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User Manual for Online Coaching Balance Sheet (New Version) 

Follow the below steps for preparing daily balance sheet. 

MAIN MENU:- 

 

Select option 1. DATA ENTRY FORM 
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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  

 

After bifurcation update the amount. 

Now open 8. SPECIAL CREDITS option  
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After opening 8.SPECIAL CREDIT go to option  
36. SPL CREDIT – UTS REFUNDS  &  37. SPL CREDIT – PRS REFUNDS  

 

 

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 

 

5. SPL. CANCELLED TICKETS 

 

8. NON ISSUE TICKETS
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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 

 

(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 

 

Once you select the option 2 you will be redirected to following sub menu 
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Select option 1. ENTER TR NOTE DETAILS 

 

After entering the above details update the data. 

ENTER YOUR 

MANUAL CR NOTE 
NUMBER. 

DATE OF CR 

PREPERATION 

C – CASH 

 D – DD/CHEQUE 

 

ENTER CASH 

REMITTED IN 

BANK 
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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 

 

Enter the details of DD/Cheques remitted in the below form. 
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Select option 5. VERIFY POS SUMMARY 

 

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. 
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Select option 6. VERIFY VOUCHER DETAIL 

 

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. 
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Select option 7. VERIFY UPI SUMMARY 

 

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. 
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Select option 8. VERIFY E-CASH (OTHERS) SUMMARY 

 

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. 
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Once you have verified and satisfied with the data, select option  

10. GENERATE CR NOTE 

 

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. 
 

 
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) 

 

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

 

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. 


