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Sincerely yours, 

Shams Arifm 
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. &rcutive Summary 

.... report basically describes the automation of the Periodic Payments calculation of the 

Caporale Finance department of BATB, and contains two more sub-reports. This main 

I -IS discusses about the organization's history, functions, products, markets, 

__ ue'�mem and company profiles. The second part of the report is the system analysis 

... design of the periodic payments of the finance department� and the third part is the 

.... manual of the software that was developed for the calculation of the proposed 

,aiodic payments system. 

As a multinational company, BATB is the largest in this country in terms of asset and 

""'.wef and also in term of highest taxpayer to the government. It has about 51 % of the 

... cigarette market III Bangladesh and is the pioneer in its business. 

1k seoond part of this report, as it has been said, contains system analysis and design, it 
sIIuws the time and processes that will be saved if the proposal is accepted and the 

mAYtlU'e is used. 

11Ie third part is the User Manual, this will in details discuss how to use the database 

.,ftv.'3re. The software has been termed "Utility Register" and will at this stage focus only 

10 the utility part of the periodic payments. Later on the fixed recursive expenses can be 
added as separate module to the existing software. 
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Automating the Periodic Payments of BATB 

I INTRODUCTION 

1.1 Origin of the report 

BRITISH AMt.RICAN 
TOBACCO 

This report titled " Automating the Periodic Payments of British American Tobacco 

Bangladesh (BA TB)" originated from the BBA internship conducted by the author in the 

bead office ofBATB, organized by the school of Business, East West University. This 

report is the product of 12 - week internship, which is a basic requirement of the BBA 

Degree. This main report, which contains two other sub reports, basically outlined about 

the background of the company. The two sub-reports, one of which is the project part of 

the internship, termed " System development on Periodic Payments", and the other one is 

the User Manual to the software developed during the internship, are also included as 

separate reports with the main report. 
) 

1.2 Objective of tbe research conducted 

The objective of this research report was to automate the Periodic Payments of company 

and reduce the time and processes taken to prepare the periodic payments. In converting 

the manual system to an automated one, a database system was proposed through proper 

,system analysis and designing and was developed by using MS Access. The unnecessary 

steps in the Proposed Periodic Payments system were changed, without loosing the basic 

controls in preparation of the original system, which is now more usage focused and can 

generate reports instantly with specific queries. The existing system was changed and 

replaced by the new system keeping in to consideration the three basic requirements : 

I) The system should support decision. 

2) The system should support changes in business rule. 

3) TIle system should ensure consistent information. 

InIemship Report, prepared by Shams Arifin 
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1lII:II:iC8lch study basically covered the Corporate Finance Department, where this 

echip was conducted. In the Finance department, the work area was the calculation of 

• periodic payments, whi�h is mainly done by a non-managerial staff, supervised by a 

_�£fI!j!eI'_ The author also had to work with the IT department, as this automated 

,-.erized database was handed over to them for future modifications. More over the 

n • had to submit a copy of the User Guide, and the developers guide to the IT 

"Dis report is based mainly on the interviews by the author to the concerned key people 

"�1- non-managers and managers of the Corporate Finance department. The existing 

811i11dines, documents and other supporting papers relevant to this project were also 

cansuhed and examined. The author worked as a part of the present system and found out 

lilt present Flow chart by participating in each and every step of it. In this process, the 

piUbIems and complications of the present system of bill processing were identified. First, 

• possible options to formulate a simplified system of calculation of the periodic 

payments, to serve the objective of this project were identified. This was done by 

amlyzing the system, taking suggestions from staffs, managers and concerned clerks, and 

1ISing the author's own judgement. Finally, all the options were evaluated and the best 

among those were recommend . 

.... 4.1 Data Collection Method 

The data for this study consisted of both primary and secondary sources. A small portion 

of the needed information was collected from secondary sources, such as, the existing 

lnIemship Report, prepared by Shams Arifin 2 
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.. _� books� bill payment system etc. The emphasis was given to the primary data. 

-n.c.e primary information were collected by interviewing the concerned managers and 

-...pioyees of the IT and Corporate Finance department. Two managers in the Corporate 

fi c:e department were interviewed in long and separate sessions. Moreover, many 

,-.:r information were gathered while working as a part of the processing of the Periodic 

"iiruts system from the non managerial staff, who is directly responsible for preparing 

• A .2 Data Sources . 

.. - ry sources 

.... ofthe data was collected from the primary sources. Interviews with the concerned 

-8IlGc�'rss and employees were the main sources of primary data for the author. 

S "'ry sources 

-..esecondary information were collected from the following sources: 

• Guidelines for conducting different activities of the company ( e.g. expenses and 

payments guideline) 

• Rqister books for current payments 

• Report prepared by the staffs in association of the periodic payments 

n.ese secondary sources were used mainly for the project part of the report. Other 

IeICODdary sources were used, that were used for the organization part of this repot. They 

• Reports and other Annual Report. 

- 2 JiShp Report, prepared by Shams Arifin 3 
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there were ample sources of information and all the managers at BATB are 

."IIeI� friendly and resourceful, but still there were some limitations, which to some 

__ Q!1JSP4 problem to prepare this report. The limitations are as follows: 

• I.-:k of secondary information : This was the main hindrance at the time of the 

SlIMly. The annual report and the journals were only secondary sources of information, 

.tUch weren't adequate to provide the reader a vivid idea on the BATH 

liImtation of time: Time was a major constraint for completion of the automated 

system and the report paper. Due to lack of time many aspects of the database system 

mold not be incorporated though stated in the system analysis and design. 

• Umitations of scope: Every organization may have confidential policy measures 

Which are not disclosed to others. For this reason, employees of the company did not 

reveal the confidential information. As a result, many important points could not be 

incorporated in the report. 

Intemship Report, prepared by Shams Arifin 4 
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2 A SHORT BRIEFING OF BATH 

2.1 An overview of the company 

British American Tobacco Bangladesh (BA TB) is a pioneer and leading multinational 

cigarette manufacturer. The company sells its leading branch in over 50 countries 

coyering 180 markets, has more than 250 brands worldwide, employees more than 

100,000 and produces some 3 billion sticks of cigarettes a day. Its parent company is 

British American Tobacco, London, which is the world's most reputed international 

tobacco company. BATB has incorporated in 1972 under the Company Act 1913:7. 

BA TB is one of the largest companies in the country with a long established reputation 

i>r consistently providing its consumers with high quality brands. BATB is listed in 

Dhaka and Chittagong stock exchanges. The company markets major international 

cigarette brands like Benson & Hedges, State Express and John Player Gold Leaf, which 

.-e complemented, by local brands such as Star and Scissors. 

Tbe company has its Head Office and the cigarette factory in Dhaka, a Green Leaf 

Threshing Plant in Kushtia and a number of Leafs and sales Offices throughout the 

country. 

British American Tobacco Bangladesh was previously known as Bangladesh Tobacco 

Company (BTC). On March 22, 1998 the company changes its identify and establishes 

commitment to the highest international standards. BATB is operating its business 

through 5 regions worldwide : 

North and Central America, South America, Europe and Asia Pacific and AMESCA. 

AMESCA stands for Africa, Middle East, Sub-continent and Central Asia. 

bemship RePort, prepared by Shams Arifin 5 
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.American Tobacco Bangladesh is in AMESCA region. It was established in 1972 

_ BTC ) and has always been a part of British American Tobacco. Currently it 

.... IeW� almost 54 of cigarette market nationally. Today British American Tobacco 

..... 1}" reputed not because it makes and sells some of the best known cigarette brands, 

.1_:aI!;e it looks beyond its own business interest. 

awupany's main business is tobacco, which involves growing, procession, 

_ .. lIC1turJing and marketing of tobacco leaf, cigarettes and pipe tobacco. The company 

exports processed tobacco leaf in the international market, mainly in the European 

_.ns with its effort to create an international market of its products. 

U lIBtorical Background ofBATB 

u.ring the twenties a company called Imperial Tobacco began its operations in the sub-

f _i.ent. The company ruled "Imperially" in the Tobacco industry for 25 years or so. 

Ala'the sub-continent broke off into India and Pakistan the company too broke off into 

NO different identities; Indian Tobacco Company and Pakistan Tobacco Company . 

.. the beginning Imperial Tobacco Company (ITC) launched a branch office at 

Moulivibazar, Dhaka in 1926. After the partition in 1947, cigarette were coming freely 

.-om Calcutta, but introduction of customs barriers in 1948 between India and Pakistan 

iaterrupted the �mooth flow of cigarettes from Calcutta to East Pakistan. In March 1949, 

Pakistan Tobacco Company (PTC) came into existence with the assets and liabilities of 

ITC limited held in Pakistan. From this time onwards, requirements for cigarettes for East 

Pakistan markets were met from products manufactured in Karachi. In 1954, PTC 

established it's fIrst cigarette factory although high-grade cigarettes still came from East 

Pakistan. The Dhaka factory ofPTC went into production in 1965. After the war between 

Internship Report, prepared by Shams Arifin 6 
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lndia and Pakistan in 1965, the import of tender leaf from India for the production of Biri 

was stopped. This gave a big boost to cigarette business. It was at this time the East 

Pakistani entrepreneurs set up 16 cigarette factories in this region. 

A part of the Pakistan Tobacco Company broke off with the Independence of 

Bangladesh during the 70's; this new company that came into being was called the 

l1angladesh Tobacco Company. The Bangladesh Tobacco Company began its operations 

on the 2nd of February 1972. Since then its products have dominated the cigarette 

industry. BTC was incorporated under the company Act of 1913 with the assets and 

liabilities of PTC. Then the government allowed BTC to retain 66% of the shares of the 

company and 32% of the shares that belonged to PTC was taken by the Government of 

Bangladesh. The remaining 20/0 shares remained with the Bangladeshi shareholder, which 

was previously acquired by them. 

British American Tobacco" On The Move" 

March 1949 -------- Formation of the Pakistan Tobacco Company (PTC) 

1954 ----.. ------------ PTe opened its fust factory in Fouzdarhat Chittagong. 

1962----------------- Opened a branch in Moulavibazar, Dhaka. 

1965---.. • ..... _-.. _ ........ _- Building of a factory in Mohakhali Dhaka 

February 1972----- Incorporation of Bangladesh Tobacco Company with a paid up 

capital of TK 400 million. 

March 22, 1998---- Changed its identify from Bangladesh Tobacco Company (BTC) 

to British American Tobacco Bangladesh Company Ltd. (BATB). 

Internship Report, prepared by Shams Arifin 7 
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l.l Relation between BAT & BATB : 

B A '" G eliDe � ,I 

The parent company ofBATB is called BAT CO or British American Tobacco. They are 

the major shareholders ofBATB. The operations ofBATB are regulated according to 

BAT Co regulations and BAT Co looks after the management aspects ofBATB. BATB 

management is trained by BAT Co and many occasions BAT Co sends over their own 

management to work in BATB. BAT industries is widely known as BAT Co has two 

major divisions : 

1. Tobacco Division 

2. Financial Division. 

With the help of the following organogram we can easily see the relationship between 

BATCo and BATB very clearly. 

Figure: 1 

BAT Co 

I I 
Tobacco Division Financial Division 

AMESCA 

BATH 

Internship Report, prepared by Shams Arifin 8 
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The Tobacco Division is actually known as BAT Holding, which operates in more than 

78 countries. BATB actually maintains a relationship with BAT Co through AMESCA. It 

is actually a region of BAT Co to which BATB reports. AMESCA is made up of: 

A= Africa, ME = Middle East, S = Subcontinent, CA = Central Asia. 

2.4 Tobacco Cultivation in Kushtia 

To bacco cultivation in Kushtia Leaf area was fITst introduced in 1967 with an area of 10 

acres. It was expected to expand to 650 acres by 1971. Flue - cured and air cured tobacco 

were cultivated in Kushtia and the Leaf department achieved self-sufficiency in cigarette 

10 bac co by 1975. Tobacco cultivation through registered growers and procurement of the 

:product tobacco is done through four leaf depots in Kushtia. Those depots are Meherpur, 

Jhenaidah, Chechua and Allardarga Leaf Depot. Kushtia Leaf factory stands on 4.31 acres 

of land and is located at about three Kilometers away from the main town. The Green 

Leaf Threshing (GLT) plant could complete the entire leaf purchase in 1995. A team of 

management including the Plant engineer, processing manager, shift manager, quality 

control manager, leaf accountant and the leaf personal manager is managing the GL T 

plan. The plant manager is the team leader ofGLT management team. Kushtia GLT has 

own British American Tobacco's environment, health and safety Merit award for the 1994 

and 1996 for achieving consecutive two years of operation with zero accident. Besides, 

the contribution of the department in a forestation program in Bangladesh has earned 

recognition in the country through winning of the Prime Minister's Trophy in 1993. 

Internship Report, prepared by Shams Arifin 9 
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There are six functional departments to carry out their management and operational 

functions. The below chart exhibits the BATB's structure: 

Figure: 2 

Chairman 

Managing Director 

Director 

�keting I Production 
Oent. 

Finance 
Dmt. 

Personnel 
Oent. 

Corporate 
r>ent. 

Leaf Dept. 
,t. 

BATB is a public limited company. Management Director is the operational head and 

appointed by the British American Tobacco. Head of every department carries out their 

functions with the help of line managers. Different departments have different structured 

According to their function and responsibility. 

2.6 Ownership status the company 

British American Tobacco Bangladesh is a leading multinational tobacco company, 

which encompasses 67% of the shares of the British American Tobacco, London. 32% 

Internship Report, prepared by Shams Arifin 10 
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of it's a shares were held by the Government. Subsequently the Government has 

gradually sold its holdings to different organizations of the country the Government has 

authorized 40,000,000 ordinary shares of TK 10 each which have been issued, subscribed 

and paid up. The composition of shareholders on December 31,1994 were: 

Releigh Investment co. Ltd. UK 65.91 %, invested Corporation of Bangladesh 27.770/0, 

Sadharan Bima Corporation 2.890/0, Bangladesh Shilpa Rin Shangshta 1.10%, 

Government of Bangladesh 96%, Sena kalyan Sangshta 0.530/0, others 0.84%. 

2.7 Employee and Trade Union of BATB 

The employees of the BATB are dynamic, self-motivated and energetic to perform any 

Assigned job, because they are selected on the basis of excellent academic qualification 

and experience. The company employs 1,244 permanent employees and a varying 

number of seasonal and temporary workers as required. Each permanent employee 

receives remuneration in excess of TK 36,000 per annum. Remuneration depends on the 

nature and conditions of work. The workers are labeled in the following categories. 

• Permanent 

• Probationer 

• Temporary ( seasonal) 

• Bodily 

• Casual 

Trade unions are established in the following company working locations : 

• Head office 

• Dhaka factory 

Internship Report, prepared by Shams Arifin 11 
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• Chittagong factory 

.. Rangpur leaf factory 

• Kushtia leaf factory 

There is a positive relationship between the company and the trade union based on 

Mutual trust and respect. All the employees of the company belong to the trade union. 

When a worker becomes a member of the union, according to his request a certain 

amount of his wage is deducted as the union subscription fees on a check off system. 

Trade union election is held after every two years and governed by their respective 

constitutions. The terms and conditions of services of the employee are negotiated and 

determined through a process of collective bargaining between the company and the 

union. 

ntemship Re{xJrt, prepared by Shams Arifin 12 
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3 ORGANIZATION FUNCTIONS AT A GLANCE 

3.1 Physical infrastructure ortbe company 

The infrastructure of the company has a broader field where the company plays its 

important role. BATB has five Regional Trade Marketing Offices (RTMOs ), ten 

Regional sales depots, one factory, one Green Leaf Threshing Plant, seven Leaf depots 

and two Head offices as Corporate Head Office and Production Head Office. The 

company Head office and cigarette factory are located in Dhaka. A Green Leaf Threshing 

( GL T ) Plant has been set up in Kushtia and it has started operation from April 1995. 

The company's product is manufactured in the factory at Mohakhali , Dhaka. Dhaka 

Factory is headed by the plant manager who reports to the Production Director at the 

Head Office. The company procures tobacco leaf maintaining the international standard 

and it imports processed tobacco leaf for its international brands. It procures green 

tobacco from the registered farmers of the leaf area mainly for its local brands. 

The company's authorized leaf area is located in Kushtia, Chittagong and Manikgonj. But 

bulk of tobacco leafs comes from Kushtia region. The Chittagong area is under 

development process and it now covers Rangunia and Lama. The company operates 

seven leaf depots in the leaf area. Four of them are located in Kushtia region, two of them 

Are located in CDA and other one is at Manikgonj. The company provides all sort of 

support to the registered growers through its depot personne1. This include technical 

know how, agricultural inputs and fmancial assistance. 

,ntemship Report, prepared by Shams Arifin 13 
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The company performs its sales and distribution operation all over the country through its 

live regional sales offices. They are located in Dhaka, Chittagong, Khulna, Rajshahi and 

5hylhet. Each of the regions is again divided into operational area, which in tum is 

:livided into territories. To perfoon its sales and distribution smoothly, the company 

Jperates lO(ten) sales depots in different locations of the country and it has 82 ( eighty 

:wo ) authorized distributors. 

3.2 Functional areas 

BATB has been operating its business under the following major functional areas: 

• Production 

• Marketing 

• Finance 

• Personnel 

• Corporate affair 

• Leaf 

The following departments are independent and governed by respective directors and 

managers. 

3.3 Production department 

The production director looks after the production department and take necessary steps to 

smooth out the production process. The entire production process is performed at the 

Dhaka factory. The Motto of Production Department is to ensure the high quality and 

productivity in sustaining the long-term profitability steadily for the last few years. The 

Intemship Report, prepared by Shams Arifin 14 
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;n-oduction department has been very successful in meeting the challenges and the 

�ompany now produces a wide range of filter cigarettes to meet the market demands. All 

The local brands are now available with filter tips along with its international brands. 

3. 3. 1 Production process 

The Primary Manufacturing Department (PMD) processes the tobacco leaves into rags. 

Rag for each brand is prepared in different shifts according to the predetermined 

production schedule. The departments operate on two shifts. Finally the rags are 

transferred to the Secondary Manufacturing Department ( SMD) in cartoons made of 

wood. SMD transform the rags into cigarettes attaching filter rod, primary packaging, 

5econdary packaging and shipment packaging. Shipment packs are transported to the 

bonded godown and excise duty is paid as the cigarettes leave the godown. 

(Tobacco being processed at Kushtia) 

fnternship Report, prepared by Shams Arifin 15 
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.3.3.2 Existing production facilities 

Capacity output 

The country's biggest cigarette manufacturing plant is powered by BATB with a capacity 

of 80 million (rounded) sticks of cigarettes per day in three shifts. 

Actual output 

Presently the factory is producing 60 million sticks per day hence they need 70,000 kg of 

lD bacco leaf 

Reasons for the difference 

The market is the main reason for the difference between actual and capacity output. 

Wastage is approximately 4% - 5% of the tobacco leaf used that occurs in three form 

lla!D.ely - rejection, yield loss and accountable loss. 

Raw material used 

The following table summarizes the raw materials used for producing cigarettes. The 

procurement sources are shown in the same table. 

Table :1 

Raw materials Source 

Bulk tobacco Locally produced in leaf areas 

Blending tobacco Imported 

Cigarette paper Imported 

Filter material Imported 

Packing material Local 

rnternship Report, prepared by Shams Arifin 16 
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3.3.3 Production personnel activities 

Plant personnel manager 

Plant personnel manager deals with the factory personnel department and he is the head 

of this department. Assistant Plant personnel manager and plant personnel officer help 

:him to deal with the personnel affairs and trade union. 

Safety manager 

Safety manager has been assigned the responsibility to ensure the overall safety of the 

factory. He is responsible for monitoring and maintaining the safety standards in the 

factory. Management is the factory is very much concerned about safety of the workers 

at the production premises. 

Quality assurance manager 

Quality assurance manager is responsible for enduring the quality of the products. The 

quality of the products has been given the prime importance by the management. 

·'Quality First" is the slogan of the company and all products under go rigorous quality 

testing. 

3.4 . IT structure of BAT 

Three local area network (LAN s ) have been set up in the Head Office to channel with 

The Dhaka factory and Kushtia leaf factory. Three LANs are connected via a Wide area 

Network(W AN) . BAT has a private e-mail network through which management 

personnel can deal with each other even with the foreign suppliers. 

fntemship Report, prepared by Shams Arifin 17 
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:Jenson & Hedges, State Express 555 ,555 Subaru World Rally Team, State Express 

555 Lights, John Player Gold Leaf Lights, John Player Gold Leaf , Star Filter, Scissors 

:;iher and Capstan Filter etc. are the different brands ofBATB. 

!l.5 Leaf department 

I\t the time of the liberation war in 1971, only 600 acres of land were used for the 

::>roduction of 'Cigarette type' of tobacco. Major portion of the total local requirements of 

:igarettes were imported from West Pakistan. Immediately after the independence, owing 

:0 the shortage of foreign exchange, import had to be reduced. There was an urgent need 

:Or increasing local production of tobacco. The sustaining efforts of the company and the 

:tesponses of the fanners were so effective that the country became self-sufficient in 

�igarette tobacco by 1975. In recognition to that outstanding performance, the company 

rNas awarded the president's Medal in 1976. In 1996, the company purchased about 5,500 

:ons of tobacco leaf from its registered farmers. 

The leaf department carries out the fo Howing important function : 

:J Provides technical know how, fmancial assistance and agricultural inputs to the 

registered farmers. 

J Purchases tobacco leaf from the growers. 

:l Process tobacco leaf ready for insertion in the production department. 

:l Provides storage and transportation facilities and carrying tobacco to and from the 

factory. 
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;:J Strengthen social relationship through different community development projects in 

the leaf areas, like encouraging and helping to build a vegetable garden at the 

premises of the growers. 

:::J Exports tobacco lear 

(A farmer working in the leaf field) 

3.5.1 Structure of the leaf department 

Leaf director is the chief executive of this department. Following managers work under 

this authority of Lead Director in the department. 

Project Manager Agriculture 

Leaf Administrative Manager 
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Leaf Area Manager, Kushtia 

Leaf Area Manager, Rangpur 

Leaf Blender 

Export Development Manager 

3.6 Personnel department 

Personnel Director is the head of the department. The personnel planning & Development 

manager, Personnel services manager and employee relations Managers works under him. 

BAT believes in the strength of human resource and uses the modem concept of human 

resource utilization. Every job description is carefully designed and modified under 

dynamic environment. The company believes in the concept of best fit and trains and 

develops company personnel as the key assets to the company. 

The personnel departments thus concentrates all its activities for the development of 

buman resource for the benefit of the company. The department also believes in 

maintaining harmonious relationship between the management and workers all the times. 

The department ensure that managerial development contributes to organizational 

development. The department various activities cover setting criteria for the selection 

procedures, interview techniques, training standards etc. According to the BAT policy 

guideline, the department maintains the personnel through formulation policies on wages, 

fringe benefits, annual leave, training calendar, provident fund etc. It also negotiates with 

the trade union for Long Term Agreement(L T A) between management and workers. BAT 

puts great importance to training and development of managers and employees. The 

company has technical training center at the Dhaka factory, which organizes different 

training programs to improve the skill of the workers. The company also conducts in 
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_ouse training for its management people around the year. As a subsidiary of BAT, 

!ATB sends its managers for training to BAT group companies. 

i.7 Corporate atTairs department 

�e corporate affairs department of the company is dedicated for maintaining a good 

mage of the company to the society by keeping customers, media, government, suppliers, 

�tc. contended. The company believes that as a corporate citizen, it has a conscious duty 

()wards the societies well being. The company promotes and sponsors various 

�ommunity development programs to increase its image in the society. 

['he department maintains good and continuous liaison with the media, government and 

Jther pressure groups in order to protect its business image from any unwanted situation 

n the context of prevalent anti smoking campaign, nationally and internationally. 

�s a conscientious corporate citizen, BATB has been actively invo lved in the promotion 

:)f national art, culture and sports. Sponsors of BAT are well known. In the sports field 

The company sponsored quite a few national and international events. In addition, the 

Company also gave fmancial and material assistance to Diabetic Association of 

Bangladesh , Shandhani, Red Crescent and Center for the Rehabilitation of the Paralyzed, 

Jahangirnagar Teachers Club and Bangladesh Botanical Society. 

A.cademic institutions, literary associations , cultural groups, charitable institutions and 

:!ommunity development projects continued to receive support from BAT. To ensure that 

�he country's wood fuel reserves are not depleted as a result of curing tobacco leafby 

f"rrewood, BAT launched its forestation program, which is still continuing in preservation 

md development of the environment and natural resource of the country. As part of the 
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�ommunity development programs, BAT distributes seeds and seedlings of vegetables to 

:he interested farmers free of cost every year. 

The Corporate Affairs Department is lead by the Corporate Affairs Managers who is 

:lssisted by the Communication manager. 

3.8 Finance department 

The department is headed by the Finance Director who is assisted by the company 

Secretary. Finance Accountant, Management Accountant, Audit Manager and 

�anagement Services Department Manager. The Finance Department comprises of three 

jepartments. They are accounting department, management services department and legal 

:iepartments. The legal department is headed by the company Secretary who looks after 

�he legal sides of the company such as TradeMark Protection, Infringement of Company 

Rights, Distributor agreement and trust fund etc. It also looks after the share market 

:ictivities of BAT shares. The accounting department monitors and controls all the 

accounting and financing activities of the company. Three senior managers, Finance 

Accolmt, Management Account and Audit Manager supervises overall financial activities 

[n the Company Management Services Department is responsible for the IT 

implementation of BAT following BAT Co. directives. Audit Manager manages all the 

internal and external auditing of the company. 

The departments carry out the following functions : 

:J Finance company assets, personnel and operational facilities of the cigarette factory, 

Leaf factory and head office. 

:J Prepare and verity consolidated financial statement of all units of the company. 
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] Monitor and control all fmancial activities of the company. 

J Process management information. 

J Structure capital policy. 

J Carry our auditing by internal and external auditors. 

5.9 Marketing department 

fhe Marketing Director heads the Marketing Department. Marketing operation of 

3ATB is carried under two heads, Brand Marketing and Trade Marketing and 

Jistribution (TM & D) that is the rename of the former Sales Department . Trade 

�arketing & Distribution Affairs are managed by the national Sales Manager and the 

Brand Marketing is managed by the Group Brand Manager. Marketing Research assists 

Brand Marketing. Both National Sales Manager and Group Brand Manager are assisted 

�y Group Personnel. 

3.9. 1 Organization structure of marketing department of BATB 

Figure :3  
Marketin2 Director 

al sales manager Brand group manager Marketing intelligence 

Trade marketing & 
Development manager 

--f Supply chain manager 

I 

I I 

Brand manager 

Brand manager 

Merchandise & pro motion 
Officer 

Logistic officer Brand officer 
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rhe Brand Managers and Brand Officers are responsible for the allocated brand (s). They 

'\Ie responsible for all type of brand management activities. Group Brand Manager is also 

)upported by a Merchandise & promotion manager whose prinlary duty is to help brand 

nanagers in their performance of the advertisement development functions. 

Vlarket intelligence includes the market research teams. The team keeps constant eye on 

he market situation. Through continuous research, market research team generates useful 

narket information for the brand managers. 

[be distribution activities are managed by the supply Chain Manager who is assisted by 

he logistics officer. 

i.9.2 Channel of distribution 

"'igure : 4 

Factory 

Sales depots 

Distributors 

Cash & carry 
Retailers 

Consumer 

Durce : British American Tobacco, Bangladesh. 
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Two distribution channels are named as : 

r rade channel : 
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Figure 5 

Supply channel : 

Distributors � Cash & Carry .... Retailers � Consumers .. 

Figure 6 

Trade development & training manager acts as the interface between TM & D and 

Brand Marketing Group and responsible for trade development activities and all types of 

Training. 

The marketing department and The Production Department activities are highly related. 

According to the need of the marketing department , production department carries out 

the cigarette IIlilIlufacturing . The marketing department forecasts the sales volume of the 

:lifferent brand cigarettes for the coming business year and based on this, prepare a 

marketing plan known as the sales operation plan (SOP). According to the plan , 

marketing departments communicate the brand wise sales target for each month to the 

production department . Based on the SOP, production department sets its production 
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schedule. The inventories of cigarettes are also evaluated at this stage to fmd out the 

actual output to be produced. 

Regional go-down 

There are five regional go-downs through out the country to fill up every regional demand 

iust at the time of need, and to overcome various uncertainties related to physical 

:iistribution of products , every regional go-down is directly controlled by separate 

regional manager to face the regional physical distribution challenge. 

Carrying contractor 

They are the party engaged in the physical movement of cigarettes from head office go-

jown. Normally they are the truck owners who take all the risk and responsibilities of 

;>hysical movements of goods between two warehouse. 

Distributors warehouse 

-\11 distributors have their own warehouse, where cigarette can be kept safely while not 

jegrading its product quality. Distributors buy the cigarette from BATB and from that 

?Oint ownership and all responsibilities of the products go under the distributors. 

lntemal carrying agent 

fhey are carrying agent but carry small volume of products. Normally they are local 

rruck owners. They carry products from regional go-downs to distributor warehouse . 

rhey also take all the responsibility and risk engaged in physical movement of products. 

=>pening stock at distributors office 
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� from the warehouse, every distributors also maintains another stock at their office. 

fhis stock is for maintaining any change in market demand instantly. Dealers sometimes 

;ell cigarette through their countries to face special situation. 

()elivery van 

1\11 the delivery vans are owned by the dealers to assure the supply of cigarette on the 

:loor of wholesalers, cash & carries and retailers just according to their demand. There are 

wo types of delivery van. 

:asb & Carry 

rhey are businessmen who sell cigarettes directly to consumer and at the same time they 

.ell cigarette to the retailers. 

�etailers 

letailers are at the end of the physical distribution system of cigarette selling products 

Hrectly to the consumer. 

·.9.3 Regional trade marketing office (RTMO) Dhaka 

De British American tobacco Bangladesh has a well defined mission for the marketing 

nd distribution of products, which is to reach the target consumer in the most efficient 

lanner by becoming the benchmark supplier to the trade within the strategic channel in 

very market where the company operates. A well - organized trade marketing team is 

lorking continuously to make this mission successful, Furthermore the whole country 

las been divided into six regions to perform the marketing activities efficiently. 

1oreover 
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:he regions are further splited into eleven areas. Right now there are six regional 

nanagers, twelve area managers and thirty seven territory officers working under the 

lead of trade marketing. At present, there are eighty-two distributors involved with 

3A TB are responsible to make the products of the company available through out the 

;OWltry. 

£be British American to baeeo Bangladesh consider the distributors as their customers. 

[hey have identified the distinction between the customers and consumers in a proper 

"lay. Consumers are those who buy cigarette for smoking. The company sells their 

rroduct to the distributors; in turn the distributors sell to the retailers and cash & carry as 

IVell. Cash & carry are nothing but wholesalers. Cash & carry are needed because at times 

be retailers may not have adequate funds to buy the required quantity. However, the 

-ompany is trying to discourage the use of these wholesalers to control the price of their 

-roduct in the market. Generally, the trade marketing and distribution team performs 

bree main activities, which are trade coverage, cycle implementation and training & 

-evelopment. 

""ntde coverage 

l.ccumulating primary data from the market is a function of trade coverage. There is a 

�am working to identify retailers who contribute eighty percent (80%) of their total sales 

()lume. The Territory Offices(TO) are responsible for making a route plan for which they ' 

an identify which outlets to visit and in what frequency on the basis of those classes. 

De territory officers have to visit at least twelve outlets a day and collect raw data from 

:Ie retailers on the call card in the Laptop computer. A set of questions regarding the 

mOllS aspects of the outlets make up the call card. There is a database at the RTMO 
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which is updated regularly by using those calls. This databases as a powerful tool to 

identify and classify different outlets in terms of volume sales, outlet characteristics and 

consumer profile. 

Cycle implementation 

The marketing people of BAT have divided the whole year into thirteen cycle and each 

cycle focuses on a particular brand. Furthermore, the brand marketing group along with 

Trade marketing people develop promotional campaign plans for each brand. They also 

select the brand for the cycle and develop cycle instructions, and send it to the RTMOs. 

After that the trade marketing team develops some objective and implement those within 

their territory which helps to follow the proposed cycle instructions. The regional 

manager and the area manager then brief the TOs about the cycle objectives in tum the 

TOs brief the distributor and ultimately work with the retailers. In this regard the contract 

merchandisers generally perform well to accomplish the TOs job, at the end of each 

cycle, the TOs prepare a cycle evaluation report. 

Training and development 

To train the working people is one of the most important jobs of any TO. They generally 

Train the people working for the distributors, for example distribution representative and 

also the contract merchandisers within his territory. They also train the retailers about 

bow to approach customers, if necessary. 

Retail outlet classification 

The British American tobacco Bangladesh has classified all the retail outlets into three 

categories, these are- Convenience, Grocery and HoReCa. 
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. All shops where consumers generally go without any purchasing intention fall in this 

c:aegory. The consumers like to buy product in impulse from these sorts of outlets. These 

Outlets generally maintain a limited product range and do not offer flexibility in prices . 

• "IIIese are the outlets where consumer visit on a regular basis and with a purchasing 

• 1 arion. They generally make a list of item before they will visit these sorts of outlets. 

Tkse outlets typically offer variety in terms of product range and also flexibility in price. 

like hotels, restaurant and cafes are considered in this category. The prime 

_1r.II(��Iid"lc� of a HoReCa is that the shops must have a seating arrangement. It is 

_IIDE� that consumers visit those shops with the intention to spend some time. These 

range from small roadside cafes with seating arrangement to luxurious restaurants 

__ & Hedges 

brand is the most profitable of the BAT products and launched in early 1 997 in order 

Pl: consumers the choice to purchase a fresh, duty paid alternative to the widely 

lIiIabJ� smuggled version. The demand of this product is largely high all over the 

It is notable that BAT imports this brands in Bangladesh from the company's other 
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located in foreign countries. Very recently BATB set up plants to produce it in 

� _�lUU-"_�.L.L. The author observed the test production of the first B&H cigarette in 

a.ogladesh. The test copies of B&H cigarette, produced in Bangladesh have been sent to 

BAT head office. BATB will start producing B&H in a large scale after the Head office 

IIIIJI'Oves the quality standard of the B&H cigarettes produced in Bangladesh. 

(Some of the major brands ofBA TB) 
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555 centenary celebrations took off in the spirit of 1 00 years of smoothness above all 

on 05-05- 1 995. Bangladesh, like many other countries , celebrated the introduction 

new centenary pack with birthday parties special promotional events, and 

_waled advertising & promotion activities. 

express 555 lights 

express 555 lights is the ftrst light cigarette to be launched in Bangladesh. The SE 

Lights is a new member of SE 555 family. It is a new variant of the exiting SE 555 .  

was first introduced in 1 995 in  Dhaka and Chittagong. The objective w as  to give the 

_*ers more options within the same brand family and to keep pace with the modem 

of smoking light cigarettes throughout the world. 

player gold leaf lights 

keep pace with the global trend of lights and to support British American Tobacco 

_lIIgJlaOc�sh's corporate objective of establishing leadership in light segment in 

"lgIadesh. , The management of BAT launched JPGL lights last year in some selected 

___ � in Sylhet as a part of test marketing. JPGL association with the worldwide F- l 

_�·l\n.(1t racing was also successfully exploited in 1997 through a consumer 

..,1IIlC.tional event under the banner of JPGL. Carnival, which took place in five key 

player gold leaf 

was an important year for john player gold leaf as the brand was re-Iaunched in the 
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new international puck. Given the importance of  the brand for the company and the risk 

associated with such change, the management of change process included four phases to 

properly condition the consumer and the trade to the new pack. Specific materials were 

use ahead of the re-launched to announce the change to the consumers and to the trade. 

Star filter 

A new image for a promising future 1 995 was an excellent year for Start Filter as the 

Brand demonstrated an outstanding volume and growth of share. This perfonnance was 

The result of a major blend improvement, supported through an appropriate commu-

oication campaign, as well as the launch of a new advertising campaign with the theme 

of" The Flavor of Tradition and modernity " .  

Scissors filter 

Scissors filter has been helping BAT to regain segment leadership in the medium price 

Segment till 1995, as the brand has experienced dramatic increase in volume and market 

share. The brand distribution was gradually extended to different parts of the country 

WIth the help of focused brand support, emphasizing on POS materials, and consumer 

promotions. 
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Different brands of BAT and its competitor volume of market share on the basis of price 

segment are shown in the following table. 

Table No.2 
Shares c�'h 

Price segment BAT Competitors Competitors BA segment 
brand(Dhaka, And Transit Share 
Alpha and segment 
Transit & share 
others) 

Premium Benson & Marlboro, 52% 48% 
TK. 3.00+ Hedges,555 Rothmans 
Medium Gold leaf London, 1 60/0 84% 
TK.2.00+ The President 
Low Star, Capstan, Navy, Legend, 46% 54% 
TK. l .00+ Scissors Senof, duke, 

Don, London, 
Top 1 0, Super 
Star 

Very low None Star, Red & 1 00% 00/0 
TK.0.25+ White, 

Diamond 
Sunna, K-2, 
Cannon, Prince, 
Boss, Express, 
Wilson, Five 
Five, Nasir 
Gold, Gold leaf, 
Gold Star 

BIRI None Akiz, Abul 1 00% 0% 

Internship Report, prepared by Shams Arifin 34 



Automating the Periodic Payments' of BA TB 

(Pictures of the major cigarette companies and their brands) 

Besides BA TB, a number of other companies are engaged in manufacturing and 

marketing cigarettes .  The major ones are as follows-

• Dhaka Tobacco COlnpany 

• Alpha Tobacco Company 

• Nasir Tobacco Company 

• Sonali Tobacco Company 

• Abul Khair Tobacco Company. 

Moreover, there are also some foreign brands, which are either smuggled or iInported 

illegal ly . These have been termed in board tenns as transit brands. The most imported 

brands in this category are Dunhill, Benson & Hedges, Marlboro, London etc . It is 

notable that recently Marlboro has started operating seriously in Bangladesh. 
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The market share of BA TB is around 5 1  % in the Dhaka Metro . The share of all other 

Companies in Dhaka Metro is shown in the following table and p ie chart. 

Table No . 3  

Name o f  the company Percentage of the share 
BATB 5 1 0/0 
Dhaka To bacco 1 1 % 
Al ha Tobacco 30/0 
Sonali  2% 
Transit 1 30/0 
Others 20% 
Total I 000/0 

Source : BATB : Monthly Audit Report : October 1 999 

Market share of BATB in Dhaka 

51 % 

Figure No : 7 
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In  the whole country, the share of BATB is 4 1 % , followed by Dhaka Tobacco, which has 

a tnarket share of 220/0. The market share of BATB on a national basis is shown in the 

following chart. 

Table No 4 

I Name of the company 

BATB 

Dhaka Tobacco 

Alpha Tobacco 

Sonali 

Transit 

Others 

Total 

Percentage of the share 

4 1 0/0 

8 %  

3 %  

6% 

20% 

1 00% 

Source : BATB : Monthly Audit Report : October 1 999 .  

Market s hare of BATB in Bangladesh 

D BATB 
Dhaka Tobacco 

o Al pha Tobacco 

Transit 
o Others 

Figure No : 8 
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The above chart shows that BATB is ho lding the major portion of the market share in the 

whole country amounting to 4 1  % and the nearest one is Dhaka Tobacco with the market 

Share of 22 followed by alpha tobacco with 8% market share. 

Though BATB is ho lding the Inajor cigarette market in the Dhaka city as well as whole 

country, there are also other companies that are operating in the market . 

The main brands of the competitors are as follows. 

Table No : 5 

Name 0 f the company Name of the brands 

Dhaka tobacco Five star, Legend, Navy 

Alpha tobacco Senor Gold 

Azizuddin Industries Wilso Classic 

Sonali Five Five 

Abul khair Tobacco Sun-moon 

Nasir Tobacco Nasir Go ld, Top- 1 0  

Altho ugh none o f  these companies have become a major threat to BATB, except perhaps 

Dhaka Tobacco , yet the presence of these companies signals that other companies can 

also join this market. 

But the introduction of the operation of an international tobacco company l ike Marlboro 

In Bangladesh is really a big threat for BA TB . This is an external threat over which 

BA TB has no contro l. However the conlpany should take steps to increase its market 

share to combat Marlboro. The market leader is Go ld Leaf of BATB ( 1 5 0/0) , followed by 

Star of the same company. Which accounts for 1 1  % of the market share. Then comes 
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Dhaka Tobacco, which Accounts for 70/0 of the Inarket share . The market shares 

. 
brands are shown in the fo llowing table. 

of the brand Percentage of share 
1 50/0 
70/0 
30/0 
30/0 
30/0 
100/0 
1 1 0/0 
5 8% 

e :BATB : Monthly Audit Report :October 1 999. 

Market share of BATB Brands 

Figure No : 9 
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Price segmentation of market 

le No : 7 

Volume share 

� 011um 5 .40/0 

ed ium 1 7 .6% 

\\' 43 . 00/0 

'\,I� Low 340/0 

ce : BATB 's portfolio 2000. 

3 Current portfolio of BATB brands 

Ie No : 8 

=ment International 

Dllum B & H, 5 5 5  

edium JPGL 

\ 

Ie No : 9 

ce(TKI Stick) 

- .0 

-
-
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Value share 

1 7.00/00/0 

3 5 .00/0 

1 3 .00/0 

1 3 .00/0 

Local 

R R l fi H A."UR I C  
TOBACCO 

1I ,\ o,j G  .. " l H S  t 

BAT segment share 

480/0 

840/0 

540/0 

Star, Capstan, Scissors 

Current portfolio 

B & H  

5 5 5  
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: BATB 's portfolio 2000 . 
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- review of BA TB given in the next section was done by analyzing data from different 

c.es. These are : 

• Primary sources : 

• In - depth interview 

• Question survey 

• Secondary sources : 

• Annual reports of BATB . 

• Leaflets and brochures of BATB 

• Articles and journals. 

• Method of data collection 

Tvv'o methods were used in collecting the data. They are : 

(a) In - depth interview 

The personal in - depth interviews were placed with the personnel of BATB . 

(b) Observation 

The major and minor issues in different issues of BA TB were noted through observation 

for three month. 
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SWOT Analysis 

Strengths 

Getting highest competitive advantage in Bangladesh : BA TB process highest 

competitive advantage in manufacturing and marketing their products in Bangladesh. 

BATB is the only one pioneering multinational company in the country and local 

companies are not capable to produce international standards products. Customers 

always expect high product and service quality from producers . BA TB has been 

successful in this context. BA TB enjoy almost monopoly business in the premiulTI 

Brand cigarette market as other local companies have no premium brand to complete 

with BATB's Benson & Hedges and 555  State Express. 

Bangladesh cigarette market shares 

Table No : 1 0  

Segnl en t  Sha I"r 

Price Segment BAT Other companies 

Prelnium (Tk. 3 .00+) 480/0 520/0 

Medium (Tk. 2.00+) 840/0 1 60/0 

Low (Tk . 1 . 00+) 54% 46% 

Very Low 0% 1 000/0 

(Source BA TB ' s Portfolio 2000) 
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2)  Using latest Technology : Techno logy revo lutionizes the product and production 

Process. BAT always uses latest technology smoothing out the production process. 

Process Technology : Process technology is used for tobacco processing and its 

conversion to cigarette. It encompasses extrusion techno logy, aspects of packing 

and painting, cutting and dying technology, applicat ion of instrumentation, control 

system and process automation and separation of tobacco and non- materials etc. 

• Material Technology : The company has been using latest material techno logy to 

the design and develops the cigarette and packing. These area are covers papers 

techno logy, 

• 

• 

combustible smoking materials etc. 

Information Technology : BAT's cOlnputer section is very updated and well oriented 

All  the external and internal information is being controlled through a network. 

MRP IT : BA TB is the only cOlnpany in Bangladesh who uses MRP II 

(Manufacturing Resource Planning ) in their production and operation . This is the 

latest technology and only a few companies in the world have the capability to 

itnplement MRP II . This is a very distinctive competitive advantage of BATB over 

other companies. 

3) High quality management : Ideal managelnent comprises of five essential aspects­

Planning, organizing, controlling, staffmg and leading. All these five e lements are 

effectively present in BATB management. 
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me important feature are listed bellow : 

• Planning : 

• Long term orientation 

• Many people invo lved in preparing and making decision. 

• Decision making takes long time but implementation is fast . 

• Employees share power and responsibi l ity. 

Organizing : 

Staffing 

• Leading: 

• COlnmon organization culture. 

• Organizational changing by changing goals. 

• Rapid advancelnent highly desired and detuanded. 

• Reward for individual achievements. 

• Training and development undertaken . 

• D irective style, strong, fIrm and determined. 

• Leaders are decision makers heading the group. 

• Controlling : 
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• Control by superior 

• Control focus on individual performance. 

o � G . " D _ �  

4) High financial strength : BATB is a very big multinational company, which has a 

huge financial back up. So, the company can devote a large fund to research and 

development, advertisement, quality control and training and in other areas, which its 

COTIlpetitors cannot match. 

5) Absorbing economies of scale in producing BATB products : BAT product has a 

higher delnand in Bangladesh . As the produces in a large scale, it possesses 

economies of scale and hence per unit cost is comparatively lower in Bangladesh. On 

the other hand , production sources- land, labor and materials are also low in 

Bangladesh. 

6) BATB is the largest taxpayer in Bangladesh : BAT is the largest taxpayer in 

Bangladesh. It paid more than Tk. 267. Mill ion in tax in the year 1 998 ( source : 

Annua1 Report 1 998) . As a result of this BATB enjoys a very cordial relationship 

with the Government of Bangladesh . 

7) Highly respected in Bangladesh : BA TB has a very good reputation through out the 

country. All respects the company. He consulner believe that BATB's product is of 

high quality. To most of the consumer it is a status symbol to smoke BATB's 

prenliUlTI brand cigarette (e.g. B&H , 555) . Most of the suppliers and other people 
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also treat BA TB with respect, as they perceive that the lnanagement systelTI, 

employees and products of BATB represent top quality. 

8) Low manufacturing cost : There are many reasons for low manufacturing costs of 

BATB in Bangladesh. First, it can hire labor at a cheaper cost, which is not possible in 

the developed countries. Secondly, the company has been using latest technology in 

production by which it is able to minimize its production cost by producing bulk of 

cigarettes. Thirdly, transportation cost is also comparatively lower in B angladesh. 

9) High manpower quality: BATB hire highly qualified managers and employees. 

Most of the hired persons are best in their field. So, higher productivity of the staff is 

a distinct advantage to BAT in the field of management and production. 

5.2.2 Weaknesses 

1 )  Missing a large number of consumers due to high price : BAT is loosing 

A large number of consumers in Bangladesh due to high price of its products. BAT does 

Not have a product for very low income consumers and " Biri" consumers. Evidence 

Shows that 74 . 50/0 of total volume of market share of smokers( cigarettes and B iri  

combined) belongs to local company where BAT has no access. Hence, w e  may suggest 

That BA TB may capture a large portion of the local smokers market, if it produces a low 

price product for the low - income consumers. 
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Wholesalers and retailers are not getting enough attention : Distributors of the 

company do not give enough attention to the wholesalers. The retailers also 

cOlnplained that BA TB does not provide sufficient merchandising materials to them. 

The concern territory officers do not hold much responsibility in this sector. 

3) High tax : It is both an advantage and a constraint for BATB . BATB has to pay a 

huge tax to the Government. Because , although it has a reputation as a large taxpayer, 

it has to spend a huge amount of it's earning for income tax and VAT. 

4) Problems facing for operating in the Tobacco industry : Because of the health 

Hazard of the products it produces, BA TB faces the barriers as faced by any other 

tobacco conlpanies. Its products are becoming less and less desirable in the society 

day by day as the anti smoking campaign goes on. The rate of supplementary duty on 

cigarette is very high. BATB is barred advertising its products in Bangladesh 

Television. 

5.2.3 Opportunities 

1 )  1) The number of augmenting smokers in Bangladesh is also an opportunity for 

BATB: The number of professional smokers is gradually decreasing in the Western 

countries whereas the same is increasing in Bangladesh. The BATB can have this 

opportunity and can make a consU111er forecast for the future. At present, the cigarette 

market in Bangladesh is growing at a rate of 1 0 percent. It is a very good opportunity 

for BA TB to grow. 
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Augmenting GDP : GDP of Bangladesh is increasing due to economic expansion, 

open market policy, industrialization and educational development. It is a great 

opportunity for BA TB to expand its market and product line . 

Table No. 1 1  

l Year 1994-95 1995-96 1996-97 1997-98 

GDP 4.4 5.3 5.9 5.7 

Source : Statistical year book of 1 998 ) . 

3 )  Increasing number of population :  The number of population is increasing at a high 

rate in Bangladesh. And at the same time the number of smoker are increasing 

(increasing demand disclose it ) . So it is an opportunity for the company. 

4) 80% people smoke Biri : In our country a large section of urban and rural people 

smoke ' Biri' . This means that the market potential of BATB is very high. If the B iri 

consumers can be persuaded to make c igarette instead. ,  the company will have a very 

big market for its products in this country. 

5.2.4 Threats 

1 )  Political instability and violation : Political instability, hartal, public demonstration, 

anti- social activities are the most common phenomenon in Bangladesh. These 

external anti national welfare activities hamper sound business environment. So these 

factors are big threats for the company. 
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Natural disasters : Natural disasters like floods, cyclones, and tornadoes are very 

common in Bangladesh. These natural disasters cause a huge loss of crops, production 

and property, which directly reduces the purchasing power ofthe consumer/ThiS in 

tum reduces demand for c igarette including BA TB products. As BAT cultivates a 

considerable amotult of tobacco in the country to use them as raw materials in 

cigarette production, sometimes natural disaster greatly hampers leaf cultivation. 

3) Anti smoking lobbies activities : At present all over the world ant i smoking 

campaign is gaining strength day by day. These kind of campaign threaten the 

company 's activities. 

4) Smuggling cigarettes : Smuggled cigarettes are available in Bangladesh. These are 

company's same brand or other international brands. Slnuggled cigarettes decrease the 

internal demand. This is one of the greatest threats for BATB. BATB cannot lower the 

price of its products, as the company has to pay a huge tax for them. But the same 

brands of smuggled c igarettes are sold inside Bangladesh at a lower price. As a result 

consumers are purchasing the smuggled cigarettes. 

5) Violation of patent : Violation of patent has becon1e very common in Bangladesh. 

Even though Government is taking legal action against it. Many companies are the 

brands name of BATB products. For example, there is a cigarette called " Five 

Five", which resembles to BATB' s popular brand " 555 " .  

6) Social pressure on the company is also increasing : At present, people are 

beconung more and more health conscious and a strong social pressure is  being 
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reated on the c igarette on the cigarette companies worldwide. BA TB is not free from 

t is pressure. 

Intenlational competitors a re coming to Bangladesh : Marlboro international 

mpany has already started its operation in Bangladesh. This is a significant threat to 

BATB. 

Merger with Rothmans : BA TB has recently merged with Rothrnans. After the 

merger, 5 1  factories around the world have already shut been down for cost 

minimization. BAT operation in Bangladesh can also shrink for the purpose of cutting 

ost. 
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Introd uction 

!lis report is a part of the main Internship Report, and is termed "System Development on 

�riodic Payments" .  This is the system analysis and design of the Periodic Payments of the 

)rporate Finance Department of British American Tobacco Bangladesh(BATB). The out 

Ime of this report was a Database Software named "Utility Register" . This report includes 

e detail analysis and the designing on the automation of the periodic payments of B ATB. 

�ich would be focuses in details in the later sections. The Periodic Paytnents were regular 

5ue that was repeated on daily basis. So converting this manual process was worthwhile and 

hoped would enhance the efficiency of the Finance Department of BATB. 
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Existing System 

. 1  Background to the Problem 
'he Finance department of British American Tobacco Bangladesh, (BATB) is very 

yperactive and an efficient department in processing bills and calculating expenses and other 

liscellaneo us items . The department runs a wide variety of strong database managelnent 

ystems and they also have an integrated accounting software named Tetra CS/3 , to maintain 

le accounts. But sti ll there was some area where the traditional record keeping system 

revails . One such area was the recording of periodic payments . 

. register on periodical payments was maintained and calculated every monthly. Periodic 

ayments are tho se payments that are recurring like the util ity bills, rents, fees and other 

tiscellaneous expenses. These repetitive tasks were titne consuming and invo lved too much 

rocessing . Further more the manual calculation of these payments was prone to errors and 

lme up to the deadlines. As a matter of fact created hustle in calculation and sometimes 

rossed the deadlines. This fusion of manual record keeping with other automated accounting 

mrnals by Tetra CS/3 (the integrated accounting software for BATB), was not a good 

)mbination and therefore a proposal was raised to review the current manual periodic 

lyment system to convert it into a computerised one . 

. 2 Types of Period ic Payments :  

House and Godown Rents 

Electricity bills 

Gas bills 

Water bills 

Internet bills 

Telephone bills 

� For official usage 

» for personal usage by B AT's employee 

Consultants Fees 

Doctors remuneration 

Smoking allowances 

Generator fees 
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Bo iler expenses 

Factory Fees (annually) 

Cleaning and Servicing 

Security 

Renewal 

.3 Recordi ng of Period ic Payments 

large part of the periodic payments are the Utility Bi lls. These bills came in the form of 

ill issued by the respective Utility Companies.  Some of the bills came directly to the 

ompany. As for the electricity, water or gas that are used by the factory or the office, are 

�ectIy bi l led to the company. Telephone on the other hand had two part. One is the official 

(pense and the other is the emp loyees personal expense. SOlne of the emp loyees are entitled 

I receive telephone from the company and their bil ls  would also be paid by the company up 

I a certain amount. 

nerefore the officials bills were directly sent to the company and the manager's personal 

lephone bills were sent to them by T &T and they would then submit their respective bills to 

.e fmance department. 

11 other expenses, other than the uti lit ies, were directly generated by the company on 

onthly or quarterly or yearly basis.  For example the fees to the doctor or consultants and the 

nts of godown, allowances and cleaning & servicing and all these sort of expenses were 

epared by the company and was paid to the respective rec ip ient. 

le finance departn1ent collected and the then recorded these bil l ing data to a Register book. 

le register book is then referred back for the calculation purpose in future. 
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.4 Existing Reg ister Books 
he various register books and their fields are: 

RETAINERS FEES 

Fields: 
ID 
ACCT HEAD 
NAME 
DATE OF APPT 
BASIC SAL 

REMARKS 

DATE 

AMOUNT 

FACTORY COMPOUND MAINTAINANCE 

Fields: 
ACCT HEAD 

BASIC AMOUNT 
DESCRIPTION 

DATE 

AMOUNT 

THRESHER MACHINE 

Fields: 
I D  

ACCT HEAD 

NAME 

AMO'UNT 

DESCRIPTION 

DATE OF SERVICING 
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I) CLEANING OF THRES MACHING 

Fields: 
ID 

ACCT HEAD 

AMOUNT 

DATE 

RENTAL FOR GODOWN 

Fields: 
10 

AC CT HEAD 

NAME 

AMOLTNT 

DATE 

I OPERA TION DOCUMENTATION & CLEANING OF BMTF GODOWN 

Fields: 
ID 

ACCT HEAD 

AMOUNT 

DESCRIPTION 

DATE 

SERVICING 

Fields: 
ID 

ACCT HEAD 

NAlVIE 

AMOUNT 

NEXT DUE DATE 

DESCRIPTION 
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DATE 

I) SMOKING ALLOWANCE 

Fields: 

ID 

ACCT HEAD 

NAME 

AMOUNT 

DATE 

RENEWAL 

Fields: 

ID 

ACCT HEAD 

NAME 

PAYABLE TO 

DATE 

AMOUNT 

TELEPHONE 

Fields: 

ID 

TELEPHONE NUMBER 

USED BY 

ADDRESS 

PHONE TYPE 

DATE 

AMOUNT 

ACCOUNT HEADING 

ACCOUNT CODE 
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�) ELECTRICITY BILL 

Fields: 
ID 
METER NO 
AMOUNT 
DATE 
USED AT 

[,hese are the some of the most corrunon periodic payments recorded and calculated by the 

inance departtnent. 

� .5  Periodica l payments associated with Salary Calculati,on 

�here were some calculations that were associated \;vith SCI and V AT rebate. For example 

he telephone bill reimbursement and calculation plays a major part and was calculated at the 

nd of the year. To trace and record these reimbursement, lots of register books were 

naintained and recorded . 
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3 Ana lysis of the Existi ng System 

t 1 Data Flow Diag ram of the Existi ng System : 

BATs Employee 

T&T, 
DESA,WASA" 

TITAS, and other 
Mobile Phone 

companies 

� igure - 1 

Calculation 
of Bills 

Payment of 
cheque or cash 

1 . 2  Steps in  Processing the Periodic Payments 

Register 
Books 

Factory , 
Godwon, and 

other 
expenses 

Banks and other 
util ities companies. 

'reparing the Periodic Payments there were two type of processes invo lved . One was the 

Jti1�ty Payments that was based on bills received fonn the Utilities companies and the other 

Ine was the fixed payments that were prepared by the fmance department on periodic basis; 

ike the smoking allowances or the servicing or rental fees . 

. 2.1  Fixed Periodic Payments: 

'he fixed Periodic Payments were those that is fixed for a certain specific period of time. 

illd does not vary on monthly basis like the telephone or other utility bills. Therefore 

reparation of these fixed periodic payments were bit simp le and took only one process that 

; the finance department had to calculate the flXed amount due at that outstanding period and 

harge it to the appropriate account. 
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t2.2 Varying Periodjc Payments 

)aynlents like the utility bills, were varying in nature and changed on the basis of its usage. 

)0 there was no certain l imit as such or any fIxed amount that wil l be charge .  The more the 

tern would be used, more the bill would incur. For example telephone, water, electricity and 

�as are such item whose bills will depend on the usage pattern. So the steps in preparing the 

mrying periodic payments was bit more complicated than the fixed payments and would 

nvolve some more steps. An example of the steps of the telephone charge is illustrated 

)elow. 

�igure - 2 

Receive B i l l s  from the Uti l i ty 
Companies 

� 
Record them i n  the Reg ister 

Books 

� 
Process B i l l s  and send make 

Paymetns to the Uti l i ty 

Compan ies 

� 
Process the Records to 

generate SC I report 

� 
Generate VAT Rebate Report 

� 
Ded uct the Extra Amount from 

th eem ployees personal 

account 

L3 Data Red undancy and Dupl ication 

.tudying the existing system it had been found that there were instances of Data Redundancy 

nd duplication. This data redundancy had lengthened the processing steps and involved 

mnecessary steps. Which is in other words wasted time and efforts. 
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rhe ftrst instance of data duplication is the repetition of common fields in the register books. 

rhe repeated fields in all the register books are : 

) ID 

�) Date 

�) Amount 

f there were a single table in a database, then the repetition of the common fields would have 

)een eliminated. But if the register books were left as it was, then the data duplication would 

ncrease and the number of register books would grow in size unnecessarily. 

\. l ist of transactions under each periodic payments are g iven be How �!hich will show the 

requency and the susceptibility of data redundancy 

lransactions under each Periodic Payment 

Payments Transactions 

louse and Godown Rents 40 transaction 

]ectricity bills 23 Transactions 

Jas bills 1 5  Transactions 

Vater bills 1 5  Trisections 

nternet bills 2 Transactions 

'elephone bills 220 Transactions 

:onsultants Fees 4 Transactions 

)octors remuneration 2 Transactions 

moking allowances 1 5  Transactions 

renerator fees 5 Transactions 

:oiler expenses 3 Transactions 

actory Fees (annually) 1 0  Transactions 

�leaning and Servicing 3 Transactions 

ecurity 2 Transactions 

.enewal 7 Transactions 

able - 1 
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3.3 .1  Period ic Payments processes i n  deta i ls a nd their  drawbacks 

From the data above it can be seen that the Telephone bills processing alone has 220 

Tansactions. Therefore it was the highest repetitive process and was given more priorities to 

�onvert it in to a data redundant and duplication free process. 

�ome of the common task that were reviewed in to details are given below. 

3 .3 . 1 . 1  Telephone b i l l  payment for personal use. 

The management team of grade 35 and above were allowed to use personal telephone and 

the company will pay the bills up to 2400 and 3 600 calls per year. 

The management employees paid the bills by their own and submited the billing copy to 

the company for reimbursement. 

The company added the amount to the salary and if they exceeded the call iinlit the 

company deducted it at the year-end. 

Disadvantages of this process are: 

Double bookkeeping for one task: reunbursing the amount and then again cutting it back 

at the year-end caused double book keeping for one task and was an unnecessary process 

Employee who left the company in the middle of the year evaded the payment of the extra 

bil ls used by them. 

Calculating the total bill  amount is difficult as it was done once at the year end. 

5 .3 .1 .2 Smoki ng Al lowance, Renewa l  of Licenses a nd other uti l ities 

• The smoking allowance was prepared by a requisition made by the fmance department to 

the distribution department. 

• In case of absence of employee responsible for the requisition preparation, the allowances 

were not done in time. 

S imilarly the utilities and the renewal of licenses were also a major part of the deadline 

problem. 

;ystem Analysis and Design 1 1  



;rsTEM DEVELOPMENT ON PERIODICAL PAYMENTS 

'.3 . 1 .3 Other problems : 

�ike this snloking allowance and the renewals, there were several other periodic payments 

hat were fixed in value and have to be calculated on timely basis. i .e.  the servicing and 

:leaning, doctors ' remuneration, consultants ' fees and several others. These payments too 

aced the same problems as the smoking allowances. 

L4 Overa l l  problem of the Existing System 

\.part fro m the specific problem outlined in each of the periodic payments, there were several 

tther problems that could be viewed as an overall-general problem for the existing manual 

ystelTI. These problems are: 

The bills made the government utility companies might contain some errors and might 

come with excess figures. These could not be traced by the manual system. 

· Keeping records for all the calculation involved huge vo lumes of register books. 

The processing was very expensive in tenns of opportunity and fmancial co st. 

Instead of involving an employee dedicated to just the calculation, he could have been 

placed to some more meaningful task. 

Payments sometilnes cro ssed the dead lines and huge loss had to be borne by the 

company to adjust the late payments. 

� .5 Sol ution to the problem 

; ince in every facet of BATB it is computerised, this manual Periodic Payments calculation 

ould also be converted to an autoluated computerised one. A computerised system could be 

mplemented to eliminate the entire quoted problem and would raise the efficiency of the 

:inance Department. In order to implement a proper solution for the problem, the systelTI 

hould be able to satisfY these three basic requirements: 

) The system should support decision. 

) The system should support changes in business rule. 

) The system should ensure consistent infonnation. 

ystem Analysis and Design 1 2  



y: rEM DEVELOPMENT ON PERIODICAL PAYMENTS 

3.6 Analysis of the Proposed System 

A. database could be designed which would replace the manual register books and could be 

llsed for future referrals. This database would be able to add records, store them and calculate 

Jills, SCI and also V AT rebate. Reports could be generated from this system and also this 

Nould support the three basic requirements stated in the previous section. 

3 .6 . 1 Objectives of the New system 

Wain Objective.' 

[he main objective of the database would be to automate the manual systelD and reduce the 

'egister books. 

rhis would be done in two processes. 

The fixed payables would be calculated and printed autolnatically before the due dates. 

After entering the meter readings for the utilities, it would print out doing al l the 

calculation necessary automatically. 

Jlher objectives would be: 

To calculate the periodical payments automatically and print out the reports to transmit 

to the concerned departments. 

An alarming system could be incorporated that would give notices about the renewals 

and servicing dates in advance and would print out the fOnTIs. 

' . A graphical report could be generated that would show that current usage patterns of the 

utilities and would report any abrupt change in the data. This would be very helpful  to 

trace out any mistake in the data entered for calculation. 

. The totals and the sub totals for each Account Heading ccould separately calculated for 

viewing at a glance and make any necessary comments and strategic analysis by the 

fmance departments. 

ystem Analysis and Design 1 3  



YSTEM DEVELOPMBiVT ON PERIODICAL PAYMENTS 

3 .7 Data Flow Diag ram of the Proposed System 

Figure - 3 

Bil ls sent to the finance 
epartment 

Automatically 
process thebills 
and other fixed 

eriodic payments 

Saves and ret rives data to 
edatabase 

Database 

Banks , Util ity 
companies 
and other 

parties 

The DFD of the new system had only one process instead of three processes present in the 

existing system. Therefore it is both reducing the steps and processing time for the processing 

of the Periodic Payments. 

3 . 8  Conseq uence of  the Proposal  

�1AlN TARGET: 

The proposed system would be able to reduce the time and the processes, that was at 

previously required by the manual system, to calculate the periodical payments. 

Employee�s time saved : 

The staff, who was in charge of preparing the periodical payments, Required 70% of his total 

orking hours per year to process and prepare the payments. Even he had to work overtime 

to complete his work. 
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�he proposed system would be able to reduce his work to almost by one fourth. He would 

Lot have to work overtime to prepare the payments and would his and cOlupany ' s  time. 

�he computerised system would be able to save the processing time by 273 days per year 

vhich is equivalent to 2184 hours per year. 

o Time for other 
task 

I El Processing 
Time 

Existing System 

:;'igure - 4 

\Ianagement' s  time saved : 

o Time for other 
task 

Processing 
Time 

Proposed System 

[0 authorise the [mal payments and the calculations, the management employee had to spend 

o almost 2 hours every month in signing the register books. 

rhis valuable time would be saved by the reports generated by the proposed system. 

[)eadlines and late fees can be avoided: 

3A TB pays a huge amount of utilities b ills to the government companies. And by any chance 

he deadline is crossed it had to pay a huge amount of  late fees or other penalties. 

;ystem Analysis and Design 



Y'STEM DEVELOPMENT ON PERIODICAL PA YMI:.7VTS 

Design 

� database would be designed by using M S  Access and the data would be stored in the 

entral system for accessing from any point and department. 

\ user friendly GUI would be associated for easy n1aintenance and operating by any 

mployee by the department. 

�he database wo uld be developed in two phase . In the first phase the utility payment part 

vould be automated and a database would be designed for that and would be called "Utility 

�egister". In the second phase the fixed periodic payments would be attached to the first 

nodule of the database and a complete Periodic Payment database will be designed . 

'he present module would include the Telephone, E lectricity, Water and Gas bill  payments 

ecords. The database would include reports based on the entry made and reports en1bedded 

vith quires that would allow searching function on the billing month and the telephone or 

neter number. It will  also calculate the SCI charges and the tax rebate in the form of reports. 

�. 1 Information Flow ( Input IOutput) 

'he main source of information for the processes in the database would be the bills made by 

hird party i .e.  the Utility companies like T &T Board for the telephone board. Sometimes the 

elephone bills were also directly sent to the management employee. who were entitled to 

lave phone from the company. These management employee, who were entitled to receive 

�ayment from the company, submit their telephone bills to the finance department. The 

inance department then processes the bi lls and makes al l the record keeping. And then they 

�ay the bills to the concerned banks or add the payments to the personal salary account of the 

mployee for their personal bills. Therefore the "ADD FORMS" would be used to get the 

lputs for the program and the "REPORTS" would be the outputs that would be genereted by 

he program for BATB. 
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'.2 Proposed System Operational Hierarchy 

Ad d SC I 

�'igure - 5 

t3 Data base Schema 

t3.1  Tables 

rhe tables that would be used in this database are : 

AccountCodeTable 

f4ields Types and Constraints 

\ccountCode Text, Primary Key 

Jescription Text, Not Nu l l l  

Mastercopy 

�ields Types and Constraints 

Jti l ity lD  Text, Primary Key 

Jserl D Text, Foreign  Key 

�umber Text, Not Nu l l 

;ystem Analysis and Design 

� Tel:���ne I 
� Ptint  Water I 
� Print Gas 

Size 
9 
1 5 5 

Size I 
1 5  I 
6 
1 6  
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!\ccou ntCode Text , Not Nu l l  9 

fype Text, Not N u l l  20 

JseAt Text, Not N u l l  1 0  

:layab leTo Text, Not N u l l  20 

!\ccou ntN umber Text, Not Nul l  50  

3tatus Text 1 0  

SCICodeTable 

I?ields Types and Constraints Size 

Jserl D Text , Pri mary Key 6 

\lame Text , Not N u l l  50 

j mit N u mber ( Long) , 4 

Mastercopy 

�ields Types and Constraints Size 

Jti l ity l D Text 1 5  

jateentry DatefTi me 8 

)ate DatefTime 8 

)ate 1 DatefTi me 8 

)ate2 DatefTi me 8 

:alculati on Text 1 0  

)pening Meter N u rTiber ( Double) 8 

� l osing Meter N u mber (Double) 8 

\lope n i ng Meter N u mber ( Double) 8 

\lClosi ng Meter N u mber ( Double) 8 

J n itU sed N u mber ( Double) 8 

)thercharges N u mber (Double) 8 

�mount N u mber ( Double) 8 

)tatus Text 1 0  

iystem Analysis and Design 1 M  
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4.3.2 Entity Relationship Model 

Tables and their  relationships:  

Description 

=»roperties : 

SCICodeTable 

Userl D 

Access Key: 

Number 

AccolintCode 

T':/pe 

UseAt 

PayableTo 

AccountNumber 

Status 
f l  

mastercopy 

1 00 Userl D 

One-To-Many 

F ig u re - 6 

dateentry 
Date 
Date l 
Date2 

Calculation 

OpeningMeter 

C losing Meter 

NOpen ing�'1eter 

NClos ingMeter 

UnitUsed 

Othercharges 

Amount 

Status 

Attri butes: Enforced , Cascade U pdates , Cascade 
Deletes 

AccountCodeTable mastercopy 

Accou ntCode 

Attri butes:  
Attri butes: 

,ystem Analysis and Design 

- Accou ntCode 

N ot Enforced 
One-To-Many 
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mastercopy 

Uti l ity lD  

Attri butes: 
Attri butes : 

�igure - 7 

;ystem Analysis and Design 

TransactionTableV 

Uti l i ty lD 

Not Enforced 
One-To-Many 

20 
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L3.3 Proposed System i nteraction Forms 

viain Menu 

\dd Menu 

/",,, 0 .1" I!!I� D  

1J1iI�ID 
.------l TlI110154 

U!III.\I ID 
U$tII ID 

�dd Bills 

T8B12504 
T OO1J:229 
rlllZ12lJJ 
T 88Zl842 
HII221 26 
T88221 40 

,ystem Analysis and Design 

911 lOf lI'1o lT111n!h 01 
L.� IAoAomcI-c :o::J 
CIo.r.g Melel I 
Ol)CArQ M�"' I r----=�-' 
N'wD Co ..... tot • I 
N'WT) O pt91rg Meier 1""1 ---
Urjl Used 
O ther � 
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)roposed System Interaction Firms ( . .  . Icont) 

Account Code 

Type 

Use At 

P�able To 

Accourn Number. 

8dd Ne�t 

R ecord: J!..LJ I 

S.ave RecOId I Undo R ecord I 
blose Form 

I H I l of 1 

"-dd New User 

Ifl New U SCI COlle RI!J EJ 
UU!f 10 IM45555 
N a� � ��, -an�H�Qb��--------------

New User Code 

t:I:;:i r dlt M iHI �1 lIee OH]! I!!I� E1 

Uldily lD 

UserlD Name 
• 8000 1 4  FA'<-H O·HASINA 

MOOO78 SHAMA R ALAM 
XOOOO4 TEST DATA 
MOO335 HUMAYUN VABIR 
S00049 PACIF I C-SHAMI -CONTRACT 
800050 PACI F I C-ZU LFI KAR HYD E R  

50001 0 CITYCEL-PAC IFI- D IDAR U L  HAQ 
M 0500 G O LAM MAINUDDIN 

Record: l!l.J l 1 t I t. I 

�dit Master Records 

E§ Pun! L ntelY \lJu:e 13 
Range 
From r---------iJ� 

T o  :::OJ 

View Repent I Print Report 

Clo�e 

>rint Bills by Entry Date 

.ystem Analysis and Design 
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� 
T8823327 
T8823379 T8823739 
T8823981 567-56-77 

G986 T Ba23994 234-43-23 G s 
G999999 T8825042 Gas T8825043 
101 1 808 1 1 45-02·1 Mobile Phone 
T01 1 858942 01 1 858942 1 AO-n-Dl Mobile Phone 
T01 1 859792 01 1 859792 1 45-21 -06 Mobile Phone 
101 75261 76 01 7526 76 2400 1 45-21 -06 Mobi le Phone 

· 1  I 
Find Record Close 

� Prinl T eleph one B ill by Name 13 

Name 

View Report I Print R eport Close Form 

Print Bills by Name 

Re: 
Offi 
Rel 
Offi 
Offi 
Offi 

� 

Figure - 8 
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4.3.4 Reports 

Screen captions of the Reports that would be generated by the Proposed System 

ala.dation for entries made on : 7/2 100 To 7/25100 

NiJ11e Tt,lPe NlITIber UseAt Account PllYit/leTo Limt Date Op illing Closing :tMV NWl Unb Othll Amount In VaJ b Tk  
Code Metll IMelll Opmilg Closl1Q Used Challle TK 

Melli Metll 

ZUGUIL KABIR Mc:h� Phn O175lil71 Office 14.s.21.Q6 Gxwen F'll:o! �OJ Dec lOm Ii !is? 75 98 934 ,998 35 t  

PACm::.sHAMI ·cctflRACT Mooile Pime 0I 18lBSS9 OffIC! 114.s.Q2.1 CityCill ,1112000 ffl )67 p;J'i{/ 87587 aJlOO 1 �6,768 ll,448 

MrAlilePlm.-To11l 1 5&.766 ll,X19 

QUAN"TOM · fiO T�l!pl-ore 9887413 Office 15:·l).{) ! R;;T �12000 � �7m 987 IB� S90m 1 ,935,6 25J,.476 
DF-fUNT TeltproDt �Zl150 OJI"u:a 14�12-0l T&T Ju12000 �7 818 n78 S'989 21 22 4,321 �4 

Tehpha�Tota1 1,939,969 m.o:p 

Grand Tttal Fer MalJile ani NCIllI'..al "FelqIho .. ClaJ;fJ 2,098,13.5 273,74S 

Report by Entry Date 

,hone Bill Details for MUALLEM A CROWDE 

t�lIJ)9 Type Number UseAt Account �leTo Limit Dae OPllling Closing N'u\O NIM) Total Oth lJ Amou� in 

COOl! Meter MellI �81ing Closing Urits Chame Tl( 
.. teter Meter Used 

Residence 

MUAlllM A. CH illHURY TdeiG>1Il 91276S4 ReI'JianIll 14&Dl.Jj 1&T lia o l\ug:mJ >SS 8761 q7<j{/ m�1 87m 

Telepool'lfToteJ 
T mal forA,ug 2000 

MUALllM A .CHOVllHURY Te)Q� 91276.'34 R£s� 146-01·1 5 1&T :!ao SepllOJ 767 �g;; � 656 8500 16946 

TeJepoonaT otaI 16946 

T ot� for S ep 201)(1 .6946 

Tot.a1 Bills lISB at Readence 341 3 1  

Report by Specific Employee ID Search 

System Analysis and Design 23 
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:r and Gas Bills Calculation 

N1JIt1! Type Number Accout UseAt ACaJ ut De!�tilll Payab�To Entry Date Fro", To AlI10ut III Tk 
N'IIIlher Coo e  Date 

:sTDAT! G4I 6785678 656 OH"u:e 234-43-23 lIt. G. 7I1lm fb,JOOO 411711999 .:/ J2!lm S76 00 

lAMA. R illM Go; 6m 876 R,e,� j)/'.55-'n n . GaI 7mf.1J M 2(00 41l2'1 999 51l2'I599 78,67SID 

TotH: 11,55400 

RS , SHAlmU RAHM AN  WaJIJr S8J99 67:61 Re,ideltlll 121-23-43 WAS A 7/27f.1J AU;ll00 6I�IS99 71 1211599 98,�8.00 

RS PARVlN S ULTANA WAIn' S77a5 S675� OIIIce 12344-.3 WAS A ?/'llffJ Au; n:o 51 �l m 61lJJ2QlJ 000 

:RS, PAF_1l1 S LT.AJIA W* 871iI5 561SlS6 Offi.oe 123M-5:3 W{!,$A 71'llf.1J • 12000 51 �1999 610'19>19 87lf,7rIJ 

Tota1r: 186,46500 

Water and Gas Bill Report Figure - 9 

4.4 Estimated Development Time 

DEVELOPMENT PBASE TIME REQUIRED (In Man Hour) 

Analysis 96 
System Design 96 
Program Coding 3 3 6  

De-Bugging and Error checking 72 
Data Entry for Testing 72 
[mplementation 3 6  

Documentation 24 

rOTAL 768 

fable - 2 

[he project started from ] 5th May 2000 and has been successfully completed by 30th July 

�OOO, according to the estimated time schedule . 

�ystcm Analysis and Design 

Vat Ptid 
I. Tk 

1 1426 

LO�2.35 

10,316.61 

12,Sl36 � 

0.00 

1 1, 34.83 

34,698.13 
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'-5 Resources Req uirement 

'-5.1 Minimum Ha rdwa re Req uirements 

?rocessor : Pentium II, 260 Mhz or higher. 

�M : 64 MB 
Free disk space : 20 MB 
)perating System : Windows 95/98/NT 

A.ddit ional Program : MS Office or MS Access 

Printer : 1 3 8  Column Dot Matrix Printer( Fuj itsu DL 6600 is the 

standard printer for BA TB for printing accounting 

ledgers. 

4.6.2 Software Req u i rements 

This database would be designed by using MS Access. Visual basic would be used to make 

the data base self executable, so that it will run in computer where MS Access is not present, 

and to create distribution diskette. 

Main Pro gramming Too 1: 
MS ACCESS, for systelTI coding and database creat ion. 

Dther Programming Too 1: 
MS V isual Basic to create executable fi le and create distribution diskette 

4.5.3 as Req u i rements 

[he database would run under Windows 95x platform OS and could also be operated in Win 

�T or other higher version of Windows 95x i .e .  Windows Millennium, or Windows 2000. 
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4..6 Implementation, Test Run and Tra ining 

The system would be test run in a Parallel running method, with the existing system running 

for 2 months. One staff would be trained to use the system and he would be responsible to 

:;alculate the existing payment calculation and compare and see the results generated by the 

proposed system . 

., 
l ill Analysis and Design 
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5 Scope fo r Deve lopment 

Apart from the current system the accounting process could be simplified more and reduced 

if the telephone reinlburselnent system is calculated monthly instead of year ly and deducted 

from the S CI directly on monthly basis. This would enhance the account department to cut 

down the reimbursement from deducting the salary at the year-end and would help the 

company from any evasion of payments by mangers who would leave the organisation in the 

middle of the year. 
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Uti l ity Register User' s  Man ual 

Version 1 

November 1 ,  2000 

Uti l ity egister 

Copyright © 2000 Brit ish American Tobacco B angladesh 

Al l Rights Reserved : Shams Arifin 

Contributing Author : Shams Arifi n 

This software was developed by Shams Arifin ,  duri ng h is  Internship period at 
BATB,  as a requirement of the Intern ship  course of East West University. This 
software was developed with in a very short time, and m i ght contain bugs or can 
be developed further. For future development of the Database, permi ssion has to 
be taken from BATB, who has exclusive rights over th is Database. Any alterati on. 
or misuse or representati on of the software without the perm iss ion of the 
authority is  a criminal  offence. 
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Preface 

Welcome to the U ser's Guide of  Util ity Reg i ster . Th is manual  wi l l  g ive you a 
comprehen sive idea on insta l l i ng a nd using this d atabase to record , cal culate and 
pr i nt the ut i l ity bi l ls of British Amer ican Tobacco on a day to day basis .  

This gu ide includes insta l lat ion, un- i nsta l lation , adding new data , add ing ut i l i ty 
b i l ls ,  ca lcu lat i ng , updat ing and pri nti ng of calcul ated bi l l s  and ca lcul ati ng VAT 
rebate and also SC I .  

I t  i ncludes sample screen of t h e  actual software and descri bes every act ion i n  
detai ls.  Thi s  software uses a very user fri endly graphical user interface,  with 
mouse dri ven action. This software is developed by using V i sua l Basic 5, and 
database and i nterface by MS Access 97 . Though the databa se fi le can be 
d i rect ly opened and run by MS Access, but an executable fi le with necessary 
l i brary fi les was created with visual basic so that it can run in computer where MS 
Access is  not present .  

Your com ments are welcomed . 

If you feel there i s  a need for improvement or have any suggestion , you ca n 
contact me d i rectly by phone or send me e-mai l .  

Shams Arifi n 
P hone : 9 1 1 7645 ( Res ) 
e-m a i l : shams@shamsantin .com 
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User Manual UTI LITY REGISTER 

1 . GETfI NG STARTED 

T
o start worki ng with the database , fi rst i t  is needed to i nstalled and then it 
can be opened to work with it . The database comes in two d istri bution form 
- 1 )  I n  CD Rom and 2) in 3 ,5" F loppy Disk. For both the cases the database 

has to be instal led in the computer's local hard disk for operation . The min imum 
system requ i rements for instal lation of the program are: 

System Requirements: 

Processor : Penti um I I ,  260 Mhz or h igher. 
RAM : 64 MB 
Free d isk space : 20 MB 
Operati ng System : Windows 95/9B/NT 
Add itional Prog ram : MS Office or MS Access 
Pri nter : 1 38 Column Dot Matrix Pri nter( Fujitsu DL 6600 is the 

star)dard pri nter for BATB for printi ng accounti ng 
ledgers . 

Software Requirements: 

Thoug h the database is desig ned by usi ng MS Access, but it is not mandatory to 
have MS Office or MS Access to run the database. The Uti l i ty Register executable 
file wi l l  be able to run the database with out MS Access . But if there is MS Office 
a l ready insta l led then it wi l l  be added advantage i n  case the database fai ls to 
open with the executable file suppl ied at instal lation .  

Date Format 

The default Date Format i s  the U S  (MM/DDIYYYY) format. Therefore before 
instal lation or use of the database, the date should be changed to this format. Any 
other date fo rmat would create p roblem in the database. Therefore on US 
date format should be used . 

To change the system date sett ing , go to Control Panel and then cl ick on to 
Reg ional setti ngs. And then change the date format. 

The i nstal lation  procedure in  described i n  detai ls i n  the next topic. 

1 
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1 . 1  Installation 

I f  the Database comes in  a CD Rom then put the CD Rom in  the CD Drive and 
run the Setup .exe icon by cl icki ng to it or by runn ing it . For Floppy sou rce , insert 
the 1 st d isk of the th ree d isk set and cl ick the Setup .exe icon or run the setup 
program d i rectly form the disk. 

The path is "a :\setup .exe" 

This d ia logue box wi l l  appear and cl ick Ok to fol low the rest of the insta l lation 
process. But before instal l i ng the software make sure no other appl ication is 
running .  

{l Utllitv Ilcgistcr Setup Ei 

Welcome to the Utility Register in;tallation program. 

Setup cenno_ in;t�1I system files or updete ;he.ed fie� it they ar� in U�. 
Before proceeding. we recommend lhal 'you c lore � applic�tion you !MY 
be running 

E:�t Setup I 

The next d ialogue box wi l l  ask for the default path where the prog ram wi l l  be 
instal led . By defau lt it wi l l  be i nstal led in the Prog ram F i les d i rectory in the root 
d i rectory i .e in d rive C .  

Install Button 

Begin the Intlal"'tion by clicking the button below. 

Directory' 

DICk thiS button to inslt!i1 Utility Reg eI rCinwar� to the specified desiJnalion 
directory 

C:\Proomn Fiies\ulillty Reglster\ 
To change thenge D rec;lory 4-+-+---directory 

EEt Setup 

To instal l  the software in d ifferent fo lder other than the default folder, cl ick the 
Change Folder button and specify the path and d i rectory where it wi l l  be instal led . 
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Then cl i ck i n  the i nsta l l  button with a setup icon o n  i t  to complete t h e  i nsta l lation . 

� Utility lIeglster S etup £J 
De:ltinalion Fie: 
C:\Program Fde'S\U tility R egister\U tiflt.l' Register.e:<e 

The i nsta l lation prog ram wi l l  then copy a nd instal l  necessary fi le i n  the system and 
p rog ram folder and update as necessary. 

The i nstal l ation wi l l  be complete once th is d ia log ue box appears.  And press Ok to 
fi n ish the i nsta l lation prog ra m. 

U til i ty R egister S etup 13 

U tility R egister S etup was completed successfully. 

I L:::::: : : :g:�:::: ::::::::JI 

1 .2 Un-Installation 

To uni nsta l l  the prod uct, i n  task bar,  go to "Setti ngs" then "Control panel"  and then 
c l ick to "Add/Remove Prog rams" icon and select "Uti l ity Register" from the l ist. 
C l ick "Add/Remove" button to u n i nstal l  the prod uct form the system. 
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1 .3 Running the Database for the first time 

I n  the Task Bar cl ick "Start" and then "Programs" and then in  the program l ist 
there wi l l  be one item cal led "Ut i l i ty Register" . Cl ick the item to start the 
Database. In  case the prog ram does not respond or if there is any other problem, 
then select the "Uti l i tyh .mdb" fi le from the d i rectory c: \Program Fi les\Uti l i ty 
Reg ister, and double cl ick the item. But i n  order to run this database d i rectly there 
must be MS Access 97 or later version instal led i n  the system. 

To di rectly access the database fi le by MS Access, a short cut can be created on 
the desktop of the "Uti l ityh .mdb" fi le . 

The Database when opened for the first time there wi l l  be no data or any 
i nformation about the uti l ity bi l ls or users .  So the data has to be entered in to the 
blank database and then the uti l ity b i l ls  can be entered any t ime later according to 
need . 

The are two type of data that wi l l  be entered i n  to the Database, 

i )  Master Records 
i i )  Tra nsaction Records 

i) Master Records are those records that have to be entered in the 
Database i n  order to run the calculation of the uti l i ty b i l ls .  These are the 
records of the person or the place where the Telephone, Electricity , Water, 
or Gas l i ne i n  bei ng used by . For example : for telephone bi l ls it uses the 
users i nformation of the telephone to calcu late the SCI ,  so the manager's 
name add ress , and the l imit to wh ich he is entitled to make free phone 
cal ls .  Th is  master records is needed to be entered once and wi l l  be used 
as the bases record unless bei ng altered or updated . The general attributes 
that are associated for Uti l i ty Bi l l  Master Records are: 

a)  Uti l ity Id : Telephone number or meter number is used as Id  starti ng with an 
a lphabat( usual ly T for telephone, W for Water meter etc . )  

b) User Id : Managers code or Factories code 
c) Name : Managers name or the factory or plants name 
d)  Limit : For telephone only the l imit of cal l  per year 
e) Number : The Meter number of the telephone number 
f) Account Code: The account to wh ich the Bi l l i ng charge wi l l  be debited . 
g) Type : Uti l ity type (telephone, gas or water or etc) 
h)  Use At: Either office or res idence. 
i )  Payable To: The uti l ity compan ies or the authority, to  whom the b i l l s  are 

bei ng paid payi ng .  
j )  Account Number: The Bank's account number of Uti l ities Company or 

Authority, to whom the bi l ls wi l l  be credited 
i i )  Transaction Records are those records that are entered i n  periodical 

basis and is used to calcu late the Uti l ities b i l ls  for a partici lar period of time .  
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These records un l ike the Master Records are need to be entered as many 
times as there is a need to ca lculated new b i l l s .  The general attri butes that 
are associated for Uti l ity Bi l l  Transaction records are: 

a) Uti l ity Id: The Id for telephone or meter to be b i l led 
b) Bi l l  of he month : The b i l l ing months 
c) Meter Readings:  The opening and closi ng meters 
d) Other charges : Any other charges that mig ht be associated with the uti l ity 

b i l l i ng . 
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2. USING THE DATABASE 

T
he database once opened , either by cl icki ng the "Util ity Reg ister" icon on 
the taskbar or by usi ng MS Access, it wi l l  start with a Switch Board , wh ich 
wi l l  be the navigational control center of the Database . The opening Switch 

Board wi l l  be the "Mai n Menu" or the main  wi ndow, from where other sub menus 
can be accessed . 

Click on 
- - - - - - - - - - - ..the "Text" 

or the 
square 
button 

The screen above is  the main  menu from where by cl icki ng on to the buttons 
respective sub menus can be selected . 

The ma i n  men u head ings are: 

I .  Add Records: To add user information o r  the uti l i ty b i l ls  or  to add the l imit 
for user to charge thei r SC I .  

i i .  Edit Records: To edit the records o n  users master records o r  the edit the 
uti l ity b i l l ing information . 

i i i .  View Records: To view the Telephone detai ls based on  search ing criteria . 

iv .  Printing Options: To print uti l i ty b i l l  calculation of the Telephone, based on 
"Entry Date" , based on "Bi l l ing Month" ,  based on "User Id" .  To print Gas, 
Water and Electricity b i l ls based on Month b i l led for. There is a lso 
ca lculation of SCI and the VAT Rebate calculation automatical ly in every 
b i l l ing bei ng pri nted . 

v .  Quit Application : I t  saves the changes and close down the Database . 
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3. ADDING RECORDS 

T
o add records for the first time , it has to be noted that, un less the User's 
I nformation has been i nserted , the b i l l i ng calculation can not be done. So at 
fi rst the Users' I nformation has to entered by c l icki ng to the "Add Menu" i n  

the Mai n Menu  and then to the th i rd option that i s  "Add User Code" i n  the Add 
Records Menu .  (as shown i n  the d iag ram below) 

3. 1 .  Add User Code 

This code is the Management code that is being used by BATB's Managerial 
employees . Along with the code ,the Managers name wi l l  have to be entered and 
the l imit for those managers who are entitled to make telephone cal ls up to certai n  
amount. The SC I wi l l  be  ca lcu lated with the l imit figu re entered i n  the Limit field .  
This Lirnit field o r  box can only hold two val ue either 2400 or 3600 . That i s  200 
and 300 ca l ls  per month . 

!fa N ew U se' Code IlIiI EJ 
User lD IM45555 
Name IAhsan Habib 

Limit Ii] 

Record: � 1  
7 
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3 . 1 . 1 .  Coding Convention 

The user code wi l l  mai n ly comprise Code for the Managers. But also it wi l l hold 
the Code for the Location or Bui ld ing or factory by wh ich the Uti l ity is bei ng 
consumed . 
For example telephone can either be used by a manager or enti rely for official 
purposes or i n  a project . In the same way the factory uses a huge Electrici ty, and 
a major head for Electricity Bi l ls wi l l  be the factory .  So accord i ng to the mangers 
Code convention , the bui ld ing or any p roject or item that wi l l  be responsi ble for 
making any uti l ity charges wi l l be entered . But the format of the code wi l l  be 
d ifferent . 

The management staffs code wi l l  start with "M" and al l  other code wi l l start with 
" S" (for bui ld ing , factory , office and etc. ) .  

For  example a managers code might be : M00356 and a Factory's code can be 
800025. All together it wi l l  be 6 dig its (One alphabetical character on the 
beg inn ing and 5 numerical dig its after that) . 

Note: Since the manager already have a management code given from the 
company so it is not needed to record or keep track of them. But the codes for the 
factory or building or office is not there so it has to be created by the user. And 
therefore it has to recorded so that reference can be made when later on adding 
utility bl1ls. It can be also printed out from the database from the printing 
commands, discussed later an. 

Click Add Next to add more codes i n  the same session. Or close to close the 
cu rrent form and resume the code entry later on . 
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3.2. Adding New user Information. :  

This form wi l l  pop out by cl icki ng the second button i n  the Add Records Menu .  

:foj Alit! N o:w U � e l �  Infollll rllmn I!!lIiI Ei  
Utility lD I 
User 10 I 
��ame I 
Limtt r-
Numbet 
.o,ccounl Code 
Type ..:J 
U�. At -=..J 
Pay.able To =:oJ 
Account Number: 

add Neld I �a ... e Aecotd I Undo AecllId I 

Record: � I  I •• I l oF 1 

The records that wi l l  be entered through this  forn1 wi l l  be referred as the Master 
Records .  These records wi l l  be entered once and wi l l  stay there forever un less 
deleted . This Master Records wi l l  be used by the transaction records later on for 
ca lculation and processing purposes i .e du ring ca lculation or pri nti ng or reports. 
There is no need to enter any other records to this form, un less there is  new 
manager or any new head for the uti l ity consumption . 

Making Entries: 

1 .  I n  the Uti l ity 1 0  field type i n  the telephone or meter n umber of the uti l ity 
proceeded by a character. This character wi l l  be either 

IT I for Telephone numbers (T&T or Mobi les) 
IE ' for Electricity meter numbers 
'W' for Water meter number 
'G '  for Gas meter number 

2 .  Then type i n  the User I d  (i .e .  the Management code o r  the Uti l ity user that was 
entered previously in the "Add User Code" . If wrong User 1 0  is entered then 
the database wi l l  not save the record and wou ld generate error messages . So 
check the right User 1 0  and enter it . 

Note: If correct user id is entered in the field then after pressing enter the 
((Name" should automatically come and will be displayed in the Name field. If 
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there is no name being displayed then there is error in the user id entered. The 
"Limit" filed will show data for the those managers who is entitled to make 
personal phone calls for Telephone only. So it might remain empty for 
maximum time. 

3. I n  the "Number" F ield type in  the meter number or the telephone number ( it wi l l  
be the same as the Uti l i ty Id except for the fi rst a lphabetical character) 

4 .  I n  the "Account Code" Type in  the accounti ng head i n  the ledger where the 
uti l ity wi l l  be charged . 

5 .  I n  "Type" field , cl ick the drop down Combo Box to see what are the avai lable 
fields .  It is the type of the uti l ity b i l ls .  I .e .  Telephone, Water, Gas etc . 

6 .  "Use Atll is  the place where the uti l ity is  main ly used at . This is important for 
the Telephone uti l ity b i l ls  for ca lculati ng SC I .  There are on ly two choice for th is 
option either "Officell or IIResidence". 

7. "Payable To" is the name of the authority for the uti l i ty b i l ls .  I . e .  T&T for 
Telephone . 

8 .  "Account Number" i s  the Uti l ity company's bank account number wh ich wi l l  be 
cred ited upon payments . 

To save records press the Save Button and then qu it or press Add Next to fol low 
the next b i l l  and fol low the same sequence .  

To close the Add New User I nformation form press "Close" or "Alt+C" 

3.3. Adding Bills 

This is the option or the form that wi l l  be used i n  maximum of the time.  Therefore 
th is button ,  l inked to the Add Bi l l s  form, is places at the top accord ing to its 
priority .  The records that wi l l  be entered through this form wi l l  be used to ca lculate 
the bi l ls .  And these records wi l l  be the Transaction Records s ince these are 
recu rsive and wi l l  use the Master records to make the ca lcu lation . 

So unti l or un less these transaction records are not entered , the database can not 
record or calculate the bil ls for the uti f ity . Therefore the central poi nt of this Uti l i ty 
Reg ister is the data entered at this poi nt or through this form . 

A clear understand ing is  needed at th is poi nt to proceed further and conti nue with 
the data entry .  Because this data entry form is 1 0  sensitive and can change its 
parameter for Telephone and for Electricity gas etc. and even in Telephone bi l l i ng 
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i nformation i t  can change to manual state from automatic state for calculati ng the 
bi l ls .  

� Add 1111ls f!lliIl3 

UtililylD 
T881 01 54 
T881 2504 Uti�ty ID T881 3229 

USe! ID 
T8821 283 Name T8921 842 

NumbCl T 8822126 
T 98221 40 

Account Code 

Type I 
Use A! I 
PayableTo I 
Limit I 

.... -

� 

Bill 101 the month 01 I � - - - - - - - - - - - - - - - - - - - - - - - - - - - - -Celculation Aulomatic :o:J 
Oosi� Me'er 
Opening Mete! 

NWD Closing Meter 

�JWD Opening Meier 

Unit Used 
Other Charges 
Amount 

- - - - - - - - - Drop down list 

Steps for Add ing Bi l ls : 

1 .  If i t  is Telephone b i l l  then , cli ck on to the d rop down l ist and select the Uti l ity 1 0  
o r  type i n  the Uti l i ty I d  and press enter. 

iJ ..... �---- Click on this arrow mark 

To expand the l ist cl ick on the downward mark ing arrow on the right hand side 
of the drop box, l i ke shown above . 

A l ist of 1 0  numbers wi l l  be show and select the appropriate one. But if the 
Uti l ity l O is not entered previously or if it is not in the Master record , then th is 
error message wi l l  be displayed . 

Wil i ly Reoisler -. .� .. 
:I. The text you entered ian't an ita .. in the tilt. 

Select an item hom the list 01 enter tfJlCt th� m.elches one 01 the lISted item!::. 
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Type or select the correct 1 0  form the drop down l ist and then press enter. If 
the Uti l ity 10 is not present then close the form and enter the master records 
about the uti l i ty and then come back aga in and rei nsert the b i l l i ng information . 

2 .  O n  correct 10  the information of the Master Record wi l l  autonlatical ly come on 
the screen and fi l l  the ·flelds in  the left hand s ide of the col umns. And the 
cursor wi l l  b l ink on the Field "Bi l l  for the Month of' .  

At th is point just type in the month number i .e "5" for May or " 1 1 "  for 
Novenlber. The system wi l l  automatical ly take the current year and wi l l  d isplay 
a fu l l  date fo rm. Li ke = "May 2000" or "November 2000". 

But by mistake if a wrong date is entered then to correct it poi nt the mouse to 
the previous field and then erase the wrong date then type in the fu l l  date i n  
th is manner "June 2000" or whatever. I n  the correction mode just typing "6" 
wont work so the fu l l  date has to be typed i n .  

3 .  I f  i t  is a telephone bi l l  then the next field wi l l  be  "Calcu lation" ,  th is the type of 
fie ld through wh ich the database wi l l determine whether to calculate the bi l ls 
automatically form the meter readi ng or not .  By defau lt the calculation mode is 
automatiC. And this field wi l l  not be focused or the cursor wi l l  not move to th is 
automatica l ly unless i t  is being poi nted . 

4 .  The next field wi l l  the "Closing Meter" , type in  the readi ng form the b i l l .  

5.  The next fie ld wi l l  be then "Openi ng Meter" , here type i n  the opening meter 
read i ng .  (Here i n  both the case this meter readi ng wi l l  be the mete read ing for 
local  telephone cal ls , )  

6 .  Then i n  "NWD Closing Meter" , type i n  the number form the bi l l . 

7 .  Fol low the sanle for "NWO Opening Meter". 

8. At th is point the Un its Used wi l l be automatica l ly ca lculated and wi l l  be 
d isplayed in this field . 

9. If there is other charges l i ke Trunk Call booki ng or any other charge then with 
the mouse pOi nter cl ick on to the Other charges field . Other wise th is field wi l l 
be kept empty and the cursor wi l l  automatical ly jump to the Amount field . Or by 
mistake if the other charges field is not selected and if there is charges then 
s imply pai nt the field with mouse then type the charge amount. 

1 0 . The Amount wi l l  be automatica l ly ca lculated and then press enter to save this 
record to the database . 

1 1 .  To enter anther record cl ick the Add Record button I L:.:] I 
other button to close the form. 

or press the 
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3 . 3 . 1 .  Making Manual Calculation for lost B ills 

I n  certain cases there is i ncident that the b i l l  is lost . And when a copy of the bi l l is 
col lected form T&T, it only g ives the amou nt figu re for the bi l l i ng . Therefore there 
is no meter read i ng given in  the bi l l i ng copy . So i n  this case the manual 
ca lculation is need to record the b i l l i ng information and to find out the meter 
read ing for the calculation of the SC I .  

After entering the "Month" , cl ick to the "Calcu lation" field and select "Manual" from 
the d rop down l ist. 

;U Add D lila I!!I� EJ 

UtJlltylD IT8S1Z0S7 o:J 
Utitill' lD IT8912097 
U$ef ID IMOOOS4 
Name 1.o·RIFUl ISLAM 
Number 18912097 
Account Code 1145.01 -1 5 
Type ITelephonE' 
lise At IResidenoe 
PayableTo IT&T 
Limit 1 2400 

B�l lol lhe month 01 I May 2000 
Select "Manual" from Calculdlion 1dI!l :3f- - - - - - - - - - - - - this drop down list �=r ! 

Una Used 
Othe, Charges 
AmounI 

. - - - - - - - - - - - - Disabled 
,..----

The cursor wi l l  automatica l ly move to the "Amount" field and just type in the va lue 
that is there in  the copy of the bi l l . Press Enter aga in  and the "U nit Used" wi l l  
automatical ly be calculated and wi l l  be d isplayed . In Man ual ca lculation the 
CloSi ng and Opening meters wi l l  remain d isabled . 

Note : If there is any "Other Charges ", then type in the value to the charge field by 
moving back the cursor to the "Other Charges " field. And then press "Enter" 
again.  This will automatically calculate the Unit Used. 

3.4. Adding Bills other than telephone : 

For add ing Uti l ity B i l ls  other than telephone i .e .  Gas , Water and Electri city , the 
form wi l l  be sl ightly d ifferent. Because the "Add ing Bi l ls" form is 10 sensitive and 
when the 1 0  starts with "T" then the form is adjusted for taki ng in information for 
te lephone b i l ls .  But if the I 0 starts with "E" or "W' or "G" ,  then the form's look wi l l  
be somewhat d ifferent. After enteri ng the 1 0  for Gas ,  Water or Electricity b i l ls ,  the 
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form wi l l  not contai n the Field "Limit" ,  wh ich was present i n  the Form for 
Telephone b i l ls .  And also there wi l l  be no Automatic or Manual calculation field . 
So the fo rm would be simp le and just conta in the dates and the val ue for the 
uti l ity .  The system would not make any calculation since there is no SC I 
ca lculation for these uti l ities . The steps in fi l l ing out the form for other uti l it ies are : 

;a., Add 11 ,11. Blil f3 

UtiitylD 

Utiity lO 
UtiKy I 
NlI"Oe 
Number 
Accou"llCodo!' 
Type 
U�eAt 
P.,¥M>leTo 

Acco�Nurnhet 

IGBS999 3 
IG88899 
IMOOO7B 
ISHAMA R AUM 

16775 
IS67.5b-n 
IGas 
IResidence 
Ina" Gas 
1976 

Blil lor the Mor,lh Jun 2tIJO 

9i1ino Dele 
From 

To 

p.mollnf 

1. _ _ _ _ _ _ _ _ _ _ _ _ _  Enter the 
r-- exact bi l l ing 

date in the 
format 

o 0 m mid dJyyy 

1 .  Enter the r o ,  starti ng with "E" ,  'W" or "G" and then press "Enter" , the bi l l i ng 
i nformation of the master record wi l l  automatical ly wi l l  come to the fields i n  the 
left hand side . 

2 .  I n  the right hand side there wi l l  be "Bi l l  for the Month", here type i n  the number 
of the month l ike 5 for May or 8 for August. The system wi l l  automatica l ly take 
the cu rrent Year. 

3. Then type in the exact b i l l i ng period . Because the bi l l i ng period might be from 
a broken month l ike 1 2  August to 1 2  September. So to enter this period type 
in 08/1 2/2000 in the "From" field , and 09/1 2/2 000 for the "To" fi led . Remember 
that the format will be mmidd/yyyy. 

4 .  I n  the "Amount" field type i n  the amount for the bi l l .  There wi l l  be no system 
generated amount for these uti l ities other than the Telephone . So type i n  the 
exact tota l amount from the b i l l  

5 .  Cl ick the Add record i con or button to conti nue with i nserti ng new records or  
the close button to close the form . 

To retu rn back to the mai n  menu ,  i n  the Add Menu switchboard screen , cl ick to 
"Go Back To Main Window" . 
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4. EDITING RECORDS 

E
d iti ng records might be necessary when there might be some mistakes or 
any changes in  the records for the updati ng purpose . Other than that th is 
ed iti ng purpose wi l l  not be need in  a reg u lar basis .  One important thi ng is to 

be noted here, that there has been no option for deletion .  As because the records 
wi l l rema in here permanently and can be referred back any time i n  the future for 
accou nti ng purpose.  So it is not needed for any record to be deleted. But i ncase 
for any reason there is a need to delete the record, then th is can be done in the 
ed it mode. 

To go to the edit screen cl ick on to the "Ed it Records" in the Main Menu .  This "Ed it 
Records" menu wi l l  appear. 

C l ick on the buttons to perform specific  task l ike for Editi ng Master Records cl ick 
the first button and for Ed iti ng the Transaction Records cl ick the second button 
and the last button to go back to previous wi ndow or menu .  

4. 1 Edit Master Records 

To edit the master records for any omissions, updating data , or deletion ,  th is form 
can be used to update the data . Though deletion of data is h ighly d iscou raged as 
the data can be used to refer back to any transaction later and as this wi l l  not use 
additional space . For record tracki ng for future use, th is deletion should be 
avoided . The form for th is ed iti ng purpose is d isplayed in the next page. 
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ii"l [ dll M astel n�c ol dc 1!!!I�13 
utity ID 

T8S23327 
1r-r-:U:-:-9-e r-:-::ID�---'---"'�N�a-m-e----'--�� T 88L3379 
1 h.� �S=OO=O-1 4�F ��- H�O-_HA-SI-NA--------�--�.TI�

lnI
7� ...... � 

MOO078 SHAMA R. ALAM T 8823981 
XOOO04 TEST DATA G988 T 88 23994 
r-v100335 HUMAYUN KABIR G999999 T8825042 
800049 PACIFIC-SHAMI - C O I\JTRACT m1 1 800�T ....... 88_250Tr4r-n3 """"""......----
800050 PAC IFI C-ZULFIKAR H DER lD"1 1 858942 01 1 858942 
S000 1 0  CITYC E L-PA,C IF I-D IDARU L  H.A.Q T0 1 1 859792 0' 1 1 859792 

M00500 GOLAM MAli UDDIN 1D1 7528 1 76 0 1 75261 76 2400 

Record: &.J 1 1 . ' . ' 1 l of 1 70 _�-,-J _________ ---' 

Using the Combo Box:  

Find Record Close 

234-43 23 Gas Offi 
Gas Re!  

'1 1 45-0 - 1  Mobile Phone Offi 
1 40-22 01  Mobile Phone  Offi 
1 45-21 06 Mobi le Phone Offi 
1 45-21 06 Mobile Phone 

� 

To quickly find a record for the whole l ist, expand the Combo box and find the 
requ i red 1 0  or type i n  the requ i red ID _  If the I D  is present there then it wi l l  
automatica l ly show the related records on the screen _ Or the records can be 
browsed manua l ly to find the requ i red ID _ 

Note: Using this Combo Box, on ly the match i ng Uti l ity I D  wi l l  be sought To find 
out the requ i red records by any other fie lds then the "F ind Record" button or the 
options should be used . 

Using the Find Reco rd option : 

To fi nd the relevant records by usi ng fields other then the Uti l ity ID ,  th is option is 
the best solution . 

FiQd What: I 
Search : I All 3 r Match �ase 

r 
Mate!:!: Any Part of Field .... r Search Onl y Current field 

.�\I hole Field 
St ar t of Field 

close 

F i rst cl ick on to any record i n  the form and then press the "Fi nd Record"  button .  
Then select "Any part of the Field" i n  the Match criteria to 'fi nd records with 
match ing the word in any part of the field . To have an exact match , select "Whole 
Field " .  Then type in the word to math or fi nd in the "F ind Whaf' field _ C l ick to F ind 
F i rst to find the first matchi ng records .  Then cl ick on to F ind Next to find the next 
match ing Field . 
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Editi ng 

When the desired record has been success fu l ly found then just by typ ing over the 
record s wi l l  perform the ed iti ng task.  

Deletion 

Like using MS Excel , select the wh ole record by the record selector at the left 
most part of the record and then select the whole record a nd then press the rig ht 
mouse button and then select delete to delete the whole field . 

Ut�ily ID :::I 

Use rID Name Type 
800014  F AX-HO-HASINA 7766 E l ect r icity Offi 
tv100078 SHAMA R. ALAM 6775 3600 567-50-77 Gas ReI 
XlDJ04 TEST DATA G988 6785678 234-43- '3 �as Offi 

- SHAMI - CONTRACT T01 1 808559 0 1 1 81)3559 1 1 45-02- 1 Mobi le Phone Offi 
D@lete Record '·ZULFIVAR H i'DER 1D 1 1 858942 0 '1 1 85894 1 40-22-01 Mobi le  Pho ne Offi 

cut L-PAC IF I-DIDARUL HAG T01 1 859792 0 1 1 85979 1 45-21 -06 Mobi le Phone Offi 

- Copy MAINUDDlt� TD1 7526 1 76 01 75261 76 :.-400 1 45-21 -08 Mobi le Pho n e  � 'I • I · '  I l of 1 70 � I I 

.[ liow Height" , Find Record 

4.2 Edit Transaction Records 

To edit the Transaction Records fol low the same proced ure as ed iti ng the Master 
Records.  
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5. VIEW RECORDS 

T
o view the Telephone Records cl ick to the "View Records" i n  the Main 
Window. At this stage only the detai ls of the Telephone Records have been 
created . Other views such as the "Electricity" or the "Water" have not been 

made .  But i n  the later version these views wi l l  be added . 

This view can be used as an i nstant view of the desi red records for query or 
'fi nd ing any ca lcu lated amount or for just viewi ng purposes . 

� VII�W I elr.rJhone lhll D l:t ail1. "� EI 

�Jame illile .. iI ....... :tIl� UtJlily 10 I 
UserlD Nllme 

� II MOOO06 IMU,ci.LLEM A. CHOWD HUA'� 
IIMOOO08 IMUALLE M .1l. CHOWDHURY 

Record; J!.LJ I I 2:J!:!.LJ of 2: 

UtMy lD 

IT91 27684 
IT91 27684 

Dete 
1·�Ug 2000 I 
I Sep 2000 I 

I . , !'-::-. - ----

Ertry D�e nil Used Lmt Other [halg Amount: � 
7/30100 I 8702 j3600 l 1 7.1 85 

.!j 7130/00 I 8580 � 1 
1 

1 6,S46 
I, 

-;--

- - _' � I I 

The three Combo Boxes can be used alternatively to find the desired records by 
Name wise search ,  by Uti l ity 1 0  wise search or by Month wise search . 
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6 .  PRINTING 

P
ri nting reports is t h e  most i mportant part o f  the database since i t  is  t h e  only 
output,  wh ich g ives the final calculated i nformation.  A clear u nderstanding 
is needed for these printi ng proced ures i n  order to generate accurate 

pri nti ng reports . 

To g o  to the p rinti ng options,  cl ick on to the "Pri nting Options" i n  the mai n  men u .  A 
menu wi l l  appea r l ike the one shown below. 

6. 1 Printing Telephone Bills Based on Entry 

Date 

Someti mes it might be necessary to pri nt the telephone bi l l  calculation according 
to the entries made.  For example 30 bi l ls have been entered and record ed tod ay. 
And if these bi l ls ,  that have entered today, are need to be pri nted out.  Then this 
option wi l l  be u sed . And again if tomo rrow few more b i l ls  are entered and a re 
needed to be pri nted out. Then this option wi l l  be used . No matter what the b i l l ing 
months is but,  the b i l ls  that are entered today or d u ring a specified dates wi l l  be 
pri,nted . Some bi l ls  might be for 2 months back and some might be for 4 months 
back and some mig ht be for the cu rrent months ,  then these bi l ls  can be printed by 
th is option . This is essential  needed to match the records with the ledger.  And 
m,ig ht be needed to pri nt in most of the ti mes . 
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To set the pri nt ing date range cl ick the first option in the Pri nti ng Menu ,  

i8 Punl fnllJlV \11,", Ei 
Range 
F'oll"l '--1 --::::1---r. 
To I o:::J 
'view R!!�Oft I Prmt Report I 

00... I 

Specify the range in  the "From" field and i n  the "To" field .  It wi l l  be i n  the format 
mm dd yy . Th is is date when the b i l l i ng entries have been made. And this is not 
the bi l l ing month of the bi l l s .  So it should not be confused with the bi l l i ng month . 

6.2 Printing Telephone Bills By Month Wise 

I n  th is option it the telephone b i l ls ca lculation can be pri nted in the b i l l ing month 
order. For example all the bi l ls  for the month of "Feb 2000" , no matter when the 
entries have been made. 

For th is  option cl ick the second option in  the Pri nti ng Options menu window and 
th is d ia logue box wi l l  appear. 

x 

Bills for I .::oJ 
View R eport I 
Prin( RepO/I I 

Close I 

I n  the "Bi l l  For" field type i n  the bi l l  for the month of by selecti ng the month i n  the 
combo box. 

On ly the months wi l l  be there in the Combo Box, for wh ich there is at least one 
entry. If there is any month that is not shown in the l ist of the Combo Box, then it 
means that no b i l l i ng has been done for that specific month . 

10 
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6.3 Print Telephone Bills by Name Wise 

This option can be used to print the bi l l ing calculation for a particular user. And al l  
records rel evant to this user wi l l  be pri nted out. 

� Print T elephone Bill bV N ame f3 
Name � 
View Report I Print Repolt I CI�e Form I 

This i s  use fu l l  when the SC I for particular user is needed or the total for a specific 
user is needed . 

Note: The "View Report" button can a/so be used to view the report on the screen 
instead printing it out. 

6.4 Print Water, Gas and Electricity Bills 

To pri nt Water, Gas and electricity bi l ls , just c l ick the relevant options from the 
Pri nti ng Option menu  and this d ia logue box wi l l appear. 

irl Pnnt E ler.hle Rill. EJ 

Flom ::::J 
To I :::oJ 

IIY�--�jl Plint RepoIt I 
Close I 

J ust select the b i l l i ng month i n  the "From" and "To" field and the report wi l l  be 
generated . 
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6.5 Printing SCI 

The SC I fo r the employee ca n be pri nted out for a specific year by usi ng the 
option " Pri nt SC I" .  cl ick this option and this d ia logue box wi l l  appear 

x 

'j'ear r-

View Reporl 

Print Report I 
Close 

Type 00 fo r yea r 2000 or the last 2 d ig its of any yea r a nd the SC I for that total 
year  wi l l  be in a report .  
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7 .  SUMMARY OF THE SEQUENCE OF 
USING THE DATABASE 

T
o view the sequence for operati ng the database ,  fol low the steps to get a 
generic idea: 

a) Open the database . 
b) Go to Add Records .  
c) Enter the user code by "Add User Code" for i nserti ng data regard ing users .  
d) Add new user  information , after inserti ng the user codes . This wi l l  be the 

master record . Th is wi l l  be used every a bi l l is processed . To enter data cl ick 
"Add New User I nformation" .  

e) Add b i l l ing i nformation by cl i cki ng to "Add B i l ls" .  This wi l l  be used most of the 
times and through th is option the bi l l  calcu lation is accompl ished . 

f) Ed it the records if there is any mistake .  By c l icki ng to "Ed it Records" 
g) View Records to see it is al right and for any on l i ne query .  
h )  Pri nt the reports by cl icking on the "Printing Options" and then select the 

desi red means to find or search the data and view or pri nt the reports . 
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8 .  To QUIT THE DATABASE 
ApPLICATION. 

T
o qu it the d ata base , si mply c l ick the "Quit Appl icati on" button in the ma i n  
wi ndow or men u .  

14 
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