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To access Account Receivable menu, user needs to login to the system: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 1-1: IMS Login Screen 

 

 
 

Enter Username and Password and click on Login button. System will display MyFIS Main 
Menu as displayed in Figure 1-2. 

 
 

 
Figure 1-2: Finance Main Menu 

 

 
Account Receivable (Student) module manage process invoicing fees, sponsorship, 

received payment from student and debt management 
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Fees Setup  

 
Invoice for student is generating in batch. Fees must be setup at screen Student Payment 

Structure before start charging invoice. The Student Payment Structure screen can be 

accessed by selecting Acct Receivable >> Setup Screen >> Student Payment Structure. 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

                    Figure 2- WRF007-1: Student Payment Structure-Invoice Structure Setup 
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Create new setup by fill in Invoice Structure Setup and Detail Charging Information field. 

Then, click on Save button. The fields are explained, as followed: 

Field Name Description Required 

Invoice Structure Code Create Code for setup in alphabet or number Y 

Description Description of setup Y 

Enter Auto generated by system  

Total by Structure Auto calculated by system  

Seq Sequence number Y 

Account Code Credit Account Code can be selected from 
account info pop-up displayed when user click 
on F9 button 

Y 

Description Auto generated by system  

Amount Fees Rate Y 

TxCd Auto generated by system  

Tax Amt Auto calculated by system  

Cost Center Code Cost center for invoice can be selected from 

cost center listing pop-up displayed when user 

click on F9 button 

Y 

Project Code Project for invoice can be selected from project 

listing pop-up displayed when user click on F9 

button 

 

Fee Type Select fee  type Berulang or Tidak Berulang  Y 

Fee International? Select fee international? Ya or Tidak Y 
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Click  Issue To button to insert or tagging Sponsor ID with fees. 
 

 
Figure 2-WRF007-2: Window188 

 

 

Figure 2- WRF007-3: Student Payment Structure-Program and Fee Structure Setup 

 
Fill in Program and Payment Structure Mapping field. Then, click on Save button. The fields 

are explained, as followed: 
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Field Name 

Description Required 

Program Code Program Code can be selected from program 

listing pop-up displayed when user click on F9 

button 

Y 

Description Description of program code. Auto generated by 

system 

 

Semester No First semester no Y 

Fee Structure Auto generated by system  

 
 

 

 

 

 

 

 

 

 

 

 

Description Description of fee structure. Auto generated by 

system 

 

Total Fees Auto generated by system  
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Generating Invoice For New Student 

 

Access to the screen by selecting Account Receivable >>Generate Student Invoice by 
Batch>>New Student  

 

 
 

 
                                            

Figure 3-WRF055-1: Generate Invoice for New Student 
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Fill in the parameters. Then, click on Get Data button. Number of student that available to 

generate invoice will appear at Total Student field. After that, click generate invoice button. 

The parameters are explained, as followed: 

Parameter Name Description Required 

Student Type Select student type by click drop down box Y 

Program Select program from program listing pop-up 

when clicking LOV button 

Y 

Sponsorship Select sponsor from sponsor listing pop-up 

when clicking LOV button 

 

Invoice Category Fees Setup. Select invoice category from 

category program pop-up when clicking LOV 

button 

 

Semester Semester for charging fee. Select semester from 

semester listing pop-up when clicking LOV 

button 

Y 

Course Select course from program offered list pop-up 
when clicking LOV button  
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 Generating Invoice For Returning Student 
 

Access the screen by selecting Acct Receivable >> Invoice >> Generate Student 

Invoice by Batch>>Returning Student 

 

  

 

                                   Figure 4-WRF016-1: Generate Invoice for Returning Student 
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Fill in the parameters. Then, click on Get Data button. Number of student that available to 

generate invoice will appear at Total Student field. After that click generate invoice button. 

The parameters are explained, as followed: 

Parameter Name Description Required 

Student Type Select student type by click drop down box Y 

Batch Select batch from batch listing pop-up by clicking 

LOV button 

 

Program Select program from program listing pop-up by 

clicking LOV button 

Y 

Intake Semester Key-in intake semester or select from intake 

semester pop-up by clicking LOV 

 

Sponsorship Select sponsor from sponsor listing pop-up when 

clicking LOV button 

 

Invoice Category Fees Setup. Select invoice category from category 

program pop-up by clicking LOV button 

 

Semester Semester for charging fee. Select semester from 

semester listing pop-up by clicking LOV button 

Y 

Course Select course from program offered list pop-up by 
clicking LOV button  

 

Current Sem Select 1 for charge invoice before semester begin. 
Select 0 for charge invoice in current semester 
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Generate TKP Batch Invoice 
 

Access to the screen by selecting Acct Receivable >> Invoice >> Generate Student 

Invoice by Batch>>TKP Batch Invoice 

 

    

 

                                              Figure 5-WRF056-1: TKP Batch Invoices  
 
 

TKP is Student Welfare Fund that providing loans and donation to student. This screen is 

use to create invoice and voucher for loans and donations that approve by the Committee 

of Student Welfare Fund to eligible student.  
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Click F9 at Meeting Bil field to select meeting bil number. After that click Get Data button. 

Students that are approved by committee will be listed at Tabung Kebajikan Pelajar. Click 

button Select All, then click button Create Voucher (TKP) and Create Invoice (TKP) for 

loan. Button Create voucher (Derma shj) is use to create payment voucher. 

Report can be generate by clicking button Print Report/ Excel (TKP) / Excel(Derma). 

 

Generate Student Invoice for Short Semester 

Access to the screen by selecting Account Receivable  >> Invoice >> Generate Student 

Invoice by Batch >> Invoice Short Semester 
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Figure 6-WRF076-1: Generate Invoice for Short Semester Student 

 

 
Invoice for short semester is based on total credit hours registered by student. Fill in the 

parameters. Then, click on Get Data button. Number of student that available will be listed. 

After that, click Select All and Create Invoice button. The parameters are explained, as 

followed: 

 
Parameter Name Description Required 

Program Select program by clicking LOV button Y 

Semester Select Semester by clicking LOV button Y 
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Invoice Checking and Approval 
 

Access the screen by selecting Acct Receivable >> Invoice >> Invoice Approval / 

Cancellation >> Invoice Approval. Supervisor needs to verify and approve invoice 

before invoice can be posted to General Ledger. 

 

 

 

             Figure 7-WRF003-1: Invoice Approval 

 

To query Invoice Listing info, place cursor on Invoice No frame and click on Enter 

Query button. Then, click on Execute Query button. System will display verified invoice 

listing for the selected parameter. The fields are explained, as followed: 
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Field Name Description Required 

Date Date invoice is created  

Invoice No Invoice’s number  

Invoice Type Invoice type  

Cust ID Customer ID i.e. Vendor ID, Staff ID, 
 

Student ID etc. 

 

Cust Name Customer’s name  

Enter By Username of staff doing invoice entry  

Desc Invoice’s description  

Status Invoice status  

Nett Amt Nett invoice’s amount  

Select? Check checkbox to select invoice Y 

 

To view invoice details, place cursor on the desired invoice and click on Detail button. 

System will navigate to “WRF106 – Customer Invoice Entry” screen. Click on Exit 

button to return to previous screen. 

 

To approve invoice, click on Select All button to select all invoices or check checkbox 

manually to select the desired invoice. Then, click on Approve button. 
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Invoice Cancellation 
 

User can cancel invoice if needed i.e. when user created invoice with wrong amount or 

wrong account code. This screen can be accessed by selecting Acct Receivable >> 

Invoice >> Invoice Approval / Cancellation >> Invoice Cancellation 

 

 

 

         Figure 8-WRF107-1: Invoice Cancellation 

 

The fields are explained, as followed: 
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Field Name Description Required 

Date Date invoice is created  

Invoice No Invoice’s number  

Invoice Type Invoice type  

Cust ID Customer ID i.e. Vendor ID, Staff ID, 
 

Student ID etc. 

 

Cust Name Customer’s name  

Enter By Username of staff doing invoice entry  

Desc Invoice’s description  

Status Invoice status  

Nett Amt Nett invoice’s amount  

Select? Check checkbox to select invoice Y 

Cancel Reason Cancel’s reason Y 

Transaction Date Transaction date  

 

 
 

 

To cancel invoice, click on Select All button to select all invoices or check checkbox 

manually to select the desired invoice. Enter Cancel Reason frame, then, click on Cancel 

button. 
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Inactive Invoice Cancellation 
 
Access the screen by selecting Acct Receivable >> Invoice >> Invoice Approval / 

Cancellation >> Inactive Invoice Cancellation 

 

 
 
 
 
 
 
 
 
 
 

 

 

 
Figure 9-WRF057-1: Invoice Cancellation (Inactive) 

 

 

User can cancel invoice for inactive student in this screen. To cancel invoice, click on Select 

All button to select all invoices or check checkbox manually to select the desired invoice. 

Then, click on Cancel button. 
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Sponsor Setup 
 

Access the screen by selecting Acct Receivable >> Sponsorship >> Sponsor Setup. 

 

 

Figure 10-PWF001-1: Sponsor/Loan Organization Information 
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User can create or register new sponsor in this screen. Fill in the parameters and then 

click Save button. The fields are explained, as followed: 

 

Field Name Description Required 

Sponsor Code Code and Name of sponsor y 

Address Sponsor Address Y 

Contact Person Name of person in charge Y 

Contact No Telephone number  

Status Status of Sponsor Y 

Sponsor Payment 
Through 

Click drop down box to select Sponsor 
Payment Through: UPSI/Student 

Y 

 

 

Sponsored Student 
 

Access the screen by selecting Acct Receivable >> Sponsorship >> Student Sponsor >> 

Sponsored Student. This screen is use to update student sponsored information. 
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                                      Figure 11-PWF002-1:  Sponsored/Loan Student Entry 

 

To query sponsor, click on Enter Query button, enter cursor on Sponsor Code field and 

press F9 to choose Sponsor Code. Then, click on Execute Query. Sponsor/Loan 

Organization Information will be displayed. 

Sponsor’s information can be updated in 2 methods:- 

1. One by One 

Click on button Insert Record. Then click on LOV button to enter student id from pop 

– up listing. Fill in other information and click Save button. 

2. Batch 

Click LOV button at File Name to select CSV file in disk C. Then click Upload button 

to start uploading data and click Save button after finish. The format for CSV file is as 

below:- 
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The fields are explained, as followed: 

Field Name Description Required 

Sponsor Code Sponsor Code Y 

Address Address of selected Sponsor Code Y 

Status Status Sponsor Y 

File Name Location of saved file in C  

Student Id Student Matrix No Y 

Agreement/Reference 
No 

Agreement/ Reference No  related to 
sponsorship 

 

Date Offered Date of start sponsored Y 

Date Terminated Ending date of sponsored Y 

Amount Amount sponsored  

Status Student sponsor status. Click drop down box 
to update status Active or Inactive 

Y 

 

To inactive student sponsor status, click on button Update Selected Sponsor. 
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Sponsored Student Batch (PTPTN) 

 
Access the screen by selecting Account Receivable > Sponsor > Student Sponsor > 

Sponsored Student Batch (PTPTN). This screen is use to update student with sponsored 

information using data formatting PTPTN.  

 

 

Figure 12-PWF025-1:  Sponsor Upload Student by Batch (PTPTN) 

 

 

 



 
 

 

 

MANUAL PENGGUNA AKAUN TERIMAAN 

(KEWANGAN PELAJAR)/ ACCOUNT 

RECEIVABLE (STUDENT)  

 

Muka surat :25/89 

Tarikh          : 8 JANUARI 2016 

 

UPSI(ISO)/BEN/P07/MP01 

Pindaan      : 00 

Keluaran     : A 

 

 

Follow the step below to update information:- 

1. Click F9 to enter Sponsor Code. Then, click LOV button to choose File Name in C.  

2. Click Upload button to start uploading data. 

3. Click Update Stud ID to allow system checking Student Id.  

4. Click Stud ID> 1 button, to check student that had more than 1 matrix no 

5. Finally click Insert Data button to update sponsorship information. 

 

Sponsor Invoice 

Invoice Tagging for Claim 
 

Access the screen by selecting Acct Receivable >> Sponsorship >> Sponsor Invoice 

>> Invoice Tagging for Claim 
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Figure 13-PWF019-1:  Sponsor Invoice Entry 

 

Follow the step below to entry invoice:- 

1. Click Enter Query button and Press F9 on Sponsor Code field. Then select 

sponsor from pop-up sponsor listing and click OK. After that, click Execute Query. 

2. Insert Claim Amount. Claim amount can be updated using 2 method:- 

a. Key-in the amount on Claim Amount field 

b. Upload claim amount using CSV formatting data by clicking Update Claim 

Amt button 

3. Click Generate Bill button, Bil Ref. No will be display. 

 
4. Click Gen Invoice button to generate sponsor invoice. 

 

 

 

 

 

 



 
 

 

 

MANUAL PENGGUNA AKAUN TERIMAAN 

(KEWANGAN PELAJAR)/ ACCOUNT 

RECEIVABLE (STUDENT)  

 

Muka surat :27/89 

Tarikh          : 8 JANUARI 2016 

 

UPSI(ISO)/BEN/P07/MP01 

Pindaan      : 00 

Keluaran     : A 

 

 

 

Sponsor Invoice 

Generate Sponsor Invoice 
Access the screen by selecting Acct Receivable >> Sponsorship >> Sponsor Invoice >> 

Generate Sponsor Invoice. This screen can be used to create sponsor invoice after getting 

Bill Ref. No from Invoice Tagging for Claim screen. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 13-PWF006-1: Generate Sponsor Bill 
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Click LOV button and select Bill Ref No. Then click Gen Invoice button to generate 

sponsor invoice. After that, select Report Format by clicking drop down box to choose type 

of report and click Print Detail button to generate report. 

Access the screen by selecting Acct Receivable >> Sponsorship >> Sponsor Invoice 
>nsor Bing Cancellation. 

Cancelling Sponsor Billing 

 
Access the screen by selecting Acct Receivable >> Sponsorship >> Sponsor Invoice >> 

Sponsor Billing Cancellation. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 14-PWF021-1: Sponsor Bill Cancellation 
 

 

 
Select Enter Query, fill in Bill No and select Execute Query. Bill number that needs to 

cancel will be display. Click Select? box and Cancel button to cancel the bill. 
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Sponsor Payment 

Receive Payment from Sponsor 

Sponsor Payment is a process to knock-off student’s invoice that sponsored. The screen 

can be accessed by selecting Acct Receivable >> Sponsorship >> Sponsor Payment >> 

Receive Payment from Sponsor 

 

 
 

 

Figure 15-PWF003-1: Sponsor / Loan Payment Entry 
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Follow the step below to entry sponsor information:- 

1. Press F9 at Sponsor Code column, Sponsor List wills pop-up. Then select sponsor 

code and click OK. 

2. Insert information of Total Student, Payment Doc Ref, and Amount. 

3. Insert Student ID by press F9 to choose student ID from Student Listing pop-up. 

4.  Insert Receive Amt and click Create Sponsor Batch ID. Batch Id number will be 

generated. 

5. To insert Student ID in batch, refer Uploading Sponsor Payment step. 
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Sponsor Payment 

Uploading Sponsor Payment 

 

Access the screen by selecting Acct Receivable >> Sponsorship >> Sponsor Payment 

>> Upload Payment from Sponsor 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 16-PWF023-1: Sponsor/Loan Upload Data 
 

 
 
 

Follow the step below to upload:- 

1. Press F9 to select Batch ID from Sponsor Batch ID pop-up. Batch Id number was 

generated from screen Receive Payment from Sponsor. 

2. Click File Name LOV button to select CSV file in C and then click Upload button. 

3. After uploaded data, click Insert Data button. Column Remark will be update to 

status Inserted. 

4. Click Save. 
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Sponsor Payment 

Sponsor Payment Verification 
 

Access the screen by selecting Acct Receivable >> Sponsorship >> Sponsor Payment >> 

Sponsor Payment Verification 

 

 

Figure 17-PWF026: Sponsor / Loan Payment Verify 

 

 

Click Enter Query, fill in Batch Id number and then Execute Query. After checking the 

information, click Select All and Verify button to verify. 
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Sponsor Payment  

Student Invoice Knock Off Process 
 
Access the screen by selecting Acct Receivable >> Sponsorship >> Sponsor Payment >> 

Student Invoice Knock Off Process 

 

 

Figure 18-PWF004: Student Invoice Knock Off Process 

 

 

Click Enter Query, fill in Batch Id number and then Execute Query. After checking the 

information, click Select All and Process button to knock-off student’s invoice. 

 

After finished knock-off process, status field will update to process. If there balance Amt, 

continuing with refund process.  
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Sponsor Payment 

Sponsor Knock Off Posting 
 

Access the screen by selecting Acct Receivable >> Sponsorship >> Sponsor Payment 
>> Sponsor Knock Off Posting 

 

 

             Figure 19-PWF008: Sponsor Receipt Posting to GL 

 

Click Enter Query, fill in Batch Id number and then Execute Query. Then, click Select All 

and Post to GL button. Journal ID will generate. To edit the journal, Query Journal ID in 

Manual Journal Entry screen at General Ledger Module. 
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Sponsor Payment 

Cancelling Sponsor Payment 

 

Access the screen by selecting Acct Receivable >> Sponsorship >> Sponsor Payment 

>> Sponsor Payment Cancellation 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Figure 20-PWF024-1: Sponsor Payment Cancellation 
 

 

  
Click Enter Query on Batch ID field, enter Batch ID number and click Execute Query. 

Then tick Select? box or Select All button. After that, click Cancel button. The knock-off 

student’ invoice process will be reversed. 
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Refund 

Sponsor Refund Entry 
 

This screen is continuing process from Sponsor Payment which the balance received need 

to be refund to the student. Access the screen by selecting Acct Receivable >> 

Sponsorship >> Refund >> Refund Entry-Sponsor.  

 

 
 

 

Figure 21-PWF013-1: Refund Entry 

 

Click Enter Query on Batch ID field, enter Batch ID number and click Execute Query. 

Sponsor Information will be display. Then click Select All and Process button to generate 

Refund Batch No. 

 



 
 

 

 

MANUAL PENGGUNA AKAUN TERIMAAN 

(KEWANGAN PELAJAR)/ ACCOUNT 

RECEIVABLE (STUDENT)  

 

Muka surat :37/89 

Tarikh          : 8 JANUARI 2016 

 

UPSI(ISO)/BEN/P07/MP01 

Pindaan      : 00 

Keluaran     : A 

 

 

Refund 
Refund Approval 
 

Access the screen by selecting Acct Receivable >> Sponsorship >> Refund >> Refund 

Approval 

 

 

 

Figure 22-PWF018-1: Unapproved Refund Listing 

 

 

Click Enter Query, enter Refund Batch No and click Execute Query. Then click on LOV 

button to open screen Refund Approval. 
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Figure 22-PWF014-2: Refund Approval 

 

Follow the step below to approve refund approval:- 

 

1. Click drop down button at Payment Type, and select payment type:- 

 Journal – Payment instruction to bank  

 Voucher –Single or Multi 

 

2. Click drop down button at Refund Category and select refund category as below. The 

Pay To ID information will be generated base on selected refund category. 

 Elaun 

 Bayaran Balik Yuran  

 Pinjaman/Biasiswa Pelajaran 

 

3. Click Select All and Approve button. Voucher No/ Journal No will be generated. 

 

4. Click Detail button to redirect to voucher entry screen. 
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PTPTN  

PTPTN Upload Data 
 

PTPTN is a process of loan deduction based on outstanding debt balance. Access the 

screen by selecting Acct Receivable >> Sponsorship >> PTPTN >> PTPTN Upload Data. 

This screen function is to upload PTPTN data into the system. 

  

 

 

Figure 23-PWF010-1: PTPTN Upload Data 
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Follow the step below to upload and process deduction amount (using data from PTPTN):- 

1. Fill in reference number at Reference No field. 

2. Click Open button to browse the file address in C. 

3. Then click Start Upload button to upload the data. 

4. Click Update Student ID button after finished upload. 

5. Finally click Update Status button. 

 

Follow the step below to upload for knock-off process (using data from Bank Islam after 

deduction):- 

1. Fill in reference number at Reference No field. 

2. Click Open button to browse the file address in C. 

3. Then click Start Upload button to upload the data. 

4. Finally click Update Student ID button after finished upload. 
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PTPTN 

Export PTPTN Data 
 

Access the screen by selecting Acct Receivable >> Sponsorship >> PTPTN >> PTPTN 

Export Data. This screen function is to generate PTPTN deduction data for Bank Islam. 

 

 

Figure 24-PWF011-1: PTPTN Export Data 

 
Before starting export data, uploaded data can be checked at screen PTPTN Data Verify. 

Follow the step below to export data:- 

 

1. Create folder PTPTN at local disk C. This step only applicable if there no folder 

PTPTPN in disk C. 

 

2. Press F9 and choose the same Reference No that create at screen PTPTN Upload 

Data. 

 

3. Click Start Export for BIMB button and data text file will be saved in folder PTPTN. 

 

4. Email text file to BIMB 
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PTPTN 

Verify Data from PTPTN 
 

This screen can be used to view data PTPTN that upload into MyFIS and create Batch No 

to be used when processing knock-off student invoice. Access the screen by selecting Acct 

Receivable >> Sponsorship >> PTPTN >> PTPTN Data Verify. 

 

Figure 25-PWF012-1: PTPTN Data Verify 

To check the data, follow step below:- 

1. Press F9 at Reference No field, and choose the file’s reference number from the 

dropdown list. 

2. Click on Student ID column and then click Execute Query. 

3. The deduction amount can be edited (if needed) and save. 

 

To Create Batch No for knock-off processing, follow step below:- 

 

1. Press F9 at Reference No field, and choose the file’s reference number from the 

dropdown list. 

2. Click on Student ID column and then click Execute Query. 

3. Click Select All button. 

4. After that, click Create/Insert Batch No button to generate batch number. 

5. After getting Batch No, continue knock-off processing by follow step of Sponsor 

Payment in this user manual. 
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BIMB Bill Presentment  
 

Access the screen by selecting Acct Receivable >> BIMB >> Collection Account >> 

BIMB >> BIMB Generate Bill Presentment. 

 

 

Figure 26--WRF063-1:  BIMB Bill Presentment 

 

Follow the step below to generate bill presentment:- 

1. Please make sure folder c:/imsupsi/ was created at disk C before processing bill 

presentment. 

2. Fill in Program and Sem/Sem Intake parameter by clicking LOV button. 
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3. Then click New Student / Convo Student / Undergrad Stud / Postgrad Student to 

generate bill presentment. 

4. Bill presentment that generated will be saved in folder imsupsi. 

The fields are explained, as followed: 

Field Name Description Required 

File Name Name of bill presentment data Y 

Program Level of study: Degree/ Diploma/DPLI/ Master/PHD Y 

Faculty Student under specific faculty  

Sem/Sem Intake Intake semester to generate bill presentment Y 

Fine Type Type of fines  

Level Student semester  

New Student To generate bill presentment for offered student  

Convo Student To generate bill presentment for convocation fee  

Undergrad Student To generate bill presentment for active’s 

undergraduate student 

 

Postgrad Student To generate bill presentment for active’s 

postgraduate student 

 

Fines To generate bill presentment for fine  

Fines New Student To generate bill presentment for fine  
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Collection Account Via BIMB 

BIMB Bill Presentment Upload Data 
 

Access the screen by selecting Acct Receivable >> BIMB >> Collection Account >> 

BIMB >> BIMB Bill Presentment Upload Data. 

 

 

 

 

Figure 27-WRF064-1: BIMB Upload Data (Bill Presentment) 

 

Click Open button to browse bill presentment data. Then click Start Upload button. 

Reference No will be generated after finish upload. 
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BIMB Data Entry 

This screen can be used to insert knock-off data manually. Access the screen by selecting 

Acct Receivable >> BIMB >> Collection Account >> BIMB >> BIMB Data Entry 

 

 
Figure 28-WRF054-1: BIMB Data Entry 
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Follow the step below to entry the data: 

1. Insert Date, Total Record and Amount in first line Data Entry. 

2. For knock-off data, insert Data, Student Id and Amount. 

3. After insert data, click Save and Reference No will be generate. 

 

 

BIMB Data Processing 

Access the screen by selecting Acct Receivable >> BIMB >> Collection Account >> 

BIMB >> BIMB Data Processing 
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Figure 29-WRF048-1: BIMB Data Processing 

 
This screen function is to knock-off student invoice by using data from BIMB Bill 

Presentment Upload Data/ BIMB Data Entry. 

Follow the step below to knock –off student invoice: 

1. Click Enter Query, and insert Reference No from BIMB Bill Presentment Upload 

Data/BIMB Data Entry process. 

2. Click Execute Query, to view uploaded data. 

3. Click Select All and Fees Process button to start knock-off processing. 

4. Click Print Fees button to print fees collection report. 

5. Click Select All Others button for collection that has no invoice 

6. Click Fine / Others Process button to process collection that has no invoice/fines 

7. Click > Prints Fine to print fines collection report. 
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Creating BIMB Journal 

 

Access the screen by selecting Acct Receivable >> BIMB >> Collection Account >> BIMB 

>> BIMB Journal Creation 

 

 

Figure 30-WRF050-1: BIMB Journal Creation 
 

Click Enter Query, insert Reference No and then Execute Query. After that click Select? 

and Create Journal button to create Journal ID. Click Print Journal button to print journal 

report. 
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Querying BIMB Collection Account 

 

Access the screen by selecting Acct Receivable >> BIMB >> Collection Account >> BIMB 

>> BIMB Query 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

Figure 31-WRF047-1: BIMB (Collection Account) Query 
 

 
BIMB data can be query by Reference No / Date. To query, Click Enter Query and insert 

Reference No/Date. Then click Execute Query to view the data. 
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BIMB Report 
 

Access the screen by selecting Acct Receivable >> BIMB >> Collection Account >> 
BIMB >> BIMB Report 
 

 
 

 

Figure 32-WRR017F-1: BIMB Reports – Transaction Listing 
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To generate report, fill in the parameters and then click Run Report. To generate report in 

excel click Listing Excel button. The fields are explained as followed 

Field Name Description Required 

Date From Report’s start date Y 

Date To Report’s end date Y 

Bank Type of Bank Y 

Reference No Generate transaction listing by Reference No   

 

 
Figure 32-WRR017F-2: BIMB Reports – Collection Report 

 
To generate report, fill in the parameters and then click Run Report. The fields are 

explained as followed:- 

Field Name Description Required 

Date From Report’s start date Y 

Date To Report’s end date Y 

Bank Type of Bank Y 

Status Status of BIMB data  

Reference No Generate transaction listing by Reference No   
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Figure 32-WRR017F-3: BIMB Reports – Fine Collection Report 

 
To generate report, fill in the parameters and then click Run Report. The fields are 

explained as followed:- 

Field Name Description Required 

Date From Report’s start date Y 

Date To Report’s end date Y 

Bank Type of Bank Y 

Ptj Type of Fine/ Other  

Reference No Generate transaction listing by Reference No   
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Barring Student 
Access the screen by selecting Acct Receivable >>Barring Info >> Barring Student. 

 

 

Figure 33-WRR0115-1: Barring Student – Barring Setup 

 
The function of this screen is to block debt based invoice date. To setup, click Remove 
Date button and insert Barred Date. Then click Update Date button. 
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Figure 33-WRR0115-2: Barring Student – Barring Listing for Result Exam 

 
To view listing of student that was blocked, fill in parameters and click Search button. 

The fields are explained as followed 

Field Name Description Required 

Level of Study Level of Study Y 

Faculty Faculty  

Programme Course  
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Figure 33-WRR0115-3: Barring Student – Barring Listing for Register Semester 

 
To unblock the student, click Tick? Box or Select All button. Insert Semester and Unblock 
Reason, then click Unblock button. 
 

 

 

 

 

 

 

 

 

 



 
 

 

 

MANUAL PENGGUNA AKAUN TERIMAAN 

(KEWANGAN PELAJAR)/ ACCOUNT 

RECEIVABLE (STUDENT)  

 

Muka surat :57/89 

Tarikh          : 8 JANUARI 2016 

 

UPSI(ISO)/BEN/P07/MP01 

Pindaan      : 00 

Keluaran     : A 

 

 

 

Figure 33-WRR0115-4: Barring Student – List of Unblocked Student 

 

To view listing of student that was unblocked, fill in parameters and click Search button. 

The fields are explained as followed 

Field Name Description Required 

Level of Study Level of Study Y 

Faculty Faculty  

Programme Course  

Date From Start date Y 

Date To End date Y 
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Student Bank Account No 
 

Access the screen by selecting Acct Receivable >> Student Bank Account No >> 

Update Student Account No 

 

 
 

 

Figure 34-WRR039-1: Update Student Bank Account No 

Update account bank no by click Enter Query, insert Student Id and click Execute Query. 

Student information will be display. Insert Bank Code by click F9. Key-in Bank Account No 

and click Save. 
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Student Ledger Query 
 

Access the screen by selecting Acct Receivable >> Query >> Student Ledger Query 
 

 

Figure 35-WRF008: Student Ledger Query 

This screen view student information by Student Id/ IC No/ Semester/Name / Status/ 

Program/Course/ Faculty/ Bank Code/ Hostel and Bank Acc No. 
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Querying Invoice Listing 

 

Access the screen by selecting Acct Receivable >> Query >> Invoice Query 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Figure 36-WRF110-1: Invoice Listing 
 

To query invoice, click Enter Query and insert invoice information. Then click Execute 
Query to display invoice listing. For more information about the invoice, click Detail 
button. 

 

 

Figure 37-WRF004-1: Customer Invoice Query 
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Querying Receipt Listing 

 

Access the screen by selecting Acct Receivable >> Query >> Receipt Query 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Figure 38-WRF033-1: Receipt Listing 
 

 

To query receipt, click Enter Query and insert receipt information. Then click Execute 
Query to display receipt listing. For more information about the receipt, click Details 
button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

Figure 39-WRF005-1: Receipt Query 
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Querying Refund Listing 

 

Access the screen by selecting Acct Receivable >> Query >> Refund 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

Figure 40-PWF017-1: Refund Listing 
 

 

To query refund, click Enter Query and insert refund information. Then click Execute 
Query to display refund listing. For more information about the refund, click LOV button. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 41-PWF016-1: Refund Query 
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Query Sponsor Payment Receive 

 

Access the screen by selecting Acct Receivable >> Query >> Sponsor Payment Query 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

Figure 42-PWF007-1: Sponsor / Loan Payment Query 
 

 

To query sponsor payment receive, click Enter Query and insert Batch Id. Then click 
Execute Query to display information. 

 

 
Figure 42-PWF007-2: Sponsor / Loan Payment Query- Invoice 
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Query Sponsor Receipt Posting 

 

Access the screen by selecting Acct Receivable >> Query >> Sponsor Receipt Posting 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 43-WRF009-1: Sponsor Receipt Posting 
 

 

To query sponsor receipt posting, click Enter Query and insert Batch Id. Then click 

Execute Query to display information. 
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Query Receipt Invoice 
 

Access the screen by selecting Acct Receivable >> Query >> Receipt Invoice 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

Figure 44-WRF058-1: Receipt Invoice 
 

 

To query receipt invoice, click Enter Query and insert receipt invoice information. Then 

click Execute Query to display information. 
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Query Student Summon 

 

Access the screen by selecting Acct Receivable >> Query >> Student Summon 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

Figure 45-WRF075-1: Student Summon Query 
 

 

To query Student summon, click Enter Query and insert summon information. Then click 

Execute Query to display summon. 
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AR Reports 
 

This screen is to generate report by listing and it can be accessed by selecting Acct 

Receivable>>Account Receivable Reports >> AR Reports. 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 46- WRR001F-1: AR Reports – Daily Collection Tab 
 

 

Click on Daily Collection tab to generate Daily Collection report. Fill in the provided fields. 
The fields are explained as followed: 

 
Field Name Description Required 

Report ID Report ID can be selected from the dropdown list Y 

MOP Mode of payment can be selected from the dropdown 
list 

Y 

Entered By Username of the staff doing the entry Y 

Date from Report’s start date Y 

Date to Report’s end date Y 

 

 

Click on Run Report button to generate report in PDF format. 
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Figure 46- WRR001F-2: AR Reports – Invoice Listing Tab 
 

 

Click on Invoice Listing tab to generate Invoice Listing report. Fill in the provided fields. 

The fields are explained as followed: 

 

 Field Name Description Required 

Program   Select Program Level from the LOV button 

 

Y 

Year Year of invoice Y 

Semester Select Academic Year code from LOV button N 

Date from Report’s start date Y 

Date to Report’s end date Y 

Status Status of invoice  

 

Click Detail button to generate detail invoice listing report in PDF format 

Click Summary button to generate summary invoice listing report in PDF format 

Click on Exit button to exit screen. 
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Figure 46- WRR001F-3: AR Reports – Student Payment Structure Tab 
 

 

Click on the LOV button to select Course Code and click on Run Report button to 

generate report in PDF format. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 46- WRR001F-4: AR Reports – Refund Payment Instruction Tab 
 

 

Click on the LOV button to select Batch Id and click on Run Report button to generate 

report in PDF format. 
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Figure 46- WRR001F-5: AR Reports – Refund by Sponsorship Tab 

 
Click on the LOV button to select Batch Id or Sponsored By and click on Run Report 

/Listing Excel button to generate report in PDF/ Excel format 

 

 

 
 

Figure 46- WRR001F-6: AR Reports – Pecahan Yuran Tab 
 

Click on Pecahan Yuran tab to generate Pecahan Yuran report. Fill in the provided fields. 

The fields are explained as followed: 
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 Field Name Description Required 

Program   Select Program Level from the LOV button 

 

Y 

Intake Semester Intake Semester  

Semester No of semester  

Intake Category Intake Category  

Start Date Report’s start date Y 

End Date Report’s end date Y 

Sponsor Type of Sponsor   

  

Click Summary Report button to generate summary Pecahan Yuran in PDF format 

Click Detail Report button to generate detail Pecahan Yuran listing in PDF format 

Click on Exit button to exit screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Figure 46- WRR001F-7: AR Reports – Tuntutan Yuran Tab 
 

 
 

Click LOV button and select Bill No. Click Run Report button to generate report in PDF 

format. 
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Figure 46- WRR001F-8: AR Reports – Student Account Tab 
 
 

 

Click LOV button to select Program and Semester. Then click Run Report to generate 

Student Account No in PDF format. 
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Student Debtor Listing 
 
Access the screen by selecting Acct Receivable >> Account Receivable Report >> 

Student Debtors 

 

 

Figure 47-WRR021F: Student Debtors 

 

 

Fill in the provided fields to generate student debtors listing. The fields are explained as 
followed: 
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Field Name Description Required 

Program  Debtor listing base on Level of Study  

Faculty  Debtor listing base on faculty  

Course  Debtor listing base on course  

Student Semester No of semester  

Sponsor Type Debtor listing base on sponsor type  

Sponsor Id Debtor listing base on sponsor Id  

Start Date Report’s start date Y 

End Date Report’s end date Y 

Status Student status  

 

 

Click Summary button to generate summary debtors listing in PDF format 

Click Detail button to generate detail debtors listing in PDF format 

Click on Excel (Detail) button to generate report in excel format. 

Click on Exit button to exit screen. 
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Reminder Letter/Memo 

Surat Tuntutan Bayaran 
 

Access the screen by selecting Acct Receivable >> Account Receivable Report >> AR 
Reports >> Letter/Memo 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 48- WRR022F-1: Type of Letter - Surat Tuntutan Bayaran Tab 

 

 

Click on LOV button and select Invoice No to generate “Surat Tuntutan Bayaran”.  

Click on Run Report button to generate report in PDF format. 
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Figure 48-WRR022F-2: Type of Letter- Surat Tuntutan/Tunggakan Hutang Pelajar 

 

Fill in the provided fields to generate student debtors listing. The fields are explained as 
followed: 

 
Field Name Description Required 

No. Matrik  Student Id no. Y 

No Rujukan  Letter reference no. Y 

Tarikh Kemaskini  Letter date Y 

Tarikh Akhir End date Y 

 

Click on Run Report button to generate report in PDF format. 
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Reports by Listing 
 

This screen is to generate report by listing and it can be accessed by selecting Acct 
Receivable >> Account Receivable Reports >> Reports by Listing 

 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 49- WRR002F-1: AR Report Listing – Sponsor Tab 
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Click on Sponsor tab to generate Sponsor report. Fill in the provided field. The field is 

explained as followed: 

 
Field Name Description Required 

Sponsor Name Sponsor name can be selected from the LOV button Y 

 

 

Click on Run Report button to generate report in PDF format. 

Click on Run Report PASCA button to generate report in PDF format. 

Click on Run Report Persendirian button to generate report in PDF format. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 49- WRR002F-2: AR Report Listing – Laporan Caruman Insuran Tab 
 
 
 

Click on Laporan Caruman Insuran tab to generate listing of student for Insurance 

Contributions report.  

Fill in the provided fields. The fields are explained as followed: 
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Field Name Description Required 

Faculty Student’s faculty can be selected from the LOV button
  

Y 

Status Student’s status can be selected from the LOV button Y 

Program Level Student’s program level can be selected from the 
LOV button 

Y 

Semester Student’s semester Y 

Study Center Student’s study center can be selected from the LOV 
button 

Y 

 
 

Click on Run Report button to generate report in PDF format. 

Click on Listing Excel button to generate report in excel format. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 49- WRR002F-3: AR Report Listing – Akaun Pelajar Mengikut Program Tab 
 

 

Click on Akaun Pelajar Mengikut Program tab to generate Student Account by Program 

report. 
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Fill in the provided field. The field is explained as followed: 
 

 
Field Name Description Required 

Program Student’s program can be selected from the LOV 
button 

Y 

 

 

Click on Run Report button to generate report in PDF format. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 49- WRR002F-4: AR Report Listing – Penyata Lengkap Pelajar Tab 
 

 
 

Click on Penyata Lengkap Pelajar  tab to generate Student’s Full Statement report. 

 

Fill in the provided field. The field is explained as followed: 
 

 
Field Name Description Required 

Student Name Student’s name can be selected from the LOV 
button 

Y 

 

 

Click on Run Report button to generate report in PDF format. 
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Figure 49- WRR002F-5: AR Report Listing – List of Graduated Student Tab 
 

 

 

Click on List of Graduated Student  tab to generate List of Graduated Students report. 

 

Fill in the provided field. The field is explained as followed: 
 

 
Field Name Description Required 

Program Student’s program can be selected from the LOV 
button 

Y 

 

 

Click on Run Report button to generate report in PDF format. 
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Figure 49- WRR002F-6: AR Report Listing – Student Listing by Program Tab 
 

 
 
 

Click on Student Listing by Program  tab to generate Student Listing by Program report. 

Fill in the provided field. The field is explained as followed: 

 

 
Field Name Description Required 

Program Student’s program can be selected from the LOV 
button 

Y 

 

 
Click on Run Report button to generate report in PDF format. 
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Figure 49- WRR002F-7: AR Report Listing – Student List by Semester Tab 
 

 

Click on Student List by Semester  tab to generate Student List by Semester report. Fill 

in the provided fields. The fields are explained as followed: 

 
Field Name Description Required 

Sessi Student’s sessi can be selected from the LOV button Y 

Semester Student’s semester can be selected from the LOV 
button 

Y 

Program Level Student’s program level can be selected from the 
LOV button 

Y 

 

 

Click on Run Report button to generate report in PDF format. 
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Figure 49- WRR002F-8: AR Report Listing – Student Listing Tab 

 
Click on Student Listing tab to generate Student Listing report. Fill in the provided fields. 

The fields are explained as followed: 

Field Name Description Required 

Program Student’s program can be selected from the LOV 
button 

Y 

Study Center Student’s study center can be selected from the LOV 
button 

Y 

Status Student’s status can be selected from the LOV button Y 

Faculty Code Student’s faculty code can be selected from the LOV 
button 

Y 

Intake Category Student’s intake category can be selected from the 
LOV button 

Y 

Course Code  Student’s course code can be selected from the LOV 
button 

Y 

Sponsor Student’s sponsor can be selected from the dropdown 
list 

Y 

 

Click on EXCEL button to generate report in excel format. 

Click on Run Report button to generate report in excel format. 

 

 
 



 
 

 

 

MANUAL PENGGUNA AKAUN TERIMAAN 

(KEWANGAN PELAJAR)/ ACCOUNT 

RECEIVABLE (STUDENT)  

 

Muka surat :85/89 

Tarikh          : 8 JANUARI 2016 

 

UPSI(ISO)/BEN/P07/MP01 

Pindaan      : 00 

Keluaran     : A 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Figure 49- WRR002F-9: AR Report Listing – Unblock Listing Tab 

 

 

Click on Unblock Listing tab to generate Unblock Listing report. Fill in the provided fields. 

The fields are explained as followed: 

 

Field Name Description Required 

Program Student’s program can be selected from the LOV 
button 

Y 

Faculty Code Student’s faculty code can be selected from the LOV 
button 

Y 

Staff ID Staff ID can be selected from the LOV button Y 

Date From  Listing start date Y 

Date To Listing end date Y 

 

 

Click on Run Report button to generate report in PDF format. 
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Figure 49- WRR002F-10: AR Report Listing – International Student Tab 
 

 

Click on International Student tab to generate International Student report. 

Fill in the provided fields. The fields are explained as followed: 

 
Field Name Description Required 

Program Student’s program can be selected from the LOV 
button 

Y 

Status Student’s status can be selected from the LOV button Y 

 

 

Click on Postgraduate button to generate report in PDF format. 

Click on Undergraduate button to generate report in PDF format. 
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AR Reports (Student Account) - Aging 
 

This screen is to generate report by listing and it can be accessed by selecting Acct 

Receivable >> Account Receivable Reports >> A R  Reports (Student Account) 

from the main menu. 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

Figure 50- WRR020F-1: Account Receivable (Student) – Ageing (Student) Tab 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on Ageing (Student) tab to generate Ageing (Student) report. Fill in the provided 
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field. The field is explained as followed: 

 
Field Name Description Required 

Date From Report’s start date Y 

Date To Report’s end date Y 

Akaun Kod Account code can be selected from the LOV button Y 

Program Level Student’s program level can be selected from the LOV 
button 

 

Faculty Student’s faculty can be selected from the LOV button  

 

 

Click on Ageing button to generate report in PDF format. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Figure 50- WRR020F-2: Account Receivable (Student) – Ageing (Sponsor) Tab 
 

 
 

 

 

 



 
 

 

 

MANUAL PENGGUNA AKAUN TERIMAAN 

(KEWANGAN PELAJAR)/ ACCOUNT 

RECEIVABLE (STUDENT)  

 

Muka surat :89/89 

Tarikh          : 8 JANUARI 2016 

 

UPSI(ISO)/BEN/P07/MP01 

Pindaan      : 00 

Keluaran     : A 

 

 

Click on Ageing (Sponsor) tab to generate ageing (Sponsor) report. Fill in the provided 

fields. The fields are explained as followed: 

 

Field Name Description Required 

Date From Report’s start date Y 

Date To Report’s end date Y 

Account Type Account type can be selected from the LOV button  

Account Code Account code can be selected from the LOV button  Y 

 
 

Click on Ageing button to generate report in PDF format. 

 

 
 

 

 

 

 

 

 

 

 

 

 


