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3. THE PROCESS 
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system

Add details
Save and 

Print
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Step 1: Login using your user name and password to 

the system 

 



 

 

🔹 Step 2: Access the Billing Application 

• Go to the ERP portal and log in with your USER credentials. 
• Navigate to: Rates →Miscellaneous Income Application →Gym. 

                               

 

 



🔹 Step 3: Enter Property Details 

• Division: Select the relevant council division (e.g., Division 01-WILAWALA). 
• Street: Choose the correct street (e.g., BALAPOKUNA ROAD LEFT). 
• Property No./Owner: Enter the property number and owner's name (e.g., 6A/1B : 

MOHAMED SUBJAN MOHAMED RIZAN). 
• Prop. ID: Input the property ID (e.g., 159539). 

 

 

🔹 Step 4: Fill in Application Details 

• Application No: Auto-generated or manually entered (e.g., GM/0004/2025). 
• Application Date: Select the date (e.g., 9/11/2025). 
• Property Type Category: Choose from dropdown. 
• Applicant Name & Address: Fill in personal details. 
• Contact Info: Include email, phone number, NIC, and registration number. 

 

 

 



🔹 Step 5: Define Billing Period 

• From Date and To Date: Set the billing duration. 
• Billing Cycle: Choose “Monthly” or other applicable cycle. 
• Bill Amount: Enter the amount (e.g., 800.00). 

🔹 Step 6: Generate Temporary Bill 

• Scroll to Time Payment Details. 
• Input: 

o ID 
o Amount 
o Temp Receipt ID 
o Temp Receipt No 
o Paid Amount 

• Click Generate Temp. Bill. 

 

 

 

🔹 Step 7: Finalize and Save 

• Review all entered data. 
• Click View to preview the bill. 
• Click Save to store the record. 
• Use Exit to return to the dashboard. 

 

🔹 Step 8: Print the Bill 

• Navigate to the Print option under “Other Bill Receipts”. 
• Select the Gym Bill and click Print. 



📝 Notes 

• Ensure all fields marked with * are filled. 
• Use the Correct Incomplete feature if any data is missing. 
• For online payments, navigate to Online Payments – Billing. 

 

 

 

Edit Gym Booking 

 

 

 

 

 

Cancel Gym Booking 

 

🔹 Step 1: Access the Cancellation Interface 

• Log in to the DMMC ERP system. 



• Navigate to: Rates →Miscellaneous Income Application →Gym. 

🔹 Step 2: Search for the Bill 

• Use the Search By ID or Search By Date filters: 
o From Date: e.g., 08/11/2025 
o To Date: e.g., 09/11/2025 

• Select: 
o Bill Category: Gym 
o Bill Type: DMMC Main Gym 

🔹 Step 3: Review Bill Details 

For each entry, verify the following: 

• Application No: e.g., GM/0001/2025 
• Application Date: e.g., 8/29/2025 
• Applicant Name: e.g., M.K.M. AMRI 
• Address: e.g., 25/1, SUJATHA AVENUE, KALUBOWILA, DEHIWALA 
• Phone: e.g., 0760684824 
• Bill Amount: e.g., 800.00 
• Billing Period: e.g., 01/09/2025 to 31/10/2025 

🔹 Step 4: Select the Bill to Cancel 

• Click the checkbox next to the bill you wish to cancel. 
• Confirm the selection by clicking View. 

🔹 Step 5: Execute Cancellation 

• Click Cancel to initiate the cancellation process. 
• A confirmation prompt will appear—click Yes to proceed. 

🔹 Step 6: Finalize and Print 

• Once cancelled, click Print to generate a cancellation receipt. 
• Use the Exit button to return to the dashboard. 

 

 


