
Tools  
 
Calculator 
 
Tools > Change Year 

 

For using calculator from system click on Tools > Calculator 

 

 
 
 
 
 
Change Year 
 
Tools > Change Year 

 

This screen is used for changing the financial year. If you want to change financial year then select the 

financial year from drop down list and click on OK to change financial year. 
 

 
 
 
 
 
 
 
 



Backup 
 

Tools > Backup 

 

To take current data backup in selected location this screen is used. 
        To take backup select backup location give folder name where you want to save data and click 

save to take backup on selected location. 
         Backup will take all financial years data in one file. In below picture, you see one button in 

circle. Click on this button to set backup path.  
  

    
 
Set Backup path from Click on backup button. Make required backup folder on any hard drive. Type 

Backup file name in date format. To save backup click on Save button. 
 

 
 
Click on Start Backup button. After some time system gives you below message. Click on OK button. 
 

 
 
 

 



Document 
 
Document Master  
 
Document > Document Master 

 

From this transaction you can add all documents in system. Here you can save different type of 

documents eg. Word, Excel, Pdf, JPG, etc… 

 

Left Side: In title type required document name. In name you can type customer name or any file 

name. You can save documents file number and bill number wise. 

Right Side: In this side you can add one by one document of selected file or customer. First click on 

Add button. Click on Import button which shown in circle for select required document. 

 

After selecting documents then click on OK button to save all information. 

 

 
 
 
 
 
 
 
 
 



Document Report 
 
Document > Document Report 

 

If you want to view required customer detail or required file or required documents then click on 

Document Report from Document option.  

In search column types required document number or title or customer name or file no. then click on 

“Go” button to search required document.  

After completing searching you can view required document.  

To view document detail double click in title column.  

In below you can view all documents which save in document master.  

If you want to view any document then double click on document name or single click on document 

name and then click on export button which shown in Red circle. 

After click on this button you can view document in right side. 

 

 
 
 
 
 
 

 



System  
 
Company 
 
System > Company 

 
From this screen you can update your company details like company name, address, tax number etc. 

For your convenience there will be a demo by default. You can change the demo name to your c 

company name & other details. After filling all details click on ‘OK’ button to save the company’s 

detail.   
         To open company profile click on main menu System > Company 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Register System 
 
System > Tools 

 

This is a RetailPlus registration screen. To register your system in “Prompt Computer Services” this is 

giving you one the registration key. To enter new in this screen your system will be registered till you 

can use Retailplus as an evaluation version. Even after registration you must get new key from Prompt 

Computer Services periodically to update system. Type new key send by Prompt Computer Services in 

new key column. 
              To register new key this screen is used. 
 

 


