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1. Introduction

RelianceCoop Manager is a purpose-built cooperative society management system designed and developed

by Digitglance Reliance. It is a structured desktop application that gives cooperative societies a single,

reliable platform for managing every aspect of their operations — from member registration and weekly

contributions to loan processing, development levy automation, transaction recording, and financial reporting.

The system was built specifically for the working environment of cooperative societies in Lagos, Nigeria. Its

phase-based structure mirrors how cooperative branches are organised on the ground. Its WhatsApp

communication module connects directly to members' phones. Its automation tools eliminate the manual,

repetitive tasks that previously took hours every week.

This manual covers every module in the application. It explains what each section does, how to use it step by

step, and what to expect on each screen. Screenshots from the live system are included throughout to help

you follow along directly.

TIP: Read this manual from start to finish before your first use. Then keep it as a reference guide for your team.

Share it with new admin officers during onboarding.

Who This Manual Is For

• Cooperative Society Executives and Board Members who oversee operations.

• Admin Officers responsible for recording contributions, loans, and transactions.

• Phase Administrators who manage their cluster members.

• Auditors who review financial reports and account balances.

• New staff members being onboarded to use the system.
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2. Application Overview

RelianceCoop Manager is structured as a multi-module desktop management system. Each module handles

a specific operational area. The modules work as an integrated whole — data posted in one area

automatically feeds into reports, balances, and financial statements across the entire system. Nothing needs

to be recalculated or transferred manually.

Admin Section Controls all system settings including cooperative profile, user roles, loan

rules, contribution rules, chart of accounts, and automation tools.

Members Platform Registers new members, stores personal information, photographs, and

membership IDs, and displays each member's full financial profile.

Members Contribution Records and manages weekly contributions across savings, shares, and

building fund. Supports withdrawals and historical record correction.

Transaction Management Posts income and expense transactions such as enrollment fees, fines, loan

form fees, wages, and operational costs.

Loan Platform Creates and manages member loans with repayment tracking, overdue

interest calculation, payment calendars, and loan summaries.

Development Levy Automates the weekly levy calculation and posts the results to each member's

record and the cooperative income account with one action.

Reports Generates 14 report types including overview, income and expenditure, loan

movement, cash flow, trial balance, AGM report, and member statements.

WhatsApp
Communication

Sends weekly contribution statements and general notices to members directly

through WhatsApp from within the application.

IMPORTANT — Year Selection in Admin: The year displayed in the Admin section controls which period the

system uses to load reports. To generate a report for a previous year (e.g., 2025), go to Admin, change the fiscal

year to 2025, generate the report, then change it back to the current year. This step is essential for historical report

accuracy.
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3. Getting Started — Login

When you open RelianceCoop Manager, the welcome screen appears with the Digitglance Reliance

branding. Click Click Here to Login to open the user login dialog.

Figure 1 — Login screen showing the USER LOGIN dialog.

How to Log In

1. Open RelianceCoop Manager on your computer.

2. The welcome screen appears. Click Click Here to Login.

3. Enter your Username and Password in the login dialog.

4. Click LOGIN. If credentials are correct, the main application opens.

5. If login fails, verify your credentials with your system administrator.

NOTE: User accounts and passwords are managed by Admin users in the Account and User Settings section.

Contact your cooperative's system administrator if you need a new account or a password reset.
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4. Admin Section

The Admin section is the control centre of RelianceCoop Manager. All system-wide rules, settings, and

configurations are managed here. Only authorised Admin users should have access to this section. Changes

made in Admin affect how the entire system behaves — including reports, contribution calculations, loan

limits, and user permissions.

Figure 2 — Admin Section showing the Cooperative Profile and main navigation.

The left panel displays all configurable settings. The main navigation buttons at the bottom let you switch

between key operational modules. Use the panel links to access each settings area described in the sections

below.

4.1 Cooperative Profile

The Cooperative Profile stores your society's identity information. This data appears automatically on all

reports, printed documents, and the system header.

1. Click Cooperative Profile in the Admin left panel.

2. Enter your Cooperative Name, Registration Number, Office Address, State/Location, Phone Number,

and Official Email.

3. Set the Logo path or image location by clicking the folder icon and selecting your cooperative logo file.

4. Set Date system started and Fiscal year start month.

5. Click Save to store the information.

IMPORTANT: Ensure the correct year is selected in the Fiscal Year field. For previous year reports, change this

year to the desired period, generate the report, then change it back to the current year.
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4.2 System Settings

Figure 3 — System Settings showing currency, date format, and month definitions.

System Settings controls the application's date format, currency, backup paths, and member status types.

Monthly date ranges defined here set the boundaries used by all monthly reports.

• Default Currency: Set to NGN with the ■ symbol.

• Date Format: dd/mm/yyyy.

• Auto Save Interval: How often the system auto-saves open records.

• Backup Folder Path: Where the backup file is stored on your computer.

• Dropbox Path: For cloud backup via Dropbox.

• Member Status Options: Officer, Active, Quits, On Hold.

• Monthly Date Ranges: Confirm each month's start and end dates for the current year.
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4.3 Account and User Settings

Figure 4 — Account and User Settings showing the user list, roles, and permissions.

This screen lets Admin users create, update, and delete system accounts. Each user is assigned a role

(Admin or Audit) and permissions for editing and deleting records.

1. Click Add New User to create an account.

2. Enter the Username and Password.

3. Select the Role Level: Admin has full access; Audit has read and limited write access.

4. Set Allow Edit Transactions and Allow Delete Records to Yes or No.

5. Click Save/Update User to save.

6. To remove a user, select their record and click Delete User.

NOTE: Keep Login Required set to Yes for all live deployments.

4.4 Contribution Settings
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Figure 5 — Contribution Settings showing savings, shares, building fund percentages and levy amounts.

Contribution Settings defines how weekly contributions are split and what levy amounts apply each year.

• Minimum Savings: 50% of the weekly contribution goes to savings.

• Shares Minimum: 30% of the weekly contribution goes to shares.

• Building Fund: 20% of the weekly contribution goes to the building fund.

• Development Levy Amount: The fixed weekly levy deducted from each active member.

• Auto Deduct Levy: Enables or disables automatic levy deduction.

• AGM Yearly Levy: The AGM levy amount for each year from 2025 onward.

4.5 Loan Configuration
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Figure 6 — Loan Configuration showing interest rate, multiplier, max amount, and payment frequencies.

Setting Description

Default Loan Interest Rate Annual interest rate applied to all loans (e.g., 0% for interest-free).

Loan Multiplier Maximum loan a member can take based on their contribution balance.

Max Loan Amount Absolute ceiling for any single loan (e.g., ■10,000,000.00).

Max Loan Tenure Longest allowed repayment period (e.g., 6 months).

Number of Guarantors How many guarantors are required per loan application.

Penalty Rate Overdue interest rate charged on missed payments (e.g., 15%).

Grace Period Days Days before the penalty starts after a missed payment.

Auto Interest Calculation Set to Yes to calculate overdue interest automatically.

Digitglance Reliance  |  digitglance@gmail.com  |  08162357628 Page 11 of 45



4.6 WhatsApp / Communication Settings

Figure 7 — WhatsApp Communication Settings showing three message templates.

The Communication Settings module enables the system to send messages to members directly through

WhatsApp. Three message types are available:

• Statement Message: A personalised weekly contribution update with savings balance, shares, building

fund, withdrawals, and total balance.

• General Meeting Notice: A formal notice for upcoming general or AGM meetings, including agenda, venue,

date, and attendance instructions.

• General Update: A free-form broadcast message for any cooperative-wide announcement.

How to Send a WhatsApp Message
1. Open WhatsApp Desktop on your computer and confirm it is logged in.

2. Go to Admin and click WhatsApp / Communication Settings.

3. Select the Message Type from the dropdown.

4. Edit the message template if needed. Placeholders like [Name] and [Date] fill automatically.

5. Click Send Members Statement or Send General Update.

6. The system opens WhatsApp and loads each message automatically. Keep WhatsApp open throughout.
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Figure 8 — WhatsApp showing contribution statements delivered to members.

IMPORTANT: WhatsApp Desktop must be open and connected on your computer before clicking any send button.

Messages are sent one by one. Keep the computer active throughout the process.
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4.7 Accounting Settings (Chart of Accounts)

Figure 9 — Accounting Settings showing all transaction accounts and types.

The Accounting Settings screen defines every financial account used across the system. These accounts are

referenced whenever a transaction is posted — whether a contribution, withdrawal, loan disbursement, levy,

fine, or expense.

Accounts are grouped into types: Members Contribution, Income, Expense, Current Asset, Current Liabilities,

Account Receivables, Bank, and Equity. The Collection Banks listed (Kuda, Moniepoint, FCMB) are the

accounts your cooperative uses to receive payments.

NOTE: Do not modify the chart of accounts without guidance from your system administrator. Changing account

types will affect report accuracy and financial statement integrity.

4.8 Cluster / Phase Information
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Figure 10 — Cluster Information showing phases, chairpersons, addresses, and admin officers.

A Phase is a branch or location where cooperative members are registered. A Cluster is a group of phases

combined for reporting and administrative purposes.

This screen stores each phase's Phase Chairman, phone number, address, and Admin Officer. The Mesg

column controls whether bulk WhatsApp messages are sent to that phase.

Message Control (Mesg Column)
• Mesg = Yes: Members in this phase receive WhatsApp bulk messages.

• Mesg = No: This phase is excluded from bulk messaging. Use this for inactive phases or phases not yet

cleared for messaging.

TIP: Set Mesg to No for any phase whose chairman has not confirmed WhatsApp communication consent from

their members.
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4.9 Automation Controls

Figure 11 — Automation Control showing all automation functions.

Automation Controls gives Admin users system-wide processing tools that execute complex tasks without

manual data entry.

Function Description

Run Dev Levy (Backup & Post) Backs up the database, calculates the weekly development levy for all active members, and posts the results to both income and each member's contribution record.

Preview Levy (Historic) Displays historical levy calculations without posting new data. Used for auditing.

Update Members Status Refreshes member statuses across the system.

Generate Loan Interest Calculates and posts overdue loan interest for members who missed repayment deadlines.

Refresh Members Balance Recalculates and updates contribution account summary balances for all members.

Synchronization Saves all in-progress changes to the database in real time.

Backup Creates a full backup copy of the database to your defined backup folder.

IMPORTANT: Click Synchronization after every session and always before closing the application. Run Backup at

the end of every working day or after posting significant data.
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5. Members Platform

The Members Platform is where you register new members, update existing records, manage member status,

upload photographs, and view each member's complete financial profile. Every member must have a record

here before any contributions, loans, or transactions can be posted for them.

5.1 Member Registration (General Info Tab)

Figure 12 — Members Platform showing a member record with Member ID card preview.

Registering a New Member
1. Click Members Portal from the main navigation.

2. Click NEW MEMBER.

3. Enter Full Name and confirm Member Status is Active.

4. Enter Member Number, Gender, Date of Birth, Phase, Phone Number, and WhatsApp Number.

5. Enter NIN, State of Origin, and Home Address.

6. Enter Bank Name, Bank Account Name, and Bank Account Number.

7. Fill in Next of Kin Name, Address, Phone Number, and Relationship.

8. In the Registration Details box, enter the Enrollment Fee and Registration Date.

9. Click Add Picture to upload the member's passport photograph.

10. Click SAVE/UPDATE to save.

Changing Member Status
• Active: Member is contributing and in good standing.

• On Hold: Account is paused; the member still appears in records but is excluded from active processing.
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• Quits: Member has formally left the cooperative. Set this only after completing the Quit Member process

(Section 11).

• Officer: Reserved for cooperative officers or special designations.
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5.2 Member Profile and Financial Summary (Profile Tab)

Figure 13 — Member Profile showing loan profile, contribution profile, credit score, and loan eligibility.

The Profile tab is a read-only financial snapshot of the selected member, pulling live data from all other

modules.

Enrollment Fee Total enrollment fee, amount paid, and outstanding balance.

Loan Profile Total loan amount, total repaid, and current outstanding loan balance.

Member Credit Status Visual gauge showing the member's loan credit score (Poor, Fair, Good,

Excellent).

Sales Profile Member sales issued, amount paid, and outstanding balance.

Contribution Profile Savings, shares, building fund, withdrawals, and net member money balance.

AGM Profile AGM levy issued, amount paid, and balance due.

Loan Eligibility Whether the member qualifies for a new loan, maximum loan amount, and

guarantor count.

Guarantor Status Loans this member is guaranteeing for others, including each loan's status.
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6. Members Contribution Management

Figure 14 — Member Contribution Management showing the contribution entry form.

The Members Contribution Management module records, edits, and deletes member contribution payments

— savings, shares, building fund, and withdrawals. Access it by clicking Members Contribution from the

main navigation.

How to Record a Contribution

1. Click Add New Contribution.

2. Select the Members ID from the dropdown.

3. Enter the Transaction Name (e.g., "Weekly Contribution Jan W1").

4. Enter the Trans. Date.

5. Select the Account type.

6. Enter the Amount. The system splits it across Savings, Shares, and Building Fund automatically.

7. Select the Collection Bank.

8. Add Notes if needed.

9. Click SAVE.

Recording a Withdrawal
Select Withdrawal as the Account type. Enter the amount in the Savings field only; leave Shares and

Building Fund as zero. Add a clear narration in Notes.

IMPORTANT: Always verify the amount, date, and member ID before saving. An incorrect entry affects the

member's balance and all related reports.
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7. Transaction Management

Figure 15 — Transaction Management showing the transaction list and Add/Edit form.

Transaction Management handles income and expenditure postings that sit outside member contributions —

enrollment fees, levy income, loan form fees, fines, salaries, fuel, transport, printing, and other operational

costs.

How to Record a Transaction

1. Click Add New Transaction.

2. Select the Member from the dropdown, or enter their Member ID.

3. Enter the Transaction Name.

4. Enter the Trans. Date.

5. Select the Account (e.g., Enrollment, Development Levy, Loan Form, Phase Expenses).

6. Enter the Amount.

7. Select the Collection Bank if applicable.

8. Enter Notes.

9. Click SAVE.

Recording Expenses
For expense postings (wages, fuel, printing), use the officer's Member ID and set the correct phase so the

expense appears under the right phase in reports.
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NOTE: This module is for non-contribution postings. Member weekly payments go through the Members

Contribution module. Use Transaction Management only for income items such as fees and fines, and for all

cooperative expenses.
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8. Loan Platform

The Loan Platform handles all aspects of member lending — from creating a new loan to tracking

repayments, calculating overdue interest, and viewing the payment calendar.

8.1 Loan Application

Figure 16 — Loan Platform showing the Loan Application form and Loan Summary.

Creating a New Loan
1. Click ADD NEW LOAN.

2. Enter a unique Loan Name (e.g., LOBIL5). Each loan for the same member must have a distinct name.

3. Enter the Membership ID. The Membership Name auto-fills.

4. Set the Mode of Repayment (Weekly, Monthly, etc.).

5. Enter the Loan Date, Loan Amount, and Term (months).

6. Set the Start Date. The system calculates the Estimated Payment and Next Payment Date.

7. Enter Guarantor 1, 2, and 3 names.

8. Select the disbursement Bank.

9. Click SAVE/UPDATE LOAN.

TIP: Click Send Loan Details to send the loan summary to the member via WhatsApp.

Digitglance Reliance  |  digitglance@gmail.com  |  08162357628 Page 23 of 45



8.2 Loan Payments

Figure 17 — Members Loan Payment screen showing payment summary and payment entry.

Recording a Loan Repayment
1. Click Payments in the Loan Platform left panel.

2. Select the Loan from Select Loan.

3. Click ADD PAYMENT.

4. Enter Payment Date, Payment Amount, and Bank.

5. Add Notes (e.g., "Loan repayment Feb 2026").

6. Click SAVE/UPDATE.

The Payment Summary panel shows: Previous Payments, Loan Amount, Total Paid, Overdue Interest,

Scheduled Payment Date, Next Scheduled Payment, Estimated Payment Amount, and Remaining Balance.

8.3 Loan Payment Calendar
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Figure 18 — Loan Calendar showing payment schedule reminders by date.

The Loan Calendar shows which loans are due each day. Dates with a scheduled payment display the Loan

ID in a teal block. Select Month and Year to navigate.

TIP: Check the calendar at the start of every week to identify members with payments due. Send reminders via the

WhatsApp communication module before each due date.
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9. Development Levy

Figure 19 — Development Levy Automation grid showing the weekly levy for all active members.

The Development Levy module automates the weekly deduction of the development levy from each active

member's contribution record. This is a single-action process reserved for Admin users.

How the Automation Works

The system reads the levy amount from Contribution Settings and applies it to every active member for each

week in the period. It simultaneously:

• Posts the total levy collected as income to the cooperative's Transaction database.

• Posts a withdrawal (deduction) against each active member's savings in the Contribution database.

Running the Development Levy
1. Go to Admin and click Automation Controls.

2. Click Run Dev Levy (Backup & Post).

3. The system backs up the database, then processes the levy for all active members.

4. A progress notification will appear. Do not close the application during processing.

5. When complete, a confirmation message is displayed.

6. Use Preview Levy (Historic) to view past levy results without posting new data.

IMPORTANT: For a cooperative with over 1,000 members, allow up to 10 minutes for the process to complete. Do

not interrupt it or close the application.
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10. Reports Section

The Reports section provides 14 report types covering every area of cooperative financial management. All

reports export to PDF via the Export as PDF button. Most reports also have a Send Schedules button that

delivers the report directly to members via WhatsApp.

Every report header automatically includes the cooperative logo, phase name, member ID (where

applicable), and the report date.

Access Reports by clicking Reports from the main navigation. Use the menu on the left side to select the report

type.

10.1 Phase Overview Report

Figure 20 — Phase Overview Report showing member counts and financial totals.

Provides a high-level summary of a phase's financial activity: member counts, Loan Repayment, Income,

Contribution, AGM Contribution, Loan Disbursed, Expenditure, Withdrawal, AGM Expenditure, Inflow Total,

Outflow Total, and Phase Balance.

1. Click Overview Report.

2. Enter the Phase Number and press Enter.

3. Review summary tiles and totals.

4. Click Export as PDF.
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10.2 Income and Expenditure Report

Figure 21 — Income and Expenditure Report for Phase 6.

Shows all income and expenses for a selected phase within a date range. Income items include Development

Levy, Late Comer Fine, Enrollment, and Loan Form. Expenditure items include Phase Expenses, Wages,

Fuel, and Gifts. The Net Surplus at the bottom shows the financial result for the period.

1. Click Income & Expenditure Report.

2. Confirm the Phase number and set the date range.

3. Click Export as PDF.
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10.3 Monthly Income and Expenditure

Figure 22 — Monthly Income and Expenditure showing month-by-month breakdown.

Breaks down income and expenditure by calendar month, showing one column per month with a Grand Total

on the right. Use this to track how income and expenses trend across the year.
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10.4 Members Account Summary

Figure 23 — Members Account Summary showing all members with individual balances.

Lists all members in a selected cluster or phase with individual Savings, Shares, Building Fund, and

Withdrawal balances. Click a member's name to send their contribution statement via WhatsApp.

1. Click Members Account Summary.

2. Enter the phase number.

3. Click a member name to send their WhatsApp statement.

4. Click Export as PDF.
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10.5 Members Weekly Statement

Figure 24 — Members Weekly Statement showing transaction-level activity.

Shows all transactions posted for a specific member within a date range — development levy, AGM

payments, enrollment, sales, and fines. Outstanding balances for Receivables, AGM Balance, Sales Fine,

and Late Comer Fine are shown in the header.

1. Click Members Weekly Statement.

2. Search for the member by name or ID.

3. Set the Beginning Date and End Date.

4. Click Export as PDF or Send Schedule to WhatsApp.
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10.6 Members Weekly Contribution Statement

Figure 25 — Members Weekly Contribution Statement showing savings, shares, and building fund history.

Shows every contribution made by a member, broken down into Savings, Shares, and Building Fund per

posting date. The header shows current cumulative balances. This is the most commonly shared document

with members.
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10.7 Monthly Loan Movement

Figure 26 — Phase Monthly Loan Movement.

Shows loan disbursements and repayments by month. Loan Out (money disbursed) and Loan In (repayments

received) are shown per month. The Monthly Loan Balance row shows the net position each month. The

Grand Total shows the year's overall loan portfolio.

Digitglance Reliance  |  digitglance@gmail.com  |  08162357628 Page 33 of 45



10.8 Monthly Members Contribution

Figure 27 — Phase Monthly Members Contribution.

Shows total Savings, Shares, Building Fund, and Withdrawals per month for the phase. Withdrawals appear

as negative values. The Total Contribution row shows the net contribution position each month.
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10.9 Monthly Trading Account

Figure 28 — Phase Members Monthly Trading Activities.

Tracks member sales activities — goods sold to members on credit. Shows Member Sales (items issued),

Member Sales Payment (amounts received), and Balance Due per month. Relevant for cooperatives with a

trading or market sales function.
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10.10 Members Account Receivables

Figure 29 — Members Account Receivables.

Shows total sales issued to a specific member, amounts paid, and the outstanding receivable balance. Lists

each transaction by date. Most useful when settling a member's account before exit.
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10.11 AGM Monthly Report

Figure 30 — AGM Monthly Report.

Tracks AGM contributions collected and expenses incurred by month. The Balance Due row shows the net

AGM fund position. Used by the AGM committee to monitor fundraising and spending.
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10.12 Trial Balance and Ledger

Figure 31 — Phase Ledger Balances and Trial Balance.

Provides a double-entry view of all transaction accounts. The Ledger Balance section shows each account

and its total movement. The Trial Balance shows Debit and Credit columns. When the TOTAL row balances

equally on both sides, the books are in balance. Used by auditors to verify accuracy.

1. Click Trial Balance.

2. Set Phase, From date, and To date.

3. Click Trial Balance button.

4. Verify TOTAL row shows equal Debit and Credit values.

5. Click Export as PDF.
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10.13 Members Consolidated Statement

Figure 32 — Members Consolidated Statement showing complete account history.

The most comprehensive per-member report. Shows every posting ever made for the member —

contributions, withdrawals, loans, repayments, sales, and fees — in chronological order. The header

summarises all current balances across every account. Critical for exit settlement and full audit reviews.
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10.14 Phase Weekly Cash Flow

Figure 33 — Phase Weekly Cash Flow showing weekly inflows, outflows, and running balance.

A week-by-week breakdown of all money entering and leaving the cooperative for a selected phase. Inflows:

Savings, Shares, Building Fund, Enrollment, Loan Form, Sales Payments, Fines, AGM Received, Loan

Repayments. Outflows: Withdrawals, Wages, Phase Expenses, AGM Expenses, Loan Disbursements. The

Weekly Balance and Accumulated Balance rows show the running position.

1. Click Phase Weekly Cash Flow.

2. Enter Phase number or leave blank for all phases.

3. Click Run Weekly Report or Run Weekly Report (Date Range).

4. Click Export Weekly Report (PDF).
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11. Quit Member Process

When a member chooses to leave the cooperative, the system requires a structured settlement process to

ensure all financial obligations are cleared before the member's status is changed to Quits.

Step-by-Step Process

1. Go to Reports and run the Members Consolidated Statement for the member. This shows their full

balance position.

2. From the statement header, identify all outstanding liabilities: Loan Balance, Receivables Balance,

Enrollment Fee Balance, and AGM Balance.

3. Add all outstanding amounts together to get the Total Liability.

4. Compare the total liability against the member's Contribution Balance (Savings + Shares + Building

Fund minus Withdrawals).

5. If the contribution balance exceeds the total liability, the difference is the member's refund.

6. Go to Members Contribution and post a Withdrawal equal to the total liability. Enter the full amount in

the Savings field only. Leave Shares and Building Fund as zero. Add a clear narration such as: "Quit

Settlement Deduction — [member name]".

7. Pay the remaining contribution balance to the member.

8. In Transaction Management, post each liability to its correct account: Loan Balance to Loan

Repayment, Receivables to Member Sales Payment, Enrollment Fee to Enrollment Received.

9. Run the Consolidated Statement again to confirm all balances are zero or settled.

10. Go to Members Platform, load the member's record, and change Member Status to Quits.

11. Click SAVE/UPDATE to confirm.

Worked Example

EXAMPLE: A member has a contribution balance of ■260,000. They owe: ■70,000 loan balance, ■45,000 in

receivables, and ■2,000 enrollment fee outstanding. Total liability = ■117,000. Post a withdrawal of ■117,000 (in

the Savings field, with zero in Shares and Building Fund). Remaining balance = ■143,000 — pay this to the

member. Then post ■70,000 as Loan Repayment, ■45,000 as Member Sales Payment, and ■2,000 as

Enrollment Received in Transaction Management. Run the Consolidated Statement again to confirm all balances

are cleared. Then update Member Status to Quits.

IMPORTANT: Never change a member's status to Quits before completing the settlement process. Doing so can

exclude the member from reports and make outstanding balances harder to track.
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12. Frequently Asked Questions (FAQ)

Q: What is a Phase?

A: A Phase is a branch or location where cooperative members are registered and managed. Each phase

has its own chairman, admin officer, and address. All reports can be filtered or run by phase.

Q: What is a Cluster?

A: A Cluster is a group of phases combined for reporting and administrative purposes. The term remains part

of the system's report headers and module names, and the software manages individual phases under each

cluster automatically.

Q: How do I generate a report for a previous year?

A: Go to Admin and click Cooperative Profile. Change the Fiscal Year to the year you need (e.g., 2025).

Generate the report. Then return to Admin and change the year back to the current year.

Q: What should I do if a member's balance looks incorrect?

A: Go to Admin, click Automation Controls, then click Refresh Members Balance. If the issue persists, run the

Consolidated Statement for the member to check every transaction. Correct errors in the relevant module and

refresh again.

Q: Can one member have more than one loan?

A: Yes. A member can have multiple active loans. Each loan must have a unique Loan Name (e.g., LOBIL5

and CRIL5 for member IL5). The system tracks each loan's balance, repayments, and overdue interest

independently.

Q: Why is a phase not receiving WhatsApp messages?

A: Check the Cluster Information screen in Admin. If the Mesg column for that phase is set to No, it is

excluded from bulk messaging. Change it to Yes. Also confirm WhatsApp Desktop is open and connected

before clicking the send button.

Q: What is the Development Levy?

A: The Development Levy is a fixed weekly charge applied to every active member. When the admin runs the

levy automation, the system deducts the weekly levy from each member's savings and posts the total as

cooperative income — automatically, without manual entry per member.

Q: What if the Development Levy process is interrupted?

A: Do not run it again immediately. Use Preview Levy (Historic) to check which weeks were already posted.

Run Synchronization and Backup. Contact your system administrator before re-running to avoid duplicate

postings.

Digitglance Reliance  |  digitglance@gmail.com  |  08162357628 Page 42 of 45



Q: How do I print a member's ID card?

A: Load the member's record in the Members Platform. The Member ID Card preview appears on the right.

Click Print ID to send to your printer.

Q: How do I add a new user to the system?

A: Go to Admin and click Account and User Settings. Click Add New User. Enter the username, password,

role level, and permission settings. Click Save/Update User.

Q: What is the difference between Admin and Audit roles?

A: Admin users have full access to all modules including settings, automation, deletion, and financial posting.

Audit users can view records and generate reports but have restricted access to editing and deletion,

depending on permissions set by the Admin.

Q: What does the Synchronization button do?

A: Synchronization saves all in-progress changes to the database in real time. Click it regularly during a

working session and always before closing the application. It differs from Backup — Sync saves to the active

database while Backup creates a separate copy.

Q: Can I export any report to PDF?

A: Yes. Every report has an Export as PDF button. Some reports also have a Send Schedules button that

delivers the PDF to members directly via WhatsApp.

Q: What should I do before a member officially quits?

A: Run the Members Consolidated Statement. Calculate all outstanding liabilities. Post a withdrawal for the

total liability from savings. Pay the remaining balance to the member. Post each liability to the correct

account. Re-run the Consolidated Statement to confirm all balances are cleared. Then update the member

status to Quits. See Section 11.

Q: What is the Members Consolidated Statement used for?

A: It shows the complete financial history of a member in one view. Most used when a member wants to quit,

to show exactly what they owe and what the cooperative owes them. Also useful for audits and member

account reviews.

Q: How do I send a member their contribution statement via WhatsApp?

A: From Reports, click Members Account Summary, find the member, and click their name. Confirm the

prompt to send. Alternatively, open Members Weekly Contribution Statement and click Send Schedules.

WhatsApp must be open on your computer.

Q: What if a member's credit score shows as Poor?
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A: A Poor credit score means the member has a low repayment ratio. The system calculates the score based

on how much of the loan has been repaid versus what is outstanding. Consistent repayments will improve the

score, which updates automatically.
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13. Contact & Support

For technical support, onboarding, system customisation, or to request a demo, contact Digitglance

Reliance using the details below.

Email digitglance@gmail.com

Phone / WhatsApp 08162357628

Software RelianceCoop Manager

Developed by Digitglance Reliance

RelianceCoop Manager is built to give your cooperative society the accuracy, speed, and confidence to

manage members, funds, and records at every level.

© 2026 Digitglance Reliance. All rights reserved.
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