
InfoSystem

START
Automatic Billing for 

monthly Billing

Generate Monthly 
Billing/SOA/Billing 

Statement

Send Billing via E-mail

Send Billing via 
Collectors of DcTech

END

RESIDENTIAL/SME

CORPORATE



START

Follow up Payment

Payment Received

Via Online/Bank 
Deposit

Via Walk-In 
(Cash&Check

Via Collector 
(Cash&Check

Validate Proof of 
Payment

Count Cash/Validate 
Check

Encode/Apply client s 
payment in QB/

InfoSystem (with 
complete details)

Generate Daily 
Collection Report

Crosscheck Total Cash 
and Check vs Daily 

Collection Report vs 
Issued OR

Prepare Deposit Slips 
(all collection within 

the day must be 
deposited the next 

day)

Attach validated 
deposit slips to Daily 

Collection Report

END



START

Check AR monitoring/
QB/InfoSystem

Create list of accounts for temporary 
disconnection (clients with outstanding 

balance)

Email request to Helpdesk for 
temporary disconnection

Helpdesk will disconnect accounts 
and reply confirming said 

disconnection

END

Did client 
pay?

Client with full payment of 
balance will be noted and 

Helpdesk will be informed for 
reconnection

Helpdesk will reconnect said client

Client will remain disconnected

YES NO

Collections Dept will then update 
client s InfoSys status as  Temp 

Discon 

Collections Dept will then update 
client s InfoSys status as  Active 
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