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GROUP REGISTRATION 

1. 

 

2. 

 

 

 

 

PROSES TERIMAAN 

 

 

 

 

1. Click Admission > Grouping 

 

2. Click New Icon to register group id. 

3. Choose Subsidiary, District, and Mode/ Type. 

4. Click SAVE button to finish registering group id for payment voucher. 

 

C 
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3. 

 

 

 

 

 

 

4. 

 

 

 

 

 

5. Click the Applicant ID No. to choose from the list of registered ID. 

6. Insert Remark, Reference No. and Amount of payment. 

7. Click SAVE to insert ID No. into the list of group id. 

 

* Can also DELETE from the 

group id list by clicking checkbox 

and clicking DELETE button. 

 

C 

C 
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PAYMENT APPLICATION 

 

1. 

 

 

2. 

 

 

 

 

 

 

 

 

 

1. Click Payment Application > Group 

 

2. Insert District ID No. for payment voucher and 

click SEARCH button  
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3. 

 

 

 

 

 

 

4. 

 

 

 

 

 

3. Choose group id at Subsidiary dropdown. 

4. Choose Month, Year and insert description. 

5. Click PROCESS button to register and create applyno. 

 

6. Applyno will be shown and use during the payment process. 
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APPROVAL 

 

1. 

 

 

 

2. 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click Approval 

 

2. Search the list by ApplyNo and click SEARCH button. 

3. Click the data shown to view the details. 
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3. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Select Action and insert Remark. 

5. Choose Approve By for Audit Process later in voucher payment. 

6. Click PROCESS button to proceed. 
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VOUCHER PROCESS 

1. 

 

 

2. 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click Voucher Registration > Voucher 

Process 

 

2. Search the list by ApplyNo and click SEARCH button. 

3. Click the data shown to view the details. 
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3. 

 

 

 

4. 

 

 

 

 

 

 

3. Update Recipient ID No. according 

to the district ID No. 

4. Insert Remark and Voucher No. 

5. Choose Voucher Approval By and click PROCESS button to show Voucher and Recipient List. 
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5. 
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REGISTER VOUCHER 

1. 

 

 

2. 

 

 

 

 

 

 

 

 

 

 

 

1. Click Voucher Registration > Register 

Voucher 

 

2. Search the list by ApplyNo and click SEARCH button. 

3. Click the data shown to view the details. 
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3. 

 

 

 

 

 

4. 

 

 

 

 

 

4. Choose Registration Date and click REGISTER button. 

5. DB No. will be shown after finish registering. 
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VERIFICATION 

1. 

 

 

2. 

 

 

 

 

 

 

 

 

 

 

1. Click Voucher Registration > Verification 

 

2. Search the list by ApplyNo and click SEARCH button. 

3. Click the data shown to view the details. 
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3. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Insert Remark and File No. 

5. Click PROCESS button to show Voucher and Recipient List. 
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AUDIT VOUCHERS 

1. 

 

 

2. 

 

 

 

 

 

 

 

 

 

 

1. Click Auditing > Audit Vouchers 

 

2. Search the list by ApplyNo and click SEARCH button. 

3. Click the data shown to view the details. 
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3. 

 

 

4. 

 

 

 

 

 

 

4. Click Applicant/ Recipient 

List to update Recipient List 

during Audit Process. 

 

5. This page allow to insert, edit and delete data from this ApplyNo. 

6. Click BACK button if already finish auditing this voucher. 
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5. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Update the total amount of voucher if there are any changes. 

8. Insert Remark and click PROCESS button to complete Audit Process.  
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2ND APPROVER 

1. 

 

 

2. 

 

 

 

 

 

 

 

 

 

 

1. Click Auditing > 2nd Approver 

 

2. Search the list by ApplyNo and click SEARCH button. 

3. Click checkbox and PROCESS button to approve by bulk. 

4. Click data to show details. 
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3. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Insert Remark and click PROCESS to complete final 

approval process needed for payment. 
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BWT REGISTRATION 

1. 

 

 

2. 

 

 

 

 

 

 

 

 

 

 

1. Click Auditing > BWT Registration 

 

2. Search the list by ApplyNo and click SEARCH button. 

3. Click checkbox and PROCESS button to Register BWT by bulk. 

4. Click data to show details. 
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3. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Insert Remark and click PROCESS button. 

6. BWT No. will be shown after finish registering BWT No. 
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ELECTRONIC FUND TRANSFER (EFT) 

 

1. 

 

 

2. 

 

 

 

 

 

 

 

 

1. Click Auditing > Electronic Fund Transfer 

 

2. Search the list by BWT No. and click PROCESS button. 

3. Click checkbox and choose EFT Bank, next click PROCESS button to complete 

EFT Process. 

4. Click data to show details. 
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3. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Click PRINT button to see EFT voucher. 
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EXPORT TO EXCEL 

1. Click Upper menu > Export 

  

 

 

 

2. 

 

 

 

 

 

 

 

 

 

 

 

2. Search the list by EF No. and click SEARCH button. 

3. Click data to proceed to download excel page. 

 

4. Click EXPORT button to download 

excel to be use for payment with bank. 
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EFT BANK 

1. Click upper menu > EFT Bank 

 

 

 

 

 

2. 

 

  

 

 

  

 

2. Search the list by EF No. and click SEARCH button. 

3. Click data to proceed to page for updating EFT No. from bank. 

 

4. Choose Bank EFT Date and Bank Account No. 

5. Insert Bank EFT No. and Remark, next click PROCESS button to complete process. 
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ACCEPTANCE LETTER 

1. 

 

 

 

 

2. 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click Auditing > Electronic Fund Transfer 

 

2. Search the list by ApplyNo and click SEARCH button. 

3. Click data to show details. 

 



DISTRIBUTION SYSTEM       | 2022 
 

JABATAN TEKNOLOGI MAKLUMAT (JTM) 

 

3. 

 

 

 

 

 

4. 

  

4. Click checkbox on payment data to view letter for payment. 

5. Click PROCESS button to view letter. 


