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CASHIER USER 
1) Type occs.mahadiscom.in/occs in your browser 

2) During Log-in Select User Type as Collection Center 

3) enter your User ID and password 

4) Click on the Login button. 

Following is the home page of Cashier users, which is the receipt punching page. 

Cashier users will have to use this screen to punch any type of receipt ï may it be an Energy 

receipt or a new connection receipt. 
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1.1) Punching a receipt using Barcode Reader 
If cashier users have a bar code machine, they can use it to read the bill amount. If the BARCODE 

is read correctly, it will calculate the bill amount itself with respect to the due date, prompt 

payment date, incentive amount and DPC. 
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1.2) Punching a receipt without a barcode reader ï 

 
If the cashier users do not have barcode readers, they can still punch-in the receipts by entering 

the consumer number mentioned in the bill.  

The Bill Amount field will be calculated in the application itself with respect to the due date, 

prompt payment date, incentive amount and DPC. 
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A New Connection receipt can be filled in the similar manner. Click on the radio button next to 

óNew Connection Receipt Entryô. Enter consumer number and amounts under appropriate 

receipt heads. 
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Summary of un-submitted transactions will display the number of receipts punched and their 

corresponding amounts for which the data hasnôt been submitted to Supervisor yet. More on this, 

later. 

 

a) Payment Mode ï Cash 

In case the consumer makes payment in the form of cash, fill out the consumer number, bill 

amount, receipt type details and click on óSaveô button.  

A óReceipt Savedô alert message will be displayed. 
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After clicking óOKô on the alert message, a new window containing the receipt print will be 

displayed. Click the óPrintô button on this window to print the receipt and hand it over to the 

consumer. 

 

 



MAHARASHTRA STATE ELECTRICITY DISTRIBUTION COMPANY LTD. 
ONLINE CASH COLLECTION SYSTEM 

VERSION 1.0                                                                                                                         P a g e | 8 
 

 
 

b) Payment Mode ï Cheque 

In case the consumer makes payment in the form of Cheque, select the radio button next to 

óChequeô. Fill out the details like ï 

1) Cheque Number 

2) Cheque date 

3) IFSC of the bank mentioned on the cheque 

Verify the auto-populated details about the bank and branch. Click on óSaveô button.  
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A new window containing the receipt print will be displayed. Click the óPrintô button on this 

window to print the receipt and hand it over to the consumer. 
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c) Payment Mode ï Demand Draft 

In case the consumer makes payment in the form of Demand Draft, select the radio button next to 

óDDô. Fill out the details like ï 

1) DD Number 

2) DD date 

3) Start typing the Main bankôs name and the system will suggest matching names. 

4) Now start typing the Branchôs name and the system will suggest matching names of the 

bankôs branches. 
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After clicking on óOKô, a new window containing the receipt print will be displayed. Click the 

óPrintô button on this window to print the receipt and hand it over to the consumer. 

 

 

 

 

1.3) Receipts Modification  

 
Cashiers can cancel or change receipt type of a receipt in case of errors.  

Click on óReceipts Modificationô menu. Select whether you want to óCancel Receiptô or óChange 

Receipt Typeô. 
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a) Cancel Receipt  

Enter the book number and receipt number of receipt which has to be cancelled. Select a reason 

for cancellation from dropdown. 

You can add more such receipts by clicking the ó+ô button on the top right corner of the table.  

You can delete the current row, if it has been added incorrectly, using theó-ô button alongside each 

row. 

Click on Submit button to confirm the cancellation request. This request will be further approved 

by the cashierôs corresponding divisional/sub-divisional accountant. 
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b) Change Receipt Type 

In order to change the receipt type, enter  

1) Original receipt type 

2) Book number 

3) Receipt number 

4) New Receipt Type 

5) Reason for receipt type change. 

 

 

You can add more such receipts by clicking the ó+ô button the top right corner of the table.  

You can delete the current row, if it has been added incorrectly, using the ó-ô button alongside 

each row. 

Click on Submit button to confirm the modification request. This request will be further approved 

by the cashierôs corresponding divisional/sub-divisional accountant. 
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1.4) Submit Transactions 

 
Once transactions for a particular period are over and the SUPERVISOR user is ready to submit 

the collected amount in bank, CASHIER must SUBMIT the transactions done so far. 

Click on Submit Transactions as seen in the left hand side menu. After clicking it, cashier user 

will get a complete summary of his transaction history. 

He will be able to see the summary of receipts and their corresponding amount in each mode of 

payment. Also theyôll be able to view the number of receipt cancelled and the number of receipts 

whose receipt type has been changed. 

A summary containing total NON-CANCELLED receipts and their sum is also displayed. 

After confirming that the details are correct, click on Submit Transactions button. 
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Cashier will be prompted to confirm whether you want to submit the information now. 

 

 

 

Clicking on OK will send this information to the corresponding Supervisor user of Cashier. 
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NOTE  

¶ There is no restriction on the number of times transactions have to be submitted. Cashiers 

can submit transactions as many times as they want. 

¶ Once transaction is submitted, cashier has to handover the cash/cheques/DDôs to 

Supervisor users. 

¶ If there are multiple cashiers under one Supervisor, there is still no restriction that they all 

should submit their transactions at the same time. Every cashier user can submit transactions as 

and when he wants. 

 

1.5)   Adding Local banks and their branches 

 
Local banks and their branches that are not present in the system database i.e the banks that are 

not present in RBIôs updated data can be added manually by Cashier. These banks will be later 

approved by HO accounts. 

1.5.1) Adding a Main Bank 

If the main bankôs name is not present in the system, it can be added manually. To add Main 

Bankôs name, go to Bank Data -> Add Main Bank  and simply enter main bankôs name. Click on 

óAdd Bankô to submit the entry.  
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A message ó<Bank Name> added successfully will be displayed upon successful transaction. 

 

 

 

 

1.5.2) Adding itôs branch 
 

A local bank branch can be added manually by Cashier if it is not present in the system. To add a 

bank branch, go to Bank Data -> Add Bank Branch. 
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Enter all the required fields and click on óAdd Branchô button. After successful validation of all 

the fields entry will be inserted in the database and a message ó<Branch name> added 

successfullyô will be displayed. 
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Click on óAdd Anotherô button to add another bank branch 

 

 

 

 
Clicking on óAdd Anotherô will disable this button and enable óAdd Branchô button with which 

you can add another bank branch. 
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SUPERVISOR USER 
1) Type occs.mahadiscom.in/occs in your browser 

2) During Log-in Select User Type as Collection Center 

3) enter your User ID and password 

4) Click on the Login button. 
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2.1) Creating Cashier Users:  
This is how the home page looks for Supervisor users (regardless of his being a BANK Supervisor 

or a Cashier Supervisor) 

On the top right hand side, you'll see 'UserID - Username'. Below will be collection center code 

and its name. Last line in the header displays the role that is - Cashier Supervisor. There is a 

LOGOUT button, to end the session. 

To create cashier users under Supervisor - Click on 'Create Cashier Users' as shown below - 

 

If the Supervisor is a Cashier Supervisor, then cashier user creation screen will look as below- 

Fill all the details like -  

1) Collection center code of cashier 

2) User id of cashier 

3) User name of cashier 

4) Password for cashier 

5) Mobile number of cashier 

6) Email id of cashier.  
After filling  all the valid details and clicking on óAdd Userô button, a message ï óUser <user-id> 

<user-name> created successfullyô will be displayed. 

If the Supervisor is a Cashier Supervisor of Bank, then cashier user creation screen will look as 

below- 
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So in addition to the fields ï 

1) Collection center code of cashier 

2) User id of cashier 

3) User name of cashier 

4) Password for cashier 

5) Mobile number of cashier 

6) Email id of cashier. 

One more field ï óBank Branchô has to filled which will be the branch with which cashierôs 

collection center is associated. 

 

*Note: - If collection centreôs information has not been updated by the respective Dy. Manager of 

Division then cashier users cannot be created for it.  

 - The number of cashier users to be created will be fixed by Dy. Manager of Division while 

updating the collection centerôs information.   

 

 

 

In Case of Bank 

Supervisor it 

shows options, 

for Cashier 

supervisor it will 

show only one 

center 
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2.2) Approving Cashier Transactions 

 
Supervisor user will be able to view all the transactions submitted by cashiers under him. 

Clicking on óTransactions submitted by cashiersô, Supervisor user will be able to see real-time 

updated results. 

Supervisor has to tally the amount visible in the rows with the receipts handed over by 

cashiers. Clicking on óApprove and Generate Pay Slipô will mean that the amounts have been 

matched by Supervisor and he is ready to submit the collected amount in the respective banks.  

Supervisor will be prompted to confirm his action. 

 

 

Clicking on OK, a new window will open which will download a .zip file. This file will contain 

cash/cheque/DD slips along with their summary reports and one main summary report. If there are 

no Cheque/DD transactions then no slip or report will be generated for them. 

Print these slips and use it as a reference for submitting money in the bank. Once a pay slips are 

generated, Supervisor userôs home screen will look as below. 
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Sample Files in the zip 

i) Cash Report 

 

 

ii)  Cheque Report 
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iii)  DD Report 

 
 

iv) Cash Slip 
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v) DD Slip

 
 

 

 

 

 

 

 

 

vi) Main Slip 
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NOTE ï 

Receipts that are cancelled or whose receipt types are changed will be marked with status as óMô 

in the report. In the above case, all the cheque receipts are marked with óMô because all were 

cancelled; hence cheque slip is not generated. 
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  óTransactions submitted by cashiersô will show óNo Recordsô (unless by this time, another 

cashier submitted his transactions) 

 Recently approved data will be visible in óTransactions approved by you in last two weeksô 

 

 

Supervisor will also be able to check transactions that are yet to be submitted by cashiers under 

him. This information will be available under the tab ï óTransactions not yet submitted by 

cashiersô 
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2.3) Viewing existing user details 
 

Go to User Management -> Existing User Details to view cashier user details. 

Users created by Supervisor whether Active or Disabled can be viewed one this page. 
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2.4) Adding Local Banks and their branches 
Local banks and their branches that are not present in the system database i.e the banks that are 

not present in RBIôs updated data can be added manually by Supervisor. These banks will be later 

approved by HO accounts. 

2.4.1) Adding a Main Bank 

If the main bankôs name is not present in the system, it can be added manually. To add Main 

Bankôs name, go to Bank Data -> Add Main Bank  and simply enter main bankôs name. Click on 

óAdd Bankô to submit the entry.  

 

 
 

A message ó<Bank Name> added successfully will be displayed upon successful transaction. 
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2.4.2) Adding itôs branch 
A local bank branch can be added manually by Supervisor if it is not present in the system. To add 

a bank branch, go to Bank Data -> Add Bank Branch. 
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Enter all the required fields and click on óAdd Branchô button. 

 

 
 
After successful validation of all the fields entry will be inserted in the database and a message 

ó<Branch name> added successfullyô will be displayed. 

 

 
Click on óAdd Anotherô button to add another bank branch. 



MAHARASHTRA STATE ELECTRICITY DISTRIBUTION COMPANY LTD. 
ONLINE CASH COLLECTION SYSTEM 

VERSION 1.0                                                                                                                         P a g e | 34 
 

 
 

 
 
Clicking on óAdd Anotherô will disable this button and enable óAdd Branchô button with which 

you can add another bank branch. 
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2.5)   Receipts Modification  
Incorrectly punched receipts can be later modified in this system.  Modifications of receipt 

cancellation and receipt type change are allowed. 

2.5.1) Cancel Receipts 

 

In order to cancel a receipt, go to Receipts Modification. From the drop down of Select Task, 

select óCancel Receiptô. 

Click on the blue óplus (+)ô button to add a row.   

Enter its book number and receipt number. Consumer number, mode of payment and receipt 

amount will be populated automatically.  Enter reason for receipt cancellation. 

In order to remove this row click on the red óminus (-)ô button. 

Multiple rows can be added at a time and multiple receipts can be cancelled. After entering all the 

details, click on óSubmitô button. 
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You will be prompted to confirm your action. 

 
 

 

After successful transaction, óReceipt(s) Marked for Cancellationô message will be displayed.  

This request will be later approved by Divisional/Sub-divisional Accounts user. 
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NOTE 

For Supervisor user, only receipts that have not been approved by him/her can be cancelled.  If 

the user attempts to cancel a receipt which has been approved, following message will be 

displayed ï 

óFile ID has been generated for the entered receipt number and book number. Cannot process 

cancellation request.ô 

 

 



MAHARASHTRA STATE ELECTRICITY DISTRIBUTION COMPANY LTD. 
ONLINE CASH COLLECTION SYSTEM 

VERSION 1.0                                                                                                                         P a g e | 38 
 

 
 

 

2.5.2) Change Receipt Type 

 
In order to change receipt type, go to Receipts Modification. From the drop down of Select 

Task, select óChange Receipt Typeô. 

Click on the blue óplus (+)ô button to add a row.   

Enter its original receipt type, book number and receipt number. Consumer number, mode of 

payment and receipt amount will be populated automatically.   

Select new receipt type from the drop down and enter reason for receipt type change. 

In order to remove this row click on the red óminus (-)ô button. 

Multiple rows can be added at a time and multiple receipt types can be changed. 

After entering all the details, click on óSubmitô button. 

 

 
You will be prompted to confirm your action. 
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After successful transaction, óReceipt Types modifiedô message will be displayed.  This request 

will be later approved by Divisional/Sub-divisional Accounts user. 
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NOTE 

For Supervisor user, only those receipts that have not been approved by him/her can be modified.  

If the user attempts to change receipt type for a receipt that has been approved, following 

message will be displayed ï 

óFile ID has been generated for the entered receipt number and book number. Cannot process 

receipt type change request.ô 

 

 

SUB-DIVISIONAL ACCOUNTS USER 
 

Accounts user will login with his RAPDRP credentials. Select user type as óMESDCL Employeeô 

¶ Enter occs.mahadiscom.in/occs in your browser. 

¶ On the login screen, select user type as óMESDCL Employeeô 

¶ Use your RAPDRP credentials to get an access to the system. 
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Accounts userôs CPF number, name, designation, office code, office name, role in the system i.e. 

óAccounts Userô will be displayed on the header. 

 

3.1) Approving transactions submitted by Supervisors.  

 
For collection centres where cash tally is done at Sub-division level 

Under the heading óPending for approvalô, accounts user will be able to see the transactions 

approved by Supervisor users. As you can see on the top is the row that was recently approved by 

our Supervisor User. 
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A list of all such transactions approved by Supervisors will be displayed for Accounts user. (S)he 

has to tally the amount in the bank accounts against the records in the list. (S)he should also verify 

the amounts against the bank pay slip submitted by Supervisors. 

Once the amounts have been checked, accounts user can select which all records he will approve 

for B60creation. (S)he will select appropriate rows, click on the óI have confirmed that the 

cash/cheque received are as per bank statement.ô checkbox and then click on óApprove 

Selected Filesô button.
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A message saying óAll selected files are Approvedô will be alerted. After clicking on óOKô, a 

report will be downloaded.  
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This report will contain IT center wise collection. Accounts user can save this report for further 

note. 

 

Recently approved records will now move up in the óTransactions approved in last two weeksô 

heading. Accounts user can also view a summary of transactions submitted but not yet approved 

by Supervisors. They can also view transactions that are not yet submitted by Cashiers. 
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B60 file will be created overnight and will be made available to all the respective IT centers on 

the development portal. 
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3.2) Raise new collection center request 

 New collection centerôs request has to be raised by Sub-Divisional Accounts user.  

Go to Collection Centre Management -> New Collection Centre Request to get this page. 

Enter Collection Center name, select agency code. Click on óSaveô button to submit this request. 

 

 
 

After saving, following message will be displayed if the transaction was successful ï óNew 

Request saved.ô 
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  DIVISIONAL ACCOUNTS USER 
 

For collection centres where cash tally is done  at Division level. 

Divisional accounts users have the right to approve the transactions done by collection centers 

falling under their office. 

Accounts user will login with his RAPDRP credentials. Select user type as óMESDCL Employeeô 

¶ Enter occs.mahadiscom.in/occs in your browser. 

¶ On the login screen, select user type as óMESDCL Employeeô 

¶ Use your RAPDRP credentials to get an access to the system. 

 

 

 

Accounts userôs CPF number, name, designation, office code, office name, role in the system i.e. 

óAccounts Userô will be displayed on the header. 
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4.1) Add Existing Collection Center Information 

 
 We do not have information like details of the SD amount deposited, PAN, contact person of our 

existing collection centers. This information has to be filled by the Divisional/Sub-divisional 

accounts user. 

 

To fill this information go to Collection Centre Management -> Add Existing Collection 

Centre Information  

 

 
 

a. Collection Centre and Collection Centre Name -  
In the field- óCollection Centreó, start typing the collection centre code. A list of possible 

collection centre codes will be suggested by the application. Choose one from the list, if collection 

centreôs name is available in the database, it will be populated, otherwise the name field will be 

enabled and user has to enter the collection centre name. 
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b. Division, Sub-Division and Billing Unit will be auto populated. 

c. Contact Name, Mobile and Email of the person responsible for the collection centre have to 

be entered. 

d. Enter Address and Landmark of the collection centre. 

 
 

e. Enter Service Tax Number, PAN Number  

f. Maximum allowed cashier users -   

Value in this field will set a limit to the maximum number of cashier users permitted at this 

collection centre. This number does not include the number of supervisor users. Number of 

cashier users is equal to the number of people responsible for collection bills at counters. This 

number will decide how many users the supervisor will be able to create for his collection centre. 

g. Select whether the agreement with this collection centre has been executed or not, if yes, fill in the 

agreement dates. 

h. Cash Payments ï These fields are required for maintaining information about the bank where this 

collection centre deposits its cash amounts. 
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a. Start typing the main bank name in the Bank field. A list of possible bank names will 

be suggested. 

b. Start typing the branch name in Bank Branch field. A list of possible branch names 

will be suggested. 

c. Enter the bank account number. 

d. Enter GL Code. 

i. Cheque Payments - These fields are required for maintaining information about the bank where 

this collection centre deposits its cheques. 

a. Start typing the main bank name in the Bank field. A list of possible bank names will 

be suggested. 

b. Start typing the branch name in Bank Branch field. A list of possible branch names 

will be suggested. 

c. Enter the bank account number.  

d. Enter GL Code. 

 

 
 

 

 

j. SD Receipts Details 
Enter details about the Security deposit amount collection from this centre. 

To fill in the details about the SD, click on the blue color plus ó+ô sign to add a row to the 

table.   

In the type field ï select whether itôs a Cash or Bank Guarantee. Enter respective amounts, 

receipts numbers. In case of bank guarantee, enter the bank guarantee expiry date. 
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Fill all the details and click on óSaveô button to submit this information. 

 

After filling and validation a message óInformation Updatedô will be given,  

after which click on óAdd Anotherôbutton to proceed with another centre. 

 To download filled information in PDF, enter the collection centre code, the 

óDownload as PDFôbutton will be enabled. Click on it to download 

thiscollection centreôs information.  

4.2) Creating Supervisor Users - 

 

Accounts user at Division level will create Supervisor users for all the collection centers under 

their office.  

NOTE ï Supervisor users for a collection center cannot be created if that collection centerôs 

information is not updated. 

To create supervisors, click on User Management from the top menu and Select óCreate Userô 
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Start typing collection center code, a list of possible codes will be displayed. Select one. 

 

 
 

If information for this collection center is not updated, following error message will be displayed. If 

this happens, refer to point 6.1 -  Add Existing Collection Center Information to fill collection 

centerôs information. 
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Supervisor users : 

Cashier Supervisor -  

Cashier Supervisor is a Supervisor belonging to individual collection center that are not associated 

to any banks. They may/may not follow hierarchy in terms of physical collection centers. 

SUPERVISORS of Departmental collection centers, agencies with single collection centers, 

agencies with multiple collection centers can be termed as Cashier Supervisors. 

Process ï  

1) Select User Type as ôCashier Supervisorô from the drop down. 

2) Start typing the collection center name or code and all the matching results will be 

suggested. Choose one that matches the collection center of which youôre creating 

Supervisor user. 

3) Enter a user ID for Supervisor, if it is already present an error message will be shown. 

4) Enter Supervisorôs name. 

5) Create a password for Supervisor. 

6) Fill in the mobile number (mandatory) and email ID (optional). 

7) Click on óAdd Userô button. 

8) Optional:  If multiple collection centers under supervisor then those can be added under 

supervisor by clicking ó+ô button. 
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User id already present. 
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If all the details are correctly filled a success message will be displayed. Click on óAdd Anotherô 

to create next Supervisor User.  

4.3) Approving transactions submitted by Supervisors.  

Under the heading óPending for approvalô, accounts user will be able to see the transactions 

approved by Supervisor users. As you can see on the top is the row that was recently approved by 

our Supervisor User. 

Optional: In Case 

of Multiple 

Collection centers 

Under Supervisor  
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A list of all such transactions approved by Supervisors will be displayed for Accounts user. (S)he 

has to tally the amount in the bank accounts against the records in the list. (S)he should also verify 

the amounts against the bank pay slip submitted by Supervisors. 

Once the amounts have been checked, accounts user can select which all records he will approve 

for B60creation. (S)he will select appropriate rows, click on the óI have confirmed that the 

cash/cheque received are as per bank statement.ô checkbox and then click on óApprove 

Selected Filesô button.
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A message saying óAll selected files are Approvedô will be alerted. After clicking on óOKô, a 

report will be downloaded.  
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This report will contain IT center wise collection. Accounts user can save this report for further 

note. 

 

Recently approved records will now move up in the óTransactions approved in last two weeksô 

heading. Accounts user can also view a summary of transactions submitted but not yet approved 

by Supervisors. They can also view transactions that are not yet submitted by Cashiers. 
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B60 file will be created overnight and will be made available to all the respective IT centers on 

the development portal. 

4.4)  Viewing existing user details 

 
All the Supervisor users created can be viewed on this page. 

Go to User Management -> Existing User Details to view this page. 
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4.5) Disable Supervisor users 

 

Supervisor users created can be disabled using this menu.  

Go to User Management -> Disabled CC user to get this page. 

Enter the User ID of the user you wish to disable.  His User name, collection center, mobile 

number and email will be displayed automatically. Click on óDisable Userô button to permanently 

disable this user. 

 
After disabling this user, it will appear as óDisabledô on Existing User Details page. 

 



MAHARASHTRA STATE ELECTRICITY DISTRIBUTION COMPANY LTD. 
ONLINE CASH COLLECTION SYSTEM 

VERSION 1.0                                                                                                                         P a g e | 61 
 

 
 

 
 

 

 

 

 

 

4.6) Forwarding new collection centre request 

 
New collection centre requests raised by sub-division accounts office can be forwarded to higher 

authority or rejected by Dy Manager, F&A of Division. 

 

To view requests raised by Sub-division for new collection centre, go to Collection Centre 

Management -> Manage New Collection Centre Request 
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Forwarding requests - 
 List of all raised requests will be visible. You can select requests you want to forward to circle.  

 

 
 

 

Click on the Request ID, a new window will pop up - 

 

 
 

At this stage you can either forward the request or reject it by filling  the reason in the Reject Reason 

text box. 

 

 


































































