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Manual for filling fee disclosure form

15th July 2026




Step 1: Login using the E-Punjab Portal

Login by clicking on the
School/Office Login
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Step 2. Go to the Fee Disclosure Section
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Click on the “Add School
Fee®™ bution undar the Fee

/ ﬂ Disclosure Tab

ePunjabSchool
(Management Information Bystem - MIB)
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Step 3: Fill School Information in Part A
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s In Part A, add the Principal name and
Mabile Number.
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¢ Details other than this will be pre-filled.
Dl R e Click on Save School Info' to move ahead.
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Step 4: Select Grade in Part B

’ Losd Fee Simscture
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s Select the Grade for which you want Lo
disclose the fees.

« Click on ‘Load Fee Structure’ to start
entering the amount.




Step 5: Fill Information related to Fees in Part B _%

s Upon clicking the ‘Load Fee Structure’ a grid

+ These 5 types of fee will be always visible.
» Using the additional fee component feature add

= Kindly select the payment type

+ Then select the mode of charge from the

+ There is an option to "Duplicate previous Grade

_

will be visible.

all the other kind of fees that

is being charged
by a student.

{(Mandatory/Optional) from the dropdown.
dropdown |.e.

(Monthly/Quarterly/Semi-Annually/Annually)

data’ if the school has similar fee structure and
amount for different grades.




Step 6: Fill Information related to Fees in Part B .,

» Enter the amounts for

different academic year as
specified

« Enter the amount as per the
maode of charge. For
exarmnple - If transport is
being charged at the rate of
Rs. 200 per month then
select “Monthly’ in the
Mode of Charge and add
200" in the amount
» After adding amounts for
all the component, click on
"Save Fee Structure’ and
repeat the same process all
the Grades applicable.




Step 7: Preview & Print in Part B

e Once the fees structure is correctly entered for all the
/v Grades, click on "Preview & Print’ to verify all the
amounts. Kindly download the PDF.
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Step 8: Submit Fee Structure in Part B
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s After saving fee structure for all the grades, click on ‘Submit Final Fee
Structure’ button o lockin the Fees that has been entered.

» There will be no chance of editing the fee structure after dlicking on

ﬂ ‘Submit Final Fee Structure’,
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Step 9: Add supporting Documents and Declaration in Part C ’
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‘__In"l._il.!.ll.;!.lll &v » Add all the necessary supporting

documents like Fee Book, Fee
: ! Y Receipt, or any other relevant
R LT el e document as proof, The said
— document must clearly highlight
e e the different kinds of fees charged
o from the parents.
' et » The PDF of fee structure
downloaded in step 6 must be
Woke: 1. P Priny, i Tive Socument Friet i Secor B, 1. Upkos O iigred PUF under Declision Dousmait signed and uploaded as a
declaration document.
# The school can also add any
remarks.
s—— = Finally, click on the "Submit’
E button to complete the form.




Thank You!
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Manual for filling fee disclosure form
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Step 1: Login using the E-Punjab Portal

Login by clicking on the
School/Office Login
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Step 2: Go to the Fee Disclosure Section

Click on the “Add School
Fes” bumon under the Feg

i Disclosure Tab

ePunjabSchool
Management Information Byatem - MIB)
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Step 3: Fill School Information in Part A
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« [n Part A, add the Principal name and
Mobile Number

= [Details other than this will be pre-filled.

= Click on 'Sawve S5chool Info' to move ahead.




Step 4: Select Grade in Part B EI‘}

Part® : Information Regarding Foes

= Select the Grade for which you want to
disclose the fees.
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Step 5: Fill Information related to Fees in Part B 2
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Upan clicking the ‘Load Fee Structure’ a grid
will be visible

The=e 5 types of fee will be always visible.

Using the additional fee component feature add
all the ather kind of fess that s being charged
by a student.

Kindly select the payment type
iMandatory/Optional) from the dropdown
Then select the mode of change from the
dropdown i.e.
(Monthiy/Quarterty/Semi-Annually/Annually)
There is an option o "Duplicate previous Grade
data’ if the school has similar fee structure and
amaunt for different grades.




Step &: Fill Information related to Fees in Part B

44

= Enter the amounts for
different academic year as
specified

= Enter the amount as per the
meode of charge, For
example - If transport is
being charged at the rate of
Rs_ 200 per month then
select "Monthly’ in the
Mode of Charge and add
200" in the amount.

= After adding amounts for
all the component. cick on
‘Save Fee Structure’ and
repeat the same process all
the Grades applicable.
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Step 7: Preview & Print in Part B

s Once the fees structure is correctly entered for all the
Grades, click on "Preview & Print’ to verify all the
amounis, Kindly download the PDF,




Step 8: Submit Fee Structure in Part B &4
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s After saving fee structure for all the grades, click on "Submit Final Fee
Structure’ button to lockin the Fees that has been entered.
¢ There will be no chance of editing the fee structure after dicking on
*Submit Final Fee Structure”.




Step 9: Add supporting Documents and Declaration in Part C 44
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Add all the necessary supporting
documents like Fee Book, Fee
Receipt, or any other relevant
document as proofl. The said
document must dearly highlight
the different kinds of fees charged
from the parents

The PDF of fee structurng
downloaded in step & must be
signed and uploaded as a
declaration document.

The school can also add any
remarks.

Finally. click on the "Submit’
button Lo complete the form.




Thank You!
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