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ALT+Q
ALT+G
* (¥eR)
SPACEh &I & &
[-l(minus) & |IA Y&

Eoy
F2

3MSeH T
SAR® FY
FS Tapedl & gl &1 TIT B/ TIT T W

JseH A @i/ fRepa 1 Tf S aed ISCH HFAR BEprde
AT TEeled &
e/ fr o F wlie /g aod & 78 = F forw

PIH P H Ay ar NaE AR dar acaa & oo

CTRL+F2 Rare & ROE Taww gea= & forw

CTRL+F Ratet & g @l KA #, crl + F3ueey o & g Raar &

F3 JqAT AT AREC(TTET/ISTH) S5 & T, TE el a&d AR &
gfer 7 F3 07 A

F4 ufdT  AFC(@IA/3NECH) F RAROT g & forw. T8 Fd a&d
AT B G A F4 0 X

CTRL+F3 15T NAE FTHT (SR / AFg / I g / doig fe)

F5 oS - g H A e o @it / 3cUig T 9ErErar d@e & ferw

F9 eIt

TAB 3iifde: aeR 3t e & o ®Ras : T 3 TAB AT Enter U
Pl § I 3 & Bres &F SR

SHIFT + TAB U : U # SHIFT +TAB & & IR sl Hies & Siam

CTRL + ENTER [T : Ctrl+ Enter & TET T Bl & ST OK g & forw aicee & &

CTRL+0 RAE MR : RO F, cirl + 0 & & NUE U FT hA dgAm &

CTRL+P fiie : frdr off as=R / ROE fie wer & o, curl + P &l SEHATS
e ST

CTRL+R AT SRV : 37 LAche gRI Tl T8 & o NI A WA &
ferv secaTer fRam ST &

CTRL+Y fBelie : ctrl+ v e off ufAfy / Feer A fele &= & o Uicae

&
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CTRL+TAB e foree - a5 Raded WivedR 7 g Rded uefiia &iar &

3carg YolFe JYAT MsTH FIN AfEhe Hr

o

F3 AT 3MSTH

F4 ufSe 3ngeH - 3SCH H FIeRoT FUrRET

CTRL+Y Bellc 3msea  3MEEH Tl

F5 Qrar @

Fé ESaG

CTRL+G AT TR (AT TSTH)

F8 HIET AT

F2 FHY (3MSH BT FAaROT, TAIRD, 990, 3ifH ari@, Teis, T 35, Sok
H AH, BT =, el Thra)

F11 Tlig g oA

F10 Tafaa 3nged H fhr

F7 Tafad 3mgeH H @i

F12 (@rerien) MRP HFER ¥ed & (T &15) T Al 3@d H T8 S0 1 @lg, Tlg

qreni, Nufder wefed 3R 3= 3maw T A, 59 @ MRP T T @Rl ag
MRP 38R el YT BHRT HS) GRMAT AR FH BIF H, MRP,TP,CR, 3
g, 3T 3 A T T T & 3R b T 3M3e T I8 &
IOTAT BT Feho! &1 35 & forke F walr off F12 ST 5T Wi N W Thd
&l

GIAT $HT WEEIAT H YT

HHAT P WECRR YE A & fow Swpein (Risis q&a BhIA) W ®&HAT S 31edHd W sad
e & |

AT WIAT / 3cUIG / sidey / AYS TATAT

a4qr 3nSTH
Option: Master —> Product
RFeT: AT ->MaaT

IW & IRT H S & 3geA H ore Frool| 3T Insert BT a1 MR Add Iead W Faw
BY| S MScH U Bl &l Thid fewoll| 3MseH &1 aF 3 33T f[aor & & aIg Enter &ad
I OK Jed W fFeld e § a5 3geH a9
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Al Grel UO F A% 31geH Vs A & ford 3mseH & foree I F3 A AT New sead W Faw
Y| FHiser @rdt @ fraRer gURA & forw F4 A A1 Edit ged W Faw wY) 3mseH Ul Rele
P & T ctrl+Y IS AT Delete dead W Faad Y|

BIECTAC L]
Option: Master —> Other Info —> Product Label
TCAA : ARET —> U =B —> UIsFe el

T 3T HTETHAT & IHFAR IRDIS FEB AT IM3CH & odel Ig [abed # ¥ fiic & Fad B

AT siFe
Option: Master —> Doctor
AT : ARET -> BlaeT

TR F AR H ST F S H foree Fropf| 3337 Insert BGD a1 iR Add e W Faa i
AT 3iFeT V5 i 1 Thia fewal| sigex @1 a1 3R 307 faagor QfSA| g ehr e vdr &
SiFeT & TEPRF A 3M3cH fic v & T 3mged & Rfawor 3R RiEFRE o ter Ao
AT Enter & & AT OK Ted W FeAd el & AT Sigey 3|

AT Ueic

Option: Master —> Patient
I : ARET -> Wi

IR F HRE H I § A0 Hr o Freml| 383 insert BT a1 R add a8 ) e il
au S U8 A B TR Rwa #ds @ A 3R 3= Rawer A5 gur R e o #
#AAST & fAIHT s & 3nzeH fie A & o 3mged a1 FeaRor, AEr 3R AT & gdR a5
AT Enterded & AT OK Ted W TFeAd dal & AT AL IA90|

A uizFT HYAT
Option: Master —> Other Info —> Product Company
JHTCIA: ARET —> 4T =W —> WIsdFe HUAr

IW &b IRT F S & DUl hl forre Bl 3T Insert RIS a1 R Add e W fFed Y|
A HUA Vs o D Thid WM Hue &1 AH, e AH IR SR @1 Tawer ST R
Enter ¢ ¥ AT OK T W FeIh A & A HUN g=9f|

A$ SARF TEr

Option: Master —> Other Info —> Generic

AT : AREY -> AU F=BF -> SN
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TR F AT H T § SRk 3mseH H foree Fenl|l 387 insert BT a1 AT Add e ™
Ferd P TN FARD MeH V5 aRa H TBhid @l Saks 3mses & fazor HfSd R
Entera ¥ AT OKFed W Faad o ¥ a1 SaRke 3nges a=ah|

A1 39T
Option: Master —> Other Info —> Medicine Uses
TCerT : ARTT -> I 3 -> ABRT Jgr

W $ W F A & ARRA g fr feree Pl 3707 insert RIS a1 i Add e
et HY| 741 ARRYA IT U3 A B Bt ol AfRE g7 &1 faawor A1 T Enter &
¥ A1 oK ded W et el & a1 AfRA g1 g=am

T qdl UhR
Option: Master —> Other Info —> Drug Type
3T : HIFEY -> 31UT 5= -> I TIST

IW & ARE F A § 37 esy & fore Freal| 3T Insert BISA a1 ’T Add 9ea W s
FY| AT 297 T3 VS aa H T G@elt| gar yaR & faaver Hf5d R Enter & & a1 0K
geed W el e ¥ AT FI ST =91

T 9Idr
Option: Master —> Account
AT : ARET -> AFIBT

W F IR F I T @Al & foree Tl 3T Insert RIS a1 R’ Add 9ea X Ferd Y
AT Wiar WS A 1 B e @ w1 A, gu 3R 3" fewer Afd| R Enterda @ ar
oK ded W FeId o ¥ 37T Wil ga9|

ACARR / WIER TET hfEET (Sundry Creditors)

ATeh Q:Iﬁ 3frex (Sundry Debtors)

& @rar (A / g9d @rdn) & HPIET (Bank Accounts)

&5 FHer vy / NI @iar & 3. R. 3/T3T (Bank OCC A/c.)
AP AW &er EE) €3 (Cash in Hand)

R @rar T 3FI3E (Sales Account)

@l @rdr WIS 3HEC (Purchase Account)

g @idT (VAT) SYET TS EFRAST (Duties & Taxes : VAT)
Sk aN=T - arafaferdy (Loans — Liability)
FATR /PR /AR 3 frares ("\‘?12\? (Fixed Assets)
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Fnferm /e Fiear e (Capital Accounts)
e/ fha & wa SRNFE TIEUH (Expenses — Direct)
3=y @d (g, AHifeE Eﬁ?/ﬁﬁlﬁ w9 ) TFYH 37HI3E (Expense Account)

AT ;T TS H FA1 @idr Wiod & forr @i & fore A 3 S a1 NEw ged W s @Y |
Fistar @rdl &1 Rever gura & forw Fa AfSY a1 epiT 9o W fFaw w5 1 Belle wa & o
ctrl + Y &S AT DELETE dead W &eleh Pl

Tl @Al & e gy URfF® AW U0 oA & forw B & wE F TR

Option : Report -> Balance Sheet -> Trial Balance -> Opening Balance
3ifer - RalE -> 97 oM -> Trad J9 -> 3nufHar e

BAd 3=l :

gedd &, uiEf & mdl # Fo 30E RFaer gar & o &, R dusEer/sie), e
e @/ iR Reda/dan), Yo asu(diFd,/3nse Tena,/Tikiftees) nf|

Rrelde & 1 e 2y, sAaizd & Bwiee 3ol 3R HF v RV & 390 agaar o ar
e FhT B

IR & UF T 7 YT gedar ars al, ¥C BT H Specific Ferde &Y

Wil Y& = @ldel YT 3 MRP/YT HIEET Fl ¥T

33T TRAA = 3T TAA 37 MRP/IT HAREEIT Fl 3T

Specific =38 MRP & didbdl (€ AR Jod U & a&d 3HSI gar S T &l
C.R. = G T(@dg )

gig
@l e

Option: Transaction -> Purchase Entry ->Purchase Invoice
3T : CI/RIA -> WAT TG -> WA sAdI5H

W*ﬁ?ﬂﬁaﬁﬁ@ﬁ?fﬁﬁﬁ%ﬁﬁlﬁﬂlHé’@m?ﬁmlnsertmmNew
ged W fFeae F| Tve/39R &, uidl &1 a3, R da) 3 Reror gfed| f smsed &
freRor S S fF 3MEeH &1 AH, MRP, &7 AaR, TFIUTI 3¢, AT, W AL IT(PTR) 3R IHaA|
g H dg AR Ctrl + Enter AW AT OK de W Feldh aal & TEl A gl
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FHislar T B gURA & for 38 T uT Enter AfSF 3R T @ Bee HE & fow ol + v
A3 AT Delete Tead W FeId HY|

IR T F WlE ST T T AT & A At Wlg 3T, UEl &7 A UHE AR & 9 gl
SEar| at forFe & UE W Enter ¢ ¥ Ryeige o T & M Relde oA & dIg TAB &4 & T
gllg T F Frdr e

IR T HTECH HJAR BEHBC A1 307 FI$ @I G TTect & al ISCH TET HT T3 Space
g DI 3=aAT Wrell A U Enter IR TE YE |

faf¥e e’ & A & A Joadl w & forw @ 7 Fi1 dfe|

e Aic Tsoee B & o, $iEe e & @I H Space TS| Hide Ae H arEhr TEr el
T &3 ¥ »fee Aic A @H 33U 31T MUl iR e & T R d o

Transaction -> Stock Entry -> Expiry Issue / Ci&ERIT -> Teid T -> TFAUrad 337

@iz T F iEcH & AT Ty e & o @ 3R s AR & PR el gRT
HOAMT o Ufeher 3 weac Bl faspa (T & SagorA HUA 3T THIRA W ¥ a9

@{ig ger
Option: Transaction -> Purchase Entry ->Purchase Challan
3TCAA = YR -> IS TEY -> GTAST ATl

IW & AR & GlE AT Pl T @l | T Fa B ader 3R e, @lig & Re &
&I
Ae -

a. I W T BT 99 & fow .

Option: Transaction -> Purchase Entry -> Bill From Challan
AT : CI/RIA -> U T -> el WA Arelt

urEl &7 A1 AR Ao /3R Ridiae T & a1 37 Ul & aifeh grena o7 foree 3|
o UFH @ A T T 3scH Riclde dR & T space A

o TFH @ 3seH T Riode aa & o Enter A

o Tl @ifs are T A Rierde wA & o (+) A

Tl & fore & & aX Ao & forw 3R T faaRoT 3mgeH vl & U A &
forw TAB QS|
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b. T AT @ & forw

Report: Reports -> Challan Reports -> Purchase Challan
3ireera : Raled -> arend KA -> A T

TR T BT RAE @ & fow o7 QS a1 Cleared/All e WX &eldd P

TlT M
Option: Transaction -> Purchase Entry ->Purchase Order
3T : CIHRIA -> WA TSl -> WA 3MET

TR F IRE # S T @l 3T A foree Froal| 3MscH TH W Enter ¢ & 3TPT razor
dEd b & S H MET TrEl, AT, W AT AT IS B TH B $ AT Insert TS| 31T
T RBelic o & forw ctrl+ v 3R R aa & o ctrl + P &SR sms S & w ctrl+m
3R E-Mail F93 & o ctrl + E QTS|

TE IET (3iie))
Option: Transaction -> Purchase Entry ->Purchase Order (Auto)

g e ¥ fepg 3R & 3T dad W § 3uA3T @l e A T Bl U B da we
¥ foIT Generate e W FaAd |

3ETH THA
Option: Transaction -> Purchase Entry ->Purchase Scheme
JTCAT : CIHFAT -> GTAST T -> MzTFe ThIA

Y HTRE W ISeH THA & foke g @l Re/arda & W J & Th S § Wisde
I 3T gt a3 T 03 ¥ & forw, I B gURe a1 B aa & o 38 A
P ST |

fama

Rispa faa
Option: Transaction -> Sales Entry -> Sales Invoice
AT : /R -> o T -> Hod sAdsH

IR & IRE F I & faery Re fr e el H’s&@iﬁlﬁfﬁ7ﬁlﬂ'lnsertmmNew
ged W T B e &1 Jager afSd S0 A Joe/39R, $ide B5/SeRkd, sidel, AN @l
a1, AN @ vsw A

AYS P AT ThE B F dE IR 3T AN & PS IIfeh HT FA AT O g TN WS F
oRe & F2 230 O 39 T A1 Mo REd B e RED & 7 39 7109 & oo [asik
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3T FTADRY, T W Enter S @ Thd &l Y Copy e W @ad &R & A1 F12 ¢ &, Rioer
ﬁéwﬁaﬁmmm@ﬁmmlﬁ?maaﬁ*ﬁmwescriptionmm
fFed ot & I F11 S & Slgey/AAST & Rrgw MIBFwIa 61 snsea a1 oo ‘e & smsea
g forer T8 3 d¥T B S wERA ¥

314 3MgeH A FARoT S 6 3seH T A1 R AR, ST &1 T A1H, MR, 39 & el AR
TFEUR) d@ 3R e e 308 1T 9| 3R 3geH H Uah & d9 @ ar 3ua 39 gde
el I=gar  nscH A I @ foree Breion| 38 foree # & Enter & 9 Ricae & Tadhd &

ol & TE X Ih ¢FRA WG HT T I & Torw 7 ReeraRia e # Temp. Purchase de
W Fed & A1 F11 G| T IR @lie fr 18, @l [a F g §9 dR) Faay vseee
graft| T 1 & ar at T U3y RBelie @l

@l HET A TH F & forw ABT & 91 0 (0 R Orange) QS| 3R 3mgeH & AGT J-
3T dad ¥ BIH & df 3§ PidH F 3UAT 0 JTSTga|

3R General THR TN AT 38 dXI@ 3R IR & TH & AT a9 3H TTelid H & Ter
Rioae o & forw [+] 1 07 | 3R 3T T H dgad & forw 7 3R Ra & 9o &
forw F8 QS| (%) 08 A T Tl T Ry gl

Blerdel 3=l :

3TETH T, IseH Rieide T & a1g, Rieige HT 9= urdf &7 37 3nzed & R/ES =
STa|

Iou e F & dow Reat 1 08 X & fow T8 dr e3nd Enter H T [-] BT H W
B o RS F FAGI TTA & T Profit dead W fFeld Y AT F12 QS|

Bledel 3=l :

3MseH H RES @ & forw, ;2 TS AT History ded W Fed |

PIS Th 3BcH W Pl Alfoid @ & T, F3 AT AT Margin 9ead W FeAd |

AT ¥T FT AT TR & T, F12 ST AT Net Rate a8 W Fad |

Ctrl + Enter =¥ & IT OK I W FaAd =l & TS Tg gan|
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T8 9 & foce &

o fIa gurRa & U Enter

o T Bellc et & T crl+Y

o e FR Reige &R & forT F4 AT Range e
o T flic & & oW crl+P

Foq Tl
Option: Transaction -> Sales Entry ->Sales Challan
3TCAA = TR -> HeH TEN -> Tod Al

IW & ARE T g Al T T @ T A Bl ader 3R 30T 3R ded el &
e A W&

Blerdel 3=l :

Tog A H, ey urdl &1 Ugelm ATl I GFT TFCAR, Uil A H f&ome fr b
A e W09 & 3gER Re dR goen Je @le 3k e 3 Roae 1 a1 wadr &1 3@
arEf &1 GET ATAA JAT FAG, FAlpar aifes et Riclee @ @ & a1 91 e a1 F@avel &1 30
3F AT B dlel el & @Y SsaA1 are oY, Flser el & Enter daR Rorae oY | 30R Al &Y
A0 R & 1T NS TR & A New Bill W B i a1 I a0 AT TeT g PS5 e
RrerTe Y|

foa FR Rege X & a1, Rioe B it B & #Aloer I e Jrien et o Alsgr
AT F4 T TRT T F@F & 3R crl+ v ¥ Belfle = aaa &1 e qu 8= w uftear qor &,
e der 3R e 3¢ Jar & 3R

Al -

c. A | el ga= & forw .
Option: Transaction->Sales Entry->Bill From Challan
AT : C/RIA -> o T -> [T widA FrearT

uréf @1 A 3R Hra/sfie Rieae w0 R 38 arét & aifes arena @ o 3mam|
e TH E T HI @ Ricae v & forw wuw Qo

o TP Y 3EeH T Rioae R & forw tex QS|

o e @ifs e v WY Rioae & & forw [x] A

Tl & fore 3 & 9eR Adea & forw 3R F9f faaRor 3mgeH vl & U A &
forw TAB &S
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d. 91 TGrAT W & forw

Report: Reports->Challan Reports->Sales Challan
3ieRra - RArE > arena Raré > deq arena

Tl T o RAE @ & forw wu QS AT Cleared/All Ie W Fas |

e. A W U T 994 & dIg =il @ Belle v & forw

Setup -> Voucher Setup -> Sales Invoice
FTIHT > II3IT YT3HT > T AT

Zgr U felic araia 3mwet fe fulera (Delete challan after bill preparation) 30T 3 Yes &Ifi|

qifep der Far

Option: Transaction -> Sales Entry ->Pending Cash Memo
3R : CIARIA -> FoH T -> U her dA

=g i ¥ aIfth By FA A BH W5/ /Bl A ST Th ¥

WiT o
Option: Transaction -> Sales Entry ->Patient View
A : giEFRIT -> el TEN -> Udie o

g A @ 3uAer B a0 & Tl um wa & o 3R RaEs de & & o
Bl &1 Ui & foree @ Ui & A AR RAGST AT 3¢ 3FIR AT A Fhd &1 38 e
T Ueic @l sms 3R E-Mail T TP B

ffdar Teiw
Option: Transaction -> Stock Entry -> Opening Stock
TCAA : T[WFAT -> T&ip TS -> 3NqfHT Tl

IW & FREA H = ¥ 3NUEHT Tefd aR HI e Frepll F5 o & & T insert IS
I New ded W [Fard |

IofAT e T8 & g IiE, apw A9 T faver S fR sufEer weie @ fawor
Qo SR &1 3sTA T A, I/R(I = 3G, R = RIee), A, ¥ AR @A| v & ST H$eA @
TZI, @lell 3T WX Enter G @Y §ohdl &l HISET TGl & URA & folw 38 TG W Enter o]
3R T B Belle HRA & T el + v A
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3= 3%g/ e
Option: Transaction -> Stock Entry -> Other In / Out
3TCAT : CIHRIA -> T&h TEN -> 31U /3713

3R 3/373¢ T I foree Rrelol| 78 T8 FR & T Insert QfSA AT New e W &l Y|
T8 e A1 g U Teip T b S & @l

AT : IR FA/3T3C TS A PIS Wt F 3R ALl &l | IJg T &% Tid 7/3m3¢ & o & &

TFHArRI 36
Option: Transaction -> Stock Entry -> Expiry Issue
e : g -> i T -> TFEURRAT 367

TR 38 T @1 fere il A8 T8 @R F W Insert QIS AT New ded W fFaw |
T ey o A N T Tl & SRy & @l

AT TEEUrE S8 a3 Y A, @G [ # Teeee W & forw e Al 3t # space
s

HA/ AP T
HIAST 31T BT TRA HJAR Her/dd T e A fafda da &ar &
1. fFas Y

Fae T HA/dF T A H Fa¥ W 3R o JT &

Option: Transaction -> Quick Entry -> Cash / Bank
3TCAA = TIHRAT -> fFaep T -> HRA/dP

Tel O HRI/dS @i foree & @ Rieiae HY R Refice ar veie Rieiae Y Rielae 63 gd

arzTR UHR & feree el s@ foree & -

a) a4 U8 A & forw @Rl a3a U Enter S| a3TR ST, AFW/AG AR, Wid &l
a3, WA AR 377 faaRor a5

b) HiSET T F GURA & T IH UL U Enter AR A Edit ded W FAd B T
Bellc & & o ctrl+Y &S AT Delete e W Faad |

¢) a3 U deua(Rfice /udic) & forw F3 S AT Vou. Type Ted W Fad |

d) @RI/dF @A geei & forw F4 TS AT Change Afc. 92 W Ferd |

e) dRIE (ST @ dGodl & forw F2 ST AT Date e W fFard &Yl
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f) TG 3ifse wA F o Tab ATY TT Audit FeT W Fed w|

e &

Option: Transaction -> Cash/Bank Entry

3TCAT - TIHRAT -> HeA/bh T

IEl U awR ueR & feee felm (B RAice/aer tde/de Rdce/dF Ude/HU-3@)
ST AR a5 <Ry felde o Enter TS|

Ricire fpd g aseR yeR &1 foree ol @8 U8 v & AT Insert A AT New wea
R Faw w1

I g (JF i) AR Rau g (6 Rdfice) 6 @ & forg, dva 3@ @ar Riowe &b
AW AR, 3T, @A Pl AT, I6A 3R 37 Farer 5|

FH Relice/d3ie & 8 & forw der @iar Riede wa agor a5

AT TE
TF ¥ S @l 7 Rlice/0de & ol W & o

Option: Transaction ->Journal Entry
TR : CI/FAT > Felel TEN

IgT U AR UhR & forre fFem| (Fu RIve/Ha dde/dw Rafice/dd Ude/HeA-dw)
ST IR a3 <Bu e #d Enter QTS|

Rclre fopd gd arseR R & forre el @8 Ol aa & T insert A I1 New T
W Feld |

IEl ¥ g3 A, & fe fawor o 3k e & s@Er @at &1 e e I O
ST WAl AT HA/Ah @rar &9

e /wfee Ae/sfe aAe

Option: Transaction -> Journal Entry
3TCT : CidRIA > Felel TN

qET U a3 UHR & foree e (Saa/wie A/ [l) sa IgaR asw ey RieEe
F&H Enter TS|
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ngﬂmmiﬁmmlﬂé@m*ﬁUInsertmmNewaE?-rtlT
[Ecaeay

IeT ¥ 3R AR, 3¢ 3nfe Aot A 3R e & S @al & Jwer S| 3R 39 asw
BT AT VAT A RO a1 & A, ¢ <30 3T 3 VAT Ridiae avar S8 &1

Bleade el :
Jad/HEe Ale/sfe die B weis

wise A/ aAie

Option: Transaction -> Credit Note / Debit Note -> Credit Note
AT : T{RIA -> e A/ Ale ->wiFe Al
Option: Transaction -> Credit Note / Debit Note -> Debit Note
e CIdERIA -> wfdT Ale/sfe Al -> #de Aie

el fpd gd a3eR g A foree relell| @8 08 o & AT Insert QTS T New Tead W
Feas |

TE U Gz AR, 3T 3R Reror AT 3R e @ samEr @t @ fFawer SR v & B T
Jel/WAS T T OE & Wall| W Igl 3eed T #, i shae (I/aA) 3R Jd9 (HRoT --
AR, YT Bk, SisT) g e

g R

Solr T
Option: Reports -> Sales -> Sales Reports -> daily sales
e - Ralé > eq -> T KA -> § s

30 RUiE 3 3mgea AR Jow, Wig o, Ao @A HR Ao % & @Y g Smear)

leFey JFAR/HUA JFAR Hed
Option: Reports->Sales->Sales Reports->Doctor wise /Company wise
Jicer - Ralé -> Feq@ -> Fed KA -> sleey aisst/HuaAr arsst

38 RUIE & st IgaR AR HU AR deq A FRN| Ugel Enter &R e B A1H
ctere Y| U ¥ ST Sl R 6 o1 dbd &1 gel slaed A ua |y feide wa &
forw [+] &SR R Tab 3o 3T IS & & R gerfar smeam

SiFeT AHFAR/3NFTA AFAR Hed
Option: Reports->Sales->Sales Reports->Doctor wise /Product wise Sales
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e - Rl -> Fed -> Fem Nulé -> siaey assi/visge aiss Jeq
5 RUIE & IR S ABsl/Hu= aisst RAE H1 Re & 7|

HUAT HFAR /ST JFAR
Option: Reports->Sales->Sales Reports->Company Doctor wise
fieer - Ralie -> &ed -> Fod RUIE -> HUAr 3IFAR/SiFT AR

58 RUIE & IR S Agst/Hu= asst RAE H1 Re & 7|

MSTH/SIFTT AHFAR
Option: Reports->Sales->Sales Reports->Item/ Doctor wise
ieer - Rale -> dew -> Fed RAIE -> 3MgeA JFAR/SiFT HFAR

50 ROIE & IRIA Siae Agsl/Hu= aissl RAE H RE & 7|

A7 H1 RarE
Option: Reports->Sales->Sales Reports->Schedule H1 Report

icer - Rale -> dew -> Fed RAIE -> dgge H1 RaiE
3 A ¥ WER AfS-FEH 3gaR Asge H1 grg Rare Broam

He ey
Option: Report -> Register -> Sales Register
3icRr : Raé > & -> ed Worwer

SW & A H T § Uod ToaeeX & Ay wide Fredi  widfe Roae o8& Enter 337 &
RarE gerar s

e 3=l :
Raer usR & Je7 NAE -

Option: Reports->Sales->Sales Reports->Daily Sales

Option: Reports->Sales->Sales Reports->Party wise Issue Summary
Option: Reports->Sales->Sales Reports->City / Itemwise sales
Option: Reports->Sales->Sales Reports->ltem / City sales

Option: Reports->Sales->Sales Reports->Party / Itemwise sales
Option: Reports->Sales->Sales Reports->Item / Partywise sales
Option: Reports->Sales->Sales Reports->Company / City / Iltemwise
Option: Reports->Sales->Sales Reports->Company wise sales

59 NUEH & AT i’ arsel/HU=N arsst ROl A aRe & Tl

sy foree (W@ Usw)
Option: Report -> Sales -> Price List
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ursy forke (T usi) 39 3o ¥ @n/fie fhar o1 d@ear g

#ize dAle WaEer / sfe Ale ok
Option: Report -> Sales -> C/N Register
JierT - Ralé ->Teq -> ¢/N TR
Option: Report -> Sales -> D/N Register
i« Ralé -> Feq@ ->D/N ST

¥fee 3t 3fe e & TR 3@ AwRE T W ST ThS B

i sfae Aie Raé
Option: Report -> Sales -> Pending D/N
ficer : Ralé -> Fed -> UiEar p/N

aifes 3fae Ale @ fore 3@ 3o & R

Bhad gad RaE

Option: Report -> Sales -> Delivery Summary Report

e ;- Rale -> Feq@ -> Bellady g7l Ko

Rafka o I arel smgeH @ foree 2@ a3 e
e 3T de|

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

3iteera : Ralé -> Tele Raled -> weled v deq

I RuiE Rerde 1 =0 al@ & &1 $U AR Fid 3R Jew BAfS i el dom g6
AT # S ¥ HUA BT AH, 3¢ {51 g o freldr| duelr &1 17 3R 377 e Rielae
B & AIG 38 HUA AR Feib 3R Fow w1 RUIE g sram|

Ty R

urél 3gar Rdice qad
Option: Reports->Purchase->Purchase Reports->Party wise receipt summary
e : Raled -> w&dS > wdS Raled -> uréh argsr Race aad

uréf 3FER WlE A AR I[EA G JRY| P v Ul @ AEaR F RO dwa F e zq9
rét & AT W Enter GIfoid|

g A NaiE

Option: Reports->Purchase->Purchase Reports->Scheme Received Report
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e : ROlgd -> WIS -> WIS Ruley -> &@hia Rdas Rl

HFTH TR ThIA @1 T A @1 e

3mseHA JFAR ufad g Rae

Option: Reports->Purchase->Purchase Reports->Item wise percentage reports

e : Raligd -> WA -> wAas Raligd -> 3sed ags waes Rae

ol @lie 1 g amzeA & AT &1 WIS 3R 2o gefiar Ko der & Rroam
@ lig Ty

Option: Report -> Purchase -> Pur. Register

e - Ruled -> WIS -> @dg Woww

IW F AT H I Wle Warer & Rfdy wide Feh  wide Reee & Enter &9 O
Raré gerfar s

TFguray 3T TEid

TFHRdT g Rale
Option: Reports -> Challan -> Expiry Issue
e : Ralé -> e -> TFAuRR 55

50 RO & AR 3 @l area RO i Re & Tl
3TseH & WiaEafE

Option: Reports -> Stock Reports -> Product Ledger
3ircera - Ralé -> Teid R -> visge dger

g 3o & T 3seH & Teid & RO Bt P15 o 33TH W Enter &R 3T 3MScH
&7 SFSR ¢W@ TH &l Ctrl +F ¢4 & N & 3177 wRaAe & feree Bream

¢ T AT
e VAT Toig aizsl @AY R
e U AT

o A AT Wiz aga

o T 3 olga RAE

o 3ISTH arza T Wiftee RAE

o i FfAT HUA arFS

o TIEAT VAT Told

o  Wie WedT 3 AT Gifdw wid 6 I Riede & & ow crl+m df )
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HfaFw Teie g
mMeae foree

59 NUIC & $eT & ey T & forw F3 S A7 Filter gead W Feld Y|

CEREGE: LT
Option: Reports->Stock reports -> Batch Expiry
3ficer - Ralé > Teld RO -> 3T vagurd

38 RUiE 3 @t nseH & whd d9 HFAR A IR 5| nseH 6 vaauadiEiaa) s
ASEP B sTh1 NI o &@r S Fepall &

TFHuIyt RO 3 F5 SR waauras (s 3ifa 3 s gt ) nsca Ridae o I &
3R NOE & & & 38 FGaR Oref & 9y A Tohd &l

RAdge /avad (W /EH)

HAT HAX Ul BT JoIT & RE T FAeeed AT &l

a)

b)

AT
g A9 A arEl & RAATd/90ad HY ThA dAe ST & Y TSerEe Bl &l

Option: Report -> Outstanding -> Receivable
I - RArE -> anzeEdBar -> Redaa

=g urey R & forw

Option: Report -> Outstanding -> Payable
T - RAE -> anzeeeBar -> duge

AT g R & forw

"a g [e
sg ¥d urdl & & RARTA/dTad H A P U I Al I6H & 1T TSaEE gl &l
Rrer 1 STAFY A1 & ag ol I Wi FH AT & Tqhah &

Option: Report -> Outstanding -> Bill wise Receivable
3ifeerd : RAE -> 3mseEcBar -> R ¢ e Rdkdae

e g Re ureg Rae & forw

Option: Report -> Outstanding -> Bill wise Payable

e : RUiE -> 33 -> e ¢ /e doaa

el g R & Raie & fow

R & RO & o= & Ry wife o fore feem v RAE Rielre #7& & Enter &

@ RuiE g
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dAre -

a) fa ar R amscEder qw &I & forw : Setup -> Company Setup -> General Options
(FTIT -> HUS FTIHT -> SRl W) F@ U e g e snserdBar s #
qfo

b) JATRYD UICH/ST HT A% W@ & T ctrl+ 6 QST A7 Graph Jead W Faad |

c) UrEl P g BT SMS Feld & T ctrl+ M QSR A1 sMs ded W Fad B

d) o oeX AT are] Rule @t fie &t & forw el + P QS AT Print g w Fas |

e) UIEl Pl JhrT BT E-Mail el & T ctrl + E QSR A1 E-Mail ded W Fasd Y|

f) mmmﬁmmm*mCtrhAEffﬁl’ﬁ?JTAnalysisEIE?qu
e H

B el :

qIfer der Far
Option: Report -> Outstanding -> Pending Cash Memo

3iTcerT : RAlE -> 3m3eeEar -> G der dAr

urél AR/ AR aifes der FA &1 R @ & forw I Rare suah ¥

are Rdied/are s

VAT RQIiE
Option: Report -> VAT -> VAT Report
iR ;- RAYE -> VAT -> VAT Ralé

W F AHeya § fafay R & vAT RUiE Beisr S & vaT @ad), sise Ae Worwe, 2fe A
T 3fe)

VAT B3

Option: Report -> VAT -> VAT Forms

e« RAE -> VAT -> VAT BIs

I & A ¥ TEN A7 HFAR et VAT Raie aaan
VAT 3-Rea

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

3cRra - RAE > VAT -> VAT B § Res

IR & IHRE ¥ WER [FIA HFAR FIA VAT § Read a9
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VAT &3
Option: Report -> VAT -> VAT Integrity report
3iicerT : RAlE > VAT -> VAT SAXE Raie

Tg RAE VAT & B & & o @ & forw ol &)

THIdeH Rorey

THISTH JF

Fraragr
Option: Report -> Account Books -> Ledger

i & foree & iy sidfe @eEr | Sd 3R B Riclde wd Enter ATG | @i & foree
A P M WA W Enter S5 T 3T Wi & @rarael Freel |

e :

o  TH W G WAl H Wiaae Bic s & forr, RaE & fore & & gger RaE Rekae
P 3 Ctrl+ P ATIY AT Printded W FAd &Y |

e Ctrl+F23a ¥ AT Format dcd W Feld o ¥ AT ydR & @WaEad & wiee fFeer
SiE & @i T, Se qad, o e e |

o 3 WA WA & forw (+}Fr 3R A & @ W S & o (-} a1 suaier g@ar
&l

o WA & A R Fas o & wial & feree e 5w @ & @Ak a8 39
W Enter &S|

o TP 2T /Tic A & T ctrl + G QST AT Graph T W Foasd Y|

o  GAMEAR & AEIHT & T Ctrl + F3 QTSI AT Setup g2 W Feled P

. ﬁé?ﬁmW*ﬁwWﬂEntermmmwmﬁwqﬁl

o T 9N Az Bolle FA F T ctrl+ Y QST I Delete TeaT W Feld Y|

e AT GI3TR VS A & [T Insert SIS AT New Ted W Fed |

o RO fiic FA & T ctrl+ P ST AT Print gead W Feld M|

A b
Option: Report -> Account Books -> Cash Book
e - RAE -> I3 qFA -> DA I

fSa @rdl & U A 39 E5(Cash in hand) IW BT, A FET AT JRF| WA F AH RerFe TS
Enteréﬁﬁmmﬁ?ﬁ%‘uw@lﬁ?ﬁl
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A -
a) F9fed FU WA/ TEIEE A & forw FA gF FH F4 AR
b) W A §T WiaEd & e her g A o e

dF 9B
Option: Report -> Account Books -> Bank Book
siteerd - Ralé > 3r@prde gay -> A6 qH

S |t & qu d rrse/dd N 3ep3e WA, @ TeT a2 AR | Wit H ATH Rielae
HIE Enter &f H IH Wil &1 I g fFreran|

Ae -

a) b R@iffeeE & ow d6 g6 7 re JR
b) W Y T WA & e dab g A o e

ERecy

Option: Report -> Account Books -> Day Book

sircerd - Ralé -> @prde gy >3 qH

IR & A F A F S gF Freel| 339 F anw Riowe/ e & & fow fa 5
dlz : 30 A §U Wiaad & e & gh A o e

Higaa Rale

TS i
Option: Report -> Balance Sheet -> Trial Balance
3ficer : RArE -> Sl Qe -> e doid

IW & HRF F JH & TSA Joi=g 20T FATTAT| 3H H Ctrl + F2 S T AT Format 9ed W [FAd
A & RO &1 $iFc g dF o @ H @A @y & e 38 W Enter AfSA| A
Je3T & oW cirl + F3 QA AT Setup ded W Feled M|

331 31pI3T (AR Qidr)
Option: Report -> Balance Sheet -> Trading Account
3itcerT - RalE -> S oM ->eBar swise

IR F ARE F FF § B NP3 (AUR Wiar) R AT ST 3T H CTRL + S & ¥ AT
SCHEDULE SETUP Gcd W fafeieh ¥l ¥ 31geel 3ifar i T &1 o d@ahcll &1 CTRL+M S & ar

Page | 20



STOCK METHOD d¢d WX [Fd® & & Teid &I Id I o Tohd &l od Tid 6T Jd NONE I&Y
@ dd CTRL+Z ¢¥ T ITSTOCK e W fFeldh ot I Teid A hI Ter g

"ifthe Us A1 3PIST (AG-JHHIA GIar)
Option: Report -> Balance Sheet -> P & L Statement
3T - RalE > doia ofie -> vifthe U i 3ipide

IR & HRE H A § ifthe U5 o @3 (AG-JHAE @TdT) T e | 3T H Fa s & ar
TRADING A/C Jcd WX fFdd o W AR WidT fr Swen| @9 3nfe azwR i oy seaafes
P & o F3 TS AT Auto Entry ded WX [Fole |

e oMe
Option: Report -> Balance Sheet -> Balance Sheet
i - Rale > doF e -> deia e

TR F IREA F S T S5 e AT S| STHFASA & AT P& LA/CTeA R Feleh ol &
TABI-JHHA GIAT GAJT ST F3 & § AT Havala Effect I W i @Xel & garenn @1 doid efie
H IR S S AP

valfafewa R
o afa Rafa

Option: Report -> Analytical Report -> Daily Status
aficeraT : A > vaAfafeds RAE -> S weea

IR & ARE H A § Al d@ B Teed KA fFrerm| s@ Raie 3 Hra/sfe doq/w&
Az & T HRA/JF & RAce /A9 & a3 @y S|

wHEFE RO
Option: Report -> Analytical Report -> Performance Report

e - RAYE -> waifeifedes RaiE -> qrwndfa RaiE

IE RAE Mool 3 Arell H U HFAR g g dem| s8@ RO 3 F5 &3 & &7 Ratio Analysis a¢et
W Fad e ¥ RAfay gar & R wanfelRa Rae @ei

Tl /fama Rae
Option: Report -> Analytical Report -> Sale / Purchase Report
3icer - Ralé -> vafafeds RaE -> Fea/axgs Ko
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g e @ @lig 3k Rrepg & Riffea ver & varfafRa Raé @l

uréf gER R

Option: Report -> Analytical Report -> Party wise Report
3ifeere - Ralé -> vafaRadd RAE -> aridl aissr Raie

39 I § wlig 3R fassa & urdf/Rid/ o 3gaR & fAftes gar & wanferf@a Raid
reiar|

gy & vafafdg

Option: Report -> Analytical Report -> Account Analysis
3ifeere - Ralé -> vafeiRadd e -> siwde vaf@g

30 RUiE & @rdl & 3R AF-4 (TeotarIA) & Tl gifar S|

THUZ Fell
Option: Report -> Analytical Report -> Fund Flow
e - Raé > vafafewe Ralé -> wos war

58 RUiE & ae ak wEMe gon (afdr Hfee) & 3maa,/smea gufar S|

e UdIg
Option: Report -> Analytical Report -> Cash Flow
3fieera : RarE -> vaAfafeds RAE -> A Folr

sg RUIE & A AR Fde (HRA) T AT /3Ta &A1 SR

1St dI e
Option: Report -> Other Report -> Interest Report
3Rra - RArE -> 31 RAE -> geyee RaE

39 30 & 3UAT A AR THafg carar A BaAch (garen 3R TDS el & @) A &
ferw g &

Option: Report -> Other Report -> Bill wise Interest
iicRra - RAré -> 39 RalE -> Re asst sevee Raic

39 30 &1 U el IFaR d¢ AR Thgfe arsr f Biadh (garem 3R TDs Jicers & @)
A & forw Aar

BFaerT Bl Raré

Option: Report -> Other Report -> Forms Report
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3cera - R -> 3R RUIE -> BaFaera wisg Raie

g T O faf¥iea ueR & @ifth Baoree ®id & R Freior wisl doaRa a2t fiie o &1
3o TR U §I

ifaw warar 3T FIr gra

usht (Ffed) / e (Se¥Ee) / | (BTiRseE) garer

Option: Utility -> Havala -> Interest
eI JRfEr -> garem -> §e3¥T

GBI/ 3gefEd dd W 3T are f A 3@ siicers & @) garem i Oh e & T el +
H &f3F I Havala dea W Fad HX|

Option: Utility -> Havala -> Depreciation

e« gfeferdY -> garenm -> SfseE

3Td FFufa (Rrees wagd) @rdl & g8 (3TfereE) 6 fiad s sicea & geh| garer & o
P &b T ctrl+H QST AT Havala 9ed W TFead M|

Option: Utility -> Havala -> Capital
e - gfeferdY -> garem -> Hitee

gelt (fted) @al & a/aa e & fiad 58 e & gefll garer &1 08 X & o ol
+H QS IT Havala dea W Fed |

AT : Yol /<aTST/E1a Earell &1 IaRoT Wl Wield 8T AT 58 AR T & T &
Option: Utility -> Havala -> Havala Setup
e - gReferdY -> garar -> garar de3rg

AT GIe NSAT
Option: Utility -> Year End -> New Year
3ifeer « gfeferdr -> AW U5 >y AW

a1 el a¥ 8 | & Y& @)

aJar e af g & & ag Uod i av & ol 7 gurR & d@hd & R 38 gur &
I T a4 A o F forw IR The U WA & T Roer Tia & 58 A F T3
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Option: Utility -> Year End -> Update Balance
e - gfeferd) ->ax U3 -> 3ude dew

3= AN 3ircerd

ey 3ifde

FAlSET T8 A NS T & forw Hifde & suer gar &1 3@ 3 & feelr oft arzTR @t
3ifSe @1 g aFR P AH FM Feha ¥l DS N RO F a3 A Hifde v & v TAB
A AT Audit e W fFeld | 3T a3 & T [v] I8 [ 3 srdem)

HIfST @ ¥ AW H /IS UieFe fRar I T &1 rEas Uieae aXa & forw ¢ Option:
Setup -> Company Setup -> General Options. 3TCA : JTIHT -> HFUAT FET -> Felel 3iTCAT IEr v
did 3ifEes aat e F 38 AR W ar 3t &a W uias ¥ i & forw urias e
57 3ifdT e & @ ASF)

ser fine
Option: Utility -> Advance Utility -> Data Freeze

JcerT - gfeferdY -> vaaim gRefed -> 3er v

32T BfeT 3T & v AUIRa G Wer I &7 327 i &R T & P TH A3 THR A
g2 off i I TP B

qdad sl
Option: Utility -> Personal Diary
e - gfeferd) -> udad sradr

= Jiieee 3 Ry GRRE Bl SR & o, ReTEe, T g, B 9, $eist A1 |

i

WA HAT WAL 3 UbR ol {FANE Ui ear &)
FiredaR R/FNRE

diredR REARE I WA & oo - Option: Setup -> Security -> Setup (3ﬁCQTH : ¥EHT ->
RFNNE -> Te3a) Ig o R/FARE sy AwE F dud Rode ) W $W GFedIy
TS AT T aR Uras $C @ S & aTg, Bl $ W AR AR YE g W Oeas
|
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HUAT AR FHFniEr

PHUAT 3JaR RFRE d & & forw . Option: Setup -> Security -> Setup (3-ﬁ'3‘\’TFf . TE3HT ->
RFNE -> Tesu) J8 U R[FARE By AwE & $ua Rede &Y R duel Areex & argas
T F| TF IR Uas HT @ A &S GG, WA FA W aR FUA YE B W UrHIS eI |

I IFER ReFaiér

o AR RaFafRE de H & fow : Option: Setup -> Security -> Setup (37T : HE3HT ->
RFNREr -> dexa) Jgr U RERE egu dwE # IR and Rede & R duel Jael &
3 HUA F R & A 3R uraas S v IR YR & A gas T & A F a1g, AT
W W IR HUAT YE B W IR A 3R Urdas goamn| R 0 a & T : Option: Setup
-> Security -> User Detail. (3-]"’[CQTF[ : YEAT -> F/FAREr > Yol IELC))

TAR 3T AFCAW

T SN GUd UFHIET diFedaT

& fas2re

fesoneT  FBRET FE @ eqraiR3i #r vEBfeT Firedaw

35

DAL A

For Canvassing Agents

gellel  BaIEIT TSICH BT PRI HiFEdaw
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