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ZB H§$nZr

ßbg AH$mCÝQ>tJ gmo\$Q>doaH$m BZñQ>moboeZ

BZñQ>moboeZ Amoa eþéAmV BZñQ>moboeZ Amoa eþéAmV 

ßbg  gr.S>r. `m AÝ` _rS>`m Ûmam BZñQ>mob hmo gH$Vm h¡ `m \$ra BÝQ>aZoQ> Ho$ Oar`o  S>mCZbmoS> H$a gH$Vo h¡ >&

S>mCZbmoS> hmo OmZo Ho$ ~mX , na S>~b �brH$ H$ao &

gr.S>r.  go gmoâQ>doa BZñQ>mob H$aZo Ho$  {b`oo, ßbg AH$mCÝQ>tJ gmoâQ>doa H$r  gr.S>r.  gr.S>r. S�>mBd _| aIo &
goQ>An AnZo Amn eþê  hmoJm & AJa AnZo Amn eþê  Zht  hmoVm  Vmo, _|
OmH$a   na S>~b  �brH$ H$ao &

 na �brH$ H$aZo go goQ>An Ho$  {b`oo Oêar \$mBb AmnHo$ H$moån`þQ>a_| H$monr  hmoJr & \$mBb H$monr hmoZo
Ho$ ~mX dobH$_ ñH$´rZ AmEJr & `hm§ na BZñQ>moboeZ Ho$  {b`oo  nmW Amoa àH$ma  ~Q>Z na �brH$
H$aHo$ ng§X Hao & ~mX_|  na �brH$ H$aZo go gmoâQ>doa AmnHo$ H$moån`þQ>a_| BZñQ>mob hmoJm &

 

ßbg AH$mCÝQ>tJ gmoâQ>doa eþé H$aZo Ho$ {b`oo  {dÝS>moP So>ñH$Q>mon_| ßbg Ho$ AmBH$Z          na S>~b  �brH$ H$ao  &

S>mCZbmoS> H$aZo Ho$ br`o brÝH$ :

ßbg AH$mCÝQ>tJ gmoâQ>doa eþé H$aZo Ho$ {b`o

http://www.aakashinfo.com/plusacc/plussetup.exe

plussetup.exe

My Computer -> CD Drive
 Plussetup.exe

Next
Next

Finish

 

_mñQ>a_mñQ>a

ßbg gmoâQ>doa eþé  H$aVoht  nhbogo ~Zr  hþB H§$nZr H$r brñQ> AmEJr & ZB H§$nZr ~ZmZo Ho$ {b`  Xr{O`o
`m  ~Q>Z na  �brH$ H$ao &

ZB H§$nZr H$r ñH$´rZ_|, H§$nZrgo OþS>m g^r  drdaU O¡go Hr  amÁ`, ^mfm, H§$nZrH$m Zm_ AmXr Xr{O`o &
A{V{a�V drdaU O¡go H$r PAN/TAN/TIN/CST Nos., nVoH$m drdaU,  H§$nZr bmoJmo  AJbm  ~Q>Z
Ûmam  Xr`m  Om gH$Vm h¡ & ~mX_|   ~Q>Z na �brH$ H$aZogo H§$nZr ~ZoJr  &

nhbogo ~Zr  hþB© H§$nZr H$m drdaU ~XbZo Ho$ {b`oo   Xr{O`o  `m   ~Q>Z na  �brH$ H$ao &

oo  F3
 NEW

(Next)
Finish

F4 EDITZmoQ> :  

Z`m ImVm ImobZo Ho$ {b`oo 

Bg AmoßeZ_|, nhbogo ~Zo hþE ImVmoH$r brñQ> Am`oJr & Z`m  ImVm ImobZo Ho$ {b`oo   Xr{O`o  `m 
OmoS>o  ~Q>Z na �brH$ H$ao & Orggo  Z`m  ImVm  OmoS>ZoH$r ñH$´rZ AmEJr  &

Option: Master -> Account

AmoßeZ : _mñQ>a  -> ImVm
INSERT

(ADD)

Z`m ImVm
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Bg ñH$´rZ_| ImVogo g§~§YrV drdaU O¡go Ho$ ImVoH$m Zm_, CnZm_ `m H$moS>, AH$mCÝQ>Ho$ {b`oo J«þn AmXr {XOr`o &
AH$mCÝQ>Ho$ J«þn Ho$ AmYma na,  {d^rÞ AÝ`  drdaU Xem©`o Om`o§Jo &

Oêar drdaU `hm§ na  XO© H$ao Amoa  Xr{O`o `m AmoHo$ ~Q>Z na �brH$ H$aZogo Z`m ImVm
~ZoJm  &

ImVm gmoâQ>doa_| H$rg Vah go  Xem©`m Om`oJm, CgH$m nþam AmYma AH$mCÝQ> J«þn na h¡ & BgbrE `hm§ na
J«þn ng§XJrHo$ ~mao _| Hþ$N> OmZH$mar  Xr  h¡ &

 CTRL+ENTER (OK) 

2

ZmoQ> :

dmCMa EÝQ>´r  Ho$ XmoamZ  ImVo Ho$  brñQ> _|  XoZogo `m Z`m  ~Q>Z na  �brH$ H$aZogo Z`m ImVm
OmoS>m Om gH$Vm h¡ & nhbogo Iþbo hþE  ImVmoH$m  drdaU ~XbZo Ho$ {b`oo    Xr{O`o  `m  gþYmaZm 
~Q>Z na  �brH$ H$ao Am¡a ImVoH$mo  {S>{bQ> H$aZo Ho$  {b`oo  Xr{O`o  `m  hQ>mZm  ~Q>Z na 
�brH$ H$ao &

g^r ImVoH$r  àma§^rH$ eofH$r  EÝQ>´r   EH$gmW ZrMo Ho$ AmoßeZgo H$ao &

  F3 (NEW)
F4 (EDIT)

 CTRL+Y  (DELETE)

Option:  Report -> Balance Sheet -> Trial Balance -> Opening Balance
AmoßeZ : arnmoQ©>   -> MrQ>Ro>H$m  arnmoQ©>  -> VbnQ> -> àma§^rH$  eof

ImVo H$m àH$ma J«þn gþPmd
ì`mnmar boZXma (Sundry Creditors)

ì`mnmar XoZXma (Sundry Debtors)

~¢H$ ImVm (Banks Accounts)

~¢H$ OCC ImVm (Bank OCC A/C )

amoH$S> ImVm (Cash In Hand)

{dH«$`  ImVm (Sales Account)

IarX  ImVm (Purchase Account)

Qo>H$g  Am¡a  Orå_oXmar (àH$ma - VAT)

Qo>H$g  Am¡a  Orå_oXmar (àH$ma  - TDS)

bmoZ  (Orå_oXmar) (Loan – Liability)

g§nÎmr (Fixed Assets)

S>rnmoPrQ> (g§nÎmr) (Deposits – Asset)

nþ§Or  ImVm (Capital Accounts)

grYo  IM© (Expenses - Direct)

IM©  ImVm (Expense Account)

AmnþVu H$Vm©  nmQ>u

J«mhH$

~¢H$ ImVm (~MV / Mmbþ  ImVm  AmXr) 

~¢H CC/OD ImVm

amoH$S> ImVm

{dH«$` ImVm

IarX  ImVm

VAT ImVm

TDS ImVm

~¢H$ bmoZ

\$ZuMa / H$ma / _H$mZ  AmXr

noeJr (NSC / Qo>br\$moZ  noeJr  AmXr)

nmQ©>Za / _mbrH$  ImVm

{~H$´r / IarX g§~YrV  IM©

AÝ`  IM© (Mm`, H$m`m©b`  IM©  AmXr)

ZE AmBQ>_
ZE  AmBQ>_ ~ZmZo Ho$ br`

Option: Master -> Product
AmoßeZ : _mñQ>a  ->  AmBQ>_



ì`mnmaì`mnma

`hm§ na,  nhbogo  ~Zr  hþ>B©  AmBQ>_H$r brñQ>  AmEJr & Z`r  AmBQ>_  OmoS>Zo  Ho$  {b`oo    Xr{O`o
`m  OmoSo> ~Q>Z na  �brH$ H$ao &  Orggo  ZB©  AmBQ>_  OmoS>ZoHo$  br`o  ñH$´rZ  _rboJr  &

AmBQ>_  drdaUH$r  ñH$´rZ_|  AmBQ>_go g§~§YrV g^r  drdaU  O¡goH$r AmBQ>_H$m  Zm_  Amoa \$ra
 Xr{O`o  `m  AmoHo$  ~Q>Z  na  �brH$$  H$aZogo  ZB©  AmBQ>_  ~ZoJr  &

dmCMa  EÝQ>´r Ho$  Xm¡amZ  XoZo go  `m  Z`m  ~Q>Z  na   �brH$$  H$aZogo ^r ZB  AmBQ>_  OþSo>Jr  &
nhbogo  ~Zr hþB  AmBQ>_H$m  drdaU  gþYmaZoHo$  {b`oo   Xr{O`o  `m  gþYmaZm  ~Q>Z  na  �brH$
H$ao  AmBQ>_H$mo  {S>{bQ>  H$aZo Ho$ {b`oo  Xr{O`o  `m  hQ>mZm ~Q>Z  na    H$ao &
AmBQ>_H$m  àma§^rH$  ñQ>moH$  ZrMoHo$  AmoßeZ go  Xr`m  Om  gH$Vm  h¡ &

 INSERT
(ADD) 

CTRL+ENTER (OK)

 F3  (NEW)
 F4  (EDIT)

 CTRL+Y  (DELETE) 

Option:  Transaction -> Stock Entry -> Opening Stock
AmoßeZ  :  ì`mnma  -> ñQ>moH$  EÝQ>´r  -> àma§^rH$  ñQ>moH$

ZmoQ> :

�brH$

{dH«$` AoÝQ>r

1.  {dH«$`  ~rb

ZmoQ> :

Option:  Transaction -> Sales Entry -> Sales Invoice
AmoßeZ  :  ì`mnma  -> {dH«` EÝQ>´r  -> {dH«` ~rb

INSERT
(NEW)

ENTER 
 ENTER  CTRL+Y

 CTRL+ENTER (OK)

goQ>An -> dmCMa goQ>An -> {dH«` ~rb -> EÝQ>´ràH$ma  Amoa AYrH$  drdaU
(Setup -> Voucher Setup -> Sales Invoice -> Entry Type & Extra Details)

goQ>An -> dmCMa goQ>An -> {dH«$` ~rb
(Setup -> Voucher Setup -> Sales Invoice)

(Online Bill Printing) (Yes)

`hm§ no  {dH«$` ~rb H$r  brñQ>  _rboJr  & Z`m {dH«$`  ~rb OmoS>Zo  Ho$  {b`oo  Xr{O`o  `m  Z`m
 ~Q>Z na  �brH$ H$ao  &

{dH«` ~rb EÝQ>´r_|, ZH$X /CYma ~rb, nmQ>uH$m Zm_, EÝQ>´r Q>mBn, VmarI, ~rb Z§~a AmXr  drdaU  Xr{O`o &
\$ra  AmBQ>_H$m  drdaU  Xr{O`o  AmBQ>_H$m  Zm_,  dOZ,  _þë`, aH$_ & Imbr  bmBZ
na  XoZogo  EH$ go Á`mXm  AmBQ>_H$r  EÝQ>´r  H$r  Om gH$Vr  h¡ &  nhboH$r  EÝQ>´r  gþYmaZoHo$
br`o  Cg  na  Xr{O`o Am¡a EÝQ>´r  Xþa H$aZo Ho$ {b`oo  Xr{O`o & IM© H$m  drdaU
(H$ram`m / S>rñH$mCÝQ>  AmXr) Am¡a VAT H$m  drdaU XoH$a   Xr{O`o  `m  AmoHo$ 
~QZ  na   �brH$  H$aZogo  EÝQ>´r  god  hmoJr  &

a) IM©  Amoa VAT H$m  drdaU goQ>  H$aZo  Ho$ {b`oo  : 

b) {dH«$`  ~rb  god  hmoZo Ho$  ~mX àrÝQ> H$aZo Ho$ {b`oo  :

`hm§  na  AmoZbmBZ  ~rb  àrÝQ>tJ  AmoßeZ _|  hm  H$r{O`o &

c) AmoZbmBZ E-Mail, SMS Ho$  AmoßeZ  goQ>  H$aZoHo$  {b`oo  :

3
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goQ>An -> dmCMa goQ>An -> {dH«$` ~rb
(Setup -> Voucher Setup -> Sales Invoice)

Option:  Transaction -> Sales Entry -> Sales Return

AmoßeZ  :  ì`mnma  -> {dH$´`  EÝQ>´r   -> {dH«$`  dmngr

Option:  Transaction -> Sales Entry -> Sales Challan 

AmoßeZ  :  ì`mnma  -> {dH«`  EÝQ>´r   -> {dH«`  MmbmZ

goQ>An -> H§$nZr  goQ>An -> AJ«r_ EÝQ>´r
(Setup ->Company Setup -> Advance Entry)

(Challan Required) (Yes) 

AmoßeZ  :  ì`mnma  -> {dH«$`  EÝQ>´r  -> MmbmZ  go  ~rb
(Option:  Transaction -> Sales Entry -> Bill from Challan)

arnmoQ©> -> AmoS©>a/ MmbmZ -> OmdH$ MmbmZ
(Report -> Order/Challan -> Issue Challan)

Option:  Transaction -> Sales Entry -> Sales Order

AmoßeZ  :  ì`dhma -> {dH«$`  EÝQ>´r  -> {dH«$`  AmoS©>a

goQ>An -> H§$nZr  goQ>An -> AJ«r_ EÝQ>´r
(Setup -> Company Setup -> Advance Entry)

 (Order Required) (Yes)

CTRL+O ORDER

2.  {dH«$`  dmngr

3.  {dH«$`  MmbmZ

ZmoQ> :

4.  {dH«$`  AmoS©>a

 

ZmoQ> :

Bg AmoßeZ  Ho$ Oar`o  {dH«$`  dmngr H$r  EÝQ>´r  hmo gH$Vr  h¡ & EÝQ>´r  H$aZoH$r  arV  Amoa  Xygao  AmoßeZ
{dH«`  ~rb  AZþgma  hr  ah|Jo &

Bg AmoßeZ  Ho$ Oar`o  {dH«$`  MmbmZ H$r  EÝQ>´r  hmo gH$Vr  h¡ & EÝQ>´r  H$aZoH$r  arV  Amoa  Xygao  AmoßeZ 
{dH«` ~rb  AZþgma  hr  ah|Jo &

a) {dH«$` MmbmZ H$m  Cn`moJ  H$aZo  Ho$  {b`oo  :

`hm§  na  MmbmZ  Amdí`H$  AmoßeZ_|  hm Xr{O`o  &

b) MmbmZ  na go  ~rb  ~ZmZo Ho  {b`oo   :

c) ~mH$r  MmbmZ  XoIZoHo$  {b`oo :

Bg AmoßeZ  Ho$ Oar`o  {dH«$`  AmoS©>aH$r  EÝQ>´r  hmo gH$Vr  h¡ & EÝQ>´r  H$aZoH$r  arV  Amoa  Xþgao  AmoßeZ  {dH«`
 AZþgma  hr  ah|Jo &

a) {dH«$` AmoS©>aH$m  Cn`moJ  H$aZo  Ho$  {b`oo  :

`hm§  na  AmoS©>a  Amdí`H$ AmoßeZ_|  hm Xr{O`o  & 

b) AmoS>©aH$mo {dH«$` ~rb/ MmbmZ Ho$ gm_Zo ES>OñQ> H$aZoHo$ {b`oo  :  ~rb/ MmbmZH$r  EÝQ>´r  H$aVo d�V,
 XoZogo `m  ~Q>Z  na   �brH$ H$aZogo  ~mH$r  AmoS©>aH$r  brñQ> _rboJr &

~rb
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IarX  EÝQ>´r

c) ~mH$r  AmoS©>a  XoIZoHo$  {b`oo   :

Bg AmoßeZ  Ho$ Oar`o  H$dmoQo>eZH$r  EÝQ>´r  hmo gH$Vr  h¡ & EÝQ>´r  H$aZoH$r  arV  Amoa  Xþgao  AmoßeZ  {dH«`
AmoS©>a AZþgma  hr   ah|Jo &

a) H$dmoQo>eZH$m  Cn`moJ  H$aZo Ho$  {b`oo   : 

(
`hm§  na  H$dmoQo>eZ  Amdí`H$   AmoßeZ_|  hm  Xr{O`o  & 

b) H$dmoQo>eZ  H$mo {dH«$` ~rb/ MmbmZ Ho$ gm_Zo ES>OñQ> H$aZoHo$ {b`oo  :  ~rb/ MmbmZH$r  EÝQ>´r  g_`,
 XoZogo `m  ~Q>Z  na   �brH$ H$aZogo  ~mH$r  H$dmoQo>eZ H$m  brñQ> _rboJm &

c) ~mH$r  H$dmoQo>eZ XoIZoHo$ {b`oo  :

arnmoQ©> -> AmoS©>a / MmbmZ  -> {dH«$`  AmoS©>a
(Report -> Order/Challan -> Sales Order)

Option:  Transaction -> Sales Entry -> Quotation
AmoßeZ  :  ì`mnma -> {dH«$`  EÝQ>´r -> H$dmoQo>eZ

goQ>An -> H§$nZr  goQ>An -> AJ«r_  EÝQ>r
Setup -> Company Setup -> Advance Entry)

(Quotation Required)  (Yes)

CTRL+Q QUOTATION

arnmoQ>©  -> H$dmoQ>o>eZ arnmoQ©>
Report -> Quotation Report

 
5.  H$dmoQo>eZ

ZmoQ> :

1.  IarX  ~rb

ZmoQ> :

Option:  Transaction -> Purchase Entry -> Purchase Invoice
AmoßeZ  :  ì`mnma  -> IarX  EÝQ>´r -> IarX  ~rb

INS (NEW) 

ENTER

 ENTER CTRL+Y
 CTRL+ENTER (OK)

 goQ>An -> dmCMa goQ>An -> IarX  ~rb -> EÝQ>´r  àH$ma  Amoa AYrH$  drdaU 
(Setup -> Voucher Setup -> Purchase Invoice -> Entry Type & Extra Details)

`hm§  na IarX ~rb H$m brñQ> _rboJm  & Z`m IarX  ~rb OmoS>Zo Ho$  {b`oo Xr{O`o  ̀ m  Z`m ~Q>Z na
�brH$ H$ao  &

IarX  ~rb  EÝQ>´r_| ,  ZH$X/CYma ~rb,  nmQ>uH$m  Zm_,  EÝQ>´r  Q>mBn, VmarI, ~rb Z§~a AmXr 
drdaU  Xr{O`o & \$ra  AmBQ>_H$m  drdaU Xr{O`o& AmBQ>_H$m  Zm_, dOZ, _þë`, aH$_ Imbr  bmBZ  na 

 XoZogo  EH$ go Á`mXm  AmBQ>_H$r  EÝQ>´r  H$r  Om gH$Vr  h¡ &  nhboH$r  EÝQ>´r  gþYmaZoHo$  br`o  Cg 
na  Xr{O`o Am¡a EÝQ>´r  Xþa H$aZo Ho$ {b`oo   Xr{O`o& IM© H$m  drdaU (H$ram`m /
S>rñH$mCÝQ>  AmXr) Am¡a VAT H$m  drdaU XoH$a  Xr{O`o  `m  AmoHo$  ~QZ  na  �brH$
H$aZogo  EÝQ>´r  god  hmoJr  &

a) IM©  Amoa VAT H$m  drdaU goQ>  H$aZo  Ho$ {b`oo  :
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b) IarX  ~rb  god  hmoZo Ho$  ~mX àrÝQ> H$aZo Ho$ {b`oo  :

`hm§  na  AmoZbmBZ  ~rb  àrÝQ>tJ AmoßeZ _|  hm  Xr{O`o &
b) AmoZbmBZ E-Mail, SMS Ho$  AmoßeZ  goQ>  H$aZoHo$  {b`oo  :

Bg AmoßeZ  Ho$ Oar`o  IarX  dmngr H$r  EÝQ>´r  hmo gH$Vr  h¡ & EÝQ>´r  H$aZoH$r  arV  Amoa  Xþgao  AmoßeZ  IarX
~rb  AZþgma  hr  ah|Jo &

Bg AmoßeZ  Ho$ Oar`o  IarX  MmbmZ H$r  EÝQ>´r  hmo gH$Vr  h¡ & EÝQ>´r  H$aZoH$r  arV  Amoa  Xþgao  AmoßeZ  IarX 
~rb  AZþgma  hr  ah|Jo &

a) IarX MmbmZ H$m  Cn`moJ  H$aZo  Ho$  {b`oo  :

`hm§ na  MmbmZ  Amdí`H$  AmoßeZ_|  hm Xr{O`o &
b) MmbmZ  na go  ~rb  ~ZmZo Ho  {b`oo   :

c) ~mH$r  MmbmZ  XoIZoHo$  {b`oo   :

Bg AmoßeZ  Ho$ Oar`o  IarX  AmoS©>a H$r  EÝQ>´r  hmogH$Vr  h¡ & EÝQ>´r  H$aZoH$r  arV  Amoa  Xþgao  AmoßeZ  IarX 
~rb  AZþgma  hr  ah|Jo &

IarX AmoS©>aH$m  Cn`moJ  H$aZo  Ho$  {b`oo  :

goQ>An -> dmCMa goQ>An -> IarX ~rb
(Setup -> Voucher Setup -> Purchase Invoice)

(Online Bill Printing) (Yes)

goQ>An -> dmCMa goQ>An -> IarX ~rb
(Setup  -> Voucher Setup -> Purchase Invoice)

Option:  Transaction -> Purchase Entry -> Purchase Return
AmoßeZ  :  ì`mnma -> IarX  EÝQ>´r -> IarX  dmngr

Option:  Transaction -> Purchase Entry -> Purchase Challan
AmoßeZ  :  ì`mnma -> IarX  EÝQ>´r -> IarX  MmbmZ

goQ>An -> H§$nZr  goQ>An -> AJ«r_ EÝQ>´r
(Setup -> Company Setup -> Advance Entry)

(Challan Required)  (Yes) 

AmoßeZ  :  ì`mnma  -> IarX  EÝQ>´r  -> MmbmZ  go  ~rb
(Option:  Transaction -> Purchase Entry -> Bill from Challan)

arnmoQ©> -> AmoS©>a/ MmbmZ -> AmdH$ MmbmZ
(Report -> Order/Challan -> Receipt Challan)

Option:  Transaction -> Purchase Entry -> Purchase Order
AmoßeZ  :  -> IarX  EÝQ>´r -> IarX  AmoS©>a

goQ>An -> H§$nZr  goQ>An -> AJ«r_ EÝQ>´r
(Setup -> Company Setup  -> Advance Entry)

 

 

2.  IarX  dmngr

3.  IarX  MmbmZ

ZmoQ> :

4.  IarX  AmoS>©a

ZmoQ> :

a) 
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ñQ>moH$  EÝQ>´r

`hm§  na  AmoS©>a  Amdí`H$ AmoßeZ_|  hm  Xr{O`o  & 

 AmoS>©aH$mo IarX ~rb / MmbmZ Ho$ gm_Zo ES>OñQ> H$aZoHo$ {b`oo  :  ~rb / MmbmZH$r  EÝQ>´r Ho$ g_`,
 XoZogo `m  ~Q>Z  na  �brH$ H$aZogo  ~mH$r  AmoS©>aH$r  brñQ>  _rboJr &

~mH$r  AmoS©>a  XoIZoHo$  {b`oo   :

 (Order Required) (Yes)

CTRL+O ORDER

arnmoQ©> -> AmoS©>a / MmbmZ  -> IarX  AmoS©>a
Report -> Order/Challan -> Purchase Order

b)

c) 

1.  àma§^rH$  ñQ>moH$

2.  H«o$S>rQ>/ So>~rQ>  ZmoQ> (ñQ>moH$ Ho$ gmW)

ZmoQ> :

Option:  Transaction -> Stock Entry -> Opening Stock
AmoßeZ  :  ì`mnma -> ñQ>moH$ EÝQ>´r -> àma§^rH$  ñQ>moH$

INSERT
(NEW) 

ENTER

ENTER CTRL+Y

Option:  Transaction -> Stock Entry -> Credit Note
AmoßeZ : ì`dhma -> ñQ>moH$  EÝQ>´r -> H«o$S>rQ>  ZmoQ>
Option:  Transaction -> Stock Entry -> Debit Note
AmoßeZ : ì`dhma -> ñQ>moH$  EÝQ>´r -> So>~rQ>  ZmoQ>

INSERT (NEW)

Adjust In Account

Adjust In  Invoice

ENTER

 ENTER CTRL+Y  

CTRL+ENTER
(OK)

`hm§  na  àma§^rH$  ñQ>moH$ dmCMaH$r  brñQ> _rboJr  & Z`m  dmCMa  OmoS>Zo  Ho$  {b`oo  XrO`o  ̀ m  Z`o
~Q>Z na �brH$ H$ao  &

àma§^rH$ ñQ>moH$H$r EÝQ>´r_|, dmCMa  VmarI, dmCMa  Z§~a, AmXr  drdaU  Xr{O`o& ~mX_|  n«ma§^rH$
ñQ>moH$H$m  drdaU Xr{O`o  O¡go Ho$ AmBQ>_H$m  Zm_, dOZ, _þë` Am¡a aH$_ &  Imbr  bmBZ  na  
XoZogo  EH$ go Á`mXm  AmBQ>_H$r  EÝQ>´r  H$r  Om gH$Vr  h¡ &  nhboH$r  EÝQ>´r  gþYmaZoHo$  {b`oo   Cg  na

 Xr{O`o  Am¡a EÝQ>´r  Xþa H$aZo Ho$ br`o  Xr{O`o &

`hm§ na dmCMaH$r brñQ> _rboJr & Z`m dmCMa OmoS>Zo Ho$ {b`oo Xr{O`o `m Z`m  ~Q>Z
na �brH$ H$ao  &

H«o$S>rQ> / So>~rQ> ZmoQ>H$r  EÝQ>´r_|, nmQ>u ng§X  H$ao & `Xr  Amn  Bg  EÝQ>´rH$mo  nmQ>uHo$  ImVo_|  XoZm MmhVo  h¡,
Vmo  ng§X  H$ao &  ImVo_|  Aga  XoZm  Zht  MmhVo    na  Bg  EÝQ>´rH$r  aH$_ H$mo
IarX / {dH«$` ~rb _| ESOñQ>  H$aZm  MmhVo ho Vmo>  ng§X H$ao & ñQ>moH$  XmdoH$m
àH$ma (expiry/breakage/non-moving AmXr), EÝQ>´rH$r  ñQ>moH$_|  Aga (hm/Zm), AmBQ>_H$m  Zm_,
dOZ, _þë` Am¡a  aH$_  Xr{O`o &  Imbr  bmBZ  na   XoZogo  EH$ go Á`mXm  AmBQ>_H$r  EÝQ>´r  H$r
Om gH$Vr  h¡ &
nhboH$r  EÝQ>´r  gþYmaZoHo$  br`o  Cg  na  Xr{O`o  Am¡a EÝQ>´r  Xya H$aZo Ho$ {b`oo  Xr{O`o &
IM© H$m  drdaU (H$ram`m / S>rñH$mCÝQ>  AmXr) Amoa VAT H$m  drdaU XoH$a   Xr{O`o  `m
AmoHo$  ~QZ  na  �brH$ H$aZogo  EÝQ>´r  god  hmoJr  &

a) IM©  Amoa VAT H$m  drdaU  goQ>  H$aZo  Ho$  {b`oo  :

_| 
_|
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goQ>An -> dmCMa goQ>An -> Ho«S>rQ> ZmoQ> / So>~rQ> ZmoQ>> -> EÝQ>´r  àH$ma  Amoa AYrH$  drdaU 
(Setup -> Voucher Setup -> Credit Note / Debit Note   -> Entry Type & Extra Details)

:
goQ>An -> dmCMa goQ>An -> Ho«S>rQ> ZmoQ> / So>~rQ> ZmoQ>>
(Setup -> Voucher Setup -> Credit Note / Debit Note)

 (Online Bill Printing)  (Yes)

goQ>An -> dmCMa goQ>An -> H«o$S>rQ> / So>~rQ> ZmoQ>
(Setup -> Voucher Setup -> Credit Note / Debit Note.)

Option:  Transaction -> Stock Entry -> Stock Journal
AmoßeZ  :  ì`mnma -> ñQ>moH$  EÝQ>´r -> ñQ>moH$  hdmbm
 Transaction -> Production
ì`mnma -> àmoS>�eZ

 INSERT (NEW

F3 (NEW)
ENTER 

 ENTER
CTRL+Y  ENTER  (OK)

goQ>An -> H§$nZr  goQ>An -> AJ«r_ EÝQ>´r
(Setup -> Company Setup -> Advance Entry)

_mñQ>a -> àmogog _mñQ>a
(Master -> Process Master)

b) H«o$S>rQ> / So>~rQ> god  hmoZo  Ho$  ~mX  àrÝQ> H$aZo Ho  {b`oo  

`hm§  na  AmoZbmBZ  ~rb  àrÝQ>tJ  AmoßeZ _|  hm  Xr{O`o &
c) AmoZbmBZ E-Mail, SMS Ho$  AmoßeZ  goQ>  H$aZoHo$  {b`oo  :

`hm§  na  dmCMaH$m brñQ> _rboJm& Z`m dmCMa OmoS>Zo Ho$ {b`oo O`o `m Z`m ) ~Q>Z na
�brH$ H$ao  &

ñQ>moH$  hdmbm / àmoS>�eZH$r  EÝQ>´r_|, dmCMaH$r  VmarI Amoa  Z§~a  Xr{O`o & àmogog  ng§X  H$ao &
(ñQ>moH$  hdmbo_| KmQ>m / AVraoH$ / OZab  Amoa  àmoS>�eZ_|  AÝ`  àmogog) àmoS>�eZ_|  Z`r  àmogog

 `m OmoSo>  ~Q>Z  na  �brH$ H$aHo$  ~Zm  eH$Vo h¡ & àmogog ng§X  H$aZo  Ho$  ~mX,  àmogog_|  Xr 
hþB©  àmoS>�eZH$r  EÝQ>´r  AnZo Amn  Am OmEJr& Imbr bmBZ na XoZogo EH$ go Á`mXm 
AmBQ>_H$r  EÝQ>´r  H$r  Om gH$Vr  h¡ & nhboH$r  EÝQ>´r  gþYmaZoHo$  {b`oo   Cg  na  Xr{O`o  Am¡a
EÝQ>´r  Xþa H$aZo Ho$ {b`oo   Xr{O`o &  XoZo na `m  AmoHo$  ~QZ  na  �brH$ H$aZogo  EÝQ>´r 
god  hmoJr  &

a) àmoS>�eZ / ñQ>moH$  hdmbm Ho$  {b`oo  :

b) àmoS>�eZ  àmogog  goQ>  H$aZoHo$  {b`oo  :

3.  ñQ>moH$ hdmbm / àmoS>�eZ

ZmoQ> :

Xr{

amoH$S> / ~¢H$  EÝQ>´r

ßbg_| Amn AnZr  Amdí`H$Vm  AZþgma AbJ AbJ Vah go amoH$S>/~|H$Ho$  dmCMaH$r  EÝQ>´r  H$r Om gH$Vr  h¡ &

HdrH$ EÝQ>´rHo$  Ûmam  VoOrgo  Amoa  AmgmZrgo  amoH$S> / ~|H$Ho$  dmCMaH$r  EÝQ>´r  H$r Om gH$Vr  h¡ &

1.  HdrH$ EÝQ>´r
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Option:  Transaction -> Quick Entry -> Cash / Bank

AmoßeZ  :  ì`mnma -> �drH$$  EÝQ>´r -> amoH$S> / ~|H$

Enter

 ENTER CTRL+Y
DELETE

F3 VOU. TYPE 

F4 CHANGE A/C

 F2  DATE

TAB  AUDIT

Option:  Transaction -> Cash/Bank Entry 
AmoßeZ  :  ì`mnma  -> amoH$S> / ~|H$ EÝQ>´r

  ENTER

  ENTER

INSERT
(NEW)

Option:  Transaction -> Journal Entry 
AmoßeZ  :  ì`mnma -> hdmbm  EÝQ>´r

 ENTER

`hm§ na  amoH$S> / ~|H$ ImVm  ng§X  H$ao, ~mX_|  AmdH$ / ^þJVmZ  ng§X  H$ao &
Orggo  ng§X H$rE J`o dmCMa àH$maH$r  brñQ> AmEJr & Bg brñQ>_| :

a) ZB EÝQ>´r Ho$ br`o,  ar�V  bmBZ na Om`o Amoa  Xr{O`o & dmCMa  VmarI, dmCMa Z§~a / MoH$ Z§~a,
ImVoH$m Zm_, aH$_ Amoa AÝ` drdaU Xr{O`o &
b) nhboH$r  EÝQ>´r  gþYmaZoHo$  {b`oo   Cg  na  Xr{O`o Am¡a EÝQ>´r  Xþa H$aZo Ho$ brE  Xr{O`o
`m  (hQ>mZm) ~Q>Z  na    H$ao &

c) dmCMaH$m  àH$ma ~XbZoHo$  {b`oo  (AmdH$ / ^þJVmZ)  Xr{O`o  `m sdmCMaHm 
àH$maf na   �brH$ H$ao &

d) amoH$S> / ~|H$ ~XbZoHo$ {b`oo  Xr{O`o  `m  (ImVm  ~XbZm) ~Q>Z  na   �brH$ H$ao &
e) VmarIH$r  aoÝO ~XbZoHo$ {b`oo  Xr{O`o  `m  (VmarI)  ~Q>Z  na   �brH$ H$ao &
f) EÝQ>´rH$mo  AmoS>rQ>  H$aZoHo$  {b`oo   Xr{O`o  `m  (AmoS>rQ>) ~Q>Z  na   �brH$ H$ao &

`hm§ na  dmCMa àH$ma (ZH$X  àmár / ZH$X  ̂ þJVmZ / ~|H$ àmár / ~|H$  ̂ þJVmZ / H$moÝQ>´m) H$r brñQ> _rboJr &
dmCMa àH$ma  ng§X  H$aHo$  Xr{O`o &

`hm§ na  dmCMa àH$ma (ZH$X  àmár / ZH$X  ̂ þJVmZ / ~|H$ àmár / ~|H$  ̂ þJVmZ / H$moÝQ>´m) H$r brñQ>  _rboJr &
dmCMa àH$ma  ng§X  H$aHo$  Xr{O`o &
ng§X  H$rE  J`o  dmCMa  àH$maH$r  brñQ>  _rboJr& Z`m  dmCMa  OmoS>Zo  Ho$  {b`oo  Xr{O`o  `m  Z`m

 ~Q>Z na  �brH$ H$ao  &
MoH$  ~þH$ (~|H$ ^þJVmZ) Amoa ñbrn  ~þH$ (~|H$  àmár) H$r  EÝQ>´r Ho$  br`o, ~|H$  ImVm  ng§X  H$ao Am¡a
drdaU  O¡goH$r dmCMa  Z§~a, VmarI, ImVoH$m   Zm_, aH$_  Am¡a AÝ`  drdaU  Xr{O`o &

ZH$X  àmár / ^þJVmZ H$o  {b`oo  amoH$S>  ImVm  ng§X  H$ao  Am¡a drdaU  Xr{O`o &

amoH$S> / ~|H$  EÝQ>´r H$m  AYrH$  drdaU O¡go Ho$  H$ga / S>rñH$mC§Q> / ~|H$  H$_reZ  AmXr, Ho$ br`o  EÝQ>´r
àH$ma / AYrH$  drdaU  dmCMa  goQ>AnHo$  Oar`o hmo gH$Vm  h¢ &

EH$go  Á`mXm  ImVmo_|  AoH$gmW  àmár / ^þJVmZH$r  EÝQ>´r  br`o :

`hm§ na  dmCMa àH$ma (ZH$X  àmár / ZH$X  ̂ þJVmZ / ~|H$ àmár / ~|H$  ̂ þJVmZ / H$moÝQ>´m) H$r brñQ> _rboJr &
dmCMa àH$ma  ng§X  H$aHo$  Xr{O`o &

�brH$

2.  gm_mÝ`  EÝQ>´r

3.  _ëQ>rnb  EÝQ>´r

ZmoQ> :
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ng§X  H$rE  J`o  dmCMa  àH$maH$r  brñQ>  _rboJr & Z`m  dmCMa  OmoS>Zo  Ho$  {b`oo  Xr{O`o  ̀ m  Z`m
 ~Q>Z na  �brH$ H$ao  &

MaH$r  VmarI  AmXr  drdaU  Xr{O`o & Amoa  _ëQ>rnb  drdaU H$r  EÝQ>´r  H$ao & `hm§  na  nhbm
ImVm  h§_oem  amoH$S> / ~|H$  ImVm  ah|Jm &

INSERT
(NEW)

`hm§ na  dmC

hdmbm / O_m  ZmoQ> / So>~rQ>  ZmoQ> 

Option:  Transaction -> Journal Entry 
AmoßeZ  :  ì`mnma -> hdmbm  EÝQ>´r

ENTER

INSERT
(NEW)

`hm§  na  dmCMa àH$ma (hdmbm / O_m  ZmoQ> / So>~rQ>  ZmoQ>  AmXr) H$r brñQ> _rboJr &
dmCMa  àH$ma  ng§X  H$aHo$   Xr{O`o &
ng§X  H$r`o J`o dmCMa  àH$maH$r  brñQ>  _rboJr & Z`m dmCMa OmoS>Zo Ho$ {b`oo  Xr{O`o  `m  Z`m

 ~Q>Z na �brH$ H$ao  &
`hm§ na  dmCMaH$r  VmarI  AmXr  drdaU  Xr{O`o & Amoa  _ëQ>rnb  drdaU H$r  EÝQ>´r  H$ao & AJa  Amn 
Bg  dmCMa H$mo  VAT  arnmoQ©> _|  Xem©Zm  MmhVo h¡ Vmo, Tax type  Ho$ \$rëS> _|  VAT ng§X  H$aZm  Oêar  h¡&

ßbg_|  nmQ>uH$r  eof  Xmo  VarH$mo go  aIr  OmVr  h¡ &
1.  gm_mÝ`

2.  ~rb  Qþ  ~rb

gm_mÝ`  VarHo go nmQ>uHo$  àmár / ^þJVmZ ZoQ>  eof Ho$  gm_Zo  ES>OñQ>  H$rE  OmVo h¡ &
gm_mÝ`  àmár  arnmoQ©> Ho$  br`o :

gm_mÝ`  Xo`  arnmoQ©> Ho$  br`o :

~H$m`m  ZH$Xr  arnmoQ©>H$o  br`o  :

Bg VarHo _|o nmQ>uHo$  àmár / ̂ þJVmZH$r  aH$_ H$mo CZH$r  ~rbH$r  aH$_ Ho$ gm_Zo ES>OñQ>  H$r`m  OmVm  h¡&
ImVo_|  O_m  H$aZoH$m  àmdYmZ ^r  h¡ &

Option:  Report -> Outstanding -> Receivable 
AmoßeZ  :  arnmoQ©> -> ~H$m`m -> àmát`

Option:  Report -> Outstanding -> Payable 
AmoßeZ  :  arnmoQ©> -> ~H$m`m -> Xo`

Option:  Report -> Outstanding -> Pending Cash Memo 
AmoßeZ  :  arnmoQ©> -> ~H$m`m -> ~H$m`m  ZH$Xr

arnmoQu§JarnmoQu§J

àmßVr / Xo`



11

~rb  Qþ>  ~rb  àmár  arnmoQ©> Ho$  br`o :

~rb  Qþ>  ~rb  Xo`  arnmoQ©> Ho$  br`o :

Cna  AZþgma  arnmoQ©>  ng§X  H$aZogo, g^r  arnmoQ©>H$r  brñQ>  AmEJr & arnmoQ©>  XoIZoHo$  {b`oo BZ_|go  `mo½`
arnmoQ©> ng§X H$ao &

a) ~rb  Qþ  ~rb  ~H$m`m Ho$  {b`oo 

_| OmE Am¡a ~rb  Q>þ  ~rb  ~H$m`m  AmoßeZ_| hm  {H${O`o &

b) _mgrH$  àmár / Xo`H$m  J«m\$  XoIZoHo$ {b`oo  Xr{O`o `m  J«m\$  ~Q>Z  na  �brH$ H$ao &
c) ~H$m`m  nÌ  ̀ m AÝ`  arnmoQ©>  àrÝQ>  H$aZoHo$ {b`   Xr{O`o ̀ m  àrÝQ> ~Q>Z na  �brH$ H$ao &
d) nmQ>uH$mo  ~H$m`m H$m SMS ^oOZoHo$ {b`oo  Xr{O`o `m  ~Q>Z  na  �brH$ H$ao &
e) ~H$m`m E-Mail ^oOZoHo$ {b`oo  Xr{O`o `m  ~Q>Z  na  �brH$ H$ao &
EZmbrgrg arnmoQ©>,  O¡goHo$  no_oÝQ>  na\$mo_Ýg  arnmoQ©> XoIZoHo$ {b`oo   Xr{O`o `m EZmbrgrg  

~Q>Z  na  �brH$ H$ao &

Option:  Report -> Outstanding -> Bill wise Receivable
AmoßeZ  :  arnmoQ©> -> ~H$m`m -> ~rb  AZþgma  n«mát`

Option:  Report -> Outstanding -> Bill wise Payable
AmoßeZ  :  arnmoQ©> -> ~H$m`m -> ~rb  AZþgma XoZXmar`m§

goQ>An -> H§$nZr  goQ>An  -> OZab  AmoßeZ
(Setup -> Company Setup  -> General Options)

(Bill to Bill Outstanding) (Yes)

CTRL+G  (GRAPH)

oo CTRL+P (PRINT) 

 CTRL+M SMS

CTRL+E E-MAIL

CTRL+A
(ANALYSIS) 

ZmoQ> :

{dH«$` / IarX / ñQ>moH$  Amoa VAT arnmoQ©>

1.  IarX / {dH«$`  aOrñQ>a

2.  ñQ>moH$  arnmoQ©>

Option:  Report -> Register -> Sales Register
AmoßeZ  :  arnmoQ©>  -> aOrñQ>a -> {dH«$` aOrñQ>a

Option:  Report -> Register -> Purchase Register
AmoßeZ  :  arnmoQ©>  -> aOrñQ>a -> IarX  aOrñQ>a

 ENTER

Option:  Report -> Stock Reports -> Product Ledger
AmoßeZ  :  arnmoQ©> -> ñQ>moH$  arnmoQ©> -> AmBQ>_ H$m  ImVm

ENTER  ENTER

Cna  AZþgma  arnmoQ©>  ng§X  H$aZoogo ,  {d^rÞ  àH$maHo$  IarX / {dH«$`  aOrñQ>a  \$moa_oQ>H$r  brñQ>  _rboJr &
arnmoQ©>  XoIZoHo$  {b`oo  `mo½`  arnmoQ©>  ng§X  H$aHo$  {H${O`o &

Cna  AZþgma  arnmoQ©>  ng§X  H$aZoogo ,  {d^rÞ  àH$maHo$  AmBQ>_ / ñQ>moH$  arnmoQ©>  \$moa_oQ>  O¡goHo$  AmBQ>_
ImVmdhr,  ñQ>moH$  ñQo>Q>_oÝQ> Amoa  ñQ>moH$  ñQ>oQ>_oÝQ>  aH$_Ho$  gmW  AmXr  _rb|Jo & `mo½`  arnmoQ©>  ng§X  H$aHo$

Xr{O`o & Bg  arnmoQ©>_|  AmBQ>_ ng§X H$aHo$  XoZogo  AmBQ>_H$r  ImVmdhr  XoIr Om  gH$Vr h¡ &
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ZmoQ> :

#P VAT  arnmoQ©> / VAT \$mo_©

EZmbrgrg  ñQ>moH$  arnmoQ©>  O¡goHo$  ñQ>moH$ FIFO arnmoQ©>, FUmË_H$  ñQ>moH$  arnmoQ©>, ~hþCËnmX  ImVmdhr  AmXr
XoIZoHo$  {b`oo AmBQ>_  ImVmdhr  arnmoQ©>  \$moa_oQ>  ng§X  H$aHo$  {H${O`o &

Cna  AZþgma  arnmoQ©>  ng§X  H$aZoogo ,  {d^rÞ  àH$maHo$  nmQ>u / AmBQ>_  AZþgma  {dH«$`  Amoa  ñQ>moH$  arnmoQ©>
O¡goHo  nmQ>u  AZþgma OmdH$  g_ar  /AmdH$  g_ar  arnmoQ©>  _rb|Jo & arnmoQ©>  XoIZoHo$  {b`oo  ̀ mo½`  arnmoQ©>  ng§X
H$aHo$  {H${O`o &

{d^rÞ  AÝ`  arnmoQ©>  O¡goHo$  ~oM / ñWmZ (bmoHo$eZ) AZþgma, grar`b  Z§~a  arnmoQ©>, ñH$r_  arnmoQ©>, noH$tJ
ñQ>moH$  arnmoQ©> AmXr, Omo  gmoâQ>doa Ho$  dO©Z  Amoa  goQ>AnHo$  g_`  ng§X  H$rE  hþE  drH$ën  na  AmYmarV
h¡, dmo `hm§go  XoIo / àrÝQ>  H$rE  Om  gH$Vo  h¡ &

Cna  AZþgma  arnmoQ©>  ng§X  H$aZoogo ,  {d^rÞ  àH$maHo$  VAT H$r  JUZmHo$  arnmoQ©>  O¡goHo$  VAT g_ar, O_m
ZmoQ>  aOrñQ>a,  CYma  ZmoQ>  aOrñQ>a  AmXr  _rb|Jo &

CnaHo$  AmoßeZ  Ûmam  gaH$maHo$  {Z`_  AZþgma  VAT Ho$  \$mo_©  _rb|Jo &

CnaHo$  AmoßeZ  Ûmam  gaH$maHo$  {Z`_  AZþgma  VAT Ho$ B-arQ©>Z _rb|Jo &

CnaHo$  AmoßeZ  Ûmam dmCMa_|  VAT go  OþS>r  H$moB  ^þb  ho Vmo, ImoOm Om gH$Vm h¡ &

`h  arnmoQ©>  g^r  VAT ImVmoH$r  g§JR>rV  _mgrH$  g_ar  XrIm`|Jm &

CTRL+P

Option:  Report -> Stock Reports -> Party wise Report
AmoßeZ  :  arnmoQ©> -> ñQ>moH$  arnmoQ©> -> nmQ>u  AZþgma  arnmoQ©>

ENTER

Option:  Report -> VAT -> VAT Report
AmoßeZ  :  arnmoQ©>  -> doQ> -> doQ> arnmoQ©>

Option:  Report -> VAT -> VAT Forms
AmoßeZ  :  arnmoQ©>  -> doQ> -> doQ> \$mo_©

Option:  Report -> VAT -> VAT E-Return
AmoßeZ  :  arnmoQ©>  -> doQ> -> B-arQ©>Z

Option:  Report -> VAT -> VAT Integrity Report
AmoßeZ  :  arnmoQ©>  -> doQ> -> doQ>  B§Q>rJ«rQ>r  arnmoQ©>

Option:  Report -> VAT -> VAT Monthly Summary
AmoßeZ  :  arnmoQ©>  -> doQ> -> VAT _mgrH$  g_ar

AH$mCÝQ>  arnmoQ©>

1.  ImVm  ~þH$
ImVm~hr

Option :  Report -> Account Books -> Ledger
AmoßeZ  : arnmoQ©> -> ImVm  ~þH$ -> ImVm~hr
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CnaHo$  AmoßeZ  Ûmam g^r  ImVmoH$r  brñQ>  _rb|Jr &  XoZo na {d^rÞ  n«H$maHo$  arnmoQ©>  \$moa_oQ>
Xem©`o  Om`oJo & \$moa_oQ>  ng§X  H$aHo$  {H${O`o &

ImVmoHo$  brñQ> _|  H$rgr^r  ImVo  na  XoZogo  Cg ImVo H$r  ImVm~hr  IþboJt &

a) EH$ go  Á`mXm  ImVm~hr (_ëQ>rnb  ImVmdhr), àrÝQ> H$aZoHo$  {b`o,  ImVoHo$  brñQ>H$m  nhobm  \$moa_oQ>
ng§X  H$ao  Amoa  {H${O`o  `m àrÝQ>  ~Q>Z  na  �brH$ H$ao &

b) XoZogo  `m \$moa_oQ>  ~Q>Z  na  �brH$ H$aZogo  {d^rÞ  àH$maHo$  ImVmdhrHo$
\$moa_oQ>  _rb|J|  O¡goHo   ñWm`r  arnmoQ©>, j¡VrO arnmoQ©>,  _mgrH$  g_ar, X¡ZrH$  g_ar  AmXr &

c) {+} H$r  X~mZogo ~mXHo$ ImVoH$r  ImVm~hr_| (dUm©ZþH«$_  AZþgma) Amoa {-} H$r  go  nhoboHo$ ImVoH$r
ImVm~hr_|  Om  gH$Vo  h¡ &

d) ImVoHo$  Zm_  na  �brH$ H$aZogo  ImVmoH$r  brñQ>  _rb|Jr  Amoa  Cg _o go  ImVm  ng§X 
XoZogo  Cg  ImVoHr  ImVm~hr  XoIr  Om gH$Vr h¡ &

e) J«m\$  XoIZo / àrÝQ>  H$aZoHo$  {b`o  Xr{O`o  `m  J«m\$ ) ~Q>Z  na  �brH$ H$ao &

f) ImVm~hr  arnmoQ©>_|  goQ>tJ Ho$  {b`  Xr{O`o  `m  goQ>An  ~Q>Z  na  �brH$ H$ao &

g) H$moB^r  dmCMa  n«rÝQ>  H$aZoHo$   {b`o  Xr{O`o `m   ~Q>Z  na  �brH$ H$ao &

a) H$moB^r  dmCMa  gþYmaZoHo$ {b`o  Xr{O`o  `m Cgn|  S>H$b  �brH$ H$ao &
b) H$moB^r  dmCMa S>rbrQ>  H$aZoHo$  {b`o  Xr{O`o  `m  hQ>mZm  ~Q>Z  na  �brH$ H$ao &

c) Z`m  dmCMa  OmoS>ZoHo$  {b`o   Xr{O`o  `m  Z`m  ~Q>Z  na  �brH$ H$ao &

d) arnmoQ©>  àrÝQ>  H$aoHo$  {b`o   Xr{O`o  `m  àrÝQ> ~Q>Z  na  �brH$ H$ao &

Org  ImVoH$m  J«þn  amoH$S> ImVm  aIm  hmoJm  CgH$r  brñQ>  `ht  Xem©`r  Om`oJr & `hm§ na  amoH$S>  ImVm
ng§X  H$aHo$  XoZogo  Cg  ImVoH$r  Ho$e~þH$  XoIZo _rb|Jr &

a) GUmË_H$  ZH$X  XoIZo / ES>OñQ>  H$aZoHo$  brE Ho$e~þH$_|   {H${O`o  &

b) Cna  Xem©`o J`o  ImVm~hr  Ho$ drH$ën  Ho$e~þH$ _| ^r H$m_  H$a|J| &

Org  ImVoH$m  J«þn ~|H$  ImVm / ~|H$  ImVm  aIm  hmoJm  CgH$m  brñQ>  `ht  Xem©`m  Om`oJm & Bg
brñQ>_|go  H$moB^r  ~|H$  ImVo  na  XoH$a  Cg  ImVoH$r  ~|H$  ~þH$  XoIr  OmgH$Vr  h¡ &

a) ~|H$  arH$ÝgrboeZ Ho$  {b`o  ~|H$  ~þH$  arnmoQ©>_|  {H${O`o &

b) Cna  Xem©`o J`o  ImVm~hr  Ho$ drH$ën  ~|H$~þH$ _| ^r H$m_  H$a|J| &

CTRL + P
  ENTER

 ENTER

 CTRL+P (PRINT)

CTRL+F2  (FORMAT)

 Enter

CTRL+G (GRAPH

o CTRL+F3 (SETUP)

 CTRL+W Voucher Print

 ENTER

CTRL+Y (DELETE)

INSERT  (NEW)

CTRL+P  (PRINT) 

Option:  Report -> Account Books -> Cash Book
AmoßeZ  :  arnmoQ©>  -> ImVm  ~þH$ -> Ho$e~þH$

  ENTER

F4

Option:  Report -> Account Books -> Bank Book
AmoßeZ  :  arnmoQ©>  -> ImVm  ~þH$ -> ~|H$  ~þH$

 OCC
ENTER 

F6

 H$aHo$

Ho$e~þH$

ZmoQ> : 

~|H$  ~þH$

ZmoQ> :
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So>  ~þH$

2.  A§Vr_  arnmoQ©

VbnQ>

ì`mnma  ImVm

bm^-hmZr  ImVm

{MQ>²R>m

Option:  Report -> Account Books -> Day Book
AmoßeZ  :  arnmoQ©>  -> ImVm  ~þH$  -> So>  ~þH$

F4 

Option:  Report -> Balance Sheet -> Trial Balance
AmoßeZ  :  arnmoQ©>  -> {MQ>²Ro> H$r  arnmoQ©> -> VbnQ>   

  CTRL+F2 (FORMAT
ENTER  LEDGER 

  CTRL+F3
(SETUP)

Option:  Report -> Balance Sheet -> Trading Account
AmoßeZ  :  arnmoQ©>  -> {MQ>² Ro> H$r  arnmoQ©> -> ì`mnma  ImVm

CTRL+S  (SCHEDULE
SETUP)  CTRL+M 

 (STOCK METHOD
  CTRL+Z  (STOCK)

Option:  Report -> Balance Sheet -> P & L Statement
AmoßeZ  :  arnmoQ©>  -> {MQ>²Ro> H$r  arnmoQ©> ->  bm^-hmZr  ImVm

F4  (TRADING A/C)
 F3 (Auto Entry)

Option:  Report -> Balance Sheet -> Balance Sheet
AmoßeZ  :  arnmoQ©>  -> {MQ>²Ro> H$r  arnmoQ©>  -> {MQ>²R>m

F4 m  (P & L A/C)
F3 (Havala Effect)

CnaHo$  AmoßeZ  Ûmam So>  ~þH$  _rb|Jr & `hm§ na  arnmoQ©>_|  Xem©`o  J`o  dmCMa  ng§X / Xþa H$aZoHo$  {b`o 
{H${O`o &

Cna  Xem©`o J`o  ImVm~hr  Ho$ drH$ën  So>  ~þH$ _| ^r H$m_  H$a|J| &

CnaHo$  AmoßeZ  Ûmam VbnQ>  _rb|Jm & ̀ hm§  na  XoZogo  ̀ m  \$moa_oQ> ) ~Q>Z  na �brH$ 
H$aZogo {d^rÞ  arnmoQ©  \$moa_oQ>  _rb|Jo &  H$moB^r  ImVo n|  XoZogo  `m ~Q>Z  na
�brH$ H$aZogo, Cg  ImVoH$r  ImVm~hr  _rb|Jr & arnmoQ©>  goQ>AnHo$  {b`o  Xr{O`o  `m goQ>An

 ~Q>Z  na  �brH$ H$ao &

CnaHo$  AmoßeZ  Ûmam ì`mnma  ImVm  _rb|Jm & `hm§ XoZogo  `m erS>`þb  goQ>An
 ~Q>Z  na  �brH$ H$aZogo  erS>`þb Ho$  AZþgma  àtÝQ>  goQ>r§J  _rb|Jm &  XoZogo  `m ñQ>moH$

H$r  arV ) ~Q>Z  na  �brH$ H$aZogo ñQ>moH$  JUZmH$r arV  goQ>  H$a  gH$Vo  h¡ & O~
ñQ>moH$H$r  arV  ng§X Zhr  H$r  V~   XoZogo  `m A§Vr_  ñQ>moH$  ~Q>Z  na  �brH$ H$aZogo
ñQ>moH$H$r  H$r_§V  Xr Om gH$Vr  h¡ &

CnaHo$  AmoßeZ  Ûmam bm^-hmZr  ImVm  _rb|Jm & `hm§   XoZogo  `m  ì`mnma  ImVm
~Q>Z  na  �brH$ H$aZogo  ì`mnma ImVo_|  OmgH$Vo  ho  Amoa   XoZogo  `m  ñdV : EÝQ>´r 
~Q>Z  na  �brH$ H$aZogo  ñdV :  dmCMa  EÝQ>´r H$m AmoßeZ  Iþb|Jm &

CnaHo$  AmoßeZ  Ûmam {MQ>²R>o H$r  arnmoQ©>  _rb|Jr & `hm§  na   XoZogo  `m  bm^-hmZr  ImV
~Q>Z  na  �brH$ H$aZogo  bm^-hmZr  ImVm & `hm§  na   XoZogo  `m  hdmbm H$r Aga 
~Q>Z  na  �brH$ H$aZogo  Am{Ia  hdmbm H$r  Aga  XoIZoH$mo  _rb|Jr &

ZmoQ> :
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AÝ`  arnmoQ©>

EZm{bgrg  arnmoQ©>

1.  X¡ZrH$  ñWrVr

2.  na\$m}_Ýg  arnmoQ©> 

3.  IarX / {dH«$`  arnmoQ©>

4.  nmQ>u  AZþgma  arnmoQ©>

5.  AH$mCÝQ>  EZm{bgrg

6.  \§$S>  \$bmo

7.  Ho$e  \$bmo

Option:  Report -> Analytical Report -> Daily Status
AmoßeZ  :  arnmoQ©>  -> EZm{bgrg  arnmoQ©> -> X¡ZrH$  ñWrVr

Option:  Report -> Analytical Report -> Performance Report
AmoßeZ  :  arnmoQ©>  -> EZm{bgrg  arnmoQ©>  ->  na\$m}_Ýg  arnmoQ©>  

F5
(RATIO ANALYSIS)

Option:  Report -> Analytical Report -> Sale / Purchase Report
AmoßeZ  :  arnmoQ©>  -> EZm{bgrg  arnmoQ©> -> IarX / {dH«$`  arnmoQ©>

Option:  Report -> Analytical Report -> Party wise Report
AmoßeZ  :  arnmoQ©>  -> EZm{bgrg  arnmoQ©> -> nmQ>u  AZþgma  arnmoQ©>

Option:  Report -> Analytical Report -> Account Analysis
AmoßeZ  :  arnmoQ©>  -> EZm{bgrg  arnmoQ©> -> AH$mCÝQ>  EZm{bgrg

Option:  Report -> Analytical Report -> Fund Flow
AmoßeZ  :  arnmoQ©>  -> EZm{bgrg -> \§$S>  \$bmo

Option:  Report -> Analytical Report -> Cash Flow
AmoßeZ  :  arnmoQ©>  -> EZm{bgrg ->  Ho$e  \$bmo

CnaHo$  AmoßeZ  Ûmam, ng§X  H$r  hþB©  VmarIH$r  ñWrVr  Xem©Zodmbr  arnmoQ©>  _rb|Jr & Bg  arnmoQ©>_|  ZH$X
Amoa CYma {dH« ` / IarXHo$  dmCMa, amoH$S>  Amoa  ~|H$ Ho$  àmár  Amoa  ^þJVmZ Ho$ dmCMa  Xem©`o  OmEJ| &

 

Bg  arnmoQ©>_|  3 gmb Ho$  arnmoQ©>  J«þn  AZþgma  VþbZm Ûmam Xem©`o  Om`oJo & `hm§  na  Xr{O`o  `m  aoer`mo
EZm{bgrg  ~Q>Z  na  �brH$ H$aZogo {d^rÞ  àH$maHo$  EZm{bgrg  arnmoQ©>  _rb|Jo &

`o  AmoßeZ  {d^rÞ  àH$maHo$  IarX  Amoa  {dH«$` Ho$ EZm{bgrg  arnmoQ©>  Xem©EJm & 

`o  AmoßeZ  {d^rÞ  àH$maHo$  nmQ>u / eha / joÌ  AZþgma IarX  Amoa  {dH«$` Ho$ EZm{bgrg  arnmoQ©> Xem©EJm &

ImVm  AZþgma  dmCMaHo$  EZm{bgrg  arnmoQ©>  Bg  AmoßeZ  Ûmam  Xem©`o  OmEJ| &

`o  AmoßeZ H$m`©erb  nþ§OrH$o  AmZo-OmZo H$mo  _{hZm AZþgma  Xem©`oJm &

`o  AmoßeZ ZH$XHo$  AmZo-OmZo H$mo  _{hZm AZþgma  Xem©`oJm &
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ã`mO  JUZm

S>rH$boaoeZ  \$mo_©  arnmoQ©>

Option:  Report -> Other Report -> Interest Report
AmoßeZ  :  arnmoQ©>  -> AÝ`  arnmoQ©> -> ã`mO H$r  arnmoQ©>

Option:  Report -> Other Report -> Bill wise Interest
AmoßeZ  :  arnmoQ©>  -> AÝ`  arnmoQ©> ->  ~rb  AZþgma  ã`mO

Option:  Report -> Other Report -> Forms Report
AmoßeZ  :  arnmoQ©>  -> AÝ`  arnmoQ©> -> \$mo_©  arnmoQ©>

TDS A TDS

Option:  Utility -> Havala -> TDS -> TDS Payable

AmoßeZ  :  `þQ>rbrQ>r -> hdmbm -> TDS -> TDS Xo`
CTRL+H 

 (HAVALA) 

Option:  Utility -> Havala -> TDS -> TDS Deducted by Other
AmoßeZ  :  `þQ>rbrQ>r -> hdmbm -> TDS -> TDS AÝ` Ûmam  H$mQ>m  hþAm 

Option:  Utility -> Havala -> TDS Challan
AmoßeZ  :  `þQ>rbrQ>r -> hdmbm  -> TDS MmbmZ

AmoßeZ  :  `þQ>rbrQ>r -> hdmbm  -> hdmbm  goQ>An
(Option:  Utility -> Havala -> Havala Setup)

`o  AmoßeZ ã`mO  JUZm (gm_mÝ` Amoa MH«$d¥ÜYr) H$aHo$, ã`mO  Amoa TDS Ho$  hdmbo Ho$ {b`o 
Cn`moJr  h¡ &

`o  AmoßeZ ~rb  Qþ>  ~rb  ã`mO  JUZm (gm_mÝ` Amoa MH«$d¥ÜYr) H$aHo$, ã`mO  Amoa TDS Ho$  hdmbo
Ho$  {b`o  Cn`moJr  h¡ &

Bg  AmoßeZ  Ûmam {d^rÞ  àH$maHo$  b§~rV S>rH$boaoeZ  \$mo_© arnmoQ©>  ~ZoJo &  `hm§no  \$mo_© ~H$m`m  nÌ
àrÝQ>  H$aZoH$m ^r  AmoßeZ  _rb|Jm &

`o  AmoßeZ  h_mao  Ûmam H$mQ>m  hþAm Amoa  gaH$maH$mo  Xo` TDS H$r arnmoQ©>  Xem©`oJo & `hm§ no  XoZogo
`m hdmbm ~Q>Z  na   H$aZogo TDS hdmbm  ~ZoJm &

`o  AmoßeZ  AÝ`  nmQ>u  Ûmam H$mQ>m  hþAm TDS H$m  arnmoQ©>  Xem©`oJm &

EH$~ma  CnaHo$  AmoßeZ  Ûmam  TDS H$m  hdmbm  ~Z  OmZoHo$ ~mX,  Bg  AmoßeZHo$  OarE  \$mo_©  16 Amoa
AÝ` TDS go OþSo>  arnmoQ©>  _rb|Jo &

TDS H$m  goQ>An (TDS H$m  _þë` / br_rQ>,  àH$ma  AmXr) ImVm  ImobVo  g_` `m Bg  AmoßeZ
Ûmam  Xr`m  OmEJm &

 hdmbm, \$mo_©  16  Amoa  AÝ`  arnmoQ©>

�brH$

 A 

ZmoQ> :   

A§Vr_  hdmbm  Am¡a  Z`m  gmb

ã`mO / õmg / nþ§Or  hdmbm
Option:  Utility -> Havala -> Interest
AmoßeZ  :  `þQ>rbrQ>r -> hdmbm ->  ã`mO

`þQ>rbrQ>rP`þQ>rbrQ>rP
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AÝ`  Cn`moJr  gþdrYmE

`o  AmoßeZ  gþajrV / AgþajrV bmoZ na  Xo`  ã`mO H$r  arnmoQ©>  Xem©EJo& ̀ hm§  na  XoZogo  `m
hdmbm  ~Q>Z  na  �brH$ H$aZogo ã`mO Ho$  hdmbmoH$r  EÝQ>´r  hmoJr &

`o  AmoßeZ  AMb  g§nVr  ImVmo  Ho$ õmg  MmQ©>  arnmoQ©>  Xem©EJm & `hm§  na  XoZogo  `m  hdmbm
 ~Q>Z  na  �brH$  H$aZogo  õmgHo$ hdmbmoH$r  EÝQ>´r  hmoJr &

`o  AmoßeZ nþ§Or  ImVmoHm  _þZm\$m  ^mJ  Xem©EJm & ̀ hm§  na  XoZogo  `m  hdmbm  
~Q>Z  na  �brH$ H$aZogo  nþ§OrHo$ hdmbmoH$r  EÝQ>´r  hmoJr &

ã`mO / õmg / nþ§Or H$m  goQ>An  ImVm  ImobVo  g_`  ImVm  ImobVo  g_` ̀ m Bg  AmoßeZ  Ûmam  Xr`m  OmEJm & 

Z`m  {dÎmr`  df©  eþê  H$aZoHo$  {b`o  Bg  AmoßeZH$m  à`moJ  H$ao & 
Z`m  gmb  eþê  H$aZoH$o  ~mX  nhbo Ho$  df©_|  `Xr  H$moB  gþYma H$r`m  OmVm h¡ Vmo

Ûmam nhboHo$  df©_| go   Z`o  gmb_|  ImVo  Amoa  ñQ>moH$H$r  eof  ~Xbr Om  gH$Vr  h¡ &

 CTRL+H
 (HAVALA)

Option:  Utility -> Havala -> Depreciation

AmoßeZ  :  `þQ>rbrQ>r -> hdmbm  -> õmg
  CTRL+H

(HAVALA)

Option:  Utility -> Havala -> Capital
AmoßeZ  :  `þQ>rbrQ>r -> hdmbm -> nþ§Or

 CTRL+H (HAVALA)

 AmoßeZ  :  `þQ>rbrQ>r -> hdmbm  -> hdmbm  goQ>An
(Option:  Utility -> Havala -> Havala Setup)

Option:  Utility -> Year End -> New Year
AmoßeZ  :  `þQ>rbrQ>r -> dfm©ÝV -> Z`m  gmb

AmoßeZ  :  `þQ>rbrQ>r  -> dfm©ÝV     -> eof  AnS>oQ>
(Option:  Utility -> Year End -> Update Balance)

ZmoQ>  :

Z`m  gmb  eþê  H$aZoHo$  {b`o

So>Q>m  AmoS>rQ>

AmoS>rQ> H$m  AmoßeZ nhbogo H$r  hþB© EÝQ>´rH$mo  _rbmZo / Om§M  H$aZoHo$  {b`o  Cn`moJr  h¡ & AmoS>rQ>  AmoßeZ
Ûmam  H$rgr ^r dmCMaH$mo  Om§Mm hþAm `m _rbm`m hþAm  Xem©`m  Om  gH$Vm  h¡ & H$rgr^r  arnmoQ©>_|
H$moB^r EÝQ>´rH$mo AmoS>rQ>  H$aZoHo$  {b`o  Cg  EÝQ>´r  na  {H${O`o m  ~Q>Z  na  �brH$ H$ao &
`h {ZemZ  Cg  EÝQ>´rHo$  AmJo  Am OmEJm & 

Amn  AmoS>rQ>  H$r  JB©  EÝQ>´rH$mo nmgdS©> Ûmam  gþajrV / bmoH$  H$a  gH$Vo  h¡ & EÝQ>´rH$mo nmgdS©>  Ûmam
gþajrV  H$aZoHo$  {b`o 

_|  OmB©E  Amoa AmoS>rQo>S>  dmCMa  bmoH$  H$aZo  h¡  AmoßeZ_|  hm {H${O`o & AJa  ha  AmoS>rQ>  Ho$  d�V
nmgdS©>  XoZm  MmhVo  h¡, Vmo  AmoS>rQ>Ho$  g_`  nmgdS©>  AmoßeZ _|  hm {H${O`o &

TAB  AUDIT
(ü) 

AmoßeZ  :  goQ>An  -> H§$nZr  goQ>An -> OZab  AmoßeZ
(Option:  Setup -> Company Setup -> General Options)
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So>Q>m  \«rO (bmoH$)

ng©Zb  S>m`ar

{gH$`þarQ>r

1. gmoâQ>doa   {gH$`þarQ>r 

2. H§$nZr  AZþgma  {gH$`þarQ>r

3.  `þPa  AZþgma  {gH$`þarQ>r

Option:  Utility -> Advance Utility -> Data Freeze
AmoßeZ  :  `þQ>rbrQ>r  -> ES>dm§g  `þQ>rbrQ>r -> So>Q>m  \«rO 

Option:  Utility -> Personal Diary
AmoßeZ  :  `þQ>rbrQ>r  -> ng©Zb  S>m`ar

AmoßeZ  :  goQ>An -> gmoâQ>doa  goQ>An
(Option:  Setup -> Software Setup)

AmoßeZ  :  goQ>An -> gmoâQ>doa   goQ>An
(Option:  Setup -> Software Setup)

AmoßeZ  :  goQ>An -> gmoâQ>doa  goQ>An
(Option:  Setup -> Software Setup)

AmoßeZ  :  goQ>An -> {gH$`þarQ>r -> `þPa
(Option:  Setup -> Security -> User Detail)

So>Q>m  \«rO  AmoßeZ  ZríMrV  VmarI  gr_m VH$Ho$ So>Q>m H$mo  bmoH$  H$aZoHo$  {b`o  Cn`moJr  h¡ & H$moB
ZríMrV dmCMa  àH$maH$r  EÝQ´r^r  bmoH$  H$r  Om  gH$Vr  h¡ &

Bg  AmoßeZ Ûmam nVoH$r  ~þH$, \$moZ  ~þH$, ar_mBÝS>a, nÌ  ì`dhma AmXr  gþdrYmE  _rb|Jr &

ßbg  gmoâQ>doa 3 àH$maH$r  {gH$`þarQ>r  àXmZ  H$aVm  h¡ &

gmoâQ>doa  nmgdS©> goQ>  H$aZo Ho$  {b`o 

OmB©E  Amoa {gH$`þarQ>r  H$m  àH$ma AmoßeZ_|  gmoâQ>doa   Xr{O`o &
ßbg  gmoâQ>doa  nmgdS©>  nþNo>Jm & EH$~ma  gmoâQ>doa   nmgdS©>  goQ>  hmo OmZoHo$  ~mX, ßbg  ha  ~ma 
gmoâQ>doa eþê   hmoZo  na  nmgdS©>  nþNo>Jm &

H$§nZr  AZþgma  nmgdS©>  goQ>  H$aZo Ho$  {b`o 

_|  OmB©E  Amoa {gH$`þarQ>r  H$m  àH$ma AmoßeZ_|  H§$nZr   Xr{O`o & \$ra  H§$nZr  _mñQ>a _| OmE  Amoa Cg
H§$nZr H$m  nmgdS©>   Xr{O`o & EH$~ma  H§$nZr  nmgdS©>  goQ>  hmo OmZoHo$  ~mX, ßbg  ha  ~ma  H§$nZr  eþê
hmoZo  na  nmgdS©>  nþNo>Jm &

`þPa AZþgma  nmgdS©>  goQ>  H$aZo Ho$  {b`o

_|  OmE  Amoa {gH$`þarQ>r  H$m  àH$ma AmoßeZ_|  `þPa  AZþgma   Xr{O`o  & \$ra  H§$nZr  _mñQ>a _| OmB©E 
Amoa  Cg  H§$nZrHo$  {b`o  `þPa  Amoa  nmgdS©>  Xr{O`o & EH$~ma  H§$nZr  nmgdS©>  goQ>  hmoOmZoHo$  ~mX, ßbg
ha  ~ma  H§$nZr  eþê   hmoZo  na  `þPa  Amoa  nmgdS©>  nþNo>Jm &  `þPa  ~ZmZo Ho$  {b`o  Bg  AmoßeZH$m à`moJ 
H$ao &

 

_|  
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Common KeysCommon Keys

H$r Cn`moJ

hoën  :  gmo\$Q>doa _|  H$rgr^r  AmoßeZgo  OþS>r _XX (hoën) XoIZoHo$  Ho$  {b`o  Cn`moJr  h¡ &F1 F1

drdaU  hoën : {dJV (ZoaoeZ)_|, Omo H$moB  drdaU ~ma-~ma Xmoham`m OmVm h¡, Vmo 
go CgH$r brñQ> ~ZmB©  Om  gH$Vr  h¡ & O¡go  Ho$ agrX Z§~a, ~|H$ H$m Zm_ AmXr &

SHIFT+F1
SHIFT+F1

F2 VmarI  :  arnmoQ©> H$r  VmarI  gr_m Am¡a eþê  H$m_H$r  VmarI  ~XbZoHo$  {b`o  Cn`moJr  h¡ &F2 

CTRL+F2
arnmoQ>©  \$moa_oQ>  ~XbZm  :  H$moB^r  arnmoQ©>_|  Xem©`o  hþE  arnmoQ©>  \$moa_oQ> H$mo
~XbZoHo$ {b`o  Cn`moJr  h¡ &CTRL+F2

CTRL+F
arnmoQ>©  \$moa_oQ>  H$m  brñQ>  :  H$moB^r  arnmoQ©>_|  H$rVZo  \$moa_oQ>  h¡,  CgH$m  brñQ> 
XoIZoHo$  {b`o   Cn`moJr  h¡ &CTRL+F

CTRL+F3
arnmoQ©>  goQ>An  : AH$mCÝQ> Ho$  arnmoQ©>  O¡go Ho$ ImVm~hr / Ho$e  ~þH$ / {MQ>²R>m AmXr _|

 Ûmam  goQ>An Ho$  AmoßeZ_|  Om gH$Vo  h¡ &CTRL+F3

F4 gþYmaZm : H$moB^r _mñQ>a H$mo gþYmaZoHo$ {b`o (ImVm, AmBQ>_ AmXr) EÝQ>´r H$aVo g_` Cg _mñQ>aHo$ brñQ> _|  Xr{O`o  &F4

F5 ImVm~hr  :  H$moB^r  ImVm / AmBQ>_Ho$  brñQ>_|go Cg  ImVm / AmBQ>_H$r  ImVm~hr 
XoIZoHo$  {b`oo  Cn`moJr  h¡ &F5

F9 Ho$bH$`þboQ>a  :  gmo\$Q>doa_|  H$rgr^r  OJh  Ho$b�`þboQ>a  H$m Cn`moJ  H$aZoHo$  {b`oo  H$r  Cn`moJr  h¡ &F9

TAB AmoS>rQ>  : H$moB^r  dmCMa  brñQ>_|  `m  arnmoQ©>_|  dmCMa H$mo  AmoS>rQ>  H$aZo Ho$  {b`o Cn`moJr  h¡ &
AmJo  : H$moB^r  EÝQ>´r_|  Bg  H$r  Ûmam  CgHo$  ~mXHo$  EÝQ>´r  \$rëS>_|  go Om gH$Vo h¡&TAB 

SHIFT+TAB nrNo>  : H$moB^r  EÝQ>´r_|  Ûmam  CgHo$  nhboHo$  EÝQ>´r  \$rëS>_|  Om gH$Vo h¡ &SHIFT+TAB 

CTRL+TAB
Q>mñH$  brñQ>  :  gmo\$Q>doa_|  H$rgr^r OJhn|  Cg  d�V  H$rVZr ñH«rZ
Iþbr  hþB  h¡, CgH$m  brñQ>  XoIZoHo$  {b`o   Cn`moJr  h¡ &

CTRL+TAB 

CTRL+ENTER
god  : H$rgr^r  EÝQ>´r_|  grYo OK ~Q>Z  na  OmZoHo$  emoQ©>H$Q> Ho$  ên_| 
Cn`moJr  h¡ & 

CTRL+ENTER

CTRL+O AmoS©a  ~XbZm  :  arnmoQ©>_|  Xem©E  hþE  So>Q>mH$m  H«$_  ~XbZoHo$  {b`o  Cn`moJr  h¡ &

CTRL+P àrÝQ>  :  Ûmam  gmo\$Q>doa_|  H$moB^r  dmCMa `m  arnmoQ©>H$r  àrÝQ>  XoZoHo$  {b`o Cn`moJr  h¡ &CTRL+P

CTRL+R Repeat Narration: EÝQ>´r_|  AmJoHo$  dmCMaH$m  drdaU boZoHo$  {b`o  Xr{O`o & Ctrl + R 

CTRL+S
_mñQ>a  ng§XJr  : Hþ$N>  arnmoQ©>_| _mñQ>aH$r  ng§XJr  O¡go Ho$  ImVm / AmBQ>_ AmXr Ho$ 
{b`o  Cn`moJr  h¡ &CTRL+S 

CTRL+Y S>rbrQ>  :   gmo\$Q>doa_|  H$moB^r  dmCMa  `m  _mñQ>a  S>rbrQ>  H$aZoHo$  {b`o   H$r  Cn`moJr  h¡ &CTRL+Y

F3
Z`m : H$moB^r Z`m _mñQ>a OmoS>ZoHo  {b`o (ImVm, AmBQ>_ AmXr) EÝQ>´r H$aVo g_` Cg
_mñQ>aHo$ brñQ> _|  Xr{O`o &
\$rëQ>a : H$moB^r arnmoQ©>_|  {d^Þ _þÔmo  na \$rëQ>a H$aZoHo$  {b`oo   Xr{O`o  &

F3
 F3



Sr. Description Lite Billing Basic Standard Profes.

Billing

Accounts

Customization

Stock Features

Production

Reporting

VAT Reports

TDS

  1 Bill Printing (Plain Paper) ü ü ü ü ü
  2 Bill Printing (Customized) X ü X ü ü
  3 Quotation X X X ü ü
  4 Sale/Purchase Order Entry X ü X ü ü
  5 Sale/Purchase Challan X ü X ü ü
  6 Price List X X X ü ü
  7 CN / DN With Stock X X X X ü
  8 Scheme Management X X X X ü
  9 Cash Outstanding X X X X ü
10 Packing Stock X X X X ü
11 BarCode X ü X X ü

12 Bill To Bill Outstanding X ü ü ü ü
13 Bank Interest Calculation X X ü ü ü
14 Bank Reconciliation X X ü ü ü
15 Multi Company Reports X X ü ü ü
16 Cash/Bank/DayBook ü X ü ü ü
17 Balance Sheet/P&L/Trading ü X ü ü ü

18 User Defined Fields X 20 20 40 ü
19 User Defined Masters X X X 5 ü
20 Equations X ü X ü ü
21 Report Customization X ü 10 15 ü

22 Simple Stock ü ü ü ü ü
23 Locationwise Stock X ü X ü ü
24 Batch Wise Stock X ü X X ü
25 Serial No Wise Stock X X X X ü
26 Product Label Printing X ü X ü ü

27 Production Vouchers X X X ü ü
28 Auto Production X X X ü ü

29 Analytical Reports X ü X ü ü
30 MIS Reports X X X X ü
31 Online SMS X ü X ü ü
32 Online E-Mail X ü X ü ü

33 VAT Summary ü X ü ü ü
34 VAT Forms X X ü ü ü
35 VAT E-Returns X X ü ü ü
36 CST Forms X X ü ü ü

37 TDS Calculation X X ü ü ü
38 TDS Chalan X X ü ü ü
39 TDS Certificate (16-A) X X ü ü ü

Difference Between Plus Versions



Our Other Software

Accounting Software
for Canvassing Agent

Accounting Software
for APMC Merchants &

Commission Agents

A Complete Software for
Pharma Wholesale & Retail



·  Purchase / Sales & Stock

·  Complete Accounting Reports

·  Job work / Repairing Entry & Reports

·  IT / VAT Reports

·  Analytical / MIS Reports

·  Out Standing

·  Barcode

·  Scheme Management

·  IMEI / Serial No. wise Stock

·  Photo Capture from  Web Camera / Scanner 

·  Bank Reconciliation from Internet

·  Batch / Godown wise Stock

·  Production Entry & Reports

Features of Plus Accounting Software

301, Shree Vardhman Trade Center, Phulchhab Chowk, Rajkot-1. (Guj.)
Tel. : 0281-2457381, 2457038, 3040558, Mob. : 94081 83347
Email : support@aakashinfo.com, Web : www.aakashinfo.com
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