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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.   INTERNET BROWSER(S) 

                Internet Explorer, Mozilla Firefox. 

1.4. ADDITIONAL SOFTWARE REQUIREMENT(S): 

 Adobe Acrobat Reader. 

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

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 

Main Dashboard  will open 
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2. General Consumer addition 

This form is used to add new general consumer. Consumer addition process begins after completion of 

application processing and meter has been installed at consumer premises. This form captured basic 

information of consumer and installed meter.  

2.1. DATA ENTRY STEP CP-136 

Step 1: Click on Left pan of tree. 

Step 2: Click   Data Preparation System. 

Step 3: Click   Data Entry/Update. 

Step 4: Click on Any Entry form.  

 

 
 Step 1 .Click  on main date button a popup window will be opened. 

 
 Step 5.   Enter Main date in “ddmmyyyy” e.g. ‘05012014’ 

 Step 6.  Click  on set Main Date button. 

Note: if main date not exists then conformation dialog will be open else all record will be appeared related to 

this date. 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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1. Change Mode Button 
There are two mode of entry  
Entry Mode (In entry mode user can enter data and save into the database). 
Update Mode (Correction is done through Update mode). 

 
2. Find button is used for search record on the Base on Record No. 
3. First Button will navigate first record. 
4. Previous will navigate one record back. 
5. Next button will navigate record to next 
6. Last button will move to the last record. 
7. Delete button is used to delete the record. 
8. Save/Next Record Save the record and show Empty form. 

 

Step: 7 Fill the data entry form. 

Note: Meter detail is Populated when user enter meter in total Meter field. 
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Step: 8 press Enter or save/Next Button. 

Blank form is opened for new entry  

2.2. UPDATING STEPS CP 136 ADDITION  

Step: 1 Set Main Date 

Step: 2 Click  on “Change Mode” Button 

Step: 3 update and Field and Click  on “Save Next” button or press Enter Key 

2.3. FIELDS DESCRIPTION FOR GENERAL CONSUMER 

 

Record No Record No is auto generated number and is unique for each division User  
It is used for searching purpose  

Reference Number 

• Batch No. – 2  
• Sub Division – 5 
• Consumer – 7  

Consumer reference number consists of 14 digits. It should not already 
exist. Batch No. and Sub Division must have master records. 

• Batch number is a group of consumer which is processed for 
meter reading, billing. There may be multiple combinations of 
circle, division, and sub division within single batch number. 
Must be within the range of valid Batches. 
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• Sub Division number is combination of the region, circle, 
division and sub division. Must be available in S/Div. Setup 
Table. The value of subdivision is maintained by Disco with fixed 
respective region number. Sub Division contains 

o 2 digits for Region 
 1 digit for Province 
 1 digit for DISCO 

o 1 digit for Circle 
o 1 digit for Division 
o 1 digit for Sub Division 

• Consumer number is auto generated number in sequence. 
Consumer Number (5 digits Consumer No. & 2 digits 
Supplementary No.). Combination of Consumer No. & 
Supplementary No. and should not already be available in the 
Sub. Division. 

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. 
 

Application No. Manual application processed application number. 

Application Date Date on which application process has been started. It should be less than 
current date. Date should be enter in this format “ddmmyy” 

Security Amount This should be depends upon sanctioned load and tariff code. Security 
Amount must be greater than Zero. 

Security Date The date on which security amount has been deposited and should not be 
earlier then application date. 

Connection Date The date on which meter has been installed and connection has been 
provided to the consumer. It must be greater than or equal to current date 
minus 2-years.  
Note: 
For old connection beyond 2 years it is allowed under the signature of 
Director Commercial. 

Sanctioned Load Sanctioned load determined by demand or observation. It must be greater 
than zero & less than or equal to 20. 

R/U Code R = Rural / U = Urban  
Must be either R or U 

F/P Code F = FATA / P = PATA  
Must be either F or P 

Seasonal Code In case of seasonal connection, need to provide seasonal code. Enter     
“1” for seasonal supply and “0” for Non - seasonal supply. Default value 
is “0”. 

Transformer Code Allocated transformer code to the consumer. Select Transformer Code 
from the Transformer Code setup table. 
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Electricity Duty Enter Electricity Duty (E.D) code as: 
  “0” for Non-Govt. connection exempted from E.D. 
“1” for Non-Govt. connection E.D to be charged. 
“5” for Govt. connection exempted from E.D. 
“6” for Govt. connection E.D to be charged. 

Govt. Dept. Filled in case  of consumer is government department.  
List of all government departments has been maintained in master data by 
PITC. Select Govt. Code from the Govt. Dept. Code setup table. 
If E.D code = 0 or 1, then Govt. Code must be blank.  
If E.D code = 5 or 6, then Govt. Code should be one of the Govt. Dept. 
code setup table. 

Standard Classification • Consumer categories for identification  
• It's bifurcation is: 

- First 2 digits show the category 
- Last 2 digits show the sub-area of that category 

• Complete illustration of codes is available in standard classification 
codes book of PITC. 

For some selected consumers, this field along with combination of some 
other fields is being used for bill / components calculation in the billing 
programs. It should be from Std. Classification code setup table. 

Income Tax Code Income tax code tells exemption or taxable status of consumer.  
Enter '1' if the consumer is exempted. 
Leave blank if the consumer is not exempted. 

KWH Meters Total No. of installed meters. It must be within the range 1 to 4 

No. of A/Cs Number of A/Cs installed in the premises.  Actual No. of ACs  as 
follows: 
Select 00 if  no AC is installed 
Select 99 if a premise is centrally Air-conditioned. 
Select 01 to 98 actual No. of AC's installed. 

Meter Rent Monthly rent of meter as mentioned on form.  

Service Rent Service rent of meter as mentioned on form. 

N.I.C # N.I.C number of consumer. If given then all the columns must be filled. 

Customer Name Name of consumer. It must be filled in using capital letters. 

Father / Husband Name Father / Husband name of consumer. The preprinted S/D/W/O stands 
for 
S/O   =>   Son of 
D/O   =>   Daughter of 
W/O  =>   Wife of 
Tick whichever is applicable and then enter actual name in capital letters. 

Address Address of the consumer where need to installed. It must be filled in 
complete mailing address using capital letters. 
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Contact No. Contact number of consumer 

Email Email address of consumer 

 

 

 

2.4. FIELD DESCRIPTION METER FOR GENERAL CONSUMER 

Sr. 

# 

Field Name Description 

1. Meter Type Already visible on the form i.e. 

• KWH 

• KVARH 

• MDI 

2. Set No. Use one input form for each Meter Set and enter actual meter set sequence as 1, 

2, 3, and 4. In case of subset, enter 1 for main set and 2 for subset. 

3. Main / Sub Set 

Code 

Main / Subset code describes the relation of consumer class and Tariff as defined 

below: 

• “0” for Main set or each meter set if there are more than one meter sets 

other than sub meter. 

• “1” for Sub set having tariff A-2 applicable if main meter tariff is B-3. 

• “2” for Sub set having tariff B-3 applicable if main meter tariff is A-2. 

• “3” for Sub set having tariff H-1 applicable if main meter tariff is B-3. 

• “4” for Sub set having tariff H-2 applicable if main meter tariff is B-3. 

Note: In case of subset, consumption of KWH meter    will be subtracted from 

main meter. 

4. Feeder Number Feeder number is depends on sub division number. Feeder number is maintained 

by DISCOs. It is 6 digits code. 

From Feeder Code Setup Table: 

4 - Grid Station 

2 - Feeder Number 

Feeder code should be correct with regard to sub division code as per consumer 



                                                                            
_____________________________________________________________________________________ 

___________________________________________________________________________________________________________________________________________ 
CIS USER MANUAL VOLUME II                                                            10  

reference No. 

5. Meter No. Serial number printed on installed meter. 

6. Location Code Location of installed meter. It is 1 character code. Three options are available: 

1) Outside (O) 

2) Inside (O) 

3) Poll (P) 

5. Manufacturer 

Code 

Manufacturer code 2 digits long and represent the manufacturer of a meter. 

 

6. Meter Code Meter code represents the specs of a meter. It is 6 digits code.  

First two digits identify meter function, & next four digits base, volts, phase, wire, 

& amperes. 

1st & 2nd  Digits = Meter Function 

3rd Digit = Base 

4th Digit = Volts 

5th & 6th Digit = Amperes 

 

7. M. Factor Must be greater than zero. For MDI meter, multiplying factor should be with 3 

decimals like 3.750. 

8. Range Maximum range of the meter.   Must be greater than or equal to 3 and less than 

or equal to 9. 

9. Meter Reading Enter initial meter reading as on meter according to meter range. 

2.1. PROOF LISTING CP-136 ADDITION 

Step: 1 Click on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Proof List  

Step: 4 CP-136 (Addition))  

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

Step 6: Enter main     

 
 

Step 7: Click on  
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 ICON is used for Report Saving.  

Step 8 Click on this Save Icon Report will be export into PDF. 

Step 9:  Enter the name of File and save it into desired location 

2.2. POSTING LIST CP-136 

Step: 1 Click   on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Posting List 

Step: 4 Click   on any CP. e.g. CP-136 (Addition))  

 

  Main Dashboard for posting list 

 

 

Step 5: Click on   

Step 6: Enter main  

 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step: 7 Click on     

 ICON is used for Report Saving.  

Step 8: Click on this Save Icon Report will be export into PDF. 

Step 9:  Enter the name of File and save it into desired location 

 

 

 

 

 

 

3. MDI Consumer addition 

A separate Input form has been introduced for the billing of consumers installed industrial/TOD/TOU 
meters. CP 137 is used for addition of master data of MDI consumers having following types of connections.  

3.1. DATA ENTRY STEP CP-136 

Step 1: Click on Left pan of tree. 

Step 2: Click   Data Preparation System. 

Step 3: Click   Data Entry/Update. 

Step 4: Click   on CP 137Entry form.  

 

 
 Step 1 .Click on main date button a popup window will be opened. 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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 Step 5.   Enter Main date in “DDMMYYYY” e.g ‘05012014’ 

 Step 6.  Click on set Main Date button. 

Note: if main date not exists then conformation dialog will be open else all record will be appeared related to 

this date. 

 
If Main date already exist and have not posted  then Data entry from  

 

1. Change Mode Button 
There are two mode of entry  
Entry Mode (In entry mode user can enter data and save into the database). 
Update Mode (Correction is done through Update mode). 

 
2. Find button is used for search record on the Base on Record No. 
3. First Button will navigate first record. 
4. Previous will navigate one record back. 
5. Next button will navigate record to next 
6. Last button will move to the last record. 
7. Delete button is used to delete the record. 
8. Save/Next Record Save the record and show Empty form. 

 

Step: 7 Fill the data entry form. 

Note: Meter detail is Populated when user enter meter in total Meter field. 
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Step: 8 Click on Save Button or Press Enter Key for saving record. 

3.2. UPDATING STEPS CP 137 

Step: 1 Set Main Date 

Step: 2 Click on “Change Mode” Button 

Step: 3 update and Field and Click on “Save Next” button or press Enter Key 



                                                                            
_____________________________________________________________________________________ 

___________________________________________________________________________________________________________________________________________ 
CIS USER MANUAL VOLUME II                                                            16  

 
 
 

3.3. FIELD’S DESCRIPTION 

Sr. 

# 

Field Name Description 

1. Reference 

Number 

• Batch 

No. – 2  

• Sub 

Division 

– 5 

• Consum

er – 7  

Consumer reference number consists of 14 digits. It should not already exist. 

Batch No. and Sub Division must have master records. 

• Batch number is a group of consumer which is processed for meter 

reading, billing. There may be multiple combinations of circle, division, 

and sub division within single batch number. Must be within the range 

of valid Batches. 

• Sub Division number is combination of the region, circle, division and 

sub division. Must be available in S/Div. Setup Table. The value of 

subdivision is maintained by Disco with fixed respective region number. 

Sub Division contains 

o 2 digits for Region 

 1 digit for Province 
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 1 digit for DISCO 

o 1 digit for Circle 

o 1 digit for Division 

o 1 digit for Sub Division 

• Consumer number is auto generated number in sequence. Consumer 

Number (5 digits Consumer No. & 2 digits Supplementary No.). 

Combination of Consumer No. & Supplementary No. and should not 

already be available in the Sub. Division. 

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. Application No. Manual application processed application number. 

4. Application Date Date on which application process has been started. It should be less than 

current date. 

5. Security Amount This should be depends upon sanctioned load and tariff code. Security Amount 

must be greater than Zero. 

6. Security Date The date on which security amount has been deposited and should not be earlier 

then application date. 

7. Connection Date The date on which meter has been installed and connection has been provided 

to the consumer. It must be greater than or equal to current date minus 2-years.  

Note: 

For old connection beyond 2 years it is allowed under the signature of Director 

Commercial. 

8. Sanctioned Load Sanctioned load determined by demand or observation. It must be greater than 

zero & less than or equal to 20. 

9. Installed 

Transformer 

Capacity in KVA 

Enter Installed transformer capacity. If Tariff code is 13 & Sanctioned load is 

less than 501 KW then it should not be left blank. 

10. R/U Code R = Rural / U = Urban  

Must be either R or U 

11. F/P Code F = FATA / P = PATA  

Must be either F or P 
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12. Seasonal Code In case of seasonal connection, need to provide seasonal code. Enter     “1” for 

seasonal supply and “0” for Non - seasonal supply. Default value is “0”. It can 

only be '1' if Tariff code is 10. 

13. Consumer Class Enter 'S' for connection having sub meter and leave this field blank for all other 

type of connections. 

• If it is not blank, then No. of Meter-Sets must be > 1. 

• If 'S', then Tariff must be one of 04, 13 or 14. 

14. Electricity Duty It must be one of 0, 1, 5, or 6. Enter Electricity Duty (E.D) code as: 

  “0” for Non-Govt. connection exempted from E.D. 

“1” for Non-Govt. connection E.D to be charged. 

“5” for Govt. connection exempted from E.D. 

“6” for Govt. connection E.D to be charged. 

15. Govt. Dept. In case of consumer is government department. List of all government 

departments has been maintained in master data by PITC. Select Govt. Code 

from the Govt. Dept. Code setup table. 

If E.D code = 0 or 1, then Govt. Code must be blank.  

If E.D code = 5 or 6, then Govt. Code should be one of the Govt. Dept. code 

setup table. 

16. Standard 

Classification 
• Consumer categories for identification  

• It's bifurcation is: 

- First 2 digits show the category 

- Last 2 digits show the sub-area of that category 

• Complete illustration of codes is available in standard classification codes 

book of PITC. 

For some selected consumers, this field along with combination of some other 

fields is being used for bill / components calculation in the billing programs. It 

should be from Std. Classification code setup table. 

17. Income Tax 

Code 

Income tax code tells exemption or taxable status of consumer.  

• Enter '1' if the consumer is exempted. 

• Leave blank if the consumer is not exempted. 

18. Meter Sets Enter total No. of meter sets including sub set. A set of MDI + KWH + 

KVAH/KVARH meters will be considered as one meter set. A Subset will also 
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be considered as one meter set. It must be from 1 to 4. 

19. Supply Points Total numbers of supply points. 

20. No. of A/Cs Number of A/Cs installed in the premises.  Actual No. of ACs  as follows: 

• Select 00 if  no AC is installed 

• Select 99 if a premise is centrally Air-conditioned. 

• Select 01 to 98 actual No. of AC's installed. 

21. Meter Rent Monthly rent of meter as mentioned on form.  

22. Service Rent Service rent of meter as mentioned on form. 

23. N.I.C # N.I.C number of consumer. If given then all the columns must be filled. 

24. Street  Light 

Line Category 

Enter St. light line category for charging fixed line charges per month per mile as 

under: 

“1”   For category (i) 

“2”   For category (ii) 

“3”   For category (iii) 

“4”   For category (iv) 

“5”   For category (v) 

For category 'I' to 'iv' computer will calculate line charges automatically. For 

category 'v' calculate line charges and enter in column “Service Rent”. 

25. Line Length Enter Line Length in miles. Line length should be greater than Zero for Tariff 

72 & 73. Line length must be left blank for tariff other than 72 & 73. 

26. Customer Name Name of consumer. It must be filled in using capital letters. 

27. Father / 

Husband Name 

Father / Husband name of consumer. The preprinted S/D/W/O stands for 

S/O   =>   Son of 

D/O   =>   Daughter of 

W/O  =>   Wife of 

Tick whichever is applicable and then enter actual name in capital letters. 

28. Address Address of the consumer where need to installed. It must be filled in complete 

mailing address using capital letters. 

29. Contact No. Contact number of consumer 

30. Email Email address of consumer 
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3.4. MDI METER FIELDS DESCRIPTION   

Sr. 

# 

Field Name Description 

1. Meter Type Already visible on the form i.e. 

• KWH 

• KVARH 

• MDI 

2. Set No. Use one input form for each Meter Set and enter actual meter set sequence as 1, 

2, 3, and 4. In case of subset, enter 1 for main set and 2 for subset. 

3. Main / Sub Set 

Code 

Main / Subset code describes the relation of consumer class and Tariff as defined 

below: 

• “0” for Main set or each meter set if there are more than one meter sets 

other than sub meter. 

• “1” for Sub set having tariff A-2 applicable if main meter tariff is B-3. 

• “2” for Sub set having tariff B-3 applicable if main meter tariff is A-2. 

• “3” for Sub set having tariff H-1 applicable if main meter tariff is B-3. 

• “4” for Sub set having tariff H-2 applicable if main meter tariff is B-3. 

Note: In case of subset, consumption of KWH meter    will be subtracted from 

main meter. 

4. Feeder Number Feeder number is depends on sub division number. Feeder number is maintained 

by DISCOs. It is 6 digits code. 

From Feeder Code Setup Table: 

4 - Grid Station 

2 - Feeder Number 

Feeder code should be correct with regard to sub division code as per consumer 

reference No. 

5. Meter No. Serial number printed on installed meter. 

6. Location Code Location of installed meter. It is 1 character code. Three options are available: 

4) Outside (O) 

5) Inside (O) 

6) Poll (P) 
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5. Manufacturer 

Code 

Manufacturer code 2 digits long and represent the manufacturer of a meter. 

 

6. Meter Code Meter code represents the specs of a meter. It is 6 digits code.  

First two digits identify meter function, & next four digits base, volts, phase, wire, 

& amperes. 

1st & 2nd  Digits = Meter Function 

3rd Digit = Base 

4th Digit = Volts 

5th & 6th Digit = Amperes 

 

7. M/Ply Factor Must be greater than zero. For MDI meter, multiplying factor should be with 3 

decimals like 3.750. 

8. Range Maximum range of the meter.   Must be greater than or equal to 3 and less than 

or equal to 9. 

9. Meter Reading Enter initial meter reading as on meter according to meter range. 

 

3.5. PROOF LISTING 

Step: 1 Click on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Proof List  

Step: 4 CP-137 (Addition))  

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

Step 6: Enter main     

 
 

Step 7: Click on  
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 ICON is used for Report Saving.  

Step 8 Click on this Save Icon Report will be export into PDF. 

Step 9:  Enter the name of File and save it into desired location 

 

 

3.6. POSTING LIST 

Step: 1 Click   on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Posting List 

Step: 4 Click   on any CP. e.g. CP-137 (Addition))  

 

  Main Dashboard for posting list 

 

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

Step 6: Enter main  

 

 
 

Step: 7 Click on     

 ICON is used for Report Saving.  

Step 8: Click on this Save Icon Report will be export into PDF. 

Step 9:  Enter the name of File and save it into desired location 
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4. General Consumer CP-136 change 

CP 136 is used for basic data addition on master database as well as for any change which may be required in 
consumer’s meter related information at some later stage. CP 136 is used for addition/change of master data 
of general consumers. This process is used for the changing the master data of the General consumers.  

4.1. DATA ENTRY STEP CP-136 CHANGE  

Step 1: Click on Left pan of tree. 

Step 2: Click   Data Preparation System. 

Step 3: Click   Data Entry/Update. 

Step 4: Click   on CP 136 change Entry form.  

 Step 5: .Set main date Note: Setmain date process is describe in CP-136 Change.  

Note: if main date not exists then conformation dialog will be open else all record will be appeared related to 

this date.  

Note: All button functionality has been described in CP-136 Addition section.  
Step: 6 fill the data entry form. 

 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step: 7 press Enter or save/Next Button. 

Blank form is opened for new entry  

4.2. UPDATING STEPS CP 136 CHANGE 

Step: 1 Set Main Date 

Step: 2 Click on “Change Mode” Button 

Step: 3 update and Field and Click on “Save Next” button or press Enter Key 

4.3. PROOF LISTING 136 CHANGE  

Step: 1 Click on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Proof List  

Step: 4 CP-136 (Change))  

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

Step 6: Enter main     

 
 

Step 7: Click on  

Step 8 Click on “ ”this Save Icon Report will be export into PDF. 

Step 9:  Enter the name of File and save it into desired location 
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4.4. POSTING LIST 136 CHANGE  

Step: 1 Click   on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Posting List 

Step: 4 Click   on any CP. CP-136 (Change))  

 

 

Step 5: Click on   

Step 6: Enter main  

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step: 7 Click on     

Step 8: Click on this Save Icon Report will be export into PDF . 

Step 9:  Enter the name of File and save it into desired location 

 

 

 

5. MDI consumer master CP 137 change 

CP 137 is used for basic data addition on Master File as well as for any change which may be required in 

consumer’s meter related information at some later stage. CP 137 is used for addition/change of master data 

of MDI consumers. This process is used for the changing the master data of the MDI and General 

consumers.  
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5.1. DATA ENTRY STEP CP-137 CHANGE  

Step 1: Click on Left pan of tree. 

Step 2: Click   Data Preparation System. 

Step 3: Click   Data Entry/Update. 

Step 4: Click   on CP 137 (Change) Entry form. “Data entry form will open” 

 Step 1 .Click on main date button a popup window will be opened.  

 
 Step 5.   Enter Main date in “DDMMYYYY” e.g ‘05012014’ 

 Step 6.  Click on set Main Date button. 

Note: if main date not exists then conformation dialog will be open else all record will be appeared related to 

this date. 

 
If Main date already exist and have not posted  then Data entry from  

  

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Click   on Meter info. Meter entry form will open. 

Step: 7 fill the data entry form. 

Step: 8 press Enter or save/Next Button. 

 

5.2. PROOF LISTING CP 137 “CHANGE” 

 

 Step: 1 Click on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Proof List  

Step: 4 CP-137 (Change))  

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

Step 6: Enter main     

 
 

Step 7: Click on  

 ICON is used for Report Saving.  

Step 8 Click on this Save Icon Report will be export into PDF. 

Step 9:  Enter the name of File and save it into desired location 
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5.3. POSTING LIST CP 137 CHANGE 

 

Step: 1 Click   on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Posting List 

Step: 4 Click   on any CP. CP-137 (Change))  

 

 

Step 5: Click on   

Step 6: Enter main  

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


                                                                            
_____________________________________________________________________________________ 

___________________________________________________________________________________________________________________________________________ 
CIS USER MANUAL VOLUME II                                                            34  

 

Step: 7 Click on     

Step 8: Click on this Save Icon Report will be export into PDF. 

Step 9:  Enter the name of File and save it into desired location 

 

 
 

 

6. Company / wapda employee  

 

This process describes the WAPDA employee record entry in the system. The process is used for registration 

of new employee and transferred employee in the system. 
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CP 93 is used to incorporate and control the free electricity supply facility to WAPDA Employees of different 

cadres. This process is used to register WAPDA Employees in the system. 

6.1. WAPDA EMPLOYEE DATA ENTRY STEPS CP-93 

Step 1: Click on Left pan of tree. 

Step 2: Click   Data Preparation System. 

Step 3: Click   Data Entry/Update. 

Step 4: Click   on CP 93 Entry form. “Data entry form will open” 

 Step 1 .Click on main date button a popup window will be opened.  

 
 Step 5.   Enter Main date in “DDMMYYYY” e.g ‘05012014’ 

 Step 6.  Click on set Main Date button. 

Note: if main date not exists then conformation dialog will be open else all record will be appeared related to 

this date. 

 
If Main date already exist and have not posted  then Data entry from  

 Step: 7 fill the data entry form. 

Blank form is opened for new entry  

 
 

 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step8 press Enter or save/Next Button. 

6.2. UPDATING STEPS CP-93 

Step: 1 Set Main Date 

Step: 2 Click on “Change Mode” Button 

Step: 3 update and Field and Click on “Save Next” button or press Enter Key 

6.3. FIELDS DESCRIPTION 

 

Sr. 

# 

Field Name Description 

1. Reference 

Number 

• Batch 

No. – 2  

• Sub 

Division 

– 5 

Consumer reference number consists of 14 digits. It should not already exist. 

Batch No. and Sub Division must have master records. 

• Batch number is a group of consumer which is processed for meter 

reading, billing. There may be multiple combinations of circle, division, 

and sub division within single batch number. Must be within the range of 

valid Batches. 

• Sub Division number is combination of the region, circle, division and 
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• Consum

er – 7  

sub division. Must be available in S/Div. Setup Table. The value of 

subdivision is maintained by Disco with fixed respective region number. 

Sub Division contains 

o 2 digits for Region 

 1 digit for Province 

 1 digit for DISCO 

o 1 digit for Circle 

o 1 digit for Division 

o 1 digit for Sub Division 

 

2. Code (A.C.D) Enter “A” for addition of WAPDA Employee on master file in case of new 

employee and in case of transfer from one location to another. 

“C” for change of WAPDA in the field of existing Employee. 

“D” for deletion of WAPDA employee from mater files in case of transfer from 

one location to another and in case of retirement. 

3. Department 

Code 

Enter Drawing and Disbursing Code 

4. Employee Name Name of Employee availing free electricity facility 

5. Date of Joining Employee date of joining 

6. B.P.S Basic Pay Scale of WAPDA employee 

7 Employee Code Enter Employee code as follows: 

“0” for Normal Employee. 

“1” for Generation Employee. 

“2” for Widows 

“5” for Retired Power Wing (Distribution). 

“6” for Retired Power Wing (T&G). 

“7” for Retired Power Wing Generation. 

“8” for Water Wing. 

“9” for Common Services.  

 Free Units Free Units are allotted according to Grade to all WAPDA Employee 

 Balance Units Total balance units available to employee. 

 EPF/GPF No. EPF No of WAPDA Employees 
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 N.I.C No N.I.C number of Employee.  

 Contract Expiry 

Date 

Contract Expiry date of contracted Employee. 

 Batch No. 1st 2 digits indicate the Batch number of the consumer. The valid value in this 

field is 01 to 23 for active consumer and 26 for dead defaulter consumers. (Both 

General & Industrial). 

 Reference No. It comprises of S/Div, Account No and computer will automatically shift the WE 

information against new reference number. 

 

6.4. PROOF LISTING 

Step: 1 Click on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Proof List  

Step: 4 CP-93 

 
 

Step 5: Click   on   

Step 6: Enter main     

 
 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step 7: Click on  

 ICON is used for Report Saving.  

Step 8 Click on this Save Icon Report will be export into PDF. 

Step 9:  Enter the name of File and save it into desired location 

 

 

 

6.5. POSTING LIST 

Step: 1 Click   on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Posting List 

Step: 4 Click   on CP-93  

 

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

Step 6: Enter main  

 

Step: 7 Click on     

Step 8: Click on this Save Icon Report will be export into PDF. 

Step 9:  Enter the name of File and save it into desired location 
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7. General-MDI-General Conversion (CP 142) 

CP-142 is used for transfer of reference numbers from general master file to industrial master file and vice 

versa as a result of extension/ reduction of load. 

7.1. DATA ENTRY STEP CP-142 

Step 1: Click on Left pan of tree. 

Step 2: Click   Data Preparation System. 

Step 3: Click   Data Entry/Update. 

Step 4: Click   on CP 142 Entry form. “Data entry form will open” 

 Step 5.Click on main date button a popup window will be opened.  

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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 Step 6   Enter Main date in “DDMMYYYY” e.g. ‘05012014’ 

 Step 7.  Click on set Main Date button. 

Note: if main date not exists then conformation dialog will be open else all record will be appeared related to 

this date. 

 
If Main date already exist and have not posted  then Data entry from  

 Step: 8 fill the data entry form. 
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Step: 9 press Enter or Click on save/Next Button. 

Blank form is opened for new entry  

7.2. UPDATING STEPS CP 142 

Step: 1 Set Main Date 

Step: 2 Click  on “Change Mode” Button 

Step: 3 update and Field and Click  on “Save Next” button or press Enter Key 

7.3. PROOF LISTING CP-142 

Step: 1 Click on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Proof List  

Step: 4 CP-142   

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

Step 6: Enter main     

 
 

Step 7: Click on  

 ICON is used for Report Saving.  

Step 8 Click on this Save Icon Report will be export into PDF. 

Step 9:  Enter the name of File and save it into desired location 

7.4. POSTING OF CP-142 

Step: 1 Click   on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Posting List 

Step: 4 Click   on any CP. CP-142  

 

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

Step 6: Enter main  

 

Step: 7 Click on     

Step 8: Click on this Save Icon Report will be export into PDF . 

Step 9:  Enter the name of File and save it into desired location 

8. Unregistered Consumer (CP 136D) 

These persons are involved in theft of energy by directly hooking to main electricity supply line without any 

meter. CP-136-D form is used for addition of such consumers. These consumers are added on Master file 

just before the billing and a dummy reference number is allotted to them. After issuance of detection bill, the 

status is automatically converted as PDISC 

8.1. DATA ENTER STEP CP-136D 

Step 1: Click on Left pan of tree. 

Step 2: Click   Data Preparation System. 

Step 3: Click   Data Entry/Update. 

Step 4: Click   on CP-136 D. Entry form. “Data entry form will open” 

 Step 5.Click on main date button a popup window will be opened.  

http://192.168.4.70:7001/cis/faces/home.jspx?_adf.ctrl-state=7vfr4k319_7
http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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 Step 6   Enter Main date in “DDMMYYYY” e.g ‘05012014’ 

 Step 7.  Click on set Main Date button. 

Note: if main date not exists then conformation dialog will be open else all record will be appeared related to 

this date. 

 
If Main date already exist and have not posted  then Data entry from  

 Step: 8 fill the data entry form. 
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Step: 9 press Enter or save/Next Button. 

Blank form is opened for new entry  

8.2. UPDATING STEPS CP-136D 

Step: 1 Set Main Date 

Step: 2 Click on “Change Mode” Button 

Step: 3 update and Field and Click on “Save Next” button or press Enter Key 

8.3. PROOF LIST CP-136D 

Step: 1 Click on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Proof List  

Step: 4 CP-136 D  

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

Step 6: Enter main     

 
 

Step 7: Click on  

 ICON is used for Report Saving.  

Step 8 Click on this Save Icon Report will be export into PDF. 

Step 9:  Enter the name of File and save it into desired location 

8.4. POSTING CP-136D 

Step: 1 Click   on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Posting List 

Step: 4 Click   on CP-136D 

 

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

Step 6: Enter main  

 

Step: 7 Click on     

Step 8: Click on this Save Icon Report will be export into PDF . 

Step 9:  Enter the name of File and save it into desired location 

 

9. Street light connection entry 

This process describes the street light connection record entry in the system. The process is used for addition, 

removal and replacement of street light connection in the system. 

CP-140 is used at the time of addition of a streetlight connection along with CP-137 to record the number of 

ordinary lamps, tubes, mercury lamps and total wattage information. This form is also used for removal/ 

replacement of existing streetlights. 

9.1. DATA ENTRY STEP CP-140 

Step 1: Click  on Left pan of tree. 

Step 2: Click   Data Preparation System. 

Step 3: Click   Data Entry/Update. 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step 4: Click   on CP-140 Entry form. “Data entry form will open” 

 Step 5.Click  on main date button a popup window will be opened.  

 
 Step 6   Enter Main date in “DDMMYYYY” e.g ‘05012014’ 

 Step 7.  Click  on set Main Date button. 

Note: if main date not exists then conformation dialog will be open else all record will be appeared related to 

this date. 

 
If Main date already exist and have not posted  then Data entry from  

 Step: 8 fill the data entry form. 
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Step: 9 press Enter or save/Next Button. 

Blank form is opened for new entry  

9.2. UPDATING STEPS CP-140 

Step: 1 Set Main Date 

Step: 2 Click  on “Change Mode” Button 

Step: 3 update and Field and Click  on “Save Next” button or press Enter Key 

9.3. FIELDS DESCRIPTION 

 

Sr. # Field Name Description 

1. Reference Number 

• Batch No. 

– 2  

• Sub 

Division – 

5 

Consumer reference number consists of 14 digits. It should not already 

exist. Batch No. and Sub Division must have master records. 

• Batch number is a group of consumer which is processed for 

meter reading, billing. There may be multiple combinations of 

circle, division, and sub division within single batch number. Must 

be within the range of valid Batches. 
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• Consumer 

– 7  

• Sub Division number is combination of the region, circle, division 

and sub division. Must be available in S/Div. Setup Table. The 

value of subdivision is maintained by Disco with fixed respective 

region number. Sub Division contains 

o 2 digits for Region 

 1 digit for Province 

 1 digit for DISCO 

o 1 digit for Circle 

o 1 digit for Division 

o 1 digit for Sub Division 

CP-Form 137(Addition) for this reference No. must be available in 

computer Transaction file or Ref. No. must be available on Master File 

(MDI) 

2. NAME & 

ADDRESS 

It is not to be entered to computer 

3. TYPE A/D/R Enter 'A' for addition, 'D' for removal and 'R' for replacement. 

Should be 'A' for new consumers Should be 'D' or 'R' for running 

consumers 

4. WATTAGE Enter applicable Category-wise wattage as under 

Ord.           Tubes             Mercury  

Lamps                                 Lamps 

(Watts)          (Watts)                (Watts) 

40                    40                      125 

60                                              150 

100                                            160 

120                                            250 

200                                            400 

500                                            500 

                                                  1000 

Should be according to Addition/Removal/Replacement data supplied by 

the Sub Divisional Office. 

Note: 
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In case of replacement, 'Wattage' should be provided for information 

5. Number Of Ord. 

Lamp/Tube/M. 

Lamp 

 

PROVIDED BY 

WAPDA 

 

 

 

 

 

 

 

PROVIDED BY 

LOCAL BODY 

3-columns are reserved for each wattage category Ord. Lamp, tube & M. 

Lamp 

 

For new consumers Type should be 'A' Enter actual No. of Ord. Lamp 

installed. 

For running consumers Type should be 'A' or 'D' Enter No. of Ord. Lamp 

added and removed during the month. 

Enter '-' if no data is to be supplied 

 

For new consumers Type should be 'A' Enter actual No. of Ord. 

Lamp/Tubes/M. Lamps installed  

For running consumers Type should be 'A' or 'D' or 'R' Enter  No. of Ord. 

Lamp/Tubes/M. Lamps added removed or replaced during the month 

Enter '-' if no data is to be supplied 

6. TOTAL 

WATTAGE 

Enter total wattage. It is not to be entered to computer 

 

9.4. PROOF LIST CP-140 

Step: 1 Click  on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Proof List  

Step: 4 CP-140 

 
 

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

Step 6: Enter main     

 
 

Step 7: Click  on  

 ICON is used for Report Saving.  

Step 8 Click  on this Save Icon Report will be export into PDF. 

Step 9:  Enter the name of File and save it into desired location 

9.5. POSTING CP-140 

Step: 1 Click   on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Posting List 

Step: 4 Click   on any CP. CP-140  

 

 

Step 5: Click  on   

Step 6: Enter main  

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step: 7 Click  on     

Step 8: Click  on this Save Icon Report will be export into PDF. 

Step 9:  Enter the name of File and save it into desired location 

10. Consumer Meter Data Change Request 

Meter Data Change transaction contains all the transaction related to meter adjustment of the consumer. This 

process may evoke on either consumer request or DISCO’s official due justifiable grounds. CP-138 

Consumer Meter Data Change applies for the following types of transactions: 

 

10.1. DATA ENTRY FORM REPLACEMENT 

Consumer Meter Change form CP 138 is used for the purpose of replacement of meters. Replacement is if 

consumer’s meter expires or meter is showing abnormalities and requested by consumer. 

10.2. DATA ENTRY STEP REPLACEMENT  

Step 1: Click  on Left pan of tree. 

Step 2: Click   Data Preparation System. 

Step 3: Click   Data Entry/Update. 

Step 4: Click   on CP-138 Entry form. “Data entry form will open” 

 Step 5.Click  on main date button a popup window will be opened.  

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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 Step 6   Enter Main date in “DDMMYYYY” e.g ‘05012014’ 

 Step 7.  Click on set Main Date button. 

Note: if main date not exists then conformation dialog will be open else all record will be appeared related to 

this date. 

 
If Main date already exist and have not posted  then Data entry from  

 Step: 8 Select Replacement and Click on Go button. Data entry form will open 

Step: 9 fill the form. 
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Step: 9 press Enter or save/Next Button  

10.3. DATA ENTRY FORM RECONNECTION 

Consumer Reconnection Form CP 138 is used for reconnecting the consumer’s meter after the payment of 

previous unpaid bills along with surcharge.  

10.3.1.1. DATA ENTRY STEP FOR RECONNECTION 

Step: 1 Set Main date by performing above step. 

Step: 2 Select Replacement and Click  on Go button. Data entry form will open 

Step: 3 fill the form. 
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Step: 4 press Enter or save/Next Button 

10.4. TEMPORARY DISCONNECTION 

Consumer Temporary Disconnection form (CP 138) is used for temporary disconnection for only specific 

tariffs only. 

10.5. DATA ENTRY STEP FOR DISCONNECTION 

Step: 1 Set Main date by performing above step. 

Step: 2 Select Reconnection and Click  on Go button. Data entry form will open 

Step: 3 fill the form. 
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Step: 4 press Enter or save/Next Button 

10.6. PERMANENT DISCONNECTION 

Consumer Permanent Disconnection / ERO form (CP 138) is used for permanent disconnection if 

consumer has not paid his/her previous two/three month’s bill. 

10.7. DATA ENTRY STEP FOR PERMANENT DISCONNECTION 

Step: 1 Set Main date by performing above step. 

Step: 2 Select Reconnection and Click  on Go button. Data entry form will open. 

Step: 3 fill the form. 
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Step: 4 press Enter or save/Next Button 

10.8. PROOF LIST CP-138 

 

Step: 1 Click on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Proof List  

Step: 4 CP-138.  

 
 

Step 5: Click   on   

Step 6: Enter main     

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step 7: Click on  

 ICON is used for Report Saving.  

Step 8 Click on this Save Icon Report will be export into PDF. 

Step 9:  Enter the name of File and save it into desired location 

10.9. POSTING LIST CP-138 

Step: 1 Click   on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Posting List 

Step: 4 Click   on CP-138  

 

 

Step 5: Click  on   

Step 6: Enter main  

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step: 7 Click  on     

Step 8: Click  on this Save  Icon Report will be export into PDF . 

Step 9:  Enter the name of File and save it into desired location 

11. Consumer bill adjustment 

 

CP 52 is used to adjust the bills of the consumers wrongly issued in previous months. Adjustment could be 

done on existing consumer’s data. Following are the different categories used for consumer bill adjustment: 

11.1. DATA ENTRY STEP CP-052 

Step 1: Click on Left pan of tree. 

Step 2: Click   Data Preparation System. 

Step 3: Click   Data Entry/Update. 

Step 4: Click   on CP-052 Entry form. “Data entry form will open” 

 Step 5.Click on main date button a popup window will be opened.  

 
 Step 6   Enter Main date in “DDMMYYYY” e.g. ‘05012014’ 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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 Step 7.  Click  on set Main Date button. 

Note: if main date not exists then conformation dialog will be open else all record will be appeared related to 

this date. 

 
If Main date already exist and have not posted  then Data entry from  

 Step: 8 fill the data entry form. 

 
Step: 9 press Enter or save/Next Button. 

Blank form is opened for new entry  

11.2. UPDATING STEPS CP-052 

Step: 1 Set Main Date 

Step: 2 Click  on “Change Mode” Button 

Step: 3 update and Field and Click  on “Save Next” button or press Enter Key 

Note: adjustment type field is used for different adjustment type; 
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• “A” is used where units and amount both adjusted. 

• “B” is used for the adjustment of amount only. 

• “H” is used for extension of due dates required. 

• “R” is used to debit adjustment charged against permanent disconnected consumers. 

• “W” is used for WAPDA Employees where departmental adjustment involved. 

• “C” is used for detection charged by company 

• “D” is used for detection charged by General Manager. 

• “E” is used for detection charged by Managing Director. 

• “F” is used for adjustment charged by local audit party. 

• “G” is used for adjustment charged by Director General WAPDA Audit. 

11.3. FIELDS DESCRIPTION 

 

Sr. 

# 

Field Name Description 

 Consumer Bill Adjustment CP (52) Process Category A,B,C,D,E,F,G,W,R,H 

1. Reference Number 

• Batch No. – 2  
• Sub Division 

– 5 
• Consumer – 7  

Consumer reference number consists of 14 digits. It should not already 
exist. Batch No. and Sub Division must have master records. 

• Batch number is a group of consumer which is processed for 
meter reading, billing. There may be multiple combinations of 
circle, division, and sub division within single batch number. Must 
be within the range of valid Batches. 

• Sub Division number is combination of the region, circle, division 
and sub division. Must be available in S/Div. Setup Table. The 
value of subdivision is maintained by Disco with fixed respective 
region number. Sub Division contains 

o 2 digits for Region 
 1 digit for Province 
 1 digit for DISCO 

o 1 digit for Circle 
o 1 digit for Division 
o 1 digit for Sub Division 

 
2 ADJUSTMENT 

NOTE 

Enter single character Category as: 

A   =   R.O/C.S.O involving units. 
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CATEGORY 

 

 

 

 

 

 

 

 

 

 

 

 

NUMBER 

 DATE 

B   =   R.O/C.S.O not involving units. 

C   =   A.E.B  detection 

D   =   G.M (CS)/G.M(O)  detection 

E   =   G.M (M&S) detection 

F   =   Chief Auditor Wapda 

G   =   Director General Wapda Audit 

H   =   Extension of Due date not involving adjustment 

J   =   R.O/C.S.O ) involving units due to correction of multiplying factor 

ii) Updating reading without adjustment of amount & units 

R   =   Debit Adjustments against  permanently disconnected defaulters 

authorized by G.M (O) or Fix/Min charges in case of reconnection 

W   =   Wapda employees adjustment 

First character must be one of A, B, C, D, E, F, G, H, J, R or W 

Enter three digits Adjustment Note No. based on calendar month 

It must be greater than Zero 

Date of preparation of the Adjustment. Should be less than or equal to 

Main date 

3 BILLING MONTH From the actual bill Should not be left blank. 

4 DUE DATE From the actual bill Should not be left blank for Category - A & H Must be 

same as that of M/F (Current or last month) for Category A & H  

5 EXTENDED DUE 

DATE 

The date to be Extended If present then it must be greater than Due Date 

It should be less than or equal to Due date + 15 days 

6 TARRIF CODE From the actual bill  

7 ENQUIRY 

NUMBER 

From the enquiry register of enquiry section 

8 ENQUIRY DATE From the enquiry register of enquiry section 

9 NAME From the actual bill 

10 ADDRESS From the actual bill 

11 Sale Tax Sale Tax  

12 GST GST Charged 

13 ELECTRICITY 

DUTY 

Last two columns are reserved for paisa 



                                                                            
_____________________________________________________________________________________ 

___________________________________________________________________________________________________________________________________________ 
CIS USER MANUAL VOLUME II                                                            66  

14 NJ SURCHARGE Last two columns are reserved for paisa 

15 METER  RENT Last two columns are reserved for paisa 

16 GST Subsidy GST Subsidy Charges 

17 SERVICE RENT Rent of service 

18 Variable Charges Variable Charges 

19 FIXED/MIN. 

CHARGES 

Fixed charges 

20 FIXED/MIN. 

CHARGES 

Fixed charges 

21 L.P.F PENALTY 

CHARGES 

For MDI batch only 

22 SEASONAL 

CHARGES 

If Seasonal code is not "1" on M/F then, it must be left blank For Seasonal 

code "1", it must be Non-Zero When present and valid, and then it must 

be 25% of the following computation (Energy Charges + Fix. Charges + 

LPF Penalty + Additional surcharge + Hydel surcharge) 

23 WITH HOLDING 

INCOME TAX 

Computer will accept Income Tax adjustment for current month only. 

Adjustment beyond this period will be claimed by the consumer from 

Income Tax department. Acceptable only when: 

1. Tariff is one of 04, 07, 08, 10, 11, 13, 14, 16, 17, 56, 58 
2. Given Due Date is the same as that of M/F 
3. First month of history updating  is the same as that of given due 

date 
24 TOTAL 

ADJUSTMENT 

Sum of "Meter Rent, Service Rent, Fix/Min Charges, F.A.S , LPF Penalty 

Charges, Hydel Surcharge, Seasonal Charges, Additional Surcharge, Income 

Tax and L.P Surcharge should be equal to Total  Adjustment 

If Disconnection code on M/F is "M" (permanent disc.) THEN 

Adjustment total should not be greater than Zero  for Category "B" 

25 METER ID. These fields must be left blank if consumption history updating is not 

required. If consumption history updating is required then fill in Meter ID 

and Set No. as in category 'A'. 

26 SET NUMBER Enter set No. in case of MDI consumers. A set of MDI + KWH + 

KVARH will be considered as one meter set. Sub meter will also be 

considered a meter set. Last set No. is for Subset whenever applicable Set 

No. means sequential No. of meter set. 
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Must be greater than Zero or less than or equal to total sets on M/F in case 

of MDI consumers only In case of general batches leave this field blank. 

27 METER NUMBER Meter no. of actual meter installed 

28 PRESENT 

READING AS 

CHARGED 

Present reading from consumer bill 

If M/F status is not "M" (permanent disc.) and meter status is not "6” 

(defective) Then It must be same as on Master File Otherwise it is optional 

and there is no check. 

29 PRESENT 

READING TO BE 

CHARGED 

Enter verified present reading on the basis of which Adjustment Note is 

prepared. 

30 UNITS ADJUSTED Enter units adjusted. 

If M/F status is not "M" and meter status is not "6" then units adjusted 

should be equal to (To be charged) - (As charged) 

If consumer is permanently disconnected or meter is defective then present 

reading column should be left blank. 

If consumer is locked then adjustment will not be accepted. 

If Adjusted units are greater than Zero then EC, FAS, H.Sur, A.Sur & ED 

(where applicable) should be greater than Zero. 

If Adjusted units are less than Zero then EC, FAS, H.Sur, A.Sur & ED 

(where applicable) should be less than Zero. 

 

 

11.4. PROOF LISTING CP-052 

Step: 1 Click  on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Proof List  

Step: 4 CP-052  

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

Step 6: Enter main     

 
 

Step 7: Click on  

 ICON is used for Report Saving.  

Step 8 Click on this Save Icon Report will be export into PDF. 

Step 9:  Enter the name of File and save it into desired location 
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11.5. POSTING LIST 

Step: 1 Click   on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Posting List 

Step: 4 Click   on CP-52 

 

 

Step 5: Click  on   

Step 6: Enter main  

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step: 7 Click on     

Step 8: Click on this Save Icon Report will be export into PDF . 

Step 9:  Enter the name of File and save it into desired location 

 

 
 

12. Television Fee adjustment 

This process describes the Television Fee Adjustment in the system. The process is used for adjustment of 

Television Fee in the consumer bill for addition and deletion of TV Fee in the system.  
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12.1. DATA ENTRY STEP CP-52T 

Step 1: Click   on Left pan of tree. 

Step 2: Click   Data Preparation System. 

Step 3: Click   Data Entry/Update. 

Step 4: Click   on CP-52T Entry form. “Data entry form will open” 

 Step 5.Click   on main date button a popup window will be opened.  

 
 Step 6   Enter Main date in “DDMMYYYY” e.g. ‘05012014’ 

 Step 7.  Click on set Main Date button. 

Note: if main date not exists then conformation dialog will be open else all record will be appeared related to 

this date. 

 
If Main date already exist and have not posted  then Data entry from  

 Step: 8 fill the data entry form. 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step: 9 press Enter or save/Next Button. 

 

Blank form is opened for new entry  

12.2. UPDATING STEPS CP 52T 

Step: 1 Set Main Date 

Step: 2 Click  on “Change Mode” Button 

Step: 3 update and Field and Click  on “Save Next” button or press Enter Key 

 

 

 

12.3. FIELD DESCRIPTION 

Sr. 

# 

Field Name Description 

1. Reference 

Number 

• Batch 

Consumer reference number consists of 14 digits. It should not already exist. 

Batch No. and Sub Division must have master records. 

• Batch number is a group of consumer which is processed for meter 
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No. – 2  

• Sub 

Division 

– 5 

• Consum

er – 7  

reading, billing. There may be multiple combinations of circle, division, 

and sub division within single batch number. Must be within the range 

of valid Batches. 

• Sub Division number is combination of the region, circle, division and 

sub division. Must be available in S/Div. Setup Table. The value of 

subdivision is maintained by Disco with fixed respective region 

number. Sub Division contains 

o 2 digits for Region 

 1 digit for Province 

 1 digit for DISCO 

o 1 digit for Circle 

o 1 digit for Division 

o 1 digit for Sub Division 

 

2. Adjustment No Adjustment No for TV fee is T and its fixed  

3. Adjustment  

Date 

Date on which adjustment made. 

4. No of 

TV/Exemption 

Fee 

This field is manually enter shows No of TV ranges from 1 to 999(which is 

called exemption fee) 

5. No of Month Shows the number of months TV fee should be adjusted 

6. Amount This shows the total amount to adjust 
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12.4. PROOF LIST 

  

12.5. POSTING LIST 
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13. 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.  

13.1. DATA ENTRY STEP CP-GST 

Step 1: Click on Left pan of tree. 

Step 2: Click   Data Preparation System. 

Step 3: Click   Data Entry/Update. 

Step 4: Click   on CP 137 (Change) Entry form. “Data entry form will open” 

 Step 5.Click on main date button a popup window will be opened.  

 Step 6   Enter Main date in “DDMMYYYY” e.g ‘05012014’ 

 Step 7.  Click on set Main Date button. 

Note: if main date not exists then conformation dialog will be open else all record will be appeared related to 

this date. 

If Main date already exist and have not posted  then Data entry from  

 Step: 8 fill the data entry form. 

 
Step: 9 press Enter or save/Next Button. 

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

Sr. 

# 

Field Name Description 

1. Reference Number 

• Batch No. – 2  

• Sub Division – 5 

• Consumer – 7  

Consumer reference number consists of 14 digits. It should not 

already exist. Batch No. and Sub Division must have master records. 

• Batch number is a group of consumer which is processed for 

meter reading, billing. There may be multiple combinations of 

circle, division, and sub division within single batch number. 

Must be within the range of valid Batches. 

• Sub Division number is combination of the region, circle, 

division and sub division. Must be available in S/Div. Setup 

Table. The value of subdivision is maintained by Disco with 

fixed respective region number. Sub Division contains 

o 2 digits for Region 

 1 digit for Province 

 1 digit for DISCO 

o 1 digit for Circle 

o 1 digit for Division 

o 1 digit for Sub Division 

2. Consumer Name Name of Consumer who actually apply for GST registration 

3. Father Name Name of Consumer Father Name who applied for GST Registration. 

4. Address Line-1 Address of the Consumer applied for GST Registration. 

5. Address Line-2 Address of the Consumer applied for GST Registration. 

6. National Tax No NTN No of the Consumer 

7 General Sales Tax  No GST NO 

13.3. PROOF LISTING  

Step: 1 Click  on Left pan of tree 

Step: 2 Click   on Data Preparation System 

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

Step: 4 CP-GST  

 
 

Step 5: Click   on   

Step 6: Enter main     

 
 

Step 7: Click  on  

 ICON is used for Report Saving.  

Step 8 Click  on this Save Icon Report will be export into PDF. 

Step 9:  Enter the name of File and save it into desired location 

 

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

 

Step: 1 Click   on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Posting List 

Step: 4 Click   on CP-GST  

 

 

Step 5: Click  on   

Step 6: Enter main  

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step: 7 Click on     

Step 8: Click on this Save Icon Report will be export into PDF. 

Step 9:  Enter the name of File and save it into desired location 

 

 
 

14. Cash adjustment CP 139 

CP-139 is the single input form received in the cash section on daily basis.  Transactions of 12 types are 

involved in this input form.  These are listed below:- 
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14.1. UN-IDENTIFIED CASH POSTING 

Sometimes a few payments remain un-posted on Computer Master File as a result of manual bills in which 

incorrect reference numbers are recorded or due to out of circle payments.  In such cases the payments are 

kept on a separate file called as residual file.  A list showing the position of residual file is printed at the end of 

each month.  This transaction is to post such unidentified payments after proper identification.   

14.2. DATA ENTRY STEP CP-139 UN-IDENTIFIED CASH 

Step 1: Click  on Left pan of tree. 

Step 2: Click   Data Preparation System. 

Step 3: Click   Data Entry/Update. 

Step 4: Click   on CP 139 Entry form. “Data entry form will open” 

 Step 5.Click  on main date button a popup window will be opened.  

 Step 6   Enter Main date in “DDMMYYYY” e.g ‘05012014’ 

 Step 7.  Click  on set Main Date button. 

Note: if main date not exists then conformation dialog will be open else all record will be appeared related to 

this date. 

If Main date already exist and have not posted  then Data entry from  

Step: 8 Select Un-identified Cash from drop down list. 

 Step: 9 fill the data entry form. 

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step: 10 press Enter or save/Next Button. 

 

Blank form is opened for new entry  

 

14.3. UPDATING STEPS CP 139 UN-IDENTIFIED CASH 

Step: 1 Set Main Date 

Step: 2 Click  on “Change Mode” Button 

Step: 3 update and Field and Click  on “Save Next” button or press Enter Key 

Note: Remaining transition of CP-139 has a same process. 

14.4. DATA ENTRY FORM UN-IDENTIFIED CASH DELETION 

This transaction is to delete the payments, un-necessarily appearing in the residual list as a result of out of 
circle stubs 
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14.5. DATA ENTRY FORM JOURNAL ADJUSTMENT 

Sometimes payment of a consumer is posted to another consumer as a result of 

1. Incorrect entry of reference number on hand bills. 
2. Reference number wrongly entered by Data Entry Operator. 
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14.6. DATA ENTRY FORMS FOR SECURITY ADJUSTMENT 

Sometimes, security of a permanently disconnected consumer is required to be adjusted from the amount 

payable by him (i.e. closing balance) in order to transfer the consumer in the dead defaulter batch (Batch 

No.26).  Security Adjustment transaction is introduced for this purpose 
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14.7. DATA ENTRY FORM FOR SECURITY REPAYMENT 

 
When the connection of a consumer is got permanently disconnected and no balance is outstanding 
against him, the security amount is paid to him through S.S. cheques 
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14.8. DATA ENTRY FORM BAD DEBTS WRITTEN OFF 

Sometimes, balance outstanding against a consumer is required to be written off as per advice of the 

competent authority as possibility of realization of such balances is eliminated.  In order to write off such 

balances this transaction is introduced.   
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14.9. DATA ENTRY FORM I.O.T POSTING  

The payments made by various Govt. departments through inter office transactions (i.e. through SS cheque 

etc.) are posted on Computer Master File in this transaction type.  At source payments by various 

departments through federal and provincial Governments are also posted in this transaction type at the end 

of billing month.   
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14.10. DATA ENTRY FORM REVERSAL OF I.O.T 

Sometimes, I.O.T. payments are posted to erroneous consumers as a result of incorrect entry of 

reference number on CP-139 input form.  Such payments are being reversed through this transaction 

type.  The filling procedure is same as discussed in I.O.T posting cases. 
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14.11. DATA ENTRY FORM INSTALLMENTS 

The competent authority may allow the consumers to pay their electricity bills through installments.  Balance 

outstanding against a consumer is transferred to unpaid debt columns on Master File.  This transaction is 



                                                                            
_____________________________________________________________________________________ 

___________________________________________________________________________________________________________________________________________ 
CIS USER MANUAL VOLUME II                                                            89  

ntroduced to facilitate a consumer to pay bill through installments.  

 

14.12. DATA ENTRY FORM WITHDRAWAL OF INSTALLMENTS 

Sometimes, the competent authority wants to eliminate the installment facility of a consumer.  In such cases it 

is required to reverse the amount outstanding against a consumer as unpaid debt.  With-drawl of Installment 

transaction is introduced for this purpose 
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14.13. DATA ENTRY FORM ADVICE OF COURT ORDER 

Sometimes, payment of outstanding amount due against a consumer is deferred as a result of orders issued by 

the court or by any competent authority.  This amount is shown as set-aside in the electricity bills of the 

consumers but not added in the current bill.  Advice of Court/Department Orders transaction is introduced 

for this purpose.   
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14.14. DATA ENTRY FORM WITHDRAWAL OF COURT ORDER 

When the set-aside amounts are decided either in the favor of consumer or in the favor of 
department, it is required to reverse these amounts into the closing balances fields.  With-drawl of 
Court/Department Order transaction is introduced for this purpose.   
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14.15. PROOF LISTING CP-139 

Step: 1 Click  on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Proof List  

Step: 4 Click  on CP-139  

 
 

Step 5: Click   on   

Step 6: Enter main     

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step 7: Click  on  

 ICON is used for Report Saving.  

Step 8 Click  on this Save Icon Report will be export into PDF. 

Step 9:  Enter the name of File and save it into desired location 

 

14.16. POSTING CP-139 

Step: 1 Click   on Left pan of tree 

Step: 2 Click   on Data Preparation System 

Step: 3 Click   on Posting List 

Step: 4 Click   on CP-139  

 

 

Step 5: Click  on   

Step 6: Enter main  

http://192.168.2.2:7002/cis/faces/home.jspx?_adf.ctrl-state=156umrku0w_7
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Step: 7 Click on     

Step 8: Click on this Save Icon Report will be export into PDF. 

Step 9:  Enter the name of File and save it into desired location 
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14.17. CP 112N: 

 

 

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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