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3. THE PROCESS 

 

 

 

 

 

1

Field Officer 
Login to 
Finance 
System

Add the 
field 

payment
Save End

2

Authorizing 
Officer 

Login to 
Finance 
System

Get the 
Offline 

Voucher

Check and 
Authorize

End



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3

Posting 
Officer 

Login to the 
System

Get the 
offline 

Voucher

Check and 
Post

End

Step 1 : Click on this icon in ERP Page 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click on Rates income menu 

2. Then click on Field Payment 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2 : Login using your user name 

and password to the system 

 

Step 3 : Then click on Rates Income menu and 

then Field Payment 

 

 



Step 4: Then user will get Field Officer Payment Interface 

  

1. Select the relevant book category from the list 

2. Add receipts : Add the relevant receipts from the list 

3. Exit : Direct to main dashboard 

 

 

1. Click on Rates Income menu 

2. Then click on Group Payment 

 

 

 

 

 

 

 

 

Step 5: Then click on Rates Income menu and 

then Group Payment 

 

 



 

Step 6: Then user will get Group Payment Interface 

 

1. Department : Select the relevant department name 

2. Ledger Account : Select the ledger account relevant to the department 

3. Description : Further details 

4. Amount : the pay amount 

5. Pur.Inv No : Purchase Invoice Number 

6. Pur.Inv Date : Purchase invoice date 

7. Budget: View the budget 

8. Voucher Type : External or Internal 

9. Add new row 

10. Delete a selected row 

11. Add Tax Row : Add a new tax row 

12. Chq No : The number of the cheque 

13. Chq Date : The date of the cheque 

14. Payee : Name of the payee 

15. AC Payee :  

16. Not Neg :  

17. Amount : The amount of the cheque 

18. Add new row 

19. Delete a selected row 

20. Bank Transfer : Select whether a bank transfer or not 

 

Step 6: Then user has to click on save button to save the voucher 

 

Step 7: Then user can click on Retrieve Purchases if want to retrieve details of a 

purchase order relevant to a voucher 



 

 

 

Step 8: If there are any changes to be done 

 

1. Go to the Payments menu 

2. Click on Payment Voucher Offline 

3. Then click on Edit icon 

4. Then you will get the payment voucher to be edited 

 

 

 

 



 

Step 9: If there are any payment vouchers to be post 

 

1. Go to the Payments menu 

2. Click on Payment Voucher Offline 

3. Then click on Post icon 

4. Then you will get the payment voucher to be posted 

Step 10: If there are any multiple offline payment vouchers to be added 

 



5. Go to the Payments menu 

6. Click on Payment Voucher Offline 

7. Then click on Set Multiple Vouchers Offline icon 

8. Then you will get the option to add Multiple offline vouchers 

 

Step 11: Following are some examples 

Example 1 

 

 

Example 2 



 

 

 

 

 

 

 

 

 

 

 


