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ACRONYMS 

DISCO Distribution Company 

PDP Power Distribution Program 

MDI Maximum Demand Indicator 

CP Commercial Procedure 

RCP Revised Commercial Procedure 

PITC Power Information Technology Company 

CC Computer Center 

DG (CS) Director General (Customer Service) 

DG (IS) Director General (Information System) 

RO Revenue Officer 

AM (OP) Sub-Division Officer 

MIS Management Information System 

IOT Inter Office Transaction 

UT Un-Identified Transaction 

DPS Data Preparation System 

ERO Equipment Removal Order 

GST General Sales Tax 

NTN National Tax Number 

FBR Federal Board of Revenue 

DPC Data Preparation Center 

BC Billing Center 

BDC Billing and Data Center 

GUI Graphical User Interface 

LEVEL1 Developed Division, having Computer Section 

WE WAPDA Employee 

MCO Meter Change Order 
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1. INTRODUCTION 

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. SYSTEM REQUIREMENTS  

1.3.1.   INTERNET BROWSER(S) 

                Internet Explorer, Mozilla Firefox. 

1.3.2. ADDITIONAL SOFTWARE REQUIREMENT(S): 

 Adobe Acrobat Reader. 

Note: “Barcode Font” is required for Bill Printing.  

1.4. 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. 

1.4.1. 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  

1.4.1.1.      LOGIN SCREEN 
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1.4.2. MAIN SCREEN  

    Dash board for User Admin 
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2. USER ADMINISTRATION  

2.1. USER  
• User has a name and password 

• User has a code named “DIVCODE. It is used to restrict the data access of a user to 

certain Division, Circle etc.   

2.2. ADD NEW USER  
Step: 1 Login as admin user. 

Step: 2 click on “System” node in left tree. 

Step: 3 clicks on “user administration”   form will open. 

 

Click on “Add new User”  Entry form will open. 

Step: 4 Enter user name, password, divcode, description; 

Note: DIVCODE is used to restrict the data access of a user to certain Division,  
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Step: 4 click on save button.  

 

 

2.3. UPDATE USER  
Step: 1 click on “System” in left tree. 

Step: 2 clicks on “user administration”   form will open. 
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Step: 3 select DIVCODE from drop down list, enter DIVCODE and click on search button 

  
User information will be opened in editable mode.  

Step: 1 Change any information and click on Update User” Button 
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2.4. DELETE USER  
After performing above three step. 

Step: 5 Click on “Delete User” Button  

             Conformation button will open.  

Step: 6 click on click on yes button. 
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3. ROLES 

• Roles determine which user interface elements (such as menu items) you see when you use an 

application.  

• Examples: CIS Manager, Operator, Supervisor etc. 

• Anyone who is member of a role has all the role capabilities, not partial  

• A user can have more than one role 

3.1. ADD ROLE  
Step: 1 click on “System” in left tree. 

Step: 2 click on “Role Maintenance”  

Step: 3 enter group name and click on “Add Group” 
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New group will be added and will displays in list. 

3.2. REMOVE ROLE 
Step: 1 click on “System” in left tree. 

Step: 2 click on “Role Maintenance”  

Step: 3 Select any item from the list and click on “Remove Group” button 
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3.3. USER AUTHORIZATION 
Step: 1 Click on “System” in left tree. 

Step: 2 clicks on “user administration”   form will open. 

Step: 3 click on Role authorizations a form will be opened having one drop down list and two combo 

boxes. 

Step: 4 select user from drop down list and role from left combo and click on   

 
Step: 5 click on “Execute” button  
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4. SYSTEM SETUP 
  

System setup contains the setting of very basic information or reference data which needs to be setup 

before the use of any form or transaction. The reference tables which are being used must 

contains some values. 

4.1. COMMON BUTTON FOR ALL ENTRY FORM 
 

 
1. Find button is used for searching. 
2. First Button will navigate first record. 
3. Previous will navigate one record back. 
4. Next button will navigate record to next 
5. Last button will move to the last record. 
6. Delete button is used to delete the record. 
7. Save/Next Record Save the record and show Empty form. 

 

5. REFERENCE TABLES  

5.1. COMPANIES 

5.1.1. ADDING COMPANY  
Companies form is used to Add/Edit DISCO information that will be used to define the Circles 

Divisions and Sub-Divisions of a particular DISCO. Flowing is required step for adding 

company. 

Step: 1 clicks on “Central” on the tree. 

Step: 2 Click on “Reference Table” 

Step: 3 Click on Company a data entry form will open. Enter the basic information of company 

Step: 4 Click on “saved/Next” button. 
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5.1.2. FIELD DESCRIPTION  
Sr. # Field Name Description 

1. Company Code This field represents DISCO Code e.g. 

“01”  

2. Company Name  Enter short name (abbreviated name) of a DISCO e.g. 

• MEPCO 

• GEPCO 

• FESCO 

 

5.2. Circle 
Circles form is used to Add/Edit Circle information that will be used to define the Divisions and Sub-

Divisions of a particular DISCO. 

5.2.1. ADDING CIRCLE  
Step: 1 clicks on “Central” on the tree. 

Step: 2 Click on “Reference Table” 

Step: 3 Click on” Circle” a data entry form will open. Enter the basic information of circle. 
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Step: 4 Click on “saved/Next” button. 

 

 

 

5.2.2. FIELD DESCRIPTION  
Sr. # Field Name Description 

1. Company Code Select Distribution Company Code from drop down list.  

3. Circle Code This field represents Circle code. 

4. Circle Name Enter short name (abbreviated name) of Circle. 

5. Circle Description Enter complete name of Circle. 

6 Circle Phone Enter Pone number of Circle 

 

5.3. DIVISIONS 
Divisions form is used to Add/Edit division information that will be used to define the Sub-Divisions of 

particulars DISCO.  

5.3.1. ADDING DIVISION 
Step: 1 clicks on “Central” node on the tree. 
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Step: 2 Click on “Reference Table” 

Step: 3 Click on” Division” a data entry form will open. Enter the basic information of Division. 

Step: 4 Click on “saved/Next” button 

 

5.3.2. FIELD DESCRIPTION 
Sr. # Field Name Description 

1. Circle Code Select Circle Code from drop down list. There is separate form 

for company creation. 

2. Circle Name Circle name shall be displayed when a Circle code is selected. 

3. Division Code This field represents Division code to a related Circle and 

DISCO. 

4. Division Name Enter short name (abbreviated name) of a Division. 

5. Division Description Enter complete name of a Division. 

 

5.4. SUB-DIVISIONS 
Sub-Divisions form is used to Add/Edit Sub-Division information 



                                                                           
_________________________________________________________________________________ 

____________________________________________________________________________________________________________________________________________                                                  

     CIS USER MANUAL VOLUME I                                                             15 

5.4.1. ADDING SUB-DIVISION 
Step: 1 clicks on “Central” node on the tree. 

Step: 2 Click on “Reference Table” 

Step: 3 Click on” SUB-Division” a data entry form will open. Enter the basic information of SUB-

Division. 

Step: 4 Click on “saved/Next” button 

 

 
 

5.5. GRID STATION 

Grid station transaction is used to add/edit grid station information that will be used to define the grid 

station from where electricity has been provided to a particular consumer i.e. 132 KV grid 

station etc. 

5.5.1. ADD GRID STATION 
 

Step: 1 clicks on “Central” node on the tree. 

Step: 2 Click on “Reference Table” 
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Step: 3 Click on” Grid Station” a data entry form will open. Enter the basic information of Grid 

station. 

Step: 4 Click on “saved/Next” button 

 

 

 

5.5.2. FIELD DESCRIPTION  
Sr. # Field Name Description 

1. Grid Station Code This field represent grid station code 

2. Grid Station Name Enter short name (abbreviated name) of Grid Station. 

3. Grid Station Description Grid Station Description has been defined in the system 
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5.6. TRANSFORMER 

Transformer form is used to add/edit transformer information that will be used to define the 

Transformer from where electricity has been provided to a particular consumer. 

5.6.1. ADD TRANSFORMER  
Step: 1 clicks on “Central” node text on the tree. 

Step: 2 Click on “Reference Table” 

Step: 3 Click on” Grid Station”  “Add button” a data entry form will open. Enter the basic 

information of Grid station. 

Step: 4 Click on “saved/Next” button 

 

 

5.6.2. FIELD DESCRIPTION  
 

Sr. # Field Name Description 

1.  Feeder Code Select feeder code from the drop down list. 

2.  Transformer Code Allocated transformer code to the consumer. Select 

Transformer Code from the Transformer Code setup 
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table. 

3. .  Description Grid Station Description has been defined in the system 

 

5.7. FEEDERS  
Feeder’ from is used to add/edit feeder information It is a 6 digits code of the feeder from which 

the consumer is being energized. First 4 digits show grid station number and the last 2 digits 
show feeder number. 

5.7.1. ADD FEEDER 
 
Step: 1 clicks on “Central” node on the tree. 

Step: 2 Click on “Reference Table” 

Step: 3 Click on” Feeders” “Add button” a data entry form will open. Enter the basic information 

of Grid station. 

Step: 4 Click on “saved/Next” button 

 
 

 

5.7.2. FIELD DESCRIPTION 
Sr. # Field Name Description 
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  1 Grid Station Code Grid Station code has been selected from grid station table 

3 Feeder Number This field represents feeder number to be entered in the system. 

4 Feeder Name Enter the feeder name  

5 Feeder subdivision code Feeder subdivision code 

5.8. CLASSIFICATION CODES 
This form is used for addition modification deletion of Classification code. To add new classification 

into the system following step are required.  

Step: 1 clicks on “Central” node on the tree. 

Step: 2 Click on “Reference Table” 

Step: 3 Click on” Classification Code” “Add button” a data entry form will open. Enter the basic 

information of Grid station. 

Step: 4 Click on “saved/Next” button 

 

 

5.8.1. CLASSIFICATION CODE LIST 
c Code Description Abbreviation 

1. 00100 Domestic, Religious & Charitable or Free Services  

2. 00101 Residential, Domestic connections other than the following :  

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=1cilhdf1zb_7
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3. 00102 Mosques  

4. 00103 Churches  

5. 00104 Temples  

6. 00105 Gurdawaras  

7. 00106 Approved religious and charitable Institutions  

8. 00107 Government sponsored Educational Institutions  

9. 00108 Hospitals Excluding Private Hospitals and Clinics  

10. 00109 Dispensaries Excluding Private Dispensaries  

 

 

5.9. ED CODES  
1. ED code must be “0” or “1” for private connection and “5” or “6” for Govt. connections as 

under: 

• Private connections exempted from ED coded as “0” 

• Private connections paying ED coded as “1” 

• Govt. connections exempted from ED coded as “5” 

• Govt. connections paying ED coded as “6” 

2. For Govt. connections having ED code “5” or “6” a valid Govt. department code existing in 

Govt. department Table must be entered. 

5.9.1. ADDING ED CODE 
Step: 1 clicks on “Central” node on the tree. 

Step: 2 Click on “Reference Table” 

Step: 3 Click on” ED Code” “Add button” a data entry form will open. Enter the basic information 

of Grid station. 

Step: 4 Click on “saved/Next” button 
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5.10. CASH COLLECTION UNITS   

5.10.1.   “BANK CODE MASTER” 
Cash Collection Units form is used to add/edit cash collection unit’s information that will be 

used to verify the cash received from different cash collection units i.e. banks, post offices , easy 

paisa etc. 

Adding Bank Code 

Step: 1 clicks on “Central” node on the tree. 

Step: 2 Click on “Reference Table” 

Step: 3 Click on” Bank code” “Add button” a data entry form will open. Enter the basic 

information of Grid station. 

Step: 4 Click on “saved/Next” button 
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5.10.2. BANK CODE DETAIL  
 

 

5.10.3. FIELD DESCRIPTION 
 

Sr. # Field Name Description 
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2. Main Bank Code  This field represents collection entity code e.g. 

“01” = Allied Bank Limited 

“02” = Habib Bank Limited 

“20” = Post Office 

3. Main Bank Name In this field enter complete name of bank i.e. 

Allied Bank Limited (ABL) 

Habib Bank Limited (HBL) 

Post Office 

Note: 

It should be unique. 

4. Bank Branch Code Enter bank branch code e.g. 

“020” = ABL Billow Form 

“098” = HBL Bhera 

“001” = P/O Chak No.34 NB 

Note: 

Bank Branch Code should always use in combination with 

Main Bank Code in transaction forms. It should be 

unique in combination with Main Bank Code. 

5. Bank Branch Name Enter complete Bank Branch Name e.g. 

ABL Billow Form 

HBL Bhera 

P/O Chak No.34 NB 

6. Bank Sub-Division Code Enter Bank Sub-Division code with respect to Bank Branch 

area e.g. 

03411 

03417 

03411 

Note: 

Sub-Division should be maintained in another table and that 

table should be referred here. 

 



                                                                           
_________________________________________________________________________________ 

____________________________________________________________________________________________________________________________________________                                                  

     CIS USER MANUAL VOLUME I                                                             24 

6. BILLING SCHEDULE 

Director commercial of each DISCO issued a Billing Schedule at the start of each billing month 

showing the Meter Reading, Batch movement / receipt, Batch processing, Printing, Due date 

and Due date cash posting date etc.  

 

 
 

 

7. TARIFFS AND RATES 

7.1. TARIFFS AND RATES 
 Tariff Form is used to add/edit tariff information that will be used to define the tariff of a particular 

consumer. Electricity billing amount is calculated on the basis of associated tariff i.e. industrial, 

domestic etc. 

7.2. TARIFFS CODE 
Tariff form is used for add, update, delete tariff code information in CIS  



                                                                           
_________________________________________________________________________________ 

____________________________________________________________________________________________________________________________________________                                                  

     CIS USER MANUAL VOLUME I                                                             25 

 

7.2.1. TARIFF CODE LIST 
Sr. # Tariff Code Name Description Status 

 Domestic 

1. 01 A1 Sanctioned load up to 20 KW  No Change 

2. 02 A1(FATA) Sanctioned load up to 20 KW No Change 

3. 03 A1(TOD) Sanctioned load exceeding 20 KW New 

 Commercial 

4. 04  Sanctioned load up to 20 KW No Change 

5. 05  Sanctioned load exceeding 20 KW Non 

TOD 

No Change 

6. 06  Time of use exceeding 20 KW New Rates 

 Industrial 

7. 07 B1 Sanctioned load up to 20 KW (at 

400/230 Volts) 

No Change 

8. 08 B1(08) Sanctioned load up to 20 KW (at 

400/230 Volts) 

Discontinued 

9. 09 B1(TOD) To be shifted to B2(TOD) Tariff-12 Discontinued 
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10. 10 B2 Sanctioned load 20-500 KW (at 400 

Volts) Non TOD 

No Change 

11. 11 B2(11) Sanctioned load 20-500 KW (at 400 

Volts) Non TOD 

Discontinued 

12. 12 B2(TOD) Time of use No Change 

13. 13 B3 For all load up to 5000 KW (at 11,33 

KV) 

Discontinued 

14. 14 B3(TOD( Time of use No Change 

15. 15 K(B) Rawat Lab No Change 

16. 16 B4 For all loads (at 66,132 KV) Discontinued 

17. 17 B4(TOD) Time of use No Change 

 Bulk Supply 

18. 19 C1(A) Sanctioned load up to 20 KW No Change 

19. 25 C1(B) Sanctioned load above 20 KW Non 

TOD 

No Change 

20. 26 C1-B(TOD) Time of use New 

21. 28 C2 Supply at 11,33 KV load up to 5000 

KW Non TOD 

No Change 

22. 29 C2(TOD) Time of use New 

23. 30 C2-B Bulk supply at 11 KV Discontinued 

24. 34 C2-C Bulk supply at 33 KV Discontinued 

25. 35 K(A) AJK Azad Jammu Kashmir Non TOD No Change 

26. 36 K(A) TOD Azad Jammu Kashmir TOD New 

27. 37 C3 Supply at 66, 132 KV load above 5000 

KW 

No Change 

28. 38 C3(TOD) Time of use New 

 Agriculture / Scrap Tube wells 

29. 45 D-1(TOD) Scrap T/Well load above 20 KW, Time 

of use 

New 

30. 46 D-1 Scrap load up to 20 KW Non TOD No Change 

31. 47 D2(I)-STOD Time of use, Special 3 time spawn No Change 



                                                                           
_________________________________________________________________________________ 

____________________________________________________________________________________________________________________________________________                                                  

     CIS USER MANUAL VOLUME I                                                             27 

meters 

32. 48 D2(II)-STOD Time of use, Special 3 time spawn 

meters 

No Change 

33. 49 D2(I) Agri. T/Wells, Sindh & Punjab Non 

TOD up to 20 KW 

No Change 

34. 50 D2(I)-TOD Agriculture Tube Wells TOD above 20 

KW 

New 

35. 51 D2(II)-TOD Agriculture Tube Wells TOD above 20 

KW 

New 

36. 52 D2(II) Agriculture Tube Wells, NWFP and 

Baluchistan Non TOD up to 

20 KW 

No Change 

 Temporary Supply 

37. 55 E1(1) Temporary Residential Supply No Change 

38. 56 E1(2) Temporary Commercial Supply No Change 

39. 58 E2(1) Temporary Industrial Supply No Change 

40. 59 E2(2A) Temporary bulk supply at 400 volts Discontinued 

41. 60 E2(2B) Temporary bulk supply at 11/33 KV Discontinued 

42. 61 E2(3) Temporary bulk supply at 66 & 132 KV Discontinued 

 Public Lighting Supply 

43. 72 G(1) Street Light New 

44. 73 G(2) Street Light New 

 Residential Colonies 

45. 76 H(1) Colonies attached to Industrial 

premises 

New 

46. 79 H(2) Colonies attached to Industrial 

premises 

New 

 Railway Traction 

47. 82 I  No Change 

 Co-Generation 

48. 85 J  New 
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7.2.2. FIELD DESCRIPTION  
Sr. # Field Name Description 

1 Tariff Name This field show the name of the tariff e.g. Industrial, 

Commercial etc 

2 Tariff Code Tariff code will decide the rate slab for billing. Currently there are 
52 tariff codes. Tariff codes are maintained by PITC and 
authority is NEPRA. 

 
3 Tariff Slabs This field describes the slabs of different tariff and different slabs 

in a single tariff used as per the consumption of the units 
by consumer.  

4 Tariff  Description This field describe the tariff code defined in the system 

5 Tariff Type It contain value G or M  

G for general and M for MDI 

 

7.3. TARIFF ED RATE 
Tariff ED RAE Form is used to add/edit ED information that will be used to define the tariff ED rate 

of a particular consumer. Electricity ED amount is calculated on the basis of associated ED 
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7.4. TARIFF FC RATES 
Tariff FC RATE Form is used to add/edit FC information that will be used to define the tariff FC rate 

of a particular consumer. Electricity FC amount is calculated on the basis of associated FC 
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7.5. TARIFF MINIMUM CHARGES  
Tariff Minimum charges Form is used to add, edit, delete minimum charge information that will be used 

to define the minimum charges of a particular consumer. Electricity minimum charges amount is 

calculated on the basis of associated tariff minimum charges. 
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7.6. TARIFF PTV FEE 
Tariff PTV FEE Form is used to add/edit PTV FEE information that will be used to define the PTV 

Fee of a particular consumer.  
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7.7. TARIFF SLAB INFO 
This tariff is applicable to all domestic consumers including residents, places of worship, charitable 

institutions, Government sponsored educational institutions and Government sponsored 

hospitals, dispensaries etc. 

A-I (a) “01”:- This tariff is applicable to all domestic residential consumers having peak load 

requirement up to 5 KW. The consumption under this tariff is divided in to five slabs and 

different rates are applicable to each slab. The slabs are as under: 

Slab “1”   Up to 50 unit’s consumption 

Slab “2”  for first 100 units, i-e (001---100) 

Slab “3”  for next 200 units, i-e (101---300) 

Slab “4”  for next 400 units, i-e (301---700) 

Slab “5”  Above 700 units 

If the total bill of the consumer is less than minimum charges under this tariff, minimum charges bill is 

issued to the consumer. ED (where it is chargeable) is calculated at the rate of 1.5 % of Variable 

Charges. General Sales Tax Subsidy is provided to residential consumers for consumption up to 

100 units. 

 

A-1 (a) “02”:- Residential consumers of FATA area having sanctioned load up to 5 kW shell be billed 

under this tariff. Residential consumers of FATA area having sanctioned load exceeding 5 kW 

and are without T.O.U metering arrangement up to 30 June, 2010 shell be billed under this tariff. 

  

A-1 (b) “03”:- This tariff is applicable to all domestic residential consumers having peak load 

requirement above 5 KW where TOU meter sets are installed. The energy consumed during off-

peak hours is recorded on off-peak meters set and energy consumed during peak hours is 

recorded on peak meters set. Two different rates are applicable on consumption of each set. A 

lower rate is applicable for consumption recorded on off-peak meters set and a higher rate is 
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applicable for consumptions recorded on peak meters set. “Load Calculation Criteria” is same as 

in Industrial TOD tariffs. ED (where it is chargeable) is calculated @ 1.5 % of variable charges.  

Tariff SLAB INFO is used to add/edit Tariff SLAB INFO. 

 

 

7.7.1. CABLE OPERATOR RATES 

Cable operator is used for add, remove, edit cable operator information in CIS. 
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7.7.2. EQ SURCHARGE RATE 

EQ SURCHARGE RATE Form is used to add/edit EQ SURCHARGE RATE that will be used to 

define the EQ SURCHARGE RATE of a particular consumer. Electricity EQ SURCHARGE 

RATE amount is calculated on the basis of associated EQ SURCHARGE RATE 
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7.8. FPA RATES  
Fuel Price Adjustment (FPA) is the amount incurred on consumer as a result of change in price of fuel 

used in generating electricity. The price of fuel is determined by international market forces. In 

the past, the prices of fuel increased too much and reached at its highest level in the history. This 

creates a gap between the cost incurred on the production of electricity and sales price of 

electricity. In order to fill the gap and reduce the losses of WAPDA, the FPA is introduced.  

The FPA was calculated monthly and per unit rate was approved by high authorities before 

implementation 

FPA RATE Form is used to add/edit FPA RATE that will be used to define the FPA RATE of a 

particular consumer. 
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7.8.1. GST CHARGES  

GST charges form is used to add/edit GST charges that will be used to define the GST charges of a 

particular consumer. 
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7.8.2. INCOME TAX RATES 

Income tax rates form is used to add/edit income tax rate that will be used to define the income tax rate 

of a particular consumer.  
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Tax Limit 

Income Tax Limit Form is used to add/edit income tax limit that will be used to define the INCOME 

TAX RATE Limit of a particular consumer. 
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7.9. NEELUM JEHLUM SURCHARGE RATE 
As per Govt. Notification, this surcharge is calculated unit basis, @ 10 paisa per unit. This is called as 

Neelum-Jhelum Surcharge i-e “NJSUR”. This surcharge will be collected from the consumers 

till 31st December, 2015. But the life line consumers are exempted from this surcharge.  

Note: Life line consumers are those domestic consumers that consume electricity up to 50 units per 

month.  

 

This form is used to add/edit neelum jehlum surcharge rate that will be used to define the neelum 

jehlum surcharge rate of a particular consumer. 

 
 

 

 
 

7.10. GENERAL SALES TAX REGISTRATION 
This process describes the General Sale Tax Registration in the system and used for addition and update 

of NTN and GST number of a consumer.  

This process is used to register the general sales tax of a consumer. Consumer applies for General Sales 

Tax Registration to AM (OP). AM (OP) then verifies the consumer request and forwards the 
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case to RO. RO fills CP-GST for its registration. RO then forwards the case for posting. Refer 

to posting process. 
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USAID’s Power Distribution Program (PDIP) 
House 23, Street 19, Sector F-6/2, Islamabad 

Tel: +92 51 2270911-916 Ext(106) / Fax: +92 51 8312997 
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