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Create a New Company

Enter all the details like company number, state, name etc. All the details of company 

address are to be entered in 'Address Details' and other details of company like 

GSTIN, PAN No. ect. can be entered in 'Statutory Details' screen.

Click on Finish button, a New Company will be created with the above details.

Start Miracle Software, list of companies those which are existing will be displayed. 

Press  or click on the Add button which opens the screen to create new company.  F3 

Starting Miracle Accounting Software

To start Miracle Accounting Software double click on              ( Miracle Icon ) in the 
Desktop (windows main screen).

Create a New Account and a New Product

Option : Master ð Account

It will display list of accounts, press  or click on the Add button, new screen will Insert

appear to create a New Account. Enter account name, group and give other details 

then press or click on OK button, a new account will be created. Press  to  Enter   F1  

get more information.

In case of Sundry Creditors / Debtors you have to select Registration Type: 

Regular/Consumer/Unregistered/Composition for GST Compliance.

New Account

1

2

3

Press  on selected account for opening balance entry.Enter

Note :

1   While making a voucher entry press or click on Add  button to add /      F3  

     create a new account.

2   Easy way to enter the opening balance of account is as follows.

Option : Report ð Balance Sheet ð Trial Balance ð Op. Balance

4

Insert

F1

F3

F3

It will display list of products press or click on Add button, new screen appears  Insert 

to create a New Product. Enter the Product Name, GST Commodity and give other 

details, press or click on OK button, a new product will be created. Enter 

Option : Master ð Product

New Product

Insert
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The GST Slab and GST Commodity with HSN code must be added, which should be 

selected while adding a new Product.

It will display GST Slab list, press or click on Add button, new screen appears  Insert 

to add new GST Slab.

Enter GST Slab, GST Type, and TAX % and press or click on OK button, a new  Enter  

slab will be created.

Option : GST ð GST Master ð GST Slab

Option : GST ð GST Master ð GST Commodity

Enter Commodity Description, Commodity Type, HSN Code, Tax Slab that created 

earlier, Applied Date and press  or click on OK button, a new Commodity will be  Enter   

created.

It will display GST Commodity list, press or click on Add button, new screen  Insert 

appears to add new Commodity.

While making a commodity entry you can add/create new slab, press or  “F3” 

click on Add button.

Note :

GST Slab / GST Commodity with HSN Code

GST Slab

GST Commodity with HSN Code

Insert

Insert

F3

Note :

Option : Master ð Other Info ð Opening Stock “ENTER”

1   While making a voucher entry you can add/create new product, press or  “F3” 

     click on Add button.

2   Easy way to enter opening stock of product is as follows.

Press on selected product. The opening stock quantity of the product  “Enter” 

can be entered.

F3

While making a product entry you can add/create new slab, press or click  “F3” 

on Add button.

Note :

F3



Cash / Bank Entry

Voucher type list will be displayed. Select the appropriate Voucher Type and press   

Enter  Insert   .  Use or click on Add button, to view the voucher entry screen.

Option : Transaction ð Cash / Bank Entry

Select Bank Account and enter other necessary details for Cheque Book & Slip Book 

entry.

Select Cash Account and enter the necessary details for Cash Receipt / Payment 

entry.   

Option : Transaction ð Quick Entry ð Cash / Bank

Select Cash or Bank Account, Payment or Receipt then enter voucher entry details 

like Date, Voucher No., or Cheque No., Account name and Amount.

To Edit or Delete the entry in voucher list, press   orEnter

 Ctrl      Y   + respectively.

Cash / Bank Quick Entry

4

6

Insert

Y

Note :

1   Press   to change from Payment to Receipt or Receipt to Payment.   F3 

2   Press to change Cash and Bank account .   F4   

3   Press to audit Voucher entry.    tab   

4   Press  to enter date range.   F2  

F3

F4

F2

Tab

Ctrl

Enter / Add details like Cash / Debit, Party name, Invoice type, Invoice date, Invoice 

no., Product details, Expense and GST details. Press  or click on OK button to Enter

save the entry.

Sales Entry with Stock

Sales / Purchase Entry & GST Expense Entry

Sales invoice list will be displayed. In this list press  or click on Add button to Insert

enter Sales Entry (with stock / without stock).

Option : Transaction ð  Sales Entry  ð Sales Invoice

5

Sales Entry

Insert
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Enter / Add details like Invoice No., Invoice date, Party and Sales account & Credit / 

Debit amount. Press  or click on OK button to save sales Invoice entry.  Enter

Expenses and GST setting can be done by Setup - Sales Setup. For help, 

press   to get more information.F1  

Note :

Without Stock Entry

F1

Follow the same procedure (as shown above of sales invoice) for purchase invoice 

entry.

Option : Transaction  ð Purchase Entry ð Purchase Invoice

Purchase Entry

GST Expense entry list will be displayed. In this list press  or click on Add button  Insert

to enter Expense entry.

Enter/Add details like Party Name, Type, Voucher Date, Voucher No., Expense A/c, 

Expense Commodity Accessible Amount and press or click on OK Button to Enter 

save the entry. 

Enter/Add details like Party Name, Type, Voucher Date, Voucher No., Expense A/c, 

Expense Commodity Accessible Amount and Press  or click on OK Button to ENTER

save the entry.

Option : GST ð  GST Expense

GST Expense Enrty 

Insert

Option : Report ð Account Books ð Ledger

List of accounts will be displayed. Press  on the account name to get all the Enter

transaction detail of that specific account. Press       +      to get different types Ctrl  P

of vertical and horizontal reports.

Option : Report ð Account Books ð Cash Book

Cash Book will be displayed. Press    +      to generate different types of reports. Ctrl P

Ledger

Cash Book

P

P

Ledger, Cash Book, Day Book
6

Ctrl

Ctrl
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Option : Report ð Account Books ð Day Book

Day Book will be displayed. Here press to display different voucher type then   F4  

Press to select voucher type.  Enter  

Day Book

F4

3  Press     +    to delete voucher.Ctrl   Y

4  Press     +    for report setup. Ctrl   Y

5  Press     +    to print different types of reports.Ctrl   Y

Note : In above report,

1  Press   to change / edit the voucher. Enter

2  Press to  Add new voucher.InsertInsert

Y

F3

P

Ctrl

Ctrl

Ctrl

Receivable / Payable Report

Option : Report ð Outstanding ð Receivable / Payable

Outstanding list will be displayed. To change the format press    + to select Ctrl”  ”F2” 

FIFO, Agewise Outstanding report with grouping on city, area. To print outstanding 

reports press +  or click on Print button. Collection letter is also available. “Ctrl”      “P”

7

F2

P

Ctrl

Ctrl

In Setup ð Company setup ð Advance Setup ð Bill to Bill Outstanding, press  

Enter   to choose option Yes to active Bill to Bill Outstanding Facility.

Option : Report ð Outstanding ðBill Wise Receivable / Payable

Bill to Bill Outstanding

Press   + to get Outstanding Analysis report like Recovery Report. Payment “Ctrl”   “A” 

performance, Average / Monthly Outstanding. 

To generate graph press   + “Ctrl”    “G”G

A

Ctrl

Ctrl

Sales / Purchase Register and Stock Report
8

Option : Report ð Register ð Sales / Purchase Register

Different types of sales/purchase register format list will be displayed. Press   Enter   

on selected format.

Sales / Purchase Register
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Option : Report ð Stock Report

Get Product Ledger with quantity and amount, various report like Group/Category 

wise, City/Area wise, Sales/Purchase and Stock Report also available.

Stock Report

GST Report, GST Register and GST Return
9

GST Report

Option : GST ð GST Report

Here you can see complete GST Report

GST Register

Tax Liability Register

Cash Ledger

ITC Register

GST Return

There are Different types of returns which are needed to be filled on time to time 

basis. Returns like GSTR-3B, GSTR-1, GSTR-4 (for Composition), etc. can be easily 

generated via this option.

After generating desired return you can upload it to the government portal by 

following separate procedure suggested by Government.

Option : GST ð GST Return ð Select Return

Option : GST ð GST Register ð Tax Liability Register

Option : GST ð GST Register ð Cash Ledger

Option : GST ð GST Register ð ITC Register

GST Entry
10

Cash / Bank Payment Entry

Payment by Bank : Option : GST ð GST Entry ð Bank Payment
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Payment by Cash : Option : GST ð GST Entry ð Cash Payment

GST Payment entry list will be displayed. In this list press or click on Add button Insert

to enter GST Cash/Bank Payment entry.

Enter/Add details like Bank Name, Date, Payment Period, Cheque/DD Date and 

other necessary details and press or c  on OK button to save the entry.  Enter  lick

Insert

Utilization entry list will be displayed. In this list press or click on Add button to Insert

enter new GST Utilization entry.

Option : GST ð GST Entry ð Utilization Entry

Enter/Add details like Utilization Period, Utilization From, Utilization For, Amount 

and press  or click on OK button to save the entry. Enter

GST Journal entry list will be displayed. In this list press or click on Add button Insert

to enter new GST Journal entry.

Option : GST ð GST Entry ð Journal Entry

Enter/Add details like Type, Sub Type, Voucher Date, Voucher No., Credit/Debit, 

Account Name and press or click on OK button to save the entry Enter 

Option : Report ð Balance Sheet

Final reports will be displayed, such as Trial Balance, Trading account P&L A/c. & 

finally the Balance . Press    +  to get different types of report Sheet  “ctrl”   “F2”

Utilization Entry

GST Journal Entry

Insert

Insert

Balance Sheet and Analysis Report
11

Balance Sheet Report

F2Ctrl

Analysis Report 

Performance Report 

Option : Report ð Analysis Report

List Different Types of Analysis Reports are available.

In this report all types of analytical figures of the company like Gross Profit, Net profit 

& Expense with percentage will be displayed. If previous year data is available then 

the figure of 3 years can be displayed together.
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Sales/Purchase Report 

Party wise Report 

Account Analysis

In this report, Product/Category/Group wise Sale/Purchase amount/quantity with 

percentage and month wise summary report can be generated.

In this report, Party wise, City wise, Area wise, along with the percentage sales 

/purchase amount and month wise summary report can be generated.

In this report, month wise account analysis and different types of group wise analysis 

report can be generated.

Option : Utility ð Havala ð TDS

TDS payable / TDS deducted by other reports are generated according to TDS 

details given at the time of creating account.

Press    + to enter Havala. “Ctrl”   ”H”   

TDS, Havala at the End of the Year & To Create New Year
12

TDS

F2Ctrl

After TDS Havala entry, TDS challan details can be entered and TDS certificate can 

be generated.

Option : Utility ð Havala ð TDS Challan

Option : Utility ð Havala

In above option, Capital, Interest, Depreciation Havala entry can be done. 

Depreciation Chart, Interest report etc. are also available.

Capital, Depreciation and Interest Havala can be set by giving percentage and 

affected accounts.

Havala Entry at the Year End

New Financial year (next or previous) can be created.

Option : Utility ð Year End

Create a New Year

Note : With the Update Balance option, all the closing balance can be carried 

forward to the next year.
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Special Facility
13

GSTIN No. Search

Add/Edit Party Account. You can see a button near GSTIN No               . After 

entering GSTIN No. click on this button. (Make sure that your internet is connected.) 

As soon as you click on this button, you will be redirected  to a new window where you 

will be asked to enter CAPCHA Code.                        Enter the CAPCHA Code & 

click on search button to search the details of given GSTIN No.

Search

Ticker

Data Freeze

Here you can see Ticker Required: No change it to Yes and you will see that Ticker 

Setup is visible. In Ticker Setup you can do various setups as per your requirement.

Option : Setup ð Company setup ð Advance Modules

A ticker is a collection of information scrolling Right to Left at the bottom of Miracle 

Screen (Just as you see Stock Market Screen that continuously scrolling with 

updated value of stock.)

Data Freeze enables to freeze your data so that no one can make changes in the 

data once it is frozen.

Option : Utility ðData Freeze ðData Freeze/Unfreeze, GST Data Freeze/Unfreeze

Data Freeze: Here you can freeze All Vouchers/Selected Vouchers or you can 

simply freeze only Product Master/Account Master as per your requirement.

GST Data Freeze: Here you can freeze GST Data so that no changes can be 
made after GST return is filled. You can also set the password.

Data Unfreeze / GST Data Unfreeze: To unfreeze frozen Data / GST Data.

In bank reconciliation, if you enter a concile data then CC account's interest report 

will be available.

In Bank Account or Bank Book, If is pressed then asterisk sign (*) occurs that   ”F6” 

means that entry will be reconciled. Bank reconciled balance is displayed at the 

bottom of screen.

Bank Reconcile

F6
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Audit

Personal Diary

Graph

Security

Option : Setup ð Company setup ð General Setup

Audited entry can be locked or protected by password with the option;

To Audit an entry from any report, just move the cursor to that entry and press “TAB”   

þ sign will be appear before the entry and that means entry has been audited.

From this option we can get address book, phone book, label printing, reminder, mail 

merge, calendar and diary.

In Account Ledger, Outstanding and Sale/Purchase Register, We can generate 

different types of Graph by pressing  +  “Ctrl”   “G”  .

Here you can define the user level. For more details /help use . “F1”

Companywise password Option : Master ð Change Company”F4”

Software security & Userwise security Option : Setup ð Security ð Setup 

Three types of securities are available in Miracle Accounting Software.

1  Software password

2  Company wise password

3  User wise / company wise Multi level security

Tab

F2

F4

F1

Ctrl

Reminder

You can also set Level of Reminder (i.e. Software Level or Company Level.)

Option : Utility ðPersonal Diary ðReminder

To set reminders enter details of the reminder like Reminder Date, Frequency ( Daily 

/Weekly/ Monthly / Yearly / Once ), Before Days, Category ( Appointment / Business / 

Inquiry / Birthday / Anniversary / Other )

Company Level : If you will set Company Level Reminder you will see reminder 

popup at the time of opening particular company.

Software Level : If you will set Software Level Reminder you will see reminder 

popup at the time of opening Miracle Software.
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Hot Keys
14
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Finish ~Q>Z na p³bH$ H$aZo go Cnamoº$ OmZH$mar H$s EH$ ZB© H§$nZr IwboJr m

{‘aoH$b gmoâQ>doa ewé hmoZo no H§$nZr H$m {bñQ> AmEJm m A~  go ¶m {’$a Add ~Q>Z no    F3 

p³bH$ H$aZo go ZB© H§$nZr IwboJr m
¶hm§ H§$nZr H$s g§nyU© OmZH$mar O¡go {H$ H§$nZr H$m Z§~a,amÁ¶, Ed§ Zm‘ H$r OmZH$mar ^ao m 
H§$nZr Ho$ nVo H$s g§nyU© OmZH$mar "ES´>og S>rQ>oëg' ñH«$sZ Am¡a H§$nZr H$s AÝ¶ OmZH$mar O¡go {H$ 
GSTIN,  PAN Z§~a Am{X "ñQ>oÀ¶wQ>ar S>rQ>oëg' ‘| ̂ ao m

{‘aoH$b AH$mCpÝQ>¨J gmoâQ>doa ewé H$aZo Ho$ {bE S>oñH$Q>mon Desktop (Windows Main 

Screen) no {‘aoH$b AmBH$Z        no S>~b p³bH$ H$ao m

ZE ImVo Am¡a ZE AmBQ>‘ ImobZo Ho$ {bE

¶hm± ImVo Ho$ Zm‘, J«¥n Am¡a AÝ¶ Amdí¶H$ OmZH$mar XoH$a goo ¶m {’$a OK ~Q>Z na  Enter 
p³bH$ H$aVo hr Z¶m ImVm Iwb OmEJm m
A{KH$ OmZH$mar   ghm¶Vm pñdM Ho$ ‘mÜ¶‘ go CnbãY hmoJr m  F1 

O~ ^r gÝS>—r H«o${S>Q>g© (boZXmamo)/S>oãQ>g© (XoZXma) {gbo³Q> H$aVo h¡, V~ GST A§VJ©V 
{ZåZ{b{IV ‘| go EH$ a{OñQ´>oeZ àH$ma H$mo {gbo³Q> H$aZm ahoJm m Regular / Consumer / 

Unregisterd / Composition (ao½¶wba / H§$ñ¶y‘a / AZa{OñQ>S>© / H$moånmo{OeZ)

AmoßeZ : ‘mñQ>a ð AH$mCÝQ 
¶hm± no ImVm| H$m {bñQ> AmEJm, A~  goo ¶m {’$a Add ~Q>Z na p³bH$ H$aZo go EH$ Z¶m  Insert

ImVm ImobZo Ho$ {bE ñH«$sZ AmEJr m

Option : Master ð Account

Z¶m ImVm (Account)

1

2

3

Zm|K :

AmoßeZ : [anmoQ>© ð ~ob|g erQ ð Q´>m¶b ~ob|g ð àma§{^H$ eof

2 gabVm go ImVo H$s AmonZtJ ~ob|g XoZo Ho$ {bE :
Option : Report ð Balance Sheet ð Trial Balance ð Op. Balance

¶hm± no    go ng§X hþE ImVo H$s AmonZtJ ~oboÝg Xo gH$Vo h¡ mEnter

1 dmCMa EÝQ´>r Ho$ Xm¡amZ ImVo Ho$ {bñQ> ‘|  go ¶m {’$a Add ~Q>Z no p³bH$ H$aZo go    F3 

^r Z¶m ImVm Iwb OmEJm m

Insert

F1

F3

F3

{‘aoH$b ewé H$aZo Ho$ {bE

ZB© H§$nZr ImobZo Ho$ {bE

15



GST ñbo~ Am¡a GST H$mo‘mo{S>Q>r HSN H$moS> Ho$ gmW OmoS>Zr hmoJr Omo ZB© AmBQ>‘ ImobVo 

g‘¶ {gbo³Q> H$aZr Amdí¶H$ h¡ m

Option : GST ð GST Master ð GST Slab

AmoßeZ : GSTð GST ‘mñQ>að GST ñbo~

GST ñbo~ H$m Zm‘, GST Q>mBn Am¡a Q>o³g % ̂ a Ho$$ goo ¶m {’$a OK ~Q>Z no p³bH$  Enter 

H$aVo hr GST ñbo~ Iwb OmE§Jo m

GST ñbo~ H$m {bñQ> IwboJm m A~ ¶m {’$a Add ~Q>Z na p³bH$ H$aHo Z¶m GST ñbo~  Insert 

ImobZo H$s pñH«$Z AmEJr m

Zm|Y :

H$mo‘mo{S>Q>r ‘| EÝQ´>r Xm¡amZ  go ¶m {’$a Add ~Q>Z no p³bH$ H$aHo$ Z¶m GST ñbo~ ~Zm   F3 

gH$Vo h¡ m

GST ñbo~/H$mo‘mo{S>Q>r HSN H$moS> Ho$ gmW

GST ñbo~

Insert

F3

¶hm°§ no AmBQ>‘ H$m {bñQ> AmEJm m A~ go ¶m {’$a Add ~Q>Z no p³bH$ H$aZo go ZB© AmBQ>‘ Insert

ImobZo Ho$ {bE pñH«$Z AmEJr m ¶hm± no AmBQ>‘ H$m Zm‘, J«wn Ed§ GST H$mo‘mo{S>Q>r BË¶m[X AÝ¶ 

Amdí¶H$ {ddaU Xo H$a  go ¶m {’$a OK ~Q>Z no p³bH$ H$aZo go ZB© AmBQ>‘ Iwb OmEJr m Enter 

A[YH$ OmZH$mar ghm¶Vm pñdM Ho$ ‘mÜ¶‘ go CnbãY hmoJr m  F1  

Option : Master ð Product

AmoßeZ : ‘mñQ>a ð AmBQ>‘ (àmoS>³Q>)

Option : Master ð Other Info ð Opening Stock

AmoßeZ : ‘mñQ>a ð Xÿgar OmZH$mar ð Ama§{^H$ ñQ>moH$

¶hm± no  go ng§X hþB© AmBQ>‘ H$m AmonZtJ ñQ>moH$ Xo gH$Vo h¡ mEnter

2 gabVm go AmBQ>‘ H$m AmonZtJ ñQ>moH$ XoZo Ho$ {bE :

1 dmCMa EÝQ´>r Ho$ Xm¡amZ AmBQ>‘ Ho$ {bñQ>‘|  go ¶m {’$a Add ~Q>Z no p³bH$ H$aZo go    F   

Zm|Y :

  ̂ r ZB© AmBQ>‘ Iwb OmEJr m

F3

F1

ZB© AmBQ>‘ (Product)

Insert

16



GST ñbo~ H$m {bñQ> IwboJm m A~ go ¶m {’$a Add ~Q>Z na p³bH$ H$aHo  Z¶m GST  Insert 

H$mo‘mo{S>Q>r ImobZo H$s pñH«$Z AmEJr m

H$mo‘mo{S>Q>r H$s ‘m{hVr ({S>ñH«$sßeZ), CgH$m Q>mBn, HSN H$moS>, GST ñbo~ Omo nhbo go ̂ a 
{X¶m h¡ dmo ng§X H$amo Am¡a bmJw VmarI (EßbmBS> VmarI) ̂ a Ho$ go ¶m {’$a OK ~Q>Z na  Enter 

p³bH$ H$aZo go ZB© GST H$mo‘mo{S>Q>r ~Z OmEJr m

AmoßeZ : GST ð GST ‘mñQ>a ð GST H$mo‘mo{S>Q>r
Option : GST ð GST Master ð GST Commodity

 amoH$S>/~¢H$ EÝQ´>r (Cash/Bank Entry)

AmoßeZ : Q´>mÝOo³eZ ð amoH$S> / ~|H$ EÝQ´>r

¶hm± no dmCMa Ho$ àH$ma H$m {bñQ> AmEJm m ¶hm± no C[MV dmCMa Ho$ àH$ma na XoZo go  Enter 

dmCMa H$m {bñQ> AmEJm m ¶o dmCMa {bñQ>‘|  go ¶m {’$a Add ~Q>Z na p³bH$ H$aZo go ̂ r  Insert

dmCMa EÝQ´>r H$r pñH«$Z AmEJr m

amoH$S> ImVm ng§X H$aHo$ Amdí¶H$ ‘m{hVr XoZo go amoH$S> àm{á Ed§ ^wJVmZ (Receipt & 

Payment) H$s EÝQ´>r hmoJr m 

C[MV ~|H$ ImVm ng§X H$aHo$ Amdí¶H$ ‘m{hVr XoZo go MoH$ ~wH$ Ed§ {ñbn~w²H$ (Payment 

& Receipt) H$s EÝQ´>r hm|Jr m

Option : Transaction ð Cash / Bank Entry

¶hm± no amoH$S> ¶m ~|H$ H$m ImVm Ed§ àmßV ¶m ^w²JVmZ (Payment or Receipt) ng§X H$aHo$ 

VmarI, dmCMa ¶m MoH$ Z§~a, ImVo H$m Zm‘, aH$‘ Ed§ AÝ¶ OmZH$mar ̂ ao m

Option : Transaction ð Quick Entry ð Cash / Bank

dmCMa {bñQ>‘| EÝQ´>r H$mo gwYmaZo (Edit) Ed§ Xÿa (Delete) H$aZo Ho  {bE Cg EÝQ´>r no    Enter 

XoZo go gwYma (Edit) Am¡a +  go Xÿa (Delete) H$a gH$Vo h¡ m  Ctrl   Y   

AmoßeZ : Q´>mÝOo³eZ ð {³dH$ EÝQ´>r ð amoH$S> / ~|H$ EÝQ´>r

amoH$S> / ~¢H$ {³dH$ EÝQ´>r (Quick) EÝQ´>r

4

Insert

Y

AmBQ>‘ EÝQ´>r Xm¡amZ  go ¶m {’$a Add ~Q>Z na p³bH$ H$aHo$ Cg‘| ZB© H$mo‘mo{S>Q>r ~Zm  F3

gH$Vo h¡ m

Zm|Y :
F3

GST H$mo‘mo{S>Q>r HSN H$moS> Ho$ gmW

Insert

Ctrl
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¶h EÝQ´>r‘| amoH$S> / CYma, J«mhH$ H$m Zm‘, [~b H$m àH$ma, ~rb H$s VmarI, [~b Z§~a (Cash 

/ Debit / Party Name, Invoice Type, Invoice Date, Invoice No.) AmBQ>‘, IM© 
Am¡a GST H$m {ddaU XoZo Ho$ ~mX  X~mZo go ¶m {’$a OK ~Q>Z no p³bH$ H$aZo go {~H«$s Enter

[~b H$s EÝQ´>r hmoJr m

¶h EÝQ´>r‘| {~b H$s VmarI, {~b Z§~a, J«mhH$ Ed§ {~H«$s ImVo H$s S>o{~Q> / H«o${S>Q> aH$‘ H$r 
OmZH$mar XoZo Ho$ ~mX  go ¶m {’$a OK ~Q>Z p³bH$ H$aZo go {~H«$s [~b H$s EÝQ´>r hmoJr m  Enter

[~b‘| bmJw hmoZo dmbo IM} Ed§ GST H$m goQ>An goëg goQ>An (Setup Sales  ð  ð 

Setup) go hmoJm m A{YH$ OmZH$mar     hoën pñdM go {‘boJr mF1

Zm|Y :

ñQ>m°H$ Ho$ gmW {~H«$s EÝQ´>r

{~Zm ñQ>m°H$ Ho$ gmW {~H«$s EÝQ´>r

F1

I[aX / {~H«$s EÝQ´>r Am¡a GST IM© (Expense) EÝQ´>r

AmoßeZ : Q´>mÝOo³eZ ð {~H«$s EÝQ´>r ð goëg BÝdm°Bg
¶hm°§ no {~H«$s [~b H$m {bñQ> AmEJm m ¶o brñQ>‘| go ¶m {’$a Add ~Q>Z na p³bH$ H$aZo go Insert 

{~H«$s H$s EÝQ´>r (ñQ>m°H$ Ho$ gmW / {~Zm ñQ>m°H$ Ho$ gmW) hmoJr m

Option : Transaction ð Sales Entry ð Sales Invoice

Option : Transaction ð Purchase Entry ð Purchase Invoice

AmoßeZ : Q´>mÝOo³eZ ð IarX EÝQ´>r ð IarX BÝdm°Bg

5

{~H«$s EÝQ´>r (Sales Entry)

IarX EÝQ´>r (Purchase Entry)

Insert

1 go ^wJVmZ H$mo agrX ¶m agrX H$mo ^wJVmZ Ho$ {bE ~Xb gH$Vo h¡ mF3  

4 go VmarI H$r aoÝO Xo gH$Vo hmo m F4   

Zm|Y :

3 go dmCMa Amo{S>Q> hmoJm m Tab   

2  go amoH$S> ¶m ~|H$ H$m ImVm ~XboJm mF4  

F3

F4

F2

Tab

IarX [~b H$s XmoZmo Vah H$s EÝQ´>r (ñQ>m°H$ Ho$ gmW /ñQ>m°H$ Ho$ {~Zm), Cna {XE JE {~H«$s [~b 
EÝQ´>r H$s Vah hr hmoJr m
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Option : GST ð GST Expense

AmoßeZ : GST ð GST IM© (Expense)
¶hm± no GST IM© H$m brñQ> AmEJm m Bg brñQ>‘|  go ¶m {’$a Add ~Q>Z no p³bH$ H$aZo go  Insert

GST IM© H$s EÝQ´>r hmoJr m Bg EÝQ´>r‘| nmQ>u Zm‘, Q>mBn, dmCMa VmarI Am¡a Z§~a, S>mo³¶w‘|Q>  
Z§~a Am¡a VmarI, IM© H$m AH$mCÝQ> ng§X H$ao Ed§ IM© H$s H$mo‘mo{S>Q>r, Eo³gogr~b A‘mCÝQ> H$s 
OmZH$mar ̂ a Ho$ X~mZo go ¶m {’$a OK ~Q>Z na p³bH$ H$aZo go GST IM© H$s EÝQ´>r hmoJr m Enter

GST IM© (Expense) EÝQ´>r

Insert

AmoßeZ : [anmoQ>© ð AH$mCÝQ> ~w³g ð ImVm~hr
Option : Report ð Account Books ð Ledger

¶hm°§ no g^r ImVm| H$m {bñQ> AmEJm m Omo ^r ImVm XoIZm hmo dhm± no  XoZo go ImVo H$m Enter

Oéar {ddaU AmEJm m ¶hm± no    go AbJ-AbJ àH$ma Ho$ Vertical / Horizontal  Ctrl    P+

Xoer Am¡a {ÛZm|{K nÓ{V Ho$ [anmoQ>© {‘b|Jo m

Option : Report ð Account Books ð Cash Book

¶hm°§ no amoH$S>~hr {‘boJr m  +    go AbJ-AbJ àH$ma Ho$ [anmoQ>© {‘b|Jo m""Ctrl P''

AmoßeZ : [anmoQ>© ð AH$mCÝQ> ~w³g ð amoH$S>~hr 

AmoßeZ : [anmoQ>© ð AH$mCÝQ> ~w³g ð X¡{ZH$ ~hr
¶hm°§ no X¡{ZH$ ~hr {‘boJr m   go X¡{ZH$ ~hr H$o AbJ-AbJ àH$ma Ho$ dmCMa H$m {bñQ>  F4

{‘boJm m ¶hm± no  go C[MV dmCMa àH$ma {bñQ>‘| go ng§X hmoJm mEnter

Option : Report ð Account Books ð Day Book

ImVm~hr (Ledger)

amoH$S>~hr (Cash Book)

X¡{ZH$ ~hr (Day Book) 

P

F4

ImVm~hr (Ledger), amoH$S>~hr (Cash Book), Ed§ X¡{ZH$ ~hr (Day Book)
6

Ctrl

PCtrl

3    go ng§X {H$¶m hþAm dmCMa Xÿa hmoJm mCtrl  Y     +

5 go AbJ-AbJ àH$ma Ho$ [anmoQ>© H$m {àÝQ> {‘boJm m Ctrl  P        +

1 EÝQ´>r gwYma gH$Vo h¡ mEnter  

Zm|Y : Cna {XE JE [anmoQ>© ‘o,

2 go Z¶m dmCMa ~ZoJm mInsert

4  go [anmoQ>© H$m goQ>-An hmoJm m Ctrl  F3     +

Insert

Y

F3

P

Ctrl

Ctrl

Ctrl
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goQ>An ð H§$nZr goQ>An ð ES>dm§g goQ>An (Setup ð Company Setup ð Advance 

Setup) ‘| Bill to Bill Outstanding  go  Yes (hm§°) H$aZo go {‘boJm m Enter 
Option : Report ð Outstanding ðBill wise Receivable / Payable

AmoßeZ : [anmoQ>© ð ~H$m¶m am{e  ð [~b AmYm[aV àmß¶ / ̂ wJVmZ

~rb Qy> ~rb ~H$m¶m am{e$ (Bill to Bill Outstanding)

~H$m¶m am{e H$m [anmoQ>© (Receivable / Payable Report)

IarX / {~H«$s ñQ>m°H$ [anmoQ>©

Option : Report ð Outstanding ð Receivable / Payable

AmoßeZ : [anmoQ>© ð ~H$m¶m am{e ð [~b AmYm[aV àmß¶ / ^wJVmZ
¶hm°§ no ~H$m¶m am{e H$m {bñQ> AmEJm m   go {’$’$mo, {Z¶V Ad{K AZwgma ~H$m¶m ""Ctrl  F2''+

am{e Ho$ eha, E[a¶m, J«wn AZwgma [anmoQ>© {‘boJm m ~H$m¶m am{e H$m [anmoQ>© {àÝQ> H$aZo Ho$ {bE 
""Ctrl  P'' +    go ¶m {’$a Print ~Q>Z na p³bH$ H$aZo go {‘boJm m ¶hm± go ~H$m¶m am{e H$m nÌ 
^r {àÝQ> hmoJm m

""Ctrl   A''+   go ~H$m¶m am{e Ho$ AbJ AbJ àH$ma Ho$ EZm{b{gg [anmoQ>© {‘b|Jo O¡go {H$ nmQ>u 
H$s EdaoO ~mH$s, [aH$dar [anmoQ>© Ed§ no‘oÝQ> n’$mo‘©Ýg [anmoQ>© m

""Ctrl   G''+   go J«m’$ {‘boJm m

7

8

AmoßeZ : [anmoQ> ð a{OñQ>a ð {~H«$s / IarX a{OñQ>a

¶hm± no IarX/{~H«$s Ho$ AbJ- AbJ àH$ma Ho$ a{OñQ>a ’$mo‘}Q> H$m {bñQ> AmEJm m go "Enter'' 
¶mo½¶ ’$mo‘}Q> ng§X H$ao m

Option : Report ð Register ð Sale / Purchase Register

Option : Report ð Stock Report

¶hm± no AmBQ>‘ H$s ImVm~hr (Product Ledger) ‘mÌm Ed§ H$s‘V AZwgma {‘b gH$Vr h¡ m 
AbJ-AbJ àH$ma Ho$ [anmoQ>© O¡go H$s J«wn / Ho$Q>oJar eha, E[a¶m AZwgma IarX / {~H«$s Ed§ 
ñQ>m°H$ Ho$ [anmoQ>© {‘b|Jo m

AmoßeZ : [anmoQ>© ð ñQ>m°H$ [anmoQ>©

IarX / {~H«$s a{OñQ>a (Sales / Purchase Register)

ñQ>m°H$ [anmoQ>©$ (Stock Report)

F2

P

G

A

Ctrl

Ctrl

Ctrl

Ctrl
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GST a{OñQ>a

H$a {Oå‘oXmar a{OñQ>a (Tax Liability Register)

amoH$S> ImVm~hr (Cash Ledger)

ITC (BZnwQ> Q>o³g Ho«${S>Q>) a{OñQ>a (ITC Register)

GST [anmoQ>©, GST a{OñQ>a Am¡a GST [aQ>Z© 

GST EÝQ´>r

9

10

GST [anmoQ>©

amoH$S>/~|H$ ^wJVmZ EÝQ´>r (Cash / Bank Payment Entry)

GST [aQ>Z©

AmoßeZ : GST ð GST [anmoQ>©
¶hm± no GST [anmoQ>© XoI|Jo m

Option : GST ð GST Report

AmoßeZ : GST ð GST EÝQ´>r ð ~|H$ Ûmam ^wJVmZ

GST amoH$S> ImVm~hr (Ho$e boOa) AH$mCÝQ>‘| GST H$s ^anmB© GST amoH$S> / ~|H$ no‘oÝQ> 
EÝQ´>r‘| H$aZr ahoJr m B[ÀN>V ~|H Ûmam ̂ wJVmZ H$aZo Ho$ {bE :

Option : GST ð GST Entry ð Bank Payment

AbJ AbJ àH$ma Ho$ H$B© [aQ>Ýg© H$mo g‘¶-g‘¶ na ̂ aZm ahoJm m [aQ>Ýg© O¡go H$s GSTR-

3B, GSTR-1,GSTR-4 (H$moånmo{geZ Ho$ {bE) BË¶m{X {XE JE h¡, ¶o {dH$ën go AmgmZr go 
[aQ>Ýg© àmßV H$a gH$Vo h¡ m

AmoßeZ : GST ð GST [aQ>Z© ð ""[aQ>Z© ng§X H$ao''

Amdí¶H$VmZwgma [aQ>Ýg© àmßV H$aZo Ho$ ~mX, gaH$ma Ûmam àñVm{dV EH$ AbJ à{H$¶m H$m 
nmbZ H$aZm hmoJm Am¡a ~mX ‘| GSTN nmoQ>©b (gaH$mar nmoQ>©b) na AnbmoS> H$aZm hmoJm m

Option : GST ð GST Return ð “Select Return”

Option : GST ð GST Register ð Tax Liability Register

AmoßeZ : GST ð GST a{OñQ>a ð H$a {Oå‘oXmar a{OñQ>a

Option : GST ð GST Register ð Cash Ledger

AmoßeZ : GST ð GST a{OñQ>a ð amoH$S> ImVm~hr

Option : GST ð GST Register ð ITC Register

AmoßeZ : GST ð GST  a{OñQ>a ð  ITC a{OñQ>a
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Option : GST ð GST Entry ð Cash Payment

AmoßeZ : GST ð GST  EÝQ´>r  ð amoH$S> ̂ wJVmZ

^anmB© EÝQ´>r H$m {bñQ> AmEJm m ¶o {bñQ> ‘|  go ¶m {’$a Add ~Q>Z na p³bH$ H$aZo go Insert

GST GST amoH$S>/~|H$ ^anmB© H$s EÝQ´>r hmoJr m  amoH$S>/~|H$ ^anmB© H$s EÝQ´>r H$aZo Ho$ {bE 
Amdí¶H$ ‘m{hVr ^ao O¡go H$s ~|H$ H$m Zm‘, VmarI, ^anmB© H$s Ad{Y, MoH$/DD VmarI 
BË¶m{X OmZH$mar ̂ aZo Ho$ ~mX ¶m {’$a OK ~Q>Z no p³bH$ H$aHo$ EÝQ´>r god hmoJr m"Enter''

amoH$S> Ûmam ̂ wJVmZ H$aZo Ho$ {bE :

¶w{Q>bmBOoeZ EÝQ´>r H$m {bñQ> AmEJm m ¶o {bñQ> ‘|  go ¶m {’$a Add ~Q>Z na p³bH$ H$aZo Insert

go ¶yQ>rbmBOoeZ EÝQ´>r hmoJr m

Option : GST ð GST Entry ð Utilization Entry

AmoßeZ : GST ð GST EÝQ´>r ð ¶wQ>rbmBOoeZ EÝQ´>r

GST ¶yQ>rbmBOoeZ EÝQ´>r H$aZo Ho$ {bE Amdí¶H$ ‘m{hVr ̂ ao O¡go H$s ¶yQ>rbmBOoeZ H$m Ad{K 
({nar¶S>), ¶yQ>rbmBOoeZ go, ¶yQ>rbmBOoeZ Ho$ {bE, A‘mCÝQ> ̂ aZo Ho$ ~mX go ¶m {’$a "Enter'' 
OK ~Q>Z no p³bH$ H$ao m

AmoßeZ : GST ð GST EÝQ´>r ð OZ©b EÝQ´>r
Option : GST ð GST Entry ð Journal Entry

GST OZ©b H$m {bñQ AmEJm m Bg {bñQ>‘o§ go ¶m {’$a Add ~Q>Z no p³bH$ H$aZo go  Insert 
GST  GST OZ©b H$s EÝQ´>r hmoJr m  OZ©b H$s EÝQ´>r H$aZo Ho$ {bE Oéar ‘m{hVr ^ao O¡go H$s 
Q>mBn, g~ Q>mBn, dmCMa VmarI dmCM Z§~a, Ho«${S>Q>/S>o{~Q>, AH$mCÝQ> Zm‘ ̂ aZo Ho$ ~mX Enter 

¶m {’$a OK ~Q>Z na p³bH$ H$aZo go EÝQ´>r god hmoJr m

Option : Report ð Balance Sheet

¶hm± go ~ob|g erQ> Ho$ g^r àH$ma Ho$ [anmoQ>© {‘b|Jo O¡go H$s Ama§{^H$ eof, Z’$m-ZwH$emZ ImVm 
Am¡a ~ob|g erQ> (Trial Balance, Trading A/c., P&L A/c. & Balance Sheet ) m ¶hm± 
no +  go ~ob|g erQ> Ho$ AbJ-AbJ àH$ma Ho$ Horizontal (hmo[aPmoÝQ>b) Ed§  "’Ctrl  F2''

Vertical (d{Q>©H$b) [anmoQ>© {‘b gH$Vo h¡ m

AmoßeZ : [anmoQ>© ð ~ob|g erQ

¶wQ>rbmBOoeZ EÝQ´>r (Utilization Entry)

GST OZ©b EÝQ´>r (Journal Entry)

Insert

Insert

Insert

~ob|g erQ> Am¡a EZm{bgrg [anmoQ>© (Balance Sheet and Analysis Report)
11

~ob|g erQ> [anmoQ>© (Balance Sheet Report)

F2Ctrl
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EZm{bgrg [anmoQ>© (Analysis Report) 

na’$mo‘©Ýg [anmoQ>© (Performance Report) 

IarX / {~H«$s [anmoQ>© (Sales/Purchase Report) 

nmQ>u AZwgma [anmoQ>© (Party wise Report) 

ImVmo§ H$m {díbofU  (Account Analysis)

AmoßeZ : [anmoQ>© ð EZm{bgrg [anmoQ>©
Option : Report ð Analysis Report

¶hm± no AbJ-AbJ àH$ma Ho$ EZm{bgrg [anmoQ>© {‘b|Jo m

¶h [anmoQ>© ‘| H§$nZr Ho$ g^r àH$ma H$s am{e O¡go H$s g’$b bm^, ewÓ bm^ Ed§ IM© (Gross 

Profit, Net Profit & Expense) à{V eV Ho$ gmW {‘b|Jo m ¶{X {nN>bo gmb Ho$ S>oQ>m h¡ Vmo 
VrZ gmb Ho$ Am§H$S>o EH$ gmW ̂ r XoI gH$Vo hmo m

¶h [anmoQ>© ‘| nmQ>u / Ho$Q>oJar / J«wn AZwgma (Item / Category / GroupWise) à{V eV Ho$ 

gmW IarX / {~H«$s Ho$ Am§H$S>o Ed§ ‘hrZm AZwgma g‘ar [anmoQ>© {‘boJm m

¶h [anmoQ> ‘| nmQ>u / eha / E[a¶m AZwgma à{V eV Ho$ gmW IarX / {~H«$s Ho$ Am§H$S>o Ed§ 
‘hrZm AZwgma g‘ar [anmoQ>© {‘boJm m

¶h [anmoQ>© ‘| ‘hrZm AZwgma ImVm Ed§ J«wn Ho$ AbJ-AbJ EZm{bgrg [anmoQ>© {‘b|Jo m

Option : Utility ð Havala ð TDS

AmoßeZ : ¶wQ>r{bQ>r ð hdmbm  ð TDS

 +  go TDS hdmbm H$s EÝQ—r hmoJr m Ctrl    H  

AmoßeZ : ¶wQ>r{bQ>r ð hdmbm ð TDS MmbmZ
Option : Utility ð Havala ð TDS Challan

¶hm± no ImVo ImobVo g‘¶ {XE JE TDS OmZH$mar Ho$ AmYma no MwH$mZo ¶mo½¶ TDS/AÝ¶ Ûmam 
H$Q>m hþAm TDS (TDS Payable/TDS Deducted by other) Ho$ [anmoQ>© {‘b|Jo m

TDS hdmbm EÝQ´>r Ho$ ~mX Cnamoº {dH$ën go TDS MmbmZ H$r OmZH$mar Xo gH$Vo h¡ Am¡a TDS 

Certificate (g{Q>©{’$Ho$Q>) ~Zm gH$Vo h¡ m

TDS, df© Ho$ A§V‘| hdmbm Ed§ Z¶m gmb ewé H$aZo Ho$ {bE 
12

TDS

F2Ctrl
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Option : Utility ð Havala

AmoßeZ : ¶wQ>r{bQ>r ð hdmbm
¶hm°§ no ny§Or, {d‘yë¶Z Ed§ ã¶mO (Capital, Depreciation, Interest) Ho$ hdmbm| H$m goQ>An 
hmoJm Ohm± no ImVm Ed§ à{VeV H$s ‘m{hVr ̂ aZr ahoJr m
Cnamoº$ ‘oZy ‘| ny§Or, {d‘yë¶Z Ed§ ã¶mO (Capital Interest, Depreciation Interest) Ho$ 
{dH$ën go hdmbm EÝQ´>r hmoJr Am¡a {d‘yë¶Z MmQ>© (Depreciation Chart) Ed§ ã¶mO H$m [anmoQ>© 
{àÝQ> H$a gH$Vo h¡ m

Option : Utility ð Year End

AmoßeZ : ¶wQ>r{bQ>r ð dfm©ÝV

¶hm± Z¶m {dËVr¶ gmb New Fin. Year {dH$ën go AJbm ¶m {nN>bm Z¶m gmb Imob gH$moJo m

df© Ho$ A§V‘| hdmbm EÝQ´>r Ho$ {bE 

Z¶m {dËVr¶ gmb Ho$ {bE¡$

{deof gw{dYm (Special Facility)
13

Zm|Y :  AnS>oQ> ~oboÝg Update balance {dH$ën go ¶h gmb H$s g‘mnZ eof ZE gmb ‘| 

bo gH$Vo h¡ m

GSTIN Z§~a gM©

Z¶m nmQ>u ImVm OmoS>Ho$ ¶m {’$a CgH$mo E{S>Q> H$aHo$ GSTIN No. Ho$ ~mo³g Ho$ nmg ‘| ¶h [M• 
              {XIoJm Cg no p³bH$ H$ao m ( BÝQ>aZoQ> H$Zo³eZ hmoZm Amdí¶H$ h¡ ) GSTIN 
Z§~a ̂ a Ho$ Cg ~Q>Z na p³bH$ H$aVo hr EH$ ZB pñH«$Z IwboJr Cg‘| Ho$ßMm (Captcha) H$moS> 
^aZm nSoJm                 CgHo$ ~mX gM© ~Q>Z na p³bH$ H$aVo GSTIN No. H$s ‘m{hVr 
gM© hmoJr m

Search

{Q>³H$a (Ticker)

Option : Setup ð Company Setup ð Advance Modules

{Q>³H$a H$s OmZH$mar {‘aoH$b ñH«$sZ Ho$ ZrMo XmE§ go ~mE§ ñH«$mob hmoVr hþB© AmEJr ({Og Vah 
eo¶a ~mOma H$s ñH«$sZ {XIVr h¡, dh bJmVma AnS>oQ> Ho$ gmW XmE§ go ~mE§ ghr ñH«$mob H$aVr 
ahVr h¡ m)

AmoßeZ : goQ>An ð H§$nZr goQ>An ð ES>dmÝg ‘moS>çwëg
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ng©Zb S>m¶ar> (Personal Diary)

¶h {dH$ën go ES´>og ~²wH$, ’$moZ ~wH$, bo~b {àÝQ>tJ, ar‘mB§S>a, nÌ ì¶dhma (Mail Merge), 

H¡$b|S>a Am¡a S>m¶ar àXmZ H$aoJm m

¶hm± no Ticker Required : No XoImoJo m Cg na p³bH$ H$aHo$ Yes (hm°§) {gbo³Q> H$aZm ahoJm 
Am¡a ~mX ‘| {Q>³H$a goQ>An ^r Am OmEJm m Amdí¶H$Vm Ho$ AZwgma {Q>³H$a Ho$ {bE AÝ¶ 
Amdí¶H$ goQ>An ̂ r H$a gH$Vo h¡ m

 S>oQ>m {’«$O/AZ {’«$O (Data Freeze / Unfreeze)

AmoßeZ : ¶wQ>r{bQ>r ð S>oQ>m {’«$O ð S>oQ>m {’«$O/AZ {’«$O, GST  S>oQ>m {’«$O/AZ {’«$O

S>oQ>m {’«$O go S>oQ>m H$mo pñWV ({’«$O) H$a gH$Vo hmo Vm{H$ H$moB© ̂ r pñWV {H$¶o S>oQ>m ‘| ~Xbmd Z 
H$a gH$oo m
Option : Utility ðData Freeze ðData Freeze/Unfreeze, GST Data Freeze/Unfreeze

Data Freeze: ¶hm± no g^r dmCMa/MwZo JE dmCMa {’«$O H$a gH|$Jo ¶m {’$a Amdí¶H$Vm Ho$ 
AZwgma Ho$db àmoS>³Q> ‘mñQ>a/AH$mCÝQ> ‘mñQ>a H$mo hr {’«$O H$a gH$Voo h¡ m
GST Data Freeze: GST GST  ¶hm± no Amn S>oQ>m H$mo {’«$O H$a gH$Vo h¡ Vm{H$ [aQ>Z© ̂ aZo Ho$ 
~mX H$moB© ~Xbmd Z H$a gHo$ m Amn nmgdS>© ̂ r goQ> H$a gH$Voo h¡ m
Data Unfreeze/GST Data Unfreeze: {’«$O {H$¶o S>oQ>m H$mo AZ[’«$O H$aZo Ho$ {bE m

~|H$ [aH$ÝgrboeZ‘| ¶{X H$ÝgmB©b CC ImVm| Ho$ ã¶mO H$m [anmoQ>© {‘boJm m

~|H$ Ho$ ImVo ‘| ¶m ~|H$ ~wH$ H$s EÝQ´>r no   go dh EÝQ´>r no (*) H$s {ZemZr AmEJr ‘Vb~ H$s F8

dmo EÝQ´>r [aH$ÝgmB©b hmo JB© h¡ m ~|H$ H$s [aH$ÝgmB©b ~oboÝg ZrMo H$s Va’$ {XIoJr m

~|H$ [aH$ÝgrboeZ (Bank Reconsile)

F6

Amo{S>Q> (Audit)

Am°{S>Q> {H$ JB© EÝQ´>r bmoH$ (Lock) ¶m nmgdS>© go gwa[jV aIZo Ho$ {bE :

{H$gr ̂ r [anmoQ>© ‘| {H$gr ̂ r EÝQ´>r H$mo Am°{S>Q> H$aZo Ho$ {bE ({gbo³Q> H$aZo Ho$ {bE) dmo EÝQ´>r no 

OmH$a go EÝQ´>r no [M• þ Am OmEJm Am¡a dmo EÝQ´>r Am°{S>Q> hmo OmEJr m"TAB'' 

Option : Setup ð Company Setup ð General Setup

AmoßeZ : goQ>An ð H§$nZr goQ>An ð OZab goQ>An

Tab

25



F1Shift

F1F12Shift

F11Shift

RCtrl

YCtrl

Tab

Shift Tab

Ctrl

F1

F9

Tab

Hot Keys
14

{‘aoH$b gmoâQ>doa ‘| {H$gr ^r ‘moS²>¶yb na H$m‘ H$a aho h¢ Am¡a 
Ho$ë³¶wboQ>a H$s OéaV nS>o Vmo F9 X~mZo go àmßV hmoJm m.

‘{ëQ>nb EÝQ´>r ¶mZr IarX/{~H«$s ‘| AmBQ>‘ EÝQ´>r VWm OZ©b 
EÝQ´>r‘| ImVo H$s EÝQ´>r H$aZo H$o ~mX H$g©a H$mo AmJo bo OmZo Ho$ {bE 
¶mZr H$s dh EÝQ´>r ‘| go ~hma Tab go {ZH$boJm m Bgr Vah nm°nAn 
{bñQ> ‘| go ̂ r ~mha Tab go hmoJm m

${H$gr ̂ r dmCMa EÝQ´>r OK ng§X H$aZo Ho$ {bE ¶h pñdM H$m Cn¶moJ 
hmoVm h¡, ¶mZr H$s Ctrl + Enter go EÝQ´>r ‘| H$g©a OK na Om H$a EÝQ´>r 
god hmoJr m

{H$gr ^r dmCMa EÝQ´>r‘| Omo {ddaU ~ma-~ma {bIZo H$s OéaV 
ahVr h¡ dmo Shift + F1 go {‘boJm ¶h pñdM go {ddaU H$m {bñQ> 
AmEJm CZ‘| go Enter ~Q>Z go {ddaU ng§X hmoJm m

{nN>bo dmCMa Ho$ {ddaU (ZoaoeZ) H$mo XmohamZo Ho$ {bE, Ctrl + R 
X~mE§ m

‘{ëQ>nb EÝQ´>r ‘| AWm©V IarX / {~H«$s ‘| AmBQ>‘ EÝQ´>r Am¡a OZ©b 
EÝQ´>r‘| ImVo H$s EÝQ´>r {ZH$mbZo Ho$ {bE (Delete H$aZo Ho$ {bE) 
Ctrl + Y X~mE§ m

{H$gr ̂ r {bñQ> / nmon An ‘| {H$gr ̂ r {ddaU ImoOZoHo$ {bE H$m 
S>m¶bm°J ~mo³g Shift + F12 go {‘boJm m

Shift + F12 go {‘bm hþAm {ddaU dmng ~mar-~mar Shift + F11 go 
{‘boJm m

{‘aoH$b gmoâQ>doa ‘| {H$gr ̂ r ‘moS²>¶yb na H$m‘ H$a aho h¡ Am¡a CgHo$ 
~mao ‘| A{KH$ OmZH$mar Mm{h¶o Vmo dmo F1 go àmßV hmoJr m

TAB go {H$gr ^r EÝQ´>r ‘| H$g©a AmJo OmEJm m

Shift + Tab go {H$gr ^r EÝQ´>r ‘| H$g©a nrN>o OmEJm m
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ñ‘aUnÌ (Reminder)

H§$nZr bodb : AJa H§$nZr bodb ar‘mB§S>a goQ> {H$¶m J¶m h¡ Vmo H§$nZr ImobZo na ñH«$sZ 
ar‘mB§S>a nmonAn AmEJm m

Option : Utility ð Personal Diary ð Reminder

ñ‘aU nÌ Ho$ {bE Amdí¶H$ ‘m{hVr ^ao O¡go H$s ñ‘¥{V VmarI, {’«$H$dÝgr (ha amoO / 
gmám{hH$ / ‘m{gH$ / dm[fH$ / EH$ ~ma), (Daily, Weekly, Monthly, Yearly, 

Once), {XZ Ho$ nhobo, Ho$Q>oJar (AnmoB§Q>‘|Q> / ì¶dgm¶ go g§~§{KV Om§M, gmb{Jah/Hw$N> 
Am¡a) (Appointment / Business / Inquiry / Birthday / Anniversary / other) 
OmoS>Zm ahoJm m

AmoßeZ : ¶wQ>r{bQ>r ð ng©Zb S>m¶ar ð ñ‘aU nÌ (ar‘mB§S>a)

ñ‘aU nÌ Ho$ {bE bodb ̂ r goQ> H$a gH$Vo h¡ (gmoâQ>doa ¶m {’$a H§$nZr bodb)

gmoâQ>doa bodb : AJa gmoâQ>doa bodb ar‘mB§S>a goQ> {H$¶m J¶m h¡ Vmo gmoâQ>doa ImobZo na ñH«$sZ 
ar‘mB§S>a nmonAn AmEJm m

J«m’$ (Graph)

ImVm~hr, ~H$m¶m amer Am¡a IarX / {~H«$s a{OñQ>a Am{X ‘| +    go {d{^ÝZ àH$ma ""Ctrl G''

Ho$ J«m’$ àmßV hm|Jo m

F2Ctrl

{g³¶mo[aQ>r (Security)

2 H§$nZr AZwgma nmgdS>©

Option : Setup ð Security ð Setup / AmoßeZ: goQ>An ð {g³¶mo[aQ>r ð goQ>An

{‘aoH$b gmoâQ>doa ‘| {g³¶mo[aQ>r (Security) VrZ VarH$m| go ñWm{nV H$s Om gH$Vr h¡ m
1 gmoâQ>doa nmgdS>©

3 ¶yOg© AZwgma / H§$nZr AZwgma ‘ëQ>r bodb {g³¶mo[aQ>r

Option : Master ð Change Company / AmoßeZ: ‘mñQ>a ð H§$nZr ~Xbo ”F4”

gmoâQ>doa {g³¶mo[aQ>r Ed§ ¶yOg© AZwgma {g³¶mo[aQ>r goQ> H$aZo H$m {dH$ën :

H§$nZr Ho$ AZwgma nmgdS>© goQ> H$aZo H$m {dH$ën :

¶hm± no ¶yOg© Ho$ bodb ^r Xo gH$Vo h¡ m A{YH$ OmZH$mar Ûmam àmßV hmoJr m ""F1'' 

F4

F1
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GST õg¡b A“¡ GST L$p¡dp¡X$uV$u HSN L$p¡X kp’¡ $Dd¡fhu ‘X$i¡ S>¡ “hu ApBV$d Mp¡gsu 

hMs¡ ‘k„v$ L$fhu S>ê$fu R>¡.

Ap¡ài“ : GST ð GST dpõV$f ð GST õg¡b
Option : GST ð GST Master ð GST Slab

Al] GST õg¡b rgõV$ M|gi¡. lh¡ v$bphp¡ A’hp Dd¡fhy„ Add bV$“ ‘f [¼gL$ L$fsp„,  Insert 

“hp¡ GST õg¡b Mp¡ghp dpV¡$“u õ¾$u“ Aphi¡.

GST õg¡b“y„ “pd, GST V$pB‘ A“¡ V¡$¼k % Dd¡fu v$bphp¡ A’hp OK bV$“  Enter 

‘f [¼gL$ L$fsp„ “hp¡ GST õg¡b Dd¡fpe S>i¡.

“p¢^ :

L$p¡dp¡X$uV$udp„ A¡ÞV²$u v$fçep“ [õhQ Üpfp A’hp Dd¡fhy„ Add bV$“ ‘f [¼gL$ L$fu“¡    F3  

s¡dp„ “hp¡ GST õg¡b Dd¡fu iL$pi¡.

GST õg¡b/L$p¡dp¡X$uV$u HSN L$p¡X$ kp’¡ 

GST (õg¡b)

Insert

F3

Ap¡ài“ : dpõV$f ð ApBV$d
Option : Master ð Product

Al] ApBV$d“y„ rgõV$ Aphi¡, lh¡ v$bphp¡ A’hp Dd¡fhy„ Add bV$“ ‘f [¼gL$ L$fsp„  Insert 

“hu ApBV$d Mp¡ghp dpV¡$“u õ¾$u“ Aphi¡. Al] ApBV$d“y„ “pd, N°y‘ s’p L$p¡dp¡X$uV$u  GST 

hN¡f¡ S>ê$fu rhNs Ap‘u v$bphp¡ A’hp OK bV$“ ‘f [¼gL$ L$fsp„ “hu ApBV$d M|gu "Enter''

S>i¡. h^y dprlsu  F1   l¡ë‘ [õhQ Üpfp dmi¡.

Al] Üpfp ‘k„v$ ’e¡g ApBV$d“p¡ Ap¡‘“]N õVp¡L$ A‘pi¡.Enter

Option : Master ð Other Info ð Opening Stock

Ap¡ài“ : dpõV$f ð AÞe rhNs ð M|gsp¡ õV$p¡L$

     bV$“ ‘f [¼gL$ L$fhp’u ‘Z “hu ApBV$d  M|gi¡.

2  kfm fus¡ ApBV$dp¡“p¡ Ap¡‘“]N õV$p¡L$ “uQ¡ âdpZ¡ Ap‘u iL$pi¡.

1  hpDQf A¡ÞV²$u v$fçep“ ApBV$d rgõV$dp„ [õhQ Üpfp A’hp Dd¡fhy„  Add  F3  

“p¢^ :
F3

F3

“hu ApBV$d (Product)

Insert
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“hu L„$5“u (‘¡Y$u) Mp¡ghp dpV¡$

Al] L„$‘“u“u kdN° X$uV¡$Bëk S>¡d L¡$ L„$‘“u“p¡ “„bf, fpÄe, “pd hN¡f¡ rhNs Ap‘hu. 
L„$‘“u“p kf“pdp„“u kdN° rhNs "A¡X²¡$k X$uV¡$Bg' õ¾$u“dp„ s’p L„$‘“u“u buÆ h^pfp“u 
rhNs S>¡d L¡$ GSTIN, PAN “„bf hN¡f¡ rhNs "õV¡$ÃeyV$fu X$uV¡$Bg' õ¾$u“dp„ Ap‘p¡.

rdf¡L$g kp¡ãV$h¡f Qpgy ’sp L„$‘“u (‘¡Y$u)“y„ rgõV$ Aphi¡. lh¡  v$bphp¡ A’hp Add bV$“  F3 

‘f q¼ gL$ L$fsp “hu L$„‘“u M|gu S>i¡.

Finish bV$“ ‘f [¼gL$ L$fsp„ D‘fp¡¼s rhNs âdpZ¡“u “hu ‘¡Y$u M|gu S>i¡.

rdf¡L$g A¡L$pDÞV$]N kp¡ãV$h¡f Qpgy L$fhp dpV¡$ Desktop (Windows Main Screen)dp„ 

rdf¡L$g ApBL$“       ‘f b¡ hMs q¼gL$ L$fp¡. 

“hp Mpsp s’p “hu ApBV$d Mp¡ghp dpV¡$

Option : Master ð Account

Al] A¡L$pDÞV$ dpõV$f“y„ rgõV$ Aphi¡, lh¡  v$bphp¡ A’hp Dd¡fhy„ Add bV$“ ‘f [¼gL$ Insert

L$fsp„ “hy„ Mpsy„ Mp¡ghp dpV¡$“u õ¾$u“ Aphi¡.
Al] Mpsp“y„ “pd, N°y‘ s’p AÞe S>ê$fu rhNs Ap‘u v$bphp¡ A’hp  OK bV$“ ‘f  "Enter'' 

[¼gL$ L$fsp„ “hy„ Mpsy„ M|gu S>i¡. h^y dprlsu  l¡ë‘ [õhQ Üpfp dmi¡.  F1 

kÞX²$u ¾¡$X$uV$k®/X¡$åV$k® rkg¡¼V$ L$f¡g li¡ Ðepf¡ GST A„sN®s “uQ¡“pdp„’u L$p¡B ‘Z A¡L$ 
fÆõV²¡$i“ V$pB‘ rkg¡¼V$ L$fhu ‘Xi¡¡. Regular/Consumer/Unregisterd/Composition 

(f¡Áeygf/L$ÞTeydf/A“fÆõV$X®$/L$ç‘p¡rTi“)

Ap¡ài“ : dpõV$f ð Mpsp 

“hy„ Mpsy (Account)

1

2

3

2 kfm fus¡ Mpsp“u Ap¡‘“]N b¡g¡Þk “uQ¡ âdpZ¡ Ap‘u iL$pi¡.

Ap¡ài“ : qf‘p¡V®$ ð kfh¥ep“p qf‘p¡V®$ ð L$pQy„ kfh¥ey„ ð M|gsy„ kfh¥ey„
Option : Report ð Balance Sheet ð Trial Balance ð Op. Balance

“p¢^ :

1 hpDQf A¡ÞV²$u v$fçép“ rgõV$dp„  [õhQ Üpfp A’hp Dd¡fhy„ Add bV$“ ‘f [¼gL$   F3 

   L$fhp’u ‘Z “hy„ Mpsy„ M|gi¡.

Al]   Üpfp ‘k„v$ ’e¡g Mpsp“u Ap¡‘“]N b¡¡g¡Þk A‘pi¡.Enter

Insert

F1

F3

F3

rdf¡L$g A¡L$pDÞV$]N kp¡ãV$h¡f Qpgy L$fhp dpV¡$
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L$p¡dp¡X$uV$u“y„ X$uõ¾$uài“, s¡“u V$pB‘, HSN L$p¡X$, GST õg¡b S>¡ ‘¡gp Dd¡fu v$u^¡gp¡ R>¡ s¡ ‘k„v$ 

L$fp¡ A“¡ A¡àgpBX$ spfuM Dd¡fu v$bphp¡ A’hp OK bV$“ ‘f [¼gL$ L$fsp„ “hu GST  Enter 

L$p¡dp¡X$uV$u Dd¡fpe S>i¡.

Ap¡ài“ : GST ð GST dpõV$f ð GST L$p¡dp¡X$uV$u

Al] GST L$p¡dp¡X$uV$u rgõV$ M|gi¡. lh¡ v$bphp¡ A’hp Dd¡fhy„ Add bV$“ ‘f [¼gL$ Insert 

L$fsp„, “hu GST L$p¡dp¡X$uV$u Mp¡ghp dpV¡$“u õ¾$u“ Aphi¡.

Option : GST ð GST Master ð GST Commodity

 fp¡L$X$ / b¡ÞL$ A¡ÞV²$u

Al] hpDQf V$pB‘“y„ rgõV$ Aphi¡. S>¡dp„ ep¡Áe hpDQf V$pB‘ ‘k„v$ L$fu Ap‘sp„  Enter 

hpDQf“y„ rgõV$ Aphi¡. Ap hpDQf rgõV$dp„  Üpfp A’hp Dd¡fhy„ Add bV$“ ‘f [¼gL$ Insert

L$fhp’u hpDQf A¡ÞV²$u“u õ¾$u“ Aphi¡.
ep¡Áe b¡ÞL$“y„ Mpsy„ ‘k„v$ L$fu S>ê$fu rhNs Ap‘sp Q¡L$ byL$ s’p õgu‘ byL$ (Payment & 

Receipt) “u A¡ÞV²$u ’i¡.
fp¡L$X$ Mpsy„ ‘k„v$ L$fu S>ê$fu rhNs Ap‘sp fp¡L$X$ AphL$ s’p fp¡L$X$ Q|L$hÏ„ (  Receipt & Cash

Cash Payment) “u A¡ÞV²$u ’i¡. 

Ap¡ài“ : ìehlpf ð fp¡L$X$/b¡ÞL$ A¡ÞV²$u
Option : Transaction ð Cash / Bank Entry

Al] fp¡L$X$ A’hp b¡ÞL$“y„ Mpsy„ s’p Payment A’hp Receipt (AphL$ A’hp QyL$hÏ„) 
‘k„v$ L$fu s¡dp„ spfuM, hpDQf A’hp Q¡L$ “„bf, Mpsp“y„ “pd, fL$d s’p AÞe rhNs Ap‘p¡. 
hpDQf rgõV$dp„ A¡ÞV²$u ky^pfhp Edit s’p v|$f L$fhp Delete dpV¡$ s¡ A¡ÞV²$u ‘f S>  C Enter

Ap‘sp„ ky^pfu (Edit) A“¡ + [õhQ Ap‘sp„ v|$f (Delete) ’i¡. Ctrl     Y   

Option : Transaction ð Quick Entry ð Cash / Bank

Ap¡ài“ : ìehlpf ð [¼hL$ A¡ÞV²$u ð fp¡L$X$/b¡ÞL$ A¡ÞV²$u

fp¡L$X$ / b¡ÞL$ [¼hL$ (Quick) A¡ÞV²$u

4

Insert

Y

“p¢^ :
ApBV$d A¡ÞV²$u v$fçep“,  [õhQ Üpfp A’hp Dd¡fhy„ Add bV$“ ‘f [¼gL$ L$fu“¡ s¡dp„  F3 

“hu L$p¡dp¡X$uV$u Dd¡fu iL$uiy„.

F3

GST L$p¡dp¡X$uV$u HSN L$p¡X$ kp’¡ 

Insert

Ctrl
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Ap A¡ÞV²$udp„ fp¡L$X$/D^pf, ‘pV$}“y„ “pd, bug“p¡ âL$pf, bug“u spfuM, bug“p¡ “„bf (Cash / 

Debit / Party Name, Invoice Type, Invoice Date, Invoice No.) ApBV$d MQp® 

s’p GST “u rhNs Ap‘u OK ‘f Ap‘sp„ h¡QpZ bug“u A¡ÞV²$u ’i¡. Enter 

Ap A¡ÞV²$udp„ bug“u spfuM, bug“p¡ “„bf, ‘pV$} s’p h¡QpZ Mpsp“u S>dp/D^pf fL$d“u 
rhNs Ap‘u  Ap‘sp A’hp OK bV$“ ‘f qL$gL$ L$fsp h¡QpZ bug“u A¡ÞV$²u ’i¡. Enter 

bugdp„ gpNsp„ MQ® s’p GST“y„ k¡V$ A‘ h¡QpZ“y„ k¡V$ A‘ (GST Setup ð  ð 

Sales Setup) Üpfp ’B iL$i¡. h^pf¡ dprlsu    l¡ë‘ [õhQ Üpfp dmi¡.F1

“p¢^ :

õV$p¡L$ kp’¡ h¡QpZ“u A¡ÞV²$u

õV$p¡L$ hNf h¡QpZ“u A¡ÞV²$u

F1

Mfuv$/h¡QpZ“u A¡ÞV²$u A“¡ GST MQ® (A¡n‘¡Þk) A¡ÞV²$u

Option : Transaction ð Sales Entry ð Sales Invoice

Ap¡ài“ : ìehlpf ð h¡QpZ“u A¡ÞV²$u ð h¡QpZ bug
Al] h¡QpZ bug“y„ guõV$ Aphi¡. Ap guõV$dp„ Üpfp A’hp Dd¡fhy„ Add bV$“ ‘f  Insert 
[¼gL$ L$fhp’u h¡QpZ“u A¡ÞV²$u (õV$p¡L$ kp’¡ / õV$p¡L$ hNf) ’i¡.

Ap¡ài“ : ìehlpf ð Mfuv$“u A¡ÞV²$u ð Mfuv$ bug
Option : Transaction ð Purchase Entry ð Purchase Invoice

5

h¡QpZ“u A¡ÞV²$u

Mfuv$ A¡ÞV²$u (Purchase Entry)

Insert

   iL$pi¡.

3 Üpfp hpDQf Ap¡qX$V$ ’i¡. "Tab'' 
2 Üpfp fp¡L$X$ L¡$ b¡ÞL$“y„ Mpsy„ bv$gi¡."F4'' 

“p¢^ :

4 Üpfp spfuM“u f¡ÞS> A‘pi¡."F2'' 

1 Üpfp Payment dp„’u Receipt dp„ A’hp Receipt dp„’u Payment dp„ bv$gu "F3'' F3

F4

F2

Tab

Mfuv$ bug“u b„“¡ âL$pf“u (õV$p¡L$ kp’¡/õV$p¡L$ hNf) A¡ÞV²$u D‘f Ap‘¡g h¡QpZ bug dyS>b 
’i¡.
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Option : GST ð GST Expense

Ap¡ài“ : GST ð GST MQ® (Expense)
Al] GST MQp®Ap¡“y„ guõV$ Aphi¡. Ap guõV$dp„  Üpfp A’hp Dd¡fhy„ Add bV$“ ‘f Insert

[¼gL$ L$fhp’u GST MQp® Dd¡fu iL$pi¡. Ap A¡ÞV²$udp„ ‘pV$}“y„ “pd, V$pB‘, hpDQf spfuM A“¡ 
“„bf, X$p¡¼eyd¡ÞV$ “„bf A“¡ spfuM, MQp®“y„ A¡L$pDÞV$ ‘k„v$ L$fhy„ s’p MQp®“u L$p¡dp¡X$uV$u, 
A¡L$k¡qkbg A¡dpDÞV$ rhNs Ap‘u OK ‘f Ap‘sp„ GST MQp®“u A¡ÞV²$u ’i¡.Enter 

GST MQp®Ap¡“u (Expense) A¡ÞV²$u

Insert

Option : Report ð Account Books ð Ledger

Ap¡ài“ : qf‘p¡V®$ ð A¡L$pDÞV$ by¼kð Mpsphlu
Al] b^p„ Mpsp“y„ rgõV$ Aphi¡. S>¡ Mpsy„ Å¡hy„ lp¡e s¡“p ‘f Ap‘sp„ s¡ Mpsp“u S>ê$fu  Enter 

rhNs Aphi¡. Al]  +  Üpfp qf‘p¡V®$“p rhrh^ âL$pf Vertical / Horizontal A¡V$g¡  Ctrl    P  
L¡$ v$¡iu “pdp s’p qÜ“p¢^u “pdp dyS>b qf‘p¡V®$ dmi¡.

Option : Report ð Account Books ð Cash Book

Ap¡ài“ : qf‘p¡V®$ ð A¡L$pDÞV$ by¼k ð fp¡S>d¡m
Al] fp¡S>d¡m Cash Book dmi¡.      +     Üpfp rhrh^ âL$pf“p qf‘p¡V®$ dmi¡.Ctrl P

Option : Report ð Account Books ð Day Book

Al] Aphfp¡ (Day Book) dmi¡. Üpfp Aphfp“p rhrh^ âL$pf“p hpDQf dmi¡ A“¡  F4 

Enter Üpfp ep¡Áe hpDQf guõV$dp„’u ‘k„v$ ’i¡.

Ap¡ài“ : qf‘p¡V®$ ð A¡L$pDÞV$ byL$ ð Aphfp¡

Mpsphlu

fp¡S>d¡m

Aphfp¡ 

P

F4

Mpsphlu (Ledger), fp¡S>d¡m (Cash Book), Aphfp¡ (Day Book)
6

Ctrl

PCtrl

1 Üpfp A¡ÞV²$u“p¡ ky^pfp¡ ’i¡. Enter 

5  +   Üpfp rhrh^ âL$pf“p qf‘p¡V®$ râÞV$ ’i¡.Ctrl     P 

3  +   Üpfp ‘k„v$ ’e¡g hpDQf v|$f (qX$guV$) ’i¡. Ctrl    Y 

4   +  Üpfp qf‘p¡V®$“y„ k¡V$ A‘ ’i¡.Ctrl    F3 

2 Üpfp “hp hpDQf“p¡ Dd¡fp¡ ’i¡. Insert

“p¢^ : D‘fp¡¼s qf‘p¡V®$dp„,

Insert

Y

F3

P

Ctrl

Ctrl

Ctrl
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k¡V$A‘dp„ ð L„$‘“u k¡V$A‘ ð A¡X$hpÞk k¡V$A‘dp„ (Setup ð Company Setup ð  

Advance Setup) bug dyS>b DOfpZu Ap¡ài“dp„ Bill to Bill Outstanding dp„    Enter

Üpfp "lp' Yes ‘k„v$ L$fhp’u dmi¡.
Option : Report ð Outstanding ðBillwise Receivable / Payable

Ap¡ài“ : qf‘p¡V®$ð DOfpZuð bug dyS>b g¡Zp / v$¡Zp

rbg Vy$ rbg DOfpZu dpV¡$ (Bill to Bill Outstanding)

DOfpZu“p qf‘p¡V®$ (Receivable / Payable Report)

Mfuv$/h¡QpZ õV$p¡L$ qf‘p¡V®$

Ap¡ài“ : qf‘p¡V®$ ð DOfpZu ð h¡‘pfu g¡Zp/h¡‘pfu v$¡Zp
Option : Report ð Outstanding ð Receivable / Payable

Alu„ DOfpZu“y„ rgõV$ Aphi¡ + Üpfp auap¡, ‘pL$su dyØs FIFO \ Age Wise   Ctrl    F2  

âdpZ¡ DOfpZu“p Npd, A¡qfep hN¡f¡“p N°y‘ dyS>b qf‘p¡V®$ dmi¡. DOfpZu“p qf‘p¡V®$ râÞV$ 
L$fhp dpV¡$   + A’hp Print bV$“ ‘f [¼gL$ L$fhp“y„ fl¡i¡.Ap D‘fp„s DOfpZu ‘Ó  Ctrl    P  

Collection Letter ‘Z Atl’u S> râÞV$ ’i¡.

Ctrl        G  + Üpfp N°pa dmi¡.
Press + Üpfp DOfpZu“p rhrh^ âL$pf“p A¡“prgkuk qf‘p¡V®$ dmi¡ S>¡hp L¡$    Ctrl    A    

‘pV$}“u kf¡fpi bpL$u, fuL$hfu“p qf‘p¡V®$ s’p ‘¡d¡ÞV$ ‘fap¡d®Þk qf‘p¡V®$.

7

8

Ap¡ài“ : qf‘p¡V® ð frS>õV$f ð Mfuv$ / h¡QpZ frS>õV$f

Alu„ Mfuv$ / h¡QpZ“p rhrh^ âL$pf“p frS>õV$f“p ap¡d£V$“y„ guõV$ Aphi¡. Üpfp ep¡Áe  Enter 
ap¡d£V$ ‘k„v$ ’i¡.

Option : Report ð Register ð Sale / Purchase Register

Option : Report ð Stock Report

Alu„ ApBV$d“u Mpsphlu (Product Ledger) S>Õ’p s’p qL„$ds dyS>b dmi¡. rhrh^ 
âL$pf“p qf‘p¡V®$ S>¡hp L¡$ Ny°‘ / L¡$V¡$Nfu âdpZ¡, Npd / A¡qfep âdpZ¡ Mfuv$ / h¡QpZ s’p õV$p¡L$ 
qf‘p¡V®$ dmi¡.

Ap¡ài“ : qf‘p¡V®$ ð frS>õV$f ð õV$p¡L$ qf‘p¡V®$

Mfuv$/h¡QpZ frS>õV$f (Sales / Purchase Register)

õV$p¡L$ qf‘p¡V®$ (Stock Report)

F2

P

G

A

Ctrl

Ctrl

Ctrl

Ctrl
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GST fÆõV$f

L$f S>hpbv$pfu fÆõV$f (Tax Liability Register)

fp¡L$X$ Mpsphlu (Cash Ledger)

ITC/C“‘yf V¡$¼k ¼¡qX$V$ fÆõV$f (ITC Register)

GST qf‘p¡V®$, GST fÆõV$f A“¡ GST qfV$“®

GST A¡ÞV²$u

9

10

GST f‘p¡V®$

fp¡L$X$/b¡ÞL$ Q|L$hZu“u A¡ÞV²$u (Cash / Bank / Payment Entry)

GST qfV$“®

Option : GST ð GST Report

Al] Ap‘Z¡ GST qf‘p¡V®$ Å¡hp dmi¡.
Ap¡ài“ : GST ð GST qf‘p¡V®$

Ap¡ài“ : GST ð GST A¡ÞV²$u ð b¡ÞL$ QyL$hZu

GST fp¡L$X$ Mpsphlu (L¡$i g¡S>f) A¡L$pDÞV$dp„ GST“u QyL$hZu GST L¡$i/b¡ÞL$ ‘¡d¡ÞV$ 
A¡ÞV²$udp„ L$fhp“u fl¡i¡. C[ÃR>s b¢L$ Üpfp QyL$hZu L$fhp dpV¡$ :

Option : GST ð GST Entry ð Bank Payment

Option : GST ð GST Return ð Select Return

Ap¡ài“ : GST ð GST qfV$“® ð qfV$“® ‘k„v$ L$fp¡

S>ê$fueps âdpZ¡ qfV$Þk® d¡mìep bpv$ kfL$pf Üpfp k|rQs AgN â[¼ep A“ykf“¡ s¡“¡ 
GSTIN ‘p¡V®$g (kfL$pfu ‘p¡V®$g) ‘f A‘gp¡X$ L$fhp“p fl¡i¡.

Sy>v$p-Sy>v$p A¡d OZpb^p„ qfV$Þk® kdep„sf¡ cfhp“p Aphi¡. qfV$Þk® S>¡hp L¡$ GSTR-3B, 

GSTR-1, GSTR-4 (L$ç‘p¡qTi“ dpV¡$) hN¡f¡ Ap‘¡g R>¡, Ap rhL$ë‘ Üpfp kl¡gpB’u qfV$Þk® 
d¡mhu iL$pi¡.

Option : GST ð GST Register ð Tax Liability Register

Ap¡ài“ : GST ð GST fÆõV$f ð L$f S>hpbv$pfu fÆõV$f

Option : GST ð GST Register ð Cash Ledger

Ap¡ài“ : GST ð GST fÆõV$f ð fp¡L$X$ Mpsphlu

Option : GST ð GST Register ð ITC Register

Ap¡ài“ : GST ð GST fÆõV$f ð ITC fÆõV$f
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Al] QyL$hZu A¡ÞV²$u“y„ rgõV$ Aphi¡. Ap guõV$dp„ Üpfp A’hp Dd¡fhy„ Add bV$“ ‘f  Insert 
[¼gL$ L$fhpZu GST fp¡L$X$/b¢L$ QyL$hZu“u A¡ÞV²$u ’i¡. GST fp¡L$X$/b¢L$ QyL$hZu“u A¡ÞV²$u 
L$fhp dpV¡$ S>ê$fu dprlsu Dd¡fp¡ S>¡hu L¡$ b¢L$“y„ “pd, spfuM, QyL$hZu“p¡ kdeNpmp¡, Q¡L$ /DD 
spfuM hN¡f¡ Dd¡ep® ‘R>u A’hp OK bV$“ ‘f [¼gL$ L$fsp„ A¡ÞV²$u k¡h ’i¡. Enter 

Option : GST ð GST Entry ð Cash Payment

fp¡L$X$ Üpfp QyL$hZu L$fhp dpV¡$ :

Ap¡ài“ : GST ð GST A¡ÞV²$u ð fp¡L$X$ QyL$hZu

Ap¡ài“ : GST ð GST A¡ÞV²$u ð eyV$ugpBT¡i“ A¡ÞV²$u
Option : GST ð GST Entry ð Utilization Entry

Al] eyV$ugpBT¡i“ A¡ÞV$²u“y„ rgõV$ Aphi¡. Ap guõV$dp„ Üpfp A’hp Dd¡fhy„ Add bV$“ Insert 
‘f [¼gL$ L$fhp’u GST eyV$ugpBT¡i““u A¡ÞV²$u ’i¡.
GST eyV$ugpBT¡i““u A¡ÞV²$u L$fhp dpV¡$ S>ê$fu dprlsu Dd¡fp¡ S>¡hu L¡$ eyV$ugpBT¡i““p¡ 
kdeNpmp¡ (r‘qfeX$), eyV$ugpBT¡i“ Üpfp, eyV$ugpBT¡i“ dpV¡, A¡dpDÞV$ ‘R>u A’hp  Enter 

OK bV$“ ‘f [¼gL$ L$fsp„ A¡ÞV²$u k¡h ’i¡.

Ap¡ài“ : GST ð GST A¡ÞV²$u ð S>“®g A¡ÞV²$u
Option : GST ð GST Entry ð Journal Entry

Al] GST S>“®g dpV¡$“y„ rgõV$ Aphi¡. Ap guõV$dp„ Üpfp A’hp Dd¡fhy„ Add bV$“ ‘f  Insert 
[¼gL$ L$fhp’u S>“®g“u A¡ÞV²$u ’i¡. GST S>“®g“u A¡ÞV²$u L$fhp dpV¡$ S>ê$fu dprlsu Dd¡fp¡ S>¡hu 
L¡$ V$pB‘, kb V$pB‘, hpDQf spfuM, hpDQf “„bf, ¾¡$qX$V$/X¡$rbV$, A¡L$pDÞV$“y„ “pd ‘R>u 
Enter A’hp OK bV$“ ‘f [¼gL$ L$fsp„ A¡ÞV²$u k¡h ’i¡.

Option : Report ð Balance Sheet

Ap¡ài“ : qf‘p¡V®$ ð kfh¥ep“p qf‘p¡V®$

Al] kfh¥ep“p b^p„ S> fu‘p¡V®$k dmi¡ S>¡hp L¡$ L$pQy„ kfh¥ey„, h¡‘pf Mpsy„, “ap “yL$ip“ Mpsy„ 
s’p ‘pLy„$ kfh¥ey„ (Trial Balance, Trading A/c.& Balance Sheet). Al]  +  Ctrl    F2   

Üpfp kfh¥ep“p AgN-AgN âL$pf“p Horizontal s’p Vertical A¡V$g¡ L¡$ v$¡iu s’p qÜ“p¢^u 
“pdp ‘Ùrs âdpZ¡ qf‘p¡V®$ dmi¡.

eyV$ugpBT¡i“ A¡ÞV²$u Utilization Entry

GST S>“®g A¡ÞV²$u (Journal Entry)

Insert

Insert

Insert

kfh¥ep s’p A¡“prgkuk qf‘p¡V®$ (Balance Sheet and Analysis Report)
11

kfh¥ep“p fu‘p¡V®$ (Balance Sheet Report)

F2Ctrl
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A¡“prgkuk qf‘p¡V®$ (Analysis Report) 

‘fap¡d®Þk qf‘p¡V®$  (Performance Report) 

Mfuv$/h¡QpZ qf‘p¡V®$  (Sales/Purchase Report) 

‘pV$} âdpZ¡ qf‘p¡V®$  (Party wise Report) 

Mpsp“y„ A¡“prgkuk  (Account Analysis)

Al] rhrh^ âL$pf“p A¡“prgkuk qf‘p¡V®$ dmi¡.

Option : Report ð Analysis Report

Ap¡ài“ : qf‘p¡V®$ ð A¡“prgkuk qf‘p¡V®$

Ap qf‘p¡V®$dp„ ‘¡Y$u“p b^p„ S> âL$pf“p Ap„L$X$p S>¡hp L¡$ L$pQp¡ “ap¡, ‘pL$p¡ “ap¡ s’p MQ® (Gross 

Profit, Net Profit & Expenses) V$L$phpfu kp’¡ dmi¡. Å¡ ApNgp„ hj®“p X¡$V$p li¡ sp¡ ÓZ 
hj®“p Ap„L$X$p kp’¡ Å¡hp dmi¡.

Ap qf‘p¡V®$dp„ ‘pV$} ApBV$d / L¡$V¡$Nfu / N°y‘ âdpZ¡ (Item / Category / Group wise) 

V$L$phpfu kp’¡ Mfuv$ / h¡QpZ“p Ap„L$X$p dmi¡ s’p drl“p âdpZ¡ kdfu qf‘p¡V®$ dmi¡.

Ap qf‘p¡V®$dp„ ‘pV$} âdpZ¡, Npd âdpZ¡, A¡qfep âdpZ¡, V$L$phpfu kp’¡ Mfuv$-h¡QpZ“p 
Ap„L$X$p dmi¡ s’p drl“p âdpZ¡ kdfu qf‘p¡V®$ dmi¡.

Ap qf‘p¡V®$dp„ drl“p âdpZ¡ Mpsp s’p Ny°‘“p AgN AgN A¡“prgkuk qf‘p¡V®$ dmi¡.

Option : Utility ð Havala ð TDS Challan

Option : Utility ð Havala ð TDS

Ap¡ài“ : eyV$uguV$u ð lhpgp ð TDS QgZ

Ap¡ài“ : eyV$uguV$u ð lhpgp ð TDS

Al] Mpsp Mp¡gsu hMs¡ Ap‘¡g TDS “u rhNs“p Ap^pf¡ Q|L$hhp ‘pÓ TDS/AÞe Üpfp 
L$‘pe¡g TDS (Payable TDS / Deducted by other TDS) “p qf‘p¡V®$ dmi¡.
Al]’u +  Üpfp lhpgp ‘X$i¡. Ctrl     H   

TDS lhpgp ‘X$ép bpv$ D‘fp¡¼s Ap¡ài“ Üpfp TDS QgZ“u rhNs Ap‘u iL$pi¡ s’p 

TDS Certificate b“phu iL$pi¡.

TDS hj®“p A„s¡ lhpgp s’p “hy„ hj® Mp¡ghp dpV¡$ :
12

TDS

F2Ctrl
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Ap¡ài“ : eyV$uguV$u ð lhpgp
Al] d|X$u, Okpfp¡ s’p ìepS>“p Capital, Depreciation, Interest lhpgp“y„ k¡V$A‘ ’i¡. 
Mpsp s’p V$L$phpfu“u rhNs A‘pi¡.
D‘fp¡¼s d¡“ydp„ d|X$u, Okpfp¡ s’p ìepS>“p Capital Interest, Depreciation Interest 

Ap¡ài“ Üpfp lhpgp ‘X$i¡ s’p Okpfp“p¡ QpV®$, Depreciation Chart s’p ìepS>“p qf‘p¡V®$ 
hN¡f¡ râÞV$ ’i¡.

Option : Utility ð Havala

Ap¡ài“ : eyV$uguV$u ð hjp®Þs

Al] “hp “pZpL$ue hj® (New Fin. Year) Ap¡ài“ Öpfp ApNm“y„ L¡$ ‘pR>m“y„ “hy„ hj® 

Mp¡gu iL$p$i¡.

Option : Utility ð Year End

hj®“p A„s¡ lhpgp dpV¡$

“hy„ hj® Mp¡ghp dpV¡$

Special Facility
13

“p¢^ : A‘X¡$V$ b¡g¡Þk Update Balance Ap¡ài“ Üpfp s¡ hj®“u b„^ ‘yfp„s (¼gp¡tkN 

b¡g¡Þk) “hp hj®dp„ gB S>hpi¡.

GSTIN “„bf kQ®

“hp ‘pV$} A¡L$pDÞV$“¡ Dd¡fsp A’hp sp¡ s¡“¡ A¡qX$V$ L$fsp„ GSTIN No.“p bp¡¼k“u bpSy>dp„ 
Ap âL$pf“y„ A¡L$ rQŒ Å¡hp               dmi¡ s¡“p ‘f [¼gL$ L$fp¡. (CÞV$f“¡V$ L$“¡¼i“ lp¡hy„ 
S>ê$fu R>¡.) GSTIN “„bf Dd¡fu s¡ bV$“ ‘f [¼gL$ L$fsp„ A¡L$ “hu õ¾$u“ M|gi¡ s¡dp„ 
(Captcha) L$¡àQp L$p¡X$ Dd¡fhp“p¡ fli¡.                  Ðepfbpv$ kQ® bV$“ ‘f [¼gL$ L$fsp„ 
GSTIN “u dprlsu kQ® ’i¡.

Search

V$uL$f (Ticker)

Option : Setup ð Company Setup ð Advance Modules
Ap¡ài“ : k¡V$A‘ ð L„$‘“u k¡V$A‘ ð A¡X¹$hpÞk k¡V$A‘

rdf¡L$g“u õ¾$u““p “uQ¡“p cpNdp„ S>dZ¡ ’u X$pb¡ sfa S>su dprlsu v$ip®hsu gpB““¡ V$uL$f 

L$l¡hpdp„ Aph¡ R>¡. (S>¡hu fus¡ Ap‘Z¡ i¡f bÅf“u õ¾$u“ Å¡BA¡ R>uA¡ L¡$ s¡ kss A‘X¡$V$ L$f¡g 

d|ëe kp’¡ dprlsu“¡ S>dZ¡’u X$pb¡ sfa õ¾$p¡g L$f¡ R>¡.)

37



X¡$V$p qäT (Data Freeze / Unfreeze)/A“qäT 

X¡$V$p qäT’u X¡$V$p“¡ qäT (õ’rNs) L$fu iL$pi¡ S>¡’u qäT ’e¡g X¡$V$pdp„ L$p¡B a¡fapf L$fu iL$pi¡ 
“lu.

Data Unfreeze/GST Data Unfreeze: GST X¡$V$pX¡$V$p/ “¡ A“qäT L$fhp dpV¡$.

GST Data Freeze:  GST GST  Al]  X¡$V$p qäT L$fu iLp¡ R>¡ S>¡’u fuV$“® cfep® bpv$ L$p¡B a¡fapf “ 
L$fu iL¡$. sd¡ ‘pkhX®$ ‘Z k¡V$ L$fu iL$p¡ R>p¡.

Ap¡ài“ : eyV$uguV$u ð X¡$V$p qäT ð X¡$V$p qäT/A“qäT, GST X¡$V$p qäT/A“qäT
Option : UtilityðData FreezeðData Freeze/Unfreeze, GST Data Freeze/Unfreeze

Data Freeze: Al] b^p hpDQf A’hp ‘k„v$ L$f¡gp hpDQf“¡ qäT (õ’rNs) L$fu iL$pe R>¡ 
A’hp S>ê$qfeps A“ykpf dpÓ âp¡X$¼V$ dpõV$f/A¡L$pDÞV$ dpõV$f S> qäT L$fu iL$pe R>¡.

b¡ÞL$“p Mpspdp„ A’hp b¡ÞL$ byL$dp„ A¡ÞV²$u ‘f    Üpfp s¡ A¡ÞV²$u ‘f (*) “u r“ip“u Aphu F8

S>i¡ A¡V$g¡ L¡$ s¡ A¡ÞV²$u fuL$ÞkpBg ’B S>i¡. b¡ÞL$“u fuL$ÞkpBg b¡g¡Þk õ¾$u“ ‘f “uQ¡“u 
kpBX$dp„ Å¡hp dmi¡.
b¡ÞL$ fuL$Þkug¡i“dp„ L$ÞkpBg spfuM Ap‘¡g li¡ sp¡ CC Mpsp“p¡ ìepS> qf‘p¡V$® dmi¡.

b¡ÞL$ fuL$Þkug¡i“ (Bank Reconsile)

F6

Ap¡qX$V$ (Audit)

L$p¡B ‘Z qf‘p¡V®$dp„ L$p¡B ‘Z A¡ÞV²$u A¡qX$V$ L$fhp dpV¡$ (V$uL$ L$fhp dpV¡$) s¡ A¡ÞV²$u ‘f S>B  ""TAB''

Üpfp A¡ÞV²$u ‘f þ r“ip“u Aphu S>i¡ A“¡ s¡ A¡ÞV²$u Ap¡qX$V$ ’B S>i¡. Ap¡qX$V$ L$f¡g A¡ÞV²$u“¡ 

Lock s’p Password ’u Protect L$fhp dpV¡$“p¡ Ap¡ài“.
Option : Setup ð Company Setup ð General Setup

Ap¡ài“ : k¡V$A‘ ð L„$‘“u k¡V$A‘ ð S>“fg k¡V$A‘

Tab

Al] Ticker Required: No Å¡hp dmi¡. s¡“p ‘f [¼gL$ L$fu Ap‘Z¡ Yes rkg¡¼V$ L$fhp“y„ 
fl¡i¡ A“¡ ‘R>u V$uL$f k¡V$A‘ Öíedp“ ’i¡. S>ê$qfeps dyS>b V$uL$f dpV¡$ buÅ S>ê$fu k¡V$A‘ 
‘Z L$fu iL$pi¡.

‘k®“g X$pefu (Personal Diary)

Ap Ap¡ài“ Üpfp A¡X²¡$k byL$, ap¡“ byL$, g¡bg râÞV$]N, qfdpCÞX$f, ‘Ó ìehlpf (Mail 

Merge), L¡$g¡ÞX$f A“¡ X$pefu dmi¡.
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N°pa (Graph)

Mpsphlu, DOfpZu s’p Mfuv$/h¡QpZ frS>õV$f hN¡f¡dp„   Üpfp rhrh^ âL$pf“p    Ctrl     G''+

N°pa dmi¡.

F2Ctrl



õd©rs‘Ó (Reminder)

Option : Utility ð Personal Diary ð Reminder

kp¡ãV$h¡f g¡hg : Å¡ kp¡ãV$h¡f g¡hg qfdpCÞX$f k¡V$ L$f¡g li¡ sp¡ kp¡ãV$h¡f Mp¡gsp„ S> õ¾$u“ ‘f 
qfdpCÞX$f ‘p¡‘ A‘ Aphi¡.

Ap¡ài“ : eyV$uguV$u ð ‘k®“g X$pefu ð õd©rs‘Ó

L„$‘“u g¡hg : Å¡ L„$‘“u g¡hg qfdpCÞX$f k¡V$ L$f¡g li¡ sp¡ s¡ L„$‘“u Mp¡gsp„ S> õ¾$u“ ‘f 
qfdpCÞX$f ‘p¡‘ A‘ Aphi¡.

õd©rs‘Ó Dd¡fhp dpV¡$ S>ê$fu dprlsu S>¡hu L¡$ õd©rs spfuM, qäL$hÞku 
(fp¡S>/AW$hpqX$L$/dprkL$/hprj®L$/A¡L$hpf) (Daily  Weekly / Monthly / Yearly / 

Once) qv$hkp¡ ‘¡gp, L¡$V¡$Nfu (A¡‘p¡CÞV$d¡ÞV$ / ̂ „^p k„b„r^s / ‘|R>‘fR> / hj®Np„W$ / buSy> 
L„$BL$) (Appointment / Business / Inquiry / Birthday / Anniversary / Other) 

Dd¡fhp“u fl¡i¡.

õd©rs‘Ó“y„ g¡hg ‘Z k¡V$ L$fu iL$pe. (kp¡ãV$h¡f g¡hg A’hp L„$‘“u g¡hg)

rk¼eyfuV$u (Security)

Al] User “p Level ‘Z Ap‘u iL$pe R>¡. h^pf¡ dprlsu  Üpfp dmu iL$i¡."F1''

2 L„$‘“u âdpZ¡ ‘pkhX®$

Option : Master ð Change Company / Ap¡ài“: dpõV$f ð ‘¡Y$u bv$ghu ”F4”

kp¡ãV$h¡f rk¼eyfuV$u s’p eyTf âdpZ¡ rk¼eyfuV$u k¡V$ L$fhp dpV¡$:
Option : Setup ð Security ð Setup / Ap¡ài“: k¡V$A‘ ð rk¼eyfuV$u ð k¡V$A‘ 

L„$‘“u âdpZ¡ ‘pkhX®$ k¡V$ L$fhp dpV¡$:

1 kp¡ãV$h¡f ‘pkhX®$

3 eyTf âdpZ¡ / L„$‘“u âdpZ¡ dëV$u g¡hg rk¼eyfuV$u

rdf¡L$g kp¡ãV$h¡fdp„ rk¼eyfuV$u ÓZ âL$pf¡ k¡V$ L$fu iL$pe R>¡.

F4

F1

N°pa (Graph)

Mpsphlu, DOfpZu s’p Mfuv$/h¡QpZ frS>õV$f hN¡f¡dp„   Üpfp rhrh^ âL$pf“p    Ctrl     G''+

N°pa dmi¡.

F2Ctrl
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Hot Keys
14

F1Shift

F1F12Shift

F11Shift

RCtrl

YCtrl

Tab

Shift Tab

Ctrl

F1

F9

Tab

rdf¡L$g kp¡ãV$h¡fdp„ L$p¡B ‘Z Ap¡ài“dp„ L$pd L$fsp„ lp¡e A“¡ 
L¡$ëL$eyg¡V$f“u S>ê$f ‘X¡$ sp¡ F9 Üpfp dmi¡.

d[ëV$‘g A¡ÞV²$u A¡V$g¡ L¡$ S>¡ Mfuv$/h¡QpZdp„ ApBV$d“u A¡ÞV²$u s’p 
S>“fg A¡ÞV²$udp„ Mpsp“u A¡ÞV²$u L$fu gu^p ‘R>u L$k®f“¡ ApNm 
gphhp A¡V$g¡ L¡$ s¡ A¡ÞV²$udp„’u blpf Tab Üpfp “uL$mpi¡. Ap S> fus¡ 
‘p¡‘A‘ guõV$dp„’u blpf ‘Z Tab Üpfp “uL$mpi¡.

L$p¡B‘Z Ap¡ài“dp„ OK ‘k„v$ L$fhp“p ip¡V®$L$V$ dpV¡$ Ap õhuQ“p¡ 
D‘ep¡N ’pe R>¡, A¡V$g¡ L¡$ Ctrl + Enter Ap‘sp s¡ Ap¡ài“dp„ OK 

‘f L$k®f S>B A“¡ s¡ A¡ÞV²$u k¡h ’i¡.

L$p¡B‘Z hpDQf A¡ÞV²$udp„ S>¡ rhNs hpf„hpf gMhp“u ’su lp¡e 
s¡hu rhNs Shift + F1 Üpfp dmi¡. Ap õhuQ Üpfp rhNs“y„ rgõV$ 
Aphi¡ A“¡ s¡dp„’u rhNs Enter õhuQ Üpfp ‘k„v$ ’i¡.

ANpD“p hpDQf A¡ÞV²$u“p hZ®““¡ (“¡f¡i“) ‘y“fphs®“ Ctrl + R 

Üpfp ’i¡.

d[ëV$‘g A¡ÞV²$udp„ A¡V$g¡ L¡$ Mfuv$ / h¡QpZdp„ ApBV$d A¡ÞV²$u s’p 
S>“®gdp„ Mpsp“u A¡ÞV²$u lp¡e s¡“¡ v|$f L$fhu lp¡e sp¡ (Delete L$fhp 
dpV¡$) Ctrl + Y Üpfp ’i¡.

L$p¡B‘Z rgõV$/‘p¡‘A‘dp„, L$p¡B‘Z rhNs d¡mhhp dpV¡$“„y 
X$pegp¡N bp¡¼k Shift + F12 Üpfp dmi¡.

Shift + F12 Üpfp d¡mh¡gu rhNs afu’u hpf„hpf Shift + F11 Üpfp 
dmi¡.

rdf¡L$g kp¡ãV$h¡fdp„ L$p¡B‘Z Ap¡ài“dp„ L$pd L$fsp„ lp¡e A“¡ s¡“p 
rhi¡ l¡ë‘ Å¡Bsu lp¡e sp¡ F1 Üpfp dmi¡.

TAB Üpfp L$p¡B‘Z A¡ÞV²$udp„ L$k®f ApNm S>i¡.

Shift + Tab Üpfp L$p¡B‘Z A¡ÞV²$udp„ L$k®f ‘pR>m S>i¡.
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Bill / Cheque Printing
with Company Logo

E-Way Bill Facility

Product Label Printing
with Barcode

Direct SMS / E-mail 
Facility

ICICI Connected Banking
Facility

Advanced Features

Ticker Facility

Userwise Security
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