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Login Process 

Staff to enter User Name & Password in the respective login screen as below. 

 

Step 1:- 9ƴǘŜǊ ΨUser IdΩ ŀƴŘ ΨtŀǎǎǿƻǊŘΩ then Click ƻƴ ΨLoginΩ ōǳǘǘƻƴΦ !ŦǘŜǊ ǎǳŎŎŜǎǎŦǳƭ ƭƻƎƛƴΣ ƳŜƴǳ 

screen will appear 

 

 

Figure I: Login Form 
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Probable Errors / Exceptions while login: 

 

Your Login may fail due to any of the following: 
 

a. Invalid User Name / Password 
b. User login expired 
c. Network / Server failure 

 
In all of the above cases, the system will display relevant error message on the screen. 

 

a. Invalid User Name / Password 
 

The system will display Login Failed message. 
 

Figure II 

 
 

This error could occur because the user has entered the User Id or Password incorrectly. 
 

b. User Login Expired 
For User Name, there will be an expiry date defined. Upon reaching the expiry date, the user would 
not be able to login successfully. 

 
c. Network / Server Failure 

This occurs, whenever software application system is not able to establish connectivity with any of 
its servers. Please contact the administrator for further instructions. 
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Forgot Password: 
 

Every user of Hospital Management Information System (HMIS) will be given User Name and 

Password. 

If you forgot your password then follow below steps. 
 

Step 1:- Click on ΨForgot PaǎǎǿƻǊŘΩ link 

 

Figure III 

 
Step 2:- Enter User Name, Select Hint Question from the drop down; Answer the hint question 

Step 3:- Click on ΨbŜȄǘΩ button 

Figure IV 
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Step 4:- Enter New Password and Re-enter password in Confirm Password field  

Then /ƭƛŎƪ ƻƴ Ψ{ŀǾŜΩ button. 

Figure V 
 

System will display a message Ψ¸ƻǳǊ ǇŀǎǎǿƻǊŘ Ƙŀǎ ōŜŜƴ ŎƘŀƴƎŜŘΩΦ 

Login Form: 

Step 1:- Enter ΨUser NameΩ ŀƴŘ ΨtŀǎǎǿƻǊŘΩ, Click on Ψ[ƻƎƛƴΩ button 

 

Figure VI 
 

After successful login, user will be navigated to the following screen (Refer Figure VII). 
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HIS Services 

 
After successful login, menu screen appears. You can select required service. 

 
Step 2:- Click on Finance Management System, and then you can see Services, Setup and Reports 

column on the screen 

Services: - Finance related activities are provided in Services process 

Setup:- Settings/Mappings/Configuration functionalities can be done for the Finance Management 

System module in Setup process 

Reports:- Reports can be generated in Reports process 

 

Figure VII 
 

Finance Management System:- This modules deals with finance related tasks namely payments 

through cheques, cash dealings, approvals for the payments, CCU Bill Claims, Refunds etc. 
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1. Credit Bill Acceptance  
 

Path: Finance Management SystemĄServicesĄCCUĄCredit Bill Acceptance 
 

Click on ά/ǊŜŘƛǘ .ƛƭƭ !ŎŎŜǇǘŀƴŎŜέ to navigate to the Credit Bill Acceptance screen. 

 

Figure 1.0 

Enter CR No and Credit Letter Reference No and click on Show Bill(s) ά έ button. 

Figure 1.1 

System displays the credit bills list and click on View ά έ ƛŎƻƴΦ 

Figure 1.2 

User can able to see the details of the Credit patient like below. 

Figure 1.3 
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Click on Reject ά έ ƛŎƻƴΦ {ȅǎǘŜƳ ǿƛƭƭ ŀǎƪ ¦ǎŜǊ ǘƻ ƳŀƪŜ ǎǳǊŜ ƻŦ ǊŜƧŜŎǘƛƴƎ ǘƘŜ ǊŜŎƻǊŘΦ Click on άOKέ 

button. 

 
Figure 1.4 

Enter remarks in Enter the Remarks to Reject text box and click on άOKέ ōǳǘǘƻƴΦ 

Figure 1.5 

άCredit Bill is Rejected Successfullyέ ƳŜǎǎŀƎŜ ǿƛƭƭ ŀǇǇŜŀǊ ƻƴ ǘƘŜ ǎŎǊŜŜƴΦ 

Click on !ŘŘ ά έ ƛŎƻƴΦ Enter Credit Letter Issued By, Register No, Ledger Folio No, Serial No, Credit 

Emp No, Credit Emp Name, Credit Emp Designation, Credit Emp Department and Posting Place. 

Finally click on άSaveέ button. 

Figure 1.6 



 
 

 

User Manual For CCU Module Page 10  

 

Bill Accepted Successfully with CCU Registration No. ς XXXXXXXXXXXX message will appear on the 

screen. 

Accepted credit bills can be seen in the Accepted tab. 

Figure 1.7 

The rejected list can be viewed in the Rejected Credit Bill(s) tab. 

Figure 1.8 
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2. Credit Bill  Claim 
 

Path: Finance Management SystemĄServicesĄCCUĄ Credit Bill Claim 

Click on ά/ǊŜŘƛǘ .ƛƭƭ /ƭŀƛƳέ to navigate to next screen. The system displays the list of records on the 

screen like below. 

 

Figure 2.0 

Select the record and click on Claim ά έ icon. 

 
Figure 2.1 

User has the feasibility to select all the records Client Wise by clicking on the checkbox beside Client 

Name. Click on the Claim ά έ icon. 

 
Figure 2.2 

 
Bill Claim Raised Successfully with CCU Claim No. XXXXXXXXXXXX message will appear on the 

screen. 
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3. Credit Payment  Receive 
 

Path: Finance Management SystemĄServicesĄCCUĄ Credit Payment Receive 

Click on ά/ǊŜŘƛǘ tŀȅƳŜƴǘ wŜŎŜƛǾŜέ to navigate to next screen. The system displays the list of records 

on the screen like below. 

 

Figure 3.0 

Select the Client Name and Enter the Payment Type ŀǎ άSettlementέ ŀƴŘ Payment Amount. If TDS is 

applicable, tick on the checkbox under  Is TDS Applicable  column and finally  click on Receive ά έ 

icon. 

 

Figure 3.1 

 
Payment Received Successfully message will appear on the screen. 

 
If Payment Type ƛǎ άPart PaymentέΣ enter the Payment Amount and if applicable tick the checkbox 

for Is TDS Applicable. Click on Receive ά έ ƛŎƻƴΦ 
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Figure 3.2 

 
Payment Received Successfully message will appear on the screen. 

 
Part payment bills can be seen in the Part Payment Credit Bill(s) tab. Whenever User receives the 

remaining amount or part payment again, enter the Payment Type, Payment Amount and Is TDS 

Applicable and click on Receive ά έ icon. 

 

 
Figure 3.3 

 
Payment Received Successfully message will appear on the screen. 
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4. Receipt Challan Preparation  
 

Path: Finance Management SystemĄServicesĄCCUĄReceipt Challan Preparation 

Click on άwŜŎŜƛǇǘ /Ƙŀƭƭŀƴ tǊŜǇŀǊŀǘƛƻƴέ to navigate to next screen. The system displays the list of 

records on the screen like below. 

 

Figure 4.0 

Click on !ŘŘ ά έ icon. 

Figure 4.1 

 
System displays Add form in which User has to enter or select the appropriate values. 

Select depositor type from Type of Depositor drop down. 

 

If User selects άOthersέ ŦǊƻƳ Type of Depositor then enter Other Depositor Information and 
Particulars of Deposit details. Select Deposit Into, classification and deposit type from Deposit Into, 
Classification and Deposit Type drop downs respectively. 


















