
 

 

 

 

USER MANUAL 

 

COLLECTION SYSTEM 
 

 

 

 

 

 



1.0 LOGIN 

 

 

To log in, enter provided user ID and the 

temporary password before pressing Log 

In Button 



2.0 CHANGE PASSWORD 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To change your password, after 

successfully logged in, go to setting menu, 

and choose Change Password submenu. 

 

 

Enter the required fields on the form 

before pressing submit button 



3.0 CHANGE LANGUAGE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To change the system language, user may 

click on the flag icon on the top right. 

 

 

 



4.0 FULL SCREEN 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

User may press F11 or button on the top 

to change into full screen mode. 

 

To disable full screen function, press F11 

again or the button 



5.0 STATEMENT BANK 

5.1 UPLOAD STATEMENT  BANK 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To upload the daily bank statement, go to 

the Bank Statement menu and click 

Upload Bank Statement. 

Select the Bank and Statement Date, 

then click Upload to upload the bank 

statement. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The list of uploaded bank statements will 

be displayed at the bottom of the page. 



5.2 STATEMENT BANK 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To view statement bank , user have to go 
to the 

Bank Statement menu and choose 

Upload List. 

Click the View button to open the pop-up 

form for registering the mail number. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The bank statement details will be 

displayed, showing the list of mail 

numbers that have been registered 

and those that have not yet been 

registered. 

To register a mail number, select the 

Mail Category, select the relevant 

bank statement row, and click the 

Register PBH button. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For registered bank statements, the mail 

numbers will be displayed according to 

their respective categories. 



 

6.0 ONLINE RECEIPT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To make a receipt, user have to go to 
the 

Receipt menu and choose Online 

Receipts 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The system will display a list of 

allocated mail numbers. 

 

The list shows the mail numbers 

that have been processed and 

those that are still pending receipt 

generation. 

 

To generate a receipt, click the 

Generate Receipt button. 

 



 
 

The online receipt processing form is 

now available for use. 



 
 

Enter the payer's information. 



 

 

Enter the payment information. 

For online receipts, the bank details 

and payment amount will be 

automatically populated by the 

system. 

Users can review the information 

before proceeding with the receipt 

processing. 



   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

User may press the add button after 

finish fill in all the required info. 

As user press the add button. 

Additional table will be display on 

the bottom. 

 

In additional, the red minuses 

button can be press to remove the 

payment type. 

 
User may press Process Receipts 

button when done. 

 
*Only one payment method and 

one payee can be generated in 

one process. 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The system then will generate a 

receipt with all the detail filled 

earlier. 

 



7.0 NEW RECEIPT 

 

 
 

To make a receipt, user have to go 
to the 

Receipt menu and choose New 

Receipts 

 

 
A form will be displayed. User 

need to fill all the required field 

before pressing submit button 

 



 
 

Before submitting the form, user have to 

fill the payee details which is payee type, 

payee identity number or company 

number, name and address details. 

 
If the payee is existing payer, the form will 

be filled automatically after user fill in the 

identity number or company number. 

 
To update Existing payer data, press 

Update button. 

After fill in payee details, user have to fill in 

required payment details which is payment 

method, payment for and amount. 

Reference can be fill in in case the payee 

requires additional info to be write on the 

receipts. 

 

 

User may press the add button after finish 
fill in all the required info. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After fill in payee details, user have to fill 

in required payment details which is 

payment method, payment for and 

amount. 

 

Reference can be fill in in case the payee 

requires additional info to be write on the 

receipts. 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

  User may press the add button 

after finish fill in all the required info. 

As user press the add button. 

Additional table will be display on 

the bottom. 

 
User may repeat the same 

process in case the payee wanted 

to pay for another zakat in the 

same receipts. 

 
In additional, the red minuses 

button can be press to remove the 

payment type. 

 
User may press Process Receipts 

button when done. 

 
*Only one payment method and 

one payee can be generated in 

one process. 

 

  



 
 

The system then will generate a 

receipt with all the detail filled 

earlier. 

 



8.0 SEARCH RECEIPT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To search a receipt, user have to go 

to the Receipt menu and choose 

search 

A form will be displayed. User need 

to fill either date range or key in 

receipt number/ payer identity before 

pressing search Button. 

 

The list will be displayed according 

to the information entered. 

Press Print Receipt to print the 

receipt. 

 



9.0 AGENT MODULE 

9.1 UPLOAD AGENT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For Agent Receipts, users need 

to upload the payer information 

first. 

  Go to the Agent menu and click  

Upload Agent. 

 Select the payment file and click 

Upload. 

  The list of uploaded files will be 

displayed at the bottom of the 

page. 

    



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Users can click the View button to 

display the list of payers assigned to 

the agent. 



9.2 RECEIPT AGENT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To process an Agent Receipt, go to 

the Agent menu and click Agent 

Receipt. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the License No. to choose the 

agent for receipt processing. 

Then, select the Counter from the list 

where the agent collected the 

payment. 

The list of payers will be displayed 

automatically at the bottom of the 

page. 

The total collected payment amount 

will be automatically populated in the 

input field. 

Users then need to enter the 

remaining required information. 

 



 

 

 

 

 

 

 

User may press Process Receipts 

button when done. 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The system then will generate a 

receipt with all the detail filled earlier. 

 



9.3 SEARCH RECEIPT AGENT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To search a  receipt agent, user have 

to go to the Agent menu and choose 

Search Agent. 

A form will be displayed. User need to 

fill either date range or key in receipt 

number/ payer identity before pressing 

search Button. 

 

The list will be displayed according to 

the information entered. 

Press Print Receipt to print the 

receipt. 

 



10.0 CANCELLATION 

10.1 NEW REQUEST 

 

 

To make a receipt cancellation, user have 

to go to the Cancellation menu and 

choose New Request 

 

 

A form will be displayed. key in receipt 

number and press Search 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
The list will be displayed according to the 

information entered. 

 

 
Press New Cancellation Button to 

proceed. 



 
 

 

 

 
A popup will display. 

 
Fill in the Cancellation Reason and tick 

either it had a replacement receipt or not 

and press Proceed 

 

 
*If the user tick yes on replacement 

receipt, the receipt will be displayed on 

“haven’t replace” tab 



 

 

  

 

 
Once the user request cancellation, the 

receipt will be on the Request List tab as 

long as the cancellation didn’t get 

approval. 

 

 
The user may update the cancellation 

request by pressing the update button. 



 

 

 

 
A new popup will be shown with filled in 

form. To update any of the field, simply 

change the value and press update 

button 

 

 
To cancel the request, press Cancel 

Request button 



10.2 APPROVAL CANCELLATION 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To Approve a receipt cancellation, user 
have to go to the Cancellation menu and 
choose Approval 



 

 

 

 
The list will only display the receipts which 

in request for cancellation 

 

 
To proceed, press on the list to display the 

cancellation details such as reason and 

replacement existence. Then Insert the 

review into the required field and press 

Approve Cancel Receipt 



  

 

 

 
Once Approved, the receipt will be on the 

Cancellation List tab. 

 
User may search by receipt number or 
cancellation approval date to view. 

 



10.3 CANCELLATION REPORTS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To view cancellation reports, user have to go 
to the Cancellation menu and choose 
Reports. 

There is two tab which is “Haven’t 

Replace” and “Cancellation List” 

All cancelled receipts will be display on 
Cancelation List while some which 
haven’t been replace will be on the other 
tab until the user update the replace 
receipt number here. 

To view detailed information about the 
receipt, press View 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The cancelled receipt details will display 

all the detailed information about the 

cancelled receipt such as receipt number, 

request date etc 

 

 
User may view cancellation form by 

pressing the print button on the top 

 



 

 

 

 

 

 

 

 
If the user ticks the replacement 

availability earlier, there will be 

replacement receipt function at the 

bottom. 

 

 
User may press the New Replacement 

button to add the replacement receipt 
number 



 

 

 

 

 

 

 

 

Once press, a new tab will be displayed. 
User may add the replacement receipt 
number before pressing save 



 

 

 

 

 

 

 

 

 

Once Cashier finish adding replacement 
receipt number, the supervisor may 
pressing confirm replacement to 
remove the receipt number from the 
haven’t replace list. 



11. REPORT 

 

 

 

To view collection report, user may proceed 
by clicking the reports menu 

 

 

A form will be displayed. Choose from and 
to date and user may select a report before 
pressing display. 



12.0 SETTING 

12.1 CHANGE PASSWORD 

 

 

To change your account password, you may 
proceed to setting menu and choose 
change password 

 

 

A form will be displayed. Key in your new 
password and confirm your new 

password before pressing update. 



12.2 MASTERCODE 

 

 

 

Mastercode is a page used to add or 
remove options found in the citation 
system such as region, title, state etc 

To add or edit the mastercode, press Setting 
on the menu and choose mastercode 

User may add new data by pressing the 
green button on the top 

To edit, first pick the category and press the 
blue button on the right of the list 



12.3 USER ACCESS 

 

 

 

To manage the collection system users, 
you may go to setting menu and choose 
user 

A page will be displayed. To add new user, 
press the green button on the top while to 
edit a user, first you have to enter the name 
or identity number and press search. 

The list then will be updated depend on the 
search. Press the blue button on the right 
to update the user information or the green 
button on the right to update the user 
menu access. 



12.3.1 ADD NEW USER 

 

 

 

 

 

To add new user, enter all the required 

input and press save once done 



12.3.2 ACCESS MATRIX 

 

 

In order to use collection system, all users 
should be given access to the menu they 
wish to use. 

To give access to users, tick on the box 
which the user shall be given access to 
and press save. 

Once given, user should logout and login 
before the menu appear in their browser 



12.4 COLLECTION TARGET 

 

 
To manage the collection target, you may 

go to setting menu and choose Collection 

Target 

 

 
A page will be displayed. To add new 

yearly target, press the green button on 

the top while to edit a target, press the 

blue button on the right side of the list. 

 

 
you can also set targets according to the 

type of zakat by pressing the green button 

on the right of the list. 



12.4.1 NEW COLLECTION TARGET 

 

 

 

To add a new collection target, user shall 
press the green button on the top of the 
page. 

 

A new page then shall popup. User must 
pick the year of the target then fill in 
monthly target and press Save 



12.4.2 EDIT COLLECTION TARGET 

 

 

 

To edit the yearly collection target, user shall 
click on the blue button on the list. 

 

A new page will be displayed where user 
may edit the collection target. 

Once done, user may press update button 



12.4.3 COLLECTION TARGET BY TYPE OF ZAKAT 

 

 

 

To edit the yearly zakat collection target, 
user shall click on the green button on the 
list. 

 

A new page will be displayed where user 
may fill in the target of each zakat type 

Once done, user may press save button. 

 

 

*User have to insert yearly target 

before this menu can be inserted 

*the yearly target and zakat target total 

shall be the same 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 


