
AG Policy 2020 Payment at Authorized Collection Agency-User Manual 

 

1 
 

 

AG Policy 2020 Payment at Authorized Collection Agency 

User Manual 

Part A: Collection Center Registration Process Flow 

 

 

 

EE
• Registration

SE
• Request Approval & Forward

FICO-
CTM

• Request Approval & Vendor generation in ERP

EE
• Sign scan copy of aggrement upload.
• User ID auto generation and same will be intimated to user via email. 
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1. Registration: 

a. Login to OCCS website by EE’s credentials. 

b. Ag policy Registration menu available for registration form. 

 

 
 

c. Fill up information. 

a. Select agency and enter name of organisation. 

b. Personal details 

i. Chairman 

ii. Address of organisation.  
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c. MSEDCL Bill details: Organization energy bill consumer number. 

d. Bank Details: Organization bank details. 

e. Upload Documents: 

i. Pan card of Chairman. 

ii. Aadhar of Chairman. 

iii. Cancel cheque of organization. 

iv. Latest energy bill of organization. 

v. Address proof of organization.  

f. Submit the form. 
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Registration form Screen 
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1. Registration OTP 

a. Registration OTP will be sent Chairman’s mobile number. 

b. Enter OTP received on SMS. 
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1. Registration successful: please note down registration id for further communication. 
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2. Track Request: 
a. Enter registration id.  
b.  
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After FICO-CTM Approval  
 

1. By EE’s login agreement download and upload scan copy of same. 

2. User ID and password will be generated and mailed to user via email. 
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Request for agreement upload. 
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Part B: Collection Center Login and Payment Process 

 

1. Register Sugar Factory/Sahakari Sakhar Karkhana in MSEDCL OCCS System for Collection Counter  

2. After Successful Registration, collection counter agency data will be fetched in Online portal and agency can make login using Mobile No. and OTP. 

(Validation of Mobile No. for One collection counter agency) 

3. After entering correct OTP, agency can see own registered details.  

4. Consumer details can be entered on the screen. 

5. Enter Consumer No. 

 

 
 

6. Click on search button. 
 
 

 

Enter 
Consumer No. 
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7. It will display Consumer details. 
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8. Payable Amount calculations and Arrears details are displayed as below 
 

 
 
 
 
 
 
 
 

Amount to be paid. (Amount 
can be changed i.e. partial 
payment can be done) 

Incentive amount is 
displayed as per 
circular. 

Click on Pay Now for 
online payment 
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9. Consumer can select any online payment mode and payment gateway and pay the amount. 
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10. After Successful Transaction; Transaction receipt to Vendor will be displayed as below 
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11. Vendor/User has to click to print consumer receipt to issue Actual Paid Amount receipt to consumer. 
 

12. Below is sample Consumer paid receipt format. 
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13. Day End process: At the end of the day, Vendor/User needs to click on Day End process Menu. 

14. At Day End Process Screen, User needs to generate Day End Invoice and Input GSTIN Incentive Invoice No. 

15. Total Summary of No of Receipts Processed in a day, Total Incentive Retained by user etc. details are displayed on Day END Process Screen 

 

16. Please note, Once Day End Done, Vendor/User will not be able to process any payment further on that day. 

17. Also, Day End process is Compulsory, If Day End is not processed, User/Vendor will not be able to accept consumer payment on next day till last day day end 

processed. 

18. Separate Report is made available to Vendor/User with all details of consumer paid details, Incentive Details, GST/TDS etc. Details. 


