
 

I]hZ D[gI]V, 
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XM8”S8 SL 

SL lJJZ6 

ALT + Q VF.8D SJ[ZL 

ALT + G H[G[ZLS SJ[ZL 

* s:8FZf ;L,[S8 / 0L;L,[S8 VM, s 5;\NULDF\ V[S ;FY[ AWF VM%XG ;L,[S8 / 
0L;L,[S8f 

SPACE YL X~VFT VF.8DGL BZLNL / J[RF6GL V[g8=L SZTL JBT[ VF.8D 5|DF6[ 0L:SFpg8 
AN,JF DF8[ 

[ -](minus) YL X~VFT BZLN / J[RF6 V[g8=LDF\ BZLN / J[RF6 5ZTGL V[g8=L SZJF DF8[ 

F2 SFDGL TFZLB AN,JF VYJF ZL5M8”DF \ TFZLBGL Z[gH AN,JF DF8[ 

CTRL + F2 ZL5M8”G \] OMZD[8 AN,JF DF8[ 

CTRL + F ZL5M8”G] \ ,L:8P V[SYL JW] ZL5M8” OMZD[8 CMI tIFZ[ CTRL+F VF5JFYL 
p5,aW ZL5M8”G] \ ,L:8 D/X[P 

F3 GJ] – GJ] DF:8Z pD[ZJF DF8[ sBFTF / VF.8D JU[Z[f V[g8=L SZTL JBT[ 
,L:8DF\ F3 VF5MP 

F4 ;]WFZJ]sV[0L8f -  DF:8Z V[g8=L ;]WFZJF DF8[  sBFTF / VF.8D JU[Z[f V[g8=L 
SZTL JBT[ ,L:8DF\ F4 VF5MP 

CTRL + F3 V[SFpg8; ZL5M8” ;[8V5 DF8[ sBFTFJCL / ZMHD[/ / A[gS A]S / 5FS] ;ZJ{I]\ 
JU[Z[f 

F5 BFTFJCL o BFTF /VF.8DGF ,L:8DF\YL T[GL BFTFJCL HMJF DF8[ 

F9 S[,SI],[8Z 

TAB VM0L8 o JFpRZ VM0L8 SZJF DF8[P  VFU/sOMZJ0”f o V[g8=L ;DI[ TAB 
VYJF ENTER VF5JFYL S;”Z VFU/GF OLÿ0DF \ HX[P 

SHIFT + TAB 5FK/sA[SJ0”f o V[g8=L ;DI[ SHIFT + TAB VF5JFYL S;”Z 5FK/GF 
OLÿ0DF\ HX[P 

CTRL + ENTER ;[Js;]Z1LTf o  CTRL + ENTER SL V[g8=L ;[J SZJF DF8[GF  OK A8GGL 
XM8”S8 SL K[P 

CTRL + O ZL5M8” VM0”Z o ZL5M8”DF\ CTRL + O VF5JFYL ZL5M8”GM 0L:5,[ VM0”Z 
AN,X[P 

CTRL + P 5|Lg8 o SM.56 JFpRZ / ZL5M8” 5|Lg8 SZJF DF8[ CTRL + P SL p5IMUL K[P 

CTRL + R JLUT ZL5L8sZL5L8 G[Z[XGf:  5C[,FGL V[g8=LDF\ VF5[, JLUT OZLYL VF5JF 
DF8[ VF XM8”S8 SL p5IMUL K[P 

CTRL + Y 0L,L8 o CTRL + Y SL J0[ SM.56 V[g8=L/ DF:8Z 0L,L8 SZL XSFX[P  

CTRL + TAB 8F:S ,L:8: ;MO8J[ZDF\ H[ T[ ;DI[ RF,] VM%XGG]\ ,L:8 HMJF DF8[ 
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VF.8D 5; \NUL VYJF VF.8D SJ [ZL XM8 ”S8 SL 

SL JLJZ6 

F3 GJL VF.8D pD[ZJL 

F4 VF.8D ;]WFZJL 

CTRL + Y VF.8D 0L,L8 SZJL 

F5 BFTFJCL 

F6 :8MS 

CTRL+G H[G[ZLS SJ[ZL sV[S;ZBL VF.8Df 

F8 VM0”Z 

F2 SJ[ZL s5|M0S8GL JLUT4 MRP4 A[R4 V[S;5FIZL4 :8MS4 H[G[ZLS GFD4 0L,ZG]\ GFD4 
OMG G\AZ VG[ H]GL :SLDf 

F11 BZLN EFJ T],GF 

F10 5;\NULGL VF.8DG]\ J[RF6 

F7 5;\NULGL VF.8DGL BZLNL 

OFDF ”S [Z ;MO8J [ZGL X~VFT 

OFDF”S[Z ;MO8J[Z X~ SZJF DF8[ 0[:S8M5 sJLg0MhGL D]bI :S=LGf 5Z OFDF”S[ZGF VF.SMG 5Z 0A, 

S,LS SZMP 

GJ ] \ BFT ]  / VF.8D  / 0MS8Z  / NNL ”   

 
GJL VF.8D 

Option: Master –> Product  
VM%XG o DF:8Z –> VF.8D  
 

VF.8DG\] ,L:8 N[BFX[P T[DF Insert VF5M VYJF Add A8G 5Z S,LS SZMP GJL VF.8D pD[ZJF DF8[GL 
:S=LG N[BFX[P VF.8DG]\ GFD VG[ VgI JLUT VF5LG[ Enter VF5JFYL VYJF Ok A8G 5Z S,LS 
SZJFYL GJL VF.8D AGX[P 

GM\W o RF,] V[g8=LDF\ GJL VF.8D pD[ZJF DF8[ VF.8DGF ,L:8DF\ F3 VF5M VYJF NEW A8G 5Z 
S,LS SZMP 5[C,[YL BM,[,F BFTFGL JLUT ;]WFZJF DF8[ F4 VF5M VYJF EDIT A8G 5Z S,LS SZMP 
VF.8D V[g8=L 0L,L8 SZJF CTRL+Y VF5M VYJF DELETE A8G 5Z S,LS SZMP 

5|M0S8 ,[A, 

Option: Master –> Other Info –> Product Label 
VM%XG o DF:8Z –> VgI JLUT –> 5|M0S8 ,[A,  
 

5|M0S8 ,[A, VF VM%XGYL 5|Lg8 SZL XSFX[ TYF AFZSM0 :8LSZ 56 VCL\YL 5|Lg8 YX[P 
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GJF 0MS8Z 

Option: Master –> Doctor  
VM%XG o DF:8Z –> 0MS8Z DF:8Z 
 
0MS8ZG\] ,L:8 D/X[P T[DF\ Insert VF5M VYJF Add A8G 5Z S,LS SZMP GJF 0MS8ZGL V[g8=L DF8[GL 
:S=LG D/X[P 0MS8ZG]\ GFD VG[ VgI JLUT VF5MP TYF J[RF6 AL, V[g8=LDF\ 0MS8ZGF 5|L:S=L5XGGL 
VF.8D 5|Lg8 SZJF DF8[ VF.8DGL JLUT VG[ 5|L:S=L5XG 5|SFZ VF5MP 5KL Enter VF5TF Ok A8G 
5Z S,LS SZJFYL GJF 0MS8Z pD[ZFX[P 
 
GJF NNL” 

Option: Master –> Patient 
VM%XG o DF:8Z –> 5[Xg8 DF:8Z  

NNL”G] \ ,L:8 D/X[P T[DF\ Insert VF5M VYJF Add A8G 5Z S,LS SZMP GJF NNL”GL V[g8=L DF8[GL 
:S=LG D/X[P NNL”G \] GFD VG[ VgI JLUT VF5MP TYF J[RF6 AL, V[g8=LDF\ NNL”GF GLIDLT 0MhGL 

VF.8D 5|Lg8 SZJF DF8[ VF.8DGL JLUT4 HyYM VG[ ZMUGM 5|SFZ VF5MP 5KL Enter VF5TF VYJF 
Ok A8G 5Z S,LS SZJFYL GJF NNL” pD[ZFX[P 

GJL 5|M0S8 S\5GL 

Option: Master –> Other Info –> Product Company  
VM%XG o DF:8Z –> VgI JLUT –> 5|M0S8 S\5GL 

S\5GLG]\ ,L:8 D/X[P T[DF\ Insert VF5M VYJF Add A8G 5Z S,LS SZMP GJL S\5GLGL V[g8=L DF8[GL 
:S=LG D/X[P S\5GLG\] GFD4 8]S] GFD VG[ 0L,ZGL JLUT VF5MP 5KL Tab VF5TF VYJF Ok A8G 5Z 
S,LS SZJFYL GJL S\5GL pD[ZFX[P 

GJL H[G[ZLS V[g8=L  

Option: Master –> Other Info –> Generic  
VM%XG o DF:8Z –> VgI JLUT –> H[G[ZLS 

H[G[ZLSG]\ ,L:8 D/X[P T[DF\ Insert VF5M VYJF Add A8G 5Z S,LS SZMP GJL H[G[ZLSGL V[g8=L 
DF8[GL :S=LG D/X[P H[G[ZLSGL JLUT VF5MP 5KL Enter VF5TF VYJF Ok A8G 5Z S,LS SZJFYL 
GJL H[G[ZLS pD[ZFX[P 

GJM p5IMU 

Option: Master –> Other Info –> Medicine Uses  
VM%XG o DF:8Z –> VgI JLUT –> D[0L;LG I]h 

D[0L;LG I]hG]\ ,L:8 D/X[P T[DF\ Insert VF5M VYJF Add A8G 5Z S,LS SZMP GJF I]hGL V[g8=L 
DF8[GL :S=LG D/X[P D[0L;LG I]hGL JLUT VF5MP 5KL Enter VF5TF VYJF Ok A8G 5Z S,LS 
SZJFYL GJM D[0L;LG I]h pD[ZFX[P 
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GJM NJF 5|SFZ 

Option: Master – Other Info – Drug Type  
VM%XG o DF:8Z –> VgI JLUT –> 0=U 8F.5 

NJFGF 5|SFZG]\ ,L:8 D/X[P T[DF\ Insert VF5M VYJF Add A8G 5Z S,LS SZMP GJF NJF 5|SFZGL 
V[g8=L DF8[GL :S=LG D/X[P NJF 5|SFZGL JLUT VF5MP 5KL Enter VF5TF VYJF Ok A8G 5Z S,LS 
SZJFYL GJM NJF 5|SFZ pD[ZFX[P 

GJ] BFT] 

Option: Master –> Account  
VM%XG o DF:8Z –> BFTF 

BFTFGF 5|SFZG]\ ,L:8 D/X[P T[DF Insert VF5M VYJF Add A8G 5Z S,LS SZMP GJF BFTFGL V[g8=L 
DF8[GL :S=LG D/X[P BFTFG\] GFD4 U|]5 VG[ VgI JLUT VF5MP 5KL Enter VF5TF VYJF Ok A8G 
5Z S,LS SZJFYL GJ] BFT] pD[ZFX[P VgI JLUTM DF8[  F4 VF5MP 

BFTFGM 5|SFZ ;]RLT U|]5 

;%,FIZ / BZLNGFZ J[5FZL N[6F (Sundry Creditors) 
U|FCS J[5FZL ,[6F (Sundry Debtors) 

A[\S BFTF sRF,] / ART BFTFf A[\S BFTF (Bank Accounts) 

A[\S S[X S=[0L8 / VMJZ 0=FO8 BFTF A[\S VM;L;L BFTF (Bank OCC A/c.) 
ZMS0 BFTF ZMS0 BFTF (Cash in Hand) 
J[RF6 BFTF J[RF6 BFTF (Sales Account) 
BZLN BFTF BZLN BFTF (Purchase Account) 

J[8sVATf BFTF 8[S; VG[ HJFANFZL (Duties & Taxes : VAT) 
A[\S ,MG ,MGsHJFANFZLf (Loans – Liability) 

OZGLRZ / SFZ / DSFG JU[Z[ DL,STM (Fixed Assets) 

EFULNFZ / DF,LS BFTF D]0L BFTF (Capital Accounts) 
BZLN J[RF6G[ ,UTF BRF” ;LWF BRF” (Expenses – Direct) 

VgI BR” sRF/VMOL; BR”/5[8=M, BR” JU[Z[f BR” BFTF (Expense Account) 

  

GM\W o RF,] V[g8=LDF\ GJ] BFTF BM,JF DF8[ BFTFGF ,L:8DF\ F3 VF5M VYJF NEW A8G 5Z S,LS 
SZMP 5[C,[YL AGFJ[, BFTFGL JLUT ;]WFZJF DF8[ F4 VF5M VYJF EDIT A8G 5Z S,LS SZMP V[g8=L 
0L,L8 SZJF DF8[ CTRL+Y VF5M VYJF DELETE A8G 5Z S,LS SZMP 
 

AWF BFTDF\ V[S ;FY[ X~VFTGL 5]ZF\T VF5JF DF8[ GLR[GF VM%XGDF\ HJ]\P 

 

Option : Report -> Balance Sheet -> Trial Balance -> Opening Balance 
 
VM%XG o ZL5M8” -> ;ZJ{IFGF ZL5M8” -> SFR] ;ZJ{I\] -> B],TL 5]ZF\T 
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OST CM,;[, DF8[ 

 

jCM,;[, DF\4 5F8L”GF BFTFDF \ VD]S JWFZFGL JLUT VFJX[ H[JL S[ AL,L\U D[Y0sZMS0ípWFZf4 AL, 

;LZLhsZMS0ípWFZ VG[ 8[S;íZL8[,f4 Z[8 8F.5s,MS,íVFp8 :8[XGí:5[;LOLSf JU[Z[P 

 

;L,[S8 SZ[, AL, 8F.54 .GJM.;DF\ 0LOMÿ8 VFJL HX[P SM. V[S AL,DF\ DF8[ T[G[ AN,FJL XSFX[P  

 

HM NZ[S AL,DF\ EFJ AN,JM CMI TM4 Z[8 8F.5DF\ :5[;LOLS ;L,[S8 SZMP 

 

,MS, Z[8 ê MRP DF\ ,MS, Z[8íZ[8 DF:8ZGM Z[8 
 

VFp8 :8[XG ê MRP DF\ VFp8 :8[XG Z[8íZ[8 DF:8ZGM Z[8 
  

:5[;LOLS ê MRP GM ,MS, Z[8 H[G[ V[g8=L ;DI[ AN,L XSFX[   
 

C.R. = S\5GL Z[8 sBZLN EFJf 
 

BZLNL 

 
BZLN AL, 

Option: Transaction -> Purchase Entry ->Purchase Invoice 
VM%XG o jIJCFZ -> BZLN V[g8=L -> BZLN AL, 

BZLN AL,G]\ ,L:8 D/X[P GJL V[g8=L DF8[ INSERT VF5M VYJF NEW A8G 5Z S,LS SZMP 

ZMS0/pWFZ AL,4 5F8L”G] \ GFD4 AL, G\AZ JU[Z[ JLUTM VF5MP 5KL VF.8DGL JLUTM H[JL S[ VF.8DG] 
GFD4 MRP4 A[R G\AZ4 V[S;5FIZL TFZLB4 HyYM4 O|L HyYM4 EFJsPTRf4 ZSD VF5MP BR”GL JLUT 
H[JL S[ 0L:SFpg84 HDF GM\W4 VgI VF5MP 5KL TAB VF5LG[ CTRL+ENTER VF5TF VYJF OK A8G 
5Z S,LS SZJFYL V[g8=L ;[J YX[P 

5[C,F SZ[, V[g8=LG[ ;]WFZJF T[ V[g8=L 5Z ENTER VF5M VG[ V[g8=L 0L,L8 SZJF DF8[ CTRL+Y 
VF5MP  

HM TD[ BZLN VM0”ZGL V[g8=L SZ[, CX[ TM AFSL BZLN VM0”Z4 5F8L”G] GFD 5; \N SIF” 5KL NXF”JFX[[P T[ 

,L:8DF\ V[g8=L 5Z ENTER VF5LG[ 5;\N SZL XSFX[P VM0”Z 5; \N SIF” 5KL TAB VF5JFYL T[ BZLN 
V[g8=LDF\ SM5L YX[P 

HM TD[ VF.8D 5|DF6[ 0L:SFpg8 VYJF VgI SM. BR” AN,JF DFUTF CM TM VF.8D V[g8=LGL 

X~VFT SPACE VF5LG[ SZJL VgIYF SMZL ,F.G 5Z ENTER VF5LG[ VF.8D V[g8=L X~ SZJLP 

JLJLW jCM,;[,Z ;FY[ EFJGL T],GF SZJF DF8[ EFJDF\ F11 VF5J]P 

HDF GM\W V[0H:8 SZJF DF8[4 HDF GM\WGF BRF”DF \ SPACE VF5MP HDF GM\WGL AFSL V[g8=L NXF”JFX[P 
EFJ VF5JFYL HDF GM\WGL ZSD VF5D[/[ U6FX[P sHDF GM\WGL V[g8=L SZJF DF8[ Transaction     -> 
Stock Entry -> Expiry Issue. jIJCFZ -> :8MS V[g8=L -> V[S;5FIZL .:I]P) 
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BZLN V[g8=LDF\ VF.8DGM HyYM :8=L5 5[SL\UDF\ V[g8Z YX[ VG[ VF5D[/[ K]8S 5[SL\UDF\ O[ZJFX[ VF.8D 

DF:8ZGF SGJH”Gs~5F \TZf V[SD ŒFZFP VG[ J[RF6 EFJGL VF5D[/[ U6TZL MRP sDCTD J[RF6 
SL\DTf 5ZYL YX[P 

BZLN R,6 

Option: Transaction -> Purchase Entry ->Purchase Challan 
VM%XG o jIJCFZ -> BZLN V[g8=L -> BZLN R,6 

p5ZGF VM%XGYL BZLN R,6GL V[g8=L YX[P V[g8=L SZJFGL 5wWTL VG[ VM%XG BZLN AL, 5|DF6[ 

ZC[X[P 

GM\W o 

a. R,6 5ZYL AL, AGFJJF DF8[ o 

Option: Transaction -> Purchase Entry -> Bill From Challan 
VM%XG o jIJCFZ -> BZLN V[g8=L -> R,6 5ZYL AL, 

5F8L”G]\ GFD VG[ ZMS0ípWFZ 5;\N SZMP T[ 5F8L”GF AFSL R,6G]\ ,L:8 NXF”JX[P  

 V[S H R,6GL AWL VF.8D 5;\N SZJF DF8[ SPACE VF5MP 

 V[S H VF.8D V[g8=L 5;\N SZJF DF8[ ENTER VF5MP 

 AWF AFSL R,6 V[S ;FY[ 5;\N SZJF DF8[ s*f VF5MP 
 

R,6GF ,L:8DF\YL ACFZ GLS/JF DF8[ TYF AWL JLUT VF.8D V[g8=LDF\ 5[:8 SZJFsD]SJFf 

DF8[ TAB VF5MP 
  

b. AFSL R,6 HMJF DF8[ o 

Report: Reports -> Challan Reports -> Purchase Challan. 
ZL5M8” o ZL5M8”; -> R,6 ZL5M8” -> VFJS R,6 
 AWF R,6GM ZL5M8” HMJF DF8[ F7 VF5M VYJF CLEARED/ALL A8G 5Z S,LS SZMP 

 
BZLN VM0”Z 

Option: Transaction -> Purchase Entry ->Purchase Order 
VM%XG o jIJCFZ -> BZLN V[g8=L -> BZLN VM0”Z 

VCL\ AWL VM0”Z V[g8=L NXF”JFX[P VF.8D V[g8=L ENTER VF5TF T[GL JLUTM ;]WFZL XSFX[ H[JL S[ 
VM0”Z 5F8L”4 HyYM4 O|L HyYMP GJF VM0”ZGL V[g8=L DF8[ INSERT VF5MP VM0”Z V[g8=L 0L,L8 SZJF DF8[ 
CTRL + Y VF5MP BZLN VM0”ZGL V[g8=L 5|Lg8 SZJF DF8[ CTRL + P VF5MP SMS DMS,JF DF8[ CTRL + M 
VF5MP E-Mail DMS,JF DF8 CTRL+E VF5MP 

BZLN VM0”Z sVM8Mf 

Option: Transaction -> Purchase Entry ->Purchase Order (Auto) 
VM%XG o 8=Fgh[SXG  5ZR[h V[g8=L  5ZR[h VM0 ”Z sVM8Mf 
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VF VM%XGYL J[RF6 VG[ ZLVM0”Z ,[J, 5ZYL VF5D[/[ BZLN VM0”Z V[g8=L YX[P V[g8=L ;[J SZJF DF8[ 
GENERATE A8G 5Z S,LS SZMP 

VF.8D :SLD 

Option: Transaction -> Purchase Entry ->Purchase Scheme 

VM%XG o jIJCFZ -> BZLN V[g8=L -> 5|M0S8 :SLD 

VF VM%XG 5|F%T VF.8D :SLDG\] ,L:8 VF5X[P BZLN AL, / R,6DF\ O|L HyYMGL V[g8=L SZJFYL 
VF.8D :SLD V50[8 YX[P GJL :SLD pD[ZJF DF8[4 H]GL :SLD ;]WFZJF DF8[ S[ 0L,L8 SZJF DF8[ VF 

VM%XGGM p5IMU YX[P 

J [RF6 

 
J[RF6 AL, 

Option: Transaction -> Sales Entry -> Sales Invoice 
VM%XG o jIJCFZ -> J[RF6 V[g8=L -> J[RF6 AL, 

J[RF6 AL,G]\ ,L:8 NXF”JFX[P GJL V[g8=L SZJF DF8[ INSERT VF5M VYJF NEW A8G 5Z S,LS SZMP 
AL,GL JLUTM H[JL S[ ZMS0/pWFZ4 HGZ,/S=[0L8 SF0”4 0MS8Z4 NNL”G] GFD4 NNL”G] V[0=[; JU[Z[ VF5MP  

NNL”G \] GFD 5;\N SIF” 5KL T[ NNL”GF AFSL S[X D[DM CX[ TM NXF”JFX[P 

NNL”G] ,L:8DF \ F2 VF5JFYL T[ NNL”GL 5C[,FGL DFCLTLsCL:8=Lf D/X[P NNL”GL CL:8=L 5ZYL T[GF H]GF 
AL, JLX[GL TYF VgI DFCLTL T[ V[g8=L 5Z ENTER VF5TF D/X[P VG[ Copy A8G 5Z S,LS SZJFYL 
VYJF F12 VF5JFYL H[ T[ AL,GL VF.8D RF,] AL,DF\ 5[:8 SZL XSFX[P 

h05L AL,L\U DF8[ 5|L:S=L5XG A8G 5Z S,LS SZJFYL VYJF F11 VF5JFYL 0MS8Z / NNL”GF OLS; 
5|L:S=L5XG VYJF 5[C,FGF AL,DF\YL VF.8D RF,] AL,DF\ 5[:8 SZL XSFX[P 

CJ[ VF.8DGL DFCLTL H[JLS[ VF.8DG] GFD VG[ HyYM4 A[RG] GFD4 MRP4 A[RGL 5;\NUL 5ZYL 
V[S;5FIZL TFZLB VG[ J[RF6 EFJ VF5D[/[ VFJX[P 

HM VF.8DDF\ V[SH A[R CX[ TM T[ VF5D[/[ 5;\N YX[P VgIYF H[ T[ VF.8DGL A[RG] ,L:8 D/X[P 

T[DF\YL ENTER VF5L A[R 5;\N SZMP 

J[RF6 V[g8=L SZTL JBT[ SFDR,Fp BZLNLGL V[g8=L SZJF DF8[ A[R 5;\NULGF D[G]DF\ Temp. 
Purchase A8G 5Z S,LS SZM VYJF F11 VF5MP VF SFDR,Fp BZLNLGL V[g8=L BZLN AL,DF\ ;ZBF 
A[R GFD D/TF V[0H:8 YX[P V[0H:8 YIF 5KL T[ V[g8=L VF5D[/[ 0L,L8 YX[P 

A[R 5KLGL O (O OMZ Orange) SM,DDF\ O VF5JFYL VF.8DGL BZLN VM0”ZGL V[g8=L YX[P HM 

VF.8DGM HyYM ZLVM0”Z HyYFYL VMKM CX[ TM T[ SM,DDF \ O VF5D[/[ VFJL HX[P 
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HIFZ[ HGZ, 5|SFZ CMI tIFZ[ H[ T[ TFZLB VG[ I]hZG] V[S H R,6 AGX[P VF R,6DF\YL V[g8=L 

5;\N SZJF DF8[ [+] SL 5|[; SZMP VG[ T[G[ R,6DF\ AN,JF DF8[ F7 VG[ AL,DF\ AN,JF DF8[ F8 VF5MP  

s*f NAFJTF AWL V[g8=L 0L;L,[S8 YX[P 

OST CM,;[, DF8[ 

 

VF.8D V[g8=LDF\4 VF.8D ;L,[S8 SIF” 5KL4 5; \N SZ[, 5F8L” 5|DF6[ T[ VF.8DGL CL:8=L ATFJX[P 

J[RF6 AL,DF\ J[RF6 5ZTGL V[g8=L SZJF DF8[ V[g8=LGL X~VFT Enter SL G[ AN,[ [-] SL YL SZJLP  

H[ T[ AL,DF\ GOM HMJF DF8[ Profit A8G 5Z S,LS SZM VYJF F12 VF5MP 

OST CM,;[, DF8[ 

 

VF.8DGL CL:8=L HMJF DF8[ F2 VF5M VYJF History A8G 5Z S,LS SZMP 
 

VF.8D 5Z DF_”G HMJF DF8[ F3 VF5M VYJF Margin A8G 5Z S,LS SZMP 
 

G[8 Z[8 U6JF DF8[ F12 VF5M VYJF Net Rate A8G 5Z S,LS SZMP 

Ctrl + Enter VF5JFYL VYJF OK A8G 5Z S,LS SZJFYL V[g8=L ;[J YX[P 

J[RF6 AL,GF ,L:8DF\ 

 AL, ;]WFZJF DF8[ Enter  

 AL, 0L,L8 SZJF DF8[ CTRL+Y 

 5;\NULGF AL, G\AZ DF8[ F4 VYJF Range A8G 

 AL, 5|Lg8 SZJF DF8[ CTRL+P 
 

J[RF6 R,6 

Option: Transaction -> Sales Entry ->Sales Challan 
VM%XG o jIJCFZ -> J[RF6 V[g8=L -> J[RF6 R,6 

p5ZGF VM%XGYL J[RF6 R,6GL V[g8=L YX[P V[g8=L SZJFGL ZLT VG[ VgI VM%XG J[RF6 AL, 

5|DF6[ H Z[CX[P 

OST CM,;[, DF8[ 

J[RF6 R,6DF\4 5F8L”GF 5|YD R,6 JBT[ 5F8L” DF:8ZDF \ GFB[,L AL, ;LZLh 5|DF6[ ;MO8J[Z AL, 

G\AZ 5]KX[P AL, ;LZLh VG[ AL, TFZLB ;L,[S8 SZL XSFX[P T[H 5F8L”GF ALHF R,6GL V[g8=L JBT[ 

5[C,[YL AGFJ[, 5[g0L\U AL, ;L,[S8 SZL XSFX[ VYJF GJF AL, AGFJL XSFX[P RF,] R,6G[ RF,] 

AL,DF\ pD[ZJF DF8[4 T[ AL,G[ Enter VF5L ;L,[S8 SZMP HM GJ]\ AL, AGFJJ] CMI TM4 New Bill 
5Z S,LS SZMP  
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AL, G\AZ ;L,[S8 SIF” 5KL4 ;L,S[8 SZ[,F AL, GF J[RF6 R,6 NXF”JFX[P VCL \ H]G] R,6 F4 YL 
V[0L8 SZL XSFX[ VG[ Ctrl + Y YL 0L,L8 SZL XSFX[P AL, 5]Z] YTF VF 5|S=LIF 5]6” YX[4 AL, G \AZ 
VG[ AL, TFZLB VCL\YL VFJX[P 

GM\W o  

c. R,6 5ZYL AL, AGFJJF DF8[ o 

Option: Transaction->Sales Entry->Bill From Challan 
VM%XG o jIJCFZ -> J[RF6 V[g8=L -> R,6 5ZYL AL, 

5F8L”G] GFD VG[ ZMS0/pWFZ 5;\N SZMP T[ 5F8L ”GF AFSL R,6G] ,L:8 NXF”JFX[P 

 V[S H R,6GL AWL VF.8D 5;\N SZJF DF8[ SPACE VF5MP 

 V[S H VF.8D V[g8=L 5;\N SZJF DF8[ ENTER VF5MP 

 AWF AFSL R,6 V[S ;FY[ 5;\N SZJF DF8[ [*] VF5MP 

 
R,6GF ,L:8DF\YL ACFZ GLS/JF DF8[ TYF AWL JLUT VF.8D V[g8=LDF\ 5[:8 SZJF DF8[ 

TAB VF5MP 
 

d. AFSL R,6 HMJF DF8[ o 

Report: Reports->Challan Reports->Sales Challan 
ZL5M8” o ZL5M8”; -> R,6 ZL5M8” -> HFJS R,6 

AWF R,6GM ZL5M8” HMJF DF8[ F7 VF5M VYJF CLEARED/ALL A8G 5Z S,LS SZMP 

e. R,6 5ZYL AL, AgIF 5KL R,6 0L,L8 SZJF DF8[ 

Setup -> Voucher Setup -> Sales Invoice  
;[8V5 -> JFpRZ ;[8V5 -> J[RF6 AL, 

 

VCL\ AL, AgIF 5KL R,6 0L,L8 VM%XGDF\ CF VF5MP 

 

AFSL ZMS0 AL, 

Option: Transaction -> Sales Entry ->Pending Cash Memo 
VM%XG o jIJCFZ -> J[RF6 V[g8=L -> 5[g0L\U S[X D[DM 

VF VM%XGYL AFSL ZMS0 AL,GL ZSD pD[ZL / ;]WFZL / 0L,L8 SZL XSFX[P 

5[Xg8 jI] 

Option: Transaction -> Sales Entry ->Patient View 
VM%XG o jIJCFZ -> J[RF6 V[g8=L -> 5[Xg8 jI] 

VF VM%XGGM p5IMU GLIDLT NNL”GL DFCLTL HMJF DF8[ TYF IFNL ;[8 SZJF DF8[ YFI K[P NNL”GL 

IFNLGM VG]S=D NNL”GF GFD D]HA VG[ IFNLGL TFZLB 5|DF6[ ZFBL XSFIP VF VM%XGYL NNL”G[ SMS 

VG[ E-Mail DMS,L XSFX[P 
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:8MS V[g8=L 

 

B],TM :8MS 

Option:  Transaction -> Stock Entry -> Opening Stock 
VM%XG o jIJCFZ -> :8MS V[g8=L -> VM5GL\U :8MS 

VM5GL\U :8MS JFpRZG] ,L:8 NXF”JFX[P GJL V[g8=L SZJF DF8[ INSERT VF5M VYJF NEW A8G 5Z 
S,LS SZMP 
 
VM5GL\U :8MS V[g8=L JFpRZ TFZLB4 JFpRZ G\AZ JU[Z[ JLUTM VF5MP 5KL B],TF :8MSGL JLUT H[JL 

S[ VF.8DG] GFD4 I/R (I -> HFJS4 R -> VFJS)4 HyYM4 EFJ VG[ ZSDP V[S SZTF JW] VF.8DGL V[g8=L 
BF,L ,F.G 5Z ENTER VF5LG[ SZL XSFX[P 5[C,[YL SZ[, V[g8=LGL JLUT ;]WFZJF DF8[ T[ V[g8=L 5Z 
ENTER VF5MP V[g8=L 0L,L8 SZJF DF8[ CTRL+Y VF5MP  
 

VgI VFJS / HFJS 
Option:  Transaction -> Stock Entry -> Other In / Out 
VM%XG o jIJCFZ -> :8MS V[g8=L -> VWZ .G í VFp8 
 

VgI VFJSíHFJS V[g8=LG] ,L:8 D/X[P GJL V[g8=L SZJF DF8[ INSERT VF5M VYJF NEW A8G 5Z 
S,LS SZMP 
 

V[g8=L SZJFGL ZLT B],TF :8MSGL V[g8=L 5|DF6[ H ZC[X[P 

 
GM\W o VgI VFJSíHFJS V[g8=LGL SM. BFT[ V;Z YTL GYLP VF V[g8=L DF+ :8MS VFJSíHFJS DF8[ 
H K[P 
  
V[S;5FIZL .:I] 

Option:  Transaction -> Stock Entry -> Expiry Issue 
VM%XG o jIJCFZ -> :8MS V[g8=L -> V[S;5FIZL >:I] 

V[S;5FIZL .:I] V[g8=LG] ,L:8 D/X[P GJL V[g8=L SZJF DF8[ INSERT VF5M VYJF NEW A8G 5Z 
S,LS SZMP  
 

V[g8=L SZJFGL ZLT B],TF :8MSGL V[g8=L 5|DF6[ H ZC[X[P 

 
GM\W o V[S;5FIZL .:I] JFpRZGL ZSD BZLN AL,DF\ V[0H:8 SZJF DF8[ HDF GM\W VM%XGDF\  SPACE  
VF5MP 
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ZMS0  / A[ \S V[g8=L 

OFDF”S[Z TDFZL H~ZLIFT 5|DF6[ ZMS0íA[S V[g8=L SZJFGL JLJLW ZLT VF5[ K[P 

1. SJLS V[g8=L 

SJLS V[g8=L ZMS0íA[S V[g8=L DF8[GL ;F{YL ;Z/ VG[ h05L ZLT K[P 

Option:  Transaction -> Quick Entry -> Cash / Bank 
VM%XG o jIJCFZ -> SJLS V[g8=L -> ZMS0íA[\S 
 

VCL\ ,L:8DF\YL ZMS0íA[S BFT] 5;\N SZMP 5KL VFJS VYJF HFJS 5;\N SZMP 

5;\N SZ[, 5|SFZGF JFpRZG] ,L:8 D/X[P VF ,L:8DF\ 

a) GJL V[g8=L SZJF DF8[ BF,L ,F.G 5Z Enter VF5MP JFpRZGL TFZLB4 JFpRZíR[S G\AZ4 
BFTFG] GFD4 ZSD VG[ VgI JLUT VF5MP 

b) H]GL V[g8=LGL JLUT ;]WFZJF DF8[ T[ V[g8=L 5Z Enter VF5M VYJF EDIT A8G 5Z S,LS 
SZMP V[g8=L 0L,L8 SZJF DF8[ CTRL+Y VF5M VYJF DELETE A8G 5Z S,LS SZMP 

c) JFpRZ 5|SFZ AN,JF DF8[ sVFJSíHFJSf F3 VF5M VYJF VOU. TYPE A8G 5Z S,LS SZMP 
d) ZMS0íA[S BFT] AN,JF DF8[ F4 VF5M VYJF CHANGE A/C A8G 5Z S,LS SZMP 
e) TFZLB Z[gH AN,JF DF8[ F2 VF5M VYJF DATE A8G 5Z S,LS SZMP 
f) V[g8=LG[ VM0L8 SZJF DF8[ TAB VF5M VYJF AUDIT A8G 5Z S,LS SZMP 

 
2. ;Ld5, V[g8=L 

Option:  Transaction -> Cash/Bank Entry  
VM%XG o jIJCFZ -> ZMS0íA[\S V[g8=L 
 

JFpRZ 5|SFZG] ,L:8 sZMS0 VFJSíZMS0 R]SJ6]íA[S VFJSíA[\S R]SJ6]íZMS0çA[Sf NXF”JX[P 

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

 
5;\N SZ[, 5|SFZ D]HA JFpRZG] ,L:8 D/X[P V[g8=L SZJF DF8[ INSERT VF5M VYJF NEW A8G 
5Z S,LS SZMP 
 
R[S A]S sA[\S R]SJ6]f VG[ :,L5 A]S sA[\S Z;LNfGL V[g8=L DF8[4 IMuI A[\S BFT] 5;\N SZL 

JFpRZ G\AZ4 TFZLB4 BFTFG] GFD4 ZSD VG[ VgI JLUT VF5MP 

 
ZMS0 VFJSíR]SJ6FGL V[g8=L DF8[ ZMS0 BFT] 5;\N SZLG[ JLUTM VF5MP 

 
3. Dÿ8L5, V[g8=L 

V[SYL JW] BFTFDF\ VFJSíR]SJ6FGL V[g8=L SZJF DF8[ 

Option:  Transaction -> Journal Entry 
VM%XG o jIJCFZ -> CJF,F V[g8=L 
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JFpRZ 5|SFZG] ,L:8 sZMS0 VFJSíZMS0 R]SJ6]íA[\S VFJSíA[\S R]SJ6]íZMS0çA[Sf NXF”JFX[P 

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

 
5;\N SZ[, 5|SFZ D]HA JFpRZG] ,L:8 D/X[P V[g8=L SZJF DF8[ INSERT VF5M VYJF NEW A8G 
5Z S,LS SZMP 
 
VCL\ JFpRZ G\AZ4 TFZLB JU[Z[ JLUTM VF5M VG[ V[SYL JW] BFTFGL JLUTM VF5MP VCL\ 5[C,] 

BFT] C\D[XF ZMS0íA[S BFT] Z[CX[P 

CJF,FíHDF GM\WípWFZ GM\W 

CJF,FíHDF GM\WípWFZ GM\W 

Option:  Transaction -> Journal Entry 
VM%XG o jIJCFZ -> CJF,F V[g8=L 
 

JFpRZ 5|SFZG] ,L:8 sCJF,FípWFZ GM\WíHDF GM\Wf NXF”JFX[P HMITM JFpRZ 5|SFZ 5; \N SZL V[g8Z 

VF5MP 

 
5;\N SZ[, 5|SFZ D]HA JFpRZG] ,L:8 D/X[P V[g8=L SZJF DF8[ INSERT VF5M VYJF NEW A8G 5Z 
S,LS SZMP 
 
VCL\ JFpRZ G\AZ4 TFZLB JU[Z[ JLUTM VF5M VG[ V[SYL JW] BFTFGL JLUTM VF5MP HM VF 

JFpRZGL V;Z J[8 ZL5M8”DF \ VF5JFGL CMI TM4 8[S; 8F.5 VM%XGDF\ J[8 5;\N SZJ] H~ZL K[P 

OST CM,;[, DF8[ 

:8MS ;FY[ HDF GM\WípWFZ GM\W  

HDF GM\WípWFZ GM\W 

Option:  Transaction -> Credit Note / Debit Note -> Credit Note 
Option:  Transaction -> Credit Note / Debit Note -> Debit Note 
VM%XG o jIJCFZ -> HDF GM\WípWFZ GM\W -> HDF GM\W 
VM%XG o jIJCFZ -> HDF GM\WípWFZ GM\W -> pWFZ GM\W 
 

5;\N SZ[, 5|SFZ D]HA JFpRZG] ,L:8 D/X[P V[g8=L SZJF DF8[ INSERT VF5M VYJF NEW A8G 5Z 
S,LS SZMP 
 

VCL\ JFpRZ G\AZ4 TFZLB JU[Z[ JLUTM VF5M VG[ V[SYL JW] BFTFGL JLUTM VF5MP V[g8=L SZJFGL 

ZLT BZLNíJ[RF6 AL, 5|DF6[ Z[CX[P 56 VCL\ VF.8D V[g8=LDF\4 :8MS V;ZsCFíGFf VG[ 

SFZ6sV[S;5FIZLíZ[8 0LOPíA|[S[Hf 5]KX[P 
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J [RF6 ZL5M8 ” 

 
N{GLS J[RF6 

Option: Reports -> Sales -> Sales Reports -> daily sales 
VM%XG o ZL5M8” -> J[RF6sZHL:8Zf -> ;[ÿ; ZL5M8” -> 0[.,L ;[ÿ; 

VF ZL5M8”DF \ VF.8D 5|DF6[ J[RF6 BZLN EFJ4 DFHL”G ZSD VG[ DFHL”G % ;FY[ NXF”JFX[P 

0MS8Z 5|DF6[íS\5GL 5|DF6[ 

Option: Reports->Sales->Sales Reports->Doctor wise /Company wise 
VM%XG o ZL5M8 ” -> J[RF6 sZHL:8Zf -> ;[ÿ; ZL5M8” -> 0MS8Z JF.;íS\5GL JF.; 

VF ZL5M8"DF\ 0MS8Z 5|DF6[íS\5GL 5|DF6[ J[RF6 NXF”JX[P 5[C,F ENTER VF5LG 0MS8ZG] GFD 5;\N 
SZMP V[S YL JWFZ[ 0MS8Z 5;\N SZL XSFX[P AWF 0MS8Z V[S ;FY[ ;L,[S8 SZJF DF8[ s*f VF5MP 
TAB VF5LG[ TFZLB Z[gH VF5TF ZL5M8” NXF”JFX[P 

0MS8Z 5|DF6[íVF.8D 5|DF6[ J[RF6 

Option: Reports->Sales->Sales Reports->Doctor wise /Product wise Sales 
VM%XG o ZL5M8” -> J[RF6 sZHL:8Zf -> ;[ÿ; ZL5M8” -> 0MS8Z JF.;í5|M0S8 JF.; 

VF ZL5M8”GF VM%XG 0MS8Z 5|DF6[í5|M0S8 S\5GL 5|DF6[ GF ZL5M8” D]HA G Z[CX[P 

S\5GL 5|DF6[í0MS8Z 5|DF6[ 

Option: Reports->Sales->Sales Reports->Company Doctor wise  
VM%XG o ZL5M8” -> J[RF6 sZHL:8Zf -> ;[ÿ; ZL5M8” -> S\5GL JF.;í0MS8Z JF.; 

VF ZL5M8”GF VM%XG 0MS8Z 5|DF6[í5|M0S8 S \5GL 5|DF6[ GF ZL5M8” D]HA G Z[CX[P 

VF.8Dí0MS8Z 5|DF6[  

Option: Reports->Sales->Sales Reports->Company Doctor wise  
VM%XG o ZL5M8” -> J[RF6 sZHL:8Zf -> ;[ÿ; ZL5M8” -> VF.8D JF.;í0MS8Z JF.; 

VF ZL5M8”GF VM%XG 0MS8Z 5|DF6[í5|M0S8 S \5GL 5|DF6[ GF ZL5M8” D]HA G Z[CX[P 

X[0I], H1 ZL5M8” 
Option: Reports->Sales->Sales Reports->Schedule H1 Report 
VM%XG o ZL5M8” -> J[RF6 sZHL:8Zf -> X[0I], H1 ZL5M8” 
 

;ZSFZL GLTLGLID D]HAGF NJFGF X[0I], H1 ZL5M8” VF VM%XGYL D/X[P 
 

J[RF6 ZHL:8Z 

Option:  Report -> Register -> Sales Register 
VM%XG o ZL5M8” -> J[RF6 sZHL:8Zf -> J[RF6 ZHL:8Z 
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p5ZGF VM%XGDF\ HJFYL J[RF6 ZHL:8ZGF JLJLW OMZD[8 D/X[P ZL5M8” 5; \N SZL V[g8Z VF5TF ZL5M8” 

NXF”JFX[P 

 

OST CM,;[, DF8[ 

lJlJW 5|SFZGF J[RF6 ZL5M8” 

Option: Reports->Sales->Sales Reports->Daily Sales  
VM%XG o ZL5M8” -> J[RF6 sZHL:8Zf -> 0[.,L ;[ÿ;sN{GLS J[RF6f 
Option: Reports->Sales->Sales Reports->Party wise Issue Summary  
VM%XG o ZL5M8” -> J[RF6 sZHL:8Zf -> 5F8L” JF.h .:I] ;DZL 
Option: Reports->Sales->Sales Reports->City / Itemwise sales  
VM%XG o ZL5M8” -> J[RF6 sZHL:8Zf -> ;L8LíVF.8D JF.h ;[ÿ;  
Option: Reports->Sales->Sales Reports->Item / City sales  
VM%XG o ZL5M8” -> J[RF6 sZHL:8Zf -> VF.8Dí;L8L JF.h ;[ÿ;  
Option: Reports->Sales->Sales Reports->Party  / Itemwise sales  
VM%XG o ZL5M8” -> J[RF6 sZHL:8Zf -> 5F8L”íVF.8D JF.h ;[ÿ;  
Option: Reports->Sales->Sales Reports->Item / Partywise sales  
VM%XG o ZL5M8” -> J[RF6 sZHL:8Zf -> VF.8Dí5F8L” JF.h ;[ÿ;  
Option: Reports->Sales->Sales Reports->Company / City / Itemwise sales 
VM%XG o ZL5M8” -> J[RF6 sZHL:8Zf -> S\5GLí;L8LíVF.8D JF.h ;[ÿ;  
Option: Reports->Sales->Sales Reports->Company wise sales  
VM%XG o ZL5M8” -> J[RF6 sZHL:8Zf -> S\5GL JF.h ;[ÿ;  

VF ZL5M8”GF VM%XG 0MS8Z 5|DF6[í5|M0S8 S \5GL 5|DF6[ GF ZL5M8” D]HA G Z[CX[P 

EFJ 5+S 

Option:  Report -> Sales -> Price List 

VM%XG o ZL5M8” -> J[RF6 -> 5|F.h ,L:8 

 

EFJ 5+Ss5|F.h ,L:8f VF VM%XGYL HMIí5|Lg8 SZL XSFX[P  

 

pWFZ GM\W Z_:8ZíHDF GM\W Z_:8Z 

Option:  Report -> Sales -> C/N Register 

Option:  Report -> Sales -> D/N Register 

VF VM%XGYL pWFZ TYF HDF GM\W GF Z_:8Z HMIí5|Lg8 SZL XSFX[P 

AFSL 0[AL8 GM8GM ZL5M8” 

Option:  Report -> Sales -> Pending D/N 

VF VM%XGYL AFSL 0[AL8 GM8GM ZL5M8” HMIí5|Lg8 SZL XSFX[P 
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0L,[JZL ;DZL ZL5M8” 

Option:  Report -> Sales -> Delivery Summary Report 

 

lJTZ6s0L,[JZLf SZJFGL VF.8DG]\ ,L:8 VCL\YL D/X[P 

 

:8MS VG[ J[RF6 

Option:  Report -> Stock Report -> Stock & Sales 

This reports displays company wise stock & sales position for given date range. By 
selecting above option, Company Name, Date Range etc… options will be displayed. 
After selecting company and other option, company wise stock & sales report will be 
displayed. 

BZLN ZL5M8 ” 

 
5F8L” D]HA VFJS ;DZL 

Option: Reports->Purchase->Purchase Reports->Party wise receipt summary  
VM%XG o ZL5M8” -> 5ZR[;-> 5ZR[; ZL5M8” -> 5F8L” D]HA VFJS ;DZL 

5F8L” 5|DF6[ BZLN HyYM VG[ ZSD NXF”JFX[P SM. V[S 5F8L”GM JLUTJFZ ZL5M8” HMJF DF8[ 5F8L”GF GFD 

5Z ENTER VF5MP 

5|F%T :SLD ZL5M8” 

Option: Reports->Purchase->Purchase Reports->Scheme Received Report  
VM%XG o ZL5M8” -> 5ZR[;-> 5ZR[; ZL5M8” -> :SLD ZL;Lj0 ZL5M8” 

VF.8D 5|DF6[ :SLDGF O|L HyYFGM ZL5M8”P 

VF.8D 5|DF6[ 8SFJFZL ZL5M8” 

Option: Reports->Purchase->Purchase Reports->Item wise percentage reports 
VM%XG o ZL5M8” -> 5ZR[;-> 5ZR[; ZL5M8” -> VF.8D JF.; 5Z;g8[H 

AWL BZLN YI[,L VF.8DGM DFHL”GGF 8SF VG[ ~5LIF ;FY[GF ZL5M8” VF VM%XGYL D/X[P 

BZLN ZHL:8Z 

Option:  Report -> Purchase -> Pur. Register 
VM%XG o ZL5M8” -> 5ZR[;-> BZLN ZHL:8Z 

p5ZGF VM%XGDF\ HJFYL BZLN ZHL:8ZGF JLJLW OMZD[8 D/X[P ZL5M8” 5; \N SZL V[g8Z VF5TF ZL5M8” 

NXF”JFX[P 
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V[S;5FIZL VG[ :8MS 

 
V[S;5FIZL .:I] ZL5M8” 

Option: Reports -> Challan -> Expiry Issue  
VM%XG o ZL5M8” -> R,6 -> V[S;5FIZL .:I] 

VF ZL5M8”GF AWF VM%XG BZLN R,6 ZL5M8” 5|DF6[ H Z[CX[P 

VF.8DGL BFTFJCL 

Option: Reports -> Stock Reports -> Product Ledger 
VM%XG o ZL5M8” -> :8MS ZL5M8” -> VF.8DGL BFTFJCL 

VF VM%XGDF\ AWL VF.8DGF :8MSGF ZL5M8” D/X[P SM. 56 VF.8D 5Z ENTER VF5LG[ T[GL A[R 
BFTFJCL HM. XSFX[P CTRL + F VF5JFYL ZL5M8”GF VgI OMZD8[G] ,L:8 VFJX[P 

 :8MS :8[8D[g8 

 J[8 ;[ÿA JF.; ;DZL ZL5M8” 

 U|]5 D]HA 

 G J[RFI[, VF.8D D]HA 

 ZL VM0”Z ,[J, ZL5M8” 

 VF.8D D]HA SFRF GOFGM ZL5M8” 

 G J[RFI[, VF.8D sS\5GL 5|DF6[f 

 VF.8DGM J[8 :,[A 

 :8MS :8[8D[g8sZSD D]HAf sVFBZ :8MSGL ZLT ;[8 SZJF DF8[ CTRL+M VF5Mf 

 ,3]TD :8MS ,[J, 

 5|M0S8 ,L:8 

VF ZL5M8”DF \ DFCLTLs0[8FfG[ OLÿ8Z SZJF DF8[ F3 VF5M VYJF FILTER A8G 5Z S,LS SZMP 

A[R V[S;5FIZL 

Option: Reports->Stock reports -> Batch Expiry 
VM%XG o ZL5M8” -> :8MS ZL5M8” -> A[R V[S;5FIZL 

VF ZL5M8”DF \ AWL VF.8DGM :8MS A[R D]HA NXF”JFX[P H[ VF.8DGL V[S;5FIZLsV\TLDf TFZLB GHLS 

CMI T[GM ZL5M8” 56 HM. XSFX[P 

V[S;5FIZL ZL5M8”DF \ F5 VF5LG[ V[S;5FI0”sH[GL V \TLD TFZLB HTL ZCL K[f VF.8D 5;\N SZL XSFX[ 
VG[ ZL5M8”DF \YL H T[G[ DMS,GFZ 5F8L”G[ 5ZT SZL XSFX[P 
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,[6FíN[6F 

    OFDF”S[Z 5F8L”G] A[,[g; A[ ZLT[ ZFB[ K[P 

a) ;FDFgI 

;FDFgI ZLT[ 5F8L”GF ,[6FíN[6FGL ZSD G[8 A[,[g; ;FD[ V[0H:8 YFI K[P 

Option:  Report -> Outstanding -> Receivable 
VM%XG o ZL5M8” -> p3ZF6L -> J[RFZL ,[6F 

 ;FDFgI ,[6F ZL5M8” DF8[ 

Option:  Report -> Outstanding -> Payable  
VM%XG o ZL5M8” -> p3ZF6L -> J[RFZL N[6F 

;FDFgI N[6F ZL5M8” DF8[ 

 
b) AL, 8] AL, 

VF ZLTDF\ 5F8L”GF ,[6FíN[6FGL ZSD SM. RMSS; AL, ;FY[ V[0H:8 YFI K[P AL,GL DFCLTL 

JUZ ZSD BFT[ HDF SZL XSFX[P  

Option:  Report -> Outstanding -> Bill wise Receivable  
VM%XG o ZL5M8” -> p3ZF6L -> AL, D]HA J[5FZL ,[6F 

AL, 8] AL, ,[6F ZL5M8” DF8[ 

Option:  Report -> Outstanding -> Bill wise Payable 
VM%XG o ZL5M8” -> p3ZF6L -> AL, D]HA J[5FZL N[6F 

AL, 8] AL, N[6F ZL5M8” DF8[ 

p5ZGF VM%XG 5;\N SZJFYL JLJLW ZL5M8” OMZD[8G] ,L:8 D/X[P HMJF DF8[ IMuI OMZD[8 5; \N SZMP 

GM\W o 

a) AL, 8] AL, p3ZF6L X~ SZJF DF8[4 Setup -> Company Setup  -> General Options 
s;[8V5 -> S\5GL ;[8V5 -> V[0JFg; ;[8V5fP VCL\ AL, D]HA p3ZF6L VM%XGDF\ CF ;[8 

SZ,P 
b) DF;LS ,[6FíN[6FGM U|FO HMJF DF8[ CTRL+G VF5M VYJF GRAPH A8G 5Z S,LS SZMP 
c) p3ZF6L 5+ S[ ZL5M8” 5|Lg8 SZJF DF8[ CTRL+P VF5M VYJF PRINT A8G 5Z S,LS SZMP 
d) 5F8L”G[ p3ZF6LGM SMS DMS,JF DF8[ CTRL+M VF5M VYJF SMS A8G 5Z S,LS SZMP 
e) p3ZF6LGM E-Mail DMS,JF DF8[ CTRL+E VF5M VYJF E-MAIL A8G 5Z S,LS SZMP  
f) V[GF,L8LS, ZL5M8” H[JFS[ R]SJ6F SFI”GM ZL5M8”4 HMJF DF8[ CTRL+A VF5M VYJF 

ANALYSIS A8G 5Z S,LS SZMP 
 

OST jCM,;[, DF8[  

 

AFSL ZMS0 AL, 

Option:  Report -> Outstanding -> Pending Cash Memo 
VM%XG o ZL5M8 ” -> VFp8:8[g0L\U -> 5[g0L\U S[X D[DM 
 

5F8L” 5|DF6[íAL, 5|DF6[ AFSL S[X D[DMsZMS0 AL,f HMJF DF8[ VF VM%XG p5IMUL K[P 
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J [8 ZL5M8 ”íJ[8 OMD” 

J[8 ZL5M8” 

Option:  Report -> VAT -> VAT Report 
VM%XG o ZL5M8” -> J[8 -> J[8 ZL5M8” 
 
p5ZGF VM%XGDF\ JLJLW 5|SFZGF J[8 U6TZLGF ZL5M8” AGX[ H[JF S[ J[8 ;DZL4 HDF GM \W ZHL:8Z4 

pWFZ GM\W ZHL:8Z JU[Z[P 

 
J[8 OMD” 

Option:  Report -> VAT -> VAT Forms 
VM%XG o ZL5M8” -> J[8 -> J[8 OMD” 
 

p5ZGF VM%XGDF\ ;ZSFZL GLID D]HAGF J[8 OMD” AGX[P 

 
J[8 .<ZL8”G 

Option:  Report -> VAT -> VAT E-Return 
VM%XG o ZL5M8” -> J[8 -> J[8 OMD” .<ZL8”G 
 
p5ZGF VM%XGDF\ ;ZSFZL GLID D]HAGF J[8 .<ZL8”G AGX[P 

 

J[8 .g8[U|L8L 

Option:  Report -> VAT -> VAT Integrity report 
VM%XG o ZL5M8” -> J[8 -> J[8 .g8[U|L8L ZL5M8” 
 
J[8 U6TZLDF\ ZC[,L E],M XMWJF DF8[ VF ZL5M8” p5IMUL K[P 

GFDFGF ZL5M8 ” 

 
V[SFpg8Z A]S; 

 

BFTFJCL 

Option:  Report -> Account Books -> Ledger 
 

BFTFGF ,L:8GF JLJLW 5|SFZGF OMZD[8 D/X[P HMIT] OMZD[8 5;\N SZL ENTER VF5MP BFTFGF ,L:8DF\ 
SM. 56 BFTF 5Z V[g8Z VF5JFYL T[GL BFTFJCL D/X[P  

 
GM\W o  

 V[SYL JW] BFTFGL BFTFJCL 5|Lg8 SZJF DF8[ ZL5M8”GF ,L:8DFYL 5[C,] OMZD[8 5; \N SZM VG[ 

CTRL+P VF5M VYJF PRINT A8G 5Z S,LS SZMP 

 CTRL+F2 VF5JFYL VYJF FORMAT A8G 5Z S,LS SZJFYL JLJLW 5|SFZGF BFTFJCLGF 
OMZD[8 D/X[ H[D S[ DF;LS ;DZL4 N{GLS ;DZL4 U|]5 ;DZL JU[Z[P 
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 VFU/GF BFTF 5Z HJF DF8[ {+} SL VG[ 5FK/GF BFTF 5Z HJF DF8[ { -} SL GM p5IMU 
YFI K[P 

 BFTFGF GFD 5Z S,LS SZJFYL BFTFG] ,L:8 D/X[P H[DF H[ BFTFGL BFTFJCL HMJL CMI 

T[GF 5Z Enter VF5MP 

 U|FO HMJFí5|Lg8 SZJF DF8[ CTRL+G VF5M VYJF Graph A8G 5Z S,LS SZMP  

 BFTFJCLGF ;[8V5 DF8[ CTRL+F3 VF5M VYJF SETUP A8G 5Z S,LS SZMP 

 SM. 56 JFpRZ ;]WFZJF DF8[ T[GF 5Z ENTER VF5M VYJF T[GF 5Z 0A, S,LS SZMP  

 SM. 56 JFpRZ 0L,L8 SZJF DF8[ CTRL+Y VF5M VYJF DELETE A8G 5Z S,LS SZMP 

 GJ] JFpRZ pD[ZJF DF8[ INSERT VF5M VYJF NEW A8G 5Z S,LS SZMP 

 ZL5M8” 5|Lg8 SZJF DF8[ CTRL+P VF5M VYJF PRINT A8G 5Z S,LS SZMP 
 

ZMHD[/ 

Option:  Report -> Account Books -> Cash Book 
VM%XG o ZL5M8” -> V[SFpg8 A]S; -> ZMHD[/ 
 
H[ BFTFG] U|]5 ZMS0 BFTF ZFB[, CX[ T[ VCL\ NXF”JFX[P BFTFG] GFD 5; \N SZL V[g8Z VF5TF T[ 

BFTFGM ZMHD[/ HMJF D/X[P 

 
GM\W o 

a) G[U[8LJ S[X HMJFíV[0H:8 SZJF DF8[ ZMHD[/DF\ F4 VF5MP 
b) p5Z H6FJ[, BFTFJCLGF 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 
 
H[ BFTFG] U|]5 A[\S BFTFíA[\S VMP;LP;LP BFTF ZFB[, CX[ T[ VCL\ NXF”JFX[P BFTFG] GFD 5; \N SZL 

V[g8Z VF5TF T[ BFTFGL A[gS A]S HMJF D/X[P 

 

GM\W o 

a) A[gS ZLSg;L,[XG DF8[ A[gS A]SDF\ F6 VF5MP  
b) p5Z H6FJ[, BFTFJCLGF VM%XG A[gS A]SDF\ 56 D/X[P 

 
VFJZM 

Option:  Report -> Account Books -> Day Book 
VM%XG o ZL5M8” -> V[SFpg8 A]S; -> VFJZM 

 
p5ZGF VM%XGDF\ HJFYL VFJZM NXF”JFX[P T[DF \ JFpRZ 5|SFZ ;L,[S8í0L;L,[S8 SZJF DF8[ F4 VF5MP 

 
GM\W o p5Z H6FJ[, BFTFJCLGF VM%XG VFJZFDF\ 56 D/X[P 
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VFBZ ZL5M8” 

 
SFR] ;ZJ{I] 

Option:  Report -> Balance Sheet -> Trial Balance 
VM%XG o ZL5M8” -> ;ZJ{IFGF ZL5M8” -> SFR] ;ZJ{I] 
 
p5ZGF VM%XGDF\ HJFYL SFR] ;ZJ{I] NXF”JFX[P T[DF\ CTRL+F2 VF5JFYL VYJF FORMAT A8G 5Z 
S,LS SZJFYL ZL5M8”G] OMZD[8 AN,X[P SM. 56 BFTFGL BFTFJCL HMJF DF8[ T[GF 5Z ENTER VF5MP 
ZL5M8” ;[8V5 DF8[ CTRL+F3 VF5M VYJF SETUP A8G 5Z S,LS SZMP 
 

J[5FZ BFT] 

Option:  Report -> Balance Sheet -> Trading Account 
VM%XG o ZL5M8” -> ;ZJ{IFGF ZL5M8” -> J[5FZ BFT] 
 
p5ZGF VM%XGDF\ HJFYL J[5FZ BFT] NXF”JFX[P T[DF CTRL+S VF5JFYL VYJF SCHEDULE SETUP 
A8G 5Z S,LS SZJFYL VG];]RL 5|DF6[ 5|Lg8 ;[8 SZL XSFX[P CTRL+M VF5JFYL VYJF STOCK 
METHOD A8G 5Z S,LS SZJFYL :8MSGL ZLT ;[8 SZL XSFX[P HIFZ[ :8MSGL ZLT NONE ZFB[, CMI 
tIFZ[ CTRL+Z VF5JFYL VYJF STOCK A8G 5Z S,LS SZJFYL :8MSGL ZSD 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] 

 
p5ZGF VM%XGDF\ HJFYL GOF<G]S;FG BFT] NXF”JFX[P T[DF F4 VF5JFYL VYJF TRADING A/C  A8G 
5Z S,LS SZJFYL J[5FZ BFT] D/X[P BRF” JU[Z[GL JFpRZ V[g8=L VF5D[/[ SZJF DF8[ F3 VF5M VYJF 
Auto Entry A8G 5Z S,LS SZMP 

  
5FS] ;ZJ{I]  

Option:  Report -> Balance Sheet -> Balance Sheet 
VM%XG o ZL5M8” -> ;ZJ{IFGF ZL5M8” -> 5FS] ;ZJ{I] 
 
p5ZGF VM%XGDF\ HJFYL GOF<G]S;FG BFT] NXF”JFX[P T[DF F4 VF5JFYL VYJF P & L A/C 5Z S,LS 
SZJFYL GOF<G]S;FG BFT] D/X[P F3 VF5JFYL VYJF Havala Effect A8G 5Z S,LS SZJFYL CJF,FGL 
BFT[ V;Z HM. XSFX[P 

VgI ZL5M8” 

V[GF,L8LS, ZL5M8” 

N{GLS :YLTL 

Option:  Report -> Analytical Report -> Daily Status 
VM%XG o ZL5M8” -> V[GF,L;L; ZL5M8” -> 0[.,L :8[8; 
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p5ZGF VM%XGDF\ HJFYL RF,] TFZLBGM :8[8; ZL5M8” NXF”JFX[P VF ZL5M8”DF \ ZMS0 VG[ pWFZ 

BZLNLíJ[RF6GF jIJCFZM TYF ZMS0 VG[ A[\SGF VFJS VG[ R]SJ6FGF jIJCFZM NXF”JFX[P 

 

5ZOMD”g; ZL5M8” 

Option:  Report -> Analytical Report -> Performance Report 
VM%XG o ZL5M8” -> V[GF,L;L; ZL5M8” -> 0[.,L :8[8; 
 
VF VM%XGDF\ K[ÿ,F # JQ”GL U|]5 D]HA T],GF NXF”JFX[4 T[DF \ F5 VF5JFYL VYJF RATIO 
ANALYSIS A8G 5Z S,LS SZJFYL JLJLW 5|SFZGF Z[XLIM V[GF,L;L; ZL5M8” D/X[P 

 
BZLNíJ[RF6 ZL5M8” 

Option:  Report -> Analytical Report -> Sale / Purchase Report 
VM%XG o ZL5M8” -> V[GF,L;L; ZL5M8” -> BZLNíJ[RF6 ZL5M8” 

 
VF ZL5M8”DF \ BZLNL VG[ J[RF6GF JLJLW 5|SFZGF V[GF,L;L; ZL5M8” D/X[P 

 
5F8L” D]HA ZL5M8” 

Option:  Report -> Analytical Report -> Party wise Report 
VM%XG o ZL5M8” -> V[GF,L;L; ZL5M8” -> 5F8L” D]HA ZL5M8” 

 
VF ZL5M8”DF \ BZLNL VG[ J[RF6GF 5F8L”íUFDíV[ZLIF D]HAGF JLJLW 5|SFZGF V[GF,L;L; ZL5M*” D/X[P 

 
V[SFpg8 V[GF,L;L; 

Option:  Report -> Analytical Report -> Account Analysis 
VM%XG o ZL5M8” -> V[GF,L;L; ZL5M8” -> V[SFpg8 V[GF,L;L; 
 
VF ZL5M8”DF \ BFTF D]HAGF jIJCFZMGF V[GF,L;L; ZL5M8” D/X[P 

 
O\0 O,M 

Option:  Report -> Analytical Report -> Fund Flow 
VM%XG o ZL5M8” -> V[GF,L;L; ZL5M8” -> O\0 O,M 

 
VF ZL5M8”DF \ DCLGF 5|DF6[ RF,] D]0LGL VFJSíHFJS NXF”JFX[P  

 
ZMS0 5|JFC 

Option:  Report -> Analytical Report -> Cash Flow 
VM%XG o ZL5M8” -> V[GF,L;L; ZL5M8” -> S[X O,M 
 
VF ZL5M8”DF \ DCLGF 5|DF6[ ZMS0GL VFJSíHFJS NXF”JFX[P  
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jIFHGL U6TZL 

Option:  Report -> Other Report -> Interest Report 
VM%XG o ZL5M8” -> VgI ZL5M8” -> jIFHGM ZL5M8” 
 
VF VM%XGGM p5IMU ;FNF VG[ RS=J’wWL jIFHGL U6TZL sCJF,F VG[ TDS GF VM%XG ;FY[f 
SZJF YFI K[P 

 
Option:  Report -> Other Report -> Bill wise Interest 
VM%XG o ZL5M8” -> VgI ZL5M8” -> AL, D]HA jIFHGM ZL5M8” 
 
VF VM%XGGM p5IMU AL, D]HA ;FNF VG[ RS=J’wWL jIFHGL U6TZL sCJF,F VG[ TDS GF 
VM%XG ;FY[f SZJF YFI K[P 

0LS,[Z[XG OMD” ZL5M8” 

Option:  Report -> Other Report -> Forms Report 
VM%XG o ZL5M8” -> VgI ZL5M8” -> OMD”GF ZL5M8” 
 

VF VM%XGDF\ JLJLW 5|SFZGF AFSL 0LS,[Z[XG OMD”GF ZL5M8” NXF”JFX[P VCL \ OMD” p3ZF6L 5+ 5|Lg8 

SZJFGM VM%XG 56 K[P 

VFBZ CJF,F VG[ GJ ] JQ ” 

 
JIFHí3;FZMíD]0L CJF,F 

Option:  Utility -> Havala -> Interest 
VM%XG o I]8L,L8L -> CJF,F -> jIFH   

 
;]Z1LTíV;]Z1LT ,MG 5Z R]SJJF 5F+ jIFHGL U6TZL VF VM%XGYL YX[P CJF,FGL V[g8=L SZJF 

DF8[ CTRL+H VF5M VYJF HAVALA A8G 5Z S,LS SZMP 
 

Option:  Utility -> Havala -> Depreciation 
VM%XG o I]8L,L8L -> CJF,F -> 3;FZM 
DL,STM 5Z 3;FZFGL U6TZL VF VM%XGYL YX[P CJF,FGL V[g8=L SZJF DF8[ CTRL+H VF5M VYJF 
HAVALA A8G 5Z S,LS SZMP 

 
Option:  Utility -> Havala -> Capital 
VM%XG o I]8L,L8L -> CJF,F -> D]0L 
D]0L BFTFGF GOF EFUGL U6TZL VF VM%XGYL YX[P CJF,FGL V[g8=L SZJF DF8[ CTRL+H VF5M VYJF 
HAVALA A8G 5Z S,LS SZMP 
 
GM\W o jIFHí3;FZMíD]0LGF CJF,FGL DFCLTL BFT] BM,TL JBT[ VYJF VF VM%XGYL YX[P  

Option: Utility -> Havala -> Havala Setup 
VM%XG o I]8L,L8L -> CJF,F -> CJF,F ;[8V5 
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GJ] JQ” AGFJJ] 

Option:  Utility -> Year End -> New Year 
VM%XG o I]8L,L8L -> JQF”gT -> GJ] JQ” 
GJ] GF6FSLI JQ” VF VM%XGYL X~ YX[P 

GJ] JQ” X~ SIF” 5KL 5FK/GF JQ”GF jIJCFZMDF \ O[ZOFZ SZL XSFI K[P 5KL T[ O[ZOFZGL BFT[ V;Z 

VG[ :8MS V50[8 RF,] JQ”DF \ SZJF DF8[ 5FK/GF JQ”DF \ VF VM%XGDF\ HJ]P 

 Option:  Utility -> Year End -> Update Balance  
VM%XG o I]8L,L8L -> JQF”gT -> 5]ZF\T B[RJL 
 

VgI p5IMUL VM%XG 

0[8F VM0L8 

YI[,L V[g8=LGL BZF. SZJF DF8[ VM0L8LGM p5IMU YFI K[P VF VM%XGYL SM.56 JFpRZG[ VM0L8 

YI[,sVM0L8f JFpRZ TZLS[ DFS” SZL XSFI K[P SM. 56 ZL5M8”DF \ JFpRZG[ VM0L8 SZJF DF8[ TAB 

VYJF AUDIT A8G 5Z S,LS SZMP T[ JFpRZ ;FD[ BZF sfGL GLXFGL VFJL HX[P 

VM0L8 YI[,F JFpRZG[ ,MSí5F;J0” 5|M0S8 SZL XSFI K[P 5F;J0” 5|M8[S8 SZJF DF8[ Option:  
Setup -> Company Setup -> General Options. VM%XG o ;[8V5 -> S\5GL ;[8V5 -> HGZ, 
;[8V5P VCL\ VM0L8 YI[, JFpRZ ,MS SZJF K[ VM%XGDF\ CF VF5MP NZ[S VM0L8 JBT[ 5F;J0” ;[8 

SZJF DF8[ 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 
 

0[8F O|LH VM%XGYL SM. RMSS; TFZLB D]NTGF ;]WLGM 0[8F ,MS SZL XSFI K[P SM. RMSS; JFpRZ 

5|SFZGM 0[8F 56 O|LH SZL XSFI K[P 

 

5;”G, 0FIZL 

Option:  Utility -> Personal Diary 
VM%XG o I]8L,L8L -> 5;”G, 0FIZL 
 
VF VM%XGDF\ JLJLW I]8L,L8L H[JL S[ IFNL4 S[,[g0Z4 5+ jIJCFZ JU[Z[ D/X[P  
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;LSI ]ZL8L 

OFDF”S[Z ;MO8J[Z +6 5|SFZGL ;LSI]ZL8L VF5[ K[P 

 
;MO8J[Z ;LSI]ZL8L 

 
;MO8J[Z ;LSI]ZL8L ;[8 SZJF DF8[ Option:  Setup -> Security -> Setup sVM%XG o ;[8V5 -> 
;LSI]ZL8L -> ;[8V5f VCL\ ;LSI]ZL8LGM 5|SFZ VM%XGDF\ ;MO8J[Z VF5MP OFDF”S[Z ;MO8J[Z 5F;J0” 
5]KX[P V[S JFZ 5F;J0” ;[8 YIF 5KL4 NZ JBT[ OFDF”S[Z ;MO8J[Z X~ YTL JBT[ 5F;J0” 5]KX[P 

 
S\5GL D]HA ;LSI]ZL8L 

 
S\5GL D]HA 5F;J0” ;[8 SZJF DF8[ Option:  Setup -> Security -> Setup sVM%XG o ;[8V5 -> 
;LSI]ZL8L -> ;[8V5f VCL\ ;LSI]ZL8LGM 5|SFZ VM%XGDF\ S\5GL VF5MP 5KL S\5GL DF:8ZDF\ 5F;J0” ;[8 
SZJMP V[S JFZ 5F;J0” ;[8 YIF 5KL OFDF”S[Z NZ JBT[ S \5GL X~ YTL JBT[ 5F;J0” 5]KX[P 

 
I]hZ 5|DF6[ ;LSI]ZL8L 

 
I]hZ 5|DF6[ ;LSI]ZL8L ;[8 SZJF DF8[ Option:  Setup -> Security -> Setup sVM%XG o ;[8V5 -> 
;LSI]ZL8L -> ;[8V5f VCL\ ;LSI]ZL8LGM 5|SFZ VM%XGDF\ I]hZ D]HA VF5MP 5KL S\5GL DF:8ZDF\ T[ 
S\5GLGF I]hZG] GFD VG[ 5F;J0” VF5MP V[S JFZ I]hZG] GFD VG[ 5F;J0” ;[8 YIF 5KL OFDF”S[Z 

S\5GL X~ YTL JBT[ I]hZG] GFD VG[ 5F;J0” 5]KX[P I]hZ pD[ZJF DF8[ Option:  Setup -> 
Security -> User Detail. sVM%XG o ;[8V5 -> ;LSI]ZL8L -> I]hZ 0L8[.,f 
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VDFZF VgI ;MO8J[Z 

 

 

 

 

%,; < HGZ, 55”h V[SFg8L\U ;MO8J[Z 

 

 

 

lSXFG < DFZS[8L\U IF0”GF J[5FZLVM DF8[GM ;MO8J[Z 

 

 

 

N,F, < S[gJF;L\U V[Hg8 DF8[GM ;MO8J[Z 


