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3. THE PROCESS 

 
 
 
 

 

 

 

 

 

 

 

 

 

 

  



4. PREPARATION OF TRADE LICENSE AND TAX  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

STEP: 01 Click On this Icon in ERP Page 

STEP: 02 Login using your user name 

and password to the system 



  

STEP: 03 Then click on Miscellaneou 

Incomes 

STEP: 04 Then click on Add 



 

 

 

 

  

 

 

 

 

 

 

  

 

 

 

01 Bill Type, Bill Division, Bill Location, Bill 

02 Bill ID 

03 Search by Owner/NIC 

04 Search by Registration No 

 

 

 

 

 

STEP: STEP: 05 finding property related 

to payment 

 

When a customer comes to get a 

service, first you need to find the 

property you want to pay for. 

 

There are three options 

for finding property 

related to payment. 

01 02 

03 



  

First select the Bill Type, then select the Bill Division, then select the Bill Location and Bill. 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

   

 

 

 

 

 

Then select the 

property  

(Example: 1A 1/1: 

N.ABEYASURIYA) 

01 

You can get the drop down menu by clicking on this icon 

Select the Bill Type first 

(Example: 000 Business Taxs) 

Select the property related 

division 

(Example: 03-KOHUWALA) 

Then select the Location   

(Example: ANANDA RD 

LEFT) 

If the customer's property is located on 

Ananda Rd Left in the Kohuwala Division. 

 

 

 



 

The second method you can use to find the property you want is to use the Bill Id. 

  

02 

Type the Bill ID in the blank 

box 

 (Example : 6941)  

After typing the Bill ID, click the 

Search button to get the relevant 

information 



 

The third method you can use to find the property you want is to use the owner name or NIC 

number. 

 

 

 

 

  

03 

To do this, first Click on the 

check box 

Type the Owner Name/NIC in 

the blank box 

After typing the Owner name/ NIC 

number, click the Search button to 

get the relevant information 



 

The third method you can use to find the property you want is to use the Registration 

number. 

  
To do this, first Click on the 

check box 

Type the Registration No  

 (Example : 1A 1/1 : N.ABEYASURIYA) 

04 

 

After typing the registration 

number, click the Search button to 

get the relevant information 



 

  

STEP: 06 Monitor information 

on payments and surcharge 

If paying for a 

Customized 

Amount, click 

on the checkbox 

Enter the amount 



  

STEP: 06 Click on Print/Save Button 

 

STEP: 08 Issu Bill to Customer. 

***END*** 

The next is authorized by Shorff 

 

 

STEP: 07 click the Pay button 

 

The system automatically 

generates a receipt 

number and receipt ID 


