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3. QEHT Tl QU1 AN WA
a. fafog ggary gdr 31 ar afae (Register financial cooperative or Log in)

Financial Cooperative Registration System (FCRS, https:/fcrs.ncra.gov.np/login)
TR NCRA W1 ATFA bl qal Ml Rl Gedhidhl FARTHde ad

TEACHT %«'%'Q a '{lﬁ\T { ﬁ‘%’i T ‘liiQ%ﬁl Click dT Register your financial cooperative

now Wl {0 T YA & T iy |
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dl Register your financial cooperative now HI (=R BT Ul '@?I'{ Fltali"%]?'l E‘ﬁ?’ﬂ:ﬂ
OTP AU TGS OTP Verify T HIA JOTAHT F4T T4 Febigg] |
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Sign in to your account
WE|C0me to our Platform Please sign in to your account

Are you a authorized person for a financial cooperative and wish Email
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.

@yourname@email.com

Password

Register your financial cooperative now.

e R e i anflaias a1l gages € a3 areet Rivfia @
TEHR! Gall T g7 Pudl GiTad TR [ aUgd! A Spmie 221

ST Pt gt o o R AR TR Click TR

Don't have an account?

Register your financial cooperative now
S—

Figure 1. Sign in page

Open Browser in your computer

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

Go to red colored CLICK or Register your financial cooperative now button in

Welcome to our Platform.

» Press the CLICK or Register your financial cooperative now to go ahead for
registration.

» Another log in page will be display.

» Type your valid email Id of Cooperative.

Note: BT FEHR FIAT THIH0HT TSR Farwal a1 AT Fedhi FHaws
T TaTe Fadhd UH HUHT GehTiHT TARTHA | I9 USIah! Sign in to your
account AT ZHS ¥ IEae TG T 3 (Sign in) T TFg |

Y YV V

Afdedl ISHT Click AT A ARG d ARACAT SRaUHT I Geag | Sign up
with email T Email AT G&ahTIHI ATRETA SHA TG REGISTER T [9=d{ey] Alar
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THSAT NCRA & ¥&@d: OTP 9&T9es | AT OTP Uk YTk ATH WINT 79 (Hesg |
NCRA [ TAIHd TATEEH T& THAT RN JUTAHT FehlebT SIel T ar
q=AT3 B T ﬁ-lvc{%g | NCRA T “@ﬁ;ﬁ QTQ'CF%A” Reset Password T HA
ATSTY | TGUTS Password Reset TR ?ﬁ% Sign in (Figure 1. Sign in)TI{f g |
Reset TI?(‘@ Password T a9 tlﬁ@ |

9 Please enter OTP from email

Sign up with Email

Efmail

S
QTP

Figure 2. Verify OTP
Type your valid email Id of Cooperative.
Press the Register button.
Open your email to see the OTP from the system of NCRA
Go to inbox of this email and copy the OTP. It can be taken few minutes for OTP
email.
Go to Resend OTP if not get OTP in email inbox and check in spam
If there is not OTP email in your inbox then look into spam.
Copy the 9 digits OTP from your email and paste to Verify OTP.
Press the Verify OTP button.
You will be in Cooperative Registration Form page.
You have to fill up the validated data in the fields before go to Next step.

YV VYV

YVVVVYVYYVYY
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79 USTHT & 92T UE® WH G | Uieel JEHT faeRer widfeyy A At g WM
Fibrg | faa swwt gwdr ®ee (+) WU ftheg AiHad W 9dE | AEAT Basic

Information, Address Information, Service Center information, Financial information,
Committee, Executive, Share Member, Registration Documents, Meeting & Other detail
WEH G | TGHT U UCHAT U3CT gl U8 Goag | TSl USHI faarm
Wedfey AT F-CIHT T Update & Next J1E AT JSUT W Albegy | q IEAT
foaiTeE AREHT JUSe Tly A Gedh el i T Tpid T6a W &g

Cooperative Registration Form

Please fill out all the required information in each step

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

GEHT Tl T AN A TECAT Joeld TRUHT G TWIEE GheIdIqdsh 9]
Wy |

1. Basic Information

Cooperative Registration T AT FEYTH Basic Information HT HU DT thegged

ferau Nj:%o%g | IHT GEHId GEATH Registration no., Full Cooperative Name

(Nepali and English), PAN No., Contact email, Mobile No., Contact Person, Registered Date
(Nepali), Registered Year, Registered at (Federal, Province, Local Level), Registered office
name and address, Nature of work (Saving & Credit, Multi-Purpose, Agriculture, Others) ,
Name of Software Used, Current working Staffs, Working area, Is registered in any

Federation (Yes,No) &% TEh] g1 RIREEEU W Update & Next I TdTUL
[T save TXUTey €ad: B [AER0THT ARl I8 Geag |
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e
8
Basic Info Address Info Financial Info
Basic Info
= Provide basic information about the cooperative.

» Editing existing cooperative information

Reg. No.* Full Cooperative Name (Nepali)*
10001 0o BEanf ..,
Contact Email* Mobile No.*

rokatbasnet@gmall.com  , o+ 9860565214 o W

Registered office name, address*

Department of Cooperatives, Dhulikhel ¢ o0
Working area”

Lalitpur #

(O District Subjective Cooperative Union Ltd.
@ Provindial Subjective Cooperative Union Ltd,
R (O Central Subjective Cooperative Unicn Lid,

Please fill out all the required information in each step

Committees Executive Share member

Full Cooperative Name (English)*

DebugRE w e o
Contact Person” Registered Date (Nepali)* Register Year*
RES o o0 WOV e we M3 tee
Nature of Work * Name of software used *
Saving & Credit —r NCRA  wee

x ® District Cooperative Union Ltd,
(O Provincial Cooperative Union Lid,

(O National Cooperative Federation Lid.

Registration Documents

Registered At

Federal

Current Working Staffs *

M e

Is registered in any Federation?

Yes

Meeting & other detai

Coops, PAN No,*

123436789 s e

/V

Update & Next

Y V V

Figure 3: Basic Information

Go to Cooperative Registration page.

Basic information will be display.

The dot ( ... ) indicate the typing field and Arrow (—) indicate selection in the
fields.

Fill in the blanks and make a selection as per above image.

T SRaUHT eUFHE®HT GFa-gadhT ATIRAT [IF TS 6 |

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.

2. Address Information

T USHT Address Information ¥ TFAdq [hege® @l g1 | faE® Select

Province (Koshi, Madhesh, Bagmati, Gandaki, Lumbini, Karnali, Sudur Paschim), Select
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District (77), Local Level (As per district), Ward No. (As per Local level) T Tole/street
] g1 | Tole/street HT 2T ‘Tﬁ q’é’@ | EETEE TUrR W‘%{ Update Address
g (IR e TRu#T FaueE YueiEr #oF T 96y |

Please fill out all the required information in each step

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

® Address Info

Enter the address details of the cooperative.

Address Information

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

LALITPUR Mahankal Rural Municipality P 4 6 o Mahadevsthan

Update Address e

Bagmati o P

Figure 4: Address Information

» Go 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.

3. Service Center information

TEH GETRT I THT Hal hradhl [l I8 I8 Rdwg | T« 8

T Select the Any service Center? (Yes or No)‘ﬂ% thegdre 32T I ‘icga Tt
o hnN AN N O o O

"Yes" GUAY IJHT AT orghl [T YW Hiell Thesel Yeaed | <THHI

Service Center Name, Manager/ Chief Name, Mobile number, Province, District, Local

level, Ward no., Tole, Street 1S faaRue® wfadg | afF No grile T F+ ufW
o ot Fres 2R
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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

—
Existing Service Centers l
“m
Phaktaniung Rural Municipality, TAPLEJUNG, Koshi
2 dg g NIA Chaukune Rural Municipality, SURKHET, Kamali 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.
Go to Next Step to complete the data in the page.

YVVVVVYYVYYVY

4. Financial Information

Financial Information AT TEHTIHT GeEAE®H! a0 T X fqawer v fheg S |

JYHT Total Share Members, Share Amount & Saving T Y TheSg® Fiscal Year, Male

Members, Female Members, Total Share Members, Total General Saving, Total Regular
Saving, Total Periodic Saving, Total Saving Amount, Total Liabilities, Total Assets, Total

Liquid Assets (TLA), TLA to Total saving (TS) ratio &3 g1 | '{(\I(\’I E(eIIQGb\I fthegH

faRT gy Uiy ¥ ST AWH! [hegHl [oerT argd ] 998
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Financial Info
Provide financial details of the cooperative.,

1 Total share members, share amount & saving @

Fiscal Year* Male Members* Female Members* Other Members Total Share Members*
Select FisEE/l' Male members +** Female members o+ Other members +4 Total share members * o
Total General Saving* Total Regular Saving* Total Periodic Saving* Total Saving Amount* Total Liabilities *
Total general saving ses Total regular saving » s Total periodic saving » Total liabilities **
Total liquid assets (TLA) TLA to Total saving (TS) ratio

Total liquid assets (TLA) *o*

-

Total Assets”

Total assets ***

Figure 6: Financial Information

1. Share and Saving Information

Share and Saving Information HI Financial Information dc (IIT?IQOIOI EERURES Eﬂ oTHI

Td H@b"‘ég | IF TTAHT details of Fiscal Year, Male Member, Female Member, Other
Members, Total Member, Total Savings, Assets, Liabilities (%W EEW or iéazma@

TRy 97 a0 & T Action AT THT Delete IS ¥R < &g garsH

Hicbrg |

Share and Saving Information

20821083

2081/082 1 1 1 3 3 1 1

2 Total funds & loan details @

3 Income expenses & other details @

4 Auditor & AGM details @

Previous

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

Delete

Delete

v

-

—_’
(S

Figure 7: Share & Saving Information
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» Go to financial Information.
» Go to Share and Saving Information list.
» Press the delete button to delete the list of Share and saving information

2. Total Funds and Loan Details

qyq "v'lﬁTlT Total funds and loan details T I tlﬁ@f | I8 YEHT Fiscal year@_“ﬁ_cf
Tlff 9y | ﬂﬁ 9 These® Total Share Capital, Total Reserve Fund, Deficit

Replenishment Fund, Accumulated Profit/ Loss, Core Capital, Total Pass Loan, Total Sub-
standard Loan, Total Doubtful Loan, Total Loss Loan, Total Loan Disbursed, 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, Additional Provision of Loan Loss,
Assets Revaluation Reserve, Free Reserve, Supplementary Capital, 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 No. of Loan file Re-
scheduled, Total Loan to Total Deposit Ratio, Investment in Pvt. Ltd. Investment in

House/Building 6T T | Save &7 9= FCRS/NCRA HT a0l &&H 79 Alhg
fo@aReT Ted IREU T TEHT Delete T [URR TS 8e18 Ab! @@ WY
q’&%{ | Core Capital, Total Loan Disbursed, Supplementary Capital, Total loan loss

provision (LLP) amount* F1 [hegdl T@q: (Y WLUX g | fhegar @ wal
. . *
HUST 3@ WA 23T g

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 capital Total reserve fund Deficit replenishment fund Accumulated profit/(loss)
Total pass loan* Total sub-standard loan* Total doubtful loan* Total loss loan* Total Loan disbursed *
Total pass loan Tatal sub-standard loan Total doubtful loan Total loss loan
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*
LP 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 No of loan file re-scheduled * Total amount of loan re-scheduled Total loan to total deposit ratio” Investment in Pvt. Ltd = Investment in house/building *
Total No of loan file re-scheduled Total amount of loan re-scheduled Total loan to total deposit ratio nvested in private con nvest in house/building
] /
DN T
2081/082 3766 3566

Figure 8: Total Funds and Loan details



Cooperative User Manual

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 V VY

Y V VY

3. Income, Expenses and Other Details

YIHT Income, Expenses and Other details Fﬂé‘NCRA EARLISIE ] s T 'ﬁm

3 3
| TGHT HUHT [heg AT GAIE T [hegHT Gl T A7 [hegdl e ATaRaH

IEELUI ﬂfbf m, Fiscal Year, Operational Income, Other income, Operational

Expenses, Other Expenses, Net Profit/ Loss e Iralcl(ulﬁt’-\ (%Obl g1 | '{;l%f

AU ARTHT save F [0y THHET T Wbl CIAHT [FaE® g,
|

3 Income expenses & other details @ .

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

2081/082 _yp Operational income e+ Cther income = » Operational expenses * ** Other expenses » = » Net profit/(Loss) * **

nall
“ e m ee—— B ﬂ
1 0 Delete

2082/083 12325 225 1442 11452

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.

4. Auditor & AGM details
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Auditor & AGM details TIERUEE ITWT T @il [heg AT % | TATHT Fiscal

Year, Auditor's Name, Auditor's Mobile No., Auditor's Address, Date of AGM, No. of
Participants in AGM, Participants % in AGM T @07 9= | Audit Report (PDF)

SFIUE TIGH! Igel ATalg T | Grgul f3een R Afge duele TRahuly
WWWWWW | TTEY Save THT [AAUEE CAAH-AT
T T W MGG | Next step AT HEL AU Committee details IEHT
BRI

4 Auditor & AGM details @

Fiscal Year* Auditor's Name * Auditor's mobile No.* Auditor's Address * ICAN number *
2081/082 _~ Auditor's Name ees Auditor's mobile No. *** Auditor's Address  ese ICAN number sas
Date of AGM* No. of Participants in AGM* Participants % in AGM " Audit report (PDF)”

Participants count e e Percentage e = * Choose File Noﬁleﬂ
= —
n feree “ . e e “
1 a a 1 1% Delete
2 2 2 2 2 2% Delete

20821083 1234567690 1172021

2081/082 1172021

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.
» Press the Save button.

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

5. Committee

FEHR TEITHT BRI FAAF GHIAHT @07 AT Committee H-FHT Taabl hegHT

T T&fﬂ‘ |  Committee Type (Board Committee, Account Supervisory Committee),
Position ( Chairperson, Vice Chairperson, Secretary, Treasurer, Member), Full Name,
Gender(Male, Female), Email, Mobile number, PAN no., NID, Citizenship No. Issued
District, Tenure start date, Tenure end date, Procince (Koshi, Madhesh, Bagmati, Gandaki,
Lumbini, Karnali, Sudurpashchim), District (77 districts), Local Level (As per district), ward
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no. (As per local level), Tole/Street, Highest Education A Thege® Wl g1 | Uh
ST faERe AREHT Save MUY ABT SAHI [Fa0T W Iag | TFHT @@ Wa&l
qITIT AR FHAT A T4g | AT GBT G A0S Tl S
|

Cooperative Registration Form
Please fill out all the required information in each step

10
o
0,

Basic Info,

a Committees

Committee Type Position * Full Name* Gender* Email Mobile Number *
Board Committee —v Chairperson — RES wew Genger  —W member@examplecom = e 9805566676 = e =
PAN No.* NID Citizenship No Issued district® Tenure Start Date* Tenure end date
34345554565 = o = 1234 oer 123 s e TARLEIUNG > 2 20831117
Province” District * Local Level© Ward No.” Tole/Street Highest Education
Kasni > TERHATHUM Aatharal Rural Municipality — 1 — Furdim  * e * Secondary —
Add Member
Committee Members
I e O S O N BN
1 Board Commitiee chairperson REB 9869999787 dbug mgmi@gmail.com Edit || Delete
/ Ready to proceed
Previous Next Step

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.

VVVYVYVYVYY

6. Executive

B YA HIIA FABTIS] (a0 AT Executive HIHAT WWHT [hogHT 07

TS | TFHT q SR /A e 9 afheg |
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Please fill Ut all the required INfomMaton In each step
Basic Info Address Info Financial Infa Committees Exzclu:w? Share member Registration Documents Meeting & ather detai
o, Executive
V' Enter the executive details of the cooperative.
Full Name* Gender* Email © Phone Number * PAN Number National ID
Tom Maya Female dbug.mgmt@gmail.com 0805566676 34345554566 1234
Citizenship Number* Issued district* Province * District* Local Level Ward No.”
123 SANKHUWASABHA Koshi 1
Tole Years of Experience * Duration in Current Position (years)* Highest Level of Education”
Furdim 10 3 Master's Degree
Update Executive
Ready to proceed
Previous Next Step

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.

7. Share Member

Share Member g T8 YSTHT ARG TEEIEEH! [Ha SHaEd0T g |
TIHT AT A YT GURT Fevee® eamqdsds qeqd T ey | FeRew a9

o

TFR wH g | Fada geaftud weas! Fgead eua g |

Upload CSV or Excel files containing cooperative member data.

1. goreaT qieent 3 el (Feffad) Trcice® (Template) STS-ele e |

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

2. Il TFTCAIE ThT TFICE® HFIITAT 99 TR Wiede g |

3. Ul TFIEH Title FATT Tfeal e (First Row) AT WUHT [E@=0T Heaad el

4, AT HERX D! HIAHAT Gell TGEqalal | Afs AEQN HUAT SET ATAE géd |
. Date &1 @< Gf&® W&l YYYY/MM/DD #1aid (¥ @il au/R il Agd/R dhah!
&) F &9 g | YYYY/MM/DD T F= F4 @il 3fS TR |
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6. AT ITICHT Gender, Province, District, Municipality, Ward No TTHHT STeT Y&ty et
Aar T GERreT | SIsd WUHEAH! HaReT W gAle e, SUsy HUh!
weaT F= foar wiefe e few g |

7. Excel Sheet W1 WTHT T Column AT I9TH e wEre |

8. T ATHF WEHH! Ao TR TR Hlgaiah! FHR FAlC T ITUH Template
TUTAET ST T |

o3 Share member
™ Upload cooperative member

Upload coaperative share members Upload cooperative saving members Upload coaperative loan members

Figure 13: Share Member

YT ARTTAT SRIUHT U AT FEe a0l il g | o9 US| 3 9
FFICHT HSAEE WHl G | O wieadrs FANHA] HFIETH SPTae T
T | A WIgerdr Wbl NiheEdrs Seabiaed WM U] Wy | & hedes
1. Share Member, 2. Saving Member, 3. Loan Member g | & SRS TI'P(W RIS THT
TEHAH] b YEATHT IAX qEEIH! (a0, Taasbdis! [@axe T e fFawr
W g | e wET i A& TFAR] HIAuHT ANEr @6 99 ey | afs
IAAT HIL TEET FAIE 1 WIT qG8 g W oagqwr faewor swet oot feueer
freTgeale gl T4 UEe | IgHl 9 5= gy T g | TAFICHT AU
GFIAD] YT TIR THT a0 Save T Uag X HISAH!  Rename T4
@"_‘”ﬁ?ﬂ“ T gPURg el Share Member USTHT  WUH! HIEA ATASHT UL
YU ATARHT Frelived BIEaee AUE T Tog |
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1. Share Member

Share Member WIEd SI3TAIE X TIATS Wied Teg | UHdd [REHT A

NS

e a0 A9 TIFIE Godg | cAFiedl ¥iud EHT e (Row) W
TS §ed A 5 A1 e AR wedtd e WiUwoeT Financial
Cooperative Regulation System (FCRS) YU qFaead gl g | e IGHT
AT WTAT AT TUHT TS EaoT T Feaiha g aaas | ¥ffepuear

N

qel TehT YAG®HT HIA [0 ] Uag | @iell Wbl YAl fa@ 28y T daeg

NS N N e | N
T Select <l[dUb] HeTHT b L YWYl UTHT Gl T FaA Q@ | A FITHI

X [IeR =MRUH [@e0 gy 9ag | AGAT [Fa 99T il Q8 92l Hladge
T g | I Hed HE e 28y T 99y T Hel [@E gy 6w |

TIGAT Wbl T AW, AEAGA o), S/ [{id, e, I Fo, AT aR=g 94, TR
T, AT THA, AT q9d T AT RO IHH [GEEE e TR W TRy |

Select THHT TAEE [ory, AT o e, weer, Soar, e, 9ae7 <ae Wl

o (o
[dheddc gl qagg |

[ ‘ L)< = ‘ share_members_template (1) - Excel £ search Rokat Basnet  RE - a
File Home Insert  Page Layout Formulas  Data Review View Help  Acrobat
fﬁ & Calibri LA = =2 25, Wrap Text General - A % E} Hinsert ~ I~ oY /C) [7(},
Paste LB B I U- - ®@-A. === == MergefeCenter ~ | § ~ 95 9 i 99 Conditional Formatas Cel S’EDE'E‘E " " Sort& Find& Create
5 Formatting~ Tablev Styles~  []Format~ = & v Filter~ Select~ a PDF
Clipboard 15 Font ] Alignment E] Number 51 Styles Cells Editing Adobe Acro... | ™
F2 ~ fx  Bhojpur ~
A B C D E F G H 1 J K L M N o P Q R ~
1 |FullName MobileNo DoB Gender Citizenshi IssueDis{ Province |District  MunicipiWardNo Tole PANNIDNo NoOfshi TotalShareAmount Total_saving_Amount Total_Loan_Amount
2 | HariBdr. v 9.851E+09 1/1/2056 Male 123/456 |Bhojpug) ~ shi"Ehnjpur Aamcho 1 Ratr 123 321 250 25000.00 5000.00 0.00
3 Select Select |Select [Select Select Select o 0.00 0.00 0.00
4 Select Select |Select [Select Select Select o 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 0 0.00 0.00 0.00
7 Select Select |Select |Select Select Select 0 0.00 0.00 0.00
8 Select Select |Select |Select Select Select 0 0.00 0.00 0.00
9 Select Select |[Select [Select Select Select o 0.00 0.00 0.00
10 Select Select |Select [Select Select Select o 0.00 0.00 0.00
11 Select Select |Select [Select Select Select o 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 0 0.00 0.00 0.00
14 Select Select |Select |Select Select Select 0 0.00 0.00 0.00
15 alect 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.

Down load the Excel file 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.

YVVVY
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» Upload the file in the upload option of Share Member.

2. Saving Member

Saving Member Whigd ER¥AAIE Y TIATS @'ﬂ q—f«f'a | W e s=dear
TEEIH! a0 99 TAFRIE Goag | T9H] SAFIc WaT Ui JaX HFeRa! e

ot AR THAT | ATAS UE |

5 Ssearch

#8859

= | saving_members_template - Excel

File Home Insert Page Layout Formulas Data Review View Help  Acrobat
. ~ = — H Insert  ~ ~ A
Eﬁ & Calibri A = == 28 wrap Text Date =i % @ e v
Paste E@ v S, M. AL =T = = &= 3= = 0 .00 Conditional Formatas Cell & Deletz 7 Sort&
B I U 28] O A = = = = 3= E Merge&Center ~  $ ~ 9% 9 G104 —
- < Formatting ~  Table~ Styles~ [Ed Format & ~ Filter~
Clipboard 1] Font 1] Alignment ~ Number 1] Styles Cells Editing
o] v fe
A B £ D E F G H I ] K L M N P R
1 |FullName MobileNo  DoB Gender Citize IssueDistrict | Provinee | District Municipality WardNo Tole PANNO NIDNo  MNoOfshare  TotalSavingAmount
2 |Hari 98899909909  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
4 Select Select Select  [Select Select Select 0 0.00
5 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
8 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.

Down load the Excel file 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.
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3. Loan Member

Loan Member HIEd SSAAIE T AT @ied 955 | THAd [RcH Tl Gaedah!
AR W TIFRIE Godg | TGB! RIS WAl UM YR HEeRS! fee wal

N c
SRVl Al éf AT Yoy |




Cooperative User Manual

(3] ‘ D~ = | loan_saving_members template - Excel £ Search Rokat Basnet  RB =

File  Home Insert Pagelayout Formulas Data Review View Help  Acrobat
P & ~ .
0 & Calib e A A = 28 Wrap Text General - 1= @ = EH nsert = %? p
@~ _ T Delete ~ [T~
Paste B I U~ . e A = [ Merge & Center = § ~ 9 9 ¢ gp Conditional Formatss Cell - Sort & Find &
~ = Formatting ~  Table~ Styles~ [ Format ~ & ~ Filter~ Select~

Clipboard = Font = Alignment = MNumber = Styles Cells Editing Ad

N2 ~ Jfx | 250
A B c D E F G H 1 J K L M N [ [}

1 |FullName MobileNo  DoB Gendei Citize IssueDistrict | Provine |District Municipality WardNo Tole PANNo NIDNo NoOfShare Total_Saving_Amount TotalLoanAmount
2 |ram 988988988 1/1/2056 Male 123 Dhankuta Koshi__|Dhankuta Chhathar Jorp 1Chhath 123 321 250] 25000.00 100000.00
3 Select Select Select |Select Select Select 0 0.00 0.00
4 Select Select Select |Select Select Select 0 0.00 0.00
s select select select |select select select 0 0.00 0.00
6 Select Select Select |Select Select Select 0 0.00 0.00
7 select Select select |select Select select 0 0.00 0.00
8 select Select select |select select select 0 0.00 0.00
9 Select Select Select |Select Select Select 0 0.00 0.00
10 select select select |select select select 0 0.00 0.00
1 Select Select Select |Select Select Select 0 0.00 0.00
12 Select Select Select |Select Select Select 0 0.00 0.00
13 select Select select |select select select 0 0.00 0.00
14 Select Select Select |Select Select Select 0 0.00 0.00

Figure 16: Loan Member Template

» Goto Loan_Saving member by using next option.

» Read the given direction carefully.

» Down load the Excel file of Loan 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 Loan Member.

8. Registration Documents

Registration Documents TSTHT HEHTY YEATH! Tl THATET FF-gd HISAHT IS

ATAE T IS g | Iq USTHT Business Registration Certificate, PAN Certificate, Latest
Tax Clearance, Other Business-Related Certificate, Name of Existing Guidelines FLacal
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Figure 17: Registration Documents



Cooperative User Manual

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.
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9. Meeting and Other Detail

Meeting and Other Detail YSTHT Board of directors (BOD) meeting and other detail T
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Figure 18: Meeting & Other details

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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