
OTS Order Entry and OTS Collection Entry for Villages

Special Village Officer: 

1. OTS Entry

a. Click on One Time Settlement (OTS) → New One Time Settlement (OTS)
b. Type the RRC number and the press TAB

Fill the OTS order details and attach scanned copy of order issued by RA. Tick the 
check box and confirm that the order and its details has been verified with RA.  Click
Save button to save the OTS entry.

2.  One Time Settlement List

a. Click on One Time Settlement (OTS) → One Time Settlement List. This will 
display all the OTS entry done by the user.



3. Collection Entry

a. Click on Collection → OTS Collection by RA 
b. Type the RRC number and press TAB

RA Receipt Details (RA Receipt No. and RA Receipt Date) should be filled.



4. Remittance

SVO needs to enter remittance details for these collections after 
‘Collection Approval’ by Village Officer. Remittance details for RA (Principal
+ Interest + Additional Charges) and for Revenue Department (Collection 
Charges + DNF) needs to be filled. ‘Direct Payment to RA’ option can be 
used if the remittance was made directly at RA office in cash.



Village Officer:

1. Approve Collection

On clicking this all the pending Collection entered by the SVO get listed. VO 
can either approve or cancel collections.


