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1. Introduction 

1.1. Purpose 

The purpose of this guide is to assist the Dubai Trade users to understand and how to 
perform  the online Bill Payment Services (BPS) for Searching and Printing the Invoices,  
settling the Outstanding Invoices, Demand Notices and Account Top-up using e-Payment 
Channels  or Debit Account. 
 
The following are the major functionalities available in Bill Payment Service Module: 
 

 Search and Print the  Invoices and Demand Notices 

 Search for Credit (CDR Account) and Debit Account Balances 

 Settlement of Invoices and Demand Notices 

 Credit (CDR Account) and Debit Account Top-up/Settlement 

 Downloading the Monthly Statement and Transaction Listing of Accounts. 

 Receipt Printing 

 Search Payment History  

 Bill (Invoice) Status enquiry 

 Initiated Payment enquiry and Recheck Payment Status  

1.2. Intended Audience 

The intended audience for this document includes the following:  
 

 Dubai Trade Portal users (Customs Brokers, Importer, Exporters, Agents and FZ 
companies) 

 

1.3. Account Top-up and Settlement  

Following Accounts can be topped up or settled using this Service:  
 

No Account Type Description Applicable 
Payment Methods 
in Portal 

1.  CDR Account (Credit Account) Credit Account facility is 
provided by the Dubai 
Customs to its Customers for 
paying the Duty and Other 
charges as part of Transaction 
Submission. 

 
CDR Account is operated 

e-Payment 
Debit Account 

 

In addition to 
above payment 
method, CDR 
Account can be 
topped up using 
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based on Bank or Cash 
Guarantee. 

“Virtual Bank 
Account 
Transfer”. Once 
the Amount is 
deposit in this 
dedicated Bank 
Account, it will 
automatically 
credit your 
Account 
immediately. 

2.  Debit Account (e-Wallet)  Debit Account is similar to e-
Wallet, which can be used for 
paying the Duty and other 
charges as part of the 
Transaction Submission and 
Invoice settlement. 
 

Debit Account does not 
requires any Bank or Cash 
Guarantee. These Accounts 
can be topped up on need 
basis. 

 

e-Payment 

 
 

Virtual Bank 
Account Transfer 
mentioned above. 

 

1.4. Types of Invoices and Demand Notices  

Following Invoices and Demand Notice can be settled using this Service:  
 
 

No Invoice/Demand Notice Type Description Applicable 
Payment Methods 
in Portal 

1.  Standing Guarantee Demand 
Notice 

 

Standing Guarantee Demand 
Notice due to non-submission 
of Claim for Mirsal 1 
Declaration. 

e-Payment 
Debit Account 

2.  Standing Guarantee 
Duty/Fine Invoice 

Standing Guarantee Duty/Fine 
Invoices for Mirsal 1 
Declaration due to Partial 
export or any fine or penalty 
due to late submission of 
claim. 

e-Payment 

Debit Account 

3.  Standing Guarantee Service 
Charge  Notice 

Standing Guarantee Service 
Charge Notice for usage of SG 
Account. 

e-Payment 
Debit Account 

4.  Deposit Forfeiture Invoice Invoice generated as part of e-Payment 
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Cash/e-Payment Deposit 
Forfeiture to collect additional 
Penalty/Fine (Mirsal 1 
Declaration) 

Debit Account 

5.  NR Claim  Invoice (FZ Exit 
Entry) 

FZ Export NR Claim Invoice 
(Mirsal 1 Declaration) 

e-Payment 

Debit Account 

6.  Duty Claim Receivable - Cash Duty Refund Claim due to 
Fine/Penalty (Mirsal 2 
Declaration) 

e-Payment 
Debit Account 

7.  Deposit Claim Receivable – 
Cash 

Deposit Claim Receivable 
Invoice (Mirsal 2 Declaration – 
Deposit paid by Cash/e-
Payment) 

e-Payment 

Debit Account 

8.  Deposit Claim Receivable - 
SG 

Standing Guarantee 
Receivable Invoice generated 
due to Partial Export, Fine or 
penalty applied for late claim 
submission. (Mirsal 2 
Declaration) 

e-Payment 

Debit Account 

 

9.  NR Claim Receivable FZ Export NR Claim Invoices 
(Mirsal 2 Declaration) 

e-Payment 

Debit Account 

10.  Auction Receivable Auction Claim Invoice e-Payment 

Debit Account 

11.  Deposit Forfeiture Demand 
Notice 

Invoice generated as part of 
Cash/e-Payment Deposit 
Forfeiture for additional 
Penalty/Fine (Mirsal 2 
Declaration) 

e-Payment 

Debit Account 

12.  SG Deposit Forfeiture 
Demand Notice 

Demand Notice Generated for 
Non Submission of Standing 
Guarantee Deposit Claim. 
(Mirsal 2 Declaration) 

e-Payment 
Debit Account 

13.  NR forfeiture Demand Notice Non Submission of FZ Export 
NR Claim (Mirsal 2 
Declaration) 

e-Payment 

Debit Account 

14.  Inspection - Demand Notice Demand Notice generated as 
part of Inspection Process 

e-Payment 

Debit Account 

15.  Case Management Demand 
Notice 

Demand Notice issued by 
Case Management 
Department. 

e-Payment 
Debit Account 

16.  Declaration - Short Collection 
Demand Notice 

Demand Notice issues by Post 
Clearance Audit Department 
for Short Collection of Duty, 
Penalty or Other Charges. 

e-Payment 

Debit Account 

17.  SAS Invoice/Demand Notice Sea Manifest related charges  e-Payment 
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Debit Account 

18.  Document Submission 
Invoice 

Invoice generated due to Non 
Submission of Declaration 
Documents. 

e-Payment 
Debit Account 

 

1.5. Payment Methods 

Following Payment Methods are available for settling the Invoices, Demand Notices and 
Account Top-up/settlement:  
 

 e-Payment: (Dubai Smart Government Gateway)  
 Credit Card 

 Direct Debit (Bank Transfer) 

 e-Dirham 

 
 Debit Account (e-Wallet) : Customs Debit Account can be used for Settling the 

Invoices and Demand Notices or Topping up the Credit Account (CDR Account). 
 

1.6. Portal Login 

1) Enter the Application URL (www.dubaitrade.ae) in the IE Window 

2) Click Enter button 

 

  
 

Click Login Button 
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3) Click on the Login button at Right Top corner of the page. 

4) Login screen will be displayed. 
5) In the Login page ,enter the Username and Password 

6) Click on “Sign In”  button 

 

 



 
 

DC Online Bill Payment User Manual.docx   Page 8 

2.   Bill Payment Service 

2.1. Invoice Search 

 Select “Mirsal II -> Support Services -> Bill Payment“ From the left menu 
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1. Advanced Search: Provide From Date, To Date, Invoice Type and Status to search the 

Invoices and Demand Notices belong to the Logged in Business. Click Search button.   
 

 
2. Quick Search: Provide Invoice Type, Location (if applicable) and Invoice Number to search 

the Invoice or Demand Notice belong to the Logged in Business. Click Search button. 
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3. System displays the Invoices and Demand Notices belong to the Logged in Business. Invoice 
Type, Invoice Number, Invoice Date, Invoice Amount, Settled Amount, Balance Amount and 
Status will be displayed. 

4. Choose <<, <, 1,2,…, >, >> link to navigate the screen to view more invoices. 

5. Click Invoice Number hyperlink to download an Invoice copy. 

Proceed to Pay Button is for navigating to the Payment Method selection screen after 
choosing invoice(s) for settlement. 

 

2.2. Accounts Top-up / Settlement by e-Payment 

 Select Mirsal II -> Support Services -> Bill Payment -> Accounts.  

 

This option is to Top-up the Debit Account (e-Wallet) and settle the CDR Account for the 
outstanding amount. This option also can be used for Advance Payment of CDR Account to 
increase the balance.  
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1. Select the one or many Account(s) to be settled/topped up.  
2. <<, <, 1,2,…, >, >> Link can be used for navigating to Pervious and Next screen to view 

more  Accounts. 
3. Click Account Hyperlink to View the Account and Guarantee details. 

4. Click on Proceed to Pay button to continue with the Payment Method selection. 

 

 
 

5. System display the Account(s) selected in the previous screen for payment.  
6. Enter the Amount to be settled/topped up. 

7. Select the Payment Method as e-Payment and click Pay button to initiate the Payment. 
System displays the Bill Payment confirmation screen as below. 
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8. System displays the No. of Transaction(s) selected and Total Amount.  

9. Click Cancel button to return to the previous screen for any change in the selection. 
10. Click Confirm button to proceed with Payment. System navigate  the Dubai Smart 

Government Gateway to accept e-Payment details. 
11. System displays the Payment Methods available in the Gateway. (Credit Card, e-Dirham, 

Direct Debit etc.) 

12. Select the Payment Method option (Eg. Credit Card). Based on the Payment Method 
respective screen will be displayed for capturing the more details.   

13. When user selects the Credit Card then Credit Card information to be provided. 
14. When user selects the e-Dirham then e-Dirham details to be provided. 

15. When user selects Direct Debit, system navigates to Bank Portal based on the Bank 
selected. User has to Log in to Bank portal and confirm the payment in Bank Portal. 

16. Below example describes the Credit Card Payment:- 
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17. Select the Payment Method as “Credit Card”. 
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18. Enter the e-Mail address and Mobile No. 
19. Click on the Agreement check box in the bottom of the screen. 
20. Click Pay button after verifying the Amount and other information. 

21. System navigates to another screen to capture Credit Card No. and other details 
 

 
 

22. Enter the Credit Card No, Expiry Date and CVV No. 

23. Click Pay button for final confirmation. System navigates to a waiting screen for Payment 
Processing.  
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24. Once the Payment Process is completed, system displays the Customer Happiness 
Indicator screen for response. 

25. Choose the relevant indicator.  
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26. On Click, System takes to Payment confirmation screen with details.  

 

 
 

27. System displays the Payment Status as Success, Receipt No. etc. 
28. Click on Print option to print the Receipt. 
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Close the Receipt screen, and verify the highlighted available balance amount in the below 
screen.  

 

 
 

29. In case Payment Failure, Status will be shown as Failed and not settled.  

 

In case Status is not received or browser closed by mistake or any other issues then use 
the “Initiated Payment” option to recheck the Status. 
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2.3. Accounts Top-up / Settlement by Debit Account. 

This option is for settling the CDR Account outstanding amount using Debit Account. This option 
also can be used for Advance Payment of CDR Account to increase the balance.  
 
Mirsal II -> Support Services -> Bill Payment -> Accounts.  

 
Select the CDR Account to be settled (follow the same steps in the previous service). 

 

 
 

1. Enter the Amount to be settled. 

2. Select the Payment Method as “Debit Account”. 
3. System displays the Debit Account(s) of the logged in Business in the dropdown list with 

current available balance. 

4. Select the Debit Account to be used for payment and click Pay button to proceed with the 
payment. 

5. System navigates the Confirmation Screen. 
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6. Click Cancel button to return to previous screen to make any changes. 
7. Click on Confirm button to proceed with Payment. On confirmation system transfers the 

amount from Debit Account to CDR Account selected for the settlement. 

8. System displays the Payment confirmation Page with details. 

 

 
 

9. System displays Status, Receipt No etc. 

10. Click Print button to print the Receipt. 
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System displays the New Balance of both Accounts in below screen. 
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2.4. Invoices and Demand Notice Settlement 

This option is for settling the Outstanding Invoices and Demand Notices issued by Dubai 
Customs from various sources like Claims, Inspection, Case Management, Post Clearance Audit 
etc.  

 
Mirsal II -> Support Services -> Bill Payment -> Invoices.  

 
1. Select the Invoices to be settled (one or many). 

2. Click <<, <, 1,2,…, >, >> link to select more invoices from other pages if any. 
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3. Click Proceed to Pay button to proceed with payment.  
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4. System displays the selected invoice(s) with Total Amount to be paid. 

5. Verify the details.  

6. Select the Payment Method (e-Payment or Debit Account).  
7. Note: follow the same steps mentioned in Account Top up to complete the Payment by e-

Payment or Debit Account. 

8. Click Pay button to proceed with payment and system navigates to Payment Confirmation 
Page. 

 

 
 

9. Click Cancel button to return to previous screen to make any changes. 

10. Click on Confirm button to proceed with Payment. System transfer the amount from Debit 
Account to settle the Invoices selected for payment. 

11. System displays the Payment Status screen 



 
 

DC Online Bill Payment User Manual.docx   Page 24 

 
 

12. Click Print button to print the Receipt. 
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If the Payment Method selected as “e-Payment” then system navigates to e-Payment 
gateway and continue with providing the necessary details as mentioned in the Account top up 
scenario. 

  
In case any error or insufficient account balance then system will show the respective error 
messages. 
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2.5. Initiated Payments / Recheck Payment Status 

In case any error or unexpected browser closures etc., this option provides you to Track the 
incomplete Payment Transaction. This option also allows rechecking the Payment Status from 
payment gateway. 

 
Mirsal II -> Support Services -> Bill Payment -> Initiated Payments 
 

 
 

1. System displays the incomplete Payment Transaction with its details. 

2. Select the item to be checked and click Next button.  
3. System navigates to Payment Transaction details page as below. 
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4. Click Recheck button to check the status (Success, Failure, Initiated etc.). 
5. System navigate the another page to show the current status of the transaction. 

 

 
 

Most of the time you get Success or Failure status. But sometimes gateway requires 
more time for verification with credit card merchant or any other reason, it give you a message 
that wait for 30 minutes to complete the transaction. In such case wait and recheck the status 
after 30 minutes.  

 

6. If multiple invoices were selected as part of the payment then system displays the 
Payment type as "Multiple Bill Settlement”.   
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7. Click on the Transaction No. Link to view details. 
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2.6. Account Statement 

This option helps you to download Monthly Statement or Transaction List for the selected 
duration. 
 

Mirsal II -> Support Services -> Bill Payment -> Account Statement 
 

 
 

1. Choose the Year, Month and Download Format to download the Monthly Statement. 

2. Click Download button.  
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1. Choose From Date, To Date and Download Format to download the Transaction List. 
2. Click Download button.  
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2.7. View Payment History 

 
This option helps you to search for the Payment Transactions done for specific period. 

 
Mirsal II -> Support Services -> Bill Payment -> Payment History 
 

 
 

3. Enter the From Date and To Date for the historical transactions to be retrieved. 
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4. Click Search button. System displays all the payment transactions for the period 
requested. 

5. In case multiple bill settlement, click the Transaction No. Link to view the details  
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2.8. Bill Status Enquiry 

This option allows to search for a particular Invoice or Demand Notice to check the Bill Status.  

 
Mirsal II -> Support Services -> Bill Payment -> Bill Status Enquiry 

 

 
 

1. Select the Invoice/Demand Notice type from the dropdown List. 
2. Enter the Invoice or Account No.  (In case Invoice No is having Location Code or Invoice 

Office then enter the “Location Code - Invoice No.” Eg. A-1234565 otherwise enter only 
the Invoice No. Eg. 123445.) 
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3. Click on the Transaction No. Link to view the details. 
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2.9. Pay Bill 

This option is for settling the Outstanding Invoice or Demand Notice issued by Dubai Customs 
from various sources like Claims, Inspection, Case Management, Post Clearance Audit etc 
without login to the application. 
 

Service Centre -> Dubai Customs -> Pay Customs-> Pay Bill 

 
1. Select “Service Centre -> Dubai Customs -> Pay Customs“ From the top menu 
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2. Click on Pay Bill tab.   
 

 
 
3. Select the Invoice/Demand Notice type from the dropdown List. 

 

 
 

4. In case Invoice No. is having Location Code or Invoice Office then select Location from the 
dropdown List. 

5. Enter required information like Invoice No, Amount and Verification Code. 

6. Click Search button. 
 

Exact Total Invoice Amount has to be entered for retrieving the Invoices to avoid any 
misuse of this open service. 
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7. Select the Invoice. 

8. Click on Proceed to Pay button to continue with the Payment Method selection. 
 

 
 
9. System displays the selected invoice with Total Amount to be paid. 

10. Verify the details.  

11. Select the Payment Method (only e-Payment is available). 

 

 Follow the same steps mentioned in Invoices and Demand Notice Settlement to 
complete the Payment by e-Payment. System navigates to e-Payment gateway and continue 
with providing the necessary details as mentioned in the Invoices and Demand Notice 
Settlement scenario. 
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12. Click on Print button from the search result to print the Bill Payment Settlement Receipt. 
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13. Click on Recheck button from the search result to recheck the Payment Status from the 
gateway, if the status is Initiated. 
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2.10. Pay Bill -Mobile 

This option is for settling the Outstanding Invoice or Demand Notice issued by Dubai Customs 
from various sources like Claims, Inspection, Case Management, Post Clearance Audit etc 
through mobile devices. 
 

Payment -> Pay Bill (Quick Pay) 

 
1 . Select Payment -> Pay Bill (Quick Pay) -> Pay Bill (Quick Pay) 
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2 .  Click on Pay Customs  
 

 
 
 
 
 
 
 
 
 



 
 

DC Online Bill Payment User Manual.docx   Page 44 

 
3 . Click on Pay Bill (Quick Pay) 
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4 . Select the Invoice/Demand Notice type from the dropdown List. 

 

 
 

5 In case Invoice No. is having Location Code or Invoice Office then select Location from 
the dropdown List. 

6 Enter required information like Invoice No, Amount and Verification Code. 
7 Click Search button. 
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8 Select the Invoice. 

9 Click on Proceed to Pay button to continue with the Payment Method selection. 
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10 System displays the selected invoice with Total Amount to be paid. 

11 Verify the details.  
12 Select the Payment Method (only e-Payment is available). 

 Follow the same steps mentioned in Invoices and Demand Notice Settlement to 
complete the Payment by e-Payment. System navigates to e-Payment gateway and continue 
with providing the necessary details as mentioned in the Invoices and Demand Notice 
Settlement scenario. 
 

13 Click on Print button from the search result to print the Bill Payment Settlement Receipt. 
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2.11. Top up Accounts 

This option is to Top-up the Debit Account (e-Wallet) and settle the CDR Account for the 
outstanding amount without logging in to the Dubai Trade Services. This option also can be 
used for Advance Payment of CDR Account to increase the balance. 

 
Service Centre -> Dubai Customs -> Pay Customs-> Top up Accounts 

 

1. Select “Service Centre -> Dubai Customs -> Pay Customs“ From the top menu 
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2. Click on Top up Accounts tab. 
 

 

 

3. Provide required information like Business Code, Account Type, Account Number, Email and 
Verification Code. 

4. Click Search button. 
 



 
 

DC Online Bill Payment User Manual.docx   Page 52 

 

 

5. System displays the selected Account along with Business Code and Name.   
6. Verify the details. 

7. Enter Amount. 

8. Select the Payment Method (only e-Payment is available). 
9. Click on Pay button.  

10. System displays the Bill Payment confirmation screen as below. 

 

 
 

 Follow the same steps mentioned in Invoices and Demand Notice Settlement to 
complete the Payment by e-Payment. System navigates to e-Payment gateway and continue 
with providing the necessary details as mentioned in the Invoices and Demand Notice 
Settlement scenario. 
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11. Close Payment Transaction Details to navigate to Top up Accounts screen. 

 

 

 

12. Click on Recheck button from the search result to recheck the Payment Status from the 
gateway, if the status is Initiated 
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2.11.1. Top up Accounts Enquiry  

 

1. Select “Enquiry” from Top up Accounts screen. 

 

 

 

2. Provide required information like Business Code, Account Type, Account Number, 
Transaction Number and Verification Code. 

3. Click Search button. 
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4. Click on Print button from the search result to print the Bill Payment Settlement Receipt. 
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3.   Bill Payment Service (Internal User) 

 

1. Open Dubai Customs Internet Portal 
 

 
 

3.1. Payment 

1. Select “Bill Payment Services  Payment“ from the left menu. 
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2. Enter Business Code. 

3. Click on Proceed button. 
 

3.1.1. Invoice Search  

1. Select Bill Payment Services  Payment 
 

 
 
2. Refer 2.1 Invoice Search for Advance Search and Quick Search options. 

3.1.2.  Accounts Top-up / Settlement  

1. Select Bill Payment Services  Payment  Accounts 
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2. Refer 2.3 Accounts Top-up / Settlement by Debit Account for details. 

 

 Debit Account option only will be available as Payment Method.  

 

3.1.3.  Invoices and Demand Notice Settlement  

 
1. Select Bill Payment Services  Payment  Invoices 
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2. Refer 2.4 Invoices and Demand Notice Settlement for details. 
 

 Debit Account option only will be available as Payment Method.  

 

3.1.4. Account Statement  

3. Select Bill Payment Services  Payment  Accounts Statement 
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4. Refer 2.6 Accounts Statement for details. 

3.1.5. Initiated Payments / Recheck Payment Status  

1. Select Bill Payment Services  Payment  Initiated Payments 
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2. Refer 2.6 Initiated Payments / Recheck Payment Status for details. 
 

3.1.6. View Payment History 

1. Select Bill Payment Services  Payment  Payment History 
 

 
 
2. Refer 2.7 View Payment History for details. 
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3.1.7.  Bill Status Enquiry 

1. Select Bill Payment Services  Payment  Bill Status Enquiry 
 

  
2. Refer 2.8 Bill Status Enquiry for details. 

 

3.2. Enquiry 

 
1. Select “Bill Payment Services  Enquiry“ from the left menu. 

 

 
 
2. Enter Business Code. 
3. Click on Proceed button. 
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4. Refer 3.1 Payment for the options. 
 

 

Option to proceed for payment in Invoices/Accounts/Initiated Payments will not be 
available, if the user does not have access to Payment.  

 

 

 


