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1 How to apply online application for Animal Health? 

Process. Application for the Requisition of Medicine, Vaccine and Equipment from Gewog 

Livestock Officer (GLO) 

Action: Open any browser and click on the link http://www.citizenservices.gov.bt 

Result: Citizen Services (G2C) portal appears as shown below. Click on Agency Login and Login Page is displayed. 

 

 Result: Enter correct Login ID (Employee ID no) and password for GLO. 

  

Result 1.1.1: The following page appears 

 

http://www.citizenservices.gov.bt/
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Click on DoL and the following page appears 

 

Process 1.1.2: From the navigation bar, click Animal Health. Under this service, there are four options. 

Result 1.1.2: The following list of applicable application list will be displayed. 
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Process 1.1.3: Click on the link Apply for Medicine, Vaccines and Equipment from the list. 

Result 1.1.3: It lists the following applicable sub dropdown. 

 

Process 1.1.4: Click on either Apply for Medicines & Vaccines or Apply for Equipment according to the 

applicant’s requirement. 

Result 1.1.4: The applicable application form will be displayed after clicking on Apply for Medicines and 

Vaccines. 
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Process 1.1.5: To add medinces click on Add Record. After mentioning the requirements, an applicant needs to 

click the submit button to place an order. The application can be saved as draft. 

 

Result 1.1.5: Acknowledgement page is displayed with application number. 

 

After successfully submitting the application form, the applicant order will reach to the respective District 

Veterinary officer’s desk.  

You can  know the status of your application by entering the application number in track your application. 
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The following page appears showing the status of your application. 

 

2 Verification of Application by District Veterinary Officer (DVO) 

2.1 Process 1: Verification of Requisition of Medicine, Vaccine and Equipment from 

Gewog Livestock Officer (GLO) 

Action: Open any browser and click on the link http://www.citizenservices.gov.bt 

Result: Citizen Services (G2C) portal appears as shown below. Click on Agency Login and Login Page is displayed. 

 

  

http://www.citizenservices.gov.bt/
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✓ Process 2.1.1: Enter a valid Login id and password. Then click the “Log in” button. 

 

✓ Result 2.1.1: On a successful login, the following page appears.  

 

Click on Services of Livestock and following page appears. 
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Process 2.1.2: Click on Animal Health and choose Approve Medicines & Vaccines and Equipment OR directly 

click on the Requsition for Medicines or Requisition for Equipment. 

    Result 2.1.2: The following page appears with a list of application numbers with its details. 

 

Process 2.1.3: Click on application number requested from GLO/DVH that you want to approve. 

Result 2.1.3: The following page appears.  

 

 

Process 2.1.4: Enter quantity to be approved for the items. Then click submit button to approve. 

Result 2.1.4:  Acknowledgement page is displayed with application number. 

 

 

District Veterinary Officer has the authority to modify the quantity requested by GLO. Once the requested application is 

submitted by the District Veterinary Officer, then this application will reach to Regional Livestock Development Centre 

(RLDC) 
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3 Verification of Application by RLDC 

3.1 Process 1: Verification of application by Regional Livestock Development Centre for 

requisition of Medicine, Vaccine and Equipment. 

Action: Open any browser and click on the link http://www.citizenservices.gov.bt 

Result: Citizen Services (G2C) portal appears as shown below. Click on Agency Login and Login Page is displayed. 

 

 

✓ Process 3.1.1: Enter valid login id and password. Then click “Log in” button. 

 

✓ Result 3.1.1: On successful login by the RLDC, the following page appears 

http://www.citizenservices.gov.bt/
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Click on Services of Livestock and following page appears. 

 

 

 

✓ Process 3.1.2: Click on Animal Health and choose Approve Medicines & Vaccines and Equipment OR 

directly click on the Requsition for Medicines or Requisition for Equipment.Click on Approve Medicines 

& Vaccines and Equipment to view applicants. 
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✓ Result 3.1.2: The following page appears with a list of application numbers with its details. 

 

 

✓ Process 3.1.3: Click on any application number requested from GLO/DVH and approve by DVO that you 

want to approve. 

✓ Result 3.1.3: Redirects you to the following page. 

 

 

✓ Process3.1.4: Enter quantity to be approved for the items. Then click submit button to approve. 

✓ Result 3.1.4: Acknowledgement page is displayed with application number. 

 

 

 

RLDC user can also edit the quantity requested by the GLO and DVO. The application approved by RLDC will reach to 

National Centre for Animal Health (NCAH). 
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4 Order & approve the application for the requisition for Medicine, Vaccines and 

Equipment. 

Approval of application by the National Centre for Animal Health for requisition & Vaccines 
and Equipment. 

Action: Open any browser and click on the link http://www.citizenservices.gov.bt 

Result: Citizen Services (G2C) portal appears as shown below. Click on Agency Login and Login Page is displayed.  

 

 

✓ Process 4.1.1: Enter valid login id and password. Then click “Log in” button. 

 

 

 

✓ Result 4.1.1: On successful login by the NCAH, the following page appears 

http://www.citizenservices.gov.bt/


G2C System Upgradation –DOL        User Manual 

             Page 15 

 

 

Click on Services of Livestock and following page appears. 

 

For the first time, NCAH has to order the medicines/equipment requested by GLO, DVO and RLDC. 

 

✓ Process 4.1.2: From NCAH home page, click Order Items and click one of the lists that you want to order. 

✓ Result 4.1.2: The following page will appear. 
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✓ Process 4.1.3: The above list contains all the name of medicines and quantity (if you have selected order for 

medicines) ordered by the RLDC, DVO and GLO. Now NCAH needs to enter quantity to order. 

✓ Result 4.1.3: Following page appears on clicking submit button. 

Note: If different users have requested for same item name, their total quantity requested is displayed.

 

✓ Process 4.1.4: Clicking on either PDF or XLS icon, he/she can view item name and quantity ordered in detail. Once 

the item is ordered, all the information about the ordered items will reach to Centre Store (CS).  
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✓ Result 4.1.4: Following page represents the report in PDF. 

 

 

✓ Result 4.1.5: Following page represents the report in EXCEL. 

 

Centre Store has to first register the item(s) ordered by NCAH. 

5 Registering the Ordered Items from NCAH by Centre Store (CS). 

5.1 Process 1: Registering the Ordered Items. 

Action: Open any browser and click on the link http://www.citizenservices.gov.bt 

Result: Citizen Services (G2C) portal appears as shown below. Click on Agency Login and Login Page is displayed.  

 

 

 

 

http://www.citizenservices.gov.bt/
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✓ Process 5.1.1: Enter valid login id and password. Then click “LOGIN” button. 

✓ Result 5.1.1: On successful login by the CS, the following page appears 

 

Click on Services of Livestock and following page appears. 

 

 

✓ Process 5.1.2: Click on to Register Items. Then click on either of the links you want to register an item. 

✓ Result 5.1.2: The following page will appear. 
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✓ Process 5.1.3: Register an item that is/are ordered by NCAH without leaving any form field empty. Then click on 

the submit button to get register your items. 

✓ Result 5.1.3: Acknowledgement page with a “success” message is displayed. 

 

Once the items are ordered and registered by NCAH and CS respectively, NCAH can create a distribution list. 

5.2 Process 1: Create Distribution list BY NCAH. 

 

✓ Process 5.2.1: Click on create Distribution/Mobilization or Distribution of Medicines and click on link Distribution 

of Medicines and Equipment to view the registered items. 

✓ Result 5.2.1: Following page appears with of lists of application number submitted from different parts of a 

country. 
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✓ Process 5.2.3: Click on the application number to view the items. 

✓ Result 5.2.3: Following page appears on clicking. 

 

 

✓ Process 5.2.4: Select the batch number and enter quantity to be approved. Then click submit button. 

✓ Result 5.2.4: Acknowledgement page is displayed with application number. 

 

 

Once the items are distributed by NCAH, CS can now enrol the dispatched items. 
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5.3 Process 1: Enrolment Dispatched items. 

 

✓ Process 5.3.1: Click on Animal Health and then click on Enroll distribution or click on Enroll Distribution of 

Medicine. 

✓ Result 5.3.1: The following page will appear. 

 

✓ Process 5.3.2: Click on the application number to Enrol items. 

✓ Result 5.3.2: Following page appears. 

 

Process 5.3.3: Enter expected date of delivery and click submit 

✓ Result 5.3.3: The following page will appear. 
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A challan or bill will be produced in PDF. You can print this bill by clicking on the print button. 

Acknowledgement page is displayed.  

 

 

Once the distribution is done successfully, the GLO can view the approved result as follow: 

        Click on animal health as shown and click on one of the lists, that you want to view approve quantity. 
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Enter the quantity received and receiving date and then click on received. 

 

Acknowledgement page is displayed. 

 

You can view an approved item in detail for future reference you can download either in excel or PDF format. 

6 Raise Emergency Request.  

6.1 Process 1: Application for Raising Emergency Request. 

Action: Open any browser and click on the link http://www.citizenservices.gov.bt 

Result: Citizen Services (G2C) portal appears as shown below. Click on Agency Login and Login Page is displayed.  

http://www.citizenservices.gov.bt/
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✓ Process 6.1.1: Enter valid login id and password. Then click the “LOGIN” button. 

             

✓ Result 6.1.1: On successful login by GLO, the following page appears. Click on animal Health and select Raise 

Emergency Request. 

✓ Process 6.1.2: Click on either Apply for emergency  Medicines & Vaccines or apply for emergency equipment 

✓ The flow will be the same for Apply for Emergency Equipment according to the applicant’s requirement. 
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✓ Result 6.1.2: The applicable application form will be displayed after clicking on Apply for Emergency Medicine 

and Vaccine. 

 

✓ Process 6.1.3:  Choose Medicine Type, Animal Type, After choosing Medicine Code other details will be fetched 

and Enter your Quantity.  Fill all fields and click on submit button.  
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Once all the information are entered correctly, click on the submit button  

        Result 6.1.3: Acknowledgement page is displayed with application number. 

 

You can  know the status of your application by entering the application number in track your application and the following 

page appears showing the status of your application. 

 

7 Processing emergency Request. (Within Dzongkhag) 

7.1 Process 1: Distributing for Raising Emergency Request. 

Action: Open any browser and click on the link http://www.citizenservices.gov.bt 

Result: Citizen Services (G2C) portal appears as shown below. Click on Agency Login and Login Page is displayed.  

http://www.citizenservices.gov.bt/
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✓ Process 7.1.1: Enter valid login id and password. Then click “Log in” button by DVO. 

 

 

✓ Result 7.1.1: On successful login by the DVO, the home page is displayed. Click on Emergency Requisition for 

Medicine. 
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✓ Result 7.1.2: Clicking on Emergency Requisition for Medicine will open the application. Click on your application. 

 

 

 

✓ Result 7.1.2: Choose Mobilizes from. The remaining medicines which could not be mobilized should be forwarded 

to RLDC. 
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Note: Make sure that your Quantity to be migrated should not be more than Stock Available. Write Remarks and click on 

Submit. 

 

Result 7.1.3: Acknowledgement page is displayed with application number. 
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8 Processing emergency Request within RLDC. 

8.1 Process 1: Distributing for Raising Emergency Request. 

Action: Open any browser and click on the link http://www.citizenservices.gov.bt 

Result: Citizen Services (G2C) portal appears as shown below. Click on Agency Login and Login Page is displayed.  

 

Process 9.1.1: Enter valid login id and password. Then click “Log in” button by RLDC. 

 

Result 9.1.1: On successful login by the RLDC, the home page is displayed.  

Note: Click on the Emergency Requisition for Medicines.  

http://www.citizenservices.gov.bt/
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Result 9.1.2: Clicking on Emergency Requisition for Medicines will open the application. Click on your application. 

 

 

Result 9.1.2: Clicking on your application, your application details will be open. Choose from where you want to mobilize 

from. The remaining medicines which could not be mobilized should be forwarded to NCAH. Click on the Submit button. 
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 Result 9.1.3: Acknowledgement page is displayed. 

 

9 Processing emergency Request from RLDC by NCAH (Inter RLDC or LCS) 

9.1 Process 1: Distributing for Raising Emergency Request. 

Action: Open any browser and click on the link http://www.citizenservices.gov.bt 

Result: Citizen Services (G2C) portal appears as shown below. Click on Agency Login and Login Page is displayed.  

 

 

Process 8.1.1: Enter valid login id and password. Then click “Log in” button by NCAH. 

http://www.citizenservices.gov.bt/
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Result 8.1.1: On successful login by the NCAH, the home page is displayed.  

Note: Click on the Mobilization of Emergency Medicine.  

 

  

Result 8.1.2: Clicking on Mobilization of Emergency Medicine. Click on your application. 
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Result 8.1.2: Choose MIGRATION DECISION and forward to RLDC which has available stock and click on the Forward 

button. 

 

 

 Result 8.1.3: Acknowledgement page is displayed 

 

10 Receiving Emergency Medicine by GLO. 

10.1  Receiving Emergency Medicine Request from Gewog. 

Action: Open any browser and click on the link http://www.citizenservices.gov.bt 

Result: Citizen Services (G2C) portal appears as shown below. Click on Agency Login and Login Page is displayed.  

http://www.citizenservices.gov.bt/
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✓ Process 10.1.1: Enter valid login id and password. Then click the “LOGIN” button. 

             

Result 10.1.2: On successful login by GLO, the following page appears. Click on Total Received Medicine under Received 

Emergency Medicine 
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Result 10.1.2: Clicking on Total Received Medicine will open the received medicine.  

 

 

Enter the Received Quantity and choose Received Date. You can Generate the details in Excel, PDF by Clicking on Get 

Excel and Get Pdf. Your report will get download clicking on Get Excel and Get Pdf. Click on the Received button. 
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      Result 10.1.3: Acknowledgement page is displayed. 

 

 

11 Processing emergency Request and Forwarding Emergency Medicine(Centre Store) 

11.1 Process 1: Distributing for Raising Emergency Request. 

Action: Open any browser and click on the link http://www.citizenservices.gov.bt 

Result: Citizen Services (G2C) portal appears as shown below. Click on Agency Login and Login Page is displayed.  

 

Process 11.1.1: Enter valid login id and password. Then click “Log in” button by NCAH 

 

http://www.citizenservices.gov.bt/
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Result 11.1.1: On successful login by the NCAH, the home page is displayed.  

Note: Here we will forward the application to Centre Store. Click on the Forward Emergency 

Medicine(Centre Store). 

  

Result 11.1.2: Clicking on Forward Emergency Medicine(Centre Store) will pop up the message as shown 

below. Click on OK. 
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Clicking on OK will open the application. To proceed further Click on your application 

 

Result 11.1.2: Choose Batch Number and enter the approved quantity and click on the Submit button. 
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Result 8.1.3: Acknowledgement page is displayed. 

 

11.2 Process 1: Distributing for Raising Emergency Request by LCS 

Action: Open any browser and click on the link http://www.citizenservices.gov.bt 

Result: Citizen Services (G2C) portal appears as shown below. Click on Agency Login and Login Page is displayed.  

 

 

Process 11.2.1: Enter valid login id and password. Then click “Log in” button by CS. 

http://www.citizenservices.gov.bt/


G2C System Upgradation –DOL        User Manual 

             Page 41 

 

 

Process 11.2.1: Click on Animal Health, follow by Enroll Distribution. Or else you can directly click on Enroll Distribution of 

Emergency Medicine. 

 

Result 11.2.1: Following page is displayed. Click on the application number that you want to distribute. 

 

Process 11.2.1: The details of your Emergency request will open. Choose the Expected Date of Delivery and 

Click on Submit button. 
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Process 11.2.1: Clicking on Submit button will display the below-mentioned receipt.If you wish to print you can 

do so by clicking on the Print button. 

 

 

 

 

12 Receiving Emergency Medicine by GLO from LCS 

12.1  Receiving Emergency Medicine Request from Gewog. 

Action: Open any browser and click on the link http://www.citizenservices.gov.bt 

Result: Citizen Services (G2C) portal appears as shown below. Click on Agency Login and Login Page is displayed.  

 

 

✓ Process 12.1.1: Enter valid login id and password. Then click the “LOGIN” button. 

http://www.citizenservices.gov.bt/
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Result 12.1.2: On successful login by GLO, the following page appears. Click on Total Received Medicine under Received 

Emergency Medicine

 

Result 12.1.2: Clicking on Total Received Medicine will open the received medicine.  
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Enter the Received Quantity and choose Received Date. You can Generate the details in Excel, PDF by Clicking on Get 

Excel and Get Pdf. Your report will get download clicking on Get Excel and Get Pdf. Click on the Received button. 

 

      Result 12.1.3: Acknowledgement page is displayedš 

 

 

13 Record monthly Usage Details.  

13.1 Process 1: Recording monthly usage details of items 

Action: Open any browser and click on the link http://www.citizenservices.gov.bt 

Result: Citizen Services (G2C) portal appears as shown below. Click on Agency Login and Login Page is displayed.  

 

 

✓ Process 13.1.1: Enter valid login id and password. Then click “Log in” button by GLO. 

 

http://www.citizenservices.gov.bt/
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✓ Result 13.1.1: On successful login by the GLO. A dashboard appears. 

 

 

Click on Record usuage of Medicines & Vaccine and Equipment. 
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Click on Medicine and enter quantity of the medicine used and used date. Click Submit. 

Acknowledgement page is displayed. 

 

14 Generate Reports 

✓ Process 13.1.2: Click animal health form navigation bar. Click on Generate Reports> Usuage Report 

 

 

Process 13.1.3: Choose one of the radio buttons to view usage. Select range From Date To Date follow by 

Medicine Name. Click on Generate Report. 
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Process 13.1.4:The report will generate as shown below 

 

You can Generate the details in Excel, PDF by Clicking on Get Excel and Get Pdf. Your report will get download clicking on 

Get Excel and Get Pdf. 

 



G2C System Upgradation –DOL        User Manual 

             Page 48 

 

 

 

 


	1  How to apply online application for Animal Health?
	Process. Application for the Requisition of Medicine, Vaccine and Equipment from Gewog Livestock Officer (GLO)

	2 Verification of Application by District Veterinary Officer (DVO)
	2.1 Process 1: Verification of Requisition of Medicine, Vaccine and Equipment from Gewog Livestock Officer (GLO)

	3 Verification of Application by RLDC
	3.1 Process 1: Verification of application by Regional Livestock Development Centre for requisition of Medicine, Vaccine and Equipment.

	4 Order & approve the application for the requisition for Medicine, Vaccines and Equipment.
	5 Registering the Ordered Items from NCAH by Centre Store (CS).
	5.1 Process 1: Registering the Ordered Items.
	5.2 Process 1: Create Distribution list BY NCAH.
	5.3 Process 1: Enrolment Dispatched items.

	6 Raise Emergency Request.
	6.1 Process 1: Application for Raising Emergency Request.

	7 Processing emergency Request. (Within Dzongkhag)
	7.1 Process 1: Distributing for Raising Emergency Request.

	8 Processing emergency Request within RLDC.
	8.1 Process 1: Distributing for Raising Emergency Request.

	9 Processing emergency Request from RLDC by NCAH (Inter RLDC or LCS)
	9.1 Process 1: Distributing for Raising Emergency Request.

	10 Receiving Emergency Medicine by GLO.
	10.1  Receiving Emergency Medicine Request from Gewog.

	11 Processing emergency Request and Forwarding Emergency Medicine(Centre Store)
	11.1 Process 1: Distributing for Raising Emergency Request.
	11.2 Process 1: Distributing for Raising Emergency Request by LCS

	12 Receiving Emergency Medicine by GLO from LCS
	12.1  Receiving Emergency Medicine Request from Gewog.

	13 Record monthly Usage Details.
	13.1 Process 1: Recording monthly usage details of items

	14 Generate Reports

