamgs

ADD AND MANAGE DOCUMENTS

For adding documents, please follow the below steps:

1. Click on add folder
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2. Click on save

- 5 P
o o
| | 5 e o x
. :
O c <
LETTER MANAGEMENT (a3 sgaeams)
ADD AND MANAGE LETTER REGISTRATION (9 E\?ﬁ')
For letter registration, please follow the below steps:
1. Click on letter registration
2. Click on add button
3. You will see letter registration form. Enter all the information.
4. Click on save button
11|Page
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8 s =

£} Dashboard Letter Registration | Dashboard > Letter Registration
£ User Managements ¢
Add
O Doc Mgmt <
Select Sender Type

& Letter Managements

Select Year

Letter Registration

--

@& stoff Management ¢ SN Rog No

> Letter Dispatches

Reg Date sandar

& P

Action

{3 Tender Management¢ No Data Found

[3 Event Management
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& Leave Application
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Related Link
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(3 Reponts <

Q Location <

O configs <
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e M5 =

€} Dashboard Letter Registration | Dashboard > Letter Registration » Create

£ User Managements ¢
Fiscal vear(*)
079/080

Reglstered Date B5(")
O Doc Mgmt < 2079-5-23
Sender Type(*)

Select Sender Type

& Letter Managements Sender Name(*)
& staff Management <

Subject(*)
© Tender Manogement<

[ Event Management
SN Title

¥oung Minds Creation Pvt. Ltd

Reterence Numbar

@) Field Visits

& Leave Application Upload Documents

No file chosen

[ Notices
sanction

@ Related Link Dassription
. T BROFODEQODD ¥ Dsoce B R

sz = = syes | Fommt - Fem - Szs - A. -
[4 Rreports <
Q Location <
€ Configs 3
3 utiity ¢

save | cancel

Copyright © 2022 NPHL, National Public Health Laboratary All rights reserved

Young Minds Creation Pyt. Ltd

ADD AND MANAGE LETTER DISPATCHES (99 dellsil)

For letter dispatch, please follow the below steps:
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1. Click on letter dispatches
Click on add button

You will see letter dispatch form. Enter all the information.

A W

Click on save button

a MS g P

£} pashboard Letter Dispatches | Deshboard » Letter Dispatches

Select Department Select Year

=

SN Reference No Receiver Subject Action

Mo Data Found

Copyright © 2022 NPHL, National Public Health Laboratary All rights reserved ¥oung Minds Creation Fut. Ltd
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Letter Dispatches | Dashboard > Letter Dispatches > Create
nts
Fiscal Year(*) Rec ) Reg N
o79f080
ubje
SN Title File
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STAFF MANAGEMENT (w#=mdr cgawemdeT)

ADD AND MANAGE DESIGNATION (9q)

For adding designation, please follow the below steps:

1. Click on Designation on menu sidebar

Click on Add button

You will see adding designation form. Enter all the information.

A won

Click on save button
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8 s =

& cashboard Designation | Dashboard » Designation

& UserManagements ¢
&1 oo wgmt <

ter Managements ¢

[ = ossnoton

O Tender Managemant<

vent Management

@ fleld visits

= Reloted Link

@ Tasks
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O configs <

XK uility <
-

€8 s

Dashboard

(o]
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0 poc mgmt <

& Letter Managements ¢
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Tender Managsment<
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® 0o o
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Leave Application
[J Motices

@ Related Link

¢

2] Tasks
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©Q Location <
{3} conligs <
% utility <

SN wame Action
1 Director % ®
2 Administration Zz ®
3 Acceunt Z ®
a T Officer Z ®
5 Reception Zz ®

Capyright & 20

PHL, National Public Health Laboratory All right

Designation | Dashboard > Designation > Create
@ engiish | @ Nepali

Name(*)

slug (*)

Save Cancal

Copyright € 2022 NPHL, National Public Health Laboratory Al rights reserved.

ADD AND MANAGE STAFFS (=)

Yaung Minds Creation Pvt. Ltd

Young Minds Greotion Pt Ltd

For adding staffs, please follow the below steps:
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1. Click on Staffs on menu sidebar

. Click on Add button

2
3. You will see staff creation form. Enter all the information
4

. Click on save button

8 s =

{3 Dashboard

22 user Managements <
0 Doc Mgmt <
&3 Letter Manogements<

2 Staft Management

Designation
| Staffs
Groups
O Tender Managements
[ Event Managsment

@ Field visits

Leave Application
[J Notices

@ Related Link

@) Tosks

[ Reports <

Q@ Location <

Q) configs <

3 utility <
= ]
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Staffs Dashboard > Staffs

Select Designation

oo [

SN Designation Name Action

1 Director Runa Jha g FZ 0
2 ‘Administration Keshab Gyawali = #Z n
3 Account Nanda Rom Kandel g ¥ m
4 Account Dipak Shrestha gl Z o
5 Administration Gopal Aryal B ¥ m
L] Administration Himo Adhikari ® Z n
7 Administration Udaya Thapa ® Z n
8 1T Officer Pratik Kunwar ® Z "
L] Reception Hema Rawal ® Z "

Copyright & 2022 NPHL, National Public Health Laboratory All rights reserved

Young Minds Greation Pt Ltd
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Q- = o P
o
O coang
¥ il =N Titke
- N .
ADD AND MANAGE GROUPS ('\‘:l?zlt\%%'{?)
For adding groups, please follow the below steps:
1. Click on Groups on menu sidebar
2. Click on Add button
3. You will see adding groups form. Enter all the information
4. Click on save button
17|Page
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EVENT MANAGEMENT (Frisar cgawemdeT)

ADD AND MANAGE EVENTS

For adding events, please follow the below steps:

1. Click on Event Management on menu sidebar
Click on Add button

You will see event creation form. Enter all the information

A won

Click on Save button
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@ NPHL

o ®

(} Dashboard Event Management | Dashboard > Event Management » Creats
§& User Managements ¢ . .

Type (*) Titte (*)
O Doc Mgmt < Select Type
& Letter Managements < Start Dote (%) End Date (*) Start Time (*) End Time (*)

[c] ]

& staff Management <

Loco Netify To

Al

Details ()
- GlAle v-eoPrPDEoED Tisowcs H B &
@ Field v
« RaCE BT o - wi==== sy Format Font A%
& Leave Application
[J Notices
@ Related Link
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[&) Reports <
Q Location <
{3} configs
% utility < Relatad Flles Minute

| Save Cancel

Copyright & 2022 NPHL. National Public Health Loboratory Al rights reserved.

Young Minds Creation Pyt. Lid

LEAVE APPLICATION (fserrr 3macer)

ADD AND MANAGE LEAVE APPLICATION

For adding leave application, please follow the below steps:

1. Click on Leave Application on menu sidebar

Click on Add button

Enter required information

A won

Click on Save button
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FIELD VISITS (#r#0r caaeamdea)

ADD AND MANAGE FIELD VISITS

For adding field visits, please follow the below steps:

—

. Click on Field Visits on the menu sidebar
2. Click on Add button

3. Enter required information

4

. Click on Save button

@
1
e
-]

Select Visit Type

select Province

Select Team Leod

TASK MANAGEMENT (=™&¥)

ADD AND MANAGE TASKS

For adding tasks, please follow the below steps:
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1. Click on Tasks on menu sidebar
Click on Add button

Enter required information

A W

Click on save button

@_ 1M # P

(3 Dashboard Tasks | Dashboard » Tasks

0 I

%8 User Managements <

O Doc Mgmt

Select Status

SN Title Assigned To StartDate Due Date stotus Action
1 task tast @ 2079-5-8 2079-5-9 = % ¥
@
G Rreports
QL
0 c
¥ utility
= Copyright & 2022 NPHL, National Public Health Loboratory All rights reserved Young Minds Creation Put. Ltd
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Tasks | Dashboard » Tasks » Create

Title (*)

SN Title File

. s goroDsEoEO Hae
o - o A-¥
@ Tosk:
B Reports <
@ tocation
Oc
¥ utility
ave cancel
— PyTight © 2022 NPHL PubII h Lab g . g Pt L

REPORTS (Ruicew)

VIEW PERFORMANCE ANALYSIS

For viewing performance analysis of the tasks, follow below steps:

1. Click on Reports on the menu sidebar

2. You can filter by individual staff to get task report
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ews = s "

¢} bashboard Tasks Reports

58 User Managements ¢

O Doc Mgmt . Task Count By Status Task Count By Months e
Assignes s count by Moaths [ —
& Letter Managements <
os
£ staff Management <
¢} Tender Management< o
£ Event Manage
3 Field Visits
& Leave Appl
0 Hotices
o
> Related Link ]
@ Tasks ~
| & Reports . 1 @
| o roses
Select Staff
© Location <
O contigs <
¥ unility <
SN Name Total Assigned Total Done Total Completed Action
v #una ha ) o o

NPHL National Public Health Laboratery All rights reserved, ¥oung Minds Creation Put. Lid

3 I

- Copyright &

Counts
)

Assigned

2

Account Nanda Ram Kandel

o [

S.N Name Total Assigned Total Done Total Completed Action

2 Nanda Raglf Kandel 1 0 0 @

staff can be filtered from here

23|Page

User Manual | Prepared for NPHL



THANK YOU FOR USING THE APPLICATION

FOR ANY QUERY, PLEASE CONTACT ON BELOW ADDRESS:

EMAIL: pm@youngminds.com.np;

Phone: 01-4115132
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