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1. Project Overview: 

Smart Governance System of Trade Organizations  

Welcome to the Ministry of Commerce Record-Keeping System, a comprehensive platform 

designed to streamline information management for the Ministry of Commerce, 

Bangladesh. This system enables efficient communication and collaboration among three 

distinct roles: Admin, Approver, and Organization. 

 

User Roles: 

Organization: 

 Uploads committee information. 

 Files/ Reports (Upload My Files/ Reports , Upload Applications, Investigation Reports, 

Inspection Reports, Voting information) 

 Notifications 

 Notices 

 Administrator 

 Manage Cases 

 Upload Gallery Photo 

 Engages with the approval process. 

 

Login Options 

Users can log in using: 

 Registered mobile numbers with OTP verification. 

 Email credentials. 
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1.2 Workflow Overview 

Organization: 

 Uploads various information. 

 Can see latest update of any TO related works 

 Participates in the approval process. 

Logging In: 

 Visit the Ministry of Commerce Record-Keeping System website: 

https://moc.techtrioz.xyz/ 

 Click on the "Login" option. 

Choose your preferred login method: 

 Registered Mobile Number: Enter your mobile number and verify with OTP. 

 

 

  Email: Enter your email credentials 

 

https://moc.techtrioz.xyz/
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Organization Role Guide 

After successful login, you will be see to your organization's dashboard. 

1. Dashboard 

The dashboard displays key metrics: 

 Total Submitted Reports. 

 Total Pending Reports. 

 Total Accepted Reports. 

 Committee members info 

 

2. Files/Report 

2.1 My Files/ Report 

Navigate to the "My Files/Reports" section 

 Click on "Add New File" to submit new applications or files. 
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 Fill in the required details, attach a scanned copy of the reports and save. 

 

 Click action view for details of application 
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2.2 Applications 

In this section trade organizations can do application. For this click on “Add New Application”, 

Then select the application type “Others”. After that fill out the form with a scanned copy of 

their application documents 

 

 

2.3 Investigation Reports 

In this section trade organization will see records of the investigation reports of the TO 
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2.4 Inspection Reports 

In this section trade organization will see records of the inspection reports of the TO 

 

 

2.5 Voting information 

In this section trade organizations will upload their voting information by fill up all the info by 

clicking on “Add New” button  

 

3. My Profile 

Access the "My Profile" section: 

 Update your personal information. 

 Click on "Save" to apply changes. 
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Change Password 

 In the "Change Password" section, enter your current password and the new 

password. 

 Click on "Change Password" to update your login credentials. 
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4. Notifications 

 Check the "Notifications" section for updates and notifications related to your work 

 Stay informed about the progress of submitted files or any additional information. 

 

 

5. Committee Info 

 Navigate to the "Committee Info" section 

 Fill out the session year & expiration date then click on Add New Committee button. 

 

 

 View action button for add new members 
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6. Manage Jobs 

Access the "Manage Jobs" section: 

Trade organization will post here, if they have any job vacation, then it will goes to 

Admin/Approver for verify  

 Fill the necessary field for details of job and attach pdf/image of job circular  
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7. Administrator View 

In this section trade organization will view their administrator info and its status records 

 

8. Manage Cases 

In this section trade organization will view their cases info and its status records 
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9. Manage Gallery  

From this section, trade organization  

 Will upload their event photos by making albums, then it will wait for the approve from 

the admin panel  

 Click on Add New button then fill up Album Title both Bangla and English and choose an 

Album Cover Photo 

 Then Click on the +Add Photo for adding photos and press on submit. It will go to the 

admin/ approver for verify.  

 

This guide is designed to help users navigate and utilize the Ministry of Commerce’s Smart Governance System of Trade Organizations.  Version 

1.1, 05.05.24. 


