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1. Accounts User Guide 
1.1. Open GL Account 

Go to Menu: Accounts  Entry  Create Account 

 Click “COA” 
 Click on Head (To open account under this head) i.e. TENGIBLE ASSETS 

 

 Give Account Title 
 Save 

1.1.1. Account Type 

 You can assign Multi Account Types to Cash and Bank Accounts. 
i.e. Cash, Bank, Cash + Bank, Etc. 

1.2. Update - Account Title 

Go to Menu: Accounts  Entry  Update Account  

 Click search button 
 Select Account 
 Change Title 
 Save 

 

  



 

 

1.3. Voucher Creation 

Go to Menu: Accounts  Entry  Create Voucher 

 Select Voucher Type I.e. Cash Payment 
 Select Posting Period i.e. 01/07/2020 
 Voucher Date 
 Instrument Type (Optional for Bank Vouchers) 
 Reference No. (Optional) 
 Reference Date. (Optional) 
 Remarks 
 Cost Center (Optional)  

(See analysis Code section to Open Cost Center) 
 Enter Voucher Detail Lines (Dr / Cr) 
 Analysis Code Optional  

Use cost center for accounts in voucher detail lines. 
 You can click “A/C Open” to Open new account during voucher posting 

 

 

  



 

 

1.4. Voucher Finalize (All) 

Go to Menu: Accounts  Entry  Voucher Finalize 

 Select Voucher Type i.e. Bank Payment 
 Tick voucher to finalize i.e. BP-308 / Select All 

You can click inquiry button to see voucher details before finalize 
 Save To Finalize 

 

 

1.5. Voucher Un-Finalize  

Systems  Accounts  Un-Finalize Voucher 

 Select Voucher i.e. Bank Payment, 01-07-2022, 16 
 Save 

 

Note: Only for manual voucher. (Not for auto vouchers) 

  



 

 

1.6. Cancellation – Finalized Voucher 

Go to Menu: Accounts  Entry  Voucher Cancellation 

 Select voucher type + select posting period 
 Enter Voucher No 
 Save 

 

 

 

  



 

 

2. Accounts Parameter Guide 
2.1. Accounts Parameters 

Go to Menu: Accounts  Parameters  Account Parameters 

 

 

2.2. Unit wise Vouchers 

Go to Menu: Accounts  Parameters  Account Parameters 

 Write Account Type for Voucher Type to link 
i.e. BANKS for BP, BR 
i.e. CASH for CP, CR 

 

  



 

 

2.3. Make New Posting Period 

Maintenance  Accounts  Parameters  Make New Posting Period 

 Select Branch 
 Frequency = Defined Period i.e. 01/07/2023 to 30/06/2024 

1 posting period for all voucher types 
 Click “Generate” 
 OK + Save 

 

 

2.4. Posting Period Active / Close (Changes / Deletion) 

Maintenance  Accounts  Parameters  Account Parameters 

 Select Status “Active / Close” 

 

  



 

 

 

2.4.1. Update Voucher No. 

 Voucher No is Last posted voucher 
i.e. Last CR posted is CR-13 as per above screenshot, and next will be CR-14 

 Click Verify Button to Check if Voucher No. is OK 
 Click Update Button if Voucher No. is Not OK + Save 

 

2.4.2. Change / Delete Posting Period 

 You can do changes in posting periods 
o Date Range Changes (In case of mistake in opening periods) 
o Voucher No. Changes 
o Status Changes 

 You can Delete any posting periods 
(In case of mistakenly opened) 

 

  



 

 

2.5. Chart of Accounts 

Go to Menu: Accounts  Parameters  Chart of Accounts 

 Select COA Type  i.e. Main 
 Add New Line to Add Head 

o COA No. 
o Title 
o Level 

 You can do changes also 

 

2.5.1. Chart of Accounts 4 Level 

 For Posting at level 4 You need to define 3 levels in COA 
 All posting accounts will be open under 3rd level of COA 

 

2.5.2. Chart of Accounts 5 Level 

 For Posting at Level 5 you need to define 4 levels in COA 
 All posting accounts will open under 4th level of COA 

 
  



 

 

2.6. Account Opening Balances 

Go to Menu: Accounts  Parameters  Account Closing Balances 

 Select Branch 
 Can Type in Search and Click OK to Filter 
 Enter Dr / Cr Balances 
 Click “Post” 

This balance will be opening balance when you see ledgers, trails, and different accounting reports. 

 

2.7. Change Account No. (Change / Merge) 

Go to Menu: Accounts  Parameters  Account No. Change  

 Select Branch 
 Old A/C #  (Current Account No.) 
 New A/C #  (New Account No.) 
 Click “OK” 

 

  



 

 

3. Reports 
30-11-01 - Ledger 

 

30-25-11 – Day Book 

 

30-31-49 – Trail Balance 
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