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3. THE PROCESS 

 
 
 
 

 

 

  



4. FILE CHECKING, TIME SCHEDULING, FILE AUTHORIZE 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

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 Miscellaneous 

Income  

STEP: 04 Then click on Edit  



 

 

 

 

Engineer can check the file before authorizing 

 

 

 

 

 

 

01. Select Division 

02. Select Street 

03. Select Property 

04. Property ID (Auto Generate) 

05. Add new Property  

06. Check Property History Report 

07. Block Plane ID (Auto Generate) 

08. Enter Application No 

09. Select application Date 

10. Enter Lot No 

11. Enter Old Rate No 

12. Enter Applicant Name 

13. Enter Applicant Address 

14. Enter Applicant Email 

15. Telephone Number 

16. Select Date of submission 

 

 

 

STEP: 05 Check 

Information    
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Visit Time Scheduling 

01. Enter User Name 

02. Select Date 

03. Enter Schedule Date 

04. Select From Time 

05. Select To Time 

06. Add comments 

07. Select Status 

08. Check Scheduled Visits 

09. Delete 

10. Select Action  

11. Select Assign To  

12. Add Remarks  
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STEP: 07 Assig to Committee 

STEP: 07 Click on Save 

Assign Here   


