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Section 1: Overview 

 

This guide will lead you through the steps of creating a bill using E-Billing Management System. 
 

 
Figure 1: Advantages of E-Billing 

 
Figure2: Types Of E-Billing 
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E-Billing Water Components 

 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

  

E-Billing 
Water

Water Domestic, 
Commercial and 

Industrial

Drainage / 
Sewerage Fee

Sector and 
Localities 

Connection

Water Rate and 
Ferrule Size 

Sector wise Fee 
and Arrear 
Collection

Water Rules 
Register

Message facility 
on Bill

Bill Generation 
Facility Monthly 

Quarterly, Six 
Month, Year 

Wise

Billing collection 
through Bank / 

Online

Consumer Profile 
Management



 

7 

 

Login E-Billing 

To login to E-Billing Management System use the below link in the address bar. 

Login Through E-Mail 
            elgcd.punjab.gov.pk/admin 

 

login through CNIC 
elgcd.punjab.gov.pk/login 
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User Dashboard 
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Water E-Billing 
Steps to add Water Information’s. 

Setup 
1. Select Water 

a. Add Water Sector 
b. Sector Locality 
c. Water Rate 
d. Bill Message 

 
 

a. Water Sector 
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Edit Water Sector 
Click on action button to Edit & Delete Water Sector 
Click on Edit button to edit Sector Name. 
Click on delete button to delete. 

 

 

Change Water Sector Name 
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b. Sector Locality 

 

Edit Sector Locality 
Click on action button to edit & delete Sector Locality 
Click on edit button to edit Sector Locality 
Click on delete button to delete sector locality 
To show total localities click on show locality button 
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c. Water Rate 

 

• Click on water Rate 

• Select Connection Type 

• Water Rate Title 

• Connection Fee 

• Security 

• Form/File Charges 

• Road Cut Charges  

• Other Fee 

• Monthly Water Rate 

• Monthly Sewerage Fee 

• Monthly Drainage Fee 

• Fine Mode 
o Rupees 
o Percentage 

• Add Fine 

• Printing/Processing Fee 

• Billing Period 
o Quarterly  
o Monthly  
o Yearly 

• Water Meter 
o Fill Given Requirements 

• Click on Save Rate 
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Edit Water Rate 
• Click on Action button to edit Water Rate 

 

d. Water Bill Message 
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E- Billing Water 
Steps: 

a. Consumer 
b. Bills 
c. New Connection Bill 
d. Arrears Update  

a. Add Consumer    
• Open Add Consumer Form by clicking Water<Consumer<Add Consumer 

• Fill Following Requirements 
Connection Details will be open after selection of Sector & Locality 

• Connection Type (e.g., Water Domestic ½) 

• Connection Rate 

• Old & New Connection Number (User Can change old & new connection Number) 

• Water Arrears, Sewerage and Sanitation Arrears 

• Connection Status (Regular Connection, New Demand, closed etc.) If Connection status new 
demand then demand will be generated separately with first bill print 

• Click on Save Button 
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Consumer List    
• Open Consumer List Form  

• Click on List Consumer Button to show consumer List 

  

Edit Consumer List   
 

• User Can Edit Consumer List by Clicking Action Button. 

• Consumer list facilitate User with Search By option  

• Using Search by Option User Can Filter List of consumers.  
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Water Bills  
User can access following options in Water Bills. 

a. Bill Generate 
b. Bill List 
c. Bill Receipt 
d. Bills Due Date 
e. Miscellaneous Bill 
f. Bill Print 

 

a. Bill Generate 

• Open Water Bill Generate form 

• Select Calendar Year 

• Billing Period (e.g., Quarterly, Monthly, Yearly) 

• Billing Duration 

• Select Sector 

• Bill Due Date 

• Click on bill generate 

• After Click bill generate option notification will be appeared in bell icon. 
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b. Bill List   
• Open Bill List form 

• Select Calendar Year 

• Billing Period  

• Billing Duration 

• Select Sector, Locality and Status (Paid, Unpaid) 

• Click on List Bill 

 

Edit Bill List 
• Click on action button to edit bill list 

• User can print 3 layers/4 layers single bill. 
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Edit Water Bill Information 
User Can Edit Water Bill information by clicking Edit Bill List option 
Following options are edit by users: 

• Water Arrears 

• Water Rent 

• Bill Fine 

• Sanitation 

• Drainage 

• Misc. Fee 

• Click on Save Change. 
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3-layer Water Bill Print 
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4-Layer Water Bill Print 
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c. Bill Receipt 

 

• Open Bill Receipt form  

• Enter Water Bill No 

• Click on Show Bill 

• Add Receipt Date 

• Total Received Amount 

• Click on Save button  

• User can receipt one bill multiple time. 

 

 

  



 

22 

 

d. Bill Due Date 
User can Update Water Bill due date locality-wise 

• Select Calendar Year 

• Billing Period 

• Billing Duration 

• Select Sector 

• Select Locality 

• Update Bill Due Date 

• Click on Update Button  
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e. Miscellaneous Bill 
 

Advance Miscellaneous Water Bill Generate 
• Select Billing Type (Advance) 

• Billing Period 

• Calendar Year 

• Billing Duration 

• Search By (Connection Number, Bill Number) 

• Enter Connection or Bill Number 

• Click on Show Detail 

• Enter Advance Bill Amount 

• Click on Generate Bill  
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Instalment Miscellaneous Water Bill Generate 
E-Billing also provide installment bill option  

• Select Billing Type 

• Billing Period 

• Calendar Year 

• Billing Duration 

• Select Search By (Connection Number, Bill Number) 

• Enter Bill or Connection number in Search Text 

• Click on Show Detail 

• Select No. of Instalment (one, two, three etc.) 

• Enter Due Date of Instalment 

• Click on Instalment Generate Bill 
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f. Bill Print 
• Open Water Bill Print form  

• Select Connection Type 

• Select Calendar Year 

• Billing Period 

• Billing Duration 

• Select Sector 

• Select Locality 

• Select Print Layers (3-layers, 4 Layers) 

• Select Sort by (Connection Number, Bill Number etc.) 

• Click on Bill Print button, print bill shown in bell icon 

• Click on Show list button to show Bills. 
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New Connection Bill Generate & Print 
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Arrear Update 

Save Arrear Update 
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Water Reports 

DNC Yearly Report 
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Water Bill Unpaid Report 
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Water Receipt Date Wise Report 
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Bills Generation

(Monthly, Quarterly, Half 
Yearly & Yearly)

Bill Installment & 
Advance Payment

List Of Bills Generated

Billing Period

Bill Duration

Bill Due Date

Bill Print Layers

Bills Receipts

Bills

Billing Period

Fine Rates

Fine Type(Rupees , 
Percentage)

Fine Mode (Per Month, 
Per Day)

Bill Message (English & 
jpg Pic)

Account Number For 
Deposit Of Bill

Fine Setup

Add Type Of Property, 
Sub Type Of Property

Sector Of Property

Property Type

E - Billing Management Information System Work Flow  
(PROPERTY) 
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E-Billing Property  Components  

•Shop / Cabin

•Building / Plaza

•Land / Thara

Property Management

•Sector and Localities wiseProperty location

•Sector and Shop wise Rent and Arrear Collection 
Reports

•Bill Collection through Bank and Online 

•Proper Rules Register online available

Property Rent/OSR Collection

•Regular Bills and Advance Billing Printing

•Bill Installments and Bill Message

•Bill Generation Monthly, Quarterly, Six Month and 
Yearly

•Bill Fine Property types wise (Like Fix, Percent, Per 
day)

E-Billing

•Tenant Information

•Contract Information

•Postal Address

Tenant Profile Management 
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Property E-Billing 

Setup 
Property Setup Facilitate user to add Fine Setup and Bill Message 

• Select Setup 

• Click on Property  

• Fine Setup 

• Bill Message 

Fine Setup 
• Select Billing Period 

• Property Type & Sub Property Type 

• Property Fine 

• Effective Date 

• Fine Type (Rupees, Percentage) 

• Fine Mode (Per Month, Per Day) 

• Click on Save Rate Button  
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Bill Message 
• Write Bill Message (Max Characters 250 and Max line 5) 

• Enter Account Number  

• Add Attachment  

• Click on Save Button 
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        Property Bill          

User can access following options in Property Bills. 
a. Bill Generate 
b. Bill List 
c. Bill Receipt 
d. Bill Due Date 
e. Miscellaneous Bill 
f. Bill Prints 

 
 

a. Bill Generate 
• Select Property Type 

• Sub Property Type 

• Select Calendar Year 

• Select Billing Period 

• Billing Duration  

• Select Sector 
• Select Bill Due Date and Click on Calculate Renewals. 
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b. Bill List    
• Open Property Bill List Form  

• Select Calendar Year 

• Billing Period (Monthly, Quarterly, Yearly) 

• Billing Duration 

• Select Sector 

• Property Type (Shop, Building, etc.) 

• Select Sub Property Types 

• Select Status (Paid, Unpaid) 

• Click on List Bill option.  

• Click on action button to edit bill. 



 

37 

 

3 Layer Property Bill Print 



 

38 

 

4 Layer Property Bill Print 
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c. Bill Receipt 
• Open Bill Receipt Form 

• Add Property Bill No 

• Click on Show Bill  

• Enter Receipt Date 

• Enter Total Receipt Amount 

• Click on Save Button 
Bill Receipt Entry will be shown below in Bill Receipt List 

• Click on action button to edit and delete bill receipt list.  
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d. Bill Due Date 
E-Billing facilitate user to update due date of Property Bill 

• Select Calendar Year 

• Select Billing Period 

• Billing Duration 

• Select Sector 

• Select Bill Due Date 

• Click on Update Button 
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e. Miscellaneous Bill     
• Select Billing Type (Advance, Instalment) 

• Property Type 

• Sub Property Type 

• Billing Period 

• Calendar Year 

• Billing Duration 

• Select Search By (Property Code, Bill Number) 

• Enter Bill number or Property Code on Search Text. 

• Click on Show Detail Option 
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f. Print Property Bill    
• Select Property Type 

• Sub Property Type 

• Select Calendar Year 

• Select Billing Period 

• Billing Duration 

• Select Print Layers (3 layers, 4 layers) 

• Select Sort By (Bill No, Property Sector, Property Name etc.) 

• Click on Bill Print option, Notification of bill print will be shown on bell icon. 

• Click on Show list button to show list of Print.  
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Arrear Update   
E-Billing Software facilitate user to update an Arrear of Employee.  

• Open Arrear Update form 

• Select Sector 

• Select Property Type 

• Select Sub Property Type 

• Select Litigation if Required 

• Click on List Properties 

• Enter New Arrears 

• Enter Renewal Date 

• Click on Save Button  
For Print Arrears Click on Download button  
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Report 

Property Bill Daily Receipts Report      
• Enter Receipt Date 

• Select Property Type 

• Select Sector 

• Check on Report Type (Detail, Summery) 

• Click on Show Report 

• Click on Print button to print Report 

 

DNC Yearly Report 

 


