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1. Main modules of PlaMS 
 

(1) Five Year Plan Entry 
 

 Program profiles data entry  
 Update program profile data as and when required 
 Generate individual program profile reports  
 Generate summary reports of program profiles by different categories (e.g. by 

departments, ministry, funding sources, etc.)  
 

(2) Creating Annual/Rolling Plan and Budgets  
 

 Annual/Rolling Plan and Budgets of individual programs (This feature is also 
present in MYRB (Multi-Year Rolling Budget) system) 

 Generate summary reports of Annual/Rolling Plan and Budgets of programs by 
different categories (e.g. by departments, ministry, funding sources, etc.)    

 

(3) Progress Data Entry and Reports Generation 
 

 Enter progress data on real time basis and update as and when required  
 Generate individual program progress reports  
 Generate summary reports by different categories     

 
 

Page 2 of 46 
 



User Manual, PlaMS Version1 

2. Technical Requirements for PlaMS 

2.1 Requirements for your PC 

(1) Hardware  
Items Requirements Remarks 

CPU Min. 1GHz 

RAM Min. 512MB 

Hard Disk Min. 10GB Free space 

Recommend these 
minimum specification 
for getting better 
performance 

 
(2) Software 

Items Requirements Remarks 

OS Windows  

 - 2000 with SP4 or 

 - XP with SP2 or 

 - Vista 

 Windows 98 is not supported 

Browsers Internet Explorer  

 - 6.0 with SP2 

 - 7.0 

Version 1 supports only Internet 
Explorer 

Others 
 

- Acrobat PDF Reader 

- Microsoft Word, Excel (Option) 

- Use PDF for printing reports 

- You can export reports to 
PDF, Word, Excel etc. 

 

(3) Network 

- Connection to the Internet  or  LAN in GNH Commission 
- Future connection to VPN (Virtual Private Network) for the system security 

 
 

2.2 Setting up your PC 
You need to set Trusted Site at your Internet Explorer. Please refer Appendix-1 to 
set the trusted site. 
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3. How to start/stop PlaMS 
3.1 Start PlaMS (Login) 

Start Internet Explorer and open URL: http://www.gnhc.gov.bt/plams . Login form as 
shown below appears. 

 

 

 

 

 

 

 

 

 

Select your AU Category and Administrative Unit. Enter your User ID and Password. Click on 
Login button. 
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 If you entered the correct username and the password your user ID will be shown at top left 
hand corner of the page.  

 

 

3.2 Stop PlaMS (Logout) 

Click on Logout at the top left hand corner of the page. It is important to log out to keep 
the system secure.   

3.3 Password 

There are two ways to get your password when you forget it:  
(1) Get help from PlaMS administrator to reset your password  
(2) Use “Forgot your password?” at Login form  

 

How to use “Forgot your password?” 
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<How to use “Forgot your password”> 
(1) Select AU Category and Administrative Unit  
(2) Type User ID 
(3) Click on “Forgot your password?” 
(4) Click on “Send me temporary password” 
(5) You will get a new password with your registered e-mail address. The 

password is auto-generated by the system and difficult to memorize.  
Therefore, we recommend you to change the password to a choice of yours. 
To change the password… 

(6) Login to PlaMS with the new password (cut and paste the password from the 
e-mail) 

(7) Open “Tools” menu and select “Change Password” 
(8) Type current password and new password and click on “Change Password”. 

“Current Password” is the auto-generated password. 

 

4. Five Year Plan Entry 

4.1 Creating Program Profile 

(1) Select “Five Year Plan” from the Menu and click on “ Data Entry” 

  

 

 

 

 

(a) Select FYP, 
AU 

 

(2) The following form  will appear 

Category
and AU 

(b) Click on 
“Create 
New 
ProgrammePage 6 of 46 
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(3) Program Profile data entry form will appear. 

(a) Programme Code: The system automatically generates the code. However, 
you can modify the code later. 

(b) Program name:  Type the programme name 
(c) Phase: This is Programme Profile data entry state. The states/ phases are 

Draft, Approved and Revised. This should be “Draft” at creation time.  The 
Phase will be updated by GNH Commission after approving the Profile. 
Annual Work Plan/Budget can be created only for Approved Programmes. 

(d) Contribution to National & International Goals & Targets: This will show list 
of defined National & International development and other Goals & 
Targets.The program can be linked to these goals if it contributes to 
achieving any of them. 

(e) Classification and Category: Use the combination of these two dropdown 
lists to select the relevant National & International Goals & Targets. Refer 
the following form to define them. 

(f) Click on Save button to save the programme definition. 
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(4) The following form is an example of linking a program to relevant MDG goals and 
targets.  

 

 

 

 

 

 

 

 

 

 

 

 

 

(a) Check adjacent boxes to select th
relevant Goals & Targets  

(b) Click on Save button to save the 
Programme definition 

e 

 

(5) Outcome entry form appears as below after saving Programme. 

 

Message after 
saving Programme 

Outcome Tab 
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(6) Outcome Data Entry 

The following form appears when Outcome tab is selected. Outcome Code and 
Description are required fields and others are optional fields.  

 

 

 

 

 

 

 

 

 

 

 

 

Set number and click on “Increase Blank…” to 
increase number of rows for the Indicators 

(a) Outcome code: The system generates the code but can be changed later. 

(b) Outcome Description: Enter outcome definition 

(c) Outcome Indicator Description: Describe the Outcome Indicators. Unit of the Indicator also 
should be mention here. 

(d) Baseline Information: Describe the Baseline Information/value of the indicator. It can be either 
quantitative or qualitative. 

(e) Base Year: Base year of the baseline Information 

(f) Plan Target: FYP Plan Target for the indicator 

(g) Data Source: Data Source of M&E Plan  

(h) Reporting Frequency/Timing: Reporting frequency, timing 

(i) Reporting Responsibility: Responsibility to report on M&E  
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(j) Report To: Where/Whom to report  

 

(7) Click on “Save” button to save Outcome definition. 

(8) The following output data entry form appears after saving the outcome definition. 
Additional outcomes can be entered in the same manner by clicking on the “Create 
New Outcomes” menu.  

 

Confirmation message of saving Outcome 

Output tab 

List of successfully entered 
Outcomes

 

 

 

 

 

 

(9)  Output Data Entry 

Output Code and Description are required fields and others are optional fields. 
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(10) Click on “Save” button to save Output definition. 

(11)  “Activity” tab appears after saving the Output. Additional outputs can be entered 
in the same manner by clicking on “Create New Outputs” Menu. 

(12) Click on “Activity” tab to define Activity. 

 

 

 

 

 

 

 

Activity Tab 

Confirmation message of successful 
saving of Output 

List of successfully entered 
Outputs 

(13) Activity form appears after clicking “Activity” tab. 

(14) In the Activity form; the Activity Code, the Name and the Output Contribution are 
required fields and others are optional fields. The definition of the fields are as 
follows; 

(a) Activity Code: The system generates the code but can be changed later if necessary 

(b) Activity Name: Enter Activity  definition 

(c) Output Contribution: Select Output name  to which the Activity contributes to 

(d) Start Month & Year/Finish Month & Year: Enter Activity implementation schedule with 
month and year. Type the Year in the text-box if the year is not listed in the dropdown 
list. 

(e) Lead Implementing Agency: Enter lead implementing agency for the activity 

(f) Collaborating Agencies: Enter collaborating agencies for the activity 
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(g) Program Mapping: Five year plan activities are linked to DNB’s Program and 
Subprograms 

 

 

(h) Amount (Nu. In millions): Enter Indicative Cost in recurrent and capital text-boxes for 
the activity.  If there are different Funding Types from same Agency then Indicative 
Cost should be entered in separate rows.  

(i) Funding Type: Select Funding Type from  the dropdown list(Loan, Grant or Others) 

(j) Funding Agency: Select Funding Agency from the dropdown list.  

(k) Funding Status: Select Funding Status from the dropdown list.  

(l) Remarks: Enter any remarks on the Activity 

You can increase number of rows for the Indicative Cost by clicking “Increase 
Blank Rows for Budgets” same as in the Outcome/Output entry forms. 
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(15) Click on “Save” button to save the Activity. 

(16) Confirmation message appears as in the form below after successful saving of 
the Activity. 

 

 

 

 

 

 

 

Confirmation message 

Priority of Activity 

List of existing Activities 

(17) Specify the priority of the activity at Priority column in the Existing Activity List. 
Click on “Save Priority” label to save the Priority definition. 

 

(18) Enter Signatures 

 

Page 13 of 46 
 



User Manual, PlaMS Version1 

 You can show Signatures in Programme Profile Reports. Click on “Signature” in 
the desired row in the Programme List. 
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(19) Signature entry form appears. The form has “Prepared by”, “Approved by” and 
“Revised by” signatures. Each signature has Name, Designation, Agency, Tel, Fax, 
E-Mail and Date fields. You can enter comments in “Comments” field. All fields are 
optional. Click on “Save” button to save the Signatures. 

 

(20) Confirmation message and Signatures List appears after successful saving. You 
can modify existing Signatures by clicking on numbers in “Revision Number” column. 
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4.2 Editing Programme Profile Data 

(1) Click on “Edit” in Operations column in desired Programme row in the Programme 
Profile List. 

 

 

 

 

 

 

 
Click on “Edit” to edit Programme Profile 

 

 

(2) Program Profile entry form appears with existing data. You can add new 
Outcomes/Outputs/Activities and/or modify/delete existing data with the form below.  
The form has same fields as new data entry forms. 

 

(3)  Modifying Programme 

Click on “Programme & Goal” tab. Existing programme & Goal definition appear in the form.  
You can modify Programme Name in the text-box. Click on “Open Goals & Targets Selection 
Table” to modify selection of Targets & Goals. Click on “Save” button to save modified 
Programme & Goal definition. 
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Click on “Delete Programme” label to delete Programme Profile definition. THIS WILL DELETE 
ALL OUTCOME/OUTPUT/ACTIVITY DEFINITION OF THE SELECTED PROGRAMME. 

(4) Modifying Outcome/Output 

You can modify Outcome/Output as shown in the following chart.  

 

 

<<Addition of Indicators>> 

Enter definition in blank rows and 
click on “Save” button 

<<Deletion of Indicators>> 

Check desired Indicator’s check-box in “Delete” 
column and click on “Save” button 

<<Modification>> 

(1) Click on Output Description 
to modify existing data 

(2) Existing data appears in 
the form 

(3) Modify data and click on 
“Save” button to save 
modified data 

<<Addition>> 

Click on “Create New Outcomes/Outputs” label 
to add new definition 

<<Deletion>> 

(1) Click on desired Output Description to delete  

(2) Existing data appear on the form 

(3) Confirm the data and click on “Delete 
Output”. This will delete the Output and all 
Indicators for the Output. 

<<Caution!!>> 

Linked Activities 
which contribute to 
this Output will 
also be deleted by 
this operation!! 
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(5) Modifying Activity 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on “Create New Activities” label to add new 
definition then a blank form appears. 

<<Deletion>> 

Click on “Delete Activity” label to delete 

<<Addition of Cost>> 

Enter new Cost in blank rows and click on 
“Save” button 

<<Deletion of Cost>> 

Tick check-boxes in “Delete” column in 
the Cost list and click on “Save” button 

<<Modification>> 

Click on “Activity Name” then existing data appears 
in the form. Modify desired fields and click on 
“Save” button 

<<Addition>> 
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(6) Re-assigning Programme  Code 

The system generates Programme codes at data entry time but you can re-assign them later. 
Only users who have Profile Manager’s Role can use this feature. 

(a) Click on “List Programme” at “Prepare Programme Profile” menu. 

 

 

 

 

 

 

 

 

(b) Program List of Profile Manager 

Programme List appears. Click on ‘Re-assign manually” in Code column.  

 

(c) Then Code text-boxes get enabled. Type desired Codes in the text-boxes. Click 
on “Save” in the Code column. 
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(7) Modifying Plan Phase 

There are two ways to modify the Plan Phase. 

 

I. Change  phase for all programs 
(a) Select Phase from the dropdown list in 
Plan Phase column header 
(b) Click on “to all Programs” 

II. Row wise operation 
(a) Select Phase at each row’s dropdown 
list 
(b) Click on “Update row wise …” 

 

(8) Assign Program Priority 

 

(9) 

(a) Click on “Assign Priority” at 
“Prepare Programme Profile” 
menu. Priority Definition form 
appears. 

(b) Select priorities in the dropdown 
list in “Activity Priority Rank” 
column. You can view 
Outcomes/Outputs definition of 
Programmes by clicking on 
“Show/Hide Outcome & Output” 
label. 

(c) Click on “Save” button 
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(9) View Programme Profile Report at Data entry form 

You can view the Profile report at Data entry form. 

(a) Click on “Report” in “operation” column at desired programme row. 

 

(b) Programme Profile report appears in new window as follows. You can view, print 
and export (PDF, MS-word etc.) all pages of the report. 

 

Print Export 
Change pages 
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4.3 View Programme Profile Reports from reports sub menu 

There are broadly two categories of reports for all the modules: Standard and 
Consolidated. Standard reports are comprehensive and detailed reports. Consolidated 
reports are more analytical. 

4.3.1 Viewing standard Reports 

 

(1) Select “Report” from the “standard” sub menu under “Five Year Plan “menu. 
Specify Programme Profile conditions by the dropdown list below: 

 

(2) Click on “View Report” button. Then the Programme Profile Report appears in new 
window. 

 

(3) Privileged users can view all AU reports by selecting “Category” dropdown list as 
follows. 
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4.3.2 Viewing Consolidated Reports 

 

(1)  Select “Consolidated” from “Report” Sub menu under “ Five Year Plan” menu. 
Report condition form appears. 

(2)  Specify FYP and Report Category. Report Name, Administrative Unit and 
Department/Sector dropdown list will automatically change by the Report Category 
selection. 

 

 

 

 

 

 

 

Following form is an example of viewing “National Level – Central Agencies” and “Summary of 
Plan Outlay by Ministry”. 
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(3) Click on “Preview Report”. Summary Report appears in a new window.

Click on bars to view the details 
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(4) Details of clicked Ministry appear. 

  

Click on bars to view 
the details 
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(5) Details of clicked department appear.

Click on bars to view the details 
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(6) Details of clicked Programme appear. 

 

 

 

 

 

 

 

 

 

 

 

Click on Activity name to view the details 

(7) Activity details appear. 
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(8) Same as for the Activity click on Programme Name, and then Programme Profile report 
appears in a new window.
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5. Annual Work Plan  

5.1 Creating Annual Work Plan/Budget  

This module becomes available after the approval of the Five Year Plan. 

Privileged user updates the Plan Phase on Programme List to “ Approved” from “ draft “ as 
shown below. 

(a) Select “Approved”  

(b) Click on “Update row wise by selection” in the 
column header 

 

 

 

(2) Confirmation message of phase change appears above the Programme List after 
successful update. Annual Work Plan/Budget can now be created.
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(3) Select “ Data Entry “ sub menu from “Annual Work Plan & Budget” menu. Data Entry 
condition form as shown below appears. 

 

(4) Choose the program for which to create AWP from the dropdown list. 

 

Set phase to Draft 

(5) Setting Output targets 

The list of outputs and activities under the selected programme gets 
displayed.Click on Edit against output to set output targets. 

 
(a) Enter Rolling targets here 

(b) Click Save button 
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(6) Setting activity targets and budget 

Click on activity name or Edit menu against activity to set activity targets and 
budgets. 

 

(a) Enter Rolling targets here 

(b) Click Save button 

 

Sub activities total 
(a) Enter Rolling budgets here 

(b) Click Save button 
 

 

 

 

(7) Creating Sub activities 

Click on “create sub-activities” label to create sub activities for the selected activity. The 
following form appears for sub activity definition. 
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(w) These four fields are same as the 
Output Indicator definition form 

(x) All fields are optional 

(y) Click on “Save Activity Annual Plan” 
button to save the definition 

 

 

 

 

 

(8)  Saving sub activity definition automatically leads to insertion of cost objects for the 
defined sub-activity 

 

(a) Enter Sub-activity definition  

(b) Tick check-boxes to indicate active periods 
for the Activity 

(c) Enter responsibility 

(d) Click on save button 

(a) Select by FIC or by Agency from the 
dropdown list. 

(b) Object code selection automatically 
appears as in the following form. 

 

 

(9) Object codes insertion 
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(a) Select the correct object codes 

(b) Click on “ Save Selected Cost Objects” 

(c) Budget amount entry form automatically 
appears 
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 (a) Enter Amount proposed for the object code 

(b) Click on Save cost Estimation 

 

 

 

This comes to the end of Annual work plan and budget data entry.
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. 

 

5.2 Viewing Annual Work Plan/Budget Report 

Select “Report” from “Annual Work Plan & Budget” menu. 

 

(1) Annual & Three year Rolling Plan & Budget Report appears in a new window. 

(a) Select FYP, Fiscal year, Category 
and Administrative Unit 

(b) Department appears by the 
selection of Category if necessary 

(c) Select Program 

(d) Click on “View Report” 

5.3 Viewing Annual Work Plan/Budget Consolidated Reports 

(1) Select “Consolidated” from the “ Report” menu of “Annual Work Plan & Budget” Module 

(2) Consolidated Reports condition dropdown appears. 

 

(a) Select FYP, Fiscal Year 
and Report Category 

(b) Administrative 
Unit/Department/Field 
Office will appear by the 
selection of the Category 
if necessary 

(c) Click on “Preview Report” 
after selecting all 
dropdown list 

6. 
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Progress Reports 

6.1 Entering Progress Data 

(1) Annual Work Plan  and budget has to be created for entering Progress data. 

(2) Click on “Data Entry” menu from “Progress” Module.  

 

(3)Select Fiscal year and reporting quarter(Q1,Q2,Q3,Q4, First Half, Second Half and Annual) 

(4)Click on Show Program List Label, The following window appears 

 

(b) Click on result level to enter 
progress 

(a) Outcome Progress Entry 
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 (a) Enter progress for relevant quarter 

 Note: Normally outcome progress is not 
entered quarterly 

 

 

(b) Output, Activity and sub-activity progress entry 

(1) Click on Output and activity label. Following form appears 

 

(c) Output progress 

(1) Click on output label. Following form appears. 
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 (c) Enter progress for relevant quarter 

 Note: Output annual target has to be 
defined. 

 

c. Activity progress 

Click on Activity Label 

 

(a) Enter progress for relevant quarter 

(b) Click on save 

Note: Activity annual target has to be defined. 
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d. Uploading attachments for  progress evidences 

 Click on upload attachment label. Following form 
appears. 

 

 Click on browse to select files to upload and click 
on upload. 

e. Sub activity progress entry.  

a. Click on Sub-activity label. Following form 
appears 

 

 

 
(b) Enter progress for relevant quarter 
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f. Entering narratives 

a. Click on narrative label. Following form appears 

 

(a) Enter data for the questions 
(b) click on save 

 

 

 

 

g. Previewing reports and attachments 

a. Click on report and attachment label to preview 
report and uploaded attachments respectively 
on the following form. 
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6.2 Viewing Progress Reports 

(1) Select “Report” from “Progress” menu and click on standard 

(2) Following form appears 

 

(3) Select fiscal year and click on “ View Report by Program”. Following form 
appears

 

(4) Click on “Report” label for the against the program for which the report is to be viewed. 
Report labels under different quarters can be clicked to view different quarter reports. 
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7. Tools 

7.1 Change Password 

(1) Select “Change Password” from Tools menu 

(2) Change Your Password form appears.  

Enter Current Password, New/Confirm Password and click on “Change Password” button. 

 

 

 

 

 

 

7.2 Options 

(1) Select “Options” from Tools menu.  

(1) PlaMS Option form appears. 

(a) Click on arrow to 
select custom color 
from color pallet 

(b) Tick desired color 

This number affects all 
indicators and Indicative 
Costs entry rows. 
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8. Contact us 

8.1 Address & Phone 

(1) Select “Address & Phone” from Contacts menu 

 

8.2 Feedbacks 

(1) Select “Feedbacks” from Contacts menu 

(2) Feedbacks form appears 

(3) Enter From (Your E-mail), Subject and Body. CC (E-mail address) and Attachment are 
optional. 

Click on From/CC to show Address 
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(4) Address book for selecting E-mail address 

 

 Tick check-boxes for “From/CC” address and click on 
“Insert selected address to the email form…”  

 

 

(5) Click on “Send Email” to send E-mail. 
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Appendix-1 How to set Trusted Sites 

 

1. IE 6.0 

 

(1) Open “Internet Options” dialogue window from “Tools” in IE menu bar 

(2) Click “Security” tab.  

(3) Click “Trusted sites” button 

(4) Click “Sites” button, then “Trusted sites” window will open. 

(5) Type http://www.pc.gov.bt  in the text box for “Add this Web site to the zone:” and click “Add” 
button. 

(6) Click “OK” in “Trusted sites” window 

(7) Click “OK” in “Internet Options” window 

 

 

 (2) 

 

 
(5) (3) 

 

(4)  

 

 

(6)  

Do not check 
this box!! 

 

 

 
(7) 
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2. IE 7.0 

 

(1) Open “Internet Options” dialogue window from “Tools” in IE menu bar 

(2) Click “Security” tab.  

(3) Click “Trusted sites” button 

(4) Click “Sites” button, then “Trusted sites” window will open. 

(5) Type http://www.pc.gov.bt  in the text box for “Add this Web site to the zone:” and click “Add” 
button. 

(6) Click “Close” in “Trusted sites” window 

(7) Click “OK” in “Internet Options” window 

  

 

 

 

 

 

 

 

 

 

 

 

 

(2) 

(3) 
(5) http://www.pc.gov.bt 

(4) 

(6) 

Do not check 
this box!! 

(7) 
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