User Manual for Online Coaching Balance Sheet (New Version)

Follow the below steps for preparing daily balance sheet.

MAIN MENU:-

BALANCE SHEET — MAIN MENU

LAST FIMALISED DATE - 31/08/2022

DATA ENTRY FORM

PREPARE E-CR & TR MNOTE

PREPARE DAILY TEST BALANCE SHEET (E-CR)
PREPARE MOMTHLY TEST BALANCE SHEET
SUBMIT BALANMCE SHEET TO ACCOUNTS
PRINT/VIEW BALANCE SHEET

STATION OUTSTAMDINGS

ERROR SHEET MODULE

OLD BALANCE SHEET PREPARATION

LOGOUT

1.
2.
3.
4.
D
6.
7.
8.
9.
0.

1

EMTER YOUR OPTION: 2.

Select option 1. DATA ENTRY FORM

BALANCE SHEET DEBIT/CREDIT MENU

LOCATION : SS9 Fi2022)

S. NO. ITEM NAME AMOUNT STATUS

OPENING BALANCE

MANUAL CASH

PLATFORM VENDING MACHIME
PLATFORM COUMTER CASH
LUGGAGE CASH

HALT EARNING

SPECIAL CREDIT

SPECIAL DEBITS

PRS EARMINGS

TIME TABLE

1
2
3
q
5
6
7
8
9
1
1
0
0
0

SELECT opTION : [Jl
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If you have Parcel cash, Luggage cash, etc. Use that respective option to
bifurcate the amount. For example: - 5. PARCEL CASH

BALANCE SHEET — SUB-ITEM — DATA EMTRY FORM

LOCATION : TRANSACTION DATE : &) /CHM/ APy
LEARER RN R BPARCEL CASH
AMOUNT 4418875. 00

S.NO SUB ITEM AMOUNT

OUTWARD PAID-LOCAL

OUTWARD PAID -FOREIGH

HCD ORDIMARY- LOCAL

HCD MILITARY- LOCAL

LEASE-LOCAL

LEASE-FOREIGH

STORAGE CHARGE

CLOAK ROOM TICKETS

DEMURRAGE CHARGES

UHMDER CHARGES

WAGON/VP DEMAND REG FEE

PARCEL SUMNDRIES :
SUB ITEM TOTAL 418875.

O O~ HA WN =

UPDATE [Y/N]:J}

After bifurcation update the amount.

Now open 8. SPECIAL CREDITS option

BALANCE SHEET DEBIT/CREDIT MENU

LOCATION : DATE : 15/CN/ELEE

S.NO. ITEM NAME AMOUNT STATUS

OPENING BALAMCE

MANUAL CASH

PLATFORM VENDING MACHINME
PLATFORM COUNTER CASH
PARCEL CASH

LUGGAGE CASH

HALT EARMNING

SPECIAL DEBITS

PRS EARMINGS

TIME TABLE

1
2
3
4
5
6
7
8
9
1
1
0
0
0

SELECT opTION : [l
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After opening 8.SPECIAL CREDIT go to option
36. SPL CREDIT - UTS REFUNDS & 37. SPL CREDIT - PRS REFUNDS

BALANCE SHEET — SUB—-ITEM — DATA EMTRY FORM

LOCATION : TRANSACTION DATE : j&3/L M /PAres
LRI REE HSPECTAL CREDIT
AMOUNT

SUB ITEM AMOUNT

MMTS TIME TABLE SOLD
MMTS TIME TABLE X-FERED
RTC SOLD

RTC X-FERED

REFUMD OF SPL IMPREST CASH
SURRENDER OF SPL IMPREST CASH
SUBSIDY - KISAN RAIL (PMS)
STBA COMMISSION

KISHAN-RAIL MCR RCVYD

SPL CREDIT- LPO

SUB ITEM TOTAL

UPDATE [Y/N]:

Now enter UTS ticket refund amount only (Do not include CST, RTC, Pay
Orders and other billable voucher) in option 36

UTS ticket refund amount is combination of below marked amount from UTS
Daily reports:-

4. CANCELLED TICKETS

CASH_RCYD  VCHR_RCYD  RTC_RCVD CST_RCVYD UPI_QR_RCYD CLKG

GRANT TOTAL
1045

PSGH 5 SGM CASH RCVD VCH RCVD RTC RCYD  CST RCYD QR RCVYD CLKG CASH RFND VCH RFND  RTC RFHV
ST RFND QR RFHND

GRAND TOTAL: 4 o : 5 d 8 1520. 00 0.00
.00 0.00

RC!
GRAND TOTAL
0 0.00
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Similarly enter PRS ticket refund amount in option 37 of SPL CREDITS.
PRS refund amount from PRS Daily Reports:-

1. STMT ON CASH & PSGNR INFO

TOTALS FOR THE BOOKING LOCATIOW ::

CASH RTC VCH CST CCARD DIGI TOTAL CST CCARD DIGI TOTAL NI TTL PSGH PSGH
RCUD RCVYD RCVD RCVD RCYD RCVYD RECEIPTS RFND RFND RFMD REFUNDS AMNT SLIP BKD CAN

0 353720 24830 1070485 634280 57655 0 10850 5965 74470 11490 688 1684 156

LUSIVE OF CASH/VC
MET TOTALS - ST EXCL.

(Kindly note — do not add CST, Vouchers, UPI amount in the above options)

Now go back to main menu and select 2. PREPARE E-CR & TR NOTE option

BALANCE SHEET — MAIN MENU

LAST FINALISED DATE - 31/08/2022

DATA ENTRY FORM

PREPARE E-CR & TR MNOTE

PREPARE DAILY TEST BALANCE SHEET (E-CR)
PREPARE MOMTHLY TEST BALANCE SHEET
SUBMIT BALANCE SHEET TO ACCOUNTS
PRINT/VIEW BALANCE SHEET

STATION OUTSTANDINGS

ERROR SHEET MODULE

OLD BALANCE SHEET PREPARATION

LOGOUT

SO O~ SN B WN e

—

ENTER YOUR OPTIOHN: 2.

Once you select the option 2 you will be redirected to following sub menu
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PREPARE E—CR & TR MOTE MENU

ENTER TR MOTE DETAIL
EMTER DD/CHEQUE DETAIL
ENTER PMS POS SUMMARY
EMTER PMS VOUCHERS DETAIL
VERIFY POS SUMMARY

VERIFY VOUCHERS DETAIL
VERIFY UPI SUMMARY

VERIFY E—CASH (OTHERS) SUMMARY
MULLIFY EMTERED RECORD
GEMERATE CR MOTE

PRINT CR MOTE

PRINT CR AMMEXURES

BACK TO MAIN MENU

$ 65
2=
3.
4.
o
6.
i
8.
9

[ S =
N = O

<

SELECT OPTION :OI

Select option 1. ENTER TR NOTE DETAILS

EMTER TR MOTE DETAIL

LOCATION: TXN DATE: ofj/0l/[

S.NO. TR MOTE MO TR MOTE DATE TR MOTE TYPE TR MOTE AMOUNT

o Fio fjo |
v 0 Fjo FOV |

ENTER YOUR 5 DATE OF CR C—CASH ENTER CASH
PREPERATION
o D - DD/CHEQUE REMITTED IN
/ BANK

MANUAL CR NOTE
740 F40

NUMBER.

740 F40
740 F40
740 F0
740 F40

0
0
0
0
0
0
0
0
0
0

COOCOCOOCOO

[USE PAGE UP/PAGE DOWN TO SCROLL SCREEHN] UPDATE (Y/N) :l

After entering the above details update the data.
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If DD/Cheque data is added in the above TR NOTE DETAILS form

Then select option 2. ENTER DD/CHEQUE DETAILS

PREPARE E—CR & TR MOTE MENU

EMTER TR HOTE DETAIL
EMTER DD/CHEQUE DETAIL
ENTER PMS POS SUMMARY
EMTER PMS VOUCHERS DETAIL
VERIFY POS SUMMARY

VERIFY VOUCHERS DETAIL
VERIFY UPI SUMMARY

VERIFY E—CASH (OTHERS) SUMMARY
NMULLIFY ENTERED RECORD
GEMERATE CR MOTE

PRINT CR MOTE

PRINT CR AMMEXURES

BACK TO MAIN MENU

i1
2.
i
4.
Y
6.
T
8.
9

[ T SE N S S
TN RO

SELECT OPTION :Off

Enter the details of DD/Cheques remitted in the below form.

ENTER DD/CHEQUE DETAIL

LOCAT I0N : [ TXN DATE : o) /(0[N

S.NO. | DD/CHEQUE HO DD/CHEQUE DATE DD/CHEQUE AMOUNT

0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0
0 0

[USE PAGE UP/PAGE DOWHN TO SCROLL] UPDATE (Y/N):I
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Select option 5. VERIFY POS SUMMARY

PREPARE E—-CR & TR MOTE MENU

ENTER TR MOTE DETAIL
EMTER DD/CHEQUE DETAIL
ENTER PMS POS SUMMARY
EMTER PMS VOUCHERS DETAIL
VERIFY POS SUMMARY

VERIFY VOUCHERS DETAIL
VERIFY UPI SUMMARY

VERIFY E—CASH (OTHERS) SUMMARY
MULLIFY ENTERED RECORD
GEMERATE CR MOTE

PRINT CR MNOTE

PRINT CR AMMEXURES

BACK TO MAIN MENU

SELECT OPTION :oOf

Verify the POS data in following form using daily reports of UTS & PRS. The
data is auto populated. No modification can be done. If any discrepancies are
found, kindly contact database before generating E-CR.

VERIFY POS SUMMARY

LOCATION: T%n DATE : fll/El/ERER

S.NO. | MACHIME ID COACHING SEC AMT RECEIVED AMT REFUND

1.
2.
3.
4.
S.
6.
7.
8.
9.

1
2
3
0
0
0
0
0
0
0

TOTAL 351120. 00 8090. 00

[USE PAGE UP/PAGE DOWN TO SCROLL SCREEN] UPDATE (Y/N) :
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Select option 6. VERIFY VOUCHER DETAIL

1.
2.
3.
4.
S.
6.
7.
8.
9.

PREPARE E—-CR & TR MOTE MENU

ENTER TR MOTE DETAIL
EMTER DD/CHEQUE DETAIL
ENTER PMS POS SUMMARY
EMTER PMS VOUCHERS DETAIL
VERIFY POS SUMMARY

VERIFY VOUCHERS DETAIL
VERIFY UPI SUMMARY

VERIFY E—CASH (OTHERS) SUMMARY
MULLIFY ENTERED RECORD
GEMERATE CR MOTE

PRINT CR MNOTE

PRINT CR AMMEXURES

BACK TO MAIN MENU

SELECT OPTION :oOf

Verify the data (CST, RTC, Pay Orders and other billable vouchers) in
following form below using daily reports of UTS & PRS. The data is auto
populated. No modification can be done. If any discrepancies are found, kindly

contact database before generating E-CR.

VERIFY VOUCHERS DETAIL

LOCATIOHN : (¢

TXH DATE : [ll/EN/EXER

S.MO. | APP TYPE VCH TYPE VCH CODE VOUCHER MO AMT RECEIVED

1
2
3
0
0
0
0
0
0
0

l i

TOTAL 40360. 00

[USE PAGE UP/PAGE DOWN TO SCROLL SCREEN] UPDATE (Y/N) :
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Select option 7. VERIFY UPI SUMMARY

PREPARE E—-CR & TR MOTE MENU

ENTER TR MOTE DETAIL
EMTER DD/CHEQUE DETAIL
ENTER PMS POS SUMMARY
EMTER PMS VOUCHERS DETAIL
VERIFY POS SUMMARY

VERIFY VOUCHERS DETAIL
VERIFY UPI SUMMARY

VERIFY E—CASH (OTHERS) SUMMARY
MULLIFY ENTERED RECORD
GEMERATE CR MOTE

PRINT CR MNOTE

PRINT CR AMMEXURES

BACK TO MAIN MENU

SELECT OPTION :oOf

Verify the UPI data in following form using daily reports of UTS & PRS. The
data is auto populated. No modification can be done. If any discrepancies are
found, kindly contact database before generating E-CR.

1

2.
3.
4.
S.
6.
7.
8.
9.

VERIFY (S8 SUMMARY

LOCATION : (el RN 1 Fio Fi2022)

S.NO. APP TYPE AMOUNT RECEIVED AMOUNT REFUND

5965. 00
0.00

1 PRS
2 TVM
0
0
0
0
0
0
0
0

31645. 00 5965. 00

[USE PAGE - UP/DOWN TO SCROLL] UPDATE (Y/N):
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Select option 8. VERIFY E-CASH (OTHERS) SUMMARY

PREPARE E—-CR & TR MOTE MENU

ENTER TR MOTE DETAIL
EMTER DD/CHEQUE DETAIL
ENTER PMS POS SUMMARY
EMTER PMS VOUCHERS DETAIL
VERIFY POS SUMMARY

VERIFY VOUCHERS DETAIL
VERIFY UPI SUMMARY

VERIFY E—CASH (OTHERS) SUMMARY
MULLIFY ENTERED RECORD
GEMERATE CR MOTE

PRINT CR MNOTE

PRINT CR AMMEXURES

BACK TO MAIN MENU

SELECT OPTION :oOf

Verify the MR E-Cash (TTE & Other MRs) data in following form using daily
reports of UTS. The data is auto populated. No modification can be done. If any
discrepancies are found, kindly contact database before generating E-CR.

1.
2.
3.
4.
S.
6.
7.
8.
9.

VERIFY |Sderdy;| SUMMARY

LOCATION: N1 Fio {2022

KCG
S. NO. APP TYPE AMOUNT RECEIVED AMOUNT REFUND

CO OO O OOCOO =

I' B .

[USE PAGE - UP/DOWHN TO SCROLL] UPDATE (Y/N):
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Once you have verified and satisfied with the data, select option

10. GENERATE CR NOTE

PREPARE E—CR & TR MOTE MENU

ENTER TR MOTE DETAIL
ENTER DD/CHEQUE DETAIL
ENTER PMS POS SUMMARY
EMTER PMS VOUCHERS DETAIL
VERIFY POS SUMMARY

VERIFY VOUCHERS DETAIL
VERIFY UPI SUMMARY

VERIFY E—CASH (OTHERS) SUMMARY
MULLIFY ENTERED RECORD
GEMERATE CR MOTE

PRINT CR HOTE

PRINT CR AMMEXURES

BACK TO MAIN MENU

1

2.
3.
4.
5.
6.
7.
8.
9.

SELECT OPTION :OI

In case you have entered wrong data and you want to clear all the data. Use
option 9. NULLIFY ENTERED RECORD (before generation of E-CR only)

Generate the CR NOTE using the below form after proper confirmation.
E-CR Note cannot be modified or deleted once it is generated.

GENERATE CR NOTE

LocATION : X<l TXN DATE : Zl/ER/PLEE

CR INSTRUMENT INSTRUMENT TOTAL AMOUNT

TR NOTE (CASH) 1943540.
TR NOTE (DD) .
DD/CHEQUE (CASH OFFICE) .
POS 110305.
E-CASH (OTHER) 23885.
VOUCHERS 3800.
UPI 46910.

casH (SENT To cO) : N GENERATE(Y/N) :{J

CR NOTE NUM KCGO20922001 |
CR TOTAL AMT : 2128440 00

CONFIRM (Y/N):ll

Do not make any Manual entries in the above form. Kindly verify the CR
TOTAL AMOUNT and confirm “Y” to generate E-CR
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Once E-CR is generated, go back to main menu.

Select option 3. PREPARE DAILY TEST BALANCE SHEET (E-CR)

PREPARE DAILY TEST BALAMCE SHEET

LOCATION :(YIY TXN DATE : fll/EN/ELEE

CR MOTE HUMBER BZA010922001
CR NOTE DATE 15/09/2022

CR INSTRUMENT INSTRUMENT TOTAL AMOUNT

TR NOTE (CASH) 4156640.

TR NOTE (DD) 0.
DD/CHEQUE (CASH OFFICE) 0.
VYOUCHERS 33135.
POS 107395.
UPI 24985.
E—-CASH (OTHER) 18788.
CASH (SENT TO CO) 0.

CR TOTAL AMT 4340943. 00

CONFIRM (Y/N)

Confirm “Y” to continue. If prompted with the below message.

Debit mismatch with Credit for date 01/09/2022. Want to Continue? (Y/N) :

Ignore this message and press Y to continue — to view/print the daily balance
sheet and to check whether Grand total is tallied.

Remaining Option in Main Menu - 5. SUBMIT BALANCE SHEET TO
ACCOUNTS & 6. PRINT/VIEW BALANCE SHEET are same as in the previous
version.

Repeat the above process for each day of the month.

Thank You,

UTS Database
CCM/PM Office
Secunderabad.
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