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1 Vouchers 

1.1 Application Fee Receipt (F1) 
 

This option is never used here. 

 

1.2 Demand Fee Receipt (F3) 
 

To enter Tuition Fee received 

 

 

After saving the receipt 

 



 

Payment Mode column 

V – Voucher Entry 

B – Bank Entry 

C – Cash Entry 

 

1.2.1 Demand Receipt - when the received amount is more than the Demand 

In some cases, student would have paid more than his Demand, in that case we need to keep the difference amount in Advance. Below student was 

supposed to pay 76160, but he has paid 76460, 300 extra. 

Click on Deposits / Advances option on the right 

New row Advance/Deposits gets added. 

Enter Receipt Amount as per Demand, the additional amount enter against Advances, so that the received amount matches. 

 

 

WHEN YOU OPEN STUDENT LEDGER, AMOUNT 300 IS SHOWN UNDER ADVANCE 

 



 

 

1.2.2 Demand Receipt - when student has paid some paise 
 

Some student has paid fees 76000.10 instead of 76000 

In these cases, enter fee received 76000 has usual using Demand Receipt option 

For the .10 paise, enter it as miscellaneous income using general receipt option 

1.3 Non-Demand Fee Receipt (F4) 
Use this option to enter fees other than tuition fee like exam fee, attendance shortage fees [Use pink challan] 

 



 

1.3.1 Enter Scholarship Amount received against the student 
 

When we receive Scholarship, we need to enter against that particular student as Non Academic Receipt (F4). This entry will be shown under Deposits in 

Student Ledger. 

 

 

 

1.3.2 Adjust Scholarship Amount received against the student 
 

Now we need to adjust the scholarship amount to student fees. 

Goto Vouchers -> Adjust Advance/Deposits to Fee Receipts (Journal Entry) option. Pass an entry for the amount reflected as deposit, if any excess amount 

present has to be refunded to the student. 



 

 

1.5 Cash Deposit to Bank (F5) 
To enter all deposits made to bank thru cash 

 

1.6 Cash Withdrawals (F6) 
To enter the details of cash withdrawn from bank. 

 

1.7 General Receipts 
To enter vouchers other than student fees, example fine, Internship Fee, amount received from rent, temple donations etc 

 

 



 

1.7 Payment Voucher 

 

1.7.1 Reversal entry of cheque returned 
 

To enter Received entry as appeared in Bank Pass sheet 

 

 

To enter Return entry as appeared in Bank Pass sheet 



 

 

 

1.10 Journal Entries 
 

1.10.1 Journal Entries for Expenses 
To enter payments other than student related, like telephone charges, purchased stationary etc. Normally Journal entries will not include Cash / Bank ledger. 

Any annual maintenance, car maintenance, library books, salary advance, rent received, expenditures, any credit purchase is entered in Journals 

Credit Purchases – Debit Expenses  

 



 

 

 

 

 

Ledger entry for payment to BOOK PARADISE 



 

 

 

  



 

1.10.1 Journal Entries for Expenses 
 

Journal reversal entry for CH ISSUED PENDING CLARIFICATION  

 

WHEN CHQ WAS ISSUED, ENTER AS BELOW 

  Dr Cr 

By CH ISSUED PENDING CLARIFICATION 646  

To Canara Bank  646 

 

WHEN CHQ GOT CLEARED, ENTER AS BELOW  

  Dr Cr 

By Exam Remuneration 646  

To CH ISSUED PENDING CLARIFICATION - 646 

 

 

1.13 Fee Concession / Wave off 

 

Management gives concession to students in paying fees, so we need to add concession amount in 

the demand. 

 

 

 

 



 

 

Enter the Concession fee against Development and Other fee. Enter the details of who recommended for Concession in Remarks. 

 

 

 

 

Check the student ledger to ensure the concession has been affected. 

 



 

 

1.14.1 Delete Fee Concession 
 

 

 

Select the student to delete 

 



 

And then click on Delete 

 

 

 

1.15 Adjust Advance/Deposits to Fee Receipts (Journal Entry) 

 

When the student joins, demand was not created, hence the fees paid will be entered as Advance 

 

 



Once the demand is created, we need to adjust to the fee receipt 

 

 

Keep pressing enter and Save the entries. Date can be today’s date, as the receipt entry won’t 

change. 

Advance amount will be moved to Adjusted under Fee Advances / Deposits section  

Advance amount will be reflected under Demand Fee in Receipt section 

Balance amount will be shown under Demand section 

 



 

The list of students for whom the advance amount needs to be adjusted can be generated using 

Advance/Deposit Details option under Demand menu 

 

 

 

1.15.1 Adjust fee paid in last year for current year fees 
 

Use this option to adjust last year fees paid for current year fees. Normally this situation comes 

when student have year back. Say a student has paid fees in 2017-18, but he didn’t get eligibility for 

2017-18. Later he gets eligibility for 2018-19, so the fees paid in 2017-18, should get adjusted for 

2018-19. 

Make the amount paid as Advance 



 

 

Enter the amount as advance 

 

 

The amount will be shown as Advance in current year 



 

 

Now pass a Journal entry to adjust the fees 

 

 

1.15.2 Adjust the scholarship amount received to fee 
 

Getting below error while adjusting the scholarship fee 

 



 

 

 

TO overcome this error, first enter a receipt againt UNKNOWN for 1 rupee, while saving 

ensure the receipt no. is entered differently, which doesn’t exist in the system and save it. 

Then make the adjustment entry from advance. 

Later ensure this receipt entry for 1 rupee is removed. 

 

1.17 Refund Advances / Deposits (Scholarship or Excess fee paid) 

 

To refund the student scholarship amount received after adjusting the fee balance. 

 

 



 

 

The refund amount should reflect under Refunds section 

 

Once the refund is done, ensure that the Closing Balance under Fee Advances/Deposits 

section shows is zero 



 

1.18 Permission Letter 
To enter details of permission letter taken for paying fees at later time 

 

 

To enter details of permission letter taken for paying fees at later time 

This will be highlighted in the Student Ledger Screen 



 

 

1.20 Reconciliation of bank entries ( B R S ) 
 

After entering the entries as per bank parse sheet, we need to reconcile both debit and credit 

entries using this BRS option 

 

Filter for the date, which has to be tallyed with bank pass sheet 

 

 



Here the Balance as Per Bank amount is tallying with the last entry for that date in Bank pass sheet. 

Means both bank and software is tallyed. 

Keep checking until the bank balance is not matched. 

When we find the bank balance is not matched, follow below steps 

 

 

As per bank pass sheet, last entry shows: 10375039.62 

But as per software the “Balance as per bank” shows: 11943265.62 

First start looking at payment entries 

Open each entry and check the cheque no. exists in the bank pass sheet. If it exists means cheque 

has been cleared, change the date as per bank pass sheet and click on save. 

 

Before saving ensure the all the details under Narration is matching with the bank parse sheet, like 

cheque no., name etc. 

 

 



 

 

Now that entry goes away from the BRS screen 

 

 

To check for what date the entry has been reconciled, click on “All Transaction” 



 

 

Now the date 05/07/2018 comes under Reconcil next to the amount 13,000 amount. Means its been 

taken into Bank account. 

To come to reconciling click on Reconcile Entries. 

Do this process until the Balance matches? 

Amount not reflected in Bank -> these entries are yet to get reconciled. This should be zero means 

all the entries are reconciled properly. 

Now all payment entries are reconciled. Check the balance as bank amount, if it still not matching, 

then start checking the receipt entries.  

Once all entries are reconciled, now the balance will match as per bank pass sheet 

 



 

 

 

 

 

 

 

 

 

 

 

We need to reconcile the credit entries too. Here challenge is we need to find the cheque realized 

date and then enter the appropriate date and save the entry. 

To get the details of cheques issued earlier, goto Account Books / Ledgers and select Payment 

Register. 

 Take the print with narration of all the entries between two dates 

Export to excel and then search on amount or cheque no.  

Note down the payment voucher no. and then reconcile in the BRS screen 

 

 

 



All student entries can be reconciled in one go by clicking on “Auto Reconcil all Student Receipts” on 

the right of the screen 

 

 

All the student related entries has been reconciled, means the entries will be moved out of BRS 

screen.  

 

 

In case we want to see all entries including reconciled entries, then click on All Transactions on the 

right 

 

 

In case by mistake if you reconciled by entering wrong date, then you can open the same voucher / 

receipt and click on Cancel Reconcil. Then this entry will re-appear in BRS screen 

 

BEST WAY TO RECONCIL IS: 

ENTER ALL THE RECEIPTS AND PAYMENTS LOOKING INTO PASS SHEET. 

ENSURE TOTOAL RECEIPTS AND TOTAL PAYMENTS MATCHES WITH THE PASS SHEET. 

THEN GOTO BRS AND RECCONIL WITH THE ENTERED DATE 

 

1.20.1 Reconciled date is different from the entry date 
 

In the below screen, the entry is done on 26-July-2018, as the cheque was issued on 26th. But it is 

reflected in bank pass sheet on 03-09-2018. Hence the reconcile date should be the date on which it 

is appearing in bank pass sheet. 



 

 

1.20.2 Reconcile only receipt entries 
 

To get total receipts from pass sheet 

Total Receipts = Cr Amount – Opening Balance 

This amount should match with Total in BRS section under All Transaction Option 

OR 

The last entry in the bank pass sheet should match with Balance as Per Bank in BRS screen under 

Reconcile Entries Option 

Last entry as per bank pass sheet for 01-Aug 



 

 

 

If both tallies mean, reconciliation is correct. Also the Amount not reflected in Bank both Debit & 

Credit should be zero. If not, then those are all not correct entries needs to checked and deleted 

from the software. The entries has to be deleted once BRS is reconciled correctly. 

See below Amount not reflected in Bank under Debit is zero 



 

 

 

1.20.3 To tally total receipts (deposits) as per bank pass sheet 
 

To tally total receipts entered in software to bank pass sheet 

 

13-AUG-2018 

CR AMOUNT: 97417398.72 

OB: 87064071.72 

TOTAL RECEIPTS (CR AMOUNT - OB): 10353327 

 



 

 

WHEN THERE ARE TOO MANY ENTRIES, ESPECIALLY DURING ADMISSION TIME. THEN JUST KEEP 

ENTERING ALL THE RECEIPTS AS PER BANK PASS SHEET. 

IF WE DON’T KNOW THE STUDENT DETAILS, THEN ENTER IT AGAINST UNKNOWN STUDENT AND 

LATER WHEN STUDENT BRINGS THE PROOF OF FEE PAYMENT, INTERCHANGE THE ENTRY FROM 

UNKNOWN STUDENT TO ACTUAL STUDENT 

 

 

 

 

1.20.4 Steps to Match the Receipts as Per Bank Pass Sheet 
 

First take the statement for that particular date from software for say 27-08-2018 

Second take the all the receipts from bank pass sheet 27-08-2018 

Sort both the columns on amount 

 

 

Now compare the entries 



 

Below if you see, as per bank sheet there are 9 entries for amount 100,000. But in software there are 

only 2 entries.  

Here entries are done in software, but would have done with different date. 

 

Open the bank pass sheet and check the receipt entries based on amount 

 



 

 

Now take the cheque no and search in the statement downloaded from the software to find the 

date which this receipt would have been entered 

 

 

 

This entry is already entered for student Kailash T V 

 



 

 

 

 

The cheque no. and amount is matched, now change the date as per bank sheet, which should be 

27-08-2018, as the cheque is realized on 27-08-2018 

 



 

Edit the date alone to 27-08-2018 

 

 

Follow the same steps until the no. of entries of amount 100,000 matches with bank pass sheet. 

Do the same steps for all the amount, until the total receipts matches with the bank pass sheet. 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

1.20.5 Cancel a Reconciled Entry 
 

GOTO BRS SCREEN AND SELECT THE DATE RANGE 

SELECT THE ENTRY FOR WHICH THE RECONCILED DATE HAS TO BE CHANGED 

 

CLICK ON CANCEL RECONCIL 



 

 

NOW THE DATE HAS GONE 

 

 

NOW CLICKING ON SAVE, WILL CHANGE THE RECOCILED DATE FROM 01/08/2018 TO 26/07/2018 



 

 

 

1.20.6 Entries which are yet to be reconciled 
 

Those entries which are yet to be reconciled will be under UnCleared Entries option 

 

In below screen,  

Balances as Per Bank is 1,98,65,773.02  

Last entry as Bank Pass Sheet is 1,98,59,584.02 

Difference is 6,189 

Either the entries are not entered for amount 6,189 or its not yet reconciled, so goto Uncleared Entries screen 



 

 

Select each entry and enter the correct date 

 

Now its matching with last entry in bank pass sheet 

 

IF THE TOTAL PAYMENTS AND TOTAL RECEIPTS ARE ALREADY MATCHING WITH BANK PASS SHEET, FOLLOW BELOW STEPS: 

Goto BRS -> Select the date range for which Reconcilation has to be performed 

Select Uncleared Entries option 



 

 

Click on Auto Reconcil all Students Receipts 

 

Now open each entry one by one and click on save. Continue to do this until all the entries are cleared from Uncleared Entries screen 



 

 

Now all the receipts entries has been reconciled 

 

Now open each payment entry and check whether the cheque no. exists in bank pass sheet and the click on save. Continue this process until all the entries are cleared. 



 

Finally no entries should be present in Uncleared Entries option 

 

 

Now on selecting Reconcil Entries option 

 



 

 

Balance as Per Bank matches with the Last entry for that date in the bank pass sheet 

 

1.20.6 View all Reconciled Entries 
 

This screen shows all the entries payment and receipts along with the reconciled date 

 

 

 



1.20.7 Edited entries after reconcile 
 

In case any entries of older date have been deleted and re-entered, ensure that this entry is 

reconciled without fail, else the Last entry from bank pass sheet will not tally with Balance as per 

bank in the software. 

Or 

Interchanged any entry from UNKNOWN to actual student 

For some reason the below entry for amount 74,160 was deleted and re-entered. 

 

Now we need to reconcile without fail. 

 

1.20.8 Reconciling the Payment Entries 
 

Sometimes the receipts get matched, but the payments don’t get matched. Hence the Balance as per bank doesn’t match with bank pass sheet. 



 

Here the difference is  

As per bank pass sheet : 19435557.12 

Balance as per bank in software is : 19424736.62 

Difference is : 10820.50 

Now we need to check whether all the payment entries present as per bank sheet.  

Click on All Transactions 

Check each entry for date 04/06/2018 exists in bank pass sheet 

 

Open this entry and see whether the cheque no. and amount matches with pass sheet 

 



 

If matches, then goto next 04/06/2018 entry 

 

Below entry doesn’t exist for 04/06/2018. The amount nor the cheque no. doesn’t exists. Hence we need to cancel the reconciliation for this date. 

 

 

Click on Cancel Reconcil 

 



 

 

Repeat these steps, until the Balance as per bank matches with bank pass sheet 

If it still doesn’t match 

Select the date range from 01/04/2018 to 04/06/2018 

 

 

Look for the amount, open the entry and check whether cheque no. is matching, if so reconcile it to 04/06/2018 



 

This entry is done on 31-05-2018, but its cleared on 04-06-2018 

 

BELOW cheque was issued on 11-05-2018, but got realized on 04-06-2018 

 

 

 

Reconcile date should be 04-06-2018 not 08-06-2018 



 

So first cancel the reconciled date by clicking Cancel Reconcil 

It shows blank under Reconcil 

 

Now enter the correct date which is 04-06-2018 



 

Now its tallyed with bank parse sheet 

 

 

2 Student 

 

2.1 Student Data 

 

2.1.1 Add new Student 
This screen is used for capturing Student details 



 

 

This screen can be used for Adding, Editing & Deleting the student 

Use New, Edit or Delete button for the same 

New Option 

If particular branch doesn’t exist, go to Masters and add the branch by selecting Branch Details 

option. 

If father occupation doesn’t display under drop down, then click on Add New Occupation in the drop 

down and enter the new Occupation. Follow this procedure for adding new Caste, Religion, City and 

State. 

Ensure right Category is selected, while adding new student. In case wrong Category is selected, then 

go to Masters and select Change Category option to change the Category. 

If a Category doesn’t exist, then go to Masters and select Categories option to add or edit a 

Category. 

2.1.2 Edit Student Details 
 

Edit Option 

Select this to change student details, except Category. 

 

2.1.3 Delete a Student 
 

Delete Option 



Use this option to delete a student. Before deleting the student ensure that there is no Demand for 

this student. 

 

 

Deleted all the fee demand except one, as the system doesn’t allow to delete the entire demand. 

Hence make that the one demand as Zero. 

 

Demand cannot be deleted or modified to Zero, if already fee receipt is there for a particular student 



 

Delete Entry is de-highlighted, as there is a fee receipt attached to this student. In case you still want 

to delete the demand, then we need to delete the receipts and then the demand. 

 

Now use the delete option to delete this student. Ensure the correct student is selected and click on 

Save button. 

 

 



 

 

Now the student has been deleted. 

 

 

 

 

 

 



2.2 New Student Minimum Entry 

 

Can’t delete student if any fee is pending for payment 

 

 

To delete a student 

Click on Delete 



 

Select the student for deletion and then click on save 

 

 

 

If Demand is already created for this student, then we will not be able to delete 

 



 

So best way is to make this student as Not Eligible 

Also make the demand 0 for this student 

 

2.3 Student Not Eligible 
 

2.3.1 Make the Student Not Eligible 
 

Some Students doesn’t get Eligibility; hence we need to change the student status from Cur to N.E. 

 



 

 

 

Select Reason as N.E. 

Enter the remarks 

 

 

 



 

 

Now the student is shown as N.E. 

 

 

 

 

2.3.2 To Cancel a student, as this Student Cancelled the Admission 
 



Some student does the admission and then will not join. We need to cancel this student and make Refund entry, since we need to pay back the paid fee 

amount 

 

 

 

 

Enter the reason as Discontinued for the student and mention in the remarks as why the student left 

 

 

ONCE CANCELLED BELOW IS HOW THE SCREN SHOT LOOKS 

 



 

 

 

Now enter the refund details 

Select Vouchers -> Refund Advances / Deposits option 

 

 

Deduct the booking charges and refund the remaining amount 



 

 

 

 

 

 

 

 



2.4 Student (Make Eligible) 
 

Some students will become eligible and we need to change their status from N.E (Not Eligible) to Cur 

 

 

 

We need to be very careful in creating these students demand 

 

Ensure the fee is correct for this student based on his Quota and Category for that batch and then click on Make Eligible 

 



 

 

 

 

 

 

 

 



 

 

Now N.E. below Year has gone, which ensure this student has become Eligible now 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

2.8 Student List 
Display summary of student details from all branches 

 

 

 

 

 

 

 

 

 

 

2.7 Allot Section 
Use this option to enter the student semester 



 

 

3 Demand 
 

 3.1 Create Demand Structure 

 

Once Branch, Year and Category is created, Demand has to be created 

 

 

 



 

 

 

 



 

 

 

 

 

 

Fill the fees accordingly 

 

 

If the fees is blank then that fee doesn’t appear in the demand. For example Development and Other Fee is applicable only for Mangament Quote (MQ) for all 

other categories this fee will be zero, hence this fee doesn’t appear in the demand for other categories  



 

 

 

Click on Load from Excel file 

 

 



Once all agrees on the fees structure, click on Import Demand Fee. Once imported this applies to all students and is difficult to revert back.

 

Keep clicking on Import Demand Structure until all the categories are imported 

 

To review the created Demand, goto Demand -> Create Demand Structure 

In case any changes need to be done, click on Edit and do the changes and save it. 

From Second Year onwards fees will be same for CET / J & K / HBK categories 

 

In case you want to delete a fee say Eligibility fees, since it’s not applicable from Second year 

onwards 



 

 



 

 

Once verified and confirmed 

 

 

3.1.1 To Create Demand for a particular Category 
 

Select appropriate Branch, Category and Year 

 



Click on Generate 

 

 

Now the demand is created 

 

If needed edit demand to add any other fees 

 

 



3.1.2 Create Demand for a Student 
 

If there is not a single demand attached to this student, we get below error: 

 

 

To attach demand go to Masters and change the category.  

Once the category is changed automatically demand gets attached. Say student is in MQ-KAR, now 

changed to GM. Now the GM demand gets attached.  

But this student has joined as MQ-KAR, so change again the category to MQ-KAR. Then edit the 

demand as per requirement. 

Normally this scenario comes for student who has joined in MQ, but later cancels the admission. 

Since we will not have prior details on demand, demand structure will not be created. 

 



 

Since the student has cancelled the admission, we need to add Incidental Charges and remaining 

amount will be refunded. 

 

3.1.3 Create Demand for Year Back Student 
 

First check their USN, say if USN is 1RN15IS079. The student has joined in 2015-16 batch. 

While creating demand, look for which year you are creating the demand for this student. Say the 

demand is for FY 2018-19. 

Take the Tuition fee, it is 250000 + 23780 + 5290 = 279160. This is for regular student 

If the student has year back, i.e. he has not attended the class is say 2017-18 

Then while creating demand, take the Tuition fee for 2015-16 (based on joining year), i.e. 250000 

But for College & Other Fee and VTU fees, check in which year he is now currently, i.e. if he is in 3 rd 

year, consider the College & Other Fee and VTU fee from 2016-17 batch. 

Which is 22170 + 4490 

Finally, for regular student it is 279160 ( 250000 + 23780 + 5290 ) and for year back student it is 

276660 ( 250000 + 22170 + 4490 ) 

 

3.1.4 Create Demand for Pass Out Student 
 

Need to create demand for say Pass-out students, when there is no single demand structure created 

earlier. 



 

 

 

 

Use below screen and change the category for which the demand was created in the above screen 



 

 

Then go to edit demand and change the amount as required 

 

 

3.1.4 Create Demand for Transfer College Students 
 

Check before creating Demand for students who are transferred from other college. There will be 

change in demand based on their category 

The exact demand will be given by VTU. 



 

In this student case, one time fees of 45,000 has to be paid along with tuition, college and VTU fees. 

This fees can be collected while joining or can be divided into number of years’ student will be 

studying here. Here in this 15000 is collected for 3 years, as student has joined for 2nd year. 

 

 

3.2 View Demand Structure 
 

 

 



Take a print of the above fee structure and get it approved, before importing the fee structure 

 

 

 

 

 

 

 

Print Demand Structure for a particular year and particular Category 



 

 

 

3.4 Raise Student Demand 

 

 

 

Click on Save Demand 



 

 

Now the demand has been attached to the students based on their Category 

If demand is assigned successfully to the students, then you will get below message 

 

 

3.7 Edit Demand 
 

3.7.1 To Delete fee ledger For Individual Student 
 



To Delete existing fee ledger from the Demand 

 

 

Need to delete Other Fee entry 

Double click on Other Fee 

 

 

Select Delete 



 

 

Delete Entry is disabled as the fee has already been paid, hence we will not be able to delete Other fee entry. 

Go to Student Ledger, copy the Receipt No. 

 

 

Go to Masters -> Others -> Interchange Receipts from a Student to other 

Click on New and then paste the receipt no. 

 



 

 

Click on Get Details for New Receipt InterChange.  

Select UNKNOWN student 

 

 

Click on Save 

 

Now go to Edit Demand and now you will be able to delete other fee 

 



 

 

 

After deletion of Other Fee 

 

3.7.2 To Delete Entire Demand For Individual Student 
 

 



 

 

 

 

 

 



 

 

 

 

 

 

3.7.3 Insert Fee ledger to the Demand for an individual 
 

Now Insert Eligibility Fee for this student, as we were supposed changed from other fee to eligibility fee 

Click on Insert and Select Eligibility Fees 



 

 

Enter the amount under Fee Demand 

 

 

 

 

Now Eligibility fee got added as part of Demand 

 



 

 

Now we need to swap back the fees from unknown to this student 

Go to Master -> Others -> Interchange receipt from a student to other 

 

 

 

 

Click on Get Details for New Receipt InterChange  

 



 

 

Select UNKNOWN and click on Save 

 

Now Other fees is interchanged with Eligibility fee 

 

3.7.3 Insert Fee ledger to the Demand for Group of students 
 

To insert a new fee ledger to the existing demand for entire group 

Need to add Other Fee of 1390 to all the students in that branch 



 

Deselect those not required 

 

 

 

 



 

 

3.7.4 Editing Opening Balance 
 

 

 

 



 

 

 

 

This error is coming because Tuition Fee opening balance cannot be less than Tuition Fee Paid 

 

3.7.5 Editing Demand of Year Back students 
 

The Tuition Fee has to be of old batch, but the College Other Fee and VTU fee will be as per current 

year based on the student year. 



 

3.8 Delete Demand 
 

3.8.1 To Delete Demand for a particular Category 
 

Select the Demand and click on Save 

 

 

3.8.2 To Delete Demand for a Student 
 

Go to Edit Demand, select the student 
Click on the particular demand and right click 
 



 

 

 

At least one demand has to be there, else make the one demand left to zero, so that we can delete 

the student 



 

 

Demand cannot be deleted or modified to Zero, if already fee receipt is there for a particular student 

 

Delete Entry is de-highlighted, as there is a fee receipt attached to this student. In case you still want 

to delete the demand, then we need to delete the receipts and then the demand. 

 

3.9 Additional Fee Demand Raise (Group) 

 

Select this option to add an additional fee ledger to group of students. 



Normally we would have not added Tuition fee for students joining for 1st year, as we are not clear on the 

amount we received from KEA.  

First they release 80% amount and later 20% of the amount they have collected from students while joining to 

first year 

Below shows the Tuition fee added for students in GM category. 

 

After adding Tuition fee, below is how student ledger looks like. 

 

 

Repeat same steps as above for other categories too 



3.11 Remove a Fee from Demand Made (Group) 

 

In case by mistake a fee is added as part of Demand to a group, this can be removed by using this option  

 

Select the appropriate branch and year. Select the fee ledger to be removed from the Demand 

 

Ensure there is no fee received entry against this fee ledger for any of the selected student 

TO CHECH WHETHER ANY FEES HAS BEEN RECEIVED 

GOTO REPORTS -> CATEGORY WISE REPORT 



 

 

 

HERE NONE OF THE DCET STUDENTS 2 ND YEAR FEES HAS BEEN COLLECTED 

Click on Delete Fees from Demand button 



 

 

 

 

3.13 Points to be noted regarding Demand creation 

 

CANNOT DELETE STUDENT, IF FEE RECEIPT IS ALREADY ENTERED 



 

 

CAN NOT DELETE THE DEMAND, IF FEE RECEIPT ENTRIES EXISTS 

 

 

CAN NOT REDUCE THE DEMAND AMOUNT 



 

 

YOU CAN INCREASE THE DEMAND AMOUNT 

YOU CAN INSERT NEW FEE TO THE EXISTING DEMAND 

IF ANY ADVANCE ENTRY OR REFUND ENTRY IS THERE, WE CAN DELETE / EDIT DEMAND 

 

 

 

 

3.12 Advance / Deposit Details 

 

For some students, there will be closing balance for year 2016-17, which should be taken as Opening 

Balance for 2017-18 

 

 

To get report of all student fee paid which is entered as Advance, since the demand was not created. 

Use this report to adjust the advance amount to Demand receipt 



 

Select the Fee Ledger as Advance / Deposit, then can be filtered on branch and year wise 

 

 

 



3.13 Advance / Deposit Ledger 

 

 

 

 

3.14 Advance / Deposit Opening Balance 

 

For some students, there will be closing balance for year 2016-17, which should be taken as Opening 

Balance for 2017-18 

 

 



Which will appear under Opening Balance 

 

 

 

 

 

 

 

 

 

 

 

 

 

Print A/c Statement 



 

 

 

Under Bank Statement 

 

 

If fees paid is thru cheque, we need to enter the cheque realized date, by looking at the bank parse sheet. 

Since the cheque is not yet realized the date will be as per the receipt date. 

Once the cheque gets realized then we need to edit this receipt and update the receipt date. 

Once the student confirms by joining the college 

We need to adjust his advance paid fee to actual fees like Tuition fee, College fee etc. 



This will be done at later stage once all the admissions are completed 

In some cases, the student would have given postdated cheque, so these receipts needs to be entered at later stage, when the cheque gets realized. 

When it’s not clear to which student the fees paid belongs, then the amount is debited to UNKNOWN account. 

Once it’s clear or when the student comes with proof of payment, then the amount is transferred to student account from UNKNOWN. 

 

 

 

 

 

 

 

 

 

 

 

 

Demand receipt is automatically created if the student is thru CET. 

Based on the category student joins, the fees are automatically created in the demand structure for all years 

 

 

 

 

 

 

 

 

 

 

 

 

Demand 

Demand Structure 

Demand is for entering only student tuition fees 

 



 

Super Numeracy Quota (SNQ) 

HBK – Hyderabad Karnataka Quota 

Demand Structure Print 

 



 

 

Print Demand Details 

 

 

Demands to be made 



 

 

 

Demand Summary 

 



 

 

 

Demand Collection Register 

Gives the details of the students, whose fees is pending for payment 

This will take hours to generate 

 

 

Edit Demand 

Alter Student Demand 



 

Cant enter lesser amount than the earlier defined demand amount  

 

Can Insert new fee, which was not created in the Demand Receipt 



 

 

Cant delete once demand is created 

 

 

 

Student Delete 

 

Delete the student, then the demand gets deleted automatically. To delete the student, select the student and click on clear button. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

Master -> Others  -> Delete Student Entry 



 

 

Delete Demand Receipt 

Masters -> Others -> Delete Demand Receipt 

Below entry was done wrongly to wrong financial year, so need to delete this demand receipt before deleting the student 

 

 

 



 

 

 

 



 

 

This entry was done as Non Demand Receipt, hence have to select Delete Non Demand Receipt 

 

 

 

After deleting Non Demand Receipt, there is no fee attached to this student. Now the student can be deleted 

Go to Student Data – Select the student for deleting and click on Clear button. 



 

 

Now the student has been deleted 

 

 

 

 

 

 

Additional Fee Demand Raise - Group 

Add new fee to the existing demand, this will add to all the students in that category 



 

 

Additional Fee Demand Raise - Individual 

Add new fee to individual student, say Certification Fee 

 

After adding new fee 



 

 

 

 

Advance / Deposit Details 

 



 

 

Deposit / Advance List – Opening Balance 

 

 

Student Ledger with Advance details 



 

 

 

Demand Detail Print 

 

 

Account Statement 



 

 

Demand Receipt 

This option is used only for entering which is part of demand receipt created when the student data is created like tuition fees, college fees & development 

fund 

Enter the fees received amount 

 

 

Paid amount will be adjusted to the respective heads and any balance to be paid will be shown in red under Balance 

 



 

 

 

 

If student has paid all the fees and there is no balance  



 

 

 

 

 

Fee Balance Report 



 

 

 

Editing Demand Receipt 

Goto Demand -> Edit Demand 

 

 

To change the demand amount from 4090 to 590, so that the Balance is zero 



 

 



 

 

 

 

 

Ensure Save Edited Demand is clicked in order to get the change saved. 

 



 

 

Now the Balance is zero 

 

 

 

Bank Deposit 

This screen for entering all the deposit made to the bank 



 

 

Delete Voucher 

 

Cash Account Print out 



 

 

Cash A/c print out with Narration 

 

 

Cash Withdrawal 

To enter all the cash withdrawals from bank 



 

 

Cash Withdrawal Voucher 

 

General Receipts 

To enter those receipts other than Student related fees, like amount received towards Scholarship, Donations received in temple etc. 



 

 

General Receipts Voucher Print 

 

 

Payment  

Payment entries paid thru Cash / Bank 



 

 

Payment Voucher Print Out 

 

 

 

Bank Deposit 

Any cash deposited to bank, need to be entered in this screen 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

Cash Withdraw 

When cash is withdrawn from bank, use this screen 

 



 

 

 

 

 

 

 

 

5. Account Books / Ledger 

5.1 Student Ledger 
 

To display fees details for a student for this academic year 



 

Print Demand Details 

 

 



5.2 Student Ledger for All years 

 

You can view the fees paid in previous years 

If any balance will be carry forward to next year 

We can view what was the balance in previous year 

Can toggle between this year and previous years 

 

5.3 Fee Register 
Fee received from the students paid thru bank or cash. Also we can detail of any fee refund i.e. scholarship amount paid to students.  

Now the payment is received only thru bank so no question of cash. 

 



Normally Cash Vouchers will be blank 

 

Any amount received from student will be shown under Credit and any amount paid to student as scholarship refund will be shown under Debit 

 

 

Amount refunded to the student, usually it’s the scholarship amount received from govt. 



 

 

5. 4 Fee Receipt Book 
This screen shows only the fees received from the students. If fee is paid thru NEFT, then the Rec No. shows as IMPS**** 

 

 

 

 

 



5.5 Fee Ledger 

 

After adding the ledger 

 

 

 

Advance Receipt View 



 

 

 

5.6 Daily Fee Collection Register 

 

To list out all the fees collected for a particular day 

 

 



5.6.1 Click on Collection List Report 

 

 

This will Receipt no. and date 

 

 

 

 



5.6.1 Click on Collection Cash/Bank Details (Excel) 
 

 

 

This report will give the details of the receipt entered like Chq / DD no., receipt no. which can be 

used for checking whether the entries are done in the software based on remarks entered. 

This report shows only of Demand Receipt (F3) 

 

 



5.7 Tuition and Other Fee Ledger 
 

This Ledger is also used for entering cheque return entries. There should be two entries, one for cheque received and second for cheque returned. 

 

 

Always total Credits should match with total Debits in this Ledger, else some entries are missing. 

 

 

 

 

 

 

 

5.16 Journal Register 
 

Here we can see all the Journal entries made for this financial year 



 

 

 

5.17 Daily Receipts and Payments Account 
 

To generate total Receipts and Payments report for particular day say 29/06/2018 -> select the date range -> click on Generate DPR report 

 

 

 

To generate total Receipts and Payments report for particular month say June 2018 -> Select the month from the drop down -> click on Generate DPR Report 

 



 

 

To generate total Receipts and Payments report for a year -> click on Annual DPR Report 

 

 

 

5.22 Demand Collection Register 
 

To get Demand details of the students along with payment details 

 



 

This report has all the Opening Balance, Demand, Any Concession given, Pending for Payment 

 

 

Details of all the payments received date wise from a student can be obtained from this report 



 

 

 

6. Reports 

 

6.2 Fee Reports 
 

To get the details of fees paid / balance  

6.2.1 Fee Balance Report 
 

This report gives Demand, Fee Due as on today & Opening Balance (Previous Year Closing Balance) 



 

 

6.2.2 Complete Fee Paid List 
 

This report provides list of students, who have paid fess completely or who doesn’t have any 

balance. 

 

 

 



6.2.3 Partial Fee Paid List 
 

This report provides the list of students, who have balance to pay. 

 

 

6.2.4 No Fee Paid List 
 

List of students, who have not paid any fees 

 



 

 

6.2.6 Particular Fee Ledger Wise Balance List 
 

Ledger wise list of students, who have balance to pay. For example, balance report for ledger ATT 

SHORT FEE. 

 

 

 



 

6.2.7 Previous Year Balances List 
 

List of students, who have balance to pay from previous year. This will be Opening balance for this 

year. 

 

 

 

 

 

6.2.8 Previous Year Balances / Payments List 
 

This report shows Demand, Fee Collected and Balance for previous year.  

 



 

 

 

 

 

 

 

6.2.9 Fee Balances Summary 
 

This report gives the total Demand including both Eligible and Not Eligible students 



 

 

6.2.10 Fee Concessions / Wave Off List 
 

List of students, for whom the concession has been provided. 

 

 

 

 



6.2.11 Fee Balance (on group of Fee Ledgers) 
 

Fee balance including all ledgers like, attendance shortage, tuition fee, other fee, VTU fee etc. The 

ledgers can be selected before running the report. 

 

 

 

 

6.2.12 Fee Balance Summary (on group of Fee Ledgers) 
 

 



 

This report also including Eligible and Not Eligible students 

 

 

6.2.13 Fee Ledger Wise Balance List (on group of Fee Ledgers) 
 

Lists the fee to be paid with their individual ledger. 

 



 

 

6.2.14 Fee Ledger Wise Balance Statement (MS-Excel File Format) 
 

List the students fee details ledger wise in an excel. 

 

 

 



6.2.14 Fee Balance Report (MS-Excel File Format) 
 

List the students with fee balance summary in an excel. 

 

 

 

 

6.2.15 Fee Ledger Wise Collection Statement 
 

Total Fee collected ledger wise report. 

 



 

 

6.2.16 Fee Ledger Wise Collection Statement (Date Wise) 
 

Total Fee collected ledger wise between two dates report 

 

 

 



6.2.17 Fee Balance Reminder Letter (Summary) 
 

 

 

6.2.18 Fee Balance Reminder Letter (Summary) - Post 
 

 

 

 



6.2.19 Fee Concessions / Wave-Off List - Staff 
 

 

 

 

 

 

 

 



 

6.3 Student Reports 

 

6.3.1 Student List 
This list will not have student names who are Not Eligible 

 

6.3.2 Student Bio-Data 
 

 

 



6.3.3 New Student Admission List 
 

 

 

 

 

 

 

 

 
 

6.3.7 Student List (Details) 
 

 



 

Select the required fields and then click on Report 

 

6.3.20 Student List (Joined for Next Academic Year) 
 

 

 

 

 



6.3.21 Student Summary (Fresher/Existing) 
 

 

 

 

6.3.22 New Admission List: Period 
 

 

 

 



6.6 Category Wise Reports 
 

 

This report gives the fees collected for a particular category 

 

 

 



 

 

 

 

6.14 Payment Registry - Query 
 

Use this option to check those entries which were made earlier, for example we have issued cheque and has been cleared at later date 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7 Masters 

 

7.1 Fee Ledger 

 

7.1.1 To Add New Fee Ledger 
 

To add any ledger related to Student Fees, which has to be displayed under F3 or F4 option. Adding 

18-19 BCW-2 for entering scholarship amount against students. 

 



 

 

Ensure the correct group is selected. Once saved the newly added ledger appears under that group. 

The newly added fee ledger 18-19 BCW-2 appears under Advances/Deposits group 

 

 

 

 



7.1.1 To Delete Fee Ledger 
 

 

Click on Delete  

Select the fee ledger to be deleted 

 

 

Click on Save to delete the fee 



 

 

 

 

 

7.4 A/C Ledger 

 

To create new ledger account, say EXAM FEE ( EVEN SEMESTER ). Ensure correct Group Ledger is 

selected 



when we create ledger entry for expenses / income, create without entering opening balance and Dr 

/Cr just select default, as Dr / Cr doesn’t show anywhere 

whereas you are creating a ledger which comes under Asset / Liability, then enter the open balance, 

Dr if it's an asset 

Cr if it's a liability 

 

 

 

 

 

 

7.7 Branch Details 

 

To create a new branch 



 

 

USE THE SAME TO OPTION TO DELETE OR EDIT BRANCH STRUCTURE 

SELECT THE BRANCH TO DELETE AND CLICK ON SAVE 

 

7.8 Study Year Details 
 

To create years for that branch 

 



 

 

Edit Branch 

 

 

 

7.10 Others 

 

7.10.3 Edit Admission No. 

 



To edit Admission number. Normally for first year students the Admission number comes from the 

VTU in the month of Jan. The list will come for BE, MBA, DCET, MCA and M-Tech students 

 

 

 

 

 

 



7.10.4 Delete Student Entry 

 

 

Not able to delete this student as there is Demand for this student. So first delete the Demand and 

then delete the student 

 

 

 

7.10.8 Cancel TC Issued for a Student 
 



To revert back the Cancelled Student – Make the student status from TC to CUR 

 

 

 

 

 

 



 

 

 

 



 

 

7.10.10 View InterChange Receipts from Student to Other student 
 

We normally use this option, when the fee receipt has been entered to UNKNOWN student and then 

to inter change back to the correct student. 

While entering the fee receipts, normally we need to put to the correct student. But some time the 

student would have paid online and we will not be knowing who has paid the fees.  

Student would have paid the fees via RTGS, IMPS, UPI or Fund Transfer, where we will not be 

knowing the student details. In this scenario, we enter the receipt against UNKNOWN student.  

When the student provides the fee paid details, we have to check whether the amount, date, 

reference no, transferred by etc matches with parse sheet or the details entered under UNKNOWN. 

Once all the details matches provided by student and entry done against UNKNOWN, then use this 

option to Inter change the receipt to the student account. 

 

7.10.11 View Inter Changed Receipts 
 

To list all the interchanged receipts 



 

 

You can check the particular changes using Chng Date column 

 

 

 

 

7.10.9 Cancel Fee Concessions 
 

This option is used for cancelling the concession amount given to the student 

 



 

Select the student for whom the concession has to be cancelled 

 

 

 

Click on Delete 

 



 

 

Before deleting the concession 

 

 

 

After deleting concession 

 



 

 

 

 

 

7.10.12 Change Branch/Year/Category of a Student 

 

7.10.12.1 Change Category of a Student, when demand / receipts is already entered 

 

Change the Student Category from CET to CET-SNQ 

 



 

 

 

Select the appropriate category and save. 

 

 



 

 

Now demand gets changed based on the new Category selected 

 

 

If there are any receipts already received, then follow below steps: 

Select the right student 



 

 

Click on Change for new receipt 

 

 

Verify the data and save the details. Ensure there are no other receipts left on this student name 

for saving 

 



Now the Demand has been changed to CET-SNQ fees and all the paid receipts are changed 

accordingly 

 

 

 

In case if any fee has to be added to the demand, please do it. In this case we need to add Tuition 

Fee of 590 for the demand 

 

 



Note: If Demand is not created, then we can’t change the Category 

WE HAVE TO DELETE STUDENT AND THEN RE-ENTER WITH CORRECT CATEGORY 

 

 

 

 

 

 

7.10.12.2 Transferring Student from MQ to COMEDK, when demand is already created 

 

The student had blocked the seat in MQ by paying 1,00,000 

When they get seat in COMEDK / CET, they request for adjusting the fees to COMEDK 

 

 



 

 

 

 

 



 

 

 

 

 

7.10.12.3 Transferring Student from MQ to COMEDK, when demand is not created 

 

We get below error, if demand is not created and we try to change the category 

 



 

 

Note down the receipt details 

 

Delete the receipt 

 



 

 

 

 

Delete the student 

 



 

 

Again create the student data with category as COMEDK-KAR 

 

 

Now re-enter the receipt 



 

 

 Now the category has been changed to COMEDK-KAR 

 

 

 

 

 

 



 

7.10.12.4 Change branch from Mechanical to EEE, when demand is not created 

 

If Demand is not created, we have to delete all the receipts for that student, delete student data 

and re-enter student data and all receipts 

 

 

 

Delete the below receipt 



 

 

 

 

Create student data with branch as EEE and re-enter the receipt 

 

Now branch changed to EEE 



 

 

7.10.12.5 Transferring Student from IS branch to CS 
 

Change branch from IS to CS 

Just select Student Data and click on Edit. Change the branch and save 

 

 

 

7.10.12.6 Change category from MQ to CET, when demand is not created 
 



 

 

 

 

7.10.12.7 Changing branch when Concession is provided 
 

We will not be able to Interchange the branch, when Concession is given to the student 

First we have to delete the concession given by selecting Cancel Fee Concession Option under Master -> Others refer section 7.10.9 

Once Concession is cancelled, Interchange the student branch 

Use Fee Concession / Wave Off option under Vouchers to renter the Concession 

 



7.10.12.8 Changing Category from MQ to any other Category 

 

We get below BOF or EOF error; this is because there is a refund entry attached to this student 

 

 

 

 

To overcome this error, note down the advance and refund details and then delete those entries. Change the category and then reenter the advance and 

refund details. 

 



7.10.13 Adjust Receipts of Change Branch/Year/Category Changed Students 

 

When we change the branch/year or category we need to adjust the fee. We can use this option to 

adjust the fees. 

 

 

7.11 Transferring students to next Academic year 

 

Take a backup of the database, before proceeding 

 



 

Ensure all the branches has been selected 

 

 

Click on Continue Posting data to complete the process 



 

 

Open Student List 

Check whether the year has been moved to next year branch wise 

 

Now all the students are moved to next year 

 

 

 



None in First Year, the one shown below are new admission student 

 

 

7.11.1 Transferring students to next Academic year after posting 
 

By mistake some students were entered under Next Academic Year after Posting Data completed for 

all students. Once posting is completed, all the students will be moved to Current Year. 

To move these students to Current year, follow below steps: 

First note down all the receipt entries 

Note down the student information 

Delete the receipts 

Delete the student data 

Enter the student details under Student -> Student Data 

Enter all the receipts as noted earlier 

Once down re-check if all the entries are completed 

 

7.12  Export Data to Tally 

 

 

Usually Auditors ask for accounts data in Tally, so we can export data from this package to Tally 



 

 

First click on Export all Ledgers to Tally and then Export All Vouchers Tally 

 

 

Once export data is completed the exported files will be under 

E:\ESIS9\TallyData 

ESIS_LEDGERS and ESIS_VOUCHERS 

Give these files to the auditors 



While importing this data ask them to follow below steps: 

a) While creating an empty file in tally, ensure the voucher type for Contra, Receipt, Payments, 

General Vouchers is selected as Manual instead of Automatic 

b) Then first import the Ledgers and then import the Vouchers 

c) Ensure Tally version is above 7.2 

 

7.13  Categories 
 

To create new Category 

 

 

 

 

 

7.14 Create Demand for students for next Academic year 
 

Select Import Demand from Excel file 



 

 

Click on “Generate Demand Structure Collection Annexure Excel File” to get the category wise 

Demand details 

 

 

 

 

 



 

 

 

 

 

 

Select the required Branch, Year, Category and Fee Ledger 

Select the fees ledgers which we are going to enter 

 

When you select a category and if doesn’t appear in the middle part, means demand is already being 

created for this category. 

In below screen PGCET-KAR is not reflected in the middle screen. 

 



 

 

Ensure the selected branch and category is displayed in the middle screen, before going to select the 

fee 

 

 

 

 

Click on Ms-Excel File for Data Collection. Below excel file will be created 



Ensure that the fees are known, before creating the demand, else it doesn’t even display under 

student ledger 

 

 

Ensure this file is present in desktop only, else it won’t display for selection 

Get this excel file filled and verified, before creating the demand, as this will be affected to all 

students 

 

 



Click on Import Demand Structure, do this for all category 

 

 

 

After importing the demand excel file, goto Create Demand Structure and select edit, in case any 

changes needs to be done 

 

 

 



 

 

 

Once saved the demand will be attached to all the students 

 

 

 

 

 



 

 

 

REPORTS 

To search a particular receipt 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Non Demand Receipt 

Non demand receipt screen is used for entering fees other than demand fees like exam fees, fine etc. 

 

 

 

 

 

 



Bank Reconciliation Statement 

This screen shows the unrealized cheque details 

 

Paid software cost to action technology as bank payment thru chq 

 

 

 

Payment Voucher 

 

 

 

 

 

 

 

 

Now they may present the chq at a later date 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Posting Data 

Carry forward all the fee balances to next financial year. Click on Get Details to get all the fee, student details 



 

Below student has fee balance of 39,000 

 

Enter the correct password 

 

 



 

 

 

Import Demand Structure from excel file 

To define the fee structure for next academic year for all branches 

Click on Generate Demand Structure Collection Annexure Excel file 

 

Select the required branch, year and the fee ledgers 

Click on MS-Excel File for Data Collection – to generate an excel file wherein we have to fill the fees against each ledger 

 

Transfer the students from current year to next year 



Once you select this option click on Get Details to get the details 

 

 

Click on Continue Posting Data to change the year of the students from current year to next year. 5th year students from current year to PASS_OUT 

 

Bank Reconciliation Statement (BRS) 

Database used for Accounts is ESIS_DB_03.SAC under E:\ESIS9 

 

 

 

 

 

 

 

 

 

 

 

 

10. Other Entries 
 

10.1 How to move Tuition and Other Fee or any other fee amount to Student fee 
 

Normally this amount we would have entered looking thru the Bank Parse Sheet. We will not be knowing the student details. This entry has to be done for UNKNOWN student account, 

but by mistake this has been entered under Tuition and Other Fee. To correct his entry, follow the below steps: 

Open bank a/c, select the month, filter on particular date 

Select the entry and click on delete voucher 



 

 

Now enter this amount as receipt for the student using option Demand Receipt (F3) 

Enter the fee received date and then enter the amount 

 

 

Enter the Receipt No. as IMPS/last 4 digits of the IMPS reference no. This fee was received as IMPS to the bank. 

Receipt Mode select the bank 

Chq / DD No.: Enter the details of the IMPS received 

Leave Challan no. blank and save the entry 



 

 

Now the amount is shown under student 

 

 

10.2 How to Inter Change fee amount from UNKNOWN account to Student account 
 

When student brings the proof of NET payment, this amount we would have entered under UNKNOWN.  

Check all the details like whether the person who transferred the amount, date when it was transferred amount are matching with bank pass sheet. 

Once all the details are matching, then follow below steps: 

Open UNKNOWN ledger, based on the date and amount, open the receipt, copy the receipt no. 

 



Normally this amount we would have entered looking thru the Bank Parse Sheet. We will not be knowing the student details while entering the fee. To transfer amount, follow the 

below steps: 

These steps will be done for those students for whom the Demand is already created 

Open bank a/c, select the month, filter on particular date 

 

 

 

 

 

 

 



 

 

Copy the receipt no. i.e. IMPS/42119 

Go to Masters -> Others -> InterChange Receipt from a Student to Other 

Click on New -> Paste the receipt no. -> click on Get Details  

Later click on Get Details for New Receipt InterChange 

 

Once confirmed you have selected the right student, click on Save 

 

 



 

 

Click on Save -> Now the fee has been transferred from UNKNOWN account to Student account 

 

 

 

10.3 How to interchange when amount is not matching 
 

Student has to pay 66,660, but has paid 66,666 over the net 



 

 

To rectify this issue, increase the Demand fee by the difference amount in this case it is 6 rupees. 

Added new demand OTHERS FEE and added amount 6 rupees 

 

 

Now the balance demand amount matches with the amount transferred. 



 

 

 

 

Now the amount has been successfully transferred to student account 

 

 

 

 

 



10.4 ERROR – Duplicate Receipt No.  

 

10.4.1 ERROR: While Entering Advance / Deposit Receipt 
 

 

 

Duplicate Receipt No. Error is coming, as there is already an entry of this receipt. 

There was entry already done taking from the bank parse sheet. The entry was done to UNKNOWN, instead of to the student. 

To rectify this error -> press ctrl + s 

To find the already entered receipt details, close all menus, press ctrl + s, enter the receipt no. to get the details 

Delete this receipt. Once deleted the entry will go out from bank and UNKNOWN account. 

Correct way is to first create the student details and then enter to the student as Advance / Deposit 

Once the Advance / Deposit is saved, entry will be reflected under 

Student Ledger as Deposit 

 



 

 

10.4.2 ERROR: While Adjusting Advance / Deposit Receipt to Student Fees 
 

Enter a receipt entry to UNKNOWN account say for 1 rupee, then before saving ensure the receipt no. is entered as ADJV01 and save the entry. 

Immediately delete this receipt – ADJV01. 

Now Adjust the existing Advance/Deposit of a student to his fees. 

 

10.5 Inter Change fee amount from UNKNOWN account to Student account, for new admission 
 

Fee details would have been entered looking thru the bank parse sheet. Since student details are not available, the fee received will be entered against 

UNKNOWN account 

Note: Fees entered as Demand Receipt only can be Interchanged. If you want to interchange Non-Demand Receipt fee, then we need to delete the receipt 

from UNKNOWN and re-enter and put it to correct student 

 



Open UNKNOWN student ledger, note down the receipt details 

 

 

Delete the receipt 

 

Now 3,55,000 amount is reduced from UNKNOWN account 

 



 

 

Enter this amount received as Advance Deposit to the new student. This amount will be later shown as received from student once the demand is created 

 

Go to Vouchers -> Advance / Deposit Receipt -> click New 

Enter the receipts details and save 

 

 

 

 

 



 

 

 

10.6 Scholarship Return Entry 
 

10.6.1 When scholarship amount is received from Government 
 

 

 

10.6.2 When scholarship amount is returned to the Treasury 
 



 

 

 

 

 

10.7 How to enter fee received, when Demand is not created 
 

 

Since Demand is not created for new admission students, the fees paid will be entered as Advance. Once demand is created then Advance will be adjusted 

towards fee 

Vouchers -> Advance / Deposit Receipts 



 

 

 

 

 

 

 

 



10. 8 Voucher printing settings 

 

 

 



 

 

10.9 CET Approval List 
 

To generate the report CET Approval List for sending to CET on newly joined students 

Goto Student Reports and select below options for a particular branch 

 

 

10.10 Things to do during Admission time 
 



Need to create demand for all newly joined students 

Demand will have below fee heads 

College Other fee 

Development & Other fee 

Eligibility fee 

Tuition Fee  

VTU fee 

 

Normally Demand is created in the below order: 

UG Students – 4 year’s course 

a. Engineering 2nd, 3rd and 4th year for all category and all branches, as the fees will be known already 

 

b. Engineering 1st year for all branches in Management Quota.  

 

The Tuition fee, College Other fee and VTU fee remain same for all branches. Development & Other fee various from branch to branch 

Development & Other fee is applicable only for Management Quota 

Total fee will be known or would have been decided by Management. So to arrive at Development & Other fee amount 

 

Development & Other fee = Total fee – (Tuition fee + Eligibility fee + College Other fee + VTU fee) 

 

Eligibility fee is applicable only for first year students. 

 

c. Engineering 1st year for all branches in COMEDK Quota.  

Here we have two categories COMEDK-KAR and COMEDK-NON KAR. The difference in fees between these two categories is in Eligibility fees, 

other fee heads remain same. 

 

COMEDK–KAR, eligibility fees – 1000 

COMEDK-NON KAR, eligibility fee – 1500 

 

d. Engineering 1st year for all branches in CET Quota.  

 

For CET students the fee will not be clear during admission time, as the KEA boards retains some amount and gives the remaining to the college at 

later time. 

 

For Example: If the total fee is 53,460 some amount like 3000 will be held by KEA and remaining will be given to the college as bulk amount. Since 

we are not clear on the exact Tuition fee during admission time, demand will be created only for College Other fee, Eligibility fee and VTU fee. 

 

Tuition fee demand will be created at later time, when we are clear on the amount. 

 

e. Prepare list of Eligible and Not Eligible students for all branches for 2nd, 3rd & 4th year students 

 

Demand has to be created for all Eligible students as per the batch they have joined. Except Tuition fee all the other fee amount remains same as 

per the corresponding batch students 

 

Make all the students as Eligible, means need to change their status from Not Eligible to Cur. 

 

Make all the students as Not Eligible, means need to change their status from Cur to Not Eligible. 

 

f. Enter the Concession fees for the students for whom Concession has been awarded by the management. 

 

g. Engineering 2nd year for all branches in DCET Quota (Lateral Entry).  
These students will be joining 2nd year, so demand has to be created for 2nd year only. 

 

h. Need to enter the details of all the students, who have joined from other colleges.  

 

PG Students 

i. MBA Students – 2 year’s course 

j. MCA Students – 3 year’s course 

k. MTech Students – 2 year’s course 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

10.11 Things to do when wrong Demand has been assigned to the Group of Students 
 

 

Here the demand is wrongly added 

Actually as the admission is progress for DCET students [Lateral Entry – who join directly to 2nd year], 

we have to create only College and Other Fee. But by mistake Tuition Fee, VTU Fee and Eligibility 

Fee has been created while creating the Demand Structure. 

To rectify this problem 

Ensure there is no fee is collected against these fee ledgers. To check this go to below screen 



 

 

 

 

 

Collected fee should be zero for all students under Collected column 

Once collected fee is confirmed 

Remove College and Other Fee from Demand 



 

 

Ensure the correct branch, year and fee is selected 

 

 

 

Select only those students from whom the fee ledger has to be removed 

 

Click on Delete fees from Demand for Chosen Students 



 

 

For the selected students College and Other Fee is gone. 

 

Now the selected fee is removed from the student demand 

 

 

 

Now add the correct fee ledger and the correct amount 



 

 

 

 

 



 

 

Click on save 

Now the correct amount is assigned to all selected student demand 

 

 

Now select the remaining fee ledgers and remove one by one from the demand group DCET for 2 nd 

year 

 



 

 

 

 

See there is one non DCET student, so need to unselect that particular student before deleting 

 

 

 

Now only College Other fee is attached to all DCET students in 2nd year 



 

To change the Demand Structure, so that the correct demand gets assigned for the newly added 

students 

 

 

Remove those fee which are not required 

 

 

 



 

 

 

 

 

After deleting the fee ledgers which are not required 

Edit the fee appropriately and save 

 

 



 

 

 

 

 

Now the Demand Structure gets changed, which will get affected only for those students which are 

added newly. 

 

 



 

10.12 Entering Admission Cancelled – Incidental Charges 
 

When student joins in MQ category, they pay some amount as Advance, in order to block the seat. 

Later they decide to cancel the admission, in that case we charge Incidental Charges and return the 

advance amount paid after deducting the incidental charges. 

 

 

 

First make the student as Not Eligibility, with T.C as remarks. 

Note down the advance paid details and refund paid details 

Delete the advance and refund details 

Since the student there is no demand, change the category to say GM and then again change the 

category to MQ. Now the demand gets attached to the student. 



 

Now edit the demand and keep only the Incidental charges 

 

Now enter the refund and advance details 



 

 

 

 10.13 Entering PF / ESI / PT / LIC Recovery 
 

 

 

10.13.1 Entering PF / ESI / PT / LIC Recovery from Hostel in RNSIT A/c 
 



 

 

10.13.2 Entering PF / ESI / PT / LIC Recovery from Architecture in RNSIT A/c 
 

 

 

 

10.13.3 Payment Entry of PF / ESI / PT / LIC Recovered from RNSIT to SBI A/c 
 



Every month when salary, PF, PT, ESI and electricity charges are paid, enter the expenditure 

against each head as below: 

 
 

 

Any additional amount paid will be entered against RNS Trust SBI A/c. 

 

10.13.4 Receipt Entry of PF / ESI / PT / LIC Recovered from RNSIT in SBI A/c 
 

 

 



If its entered as RNS Trust A/c in RNSIT, then the same amount will be shown here under RNSIT A/c 

11. Important Points to be Noted 
 

1. If the student is SC / ST category in CET, then he has to pay complete fees at the college as 

they would have not paid in CET. 

 

2. For SNQ students demand will have only the College and VTU fee, there will be no Tuition 

fee for them 

 

3. Once Fee receive from KEA, need to add the Tuition Fee and then enter the tuition fee 

against each student – only for First Year Students 

 

4. Once Fee receive from COMEDK, need to add the Tuition Fee and then enter the tuition fee 

against each student – Only for First Year Students 

 

This is how COMEDK receipt amount looks like 

 

 
 

 

5. Once Fee received from KEA for Diploma student, enter the tuition fee against each student 

– only for Lateral entry 

 

 

6. Once we receive scholarship amount, need to enter against the student 

 

Below is how Scholarship Entry looks 



 
 

Scholarship amount sanctioned: 61,160 

Amount adjusted to Fee: 54,390 

Balance amount 6,770 has been refunded to the student 

 

When we receive scholarship amount, since we don’t know for which student we have 

received this amount, we will park this amount under “Scholarship Payable A/c” 

 

 
Once we are clear on the student details, we need to delete above entry from Scholarship 

Payable to put the amount against the correct student 

 



 
 

 

7. Payment Entries 

 

Expenditure / Party name    1000 

Chq issued pending for presentation   1000 

 

Chq issued pending for presentation  1000 

Bank       1000 

 

8. Cr / Dr means in any statement 

 

There will be Cr or Dr next the party name 

If Cr is there means, we have to pay the party 

If Dr is there means party has to pay us 

 

9. Liability – Credit Balance – Negative – Dr, otherwise Liability is always Cr 

Assets – Credit Balance – Negative – Cr, otherwise Assets is always Dr 

 

 









Working Tally.Server 9 in Educational Mode
Tally.Server 9  can be tried and tested using it in the Educational mode, before purchasing Tally.Server 9 license.

To use Tally.Server 9 in Educational version, install Tally.Server in the Server machine and configure it  to the
existing license as a part of the Installation process.

For the Installation procedure, click here .

To work in Educational Mode

1. Click W : Work in Educational Mode or press Alt + W in the Startup screen.

2. When Tally.Server 9 Monitor is opened in Educational mode ,

● No Login is required.

● The Company View/User View reports will show data for only the current day. Period cannot be changed
in Educational mode.

● The existing Security Configurations will be applicable.

● When a user tries to set Security Configuration, using F4: Security option in Tally.Server Information
screen, the Login screen will appear. Only authorised users can change these settings.

Using Tally.Server 9, data can be accessed by Tally.ERP 9 Gold Client machines.

When the shared data is accessed from Tally.ERP 9 on the Client Machine, Tally.ERP 9 will also work in
Educational Mode. In other words, user can record transactions only on 1st, 2nd, or 31st of a month.

https://help.tallysolutions.com/tallyweb/modules/pss/crm/kb/search/CKBTallyHelpSearchWIC.php
https://help.tallysolutions.com/article/ts9rel54/ts9/installing_tallyserver_9.htm


Updating Tally.Server 9 License
You can update your license to avail enhancements and latest releases.

To update your Tally.Server 9 license

1. Click S : Manage Server in the Tally.Server 9 monitor screen.

2. Click F3 : Licensing in the Tally.Server Information screen.

3. Click U : Update License in the Startup screen, as shown below:

4. Press Enter to update the license.

https://help.tallysolutions.com/tallyweb/modules/pss/crm/kb/search/CKBTallyHelpSearchWIC.php


Installing Tally.Server 9
You can install Tally.Server 9 from the downloads page on the Tally website. Alternatively, you can install the
application using the CD installer.

Tally.Server 9 is compatible with Windows XP SP2 64-bit, XP SP3 32-bit, or higher versions of the Windows
operating system.

Recommended system requirements:

Particulars Recommended Configuration

Processor Intel Core2Duo and above or equivalent

RAM

For a 32-bit operating system: 2 GB or
more

For a 64-bit operating system: 4 GB or
more

Hard disk
30 MB free space to install the
application

Monitor
resolution

1024 x 768 or higher

Operating
system

Microsoft Windows XP SP2 (64-bit), MS
Windows XP SP3 (32-bit), or later

Connectivity Continuous connection to the internet

A new customer of Tally.ERP 9 with Tally.Server 9 will need two installers - Tally.ERP 9 Series A Release 5.X
installer and Tally.Server 9 Release 5.X installer.

To install Tally.Server 9

1. Double-click the installer icon to open the Tally.Server 9 Installer.

2. Select the required installation folder path if you do not want to install Tally.Server 9 at the default location.

3. Click Advanced to alter the default settings.

4. Click Check Latest to check the latest version of Tally.Server 9 that is available. The Install Now option in
the Tally website, by default, installs the latest version of the application.

5. Click Install Latest to install the latest version. Alternatively, click Install to install the version that you have
downloaded.

Note : Tally.Server 9 Series A Release 5.0 is compatible with Tally.ERP 9 Series A Release 5.0. You can
install Tally.Server 9 in a different machine, if required. However, it is recommended that you install it
in the machine where Tally.ERP 9 Gold License is installed.

To alter the default settings

https://help.tallysolutions.com/tallyweb/modules/pss/crm/kb/search/CKBTallyHelpSearchWIC.php
http://www.tallysolutions.com/website/html/downloads/tallyerp9-download.php


1. Click Advanced in the installation wizard, to view the Advanced Settings screen.

The Advanced Settings screen appears as shown below:

2. Select Server(s)(with Monitor) to install Tally.Server 9 Service and Tally.Server 9 Monitor .

Note : By default, in the Name of the Server , for clients to access field, the system name is the Tally.Server
name (data server). Any name can be given to identify Tally.Server (data server).

3. Enter the Data Name .

4. Select the Data Location from the system.

o Existing Tally.ERP 9 Gold license users can enter the gateway server name/IP, and port number of
Tally.ERP 9 Series A Release 5.0 Gold edition. Using this, Tally.Server (data server) will connect to
Tally.ERP 9 Gold license. Hence, Tally.ERP 9 clients can find and use the data server service
automatically.

o Users who are using 4.91 or older releases, and want to experience Tally.Server 9 Series A Release
5.0, enter the existing license file path in the Existing Pre 5.0  License Local Directory field.

5. Select Tally.Server Monitor only to install only the Tally.Server Monitor.

6. Enter the Server Name/IP and Port .

7. Click Accept .

The Tally.Server Monitor can be installed in a different machine separately.

Users who are using Tally.ERP 9 Series A Release 4.91 or lower have to upgrade to Tally.ERP 9 Series A
Release 5.0 before installing Tally.Server 9 Series A Release 5.0.

Components of Tally.Server 9
When Tally.Server 9 is installed, the following components/files will be installed:

● tssvc.exe : This is Tally.Server 9 service that provides the Data Server Service.

● tssvc.ini : This is the configuration file for Tally.Server 9 server.

● tallyserver.exe : This is the Tally.Server Monitor application.



● tallyserver.ini : This is the configuration file for Tally.Server Monitor application.

● tallygatewayserver.exe : This is the Tally Gateway Server application.

● tallygateway.ini : This is the configuration file for Tally Gateway Server application.

● Setup.exe : This is the Uninstall/Upgrade application. It will uninstall Tally.Server 9, Tally Gateway
Server, and Tally.Server 9 Monitor.



Activating Multi-Site Tally.Server 9 License
A Multi-site account is a type of account under which multiple Tally.ERP 9, Tally.Developer 9, or Tally.Server 9
licenses activated on different locations, can be added. Each site is given a unique identification by the user,
termed as Site ID. The multi-site account is identified using a unique Account ID.

For example , a company with branch offices in multiple locations, where single and multi-user licenses are
activated, can create a multi-site account and the administrator can centrally manage all the branch office
licenses.

To activate a multi-site account

1. Start Tally.Server 9.

2. Click A : Activate Your License in the Startup screen as shown below:

o If you are a Microsoft Windows standard user, and do not have the required rights, a message
appears as shown below:

Click Yes , and enter your computer administrator username and password to restart Tally.Server 9
with administrator rights.

o If you have Microsoft Windows administrator rights, a message appears as shown below:

Click Yes , for Tally.Server 9 to restart with administrator rights.

3. Click F2: Multi-Site to view the Site License Activation screen.

4. Enter the Serial Number and Activation Key .

5. Enter the Account ID to which you want to add this license. Contact your administrator for this information.

6. Enter the Site ID . The Site ID should be a unique name to help you to identify this license.

7. Enter the Site administrator e-mail ID . The site administrator is authorised to perform all licensing

https://help.tallysolutions.com/tallyweb/modules/pss/crm/kb/search/CKBTallyHelpSearchWIC.php


operations for this site. The Site License Activation screen appears as shown below:

8. Press Enter to save. The Manage Account screen appears as shown below:

9. Click Create a new Site to activate this site license. A confirmation message appears on successful
activation.

Note: Click Reactivate an existing Site to reactivate an existing site license.

10. Press Enter to view the Unlock License screen.

11. Enter the Unlock Key sent to your e-mail ID in the Unlock License screen as shown below:

12. Press Enter to unlock your license.

A confirmation message appears after you unlock your license.

Note : On activation, the license details are displayed in the Information Panel .



Accessing Tally Data from Tally.Server 9
To access the data from Tally.Server 9 (data server), the administrator has to give only the Data Name to the
users. Using this Data Name, all the data in the corresponding location can be accessed through the client
machine.

Since the users just know the data name and not the actual path it is present in, Data Security in ensured.

To access the Shared data

● Launch Tally.ERP 9

To Select Company

● From Company Info . screen, click Select Company and press Enter .

● Enter the Data Name in the Path field. If you are not aware of the Data Name click on S : Server Data Loc.
or press Alt + S to get the List of Tally.Server Data Locations (Data Names).

● Select the required name and press Enter .

● Select the required Company Name from the List of Companies to start working on it.

https://help.tallysolutions.com/tallyweb/modules/pss/crm/kb/search/CKBTallyHelpSearchWIC.php


To Create Company

● From Company Info. screen, click Create Company and press Enter .

● Enter the Data Name in the Directory field. If you are not aware of the Data Name click on S : Server
Data Loc . or press Alt + S to get the List of Tally.Server Data Locations (Data Names).

● Select the required name and press Enter .

● Now, you can create a new company in the selected Data location.



Backup/Restore
It is a good practice to take back up of your data at regular intervals to avoid any loss to data. Tally.ERP 9
provides you a facility to take back up of your data and restore as and when required.

On this page

● Backup data

● Restore backup

● Auto backup status

● Backup/Restore through Windows folders

  Backup Data
Taking a backup of your data at regular intervals helps retrieve your backed up data when your existing data is
lost. Using Tally.ERP 9, you can easily take a backup of your company data any time and restore it when you
need.

1. Go to Gateway of Tally > F3 : Cmp Info > Backup to view the Backup Companies on Disk screen.

2. Source - The folder path where your company data is stored. By default, the folder path of your existing
company data is displayed here.

Note:

� If your company uses Tally.Server 9 to maintain data, backup has to be taken from the server data
location. Click S : Server Data Loc in the Backup Companies on Disk screen, and select the
server location as Source .

� If the administrator has enabled Security Control , provide authorised Tally.NET credentials to
access the List of Tally.Server Data Locations .

3. Destination - The folder path where the data backup has to be stored. You can store the backup locally on
your computer, on any external storage device, or on a storage space on the network.

4. Select the required company from the List of Companies . Select All items to back up data of all the
companies.

5. Press Ctrl+A to initiate the backup process.

The backup file is stored in the destination folder as TBK900_10000.001 . Data backup taken using versions prior
to Release 6.0 used to store the data in TBK900.001 format.

Note: If you are using Tally.ERP 9 Release 5.x or earlier to restore the backup file (for example,
TBK900_10000.001 ), first rename this file to TBK900.001 and then restore.

https://help.tallysolutions.com/tallyweb/modules/pss/crm/kb/search/CKBTallyHelpSearchWIC.php


  Restore Backup
You can restore the data of companies for which you haven taken a backup. When your current company data is
lost or corrupted, you can restore your last backed up data using the Restore option in Tally.ERP 9.

1. Go to Gateway of Tally > F3 : Cmp Info > Restore to view the Restore Companies screen.

2. Destination - The folder path where your company data is to be restored. Do not restore backup data in the
folder where your company data exists, since it may overwrite the existing data.

3. Source - The folder path where the backup file is stored. You can restore data stored locally on your
computer, on any external storage device, or on a storage space on the network.

4. Select the required companies from the List of Companies . Select All items to restore data of all companies.

Note: Data backup taken using versions prior to Release 6.0 used to store the data in TBK900.001 format.
Therefore, if you are using Tally.ERP 9 Release 5.x or earlier to restore the backup file (for example,
TBK900_04557.001 ), first rename the backup file in the destination folder to TBK900.001 and then
restore.

5. Press Ctrl+A to restore the data backup.

  Auto Backup Status
Auto Backup Status displays the list of companies whose data is backed up at a common location and the number
of entries pending for backup from each company. This report also displays the path of backup and the number of
companies off-line. On completing the auto backup the status is set to complete.

● From Gateway of Tally > F3: Company Info > U : Auto Backup Status

The Auto Backup Status screen appears as shown below:

  Backup/Restore through Windows Folder
You can backup your data in the folder format and restore the same in Tally.ERP 9.

Backup your data

1. On your computer, go to the location where company data is stored.



2. Copy the Data folder and paste it in a different local disk or an external drive.

You can also copy the folder of a particular company, as shown below:

Restore the backup

1. Go to the location where the data was backed up.

2. Press Alt+D or click the address bar. The location will be highlighted in blue.

3. Press Ctrl+C to copy the path.

4. Open Tally.ERP 9 and select the company.



5. Press Ctrl+Alt+V to paste the location. The companies will be listed as shown below:

Set the backup location

1. Go to Gateway of Tally > F12 > Data Configuration .

2. Enter the data path in Location of data files .

3. Press Ctrl+A to accept.

Similarly, you can also restore the data of a particular company in the folder format.

Errors and Resolutions

1. Unable to backup

This message is displayed if the data that you are backing up is damaged.

Solution

1. Open the Tally.ERP 9 data folder, and copy the company folder to a different location. For example, if your
data folder is D:\Tally.ERP 9\data\10001, copy 10001 to a different location.

2. In the Tally.ERP 9 data folder, open the company folder, and compare the size of the files Company.900 and
CmpSave.900 .

3. If there is a difference in the size, delete Company.900 then take a copy of CmpSave.900 in the same folder
and rename CmpSave - Copy.900 as Company.900 as below:



4. Rewrite the data. If the error Unable to backup is displayed when,

● You are trying to upgrade to Release 6.0.2 from a release prior to Release 6.0, then rewrite the data in the
previous release of Tally.ERP 9. For example, if you are trying to upgrade from Release 4.93, then
rewrite the data in Release 4.93 and continue to upgrade. To rewrite the data in the older release, check
if you have the older release in the installation folder or download it from the Tally Solutions Website .

● Taking a regular backup when working with Release 6.0.2, then rewrite the data in the same release.

Rewrite Data

1. In Tally.ERP  9, in the Company Info screen press Ctrl + Alt + R and select the company for which the
backup failed. Select Yes as shown below:

2. You will be prompted to back up your data before rewriting. Select No as shown below:

Now, you can back up your company data.

https://tallysolutions.com/download/
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