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[bookmark: _Toc221718827]Introduction 

Unified Billing System is a Web Application developed for MePDCL to operate all the billing activities 
such as Billing, Disconnection, Reconnection, Collection, User Management etc., along with the latest 
technology OS-based Spot Billing Devices, and Integration with other Solutions. 
[bookmark: _Toc221718828]Purpose of the document 

This is a Reference document that briefs and explains the UBS (Unified Billing System) software 
application. All application modules are explained in terms of their features and utility. The user can be 
familiar with the application usage and features of the application referring to this document. The 
intention is to keep this easy and user-friendly for MePDCL users. 
[bookmark: _Toc221718829]Copyrights 

©Idea Infinity IT Solutions Private Limited, all rights reserved. This document is proprietary and 
confidential. No part of this document may be reproduced, distributed, or transmitted in any form or by 
any means, including photocopying, recording, or other electronic or mechanical methods without the 
prior consent of the directors of Idea Infinity IT Solutions Private Limited. 
[bookmark: _Toc221718830]Intended audience 
This document is intended for employees of MePDCL who are in the UBS (Unified Billing System) process. 

What is UBS (Unified Billing System)
 This document is intended for employees of MePDCL who are in the UBS (Unified Billing System) process. UBS (Unified Billing System) is a web Application developed for revenue activities like Spot Billing, Disconnection, Reconnection, Collection, Surveys etc. This UBS (Unified Billing System) is Customized to the requirements of MePDCL.
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User Management: 
Login Screen 
[image: ] 
Fig 1.1 Screen shot showing Login Screen 
Introduction: 
User Management is a module from which we can create New User credentials. Only the Admin has access to create users. Every user is required to login into the application before starting to use the application. Fig 1.1 shows the Login Screen page. Users must log in by entering their login ID and Password. It also includes assigning a user with a particular role like Division Manager, Subdivision Manager, Admin etc. We can also assign their location according to the priority of their role. For example, a sub-division manager can only have the access to operate upon a particular sub-division. 
Steps to Follow: 
Open the Application by typing the URL in the browser. 
User Login page will be displayed. 
Enter Username and Password and Click on Login. 
Users will be logged into the application. 
 
Create User 
[image: ] 
Fig 1.2 Screen shot showing create user Screen 
Steps to Follow: 
Click on Create User, the above page will be displayed. 
This page will display all the Users details created in the application. 
Click on “Export” button at the bottom of the page to download the displayed data in Excel File. 
“Active/Inactive” status of any respective user is displayed on this page. 
By clicking on “Edit” button, The previously created user details can be edited/modified. 
By clicking on “Reset” button, The password can be reset. If you Reset the Password, User Login Name will be the Password. 






 
Create New User 
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Fig 1.3 Screen shot showing New User Screen 
Steps to Follow: 
On clicking “New User”, This page would be displayed. 
Enter all the necessary details in the corresponding fields. 
In the Role and Designation field, please select the appropriate Role/Designation as per the requirement from the drop-down list. For Example, here we have selected "MANAGER(CIRCLE)" in the Role Dropdown, so automatically his designation will show as " Manager". 
From the Administrative hierarchy, we have only selected the Zone and Circle; as for division and sub-division restriction will be applicable as our Role is circle(manager) so; division and sub-division are already under the circle in the priority level. 
Click on “Save” Button after entering all the details. 
If we click the edit button from the “User View”, we can edit the details of a user which was previously created. 
After editing, click on update and all changes/modifications done will be updated successfully. 
Access Rights 
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Fig 1.4 Screen shot showing Access Rights Screen 
Steps to Follow: 
Access rights define the level of access and permissions granted to users within the system. Different roles are assigned to users based on their responsibilities and the tasks they need to perform. 
Click on “Action” checkbox to give access to the assigned forms and click on “Save” button. 
The selected user will have access to all the features and actions which have been predefined. 

Masters
Step: 1 
• Log on to the UBS Application. These credentials are for the Subdivision manager: 
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Step: 2 
• On clicking the Masters, 12 sub parts of the Masters module will be visible. 
Masters’ module is basically used to create utility network assets like substations, DT, Feeder etc. Not only that, from the Masters module we can also create New Meter Readers, we can also create new administrative items like districts, blocks etc. Super Admin (IT cell) should have the authority for the Masters module. 
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Meter Reader
By clicking on “Meter Reader”, The below page will be displayed. 
Here we can see all the previously created meter readers along with their MR code, Address, Mobile number, Name etc. The status denotes whether the meter reader is currently active or not. 
The green color symbolizes that the meter reader is currently active in our system. 
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By clicking on “New Meter Reader”, which is in Green color, We have to fill all the meter reader details like MR name, Address, Mobile number, Email ID, preferred language etc. 
MR code will be system auto generated. After filling in all the details, we must click on the “Save” button. 
Meter reader details will be created in our system, and it will be available on the Meter Reader view page.  
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Location
By clicking on “Location”, The below page will be displayed. This module is used to create the administrative hierarchies like Zone, circle, division and subdivision. Not only that, we can also edit the previously created locations (if any changes required). 
[image: ] 
Location Type
By clicking on “Location Type”, A Drop-down list will show up. We must select the type of location which we want to create. There are 4 options: Zone, Circle, Division and subdivision. For creating a location, we must select its parent location. For example, if we want to create a circle; we must select its parent zone that will appear in the parent location drop down. If we have to create Zone only, then there will be no parent location option to select.  
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Step: 7 
By clicking the action button, we can edit any changes that are required. Location can be changed  
[image: ] 
District
By clicking on “District”, The below page will be displayed. Here, we can create new districts. After creating district, we can select the sub divisions which should come under that particular district and click on save button. 
[image: ] 
Step: 9 
  By clicking the Edit button; we can make any changes and update it. 
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Block
By clicking on “Block”, The below page will be displayed. Here, we can create a block under a particular district. Edit options are also there for changing the Block name if required, 
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Station
By clicking on “Station”, The below page will be displayed.  
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Here, if we select the District and block from the respective drop downs and press the Load button; we will able to see the substations accordingly. On pressing the New station button in the top right corner; we can create new substations. Edit options are there to make any changes in the previously created sub stations. 
[image: ] 
By clicking on “New substation”, Enter all the necessary details in the corresponding fields, Click on the save button and a substation will be created accordingly. 
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By clicking on Edit button, we can make necessary changes in the fields as required and finally click on update. All the changes made will be updated accordingly. 
[image: ] 
Feeder
By clicking on “Feeders”, The below page will be displayed. We can see all the feeders that were created previously. By clicking the New Feeder button at the top right corner, we will be able to create new feeders. Edit and Eye buttons are there under the Action field. 
[image: ] 
 By clicking on “New Feeder”, The below page will be displayed. Here, we have to fill all the feeder details and the feeder meter details and finally click on the save button. A new feeder will be created accordingly. 
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By clicking “Action button”, The below page will be displayed, and this will show us the details of a feeder which was created previously. We can make any change if necessary, and update.  
[image: ] 
DTC
By clicking on “DTC”, The below page will be displayed. Here, we can view all the DT’s that were previously created. The New DTC button in the top right corner is there to create new DT. Eye buttons and edit buttons are given to make any changes in the fields of previously created DTs. 
[image: ] 
 By clicking on “New DTC”, The below page will be displayed. To create a new DT; we have to enter the necessary fields present under the DTC master details and DTC meter details. After filling them, we have to click on the save button and a new DT will be created accordingly. 
[image: ] 
By clicking on Edit, we can make changes in any of the fields as required and update. Those changes will be updated for that particular DT. 
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DTC Failure
By clicking “DTC Failure”, The below page will be displayed. We can select the from date and to date to view the list of DT failures in that time span. If there is any new DT failure, then we can add this into our system from the Add failure option in the top right corner. Edit options are there to make any changes if required. Hyper link is provided which will land on to the page where we can see the number of consumers tagged for a particular DT in the DTC failure list. 
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By clicking on Add failure, we need to fill in all the details, Capacity of the DT, Failure date and reason of failure etc. Finally, after saving it, a new DT failure will be added to our system. 
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 By clicking on “Restore” We need to fill restore date and remarks and then click on update.  
[image: ] 
Bill Group Master
By clicking on “Bill Group master”, The below page will be displayed. Here, we can search the particular subdivision and search all the Bill groups under that particular subdivision. On clicking New button in the top right corner; we can create new bill groups. 
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 By clicking “New”, We can create a new Bill group. 
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MRU
By clicking on “MRU”, The below page will be displayed. Here, we can create a new MRU under a particular subdivision. A meter reading unit (MRU) groups together installations (and the devices and registers installed in them) according to regional criteria for meter reading purposes. 
Each MRU will have a unique census code. 
Edit options are there, if any changes are required. 
[image: ] 
By clicking on Edit, We can make any changes in the census code and update. 
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Item Master
By clicking on “Item Master”, The below page will be displayed. Here, we can search the complete item list in the selected date range (From Date & To Date). New button is there to create a new item. 
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on 

 


By clicking on “New”, we can create Group of items and add them one by one. To Add an item; first we must enter the item name, select the material type and unit of material from the drop-down list as shown in the below page, item price. After adding, the item will come under the items added list; we must click the save button. 
[image: ] 
By clicking on “Action button” We can make any changes if required and finally click on update. 
 
 
Village Census
By clicking on “Village Census”, The below page will be displayed. Here, we can view the village list that was previously created. The action button is there to make any changes if necessary. 
To create a new Village: 
Select the District >> Select the Block >> Give a village census name >> Give a village census unique code >> Save  
 
 
By clicking on “Action button” We can make any changes if required and finally update it. 
[image: ] 
 
 Boundary Meter
By clicking on “Boundary Meter”, The below page will be displayed. Here, we can view the list of boundary meters that were previously created. New Boundary button in the top right corner is given to create a new one. Edit buttons are given, if any changes are required.  
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By clicking on “ New Boundary meter”, We have to Enter all the necessary details in the corresponding fields and click on save button.  
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By clicking on Action button, We can make any changes if required and update it. 
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Masters Mapping: 
 
Log on to the UBS Application. These credentials are for the Subdivision manager: 
 
Master Data Correction: 
Step 1: 
By clicking on “Master Data Correction”, enter the consumer ID and click on the search button. 
The Connection information is displayed as shown in the below page. 
Here, we can correct or edit any field (mandatory or non-mandatory). 
Click on the NEXT button, the changes we made in the connection information will be updated. 
 
 
 
Step 2: 
Here, you can find the Area details section. 
Here, we can change or edit the area details of the consumer is required. 
Click on the next button to move to the other details section. 
 
 
Step 3: 
Here, you will have access to the other details. 
We can update the Group Name, or the other details as shown in the below page. 
Click on the next button. 
 
  
 
Step 4: 
Then we have access to the SRTPV. 
We can enter as well as edit the mandatory and non-mandatory details as mentioned in the below page. 
We must attach an application file as the supporting document. 
Finally, we can click choose action >> SAVE. 
 
Due date: 
Step 1: 
By clicking on the Due date, the below page will be displayed. 
On selecting the effective month, click on load button, all the bill groups will appear along with their respective due dates. 
A billing group contains multiple consumers; for each of the bill groups we can set a due date. 
So, in the list we can see the New due date column, from there we can update their old due dates.  
Finally save them.
 
Installment: 
Step 1: 
By clicking on “Installment”, The below page will be displayed. 
On the selection of date filters, the consumer list will come against the selected date range. 
In the list there will be those consumers for which the total balance has been segregated into several EMIS. 
A new button is there in the top right corner from which we can set installment payments for a consumer through several EMIS. 
 
  
Step2: 
By clicking on the New button, we will be landing on to this page. 
We must enter the consumer ID and click the search button. 
Consumer details and total bill amount of the consumer will be auto fetched. 
We must enter the installment amount. It should not be greater than the total bill amount. 
Then we must enter the number of EMI months. 
EMI amount will be automatically calculated.`. 
Then we must enter other mandatory fields and attach three supporting documents  
Once done we can save. 
Final approval is needed from the higher authority; that will be done from the workflow module. 
 
  
 
 
Assign group: 
Step 1: 
By clicking on “Assign group”, The below page will be displayed. 
As we have logged in through the subdivision manager credentials; villages will come for that particular subdivision only. 
Here, we can view the billing groups corresponding with their village name. 
An action button is there to change the billing group for a particular village. 
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Step 2: 
By clicking the “Action button”, we can assign a new bill group as shown in the below page. 
Click on save and everything will be updated. 
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Meter reader allocation: 
Step 1: 
By clicking on the “Meter reader allocation”, The below page will be displayed. 
We must select the date range and press load. 
A list of consumer IDs will appear along with their address.  
New meter reader readers are allocated for these consumers.  
Two columns are marked as old MR code and new MR code which means meter reader has changed for that consumer. 
We can go to new meter reader allocation to allocate a new MR for a consumer. 
[image: ] 
Step 2: 
By clicking on the “New Meter reader allocation”, The below page will be displayed. 
We must select the village name.  
All the old MR code/ name will come against the selected village. 
We will select a particular MR and press load. 
All the consumers allocated under that MR will come along with their other details after selecting them. 
We can select a new MR from the New MR code/name list. 
On clicking save button; the selected consumers will be allocated under that new MR. 
Note: If we select a particular village and there are lots of consumers for which must re allocate a MR then doing one by one will be a hectic task; so, we have provided bulk upload option for that. We have given sample format to download. We will be entering the consumer ids along with their new MR as shown in the sample format and on uploading everything will be updated accordingly. 
 
[image: ]
Group item: 
Step 1: 
By clicking on the “Group item”, The below page will be displayed. 
Selecting date range and click load button. 
We can get the list of groups.  
From the eye button, we can see how many items are listed in a particular group. 
From the New button we can create a new group under which we can add items. 
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Step 2: 
By clicking the “New button”, The below page will be displayed. 
First, we must create a group. 
Enter a group code, give a name to the group and enter the material type, item name from the drop-down filters. 
Enter the quantity. 
Click on the Add button. 
The respective item with its quantity will be added in the items added section as marked in the below page. 
Finally, Click on SAVE.  
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One Time Settlement (OTS):
 Step: 1
Log on to the UBS Application. We have used AEE (Sub division Manager) credential to Log in. AEE (Sub division Manager) is used to access to a whole sub division, For example Mawprem, Central, Mairang etc. The AEE (Sub division Manager) log in can be switched from the Super Admin log in or we have to create a new user from the user management.
Step: 2
On Clicking the OTS >> There will be 2 options: “OTS” & “OTS Revert”.
[image: ]

STEP: 3

The user has to click on the “OTS” to navigate into the OTS module. The first landing page will show the grid of the OTS; the list of consumers and data for which OTS scheme was applied previously 
The data can be extracted on the basis of the “From Date” and “To Date” selected from the filters. Excel export button is there for data to be downloaded
“New Application” Button is there to initiate/ apply a new OTS scheme for a consumer

[image: ]

STEP: 4

On Clicking the “New Application” tab; the user will be directed to the landing page as shown below. In the Search box; the user has to enter the consumer ID for which he wants to initiate the new OTS application.
On searching the Basic details of the consumer will appear 
After that the user has to choose between “One-time Settlement” or “Instalments” 
As per the official draft for OTS, the user can opt for the number of instalments
The DPC waived amount will be auto calculated by the system according to the Category selected, number of instalments or One time opted. These are based on the official draft for OTS.
After the DPC waived; the final settled amount, per instalment amount etc. will also be auto calculated 
Finally, the user has to enter some Remarks and click on Choose Action >> Save.
After Saving the Application form, the user has to approve the application from the Workflow >> Approval inbox. The approval process/ hierarchy (escalation matrix) has been defined in the official draft of OTS.
Everything is shown in the below screen.
[image: ]

After the OTS application is approved, then only OTS will be considered and after that the user has to generate the bill for OTS. The Bill is shown below.
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OTS(WSS):
 Step: 1
Log on to the Megha-power, basically it the consumer portal through which the consumer has to apply for the OTS. Once he log in with his credentials, the consumer/user will be landing on the below page & after clicking the OTS
In the Consumer ID drop down >> There can be multiple consumer IDs linked with a particular consumer log in credential. On selection any of the listed consumer IDs and click on Load button.
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Step: 2

On clicking the Load Button, the below landing page will be visible as shown below.
The consumer details will get auto fetched 
After that the user has to choose between “One-time Settlement” or “Instalments” 
As per the official draft for OTS, the user can opt for the number of instalments
The DPC waived amount will be auto calculated by the system according to the Category selected, number of instalments or One time opted. These are based on the official draft for OTS.
After the DPC waived; the final settled amount, per instalment amount etc. will also be auto calculated 
Finally, the user has to click on the “Save” button.

[image: ]










Step: 3
After Saving form, it will come in the AEE log in grid (In the OTS Module).
On clicking the Action button >> The user/ AEE will be landing on the below page 
From where the AEE/user will get the details of number of instalments or One time etc. applied from the consumer’s end from the WSS as all of them will get auto fetched.
The user can also edit these details and finally save the OTS form; which will be considered as the final saved form before it goes through the approval process. The approval process/ escalation matrix has been decided as the official draft from the department.
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Critical Guidelines for the One-Time Settlement (OTS) Process
The following guidelines outline the mandatory steps and compliance requirements for the One-Time Settlement (OTS) application and payment process.
Mandatory Billing and Payment Protocol
Initial Bill Generation: Following the approval of an OTS application, the OTS Bill must be generated via the web interface. This is a mandatory first step.
Payment Prerequisite: No payment may be collected or accepted without an official OTS bill. All collections must be remitted strictly against the OTS bill generated from the system.
Payment Compliance and Due Date Adherence
Timely Remittance: To avoid the mandatory cancellation of the OTS scheme, the payment remittance must be completed on or before the due date specified on the OTS bill.
Cheque Realization: For payments made by cheque, it is mandatory that the payment is realized by the bank before or on the due date.
Exceptional Case Reversion (Effective October 1, 2025)
OTS Revert Mechanism: Effective October 1, 2025, a separate form titled "OTS Revert" will be introduced in the UBS application.
Purpose: This form will enable authorized officers to revert the cancellation of an OTS scheme in exceptional cases where the scheme was cancelled but warrants reinstatement.
Your strict adherence to these critical points is essential for maintaining process integrity.




































Billing: 

Introduction: 
The billing module is the most important module of our TRM Application. From here we perform the billing of the consumers according to their tariff and category. There are lots of other features and application of this Billing module. 
Bulk Billing: 
Bulk Billing is Basically used to bill multiple consumers at a single time, basically it saves time. 
[image: ]
Step 1: 
Click on Bulk Bill generation. The below page will be displayed. 
The list below is showing the list of files uploaded. It contains the consumers IDs with their reading details.  
If the uploaded file contains some error, then the error description will come under the error file. 
From the Bulk Billing button, we can proceed for bulk billing. 
[image: ] 
Step 2: 
Click on Bulk Billing. The below page will be displayed. 
From this page, the user can download the template file for bulk upload. 
In this file we have to upload multiple consumer IDs and their readings in the format as shown in the sample file. 
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>> Select the upload predefined file. 
[image: ] 
Once the user selects. 
We have to attach the file in which we have entered multiple consumer IDs with their readings for bulk billing. 
Click on upload. 
Our bulk billing will be done.  
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Bill Generation: 
Step 1: 
By clicking on the “Bill Generation”, The below page will be displayed. 
Under the Consumer details, we have to enter the consumer ID and click on the search button. 
In the Items Added section, Consumer details will be auto fetched. 
In the Billing Details section, we have to enter the Reading-date, billing-date and due-date. 
The utility will select the Due date. 
The billing-date should be the current date. 
Inside the Meter-status we have to select the Meter-status from the drop-down. 
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>> We have selected the OK(Normal) from the Meter Status 
Note: For other Meter Status options except normal billing (OK); for example, IDF, provisional, DTC failure etc. we don’t have to give the Final reading and other details necessary for billing as billing will be auto generated on the basis of average consumption. 
 
 
 
 
 
 
 
 
Then we have to enter current KWH Reading and current KVAH Reading. 
We have to enter the recorded MD and other necessary details. 
Then we have to click on calculate. 
If we have entered any wrong details, then we can click reset. 
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Once we click on calculate, all the heads of Billed details will be automatically fetched. 
Click on Choose file to attach supporting document. 
Add some comments. 
[image: ] 
We have to press Click Here to view as shown in the above page. 
We can view the bill. 
[image: ] 
On clicking Choose Action and then press save button. 
Our Bill will be downloaded in the PDF format. 
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>> Bill pdf is attached below. 
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BillGenerate.pdf
 
Bill Cancellation: 
Step 1: 
By clicking the “Bill Cancellation”, The below page will be displayed. 
We have to enter the consumer ID for which we want to cancel the bill. 
Cancel option is there to proceed further. 
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Step 2: 
By clicking the “Cancel button”, The below page will be displayed. 
We can see all the Billed details. 
Enter cancellation reason and Click on Choose Action. 
Then click on save. 
Final approval will be done by the higher authority form the workflow management. 
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Additional units: 
Step 1: 
By clicking on “Additional units”, The below page will be displayed. 
We have to enter the consumer ID and click search button. 
Consumer details will be auto fetched. 
From the Additional Details section, we have to enter the additional KWH and additional KVAH, these consumption units are to be adjusted in the next billing cycle. 
Add remarks. 
User has to attach one file as supporting document. 
Click on save. 
Note: If the additional unit entered in negative that means in the next month billing cycle that extra consumption units will be deducted while billing 
If the additional unit entered in positive that means in the next month billing cycle that extra consumption units will be added while billing 
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Bill Distribution Dashboard: 
Zone, circle, division and subdivision will be auto filled as we have logged in with the credentials of the sub-division manager. So all the data in the dashboard will come accordingly Total Consumers: It depicts the total number of smart meter consumers. 
Eligible consumers: It depicts the number of smart meter consumers who are eligible for bill distribution. 
Unassigned consumer: It depicts the number of consumers who are not assigned to any meter readers for bill distribution. 
Completed Consumers: It depicts the total number of smart meter consumers for which bill distribution has been completed. 
Pending Consumers: It depicts the total number of smart meter consumers for which bill distribution is still pending. 
Today’s Completed visits: Total number of visits completed by MR today. 
Today’s Active MR: Total number of MR active on today. The dashboard is shown below 
 
[image: ]
Billing Dashboard: 
To monitor the billing activity for the month. 
Zone, circle, division and subdivision will be auto filled as we have logged in with the credentials of the sub-division manager. We have to select the billing cycle. Click on the search button. So all the data in the dashboard will come accordingly.  
The billing dashboard provides a comprehensive overview of financial data related to billing activities. It serves as a critical tool for monitoring revenue,  and ensuring financial transparency. 
Total consumers: Number of consumers present in this Central subdivision. 
Pending: Number of consumers which are pending for billing. 
Assigned: Total consumers assigned for billing to MRs. 
Unassigned: Total consumers not assigned for billing to MRs. 
Completed consumers: Number of consumers which has been billed for the selected billing cycle(segragated  into OK, IDF, provisional and Unmetered). 
Auto: Number of smart meter consumers for which billing has been done(include MRBD consumers). 
Today’s completed visits: Total billed for a day( segragated  into OK, IDF, provisional and Unmetered). 
Auto: Total consumers billed through CMRI(probe). 
Total consumers billed through App, counter and smart in the selected billing cycle is also shown. 
It also includes Billing% and billed units for all the product types(EHT,HT and LT). 
The donut chart shows total billed in million units as per product type(EHT, HT and LT). 
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Visit Details: 
Step 1: 
By clicking “Visit Details”, The below page will be displayed. 
As we have entered by the log in credentials of sub division manager, so it will be auto fetched. 
User has to enter the consumer ID for which the user wants to see the Visit details. 
Click on Search button. 
The consumer details in a single line will come as marked in below page. 
On clicking the Action button; it will direct to the Visit details page of the consumer.   
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Step 2: 




By clicking the “Action button”, The below page will be displayed. 
Consumer details will be auto fetched. 
In the visit detaiils the user can find the visit details histor of the previous months, meter reader visit Date & Time, MR name who visited the consumer premises etc. 
On clicking the Action button for a particular Billing cycle month we will get more data accordingly. 
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Step 3: 
On clicking the Action button for the JAN-24 billing cycle: 
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The user will be directed to this below page. 
Consumer details will be auto fetched. 
By default, we will see the MR-visit details for that particular month. 
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Click on Manual Reading 
We will get the Reading (KWH, KVAH) data, reading date, MD, pf etc. recorded by the MR on the date of 12th Jan-24 as shown in the below page. 
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Click on TOD (Time of Day). 
The TOD details will be shown if the consumer is applicable for TOD billing. 
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User needs to click on the Bill information. 
All the billing related information will be shown like Due date, consumption, readings etc. 
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User needs to click on Images Captured. 
Images captured of different types of meters by the meter reader when he visited the consumer premises will be shown here. 
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Step 4: 
To View the bill for the particular billing month; User needs to click on the View Bill button as shown below. 
[image: ] 
The user can also download the bill in pdf format (3 sizes are given for bill download) 
PDF is attached below. 
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Billcopy165_ 30-06-2024 12_42_03 Step 5: 
To View the consumption reading history for the last 16 months; User needs to click on the View Consumption as shown below: 
[image: ] 
This graph will be appearing on the screen as shown below. 
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• 
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Visited Consumer: 
Step 1: 
By clicking the “Visited consumer”, The below page will be displayed. 
Enter the consumer ID and select the date range. 
Click on Load button. 
The consumer ID will come with the visited date. 
The consumer ID is a hyperlink; clicking on it, the user will be directed to the visit details page. 
After that same activity will be performed was mentioned in the previous module (Visit Details). 
 
[image: ] 
 
 
 
 
 
 
Reading Dashboard: 
By clicking on “Reading Dashboard”, The below reading dashboard page is displayed. This dashboard is basically used for monitoring of the reading data for the smart meter consumers (MRBD & SRBD). On entering the Billing cycle month and on clicking the Load button; the dashboard will come accordingly. 
Dashboard description in brief: 
Eligible: Total SRBD and MRBD consumers eligible for reading entry. 
Smart consumers: Total number of SRBD consumers. 
Pending: Pending for reading entry for SRBD and MRBD combined. 
Unassigned: Unassigned for reading to meter readers for MRBD consumers. 
There are other components and graphical representation in the reading dashboard. 
[image: ]
Self-Billing: 
It is also known as the trust billing; the consumer will capture the readings of his meter through the consumer App and will send the readings to the utility for billing.  
Step 1: 
By Clicking on “Self-Billing”, The below page will be displayed.  
From the Unbilled section, the list of consumers with their reading data will come for which the billing is pending. 
[image: ]
On clicking Billed; the list of consumers along with their Billing related data will come. Billing has been performed for these consumers. 
[image: ]
On clicking Cancelled; the list of consumers will come for which bill has been cancelled. 
 
[image: ] 
On clicking Overridden, the list of consumers will come for which the readings are overwritten by the supervisor while billing. 
[image: ] 
Bill Engine Error list: 
The abnormal readings that led to very high or very low consumption will come here. These data are basically coming from the app by which the MRs are doing the App billing. On searching the consumer ID, if that consumer is applicable for these abnormal reading conditions; those will come. 
Step1: 
All the administrative hierarchies will be selected according to the log in credentials and data will come accordingly. 
From the Status filter drop down; there are three options: Pending, bypass and reset. 
We have selected pending. 
Click on the Search button; the list will come accordingly.  
From the message field, we can see that why this consumer ID came in this Bill Engine Error list. 
 
[image: ] 
 
 
 
 
 
 
Step 2: 
On the Action button for any of the Consumer ID, this page will appear as shown below. 
We must enter Remarks as well. 
We can bypass the consumer for billing though it was suspected of abnormal consumption. Once we are done that consumer will come under the By-pass list (Status) 
If the user wants to reset, then the consumer will again be applicable for new billing and all his previous readings will be truncated. Once we are done, it will come under the Reset list(status) 
 
 
[image: ] 
 
Tax Deducted at Source (TDS) Onboard
Step: 1
Log on to the UBS Application. We have used AEE (Sub division Manager) credential to Log in. AEE (Sub division Manager) is used to access to a whole sub division, For example Mawprem, Central, Mairang etc. The AEE (Sub division Manager) log in can be switched from the Super Admin log in or we have to create a new user from the user management.
Step: 2
TDS Onboard 
After logging in through the Manager Sub-division, click on to the “Billing module” and then click on to the “TDS Onboard” sub-module for onboarding a particular consumer for TDS.
Click on “NEW” as shown in the figure below.

[image: C:\Users\sumit.paul\Pictures\Screenshots\Screenshot (110).png]

After clicking on “NEW” enter the consumer id for whom the TDS onboarding has to be done, and after that enter the Remarks and then click on “Search” as shown in the figure below [image: ] 
After clicking on “Search” a new page will appear where all details about that particular consumer id is visible. And now on the “TDS Onboarding Details” section we need to enter the PAN number of that consumer as shown in the figure below.
[image: C:\Users\sumit.paul\Pictures\Screenshots\Screenshot (118).png]

After entering the PAN number, we need to “Upload” the required documents, and then enter the Remarks and then click on the “Choose Action” and Save the application.
And then after saving the application we can go to “Workflow” module and then approve the TDS Onboard application.














Step: 3
TDS Declaration
After completing the TDS Onboarding process the next step is TDS Declaration, where we need to declare the tax deduction amount for that particular consumer.
Click on “NEW” as shown in the figure below.
[image: C:\Users\sumit.paul\Pictures\Screenshots\Screenshot (112).png]
After clicking on “NEW” enter the consumer id for whom the TDS declaration has to be done, and after that enter the Remarks and then click on “Search” as shown in the figure below.
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After clicking on “Search” a new page will appear where all details about that particular consumer id is visible. And now on the “TDS Deposit Details” section we need to enter the Amount and the Remarks as shown in the figure below.
[image: C:\Users\sumit.paul\Pictures\Screenshots\Screenshot (114).png]
After entering the Amount, we need to “Upload” the required documents, and then enter the Remarks and then click on the “Choose Action” and Save the application.
And then after saving the application we can go to “Workflow” module and then approve the TDS Declaration application.
Step: 4
Bill Generation after TDS Declaration
After approving the TDS Declaration application, we can now go back to “Bill Generation” sub-module and then generate a fresh bill for that consumer id and we can see the ‘Tax Adjustment details’ appearing on the bill as shown in the figure below.
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Step: 5
TDS Reconciliation
After TDS Declaration comes the next sub-module “TDS Reconciliation” where the we can change the amount of the ‘Actual TDS’ in accordance with the ‘Declared TDS’ if required, and ‘Save’ the application, as shown in the figure below.
[image: C:\Users\sumit.paul\Pictures\Screenshots\Screenshot (129).png]

Step: 6
Bill Generation after TDS Reconciliation
After saving the TDS reconciled application we can generate the bill for the consumer, from the “Bill Generation” sub-module from the Billing module, as shown in the figure below.
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Collection: 
From the Collection Module, Payment activities are performed.  
Cashier (Role) >Collection >My Counter
My Counter
Step 1: 
By clicking on “Collection”, we have to click on My Counter. The below page will be displayed. 
The counter name will be auto filled as counter-122 is already assigned for this cashier through which we have logged in. We have also assigned his zone; that he will be operating in the Central Subdivision. These processes have already been told in the Manage counter module. 
Then we click the Load button. 
[image: ]    
 
Step2: 
We will click on “Open Counter” to make a payment. 
From the Counter Details, there are lots of fields like consumer number, name, payment mode etc. they are filled once payment is done. 
[image: ] 
After opening the counter, we will go to the Payment sub-module; to make a payment. 
Payment:  
Step 1: 
We have to click on “Payment”, The “Cash Counter page” will be displayed. 
Suppose the user wants to make a bill payment. 
The user has to select on the Bill Payment. 
We have to enter the Consumer ID and click on the Search button. The consumer ID should be in the same subdivision for which the cashier has been deployed. 
Consumer name, consumer ID and his Net payment will be auto fetched. 
Then we have to click on proceed.  
[image: ] 
Step 2: 
Once we click the proceed button, this below page will appear. 
There are 4 options to make the payment as marked in the below page. 
First, we will try with Cash. 
[image: ] 
In the Amount section, we have to enter the Amount that the consumer will pay. 
Click on the submit button. 
This print pop-up page will appear on the screen.  
We have three sizes to download the payment receipt as shown in the below page. 
[image: ] 
165 mm payment receipt is shown below: 
[image: ] 
 
Now if we want to pay with “Cheque”, we have to click on Cheque as shown below. 
The consumer details will be auto fetched. 
We have to enter the amount that has to be paid by the consumer through cheque. 
Then we have to enter the other mandatory fields as shown.  
After that we have to click on the submit. 
[image: ] 
Then the payment receipt will be downloaded; same process will be applied as we did in the cash payment. 
There will be options to download three sizes of payment receipt.   
79mm size payment receipt through cheque is shown below. 
[image: ] 
 
Now if we want to pay through DD (demand draft): 
We have to select on DD as shown below.  
We have to enter the amount that the consumer has paid through DD. 
We have to enter other mandatory fields as shown below, Cheque or DD number will be of six digits. 
Click on submit. 
 
[image: ] 
 
 For DD also, we will get three size options to download the payment receipt. 
[image: ] 
 
A4 size payment receipt paid through DD is shown below. 
[image: ] 
  
 
RTGS Payment Option:  
We have to enter the amount to be paid through RTGS. • We have to enter the mandatory fields as shown below. 
We have to click on the Submit button. 
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By Clicking on Submit button; there will be three options to download the payment receipt. 
On selecting any of the three sizes we can download the payment receipt. 
`[image: ] We have shown the payment receipt of size 165 MM below. 
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Step 3: 
If there are multiple consumers who has to make payment; then we can do that by clicking on the Add Consumer ID. There are 4 types of payment as described above; for each type, multiple consumers can make payment. For this, we have made thorough provisions. 
By clicking on “Add consumer ID”, The below pop-up page will appear on the screen. 
From there we can add consumers one by one. 
The user has to enter the consumer ID and click on the search button. 
The below details will be filled in automatically. 
Click on choose to add the consumer to make payment. 
If the user clicks on the cancel button, then everything will reset. 
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The consumer added shown below. 
Now we have to enter the amount; the other steps will be same as shown in previous cases.  
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Step 4: 
Now if we want to select Other Payment, the below page will be displayed. 
[image: ] 
 
From the Payment Type dropdown filter, we can select any of them. 
After doing these various processes as shown below, a demand note is generated; from where we will be getting the Application number, connection number etc. 
For the New Connection, Connection number is required to enter. 
For the rest of the payment types, Application number is required to enter. 
For the Security deposit, we need to enter the Consumer ID. 
Click on the search button. 
[image: ] 
As soon as we click on Search, the details which are marked will be auto fetched. 
Click on proceed.  
Then the payment page will come from where we can do payment by 4 methods. 
Everything is explained previously. 
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Bulk Payment: 
By clicking on “Bulk Payment”, The below page will be displayed. 
Download the template file. 
Fill up all the details according to the format of the download sample file. 
Then Click on Choose file to upload the file. 
Click on Downloaded validated file. 
Click on Validate. 
Click on proceed.  
Bulk bill will be done. 
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Payment Approval Request: 
Step 1: 
By clicking on “Payment Approval request”, The below page will be displayed.  
We have to click on the Cash counter; all the details for the mobile counter will be shown in the SBD module. 
The user has to click Search. 
The details which are marked will be auto filled.  
Payment which is pending for Approval will also be shown below. 
[image: ] 
While selecting a particular payment as shown below. 
We can raise a request to cancel a payment, before pressing submit we can give some remarks. 
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As soon as we click on submit; the payments will come under the cancel approval section as shown in below page. 
The user must click on Initiate Request for Approval. 
[image: ] 
Duplicate Receipt (Counter): 
Step 1:  
If the cashier was unable to take the print of payment receipt or it was missed somehow; then he can download the receipt again. 
Enter the consumer ID or receipt No; click on Load button. 
We can download the payment receipt.  
[image: ] 
 
Cheque Status (Counter): 
Step 1: 
Once we enter the date filter and click on the Load button. 
The list of Cheque numbers will come along with their other details for which Cheque Status is still pending; whether the cheque is clear, or it has bounced. 
There is hyper link in the Installation field; on clicking it will be directed to the file where the pending list will get downloaded. 
On clicking the Reset button, everything will get reset. 
On clicking the Export, the complete Cheque status pending list will get downloaded in the selected date range. 
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Reports (Counter): 
Step 1: 
By clicking on “The Reports (Counter)”, The below page will be displayed. 
On clicking each of the Report type one by one, Counter and its Cashier name will be auto fetched. 
We have to select the Date range. 
Click on Load button to view the Report according to the selected Date range. 
Export Button is there to download the file in excel format. 
[image: ] 
  
 
 
 
 
   
 
Cheque Dishonor List: 
Step 1: 
By clicking on “Cheque Dishonor List”, The below page will be displayed. 
Click on Export to excel; the complete list of Cheque Bounce details will be downloaded in excel format. This will be for the current month.  
 
[image: ] 
 
Now for the payment approval we have to close the counter. We can do it by clicking on the My Counter; then we have to select the counter and click on Load Button. From there, we can close the counter. After closing counter, the payments will go to the Head Cashier for approval. 
 
 
 
 
   
 
We have to log in with the credentials of the Head Cashier.  
[image: ] 
Head Cashier > Collection> Cheque Status (Counter):
Cheque Status(Counter) 
Step1: 
By clicking on “Cheque Status (Counter)”, The below page will be displayed. 
We have to select From Date and To Date and click on Load button. 
The list of Cheque status pending list will come. 
This same page was explained in the cashier module. 
 
[image: ] 
Step 2: 
By clicking the New Button, the below page will be displayed. 
We can select the date range and click on the Load button; the data will come accordingly. 
From here the head cashier can upload the Cheque status that was pending. 
[image: ] 
Step 3: 
The Cheque status has three drop down list from which the head cashier will select any of them. 
Suppose the user has selected Realized; then the user has to enter Realized/Bank Date accordingly. 
Then we have to select from the Check Box for which the head cashier wants to upload the Cheque status. 
 
 
Click on the save button. 
 
  
Cheque Clearance Details saved successfully. 
 
Payment Remittance: 
Step 1: 
By clicking on “Payment Remittance”, The below page will be displayed. 
Select on pending, the payments that are pending for approval will come here. 
The user has to click on Approve.  
 
Step 2: 
By clicking on Approve, the below page will be displayed. 
 
  
 
The user has to scroll down a little. 
The payments which were requested for Cancel from the Cashier will come here for Approval/Reject. The Head Cashier will either Approve/ Reject. He has to put some reason as shown in the below screen. 
The payments which are approved by the Head Cashier will come here. 
 
 
The user has to click on Approve Payment. 
Click on Ok. 

  
Bank Guarantee: 
Step 1: 
By clicking on “Bank Guarantee”, The below page will be displayed. 
We have to select From Date and To Date and click on Load button. 
The list of security deposits of the consumer comes for different Payment Type like Change Request, New connection.  
Along with that Valid date and Expiry date will also come.  
On clicking New. 
 
 
 
ASD: 
Step 1: 
By clicking on ASD, The Additional Security Deposit Page will be displayed. 
Enter the consumer ID; Click on the Search button. 
Consumer Details are auto filled. 
His previous security deposit details are also auto filled along with their receipt date and receipt Amount. 
 
 
 
Scroll down a little 
 
  
 
 
On clicking the hyperlink as mentioned above. 
Enter the necessary mandatory fields like receipt number, receipt date etc. 
Enter the security deposit amount, Enter appropriate remarks.  
Attach some supporting documents, Scroll down a little. 
Click on save.  
 
Click on the below hyper link shown in the below page to update the security deposit amount. 
Balance deposit amount will be auto fetched. 
Enter Appropriate remarks. 
Click on Save. 
Additional security deposit receipt will be downloaded in the pdf format. 
 
Security Deposit Correction: 
Deposit Entry: 
Step 1: 
By clicking on “Deposit Entry”, The below page will be displayed. 
In the Consumer Details, enter the consumer ID and click on search button. 
Consumer Details and Existing Deposit Details get auto fetched. 
In the Deposit Details, we have to fill all the mandatory fields like Receipt No., Receipt date, Amount etc. 
 
 
The user has to scroll down a little. 
We have to attach the document from the document list as it is a mandatory field. 
Click on Save. 
The amount will be deposited for this consumer. 
 


Sub Cashier Mapping
Steps to map a MR to a sub-cashier:
From the Cashier or Sub Division Manager credentials, the user has to click on the Collection Module 
From there the user has to click on Sub cashier mapping
The user will be directed to the below page; from where the user can see the list(details) of sub cashier which were mapped from their IDs  
The user has to click on the New button in the top right corner 



On clicking the New button, the user can see the floating page on the screen as shown below 
From where the user can map a MR to a cashier; From the Cashier text box, the user can select the cashier from the drop-down list and from the Sub- Cashier text box, the user can select the particular MR that has to be mapped 
The user has to select the Effective from date and enter the maximum cash limit
Finally, he has to click on the Map button



This below message will come on the screen to confirm that the sub cashier mapping has been done successfully



Steps (Mobile app Collection from the MR credentials):
The user has to log in with the MR credentials that was mapped
Before starting the collection process, he has to master data sync and connect the Bluetooth printer with his device
From the Home page, the user has to click on the Menu button and click on Collection
Then the user has to click on Download to download all the installations for collection
The user can see a message of download successful

                                                                                  

After download the user has to click on collection
Then he has to select the installation for collection and click on proceed
The user has to enter the payment and click on pay
Then the payment process will be completed, he can print the receipt 
From the Menu, the user has to click on Payment sync/ Day end 
Then he has to sync all the collection details (if internet is on then the sync process will be automatic) and do the day end after he performed all his collection activities 

                                                                                                                                  

Steps (Complete approval process):
From the web application, the user has to log in with the credentials of the MR 



From the Collection module, he has to click on Payment Approval request
From the Allocated device option, the user has to select the MR code as shown below and click on Search button



If the MR wants to cancel any payment done (site collection), then he can select that particular payment and enter some reason (for cancellation) and click on submit
The user has to click on yes to raise the request for cancellation of that particular payment



Or if the MR don’t want to cancel any payment, then he can straight scroll sown and select the green colour option (Initiate request for approval)
Once clicked the user can find the floating page on his screen that whether he wants to raise a request for approval or not



The user has to select the Yes, raise request option for approval from the cashier 



From the Cashier log in (Web application), the Cashier has to select in Collection tab
From there, the cashier has to select on Payment approval request
The user has to select the Mobile counter as he wants to sent the payments of site collection to the head cashier for approval
Allocated device should be selected as shown below and search button has to be clicked




The cashier will be able to see the payments that came for approval and cancellation approval
On clicking the Remove button (red colour), the cashier can remove the payment from the cancellation and both the requests will be sent to the head cashier for approval
At last the cashier has to click on Initiate Request for approval to raise the request of approval to the head cashier



From the Head-Cashier log in (Web application), the Head-Cashier has to select in Collection tab
He has to click on Payment Remittance as shown below
He has to click on the Mobile counter
From the Pending section, the user can find the collection receipts 
The user has can click on the reject option if he wants; then those payments will again come in the cashier page for approval pending
The user has to click on Approve for the further process



The Head-cashier will be able to see the payments that came for cancellation request and normal requests for approval
From there the user can Approve or Reject the cancellation request by entering some reason as shown below
Finally, the Head cashier has to click on the Approve payment (in the below)




Once done payment will be approved successfully and the process gets end here 




Part Payment Request
Steps:
From the Sub div manager (AEE) log in, the user has to click on Collection module 
Then he has to Click on part payment 
The below page will be directed where the user can see the details of the part payment requests made in the selected date range


The user has to click on New button (in the above page) to make a part payment request
The below page will arrive
From there the user has to enter the Consumer ID for which he wants to make an part payment request
Then the user has to click on the Load Button 
The consumer details will be auto populated 
Eligible amount of part payment will be auto fetched which will be of some percentage of the total current balance (net bill amount)
Then the user has to enter some remarks 
The user has to scroll down 



Then the user has to upload some mandatory supporting document that why he wants to make a request for a part payment 
The user has to attach at least one Document to proceed for the further steps  
Then the user has to click on Choose Action >> Save 
Part payment request will be submitted successfully 


The request is submitted successfully and now it is pending for approval 


Note: Validations that are implemented to make a part payment 
Part payment request will be created by the SDO(AEE) that is through Subdivision manager log in  
Part payment will be calculated on the net bill amount (which is shown as particulars in the below table)
The below table shows the rules that we have implemented for part payment 
	SL NO
	Particulars 
	%
	Creator
	Approve 

	1
	     0 To 1lakh
	40
	 AEE
	 AEE

	2
	       1Lakh To 3Lakh
	30
	 AEE
	AEE & EE 

	3
	     3Lakh To 5Lakh
	25
	 AEE
	EE & SE 

	4
	 5Lakh To 10Lakh
	25
	  AEE
	EE & SE & CE 

	5
	 10 Lakh and above
	20
	 AEE
	EE & SE & CE  & DD OR CMD



As the part payment was made on the net bill amount more than 10 lakhs; so, first EE has to approve then SE; then CE and then finally DD or CMD has to approve
Approval will be done from the work flow module from their respective log in credentials  
Logic is shown above 
Payment Steps:
Now from the cash counter the user will be going to make the payment 
From the collection module; the user has to click on My Counter to open the counter 

On Clicking Payment, from the Bill payment, the user has to enter the respective consumer ID and click on Search button
Consumer name, Consumer ID and Net amount gets auto fetched
The user has to click on Proceed for next steps 


Thus, we can see the Min payable amount is showing the estimated amount which has been calculated after part payment approval, the user cannot enter less than this amount. Then he has to click the submit button to make the payment. The payment methods can be Cash, cheque, DD or RTGS. After the payment done the head cashier has to do the payment remittance
The process is going to be same in the mobile cash counter.

 Consumer Management: 
Consumer History: 
Step 1: 
By clicking on “Consumer History”, The below page will be displayed. 
In the Consumer details, we have to enter the consumer ID and click on search. 
All the details of that consumer will be auto fetched. 
 
The first tab shows the complete consumer details as marked on the below page. 
Here we get the basic information of the consumer like his name, category, sanction load, administrative hierarchy, mobile number and many other things as shown below. 
 
Transaction: 
Step 1: 
By clicking on “Transaction”, The below page will be displayed. 
Here we can see the transaction related information of the consumer, for example its current balance for a particular transaction date etc. 
 
 
 
Billing: 
Step 1: 
By clicking on “Billing”. 
On selection of From date and To date; the data will come accordingly. 
We will get all the fields related to the billing related information of the consumer. 
As there were so many columns; so, we could not accommodate them in one single screen; that is why we have given THREE screens. 
We can download the complete excel file by clicking Export ledger Extract as shown below. 

 
Collection: 
Step 1: 
By clicking on “Collection”, The below page will be displayed. 
On selection of From date and To date; the data will come accordingly. 
Here we can see the collection related details of the consumer like payment mode, payment amount etc. 
Three options are given for downloading the collection receipt. 	  
 
 
  
 
Adjustments: 
Step 1: 
By clicking on “Adjustments”, The below page will be displayed. 
Here we will get the adjustments related details, when there is any wrong payment made. 
 
Deposit: 
Step 1: 
By clicking on “Deposit”, the below page will be displayed. 
Here we will get the information related to security deposit amount paid by the consumer. 
 
  
 
Meter Details: 
Step 1: 
By clicking on “Meter details”, The below page will be displayed. 
Here we will get the complete information about the meter.  
  
Change request: 
Step 1: 
By clicking on “Change request”, The below page will be displayed. 
Here, we can see the change request data of the consumer, Like load change, category change etc. 
 
 
 
 
Documents: 
Step 1: 
By clicking on “Documents”, Th below page will be displayed. 
Here, we can see the documents that were attached while performing different activities. 
  
Miscellaneous Demand: 
Step 1: 
By clicking on “Miscellaneous Demand”, the below page will be displayed. 
If any other demand has been charged from the consumer; that information will come here. 
 
Installment Details: 
Step 1: 
By clicking on “Installment Details”, The below page will be displayed. 
If the consumer is paying his bill amount in installments (EMIs); those details will come under this section. 
 
Master Data correction: 
Step 1: 
By clicking on “Master Data Correction”, the below page will be displayed. 
If any changes or updates are performed in the consumer details, those records will appear inside this section. 
 
Consumer App details: 
Step 1: 
By clicking on “Consumer App details”, The below page will be displayed. 
In this section we can see the information related to consumer App like his Mobile number, IMEI No., Application registered date & time etc. 
 

 
Disconnection/ Reconnection: 
Step 1: 
By clicking on “Disconnection/ Reconnection”, The below page will be displayed. 
If the consumer is Disconnected/Reconnected for some reason; those records will come under this section.  
It will include Disconnection/Reconnection date, type etc. 
 
 
Consumer list: 
Step 1: 
By clicking on “Consumer list”, The below page will be displayed. 
As we have logged in with the credentials of the central subdivision manager credentials, we can see the consumers under that particular subdivision only. 
We can search for a consumer by entering the consumer ID or his mobile number etc. as shown in the below page. 
There are other multiple fields by which we can filter out the consumer list according to the selected filters, for example if we select in-service from the connection status; only the in-service consumers will appear in the view page. 
Excel button is given for downloading the list; in the excel sheet we will get more columns. 
Hyperlink is provided for the consumer IDs; on clicking them it will directly enter into the consumer history page of that particular consumer. 
On clicking the Reset button, everything will be refreshed, and the default page will appear again. 
 
 
Consumer Dashboard: 
Step 1: 
By clicking on “Consumer Dashboard”, we will be able to view this page which contains the consumer monitoring dashboard. 
The dashboard will contain the data for the particular subdivision only as we have logged in with the credentials of this subdivision manager (Central subdivision) as shown below. 
The dashboard is showing the total consumer count under that particular subdivision; it is segregated into their connection type (in service, DC_NP, DC_NP(CR), DP_CR). 
We will be able to know out of the total consumers; how many out of them are rural and urban. 
We will get to know how many consumers are unmetered, metered etc. 
We can get the information about the consumer details. 
We can get the total number of consumers segregated against their category type, product type. 
 
 
 
 
New Connection Management System:  
NCMS (New Connection Management System) is the module through which we can give a new electricity connection to a consumer. 
New Application Request: 
Step 1: 
By clicking on “New Application Request” The user will be directed to the below page. 
We will select the date range and click on the Load button. 
All the new connections that were done in the selected date range will appear. 
Along with that their current status is also given. 
From the New button, we can create a new Application Request. 
 
 
 
 
 
 
 
 
 
 
 
Step 2: 
By clicking on “New” button, the below page will be displayed. 
The user needs to fill all the mandatory and non-mandatory (if needed) active fields in the new service registration and applicant details page. 
The mandatory fields are marked by Red Asterisk*. 
 
We have to fill in all the mandatory and non-mandatory fields shown on the below page. 
The mandatory fields are marked by Red Asterisk*. 
After filling in all the necessary items, the user must click on ADD button. 
 
After clicking on ADD, the Application request will be added below. 
Then the user has to click on Choose Action. 
Then click on the Save button. 
New application requests will be successfully saved. 
 
The Applicant details will appear in the screen, on clicking the PDF button as shown below; it will be downloaded; from where we can view the complete Applicant Details. 
 
The New Application request will be now pending for field verification (Status)as shown in the below page. 
 
 
From the cancel button, the user can reject the new connection request also. 
 
Field Verification: 
Step 1: 
By clicking on “Field Verification”, The below page will be displayed.  
On clicking the date range and clicking on the load button; all the list of Application Request will come. 
In the status field, if it is Pending for Field Verification, we have to click the Action button to proceed further. 
 
 
 
Step 2: 
Once we click on the Verify button, The Applicant details are auto fetched as shown below. 
Once we scroll down; the complete field verification page appears. 
The user needs to enter the nearest consumer ID. 
We have to select the feasible button to proceed further, if we select the non-feasible then the NCMS process cannot proceed further. 
The user has to enter all the mandatory and non-mandatory (if needed) active fields.  
Finally, we have to click the verify button.  
 
 
 
 
 
From the document details, we have to select the necessary documents and attach them. 
 
After the attachment, All the documents will be uploaded mandatorily. 
Then click Choose Action. 
Then click on the Save button. 
 
These are the mandatory documents that we have to attach; shown below. 
 




Once everything is done the status comes as pending with estimation. It is shown below. 
There is an Action button to visit the verification details. 
From the cancel button we can reject and the NCMS process will not go further. 
 
Estimation: 
Step 1: 
By clicking on “Estimation”, The below page will be displayed.  
On clicking the date range and click on the load button; all the list of Application Request will come which are Pending with Estimation. According to the date filter selected, the data will come. 
In the status field, if there is Pending for Estimation; we have to click the Action button to proceed further. 
 
 
By clicking on “Action” button, the below page will be displayed. 
We will be directed to this below page.  
Click on the Action button to proceed for the Estimation process. 
 
 
By clicking on “Action” button. 
From the Estimation Details section, Estimation Auto generation number will be auto fetched. 
From here we have to enter all the mandatory and non-mandatory (if needed) fields.  
Basically, from here we have to add the items(materials) which are needed for a new connection. 
 
 
After adding items(materials); the calculated amount will come under the Calculated Amount Details section as shown below. 
Click Choose Action and then click Save. 
 
 
 
From the Estimation page, the applicant will come for approval. 
Higher authority will approve it from the workflow management. 
 
 
 
 
 
After approval, it will go to the pending with payment(status) as shown below. 
 
Step 2: 
By clicking on “Action” button, you need to Scroll Down. 
The user can click on Demand Generate Note.  
A PDF will be downloaded and then from there the user will get an application Number. 
With the Application Number, the payment has to be done from the counter. 
Once the payment is collected by the sub-cashier, the Head cashier will approve it. 
 
On clicking the Click here to upload deposit work amount 
 
If the consumer pays from the Head Accounts, then the UTR number given by the bank will be uploaded here. 
Enter date of payment. 
We have to enter appropriate remarks. 
We have to attach the counter-foil receipt given by the bank after payment. 
The amount to be paid will be auto filled. 
Click on Save. 
Everything is shown below. 
 
 
By the two processes mentioned above we can do the payment. After payment done, the applicant Will be pending with the power sanction: 
 
 
• 
• 
• 

Power Sanction: 
Step 1: 
Click on “Power” Sanction, the below page will be displayed. 
On selecting the date filter the list will come accordingly. 
Applicants who are pending with CR and Power Sanction will come under this list. 
By clicking the Action button, we can proceed with the process of Pending with Power Sanction. 
 
Step 2: 
The below page will be displayed.  
From here there is an option to view the Applicant details as marked on the below page. 
 
 
By clicking on “Click Here”, we can view this Applicant details page. 
 
Work order/ power sanction details will be auto fetched. 
Finally, we have to click on Choose Action. 
Then click on Save. 
 
 
 
 
 
 
 
 
The order for the new connection is downloaded in pdf format; it is shown below. It is also known as a power sanction certificate. 
 
Step 3: 
After that the applicant will be pending for the meter calibration as shown in the below page  
 
By clicking on “Download” button, the same power sanction certificate will be downloaded as mentioned above. 
On clicking the Action button, we will get to see the Applicant and power sanction details.  
From the View History, the user can see date/time, when the power sanction activity was performed. This is the same for all the steps of NCMS. 
 
Meter Calibration: 
Step 1: 
By clicking on “Meter Calibration”, The below page will be displayed. 
On selecting the date filter, the list will come accordingly. 
Applicants who are pending CR and Meter Calibration will come under this list. 
By clicking the Action button, we can progress with the process of Pending with Meter Calibration. 
 
 
 
 
   
 
Step 2: 
By clicking on “Action” button, the below page will be displayed. 
Applicant details and estimation details will be auto filled as shown below. 
In the connection status, we have to click on the Add Meter Details to add the meter details for a new connection. 
 
After clicking, we have to scroll down. 
From the Meter Document details section; we have to attach Meter Test Report, though it is not a mandatory field. 
 
 
From the Meter Details section, we have to enter all the mandatory fields. 
The first few mandatory fields will be auto filled like Connection number, Product Type, Meter Phase etc. 
Click on verify, Click on Choose Action. 
Click on Save. 
 
Step 3: 
After saving the Meter details, the Applicant will be pending with CR in the Meter Calibration view page. 
By clicking on “Action” button, the user can view the meter calibration page which has been filled in the previous step. 
From the View history, the user can see the Date/time, when the Meter Calibration process is done. 
 
 
CR/ Service Certificate: 
Step 1: 
By clicking on “CR/ Service Certificate”, The below page will be displayed.  
On selecting the date filter the list will come accordingly. 
Applicants who are Pending with CR will come under this list, along with that those Applicants will also come for which CR has been completed. 
By clicking the Action button, we can progress with the process of CR completion. 
 
Step 2: 
Click on the Verify Button as shown on the below page. 
 
 
 
The User has to scroll down a little. 
All the Connection Information of the Applicant will be auto filled. 
Click on the Next button to proceed in the next tab. 
 
 
All the Area-related details of the Applicant will be auto fetched. 
Click on the Next button to proceed further. 
 
 
 
 
 
 
 
 
All the Meter details of the Applicant will be auto filled. 
Click on the next button to proceed further. 
 
Amount Details will be auto fetched. 
Click on the Next button to proceed further. 
 
Finally, we have to click on Other Details. 
Fill the Mandatory fields. 
The user needs to select the Group Name from the Drop down. 
Click on Verify. 
Click on Choose Action. 
Click on Save. 
 

• 


Step 3: 
The Applicant will be pending for Approval as shown below. 
Approval will be given by the higher Authority from the Workflow module. 
From the Action button, user can view the details in the CR completion page. 
Download button is given to download the Service certificate. 
 
 
Once verified and approved; service certificate will be generated for the Applicant and will be downloaded in the PDF format. It is attached below. 
[image: ]
121106240060_Com pletionReport.pdf
Consumer Request: 
Step 1: 
By clicking on “Consumer Request”, The below page will be displayed. 
After clicking the Date range, select load button, The data will come accordingly. 
In this module we can get the list of consumers for which Change Request has been performed. 
From the status, we can find which of them are pending for approval and which of them are incomplete for change process. 
For the incomplete ones there is proceed button. 
 
Step 2: 
On clicking, the user will be directed to the Change Request page. 
From there we have to complete the Change Request process. The complete process is described in the Change Request Module. 
Once done it will for pending for approval; approval will be done from the Higher authority from the workflow module. 
Change Request

Change Request is a part of NCMS (New connection management system). From here we can change the sanction load of a consumer. Name change, Category change, Phase change can also be performed from this module. These changes require money which we have to charge from the consumer. That estimation amount is also calculated from this module.  
 
Step 1: 
By clicking on “Change request”, The Application change request view page will be displayed. 
We have to select From date and To date and click on Load button. 
We will get the list of consumers for which the change request process has been performed. 
Eye button is there to view the CR estimation page. 
Edit option is there to make any change in the CR estimation. 
We can also view the history of CR as shown in the below page. 
The new button is there to perform CR for a new consumer. 
 

 
By clicking on “New Button”, The CR Estimation page will be displayed. 
We have to enter the consumer ID and click the search button. 
All the consumer details will be auto fetched. 
Step 1.1: 
From the Consumer Request type, we have selected the Load change.  
Previously, the SL was 1kW; now we changed it to 4 KW. It comes under the Load change section as shown below. 
 
The consumer could have paid some money for security deposit previously; so, from the link Click here to update security deposit; we have to enter the previous security deposit amount, receipt number, date, payment mode etc. Then we have to attach a supporting document. Once we have done it, we will click on the upload button. Then finally we will save it. The complete process is shown below. 
 
 
After that when we click the Deposit verified button in the green color, the amount we had entered previously for security deposit will be auto fetched in the precious deposit amount field. The new deposit amount was already auto fetched there as it depends on the sanction load. Thus, the final payable security amount will be calculated automatically. It is shown below. 
 
 
 
 
Estimation for change process will be automatically fetched. It is shown below. 
 
Finally, we have to attach three supporting documents and click on the save button.  
 
 
 
 
Change Request is a part of NCMS (New connection management system). From here we can do the Meter Change of a Consumer. 
Step 1- By selecting Meter Change from the Consumer Request Type drop-down box as shown in Fig 1.1.










Fig 1.1- Selecting Meter Change from dropdown list.

Step 2- After selecting the Consumer Request Type, now from the Material Type drop-down box we can select the type of material say for example “Meter” as shown in figure 1.2.

Fig 1.2- Selecting of Material Type for Meter Change.

Step 3- After selecting the Material Type, as “Meter” from the drop-down list- Item name, 
Procured by and Quantity required needs to be added as per requirement as shown in fig 2.3.

 Fig 2.3- Addition of Item Details.
Step 4- Estimation for change process will be automatically fetched, as shown in fig 2.4(a) and fig2.4(b).

Fig 2.4(a)- Estimation details.

Fig 2.4(b)- Calculated Amount details.
Step 5- After fixing the Estimation details, the next step is uploading of necessary documents and then from the Choose Action button just save the CR estimation for meter change, as shown in figure 2.5.

		Fig 2.5 Documents attached and Save button.
Step 1.2: 
Now let Consumer request type as category change 
 
Note: If we want to select the product type as HT or EHT; then it is not allowing us, as the consumer is of CLT category so if we want to change from LT to HT then we have to select category/Load request type from the Consumer request type section. The pop up is attached below. 
 
 
So, we proceeded further by selecting product type as LT. 
In the Category type there are multiple drop-down options, from there we have selected category type as DLT. 
Then we entered the previous deposit amount and payable security amount is auto fetched. The entire process of doing this was shown in the previous case. 
Estimation amount under the Estimation for change process will be calculated automatically as shown below. 
 
Finally, we will attach three supporting documents.  
Click on the save button, our CR request process will be completed.  
 
Step 1.3: 
Now let Consumer request type be Category/ Load.  
So automatically category change and load change will be auto selected. 
Note: Now as the consumer is of the CLT category; so, if we want to change its product type to HT and EHT then we will also have to select Meter change from the Change required section as shown in the below page. 
 
 
If we don’t select the Meter change and opt for HT or EHT from the product type; then this pop will appear on the screen, it is shown below. 
 
 
So, we will continue further by selecting product type as LT and category as DLT. 
Payable security amount is calculated automatically. 
 
 
The amount for estimation changes process will be auto fetched. 
[image: ] 
 
 
Finally, we will attach three supporting documents. 
Click on the SAVE button and our CR process will be completed. 
 
 
Step 1.4: 
Now let consumer request type be name change 
Now under the Name change, inside the Change Type, there are two drop down options as shown. We have selected the first option.  
 

We have to fill in all the details as shown below. 
We can fetch the previous deposit amount as shown in a previous case and accordingly payable security amount will be auto fetched. Application fee of 200 rupees is charged. 
 
Estimation for change process amount will be calculated and auto fetched as shown below. 
Then we can see the amount details comprising of the estimation cost and security deposit. 
 
Finally, we have to attach three supporting documents. 
Click on save and our CR process will be performed. 
Step 1.5: 
Now we can select consumer request type as CT PT SET change. 
Note: This change process will only be applicable for the HT consumer, so we have to take an HT consumer to continue our process. 
We have to fill all the mandatory and non-mandatory (if needed) from the CT-PT set change section as shown below. It includes the type of CT-PT set, CT Ratio, PT Ratio, MF etc. 
From the service connection and other charges payable security amount and Application fee will be auto fetched. The process to update deposit amount was shown previously. 
 
From the Material details section, we can add materials if needed; for example, a material type of 132kv hardware is added as shown below. 
Once we select the material type, material code/name, other mandatory details, unit of material and quantity; automatically item price will be auto fetched. 
 
Then the complete estimation amount for the change process will be calculated. 
 
 
Finally, we will attach three supporting documents. 
Click on save; our estimation process will be completed.  
 
Note: For all the change request process; after saving it will go to the payment pending list. Once payment is done; then it will go to the pending for approval list. After that higher authority will approve the change process from the workflow; then finally the status will show as approved. 
Note: During load change, For the DLT type consumer when we want to increase the Sanction load by more than 5 KW then it will also ask for the phase change as shown below. Like for CLT the range is up to 50 KW. 
 
 
Note: For the DLT; even after adding the phase change also, if we want to increase the load over 50 KW then it will not accept. It will tell us to choose a category/load type request. 
 
[image: ] 
 Step 2: 
By clicking on “View “button, The CR estimation page will be displayed. 
It contains lots of details, as it could not be accommodated in a Single Page, it has been shown in the next Three pages. 
At the end we can click on generate note and CR estimation details pdf will be downloaded. 
[image: ]
1000778680_CREsti
mation_Details.pdf 
Once payment is done for the CR estimation through cash counter. 
After that from the workflow it will be approved by the higher authority and the status will be approved. 
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Step 3: 
By clicking on “Edit” button, The CR Estimation page will be displayed. 
From here we can make any changes or update if required. 
Edit option will only be available when the status is pending for payment. 
Once payment is done; it goes for pending for approval. 
The output is shown in Three pages. 
After editing, we have to select Choose action. 
Click on the Save button. 
 
[image: ][image: ][image: ] 
  
Step 4: 
By clicking on “History” button, the below page will be displayed. 
It is showing the User who created this CR and also the date when it was created. 
[image: ] 
 
 	 	
Contractual Agreement: 
Step 1: 
By clicking on “Contractual Agreement”, The below page will be displayed. 
Enter the consumer ID and click on search. 
The consumer Details will be auto fetched. 
From this module, we can change the contract demand of the consumer for a particular period of date range. This is done at the consumer’s request. 
We have to enter the contractual load. 
We have to enter the contractual date range in which the contractual load will be applicable. 
The user has to attach the contractual document. 
[image: ] 
Finally, we have to click on Choose Action. 
Click on Save. 
Final approval is done by the higher authority from the workflow module. 
[image: ] 
Meter Management: 
 
Meter Management module contains two sub modules Meter Change (Defective) and Meter Testing. If the old meter of the consumer gets damaged or becomes defective; then we must change the meter from this module. Not only that we can also perform meter testing here. 
Meter Change (Defective): 
Step 1: 
By clicking on “Meter Change”, The below page will be displayed.  
Here, we have to enter the Consumer ID for which we want to perform the meter change and click on Search button.  
The old meter details get auto fetched as shown below. 
[image: ]
Then from the “New Meter details” section we have to enter the mandatory and nonmandatory fields as we need. 
If we select YES from the field “Is defective”; then average consumption units are calculated for that defective meter for the number of days, it remained defective. 
Final KWH reading should always be greater than ledger FR. 
From the full scale/number of digits, we can select only 5 or 6 number of digits. 
After filling in all the details of the new meter, we have to click Choose Action. 
Click on Save button. 
Then from the workflow module, higher authority will approve the Meter change. 
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Meter Testing: 
Step 1: 
By clicking on “Meter Testing”, The below page will be displayed. 
For performing Meter testing request for a particular consumer; we have to click on Request Meter Testing. 
In the below list, we can view the list of consumers for which meter testing request has been performed. Some are pending for payment and for some meter report is completed.  
Action button is there, it will be described later. 
From the Demand note download icon; we can download a demand note, it will be shown later. 
[image: ]

Step 2: 
By clicking on “Request Meter Testing”, The below page will be displayed. 
From the Search Consumer ID section, we can enter a Consumer ID and click on the search button. 
All the applicant details will be auto fetched for which we want to perform the meter testing. 
[image: ]
From the “Enter Details” section; there are 4 drop down options under the Meter Testing Reason field. 
From the 4 options; the user needs to select any one of them as required. 
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Then we have to attach a supporting testing document. 
Enter relevant remarks. 
Click on save button. 
After that the status will come as pending for payment.  
[image: ] 
Once we click on the Demand Note Icon (in the view page); demand note with Application ID is downloaded. It is shown below. 
We have to go to the counter and use that application ID to pay the amount for meter testing. 
[image: ] 
Once payment is done from the counter and approved by the Head Cashier. 
The status changes from Pending for payment to Payment completed. 
Then we have to click the Action button to enter the meter testing results. 
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Step 3: 
Once we click the Action Button 
From the Removal Details section, we have to enter the KWH reading, KVAH reading and other mandatory details as shown in the below page. These are the readings recorded from the meter when the meter tester went to check. 
[image: ] 
 
Now after testing, the meter tester will enter his testing results in the Meter Testing Details section. This includes the KWH and KVAH readings, along with that he has to enter the other mandatory fields as shown below. 
He has to enter the testing completed date, testing status and testing remarks. In the testing Status he has to select pass otherwise the fixing details section will not appear below. 
[image: ] 
From the Document Upload section, we have to attach a testing attachment. 
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In the below page we are showing the testing results received by the fixing team from the Test center. The testing team will have to enter these below details before submitting them to the Fixing team.  
[image: ] 
 
 
In the Fixing Details section, the fixing team will enter the KWH, KVAH reading and the mandatory fields after fixing. 
The testing units will be auto fetched as shown below. 
The user has to click the save button. 
Note: The removal KWH reading should be greater than the recorded KWH reading 
Note: The removal KWH reading should be equal to the meter testing recorded KWH reading  
[image: ] 
Click on the save button, Meter repair details are saved successfully. 
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In the view page the status becomes Meter Repair Completed. 
From the eye button, we will be able to view the Meter Testing Detail page. 
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SRTPV (Solar Roof Top Photo Voltaic) Onboard
Step: 1
Log on to the UBS Application. We have used AEE (Sub division Manager) credential to Log in. AEE (Sub division Manager) is used to access to a whole sub division, For example Mawprem, Central, Mairang etc. The AEE (Sub division Manager) log in can be switched from the Super Admin log in or we have to create a new user from the user management.
Step: 2
SRTPV Onboard 
After logging in through the Manager Sub-division, click on to the “Meter Management module”, and then click on to the “SRTPV Onboard” sub-module for onboarding a particular consumer.
[image: C:\Users\sumit.paul\Pictures\Screenshots\SRTVP.png]Enter the consumer id and then click on the “Search” button, the “Old Meter Details” will appear as shown in the figure below.

After entering the consumer id, know we need to enter the “SRTPV Details”.
And now from the “Generation Meter” section two cases will arise whether the consumer wants the existing meter as Generation Meter “YES or NO”
Case1: IF selected “Yes”
[image: ]All the details regarding the existing meter will appear on the screen, we need to just enter the ‘Final KWH’ and the ‘Final KVH’ as per requirement and then enter the “Remarks”. As shown in the figure below.

Case2: IF selected “No”
We need to select all the meter details as per requirement and then enter the “Remarks” as shown in the figure below.
[image: ]

[image: C:\Users\sumit.paul\Pictures\Screenshots\Screenshot (128).png]The next section is about the “Bidirectional Meter” where we have to enter the meter details as per the requirement along with the “Initial Import KWH-KVH and Initial Export KWH-KVH” and the “Remarks”, as shown in the figure below.

After entering the details for ‘bidirectional meter’ know we need to upload the necessary documents from the “Documents Details” section.
After the document is successfully uploaded now we can “SAVE” the application by clicking on the “Choose Action” button.
After the application is saved, we need to go to the “Work Flow” module and from the approval inbox we need to approve the SRTPV application.
Step: 3 
Bill Generation
After approving the SRTPV application, the next step is to generate a bill through “Bill Generation” from the ‘Billing’ module.
[image: C:\Users\sumit.paul\Pictures\Screenshots\Screenshot (132).png]




Disconnection & Reconnection: 
Outstanding list: 
Step 1:
Click on the Outstanding list.  
Select the Administrative hierarchy (Zone, circle, division, subdivision). 
Enter the Outstanding amount range. 
Enter other details as shown in the below page.  
Click on view report.   
[image: ]The consumer list with their outstanding amount and other details according to the selected filters will be downloaded in the excel format. 
 
  
Disconnection: 
Step 1: 
By clicking on “Disconnection, the below page will be displayed. 
On selecting the subdivision, from date, to date and other necessary filters; we can view the list of disconnected consumers accordingly. We can also download the excel file. 
A new button is there to perform the disconnection process for a consumer. 
  
[image: ] 
  
Step 2: 
By clicking on “New Button”, The below page will be displayed. 
On entering the consumer ID for which we want to perform the disconnection; all the details of the consumer get automatically visible. 
We have to enter Disconnection type; whether it will be DC_NP or DC_NP(CR). DC_NP denotes Temporary Disconnection due to non- payment and DC_NP(CR) denotes Temporary disconnection on consumer request. 
We have to enter the Disconnection at: whether it will be at meter or at pole. 
We have to enter the Final reading shown in the meter. 
Finally, we have to enter the Disconnection date. 
For the document upload: We have to attach three files (supporting documents for disconnection). 
Press the SAVE button.  
Consumer will be disconnected (DC_NP is only possible if the due amount of the consumer is greater than 0) 
Approval from the higher authority will be done from the workflow module. 
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Reconnection: 
Step 1: 
By clicking on “Disconnection”, The Reconnection view page will be displayed. 
On selecting the subdivision, From date and To date; the list of consumers will become visible in the reconnection view page. The list can be downloaded in excel format. 
From the status column: Those which are pending for reconnection can only be reconnected; rest of them are already reconnected. 
Suppose we want to reconnect a consumer we have to click on the action button as shown in the below page. 
[image: ] 
 Step 2: 
By clicking on “Action” button, the below page will be displayed. 
We have to fill in the reconnection details.  
Click the Choose Action >> Save.  
Consumer will be reconnected; but final approval is needed; it will be done from the workflow module. 
Consumer will not be reconnected until his all outstanding are clear. If the consumer is reconnected within one month, then reconnection charge is not applicable else, he has to pay the reconnection charge. This all payments will be done through the cash counter.  
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 PD Request: 
Step 1: 
By clicking on “PD Request”, The PD request view page will be displayed. 
Here, we can see the list of consumers for which permanent disconnection request has been made. 
From the status column, we get to know that for some of them billing has not been done yet and for some of them PD is completed, for some cases PD request can also be rejected. 
From the New button in the top right corner, we can send a request of permanent disconnection for a new consumer. 
Before permanent disconnection of a consumer, one thing has to be ensured is that billing should be done, and all the dues should be cleared.  
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 Step 2: 
By clicking on “NEW” button in the top right corner, the below page will be displayed.  
On entering a consumer ID, and by clicking on the search button; all the details of the consumer will come.  
In the PD details, we have to enter the PD request date and the reason for permanent disconnection. 
From the document upload, we have to attach three documents. 
Click on Choose action >> Save. 
After that our PD request will be approved by the higher authority. It will be done from the workflow module. 
After approval our PD request will be done but PD will only happen after the final bill is made. 
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PD final bill: 
Step 1: 
By clicking on “PD final bill”, The PD final bill view page will be displayed. 
Enter the date range and click on the LOAD button.  
The list of consumers will be viewed for which the PD final bill is still pending. 
From the billing module, we have to make their bill and from the collection module we have to collect all the previous outstanding amounts, current bill amount and the disconnection charges if required. 
The action button is there to proceed further. 
 
[image: ] 
  
Step 2: 
By clicking on “Action” button. The below page will be displayed where we will get the Field Report details. 
The field report details will be auto fetched once the bill is made and collection is done. 
Click on Choose Action >> Save. 
Approval to be taken from the workflow module. 
It will straight go to the bill completion page and status will be Bill is completed.  
 
[image: ] 
 
PD Completion: 
Step 1: 
By clicking on “PD Completion”, The PD completion request view page will be displayed. 
Enter the date range and click on the Load button. 
We will get the complete list of consumers for which PD final bill is pending, PD is completed and PD completion pending. 
We have to click the NEW button. 
 
[image: ] 
   
 
 Step 2: 
By clicking on “New”, We have to enter the consumer ID for which the complete process of PD before PD completion is done. 
Automatically the consumer details will be auto fetched. 
We have to enter remarks and save. 
[image: ]PD completion will be done; final approval has to be taken from the higher authority from the workflow module. 
 
 
SBD Management
The SBD Management Module simplifies the management of Spot Billing Devices, ensuring efficient allocation and organization. The module consists of three sub-modules:
Device Registration
The User Device Allocation sub-module enables you to allocate registered devices to specific users.
By clicking on “Device registration”, The below page would be displayed.
Select the Dropdown’s Sub-division, Mobile NO, Asset ID, IMEI No, Modal Type, GPRS Sim No and Status followed by “Red Asterisk Mark (*)” is a mandatory field and the data must be Compulsory.
Click on the Save Button to save the Device for Sub-division or the user can reset the details and update the same.

[image: ]

User Device Allocation
Navigate to User Device Allocation from the main menu. Select a user and allocate a registered Spot Billing Device to them. Track which user is responsible for each device. By clicking on “User device allocation”, The below page will be displayed.
The user can allocate and deallocate the devices.
When the User Clicks on the Device Allocation, the User Device Mapping Page Will Open.
Select the Dropdown’s Sub-division, Username, Asset ID, IMEI No, Allocation from Date and Allocation to Date followed by “Red Asterisk Mark (*)” is a mandatory field and the data must be Compulsory.
Click on the Allocate Button to save the Device for Sub-division or the user can reset the details and update the same.
User can search User Login Name, Username or Asset ID to check the Deallocation of the device and View history of Meter Reader.
The user can Deallocate the device by clicking the action button in the fields given in the table.
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User Meter Reader (MR) Allocation
The User Meter Reader (MR) Allocation sub-module allows you to assign Meter Readers to specific users. Facilitate organized meter reading operations by assigning specific Meter Readers to users. Enhance accuracy in data collection and billing processes.
Click on Masters. – Click on User MR Allocation.
Select the Dropdown’s Sub-division, User Login Name, Asset ID, IMEI No, Allocation from Date, Allocation till Date, MR Code/Name, Reading from Date, Reading to Date, Cash Limit and Operating Type followed by “Red Asterisk Mark (*)” is a mandatory field and the data must be Compulsory.
Select Operating Type by selecting Check Box needed. (*NOTE: Billing and Bill Collection cannot be selected at a time).
Click on the Save Button to save the Device for Sub-division or the user can reset the details and update the same.
User can search User Login Name, Username, MR Code or Asset ID to check the details of the MR Allocation, also can update the requirements (from the Action button) and Deactivate the Meter Reader. Excel button is given to download the list in the excel format.
The user can Deactivate the device by clicking the action button in the fields given in the table.

[image: ]

Consumer Tracking:
The user must click on the Consumer tracking after clicking on the SBD management.
The user will be landing on the Locate-consumer (GIS) tracking page.
Then the user must select the MR Code from the drop-down options as it is a mandatory field, the user also has to select the Reading date and category etc.
Then the user must click on the Load button.
Total Billed installations, total Billed DTC will be shown according to the filter selected.
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MRs Performance:
The user must click on the MRs Performance after clicking on the SBD management.
The user will be landing on the MRs Performance page.
Zone, circle, division, sub-division will be auto populated.
Then the user has to select the MR Code and the date range.
Then the user has to click on the Load button.
All the details related to the MR performance will appear in the view section like its reading date, number of consumers for which billing has been done, bills distributed, start time and end time, battery percentage(start), battery percentage(end) etc.
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Device Tracking
The user must click on the Device tracking after clicking on the SBD management.
The user will be landing on the Locate-Device (GIS) Tracking page.
Zone, circle, division, sub-division will be auto populated.
Then the user has to enter the office code, MR code, Date (mandatory field).
Then the user has to click on the Load button.
The user will see the MR name, Mobile No., MR code, Sum of receipts, IMEI, last sync date.
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Then the user has to click on View Map as shown below
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Map screenshot is given below.
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Then the User has to select the Collection as shown below.
Zone, circle, division, sub-division will be auto populated.
Then the user has to enter the office code, MR code, Date (mandatory field).
Then the user has to click on the Load button.
The user will get the MR name, MR code, Sum of receipts, MR sync date/time.
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Then the user has to click on View Map as shown below
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[image: ]Map screenshot is attached below.

MR to MR Reliever Allocation
By clicking the MR-to-MR Allocation; the user will be landing on to this Reliever Allocation Details page.
Action button is there to edit any change if required in a reliever allocation.
Click on the New button.
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The user will be landing on this Reliever Allocation page.
From here the user has to enter all the mandatory fields like reliever name, asset ID, MR code, reading from date, allocated MR, IMI No., reading to date.
Then he has to click on Save
[image: ]

[bookmark: _Hlk222146000]MIS reports: 
BIP Report – Description & User Flow
The BIP Report form under MIS Reports provides categorized access to various operational, billing, revenue, audit, vigilance, and statutory reports.
Reports are grouped under multiple tabs such as:
Billing/Meter Status
Others
Migration Data
Revenue
Prepaid
Energy Audit
Annexures
NCMS
NPP and IPDS
Vigilance
Annexures Mismatch
Each tab contains multiple radio-button-based reports. Users can select a specific report and generate it based on required input parameters.

Billing / Meter Status Tab
This tab contains reports related to billing activity, meter reading status, billing cancellation, unbilled consumers, billing abstracts, and consumer outstanding details. It helps in tracking billing efficiency and meter performance.
User Flow:
Click Billing/Meter Status tab.
Select required report (e.g., Billed Report, Billing Abstract, Unbilled Report).
Click Generate.
Enter required date/section filters.
Click Load/Generate to view report.
Export if required.
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Others 
Contains miscellaneous operational reports such as:
Consumer Outstanding Report
Digital Payment Report
Meter Change Report
OTS Report
Tariff Revision Details
NCMS Collection Reports
Used for monitoring consumer service and operational transactions.
User Flow:
Click Others tab.
Select report (e.g., Meter Status Report).
Click Generate.
Apply filters if prompted.
View / Export report.
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Migration Data
Provides reports related to migrated data from legacy systems, including:
Billed Report
Collection Report
Consumer Details
Deposit Report
Installment Report
Used for validating migrated billing and consumer records.
User Flow:
Click Migration Data.
Select report.
Click Generate.
Enter date/consumer filters.
Load and verify data.
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Revenue Tab
This tab includes revenue collection and realization reports such as:
Bill Realization Report
Cashier-wise Collection
Cheque Status Report
Day-wise Collection Report
Revenue Summary
Online Payment Reports
Helps monitor financial performance and collection efficiency.
User Flow:
Click Revenue tab.
Select required revenue report.
Click Generate.
Provide date range / counter / location.
View report.
Export if needed.
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Prepaid Tab
Contains prepaid consumer billing reports such as:
Billing Cumulative Report
Billing Day-wise Report
Prepaid Consumer Report
Used for tracking prepaid billing and consumption behaviour.
User Flow:
Click Prepaid tab.
Select required report.
Click Generate.
Provide billing period filters.
View/export report.
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Energy Audit Tab
Includes reports related to energy accounting and loss analysis:
Feeder Meter Communication Status
Town-wise AT&C Loss Report
UF Report
UFSS Report
Used for monitoring distribution losses and feeder performance.
User Flow:
Click Energy Audit.
Select required report.
Click Generate.
Enter feeder/town/date filters.
Load report.
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Annexures Tab
Contains statutory annexure reports required for regulatory submission:
Annexure-1
Annexure-2
Annexure-3
Annexure-5
Annexure-7
Annexure Bill Ledger
Annexure Revenue Details
Used for regulatory and audit compliance reporting.
User Flow:
Click Annexures tab.
Select annexure type.
Click Generate.
Select billing period / section.
View/export annexure.
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NCMS Tab
Includes NCMS-related reports such as:
CS3 Consolidate Report
New Service Connection Report
RR Docket Details
Statement of Energy
Total No of Consumer Report
Used for monitoring service requests and connection statistics.
User Flow:
Click NCMS tab.
Select report.
Click Generate.
Enter required parameters.
Load and review data.
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NPP and IPDS Tab
Contains scheme-based reports related to:
MePDCL_UF
MePDCL_UFCC
MePDCL_UFSS
Used for government scheme tracking and reporting.
User Flow:
Click NPP and IPDS tab.
Select scheme report.
Click Generate.
Enter relevant filters.
View/export report.
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Vigilance Tab
Includes vigilance and unauthorized usage reports:
Vigilance Abstract Report
Vigilance Load Type Report
Vigilance Recategorization Report
Vigilance Collection Report
Used for monitoring inspection, penalties, and unauthorized consumption.
User Flow:
Click Vigilance tab.
Select required vigilance report.
Click Generate.
Enter date/section filters.
View report.
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Annexures Mismatch Tab
Provides mismatch reports between annexure data and system billing data such as:
Annexure-2 Consumer ID Wise Mismatch
Annexure-3 Mismatch
Annexure-24 Mismatch
Annexure-7 Mismatch
Used for reconciliation and audit validation.
User Flow:
Click Annexures Mismatch tab.
Select required mismatch report.
Click Generate.
Select billing period.
Analyze discrepancies.
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Geo Location
The Geo Location sub-module under MIS Reports provides a geographical visualization of electrical administrative hierarchy such as Zone, Circle, Division, Sub Division, and MRU.
This module allows users to:
View selected administrative boundaries on an interactive map.
Drill down from higher level (Zone) to lower levels (MRU).
Analyze area-wise coverage and operational jurisdiction.
Visually verify mapped regions using GIS (OpenStreetMap interface).
The right side of the screen displays a dynamic map, which updates based on selected filters.
User Flow – Navigation & Usage
Step 1: Navigate to Geo Location
Go to MIS Reports module.
Click on Geo Location.
The Geo Location screen will be displayed with filter dropdowns and map view.
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Step 2: Select Administrative Filters
The following fields are available:
Zone* (Mandatory)
Circle* (Mandatory)
Division* (Mandatory)
Sub Division* (Mandatory)
MRU (Optional)
Fields are dependent — selection of Zone enables Circle, Circle enables Division, and so on.
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Step 3: Apply Search
Select the required hierarchy level.
Click on Search button.
System loads the Geo Location dashboard based on selected filters.
View total consumer count displayed in the donut chart.
Check Paid and Due consumer distribution summary.
Review total demand, total collection, and balance amounts.
Verify Latitude & Longitude availability status (Available / Not Available).
View consumer cluster on the interactive map (use zoom in/out if required).
Click Download Report to export the geo-location summary, if needed.
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Step 4: View Map Controls
The map supports:
Zoom In (+)
Zoom Out (–)
Pan (drag to move)
Area boundary visualization
Users can interact with the map to analyze the geographical coverage.

Step 5: Reset (If Required)
Click on Reset to clear all selected filters.
The screen will return to default state.







Manage Counter:
Assign Counter: 
Step 1: 
By clicking on “Assign counter”, The below page will be displayed. 
We have to select the counter,Select the cashier from the cashier drop down list. 
Select the head cashier from the head cashier drop down list. 
Click on Assign counter. 
We have assigned the counter. 
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Create Counter: 
Step 1: 
By clicking on “Create Counter”, The below page will be displayed. 
We have to enter all the mandatory fields which includes counter close time, counter open time. 
We have to enter max reconcilation days.  
Click on Add counter. 
Our counter will be created. 
Counter name will be system generated. 
[image: ]
 
 
 
 
 
   
 
Step 2: 
We can also edit the closing time and opening time of a particular counter as shown in the below page. 
Max reconcilation days cannot be changed. 
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View Counter: 
By clicking on “View Counter”, The below page will be displayed. 
As we have logged in with the credentials of a sub division manager role; all the counter list under that particular sub division will appear. In this case it is Central sub division. 
Status column showing whether the counter is opened or close now. 
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Vigilance: 
 From Vigilance module, we can increase the Load and change the category type of the consumer forcefully. Theft cases are also addressed by the utility from this module. When the field verification team finds that the consumer is using excess load then the utility can increase their sanction load forcefully. Suppose for example the consumer is of DLT type and he has opened a shop. So, the shop comes under the CLT category, but he is using DLT type tariff for billing. Then the utility can update its category type.  
 
Vigilance: 
Step 1: 
Enter the Consumer ID and click on the search button. 
All the consumer details get auto filled. 
Under the charges required section, we have two options to opt for: Category change and Load change are there. 
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First, we will select the Category change. 
Inside the Category Change field, the product type is LT, and the consumer category is of DLT type. 
Now we have to change the category, we cannot select the same existing category of the consumer. 
So, we have selected CLT. 
Then from the Document Details section, we will attach supporting documents. 
Then we have to enter the effective date from when we want the category change. 
We have to enter relevant remarks. 
Click on Choose Action; then Save.  
Final approval to be taken by the higher authority from the workflow module. 
The entire process is shown below. 
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Step 2: 
• 
• 


Now we will select the Load change. 
Enter the new sanction load as SL will be forcefully changed. 
Attach supporting documents. 
Enter the effective date and add some remarks. 
Click on Choose Action, then press Save. 
Final approval to be taken by the higher authority from the workflow module. 
The entire process is shown below. 
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Now we will select the Load change and category change both. Enter the new category.  
Enter new sanction load. 
Attach a supporting document. 
Click on Choose Action. 
Then press save.  
Final approval to be taken by the higher authority from the workflow module. 
The entire process is shown below. 
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  Vigilance Entry:
 Step: 1
Log on to the UBS Application. We have used AEE(Vigilance) credential to Log in. AEE(Vigilance) is used to access a whole Circle, For example Shillong Circle, Tura Circle etc. The AEE(Vigilance) circle log in can be switched from the Super Admin log in or we have to create a new user from the user management.
Step: 2
On clicking Vigilance >> There are two options: Vigilance Entry and Vigilance reports. Now on clicking Vigilance entry, the user will be landing on to the below page. 
The user has to enter the consumer ID or Consumer name or Meter serial no. for which he wants to enter the Vigilance activity and click on the Search Button
The Basic consumer details will get auto fetched as shown in the below screenshot 
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Step: 3
To Create a Vigilance Compensation Bill >> The user has to enter the Mandatory details as shown below like “Vigilance Type”, “Assessed Contract Load”, “Assessed category”, “No. of Days”, “Penalty multiplied”, etc (Note: If the user selects “Found Ok” from the Vigilance Type, then no compensation bill will be generated)
From the Document Upload >> The user has to upload one mandatory document as shown below in the screenshot (out of the 3 attachments)
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Step: 4
Click on “Save as draft”. After that the user will be able to view the Assessment bill.
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Below it there is a Hyper link marked in the below screenshot. On clicking it, the user will get the Bill and a PDF button to download the Compensation bill PDF. The PDF will be attached after that
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Step: 5

Once done we will be clicking the Action button as showing in the below page 
In the Grid we have given options for downloading “Draft Bill” as well as the current “Active Bill”.
[image: ]

Step: 6

Once the Action button is clicked, the user is directed to the below page where he will be able to edit/change the details again for Vigilance Entry (if he did some mistake previously or if the consumer is not happy with the amount for the vigilance compensation bill), he also can upload new attachments.
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Step: 7

Finally, after making the changes, the user will have to click on the Calculate button to finally generate the Vigilance compensation bill 
After that there are two check boxes “AEE” and “SE”; the user will have to click either of them so that it goes for the approval to that particular log in “AEE vigilance” or “SE vigilance”.
Finally, the user has to click on “Choose Action” >> “Save”
[image: ] 

Step: 8
From the Work Flow module >> Approval inbox the Vigilance bill has to be approved, modified or cancelled
From the Cash counter, the payment has to be made for the Vigilance compensation bill. In counter, there is option for “other payments”
Once the payment is done, finally the process is completed. The payments reflection are going to come in Annexure-24 and revenue detailed reports  

Vigilance Reports:

Step: 1
The user has to click on “Vigilance Reports”, currently three reports are available in the UBS which is shown below 
The user has to enter the “From Date” and “To Date” to export the list on clicking the Export Button
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Note: We have provided Consumer list, Masters data correction, MIS(BIP), Smart Billing, collection and Billing dashboards etc. in the Vigilance entry page for AEE(Vigilance) log in

Energy Audit
DTC Mapping
The DTC Mapping module is used to map and manage Distribution Transformer Centre (DTC) tagging details against MR (Meter Reader) codes. It provides a consolidated view of total installations, live installations, DTC tagged, and untagged consumers. Users can filter records based on Station, Feeder, and DTC to monitor mapping status. The module also allows users to create new DTC mappings by uploading predefined template files for bulk tagging.
User Flow – View DTC Mapping
Step 1: Navigation
Go to Master Mapping → DTC Mapping from the left-side menu.
The DTC Mapping screen will be displayed.
Step 2: Apply Filters
Select Station from the dropdown.
Select Feeder.
Select DTC (if required).
Click on Load button.
Step 3: View DTC Tagging Details
The system displays MR-wise data including:
MR Name
Total Installation
Live Installation
DTC Tagged
DTC Untagged
Click on the DTC Tagged / Untagged count (blue link) to drill down into detailed consumer-level records.
Use Search to filter within the table.
Click Export Detailed Report to download the data in Excel format.
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User Flow – Create / Upload New DTC Mapping
Step 1: Open Create Screen
Click on the New button at the top right.
The DTC Mapping Upload screen will open.
Step 2: Select MR Code
Choose MR Name / MR Code from the dropdown.
(Optional) Check Upload Predefined File option.
Step 3: Download Template
Click on Download to download the predefined Excel template.
Fill in the required DTC tagging details in the template.
Step 4: Upload & Load Data
Upload the filled template file.
Click on Load to validate and process the data.
Step 5: Confirmation
Once successfully uploaded, the DTC mapping will be updated.
Click Back to return to the main DTC Mapping screen.
[image: ]

DTC Readings
The DTC Energy Reading Data module is used to record and manage DTC-wise energy readings for a specific reading date. Users can filter data based on Subdivision, Sub Station, and Feeder to load DTC details. The module captures Initial Reading (IR), Final Reading (FR), Multiplying Factor, and calculated Units. It also shows the billing status of each DTC and allows bulk action through the “Choose Action” option.
User Flow – Viewing & Processing DTC Energy Readings
Step 1: Navigation
Go to Meter Management → DTC Energy Reading Data.
The DTC Energy Reading Data screen will be displayed.
Step 2: Apply Filters
Select SubDivision (auto-selected based on login location if applicable).
Select Reading Date.
Select Sub Station from dropdown.
Select Feeder Name (optional if required).
Click on Load.
Step 3: View DTC Records
The system displays DTC-wise data including:
DTC Name
DTC Code
IR (Initial Reading)
FR (CKWH)
Multiplying Factor
Units
Billing Status
Use the Search option to filter specific DTCs.
Use Select All / Individual Checkbox to select DTC records.
Step 4: Perform Action
After selecting required DTCs, click on Choose Action.
Select the required action (e.g., process, approve, update based on system configuration).
Confirm to complete the process.
Step 5: Reset (If Required)
Click Reset to clear filters and reload fresh data.
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Feeder Reading – View & Create Flow
Feeder Reading (View Screen)
The Feeder Reading screen allows users to view feeder-wise energy reading data based on selected Zone, Circle, Division, Subdivision, and Month. It displays feeder details such as import/export energy, multiplying factor, consumed units, and billing status. Users can filter and load data for monitoring and verification.
Steps (View Flow):
Navigate to Meter Management → Feeder Reading.
Select Zone, Circle, Division, and Subdivision.
Select the required Month/Date.
Click Load to fetch feeder reading records.
View feeder details in the grid (Energy Import, Export, Units, Billing Status).
Use Search to filter records if required.
Click New to enter new feeder reading data.
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Feeder Reading (Create Screen – Feeder Reading Data)
The Feeder Reading Data screen is used to enter or update feeder energy readings. Users can record readings under Normal Feeder, Shared Feeder, or Boundary Meter categories. This data is used for energy accounting and billing validation.
Steps (Create Flow):
Click New from the Feeder Reading view screen.
Select Sub Division and Reading Date.
Select Sub Station and Feeder Name.
Click Load to fetch feeder details.
Choose the feeder type:
Normal Feeder
Shared Feeder
Boundary Meter
Enter required reading details (IR, FR, Multiplying Factor, Energy Import/Export, etc.).
Select feeders using checkbox if required.
Click Choose Action to save/submit the readings.
[image: ]Click Back to return to the Feeder Reading view screen.

Interruption
The Interruption module is used to monitor and analyze feeder-wise interruption details for a selected Sub Division and Billing Cycle. It provides information on tripping, interruptions, planned shutdowns, load shedding, total outage duration, and voltage/current parameters.
Step Flow:
Navigate to Energy Audit → Interruption.
Select Sub Division.
Select Billing Cycle.
Click Load to view interruption summary details.
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Click New to open the Interruption Details entry screen.
Select required filters (Sub Division, Billing Cycle, Sub Station, Feeder Name).
Click Load to fetch feeder-wise interruption data.
Review details such as Tripping, Interruption, Planned Shutdown, Load Shedding, Sum of Outage, Minimum Voltage, and Maximum Current.
Use Reset to clear selections or Back to return to the previous screen.
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CRM: 
Step: 1 
Log on to the UBS Application.  We have used Subdivision manager credentials of Central Sub-division. 
                      
[image: ] 
Ticket Tracker: 
Step 1: 
By clicking the “CRM”, The below page (Create Tracker) will be displayed.  
The user has to search for the consumer ID and click on search. 
Create ticket row will be displayed.   
                              
[image: ] 
Now the user has to click on the Raise ticket option. 
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Fill all the necessary details as shown in the below page. 
Give the complainer a description.  
If the billing clerk solves the complaint issue, he will close the complaint from the status and click on save; and if he cannot solve, then he will keep the complaint open and save. This will be handled by the higher authority (probably AEE). 
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Below, the user can see all the details of the consumer. 
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    Step 2: 
The user has to click on View tickets as shown below. 
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The below page will be displayed, here, the user can view the details of closed and opened tickets within a selected date range. 
The user has to select the required date range and click on the Load button.  
The user has to select on closed to view the list of closed tickets and select on open to view the list of open tickets. 
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By clicking the Action button, the user can see the complainer verification details like when the ticket was created, by whom, when it was closed(date/time) etc.                        
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Complaints Dashboard: 
Step 1: 
The user has to click on the Complaints Dashboard to view the dashboard. 
Zone, circle, division and subdivision will be auto populated according to the log in credentials used. Dashboard data will come accordingly. 
From this dashboard, the user can see the number of open complaints, number of complaints (closed this month), number of complaints raised today, number of complaints closed today. 
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Adjustments: 
 
Wrong posting adjustments: 
When a payment is taken from a different consumer; then from this Sub module we can adjust the amount taken from the wrong consumer to the actual consumer from which the amount was to be taken. 
Step 1: 
By clicking on “Wrong Posting Adjustment”, The below page will be displayed. 
On selection of “From and To date”, we can view the list of consumers for which the wrong payment was done and then it was finally adjusted. The list will come according to the selected date range. 
By clicking the “New Button”, in the top right corner, we can make a new adjustment. 
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Step 2: 
By clicking on “New”, The below page will be displayed. 
We will have to enter the receipt number and receipt date against which the wrong payment was done; then press on search option. 
The consumer ID and the wrongly taken amount and other details will be auto fetched. 
Then we must enter the consumer ID to which the amount has to be adjusted. 
The adjustment date will also be auto fetched as today’s date.  
We must attach three supporting documents for the wrong posting adjustments and save it accordingly. 
Once done, final approval will be done from the higher authority. It will be done from the workflow module. 

Sundry/Miscellaneous demand: 
Step 1: 
By clicking on “Sundry/Miscellaneous demand”, The below page will be displayed. 
On selection of “From and To date” filter, we can get the list of consumers for which the Sundry/Miscellaneous demand amount has been calculated. 
From the new button we can set Sundry/Miscellaneous demand amount for a new consumer. 
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Step 2: 
By clicking on “New button”, We must enter the consumer ID for which we want to charge and search. 
Automatically consumer details will be fetched. 
Then we must enter the sundry type and enter the tax, revenue, interest etc.  
Automatically the amount will be calculated and auto fetched. 
Then we must enter other mandatory fields. 
We must attach three supporting documents and finally Save.  
Sundry will be entered once the final approval is done by the higher authority from the workflow module. 
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Support Activity: 
Step 1: 
File Generate: 
By clicking on “File Generate”, the below page will be displayed.  
The user must select the Subdivision according to the log in credentials. 
Reading date will be auto populated. 
Select the username from the drop down. 
MR code, IMEI No., Asset ID will be auto populated. 
The user must click on the load button.  
MR details will be shown.  
The user can see how many consumers are assigned for billing, for how many of them billing has been completed and for how many of them billing is still pending. 
The user must enter comments and click on Generate. 
Once clicked, the unbilled consumers will be reassigned to the MR for spot billing and those consumers will be downloaded in the mobile application (MR). 
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SRBD Post Paid File Generate: 
By clicking on “SRBD Post Paid File Generate”, the below page will be displayed.  
The user will be selecting the subdivision according to the log in credentials.  
The user must select the username from the drop down. 
MR code will be auto populated.  
Click on Load. 
The user can see the MR details.  
The user must enter comments and click on Generate. 
Once clicked the smart meter consumers will be assigned to the respective MRs for smart meter bill distribution in the Mobile App. 
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Smart Billing: 
 
Disconnection Rule View 
Step 1: 
By clicking on “Disconnection Rule View”, The below page will be displayed.  
The user can view the Disconnection Rule for the different Category of consumers, Date filter. 
Click on “New”. 
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2:
From the Disconnection Rule page, we have to select the Category for which we want to establish a disconnection rule. 
We have to enter the amount; so, if the net amount of the consumer becomes less than this; then the consumer will be disconnected. 
The user has to enter the date from when this rule will be effective. 
Click on Submit. 
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The Disconnection rule will be saved for that particular category of consumer. 
Consumer History 
Step 1: 
By clicking on “Consumer History”, The below page will be displayed. 
We have to enter a prepaid Consumer Id (Smart meter) in the Consumer Details as shown below. 
Click on the Search. 
Consumer Details will be auto fetched like consumer name, address, type etc. 
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Step 2: 
After Consumer Details, we have to select the next tab i.e. Billing History. 
We can select the date range in which we want to see the Billing History of that consumer. 
We will be able to see Bill date, IR, FR, opening balance, current bill amount, closing balance etc. 
Export Ledger Extract button is given to download the Billing history in the excel format. 
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Step 3: 
After Billing History, we have to select the next tab i.e. Recharge History. 
We can select the date range in which we want to see the Recharge History of that consumer. 
We will be able to see Recharge Amount, Recharge Date, Recharge source. 	 
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Steps 4:
After Recharge History, we have to select the next tab i.e. Master Data Correction. 
Here, we can see the details of the changes made from the Master Data Correction under the fields as marked in the below page. 
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Step 5: 
After Master Data Correction, we have to select the next tab i.e. Consumer Details. 
Here, we can see the details related to Consumer App under the fields as marked in the below page. For example, we can see the consumer’s name, consumer mail ID, consumer mobile number, Application registered Date/Time, IMEI No. etc. 
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Step 	 
	 

Billing List 
Step 1: 
By clicking on “Billing List”, The below page will be displayed. 
On selecting the date and range, the user has to click on the Load button. 
Detailed data of the batches that were executed for billing of smart meters will come here within the selected date range. 
The user can see the batch No, number of consumers in each batch, for how many of them billing has been successfully done and how many were failed, Batch Time, Start Time, End Time, Status etc. 
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File Upload
 Step 1: 
By clicking on “File Upload”, The below page will be displayed.  
Click on New, as shown in the below page. 
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Step 2: 
So firstly; we are selecting Prepaid from the Bill type. 
Then we will select Billing Data from the File Type.  
Then the user has to click on the Download Excel format to get the sample file. 
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After downloading the sample file, we have to fill all the fields in the below excel file as shown below. 
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Then the user has to choose above excel file after saving all the details. 
Then the user has to click on validate. 
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After validation is done, the user will come to the File upload view page. 
Then the user has to click on the Load button to view the Execute task button. 
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The user has to click on the Execute Task. 
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Now the user can view both the Start time and End time. 
If he does not see the End time, then click the Load button again. 
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On clicking the View button 
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The user can view the Smart meter billing uploaded details with the validation message. • Same thing will be downloaded in excel format if the user clicks the Download button. 
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Step 3: 
So firstly; we are selecting Prepaid from the Bill type. 
Then we will select Instant Data from the File Type.  
Then the user has to click on the Download Excel format to get the sample file. 
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After downloading the sample file, we have to fill all the fields in the below excel file as shown below. 
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Then the user has to choose above excel file after saving all the details. 
Then the user has to click on validate. 
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After validation is done, the user will come to the File upload view page. 
Then the user has to click on the Load button to view the Execute task button. 
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The user has to click on the Execute Task. 
Now the user can view both the Start time and End time. 
If he does not see the End time, then click the Load button again. 
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On clicking the View button 
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The user can view the Smart meter billing uploaded details with the validation message. • Same thing will be downloaded in excel format if the user clicks the Download button. 
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Step 4: 
So firstly; we are selecting Postpaid from the Bill type. 
Then we will select Billing Data from the File Type. 
Then the user has to click on the Download Excel format to get the sample file. 
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After downloading the sample file, we have to fill all the fields in the below excel file as shown below. 
[image: ] 
 
Then the user has to choose above excel file after saving all the details.  
Then the user has to click on validate. 
 
 
[image: ] 
After validation is done, the user will come to the File upload view page. 
Then the user has to click on the Load button to view the Execute task button. 
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The user has to click on the Execute Task. 
Now the user can view both the Start time and End time. 
If the End time does not appear then the user has to click the Load button again. 
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On clicking the View button 
 
[image: ] 
The user can view the Smart meter billing uploaded details with the validation image. 
Same thing will be downloaded in excel format if the user clicks the Download button. 
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Step 5: 
So firstly; we are selecting Postpaid from the Bill type. 
Then we will select Instant Data from the File Type. 
Then the user has to click on the Download Excel format to get the sample file. 
After downloading the sample file, we have to fill all the fields in the below excel file as shown below. 
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Then the user has to choose above excel file after saving all the details.  
Then the user has to click on validate. 
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After validation is done, the user will come to the File upload view page. 
Then the user has to click on the Load button to view the Execute task button. 
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The user has to click on the Execute Task. 
Now the user can view both the Start time and End time. 
If the End time does not appear; then the user has to click on Load button again. 
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On clicking the View button 
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The user can view the Smart meter billing uploaded details with the validation image. 
Same thing will be downloaded in excel format if the user clicks the Download button. 
 
[image: ] 
 
 
 
 
 
 
 
 
SRBD Meter Change 
Step 1: 
By clicking on “SRBD Meter Change” as shown below, the below page will be displayed. 
From the Bill type, user has to select Prepaid. 
Then the user has to click on Download Excel Format to download the sample file for prepaid. 
 
[image: ] 
Step 2: 
After downloading, the user has to fill all the fields as mentioned in the below sample format excel for prepaid SRBD meter change. 
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Step 3: 
After filling all the details in the above excel file, the user has to save it. 
Then the user has to click on Choose file. 
The user has to select the file he saved. 
Click on Save. 
After validation successful, prepaid meter change for SRBD will be completed. 
 
[image: ]  
Step 4: 
Then the user has to click on Bill type, user has to select Postpaid. 
Then the user has to click on Download Excel Format to download the sample file for postpaid. 
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Step 5: 
After downloading, the user has to fill all the fields as mentioned in the below sample format excel for postpaid SRBD meter change. 
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Step 6: 
After filling all the details in the above excel file, the user has to save it. 
Then the user has to click on Choose file. 
The user has to select the file he saved. 
Click on Save. 
After validation successful, postpaid meter change for SRBD will be completed. 
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Prepaid Collection Dashboard 
This is the collection dashboard for smart prepaid meters. This dashboard will show the data according to the current month only. 
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Prepaid Outstanding
Step 1: 
By clicking on “Prepaid Outstanding”, the below page will be displayed. 
We have selected All; so, the list of prepaid consumers will come with their respective outstanding amount. 
The negative outstanding amount signifies that the consumers must pay that amount. 
On clicking the Excel button (beside the search bar); we can export this complete list in the excel format. 
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Provision Bill

Step 1: 
By clicking on “Provisional Bill”, The below page will be displayed. 
From here, the user has to enter the from days and to days. 
Then the User has to click on the Load button. 
Suppose if the user enters 1 in from days and 3 in To days, then the list of consumers will come for the provisional bill has been for consecutive 2 days. 
Excel button is given behind the Search Bar to download the same file in excel format. 
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On selecting the eye button.  
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We will get the Bill date on which the provisional bill was made; along with that we will get the current bill amount. This is a pop-up page shown below. 
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Recharge History: 
Step 1: 
By clicking on “Recharge History”, The below page will be displayed. 
From here, the user has to enter the consumer ID, date filters. 
Then the User has to click on the Search.  
The recharge history details will appear for the consumer within the selected date range.   
Like recharge amount, recharge date, recharge source etc. 
Everything is shown below. 
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Smart Meter Consumer Activities
Step 1: 
By clicking on “Smart Meter Consumer Activities”, The below page will be displayed. 
The user has to enter the consumer ID and click on Search button. 
The basic consumer details will be shown. 
The user can see the Activity related details like Billing, transaction No, Activity-Date, the current bill Amount. 
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Billing Reading list
Step 1: 
By clicking on “Billing Reading list”, The below page will be displayed. 
From this page the user can see the billing dashboard for smart meters against the selected range. 
The dashboard contains the number of eligible consumers for smart meter billing, count of consumers for which billing has been completed, billing efficiency %, count of consumers for which billing has failed. 
Below the Dashboard, the user can get the smart meter billing list. 
From there the user can get the starting and ending time of the batches initiated for billing, total consumers in a particular batch, etc. 
Excel button is given; from there the user can download the same list in excel format. 
From the Download button, the user can download the list of consumers for which billing has been failed along with their reasons of failure. 
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Step 2: 
On clicking the View button, the user can view the list of consumers for which billing has been failed in that particular batch, along with that appropriate reasons will be given for their failure, excel button is given to download the list. 
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Smart meter Onboard: 
Step 1: 
By clicking on “Smart Meter Onboard”, The below page will be displayed. 
Click on “New” Button. 
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Step 2: 
Now from this page we are going to onboard a prepaid smart meter. 
So; for that we have to select the Prepaid option as shown below. 
Click on the Download Template option to download the sample file. 
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This is the download sample file. 
Here, the user has to enter the details as shown below. 
There are lots of fields, the user has to scroll from left to right to add more details. 
After entering everything, we have to save the file.  
 
[image: ] 
Click on Choose Action. 
From there, we have to attach the filled sample file. 
Then the user has to click the Load button. 
Validation of the details will be done. 
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The user has to go back to the view page. 
From there the user can see the consumer who has been converted from postpaid to prepaid. 
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On clicking the view button, the user can see the validation successful message, new meter details like new meter number, meter make etc. It is shown below.  
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Step 3: 
Now from this page we are going to onboard a postpaid smart meter. 
So; for that we have to select the Postpaid option as shown below. 
Click on the Download Template option to download the sample file. 
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This is the download sample file. 
Here, the user has to enter the details as shown below. 
There are lots of fields, the user has to scroll from left to right to add more details. 
After entering everything, we have to save the file. 
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Click on Choose Action. 
From there, we have to attach the filled sample file.  
Then the user has to click the Load button. 
Validation of the details will be done. 
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The user has to go back to the view page. 
From there the user can see the consumer who has been converted from prepaid to postpaid. 
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On clicking the view button, the user can see the validation successful message, new meter details like new meter number, meter make etc. It is shown below. 
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Level wise Smart Bill: 
Step 1: 
By clicking on “Level wise smart bill”, The below page will be displayed. 
The administrative level will be auto filled according to the log in credentials. 
The user has to select the MRU name from the drop-down list. 
The consumer ID comes with its other details. 
The user has to select that consumer to assign for Smart Billing. 
The user has to click on Submit button. 
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Bill Engine Error List   
 
 Step 1: 
From here the user can get the list of consumers for which Bill engine has found some error while billing. For example, id current bill amount comes very low against the Average consumption. 
Then those consumer list comes here for verification. 
[image: ]  
On clicking the Action Button 
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The user will get this pop-up message on the screen. 
The user can find why the consumer has come in the Bill Engine Error list. There will be an error message. 
The user has to enter some remarks against his action. 
From here the bill can be forcefully made by Bypassing; for that the user needs to click on the Bypass. 
And if the user clicks on Reset; then a request will be sent to make the bill again. 
[image: ] 
Once it is bypassed; it will come under the Bypass list (Status). 
Once it is being reset; it will come under the Reset list (Status). 
  
 
 
 
 
   
 
 
 


































































































































Help: 
HELP:
By clicking on “Help”, The below “Help Desk” page will be displayed. 
[image: ]
User Manual: 
The user must click on the User-Manual. 
The user will have access to download the user manual for Web Application, Android Application and APK. 
By clicking on the respective Manual, the user can download the User Manual. 
              
[image: ] 
 
MEPDCL Tariff Order: 
The user can download the Tariff order for the current financial year from here. 
[image: ] 
Support Numbers: 
By Clicking on “Support Numbers”, The user can view the contact details of the support team. 
[image: ] 
 
I-Ticket: 
By clicking on “i-Ticket”, The user can see the hyperlink to raise ticket. 
             [image: ]   
After clicking the hyperlink, the below page will be displayed.  
Here, the user must enter the necessary details to raise a ticket.  
Then the user must attach documents, give some Issue description and Recreation steps. 
Click on save and the ticket will be successfully raised.  
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By clicking on “View Ticket”  
 
[image: ] 
The below page will be displayed. 
Here, the user must select necessary filters to view the tickets history (tickets raised previously). 
 
               [image: ] 
  
 

Mobile Application (I Easy Bill) Introduction:
This Application is basically made for MR (Meter Reader) and sub cashier. From this app, MR can perform spot billing of the consumers and sub cashier can collect the revenue.
Billing:
Step 1:
First the user must open the I Easy Bill App. Then he must enter the log in credentials of MR.
[image: C:\Users\IIITS\Downloads\WhatsApp Image 2024-07-05 at 9.28.59 PM.jpeg]

Step 	 
	 

Step 2: The user has to click on Bluetooth pair; then he has to choose the Printer with which he wants to connect. After pairing, “Paired successfully” message will be shown.
[image: ][image: ][image: ]
Step 3: The user has to click on the download button to download the consumers for spot billing.
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Step 4: The user can see the eligible consumers which can be downloaded for billing.

[image: ]

Step 5: The user has to click on Billing.
[image: ]

Step 6:
The user has to select Meter status; if there is any defect in the meter; then he can choose other options from meter status as shown below.



Step 7: The user has to click on Capture Photo to click the picture of the meter; then he has to click on Proceed.

[image: ][image: ]

Step 8: The user has to enter the Present KWH reading. For HT consumer there will be option to enter the Present KVAH reading also. There are other fields like Recorded MD(KW) and PF, if the user wants. Then he has to click on Proceed. Bill Preview page will appear where user can see all the bill charges of the consumer. On clicking Print Bill; bill be printed.

[image: ][image: ]


Step 9: On selecting Transactions from the home page; the user will be directed to the below page from where he can see the list of consumers for which bill has been made; from the View button the user can see the bill and print again.
[image: ][image: ][image: ]

Step 10: From the home page; the user has to click on the Menu button; from there the user has to click on Billing Sync. Then the user will be directed to the Billing and Sync Details page as shown below. From there, the user has to click on Sync Records. Synced successfully message will appear on the screen.




Step 11: For Day End; the user has to go to Home page again. Then he has to click on the Menu Button. From there he has to click on Payment sync/Day end option. On clicking Initiate Bill Day End as shown in the below page, the user will get this pop-up message on his screen.
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Note:

The latest APK has been released with key enhancements. Request all MR’s to update to the latest APK immediately. Please note the following important changes:

1.Meter Readers (MRs) can now perform Day End at any time during the day and download billing data independently, without any manual intervention.

2.Billing and data download are restricted between 8:00 PM and 6:00 AM.

3.MRs to mandatorily do Day End before 8:00 PM if they want to download fresh billing data for the next day.

4.MRs can continue billing activities using previously downloaded data, even if Day End is not done.

5.The download process has been optimized for quicker performance.

Request all Officers to brief MRs accordingly. For any technical issues or support, Idea Team Members will be available to assist you

Collection:
Step 1: For collection, the user has to go to the Home page. From the Menu button, the user has to click on the Collection. Then the user has to download the consumers for which he wants to take the payments.




Step 2: Then the user has to select the MR code one by one. Number of consumers will be allocated for each of the MRs. After selecting the MR codes, the user has to click on the Download. Pop-up message will be shown that records are downloaded and are ready for collection. Click on Ok and proceed further. 



[image: ][image: ]




Step 3: The user has to select Collection from the menu shown below. Then he has to select
Collection from the next page.

[image: ][image: ]
Step 4: Then the user will get the consumer ID for collection. After collection the consumer will not be shown, and the user has to click on the Next for collection of another consumer. Click on Proceed. Then the pop-up message will come whether he wants to proceed with the payment or not. The user has to click on Yes to proceed further.
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Step 5: Once payment is done the user can print the receipt.

[image: ]
Step 6: After taking all the payments, the user has to go to the menu again. From here, he has to click on the Payment Sync/ Day End. On clicking he will be directed to the next page as shown below. From here, the user has to click on Sync Receipts and then Initiate Collection Day End. Thus, our complete process of Billing and Collection is completed.
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Finally, we have to click on Choose Action. 
Click on Save. 
Final approval is done by the higher authority from the workflow module. 
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[bookmark: _Toc221718831]Megha Power Application 

Megha Power is a web-based Unified Billing System (UBS) developed for MePDCL to manage end-to-end electricity consumer services. The application enables consumers to view and pay bills, track consumption and payment history, raise complaints, apply for new connections, submit change requests, and manage TDS and OTS settlements. It also provides secure login, profile management, consumer linkup, and help desk support. The system ensures seamless billing operations, transparency, and convenient digital access to electricity services for consumers.










[bookmark: _Toc221718832]User Login
[bookmark: _Toc221718833]Create User
The Home Screen is the landing page of the MEGHAPOWER website. From here, users can access various services such as bill payment, bill calculation, complaints, and consumer login. To access personalized services, users must click on Consumer Login.
Steps:
Open the MEGHAPOWER website.
[image: ]
On the top-right corner, click Consumer Login.
The system redirects to the Consumer Login page.
[image: ]
If the user is not registered, click New User? Click here to Register.
Provide User name, Mobile Number Email id, password and confirmation.
On clicking Generate OTP, OTP is shared to mobile no. which on providing User account is created.
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[bookmark: _Toc221716830][bookmark: _Toc221716999][bookmark: _Toc221718688][bookmark: _Toc221718834]
[bookmark: _Toc221716831][bookmark: _Toc221717000][bookmark: _Toc221718689][bookmark: _Toc221718835]
[bookmark: _Toc221718836]Password based login
This screen allows registered users to log in using their Registered Mobile Number and Password. Users can also choose OTP-based login from this screen.
Steps:
Enter the Registered Mobile Number.
Select Login with Password.
Enter the Password.
Click Login.
If credentials are correct, the user is redirected to the Consumer Dashboard.
If the user forgets the password, click Forgot Password.
If not registered, click New User? Click here to Register.
[image: ]

[bookmark: _Toc221718837]OTP based login
This screen allows users to log in using OTP authentication instead of a password. OTP is sent to the registered mobile number.
Steps
Enter the Registered Mobile Number.
Select Login With OTP.
Click Send OTP.
Enter the OTP received on the registered mobile number.
Click Login / Verify.
Upon successful verification, the user is redirected to the Consumer Dashboard.
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[bookmark: _Toc221718838]New User Registration
This screen is used to create a new consumer login account. Users must provide basic details and verify their mobile number through OTP.
Steps
Click New User? Click here to Register from the login page.
Enter the required details:
User Name
Mobile Number
Email ID
Password
Confirm Password
Click Generate OTP.
[image: ]
Enter the OTP received on the registered mobile number.
Click Verify. 
Upon successful registration, the user can log in using mobile number and password.
[image: ]

[bookmark: _Toc221718839]Dashboard

The Dashboard (Consumer Summary screen) provides an overview of the consumer’s billing details and account information. Users can view their Consumer ID, name, address, total outstanding balance, and manage bill payments. The screen also supports multiple consumer ID selection for consolidated payments.

Steps:
  Login to the portal using your credentials.
  You will be redirected to the Dashboard (Consumer Summary) page.
  Select Consumer ID from the dropdown (if multiple connections are available).
  View Consumer Details (Name, Address, Legacy ID).
  Check the Total Outstanding Balance displayed.
  Click “Pay Bill” to proceed with payment.
  (Optional) Click “Add for Payment” to add multiple consumer IDs.
  Click “Pay Multiple Bills” to complete payment for selected connections.
  Scroll down to view Bill Details (Opening Balance, Bill Amount, Due Date, etc.).
  Click “View Bill” to see/download the bill copy.
  Use Remove or Remove All if you want to delete added consumers.
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[bookmark: _Toc221718840]User Management

[bookmark: _Toc221718841]Update Profile
The Update Profile screen allows the user to manage and modify their registered account information. This includes updating the Profile Name, Mobile Number, and Email ID associated with the login. The Login Name is system-generated and non-editable. Any changes made here will reflect in user communication, alerts, and account identification within the portal.
This ensures that the user’s contact information remains current for notifications, billing alerts, OTP authentication, and other communications.
Steps:
  Login to the portal.
  Navigate to the left menu.
  Click on User Management.
  Select Update Profile.
  The system displays existing profile details.
  Review the current information.
  Modify the editable fields:
Profile Name
Mobile Number
Email ID
  Verify the entered details.
  Click Update.
  System validates the inputs.
  On successful validation, the updated profile details are saved.
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[bookmark: _Toc221718842]Change Password
The Change Password screen allows users to update their login password for security purposes.
The system enforces password strength rules to ensure account security:
At least 1 lowercase and 1 uppercase letter
At least 1 numeric digit
At least 1 special character
Minimum 8 characters
This feature helps maintain secure access and prevents unauthorized login.
Steps:
  Login to the portal.
  Navigate to User Management.
  Click on Change Password.
  Enter the Old Password.
  Enter the New Password (as per password policy).
  Re-enter the same password in Confirm Password.
  System checks password strength requirements.
  Click Update.
  System validates:
Old password correctness
New password format
Match between new and confirm password
  If valid, the password is successfully updated.
  User continues with the new password for future logins.
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[bookmark: _Toc221718843]Consumer Linkup
The Consumer ID Linkup screen allows users to link one or more consumer accounts to their login ID.
This enables the user to:
View multiple electricity connections
Track bills and payments
Manage different consumer accounts under a single login
Set a primary consumer account
The linked consumer IDs appear in the Linkup Details section for easy access and management.
Steps:
Login to the portal.
Navigate to User Management.
Click on Consumer Linkup.
Enter the Consumer ID in the input field.
Click Validate.
System verifies whether the Consumer ID exists and is eligible for linking.
If valid, consumer details are displayed in the Linkup Details table.
The consumer ID gets linked to the logged-in account.
Addition Actions:
To make a consumer primary:
Click Set as Primary Account radio button.
To remove a linked consumer:
Click the Delete icon.
Use the Search field to filter linked consumers


[image: ]

[bookmark: _Toc221718844]Raised Complaints
The Raised Complaint section allows users to view and track the complaints they have already submitted. It displays ticket details such as complaint category, status, submission date, and resolution progress. This helps users monitor updates, check current status (Open/In Progress/Closed), and maintain transparency in the grievance redressal process.
[bookmark: _Toc221718845]Create ticket
The Create Ticket feature enables users to register a new complaint against a selected Consumer ID. Once the consumer is selected, the system auto-fetches relevant consumer details for verification. The user must then select an issue category, provide a clear description of the problem, and optionally upload supporting documents. Upon submission, a unique ticket number is generated for tracking and resolution.
User Flow – Create Ticket
Log in to the portal.
Navigate to the CRM module from the side menu.
Click on the Create Tickets tab.
Select the relevant Consumer ID from the dropdown list.
Click on Raise Ticket to open the complaint form.
[image: ]

Verify the auto-populated consumer details displayed on the screen.
Select the appropriate Issue Category from the dropdown menu.
Enter a detailed explanation of the issue in the Complaint Description field.
Upload any supporting document (if required) in the allowed format (.jpg/.png/.pdf, up to specified size).
Click on Save to submit the complaint.
Note down the generated Ticket ID for future tracking.
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[bookmark: _Toc221718846]View ticket


The View Tickets screen in the CRM module allows users to track and monitor all previously raised complaints. Users can filter tickets based on date range and status (Open/Closed) to easily find specific complaints. The screen displays complete ticket information such as Consumer ID, Ticket Number, Consumer Name, Location, Issue, Ticket Creation Date/Time, and Current Status. This ensures transparency and helps users follow up on pending or resolved complaints efficiently.

Steps:
Log in to the portal using valid credentials.
Navigate to the CRM module from the left-side menu.
Click on the View Tickets tab.
Select the From Date and To Date to define the period for which tickets need to be viewed.
Choose the ticket Status (Open or Closed) as required.
Click on the Load button to fetch the ticket list.
Review the displayed ticket details in the table (Consumer ID, Ticket Number, Issue, Status, etc.).
Use the Search option (if required) to quickly find a specific ticket.
Click on the relevant ticket (if action/view option is available) to see complete complaint details and status updates.
Monitor the status until the issue is resolved.
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[bookmark: _Toc221718847]Billed Details
[bookmark: _Toc221718848]Pay Bill
The Pay Bill module allows consumers to view billed details and make online payments. It displays consumer information, bill number, due date, and net amount. Users can enter the payment amount, accept the terms and conditions, and proceed with the payment.
Steps:
Click on Pay Bill from the left-side menu.
Verify Consumer ID, Consumer Name, Bill No, Due Date, and Net Amount.
Enter the amount to be paid in the Amount field.
Check the Payment Amount and Total Payable Amount displayed.
Tick the checkbox to accept the terms and conditions.
Click on Make Payment.
Select the payment mode and complete the transaction.
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[bookmark: _Toc221718849]Bill History
The Bill History module allows consumers to view previously generated bills (last 6 months). It displays bill number, bill date, and total bill amount. Users can also download a copy of any bill for reference.
Steps:
Click on Bill History from the left-side menu.
Select the Consumer ID (if applicable).
View the list of bills displayed with Bill No, Bill Date, and Total Bill Amount.
Use the search option to find a specific bill if required.
Click on the Download icon to download the required bill copy.
Use pagination (Previous/Next) to view additional records if available.
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[bookmark: _Toc221718850]Consumer History
The Consumption History module allows consumers to view their electricity usage details for the last 6 months. It displays monthly consumption data including usage days, total consumption, and sanctioned load for the selected consumer.
Steps:
Click on Consumption History from the left-side menu.
Select the Consumer ID (if applicable).
View the consumption details displayed for the last 6 months.
Check Month/Days, Usage Days, Total Consumption, and Sanction Load.
Use the search option to filter records if required.
Use pagination (Previous/Next) to navigate through records if available.
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[bookmark: _Toc221718851]Payment History
The Payment History module allows consumers to view details of all previous bill payments made. It displays transaction information such as transaction/receipt number, payment date, paid amount, payment mode, source type, and status.
Steps:
Click on Payment History from the left-side menu.
Select the Consumer ID (if applicable).
View the list of payment records displayed.
Check Transaction/Receipt No., Payment Date, Paid Amount, Mode, Payment For, Source Type, and Status.
Use the search option to find a specific transaction if required.
Use pagination (Previous/Next) to navigate through records if available.

[image: ]
[bookmark: _Toc221718852]Bill Calculation
The Bill Calculation module allows users to calculate the electricity bill based on current and previous meter readings. It displays consumer details and enables entry of KWH and KVAH readings to generate the bill amount before final billing.
Steps:
Click on Bill Calculation from the left-side menu.
Select the Consumer ID and click on Search.
Verify the consumer details displayed.
Enter the Reading Date.
Enter the Current Reading for KWH Meter and KVAH Meter.
Enter the Previous Reading for KWH Meter and KVAH Meter.
Click on Calculate to generate the bill amount.
Click Reset to clear the fields if required.
Click Close to exit the screen.
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[bookmark: _Toc221718853]TDS Declaration
The TDS Declaration module allows users to manage and track Tax Deducted at Source (TDS) details related to consumer payments. Users can view existing TDS records within a selected date range and create new TDS declarations for applicable consumers.
[bookmark: _Toc221718854]TDS View
The TDS View page displays the list of TDS declarations based on the selected From Date and To Date. It shows details such as Consumer ID, Consumer Name, PAN No., Amount, Deposit Date, and Status.
Steps
Click on TDS Declaration from the left-side menu.
Select the From Date and To Date.
Click on Load to fetch records.
View the list of TDS declarations displayed.
Use the search option to filter specific records if required.
Click on New to create a new TDS declaration (if required).

[image: ] 
[bookmark: _Toc221718855]TDS Create
The TDS Create page allows users to create a new TDS declaration by entering the Consumer ID and fetching the consumer details.
Steps:
Click on New from the TDS Declaration page.
Enter the Consumer ID.
Click on Search to fetch consumer details.
Enter the required TDS details (Amount, Deposit Date, etc.).
Save/Submit the declaration.
Click on Back to return to the TDS list page.
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[bookmark: _Toc221718856]One Time Settlements (OTS)
The One Time Settlement (OTS) module allows consumers to settle their outstanding dues either through a single payment or by opting for installment-based payment. The system displays outstanding details, principal amount, interest, and waiver amount before confirming the settlement.
[bookmark: _Toc221718857]OTS
This option allows the consumer to pay the total payable amount in one single payment after applicable waivers.
Steps:
Click on One Time Settlement (OTS) from the left-side menu.
Select the Consumer ID and click load.
View the consumer details and outstanding information displayed.
Select the One Time Settlement option.
Verify the Payable Amount displayed.
Click on Save to confirm the settlement.


[image: ]
[bookmark: _Toc221718858]Installments
This option allows the consumer to settle the outstanding amount through multiple installments.
Steps:
Click on One Time Settlement (OTS) from the left-side menu.
Select the Consumer ID.
View the consumer details and outstanding information displayed.
Select the Installments option.
Enter the Number of Installments.
Verify the Payable Amount and OTS Installment Amount displayed.
Click on Save to confirm the installment plan.
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[bookmark: _Toc221718859]New Connections
The Application Request module under New Connection allows users to apply for a new electricity service connection. It captures applicant details, connection details, identity proofs, required documents, and appliance load details before submitting the request.
Steps:
Click on New Connection → Application Request from the left-side menu.
Enter Consumer ID and click Search.
Select location hierarchy (Subdivision, District etc).
Select Application For and Applicant Type.
Enter Address of Installation and Owner Type.
Select Purpose and Tariff option (if applicable).
Enter No. of Days and Applied Load (kW).
Fill Applicant Details (Name, Father/Spouse Name, Mobile No., Email, Address, etc.).
Select Identity Proof type and enter the number, then click Submit to add it.
Upload required documents under Document Details and click Upload.
Add Appliance Details (Appliance Name, Watt, Quantity) and click Add.
Verify all entered details.
Click Save to submit the new connection application.
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[bookmark: _Toc221718860]Track Request
The Track Application module allows users to track the status of submitted new connection applications and change requests. Users can filter records using date range and view the current status of each request.
[bookmark: _Toc221718861]Track New requests
This tab displays the list of new service (new connection) applications submitted within the selected date range.
Steps:
Click on New Connection → Track Application.
Select From Date and To Date.
Click on Load.
Click on the Track New Service tab.
View Application Number, Application Date, Consumer Name, Application Type, and Status.
Click on View (if available) to see detailed information.
Use Search or Pagination to filter or navigate records.
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[bookmark: _Toc221718862]Track Change Request
This tab displays the list of change requests such as load change or category change submitted by consumers.
Steps:
Click on New Connection → Track Application.
Select From Date and To Date.
Click on Load.
Click on the Track Change Request tab.
View Consumer ID, Consumer Name, Request Type, Request Date, Requested Load, Category, Created By, and Status.
Click on Application Reg. No or Estimation Note (if available) to view/download details.
Use Search or Pagination to filter or navigate records.
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[bookmark: _Toc221718863]Change Request
The Change Request module allows consumers to raise requests for modifications in their existing electricity connection. Users can request changes such as meter change, name change, category change, load change, or shifting of connection. The system displays current consumer details before submitting the request.
Steps:
Click on New Connection → Change Request from the left-side menu.
Select the Consumer ID.
Click on Search to fetch consumer details.
Verify the displayed details (Name, Address, Category, Phase, Load, Mobile No).
Select the Consumer Request Type from the dropdown (e.g., Meter Change, Name Change, Category Change, Load Change, Requisition for Shifting etc).
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Based on Type of change request form opens.
Provide relevant details and upload required documents.
Submit/Save the request to proceed.
Name Change:
The Name Change request allows the consumer to update the registered name in the electricity connection records. Required personal details and supporting documents must be submitted.
Steps:
Go to New Connection → Change Request.
Select Consumer ID and click Search.
Select Name Change from Consumer Request Type.
Select Change Type (if applicable).
Enter updated Consumer Name and other required details.
Upload supporting documents.
Click Submit.
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Category/ Load Change
This option allows the consumer to request either a category change, load change, or both together.
Steps:
Select Category / Load from Consumer Request Type.
Choose the required option (Category Change / Load Change).
Select new Category (if applicable).
Enter requested Load details (if applicable).
Enter Request Date and Remarks.
Upload required documents.
Click Submit.
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Category Change
This request allows the consumer to change the tariff category of the existing connection.
Steps:
Select Category Change from Consumer Request Type.
Select the new Category.
Verify Category Request Date.
Upload required documents.
Click Submit.
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Load Change

This request allows the consumer to increase or decrease the sanctioned load of the connection.
Steps:
Select Load Change from Consumer Request Type.
Enter Existing Contracted Load.
Enter requested Sanction Load (kW/kVA).
Enter Load Request Date and Remarks.
Upload required documents.
Click Submit.
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[bookmark: _Toc221718864]Help

The Help Module (Help Desk) provides users with quick access to support information, downloads, contact details, and consumer grievance channels. It acts as a self-service support section where users can:
Download important documents and applications
View official contact address
Access consumer redressal email details
Call the toll-free helpline (1912)
View general information and website links
All sections are arranged in expandable panels for easy navigation.
Steps:
Access Help Module
Login to the portal.
From the left-side menu, click Help.
The Help Desk page opens displaying multiple support sections.

Downloads Section
Click on Downloads.
The section expands to show available files such as:
Mobile Application link
iOS download link
Tariff Book PDF
Click on the required link to download or open the document.

Contact Address
Click on Contact Address.
The official office address details are displayed.
User can note or copy the address for reference.
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Consumer Redressal
Click on Consumer Redressal.
Email IDs for:
Post-paid billing support
Prepaid recharge support
are displayed.
User can copy the email ID and raise their concern via email.

[image: ]

General Information
Click on General Information.
A website link and additional guidance are shown.
Click the website link to open it in a new tab for more details.
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Contact Us – Call 1912
Click on Contact Us Call 1912.
Toll-free helpline number details are displayed.
User can directly call 1912 for complaint or support.
[image: ]

[bookmark: _Toc221718865][bookmark: _GoBack]Tariff Book 2025-36

On Clicking Tariff Book Icon, tariff book is downloaded.
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