
 

 

 

 

 

TTrraaiinniinngg  GGuuiiddee  

 

Generate Challan Forms  

 Second Semester or Onward 

 

 



 

 

Student Financials: 

How to generate Challan form for Second semester onward: 

Go to “Rcords and Enrollment” 

 .  

Further in that click “Student Term Information”.  

 

Now click “Term activate a student”. 



 

 

 

Enter the student’s registration number in ID field. And press Search. 

 

Now activate the term by clicking + button and entering that term (1013) in term field and press 

save button. 

 

 



 

 

 

 

Look for “Student Financials” link in left side menu and click it.  

 

Now click on “Tuition and Fees” and further click on “Calculate Batch Tuition”. 

 

 

Click on Calculate Tuition. 



 

 

 

 Click on “add new value” tab.  

 

And give any value like “anthro” for anthropology. 

 

You will be on a page “Tuition for Multiple Students”. Here select *Business Unit: value from lookup 

as QAUNV.  



 

 

 

 

 

 

Run Option value from drop down as “calculate and post tuition” 

Select option must be the value “required only” 

 

Academic Career value from lookup as “PGRD” 

Term value from lookup as “1013” Select  

Academic Program from lookup according to concerned department like “MSANT” for anthropology 



 

 

 

 

 

 

After pressing save.Run the process by press Run button on top right side 

 

 

Click OK button. 

 



 

 

 

 

 

 

 

 

 

Go to process monitor link on top right. 

 

 

Refresh the page by clicking the Refresh button until your process get success. 



 

 

 

Note: Your department fees for all the students of MSc 2nd onward will be calculated by above steps. 

You have no need to repeat the above step again to calculate Fees. 

Now Go to the link “Student Finanicals” . .  

 

Click the link “Bill customers”. 



 

 

 

Click on “Student Bills” link 

 

Click on “Create billing request” link 

 

Click on add new value tab. 



 

 

 

 

 

 

In Business Unit: select the lookup value QAUNV. And in Bill By Option: field lookup the value “Bill 

Range” or N. 

 

Click on Add button after filling all values. 

In Billing ID: Select from Lookup the value according to your department and your Program. Like “B-

MSANT-U” for MSc Anthropology. Give the value for Due Days like 2 for two days etc. 
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Now click on second tab “Billing Request 2”.  

 

 

 

 

 

 

 

In Bill term: Select the value from drop down as one term. In From Term: give the value 1013 and in To: 

give the value 1011. Select the value for Invoice layout: from lookup as MAINCAMPUS. 

 



 

Tick the check box Address not required as checked. 

After filling all the above values carefully click on Generate Invoice button. 

 

 

 

 

 

 

Now go to first tab “Billing Request1” and note down Billing Request Nbr: and Invoice range Start:  End: 

The start and End range will tell that how many students have been billed. You can verify the number of 

students here with the total students in your respective program.  

 



 

e.g if invoice range start: QAU-INVOICE-0000000140 and End: QAU-INVOICE-0000000160 it means 

total 20 students have been billed. 

Now go to “Print Invoice” link on left panel. 

Click on add new value tab .. 

 

 

 

 

 

 

Then give any value in Run Control ID like Print-ANT for anthropology 

 

 

Select Business Unit: value from lookup: as QAUNV. 

Select the value from drop down for Print Invoice by: Billing Request Number. And in Req Nbr: enter the 

value Billing request number that you have noted down before. 



 

Tick the checkbox Override Bill Request Layout and press save button. 

 

Now Press Run button on top right corner . 

 

 

 

Check the checkbox Print Invoices and click OK button. 

 

Click on Process Monitor and Refresh the page and note down the instance number. After Success  click 

on Go back to Print Invoice Other  
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Click on Report manager  



 

 

 

The go to Third tab Administration tab. 

 

 

Your report will be there with name SSF_Print_INV against your instance number. Click on it and All 

students’ Challan will be open in pdf form. Take a print of it. 

 

 


