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Home screen
This is the Home
Screen for PDC
Management …

• 1st go to the given
URL.

• There are 2 different
user logins :

1. Dispatch Users

2. Finance Users

• Post login the user
will get his/her
respective modules
to work on.

• The credentials are
your official e-mail
ids, Password is
pass. You will change
it once you login.

• This is an online
system – you can
work from anywhere
anytime.



Your sign in screen
• Use your credential

to sign in …

• In case your
credential is not
given you can use
forgot and get the
instruction on your
official email id
which is your login id
too.

• Alternatively you are
still stuck then
contact
web.support@prism
ile.com /Sania.

• The application
records all login
errors and status for
processing purpose

mailto:web.support@prismile.com


Work for Dispatch is
to :-

• Enter the details of
the Disti’s PDC
received in the office
immediately from
time to time.

• Add the Distributor
in the master as and
when needed.

• Distributor is always
connected to a Field
Staff, hence Field
Staff Master must
be completed 1st.

• You have 2 reports
to see (a) Unclosed
PDCs and (b) your
PDC Register ..

Your Work-Menu

To Logout – click 
on the button



Manage Field Staff Entry
• Go to Distributor

Master  Field Staff
from your work-menu

• Enter the Name and
Designation in the
space provided and
click Create button to
create a new entry

• For Editing an existing
Field Staff select edit
button in front of the
name from the list and
change the name and
designation.

• Once the Name is
changed it gets
applied to all the
databases.

• Absolute care should
be taken & assure one
person one entry
ONLY.

Edit button

Delete 
button is 

Disallowed



Add the Distributor under the Field Staff
• Go to Distributor

Master  Connect
Distributor from your
work-menu

• Select the Field Staff,
Enter the Disti Name &
Credit Period in the
space provided and
click Create button to
create a new entry

• For Editing an existing
Distributor select edit
button in front of the
name from the list and
change the name.

• Once the Name is
changed it is available
for all future entries.

• Absolute care should
be taken to attach the
distributor to the right
Field Staff this .

Edit button

Delete 
button is 

Disallowed



PDC Entry (Main)
This is the main task,
go to “PDC Received”
to get this D/Entry
screen…

• Fill all the field as
shown/asked.

• Selecting the field
staff makes his/her
distributors in the
Attached Distributor
field to choose the
Distributor.

• Enter a short
description – this
can be used later in
search.

• Enter the invoice
details.

• You can attach a file
which is needed to
store for this entry.



DISPATCH CONCLUDED …

There are reports which are self explanatory and can be explored by the 
user by themselves …



Home Screen
• For Finance user’s

select the Finuser
Login from the home
screen to get
respective login.

• Do the login using
your credentials as
shown earlier.

• Finance user can
only login into their
modules likewise the
Dispatch user can
only login into their
modules.

• Hence Select the
right link from the
home screen.



Work for Finance is to
take the PDC and
deposit tin the Bank :-

• Enter the details of
the Actions Taken
on the PDC’s handed
over to them in the
office immediately
from time to time.

• The PDC Handed
over are 1st entered
and then handed
over, hence will be
always available to
record the actions
taken by F&A.

• You have 2 reports
to see (a) Unclosed
PDCs and (b) your
PDC Register ..

Your Work-Menu

To Logout – click 
on the button



Main Work
• F&A as per the SOP

are not maintaining
any Master Entry at
this point in this app.

• The only task is to
record the action
taken against each
PDC from time to
time.

• To do so, go to PDC
Given by Dispatch 
PDC Received.

• You will get all the
PDC Listed and
sorted based on the
PDC Date in
Descending order for
your comfort.

• Action Button will
take you to next
step.

Take Action Button



Step 1 - When PDC Deposited
• The system selects

Entry Screen based
on the needed
Action automatically
as per the SOP.

• No Steps can be
jumped or tried to
skip.

• Once an entry form
submitted cannot be
Reversed/Edited.

• Date of Entry is the
date you are doing
the entry.

• The grey box are for
information/entered

• Distributor is to be
selected as per your
choice, in case it’s
not found – contact
Dispatch.

• O/S as per our Books



Step 2 - When PDC is Cleared/Returned
• After the Deposit,

You will need to
capture the date on
which it got cleared
or bounced.

• Once you submitted
the deposit entry,
the status on the list
has changed to
[deposited] .

• At all the steps the
Remark has to be
captured, explaining
or providing needed
information.

• If the PDC is cleared
then that’s the end
of it, else the
transaction is not
completed and will
lead to the next
screen.



Step 3 – When Returned PDC is Received
• Once the PDC has

bounced, it will be a
good practice to
enter the reason as
stated by the bank in
the remarks.

• This is to capture the
date of returned
PDC received back.

• Once done then only
the transaction
closes else will
remain open.



When the Transaction is closed …
• When the PDC is

either Cleared or
Closed as in the
previous step, this
screen appears with
all the information
for the user to see as
an information.

• The 1st 3 date fields
are entered by you
corresponding to the
remarks as 1,2,…

• The PDC ID is
generated by
Dispatch.

• Dispatch can see all
the remarks entered
by you at all 3 steps.

BOSS SEES THESE ALL 
LIVE !!!


