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Branch UsersBRANCH USERS 

Change Request Submission 
 
In order to submit change request by the branch user, login is required as shown in Figure 1. 
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Figure 1: Certificate Detail 
 
Details of Figure 1 are as under: 
 

 User Name – Enter branch user name 
 Password – Enter branch user password 
 Auto login until I logout explicitly – If this option checked, system will be remained logged-

in until perform logout by the branch user 
 Save my user name – If this option checked, it will keep saving branch user name 
 Always ask for my user name and password – If this option checked, system will always 

ask user name & password of the branch user 
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After entering user name & password, branch user will press the Login button. After doing this, Figure 2 
will be shown on the screen: 
 

 
 

Figure 2: Certificate Detail 
 
In order to submit change request, branch data processor will use the page as shown in Figure 2. 
  
In Figure 2, branch user will click on Change Request link, and then Figure 3 will be shown, as given 
below. 
 

 
 

Figure 3: Change Request Submission 
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Figure 3 is used to submit change request to respective branch manager. It has following different 
fields/options available. 
  

 Region – Select respective region 
 Branch – Select respective branch 
 Requested By – Select requester ID 
 Certificate Detail – Select respective certificate detail 
 Request Date – Enter request date 
 Change – Enter nature of change 
 Correction – Enter correction. If the intended field is date then its format should be 

MM/DD/YYYY like 02/16/2007 
 Reason – Enter reason for change 

 
After filling all fields mentioned in Figure 3, branch user will click SEND button to submit the change. 
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Branch ManagerBRANCH MANAGERS / OPERATIONS MANAGERS 

Supervise Change Request 
 
In order to supervise change requests, submitted by the branch users, Branch Manager will first login with 
user name & password, as shown in Figure 1. 
 

 
 

Figure 4: Supervise Change Request 
 
Figure 4 is used to select change requests, submitted by any one of branch users. Details of Figure 4 
are follows: 
 

• CR ID, Change Request unique ID for change request 
• Requested On, date when the request initiated 
• Branch, the branch who requested for change  
• Requested By, branch user 
• Certificate to be changed, certificate to be changed 
• Change, nature of certificate change  
• Correction, corrected text or data 
• Supervision, supervision of change 
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After clicking Supervision link beside respective change request, Figure 5 will appear on the screen. 
 

 
 

Figure 5: Supervision Confirmation 
 

Figure 5 will show all detail pertaining to change request. Details are as under: 
 

• CR ID 
• Region 
• Branch 
• Requested By 
• Certificate Details 
• Request Date 
• Change 
• Correction 
• Reason 

 
Branch Manager will tick either Yes or No in front of option “I supervise the request as correct” and 
then click on Supervise button. 
 

 Yes means change request has been supervised successfully 
 

 No means change request has been rejected 
 
If the change request is rejected, changes will not take effect and hence the branch user will resubmit the 
request after correction. 
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Help Desk: 
 
For assistance regarding issues in 1- EOD, PAC System Connection Errors, Change Password Request, 
or any other system related issue, please dial following numbers of Help Desk in ITG, at Head Office: 
 
Telephone No. 021- 921 7784 – 85 and 021-921 2236 
 
Instructions to End-users 
 

1) For all types of data change i.e., Issuance Date, Customer Profit Account Number, Certificate 
Amount etc in Nbp Premium Aamdani System, the data processor at branch must forward 
change request to Branch Manager within FIVE (5) days using PAC application. 

 
2) Branch Manager / Supervisors will supervise change request using PAC application. 
 
3) Supervised request will be processed and the status will be updated automatically by the PAC 

application. 
 
4) All data processors must enter all the required information regarding an NBP-Premium Aamdani 

Certificate only once; repeated requests for different changes in same certificate will not be 
accepted. 

 
5) PAC System takes data entry date as certificate issuance date and hence starts calculating profit 

from the date of data entry. 
 
6) The data processor at branch should send his/hers all data change requests maximum with 5 

days from the date of issuance of certificate, after which the system will not accept any changes. 
 
7) Branch Managers are specifically advised that they should monitor or review their emails 

regularly. 
 
8) In the end, the Rule-of-Thumb in profit posting is that the branch must run 1 - EoD daily. 
 

Explanation of using Change Request Module through following examples: 
 

A. If a branch issues a certificate on July 15th, 2007 but due to any reason could not enter the data 
into PAC System on the same day, should enter the data into the system within next 5 (five) 
working days and simultaneously send the change request using Branch Manager Account or 
Operations Manager Account for change of date. 

a. In case the system fails to update the certificate date due, the alternate method will be 
inactivating the certificate by setting status to ‘INACTIVE’ using change request system. 
Once the certificate is Inactive, a new certificate is to be entered with same details and a 
change request for issue date of new certificate should be submitted. 

B. If a branch issues a certificate on 02-Feb-2007 but entered the data in PAC system on 20th - Aug 
- 2007, should send the change request to Region / Supervisor for change of date in the system 
within next 5 (five) working days. Once date has been corrected in the system at regional level, 
the system will start calculating monthly profit from the corrected issuance date. Branch will pay 
all previous monthly profit manually. The premium Aamdani system will not pay any previous 
profits automatically as a result of change in issuance date. 

C. If a branch issues a certificate on 02-Feb-2007 but entered the data in PAC system on 15-May-
2007 and later on realized that system is not generating profit entries on due date i.e., 1st of next 
month. This is due to the reason that system takes data entry date as the issuance date and 
branch did not request for the change of issuance date from Head Office. In this case branch 
should request the region for the deletion of the certificate and simultaneously re-enter the data in 
the system and once the previous entry is deleted should send the change of date request to 
region.  
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