
Account Note: Society Management User Guide 

Empowering Societies with Transparent & Digital Accounting 

 

1. Accessing the Portal 

The app offers a secure, dual-method login system. 

• Login Options: You can sign in using your registered Email & Password or via Mobile OTP. 

• Registration: Members are encouraged to register their mobile numbers to enable the one-

touch OTP method.  

 

2. The Dashboard (Financial Overview) 

Once logged in, the Dashboard acts as the central command center for the society. 

• Financial Summary: Instantly view Pending Charges, Pending Bills, and the current Bank 

Balance. 

• Visual Trends: The pie chart shows the current month's Income vs. Expense ratio, while the 

bar graph displays the 6-month trend (e.g., Aug 25 to Feb 26). 

 

3. Administrative Management 

Administrators can easily manage the lifecycle of a transaction from billing to payment. 

A. Creating Charge Orders (Billing) 

Instead of manual receipts, admins can generate a Charge Order for the entire society in seconds. 

• Select the item (e.g., "Monthly Maintenance"). 

• Click "Add all Memb Acc" to apply the fee (e.g., ₹1500) to every flat simultaneously. 

B. Recording Expenses (Bills) 

When the society pays for services (like Housekeeping or Electricity), the admin logs the bill to 

maintain a digital audit trail. 

• Digital Storage: Admins can upload a photo of the physical bill directly to the entry. 

 

4. Ledger & Member Accounts 

The app maintains a master list of all accounts, categorized by Expense Accounts (Exp Acc) and 

Member Accounts (Memb Acc). This ensures that every credit and debit is mapped to the correct 

entity. 

 

 



5. Advanced Reporting & Transparency 

Account Note generates automated reports that can be shared during Annual General Meetings 

(AGM). 

• Account Status Report: A report to show total paid & pending amount of every society 

members. 

 

• Expense Report: An itemized list of every payment made (Electricity, Gardening, Security, 

etc.). 



 

• Pending Status Report: A "Bucket" report that groups members by how much they owe 

(e.g., members owing over ₹30,000). 

 

• Reconciliation Report: A report that reconcile transaction entry made in the app with Bank 

statement. 



 

 

6. Summary of Benefits 

• For Members: View your balance 24/7; no more "lost" paper receipts. 

• For Committee: Automated collection tracking and easy auditing. 

• For the Society: Total transparency leads to higher trust and faster collections. 

 


