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Master Data Process 

Master data in Revenue Management Module derived based on AP Municipal Accounts 

Manual, ULB Level requirements, standard procedures and practices. ULB system 

administrators provided privilege to add certain master data and some of the seeded 

master data loaded into the system. 

 
• Fund 

• Department 

• Function 

• Chart of Accounts 

• Banks 

• Bank Accounts 

• Service Category 

• Service Type 

• Service Type to Bank Account Mapping 

• Approver Remitter Mapping 

 
 
Create and Manage Service Category 

 
Revenue streams are broadly classified as following service categories. With these 4 Service 

categories all Bill Based and Receipt Based Revenues brought in to the system. 

 

• Bill Based Revenue – Captured in the respective bill modules like property tax , trade 

license , water charges and posted to the collections module with the specified 

service type. These revenues should not be captured in  Non Tax  Revenue  

system using Challan or Miscellaneous Receipts. 

 

• Challan Based Revenue – Collections made in the department for which separate 

operational module is not available. 

 

• Miscellaneous Revenue – Routine receipts normally handled in the ULB counters 

related to all departments. 

 

• Direct Bank Deposits – Direct Realization in ULB bank account related to all 

department of ULB 

 
This is seeded data and any additional Service Category Requirements shall be 

communicated to the System Administrator. 

 
Pre--requirement: Approved Service Category for Creation 

 
Privilege: Only to Administrator of Non--Tax Revenue Module of eGovernments.



 

 

 

Step 1: Open the Service Category by clicking on it 

 
Path: Applications>Collection>Master>Service 

Category  

Tip: Type Service Category in Search Menu 

 

 
Step 2: Enter New Service Category Details 

• Enter Service Category Name as per the approved requirement from department 

• Enter Short Name of Service Category Name as Code 

• Click on Enable check box 

• Click save to store the Service Category master record. 

 
Step 3: List the already defined Service Categories 

• Click on List button



 

 

 

Step 4: Modify Service Category 

 

• Click on edit for modification of the Service Category 
 
 

• Modify the required filed as per the approved requirements from the Department. 

• Click on Save Button to store the modifications. 

• Click on close button to close the window. 

 
 
Create and Manage Service Type 

 
Service types are subset of Service Category.   Each service type associates with the pre-- 

defined service category and captures Fund, Function and One or Multiple Accounting rows 

depending on functional requirements. As service types are common across all ULBs of 

Andhra Pradesh State creation and maintenance of Service Type done at Central Monitoring 

Cell of DMA office. Any requirements of new or modification of Service Type shall be 

communicated to Central Monitoring Cell for validation and suitable initiation. 

 
 

Pre--requirement: Approved Service Type for Creation 

 



 

 

Privilege: Only to Administrator of Central Monitoring Cell of DMA. 

Step 1: Open the Create Service Details by clicking on it 

Path: Applications>Collection>Master>Service Details 

Tip: Type Service Details in Search Menu



 

 

 

Step 2: Select Service Category under which Service Type required to be created 

 

Step3: Enter Details of new Service Type Based on Approved Details 

 

• Click on Create Service 

 

• Enter Short Name of Service Type in Service Code 

• Enter Service Type in Service Name 

• Check Enable Check Box 

• Select appropriate value from the list in Service Mode 

• Check Create Voucher Check Box 

• Select appropriate value from the list in Voucher Status



 

 

• Select appropriate value from the list in Fund and Function 

 

• Enter one or more row in Account Details depending on the requirement. 

• Amount for each service can also be defined in the masters in the amount column. 

• If the selected service requires sub--ledger accounting, it can also be defined under 

sub--ledger grid. 

• Click on Save Button to Store the Service Type. 
 

• Above message displayed for successful creation of Service Type. 

 

Step 4: Edit Service Type 
 
 

• Click on List Service



 

 

 

 
 

 

• Select the particular service to do update 

• Click on Modify Button to update Service Type 

 

 



 

 

 

 

 

• Modify the Service Type based on approved requirements 

• Click Save Button to store modifications in Service Type



 

 

  Create and Manage Service Type to Bank Account Mapping 

 
All collections in the form of Cash or Instruments need to be deposited in the Bank Accounts 

of ULB every day. The deposits are normally made in designated bank accounts uniformly 

based on the service type. 

 
This is the requirements of each ULB and it needs to be carried out by the Administrator of 

ULB. It is normally onetime activity which has to be carried out carefully. 

 
Step 1: Open Service To Bank Mapping by clicking on it 

 
Path: Applications>Collection>Master>Service To Bank Mapping 

Tip: Type Bank Mapping in Search Menu 

 

• Select Service Category from the List 

• Select Service Type from the List 

• Select Bank Name from the List 

• Select Bank Branch from the List 

• Select Bank Account Number from the List. All the collections made under the 

mapped Service Type Can automatically available for remittance to this account 

only. 

• The bank accounts listed here are the list of bank accounts from the ULB bank 

account masters where it is of type Receipts, Receipts and payments. 

• Application will list the bank accounts which matches the fund present in the 

selected service detail. 

• Bank branch detail is listed as appended information of Bank account description, 

bank account number and bank account chart of account to facilitate easier 

identification of bank account. 

• Click on Create Mapping button. 
 

 

 

 



 

 

 

• Above message displayed for successful creation of Service Type to bank account 
Mapping. 

 

 
 

Step 2: View Remittance Bank Service Mapping 

 
 

• Click on View Button to list all Service Types



 

 

 

• Select Service Type Mapping Data, which is intended to Modify 

• Click on Modify Button 
 
 

 

 

• Modify the mapping details 

• Click on Create Mapping Button to store the Modifications. 

• Click on close button to go back to home screen. 
  



 

 

 
 
 
Approver to Remitter Mapping 

 Path: Applications>Collections>Master>Approver to Remitter Mapping 

 In remittance master section we can create, view and update remitter and approver 
mapping. This section is divided in three screens. 

 
• Create approver remitter mapping. 

• View approver remitter mapping. 

• Modify approver remitter mapping. 

 
 
 

 
 
 
 
 
 
  



 

 

 
Create approver remitter mapping 

 

 
 
 
 
 

Steps to create approver remitter mapping -  

 
• Choose approvers from multi select drop down. 

• Choose remitter from drop down. 

• Choose active from status drop down if you want to activate the mapping. 

• Click on save button. 

 
 
  
 

 
 
 



 

 

 
 
 

View approver remitter mapping. 

 
Steps to view approver remitter mapping -  

 
• Select approver from the drop down and click on search to search by approver. 

• Select remitter from the drop down and click on search to search by remitter. 

• Select active from status drop down and click on search to view the active 
mappings. 

• Or select all three according to you required search criteria. 
• Click on reset button to reset all the field. 

 

 
 

• If you don’t select anythings from the drop downs and press Search button then all 
active and inactive mappings will appear.  

 
 



 

 

 
 

Modify approver remitter mapping 

 

 
Steps to modify approver remitter mapping -  

• Select approver from the drop down and click on search to search by approver. 

• Select remitter from the drop down and click on search to search by remitter. 

• Select active from status drop down and click on search to view the active 
mappings. 

• Or select all three according to you required search criteria. 
• Click on reset button to reset all the field. 

• Check the radio button and click on modify button. It will redirect you to the edit 
page.   



 

 

 
 

• Select remitter from remitter drop down. 

• Select active from status drop down to activate the mapping. 
• Click on update button. 

Re
ve
nu
e 
Da
ta Management 

Revenue data broadly comprises of Billing Transactions, Collection Transactions, Remittance 

to Bank and Reversal of Bounced Cheques. 

 
Bill Based Services 

 
Billing and Collections of Bill Based services normally ensured in respective Revenue 

Module. Bill Transactions directly posted in Financial Module. Bill based collections receipt 

vouchers created and posted in Finance Module, receipts are made available to Non--Tax 

Revenue Module for ensuring remittance and reporting. 

 
Receipt Based Services 

 
Receipt Transactions related to receipt based services entered in respective Revenue 

Module to service the citizen and issued receipts. Receipt vouchers gets posted in Finance 

Module and Receipt information made available in Non--Tax Revenue Module for ensuring 

remittance to Bank account of ULB. 

 
Other than module supported receipts are entered in Non--Tax Revenue Module either 

through Challans or Miscellaneous Receipts. 

 
Create Challan 

 



 

 

Department responsible for ensuring receipt from Citizens, Contractors, Government, 

Grants etc for numerous activities of Urban Local Bodies shall use the challan entry screen. 

Following is the steps involved in Challan Entry.



 

 

 

Step 1: Open Challan Entry Screen in Collection Module by clicking on. 

 

Path: Applications>Collections>Transactions>Receipt Services>Create Challan 

Tip: Create Challan can be added to favorites to access with single click 
 

 

Step 2: Enter the details in Challan Screen. * marked fields need to be filled mandatorily 

and other fields are optional. Transaction data can be saved after providing all the 

mandatory data. 

 
Step 3: Challan Entry header data. 

 

1) As the challan creation happens on real time basis current date shall be displayed as 

challan date which cannot be modified. Tip: Challan writing efforts may be put on 

filling the Create Challan Screen. 

2) Payee Name has to be filled correctly and mandatory 

3) Payee Address is optional and it would be better to fill the address and phone for 

better communication.



 

 

4) Particulars of challan may be entered in Narration Field which is optional. However, 

proper description entry in narration gives clarity about the challan and it makes 

meaningful. 

5) Relevant Service Category need be selected from the list to get the Service Type List 

6) Available Service Types under the Selected Service Category gets displayed for 

selection. Correct Service type need to be selected. Based on the selection Fund, 

Function and Account codes gets filled based on pre--mapped information. 

7) User department gets defaulted (filled) in Department Field. 
 

 
Step 4: Challan Entry -- Accounting Data. 
 

1) Fill the amount receivable under one or more account heads. 

2) Account Heads for which no amount need to be collected in the challan can be 

deleted by clicking on add (red x) button. 

3) If any new account head need to be added then user can add the account head row 

by clicking on add (green +) button. 

4) Account code or description can be entered to populated the required account head 

in the new row. 

5) Fill the amount in the new row with filled Account Head. 
 

 

Step 5: Challan Entry – Sub--Ledger Details. 

1) Where Challan Entry Account Head require Sub--ledger details then the details need 

to be provided mandatorily. 

2) Account Code need to be selected from the list 

3) Type of SL details gets listed based on the Account Code Selection. User has to 

select the relevant SL details type.



 

 

4) Enter SL Details Code either entering fully or entering first 3 letters of SL Details 

name for listing. 

5) Enter the amount matching with the amount entered against the account head. 

 
 
Step 6: Challan Entry – Approval Authority Information. 

1. Fill the Approver Department, Approver Designation and Approver Name 

from the lists. 

2. Click on Create Challan for saving the Challan Entry Data and forwarding to 

the selected approver. 
 

 
 
 

3. Once transaction entry is successful following confirmation message gets 

displayed.



 

 

 

 
 

4. Challan can be printed by pressing on print button at the bottom of the 

challan entry screen. 

5. Citizen or concerned person has to give the copy of challan and Cash or 

Cheque for further Challan Receipt Entry �� Next Process. 

 

 

Workflow for Challan 
 

 

 
 
 



 

 

Creates Challan 

Senior AAssistant 

Approves Challan 

Junior Assistantt 

 



 

 

 
 
 
Receive Challan 

 

Step 1: Open Create Challan Receipt 

 
Path: Applications>Collections>Transactions>Receipt Services>Challan Receipts 

Tip: Challan Receipts can be added to favorites to access with single click 
 

 

• Enter Challan Number and Press Tab to receive against the Department Challan. 

• Or user can search the challan using a set of search criteria’s and then create a 

challan receipt. 

 
Step 2: View the Details of Challan 

 

• Details matches with the Challan Receive Transaction then account details also 

viewed. 

• There is a validity period for challan and it is configurable, beyond the validity period 

challan cannot be processed for receipt creation.



 

 

 

 
 

 

Step3: Enter Challan Receipt Details 

 
If Citizen pay in cash, then: 

 

• Click on Cash Radio Button 

• Enter Amount. Amount must be equal to challan amount entered in the 

department. 

• Click on Pay button to create Challan Receipt.



 

 

If Citizen pay in Cheque, then: 
 

• Click on Cheque/DD Radio Button 

• Click on Cheque or DD Check Box 

• Enter details of instrument. 

• Click on Pay button to create Challan Receipt. 

 
If Citizen pay in multiple instruments, then: 

 

• Click on Cheque/DD Radio Button 

• Click on Cheque or DD Check Box 

• Enter details of instrument. 

• Click on Add More to add second instrument and repeat the steps mentioned above. 

• Click on Pay button to create Challan Receipt.



 

 

Search Challan 

 

Step 1: Search Challan 

 

Path: Applications>Collections>Transactions>Receipt Services>Search Challan 

Tip: Search Challan can be added to favorites to access with single click 

• Enter the details and click on Search Button to display the details. 

 

 
Step 2: Click on Challan Number to View Challan Details 

 

• Click on Print Button for printing the challan 

• Click on Close Button to close the window.



 

 

Create Miscellaneous Receipt (MR) 

 
Service Types which are not covered in Revenue Modules or Challans shall be entered in 

Miscellaneous Receipts. Receipt transaction full details can be entered in Miscellaneous 

Receipts. MR should not be used for Property Tax, Water Charges, Advertisement Fee, 

Trade License etc where Revenue module already available. 

 
Step 1: Open Miscellaneous Receipt clicking on it. 
 

Path: Applications>Collections>Transactions>Receipt Services>Miscellaneous Receipt 

Tip: Miscellaneous Receipt can be added to favorites to access with single click 

 

 

 
 

 

Step 2: Enter the details in Miscellaneous Receipt, * Marked field need to be entered 
Mandatorily and other field are optional. Transaction data can be saved after providing 
all the mandatory data. 

 

 
 
 
 

 



 

 

If Citizen pay in cash, then: 
 

 
 

• Click on Cash radio button 

• After filling the all field amount automatically fetched 

• Click on Pay button create Miscellaneous receipt. 
 

If citizen pay in cheque, Then: 
 

 
 

• Click on Cheque/DD Radio button 

• Click on Cheque or  DD button 

• Enter details of instrument 

• Click on Pay button to Create Miscellaneous Receipt. 

• Citizen can pay the Multiple Instruments at a time ie: Cheque and DD.



 

 

 

Search Receipt 

 

Step 1: Search Miscellaneous Receipt. 

 
Path: Applications>Collections>Transactions>Receipt Services>Search Receipt 

Tip: Search Receipt can be added to favorites to access with single click 

• Enter the details in Search Criteria and Click on Search Button 

• User Can search the results User Name wise and status wise. 

 



 

 

 

• Select the desired Receipt by clicking on Check Box 

• Click View Button for detailed receipt view 

    

                                                                                                                                



 

 

 
Search Online Receipt 

 
Path: Applications>Collections>Transactions>Receipt Services>Search Online Receipt 

 

• Enter the details in Search Criteria and Click on Search Button



 

 

 

 

 

 

 

 

Revenue Workflow 
 
 
 



 

 

Creates Miscellaneous receipt 
Junior Assistant/ Senior 
Assistant 

Administration Department Manager 

Approves Miscellaneous receipt 

 



 

 

 

 

 
 
 
 
 
 
 
Collection Submission 

 
Click on Draft Icon which is placed on Top Panel right side in between work list and alert 

icons 

 

If the receipt is a bill based receipt – Then the created receipts are grouped in the 

users drafts based on the receipt date and service type. 

 

If the receipt is a challan or Miscellaneous receipt – Then the Created receipts are grouped 

in the users drafts based on the receipt date. 

 

Choose approver department, designation and employee name from the drop 

downs. 

 

Click on submit button.



 

 

Receipt Approval 

Step 1: For receipt approval fallow the below steps. 
 



 

 

• Click on relevant row to open the details and approve receipts 
 

• Click on Approve All Collections Button. 
 

 
 

• Click on close button to go back to  home page.



 

 

Banking 

 
Non Tax Revenue Module facilitate collecting data of all collection sources and mapping to 

the bank accounts. Collections made today shall be remitted on the next bank working day 

for safety, timely realization, preventing possible revenue leakage etc. Non Tax Revenue 

Module facilitate confirmation of realization for every receipt and establish linkage receipt 

transaction inception to realization. 

 
 
Remittance 
 
Remittances divided by two types. 
 
1. Cash Remittance 
2. Cheque Remittance 

 

 
 
Step 1: Open Cash Remittance Screen 
 

Path: Applications>Collections>Transactions>Bank Remittance>Cash Remittance 

Tip: Search can be added to favorites to access with single click. 

 

 

 
 

 

• Click on Cash remittance screen. 

 



 

 

 
 

 

• Select the Bank name and Account number mandatorily 

• Select the Financial year 

• Select the Approver 

• User can select date wise cash remittance. 

• Click on search button to list the pending remittance transactions. 

 

 

 

 
• Check on Check Box/s of pending remittance receipts to deposit into bank account. 

• Select the deposit date in “ Date of Remittance “ field. 

• Click on  Remit to Bank Button.



 

 

 
 

 

• Contra Voucher gets created 

 

 
 

 

• Bank Remittance Challan Report gets generated. 

 

 
 
 
 

 
 
 
 
 
 



 

 

 
 
 
Step 1: Open Cheque Remittance Screen 
 

Path: Applications>Collections>Transactions>Bank Remittance>Cheque Remittance 

Tip: Search can be added to favorites to access with single click. 

 

 
 
 
 

• Click on Cheque  Remittance screen. 
 
 

 
• Select the Bank name and Account number mandatorily 

• Select the Financial year 

• Select the Approver 

• User can select date wise cheque remittance 

• Click on search button to list the pending remittance transactions. 

 



 

 

 
 
 
 
 

• Check on Check Box/s of pending remittance receipts to deposit into bank account. 

• Select the deposit date in “ Date of Remittance “ field. 

• Click on  Remit to Bank Button. 

• Contra vouchers gets created. 

• Bank Remittance Challan Report gets generated. 

• Click on Close button to go back to home screen. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

Dishonored Cheques Reversal 

 
Step 1: Open Dishonored Cheque Reversal Screen 
 

Path: Applications>Collections>Transactions>Dishonored Cheque 

Tip: Search can be added to favorites to access with single click. 

 
 
 

• Enter the mandatory details and Click on View Button 
 

 

• Enter the bank reference number and process for dishonoring 

• Enter the transaction date, either user can enter the amount manually in case of 

dishonoring an instrument where the receipt of the instrument has multiple 

instruments associated to it. 

• User can click on copy amount details button to copy the instrument amount that 

should be dishonored. 

 

 



 

 

 

 

 
 

 

Click on dishonor will dishonor the instrument and create a reversal entry in financial 

management system.



 

 

Revenue Information Management 
 
Stored data in Revenue Module as well as Non Tax Revenue Module Provided as several 

reports with multiple optional as well as mandatory Search Criteria Field to generate specific 

reports without dependence of programmer or multiple reports. 

 
Cash Collection 
 

Step 1: Click on cash collection report. 

 
Path: Applications>Collections>Report>Cash Collection 

Tip: Search can be added to favorites to access with single click. 
 
 

 

 

• User Select the dates mandatorily. 
• User can select the report user name wise report. 
• Click on create button, collection report gets created. 

• User can be seen the transaction each payment wise receipt.



 

 

Collection Summary 

 
Step 1:  Click on cash collection report. 

 
Path: Applications>Collections>Report>Collection Summary 

Tip: Search can be added to favorites to access with single click. 
 

 

• User should select the mandatorily fields. 
• User can choose the report Payment/source/ service/status wise. 
• Click on create button, collection report gets created. 

• User can be seen the transaction each service wise report



 

 

Receipt Register Report 

 
Step 1:  Click on Receipt Register Report. 

 
Path: Applications>Collections>Report> Receipt Register Report 

Tip: Search can be added to favorites to access with single click. 

 

 

 

• User should select the mandatory fields. 
• User can select the Dept and Payment mode 



 

 

• User can select the Status/ Source/Service wise. 
• Click on create button, collection report gets created. 
• User can be seen the transaction each number wise receipt.



 

 

 

 
• Click on close button to go back to home screen. 

 
 
 

 

Bank Remittance Statement 

Step 1: Click on Bank Remittance Statement. 

 

Path: Applications>Collections>Report>Bank Remittance Statement 

Tip: Search can be added to favorites to access with single click.



 

 

 

• User should select the mandatory field 
• User can be selected the optional fields 
• Click on create button, remittance statement report gets created. 

 

 

Cheque Collection 

Step 1: Click on cheque collections. 

 

Path: Applications>Collections>Report>Cheque Collection 

Tip: Search can be added to favorites to access with single click. 

 

 
 

• User should select the mandatory fields 

• User can check the collection reports Counter/User name/Zane wise. 

• Click on create button cheque collection report gets generated. 
 



 

 

 

 
• Click on close button to go back to home  screen.



 

 

Remittance Voucher Report 

Step 1: Click on Remittance Voucher report. 

 
Path: Applications>Collections>Report>Remittance Voucher Report 

Tip: Search can be added to favorites to access with single click. 
 

 

 
• User should select the mandatory fields 

• User can be selected Bank name and Bank account. 

• User can be selected service and User name. 

• Click on create button Remittance Voucher report gets generated. 

• Click on close button to go to back home screen



 

 

Dishonored Cheque Report 
 
Step 1: Click on Dishonored Cheque Report 
 
Path: Applications>Collections>Report>Dishonored Cheque report. 

Tip: Search can be added to favorites to access with single click. 

 

 
 

• User has to select the Dates. 

• User can be select service and Payment mode. 

• User can be selected Location and Status. 

• Click on create button Dishonored Cheque Report gets generated. 
 

 
• Press on close button to go back to home page. 

 
 



 

 

 
Online Transaction Report 

 
Step 1: Click on Online Transaction report 
 

Path: Applications>Collections>Report>Online Transaction Report 

Tip: Search can be added to favorites to access with single click. 

 

• User should select the mandatory fields 

• User can be selected Dept name and Service Type. 

• User can be selected Status. 

• Click on create button Online Transaction Report gets generated. 
 

 
 
 

 
 
 
 



 

 

 

 
 

• Click on close button to go back to home screen. 
 


