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1. GETTING START 

1.1.  PURPOSE 

          This document is the user manual for the Customer Information System (CIS) which can be used as a 

reference and also to clarify certain aspects of the system.   

1.2. Getting Start 
This section will help orient users to the Customer Information System functions and capabilities, 

 Also includes helpful information on logging in to the system.  

1.3.   INTERNET BROWSER(S) 

                Internet Explorer, Mozilla Firefox. 

1.4. ADDITIONAL SOFTWARE REQUIREMENT(S): 

 DF Reader. 

Note: “Barcode Font” is required if user want to Print bill from this computer.  

1.5. LOGGING INTO THE CUSTOMER INFORMATION SYSTEM  

All users must have account before logging in to the customer Information System. If users are registered, 

they can log into the system using the personal login username and password. 

1.6. USER LOGIN  

Step: 1 open web browser and type URL http://192.168.2.3:7003/cis/faces/login.jspx” 

          Note:  Internet Explorer or Mozilla Firefox are recommended  

1.7.      LOGIN SCREEN 
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Step: 1 enter user name and password 

Step: 2 Click on Login button 

1.1. MAIN DASHBOARD FOR CASH MODULE 
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2. CASH 
Cash keeps track of all the balances of Consumers, Company / WAPDA Departments, Government 

Departments, Agencies and all other stake holders of the system. It handles any cash payments made by the 

Consumer, Government Departments or any Inter-Office transactions and updates the corresponding 

balances accordingly 

 

3. STANDALONE CASH MODULE  

There is a Separate Cash module for CIS. It is Desktop application that runs on client Machine.  

3.1. Scanning/Entry of Cash in Data Entry Section:- 

  

After receiving the cash stubs and scrolls Main Date wise from the Liaison Section, the Data Entry 

Supervisor manages the complete flow of cash entry jobs up to scanning. The cash entry process is further 

divided into two operations. 

3.1.1. SCROLL OPERATION FUNCTION. 

After receiving the cash from Liaison section, Data Entry Supervisor will perform “Scroll Operation 

function”. After being logged in through supervisor’s user a new screen will be displayed. The entry 

of main date is only required in this screen in DDMMYYYY form. The entry of correct Main Date 

must be ensured. 

3.1.2. STUB OPERATION FUNCTION 

In Machine Readable Cash Entry System, the Scanning/ Entry of stubs is to be performed by the 

Data Entry Operator. This function is called as “Stub Operation”. The access of Data Entry 

Operator’s User is limited up to “Stub Operation” Function only. As the Scroll operation in respect 

of all the scrolls of a bundle is completed by the Data Entry Supervisor, the respective bundle of 

stubs is allotted to Data Entry Operator for “Stub Operation” Function. 

 

After being logged in through Data Entry Operator’s user & password, a screen for entry of main 

date will be displayed. The main date is entered as DDMMYYYY form. The entry of correct main 

date must be insured. 
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As the main date is entered, a new screen will be opened. Only the “ID number” is to be entered 

from the first stub of a specific scroll. The Date Of Payment, Bank Code, Scroll Number and Total 

Scroll Amount as entered during Scroll Operation Function will automatically be displayed on the 

screen. It must be ensured that all displayed particulars are same as entered on the first and last stub 

of the respective scroll. 

3.2. LOGIN SCREEN OF CASH APPLICATION 

Step: 1 Click on Desktop ICON of CASH 

Login dialog will open. 

Step: 2 Enter User Id and password and Click on Login 
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4. MAIN Dashboard  

 

4.1. SCROLL ENTRY SCREEN 

4.1.1. FIELD DESCRIPTION  

       SCROLL “ID 

       A four digits numeric “ID Number” as mentioned on the scroll is required to be entered in this column.  

       PAYMENT DATE 

         Payment Date is to be entered in this column as per scroll. The payment date is to be entered as            

DDMMYYYY form. 

BANK CODE: 

     In this column bank code is required to be entered as available on the scroll. The bank code must be in       

five digits. 

SCROLL NUMBER:- 

     In this column enter the scroll number in two digits as written on the scroll. 

TOTAL AMOUNT:- 
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Total scroll amount, which is the sum of payments of all the stubs entered in a specific scroll, is to be entered 

in this column.  

Step: 1 Click on cash menu. 
Step: 2 Click on Scroll. 
Step: 3 Set Main  Enter Main Date format ‘MMDDYYYY’. 
Step: 4 Click on Entry mode. 
 
 
 
 

 

4.2. STUB ENTRY SCREEN 

Following card types are available on the Screen for Stub Operation Function. 

• SCANNING 

• MANUAL BILL 

• DETECTION 

• ADVANCE BILL 

• RCO 
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4.2.1. SCANNING:  

This card type is used for normal scanning purposes. Normal computerized bills and DCNs are scanned with 

the help of Scanner/ Bar Code Reader. The data is recovered from the bar codes available on the stub. As a 

stub is scanned, Batch Number, Sub Division Code, Account Number and amount paid will be displayed on 

the screen. At the same time a new option “Adjusted Bill” will also be reflected on the screen. Now the 

scanned amount is to be verified from the amount as ticked/ encircled on the stub. 

 

Sometimes, the amounts of the bills are to be amended by the concerned authority as a result of some 

adjustment. Moreover, sometimes net amount of bill is erroneously accepted by the bank after due date or 

gross amount of bill is erroneously received by the bank with in due date. As in this system, the amount to be 

scanned is selected by comparing Due Dates & Payment Dates. In all such cases, the scanned amount does 

not reconcile with the amount actually received by the bank. The “Adjusted Bill” option is to be Click ed for 

entry of such payments. As the “Adjusted Bill” option is Click ed, the scanned amount will automatically be 

omitted from the amount column. Correct amount is required to be manually entered. The entry is to be 

saved by pressing the “ENTER” key. The saved entry is displayed with entry code “A”. 

4.2.1.1. MANUAL BILL: - 

This Card Type is available for entry of hand/duplicate bills, manually prepared by the concerned authorities. 

For this purpose, “Manual Bill” is Click ed. Batch Number, Sub Division Code, Account Number and 

amount paid fields are to be manually entered. The entry is to be saved by pressing the “ENTER” key.  

4.2.1.2. DETECTION BILL: - 

Detection bill payments are entered under Card Type “5”. The scanning of detection bill is not possible. For 

entry of detection bill payments, Card Type “Detection Bill” is selected by making a Click . Batch Number, 

Sub Division Code, Account Number and amount paid fields are manually entered. The “ENTER” key is 

pressed to save the entry. 

4.2.1.3. ADVANCE BILL: - 

Sometimes manually prepared advance bills are issued to the consumers. The payments of advance bills are 

entered under Card Type “7”. For this purpose Card Type “Advance Bill” is selected by making a Click . 

Batch Number, Sub Division Code, Account Number and amount paid fields are manually entered. The 

“ENTER” key is pressed to save the entry. 

4.2.1.4. RCO: - 

 

Reconnection fee, realized from the consumers at the time of reconnection is required to be posted under 

Card Type “R”. For this purpose Card Type “RCO” is Click ed. Batch Number, Sub Division Code, Account 
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Number and amount paid fields are to be manually entered. The entry is to be saved by pressing the 

“ENTER” key. 

The Stub Operation, as per procedure mentioned above, is repeated with all the stubs one by one. During 

scanning/ entry process, the entry file showing the Serial Number, Card Type, Complete Reference Number 

(i-e Batch Number, Sub Division Code, Account Number), amount and entry code will be continuously 

displayed on the screen. This entry file can be re-viewed at any time by using up and down keys. The 

erroneous entry may be selected from the entry file and updated at any time. 

Step: 1 Click on cash menu. 
Step: 2 Click on Cash. 
Step: 3 Set Main  Enter Main Date format ‘MMDDYYYY’. 
Step: 4 Click on Scanning. 
 
 

 
. 

5. Daily Cash Payments Process 

5.1. PREPARATION FOR CASH SCANNING/ENTRY. 

Smaller part of the electricity bill is known as stub. These stubs and scrolls are maintained by the banks. 

These stubs and scrolls are then forwarded to the RO at the end of the day. RO receives stubs and scrolls and 

verifies. He prepares the CP 99 by analyzing the stubs and scrolls. Then these stubs and scrolls along with CP 

99 are forwarded to the concerned DISCO computer centers for their further processing.  
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5.2. SCROLL ID ALOTTMENT 

 Data supervisor and stuff of control section prepare the bundles of stubs and scrolls for its data entry in the 

system. The bundle are also allotted scroll ID.  

5.3. SCANNING/ENTRY 

 These bundles are then distributed to the different DEOs by the Supervisor for scanning. DEOs then 

scans/enter the stub information in the system after entry of scrolls IDS and as a result of this data entry a 

cash table is generated min date wise.  Supervisor exports this table in fix formats and submit request for 

reconcile list in machine room. 

5.4. ONLINE CASH CORRECTION  

5.4.1.  SCROLL CORRECTION 

Step: 1 Login in consumer information system 

Step: 2 Click on cash  Scroll correction from. 

Step: 3 Enter main dates. 

 

5.4.2. STUB CORRECTION 

Step: 1 Login in consumer information system 
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Step: 2 Click on cash  stub correction from. 

Step: 3 set main dates. 

 

 
 

5.5. CASH RECONCILIATION 

Reconcile list is being processed for Online cash and routine (daily) cash separately.. Only a single main 

date for online and daily cash each can be processed. 

Machine room operator performs the reconciliation of cash. After the reconciling step a reconcile file is 

created. Reconciliation prints to corrections of mistakes if any. A correction file and a work sheet are 

generated after the process of reconciliation and correction by data control. Control Section performs the 

cash compare using cash reconcile and cash correction files and prepares the cash corrected file. A cash 

compare list is also generated at this step.  AD Control Section also checks during cash compare that whether 

there is any variance in cash, if so then they forward it to the Supervisor for its correction and again cash 

compare is repeated after necessary corrections for an accurate processing of cash.  

If there is not cash variance, then CP 100 is prepared along with daily cash summary and daily cash list. After 

this, Data Section Officer performs the circle wise separation on cash corrected file to generate a circle wise 

list and ready for posting file.  
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5.6. CASH RECONCILIATION STEPS 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on Daily. 

Step 4: Click on “Cash Reconciliation” List on form 
 

 
Step 5: Click on “Create Param Form” 

 
 

Step: 6 Enter   Main Date e.g.    “01/27/20015”  Format “MM/DD/YYYY” 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 

 

 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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5.7. CORRECTION (PROCESS/LIST) 

After completion of reconcile correction, all work sheets are compiled and numbered properly. These 

worksheets are sent to Data Entry Section for entry purpose. After entry of all work sheets, proof list of cash 

correction is obtained from the machine room. Proof list of cash correction is checked with the reconcile list 

and not from worksheets.  

5.8. CORRECTION (PROCESS/LIST) STEPS 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on Daily. 

Step 4: Click on “Correction (Process/List)” List on form 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step 5: Click on “Create Param Form” 

 
 

Step: 6 Enter   Main Date e.g. ‘MM/DD/YYYY’ 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form 
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5.9. COMPARE (PROCESS/LIST) 

When all the corrections on cash correction list are error free, cash compare list is requested.  Cash 

corrections are posted on original cash files in this step and data is updated through this step.  It must be 

ensured that  

Total after correction records       =     Total records on reconcile list + Additions – Deletions 

Of compare list 

This equation ensures the updating of correct file.  All exception messages on cash compare list are to be 

checked 100% from the exception stubs and no exception message should be ignored.  It must be ensured 

that there is no any mismatching of scroll total with the computed total.  If there is any mismatched scroll, it 

must be got corrected as per reconcile procedure.  The message “Why updating rejected” indicates that 

although paid amount and due amount is equal, the amount is being updated.  Such cases need complete 

scrutiny by Data Control Supervisor.  However, this may be due to wrong tick on stub, entry omission in 
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reconcile list in amended bill or entry of incorrect reference number.  This message is got removed by 

deleting record first and then making addition in the same compare. 

 

5.10. CASH COMPARE LIST STEPS 

 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on Daily. 

Step 4: Click on “CASH COMPARE LIST”  on form 

 
Step 5: Click on “Create Param Form” 

 

 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step: 6 Enter   Main Date e.g. ‘MM/DD/YYYY’ 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 

 
 

 
 
 

5.11. CP-100(PROCESS/LIST) 

After passing through cash reconcile / correction / compare and circle wise separation steps successfully, CP-

100 list is requested. In this process CORRECTED-FILE generated in Cash Compare is used as input. CP-

100 is the final list of all stubs in a scroll. CP-100 must be checked 100% before submitting the cash posting. 

CP-100 is checked through CP-99s.  All totals on CP-100 should be checked with CP-99s and in case of 

difference individual scroll’s entries should be examined. Statistics at the end of CP-100 must be checked with 

the statistics of final compare list. 
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5.12. CP-100(PROCESS/LIST) STEPS 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on Daily. 

Step 4: Click on “CP-100(Process/List)” List on form 

 
Step 5: Click on “Create Param Form” 

 
 

Step: 6 Enter   Main Date e.g ‘MM/DD/YYYY’ 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 

 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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5.13. CIRCLE WISE SEPARATION: 

After this, Data Section Officer performs the circle wise separation on cash corrected file to generate a 
circle wise list and ready for posting (RFP) file. In this process, records having same reference numbers, 
payment date, bank code and card type are declared duplicate records and are listed.  If any correction is 
required, it is made in the cash correction file and cash compare step is repeated.   

5.14. CIRCLE WISE SEPARATION STEPS 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on Daily. 

Step 4: Click on “RFP Creation Process” List on form 

 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step 5: Click on “Create Param Form” 

 
 

Step: 6 Enter Main Date e.g. ‘MM/DD/YYYY’ and enter cash mode 1 for normal and 2 for Online  

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 
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5.15. CASH POSTING (PROCESS/LIST): 

During Cash Posting process, payments are posted against the consumer accounts (closing balances) 
which are updated accordingly. The closing balances are updated according to current month/previous 
month balance which are selected on the basis of payment date and paid amount. Un-identified payment 
and RCO payments are posted against Others-Charges only. Un-identified payment is written on Residual 
File along with Misc.-File. The following components priority is observed in the cash posting process. 

5.16. Cash Posting (Process/List) STEPS 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on Daily. 

Step 4: Click on “Cash Posting (Process/List))” List on form 

 

http://192.168.2.3:7003/cis/faces/home.jspx?_adf.ctrl-state=6aedpgj5o_75
http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step 5: Click on “Create Param Form” 

 
 

Step: 6 Enter   Main Date e.g. ‘MM/DD/YYYY’ and enter cash mode 1 for normal and 2 for 

Online  

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 
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5.17. SURCHARGE CASES: 

The bill issued to the consumer for example heaving B=01 for the month of 02/2015 have a due date 20-02-

2015. When cash of 20-02-2015 is posted, it check from the billing schedule table about the batch have due 

date equal to cash posting date. The all consumers of selected batch are processed for checking is levied. If 

partial payment is made the surcharge levied is work out for remaining. 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on Daily. 

Step 4: Click on “Surcharge CASES” List on form 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step 5: Click on “Create Param Form” 

 
 

Step: 6 Enter   Main Date e.g ‘MM/DD/YYYY’ 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 
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5.18. LIST OF CONSUMERS ISSUED DCNS (CP-112) 

 
It is the list of all those consumers who are issued DCNs. Check the billing month printed on the list. The 

statistics ( i-e Total number of DCNs ) must be verified from the serial number of last DCN bill. 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on Daily. 

Step 4: Click on “CP 112N: List on form 
 

 
Step 5: Click on “Create Param Form” 

 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step: 6 Enter   Main Date e.g ‘MM/DD/YYYY’ 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 

 

 

 
 

5.19. . CP-107 UN-IDENTIFIED CASH LIST: 

This is a progressive report with full information of un-identified cash and identified cash posted through 

CP-139 transaction type “1” and un-identified deleted cash through CP-139 transaction type “2”.  

Following checks are implemented:- 

Check week ending date as DD-MM-CCYY. 

      Un-identified cash of CP-107 must be equal to the sum of un-identified cash of all main dates of the week. 
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Identified cash of weekly CP-107 must be equal to total cash posted through CP-139 transaction type “1” 

during the week. 

Deleted cash must be equal to the total cash deleted through CP-139 transaction type “2” during the 

week. 

- Previous progressive balance of CP-107 must be equal to the new progressive balance of last 

week CP-107. 

- New progressive balance = Previous progressive balance + Un-identified cash –  

   Identified cash – Deleted cash. 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on Daily. 

Step 4: Click on “CP-107 LIST: List on form 
 

 
Step 5: Click on “Create Param Form” 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step: 6 Enter   Main Date e.g ‘MM/DD/YYYY’ 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 

 

6. Weekly Cash Payment Process 

 
As per commercial procedure Monday through Saturday is a week and Saturday or any last working day 

of the week is considered the week ending day.  After the cash posting of the week ending day, weekly 

reports are processed.  Following are the weekly reports:- 

1. CP-101 Weekly cash collection book by bank branches. 

2.  CP-106 Weekly cash posted summary. 

3.  CP-107  Weekly un-identified cash list. 

4. CP-126 Weekly list of cash received on behalf of other divisions. 

5.  CP-127 Weekly list of cash posted on behalf of other divisions. 

6. CP-134 Weekly inter-office transactions. 
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6.1. CP-101 WEEKLY CASH COLLECTION BOOK BY BANK BRANCHES. 

This output is prepared weekly in which all the cash collected in the week as shown in CP-100 daily is 

reflected.  It is detail of all scrolls totals, processed during the week.  These scrolls are shown date wise.  

It is sorted on bank branches in the sub division.  Following checks are implemented to ensure accuracy:- 

• Check week ending date as DD-MM-CCYY. 

• Division wise total collection of CP-101 must be equal to the division wise total cash of CP-100 

of all the dates existing in the week as per cash register. 

• Region total of CP-101 must be equal to the total calculated cash of CP-100 of all the main dates 

existing in the week as per cash register. 

• Progressive total for the month must be equal  to  the  total  calculated  cash of CP-100 of all 

main dates posted up to the week ending as per cash register. 

 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on weekly. 

Step 4: Click on “CP-101 LIST: List on form 
 

 
Step 5: Click on “Create Param Form” 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step: 6 Enter   Main Date e.g ‘MM/DD/YYYY’ and Weekend Date 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 
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6.2. CP-106 WEEKLY CASH POSTED SUMMARY 

This is a weekly report in which posted cash of a sub division is listed batch wise.  This list also shows 

un-identified cash, reconnection cash, cost of meter installment and postings made by other divisions.  It 

gives component wise detail of all the cash posted during a week.  Following checks are implemented to 

check the accuracy:- 

• Check week ending date as DD-MM-CCYY. 

• Grand total of CP-106 must be equal to the region total of CP-101 and also sum of total cash of 

all the main dates existing in the week as per register. 

- Total cash posted to own division of CP-106 + Total 

cash posted to other divisions of CP-106 

= Total General cash posted 

+  Total Industrial cash 

posted during the week as 

per cash register. 

- Total cost of Meter on CP-106 = Total cost of Meter posted 

during the week as per 
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register 

- Total RCO posted to own division of CP-106 + total 

RCO posted to other divisions CP-106 

= Total RCO cash posted 

during the week as per 

register 

- Total un-identified cash CP-106 = Total of un-identified cash  

during the week as per 

register 

- Component wise cash posted to other divisions of 

CP-106. 

= Component wise total of 

CP-126 and CP-127. 

 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on weekly. 

Step 4: Click on “CP-106 LIST: List on form 
 

 
Step 5: Click on “Create Param Form” 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step: 6 Enter   Main Date e.g ‘MM/DD/YYYY’ and Weekend Date 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 



                                                              
____________________________________________________________________________________ 

_____________________________________________________________________________________                                                 

                                                      CIS User Manual volume IV                                                             34 

 

 

6.3. CP-107 WEEKLY UN-IDENTIFIED CASH LIST: 

This is a progressive report with full information of un-identified cash and identified cash posted through 

CP-139 transaction type “1”  and un-identified deleted cash through CP-139 transaction type “2”.  

Following checks are implemented:- 

• Check week ending date as DD-MM-CCYY. 

• Un-identified cash of CP-107 must be equal to the sum of un-identified cash of all main dates of 

the week. 

• Identified cash of weekly  CP-107  must  be equal to total cash posted through CP-139 

transaction type “1” during the week. 

• Deleted cash must be equal to the total cash deleted through CP-139 transaction type “2” during 

the week. 

• Previous progressive balance of CP-107 must be equal to the new progressive balance of last 

week CP-107. 

• New progressive balance = Previous progressive balance + Un-identified cash –  



                                                              
____________________________________________________________________________________ 

_____________________________________________________________________________________                                                 

                                                      CIS User Manual volume IV                                                             35 

 

   Identified cash – Deleted cash. 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on weekly. 

Step 4: Click on “CP-107LIST: List on form 
 

 
Step 5: Click on “Create Param Form” 

 
 

Step: 6 Enter   Main Date e.g ‘MM/DD/YYYY’ and Weekend Date 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 

 

 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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1. CP-126 WEEKLY LIST OF CASH RECEIVED ON BEHALF OF OTHER 

DIVISIONS. 

It is an output generated from the payment summary of those consumers who do not pay their bills in  

their allotted divisions.  The cash received on behalf of other divisions “CP-126” shows the detail i.e. 

payment date, bank code, reference number and component wise payment.  It also indicates the actual 

sub division of the consumers.  Following checks are implemented:- 

- Check week-end date as DD-MM-CCYY. 

- Component wise total of CP-126 = Component wise total of CP-127 

- Component wise total of CP-126 = Component wise total of cash posted to other 
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    Divisions on CP-106. 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on weekly. 

Step 4: Click on “CP-107LIST: List on form 
 

 
Step 5: Click on “Create Param Form” 

 
 

Step: 6 Enter   Main Date e.g ‘MM/DD/YYYY’  

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 

 

 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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6.4. CP-127 WEEKLY LIST OF CASH POSTED ON BEHALF OF OTHER 
DIVISIONS. 

All the records, where the cash is posted to other divisions are listed in this weekly report.  Whenever the 

CP-126 is processed from the payment summary, the CP-127 is generated simultaneously.  It must be 

ensured that:- 

Week ending date is correct as DD/MM/CCYY. 

The other checking procedure is the same as in CP-126. 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on weekly. 

Step 4: Click on “CP-127 LIST: List on form 
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Step 5: Click on “Create Param Form” 

 
 

Step: 6 Enter   Main Date e.g. ‘MM/DD/YYYY’ and Weekend Date 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 

-  
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6.5. CP-134 WEEKLY INTER-OFFICE TRANSACTIONS. 

This is a detailed report of inter office transactions received and posted during the week through CP-139.  

Following checks are implemented:- 

• Check week ending date as DD-MM-CCYY. 

• Total amount of CP-134 =  Total amount of IOT posted during week through  

  CP-139 – Total amount of IOT  reversed  through  

  CP-139 

 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on weekly. 

Step 4: Click on “CP-134 LIST: List on form 
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Step 5: Click on “Create Param Form” 

 
 

Step: 6 Enter   Main Date e.g. ‘MM/DD/YYYY’ and Weekend Date 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 

-  
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7. Monthly Cash Payment Process 

 
After successful processing and checking of weekly reports of last week-end of the month, following monthly 
cash reports are processed: 
This process describes the processing of cash payments on monthly basis. The accurate processing of 
monthly cash results in error free processing of cash overall and correct MIS reporting. 
The process is initiated at the end of the month.   
 

7.1. CP-102 ENTRY. 
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Bank remittances week wise, bank wise are entered in relevant table month wise. It will be used in CP-104 
creation step.

 
 

7.2. CP102 LIST. 

 
This list will list all records listed in above step. 
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7.3. CP-102A ENTRY. 

 
Bank remittances Adjustment (Credit/Debit) week wise, bank wise are entered in relevant table month wise. 
It will be used in CP-104 creation step. 
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7.4. CP102A LIST. 

This report is generated as a result of adjustments of remittances reflected through CP-102A.  Following 

checks are implemented to ensure accuracy:- 

• Check the month end of the report as MM-CCYY. 

• Total credit amount of CP-103A must be equal to the total credit amount appearing in final proof list 

of CP-102A and CP-104 list. 

• Total debit amount of CP-103A must be equal to the total debit amount appearing in final proof list 

of CP-102A and CP-104. 

 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on Monthly. 

Step 4: Click on “Cp102a list 

”List on form 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step 5: Click on “Create Param Form” 

 
 

Step: 6 Enter   Main Date e.g. ‘MM/DD/YYYY’ 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 
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7.5.  CP-103 MONTHLY SCHEDULE OF WEEKLY REMITTANCE BY BANK   
BRANCHES. 

This output report is generated by using remittances reflected in CP-102 and is sorted bank wise in a sub 

division.  Following checks are implemented:- 

• Check the month end as MM-CCYY. 

• Division wise total of CP-103 must be equal to the division wise total of final proof list of CP-102. 

• Division wise total of CP-103 must be equal to the division wise remittances of CP-104 list. 

 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step 3: Click on Monthly. 

Step 4: Click on “Cp103 list 

”List on form 

 
Step 5: Click on “Create Param Form” 

 
 

Step: 6 Enter   Month End Date e.g. ‘MM/DD/YYYY’ 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 
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        This will list all cp-103 records div. wise. 

7.6. CP-103A MONTHLY REMITTANCE ADJUSTMENT. 

This report is generated as a result of adjustments of remittances reflected through CP-102A.  Following 

checks are implemented to ensure accuracy:- 

• Check the month end of the report as MM-CCYY. 

• Total credit amount of CP-103A must be equal to the total credit amount appearing in final proof list 

of CP-102A and CP-104 list. 

• Total debit amount of CP-103A must be equal to the total debit amount appearing in final proof list 

of CP-102A and CP-104. 

 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on Monthly. 

Step 4: Click on “Cp103A list 
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”List on form 

 
Step 5: Click on “Create Param Form” 

 
 

Step: 6 Enter   Month End Date e.g. ‘MM/DD/YYYY’ 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 

. 
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7.7. CP-104 DIVISIONAL CASH COLLECTION BOOK. 

This list will use last month closing balances of bank branches a opening balances for this month. The current 

collection will be taken from weekly CP-101 of all weeks. The bank remittance/adjustments are taken from 

Cp-102, CP-102a, and new balances is generated. A simple example is a under: 

Open balance + current month collection – bank remittance + Credit adjustment – Debit adjustment = 

closing balance. 

A list is generated, and a closing balance row is generated for next month usage.  

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on Monthly. 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step 4: Click on “CP 104 PROCESS LIST “on form 

 
Step 5: Click on “Create Param Form” 

 
 

Step: 6 Enter   Month End Date e.g. ‘MM/DD/YYYY’ 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 
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7.8. CP-108 DIVISIONAL CASH ANALYSIS SUMMARY. 

This is a monthly report in which cash collected / posted to own division and to other divisions is reflected 

component wise as in weekly CP-106.  This is the most important cash report and 100% checking must be 

ensured.  Following checks are implemented:- 

• Check the month end of the report as MM-CCYY. 

• Grand total (i.e. total cash collection) must  be  equal  to the total collection of CP-104 as well as total of 

CP-101 of all the weeks. 

• Un-identified cash of CP-108 must be equal to the total un-identified cash of all dates from the posting 

register.  This must also be equal to the total un-identified cash appearing in CP-106 of all the weeks. 

• Total reconnection cash posted to own division and to other divisions of CP-108 must be equal to the 

total reconnection cash of all dates from the register. 

• Total “cost of meter” of CP-108 must be equal to the total of “cost of meter” cash of all dates from 

register. 

• Total posted cash of CP-108 must be equal to the total of “General cash posted” and “Industrial cash 

posted” of all the dates from the register.   

• Cash posted to other divisions  of CP-108 must be equal to the total amount of CP-128.  (Component 

wise amounts also be checked). 

 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on Monthly. 

Step 4: Click on “CP 108 PROCESS LIST “on form 

 
Step 5: Click on “Create Param Form” 
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Step: 6 Enter   Month End Date e.g. ‘MM/DD/YYYY’ 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 
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7.9. CP-128 MONTHLY LIST OF CASH RECEIVED ON BEHALF OF OTHER 
DIVISIONS. 

This is a monthly report in which cash movement as per CP-126 / CP-127 during the month are listed .  

Following checks are implemented. 

• Check month end of the report as MM-CCYY. 

• The total amount of all the weekly CP-126 and CP-127 reports should be equal to the total 

amount of CP-128. 

• Sum of component wise amount of all the weekly CP-126 and CP-127 reports should also be 

compared with the all components of CP-128. 

• Component wise amount of cash posted to other divisions of CP-108 must be compared with 

component wise amount of CP-128. 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on Monthly. 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step 4: Click on “CP 128 LIST “on form 

 
Step 5: Click on “Create Param Form” 

 

 
Step: 6 Enter   Month End Date e.g. ‘MM/DD/YYYY’ 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 
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7.10. CP-130 MONTHLY JOURNAL ADJUSTMENT POSTED. 

All the journal adjustments posted through CP-139 transaction type “3” are listed in this monthly report.  

Following checks are implemented to ensure accuracy:- 

• Check the month end of the report as MM-CCYY. 

• Total amount posted through CP-139 transaction type “3” must be equal to the total debit and 

credit amount of CP-130. 

• The credit total of CP-130 must be equal to the debit total of CP-130. 

 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on Monthly. 

Step 4: Click on “CP 130 LIST “on form 
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Step 5: Click on “Create Param Form” 

 

 
Step: 6 Enter   Month End Date e.g. ‘MM/DD/YYYY’ 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 
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7.11. CP-131 INTERS DIVISIONAL JOURNAL ADJUSTMENT CASH. 

All the inter division adjustment for the month, where division of two reference number on CP-139 is not 

same, are listed in this report.  Following checks are implemented:- 

• Check the month end of the report as MM-CCYY. 

• This list must be 100% checked with the posting lists of CP-139 during the month. 

• Credit and debit totals of this report are same and grand totals are always zero. 

 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on Monthly. 

Step 4: Click on “CP 131 LIST “on form 
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Step 5: Click on “Create Param Form” 

 

 
Step: 6 Enter   Month End Date e.g. ‘MM/DD/YYYY’ 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 
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7.12. CP-132 INTERS DIVISIONAL UN-IDENTIFIED CASH ADJUSTMENTS. 

During the posting of CP-139 transaction type “1” if the division codes of un-identified and identified 

reference numbers are different, it means that it is a case of inter division un-identified adjustment.  All the 

inter division un-identified cash adjustments are listed in this monthly report.  This report should be 100% 

checked with CP-139 posting during the month. 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on Monthly. 

Step 4: Click on “CP 132 LIST “on form 
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Step 5: Click on “Create Param Form” 

 

 
Step: 6 Enter   Month End Date e.g. ‘MM/DD/YYYY’ 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 

 

 

 

7.13. CP-135 MONTHLY INTERS OFFICE TRANSACTIONS POSTED. 

This output is generated from the merging of WCL files of all the weeks.  The month end printed on the 

report must be checked as MM-CCYY.  The total amount of CP-135 must be equal to the total amount 
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posted through CP-139 (transaction type “7”) after subtracting the reversal of I.O.T (i.e. CP-139 transaction 

type “8”). Total amount of CP-135 must be equal to the total amount of CP-134 of all the weeks. 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on Monthly. 

Step 4: Click on “CP 135 LIST “on form 

 
Step 5: Click on “Create Param Form” 

 

 
Step: 6 Enter   Month End Date e.g. ‘MM/DD/YYYY’ 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 
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7.14. MONTHLY RESIDUAL LIST. 

This list shows all records of residual table division wise. 

Step 1: Click on Left pan of tree. 

Step 2: Click on Cash. 

Step 3: Click on Monthly. 

Step 4: Click on “CP 135 LIST “on form 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7


                                                              
____________________________________________________________________________________ 

_____________________________________________________________________________________                                                 

                                                      CIS User Manual volume IV                                                             65 

 

 
Step 5: Click on “Create Param Form” 

 

 
Step: 6 Enter   Month End Date e.g. ‘MM/DD/YYYY’ 

Step: 7 Click on Preview Report. 

Step: 8 Report will open .Export it into PDF form. 
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