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IMPLEMENTATION CHECKLIST& UNDERTAKING- FEE MANAGEMENT*

Date: ______________

Name of In-Charge: _______________________________ Designation & Contact No.: __________________________
Training Attended (Yes/No): _______________________      My User id is working (Yes/No):_____________________
I have checked the software functionality with sample/live Data (Yes/No):___________________________________

Note: All the points to be verified by Module In-charge/School Authority.

	Check list
	Status (Y/N)
	Implementation Consultant’s Remarks

	Fee Cycle
	
	

	Fee Instalment (If Applicable) 
	
	

	Instalment Wise Fine (If Applicable)
	
	

	Fee Components
	
	

	Transport Fee Synchronization with Transport Management Module
	
	

	Receipt No Scheme
	
	

	Receipt No. Scheme for Miscellaneous Fee
	
	

	Bank’s Master
	
	

	Concession Heads
	
	

	Concession Assignment

	
	

	Optional Fee Assignment (if Any)
	
	

	Approval Process for Concession
	
	

	Approval Process for Waivers
	
	

	Approval Process for Late Fee
	
	

	Approval Process for Cancel Receipts
	
	

	Fee Category Wise Mapping (If Applicable)
	
	

	Late Fee Fine
	
	

	Cheque Bounce Charge
	
	

	Fee Receipt Format Finalization
	
	

	Extra Fee Receipts Hidden
	
	

	Miscellaneous Fees Creation
	
	

	Fee Receipt SMS
	
	

	Cheque Bounce SMS
	
	

	Pending Fee SMS & Email Template
	
	

	Fee Day Book and Pending Fee Reports Finalization (Excel and PDF)
	
	

	Extra Report Hidden
	
	

	TRAINING POINTS

	Dashboard:

* Today’s date Collection
* From Date & To Date Filter
* Export to Excel and Print Button
* Class Wise Graphs Collection
* Fee Component Wise Table
Summary with Print Option
* Misc. Fee Collection Summary with  Print Option
* Fine Type Summary with Print Option
* Concession Details with Print Option
* Instalment Wise Fee Summary with Print Option
	
	





            Excellent         Very Good            Good                Average

	Student Fee Receipt

* Filter and Search Option
* Use of Add Receipt, Add Receipt By Year, Add Family Receipt, Next Session Receipt and Export to Excel Button
* Edit Fee Receipt, Generate Fee Receipt, Cancel Fee Receipt
* Understanding of Black, Blue (Cheque Bounce Receipts) and Red (Cancel Receipts)
* Amount with swipe charge understanding (If applicable)
	
	




            Excellent         Very Good            Good                Average

	Assign Optional Fee

* Filter and Search Button
* Use of Add Optional Fee, Add Optional Fee By Adm. No.,
* Port Optional Fee
	
	

            Excellent         Very Good            Good                Average

	Assign Concession

* Port Concession
	
	
            Excellent         Very Good            Good                Average

	Assign Fee Waivers

* Port Student Waiver
	
	
            Excellent         Very Good            Good                Average 

	Late Fee Waiver

* Port Student Waiver
	
	
            Excellent         Very Good            Good                Average

	Cheque Details
* Update Cheque Details
* Update Cheque Details by using check box (for multiple bounce entry)
* Cheque Bounce Attachment
* Bounce Charge Applicable Check Box
	
	


            Excellent         Very Good            Good                Average

	Miscellaneous Fee Entry
* Update Cheque Details
* Student Refund Process
* Student Imprest Account
* Student Advance Fee
* Fine Carry Forward Amount
* Post Dated Cheque Details
* Non Student Misc. Fee
* Due Misc. Fee
	
	



            Excellent         Very Good            Good                Average

	Reports
* Fee Day Book
* Fee Day Book Template Report
* Fee Summary Report
* Pending Fee Report
* Pending Fee SMS/Email
* Cancelled Receipts Report
* Excess Fee Report
* Student Login Block History
* ECS/NACH Communication (If Applicable)
* Excess Fee Adjust
	
	



            Excellent         Very Good            Good                Average

	Set Up
* Cheque Bounce Charges
* Compile Fee
* Student Fee Detail (for NACH only)
* Student Define Fee
* ECS Fee (for NACH only)
* Fee date between Academic Year :
* Restrict backdated entry
* Future Date fee entry allow
* Cash Limit in Fee Receipt
* Receipt Depend on Fee Template in Fee Uploading
* Enable discount on overall amount
* Discount on Fee Component
* Default Fee Category
* Late Fee Waiver Nil After fee Submission
* Delete Editable Disabled in Fee Receipt
	
	






[bookmark: _GoBack]            Excellent         Very Good            Good                Average














Remarks by Module in charge (also mention if issue/requirements):

_____________________________________________________________________________________________
_____________________________________________________________________________________________

Remarks by Implementation Consultant:

______________________________________________________________________________________________
______________________________________________________________________________________________
DISCUSSION POINTS

______________________________________________________________________________________________
______________________________________________________________________________________________







Signature of Implementation Consultant							School Seal
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