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1.FEE ROLE CENTRE.
Microsoft Navision will be installed on the system of all the users. User can see the Microsoft

Navision Icon in their taskbar 

Step1: Click on the Icon. The Login page will be opened. Put the User ID and Password. The fee role
centre will be opened
Step 2.Fee role centre.

2.FEE SETUP.
Step 1.Fee setup.

Step 2.New
Create fee setup course wise according to year.



Step 3.Fill all details and click ok button.

FOR MODIFICATION IN FEE SETUP.
Step 1.Select and click edit.



Step 2.make changes and click ok.



2.1 FEE SETUP WITH FINE.
Step 1.Fee setupSelect course fee header.

Step 2.Fill due date and fine by percentage-wise, fixed or slab wise.

Step 3.Ok.



3.FEE LIST MASTER UPLOAD.
Step 1.Fee list master upload.

Step 2.Select exportOpenFill detailsSave file.
Step 3.ImportOk-Select fileClick ok.

4.NO. SERIES CREATION.
Step 1.No. series.

Step 2.Creating CR no. series( Taking example for demonstration).



Step 3. Creating no. series and click ok.

5.FEE GENERATION.
Step 1.Fee generation.

Step 2.Fill all details you can use the filter for generating fees course wise, student wise etc.



6.ADMITTED STUDENT LIST.
Step 1.Admitted list for new students.

Step 2.Select student and adit.

Step 3.

Note: After admitted student application will be converted to the customer.



7.CUSTOMER LIST.
All the students are treated as Customer which can be viewed in the Customer List placed on the
Dashboard.
Step 1.

Step 2.Customer list.

Step 3.Edit to see all the details about the customer.

7.1 CUSTOMER LEDGER.
Step 1.Select customer and edit.



Step 2.Balance(LCY).

Step 3.Customer ledger entries.



8.CASH RECEIPT VOUCHER.
Step 1.Creating cash receipt.

A) Select the Customer from the customer list.
B) Click on Cash Receipt Voucher

Step 2. A page for Cash Receipt will open and fill document no. and apply-to-doc no.

Mandatory field to filled.
1.Document no.
2. Apply –to-doc.no.
Step 3.On apply-to-doc.no. select entries and ok.

Step 4.Select and Post and print.
You can also print and post multiple entries.

Step 5. Click yes.



9. BANK RECEIPT VOUCHER.
Step 1.
Step 1.Creating Bank receipt.

A) Select the Customer from the customer list.
B) Click on Bank Receipt Voucher

Step 2. A page for Bank Receipt will open and fill details.

Mandatory field to filled.
1.Document no.
2.Instrument date.
3.Instrument type.
4. Drawn on.
5.Instrument no.

Step 3. Print and post.

Step 4.Click yes.



10. SHOWING FINE ON CARD.
Step 1.Customer listselect customeredit.

10.1 FINE PAYMENT.
Step 1. Customer listselect customeredit.



Step 2.Select fine and click for generating a fine invoice.

Step 3.Payment of fine which is generated.

Step 4.Print and post.



11. REFUND CASH/BANK.
Refund amount.

11.1 CASH PAYMENT REFUND.
Step 1. Customer listselect customereditcash payment refund.

Step 2.Fill details and print and post.

11.2 BANK PAYMENT REFUND.
Step 1. . Customer listselect customereditcash payment refund.

Step 2.Fill details and print and post.



12. SEND FOR APPROVAL.
If you want to post backdate entries than click sends for approval.
Step 1.Select and click for send for approval.

13.CUSTOMER JV DISCOUNT.
Provide a discount to the customer.
Step 1.Customer listSelect customereditJV discount.

Step 2.Select account no. for discount.
In which you want to provide a discount.

Step 3.Post and print.



14.CUSTOMER WAVE OFF.
Wave off customer amount.
Step 1. Step 1.Customer listSelect customereditJV wave off.

Step 2.Select account no. for wave off.

Step 3.Post and print.

15.JV rectification.
Step 1.Customer listSelect customereditJV rectification.

Step 2.Fill the details and post and print.



16.PAYMENT LEDGER ENTRIES.
For duplicate receipt for all payments.
Step 1.Customer listSelect customereditpayment ledger entries.

Step 2.Select and print.

Receipt.



17.FEE TRANSFER/ADJUSTMENT.
Step 1.Customer listSelect customereditbalance(LCY).

Step 2.Actionapply entries.
Adjust advance.



Step 3.Select invoice and click set applied id.

Step 4.Post application.

Step 5.click ok.



Receipt.

18. REVERSE THE INVOICE.
Step 1. Step 1.Customer listSelect customereditbalance(LCY).



Step 2.Select invoice which you want to reverse.

Step 3.Select and fill remarks click reverse.



19.PAYMENT UPLOAD IN BULK.
If you want to upload various payment in bulk.

Find below Template for bulk upload. Fill all the details in the excel format and after that
save as CSV(MS-DOS) file for upload.

Payment Upload
Format.xlsx

Taking cust.payment upload for demonstration the upload process for cust.bank payment
upload, cust. Cash refund payment upload, cust. bank refund upload is to same.

19.1 Cust. Payment upload.
Step 1.Click and ok.

Step 2. Upload CSV(MS-DOS).



Message display.

20. STUDENT CANCEL/DEACTIVATE.
Student name has appeared after the director has approved the request.

Step 1.Student cancel deactivate list.

Step 2.Select and edit.



Step 3.Select option which you want to do.

1. On Reject send back to the director.
2. Refund detailsnavigate.

a) Fee refund if you want to refund payment
Select payment.

b). Credit memo if you want to convert invoice to the credit memo.



Step 4.Click cancel/NR.



21. CANCEL TRANSPORT LIST.
Cancel student transport facility. Transport cancel request is initiated by the 
transport module.
Step 1.Click transport cancel.

Step 2.Click approved.



22. SCHOLARSHIP SETUP.
Step 1.Scolarship setup list.

Step 2.New .

Step 3.Fill all details.

Note: If you want modification than approval is required.

Step 4.Run report scholarship process report after this student appeared in 
discount applicable for other student and discount applicable for Jain student.



Step 5.Discount applicable other students.
Step 1.Select and apply the discount.

Note: After this student, the name will be shown on director finance approval for their
approval.

Step 6.On Director finance approval select and post.

Note: Discount on the tuition fee on the basis of TMU examination then select students and 
click exam base post.

Step 7.Discount applicable for Jain student.
Step 1.Select and apply the discount.

Note: After this student, the name will be shown on director finance approval Jain for their
approval.

Step 8. On director finance approval Jain.
Step 1.



23.SC LIST.
Step 1.New.

Step 2.Fill details.



Step 3.You can see the released sc list.

View released list.



24.DISCIPLINARY FINE.
Note: This only available on this ID TMU00865.
Step 1.Login the portal.

Step 2.Finedisciplinary fine.

Step 3.View fine report.



25. REPORTS.
Step 1.Login the NAV.

Step 2.User click on the report tab and there is various type of reports are available for a
user can generate a report according to its requirements.




