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Consent  

 No chapter of this documentation may be copied, photocopied, reproduced, 
translated, microfilmed, or otherwise duplicated on any medium without written 
consent of National Productivity Organization (NPO), Ministry Of Industry.  

Use of the software programs described herein and this documentation is subject 
to the Shaptak (IT) Limited License Agreement enclosed in the software package.  

   

Disclaimer  

 Contents in this manual are subject to changes without prior notice.  

   

About this User`s Manual  

 This User`s Manual aims at helping users to know the key features of collecting 
data for NPO`s Productivity Ups & Down yearly Research Report Questionnaire. 
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Introduction: 

National Productivity Organization Developed Online data collecting system for (  ) in some 
sectors. 

This Online System Works like below : 

Managerial Part: 

First Step: Create a User ID for your institution. This institution ID is your Managerial ID. This 
User must be an Authorized person selected by Institute Management . 

Second Step: Institute User will create a User ID. This user ID will be called as Focal Point. Focal 
Point user`s only function is to give input information/ Data Entry into the Online Form. When 
he submit the Form then it will go to Managerial ID for approval. 

Third Step: Managerial User will approve the Forms. Here he must check all data. He can also 
Edit or Modify the information if needed. If he satisfy he will approve the form. Then it will go 
to NPO Admin Panel. 

Note: After submission of form by Managerial user there will be no option to change or edit the 
form again. Not event Institute User or Admin User. 

 

Admin part (only for NPO): 

First Step: NPO Admin - This User can observe, download and Print all Users and all Forms of all 
Sectors. He will also create and Delete Sector`s Head User ID. 

Second Step: There will be Sector Admin User ID. This Sector Admin can only observe, 
Download and Print own Sector`s Forms. 
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Finding the Link: 

You will find NPO Questionnaire Online Link in NPO Website. Please write the following web 
address on your web browser. 

https://npo.gov.bd/ 

Click  উৎপা দনশী লতা  প্রতবিদেন Link from আভ্যন্তরী ণ ই-সবো section 
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Dashboard 

This is the Dashboard of all sector. Please choose your Sector  very carefully. Your user 
registration will be establish into your won sector. 

Please click the sector you belong.   
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Institute Control Panel: 

Please Click Register to create New Managerial ID  

 

 

 

 

 

 

 

http://zbbusinessservice.co.uk/npo/Department/signup/�


9 | P a g e  
 

Registration Form: 

Please Enter Information below 

Institute Name: Please Write the name of Institute carefully. Your registration will happen with 
this Name. After Signup you cannot change the Institute Name again. 

Name : Name of Authorized Person. He will be the focal point of the Institute to NPO. 

Email: You must give an authenticate Email Address. This Email address will be your Managerial 
User ID. You cannot Recover Password if the mail address is wrong. This could be your Institute 
Email address. Authorized person must have access to this Email address.  

Password: Please preserve the password carefully. 

Click Sign up button at the bottom right corner 
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Registration Form: 
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Institutional Log In Page:  

Enter Email and Password just given into registration form 
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Institutional Log In Page: 

 Click Sign In button to Log In 
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Focal Point User ID Create: 

Click admin info from left menu ---> Click Create User & List ---->Give information to Add 
 New User Section. 

Name : Focal Point name  

Email : Put email address. Address must be valid, otherwise you cannot recover  password. 

Password : Please preserved the password carefully 

Type: Select Focal Point 

Status: Active 

Click Add User  
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Focal Point User ID Create: 
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Focal Point Created: 
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Sign Out: 
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Focal Point Log In: 
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Opening Questionnaire: 

Click Questionnaire from left Menu --> Click Education --> Carefully read all section --> Click Next 
button on Bottom Right Corner 

 

 

 

 

 

 



19 | P a g e  
 

Data Entry : 

Carefully read all sections ---> Enter correct Data to respective field ---> Click next on Bottom 
Right Corner  ---> Do it for all pages 
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Focal Point Submission of Questionnaire: 

Click Submit ---> Questionnaire will be sent to Institute User (Managerial User) for approval 
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Focal Point Sign Out: 
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Managerial User Log In: 

Enter Managerial ID ---> Enter Password ----> Click Sign in 
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Check and Approve by Management: 

Click Questionnaire  ---> Click Sector Name as appeared ---> Click next from bottom left  

corner 
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Check and Modify if needed: 

Check and Modify if needed ---> Click Next from bottom right corner ---> Do it till submission 
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Click Submit for Approval: 

If everything is ok click submit on bottom right corner----> Report will be sent to Admin User 
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Institute User Sign Out: 

To Sign out Click Sign out Button. 
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NPO Admin Log In: 

Click on the Link below to connect to NPO Productivity Report Admin Panel. Give User name 
and Password and Click sign in 
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Admin Dashboard: 

Dashboard has three items 

1. All the Sectors of NPO in Dashboard Section 

2. Admin info : From this menu you can create Sector Head User  

3. Questionnaire : From this menu you can see all the Sectors Questionnaire. You can also  

Download all submitted Questionnaire 
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Sector Head User Create: 

Click Admin info menu from left menu bar -----> Click Create User & List -----> Enter Name of 
user -----> Give Email address -----> Enter Password -----> Select  Department ----> Do not give 
Institute name---->Select Department Admin in Type Section ------>Select Active in Status 
Section -----> Click Add User 
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User List Monitoring: 

Can See all the user created. Can also Edit, Delete unwanted ,miss used and fraud user if 
needed.  

Create User ID and Password for all the Sector Head 
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View List of All the Questionnaire As Admin User: 

Admin user can see all forms of all sectors. 

Click Questionnaire ---> Click your desired Sector 
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Preview Report as Admin User: 
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Download PDF as Admin User: 

If you want to download filled up Forms just click PDF button from top left corner of Survey 
Form Section. 
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Printed Version of Forms: 
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Log In as Sector Head : 

Please login by the User ID and Password provided by NPO Admin. 

 

 

 

 

 



39 | P a g e  
 

Privilege as Sector Head: 

Sector Head of a preferred Department can Only see List of Submitted Report of his/her Won 
Sector. 
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Privilege as Sector Head: 

Sector Head of a preferred Department can Only see List of user of his/her Won Sector. S/He 
can Edit or Delete any unwanted,  fake or fraud user of that sector. 
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Preview Report as Sector Head: 

Sector Head can see the preview of Report given by any single Institute. Click view button at left 
of a chosen report. 
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Sector Head Can Download and Print Report: 

Sector Head can download the report and can print it. To Download click PDF button at top left  

corner of report page section. 
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Every One Can Recover Password: 

Enter into NPO Productivity Report Admin Panel Link -----> Click Forget Password link at the bottom left 
corner. 
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Recover Password 

Enter the email address ( your User ID) -------> Click Send Link 
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Password Recovery Email: 

A Password Recovery Email will be sent to your Email Address. 

(Some time it could go to junk box. Please tick the Email as not Spam it will never go to spam  again.) 
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Password Recovery Link: 

Enter into  the email and you will find a link -----> Click the Link and You will find password  change 
option-----> Enter a new password ----> Click Submit 

(Note: Please preserve the password carefully) 
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Every One Can Change Password: 

Password will be Changed for the User you are Logged In. 

Go to top Right corner -----> Click the user icon -------> Click Change Password----> New window  will 
appear 
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Change or Update Password: 

Enter the new password -----> Click Change Password Button 

Your password has been changed. Use it when you login next time. 
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