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It is my greatest pleasure, to inform you that I have successfully completed my 12 weeks
Jong Internship at British American Tobacco Bangladesh and have prepared my
Internship Report during the stipulated time. As per the university's rule, I am submitting
my report titled "Automating the Periodic Payments of British American Tobacco". The
report includes my research project, which is the system analysis and design of a database
software that I have prepared during my internship, the software and also a user guide to
run the database software.

I have tried my best to evaluate the calculation of the manual periodical payments system
of the Corporate Finance department of BATB, and have proposed a simplified process to
calculate the periodical payments with my database software. I hope my efforts would
come in to help for BATB.

In this regard, I would request you to kindly accept my internship reports and allow me to
complete the submission process.

Thank you,

Sincerely yours,

Cof/~

Shams Arifin
1D #1997-1-10-011

East West University
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Executive Summary

[is report basically describes the automation of the Periodic Payments calculation of the
Corporate Finance department of BATB, and contains two more sub-reports. This main
eports  discusses about the organization's history, functions, products, markets,
mmmagement and company profiles. The second part of the report is the system analysis
md design of the periodic payments of the finance department, and the third part is the
mey manual of the sofiware that was developed for the calculation of the proposed

prindic payments system.

As a multinational company, BATB is the largest in this country in terms of asset and
mmover and also in term of highest taxpayer to the government. It has about 51% of the

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

e second part of this report, as it has been said, contains system analysis and design, it
hows the time and processes that will be saved if the proposal is accepted and the
pfiware is used.

he third part is the User Manual, this will in details discuss how to use the database
pftware. The software has been termed "Utility Register" and will at this stage focus only
0 the utility part of the periodic payments. Later on the fixed recursive expenses can be

e as separate module to the existing software.
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1 INTRODUCTION

1.1  Origin of the report

This report titled "' Automating the Periodic Payments of British American Tobacco
Bangladesh (BATB)" originated from the BBA internship conducted by the author in_the
head office of BATB, organized by the school of Busiﬁéss, 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 the 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
seps 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:

1) The system should support decision.

2) The system should support changes in business rule.

3) The system should ensure consistent information.

temnship Report, prepared by Shams Anfin 1
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3 Seope
| 'Whe rescarch study basically covered the Corporate Finance Department, where this

: amsermship was conducted. In the Finance department, the work area was the calculation of
- i prxindic payments, which is mainly done by a non-managerial staff, supervised by a
mmmmper. The author also had to work with the IT department, as this automated |

ommputerized database was handed over to them for future modifications. More over the

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

diepartment.

- 14 Methodology

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

. ammomg non-managers and managers of the Corporate Finance department. The existing
gmxielines, documents and other supporting papers relevant to this project were also
amsnhed and examined. The author worked as a part of the present system and found out
the present Flow chart by participating in each and every step of it. In this process, the
problems and complications of the present system of bill processing were identified. First,
all possible options to formulate a simplified system of calculation of the periodic
paymes, to serve the objective of this project were identified. This was done by
smlyzing the system, taking suggestions from staffs, managers and concerned clerks, and
uwsing the author’s own judgement. Finally, all the options were evaluated and the best

among those were recommend.

1.4.1 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

ktemship Report, prepared by Shams Arifin 2
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:- employees of the IT and Corporate Finance department. Two managers in the Corporate

: Fmance department were interviewed in long and separate sessions. Moreover, many

i @her mformation were gathered while working as a part of the processing of the Periodic
; Paymemes system from the non managerial staff, who is directly responsible for preparing

e periodical payments.

megster books, bill payment system etc. The emphasis was given to the primary data.

These primary information were collected by interviewing the concerned managers and

142 DataSources .

FPrimary sources

Maost of the data was collected from the primary sources. Interviews with the concerned

emmmmprTs and employees were the main sources of primary data for the author.

Secamdary sources

The secondary information were collected from the following sources :

4 Gudelines for conducting different activities of the company ( e.g. expenses and
payments guideline)

€ Regster books for current payments

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

These secondary sources were used mainly for the project part of the report. Other
sexondary sources were used, that were used for the organization part of this repot. They
arc:

¥ Reports and other Annual Report.

ilemship Report, prepared by Shams Arifin 3
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Web site of BAT.

Lisitations
th there were ample sources of information and all the managers at BATB are
friendly and resourceful, but still there were some limitations, which to some

sxmems caused problem to prepare this report. The limitations are as follows:

| @ Lack of secondary information : This was the main hindrance at the time of the
study. The annual report and the journals were only secondary sources of information,
winch weren't adequate to provide the reader a vivid idea on the BATB

4 Limitation of time : Time was a major constraint for completion of the automated
systern and the report paper. Due to lack of time many aspects of the database system
apuld not be incorporated though stated in the system analysis and design.

< Limitations 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

mcorporated in the report.

Intemship Report, prepared by Shams Anifin 4
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2 A SHORT BRIEFING OF BATB

2.1 An overview of the company

British American Tobacco Bangladesh (BATB) is a pioneer and leading multinational
cigarette manufacturer. The company sells its leading branch in over 50 countries
covering 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.
BATB is one of the largest companies in the country with a long established reputation
for consistently providing its consumers with high quality brands. BATB is listed in
Dhaka and Chittagong stock exchanges. The company markets major international
cxgarette brands like Benson & Hedges, State Express and John Player Gold Leaf, which

are complemented, by local brands such as Star and Scissors.

The 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 S 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
as BTC ) and has always been a part of British American Tobacco. Currently it
seved almost 54 of cigarette market nationally. Today British American Tobacco

kv reputed not because it makes and sells some of the best known cigarette brands,

Becanse it looks beyond its own business interest.

company's main business is tobacco, which involves growing, procession,
uring and marketing of tobacco leaf, cigarettes and pipe tobacco. The company
exports processed tobacco leaf in the international market, mainly in the European

@mmmtrics with its effort to create an international market of its products.

.;' 22 Historical Background of BATB

" Dwring the twenties a company called mperial Tobacco began its operations in the sub-
comtincnt. The company ruled “Imperially” in the Tobacco industry for 25 years or so.
Afier the sub-continent broke off into India and Pakistan the company too broke off into
rwo different identities; Indian Tobacco Company and Pakistan Tobacco Company.

Im the beginning Imperial Tobacco Company (ITC) launched a branch office at
Moulivibazar, Dhaka in 1926. After the partition in 1947, cigarette were coming freely
from Calcutta, but introduction of customs barriers in 1948 between India and Pakistan
mmerrupted the smooth 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 of PTC went into production in 1965. After the war between

Intemship Report, prepared by Shams Anifin 6
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India 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 vpart 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
Bangladesh Tobacco Company. The Bangladesh Tobacco Company began its operations
on the 2™ 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 2% 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 -----memmemeemee- PTC opened its first factory in Fouzdarhat Chittagong.

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

1965-mmmremmammnnnan 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).

Intemship Report, prepared by Shams Arifin 7
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2.3 Relation between BAT & BATB :

The parent company of BATB is called BAT CO or British American Tobacco. They are
the major shareholders of BATB. The operations of BATB are regulated according to
BAT Co regulations and BAT Co looks after the management aspects of BATB. 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

Tobacco Division Financial Division

AMESCA

|

BATB

Intemship Report, prepared by Shams Anfin 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
as 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.

24 Tobacco Cultivation in Kushtia

Tobacco cultivation in Kushtia Leaf area was first 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
tobacco 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 GLT
plan. The plant manager is the team leader of GLT 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.

Intemship Report, prepared by Shams Arifin 9
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2.5 Structure of BATB

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, Production Finance Personnel Corporate Leaf Bept.
. Nent. Dent. Dent. Dent.

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

Rritish American Tobacco Bangladesh is a leading multinational tobacco company,

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

Intemship Report, prepared by Shams Arifin
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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 27.77%,
Sadharan Bima Corporation 2.89%, Bangladesh Shilpa Rin Shangshta 1.10%,

Government of Bangladesh 96%, Sena kalyan Sangshta 0.53%, 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.

e Permanent

e Probationer

e Temporary ( seasonal )

e Bodily

e (asual

Trade unions are established in the following company working locations :

& Head office

¢ Dhaka factory

intemship Report, prepared by Shams Anifin 11
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4 Chittagong factory
+ Rangpur leaf factory

¢ Kaushtia 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 #rade 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 Report, prepared by Shams Arifin 12
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3 ORGANIZATION FUNCTIONS AT A GLANCE

3.1  Physical infrastructure of the 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

( GLT ) 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
ilead 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.

Thc company's authorized leaf area is located itn 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 personnel. This include technical

know how, agricultural inputs and financial assistance.

internship Report, prepared by Shams Arifin 13
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The company performs its sales and distribution operation all over the country through its
Five regional sales offices. They are located in Dhaka, Chittagong, Khulna, Rajshahi and
Shylhet. Each of the regions is again divided into operational area, which in turn is
divided into territories. To perform its sales and distribution smoothly, the company
operates 10(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

= [ eaf

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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sroduction department has been very successful in meeting the challenges and the
company 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,
secondary 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)

Internship 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

xobacco 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

namely - 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

Infernship 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 1T structure of BAT

Three local area network (LANSs) have been set up in the Head Office to channel with
The Dhaka factory and Kushtia leaf factory. Three LANSs are connected via a Wide area
Network{WAN) . BAT has a private e-mail network through which management

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

i‘nremsmp Report, prepared by Sharns Arifin 17
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5.4.1 Different brands of BAT
3enson & 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

<ilter and Capstan Filter etc. are the different brands of BATB.

8.5 Leaf department

At the time of the liberation war in 1971, only 600 acres of land were used for the
sroduction of 'Cigarette type' of tobacco. Major portion of the total local requirements of
cigarettes were imported from West Palistan. Immediately after the independence, owing
20 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
Responses of the farmers were so effective that the country became self-sufficient in
sigarette tobacco by 1975. In recognition to that outstanding performance, the company
was awarded the president's Medal in 1976. In 1996, the company purchased about 5,500

ons of tobacco leaf from its registered farmers.

T'he leaf department carries out the following important function :

1 Provides technical know how, financial assistance and agricultural inputs to the
registered farmers.

1 Purchases tobacco leaf from the growers.

2 Process tobacco leaf ready for insertion in the production department.

3 Provides storage and transportation facilities and carrying tobacco to and from the

factory.

Eemship Report, prepared by Shams Anifin 18



Automating the Periodic Payments of BATB BRITISH AMERICAN

TOBACCO
BANGLADLSH

o 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.

o Exports tobacco leaf.

(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

intemship Report, prepared by Shams Arifin 19
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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 modern 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
human 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
zuideline, 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(LTA) 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,

8ATB sends its managers for training to BAT group companies.

i.7  Corporate affairs department

“he 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
owards the societies well being. The company promotes and sponsors various

sommunity development programs to increase its image in the society.

I'he department maintains good and continuous liaison with the media, government and
Dther pressure groups in order to protect its business image from any unwanted situation
n the context of prevalent anti smoking campaign, nationally and internationally.

A§ a conscientious corporate citizen, BATB has been actively involved in the promotion
Of national art, culture and sports. Sponsors of BAT are well known. In the sports field
['he company sponsored quite a few national and international events. In addition, the
Company also gave financial and material assistance to Diabetic Association of
Bangladesh , Shandhani, Red Crescent and Center for the Rehabilitation of the Paralyzed,
fahangirnagar Teachers Club and Bangladesh Botanical Society.

Academic institutions, literary associations , cultural groups, charitable institutions and
sommunity 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
irewood, BAT launched its forestation program, which is still continuing in preservation

ind development of the environment and natural resource of the country. As part of the
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community 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

assisted 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
Management Services Department Manager. The Finance Department comprises of three
departments. They are accounting department, management services department and legal
departments, 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
activities of BAT shares. The accounting department monitors and controls all the
accounting and financing activities of the company. Three senior managers, Finance
Account, Management Account and Audit Manager supervises overall financial activities
In the Company Management Services Department is responsible for the IT
implementation of BAT following BAT Co. directives. Audit Manager manages all the

intcrnal and external auditing of the company.

The departments carry out the following functions :
1 Finance company assets, personnel and operational facilities of the cigarette factory,
Leaf factory and head office.

2 Prepare and verify consolidated financial statement of all units of the company.
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1 Monitor and control all financial activities of the company.
2 Process management information.
2 Structure capital policy.

2 Carry our auditing by internal and external auditors.

3.9 Marketing department

The 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
Marketing & 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

ny Group Personnel.

3.9.1 Organization structure of marketing department of BATB

Figure :3
Marketing Director
al sales manager Brand group manager Marketing inte“igence
| Trade marketing & Brand manager Market
Development manager
research
Brand manager manager
__| Supply chain manager
Merchandise & promotion
Officer
Logistic officer Brand officer Market research officer
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'he Brand Managers and Brand Officers are responsible for the allocated brand (s). They
are responsible for all type of brand management activities. Group Brand Manager is also
Supported by a Merchandise & promotion manager whose primary duty is to help brand

nanagers in their performance of the advertisement development functions.

Market 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.

[he 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

l

Sales depots

I

Distributors ¢

| S Retail
Cash & carry clarers
Consumer a P

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

Trade channel :

Distributors | ] Retailers . Consumers

Figure . 5

Supply channel :

Distributors | 3] Cash& Carry | ] Retailers | i Consumers

Figure ©: 6

Trade development & training manager acts as the interface between TM & D and
Brand Marketing Greup and responsible for trade development activities and all types of

Training.

T'he marketing department and The Production Department activities are highly related.
According to the need of the marketing department , production department carries out
he cigarette manufacturing . The marketing department forecasts the sales volume of the
tifferent 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 find 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
just at the time of need, and to overcome various uncertainties related to physical
distribution 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

shysical movements of goods between two warehouse.

Distributors warehouse
All distributors have their own warehouse, where cigarette can be kept safely while not
legrading its product quality. Distributors buy the cigarette from BATB and from that

soint ownership and all responsibilities of the products go under the distributors.

Internal carrying agent

They are carrying agent but carry small volume of products. Normally they are local
I'ruck owners. They carry products from regional go-downs to distributor warehouse.
F'hey also take all the responsibility and risk engaged in physical movement of products.

Dpening stock at distributors office
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Apart from the warehouse, every distributors also maintains another stock at their office.
I'his stock is for maintaining any change in market demand instantly. Dealers sometimes

sell cigarette through their countries to face special situation.

Delivery van
A1l 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.

"ash & Carry
[hey are businessmen who sell cigarettes directly to consumer and at the same time they

ell cigarette to the retailers.

etailers
Xetailers are at the end of the physical distribution system of cigarette selling products

irectly to the consumer.

9.3 Regional trade marketing office (RTMO) Dhaka

“he 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
1anner 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
sorking continuously to make this mission successful, Furthermore the whole country
Ias been divided into six regions to perform the marketing activities efficiently.

doreover
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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
wad of trade marketing. At present, there are eighty-two distributors involved with
3ATB are responsible to make the products of the company available through out the

ountry.

[he British American tobacco Bangladesh consider the distributors as their customers.
I'hey have identified the distinction between the customers and consumers in a proper
vay. Consumers are those who buy cigarette for smoking. The company sells their
roduct to the distributors; in turn the distributors sell to the retailers and cash & carry as
vell. Cash & carry are nothing but wholesalers. Cash & carry are needed because at times
he 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 #rade marketing and distribution team performs

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

evelopment.

“rade coverage

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

2am working to identify retailers who contribute eighty percent (80%) of their total sales
olume. 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.

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

1e retailers on the call card in the Laptop computer. A set of questions regarding the

arious 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 turn 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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" Coavenience outlet
All shops where consumers generally go without any purchasing intention fall in this
aaegory. 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.

Grocery
These are the outlets where consumer visit on a regular basis and with a purchasing
: Bmsention. They generally make a list of item before they will visit these sorts of outlets.

These 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

eristics of a HoReCa is that the shops must have a seating arrangement. It is

that consumers visit those shops with the intention to spend some time. These
range from small roadside cafes with seating arrangement to luxurious restaurants

fast food outlets.

Description of the major brands

& Hedges

trand is the most profitable of the BAT products and launched in early 1997 in order
give consumers the choice to purchase a fresh, duty paid alternative to the widely

le 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
Bangladesh. The author observed the test production of the first B&H cigarette in
Bangladesh. The test copies of B&H cigarette, produced in Bangladesh have been sent to
RAT head office. BATB will start producing B&H in a large scale after the Head office

spproves the quality standard of the B&H cigarettes produced in Bangladesh.

JOHN PLAYER

FILTER KINGS

7]

@

WD & HO. WILLS

(Some of the major brands of BATB)
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e express 555

555 centenary celebrations took off in the spirit of 100 years of smoothness above all
on 05-05-1995, Bangladesh, like many other countries , celebrated the introduction
the new centenary pack with birthday parties special promotional events, and

ated advertising & promotion activities.

express SSS lights

e express 555 lights is the first 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 1995 in Dhaka and Chittagong. The objective was to give the
pkers more options within the same brand family and to keep pace with the modern

emad of smoking light cigarettes throughout the world.

player gold leaf lights

Wo keep pace with the global trend of lights and to support British American Tobacco
ngladesh's corporate objective of establishing leadership in light segment in

adesh., 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-1
erboat racing was also successfully exploited in 1997 through a consumer

pmotional 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-launched 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 1995 was an excellent year for Start Filter as the
Brand demonstrated an outstanding volume and growth of share. This performance was
The result of a major blend improvement, supported through an appropriate commu-
nication 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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4 BAT AND ITS MARKET SHARE

4.1  Market share of BATB and competitors

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®h

Price segment

BAT

Competitors
brand(Dhaka,
Alpha and
Transit &
others)

Competitors
And Transit
segment
share

BA segment
Share

Premium
TK. 3.00+

Benson &
Hedges,555

Marlboro,
Rothmans

52%

48%

Medium
TK.2.00+

Gold leaf

London,
The President

16%

84%

Low
TK.1.00+

Star, Capstan,
Scissors

Navy, Legend,
Senor, duke,
Don, London,
Top 10, Super
Star

46%

54%

Very low
TK.0.25+

None

Star, Red &
White,
Diamond
Surma, K-2,
Cannon, Prince,
Boss, Express,
Wilson, Five
Five, Nasir
Gold, Gold leaf,
Gold Star

100%

0%

BIRI

None

Akiz, Abul

100%

0%
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BANGLADESH CIGARETTE AND BIRI MARKET

BIRI = 745% OF TOTAL MARKET (CIGARETTE + BIRI COMBINED)

(Pictures of the major cigarette companies and their brands)

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

marketing cigarettes. The major ones are as follows-

Dhaka Tobacco Company
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 imported

illegally. These have been termed in board terms 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 BATB is around 51% in the Dhaka Metro. The share of all other

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

Table No.3

Name of the company Percentage of the share
BATB 51%

Dhaka Tobacco 11%

Alpha Tobacco 3%

Sonali 2%

Transit 13%

Others 20%

Total 100%

Source : BATB : Monthly Audit Report : October 1999

Market share of BATB in Dhaka

O BATB

B Dhaka Tobacco
f O Alpha Tobacoo
4 519, O Sonali

B Transit

O Others

Figure No : 7

Intemship Report, prepared by Shams Arifin 36




Automating the Periodic Payments of BATB BRITISH AMERICAN

ToBACCD
BANGLADLYN

In the whole country, the share of BATB is 41% , followed by Dhaka Tobacco, which has
a market share of 22%. The market share of BATB on a national basis is shown in the

following chart.

Table No 4

Name of the company o P_efcentage of the share
BATB 41%

Dhaka Tobacco 22%

Alpha Tobacco 8%

Sonali 3%

Transit 6%

Others 20%

Total 100%

Source : BATB : Monthly Audit Report : October 1999.

Market share of BATB in Bangladesh

OBATB

[l Dhaka Tobacco
OAlpha Tobacco
O Sonali

B Transit
OOthers

22%

Figure No : 8

Intemship Report, prepared by Shams Anrifin 37



4 N il g BRITISH AMERICAN
Automating the Periodic Payments of BATB R

BANGCLADESH

The above chart shows that BATB is holding the major portion of the market share in the
whole country amounting to 41% and the nearest one is Dhaka Tobacco with the market
Share of 22 followed by alpha tobacco with 8% market share.

Though BATB is holding the major 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 of 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 Gold, Top-10

Although none ofthese 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 like Marlboro
In Bangladesh is really a big threat for BATB. This is an external threat over which
BATB has no control. However the company should take steps to increase its market
share to combat Marlboro. The market leader is Gold Leaf of BATB (15%) , followed by

Star of the same company. Which accounts for 11% of the market share. Then comes
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of Dhaka Tobacco, which Accounts for 7% of the market share. The market shares

main brands are shown in the following table.

No: 6

of the brand Percentage of share

15%

7%

3%

3%

3%

10%

11%

58%

Source :BATB : Monthly Audit Report :October 1999.

Market share of BATB Brands

52%

O Gold leaf
[ Navy

O London
OB &H

W 555
OScissors
H Star

O Others

3% 3% 3% 6%

Figure No : 9
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42  Price segmentation of market

Table No : 7
Volume share Value share BAT segment share
Premium 5.4% 17.0%% 48%
Medium 17.6% 35.0% 84%
Low 43.0% 13.0% 54%
Very Low 34% 13.0%

Source : BATB 's portfolio 2000.

4.3  Current portfolio of BATB brands

Table No : 8

Segment International Local

Premium B & H, 555

Medium JPGL

Low Star, Capstan, Scissors

Table No : 9

Price(TK/ Stick) Current portfolio

40 B&H

3.5 555
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JPGL Lights
JPGL
Capstan
Star, Scissors
= : BATB 's portfolio 2000.
Intemship Report, prepared by Shams Arifin 41




ing the Periodic Payments of BATB RRITISH AMERICAN

TOBACLO
BANGLADESH

ANALYSIS OF BATB's POSITION

s1 Research method of the survey
The review of BATB given in the next section was done by analyzing data from different

Sources. These are ;

e Primary sources :
e In - depth interview

e Question survey

e Secondary sources :
e Annual reports of BATB.
e Leaflets and brochures of BATB

e Articles and journals.

e Method of data collection

Two 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 BATB were noted through observation

for three month.
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521 Strengths

1) Getting highest competitive advantage in Bangladesh :

Iﬁ SWOT Analysis

BATB 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. BATB has been

successful in this context. BATB enjoy almost monopoly business in the premium

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: 10

BAT O

Price Segment ther companies
Premium (Tk. 3.00+) 48% 52%

Medium (Tk. 2.00+) 84% 16%

Low (Tk. 1.00+) 54% 1 46%

Very Low B 0% 1 100%

(Source BATB's Portfolio 2000)
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2) Using latest Technology : Technology revolutionizes 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 technology, aspects of packing
and painting, cutting and dying technology, application of instrumentation, control

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

Material Technology : The company has been using latest material technology to
the design and develops the cigarette and packing. These area are covers papers
technology,

combustible smoking materials etc.

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

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

MRP 1I : BATB is the only company in Bangladesh who uses MRP 11
(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
implement MRP II . This is a very distinctive competitive advantage of BATB over

other companies.

3) High quality management : [deal management comprises of five essential aspects-

Planning, organizing, controlling, staffing and leading. All these five elements are

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

¢ Planning :
e Long term orientation
e Many people involved in preparing and making decision.
e Decision making takes long time but implementation is fast.
e Employees share power and responsibility.
Organizing :
e Common organization culture.
e Organizational changing by changing goals.
Staffing :
e Rapid advancement highly desired and dermanded.
e Reward for individual achievements.
e Training and development undertaken.
¢ Leading:

e Directive style, strong, firm and determined.

e Leaders are decision makers heading the group.

¢ Controlling :
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e Control by superior

e Control focus on individual performance.

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

competitors cannot match.

5) Absorbing economies of scale in producing BATB products : BAT product has a
higher demand 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. Million in tax in the year 1998 ( source :
Annual Report 1998) . As a result of this BATB enjoys a very cordial relationship

with the Government of Bangladesh.

7) Highly respected in Bangladesh : BATB has a very good reputation through out the
country. All respects the company. He consumer believe that BATB's product is of
high quality. To most of the consumer it is a status symbol to smoke BATB's

premium brand cigarette (e.g. B&H , 555) . Most of the suppliers and other people
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also treat BATB with respect, as they perceive that the management system,

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 Bangladesh.

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
Nothave a product for very low income consumers and " Biri" consumers. Evidence
Shows that 74.5% of total volume of market share of smokers( cigarettes and Biri
combined) belongs to local company where BAT has no access. Hence, we may suggest
That BATB 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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2) Wholesalers and retailers are not getting enough attention : Distributors of the
company do not give enough attention to the wholesalers. The retailers also
complained that BATB does not provide sufficient merchandising materials to them.

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

3) Hightax: 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, BATB faces the barriers as faced by any other
tobacco companies. 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 consumer forecast for the future. At present, the cigarette
market in Bangladesh is growing at a rate of 10 percent. It is a very good opportunity

for BATB to grow.
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2) Augmenting GDP : GDP of Bangladesh is increasing due to economic expansion,
open market policy, industrialization and educational development. It is a great

opportunity for BATB to expand its market and product line.

Table No. 11
Year 1994-95 1995-96 1996-97 1997-98
GDP 4.4 5.3 5.9 5.7

( Source : Statistical year book of 1998 ).

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 Biri
consumers can be persuaded to make cigarette 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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2) 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 of the consumerj/ This in
turn reduces demand for cigarette including BATB products. As BAT cultivates a
considerable amount 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 anti 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. Smuggled 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 cigarettes 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 become 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

becoming more and more health conscious and a strong social pressure is being
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created on the cigarette on the cigarette companies worldwide. BATB is not free from

this pressure.

7) International competitors are coming to Bangladesh : Marlboro international

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

BATB.

%) Merger with Rothmans : BATB has recently merged with Rothmans. After the
merger, 51 factories around the world have already shut been down for cost

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

cost.
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Introduction

1is 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
me 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 BATB.
hich would be focuses in details in the later sections. The Periodic Payments were regular
sue 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
iiscellaneous items. The department runs a wide variety of strong database management
ystems and they also have an integrated accounting software named Tetra CS/3, to maintain
iz accounts. But still 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 those payments that are recurring like the utility bills, rents, fees and other
iscellaneous expenses. These repetitive tasks were titne consuming and involved too much
rocessing. Further more the manual calculation of these payments was prone to errors and
ame up to the deadlines. As a matter of fact created hustle in calculation and sometimes
0ssed the deadlines. This fusion of manual record keeping with other automated accounting
urnals by Tetra CS/3(the integrated accounting software for BATB), was not a good
ymbination and therefore a proposal was raised to review the current manual periodic

lyment system to convert it into a computerised one.

.2 Types of Periodic Payments:
House and Godown Rents
Electricity bills
Gas bills
Water bills
Internet bills
Telephone bills
» For official usage
> for personal usage by BAT's employee
Consultants Fees
Doctors remuneration
Smoking allowances

Generator fees

9
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Boiler expenses
Factory Fees (annually)
Cleaning and Servicing
Security

Renewal

3 Recording of Periodic Payments
large part of the periodic payments are the Utility Bills. 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
rectly billed to the company. Telephone on the other hand had two part. One is the official
(pense and the other is the employees personal expense. Some of the employees are entitled
receive telephone from the company and their bills would also be paid by the company up

a certain amount.

herefore 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 finance department.

[l other expenses, other than the utilities, 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 recipient.

1¢ finance department collected and the then recorded these billing data to a Register book.

1€ register book is then referred back for the calculation purpose in future.
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.4  Existing Register 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:

D

ACCT HEAD

NAME

AMOUNT
DESCRIPTION

DATE OF SERVICING
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) CLEANING OF THRES MACHING

Fields:
ID
ACCT HEAD
AMOUNT
DATE
} RENTAL FOR GODOWN

Fields:

ID
ACCT_HEAD
NAME
AMOUNT
DATE

.+ OPERATION DOCUMENTATION & CLEANING OF BMTF GODOWN

Fields:

ID

ACCT HEAD
AMOUNT
DESCRIPTION
DATE

i SERVICING

Fields:

ID

ACCT HEAD
NAME

AMOUNT

NEXT DUE DATE
DESCRIPTION
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DATE

) SMOKING_ALLOWANCE

Fields:

ID

ACCT _HEAD
NAME
AMOUNT
DATE

i 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 common periodic payments recorded and calculated by the

inance department.

.5  Periodical payments associated with Salary Calculation

“here were some calculations that were associated with SCI and VAT 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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] Analysis of the Existing System

3.1  Data Flow Diagram of the Existing System:

Submit their individual
elephone bills o

the Bills in

BATs Employee | Recordng.of g > L
. Y Register
Books
Factory,
T&T, ; Godwon, and
DESAWASA,, | ;LES‘;‘; other
TITAS, and other | expenses
Mobile Phone PAymen
companies
Calculation Banks and other
of Bills | utilities companies.
cheque or cash
igure - 1

.2 Steps in Processing the Periodic Payments

reparing the Periodic Payments there were two type of processes involved. One was the
Jtility Payments that was based on bills received form the Utilities companies and the other
ne was the fixed payments that were prepared by the finance department on periodic basis;

ke 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.
«nd does not vary on monthly basis like the telephone or other utility bills. Therefore
reparation of these fixed periodic payments were bit simple and took only one process that

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

harge it to the appropriate account.
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3.2.2  Varying Periodic Payments

>ayments like the utility bills, were varying in nature and changed on the basis of its usage.
50 there was no certain limit as such or any fixed amount that will be charge. The more the
tem 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
-arying 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

I

Receive Bills from the Utility
Companies

.

| Record them in the Register
. Books

Process Bills and send make
Paymetns to the Utility
Companies

Process the Records to
generate SCI report

v

Generate VAT Rebate Report

\ 4
Deduct the Extra Amount from
th eemployees personal
account

.3 Data Redundancy and Duplication
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

nnecessary steps. Which is in other words wasted time and efforts.
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"he first instance of data duplication is the repetition of common fields in the register books.

"he 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.

4 list of transactions under each periodic payments are given bellow which will show the

requency and the susceptibility of data redundancy

ransactions under each Periodic Payment

Payments

Transactions

louse and Godown Rents

40 transaction

lectricity bills

23 Transactions

sas bills

15 Transactions

Vater bills

15 Trisections

nternet bills

2 Transactions

‘elephone bills

220 Transactions

‘onsultants Fees

4 Transactions

)octors remuneration

2 Transactions

moking allowances

15 Transactions

renerator fees

5 Transactions

joiler expenses

3 Transactions

actory Fees (annually)

10 Transactions

'leaning and Servicing

3 Transactions

ecurity 2 Transactions
enewal 7 Transactions
able - 1
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3.3.1 Periodic Payments processes in details and their drawbacks
From the data above it can be seen that the Telephone bills processing alone has 220
ransactions. Therefore it was the highest repetitive process and was given more priorities to

sonvert it in to a data redundant and duplication free process.

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

3.3.1.1 Telephone bill 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 3600 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 limit the

company deducted it at the year-end.

Disadvantages of this process are:

» Double bookkeeping for one task: reimbursing 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
bills used by them.

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

3.3.1.2 Smoking Allowance, Renewal of Licenses and other utilities

» The smoking allowance was prepared by a requisition made by the finance department to
the distribution department.

' In case of absence of employee responsible for the requisition preparation, the allowances
were not done in time.

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

problem.
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1.3.1.3 Other problems:

.ike this smoking 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.

.4  Overall problem of the Existing System
\part from the specific problem outlined in each of the periodic payments, there were several
ther problems that could be viewed as an overall-general problem for the existing manual

ystemn. 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 volumes of register books.

The processing was very expensive in terms of opportunity and financial cost.

Instead of involving an employee dedicated to just the calculation, he could have been
placed to some more meaningful task.

Payments sometimes crossed the dead lines and huge loss had to be borne by the

company to adjust the late payments.

.6 Solution to the problem

ince in every facet of BATB it is computerised, this manual Periodic Payments calculation
ould also be converted to an automated 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 system

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 information.
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3.6 Analysis of the Proposed System

A database could be designed which would replace the manual register books and could be
ased for future referrals. This database would be able to add records, store them and calculate
sills, SCI and also VAT rebate. Reports could be generated from this system and also this

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

3.6.1 Objectives of the New system

Main Objective:

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

egister books.

Chis would be done in two processes.
. The fixed payables would be calculated and printed automatically before the due dates.
!. After entering the meter readings for the utilities, it would print out doing all the

calculation necessary automatically.

Mther 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 forms.

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

finance departments.
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3.7 Data Flow Diagram of the Proposed System

Bills sent to the finance

Biils from
| theUtility Saves and retrives data to
Camganies Automatically
process thebills Database
and other fixed |
[ Tekphone
bills from
|__Enployeez
m | Banks, Utility
. companies
%*0 and other
‘ parties

Figure - 3
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 Consequence of the Proposal

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

0 complete his work.
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“he proposed system would be able to reduce his work to almost by one fourth. He would
10t have to work overtime to prepare the payments and would his and company’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 O Time for other

task task
B Processing EProcessing
Time Time
Existing System Proposed System

‘igure - 4

Mianagement’s time saved:

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

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

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

Deadlines and late fees can be avoided:

3ATB pays a huge amount of utilities bills 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.
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! Design

\ database would be designed by using MS Access and the data would be stored in the

entral system for accessing from any point and department.

v user friendly GUI would be associated for easy maintenance and operating by any

mployee by the department.

“he database would 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, Electricity, Water and Gas bill payments
ecords. The database would include reports based on the entry made and reports embedded
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 /Output)

"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
ave 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 bills and makes all 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
puts 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

MENU
_ & % i I !
~ ADD | EOIT VIEW ‘ . PRINT { QuIT ‘
Add Bills |« L . TR
— v .
Add New | : :
Userinfo [~ Lol Detais Ptint Water
l Add SCi id— —EgT[_— —
!Transa:ction ‘% Funrees
T Prnt
'\ —™_Electricity
3 PrintsScl |
‘igure - 5
.3 Database Schema
$.3.1 Tables
[he tables that would be used in this database are:
AccountCodeTable
fields Types and Constraints Size
\ccountCode Text, Primary Key 9
Jescription Text, Not Nulll 155
Mastercopy
fields Types and Constraints Size
JtilityID Text, Primary Key 15
JserlD Text, Foreign Key 6
Number Text, Not Null 16
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AccountCode Text, Not Null 9
Type Text, Not Null 20
JseAt Text, Not Null 10
JayableTo Text, Not Null 20
\ccountNumber Text, Not Null 50
Status Text 10
SCICodeTable
Fields Types and Constraints Size
JserlD Text, Primary Key 6
Name Text, Not Null 50
_imit Number (Long), 4
Mastercopy

Fields Types and Constraints Size
JtilitylD Text 15
lateentry Date/Time 8
Date Date/Time 8
Jate1 Date/Time 8
Jate2 Date/Time 8
_alculation Text 10
DpeningMeter Number (Double) 8
>losingMeter Number (Double) 8
NopeningMeter Number (Double) 8
NClosingMeter Number (Double) 8
JnitUsed Number (Double) 8
Othercharges Number (Double) 8
\mount Number (Double) 8
Status Text 10
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4.3.2 Entity Relationship Model

Tables and their relationships: Figure - 6
Bt 1 Boby, } etk
UserID —_\\2 LkiltyID LityID
Name UserID dateentry
Lirnit MNumber Date
AccountCode Datel
Type Date2
UseAt Calculation
PavableTo QpeningMeter
.-!l tCod AccountMumber ClosingMeter
D inti Skatus MOpeningMeter
SEShen F1 NClosingMeter
UnitUsed
®thercharges
Arnount
Status
’roperties :
SCiCodeTable mastercopy
UserlD 1 oo UserlD
Access Key: One-To-Many
Attributes: Enforced, Cascade Updates, Cascade

Deletes

AccountCodeTable mastercopy
AccountCode AccountCode

Attributes: Not Enforced

Attributes: One-To-Many

yystem Analysis and Design
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mastercopy TransactionTableV
UtilityID UtilityID
Attributes: Not Enforced
Attributes: One-To-Many

“igure - 7
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1.3.3 Proposed System interaction Forms

FILITY REGISTER

\dd Menu
Add il i [ [o]x]
UKikiID s
|
Uty 1D iy Bl o e month ot |
User D EEE| Cagudotion [Fomac =]
Name ?;gg:az ] Llaang Meter I
B N —
Accourt Code Nw/D Closing Mater |
e T NW/D Dpening Meter [
Lise At I Unit Used I
PapablaTa i Other Charges |
- S
\dd Bills
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>roposed System Interaction Firms (.../cont)

&1 Add New Users Informalion =] E3 & New User Cade < AEE
Iig o |7 . User ID MA45555
| User D E % o fAnsan Habb
Name ]
Limit {
Number {
Account Code [ Recard: 1| [T 1 »|vafraof1
Tope [ =l
R [ | New User Code
Payable To ' =]

Accourt Number, |

Add Next I Save Recard I Urdo Record '

Close Foim I

Recard: Il] ” 1 -|H|--|ﬁ1

Add New User
£ £ Mosien Hecords
Uity 1D ]
T8823327 ™
UserlD | Name | il Iggé?;;g | AccountCode | Type | =
[¥]S00014 FAXHO-HASINA E7766 - 12304-22  Electricity off
| |MO0078 SHAMA R ALANM 588899 (718823981 567-56-77 Gas Re:
| |X00004 TEST DATA G288 16623394 234-43-23 Gas Offi
| |M00335 HUMAYUN KABIR Gg9azgg} 15825042 . Gas Res
| |S00042 PACIFIC-SHAMI -CONTRACT T#118085%s T rouoss 1145-02-1 Mobile Phone Offi
] 800050 PACIFIC-ZULFIKAR HYDER T011858942 011858942 140-22:01 Mobile Phone Offi
| _|S00010 CITYCEL-PACIFFDIDARUL HAQ TO011859792 (011859792 145-21-06 Mokile Phone Offi
| |MO0500  GOLAM MAINLIDDIN T017526176 017526176 2400  145-21-06 Mobile Phene Offi &
Record: 14 ” 1 r|tl|-‘|a(1m 1| | '|
Find Record l Close I
“dit Master Records
Range
Fom [ 7] & Piint Telephone Bill by Name
To I 'I
Mame | |

View Feport I Piint Repat

& I View Report I Frint Report I Close Form l
A03e

Print Bills by Name
rint Bills by Entry Date Figure - 8
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4.3.4 Reports

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

alculation forentries made on: 7/24/00 To  7/25/00
Name Twe Nuwnber UseAt Account PaydbleTo Limt Ddle Opening Closing NWD NWD  Units Other Amourin VatInTk
Code Mete  Meter Opening Closing Used Charge K
Meter Meter
UG KABR Mchile Phore 01752177 Officc 1452106 CmneenFlom: X600 [Cec 200 * 27 fs) 8 934 1,998 »l
PACFICSHAMI-CONTRACT Mchde Prne @LISGBSSS Offica 1145021 CuCell ul2000 o B? 87 g7 M0 156,763 2,45
Moh e Phone Total 152,746 0,19
QUAKTUM - HO Teepoe WM Office  1-B41 ®T nl2o0 67 2B %7 B0  HO3 1.935,643 234%
DF-PLANT Tdepecra  82USO  Ofice 140201 TET R2000 %7 3R g} F a2 4,32 54
TelphereTotal 1,979,969 B30
Grand Total For Mobile and Normal Telephone Chargey 2,098,735 me
Report by Entry Date
hone Bill Details for MUALLEM A CHOWDH
Name Type  Number UseAt Account  PayableTo  Limit Dae  Opeming Closing  NWD NWD Totd Other Amountin
Code Meter Meter  Opening Closing Unts Chame X
Meter Meter  Used
Readence
I
MUALLEM A CHOWDRURY  Tekephore 9127534 Besdmo  14601-15 ey FH0 Ang200C 55 876) 5% 81%7 Lol 1788
TelephoneTotel 183
Total fortug 2000 Inss
|
MUALLEM & CHOVOHURY  Telophers 9127634 Resdone 1460113 =T ¥00  Sepd08 %17 09 ] 5% ok 16946
TelepharaTotal 16946
Tatal forSep 2000 16946
Total 2ills use at Residznce 34131
Report by Specific Employee ID Search
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r and Gas Bills Calculation

Name Type Number  Accounmt UseAt  Accownt De:scription PayabkTo Enmiry Date  From To AmountInTk VatPaid
Number Cede Date InTk
STLATA G 6785678 656 Office B443-8 TeeGs A0 My 200 ¥IXH9 12199 87500 11426
[AMAR. ALAM G (26 $% Residen»  567-%-77 Tits Gas Y2160 Mgy 2000 41219 VX199 wEIBOM 1026235
Totak: BAIW 1037681
F5 SHAMIMA RAFM &N “Kater BB 671%7 Residerce  121-2343 WAS 4 %280 Aug000 G159 12199 38,7800 129867
RS FARVIN SULTANA Waler e7rBs 575786 Offlce 1234453 WASA %2740  Ang D00 Y199 &12200 000 000
FS. FARSINSULTANA Water aBs %7586 Office 1234453 WASA w200 112000 S1X199 61199 87,6870 1143433
Tomk: 18546500 H.89313

Water and Gas Bill Report Figure - 9

44 Estimated Development Time

DEVELOPMENT PHASE TIME REQUIRED (In Man Hour)
Analysis 96
System Design 96
Program Coding 336
De-Bugging and Error checking 72
Data Entry for Testing 72
' mplementation 36
Documentation 24
I'OTAL 768
[able - 2

he project started from 1| 5™ May 2000 and has been successfully completed by 30™ July

2000, according to the estimated time schedule.
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1.5 Resources Requirement

$.51 Minimum Hardware Requirements

>rocessor : Pentium II, 260 Mhz or higher.
RAM : 64 MB
Free disk space : 20 MB

Operating System : Windows 95/98/NT

Additional Program : MS Office or MS Access

Printer : 138 Column Dot Matrix Printer( Fujitsu DL 6600 is the
standard printer for BATB for printing accounting

ledgers.

4.5.2 Software Requirements

T'his 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 Programming Tool:

MS ACCESS, for system coding and database creation.

Other Programming Tool:
MS Visual Basic to create executable file and create distribution diskette

4.56.3 OS Requirements

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

NT or other higher version of Windows 95x i.e. Windows Millennium, or Windows 2000.
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4.6 Implementation, Test Run and Training

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
salculate the existing payment calculation and compare and see the results generated by the

proposed system.
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5 Scope for Development

Apart from the current system the accounting process could be simplified more and reduced
if the telephone reimbursement system is calculated monthly instead of yearly and deducted
from the SCI 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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All Rights Reserved : Shams Arifin
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This software was developed by Shams Arifin, during his Internship period at
BATB, as a requirement of the Internship course of East West University. This
software was developed within a very short time, and might contain bugs or can
be developed further. For future development of the Database, permission has to
be taken from BATB, who has excliusive rights over this Database. Any alteration.
or misuse or representation of the software without the permission of the
authority is a criminal offence.




Preface

Welcome to the User's Guide of Utility Register. This manual will give you a
comprehensive idea on installing and using this database to record, calculate and
print the utility bills of British American Tobacco on a day to day basis.

This guide includes installation, un-installation, adding new data, adding utility
bills, calculating, updating and printing of calculated bills and calculating VAT
rebate and also SCI.

It includes sample screen of the actual software and describes every action in
details. This software uses a very user friendly graphical user interface, with
mouse driven action. This software is developed by using Visual Basic 5, and
database and interface by MS Access 97. Though the database file can be
directly opened and run by MS Access, but an executable file with necessary
library files was created with visual basic so that it can run in computer where MS
Access is not present.

Your comments are welcomed.

If you feel there is a need for improvement or have any suggestion, you can
contact me directly by phone or send me e-mail.

Shams Arifin
Phone : 9117645 (Res)
e-mail : shams@shamsarifin.com

&
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1. GETTING STARTED

can be opened to work with it. The database comes in two distribution form

—1) In CD Rom and 2) in 3,5" Floppy Disk. For both the cases the database
has to be installed in the computer’s local hard disk for operation. The minimum
system requirements for installation of the program are:

To start working with the database, firstitis needed to installed and then it

System Requirements:

Processor - Pentium Il, 260 Mhz or higher.

RAM : 64 MB

Free disk space 20 MB

Operating System : Windows 95/98/NT

Additional Program : MS Office or MS Access

Printer : 138 Column Dot Matrix Printer( Fujitsu DL 6600 is the
standard printer for BATB for printing accounting
ledgers.

Software Requirements:

Though the database is designed by using MS Access, but it is not mandatory to
have MS Office or MS Access to run the database. The Utility Register executable
file will be able to run the database with out MS Access. But if there is MS Office
already installed then it will be added advantage in case the database fails to
open with the executable file supplied at installation.

Date Format

The default Date Format is the US (MM/DD/YYYY) format. Therefore before
installation or use of the database, the date should be changed to this format. Any
other date format would create problem in the database. Therefore on US
date format should be used.

To change the system date setting, go to Control Panel and then click on to
Regional settings. And then change the date format.

The installation procedure in described in details in the next topic.




User Manual UTiLity REGISTER

1.1 Installation

If the Database comes in a CD Rom then put the CD Rom in the CD Drive and
run the Setup.exe icon by clicking to it or by running it. For Floppy source, insert
the 15! disk of the three disk set and click the Setup.exe icon or run the setup
program directly form the disk.

The path is "a:\setup.exe"

This dialogue box will appear and click Ok to follow the rest of the installation
process. But before installing the software make sure no other application is
running.

#2 Unility Register Setup Ed

%J) Welcome ta the Utiity Register installation program.
-—

Setup cannotinstallsystem files or update shatedfile-s i they ate in use.
Before proceeding, we recommend that yeu close any application: vou may
be wnning

Extt Setup J

The next dialogue box will ask for the default path where the program will be
installed. By default it will be installed in the Program Files directory in the root
directory i.e in drive C.

!_':I. Unihity Register Setup

Bagmn the installation by chicking the button below.

| |
I
Install Button <4 1# % Llick this buttonta instait Utilty Register saltware to the specified desination
i
i i

directory

?’.re':tw = ¢ T To change
LC:AProgiam Files\Utiiy Register Lhenge Drectory ‘-{—_ directory

To install the software in different folder other than the default folder, click the
Change Folder button and specify the path and directory where it will be installed.

(9]
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Then click in the install button with a setup icon on it to complete the installation.

42 Unlity Register Setup B3
Destination Fie:

C.\Program Filas\Uitiity Registert\Utiity Registerexe

The installation program will then copy and install necessary file in the system and
program folder and update as necessary.

The installation will be complete once this dialogue box appears. And press Ok to
finish the installation program.

Utility Register Setup

Utilty Register Setup was completed successfully.

1.2 Un-Installation

To uninstall the product, in task bar, go to "Settings" then "Control panel" and then
click to "Add/Remove Programs" icon and select "Utility Register" from the list.
Click "Add/Remove" button to uninstall the product form the system.
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1.3 Running the Database for the first time

In the Task Bar click "Start" and then "Programs" and then in the program list
there will be one item called "Utility Register". Click the item to start the
Database. In case the program does not respond or if there is any other problem,
then select the "Utilityh.mdb" file from the directory c:\Program Files\Utility
Register, and double click the item. But in order to run this database directly there
must be MS Access 97 or later version installed in the system.

To directly access the database file by MS Access, a short cut can be created on
the desktop of the “Utilityh.mdb” file.

The Database when opened for the first time there will be no data or any
information about the utility bills or users. So the data has to be entered in to the
blank database and then the utility bills can be entered any time later according to
need.

The are two type of data that will be entered in to the Database,

i) Master Records
i) Transaction Records

i) Master Records are those records that have to be entered in the
Database in order to run the calculation of the utility bills. These are the
records of the person or the place where the Telephone, Electricity, Water,
or Gas line in being used by. For example : for telephone bills it uses the
users information of the telephone to calculate the SCI, so the manager’s
name address, and the limit to which he is entitled to make free phone
calls. This master records is needed to be entered once and will be used
as the bases record unless being altered or updated. The general attributes
that are associated for Utility Bill Master Records are:

a) Utility Id : Telephone number or meter number is used as Id starting with an
alphabat(usually 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 limit of call per year

e) Number : The Meter number of the telephone number

f)  Account Code: The account to which the Billing charge will be debited.

g) Type : Utility type (telephone, gas or water or etc)

h) Use At: Either office or residence.

i) Payable To: The utility companies or the authority, to whom the bills are
being paid paying.

j) Account Number: The Bank’s account number of Utilities Company or
Authority, to whom the bills will be credited

i) Transaction Records are those records that are entered in periodical

basis and is used to calculate the Utilities bills for a particilar period of time.
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These records unlike the Master Records are need to be entered as many
times as there is a need to calculated new bills. The general attributes that
are associated for Utility Bill Transaction records are:

Utility Id: The Id for telephone or meter to be billed

Bill of he month: The billing months

Meter Readings: The opening and closing meters

Other charges : Any other charges that might be associated with the utility
billing.




User Manual UTiLiTYy REGISTER

2. USING THE DATABASE

the taskbar or by using MS Access, it will start with a Switch Board, which

will be the navigational control center of the Database. The opening Switch
Board will be the "Main Menu" or the main window, from where other sub menus
can be accessed.

The database once opened, either by clicking the "Utility Register" icon on

B R ey

r Click on
m Add Recod§ the “Text"

B cdi Recods square
, : button
. View Recards

. Punting Dptions

. Quit Application

The screen above is the main menu from where by clicking on to the buttons
respective sub menus can be selected.

The main menu headings are:

I Add Records: To add user information or the utility bills or to add the limit
for user to charge their SCI.

ii. Edit Records: To edit the records on users master records or the edit the
utility billing information.

iii. View Records: To view the Telephone details based on searching criteria.

Iv. Printing Options: To print utility bill calculation of the Telephone, based on
“Entry Date”, based on “Billing Month”, based on “User Id”. To print Gas,
Water and Electricity bills based on Month billed for. There is also
calculation of SCI and the VAT Rebate calculation automatically in every
billing being printed.

V. Quit Application : It saves the changes and close down the Database.
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3. ADDING RECORDS

Information has been inserted, the billing calculation can not be done. So at

first the Users’ Information has to entered by clicking to the “Add Menu” in
the Main Menu and then to the third option that is “Add User Code” in the Add
Records Menu. (as shown in the diagram below)

To add records for the first time, it has to be noted that, unless the User’s

L T ——

E AddDillz

. Add New Uszer Informalion

B AddUser Cegie

. Go Back To Mam Window

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 will have to be entered and
the limit for those managers who are entitled to make telephone calls up to certain
amount. The SCI will be calculated with the limit figure entered in the Limit field.
This Limit field or box can only hold two value either 2400 or 3600. That is 200
and 300 calls per month.

Name ,Ahm Habib

Recerd: l1| H 1 )|bl|u|gf1

7
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3.1.1. Coding Convention

The user code will mainly comprise Code for the Managers. But also it will hold
the Code for the Location or Building or factory by which the Utility is being
consumed.

For example telephone can either be used by a manager or entirely for official
purposes or in a project. In the same way the factory uses a huge Electricity, and
a major head for Electricity Bills will be the factory. So according to the mangers
Code convention, the building or any project or item that will be responsible for
making any utility charges will be entered. But the format of the code will be
different.

The management staffs code will start with "M" and all other code will start with
"S" (for building, factory, office and etc.).

For example a managers code might be : M00356 and a Factory's code can be
S00025. All together it will be 6 digits (One alphabetical character on the
beginning and 5 numerical digits 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 bills. It can be also printed out from the database from the printing
commands, discussed later on.

Click Add Next to add more codes in the same session. Or close to close the
current form and resume the code entry later on.
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3.2. Adding New user Information.:

This form will pop out by clicking the second button in the Add Records Menu.

# Add New Users Infoimation O] x]
Utlty ID |

User ID I—

g I_____ S ats
Limit I—

Nk ———

ccoun! Cede Ii

Tupe | =]
Use At | =]
Payable To | =]

Account Number: r

Add Next } Save Mecord | Undo Record [

Close Form |

;Rﬁcovd: ui || 1 [l Jof1

The records that will be entered through this form will be referred as the Master
Records. These records will be entered once and will stay there forever unless
deleted. This Master Records will be used by the transaction records later on for
calculation and processing purposes i.e during calculation or printing or reports.
There is no need to enter any other records to this form, unless there is new
manager or any new head for the utility consumption.

Making Entries:

1. In the Utility ID field type in the telephone or meter number of the utility
proceeded by a character. This character will be either

‘T “for Telephone numbers (T&T or Mobiles)
‘E’ for Electricity meter numbers

‘W’ for Water meter number

‘G’ for Gas meter number

2. Then type in the User Id (i.e. the Management code or the Utility user that was
entered previously in the “Add User Code”. If wrong User ID is entered then
the database will not save the record and would generate error messages. So
check the right User ID 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. In the “Number” Field type in the meter number or the telephone number (it will
be the same as the Utility Id except for the first alphabetical character)

4. In the "Account Code" Type in the accounting head in the ledger where the
utility will be charged.

5. In"Type" field, click the drop down Combo Box to see what are the available
fields. It is the type of the utility bills. |.e. Telephone, Water, Gas etc.

6. "Use At" is the place where the utility is mainly used at. This is important for
the Telephone utility bills for calculating SCI. There are only two choice for this
option either "Office" or "Residence".

7. "Payable To" is the name of the authority for the utility bills. |.e. T&T for
Telephone.

8. "Account Number" is the Utility company's bank account number which will be
credited upon payments.

To save records press the Save Button and then quit or press Add Next to follow
the next bill and follow the same sequence.

To close the Add New User Information form press “Close” or “Alt+C”

3.3. Adding Bills

This is the option or the form that will be used in maximum of the time. Therefore
this button, linked to the Add Bills form, is places at the top according to its
priority. The records that will be entered through this form will be used to calculate
the bills. And these records will be the Transaction Records since these are
recursive and will use the Master records to make the calculation.

So until or unless these transaction records are not entered, the database can not
record or calculate the bills for the utility. Therefore the central point of this Utility
Register is the data entered at this point or through this form.

A clear understanding is needed at this point to proceed further and continue with
the data entry. Because this data entry form is ID sensitive and can change its
parameter for Telephone and for Electricity gas etc. and even in Telephone billing

10
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information it can change to manual state from automatic state for calculating the
bills.

B Add Ihils
Utilityl =]
TEe10154 W
i 18812504 ;
Uility 1D Bill for the month of I
T813229 e o e el S L s s ot el B . ;
User 1D < Calculation |Auloma0ic - I Drop down list
78521283 ——
Name 78921842 Clasing Meter [
18822126
Nurnber 1822140 i~ Opening Meter |
Accaunt Cade NWD Clesmg Meter |
Type ] MWD Opening Meter |
Use At ] Unit Used ]
PayableTo { Other Charges ]
e m_'

Steps for Adding Bills :

1. Ifitis Telephone bill then, click on to the drop down list and select the Utility ID
or type in the Utility Id and press enter.

I v ]4—— Click on this arrow mark

To expand the list click on the downward marking arrow on the right hand side
of the drop box, like shown above.

A list of ID numbers will be show and select the appropriate one. But if the
Utility ID is not entered previously or if it is not in the Master record, then this
error message will be displayed.

i The text you entered isn't an item in the list.

Select an iteni from the list, or eniter text that malches ane of the hstad iteme.

11
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Type or select the correct ID form the drop down list and then press enter. If
the Utility ID is not present then close the form and enter the master records
about the utility and then come back again and reinsert the billing information.

2. On correct ID the information of the Master Record will automatically come on
the screen and fill the fields in the left hand side of the columns. And the
cursor will blink on the Field "Bill for the Month of".

At this point just type in the month number i.e "5" for May or "11" for
November. The system will automatically take the current year and will display
a full date form. Like = "May 2000" or "November 2000".

But by mistake if a wrong date is entered then to correct it point the mouse to
the previous field and then erase the wrong date then type in the full date in
this manner "June 2000" or whatever. In the correction mode just typing "6"
wont work so the full date has to be typed in.

3. Ifitis a telephone bill then the next field will be "Calculation”, this the type of
field through which the database will determine whether to calculate the bills
automatically form the meter reading or not. By default the calculation mode is
automatic. And this field will not be focused or the cursor will not move to this
automatically unless it is being pointed.

4. The next field will the "Closing Meter", type in the reading form the bill.

5. The next field will be then "Opening Meter", here type in the opening meter
reading. (Here in both the case this meter reading will be the mete reading for
local telephone calls,)

6. Thenin "NWD Closing Meter", type in the number form the bill.
7. Follow the same for "NWD Opening Meter".

8. At this point the Units Used will be automatically calculated and will be
displayed in this field.

9. If there is other charges like Trunk Call booking or any other charge then with
the mouse pointer click on to the Other charges field. Other wise this field will
be kept empty and the cursor will automatically jump to the Amount field. Or by
mistake if the other charges field is not selected and if there is charges then
simply point the field with mouse then type the charge amount.

10. The Amount will be automatically calculated and then press enter to save this
record to the database.

11.To enter anther record click the Add Record button
other button to close the form.

or press the
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3.3.1. Making Manual Calculation for lost Bills

In certain cases there is incident that the bill is lost. And when a copy of the bill is
collected form T&T, it only gives the amount figure for the billing. Therefore there
is no meter reading given in the billing copy. So in this case the manual
calculation is need to record the billing information and to find out the meter
reading for the calculation of the SCI.

After entering the "Month", click to the "Calculation" field and select "Manual" from
the drop down list.

2 Add Bills

Utit i |133|2|13? - [

Utibty 1D 18912097 Billtor themorthof [ May 2800 . .

ser I [MonoEd Calculation e e----o-------- tSr]?;eg: o M: cr::”a]l";om
Number a1 2097 -

Account Code W Iig. _____________ Disabled

Type Telephone I—__

Use At [Residerce Unit Used |

FayatleTo et Other Charges =)

Lieat W Amaunt [—U_

o el

The cursor will automatically move to the "Amount" field and just type in the value
that is there in the copy of the bill. Press Enter again and the "Unit Used" will
automatically be calculated and will be displayed. In Manual calculation the
Closing and Opening meters will remain disabled.

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 adding Utility Bills other than telephone i.e. Gas, Water and Electricity, the
form will be slightly different. Because the "Adding Bills" form is ID sensitive and
when the ID starts with "T" then the form is adjusted for taking in information for
telephone bills. But if the ID starts with "E" or "W" or "G", then the form's look will
be somewhat different. After entering the ID for Gas, Water or Electricity bills, the

13
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form will not contain the Field "Limit", which was present in the Form for
Telephone bills. And also there will be no Automatic or Manual calculation field.
So the form would be simple and just contain the dates and the value for the
utility. The system would not make any calculation since there is no SCI
calculation for these utilities. The steps in filling out the form for other utilities are :

3= Add lis

" UtiitylD [Gegeaa -]

Utiity 1 688839

Uttty 10 MOOU78 8l for the Morth [ Jon2m0°

Name W Sing Date

Number G — From D e exjes the
AccountCode W To I g;ta:tlr:) |t|rl1l 2 9
Type [Gas—— format
UseAt [Residence Anourd D mm/dd/yyy
PayobhTo [ThaeGas

AccourtNumber IBTS—

ST

1. Enter the ID, starling with "E", "W" or "G" and then press "Enter", the billing
information of the master record will automatically will come to the fields in the
left hand side.

2. In the right hand side there will be "Bill for the Month", here type in the number
of the month like 5 for May or 8 for August. The system will automatically take
the current Year.

3. Then type in the exact billing period. Because the billing period might be from
a broken month like 12 August to 12 September. So to enter this period type
in 08/12/2000 in the "From" field, and 09/12/2000 for the "To" filed. Remember

that the format will be mm/dd/yyyy.

4. Inthe "Amount" field type in the amount for the bill. There will be no system
generated amount for these utilities other than the Telephone. So type in the
exact total amount from the bill

5. Click the Add record icon or button to continue with inserting new records or
the close button to close the form.

To return back to the main menu, in the Add Menu switchboard screen, click to
“Go Back To Main Window”.

14
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4. EDITING RECORDS

any changes in the records for the updating purpose. Other than that this

editing purpose will not be need in a regular basis. One important thing is to
be noted here, that there has been no option for deletion. As because the records
will remain here permanently and can be referred back any time in the future for
accounting purpose. So it is not needed for any record to be deleted. But incase
for any reason there is a need to delete the record, then this can be done in the
edit mode.

E diting records might be necessary when there might be some mistakes or

To go to the edit screen click on to the “Edit Records” in the Main Menu. This “Edit
Records” menu will appear.

Click on the buttons to perform specific task like for Editing Master Records click
the first button and for Editing the Transaction Records click the second button
and the last button to go back to previous window or menu.

4.1 Edit Master Records

To edit the master records for any omissions, updating data, or deletion, this form
can be used to update the data. Though deletion of data is highly discouraged as
the data can be used to refer back to any transaction later and as this will not use
additional space. For record tracking for future use, this deletion should be
avoided. The form for this editing purpose is displayed in the next page.
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User Manual
_F« Ldun Master Records
Uity 1D -
18823327 N |
UserlD | Name | Utili ;g?}?g t [ AccouptCode | Type ks A,
[ PS00014 FAX-HO-HASINA E7766 = 123-04)22 Electricity
| |M00078 SHAMA R ALAM 638899 [Tes2a981 56756477 Gas Re:
| |x00004  TEST DATA G988 |Tea23934 234-43[23 Gas Offi
| [MO0335 HUMAYUN KABIR Gggooof 1882042 = Gas Re
| [S00048  PACIFIC-SHAMI -CONTRACT  TD118084m—trrrovoms 1145-0p-1 Mebilz Phone  Of
| [S00050 PACIFIC-ZULFIKAR HYDER — TO11858942 (11858942 140-22{01 Mobile Phane @
| |S00010 CITYCEL-PACIFIDIDARUL HAG TO11859792 011850792 145-21{08 Mobile Phone  Offi
[ |M00500 GOLAM MAIRUDDN TO17526176 017626176 2400  145-21{06 Mobile Phone  Offi
Record: M| [T 1 v sl ef 170 | 1 2
Find Record | Oese |
Using the Combo Box:

To quickly find a record for the whole list, expand the Combo box and find the
required ID or type in the required ID. If the ID is present there then it will
automatically show the related records on the screen. Or the records can be
browsed manually to find the required ID.

Note: Using this Combo Box, only the matching Utility ID will be sought. To find
out the required records by any other fields then the “Find Record” button or the
options should be used.

Using the Find Record option:

To find the relevant records by using fields other then the Utility ID, this option is
the best solution.

Find 2 x|

Find What: |

Search:

:_J [T Match Case
-
[T Search Only Current Field

et

Any Part of Field

Ay Part of Fis

while Field
Start of Field

dil

Match:

First click on to any record in the form and then press the “Find Record” button.
Then select “Any part of the Field” in the Match criteria to find records with
matching the word in any part of the field. To have an exact match, select “Whole
Field”. Then type in the word to math or find in the “Find What” field. Click to Find
First to find the first matching records. Then click on to Find Next to find the next

matching Field.
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Editing

When the desired record has been success fully found then just by typing over the
records will perform the editing task.

Deletion
Like using MS Excel, select the whole record by the record selector at the left

most part of the record and then select the whole record and then press the right
mouse button and then select delete to delete the whole field.

L&l Edut Ha;lm_ Recoids
Uity 1D [ |
UselD | Name | UutilitylD | Number | Limit | AccountCode | Type [ ‘l
| |S00014 FAX-HO-HASINA E7766 7766 123-04-22 Electricity Offi
| |™M00078 SHAMA R ALAM >BBB99 6775 3600 SB7-56-77 Gas Res
AD0004 TEST DATA 4eg 6785678 234-43-23 Gas Offi
1 : [-SHAMI -CONTRACT T0O11808559 011808559 1145-02-1 tdobile Phone Offi
_'ﬂ Delete Record -ZULFIKAR HYDER 11858942 011858942 140-22-01 tobile Phone Offi
| ¥ cu L-PACIFI-DIDARUL HAQ TO11859792 011859792 145-21-06 Maobile Phone Offi
| B2 copy MAINUDDIN T017526176 017526176 2400 145-2106 Mubile Phone Offi &
Py T o ml |of 170 4] | 2
IC RowHeight... Fird Record I Close l

4.2 Edit Transaction Records

To edit the Transaction Records follow the same procedure as editing the Master
Records.
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5. VIEW RECORDS

Window. At this stage only the details of the Telephone Records have been
created. Other views such as the “Electricity” or the “Water” have not been
made. But in the later version these views will be added.

To view the Telephone Records click to the “View Records” in the Main

This view can be used as an instant view of the desired records for query or
finding any calculated amount or for just viewing purposes.

E2 View | elephone 13t Details

Morme  [RITPIEYENENRNGNN -] Uk iD [ Jiz | Morth | |

UseidD Name Utility 1D Daie EnbyDate  Urt Used Limit Other Charg Amourt  _*|
P ([MOCOE  [MUALLEM A CHOWDHURY [To27684 [AugZ000| 7/30700 [  &702| 2600 [ 7185
M0G0 [MUALLEW A CHOWOHURY [T8127684  [Sep2000| 7/30/00 [  6se0| 3600 [ 7638

Record: HI 1 rin of &

The three Combo Boxes can be used alternatively to find the desired records by
Name wise search, by Utility ID wise search or by Month wise search.
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6. PRINTING

output, which gives the final calculated information. A clear understanding
is needed for these printing procedures in order to generate accurate
printing reports.

P rinting reports is the most important part of the database since itis the only

To go to the printing options, click on to the “Printing Options” in the main menu. A
menu will appear like the one shown below.

PHINTING OPTIONS

1 ool Clectncty B
| |
. Pomt H01

: . Go Back To Mainm Window

6.1 Printing Telephone Bills Based on Entry
Date

Sometimes it might be necessary to print the telephone bill calculation according
to the entries made. For example 30 bills have been entered and recorded today.
And if these bills, that have entered today, are need to be printed out. Then this
option will be used. And again if tomorrow few more bills are entered and are
needed to be printed out. Then this option will be used. No matter what the billing
months is but, the bills that are entered today or during a specified dates will be
printed. Some bills might be for 2 months back and some might be for 4 months
back and some might be for the current months, then these bills can be printed by
this option. This is essential needed to match the records with the ledger. And
might be needed to print in most of the times.
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To set the printing date range click the first option in the Printing Menu,

B Print Enlay Wite B

Range

Fram [_—__3
 —

View Report l Frird Repod
Close

Specify the range in the "From" field and in the "To" field. It will be in the format
mm dd yy. This is date when the billing entries have been made. And this is not
the billing month of the bills. So it should not be confused with the billing month.

6.2 Printing Telephone Bills By Month Wise

In this option it the telephone bills calculation can be printed in the billing month
order. For example all the bills for the month of "Feb 2000", no matter when the
entries have been made.

For this option click the second option in the Printing Options menu window and
this dialogue box will appear.

B Print Rep. . E3
Bilke far{ ']
View Report '

Print Feport l

Clase

In the "Bill For" field type in the bill for the month of by selecting the month in the
combo box.

Only the months will be there in the Combo Box, for which there is at least one
entry. If there is any month that is not shown in the list of the Combo Box, then it
means that no billing has been done for that specific month.
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6.3 Print Telephone Bills by Name Wise

This option can be used to print the billing calculation for a particular user. And all
records relevant to this user will be printed out.

& Punt Telephaone Bill hy Name

Name | ]

“iew Repoit | Piint Report l Close Fom I

This is use full when the SCI for particular user is needed or the total for a specific
user is needed.

Note: The "View Report" bufton can also be used to view the report on the screen
instead printing it out.

6.4 Print Water, Gas and Electricity Bills

To print Water, Gas and electricity bills, just click the relevant options from the
Printing Option menu and this dialogue box will appear.

From l - l

Ta I - l

Fiecil] Pt oot |
_ o= |

Just select the billing month in the "From" and "To" field and the report will be
generated.
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6.5 Printing SCI

The SCI for the employee can be printed out for a specific year by using the
option "Print SCI". click this option and this dialogue box will appear

Wear

View Report
Pririt Repart

Close

[l 5]

Type 00 for year 2000 or the last 2 digits of any year and the SCI for that total
year will be in a report.

N
[\
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7. SUMMARY OF THE SEQUENCE OF
USING THE DATABASE

o view the sequence for operating the database, follow the steps to get a
I generic idea:

a) Open the database.

b) Go to Add Records.

c) Enter the user code by “Add User Code” for inserting data regarding users.

d) Add new user information, after inserting the user codes. This will be the
master record. This will be used every a bill is processed. To enter data click
“Add New User Information”.

e) Add billing information by clicking to “Add Bills”. This will be used most of the
times and through this option the bill calculation is accomplished.

f) Edit the records if there is any mistake. By clicking to “Edit Records”

g) View Records to see it is alright and for any online query.

h) Print the reports by clicking on the “Printing Options” and then select the
desired means to find or search the data and view or print the reports.
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8. TO QUIT THE DATABASE
APPLICATION.

o quit the database, simply click the “Quit Application” button in the main
window or menu.
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