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3. THE PROCESS 
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Subject 
officer 

login to the 
system

Prepare a 
reciept

Save and 
Print

End

Step 2: Login using your user name and password to 

the system 

 



 

 

 

 

 

 

 

 

                   

 

 

 

Step 4: Then 

user will get following interface  

 

 

1. Receipt No : Number of the receipt (Auto filled) 

2. Date : The date of the receipt (Auto filled) 

Step 3: Then click on Miscellaneous Income menu and then 

ADD 

 



3. Receipt ID : The ID of the receipt (Auto filled) 

4. Billing Type : Select the relevant billing type 

5. Put the tick to select whether a payee direct pay or a field officer payment and enter 

details relevant to the selected one 

6. Remarks : Can be added if there (Eg: Address) 

7. File No./Reference : Can be added if there 

8. Click to add a new row 

9. Reg.No : Register number 

10. Description : Enter the relevant description  

11. Amount : Enter the paying amount 

12. Account No. : Enter the relevant account number 

13. Print/Save : After saving print the receipt 

14. Save Only : Save the receipt 

 

 

 

 

4. STEP 5: ENTER PAYMENT DETAILS  

 

1. MOP : Select the Method of Payment from the drop down menu (Eg. Cheque, Credit 

Card, Deposit) 

2. Date : Date is auto filled , if want can change 

3. Cheque No : The cheque number 

4. Amount : The paying amount 

5. Bank/Branch : The bank name 

6. Remarks : If want add (Eg. Address) 

7. Date Re-pay : Tick on Repay Date 



8. Re-Pay Date :The repaying date 

9. Click to add a new row 

 

5. STEP 6: PRINT AND SAVE 

 

1. Print/Save : After saving print the receipt 

2. Save Only : Save the receipt 

 


