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Background

Bhutan is in

Step1:

Please click on the link (http://dispatch.health.gov.bt)

Step 2:

Enter your User credentials and password. Your default username is your email address and

password is ’moh2021’. You can Reset Your password later.

Step 3: This is the dashboard with a quick summary of:

● Total user

● Total letter dispatched and Total letter received ,

● Total letter dispatched and received on a particular day.

● You can also view dispatch and receive reports.

● Quick search by either dispatch/received number.

● Quick search by Reference number.

http://dispatch.health.gov.bt


3.1: To logout form the system:

>> Click on the (Right Side)Top >> Logout



Step 4:

click on ‘Office Detail’ on the side bar to view Staff Details and Contact Directory.

4.1 Click on the Staff detail to view Staff Details registered in the system

>>User Manager >> Staff Detail



4.2 To view Contact Directory click on the contact directory

>>User Manager >> Contact Directory

Step 5: Click on User manager to view User Profile, User notifications and user Tasks



5.1 To view User Profile i.e your profile

>>Go to User Manager on the side bar >>Select User Profile.

The user details or information will be displayed as follows.

5.1.1: To change your profile photo:

>>Go to User Manager >>Select User Profile >>Click on Change Photo >>Choose File and finally

click on to Change Photo.

Please take note that the required file extension for the photo is either in JPG or PNG.



5.1.2: To change password

>>Go to User Manager >> User Profile  >> Click on Change Password >> Enter New Password

>>Click on Change Password.

5.1.3: To Edit your Information

>>Go to User Manager  >>User Profile >>Click on Edit Information >>Make required changes in

the displayed fields >>click Edit Profile to save the changes.



Step 5.2: To check notifications:

>>Go to User Manager >>User Notifications >>Click on Check Notification

OR

>>Directly click on the BELL ICON on the top right side of the dashboard.



Step 6.: Click on the Dispatch and Receipt on the side bar.

6.1 To Dispatch a letter.

>> Dispatch and Receipt >>Dispatch Letter >> Dispatch letter form will be displayed.



Figure:Dispatch Letter form

6.2: To transfer a letter which has been received by the agency

>> Dispatch and Receipt >> Receive Letter >> Receipt form will be displayed.



Figure: Receipt Letter form

6.3: To view the Dispatched Reports:

>>Go to Dispatch and Receipt on the sidebar >>click on Dispatch Report

OR

>>Click on the VIEW of DISPATCH REPORT on the dashboard. The list of dispatched reports will

be displayed.

>>Click on the EYE ICON to view the details of the report with the action taken remarks and to

view or download the report.

>> Click on the SEARCH ICON to view just the details of the report.



6.3.1: To write the remarks

>> View the Dispatch report >> Click on the Take Action dropdown >> click on the Write

Remarks.

>> Click on the Change Status to change the status to receive and acknowledge or to complete

the receipt.

6.3.2: To Send Copy:

>> View Dispatch Report >> Click on the Take Action >> Select Send Copy >> select department

>> select division >> select official to whom the copy to be sent >> write a remark (optional) >>

click on Forward.



6.3.3: To send copy to all the staff / users

>> View Dispatch Report >> Click on the Take Action >> select send copy to all staff >> write

remarks and click on Forward.

6.4: To view the Receipt Reports:

>>Go to Dispatch and Receipt on the sidebar >> click on Receipt Report

OR

>>Click on the VIEW of RECEIVED REPORT on the dashboard. The list of received reports will be

displayed.

>>Click on the EYE ICON to view the details of the report with the action taken remarks and to

view or download or even upload the report.

>> Click on the SEARCH ICON to view just the details of the report.



6.4.1: To Upload Document:

>> View Receipt Report >> Click on the Take Action >> Select Upload Document >> Choose File

and Click on Upload File.

To write a remark: >> Click on the Take Action >> select Write a remark

To change status: >> Click on the Take Action >> Select Change Status

6.4.2: To Forward Receipt report to a official:

>> View Receipt Report >> Click on the Take Action >> select Forward Receipt to an official >>

select department >> select division >> select official >> write remarks (optional) >> click on

Forward.



Step 6.4.3: To forward Receipt Report to Division:

>> View Receipt Report >> Click on the Take Action >> select Forward Receipt to Division>>

select department >> select division >> write remarks (optional) >> click on Forward.

Step 6.4.4: To forward the receipt report to all the staff / users:

>> View Receipt Report >> Click on the Take Action >> select Forward Receipt to All>> write

remarks >> click on Forward To All.



Step 7: To search dispatch/receipt report through dispatch or receipt number:

>> Go to Dispatch and Receipt >> Select Search D/R by Num >> Select Dispatch Search or

Receipt Search from Select Dispatch or Receipt >> Select Year from Dispatch/Receipt Year drop

down >> Enter Dispatch or Receipt number in the Dispatch/Receipt Number box >> click on the

Search.



Step 8: To search dispatch/receipt report through reference number:

>> Go to Dispatch and Receipt >> Select Search by RefNum >>  Select Dispatch Search or Receipt

Search from Select Dispatch or Receipt  dropdown >> Select Year from Dispatch/Receipt Year

dropdown >> Enter Reference number in the Dispatch/Receipt Reference Number box >> click

on the Search.

********************************** Thank You***********************************


