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Master ID & Committee
Admin — Complete Step-by-
Step User Guide
Every committee screen of SocietyKosh, from sign-in to the Master ID’s
danger zone, with real screenshots.
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1. First-time society registration, app install & secure sign-in
📍 /admin/login → /admin

The committee portal runs in any browser and installs as its own app, SocietyKosh Admin. A new society first
registers its own private workspace, which starts as a clean blank slate; after that committee members and
the Chief Admin (Master ID) sign in with three secrets: who you are, a security question and a 4-digit PIN.

Where to click and where to go

1. Open /admin on your phone or laptop. Switch the language any time with हिंदी / English at the top right.

2. First time? Choose 🏢 Register New Society and fill in First-Time Society Setup: the Society full name,
City and Registration No., the Master ID’s Security Question, Secret Answer and 4-Digit Master PIN,
the watchman’s 4-digit Gate PIN and, if you have one, the Activation key (without it the 7-day trial starts).
Click Create Society Workspace: the Master ID is signed in and the Emergency Recovery Key is shown
once.

3. The workspace starts empty: no sample flats, bills or bank accounts. In Settings → Flat profiles click 🏗️
Bulk-Generate a Wing / Tower, enter the Tower / Building, Wing, the floors and Flats per floor, click
Generate flats, type each flat’s Owner name and Registered mobile, and click Save flats.

4. On a new device, committee members type the Society Code / Workspace shown after registration, then
sign in.

5. Committee members use the Committee Member Login tab: enter your Registered Mobile Number,
choose your Security Question, type the Secret Answer (capitals and spaces do not matter) and your 4-
Digit PIN, then click Sign in.

6. The Chief Admin uses the Master ID (Chief Admin) tab: Master ID (MASTER-ADMIN), Security Question,
Secret Answer and the 4-Digit Master PIN.

7. Forgot the Master credentials? On the Master tab click Forgot Master Credentials? Reset via Recovery
Key, enter the Emergency Recovery Key and set a new question, answer and PIN with Reset Master
Credentials. A committee member who forgot a PIN asks the Master ID to reset it.

8. Once signed in, the yellow banner offers Install Admin App: tap it (or follow the 2-step guide it shows) to
put SocietyKosh Admin on your home screen. Not now hides it for this session.

9. The tab strip under the header opens every module: Dashboard, Verification Queue, Billing, Expenses,
Campaigns, Helpdesk, Notices, Vehicles, Amenities, Gate Log, Governance & Audits, Staff &
Operations, Contributor Honor Roll, Resident Access and Settings.

10. Click 📖 User Guide / How-To? in the header whenever you need this guide again.

💡 Tip The 🔑 Emergency Recovery Key is shown once at the Master’s first sign-in: use ⬇ Download
Recovery Kit (.txt) and keep it offline.
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🏢 Register New Society: the First-Time Society Setup.

🏗️ Bulk-Generate a Wing / Tower: whole floors of flats at once.
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The Master ID (Chief Admin) sign-in tab with its three secrets.

The Dashboard with the KPI row, the tab strip and the install banner.
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2. Statutory maintenance billing & default monthly rates
📍 /admin/billing · /admin/settings → Default Monthly Billing Rates

Bills follow the MCS bye-laws: service and water charges shared by flats, sinking and repair funds per sq ft,
property and NA taxes, parking, a non-occupancy charge capped at 10% and simple late interest capped at
21% p.a.

Where to click and where to go

1. Click the Billing tab. In Generate Monthly Invoices pick the Billing month and Billing mode (Statutory
Hybrid, Pure Sq. Ft. or Fixed Lump-Sum).

2. Fill Monthly service charges (total), Monthly water charges (total), Sinking fund rate (₹/sq ft),
Repair fund rate (₹/sq ft), Property tax rate (₹/sq ft) and NA tax / lease rent (₹/sq ft), then the
add-ons 2-wheeler parking fee, 4-wheeler parking fee, Non-occupancy % (max 10%) and Late
interest (% p.a., max 21%).

3. Check the Live preview and Every flat this month, then click Generate invoices for {month}. Each flat
sees its itemized bill instantly.

4. Save the society’s defaults once in Settings → Default Monthly Billing Rates & Statutory Rules (parking
fees, Sinking Fund Statutory Rate, Repair & Maintenance Fund Rate, Non-Occupancy Charges (%),
Late Payment Simple Interest (% p.a.), Due Date Grace Period (Days)) with Save Billing Rates.

5. Below the generator, the defaulter list filters by tower and wing; use Send reminder (WhatsApp), Export
Defaulter Notice (PDF) or Export Complete Ledger (CSV). 📢 Broadcast billing notice prepares the
month’s WhatsApp announcement.

6. Bills with amenity charges open with View bill → Bill PDF. Bills can also be imported with Import invoices
via spreadsheet (.xlsx / .csv).

💡 Tip The server refuses any formula above the statutory caps (10% non-occupancy, 21% p.a. interest).
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Generate Monthly Invoices with the statutory heads and the live preview.

Settings → Default Monthly Billing Rates & Statutory Rules.
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3. Payment Verification Queue & bank auto-reconciliation
📍 /admin/verify · /admin/reconciliation

Every UPI or bank payment a resident submits waits here with its UTR, the UPI app used and the screenshot,
until the treasurer verifies it and the receipt is issued.

Where to click and where to go

1. Click Verification Queue. Each row shows the Flat, Donor, For, Method, the UTR / Reference No. and
Amount.

2. Under the method, the UPI app badge reads UPI (Google Pay), UPI (PhonePe), UPI (Paytm), UPI
(Amazon Pay), UPI (BHIM) or UPI (other app).

3. Click the screenshot thumbnail to open it full screen, compare the 12-digit UTR, then click Verify & Issue
Receipt (or Reject with a reason the resident sees).

4. To clear many at once, click Bank Reconciliation, drop the bank statement (.xlsx, .csv, .xls or text-based
.pdf) or try Load sample statement.

5. Read {n} Perfect Matches Found and {n} Discrepancies, filter with Exact match, Amount mismatch
and the other chips, then click ✓ 1-Click Approve All {n} Matched Payments and Download receipts
(PDF).

The Verification Queue with UPI app badges, UTRs and screenshots.
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Bank Reconciliation after loading a statement: perfect matches and discrepancies.
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4. Expense vouchers, opening bank balance & the void audit
trail
📍 /admin/expenses · /admin/settings → Banking

Every rupee spent is a voucher with its bill photo, in the operations ledger or a campaign’s own ledger. A
wrong voucher is voided with a reason, never deleted.

Where to click and where to go

1. Set the passbook figure once in Settings → Banking: Opening Bank Balance (₹) and As of Date (and, if
needed, Include Festival & Campaign Funds in Primary Bank Balance).

2. Click Expenses, then Record expense. Choose General Society Operations or Festival / Special
Campaign Drive, then the Category, Vendor / payee, Amount (₹), Date, Paid by and Cheque / UTR /
invoice no.

3. Attach the Voucher / bill photo and click Save voucher.

4. Filter by month, ledger and category; export with Export Excel or Export PDF.

5. To cancel a voucher, click Void / Cancel, enter the Cancellation Reason (or tap a preset) and Void
voucher: the row stays struck through with a VOIDED badge, outside every total.

The expense ledger with voucher thumbnails, filters and exports.
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Record expense: ledger, category, payee, amount and bill photo.
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5. Festival drives & campaigns
📍 /admin/campaigns · /admin/honor-roll

Drives collect voluntary contributions and in-kind pledges (Annadaan ingredients), routed to the primary
account or a campaign’s own bank account.

Where to click and where to go

1. Click Campaigns, then Create New Campaign.

2. Enter the Title, Description, Category (Festival Drive, Event, Spiritual Ceremony, Calamity Relief, Food
Bhandara, Society Corpus, Welfare…), Target budget (₹), Start date and End date.

3. Choose the Destination bank account / UPI: the Primary Society Account or a secondary account (for
example the Cultural & Festival Committee). Residents then pay that account’s UPI ID.

4. Add In-kind supplies with Add item for Annadaan pledges, then Create campaign.

5. Track the progress bar and contributors on each card, use Mark completed / Reopen, and Export
Collection Report (CSV). Every contribution is listed in Contributor Honor Roll (anonymous donors stay
masked).

💡 Tip Contributions are voluntary; the app has no compulsory levy type. Use maintenance billing for
statutory charges.
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Campaign cards with targets, collections and the destination account.

Create New Campaign with the destination bank account / UPI.
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6. Helpdesk & the 12-hour SLA tracker
📍 /admin/helpdesk

Residents raise tickets with a photo from their phone. Urgent tickets open for more than 12 hours are
flagged so nothing waits unseen.

Where to click and where to go

1. Click Helpdesk. Read the KPIs Open tickets, In progress / assigned, Urgent past 12 h SLA and
Resolved & closed.

2. A red {n} urgent past 12 h pill and the SLA: {h} h open badge mark breached tickets. Filter with All,
Active, Assigned, Resolved and Closed.

3. Click Manage / Update → on a ticket. View photo opens the resident’s compressed picture.

4. Set the Status (Assigned, In progress, Resolved…), the Technician / vendor and Mobile, write Internal
committee notes (never shown to residents) and the Resolution summary for the resident, then Save
ticket.

The helpdesk board with SLA badges and filters.
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The ticket drawer: status, technician, internal notes and resolution.
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7. Digital notice board & flat-wise read receipts
📍 /admin/notices

Circulars reach every flat instantly with proof of delivery: each flat’s read time is recorded.

Where to click and where to go

1. Click Notices, then Publish circular / notice.

2. Enter the Title, Category (AGM / statutory, Maintenance & billing, Water / power cut, Security & rules,
Cultural event, General), Published by, Notice text and Show until.

3. Turn on Pin to top for statutory notices and optionally Attach PDF, then Publish.

4. Each notice shows {pct}% Read. Click Delivery & read receipts audit to see every flat as READ (with its
time) or UNREAD.

5. Export the proof with PDF or Excel; View full notice / Download PDF prints the official notice.

A pinned notice with its read-receipt audit.
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8. Vehicle & sticker registry
📍 /admin/vehicles

One registry of every resident vehicle, its parking slot and sticker, searchable by the last 4 digits of the plate.

Where to click and where to go

1. Click Vehicles. Type the last 4 digits (for example 4529) in Security gate lookup, or filter with All, 4-
wheelers, 2-wheelers and EV.

2. Click Add vehicle (or Edit on a row): Flat, Vehicle type, Registration no., Make, model & colour,
Parking slot, Sticker no., Owner and Owner mobile.

3. Turn on Share mobile with residents for parking alerts only with the owner’s consent, then Save
vehicle.

4. Export the directory with Excel or CSV; deactivated vehicles stay on record (Show deactivated).

Searching the registry by the last 4 digits.
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9. Amenity bookings & security deposits
📍 /admin/amenities

Residents book the Clubhouse & Community Hall, the Terrace Party Deck or Guest Room 1; the committee
approves, collects the fee and settles the refundable deposit.

Where to click and where to go

1. Click Amenities. The KPIs show Pending approvals, Confirmed bookings, Amenity fees on bills and
Deposits held.

2. Use Manage Amenities & Rates to Edit Rates & Rules, Add New Amenity or Deactivate one.

3. Click Review on a pending booking. Under How is the fee collected? choose Add to next maintenance
bill or Mark paid via UPI / cash, then Approve booking (or Reject booking with remarks).

4. A resident’s own UPI payment for the fee appears with Verify UPI payment → Verify & mark paid (or
Reject proof).

5. After the event click Settle deposit: Full refund or Deduct a damage / cleaning fee and refund the
balance, then Confirm settlement.

Bookings, the calendar and the deposit KPIs.
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10. Gate visitor register & 45-day cleanup
📍 /admin/gate

Every visitor the gate rang in, with photo, 10-digit mobile, decision and timings, plus today’s guest passes.

Where to click and where to go

1. Click Gate Log. Read Visitors Today, Currently Inside, Active Guest Passes and Push-Enabled Flats.

2. Filter by flat and category or search visitor, vendor or plate; the chips show Inside Now, Approved,
Denied and QR Pass entries.

3. Click 🚪 Mark Exit when a visitor leaves; revoke a guest pass with Revoke Pass.

4. Export with Export Visitor Register (Excel) or CSV, and keep the register lean with 🧹 Delete History >
45 Days.

The visitor register with photos, decisions and exports.

SocietyKosh • Committee & Master ID User Guide

Page 19 of 30



Chapter 11 of 13

11. Governance: AGM polls, AMC tracker, Form I / J registers
& move NOCs
📍 /admin/governance (views: polls, amc, registers, noc)

Statutory governance in one place: tamper-evident digital voting, vendor contracts with renewal reminders,
the MCS share registers and move-in / move-out clearances.

Where to click and where to go

1. 🗳️ AGM & Voting Polls: click ➕ New Resolution / Poll, fill the title, description, Quorum (% of
member flats) and options, tick Owners only (statutory resolution) for 🔒 Owner-Only votes (others
are 👥 Owners & Tenants), then Open Poll.

2. Watch the Quorum meter and the ✓ Ballot chain verified SHA-256 receipt chain; click Close Voting, then
⬇ Export Signed Resolution PDF.

3. 🛠️ Vendor & AMC Tracker: ➕ Add AMC Contract; pills read Expired {n} days ago (red) or Renewal
due in {n} days (amber). Use ➕ Log Service Visit, 🔄 Renew / Edit Contract (with Renew for 1 more
year), 📅 Sync .ics Calendar and 📅 Export All AMC Renewals (.ics).

4. 📜 Form I & Form J Registers: ✏ Edit Form I Record (folio, certificate, nominee), view the Form J
member list, and export with ⬇ Export Form I Register (PDF), ⬇ Export Form I (Excel / CSV) and the
Form J equivalents.

5. 🚚 Move NOC & Truck Passes: review flat requests, issue one with Issue NOC & Truck Pass, or despite
dues with an Override reason (Issue with Committee Override), correct it with ✏ Edit or Revoke it.
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AGM & Voting Polls with the quorum meter and the ballot chain.

The Vendor & AMC Tracker with renewal pills.
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Form I & Form J registers with exports.

Move NOC & Truck Passes with committee overrides.
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12. Staff & Operations: daily staff, parcels, SOS, emergency
directory & 🧹 Clear the Bay
📍 /admin/operations (views: staff, parcels, sos, clearbay, directory)

The society’s daily operations: who works for which flat, parcels left at the gate, emergency alerts, the
helpline directory and lobby clutter alerts.

Where to click and where to go

1. 👥 Daily Staff Registry: Register a helper with Name, 10-digit mobile, Role, 4-digit check-in
passcode, Assigned flats and an optional photo, then Register Staff. Rows show who is inside right now;
Edit and Deactivate keep the history.

2. 📦 Gate Parcel Ledger: set the Shelves with Save Shelves; pending parcels show their shelf, and Mark
Collected closes one by hand.

3. 🚨 SOS Emergency Log: click 🔔 Enable SOS Alerts on This Device. An SOS shows the crimson 🚨
EMERGENCY SOS banner on every admin page; Resolve it with a note once handled.

4. ☎️ Emergency Directory: + Add Contact, ✏ Edit, 📌 Pin / Unpin, reorder with the arrows, and 📍 Load
/ Refresh City Utility Presets for your city.

5. 🧹 Clear the Bay: pick flats (Select All Flats, Tower 1 Only, Tower 2 Only, search, or tap tiles like A-101
and A-301), a reason chip (👟 Shoe Rack / Footwear, 🚲 Bicycle / Stroller, 📦 Cartons / Items, 🪴
Passage Obstruction, 🧹 General Lobby Clearance), edit the note and click 🔔 Trigger 60s "Clear the
Bay" Alert. The tracker shows 🔔 Ringing • Ns left, then ✓ Acknowledged at …; Cancel / Resolve
closes one.
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The daily staff registry with who is inside now.

The gate parcel ledger and shelves.

SocietyKosh • Committee & Master ID User Guide

Page 24 of 30



The SOS emergency log and device alerts.

The emergency & local utility directory.
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🧹 Clear the Bay: flats, reason chips and the live tracker.
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13. Settings, Master ID controls, Change Log, Society Vault
& the admin data purge
📍 /admin/settings

The society’s configuration and the Master ID’s exclusive controls. Every change anyone makes is recorded
in the Change Log.

Where to click and where to go

1. Edit Society profile & structure (name, registration number, address, bill due day, towers) and click Save
settings.

2. In Banking & payment channels maintain the primary account (bank, A/C, IFSC, branch, UPI ID) and extra
accounts with Add account, then Save bank accounts.

3. In Gate Security Terminal & Watchman Access set the Gate Terminal Label, Ring Timeout and a new
4-Digit Gate PIN, then Save Gate Settings.

4. In 📲 WhatsApp Resident Onboarding Hub tap 📲 Share Onboarding Link on WhatsApp to send the
society’s private /join?invite=sk_… link to the residents’ WhatsApp group (or 📋 Copy Link). 🔄 Rotate /
Regenerate WhatsApp Invite Link replaces it at once if an old link went to the wrong people; residents
already signed in stay signed in. Open the 🛡️ Gate Terminal Link once on the watchman’s tablet to bind it
to the society.

5. Master ID only — 🔐 Committee Members Master Data: ➕ Add Committee Member, ✏ Edit
Details, 🔑 Reset Credentials, 🗑 Remove Member, and Regenerate / View Recovery Key / 🛡 Rotate
Emergency Recovery Key.

6. Click 📜 Change Log to audit every old → new value with who changed it, filter by category or member,
and Export PDF / Export Excel.

7. Master ID only — 🛡️ Society Vault: 💾 Backup Society Vault downloads the encrypted .societykosh
file; 📥 Restore from Backup → Decrypt & Inspect → type RESTORE → Restore Society Vault. The
licence key is activated from the header badge (Activate License).

8. Master ID only — 🔴 Master ID Danger Zone: click 🔴 Purge / Reset Admin Data to Blank Slate,
read what is wiped and what is kept, type RESET or DELETE in capitals and click ⚠️ Confirm Permanent
Admin Data Purge. The Admin Portal starts from a blank slate; residents keep their history, read-only.

💡 Tip Take a 💾 Backup Society Vault before a purge: a restore brings every record back.
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Settings with the Master ID’s exclusive cards.

📲 WhatsApp Resident Onboarding Hub: the private invite link, 🔄 Rotate and the Gate Terminal Link.
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The Change Log: every old → new value, by member and category.

The Society Vault backup & restore.
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🔴 Purge / Reset Admin Data: type RESET or DELETE in capitals to confirm.
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