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.G:8M,[XG VG[ X~VFT 

lSXFG V[SFpg8L\U ;MO8J[ZG]\ .G:8M,[XG 

 
lSXFG;LP0LP S[ VgI DL0LIF ‹FZF .G:8M, Y. XS[ K[ VYJF .g8ZG[8 

5ZYL 0FpG,M0 SZL XSFI K[P 

 
0FpG,M0 SZJF DF8[ ,L\\S 

ohttp://www.aakashinfo.com/download/ksetup.exe 

 

0FpG,M0 Y. UIF 5KLksetup.exe, 5Z 0A, S,LS SZMP 

 
;LP0LP DF\YL ;MO8J[Z .G:8M, SZJF DF8[4 lSXFG V[SFpg8L\U ;MO8J[ZGL 

;LP0LP ;LP0LP0=F.JDF\ D]SMP  

;[8V5 VF5D[/[ X~ YX[P HM ;[8V5 VF5D[/[ X~ G YFI TM4 My 

Computer -> CD DriveDF\HJ]\ VG[ Ksetup.exe  5Z 0A, S,LS SZMP 

 Next5Z S,LS SZJFYL ;[8V5 DF8[GL H~ZL OF., TDFZF SMd5I]8ZDF\ 
SM5L YX[P OF., SM5L YIF 5KL J[,SD :S=LG VFJX[P VCL\ .G:8M,[XG 

DF8[GM 5FY TYF 5|SFZNext5Z S,LS SZL 5;\N SZMP 5KLFinish5Z S,LS 
SZJFYL ;MO8J[Z TDFZF SMd5I]8ZDF\ .G:8M, YX[P 

lSXFG V[SFpg8L\U ;MO8J[Z X~ SZJF DF8[ 

lSXFG V[SFpg8L\U ;MO8J[Z X~ SZJF lJg0Mh 0[:S8M5DF\ lSXFGGF VF.SG

5Z A[ JBT S,LS SZMP 

http://www.aakashinfo.com/download/ksetup.exe
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DF:8Z 

GJL S\5GL s5[-Lf 

lSXFG ;MO8J[Z RF,] SZTF4 5C[,FYL AGFJ[,L S\5GLs5[-LfG]\ ,L:8 

VFJX[P GJL S\5GL AGFJJF DF8[ F3 NAFJM VYJF NEW A8G 5Z S,LS 

SZMP 

GJL S\5GL DF8[GL :S=LGDF\4 S\5GLG[ ,UTL AWL JLUT H[D S[ ZFHI4 

EFQF4 S\5GLG]\ GFD JU[Z[ VF5JLPJWFZFGL JLUTM H[D S[ 

PAN/TAN/TIN/CST Nos., ;ZGFDFGL JLUT4 S\5GL ,MUM 

JU[Z[5KLG]\(Next)A8G ‹FZF VF5L XSFX[P 

tIFZ AFNFinish  A8G 5Z S,LS SZJFYL GJL S\5GL AGX[P 

GM\W o 5C[,F AGFJ[,L S\5GLGL JLUT ;]WFZJF DF8[ F4 VF5M VYJFEDIT 
A8G 5Z S,LS SZMP 

GJ]\ BFT]\ 

GJ]\ BFT]\ BM,JF DF8[ GLR[GF D[G]DF\ HJ]\P 

Option: Master -> Account 

VM%XG o DF:8Z-> BFTF 

VF VM%XGDF\4 5C[,F AGFJ[,F BFTFG]\ ,L:8 VFJX[P GJ]\ BFT]\ BM,JF 

DF8[ INSERT VF5M VYJFpD[ZJ]\(ADD)A8G 5Z S,LS SZMP H[YL GJ]\ BFT]\ 

BM,JF DF8[GL :S==LG N[BFX[P  

VF :S==LGDF\ BFTF lJX[GL DFCLTL H[D S[ BFTFG]\ GFD4 8]\S] GFD VYJF 

SM04 V[SFpg8 DF8[G]\ U|]5 VF5MPV[SFpg8 U|]5GL 5;\NUL 5|DF6[ AL_ H]NL 

H]NL JLUT :S==LG 5Z N[BFX[PH~ZL DFCLTL VCL\ VF5LG[ 

CTRL+ENTERVF5M VYJF VMS[(OK)A8G 5Z S,LS SZJFYL GJ]\ BFT]\ 

AGX[P 

BFT]\ ;MO8J[ZDF\ S. ZLT[ NXF”JFX[ T[GM VFWFZ BFTFGF U|]5GL 5; \NUL 

5Z K[P T[YL VCL\ U|]5GL 5;\NUL lJX[ DFCLTL VF5[, K[P 
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BFTFGM 5|SFZ ;]RJ[, U|]5 

DF, DMS,GFZ 5F8L” J[5FZL N[6F (Sundry Creditors) 
U|FCS J[5FZL ,[6F (Sundry Debtors) 
A[\S BFTF sART/ RF,] BFTF 
JU[Z[f  

A[\S BFTF (Banks Accounts) 

A[\S CC/OD BFTF A[\S OCC BFTF (Bank OCC A/C ) 
ZMS0BFT]\ ZMS0 BFTF (Cash In Hand) 
VAT BFTF 8[S; VG[ HJFANFZL s5|SFZ -VAT) 
TDS BFTF 8[S; VG[ HJFANFZL s5|SFZ -TDS) 
A[\S ,MG ,MG sHJFANFZLf(Loan – Liability) 
OZGLRZ / SFZ / DSFG JU[Z[ DL,ST (Fixed Assets) 
0L5MhL8 sNSC/8[,LOMG 
0L5MhL8 JU[Z[) 

0L5MhL8sDL,STf(Deposits – Asset) 

EFULNFZ/D]0L BFTF D]0L BFTF (Capital Accounts) 
BZLN / J[RF6G[ ,UTF BRF” ;LWF BRF” (Expenses - Direct) 
VgI BR” sRF4 VMOL; BR” 

JU[Z[f 

BR” BFTF (Expense Account) 

 

 

GM\W o JFpRZ V[g8=L NZdIFG 56 BFTFGF ,L:8DF\F3 VF5JFYL VYJFGJ]\ 

(NEW)A8G 5Z S,LS SZJFYL GJ]\ BFT]\ BM,L XSFX[P5C[,[YL BM,[,F 

BFTFGL JLUT ;]WFZJF DF8[ F4VF5M VYJF;]WFZJ]\ (EDIT)A8G 5Z S,LS 

SZM TYF BFTFG[ 0L,L8 SZJF CTRL+YVF5M VYJFp0FJJ]\ (DELETE)A8G 

5Z S,LS SZMP 

AWF BFTFGL X~VFTGL 5]ZF\T GLR[ 5|dFF6[ VF5L XSFIP 

Option:  Report -> Balance Sheet -> Trial Balance -> Opening 

Balance 

VM%XG o ZL5M8”->;ZJ{IFGF ZL5M8” ->SFR] ;ZJ{I]\ ->X~VFTGL 5]ZF\T 

GJL VF.8D 

GJL VF.8D BM,JF DF8[ GLR[GF D[G]DF\ HJ]\P 

Option: Master -> Product 

VM%XG o DF:8Z ->VF.8D 
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VCL\4 5C[,LYL AGFJ[,L VF.8DMG]\ ,L:8 VFJX[P GJL VF.8D pD[ZJF 

DF8[ INSERT VF5M VYJF pD[ZJ]\  (ADD)A8G 5Z S,LS SZMP H[YL GJL 

VF.8D DF8[GL :S=LG N[BFX[P 

VF.8DGL DFCLTL DF8[GL :S=LGDF\ VF.8DG[ ,UTL AWL DFCLTL VF5M 

H[D S[ VF.8DG]\ GFD VG[ 5KLCTRL+ENTER VF5M VYJFVMS[ (OK)A8G 

5Z S,LS SZTF GJL VF.8D B],X[P 

GM\W o JFpRZGL V[g8=L NZdIFG VF.8DGF ,L:8DF\ F3 VF5JFYL VYJFGJ]\ 

(NEW)A8G 5Z S,LS SZJFYL 56 GJL VF.8D B],X[P 5C[,[YL pD[Z[,L 

VF.8DGL lJUT ;]WFZJF DF8[ F4 VF5M VYJF;]WFZJ]\ (EDIT)A8G 5Z 

S,LS SZM TYF VF.8DG[ 0L,L8 SZJF DF8[ CTRL+YVF5M VYJFp0FJJ]\ 

(DELETE)A8G 5Z S,LS SZMP 

GJM B[0]T 

GJM B[0]T BM,JF DF8[ GLR[GF D[G]DF\ HJ]\P 

Option: Master -> Seller Master 

VM%XG o DF:8Z ->B[0]T DF:8Z 

VCL\4 5C[,LYL AGFJ[, B[0]TMG]\ ,L:8 VFJX[P GJM B[0]T pD[ZJF DF8[ 

INSERT VF5M VYJF pD[ZJ]\  (ADD)A8G 5Z S,LS SZMPH[YL GJF B[0]T 

DF8[GL :S=LG N[BFX[P 

B[0]TGL DFCLTL DF8[GL :S=LGDF\ B[0]TG[ ,UTL AWL DFCLTL VF5M H[D S[ 

B[0]TG]\ GFD VG[ 5KLCTRL+ENTER VF5M VYJFVMS[ (OK)A8G 5Z 

S,LS SZTF GJM B[0]T B],X[P 

GM\W o JFpRZGL V[g8=L NZdIFG B[0]TGF ,L:8DF\ F3 VF5JFYL VYJFGJ]\ 

(NEW)A8G 5Z S,LS SZJFYL 56 GJM B[0]T B],X[P5C[,[YL pD[Z[, 

B[0]TGL lJUT ;]WFZJF DF8[ F4 VF5M VYJF;]WFZJ]\ (EDIT)A8G 5Z S,LS 

SZM TYF B[0]TG[ 0L,L8 SZJF DF8[ CTRL+YVF5M VYJFp0FJJ]\ 

(DELETE)A8G 5Z S,LS SZMP 
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GJ] JFCG 

GJ] JFCG BM,JF DF8[ GLR[GF D[G]DF\ HJ]\P 

Option: Master -> Vehicle Master 

VM%XG o DF:8Z ->JFCG DF:8Z 

VCL\4 5C[,LYL AGFJ[, JFCGG]\ ,L:8 VFJX[PGJ] JFCG pD[ZJF DF8[ 

INSERT VF5M VYJF pD[ZJ]\  (ADD)A8G 5Z S,LS SZMPH[YL GJF JFCG 

DF8[GL :S=LG N[BFX[P 

JFCGGL DFCLTL DF8[GL :S=LGDF\ JFCGG[ ,UTL AWL DFCLTL VF5M H[D S[ 

JFCG JF/FG]\ GFD VG[ 5KLCTRL+ENTER VF5M VYJFVMS[ (OK)A8G 

5Z S,LS SZTF GJM B[0]T B],X[P 

GM\W o JFpRZGL V[g8=L NZdIFG JFCGGF ,L:8DF\ F3 VF5JFYL VYJFGJ]\ 

(NEW)A8G 5Z S,LS SZJFYL 56 GJ] JFCG B],X[P5C[,[YL pD[Z[, 

JFCGGL lJUT ;]WFZJF DF8[ F4 VF5M VYJF;]WFZJ]\ (EDIT)A8G 5Z S,LS 

SZM TYF JFCGG[ 0L,L8 SZJF DF8[ CTRL+YVF5M VYJFp0FJJ]\ 

(DELETE)A8G 5Z S,LS SZMP 

W~ J[5FZ 

BZLN V[g8=L 

!P JHG RL99L V[g8=L 

Option:  Trading -> Weight Slip 

VM%XG o W~ J[5FZ  ->JHG RL99L 

VCL\ JHG RL99L DF8[GL TFZLB VF5M VG[HM ALHL 5F8L” DF8[ 

BZLNL SZTF CM TM BZLNGFZ 5F8L”G] \ GFD 5;\N SZM 5KL VF.8D 

5;\N SZMP HM VF56F DF8[H BZLNL SZTF CMI TM ;[ÿO BFT] 

J[5FZL N[6FGF U|]5 ;FY[ BM,M VG[ BZLNGFZ 5F8L” TZLS[ 5; \N 

SZMP 
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5C,[YL pD[Z[,L JHG RL99LG]\ ,L:8 VFJX[P VCL\ BF,L ,F.G 

5Z V[g8Z VF5LG[ GJL JHG RL99L pD[ZMP5F8L”G] \ GFD4 SJM,L8L 

JU[Z[ JLUTM VF5MP 

 

5C[,[YL SZ[,L V[g8=L;]WFZJF DF8[4 T[ V[g8=L 5Z H.G[ V[g8Z 

VF5MP V[g8=L0L,L8 SZJF DF8[ T[ V[g8=L 5Z CTRL + Y VF5MP 

 
GM\W o 

a) BR”VG[ VAT lJUT;[8 SZJF DF8[VF VM%XGDF\ HFJP 

;[8V5 ->JFpRZ ;[8V5 ->BZLN AL,->V[g8=LGM 5|SFZ VG[ 

VgIlJUT(Setup -> Voucher Setup ->Purc.  Invoice -

>Entry Type & Extra Details) 

b) BZLNGFZ 5F8L” / VF.8D / TFZLB JU[Z[ lJUT ;]WFZJF 

DF8[4lJUT ;]WFZJL A8G 5Z S,LS SZM VYJFF5NAFJM. 

ZP BZLN pTFZM 

Option:  Trading  -> Purchase Statement 

VM%XG o W~ J[5FZ  ->BZLN pTFZM 

BZLN pTFZFG]\ ,L:8 N[BFX[P GJL V[g8=L SZJF DF8[Insert VF5M 

VYJF GJ]\(New) A8G 5Z S,LS SZMP 
 

VCL\ R,F6 G\P/TFZLB4BZLNGFZG]\ GFD4VF.8DG]\ 

GFD4SJM,L8LsHMpTFZM 5;\N SZ[, SJM,L8LGM H CMI TMf4JHG 

RL99LGL TFZLB H[JL JLUTM VF5MP p5Z VF5[, JLUT 5|DF6[GL 

AWL JHG RL99L N[BFX[PSM. 56 V[g8|L ;]WFZJF DF8[ T[ V[g8=L 

5Z H.G[ V[g8Z VF5MPV[g8=Lp0F0JF DF8[ T[ V[g8=L 5Z CTRL + Y 

VF5MP 

GM\W o 
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a) BR”lJUT;[8 SZJF DF8[VF VM%XGDF \ HFJP ;[8V5 -

>JFpRZ ;[8V5 ->BZLN pTFZM->V[g8=LGM 5|SFZ VG[ 

VgIlJUTsSetup-> Voucher Setup ->Purchase 

Statement  ->Entry Type & Extra Details ) 

b) JHG RL99L G[ AN,[ BZLN AL, 5ZYL BZLN pTFZM 

AGFJJF DF8[ VF VM%XGDF\ HFJP;[8V5 ->JFpRZ ;[8V5 

->BZLN pTFZMsSetup-> Voucher Setup ->Purchase 

Statement)VCL\Purchase Statement 

FromVM%XGDF\Purchase5;\N SZMP 

 

#P BZLN AL, 

Option:  Trading-> Purchase Entry ->Purchase Invoice 

VM%XG o W~ J[5FZ  ->BZLN V[g8=L->BZLN AL, 

BZLN AL,G]\ ,L:8 N[BFX[P GJL V[g8=L SZJF DF8[ Insert VF5M 

VYJF GJ]\(New) A8G 5Z S,LS SZMP 
 

BZLN AL,GL V[g8=LDF\ ZMS0/pWFZ AL,4 5F8L”G] \ GFD4BR”GM 

5|SFZ4 TFZLB4 AL, G\P JU[Z[ lJUT VF5MP 5KL VF.8DGL 

lJUTM H[JL S[ VF.8DG]\ GFD4 JHG4 EFJ VG[ ZSD VF5MPV[S 

SZTF JW] VF.8DGL lJUT BF,L ,F.G 5Z V[g8Z VF5LG[ VF5L 

XSFX[P 5C[,[YL SZ[,L V[g8=L;]WFZJF DF8[4 T[ V[g8=L 5Z H.G[ 

V[g8Z VF5MP V[g8=Lp0F0JF DF8[ CTRL + Y VF5MP 
 

 BR”GL lJUT VF5M sEF0]/DH]ZL JU[Z[fVG[ VAT GL lJUT 

VF5LG[ CTRL+ENTERVF5M VYJFOK  A8G 5Z S,LS SZJFYL 

V[g8=L ;[J YX[P 

GM\W o 
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a) JHG RL99L 5ZYL BZLN AL, AGFJJF DF8[ GLR[GF 

VM%XGDF\ HFJP 

Trading  -> Purchase Entry  ->Bill From Slip 

W~ J[5FZ  ->BZLN V[g8=L ->RL99L 5ZYL AL, 

b) BR” VG[  VAT GL lJUT ;[8 SZJF DF8[ VF VFM%XGDF\ 

HFJP Setup -> Voucher Setup ->Purchase Invoice -

>Entry Type & Extra Details  

;[8V5  ->JFpRZ ;[8V5 ->BZLN AL, ->V[g8=L 5|SFZ VG[ 
BR”GL lJUT 

 

c) BZLN AL, ;[J SIF” 5KL 5|Lg8 SZJF DF8[ VF VM%XGDF \ 

HFJP Setup -> Voucher Setup ->Purchase 

Invoice.;[8V5  ->JFpRZ ;[8V5 ->BZLN AL, 

VCL\VMG,F.G AL, 5|L8L\U HM.V[ K[VM%XGDF\CF VF5MVG[ 

AL, 5|L8L\U DF8[G]\ OMZD[8 TYF SM5LGL ;\bIF 5;\N SZMP 

 

d) VMG,F.G .<D[.,4 SMS G[ ,UTF VM5XG 56 VCL\YL 

;[8 SZL XSFX[P  Setup-> Voucher Setup -

>Purchase Invoice 

;[8V5 ->JFpRZ ;[8V5 -> BZLN AL, 

#P BZLN 5ZT 

Option:  Trading -> Purchase Entry->Purchase Return 

VM%XG o W~ J[5FZ  ->BZLN V[g8=L ->BZLN 5ZT 

VCL\YL BZLN 5ZTGL V[g8=L SZL XSFX[P V[g8=L SZJFGL 5wWTL 

VG[ VgI VM%XG BZLN V[g8=L 5|DF6[ H ZCX[P 

$P BZLN R,6 
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Option:  Trading-> Purchase Entry ->Purchase Challan 

VM%XG o W~ J[5FZ  ->BZLN V[g8=L ->BZLN R,6 

VCL\YL BZLN R,6GL V[g8=L SZL XSFX[P V[g8=L SZJFGL 5wWTL 

VG[ VgI VM%XG BZLN V[g8=L 5|DF6[ H ZCX[P  

GM\W o 

a) R,6GMp5IMU SZJF DF8[ VF VM%XGDF\ HFJPSetup -> 

Company Setup ->Advance Setup.VM%XG o ;[8V5  -

>S\5GL ;[8V5 ->V[0JFg; ;[8V5 VCL\ R,6 HM.V[ K[ 

VM%XGDF\ CF VF5MP 

b) R,6 5ZYL AL, AGFJJF DF8[ VF VM%XGDF\ HFJP 

Option:  Trading-> Purchase Entry ->Bill from 

Challan.VM%XG o 3~ J[5FZ  ->BZLN V[g8=L ->R,6 5ZYL 
AL, 

c) AFSL R,6 HMJF DF8[ VF VM%XGDF\ HFJPReport -> 

Trading  ->Sauda/Challan->Receipt Challan. VM%XG 

o ZL5M8”  ->3~ J[5FZ ->;MNF /R,6 -> VFJS R,6 

5P BZLN ;MNF 

Option:  Trading-> Purchase Entry ->Purchase Sauda 

VM%XG o 3~ J[5FZ  ->BZLN V[g8=L ->BZLN ;MNF 

 
VCL\YL BZLN ;MNFGL V[g8=L SZL XSFX[P V[g8=L SZJFGL 5wWTL 

VG[ VgI VM%XG BZLN V[g8=L 5|DF6[ H ZCX[P  
 

GM\W o 

a) ;MNFGM p5IMU SZJF DF8[ VF VM%XGDF\ HFJP Setup 

-> Company Setup ->Advance Setup. ;[8V5  -

>S\5GL ;[8V5 ->V[0JFg; ;[8V5 VCL\ ;MNF HM.V[ 
K[ VM%XGDF\ CF VF5MP 
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b) BZLN AL,/ R,64 ;FD[ ;MNF V[0H:8 SZJF DF8[4 

AL,/ R,6GL V[g8=L SZTL JBT[ 

CTRL+OVYJFSaudaA8G 5Z S,LS SZMP H[YL AFSL 
;MNFG]\ ,L:8 D/X[P 

c) AFSL ;MNF HMJF DF8[ Report -> Trading  -

>Sauda/Challan->Purchase Sauda.ZL5M8”  ->3~ 

J[5FZ ->;MNF /R,6 ->BZLN ;MNF 

J[RF6 V[g8=L 

!P J[RF6 AL, 

Option:  Trading -> Sale Entry ->Sales Invoice 

 

J[RF6 AL,G]\ ,L:8 N[BFX[P GJL V[g8=L SZJF DF8[ Insert VF5M 

VYJF GJ]\(New) A8G 5Z S,LS SZMP 

 

J[RF6 AL,GL V[g8=LDF\ ZMS0/pWFZ AL,4 5F8L”G] \ GFD4BR”GM 

5|SFZ4 TFZLB4 AL, G\P JU[Z[ lJUT VF5MP 5KL VF.8DGL 

lJUTM H[JL S[ VF.8DG]\ GFD4 JHG4 EFJ VG[ ZSD VF5MPV[S 

SZTF JW] VF.8DGL lJUT BF,L ,F.G 5Z V[g8Z VF5LG[ VF5L 

XSFX[P 5C[,[YL SZ[,L V[g8=L ;]WFZJF DF8[4 T[ V[g8=L 5Z H.G[ 

V[g8Z VF5MP V[g8=Lp0F0JF DF8[ CTRL + Y VF5MP 

 

BR”GL lJUT VF5M sEF0]/DH]ZL JU[Z[fVG[ VAT GL lJUT 

VF5LG[ CTRL+ENTERVF5M VYJFOK  A8G 5Z S,LS SZJFYL 
V[g8=L ;[J YX[P 

 

GM\W o 

a) BR” VG[  VAT GL lJUT ;[8 SZJF DF8[ VF 

VFM%XGDF\ HFJP Setup -> Voucher Setup ->Sales 

Invoice ->Entry Type & Extra Details  
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;[8V5  ->JFpRZ ;[8V5 ->J[RF6 AL, ->V[g8=L 

5|SFZ VG[ BR”GL lJUT 

b) J[RF6 AL, ;[J SIF” 5KL 5|Lg8 SZJF DF8[ VF 

VM%XGDF\ HFJPSetup -> Voucher Setup ->Sales 

Invoice. ;[8V5  ->JFpRZ ;[8V5 ->J[RF6 AL, 

VCL\VMG,F.G AL, 5|L8L\U HM.V[ K[VM%XGDF\CF 

VF5MVG[ AL, 5|L8L\U DF8[G]\ OMZD[8 TYF SM5LGL ;\bIF 

5;\N SZMP 

c) VMG,F.G .<D[.,4 SMS G[ ,UTF VM%XG 56 

VCL\YL ;[8 SZL XSFX[P Setup -> Voucher Setup -

>Sales Invoice 

;[8V5 ->JFpRZ ;[8V5 ->J[RF6 AL, 

ZP J[RF6 5ZT 

Option:  Trading -> Sales Entry ->Sales Return 

VM%XG o W~ J[5FZ  ->J[RF6 V[g8=L ->J[RF6 5ZT 

VCL\YL J[RF6 5ZTGL V[g8=L SZL XSFX[P V[g8=L SZJFGL 5wWTL 

VG[ VgI VM%XG J[RF6 V[g8=L 5|DF6[ H ZCX[P  

#P J[RF6 R,6 

Option:  Trading -> Sales Entry ->Sales Challan 

VM%XG o W~ J[5FZ  ->J[RF6 V[g8=L ->J[RF6 R,6 

VCL\YL J[RF6 R,6GL V[g8=L SZL XSFX[P V[g8=L SZJFGL 5wWTL 

VG[ VgI VM%XG J[RF6 V[g8=L 5|DF6[ H ZCX[P  

GM\W o 

a) R,6GM p5IMU SZJF DF8[ VF VM%XGDF\ HFJPSetup -> 

Company Setup ->Advance Setup.;[8V5  ->S\5GL 
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;[8V5 ->V[0JFg; ;[8V5 VCL\ R,6 HM.V[ K[ 

VM%XGDF\ CF VF5MP 

b) R,6 5ZYL AL, AGFJJF DF8[ VF VM%XGDF\ HFJP 

Option:  Transaction -> Sales Entry ->Bill from 

Challan.VM%XG o 3~ J[5FZ  ->J[RF6 V[g8=L ->R,6 
5ZYL AL, 

c) AFSL R,6 HMJF DF8[ VF VM%XGDF\ HFJP Report -> 

Trading  ->Sauda/Challan->Issue Challan.VM%XG o 

ZL5M8”  ->3~ J[5FZ ->;MNF /R,6 -> HFJS R,6 

$P J[RF6 ;MNF 

Option:  Trading-> Sales Entry ->Sales Sauda 

VM%XG o 3~ J[5FZ  ->J[RF6 V[g8=L ->J[RF6 ;MNF 

 

VCL\YL J[RF6 ;MNFGL V[g8=L SZL XSFX[P V[g8=L SZJFGL 5wWTL 

VG[ VgI VM%XG J[RF6 V[g8=L 5|DF6[ H ZCX[P  

GM\W o 

a) ;MNFGM p5IMU SZJF DF8[ VF VM%XGDF\ HFJP Setup 

-> Company Setup ->Advance Setup.   ;[8V5  -

>S\5GL ;[8V5 ->V[0JFg; ;[8V5 VCL\ ;MNF HM.V[ 
K[ VM%XGDF\ CF VF5MP 

b) J[RF6 AL,/ R,64 ;FD[ ;MNF V[0H:8 SZJF DF8[4 

AL,/ R,6GL V[g8=L SZTL JBT[ 

CTRL+OVYJFSaudaA8G 5Z S,LS SZMP H[YL AFSL 
;MNFG]\ ,L:8 D/X[P 

c) AFSL ;MNF HMJF DF8[ Report -> Trading  -

>Sauda/Challan->Sales Sauda 

ZL5M8”  ->3~ J[5FZ ->;MNF /R,6 ->J[RF6 ;MNF 

:8MS V[g8=L 
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1 :8MS CJF,F / 5|M0SXG 

Option:  Trading-> Stock Entry ->Stock Journal 

Trading-> Production 

VM%XG o 3~ J[5FZ  ->:8MS V[g8=L ->:8MS CJF,F 

  3~ J[5FZ  ->5|M0SXG 

 

JFpRZG]\ ,L:8 N[BFX[P GJL V[g8=L SZJF DF8[ Insert VF5M 

VYJF GJ]\(New) A8G 5Z S,LS SZMP 

:8MS CJF,F/5|M0SXGDF\JFpRZ TFZLB VG[ G\AZ VF5M4:8MS 

CJF,FDF\ 5|M;[; 5;\N SZM sV[S;[;/XM8["H/HGZ, V[g8=Lf VG[ 
5|M0SXGDF\ VgI 5|M;[; 5;\N SZMP 5|M0SXGDF\ GJL 5|M;[; 

AGFJJF DF8[ F3 VF5M VYJF GJ]\ A8G 5Z S,LS SZMP 5|M;[; 
5;\N SIF” 5KL4 5|M;[;DF \ 5;\N SZ[, 5|M0SXGGL V[g8=L VF5D[/[ 

VFJX[P V[S SZTF JWFZ[ VF.8DGL V[g8=L SZJL CMITM BF,L 

,F.GDF\ V[g8Z VF5L SZL XSFX[P 5C,[YL SZ[, V[g8=LG[ ;]WFZJF 

DF8[ T[ V[g8=L 5Z V[g8Z VF5MP V[g8=L 0L,L8 SZJF DF8[ 

CTRL+Y VF5MP V[g8=L ;[J SZJF DF8[V[g8Z VF5M VYJFOKA8G 
5Z S,LS SZMP 

 

GM\W o 

a) 5|M0SXG /:8MS CJF,FGM VM%XG XZ] SZJF DF8[ VF 

VM%XGDF\ HFJP Setup -> Company Setup ->Advance 

Setup.  ;[8V5  ->S\5GL ;[8V5 ->V[0JFg; ;[8V5 

b) 5|M0SXG JFpRZGL5|M;[;GF ;[8L\U DF8[VF VM%XGDF\ HFJP 

Master -> Process Master.   DF:8Z ->5|M;[; 

SDLXG 

B[0]T V[g8=L 

!PDF, VFJS V[g8=L 

Option:  Commission  -> Inward Entry 
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VM%XG o SDLXG  -> DF, VFJS V[g8=L 

 

JFpRZG]\ ,L:8 N[BFX[P GJL V[g8=L SZJF DF8[ .G:8” VF5M 

VYJF GJ]\(New) A8G 5Z S,LS SZMP 

DF, VFJS V[g8=LDF\JFpRZ TFZLB VG[ G\AZ4B[0]TG]\ GFD4 

JFCG G\AZ JU[Z[ lJUT VF5MP5KL VF.8DGL lJUT H[JLS[ 

VF.8DG]\ GFD4 NFULGF VG[ SL,MP V[S SZTF JWFZ[ VF.8DGL 

V[g8=L SZJL CMITM BF,L ,F.GDF\ V[g8Z VF5L SZL 

XSFX[P5C[,FYL SZ[, V[g8=LG[ ;]WFZJF DF8[ T[ V[g8=L 5Z V[g8Z 

VF5MP V[g8=L 0L,L8 SZJF DF8[ CTRL+Y VF5MP V[g8=L ;[J SZJF 
DF8[V[g8Z VF5M VYJF VMS[ A8G 5Z S,LS SZMP 

 

GM\W o 

a) 8=SEF0F R]SJ6FG]\ JFpRZ VM8MD[8LS AGFJJF DF8[ VF 

VM%XGDF\ HFJPSetup ->Voucher  Setup ->Inward 

Entry.;[8V5  ->JFpRZ ;[8V5 ->DF, VFJS V[g8=L 
VCL\ 8=SEF0FG]\ JFpRZVM8MD[8LS 5F0J]\ K[ VM%XGDF\ CF 

VF5MP 

b) DF, VFJS ;FD[ B[0]TG[ VF5[, p5F0GL V[g8=L DF, VFJS 

V[g8=LDF\ SZL XSFX[P 

ZP SAF,FlA, 

Option:  Commission  -> Seller Bill 

 VM%XG o SDLXG  -> SAF,F lA, 

 

JFpRZG]\ ,L:8 N[BFX[P GJL V[g8=L SZJF DF8[ Insert VF5M 

VYJF GJ]\(New) A8G 5Z S,LS SZMP 

SAF,F lA, V[g8=LDF\JFpRZ TFZLB VG[ G\AZ4B[0]TG]\ GFD4 

JFCG G\AZ JU[Z[ lJUT VF5MP5KL VF.8DGL lJUT H[JLS[ 

BZLNGFZG]\ GFD4 VF.8DG]\ GFD4 NFULGF VG[ SL,MPV[S SZTF 

JWFZ[ VF.8DGL V[g8=L SZJL CMITM BF,L ,F.GDF\ V[g8Z VF5L 

SZL XSFX[P5C[,FYL SZ[, V[g8=LG[ ;]WFZJF DF8[ T[ V[g8=L 5Z 
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V[g8Z VF5MP V[g8=L 0L,L8 SZJF DF8[ CTRL+Y VF5MP V[g8=L ;[J 
SZJF DF8[V[g8Z VF5M VYJF VMS[ A8G 5Z S,LS SZMP 

 

GM\W o 

a) BR”GL lJUT ;[8 SZJF DF8[ VF VFM%XGDF \ HFJP 

Setup -> Voucher Setup ->Seller Bill ->Entry 

Type & Extra Details.;[8V5  ->JFpRZ ;[8V5 -

>SAF,F  lA, ->V[g8=LGM 5|SFZ VG[ BR”GL lJUT 

b) SAF,F AL, ;[J SIF” 5KL 5|Lg8 SZJF DF8[ VF 

VM%XGDF\ HFJP Setup -> Voucher Setup ->Seller 

Bill.;[8V5  ->JFpRZ ;[8V5 ->SAF,FlA, 
VCL\VMG,F.G AL, 5|L8L\U HM.V[ K[VM%XGDF\CF 

VF5MVG[ AL, 5|L8L\U DF8[G]\ OMZD[8 TYF SM5LGL ;\bIF 

5;\N SZMP 

c) VMG,F.G .<D[.,4 SMS G[ ,UTF VM%XG 56 

VCL\YL ;[8 SZL XSFX[P Setup -> Voucher Setup -

>Seller Bill;[8V5  ->JFpRZ ;[8V5 ->SAF,FlA, 

#P VM8M J[RF6 lA, 

Option:  Commission  -> Auto Sales Bill 

 VM%XG o SDLXG  -> VM8M J[RF6 lA, 

 

B[0]T lA, 5ZYL VM8MD[8LS J[RF6 lA, AGFJJF DF8[ VF 

VM%XGGM p5IMU YFI K[P 

VF VM%XGDF\ AL,GL TFZLB VF5M VG[ VgIlJUTM 

VM%XGDF\YL 5;\N SZMP 5KLOKVF5M VYJF 

CTRL+ENTERVF5JFYL J[RF6 lA, AGX[P 

GM\W o 

a) BR” VG[  VAT GL lJUT ;[8 SZJF DF8[ VF 

VFM%XGDF\ HFJP Setup -> Voucher Setup ->Sales 

Bill (Commission) ->Entry Type & Extra Details.   
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;[8V5  ->JFpRZ ;[8V5 ->J[RF6 lA, sSDLXGf-

>V[g8=LGM 5|SFZ VG[ BR”GL lJUT 

b) J[RF6 AL, ;[J SIF” 5KL 5|Lg8 SZJF DF8[ VF 

VM%XGDF\ HFJPSetup -> Voucher Setup ->Sales 

Bill (Commission). ;[8V5  ->JFpRZ ;[8V5 -

>J[RF6 lA, sSDLXGfVCL\VMG,F.G AL, 5|L8L\U 

HM.V[ K[VM%XGDF\CF VF5MVG[ AL, 5|L8L\U DF8[G]\ 

OMZD[8 TYF SM5LGL ;\bIF 5;\N SZMP  

c) VMG,F.G .<D[.,4 SMS G[ ,UTF VM%XG 56 

VCL\YL ;[8 SZL XSFX[P Setup -> Voucher Setup -

>Sales Bill (Commission).  ;[8V5  ->JFpRZ 

;[8V5 ->J[RF6 lA,sSDLXGf 

$P J[RF6 lA, sSDLXGf 

Option:  Commission  -> Sales Invoice 

VM%XG o SDLXG  -> J[RF6 lA, 

 
JFpRZG]\ ,L:8 N[BFX[P GJL V[g8=L SZJF DF8[ .G:8” VF5M 

VYJF GJ]\ (New) A8G 5Z S,LS SZMP 

 

J[RF6 lA, V[g8=LDF\JFpRZ TFZLB VG[ G\AZ45F8L”G]\ GFD4 

p3FZ/ZMS0 AL,4 V[g8=LGM 5|SFZ JU[Z[ lJUT VF5MP5KL 

VF.8DGL lJUT H[JLS[VF.8DG]\ GFD4 JHG4 EFJ4 VG[ ZSDP 

V[S SZTF JW] VF.8DGL lJUT BF,L ,F.G 5Z V[g8Z VF5LG[ 

VF5L XSFX[P 5C[,[YL SZ[,L V[g8=L ;]WFZJF DF8[4 T[ V[g8=L 5Z 

H.G[ V[g8Z VF5MP V[g8=L0L,L8 SZJF DF8[ CTRL + Y VF5MP 

 BR”GL lJUT VF5M sEF0]/DH]ZL JU[Z[fVG[ VAT GL lJUT 

VF5LG[ CTRL+ENTERVF5M VYJFOK  A8G 5Z S,LS SZJFYL 

V[g8=L ;[J YX[P 

GM\W o 
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a) BR” VG[  VAT GL lJUT ;[8 SZJF DF8[ VF VFM%XGDF\ 

HFJP Setup -> Voucher Setup ->Sales Bill 

(Commission) ->Entry Type & Extra Details   ;[8V5  

->JFpRZ ;[8V5 ->J[RF6 lA, sSDLXGf->V[g8=LGM 5|SFZ 
VG[ BR”GL lJUT 

b) J[RF6 AL, ;[J SIF” 5KL 5|Lg8 SZJF DF8[ VF VM%XGDF \ 

HFJP  Setup -> Voucher Setup ->Sales Bill 

(Commission).;[8V5  ->JFpRZ ;[8V5 ->J[RF6 lA, 
sSDLXGfVCL\VMG,F.G AL, 5|L8L\U HM.V[ K[VM%XGDF\CF 

VF5MVG[ AL, 5|L8L\U DF8[G]\ OMZD[8 TYF SM5LGL ;\bIF 

5;\N SZMP  

c) VMG,F.G .<D[.,4 SMS G[ ,UTF VM%XG 56 VCL\YL 

;[8 SZL XSFX[P Setup -> Voucher Setup ->Sales Bill 

(Commission).    ;[8V5  ->JFpRZ ;[8V5 ->J[RF6 

lA, sSDLXGf 

5P J[RF6 lA, VG[ SAF,F lA,DF\ J[RF6 5F8L” AN,JL 

Option:  Commission  -> Change Party 

VM%XG o SDLXG  -> 5F8L” AN,JL 

 
VF VM%XGDF\ lA,GL TFZLB45F8L”G] \ GFD VG[ AN,JFGL 5F8L”G] \ 

GFD VF5MP5;\N SZ[, 5F8L”GF H[ T[ TFZLBGF AWF lA, NXF”JFX[P 
H[ lA,DF\ 5F8L”G] \ GFD AN,J]\ CMI T[ lA, 5Z V[g8Z 

VF5MP5F8L”G]\ GFD J[RF6 lA, VG[ H[ T[ SAF,F lA,DF\ ;]WZL 

HX[P 

5KLVMS[VF5M VYJFCtrl + EnterVF5JFYL 5F8L” AN,L HX[P 

BFTF 

ZMS0 / A[\S V[g8=L 

lSXFGDF\ ZMS0/A[\S V[g8=L SZJF DF8[ TDFZL H~ZLIFT 5|DF6[ 36F VM%XG 

VF5[, K[P  
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!PSlJS V[g8=L 

SlJSV[g8=L ZMS0 / A[\S jICJFZMGL V[g8=L DF8[GM ;Z/ VG[ h05L 

VM%XG K[P 

Option:  Accounts -> Quick Entry ->Cash / Bank 

VM%XG o BFTF  ->SlJS V[g8=L ->ZMS0 / A[\S 
 

VCL\ ZMS0 / A[\S BFT] ,L:8DF\YL 5;\N SZMP5KL VFJS VYJF 
R]SJ6]\ 5;\N SZMP 

H[ T[ V[g8=L 5|SFZ D]HAGF JFpRZG]\ ,L:8 VFJX[PVF ,L:8DF\ o 

a) GJL V[g8=L SZJF DF8[ BF,L ,F.G 5Z V[g8Z VF5MPJFpRZGL 

TFZLB4JFpRZ / R[S G\P4BFTFG]\ GFD4 ZSD VG[ lJUTGL V[g8=L 

SZMP 

b) 5C[,[YL SZ[,L V[g8=L ;]WFZJF DF8[4 T[ V[g8=L 5Z H.G[ V[g8Z 

VF5MP V[g8=L0L,L8 SZJF DF8[ CTRL + Y VF5MP 

c) JFpRZGM 5|SFZsVFJS/R]SJ6]\f AN,JF DF8[F3VF5M 

VYJFJFpRZGM 5|SFZ 5Z S®l,S SZMP 

d) ZMS0/A[\S BFT] AN,JF DF8[ F4 VF5M VYJFBFT] AN,J]\ 5Z 
S®l,S SZMP 

e) TFZLBGL Z[gH AN,JF DF8[ F2 VF5M VYJFTFZLB 5Z S®l,S SZMP 

f) YI[,L V[g8=LG[ VM0L8 SZJF DF8[TABVF5M VYJFVM0L8 5Z S®l,S 

SZMP 

ZP ;Z/ V[g8=L 

Option:  Accounts -> Cash Entry  

VM%XG o BFTF  -> ZMS0 V[g8=L 

Option:  Accounts  -> Bank Entry  

VM%XG o BFTF  -> A[\S V[g8=L 
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JFpRZGF 5|SFZG]\ ,L:8sZMS0 VFJS / ZMS0 R]SJ6]\ / A[\S VFJS/ A[\S 

HFJS / ZMS0<A[\Sf N[BFX[P HM.TM JFpRZGM 5|SFZ 5;\N SZL V[g8Z 

VF5MP 

5;\N SZ[, JFpRZ 5|SFZGF JFpRZG]\ ,L:8 N[BFX[P GJL V[g8=L SZJF 

DF8[ .G:8” VF5M VYJF GJ]\ (New) A8G 5Z S,LS SZMP 

R[S A]SsA[\S R]SJ6]\f VG[ :,L5 A]SsA[\S VFJSf GL V[g8=L DF8[4 

IMuI A[\S BFT] 5;\N SZMP 5KL JFpRZ G\AZ4 TFZLB4 BFTFG]\ GFD4 

ZSD VG[ lJUTGL V[g8=L SZMP 
 

ZMS0 VFJS / R]SJ6FGL V[g8=L DF8[ZMS0 BFT] 5;\N SZM VG[ lJUT 

VF5MP 

GM\W o 

ZMS0/ A[\S V[g8=LDF\ JWFZFGL lJUTM H[JLS[S;Z/ J8FJ/ A[\S SDLXG 

JU[Z[DF8[ V[g8=LGM 5|SFZ/BR”GL lJUTJFpRZ ;[8V5DF \YL VF5L XSFIP 

#P V[SYL JW] V[g8=L 

V[S YL JWFZ[ BFTFGL VFJS  / R]SJ6FGL V[g8=L SZJF DF8[ o 

Option:  Accounts-> Journal Entry  

VM%XG o BFTF  -> CJF,F V[g8=L 
 

JFpRZGF 5|SFZG]\ ,L:8sZMS0 VFJS / ZMS0 R]SJ6]\ / A[\S 

VFJS/ A[\S HFJS / ZMS0<A[\Sf N[BFX[P HM.TM JFpRZGM 5|SFZ 5;\N 

SZL V[g8Z VF5MP 

5;\N SZ[, JFpRZ 5|SFZGF JFpRZG]\ ,L:8 N[BFX[P GJL V[g8=L 

SZJF DF8[ .G:8” VF5M VYJF GJ]\ (New) A8G 5Z S,LS SZMP 

VCL\ JFpRZ TFZLB JU[Z[ lJUT VF5MPVG[ V[g8=LGL 

lJlJWlJUT VF5MP VCL\ 5C[,]\ BFT] C\D[XF ZMS0/A[\S BFT] CX[P 
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CJF,F / S=[0L8 GM8 / 0[AL8 GM8 

Option:  Accounts-> Journal Entry  

VM%XG o BFTF  -> CJF,F V[g8=L 

 

JFpRZGF 5|SFZG]\ ,L:8sCJF,F/ S=[0L8 GM8 / 0[AL8 GM8f N[BFX[P 

HMITM JFpRZGM 5|SFZ 5;\N SZL V[g8Z VF5MP 

5;\N SZ[, JFpRZ 5|SFZGF JFpRZG]\ ,L:8 N[BFX[P GJL V[g8=L 

SZJF DF8[ .G:8” VF5M VYJF GJ]\ (New) A8G 5Z S,LS SZMP 

VCL\ JFpRZ TFZLB JU[Z[ lJUT VF5MPVG[ V[g8=LGL lJlJWlJUT 

VF5MPHM VF JFpRZGL V;Z J[8 ZL5M8”DF \ VF5JFGL CMITM4 8[S; 

8F.5 VM%XGDF\ VAT 5;\N SZJ]\ H~ZL K[P 

ZL5M8›\U 

,[6F / N[6F 

lSXFG 5F8L”G] \ A[,[g; A[ ZLT[ ZFB[ K[P 

!P ;Z/ 

;Z/ ZLT 5|DF6[ 5F8L”GF VFJS / R]SJ6FG[ G[8 ZSD ;FD[ 
V[0H:8 SZJFDF\  VFJ[ K[P 

Option:  Report -> Outstanding ->Receivable 

VM%XG o ZL5M8”  -> p3ZF6L ->J[5FZL ,[6F  ;FDFgI ,[6F 
ZL5M8” DF8[ 

 

Option:  Report -> Outstanding ->Payable  

VM%XG o ZL5M8”  -> p3ZF6L ->J[5FZL N[6F  ;FDFgI N[6F 

ZL5M8” DF8[ 

 

Option:  Report -> Outstanding ->Pending Cash Memo  
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VM%XG o ZL5M8”  -> p3ZF6L ->AFSL S[XD[DM  AFSL S[XD[DMGF 

ZL5M8” DF8[ 

ZP AL, 8] AL, 

VF ZLT 5|DF6[ 5F8L”GF VFJS / R]SJ6FGL ZSDG[ H[ T[ AL,GL 
ZSD ;FD[ V[0H:8 SZJFDF\  VFJ[ K[P BFT[ HDF SZJFGL ;]JLWF 

56 K[P 

Option:  Report -> Outstanding ->Bill wise Receivable  

VM%XG o ZL5M8”  -> p3ZF6L ->AL, D]HAJ[5FZL N[6F  AL, 8] 

AL, N[6F ZL5M8” DF8[ 

 

Option:  Report -> Outstanding ->Bill wise Payable  

VM%XG o ZL5M8”  -> p3ZF6L ->AL, D]HAJ[5FZL ,[6F  AL, 8] 

AL, ,[6F ZL5M8” DF8[ 

p5ZGF VM%XG 5;\N SZJFYL lJlJW ZL5M8” OMZD[8G] \ ,L:8 

N[BFX[P ZL5M8” HMJF DF8[ IMuI OMZD[8 5; \N SZMP 

GM\W o 

a) AL, 8] AL, p3ZF6L X~ SZJF DF8[ VF VM%XGDF\ 

HFJPSetup -> Company Setup  ->Advance Setup 

;[8V5  -> S\5GL ;[8V5 ->V[0JFg; ;[8V5 VCL\AL, 8] 
AL, pWZF6L HM.V[ K[VM%XGDF\CF VF5MP 

b) DF;LS ,[6F/ N[6FGM U|FO HMJF DF8[CTRL+G VF5M 

VYJFU|FO A8G 5Z S,LS SZMP 

c) p3ZF6L ,[8Z 5|Lg8 SZJF DF8[ CTRL+P VF5M VYJF5|Lg8 
A8G 5Z S,LS SZMP 

d) 5F8L”G[ p3ZF6LGM SMS DMS,JF DF8[ CTRL+M VF5M 

VYJFSMS A8G 5Z S,LS SZMP 

e) p3ZF6LGM .<D[., DMS,JF DF8[5|Lg8 A8G 5Z S,LS SZLG[ 

ZL5M8”DF\ .<D[., 5;\N SZJFYL .<D[., DMS,JF DF8[GL 

:S=LG B],X[P 
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f) V[GF,L8LS, ZL5M8” H[JFS[ 5OM”Dg; ZL5M8” HMJF DF8[ 

CTRL+A VF5M VYJFV[GF,L;L; A8G 5Z S,LS SZMP 

J[RF6 / BZLNL / :8MS VG[  VAT ZL5M8”; 

i. BZLN / J[RF6 ZHL:8Z 

 3~ BZLN/J[RF6 DF8[ 

Option:  Reports  ->Trading -> Register ->Sales Register 

VM%XG o ZL5M8”  -> 3~ J[5FZ ->ZHL:8Z ->J[RF6 ZHL:8Z   

Option:  Reports  ->Trading -> Register ->Purchase 

Register 

VM%XG o ZL5M8”  -> 3~ J[5FZ ->ZHL:8Z ->BZLN ZHL:8Z 

 
 SDLXG DF8[ 

Option:  Reports  ->Commission  -> Register ->Sales 

Register 

VM%XG o ZL5M8”  -> SDLXG ->ZHL:8Z ->J[RF6 ZHL:8Z   

Option:  Reports  ->Commission  -> Register ->Seller 

Register 

VM%XG o ZL5M8”  -> SDLXG ->ZHL:8Z ->B[0]T ZHL:8Z   

  

p5ZGF VM%XG 5;\N SZJFYL lJlJW 5|SFZGF BZLN/J[RF6 ZHL:8Z 
OMZD[8G]\ ,L:8 N[BFX[P ZL5M8” HMJF DF8[ IMuI OMZD[8 5; \N V[g8Z 

VF5MP 

 

ii. :8MS ZL5M8” 

3~ J[5FZGF :8MS DF8[ 

Option:  Reports  ->Trading -> Stock Reports ->Product 

Ledger 

VM%XG o ZL5M8”  -> 3~ J[5FZ ->:8MS ZL5M8” ->VF.8DGL BFTFJCL   
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p5ZGF VM%XG 5;\N SZJFYL lJlJW 5|SFZGF VF.8D/:8MS 

ZL5M8” OMZD[8G] \ ,L:8 HMJF D/X[ H[JF S[VF.8DGL BFTFJCL4:8MS 

:8[8D[g8VG[ :8MS :8[8D[g8 ZSD ;FY[ J[U[ZP ZL5M8” HMJF DF8[ IMuI 

OMZD[8 5;\N V[g8Z VF5MP VF ZL5M8”DF \ SM. V[S VF.8DGL BFTFJCL 

HMJF DF8[ T[ VF.8D 5Z V[g8Z VF5MP 

GM\W o V[GF,L8LS, ZL5M8” H[JFS[ :8MS OLOM ZL5M8”4 38TF :8MSGM 

ZL5M8”4 V[SYL JW] VF.8DGL BFTFJCL JU[Z[4 HMJF DF8[ VF.8DGL 

BFTFJCLGF ZL5M8”DF \CTRL+PVF5MP 

 

Option:  Report ->Trading  ->Stock Reports ->Party wise 

Report 

VM%XG o ZL5M8”  -> 3~ J[5FZ ->:8MS ZL5M8” ->5F8L” D]HA ZL5M8”   

 

  p5ZGF VM%XG 5;\N SZJFYL lJlJW 5|SFZGF 5F8L”/VF.8D 
5|DF6[GF J[RF6 VG[ :8MS ZL5M8” HMJF D/X[ H[JF S[ 5F8L” 5|DF6[ 

VFJS ;DZL/HFJS ;DZLPZL5M8” HMJF DF8[ IMuI OMZD[8 5; \N V[g8Z 

VF5MP 

 SDLXG :8MS DF8[ 

Option:  Reports  ->Commission  -> Stock Reports -

>Product Ledger 

VM%XG o ZL5M8”  -> SDLXG ->:8MS ZL5M8” ->VF.8DGL BFTFJCL 

 

Option:  Report ->Commission  ->Stock Reports ->Inward 

Register 

VM%XG o ZL5M8”  -> SDLXG ->:8MS ZL5M8” ->VFJS ZHL:8Z 

 

iii. VAT ZL5M8” / VAT OMD”; 

Option:  Report -> VAT ->Sale-Purchase Summary 

VM%XG o ZL5M8”  -> J[8 ->BZLB<J[RF6 ;DZL 

 p5ZGF VM%XGDF\ HJFYL lJlJW 5|SFZGF VAT U6TZLGF ZL5M8” D/X[ 

H[JF S[ VAT ;DZL4S|[0L8 GM8 ZHL:8Z40[AL8 GM8 ZHL:8Z JU[Z[P 



 

24 
 

 

Option:  Report -> VAT ->VAT Reports 

VM%XG o ZL5M8”  -> J[8 ->J[8 ZL5M8” 

 
 p5ZGF VM%XGDF\ HJFYL ;ZSFZL GLID 5|DF6[GF J[8GF OMD” D/X[P 

 

Option:  Report -> VAT ->E-Return Form  

VM%XG o ZL5M8”  -> J[8 ->.<ZL8”G OMD” 

 
 p5ZGF VM%XGDF\ HJFYL ;ZSFZL GLID 5|DF6[GF J[8GF ><ZL8”G OMD” 

D/X[P 

BTFGF ZL5M8” 

1. V[SFpg8 A]S; 
 BFTFJCL 

      Option:  Report -> Account Books ->Ledger 

 VM%XG o ZL5M8”  -> V[SFpg8 A]S; ->BFTFJCL 

 
 p5ZGF VM%XGDF\ HJFYL lJlJW 5|SFZGF BFTFGF ,L:8 HMJF D/X[P 

ZL5M8” HMJF DF8[ IMuI OMZD[8 5; \N V[g8Z VF5MP 
BFTFGF ,L:8DF\ SM. V[S BFTFGL BFTFJCL HMJF DF8[ T[ BFTF 

5Z V[g8Z VF5MP 

 
GM\W o 

a) V[SYL JW] BFTFGL BFTFJCL 5|Lg8 SZJF DF8[4 ZL5M8”GF 

,L:8DF\YL 5C[,M ZL5M8” 5; \N SZM VG[ CTRL+P VF5M VYJF 

5|Lg8 A8G 5Z S,LS SZMP 

b) CTRL+F2VF5M VYJF OMZD[8 A8G 5Z S,LS SZJFYL 

lJlJW 5|SFZGF BFTFJCLGF OMZD[8 D/X[ H[JFS[ pEF ZL5M8”4 

VF0F ZL5M8”4 DF;LS ;DZL4 N{GLS ;DZL JU[Z[P 

c) {+} SL YL BFTFJCLDF\ VFU/GF BFTFDF\ sVG]S|D 5|DF6[f 

VG[ { -}SL YL 5FK/GF BFTFDF\ HJFX[P  
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d) BFTFGF GFD 5Z S,LS SZJFYL BFTFG]\ ,L:8 VFJX[P ALH] 

BFT] HMJF DF8[ BFT] 5;\N SZLG[ V[g8Z VF5MP 

e) CTRL+G VF5JFYL VYJF U|FO A8G 5Z S,LS SZJFYL U|FO 

HM. XSFX[/5|Lg8 SZL XSFX[P 

f) BFTFJCLGF ZL5M8”GF ;[8V5 DF8[CTRL+F3 VF5M VYJF 
;[8V5 A8G 5Z S,LS SZMP 

g) SM.56 JFpRZ ;]WFZJF DF8[ T[ JFpRZ 5Z V[g8Z VF5M 

VYJF 0A,<S,LS SZMP 

h) SM.56 JFpRZ p0F0JF DF8[CTRL+Y VF5M p0F0J]\ A8G 5Z 

S,LS SZMP 

i) GJ]\ JFpRZpD[ZJF DF8[INSERT VF5M VYJF GJ]\ A8G 5Z 
S,LS SZMP 

j) ZL5M8” 5|Lg8 SZJF DF8[CTRL+P VF5M VYJF5|Lg8 A8G 5Z 
S,LS SZMP 

 
 ZMHD[/ 

Option:  Report -> Account Books ->Cash Book 

 VM%XG o ZL5M8”  -> V[SFpg8 A]S; ->ZMHD[/ 

 
 ZMS0 BFTFGF U|]5 C[9/ BM,[, BFTFG]\ ,L:8 VFJX[PH[ T[ 

BFTFGM ZMHD[/ HMJF DF8[ T[ ZMS0 BFTF 5Z V[g8Z VF5MP 

 

GM\W o 

a) 38TL 5]ZF\THMJF / V[0H:8 SZJF DF8[4 ZMHD[/DF\F4VF5MP 

b) p5Z NXF”J[, BFTFJCLGF AWF VM%XG ZMHD[/DF\ 56 D/X[P 

 

 A[\S A]S 

Option:  Report -> Account Books ->Bank Book 

 VM%XG o ZL5M8”  -> V[SFpg8 A]S; ->A[\S A]S 

 

 A[\S BFTF/ A[\S VM;L;L BFTF GF U|]5 C[9/ BM,[, BFTFG]\ 
,L:8 VFJX[PH[ T[ BFTFGL A[\S A]S HMJF DF8[ T[ A[\S BFTF 5Z 

V[g8Z VF5MP 
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GM\W o 

a) A[\S ZLSg;L,[XG DF8[4 A[\S A]SDF\F6VF5MP 

b) p5Z NXF”J[, BFTFJCLGF AWF VM%XG A[\S A]SDF\ 56 

D/X[P 

 
 VFJZM 

Option:  Report -> Account Books ->Day Book 

VM%XG o ZL5M8”  -> V[SFpg8 A]S; ->VFJZM 

 
 VF VM%XGDF\ HJFYL VFJZM D/X[P VFJZFDF\ NXF”JFTF 

JFpRZGM 5|SFZ ;L,[S8/0L;L,[S8SZJF DF8[F4VF5MP 

 
GM\W o 

p5Z NXF”J[, BFTFJCLGF AWF VM%XG VFJSDF\ 56 D/X[P 

 

2. OF.G, ZL5M8” 

 
 SFR] ;ZJ{I]\ 

Option:  Report -> Balance Sheet ->Trial Balance 

VM%XG o ZL5M8”  ->;ZJ{IFGF ZL5M8” ->SFR] ;ZJ{I]\ 

 

 VF VM%XGDF\ HJFYL SFR] ;ZJ{I]\ D/X[PVCL\CTRL+F2VF5TF 
VYJFOMZD[8A8G 5Z S,LS SZJFYL lJlJW OMZD[8 HMJF D/X[PSM. 

56 BFTF 5Z V[g8Z VF5JFYL VYJF BFTFJCL A8G 5Z S,LS 

SZJFYL T[ BFTFGL BFTFJCL HMJF D/X[PZL5M8” ;[8V5 

DF8[CTRL+F3VF5M VYJF ;[8V5 A8G 5Z S,LS SZMP 

 

 J[5FZ BFT] 

Option:  Report -> Balance Sheet ->Trading Account 

VM%XG o ZL5M8”  -> ;ZJ{IFGF ZL5M8” ->J[5FZ BFT] 
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 VF VM%XGDF\ HJFYL J[5FZ BFT] D/X[PVCL\ CTRL+SVF5JFYL 

VYJFXL0I], ;[8V5 A8G 5Z S,LS SZJFYL XL0I], 5|DF6[ 

5|Lg8L\U ;[8V5 YX[P VCL\ CTRL+MVF5JFYL VYJF :8MSGL 

ZLT A8G 5Z S,LS SZJFYL :8MS U6JFGL 5wWTL 5;\N SZL 

XSFX[P VCL\ CTRL+ZVF5JFYL VYJFVFBZ :8MS A8G 5Z S,LS 
SZJFYL :8MSGL ZLTDF\GCL\  5;\N SZ[, CMI tIFZ[ VFBZ :8MSGL 

SL\DT VF5L XSFX[P  

  
 GOF<G]S;FG BFT] 

Option:  Report -> Balance Sheet ->P & L Statement 

VM%XG o ZL5M8”  -> ;ZJ{IFGF ZL5M8” ->GOF<G]S;FG BFT] 

 VF VM%XGDF\ HJFYL GOF<G]S;FG BFT] D/X[PVCL\F4VF5JFYL 
VYJFJ[5FZ BFT]A8G 5Z S,LS SZJFYL J[5FZ BFT] B],X[ 

VG[F3VF5JFYL VYJFVM8M V[g8=L A8G 5Z S,LS SZJFYL BR”GF 
JFpRZGL VM8M V[g8=L YX[P 

  
 5FS] ;ZJ{I]\ 

Option:  Report -> Balance Sheet ->Balance Sheet 

VM%XG o ZL5M8”  -> ;ZJ{IFGF ZL5M8” ->5FS] ;ZJ{I]\ 

 

 VF VM%XGDF\ HJFYL 5FS] ;ZJ{I]\ D/X[PVCL\F4VF5JFYL 

VYJFGOF<G]S;FG BFT]A8G 5Z S,LS SZJFYL GOF<G]S;FG BFT] 

B],X[ VG[F3VF5JFYL VYJFCJF,FGL V;Z A8G 5Z S,LS 

SZJFYL CJF,FGL V;Z HM. XSFX[P 

VgI ZL5M8”; 

V[GF,L8LS, ZL5M8”; 

1. V[GF,L;L; ZL5M8” 

Option:  Report -> Analytical Report ->Performance 

Report 

VM%XG o ZL5M8”  -> V[GF,L8LS, ZL5M8” ->V[GF,L;L; ZL5M8” 
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 VF VM%XG +6 JQ”GL U|]5 5|DF6[GL ;ZBFD6L NXF”JX[P 

F5VF5JFYL VYJFZ[XLIM V[GF,L;L; A8G 5Z S,LS SZJFYL 

lJlJW 5|SFZGF Z[XLIM V[GF,L;L; D/X[P 

 

2. BZLN / J[RF6 ZL5M8” 

Option:  Report -> Analytical Report ->Sale / Purchase 

Report 

VM%XG o ZL5M8”  -> V[GF,L8LS, ZL5M8” ->BZLN/J[RF6 ZL5M8” 

 

 VF VM%XG lJlJW 5|SFZGF BZLN/J[RF6GF V[GF,L;L; 
NXF”JX[P 

 

3. 5F8L” D]HA ZL5M8” 

Option:  Report -> Analytical Report ->Party wise 

Report 

VM%XG o ZL5M8”  -> V[GF,L8LS, ZL5M8” ->5F8L” D]HA ZL5M8” 

 

 VF VM%XG lJlJW 5|SFZGF 5F8L” /UFD /V[ZLIF 5|DF6[GFBZLNL 
VG[ J[RF6GF V[GF,L;L; ZL5M8” NXF”JX[P 

 

4. V[SFpg8 V[GF,L;L; 

Option:  Report -> Analytical Report ->Account Analysis 

VM%XG o ZL5M8”  -> V[GF,L8LS, ZL5M8” ->V[SFpg8 V[GF,L;L; 

 

 VF VM%XG lJlJW 5|SFZGF BFTF 5|DF6[GF jIJCFZGF 

V[GF,L;L; ZL5M8” NXF”JX[P 

 

5. O\0 O,M 

Option:  Report -> Analytical Report ->Fund Flow 

VM%XG o ZL5M8”  -> V[GF,L8LS, ZL5M8” ->O\0 O,M 

 

 VF VM%XG DCLGF 5|DF6[ RF,] D]0L VG[ VFp8 O,M NXF”JX[P 
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6. S[X O,M sZMS0 5|JFCf 

Option:  Report -> Analytical Report ->Cash Flow 

VM%XG o ZL5M8”  -> V[GF,L8LS, ZL5M8” ->S[XO,M 

 

 VF VM%XG DCLGF 5|DF6[ ZMS0GL VFJS<HFJS NXF”JX[P 

jIFHGL U6TZL 

Option:  Report -> Other Report ->Interest Report 

VM%XG o ZL5M8”  ->VgI ZL5M8” ->jIFHGM ZL5M8” 

 
 VF VM%XG jIFHGL U6TZL s;FNL VG[ RS=J’wWLf SZLG[ 

CJF,F VG[ TDS GL U6TZL DF8[ p5IMUL K[P 

 

Option:  Report -> Other Report ->Bill wise Interest 

VM%XG o ZL5M8”  ->VgI ZL5M8” ->AL, D]HA jIFHGM ZL5M8” 

 
 VF VM%XG AL, 8] AL, jIFHGL U6TZL s;FNL VG[ 

RS=J’wWLf SZLG[ CJF,F VG[ TDS GL U6TZL DF8[ p5IMUL K[P 

OMD”GF ZL5M8” 

Option:  Report -> Other Report ->Forms Report 

VM%XG o ZL5M8”  ->VgI ZL5M8” ->OMD”GF ZL5M8” 

 

VF VM%XG lJlJW 5|SFZGF AFSL OMD”GF ZL5M8” NXF”JX[P VCL \ 

OMD” p3ZF6L 5+S 5|Lg8 SZJFGL ;]JLWF 56 D/X[P 

TDS CJF,F4 OMD” 16 A VG[ VgI TDS ZL5M8”; 

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

VM%XG o I]8L,L8L ->CJF,F->TDS-> TDS R]SJJF 5F+ 
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  VF VM%XG TDS  H[ VF56F ŒFZF SF5JFDF \ VFJ[ T[ VG[ 

;ZSFZDF\ R]SJJF 5F+ K[ T[GM ZL5M8” VF5X[PVCL\CTRL+H 

VF5JFYL VYJFCJF,FA8G 5Z S,LS SZJFYL TDS GF CJF,F 

50X[P 

 

 Option:  Utility ->Havala->TDS ->TDS Deducted by 

Other 

VM%XG o I]8L,L8L -> CJF,F -> TDS-> TDS sVgI ŒFZF S5FTf 

 

VF VM%XG TDSH[VgI 5F8L” ŒFZF S5FT SZJFDF \ VFJ[ T[GM ZL5M8” 
VF5X[P 

 

      Option:  Utility ->Havala-> TDS Challan 

VM%XG o I]8L,L8L -> CJF,F -> TDS R,6 

p5ZGF VM%XG ŒFZF TDS GF CJF,F 5F0IF 5KL OMD” 16 AVG[ 

VgI TDS G[ ,UTF ZL5M8” VCL \YL D/X[P 

 

GM\W o TDS GL lJUTsTDSGM Z[8/,LDL8 JU[Z[fBFT] BM,TL JBT[ 

VF5JL VYJF VF VM%XGDF\ HJ]\P Option:  Utility ->Havala-

>Havala Setup. 

VM%XG o I]8L,L8L -> CJF,F ->CJF,F ;[8V5 

VFBZ CJF,F VG[ GJ]\ JQ” 

jIFH/ 3;FZM / D]0L CJF,F 

Option:  Utility ->Havala->Interest 

VM%XG o I]8L,L8L -> CJF,F ->jIFH 

  VF VM%XG ;LSIM0”/VG;LSIM0” ,MG 5Z R]SJJF 5F+ 

jIFHGM ZL5M8” NXF”JX[PVCL\CTRL+H VF5JFYL VYJFCJF,FA8G 

5Z S,LS SZJFYLCJF,F V[g8=L YX[P 

 

Option:  Utility ->Havala->Depreciation 
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VM%XG o I]8L,L8L -> CJF,F ->3;FZM 

 
  VF VM%XG DL,ST 5Z U6FTF 3;FZFGM ZL5M8” 

NXF”JX[PVCL\CTRL+H VF5JFYL VYJFCJF,FA8G 5Z S,LS 

SZJFYLCJF,F V[g8=L YX[P 

 

Option:  Utility ->Havala->Capital 

VM%XG o I]8L,L8L -> CJF,F ->D]0L 

 

  VF VM%XG D]0LGF GOF<G]S;FGGF EFUGF ZL5M8” 

NXF”JX[PVCL\CTRL+H VF5JFYL VYJFCJF,FA8G 5Z S,LS 

SZJFYLCJF,F V[g8=L YX[P 

 

GM\W o jIFH / 3;FZM / D]0LGF CJF,FGL lJUT H[ T[ BFT] BM,TL 

JBT[ VF5L XSFX[ VYJFVF VM%XGDF\YL V5FX[P Option:  

Utility ->Havala->Havala Setup. VM%XG o I]8L,L8L -> 

CJF,F->CJF,F ;[8V5 

GJ]\ JQ” pD[ZJ] \ 

Option:  Utility -> Year End ->New Year 

VM%XG o I]8L,L8L ->JQF”gT->GJ] JQ” 

 
  VF VM5XGYL GJ]\ GF6FSLI JQ” B],X[P 

GJ] JQ” X~ YIF AFN 5FK/GF JQ”DF \ O[ZOFZ SZ[, CMITM T[GL 

BFT[ V;Z VF5JF DF8[ VG[ :8MS V50[8 SZJF DF8[ VF 

VM%XGDF\ HFJPOption:  Utility -> Year End ->Update 

Balance VM%XG o I]8L,L8L ->JQF”gT->5]ZF\T B[RJL 



 

32 
 

VgI p5IMUL VM%XG 

0[8F VM0L8 

V[g8=L YI[, 0[8FG[ R[S/8[,L SZJF DF8[ VM0L8 VM%XG p5IMUL 
K[PVF VM%XGYL JFpRZG[ R[S0 VYJF VM0L8[0 TZLS[ DFS” SZL 

XSFX[P SM. 56 V[g8=LG[ SM. 56 ZL5M8”DF \ VM0L8 SZJF 

DF8[TABVF5M VYJFVM0L8A8G 5Z S,LS SZMPR[S0 () GL 
GLXFGL T[ V[g8=LDF\ ATFJX[P 
 
VM0L8 YI[,L V[g8=LG[ ,MS VYJF 5F;J0” 5|M8[S8 SZL XSFX[P 

VM0L8[0 V[g8=LG[ 5F;J0” 5|M8[S8 SZJF DF8[ VF VM%XGDF \ 

HFJPOption:  Setup -> Company Setup ->General 
Options 
VM%XG o ;[8V5 ->S\5GL ;[8V5->5]ZF\T B[RJL VCL\ VM0L8 

SZ[, JFpRZ ,MS SZJF K[ VM%XGDF\ CF VF5MPHM NZ[S VM0L8 

JBT[ 5F;J0” VF5JM CMI TM NZ[S VM0L8 JBT[ 5F;J0” 

VM%XGDF\ CF VF5MP 

0[8F O|Lh 

Option:  Utility->Advance Utility->Data Freeze 
VM%XG o I]8L,L8L -> V[0JFg; I]8L,L8L ->0[8F O|Lh 
SM. RMS; JFpRZ 5|SFZGF JFpRZG[ ,MS SZJF DF8[ VYJF SM. 

RMS; TFZLB D]NTGF 0[8F ,MS SZJF DF8[ VF VM%XG p5IMUL 

K[P 

5;”G, 0FIZL 

Option:  Utility -> Personal Diary 
VM%XG o I]8L,L8L -> 5;”G, 0FIZL 
VF VM%XGDF\ IFNL4 5+ jIJCFZ4 ;ZGFDF A]S4 S[,[g0Z J[U[Z[ 

I]8L,L8L D/X[P 

;LSI]ZL8L 

lSXFG ;MO8J[Z +6 5|SFZGL ;LSI]ZL8L VF5[ K[P 

a) ;MO8J[Z ;LSI]ZL8L 

;MO8J[Z 5F;J0” ;[8 SZJF DF8[ VF VM%XGDF \ HFJPOption:  
Setup -> Security  ->Setup VM%XG o ;[8V5 -> ;LSI]ZL8L -> 
;[8V5 
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VCL\ ;LSI]ZL8L 5|SFZDF\ ;MO8J[Z D]HA VF5MPlSXFG ;MO8J[Z 

5F;J0” 5]KX[P V[S JFZ 5F;J0” ;[8 YI UIF 5KL HIFZ[ 

56 ;MO8J[Z RF,] YX[ tIFZ[ lS;FG 5F;J0” 5]KX[P 
b) S\5GL 5|DF6[ ;LSI]ZL8L 

S\5GL 5F;J0” ;[8 SZJF DF8[ VF VM%XGDF \ HFJPOption:  
Setup ->  Security  ->Setup VM%XG o ;[8V5 -> ;LSI]ZL8L -
> ;[8V5 

VCL\ ;LSI]ZL8L 5|SFZDF\ GCL\ VF5MP 5KL S\5GL DF:8ZDF\ HJ]\ 

VG[ 5F;J0” ;[8 SZMP V[S JFZ 5F;J0” ;[8 YI UIF 5KL 

HIFZ[ 56 S\5GL RF,] YX[ tIFZ[ lS;FG 5F;J0” 5]KX[P 
c) I]hZ 5|DF6[ ;LSI]ZL8L 

I]hZ 5|DF6[ ;LSI]ZL8L ;[8 SZJF DF8[ VF VM%XGDF\ 

HFJPOption:  Setup ->  Security  ->Setup  VM%XG o 
;[8V5 -> ;LSI]ZL8L -> ;[8V5 
VCL\ ;LSI]ZL8L 5|SFZDF\ I]hZ 5|DF6[ VF5MP 5KL S\5GL 

DF:8ZDF\ HJ]\ VG[ I]hZ TYF 5F;J0” ;[8 SZMP V[S JFZ 

5F;J0” ;[8 Y. UIF 5KL HIFZ[ 56 S\5GL RF,] YX[ tIFZ[ 

lS;FG I]hZ GFD VG[ 5F;J0” 5]KX[P 
I]hZ AGFJJF DF8[ VF VM%XGDF\ HFJP Option:  Setup -> 
Security ->Setup 
VM%XG o ;[8V5 -> ;LSI]ZL8L -> ;[8V5 

 

 

XM8”S8 SL 

SL p5IMU 

F1 C[ÿ5 o;MO8J[ZGF SM.56 VM%XGG[ ,UTL DFCLTL D[/JJF DF8[ VF SL p5IMUL K[P 

SHIFT+F1 lJUT C[ÿ5 o JFZ\JFZ VFJTL lJUT H[JL S[ Z;LN G\P4 A[\SG]\ GFD JU[Z[ G]\ ,L:8 D[/JJF DF8[ 

lJUTDF\SHIFT+F1SL VF5JLP 
F2 TFZLB oSFDGL TFZLB AN,JF VG[ ZL5M8”DF \ TFZLBGL Z[gH VF5JF DF8[ p5IMUL K[P 

CTRL+F2 ZL5M8” OMZD[8 AN,J] \ o SM. 56 ZL5M8”DF \CTRL+F2VF5JFYL ZL5M8”G] \ OMZD[8 AN,L XSFX[P 

CTRL+F ZL5M8” OMZD[8G] \ ,L:8 o H[ ZL5M8”DF\ V[SYL JW] OMZD[8 CX[ T[DF\CTRL+F VF5JFYL AWF ZL5M8”G] \ 
,L:8 D/X[P 

F3 GJ]\ o V[g8=L SZTL JBT[ ,L:8DF\ SM. 56 DF:8Z sBFT]4 VF.8D JU[Z[f pD[ZJF DF8[F3 VF5MP 
OLÿ8Z o SM.56 ZL5M8”DF \ SM. RMS; DFCLTL XMWJF DF8[F3 YL OLÿ8Z SZL XSFX[P 

CTRL+F3 ZL5M8” ;[8V5 o GFDFGF ZL5M8” H[JFS[ BFTFJCL/ZMHD[/ /5FS] ;ZJ{I]\ JU[Z[DF\CTRL+F3 VF5JFYL 
ZL5M8” ;[8V5GF VM%XG D/X[P 
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F4 ;]WFZJ]\ o ,L:8DF\YL SM.56 DF:8ZG[ sBFTF4 VF.8D JU[Z[f ;]WFZJF DF8[F4 VF5MP 

F5 BFTFJCL o SM. 56 BFTF/VF.8DGF ,L:8DF\YL SM. 56 BFTF/VF.8DGL BFTFJCL HMJF 
DF8[F5 VF5MP 

F9 S[,SI],[8Z o ;MO8J[ZDF\ SM.56DF\ HuIF S[,SI],[8ZGM p5IMU SZJF DF8[F9 VF5MP 

TAB VM0L8 o JFpRZGF ,L:8DF\YL JFpRZG[ VM0L8 SZJF DF8[ TAB VF5MP 
VFU/ o V[g8=L ;DI[ TABVYJFENTERVF5JFYL V[g8=LGF 5KLGF OLÿ0DF\ HJFX[P 

SHIFT+TAB 5FK/ o V[g8=L ;DI[SHIFT+TAB VF5JFYL V[g8=LGF 5C[,FGF OLÿ0DF\ HJFX[P 

CTRL+TAB 8F:S ,L:8 o ;MO8J[ZDF\ S[8,L :S=LG RF,] K[ T[G]\ ,L:8 D[/JJF DF8[ VF SL p5IMUL K[P 

CTRL+ENTER ;[J o CTRL+ENTER GL SLOK A8GGL XM8”S8 SL K[ H[ V[g8=L ;[J SZJF DF8[ p5IMUL K[P 

CTRL+O S=D AN,JM o SM. 56 ZL5M8”DF \ CTRL+OSL GF p5IMUYL T[ ZL5M8”GM S=D AN,L XSFX[P 

CTRL+P 5|Lg8 o  CTRL+P SL GF p5IMUYL ;MO8J[ZDF\ SM. 56 5|Lg8 VF5L XSFX[P 

CTRL+R lJUT ZL5L8 o K[ÿ,FJFpRZDF\ ,B[,L lJUT OZLYL VF5JF DF8[ VF SL p5IMUL K[P 

CTRL+S DF:8Z 5;\NUL o VD]S ZL5M8”DF\ VF.8D/BFTFGF DF:8Z ;L,[S8 SZJF DF8[CTRL+S VF5MP 

CTRL+Y 0L,L8 o  CTRL+Y SL GF p5IMUYL ;MO8J[ZDF\ SM.56 BFTF/JFpRZ 0L,L8 SZL XSFX[P 


