
MFI’s Daily Activities in Microfin360 Software 
 

 

Micrfin360 Software- Collection sheet 
 

 
 

SL. 
Type of 

Transaction 

 

Description 
 

How to Perform 

1. New Samity Add  Samities ->Samities -> Add 
 

2. 
New Member Admission 

and Savings Add 

Information add 

Savings Account  Create 

1. Member -> Member Information -> Add 

2. Savings -> Savings -> Add 

 

3. 
Loan Repayment & 
Savings Collection 

Samity Wise 

Auto process- Entry 

 

Process ->Auto Process 

 
 

4. 

 

Loan & Savings 
Transaction 

Authorization 

Samity Wise 

Auto process- Entry Branch Manager 

Check  Authorized 

 

 
Process -> Transaction Authorization 

 

 

5. 

 

Loan Disbursement and 
Authorization 

 

Loan Disbursement  Entry 

Branch Manager Check Authorized 

Disbursement: Loan -> Regular Loan 

Accounts-> Add 

Authorization: Process -> Transaction 
Authorization 

 

 

6. 

 

Savings Refund & 
Authorization 

“Savings 

Refund”  Entry  Branch 

Manager Check Authorized 

Refund: Savings -> Savings Refund-> Add 

Authorization: Process -> Transaction 

Authorization 
 

 

7. 

 

Overdue Loan Collection 
& Authorization 

Overdue  Loan 

“Overdue Loan Collection” Entry 

Check Authorized 

 
1. Loan -> Overdue Loan Collection 

2. Process -> Transaction Authorization 

 

 
 

8. 

 
 

Seasonal/One time Loan 
transaction 

Seasonal/One time Loan Collection 

“One Time  Loan Transaction” 

Entry Check Authorized 

 

Loan -> One Time Loan Account -> Add 

Loan -> One Time Loan Transaction -> Add 

 

 
 

9. 

 

 
 

Samity Day Change 

Samity Day Change 
 

 

Samity  Day 

 
 

Samity -> Samity Day Change->Add 



 

 

SL. 
Type of 

Transaction 

 

Description 
 

How to Perform 

 
 

10. 

 
 

Product Change 

Product Change 

 RMC ME 

Member Primary Product Transfer 

 
Member -> Member Primary Product 

Transfer->Add 

 

11. 
 

Field Officer Change 
Field Officer Samity 

Field Officer Change 

Samity -> Samity field officer change -> 

Add 

 
 
 

12. 

 
 
 

Report 

 
“Daily Collection Report-3.1, 3.2, 

3.10 Register Report (4.1 - 4.9) 

Report -> Regular & general 

Report(3.1,3.2) ->Show Report 
Report -> Register Report(4.1-4.9) ->Show 

Report 

 
 
 

13. 

 
 
 

Transaction Update 

Entry Transaction 

Transaction Unauthorization 

Unauthorization Transaction 

 
authorization 

 

 
 

Process -> Transaction Unauthorization 
Process -> Transaction Authorization 

 
14. 

 
Day End: 

Report 

Check Branch Manager- Day End 

 
Process -> Day End Process-> Execute day 

end process. 

 


