
PMS 
DISTRIBUTION



Enter your username and password

Login credentials are same as to 
your Laptop /Desktop login



Click on Login Button 



Under Transaction Tab, click on PMS 
Distribution under 

‘Creation of PMS Distributor”



Click on UPLOAD FORMAT to export the Excel File 

Select Company Name 
from Drop Down

Fill in the requisites 
fields



Click on EXPORT DATA TO TEMPLATE 
to download the file format 



FILL IN BOTH THE SHEETS i.e. CUSTOMER & INVOICE  DETAILS  AS PER 
REQUIREMENT 



Select the Upload-able Excel format file 



After uploading the excel, details will be available 
in tabular format 



Go to SUPPORTINGS. Click on CHOOSE FILE
for attaching any supporting

file relating to the voucher 



Click  SEND FOR APPROVAL 
button for approval and 

payment 

Voucher Number will 
generate when the user clicks 

SAVE& EXIT 




