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3. THE PROCESS 
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Step 1: Login using your user name and password to 

the system 

 



 

 

 

 

 

 

 

 

 

 

 

Step 2: Click on Reports menu 

 

 

 

 



4. STEP 3: DAILY RECEIPT ANALYSIS REPORT 

 

1. User : Select the user from the drop down menu 

2. Book Category : Select the book category from the drop down menu 

3. Receipt Types : Select the receipt types by putting a tick 

4. Payment Type : Select the payment type by putting a tick 

5. Amount From : Enter the starting amount 

6. Amount To : Enter the ending amount 

7. No. of unpaid Quarters : Enter the no of unpaid quarters 

8. From Date : Enter the starting date 

9. To Date : Enter the ending date 

10. Main Heading : Enter the main heading of the report 

11. Sub Heading : Enter the sub heading of the report 

12. Click on to view the report 

 

The report is viewed as follows 

 



 

 

 

5. STEP 4: DAILY RECEIPT ANALYSIS REPORT WITH MOP (DETAIL) 

 

1. User : Select the user from the drop down menu 

2. Book Category : Select the book category from the drop down menu 

3. Receipt Types : Select the receipt types by putting a tick 

4. Payment Type : Select the payment type by putting a tick 

5. Amount From : Enter the starting amount 



6. Amount To : Enter the ending amount 

7. No. of unpaid Quarters : Enter the no of unpaid quarters 

8. From Date : Enter the starting date 

9. To Date : Enter the ending date 

10. Main Heading : Enter the main heading of the report 

11. Sub Heading : Enter the sub heading of the report 

12. Click on to view the report 

 

The report is viewed as follows 

 

 

 

 

 

 



6. STEP 5: DAILY RECEIPT ANALYSIS REPORT WITH MOP (SUMMARY) 

 

1. User : Select the user from the drop down menu 

2. Book Category : Select the book category from the drop down menu 

3. Receipt Types : Select the receipt types by putting a tick 

4. Payment Type : Select the payment type by putting a tick 

5. Amount From : Enter the starting amount 

6. Amount To : Enter the ending amount 

7. No. of unpaid Quarters : Enter the no of unpaid quarters 

8. From Date : Enter the starting date 

9. To Date : Enter the ending date 

10. Main Heading : Enter the main heading of the report 

11. Sub Heading : Enter the sub heading of the report 

12. Click on to view the report 

The report is viewed as follows 

 



 

7. STEP 6: COUNTER WISE BALANCE SUMMARY REPORT 

 

1. Select the payment type by putting a tick 

2. From Date : Enter the starting date 

3. To Date : Enter the ending date 

4. Main Heading : Enter the main heading of the report 

5. Sub Heading : Enter the sub heading of the report 

6. Click on to view the report 

 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 



8. STEP 7: DAILY RECEIPT ANALYSIS (TEMPORARY) 

 

1. User : Select the user from the drop down menu 

2. Book Category : Select the book category from the drop down menu 

3. Receipt Types : Select the receipt types by putting a tick 

4. Payment Type : Select the payment type by putting a tick 

5. Amount From : Enter the starting amount 

6. Amount To : Enter the ending amount 

7. No. of unpaid Quarters : Enter the no of unpaid quarters 

8. From Date : Enter the starting date 

9. To Date : Enter the ending date 

10. Main Heading : Enter the main heading of the report 

11. Sub Heading : Enter the sub heading of the report 

12. Click on to view the report 

 

 

 

 

The report is viewed as follows 



 

9. STEP 8: DAILY RECEIPT ANALYSIS BY DAY 

 

 

1. From Date : Enter the starting date 

2. To Date : Enter the ending date 

3. Main Heading : Enter the main heading of the report 

4. Sub Heading : Enter the sub heading of the report 

5. Click on to view the report 

The report is viewed as follows 

 



 

 

 

 

 

 

 

 

 

 



10. STEP 9: DAILY INCOME ANALYSIS  

 

 



d

 

 

 

 

 

 

 



11. STEP 10: DAILY INCOME (BY ACCOUNTS)  

 

1. User , Accounts : Select the relevant users and accounts 

2. From Date : Enter the starting date 

3. To Date : Enter the ending date 

4. Main Heading : Enter the main heading of the report 

5. Sub Heading : Enter the sub heading of the report 

6. Click on to view the report 

The report is viewed as follows 



 

 

 

 

 

 



12. STEP 11: PROPERTY REGISTRY 

  

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Property Type : Select the relevant property type 

4. Put the tick to select relevant active status 

5. Description : Enter the description 

6. Quarter Amount From : Enter the stating quarter amount 

7. Quarter Amount To : Enter the ending quarter amount 

8. No. of Unpaid Quarters : Enter the no of unpaid quarters 

9. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 



13. STEP 11: ASSESSMENT TAX REPORT 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Property Type : Select the relevant property type 

4. Year : Enter the year 

5. Quarter : Enter the relevant quarter 

6. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 

 

 



14. STEP 12: ASSESSMENT PAYMENT HISTORY 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Property Selection : Select the relevant property type 

4. Property Bill ID : Enter the property ID 

5. Click to view the report 

The report is viewed as follows 

 



 

15. STEP 13: INCOME REPORT WITH VAT AND NBT 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Property Selection : Select the relevant property type 



4. From Date : Enter the starting date 

5. To Date : Enter the ending date 

6. Click to view the report 

 

The report is viewed as follows 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



16. STEP 14: AGE ANALYSIS 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Property Type : Select the relevant property type 

4. Year : Enter the year 

5. Quarter : Enter the relevant quarter 

6. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 

 



17. STEP 15: AGE ANALYSIS DETAIL 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Property Type : Select the relevant property type 

4. Year : Enter the year 

5. Quarter : Enter the relevant quarter 

6. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 

 

 

 



18. STEP 16: BILLED REPORT FOR RATE  

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Property Type : Select the relevant property type 

4. Year : Enter the year 

5. Quarter : Enter the relevant quarter 

6. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 



19. STEP 17: SUB RECEIPT REPORT 

  

1. Book Category : Select the relevant book category 

2. From Date : Enter the starting date 

3. To Date : Enter the ending date 

4. Click to view the report 

The report is viewed as follows 

 

 

 

 

 



20. STEP 18: COMMISSION REPORT 

 

1. From Date : Enter the starting date 

2. To Date : Enter the ending date 

3. Click to view the report 

 

The report is viewed as follows 

 

 

 



21. STEP 19: FIELD OFFICER SCHEDULE 

 

1. Officer : Select the relevant officer from the list 

2. From Date : Enter the starting date 

3. To Date : Enter the ending date 

4. Click to view the report 

 

The report is viewed as follows 

 



22. STEP 20: RECEIPT SUMMARY REPORT 

 

1. From Date : Enter the starting date 

2. To Date : Enter the ending date 

3. Click to view the report 

 

The report is viewed as follows 

 



 

 

 

 

 

 

 



23. STEP 21: INDIVIDUAL PAYMENT SUMMARY 

 

1. From Date : Enter the starting date 

2. To Date : Enter the ending date 

3. Click to view the report 

 

The report is viewed as follows 

 



 

24. STEP 22: BALANCE REPORT 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Year : Enter the year 

4. Quarter : Select the quarter 

5. Property Selection : Select the relevant property type 

6. Amount Arrears From : Enter the arears amount from which  

7. Amount Arrears To : Enter the arears amount to which 

8. No of Unpaid Quarters : Enter the number of unpaid quarters 

9. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 



25. STEP 22: BALANCE REPORT FORMAT 2 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Year : Enter the year 

4. Quarter : Select the quarter 

5. Property Selection : Select the relevant property type 

6. Amount Arrears From : Enter the arears amount from which  

7. Amount Arrears To : Enter the arears amount to which 

8. No of Unpaid Quarters : Enter the number of unpaid quarters 

9. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 

 

 

 

 



26. STEP 23: PROPERTY HISTORY 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Property Selection : Select the relevant property type 

4. Reason : Enter the reason 

5. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 

 

 

 

 



27. STEP 24: ADDITIONAL DEBIT CREDIT REPORT 

 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. User : Select the user from the list 

4. Property Type : Select the property type 

5. Property Selection : Select the relevant property type 

6. From Date : Enter the starting date 

7. To Date : Enter the ending date 

8. Click to view the report 

The report is viewed as follows 

 

 

 



28. STEP 25: RECEIPT BREAKDOWN DETAILED REPORT 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Property Type : Select the property type 

4. From Date : Enter the starting date 

5. To Date : Enter the ending date 

6. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 



29. STEP 25: RECEIPT BREAKDOWN SUMMARY REPORT 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Property Type : Select the property type 

4. From Date : Enter the starting date 

5. To Date : Enter the ending date 

6. Click to view the report 

The report is viewed as follows 

f 

 



30. STEP 27: RECEIPT SUMMARY YEARLY 

 

1. Year : Select the relevant year 

2. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 

 

 

 

 



31. STEP 28: RECEIPT SUMMARY MONTHLY 

 

 

1. Year : Select the relevant year 

2. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 

  

 

 

 

 



32. STEP 29: SUMMARIZED WARRANT COST – WARD WISE 

 

1. Year : Select the relevant year 

2. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 



33. STEP 30: QUARTERLY RATES – WARD WISE 

 

1. Year : Select the relevant year 

2. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 



34. STEP 31: QUARTERLY ADDITIONAL CREDIT/DEBIT – WARD WISE 

 

 

1. Year : Select the relevant year 

2. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 

 

 

 

 



35. STEP 32: YEARLY ARREARS REPORT 

 

1. Division : Select the relevant division 

2. Property Type : Select the property type 

3. Year : Select the relevant year 

4. Click to view the report 

The report is viewed as follows 

 

 

 

 

 



36. STEP 33: MONTHLY INCOME AND ARREARS REPORT 

 

1. Division : Select the relevant division 

2. Property Type : Select the property type 

3. Year : Select the relevant year 

4. Month : Select the relevant month 

5. Click to view the report 

 

The report is viewed as follows 

 

 

 

 

 

 

 

 

 



 

37. STEP 34: VIEW RECEIPT 

 

1. User : Select the relevant user 

2. Book category : Select the relevant book category 

3. Receipt No : Enter the receipt number 

4. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



38. STEP 35: RECEIPT ANALYSIS SUMMARY BY DIVISION 

 

1. Book Category : Select the relevant book category 

2. From Date : Select the date from which 

3. To Date : Select the date to which 

4. Click to view the report 

The report is viewed as follows 

 

 

 

 

 

 

 



39. STEP 36: ARREARS CLAIM REPORT 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Description : Enter the description if any 

4.  From Date : Select the date from which 

5. To Date : Select the date to which 

6. Click to view the report 

 

The report is viewed as follows 



 

 

 

 

 

 

 



40. STEP 37: DAILY INCOME REPORT LG 3 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Description : Enter the description if any 

4.  From Date : Select the date from which 

5. To Date : Select the date to which 

6. Click to view the report 

 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



41. STEP 38: DAILY CROSS INCOME REPORT LG 3/1 

 

1. From Date : Select the date from which 

2. To Date : Select the date to which 

3. Click to view the report 

 

The report is viewed as follows 

 

 

 

 



42. STEP 39: DAILY INCOME REPORT BY DATE LG 4 

 

 

1. Book Category : Select the relevant book category 

2. Payment Type : Select the relevant payment type 

3. From Date : Select the date from which 

4. To Date : Select the date to which 

5. Click to view the report 

The report is viewed as follows 

 

 

 

 



43. STEP 40: DAILY CROSS ENTRY INCOME REPORT BY DATE LG 4/1 

 

 

1. From Date : Select the date from which 

2. To Date : Select the date to which 

3. Click to view the report 

 

The report is viewed as follows 

 

 

 

 

 

 



44. STEP 41: INCOME ANALYSIS REPORT (L/G-5) / (L/G-15/4) 

 

1. From Date : Select the date from which 

2. To Date : Select the date to which 

3. Click to view the report 

 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 

 

 

 

 



45. STEP 42: RECEIPT REPORT  -  BOOK CATEGORY 

 

1. From Date : Select the date from which 

2. To Date : Select the date to which 

3. Click to view the report 

 

The report is viewed as follows 



 

 

 

 

 

 

 



46. STEP 43: ONLINE PAYMENT REPORT FOR RATE/BILLING 

 

1. Payment Type : Select the relevant payment type 

2. From Date : Select the date from which 

3. To Date : Select the date to which 

4. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 

 

 

 

 



47. STEP 44: K – FORM 

 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Owner : Select the relevant owner 

4. Put the tick to select  

5. Put the tick to select 

6. Put the tick to select 

7. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



48. STEP 45: ASSESSMENT NOTICE 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Owner : Select the relevant owner 

4. Property Type : Select the relevant property type 

5. Put the tick to select 

6. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 



49. STEP 46 : REMINDER NOTICE 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Owner : Select the relevant owner 

4. Property Type : Select the relevant property type 

5. Put the tick to select 

6. Put the tick to select 

7. To Date : Select the date to which 

8. Click to view the report 

The report is viewed as follows 

 

 



50. STEP 47: FINAL NOTICE 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Owner : Select the relevant owner 

4. Property Type : Select the relevant property type 

5. Put the tick to select 

6. Put the tick to select 

7. To Date : Select the date to which 

8. Click to view the report 

The report is viewed as follows 

 



51. STEP 48: DEMAND NOTICE 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Owner : Select the relevant owner 

4. Property Type : Select the relevant property type 

5. Put the tick to select 

6. Put the tick to select 

7. To Date : Select the date to which 

8. Click to view the report 

The report is viewed as follows 



 

52. STEP 49: PROHIBITED NOTICE 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Owner : Select the relevant owner 

4. Property Type : Select the relevant property type 

5. Put the tick to select 



6. Put the tick to select 

7. To Date : Select the date to which 

8. Click to view the report 

The report is viewed as follows 

 

 

 

 

 

 

 

 

 

 

 

 

 



53. STEP 50: SHOP RENT 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Bill Type : Select the relevant bill type 

4. From Date : Select the date from which 

5. To Date : Select the date to which 

6. Click to view the report 

The report is viewed as follows 

 

 



54. STEP 51: TRADE LICENSE 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Bill Type : Select the relevant bill type 

4. From Date : Select the date from which 

5. To Date : Select the date to which 

6. Click to view the report 

The report is viewed as follows 

 



55. STEP 52: TRADE TAX 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Bill Type : Select the relevant bill type 

4. From Date : Select the date from which 

5. To Date : Select the date to which 

6. Click to view the report 

The report is viewed as follows 

 

 

 



56. STEP 53: DEPOSITS 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Bill Type : Select the relevant bill type 

4. From Date : Select the date from which 

5. To Date : Select the date to which 

6. Click to view the report 

The report is viewed as follows 

 

 

 



57. STEP 54: OTHER INCOME REGISTRY 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Bill Type : Select the relevant bill type 

4. From Date : Select the date from which 

5. To Date : Select the date to which 

6. Click to view the report 

The report is viewed as follows 

 

 

 



58. STEP 55: ARREARS REPORT BILLING 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Bill Selection : Select the relevant bill 

4. Bill Type : Select the relevant bill type 

5. Fill with arrears amount from 

6. Fill with arrears amount to 

7. No of Unpaid Quarters : Enter the number of unpaid quarters 

8. Unpaid amount starting period 

9. Unpaid amount ending period 

10. From Date : Select the date from which 

11. To Date : Select the date to which 

12. Click to view the report 

The report is viewed as follows 



 

 

59. STEP 56: BUSINESS CATEGORY / NATURE WISE BILL DATA REPORT 

 

 

1. From Date : Select the date from which 

2. To Date : Select the date to which 

3. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 

 

 



60. STEP 57: BILLING DATA 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Property Type : Select the relevant property type 

4. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 

 

 

 

 



61. STEP 58: AGE ANALYSIS FOR BILLING 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Bill Type : Select the relevant bill type 

4. To Date : Select the date to which 

5. Click to view the report 

The report is viewed as follows 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

62. STEP 59: AGE ANALYSIS FOR BILLING – DETAIL 

 



1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Bill Type : Select the relevant bill type 

4. To Date : Select the date to which 

5. Click to view the report 

The report is viewed as follows 

 

 



63. STEP 60: MONTHLY INCOME AND ARREARS REPORT 

 

1. Year : Select the relevant year 

2. Month : Select the relevant month 

3. Bill Type : Select the relevant bill type 

4. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 

 

 

 



 

64. STEP 61: BILL RECEIPTS HISTORY 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Property Bill ID : Select the relevant bill ID 

4. Bill Selection : Select the relevant bill 

5. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

65. STEP 62: DAILY BILL RECEIPT ANALYSIS 

 

1. User : Select the relevant user 

2. Bill Type : Select the relevant bill type 

3. Book Category : Select the relevant book category 

4. Put the tick to select  

5. Amount From : Enter the from amount 

6. Amount To : Enter the to amount 

7. No of Unpaid  Quarters : Enter the number of unpaid quarters 

8. From Date : Select the date from which 

9. To Date : Select the date to which 

10. Click to view the report 

The report is viewed as follows 



 

66. STEP 63: DAILY BILL RECEIPT ANALYSIS – TEMPORARY 

 

1. User : Select the relevant user 

2. Bill Type : Select the relevant bill type 

3. Book Category : Select the relevant book category 

4. Put the tick to select  

5. Amount From : Enter the from amount 

6. Amount To : Enter the to amount 

7. No of Unpaid  Quarters : Enter the number of unpaid quarters 



8. From Date : Select the date from which 

9. To Date : Select the date to which 

10. Click to view the report 

The report is viewed as follows 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

67. STEP 64: DAILY RECEIPT BREAKDOWN DETAILED REPORT  

 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Bill Type : Select the relevant bill type 

4. From Date : Select the date from which 

5. To Date : Select the date to which 

6. Click to view the report 

The report is viewed as follows 



 

68. STEP 65: BILL RECEIPT BREAKDOWN SUMMARY REPORT 

 

1.  Division : Select the relevant division 

2. Location : Select the relevant location 

3. Bill Type : Select the relevant bill type 

4. From Date : Select the date from which 



5. To Date : Select the date to which 

6. Click to view the report 

The report is viewed as follows 

 

69. STEP 66: COPY FEES REPORT 

 

1. User : Select the relevant user 

2. Bill Type : Select the relevant bill type 

3. From Date : Select the date from which 

4. To Date : Select the date to which 

5. Click to view the report 



The report is viewed as follows 

 

70. STEP 67: INDIVIDUAL PAYMENT SUMMARY FOR BILLING 

 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Property Bill ID : Select the relevant bill ID 

4. Bill Selection : Select the relevant bill 

5. Bill Type : Select the relevant bill type 

1. From Date : Select the date from which 

2. To Date : Select the date to which 

3. Click to view the report 



The report is viewed as follows 

 

71. STEP 68: WATER REGISTRY 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 



3. Property Bill ID : Select the relevant bill ID 

4. Bill Type : Select the relevant bill type 

4. From Date : Select the date from which 

5. To Date : Select the date to which 

6. Click to view the report 

The report is viewed as follows 

 

72. STEP 69: METER READING REPORT 

 



1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Property Bill ID : Select the relevant bill ID 

4. Bill Type : Select the relevant bill type 

7. From Date : Select the date from which 

8. To Date : Select the date to which 

9. Click to view the report 

The report is viewed as follows 

 

 

 

 

 

 

 

 

 

 

 



73. STEP 70: ADDITIONAL DEBIT CREDIT REPORT FOR BILLING 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. User : Select the relevant user 

4. Bill Selection : Select the relevant bill  

5. Bill Type : Select the relevant bill type 

6. From Date : Select the date from which 

7. To Date : Select the date to which 

8. Click to view the report 

The report is viewed as follows 

 

 

 



74. STEP 71: REMINDER NOTICE (OTHER REVENUE) 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. User : Select the relevant user 

4. Bill Selection : Select the relevant bill  

5. Bill Type : Select the relevant bill type 

6. From Date : Select the date from which 

7. To Date : Select the date to which 

8. Click to view the report 

The report is viewed as follows 

 

 

 

 

 

 

 

 



75. STEP 72: FINAL NOTICE (OTHER REVENUE) 

 

 

1. Division : Select the relevant division 

2. Location : Select the relevant location 

3. Owner : Select the relevant owner 

4. Bill Type : Select the relevant bill type 

5. To Date : Select the date to which 

6. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 



76. STEP 73: COMMISSION REPORT DETAIL 

 

1. Officer : Select the relevant officer 

2. From Date : Select the date from which 

3. To Date : Select the date to which 

4. Click to view the report 

The report is viewed as follows 

 

 

 

 

 



77. STEP 74: COMMISSION REPORT SUMMARY 
 

 

1. Officer : Select the relevant officer 

2. From Date : Select the date from which 

3. To Date : Select the date to which 

4. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 

 

 

 

 

 



 

78. STEP 75: COMMISSION REPORT – QUARTER WISE 

 

1. Year : Select the relevant year 

2. Quarter : Select the relevant quarter 

3. Click to view the report 

The report is viewed as follows 



 

79. STEP 76: PROPERTY COUNT REPORT 

 

1. Put the tick to select 

2. Put the tick to select 

3. Click to view the report 



The report is viewed as follows 

 

 

 

 

 

 

 

 

 

 

 

 

 



80. STEP 77: LOG EVENT REPORT 

 

1. Log User : Select the relevant user 

2. Log Source : Select the relevant source 

3. From Date : Select the date from which 

4. To Date : Select the date to which 

5. Click to view the report 

The report is viewed as follows 

 

 

 

 



81. STEP 78: BALANCE DIFFERENCE (OPENING/CLOSING) 

 

1. Division : Select the relevant division 

2. Year : Select the relevant year 

3. Quarter : Select the relevant quarter 

4. Click to view the report 

The report is viewed as follows 



 

 

 

 

 

 



82. STEP 79: USER PERMISSION REPORT 

 

1. User : Select the relevant user 

2. Click to view the report 

The report is viewed as follows 

 


