
   

 

   

 

 



   

 

   

 

(★ Important: Steps mentioned under headings marked as Important are mandatory and must be 
configured after installing the package.) 
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Ai4 Society Connect user manual 

1.  Introduction 

1.1  About Ai4 Society Connect 

Ai4 society connect is a comprehensive Society Management Application designed to 

streamline and automate day-to-day society operations. The application provides a 

centralized platform for managing residential communities, residents, visitors, 

complaints, staff attendance, invoices, payments, and society-wide announcements. 

The application enables seamless collaboration between society administrators, 

residents, and security personnel, ensuring efficient communication, improved 

transparency, and enhanced operational control. 

By digitizing manual processes, Ai4 society connect helps societies improve resident 

experience, reduce administrative effort, and maintain accurate records across all society 

activities. 

1.2  Purpose of the Application 

The primary purpose of Ai4 society connect is to: 

 Manage societies and residential units efficiently. 

 Simplify resident onboarding and profile management. 

 Streamline visitor entry and approval processes. 

 Track complaints and their resolution lifecycle. 

 Generate and manage invoices for residents and commercial units. 

 Process and approve payments securely. 

 Maintain attendance records for society staff. 

 Communicate important updates through announcements. 

 Provide role-based access to administrators, residents, and security personnel. 

1.3  Intended Audience 

 Society Administrators 

 Residents 

 Security Personnel 

1.4  Key Features 

 Resident Onboarding and Management



   

 

   

 

 Visitor Management 

 Help Desk Management 

 Invoice and Payment Management 

 Society Staff Attendance 

 Announcements and Communication 

 Approval Workflows 

2.  Application Roles and Responsibilities 

2.1  Administrator Role 

The Administrator is responsible for managing overall society operations. Key 

responsibilities include: 

 Managing societies and society units. 

 Approving resident registration requests. 

 Managing visitor records and approvals. 

 Handling complaints and service requests. 

 Generating invoices. 

 Approving resident payments. 

 Managing society staff records. 

 Publishing announcements for residents. 

2.2  Resident Role 

Residents can access and manage information related to their own unit and society 

activities. Key responsibilities include: 

 Registering and maintaining profile information. 

 Managing family members, vehicles, and domestic staff. 

 Creating pre-approved visitor requests. 

 Tracking visitor activities. 

 Raising complaints and tracking resolution status. 

 Viewing invoices and submitting payments. 

 Viewing society announcements. 

2.3  Security Role 

The Security role is responsible for managing visitor movement and society staff 

attendance. Key responsibilities include: 

 Managing visitor check-in and check-out activities. 

 Processing visitor approval requests. 

 Recording visitor entry and exit details.



   

 

   

 

 Managing attendance records for society staff. 

 Maintaining security-related operational records. 

 

3.  Application Overview 

The Ai4 society connect application consists of the following core sections: 

3.1  Societies 

Stores information about societies, including society details and configuration settings. 

3.2  Society Units 

Maintains information about each individual unit within a society. 

3.3  Residents 

Stores resident information, profile details, family members, vehicles, domestic staff, 

invoices, complaints, and visitor-related information. 

3.4  Visitors 

Manages visitor entries and exit logs, approvals, check-in/check-out activities, and visitor 

history. 

3.5  Society staffs 

Maintains society staff records and attendance management. 

3.6  Complaints 

Tracks resident complaints, resolution activities, approvals, and closure processes. 

3.7  Commercial spaces 

Maintains information about commercial units operating within the society. 

3.8 Society Invoices 

Manages invoice generation, billing information, payment tracking, and invoice statuses. 

3.9 Payments 

Maintains payment records submitted by residents and supports payment approval 

workflows. 

3.10 Announcements 

Provides a centralized platform for publishing important notices, updates, and society 

communications. 

 

4. Application Configuration (One – Time Setup) 

Before using the Ai4 society connect application, the administrator must configure the 
required  

system settings. These settings ensure that the application sends email notifications  

correctly and generates links that point to the appropriate environment 



   

 

   

 

4.1 Configure System Email (Important) 

The System Email setting specifies the email address that will be used to send system-

generated notifications to residents, such as registration approval, invoice generation, 

payment approval, and other application notifications. 

Steps 

1. Navigate to System Designer → System Settings.  

2. Search for Mailbox to  send notifications for residents (ai4 society connect).  

 

3. Open the system setting.  

4. Replace the default value with a valid and working email address.  

 

5. Save the changes.  

Note: Ensure that the configured email account is properly set up in Creatio for sending 

emails. All application notifications will be sent from this email address. 

4.2 Configure the System Email (Important) 

The System Email system setting is used to define the email account from which the Ai4 Society 

Connect application sends notifications to residents. Before selecting an email address as the default 

value in this system setting, the email account must first be configured in the Creatio environment. 

Adding an Email Account to the Creatio Environment 

Follow the steps below to add an email account: 



   

 

   

 

1. Log in to the Creatio environment.  

2. Click the Communication Panel icon located in the top-right corner of the application.  

3. Select Email.  

4. Click the More Options (⋮ ) menu.  

5. Select New Email Account.  

6. Enter the required details:  

a. Email Address  

b. App Password (generated for your email account)  

7. Click Sign in.  

 

Once the email account is successfully added, it becomes available in the Creatio environment and 



   

 

   

 

can be selected as the default value for the System Email system setting. 

Note: Ensure that the configured email account is active and has a valid App Password. This email 

account will be used to send all automated email notifications generated by the Ai4 Society Connect 

application. 

4.2 Configure Environment URL (Important) 

The Environment URL setting stores the URL of the Creatio environment where the ai4 

society connect application is installed. This URL is used when generating links in email 

notifications, allowing residents to access the application directly. 

Steps 

1. Navigate to System Designer → System Settings.  

2. Search for ai4 society connect environment URL.  

 

3. Open the system setting.  

4. Replace the default value with your Creatio environment URL.  

 

5. Save the changes.  

 

Example: 



   

 

   

 

https://your-environment.creatio.com 

 

Note: Ensure that the URL points to the environment where the Ai4 society connect 

application is deployed. An incorrect URL may prevent residents from accessing the 

application through links received in email notifications. 

4.3 Prerequisite – Configure Societies and Society Units (Important) 

Before residents begin the registration process, the Admin User must configure the Society 
and Society Unit master data in the application. 

These records are used during resident onboarding. If no Society or Society Unit records are 
available, residents will not be able to complete the registration process. 

Steps to Configure Society Data 

1. Log in using an Admin User.  
2. Navigate to the Societies section.  
3. Create all societies applicable to your Community.  
4. Navigate to the Society Units section.  
5. Create the corresponding units (such as Flats, Villas, or Commercial Spaces) and 

associate each unit with the appropriate society.  
6. Save the records.  

Once the Society and Society Unit records have been configured, residents can successfully 
select their society and Society unit during the registration process. 

Note: Configuring the Society and Society Unit master data is a mandatory prerequisite 
before residents can register and use the AI4 Society Connect application. 

4.4 One-Time Setup – Configure Workplace Access (Important) 

 

Before using the Ai4 Society Connect application, a one-time workplace configuration must 

be performed by a System Administrator. 

By default, Creatio grants the All Employees organizational role access to the standard out-

of-the-box (OOTB) workplaces such as CRM, Sales, Service, Marketing, and others. As a 

result, users assigned to the Resident, External Resident, and Visitor Management 

functional roles may also have access to these workplaces. 

To ensure that users can access only the workplaces intended for the Ai4 Society Connect 

application, the System Administrator must remove the All Employees organizational role 

from the following OOTB workplaces: 

 CRM  

 Sales  

https://your-environment.creatio.com/


   

 

   

 

 Service  

 Marketing  

 Contact center 

Steps to Configure 

1. Log in using a System Administrator account.  

2. Navigate to Studio → Workplaces.  

 

3. Open each of the above OOTB workplaces.  

4. Navigate to the User Groups tab.  

5. Remove the All Employees organizational role.  

 



   

 

   

 

6. To delete the All employees role in the user groups, Select the All employees role, 

then click on 3 dots icon then select delete option.  

 

7. Save the changes. 

8. Repeat the above steps for all listed OOTB workplaces.  

Note: This is a one-time configuration. The Admin role required for the Ai4 Society Connect 

application is already configured and will continue to have access to the required 

workplaces. 



   

 

   

 

5.  Administrator Guide 
Before using the Administrator module, a user account must be created and assigned to the Admin 
role. Only users with the Admin role can access all sections and perform administrative operations 
within the Ai4 Society Connect application. 

Creating an Administrator User: 

Follow the steps below to create an Administrator user: 

1. Navigate to System Designer.  

2. Click Users.  

 

3. Click New to create a new user.  

 

4. Enter the required user information, including:  

o User Name  

o Contact  

o Email Address  

o Password (or follow your organization's password policy)  

5. Save the user record.  

6. Open the newly created user.  

7. Navigate to the Roles tab, Under the Functional role  

8. Add the user to the Admin role.  

9. Save the changes.  



   

 

   

 

 
After assigning the Admin role, the user can log in using the assigned credentials and will have access 
to all application sections and administrative functionalities. 

 

5.1  Administrator Overview 

The Administrator is the primary user responsible for managing society operations within 

the ai4 society connect application. After logging in, the administrator has access to all 

sections and can perform activities related to society management, resident onboarding, 

visitor tracking, complaint management, billing, payments, staff administration, and 

communication. 

The following sections explain each module available to the administrator and its purpose 

within the application. 

5.2  Societies 

The Societies section serves as the foundation of the application and is used to maintain 

information about residential societies managed through Ai4 society connect. 

Before managing residents, units, invoices, or visitors, the administrator must first create 

the society record. 

5.2.1  Society List Page 



   

 

   

 

 

 The Society List page displays all societies available in the application. 

 Administrators can review existing societies, search for a specific society, and 

create new society records when required. 



   

 

   

 

5.2.2  Society form page 

 

 The Society Form page contains detailed information about a society, including its 

name and other administrative information. 

 This information is referenced throughout the application when creating units, 

residents, invoices, and other society-related records. 

 And also it maintains the staff details who are working the society 

5.3  Society units 

The Society units section is used to manage residential units and commercial units 

belonging to a society. Each unit is maintained within this section and linked to a specific 

society. 

5.3.1  Society units List Page 

 The Society units List page displays all units available within the managed societies. 

 Administrators can search, review, and maintain unit records from this page. 



   

 

   

 

 

5.3.2  Society units form page 

The Society unit Form page is used to maintain detailed information about a 

residential/commercial unit. 

These units are later associated with residents or shops during the resident/shop 

registration and onboarding process. 

Maintaining accurate unit information ensures proper resident allocation, visitor 

management, and invoice generation. 

And also maintains Flat occupancy history. 

 



   

 

   

 

5.4  Residents 

The Residents section contains information about all registered residents within the 

society. 

Resident records are automatically created after registration requests submitted through 

the resident portal are approved by the administrator. 

5.4.1  Residents List Page 

 

 The Residents List page provides a centralized view of all residents registered within 

the society. 

 Administrators can review resident records, search for specific residents, and 

monitor resident-related activities. 

 And also Administrators can Generate the monthly invoice with fixed charges to 

residents by selecting the residents record and click on the Generate invoice 

button. Which will create an invoice to residents and sends an email with the 

invoice attachment. 

 



   

 

   

 

5.4.2 Residents Form page 
 

 

5.4.2.1 The Resident Form page provides detailed information about an individual 

resident, including personal details, unit information, family members, 

vehicles, domestic staff, invoices, complaints, and visitor-related activities. 

5.4.2.2 This section helps administrators maintain a complete resident profile and 

manage resident-related operations efficiently. 

5.5  Visitors 

The Visitors section is used to manage and monitor visitor activities within the society. All 

visitor entries, approvals, check-ins, and check-outs are maintained in this section. 

5.5.2  Visitors List Page 

 



   

 

   

 

5.5.2.1 The Visitors List page displays all visitors who have entered or requested 

access to the society. 

5.5.2.2 Administrators can review visitor records and monitor visitor movement across 

the community. 

5.5.3  Visitors Form Page 

 

5.5.3.1 The Visitor Form page provides detailed information about individual visitors, 

including visitor type, visiting resident, approval status, check-in time, and 

check-out time. 

5.5.3.2 This section provides complete visibility into visitor activities and helps 

ensure secure visitor management. 

5.6  Society staffs 

The Society Staffs section is used to maintain records of staff members working within the 

society, such as security personnel, housekeeping staff, maintenance personnel, and 

other operational staff. 

5.6.2  Society staffs List Page 

The Society Staffs List page displays all staff records maintained within the application. 



   

 

   

 

 

5.6.3  Society staffs Form Page 

5.6.3.1 The Society staff Form page contains detailed information about staff members 

and their attendance records. 

5.6.3.2 Administrators can review attendance activities and maintain accurate 

staff information. 

5.6.3.3 This section helps the society efficiently manage workforce-related information. 

 

 



   

 

   

 

5.7  Complaints 

The Complaints section enables administrators to manage service requests and 

complaints raised by residents. 

5.7.2  Complaints List Page 

The Complaints List page displays all complaints submitted by residents. Administrators 

can monitor complaint status and track ongoing pending service requests. 

 

5.7.3  Complaints Form Page 

5.7.3.1 The Complaint Form page contains detailed information about a 

complaint, including complaint category, description, current status, 

and resolution information. 

 

5.7.3.2 Once a complaint is resolved, the administrator can Click on the button 

(Mark as resolved) which will update the status to resolved and initiate the 

resident confirmation process before the complaint is officially closed. 

5.7.3.3 Based on the performed actions it will update the status to resolved/closed as 

well updates the resolved time and closed time. 

5.7.3.4 This workflow ensures transparency and accountability throughout the 

complaint resolution process. 



   

 

   

 

 

5.8  Commercial spaces 

The Commercial Spaces section is used to maintain information about commercial 

establishments operating within the society premises. 

5.8.2  Commercial spaces List Page 

 

The Commercial Spaces List page provides a consolidated view of all commercial units 

maintained within the application. 

5.8.2.1 And also Administrators can Generate the monthly invoice with fixed 

charges to shops by selecting the shops record and click on the Generate 

invoice button. Which will create an invoice to shops and sends an email 

with the invoice attachment. 



   

 

   

 

5.8.3  Commercial spaces Form Page 
 

5.8.3.1 The Commercial Space Form page contains detailed information about 

commercial units, including ownership and occupancy details. 

5.8.3.2 This section helps administrators manage commercial properties separately 

from residential units. 

5.8.3.3 And also helps tracking of the invoices generated to the units. 

 

5.9  Society invoices 

The Invoices section is responsible for managing society billing activities. Administrators 

generate invoices for residents and commercial units based on applicable charges. 

5.9.2  Society invoices List Page 

The Invoices List page displays all generated invoices and their current status. 

 



   

 

   

 

 

5.9.3  Society invoices Form Page 

 

The Invoice Form page contains complete billing information, including maintenance 

charges, utility charges, taxes, payment information, and invoice status. 

Administrators can monitor invoice progress and track whether invoices are pending, 

partially paid, or fully paid. 

Administrators can create a new invoice by navigating to the Invoices section and clicking 

the New button on the Invoice List page. 

 

 



   

 

   

 

 

On the Invoice Form page, the administrator enters the required invoice information, such 

as the society unit, invoice details, billing period, due date, and other relevant information. 

To add invoice charges, the administrator can go to the Invoice Charges detail and click 

the + button. This will navigate to the invoice Charges Page 

 

The Invoice Charges page is used to capture individual charges that make up the invoice. 

The administrator can enter: 

• Charge Type 

• Charge Amount 

• CGST Percentage 

• SGST Percentage 

 

Based on the values entered, the system automatically calculates: 

• CGST Amount 

• SGST Amount 

• Amount Including Tax 

After entering the required information, the administrator clicks Save to add the charge to 

the invoice. 

Multiple charge records can be added to the invoice as required. As charges are added, the 



   

 

   

 

application automatically calculates and updates: 

• Total Amount 

• Total Tax Amount 

• Total Amount Including Tax 

These calculated values are displayed on the Invoice Form page, providing a complete 

billing summary. 

Once all invoice details and charges have been added, the administrator clicks Save on 

the Invoice Form page to generate the invoice. 

The invoice is then created and associated with the selected society unit, making it 

available for the resident to review and submit payment through the resident portal. 

5.10  Payments 

The Payments section is used to review and manage payments submitted by residents 

against invoices. 

5.10.1 Payments List Page 

The Payments List page displays all payment transactions recorded within the application. 

Administrator Can review the Payments by status. If any Pending-Approval Payments are 

displayed. 

Then Administrator can reviw the details and approve or reject the payment. 

 



   

 

   

 

 

5.10.2  Payments Form Page 

 

The Payment Form page contains payment information submitted by residents, including 

payment amount, payment method, transaction details, approval status, and related 

invoice information. 

Administrators review submitted payments and approve them after verification. Once 

approved, invoice statuses are automatically updated based on the total amount paid. 

5.11  Announcements 

The Announcements section enables administrators to communicate important 

information to residents. 

5.11.1  Announcements List Page 



   

 

   

 

 

The Announcements List page displays all announcements created within the application. 

5.11.2  Announcements Form Page 

 

The Announcement Form page is used to create and publish announcements such as 

maintenance notices, community updates, events, emergency alerts, and general society 

communications. 

All Published announcements are visible to residents through their resident portal, 

ensuring effective communication across the society. 

6 Resident User Guide 

6.4 Resident Onboarding and Registration Process (Important) 

The resident onboarding process is designed to ensure that only authorized residents gain 

access to the ai4 society connect application. 



   

 

   

 

Unlike administrators and security personnel, residents are not provided direct 

access to the application by default. Instead, residents are assigned the External 

Resident role, which grants them the necessary access to initiate and complete the 

registration and onboarding process. Once the onboarding process is successfully 

completed, the resident's access is updated according to their assigned permissions 

within the application. 

Resident Onboarding Prerequisite 

Before residents can register in the application, the Society Administrator must 

create a temporary onboarding user and assign it to the External Resident role. This 

is a one-time setup activity performed during the initial application configuration. 

The credentials of this onboarding user are shared with every new resident who 

wishes to register in the application. These credentials are used only to access the 

Resident Registration page and submit the registration request. 

Note: The onboarding user is created only once. The same credentials can be 

shared with all new residents for completing the registration process. 

Creating the Temporary Onboarding External User 

Follow the steps below to create the onboarding user: 

1. Navigate to System Designer.  

2. Click Users.  

 

3. Click New to create a new user and select External user. 



   

 

   

 

 

4. Enter the required user details, such as:  

o User Name  

o Contact  

o Email Address  

o Password (or follow your organization's password policy)  

5. Save the user record.  

6. Open the newly created user.  

7. Navigate to the Roles tab.  

8. Under the Functional roles, Add the user to the External Resident role.  

9. Save the changes.  

 



   

 

   

 

Note: This onboarding user is intended only for new resident registration and should 

not be used as a regular resident account. 

And as a System administrator user, if you are using the licensed environment to use 

this application, then assign the following external licenses for the External Resident 

User to access the application. 

 

After this section, continue with: 

Share Temporary Login Credentials 

When a new resident joins the society, the Society Administrator shares the 

temporary onboarding credentials along with the Resident Portal URL. 

These credentials are used only to access the Resident Registration page and submit 

the registration request. 

Step 1: Resident Login 

After the External Resident account is created, login credentials are securely 

shared with the resident. The resident uses these credentials to sign in to the Ai4 

Society Connect application, complete the onboarding process, and gain access 

based on the assigned resident role and permissions. 

 



   

 

   

 

After successful login, the resident is presented with the Home page where they need to 

click on Register button to navigate to registration page. 

 

Step 2: Complete Resident Registration 

On the registration page, the resident is required to provide the necessary information, 

including: 

 Profile Photo 

 Resident Name 

 Mobile Number 

 Email address 

 Resident Type (Owner or Tenant) 

 Society 

 Society Unit 
 

When a society is selected, the application automatically displays only the units 

associated with that particular society. This ensures that residents can only register 

against valid units. 

After entering all required information, the resident clicks the Register button to submit the 

registration request. 

Step 3: Registration Approval Process 

Once the registration request is submitted, it is routed to the administrator for review and 

approval. 



   

 

   

 

The administrator verifies the information provided by the resident and either approves or 

rejects the request. 

Upon approval: 

 A Contact record is automatically created. 

 A User account is automatically created. 

 Login credentials are generated for the resident. 

 An email notification containing login information is sent to the resident. 

 
 

This automated process ensures secure and controlled onboarding of residents. 

Step 4: Resident Login 

After receiving the approved login credentials, the resident can log in to the ai4 society 

connect portal. 

During the first login, the resident may reset their password and update account 

credentials as required. 

Upon successful login, the resident is directed to the Resident Workplace. 

Unlike administrators, residents have access only to their own information and activities. 

Residents cannot view or modify records belonging to other residents. 

 



   

 

   

 

 

 

6.5 Resident Profile Management 

After logging in, the resident can access the Residents section, which serves as the central 

location for managing all resident-related information. 

The resident has access only to their own resident record. 

 

The resident record contains personal information and provides access to several related 

management areas, including: 

 Family Members 

 Vehicles 

 Domestic Staff 



   

 

   

 

 Visitors 

 Complaints 

 Invoices 

 Announcements 

The resident can maintain and update these records as required. 

6.6  Managing Family Members 

The Family Members section allows residents to maintain information about family 

members residing within the unit. 

 

To add a family member: 

1. Navigate to the Family Members Detail. 

2. Click Add. 

3. Enter the family member details. 

 

4. Click Save. 

Maintaining family member information helps the society maintain accurate occupancy 

records. 

 

6.7  Managing Vehicles 

The Vehicles section allows residents to maintain vehicle information associated with their 

unit. 

 



   

 

   

 



   

 

   

 

 

To add a vehicle: 

1. Click Add from the Vehicles section. 

2. Enter vehicle details. 

3. Save the record. 

Vehicle information can be used for security verification and parking management 

purposes. 

 

6.8  Managing Domestic Staff 

 
The Domestic Staff section allows residents to maintain information about domestic 

workers associated with their residence. 

 



   

 

   

 

 

To add a domestic staff member: 

1. Click Add. 

2. Enter staff information. 

3. Save the record. 

Maintaining domestic staff information improves security and helps the society maintain 

accurate records of authorized personnel entering residential units. 

 

6.9  Pre-Approved Visitors 

The Pre-Approved Visitors section allows residents to register visitors before they arrive at 

the society premises. This helps reduce waiting time at the security gate and enables 

faster visitor entry. 

Pre-Approved Visitors List 

 



   

 

   

 

 



   

 

   

 

 
 

The Pre-Approved Visitors List displays all visitors that have been registered in advance by 

the resident. 

Residents can: 

 View previously registered visitors. 

 Search and review visitor information. 

 Track visitor details and visit dates. 

 Create new pre-approved visitor requests. 

Creating a Pre-Approved Visitor 

To register a visitor in advance: 

1. Navigate to the Pre-Approved Visitors section. 

2. Click Add. 

3. Enter visitor details. 

4. Provide the expected visit date and time. 

5. Save the record. 

 

 



   

 

   

 

 

Once saved, the visitor information becomes available to the security team. 

When the visitor arrives at the society entrance, security personnel can verify the details 

and complete the visitor check-in process without requiring additional approval from the 

resident. 

This process helps improve visitor management efficiency and enhances the resident 

experience. 

6.10  Visitor Tracking 

The Visitors section enables residents to monitor all visitor activities associated with their 

unit. 

The application maintains records for various visitor categories, including: 

 Walk-In Visitors 

 Service Visitors 

 Delivery Visitors 

Visitors List 

The Visitors List tab displays all visitors associated with the resident's unit. 

Residents can: 

 View visitor details. 

 Track approval status. 

 Review visitor type. 

 Monitor visitor entry and exit information. 

 View visitor history. 



   

 

   

 

 

Visitor Details 

 

Each visitor record contains detailed information regarding the visit, including visitor 

details, resident information, approval status, check-in time, and check-out time. 

This provides complete visibility into visitor activities and helps residents monitor who has 

entered and exited their unit. 

6.11  Help Desk Management 

The Help Desk section allows residents to raise complaints and service requests related to 

society facilities and maintenance activities. 

Complaints List 
 



   

 

   

 

The Complaints List page displays all complaints raised by the resident. 

Residents can: 

 View complaint records. 

 Track complaint status. 

 Review complaint history. 

 Monitor resolution progress. 

 Create new complaints. 

Raising a Complaint 

To raise a complaint: 

1. Navigate to the Complaints section. 

2. Click Raise a ticket Button.(which will navigate to complaints page) 

3. Enter complaint details. 

4. Select the appropriate complaint category. 

5. Provide a description of the issue. 

6. Save the complaint. 

 

After submission, the complaint becomes available to the administrator for review and 

resolution. 

Complaint Resolution Process 

When the administrator resolves a complaint, the complaint status is updated 

accordingly. 

The application then sends a confirmation request to the resident. Where the resident will 

see the resident confirmation status for the complaint as pending-Approval 



   

 

   

 

 

The resident reviews the resolution and can confirm whether the issue has been resolved 

satisfactorily. 

 

Once the resident approves the resolution, the complaint is officially closed. 

This process ensures transparency and helps maintain service quality throughout the 

complaint lifecycle. 

6.9 Invoice and Payment Management 

The Invoice and Payment Management module enables residents to view invoices 

generated by the society administration, track outstanding dues, submit payments, and 

monitor payment status. 

This module provides complete visibility into billing information and payment history. 

Viewing Invoices 

All invoices generated by the administrator are available within the Invoices Tab. 



   

 

   

 

Invoices List 
 

The Invoice List page displays all invoices associated with the resident's unit. 

Residents can: 

 View invoice details. 

 Review invoice amounts. 

 Monitor invoice status. 

 Track payment progress. 

 View due dates. 

Common invoice statuses include: 

 Pending 

 Partially Paid 

 Paid 

Invoice Details 

To review detailed billing information, the resident can open the invoice record. 

 

The Invoice Form page provides complete information about the invoice, including: 



   

 

   

 

 Invoice Number 

 Invoice Date 

 Due Date 

 Invoice Status 

 Total Amount 

 Total Tax Amount 

 Total Amount Including Tax 

The invoice also contains individual invoice charges that contribute to the final invoice 

amount. 

Residents can review each charge along with the associated tax calculations. 

And also residents can download their invoice through Invoice download button. 

Making a Payment 

To submit a payment, the resident opens the invoice and clicks the Pay Now button. 

 

Selecting the Pay Now option automatically opens the Payment page and links the 

payment to the selected invoice. 

Payment Submission 

The Payment page is used to capture payment information submitted by the resident. 



   

 

   

 

 

Depending on the selected payment method, the resident provides the required payment 

information, including: 

 Amount Paid 

 Payment Method 

 Transaction Reference Number 

After entering the required details, the resident clicks Save to submit the payment. 

Payment Approval Process 

 

Once a payment is submitted, the payment is routed to the administrator for verification 

and approval. 
 

The administrator reviews the payment information and validates the transaction details. 

After successful verification, the administrator approves the payment request. 

The resident receives a payment approval notification confirming that the payment has 

been accepted. 

 

 



   

 

   

 

 

Partial Payment Scenario 

The application supports partial invoice payments. 

For example, if an invoice amount is ₹15,000 and the resident pays only ₹10,000, the 

payment is approved and recorded against the invoice. 

In this scenario: 

 Payment Status becomes Approved. 

 Invoice Status becomes Partially Paid. 

 The remaining balance continues to remain outstanding. 
 



   

 

   

 

The resident can return later and submit another payment for the remaining amount. 

Due Amount Tracking 

To help residents identify the remaining balance, the application automatically calculates 

and displays the outstanding due amount. 

When a resident initiates a subsequent payment for the same invoice, the Due Amount 

field displays the remaining unpaid balance. 

For example: 

 Invoice Amount: ₹15,000 

 Amount Already Paid: ₹14,000 

 Remaining Due Amount: ₹1,000 

 

This ensures that residents always know the exact amount pending against an invoice 

Full Payment Scenario 

Once the total approved payments become equal to the invoice amount, the invoice is 

automatically considered fully paid. 

In this scenario: 

 Payment Status becomes Approved. 

 Invoice Status becomes Paid. 

 No outstanding balance remains. 

 And also it maintains full payment history for that Invoice 



   

 

   

 

 

The resident can continue to access invoice and payment history for future reference. 

The resident can review all previously submitted payments through the Payments Details 

tab in a Invoice Page. 

6.10 Announcements 

The Announcements section enables residents to stay informed about important updates, 

notices, maintenance activities, events, and communications published by the society 

administration. 

All announcements created by the administrator are automatically made available to 

residents through this section. 

Viewing Announcements 

Residents can access the Announcements section from their resident record. 

Announcements List 

The Announcements List displays all announcements published by the society 

administration. 

Residents can: 

 View active announcements. 

 Review society notices and updates. 

 Track upcoming events and activities. 

 Stay informed about maintenance schedules. 

 Access important communications from the society management team. 



   

 

   

 

The list provides a centralized location for all society-related communications. 

 

Announcement Details 

Residents can open an announcement record to view complete information. 
 

The Announcement Form page contains detailed information regarding the 

announcement, including: 

 Announcement Title 

 Description 

 Announcement Date 

 PostedBy 

The description section provides the complete communication published by the 

administrator. 

Residents are encouraged to review announcements regularly to remain informed about 

society activities, operational updates, policy changes, maintenance schedules, and other 

important notices. 



   

 

   

 

Benefits of Announcements 

 

The Announcements feature provides a reliable communication channel between the 

society administration and residents. 

Key benefits include: 

 Improved communication across the society. 

 Timely sharing of important notices. 

 Increased awareness of maintenance activities. 

 Better resident engagement. 

 Centralized access to society-wide updates. 

By regularly reviewing announcements, residents can stay informed about activities and 

developments occurring within their society. 

 

7  Security (Visitor Management) User Guide 
 
Before using the Visitor Management module, a user account must be created and assigned 
to the Visitor Management role. Users assigned to this role are responsible for managing 
visitor entries, approvals, check-in/check-out activities, and society staff attendance. 
 

Creating a Visitor Management User 
 
Follow the steps below to create a Visitor Management user: 

1. Navigate to System Designer.  
2. Click Users.  

 
3. Click New to create a new user.  



   

 

   

 

 
4. Enter the required user information, including:  

o User Name  
o Contact  
o Email Address  
o Password (or follow your organization's password policy)  

5. Save the user record.  
6. Open the newly created user.  
7. Navigate to the Roles tab, Under Functional roles.  
8. Add the user to the Visitor Management role.  
9. Save the changes.  

 
After assigning the Visitor Management role, the user can log in using the assigned credentials and 
will have access to the Visitors and Society Staffs sections. 
 

7.1  Security User Overview 

The Security user plays a vital role in managing visitor movement and staff attendance 

within the society. 

After logging in, the Security user has access to the following sections: 

 Visitors 



   

 

   

 

 Society staffs 

The Security user is responsible for: 

 Managing visitor entry and exit activities. 

 Processing visitor approvals. 

 Tracking visitor movements. 

 Recording society staff attendance. 

 Maintaining accurate operational records. 

7.2  Visitors Management 

The Visitors section is used to manage all visitor-related activities occurring within the 

society. 

Visitors may enter the society through two different processes: 

 Pre-Approved Visitors

 Walk-In, Service, or Delivery Visitors

Visitors List Page 

 

The Visitors List page displays all visitor records available within the application. 

Security personnel can: 

 View visitor records.

 Search visitor information.

 Monitor approval status.

 Track visitor movements.

 Review check-in and check-out details.

7.3  Managing Pre-Approved Visitors 

Residents can pre-register visitors before they arrive at the society. 



   

 

   

 

When a pre-approved visitor arrives, the Security user can quickly verify the visitor 

information and process the entry. 

Creating a Pre-Approved Visitor Entry 
The ai4 Society Connect application provides a streamlined process for managing pre-approved 
visitors. Instead of manually entering visitor details, the Security user can select a pre-approved 
visitor record created by the resident and complete the check-in process with a single action. 

Pre-Approved Visitor Check-In 
When a resident creates a pre-approved visitor request, the visitor details are stored in the 
application. During the visitor's arrival, the Security user performs the following steps: 

 Navigate to the Visitors section.  

 Click New to create a visitor record.  

 

 Select Visit Type as Pre-Approved.  

 Select the Visiting Resident.  

 Select the required record from the Pre-Approved Visitor lookup field.  

 Click the Check-In button. 

 



   

 

   

 

Check-In Process 

When the Check-In button is clicked, the application validates that the selected Pre-
Approved Visitor belongs to the selected resident and matches the visit date. 

If the validation is successful, the application automatically: 

 Copies the Visitor Name from the selected Pre-Approved Visitor record.  

 Copies the Phone Number from the selected Pre-Approved Visitor record.  

 Updates the Approval Status to Approved.  

 Updates the Visit Status to Checked-In.  

 Records the current Check-In Time.  

 Updates the corresponding Pre-Approved Visitor record to Checked-In, preventing it 
from being reused.  

This automation eliminates manual data entry, ensures that only valid pre-approved visitors 
are checked in, and maintains accurate visitor records. 

 

Validation 
To maintain data integrity, the application validates the selected Pre-Approved Visitor before 
completing the check-in process. 
If: 

 the selected Pre-Approved Visitor does not belong to the selected resident, or  

 the visit date does not match,  
the application displays an error message and does not complete the check-in process until a valid 
Pre-Approved Visitor record is selected. 
This validation ensures that only authorized pre-approved visitors can be checked into the society. 



   

 

   

 

 

 

Check- out Process 

The application tracks both visitor entry and exit activities. 

When a visitor leaves the society premises, the Security user opens the visitor record and 

clicks the Check-Out button. 

 

 

The application automatically: 

 Updates the Check-Out Time. 

 Updates Visit Status to Checked-Out. 

 Completes the visitor visit cycle. 



   

 

   

 

 

This provides a complete audit trail of visitor movements within the society. 

 

 

7.4 Managing Walk-In, Service, and Delivery Visitors 

Visitors who arrive without prior approval require authorization from the resident before 

entering the society. 

Creating Visitor Approval Request 

To create a visitor request: 

1. Create a new visitor record. 

2. Enter visitor details. 

3. Select the visiting resident. 

4. Select Visitor Type as Walk-In, Service, or Delivery. 

5. Save the visitor record. 



   

 

   

 

 



   

 

   

 

After saving the visitor information, the Security user clicks the Request Approval button. 

 

The application sends an approval request to the selected resident. 

 

Resident Approval Process 

 
After the resident approves the request: 

 Approval Status is updated to Approved. 

 Visit Status is updated to Checked-In. 

 Check-In Time is automatically recorded. 

This process ensures that only authorized visitors are permitted entry into the society. 



   

 

   

 

7.8 Visitor Check-Out Process 

The application tracks both visitor entry and exit activities. 

When a visitor leaves the society premises, the Security user opens the visitor record and 

clicks the Check-Out button. 

 

 

The application automatically: 

 Updates the Check-Out Time. 

 Updates Visit Status to Checked-Out. 

 Completes the visitor visit cycle. 

 

This provides a complete audit trail of visitor movements within the society. 



   

 

   

 

7.9  Society staff Attendance Management 

The Society staffs section is used to record and monitor attendance information for staff 

members working within the society.Examples include: 

 Security Personnel

 Housekeeping Staff

 Maintenance Staff

 Gardeners

 Other Society Employees

Society staffs List Page 

The Society staffs List page displays all staff attendance records maintained within the 

application. 

Security personnel can: 

 View attendance records.

 Search staff information.

 Record daily attendance activities.

 Track staff working hours.

 

. 

 

 

7.10  Creating Daily Attendance Records 



   

 

   

 

To record attendance for a staff member: 

1. Navigate to the Society Staffs section. 

2. Select the staff Record C goto Attendance tracking tab 

3. Click Add. 

4. Create a new attendance record. 

 

The application automatically populates the current attendance date. 
 

 

After saving the record, attendance activities can be recorded. 

 

7.11  Staff Check-In Process 



   

 

   

 

When a staff member arrives for work, the Security user opens the Staff record and selects 

attendance record and clicks the Check-In button. 

 

The application automatically: 

 Records the Check-In Time. 

 Updates Attendance Status to Present. 

 

This ensures that staff attendance is accurately captured. 

7.9 Staff Check-Out Process 

When the staff member completes their work and leaves the society, the Security user 

opens the Staff record and selects the attendance record and clicks the Check-Out 

button. 

 

 



   

 

   

 

The application automatically: 

 Records the Check-Out Time. 

 Updates attendance information. 

 Completes the attendance cycle for the day. 
 

 

This allows administrators to track staff working hours and attendance history accurately. 

7.10 Summary 

The Security module enables efficient management of visitor activities and staff 

attendance. 

Through this module, security personnel can: 

 Manage visitor approvals. 

 Record visitor entry and exit activities. 

 Track visitor history. 

 Maintain staff attendance records. 

 Ensure secure and controlled access to the society premises. 

This contributes to improved security, operational efficiency, and accurate record 

management within the society. 



   

 

   

 

8.Frequently Asked Questions (FAQ) 
1. How can a new resident access the application? 

A new resident receives temporary login credentials from the society administration. 
After logging in, the resident completes the registration process and submits the 
request for approval. Once approved, permanent login credentials are provided. 

 

2. Can a resident view information belonging to other residents? 

No. Residents can only access and manage information related to their own unit and 
profile. 

 

3. How can a resident add family members, vehicles, or domestic staff? 

Residents can navigate to their resident record and use the corresponding sections to 
add and maintain family member, vehicle, and domestic staff information. 

 

4. What happens when a complaint is raised? 

The complaint is routed to the administrator for review and resolution. Once resolved, 

the resident is requested to confirm the resolution before the complaint is officially 
closed. 

 

5. How does visitor approval work? 

For walk-in, service, and delivery visitors, security personnel submit an approval request 
to the resident. Entry is permitted only after approval is received. 

 

6. What is a pre-approved visitor? 

A pre-approved visitor is a visitor registered in advance by the resident. Security 
personnel can process these visitors without requesting additional approval. 

 

7. How can a resident pay an invoice? 

The resident can open an invoice and select the Pay Now option. After submitting 
payment details, the payment is routed to the administrator for approval. 

 

8. What happens if only part of the invoice amount is paid? 

The invoice status becomes Partially Paid. The resident can later submit additional 
payments until the invoice is fully settled.



   

 

   

9. How can residents view society announcements? 

Residents can access the Announcements section within their resident record to view 
all published notices and updates. 

 

10.  Who can approve payments? 

Only administrators are authorized to review and approve payment submissions. 

9.Support Information 

For assistance regarding application access, resident registration, visitor management, 

invoices, payments, complaints, or any other application-related issues, please contact 

the society administration team. 

For technical support or system-related concerns, users should reach out to the 

designated application support team. 

Support Email: info@ai4process.com 

Thank you for using ai4 society connect. 

mailto:info@ai4process.com
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