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INTRODUCTION 

This document provides a comprehensive step-by-step guide on how to use the loan management system. 

The software was developed with high sought after web development languages. 

The sections below provide a step-by-step guide on how to use the core functionalities of the software. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Login to the Software 

1. Select Branch Code 

2. Enter your user ID and Password 

3. Click on Login button 

 

 

 

 

 

 



Order of Setup 

 Create Jurisdiction 

 Create Staff 

 Create Group 

Setup Approval 

 Click on View Jurisdiction 

 Click on View Staff 

 Click on View Group  



Create Jurisdiction 

1. Login to your Dashboard 

2. Click on Setup 

3. Select Jurisdiction 

4. Fill up the form shown 

5. Click on submit 

 

 

 
 

 

 



Jurisdiction Confirmation 

1. Click on View Jurisdiction 

2. Click on Edit 

3. Change the status from Inactive to Active 

4. Click Submit 

5. Note: You can also update the Group details here too. 

 

 
 

 



 
 

Add Staff 

1. Click on Staff 

2. Click on Add Staff 

3. Fill up the form 

4. After filling up the form, click on Submit. 

 
 



Confirm Staff 

1. Click on Staff 

2. Click on Approve Staff 

3. Click on Approve 

4. A prompt message will appear, click Ok to approve and Cancel to Reject. 

 

 

 

 

 

 

 

 



Edit Staff 

1. Click on Staff 

2. Click on Edit Staff 

3. Click on Edit  

4. A form will display to edit/update staff information 

5. Insert the correct data, and click on update 

6. Note: you can also update the Bank Information of the staff here. 

 

 

 

 

 

 

 



Staff List 

1. Click on Staff 

2. Click on Staff List 

 

Staff Privileges/Permission 

1. Click on Setup 

2. Click on Staff Privileges 

3. Click on Privileges 

4. Select True if you want the staff to have access to the task, otherwise select False 

5. Click on Update Privileges after you are done 



 

 

 

 

 

 

 

 

 



Add Group 

1. Click on Setup 

2. Click on Add Group 

3. Fill the Group Creation  Form 

4. Click on Submit 

 

Confirm Group 

1. Click on View Group 

2. Click on Approve/Edit 

3. Change the status from Inactive to Active 

4. Click Update 

5. Note: You can also update the Group details here too. 

 

 

 

 



Add Member 

1. Click on Member 

2. Click on Type of Account select box, select Loan and click Submit 

3. Fill up the member form and click on submit 

 

 

 

 



Approve Member 

1. Click on Member 

2. Click on Approve Member 

3. Click on Approve 

 

Edit Member

 

 



View Member 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Apply for Loan 

1. Click on Loans 

2. Click on Apply for Loan 

3. Select the Loan Group/Union of the Member 

4. Click the Apply for Loan button and fill up the form that appears. 

 

 

 



Loan Application Status 

 

Loan Due 

 

 

 



Loan History 

 

Loan Repayment 

1. Click on Loans 

2. Click on Loan Repayment 

3. Click on Loan Repayment button 

4. Select Credit, enter the amount and narration. 

 



 

 

 

Loan Repayment Status 

 

 

 

 



Loan Disbursement/Approval 

1. Click on Loans 

2. Click on Pending Loan Application 

3. Select Approve under Action. 

4. Enter the Approve Amount, Comment, Approve Date, and Maturity Date 

5. Click on Submit when you are done. 

 

 

 

 



Deposit 

1. Click on Deposit 

2. Click on Post Entry 

3. Fill up all the fields 

4. Click on Add Entry. Note: you can add as many accounts you want to add before you click on Post 

Entry. 

 

 



Confirm Deposit 

 

 

 

 

 

 

 

 

 

 

 

 

 



History 

 

 
 

 

 

 

 



Reports 

 

Backup 

 

 

 

 

 


