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STEP 1: OPEN BILLING MODULE
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From the CA CloudDesk left navigation menu, go to HRMS and Select Billing to start the

process.

Click on Billing.

Click on Receipts.



Click on Add Receipt. 

Click on the Create or Add Receipt button to start.
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STEP 2: CLICK ON ADD RECEIPT

Click on Receipt .

STEP 3: ENTER RECEIPT DETAILS

Fill in the required details:

Client Name, Receipt Date, Amount Received, Mode of Payment, Add Remarks and

Enter Receipt Number
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STEP 4: SAVE THE RECEIPT

Choose one of the following actions:

Save - saves the receipt

Save & Share via Email- saves and emails the receipt to the client

Save & Print – saves and generates a printable receipt


