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Steps for Expenditure Module 

 

In Department Login 

 

 
 

To open sanction Performa: 

Click Expenditure Menu -> Sanction Performa Option 

 

 
 

 

 

 



 

 

 

List of Sanctions Type are Shown. Select Required Sanction. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

On selection of required sanction following screen will be opened. Enter Sanction 

Information: 

● All fields are mandatory 

● If Budget is less than required sanction or zero for any selected account ledger, sanction 

will not be generated. 

● Add Items Required for sanction. 

 

 
 

 

After filing all details of Sanction and Sanction Items click Save. 

 

 

 

 

 

 

 

 

 

 

 

 



From Expenditure Menu Select Manage Sanction Performa 

● It will display list of Sanctions Created. 

● Click Print to get Print Form of required Sanction. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Print Form of Sanction 

 

 
 

 

After sanction is approved physically and signed by all officials. 

Go to Approve Sanction Option 



Then click approve button against sanction number which has been approved. 

 

 

 
 

 

 

 

When sanction is approved, go to Manage Sanction menu.  

● There we will see Enter Record Button visible against Approved Sanction.  

● ‘Enter bill info’ button will not be visible until and unless records are not entered. 

● Click enter record button. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



On clicking enter record button, this screen opens to enter item wise quantity received 

and rate per item purchased. 

● If there is any tax related to overall bill that information is also added. 

● Enter record button is visible until and unless all quantity are received which are 

ordered. 

● If quantity received is greater than quantity ordered than record will not be saved.  

● If final amount is greater than total sum of estimate cost then also record will not be 

saved.  

 
 

 

After records are successfully entered ‘Generate Bill’ button is visible. 

 

 
 

 

 

 

 

 

 

 

 

 

 



On clicking generate bill button, following screen opens to enter bill information. 

● All fields are mandatory. 

● Bill no with register entries for bill and items are entered. 

● After entering all fields click save. 

 

 
 

 

After saving bill information generate voucher button is visible. 

 

 
 

 

 

 

 

 

 

 

 

 



On clicking generate voucher button following screen is shown. 

● Voucher date here is editable 

● Add narration and then click add voucher button to save voucher 

 

 
 

 

● In case account payable party name needs to be changed, then click change payable to 

button. 

● Select payable to and select party, then click change. 

 

 

Once the voucher is generated print voucher button is visible. 

 

 



 

On clicking print voucher, Voucher is printed. 

 

 
 

 



To search for particular sanction form, four filters are provided, based on which sanctions can 

be searched. These are financial year, budget type, account ledgers & sanction number.

 
 

  



Accounts Deptt. Steps of Expenditure Module 
 

Accounts Department can go to Budget menu and then select Manage Sanction Bills 

 

 
 

 

Manage Sanction Bills 

● If there is any deductions for sanction provided, accounts department can enter here 

amount to be deducted. 

● Also bank confirmation or UTR no for bill amount is entered here and saved. 

 

 
 

 

 



Accounts Department can check List of sanction Items. 

● From budget menu select list of sanction items. 

● Here list of all items that has been included in sanctions can be viewed. 

● Search filters are provided. 

 

 

 

  



Steps of Receipt Module 

 
Department can also manage receipts. i.e.  

● can generate receipt, receive fees , edit receipt, activate or deactivate receipt. 

● Go to manage receipt click on ‘Manage Receipt’ Option. 

● Following screen will be open. 

● From this screen it can either generate new receipt or manage generated receipt 

● To generate new receipts, click on ‘Generate new receipt’. 

 

 

 

 

 

On clicking generate new receipt following screen is opened. 

● To search for students whose receipt has to be generated, select receipt group and 

branch. These two fields are mandatory to select before searching for students. 

 

 



On clicking search, list of students is displayed. 

● Select checkbox against students whose receipt has to be generated. 

● After select students click generate receipt button. 

● Receipts of those students will be generated and saved. 

 

 

    
 

 

 

 

 

 

 

 

 

 

 



To view students whose receipts are generated click manage receipt menu. 

● Next select receipt group and branch and then click search. These two fields are 

mandatory to select before clicking search  button. 

● Department can perform edit, receive fee, or refund fees and activate/ deactivate 

receipts. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



On clicking edit receipt following screen opens. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 



 

Before editing unlock receipt button is clicked.  

 

 

 
 

 

On clicking unlock receipt button, pop up opens to enter reason for unlocking receipts. 

● Enter remarks and save. 

 

 
 

 

After this update button and Partial payment link are visible. 

● After making changes in receipts click update button. 

● Print of receipt can be generated through print receipt button. 



● On clicking partial payment, it generates new receipt for partial payment with initial 

amount zero. This can be then edited in the same way. 

● Once all updations are done click lock receipt button. 

 

 
 

 
 

Next is delete button. If any receipt is required to be deleted, simply click delete button 

● On clicking button it will ask for the confirmation of delete. 

 

 
 

Next is fee received button.  

● This column is visible to the login department only if fee received rights are provided by 

admin.  

● In case no rights are provided to login department then this fee received column is not visible 

to the user. 

● If fee received button is clicked, then fee status is changed from pending to paid. 

 

 



When fee status is paid refund button is shown visible. 

● If there is any refund for any student, refund button is clicked. 

● On clicking refund, following screen is shown. 

● After entering fees, Save refund. 

 

 

 
 

 

Next is activate and deactivate of receipt. 

As per requirement if receipt has to be deactivated, click ‘Deactivate’ button. 

 

 
  



Accounts Department Steps of Receipt Module 

 

In REC logins 

● Click manage receipts group menu. 

● Click on manage 

● Screen will be open from where receipts can be managed. 

● Select branch and click search. 

● List of students will be shown whose receipts are generated.  

● These receipts can be edited, deleted or modified as required. 

● Students whose fees are received, checkbox will be visible against those students, to 

generate their vouchers. 

 

 

 

 

 
 

 

Select checkbox and click generate voucher button. 

 

 

 

 

 

 

 

 

 

 

 

 



On clicking generate voucher button, pop up will be shown which contains total sum of 

fees head-wise. 

Select bank from drop down list. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Based on bank selected, if bank selected is of college same as of college of students, then 

two vouchers will be generated, 

First of journal and second of receipt. 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



If bank selected is of university and student is of other college then three vouchers will 

be generated. 

Two journal vouchers and one receipt voucher. 

 

 
Click add vouchers. Thus vouchers will be generated. 

 

 

 

 



Receipts whose vouchers are generated will be shown as generated. 

 

 

 
 

 

 

 


