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e- Monthly Production Returns and Royalty Payment Submission 

Prerequisite:  Applicant must have a valid credential to log on to the portal. 

After logging on to the portal, the applicant can submit application for e-monthly production 

returns and royalty payment by following the step by step guideline stated below: 

Step 1: Click on the “MONTHLY RETURNS” navigation link, the system displays other links proceed 

to click on “Royalty” as shown in figure 1 below; 

 

Figure 1: Dashboard Page 

Step 2: The system displays the “Royalty Payment page”, click on the “Manage Royalty” button 

highlighted in red as shown in figure 2 below; 

 

Figure 2: Manage Royalty Link Highlighted 
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Step 3: The system displays “Manage Royalty Payment” for the mining title selected, click on 

“Configure Monthly Returns” to configure the royalties as shown in Figure 3 below; 

 

Figure 3: Monthly Royalty Returns Configuration Page 

Step 4: The system pops up “Configure Monthly Returns page”, choose the date of payment by 

picking the date, month and year from the pop up calendar. Upon selection of date,  click on “Start” 

button highlighted in red as shown in Figure 4 below; 

 

Figure 4: Configure Monthly Returns Pop-up Page 
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Step 5: The system displays “Mineral Production Returns page”, click the edit button in front of 

each mineral row to configure the details of production quantity for each column as shown in 

Figure 5 below; 

 

Figure 5: Mineral Form Edit button Highlighted  

Step 6: The system displays “Configuration Mineral Production page” for the selected mineral, fill 

in the mineral details (amount of minerals won, used and sold) and click “Save” button as shown 

in Figure 6 below; 

 

Figure 6: Mineral Production Configuration Page 

NOTE: - Steps 5 & 6 will be repeated for the remaining associated minerals. 
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Step 7: The system saved the minerals details, click on “Configure Staff Returns” as shown in 

Figure 7 below; 

 

Figure 7: Configure Staff Returns button Highlighted 

Step 8:  The system displays “Configure Staff Returns page”, select type of workers, fill in the 

worker’s details and click “Save” button as shown in Figure 8 below; 

 

Figure 8: Staff Returns Details Page 

NOTE: - This step 8 will be repeated for the remaining type of workers. 
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Step 9: The system saves the “Staff Returns details”. Proceed to click on Configure Other 

Information as shown in Figure 9 below; 

 

Figure 9: Configure Other Information button Highlighted  

Step 10: The system displays “Configure Other Information Page”, Fill in the details of each 

textbox and click the “Save” button as shown in Figure 10 below; 

 

Figure 10: Configure Other Information Page 
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Step 11: The system saves the entered detail. Click on Submit Monthly Returns button at the right 

top page as shown in Figure 11 below; 

 

Figure 11: Monthly Returns Summary Page 

 

 

Step 12: The system pops up the “Submission Confirmation Dialog Page”, click on “Cancel” button 

to cancel monthly returns submission, the system redirects the applicant to the previous page as 

shown in step 11. Otherwise, click on “Submit Report” button to submit the returns as shown in 

Figure 12 below; 
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Figure 12:  Monthly Royalty Submission Confirmation Dialog Box 

Step 13: The system submits the monthly returns, the status of the mineral production returns 

status is changed to pending as shown in Figure 13 below; 

 

Figure 13: Monthly Returns Status Page 

 

 


