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ZvwiL t 07-12-2011 Bs 
m~Î bs t ITIL/Admin/closing2011/  
 
eivei  
Dc gnve¨e¯’vcK/mnKvix gnve¨e¯’vcK/e¨e ’̄vcK 
    Rupali Bank Ltd 
 
............  ...............................kvLv  
 

welq t Year Closing 2011 myózfv‡e m¤ú~b© Kib cÖms‡M| 
wcÖq g‡nv`q, 
wk‡ivbv‡gv³ wel‡q Avcbvi AeMwZi Rb¨ Rvbvw”Q †h, Avcbvi kvLvq 2011 Year Closing myôzfv‡e m¤ú~b© Ki‡bi Rb¨ 
cÖ‡qvRbxq MvBW jvBb mn Year Closing m¤ú„³ Manual †cÖiY Kiv n‡jv| D³ Manual Sheet fv‡jv gZ ‡`‡L 
Year Closing Gi mKj Kvh©µg m¤ú~b© Kivi Rb¨ Avcbv‡K Aby‡iva Kiv hv‡”Q| 
 

Year Closing Kvh©µg ïiy Kivi c~‡e© wb‡gœi MvBW jvBb Flow Ki‡Z n‡e t- 
01. w`‡bi KvR †kl Kivi ci Backup I cÖ‡qvRbxq wcÖ›U †ei K‡i Year Closing Related(Auto Posting 

mswk−ó) Kvh©µg ïi“ Ki‡Z n‡e| †Kvb Ae¯’v‡ZB w`‡bi cÖ_‡g ev gvSLv‡b (Auto Posting mswk−ó Kvh©µg) 
Kiv hv‡e bv| 

02. Deposit (SB, STD) Interest Rate wVK Av‡Q wKbv |  
03. Deposit (SB, STD) Interest , Excise Duty, Service Charge ‡h mKj wnmv‡e Apply n‡e bv D³ 

wnmve ¸wj Free Mark Kiv Av‡Q wKbv| 
04. Time Deposit (DPS, SPS, APS, RDPS, JBPS Etc) Interest Rate, Last Interest Credit 

Date & Instalment Paid Number wVK Av‡Q wKbv | 
05. Loan Type Wise Interest Rate wVK Av‡Q wKbv | 
06. Loan & Advance Gi Contractual Interest Rate wVK Av‡Q wKbv | 
07. Loan Status wVK Av‡Q wKbv | 
08. Dc‡iv³ Loan Gi wZbwU Kvh©µg wVK Kivi ci Provision Calculation K‡i wVK Av‡Q wKbv wi‡cvU© †ei 

K‡i †`L‡Z n‡e| wi‡cvU© wVK _vK‡j Interest Posting Ki‡Z n‡e| hw` Provision wVK g‡b bv nq Zvn‡j 
BbwdwbwU‡Z †hvMv‡hvM Kivi Rb¨ Aby‡iva Kiv n‡jv| 

 

AZGe g‡nv`q Dc‡iv³ MvBW jvBb I Year Closing Manual m¤ú„³ welq †Kvb wKQz Rvbvi cÖ‡qvRb g‡b Ki‡j 
Avgv‡`i mv‡_ †dv‡b ‡hvMv‡hvM Kivi Rb¨ Avcbv‡K we‡kl fv‡e Aby‡iva Kiv hv‡”Q| 

 

BbwdwbwU cÖwZwbwat 9571518, 9562869, 7172467, 7119013, 7115298, 7115292, 7119028 
01678004274,   01678004277,    01678004278,    01678004280,  01678004281, 01678004284, 
01552435713, 01552434974, 01711770268, 01914209097, 01914209098, 01716809442, 
01918467138, 01552543959, 01937066055, 01818213421, 01915769921, 01731245932, 
01913368468,  01926789660,   01813953074,   01812758050, 01198149434,   01812698362,    
01716979299,    01750179268,    01716780625,     01717531633,     01742424241| 
 
ab¨ev`v‡š—,  

 
 

 

(‡gv t  nvwg`yi ingvb ) 
Dc-gnve¨e¯’vcK 
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Year Closing Related Work 
 

01. Deposit Interest, Maintenance Charge, Excise Duty Auto Posting Kivi Av‡M wb‡gœi welq 
¸‡jv Confirm n‡Z n‡e|  

a. mKj gwWDj Gi Interest Rate wVK Av‡Q wK bv| 
b. wbw`ó wnmv‡e Interest, Excise Duty, Incidental Charge, Service Charge Free 

Mark   Av‡Q wKbv| 
c. w`‡bi KvR †kl K‡i Interest and Other Charge auto posting ‡`Iqvi Av‡M Daily 

Backup wb‡Z n‡e| 
d. All supplementary print wb‡Z n‡e| 
e. Auto posting Server ‡_‡K Ki‡Z n‡e, Ab¨ me PC ‡_‡K IBS log out n‡Z n‡e, Server G 

Ae¨kB UPS _vK‡Z  n‡e| 
f. cÖwZwU Auto posting Gi ci Transfer Process, Trial Balance & Cash Book check 

Ki‡Z n‡e| 
 

02. INTEREST RATE SETUP: 

 

a. Deposite(SB, STD): 

� Log in Application Administration, => Click Tools =>Click Change Interest 

rate.. =>Input Account Type code (10, 11… 24) =>Input Interest rate effective 

date => Input interest rate => Click Save button or press Enter key. => Select 

user ID   => Press Enter Key => Input user password => Click Ok, => Click Ok 

 

b. LOAN AND ADVANCE: 

c. Log in Application Administration, => Click Tools => Click Change Loan 

Interest rate.. =>Input Loan Type code (2011(cch)……      ) =>Input  effective 

date => Input Interest rate => Input Int.Cal.Mathod.( 1 for simple, 2 for 

compound) => Input Classification rule apply (1 for yes, 2 for No)=> Click Save 

button or press Enter key . => Select user ID   => Press Enter Key => Input user 

password => Click Ok, => Click Ok. 
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03.  INTEREST, EXCISE DUTY, INCIDENTAL CHARGE, SERVICE CHARGE 

FREE MARK: 

� Log in Application Administration, => Click Files => Click 

Interest/IC/ExcoseDuty/Service Charge Free…=> Input A/c Type code and 

Ledger No (If necessary Ledger No)  => Click Show Grid  => After displaying 

account list user has to select his/her desire account and input “1” for  Int.free  or 

“1” ExDuty free or “1” I/C free  column against the corresponding selected 

account no  to mark the account interest free. => Click other row for save. 

 

04. DEPOSIT MODULE INTEREST PROVISION CALCULATION (ONLY 

SAVINGS & STD): 

 

a. For Savings Bank Deposit Provisional Interest Calculation: 

� Log in Application Administration, => Click Periodical Process => Process of 

Interest and Charges =>Select Savings =>Select December Closing => Click Run 
=> Yes Then Wait for Complete Massage after Process Complete Successfully 

then click Ok and exit the screen. 

• SAVINGS INTEREST PROVISION REPORT :  
   Log in Application Administration, => Click Report =>Monthly Interest   

   Provision=> Input Account Type Code and select required option then  

   Click Show Button. 

 

b.  STD PROVISION INTEREST CALCULATION: 

 

�  Log in Application Administration, => Click Periodical Process => Process of 

Interest and Charges -=>Select STD =>Select December Closing => Click Run. 
• STD INTEREST PROVISION REPORT :  
   Log in Application Administration, => Click Report => STD Interest   

   Provision and select required option then Click Show Button. 

 

wet `ª t  Yearly interest posting ‡¶‡Î Select December Closing Gi cwie‡Z© Date 01/01/11 to 
31/12/11 input K‡i  Run Ki‡Z n‡e| 
 

05.  DEPOSIT MODULE INTEREST POSTING (ONLY SB & STD) 

 

a. For Savings Bank Deposit Interest Posting : 

� Log in Application Administration, => Click Periodical Process => Savings 

Interest Posting =>Batch No => All Posting (All Posting Click Kivi c~‡e© wbwðZ n‡q 
wK¬K Ki“b) . 

b. For STD Interest Posting : 

� Log in Application Administration, => Click Periodical Process =>  STD Interest 

Posting =>Batch No => OK (OK   Click Kivi c~‡e© wbwðZ n‡q wK¬K Ki“b) . 
c. Gici wi‡cvU© †gby‡Z wM‡q wi‡cvU© wb‡Z n‡e| 
 

d. FOR SAVINGS BANK DEPOSIT INTEREST POSTING REPORT : 
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� Log in Application Administration, => Click Report => Savings Deposit Interest 

Posting Yearly/Half Yearly =>Module Type Code => Statement Posted Report 

Summary => Click Posted Option => Date => Click Show     ( All  Account 

Interest Posting Report wb‡Z PvB‡j Interest Provision With Source Tax  => Posted 
Option   => Date => Click Show )  

 

e. FOR STD INTEREST POSTING REPORT : 

� Log in Application Administration, => Click Report => STD Interest Provision -

=>Module Type Code => Click Statement of Posted Interest  => Date => Click 

Show  

06. TIME DEPOSIT INTEREST POSTING (ONLY DPS , SDPS ) 

� Log in Application Administration, => Click Periodical Process => ClickTime 

Deposit  Interest Posting -=>Module Type Code =>Click I Arrange with all 

Upper Information for posting => Batch No => Go (Go Click Kivi c~‡e© wbwðZ n‡q 
wK¬K Ki“b)  

we t `ª t Time Deposit Master File wVK Av‡Q Confirm n‡q †cvwôs Ki‡eb Ab¨_vB 
†Kvb Ae ’̄v‡ZB †cvwôs Kiv hv‡e bv| (Master File Minimum ‡h welq¸wj †`L‡Z n‡e Zv 
n‡jv Account Opening Date, Last Interest Credit Date, Instalment Paid, 

Interest Rate) 
 

07. FOR TIME DPOSIT  INTEREST POSTING REPORT : 

� Log in Application Administration, => Click Report => Dps/Sps Interest 

Provision =>Module Type Code => Click Statement of Posted Interest  => Date 

=> Click Show  
 

08. EXCISE DUTY CALCULATION 

� Log in Application Administration, => Click Periodical Process => Process of 

Interest  and Charges =>Select Excise Duty  =>Select December Closing => Date 

Range 01-01-2011 To 31-12-2011 =>Click Run and Exit the screen.  

 

    wet ª̀ t cÖwZwU A‡Uv  †cvwós †`Iqvi ciB Daily Transaction log in K‡i Batch wise  
   Transfer process Ki‡Z n‡e, Transfer Process ‡kl bv nIqv chš— Ab¨ †Kvb A‡Uv †cvwós   
   hv‡e bv|  

 

09.  EXCISE DUTY  AUTO POSTING    
� Log in Application Administration, => Click Excise Duty Incidental Charge & 

Service Charge Posting => Input Module Type =>Select Excise Duty  =>Click 

Data Show => Input Batch No =>Click All Posting. 

 

10.  EXCISE DUTY AUTO POSTING REPORT : 

� Log in Application Administration, => Report => Click Excise Duty Incidental 

Charge & Service Charge Deduct Report=>Click Posted => Select Excise Duty 

=> Input Module Type =>Input posting Date  =>Click Details/Summary => 

Click Report. 

� (Incidental Charge Posting Report Same to Excise Duty Posting Report 
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11. SAVINGS MAINTENANCE CHARGE AVERAGE BALANCE CALCULATION; 

Log in Application Administration, => Click Periodical Process => Select SB Acc. 

Maintenance fee (Avg. Balance) => Input Account Type => Input Date To Date => 

Click SB A/C MF Calculate(Avg) Button  Then Wait for Massage Successfully 

Calculate SB Avg.Bal After Massage Generate Click Ok 

 

12. SAVINGS MAINTENANCE CHARGE AUTO POSTING ; 

 

� Log in Application Administration, => Click Periodical Process => Click Service 

Charge/Maintenance Charge  => Select SB Acc. Maintenance fee (Avg. Balance) 

=> Click New = Input Account Type Code =>Click Balance Greater Then => 

Input As Per Circular  Balance Range => Input Debited Charge Amount => Input 

Income & Vat Credit Head => Select For All A/c => Click Show => Click 

Report ( hw` wcÖ›U ivL‡Z Pvb Zvn‡j †cvwós Kivi Av‡MB wcÖ›U wb‡Z n‡e c‡i wcÖ›U cvIqv hv‡e bv) 
=> Input Batch No => Click Post ( Post Click Kivi c~‡e© wbwðZ n‡q wK¬K Ki“b)  

� 2nd Balance Range Deduct GKB wbqg d‡jv Ki“b, Z‡e  SB Acc. Maintenance fee 

(Avg. Balance) Calculation Gi cÖ‡qvRb †bB| 
 

Note :  

01. Maintenance Charge †cvwós Kivi Av‡MB wcÖ›U wb‡Z n‡e c‡i wcÖ›U cvIqv hv‡e bv, Z‡e Avjv`v 
Batch  G Posting Ki‡j Batch no. w`‡q Day Close Gi c~‡e© †ei Kviv hv‡e ). 

 

 

13. CURRENT & STD MAINTENANCE CHARGE AUTO POSING : 

 

� Log in Application Administration, => Click Periodical Process => Click Service 

Charge/Maintenance Charge  => Select Account Maintenance fee (CD, STD) => 

Click New = Input Account Type Code =>Click Balance Greater Then => Input 

As Per Circular  Balance Range => Input Debited Charge Amount => Input 

Income & Vat Credit Head => Select For All A/c => Click Show => Click 

Report ( hw` wcÖ›U ivL‡Z Pvb Zvn‡j †cvwós Kivi Av‡MB wcÖ›U wb‡Z n‡e c‡i wcÖ›U cvIqv hv‡e bv) 
=> Input Batch No => Click Post ( Post Click Kivi c~‡e© wbwðZ n‡q wK¬K Ki“b)  

� 2nd Balance Range Deduct GKB wbqg d‡jv Ki“b, Z‡e  SB Acc. Maintenance fee 

(Avg. Balance) Calculation Gi cÖ‡qvRb †bB| 
 

Note:  

01. Maintenance Charge †cvwós Kivi Av‡MB wcÖ›U wb‡Z n‡e c‡i wcÖ›U cvIqv hv‡e bv, Z‡e Avjv`v 
Batch  G Posting Ki‡j Batch no. w`‡q Day Close Gi c~‡e© †ei Kviv hv‡e ) 

 

 

 

 

 

 

 



INFINITY TECHNOLOGY INTERNATIONAL LIMITED 
BCIC BHABAN, 30-31 DILKUSHA C/A. 16

TH
 FLOOR, DHAKA-1000. 

PHONE: 9571518, 9562869, 7172467, 7119013, 7115298, 7115292, 7119028, Email: infinity@citechco.net 

 

Page 6 of 9 

 

 

 

 

Manual For All Bank........ .Version:4+ Rel.:No T#YC.K2011. 

14. LOAN & ADVANCE INTEREST POSTING Kivi Av‡M wb‡gœi welq ¸‡jv CONFIRM n‡Z 
n‡e| 

a. Loan Type Wise Interest Rate wVK Av‡Q wKbv| (Change Kivi mgq Aek¨B Interest Rate 
Simple bv  Compound  n‡e Zv j¶¨  ivL‡Z n‡e) 

b. hw` †Kvb †jvb wnmv‡e Contractual Interest nq Zvn‡j Loan Contractual Interest Rate wVK 
Av‡Q wKbv †`L‡Z n‡e| 

c. Loan Report n‡Z Account Wise Classification Status wVK Av‡Q wKbv †`L‡Z n‡e, hw` 
†KvbwUi Classification Status wVK Ki‡Z nq Zvn‡j ‡h w`b Interest Posting Kiv n‡e H w`b 
wVK Ki‡Z n‡e| 

 
15. LOAN & ADVANCE MODULE INTEREST PROVISION CALCULATION: 

� Log in Application Administration, => Click Periodical Process => Loan Interest 

Product Calculation -=> Account Type Wise Provision => Input Account Type 

Code & Press Enter Key => Input From Date To Date & Press Enter Key  => 

Click ProductCal => Click Int.CalConfirm => Click Details (wi‡cvU© ‡ie n‡j me wKQy 
wVK Av‡Q wKbv †PwKs Ki“b Ges cÖ‡qvR‡b wcÖ›U msi¶b Ki“b) 

  -----00-- GKB fv‡e mKj  †jvb gwWD‡ji Interest Provision Calculation Ki“b| 
 
16. LOAN & ADVANCE MODULE INTEREST POSTING :  

� Log in Application Administration, => Click Periodical Process => Loan Interest 

Posting -=> Account Type Wise Provision => Click UC SS BL DF (Individual) 

=> Input Account Type Code & Press Enter Key => Input From Date To Date & 

Press Enter Key  => Click Show => Click Post => Click Yes => Click Yes => 

Click Ok=> Input your Credit Income GL Code => Click Post 

---00--  GKB fv‡e mKj  Ab¨vb¨ Classified Loan –a-  (SS, DF,..)  Interest  Ki‡Z PvB‡j wm‡j± Ki“b 
Ges GKB f‡e Apply Ki“b | 
  -----00-- GKB fv‡e mKj  †jvb gwWD‡ji Interest Posting Ki“b| 
 
17. LOAN & ADVANCE MODULE AFTER INTEREST POSTING REPORT :  

� Log in Application Administration, => Click Report => Click Loan Interest 

Potable Provision -=> Select Posted Interest Statement (After Interest Posting) => 

Input Account Type Code & Press Enter Key => Input Posted Date (like 30/12 

/2012)  => Click Ok. 
� 0 --- cÖ‡qvR‡b wcÖ›U msi¶b Ki“b|  

  -----00-- GKB fv‡e mKj  †jvb gwWD‡ji Interest  Posting wcÖ›U msi¶b Ki“b| 
 
18. LOAN & ADVANCE MODULE EXCISE DUTY DEDUCT:  

� Log in Application Administration, => Click Periodical Process =>Click Loan 

Excise Duty Charge -=> Input Date Range (01-01-11 To 31-12-2011) =>Input 

Account Type Code => Click Show Data => Click Show Provision ( hw` wcÖ›U ivL‡Z 
Pvb Zvn‡j †cvwós Kivi Av‡MB wcÖ›U wb‡Z n‡e c‡i wcÖ›U cvIqv hv‡e bv) => Input Batch => 
Click All Posting . ( All Post Click Kivi c~‡e© wbwðZ n‡q wK¬K Ki“b)  

-----00-- GKB fv‡e mKj  †jvb gwWD‡ji Excise Duty Deduct Ki“b| 
 
19. LOAN & ADVANCE SERVICE CHARGE DEDUCT (ONLY AGRANI BANK) 
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� Log in Application Administration, => Click Periodical Process =>Click Loan 

Charge AG -=> Input Module Type => Input Balance Range (10000 To 100000) 

=> Charges Debit Amount => Input Income Head => Click CL Status => Input 

Status Code => Click Show => Click Report ( hw` wcÖ›U ivL‡Z Pvb Zvn‡j †cvwós Kivi 
Av‡MB wcÖ›U wb‡Z n‡e c‡i wcÖ›U cvIqv hv‡e bv) => Input Batch => Click Post . ( All Post 
Click Kivi c~‡e© wbwðZ n‡q wK¬K Ki“b) 

-----00-- GKB fv‡e mKj  †jvb gwWD‡ji Service Charge Deduct Ki“b| 
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YEAR CLOSING PROCESS 
 

 

 
01. ω�βι µΚϕ ΚϖΡ �κλ Κιϖι χι ωβ�⁄♣ι ΩϖΥϖ �εµ ÷ωϕ ε♦ϖΚϖχ ωβ�Ζ ν�ε− 

1. Banking 
2. History 

3. Picture 
me¸wj e¨vKvc †bqv n‡j mvfv©i mn Ab¨vb¨ Kw¤úDUv‡i ZvwiL w`‡h msi¶b Ki‡Z n‡e 
Ges ỳB †mU wmwW K‡i GK‡mU cv‡ki Awd‡m msi¶b Ki‡Z n‡e| 
 

02. cÖ‡qvRbxq mKj wcÖ›U msi¶b Ki‡Z n‡e| 
03. we‡kl K‡i Day Close Gi c~‡e©B  Affiars (cÖ‡qvRbxq msL¨K), Cash book & General Ledger, 

Income & Expenditure Statement   

      wet `ªt Day Initialize Gi c~‡e© †Kvb Ae ’̄v‡ZB Daily Transaction ‡_‡K †ei nIqv hv‡e bv| 
04. Day Close Κι�Ζ ν�ε| 
05. Month Close (Month Close Gi c~‡e© cÖ‡qvR‡b  Holiday gvK© K‡i wb‡Z n‡e) Ki‡Z n‡e| 
06. Year Close ( wb‡æi e· †kv Ki‡e) 
 
  

 

 

 

 

 

 

 

 

 

 

 

⇒ Click Calculate  Button  
⇒ Input Batch No 
⇒ Input Head office Advice No 
⇒ Input IBT Transaction Type Code  
⇒ Input IBT Contra Br Code 
⇒ Click Processing Button  
⇒ ok Message Avmvi ci cª‡qvRb n‡j Voucher Button Gi wb‡P Date Input K‡i 

Voucher Button G Click K‡i wcÖ›U wb‡Z n‡e| 
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wet`ªt Process Pvjv‡bvi Av‡M Net Profit & Loss amount, Head Office Account GL Code wVK Av‡Q wK bv Zv 
fvjfv‡e †`L‡Z n‡e| 

6.  Aek¨B  Server Ges Ab¨ ‡h  PC ‡Z  Printer mshy³ Av‡Q   D³ wcwmi Daily Transaction G XyK‡Z n‡e Ges IBT 

Statement &   Trail     Balanc/Clean Cash wcÖ›U wb‡Z n‡e| 
7. Application Administration ‡_‡K ‡ei bv n‡q ïaygvÎ Year Closing Process Box wU   †_‡K †ei  n‡q  Avevi cytbivq  

Year Closing G XyK‡Z n‡e Ges Year Closing Process Box wUi wb‡P  Income Expenditure Initialize bv‡g 
GKwU AwZwi³ Button nvB jvBU n‡e| (wb‡Pi e·wU †kv Ki‡e) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Click INCOME EXPENDITURE INITIALISE   

• Click Yes  

• Year Closing Process done Successfully  Message w`‡j Ok Ki“b | 
• Report ‡_‡K Year closing cash book print wb‡Z n‡e| (Print Gi Rb¨ Log in Application 

Administration, => Click report => Closing Balance Statement => Year Closing Cash 

Book => Input Year Closing Date 31/12/11 => Click Ok then print. 

• Day Initialize Ki‡Z n‡e| bZzb K‡i Daily Transaction –a- Log In Ki“b | 
• Affairs Print wb‡Z n‡e 31-12-2011| 

• 01-01-11 Bs Zvwi‡Li Transaction Kivi Av‡M Avevi  Backup wb‡Z n‡e| 
• Banking(Save File Name: Banking 01-01-12) 

• History(Save File Name: History 01-01-12) 


