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1. Accounts User Guide 

1.1. Open GL Account 

Systems  Accounts  GL Account Opening 

 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. 

 

  



 

 

1.1.2. Change Account Title 

Systems  Accounts  GL Account Opening 

 Click search button 

 Select Account 

 Change Title 

 Save 

 

  



 

 

1.2. Voucher Creation 

Systems  Accounts  Voucher Creation New 

 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 

 

 Voucher Analysis 
(Multi cost center for voucher) 

 

  



 

 

1.3. Voucher Finalize (All) 

Systems  Accounts  Voucher Finalization All (New) 

 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 

 

 

1.4. Voucher Un-Finalize  

Systems  Accounts  Un-Finalize the Posted Voucher 

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

 Save 

 

  



 

 

1.5. Cancellation – Finalized Voucher 

Systems  Accounts  Cancellation Finalized Voucher 

 Select voucher type + select posting period 

 Enter Voucher No. 

 Save 
Cancelled Voucher will not show in any reports like deleted voucher, but you can re-post it. 

 

  



 

 

1.6. Re-post Cancelled Voucher 

Systems  Accounts  Re-post Cancelled Voucher 

 Select Branch + select Payment Type + select Posting Period 

 Enter Cancelled Voucher No. 

 Save 

 

  



 

 

2. Accounts Parameter Guide 

2.1. Account Branch Link with SAMS Branch 

Maintenance  Administration & Parameters  Branch Setup 

 Enter A/C Branch Code i.e. OVP001 
(in below screenshot SAMS Branch Code is OVP001 and Account Branch Code is also 
OVP001) 

 Select Chart of Account  

 

  



 

 

2.2. System Policies 

Maintenance  Administration & Parameters  Systems Policies 

 FINALSAME = Y (Y/N) 
Y = Same user can finalize voucher 
N = Other user will finalize voucher 

 VOUHR_FLAG = P (P/F) 
P = Voucher status Pending on posting (will finalize later) 
F = Voucher status Finalize on posting  

 LASTLEVEL = 3 (3/4) (Last level of chart of account is 3) 
3 = (4th level is posting account) 
4 = (5th level is posting account) 

 POSTACDIGT = 10 (10,15) 
10 = For 4 level chart of account 
15 = For 5 level chart of account 

 

  



 

 

2.3. Accounts Parameters 

Maintenance  Accounts  Parameters  Account Parameters 

 Select Receive For CR / BR Voucher 

 Select Pyament For CP / BP Voucher 

 Select General For All Other Voucher Types 

 2 Object columns are voucher print format – no need to change 

 

2.4. Account Types 

Maintenance  Accounts  Parameters  Account Parameters 

 Cash, Banks, Tax 
You can define more account types 

 

2.5. Unit wise Vouchers (Link Account Type to Voucher Type) 

Maintenance  Accounts  Parameters  Account Parameters 

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

 

  



 

 

2.6. Unit wise Voucher Types (Voucher Populate Format) 

Maintenance  Accounts  Parameters  Account Parameters 

 Select Branch Code + Select Voucher Type 

 Added Two lines (You can add more) 

 DEF for Populate Header Account to this line 

 V for Populate Voucher Amount in this line 

 D for Populate Voucher Amount in Debit Column of this line 

 C for Populate Voucher Amount in Credit Column of this line 

 

Result  

 When you post voucher 

 Just Select Payment Type, Posting Period,  Account No, and Voucher Amount 

 Click Populate 
You can see Account No., Amounts are populated in below lines 

 

 

 

  



 

 

2.7. Account in Search 

Maintenance  Accounts  Parameters  Account Parameters 

 Add line (Can add multiple lines) 

 Account Branch Code + Account Rage 

 Save 

 

Result 

 By Click on this Button Account Search List is Filtered to Given Ranges 

 This will work on Any Account Search Screen 

 

  



 

 

2.8. Make New Posting Period 

Maintenance  Accounts  Parameters  Make New Posting Period 

 Select Branch 

 Frequency = Defined Period i.e. 01/07/2021 to 30/06/2022 
1 posting period for all voucher types 

 Frequency = After 1 Month 
Monthly Posting Periods for Each Voucher Type 
i.e. 01/07/2021 to 31/07/2021 and 01/08/2021 to 31/08/2021 up to 01/06/2022 to 30/06/2022 

 Click “Generate” 

 OK + Save 

 

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

Maintenance  Accounts  Parameters  Account Parameters 

 Select Status “Active / Close” 
if status is closed, any user can’t change any thing (add / edit / delete vouchers) in this period. 

 You can Mark Status Active Again 

 

2.9.1. 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 
  



 

 

2.9.2. 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) 

 

  



 

 

2.10. Chart of Accounts 

Maintenance  Accounts  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 

 

Understanding Chart of Accounts 

2.10.1. 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 

 

2.10.2. 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 

 
  



 

 

2.11. Account Opening Balances 

Maintenance  Accounts  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. 

 

2.11.1. Date of Opening Balance 

Maintenance  Administration & Parameters  Systems Policies 

 Set the Date of Opening Balance. 

 

2.12. Account Closing (Mark Account Status Closed / Normal) 

Maintenance  Accounts  Account Closing 

 Select Branch + Select Account No. 

 Mark Status “Close / Normal” 

 Save 

 

  



 

 

2.13. Delete GL Account 

Maintenance  Accounts  Amendments & Deletion  Account Deletion 

 Select Branch 

 Select Account No 

 Click “Delete” Button 

 

  



 

 

2.14. Change Account No. 

Maintenance  Accounts  Amendments & Deletion  Account No. Change 

 Select Branch 

 Old A/C #  (Current Account No.) 

 New A/C #  (New Account No.) 

 Click “OK” 

 

2.15. Account Merge (Including Transactions) 

Maintenance  Accounts  Amendments & Deletion  Account No. Change 

 Old A/C # (Account # to Move) 

 New A/C # (Account # to Keep and Merge in) 

 Click “OK” (See message “Account No. is Exist, Want to Merge”) 

 Click “Yes” 
You can see ledger of New A/C #, all transactions will show in this ledger from Old A/C # and Old A/C 
will be removed. 

 

 You can You Upload From Excel Button in case of multiple accounts 
  



 

 

2.16. MIS Reports (Income Statement / Balance Sheet) 

2.16.1. Make Report Format 

Maintenance  Accounts  Report Parameters  Report Setup 

 Enter New Report No. (Or Select Report # to Edit already Saved Report) 

 Report Name   i.e. Income Statement 

 Report Base   
o Date Range (Period wise reports) 

Income statement is always period wise, so you will select date range 
o As On 

Balance Sheet is always As On Report, so you will select As On for it 

 Category (Formats) 
o Profit & Loss (Special Format for Income Statement) 
o Balance Sheet (Special Format for Balance Sheet) 
o Other formats also available 

 Save As (Address of Excel Format where to export values) 

 Make Format of Report 
o Line No. 
o Line Description 
o Sum (it will sum up / down values) 
o Style (Bold, Italic formatting) 
o Size (Font Size, Normal font size is 65) 

 

  



 

 

 Com on Next Tab “Column Detail” 

 Column No  i.e “1” 

 Column Name i.e. Amount (Rs.) 

 Save 

 

 Come on Next Tab 

 Click “Mapping” 
It will populate values lines 

 Write row # and column # to export in excel 

 Save 

 

  



 

 

 Run Report 30-99-99 and See this format 

 Select Report # + Branch Code 

 Date Range i.e. 01/07/2021 to 30/06/2022 

 Click Button “Process” 

 Click Button “Retrieve” to Show Report 

 Click Button “Values in Excel” to Export Values in Excel 
o Close excel file before Click Button “Values in Excel” 
o Open Excel File to See values in This Format 

 

 This is how your format will show 

 

 

  



 

 

2.16.2. Process Line Values (Parameters) 

Maintenance  Accounts  Report Parameters  Report Lines Definition 

 Select Report   i.e 147002 

 Select Line No.   i.e. 1120 – Sales Revenue 

 Add New Row(s) i.e. see below highlighted line 
o Source Report (Value From Report) 

You can get value from other MIS Report Like Net Profit value put in Balance Sheet 
otherwise Give Same Report No 

o Give Account Range 
o Column # i.e “1” 
o Select Balance Type 

 Net Balance = Total of Debit – Credit 
 Debit is for Total Debit 
 Credit for Total Credit 

o Debit Value can show in +ve or -ve as you will set here 
o Credit value can show in +ve or -ve as you will set here 
o Operator for + or – in multiple lines total 
o %age  (Normally 100% or you can show any %age for value also) 
o Criteria 

 “BLPERD” – Balance Period i.e. Income statement sales revenue is period 
based value 

 “BLCLOS” – Balance Closing i.e. Balance sheet Account Receivable is 
closing balance from start to as on report called date. 

 “OTHREP” – Value Get from Other MIS Report, report # is given in this line. 
o Cost Center “Tick” for Apply cost center 

 

  



 

 

Result 

 

  



 

 

2.17. Example MIS Reports 

2.17.1. Income Statement 

Maintenance  Accounts  Report Parameters  Report Setup 

 

 

 

  



 

 

Maintenance  Accounts  Report Parameters  Report Lines Definition 

 

 

  



 

 

 

 

  



 

 

 

 

 



 

 

 

 

  



 

 

3. Reports 
30-11-01 - Ledger 

 

30-15-31 – Voucher List Printing 

 

  



 

 

30-21-22 – Cash Book / Bank Book (Account book account type wise) 

 

30-25-11 – Day Book 

 

  



 

 

30-31-49 – Trail Balance 

 

30-32-03 – Trail Balance of Posting Accounts (Only) 

 

30-41-01 – Transaction Journal 

 

30-91-02 – Chart of Account 

 

  



 

 

30-91-51 – Year Month Wise Account Balance Report 
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