
 
MENU 

File 
View  
ha A%yaMt mah%vaacaa Asaa option Aaho yaacaa vaapr AapNa eKado Kato baVt Asalyaasa %yaamaiVla Period select kolyaanaMtr Refresh 
ikMvaa F5 mhNalyaavarca sava- maaihtI idsauna yaoto. 

Ruler   
yaa option cyaa madtInao AapNa eoKada report maiQala maaihtIcaI Print out kSaa sva$pat yaoNaar to pahu Saktao jyaamauLo Aaplyaalaa 
Computer Stationary/Paper ksaa va iktI laagaNaar to samajau Sakto.ha option jyaavaoLI Print Preview Active Asaola 
%yaavaoLosaca vaaprta yaotao. 

Zoom  
yaa option cyaa madtInao Screen vairla eKadI maaihtI Zoom mhNajao maaozyaa sva$pat idsato. ParMtu ASyaa Zoom sva$patIla maaihtIcaI 
Print out naohmaIcyaa sva$patca yaoto. 

Page Setup  
yaa option cyaa madtInao eKadyaa Report caI Print Out kaZNyaaAaQaI tao Report Computer Stationary/Paper var ksaa 
idsaona ho yaa Option maQauna baVta yaoto. 

Print  
yaa option cyaa madtInao AapNa Aaplyaa inarinaraLyaa Report caI Print Out kaZu Saktao. tsaoca yaoNaaro Report pagewise kaZu 
Saktao. 

Print Preview  
yaa option cyaa madtInao eKadyaa Report caI Print Out kaZNyaaAaQaI tao Report Computer Stationary/Paper var ksaa 
idsaona ho yaa Option maQauna baVta yaoto. 

Save As   
eKadI maaihtI ikMvaa Report Aaplyaalaa dusa-yaa File ikMvaa Word / Excel maQyao Vayacaa Asalyaasa yaa option cyaa madtInao AapNa tI 
maaihtI dusarIkDo save k$ Saktao. 

Find  
yaa option cyaa madtInao eKadyaa Report maiQala zraivak maaihtI SaaoQaayacaI Asalyaasa yaacyaa madtInao tI SaaoQata yaoto. 
Sort 
yaa option cyaa madtInao eKadyaa Report maaihtI naavaap`maaNao tsaoca r@kma p`maaNao k`mavaar baGata yaoto ( Sort Assending & 
Decending ) 
Filter 
yaa option cyaa madtInao eKadyaa Report maaihtI Filter sva$pat phata yaoto.mhNajao Customerwise, Itemwise etc. 

Refresh   Hot key: F5 
ha A%yaMt mah%vaacaa Asaa option Aaho yaacaa vaapr AapNa eKado Kato baVt Asalyaasa %yaamaiVla Period select kolyaanaMtr Refresh 
ikMvaa F5 mhNalyaavarca sava- maaihtI idsauna yaoto. 
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TOOLS 

 
Calculator 

System Calculator 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
Note Pad 

System Note Pad 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
Current Setup 
Aaplao Accouniting Year saMplyaanaMtr yaa option cyaa madtInao Aaplyaalaa Aaplyaa Aaplao maaigala vaYaa-itla sava- Stock va 
Account Balance puiZla vaYaa-t naota yaotat. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
Printer setup 

AaplyaakDo ekapoxaa jaast Printer Asalyaasa Aaplyaala to yaoqauna select krta yaotat.AaNaI Printer setting yaoqauna krta yaoto. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
Book Close 

Aaplao Accouniting Year saMplyaanaMtr yaa option cyaa madtInao Aaplyaalaa Aaplyaa Aaplao maaigala vaYaa-itla sava- Stock va 
Account Balance puiZla vaYaa-t naota yaotat. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
Backup 

yaa option cyaa madtInao AapNa Software maQyao kolaolyaa kamaacaa Backup Gaotao mhNajao hI maaihtI dusairkDo Save krtao.yaasaazI 
daona option Aahot to Kailala Pa`maaNao. 
1.jar AapNa c: var kama krt Asau mhNajao Software C: var Asalyaasa D: var Backup GaoNao. 
2.C.D.Writor ikMvaa Zip var Backup GaoNao. 
yaa saazI yaa Option var maa}sanao Click kravao naMtr toqao Kailala p`maaNao Screen idsaona. 
 

 

 
yaa izkaNaI Save File naavaacaI Screen idsauna yao[-na. 
Save in :- yaoqauna AapNa CD Drive ikMvaa C: Drive Or D: Drive Select kravao.yaasaazI toqao AsaNaaryaa Arrow 
Key cyaa madtInao AapNa tao Select k$ Saktao.tsaoca toqauna AapNa Directory hI Select k$ Saktao.  
File Name:- yaoqauna AapNa Save krNaaryaa Backup File laa naava do} Saktao.jaastk$na ASaa File laa %yaaidvasaacaI tairK 
naava sva$pat Taklyaasa puiZla vaoLosa AapNa Agaaodr Backup kQaI Gaotlaa to samajaNyaasa madt haoto. 
yaanaMtr Save var click kolyaanaMtr Backup Done Sucessfully ha Message AalyaanaMtr AaplaI maaihtI Save JaalaI 
Asao samajato. 

 
 
 
 
 
Exit Application 
 
 
 



 
 

MASTER 
 
Account Master 
 Software vaaprNyaasaazI P`aqama %yaamaQaIla master yaa option caI maahItI k$na GaoNao garjaocao Aaho.Master option maQaUna supplier 
(KrodIdar) ikMvaa customer (ga`ahk) tsaoca Kca- KatI ]da.Pagaar Kato, P`avaasa Kato, vyaaja Kato, doNagaI Kato vagaOro tsaoca capital 
(BaaMDvala), fixed assests (sqaavar maalama%ta), bank accounts, loan accounts AaXaI inarinaraLI KatI tyaar krta yaotat. 
tsaoca inarinaraLyaa p`karcyaa vastUsaazI (item) KatI  tyaar krta yaotat.%yaamauLo  iv`ak`I ibala banaivaNyaasa madt haoto va sTa^kcaa ihSaaoba hI zovata 
yaotaoo va Aaplao vyavaharhI Acauk haotat. Toolbar vairla yaa option var maa}sanao Click kolyaasa %yaamaQyao KalaIla p`maaNao Option 
yaotat. maala (stock) Ka%yaa vyaitir@t Ava-irt KatI yaa option maQaUna tyaar krta yaotat.yaasaazI p`qama yaa option var maa}sanao click 
kravao. toqao KalaIla p`maaNao screen idsaola.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
Add: - yaa screen maQaIla pihlaa option “Add” ha Aaho. jyaamaQauna navaIna KatI tyaar krta yaotat. Name ilahIlaolyaa izkaNaI 
(blank area) maa}sanao click kravao. toqao Aaplyaalaa hvao AsaNaa-yaa Ka%yaacaI maaihtI (naava ) type kravao naava type kolyaanaMtr enter 
baTNa dabaavao. 
 
Permanent A/c: - AapNa tyaar kolaoolao Kato ho Aaplyaalaa puZIla vaYaa-t vaaprayacao ikMvaa caalau zovaayacao Aaho ikMvaa naahI ASaap`karcaa ha 
option Aaho. kahI vaoLosa AapNa eoKadyaa Ka%yaat f@t eokdaca vyavahar krNaar Asatao. naMtr punha BaivaYyaat %yaa Ka%yaat vyavahar haoNaar 
nasatat ASaavaoLosa AXaI KatI puZIla vaYaa-t nao}na }pyaaoga nasatao mhNuana yaa option cyaa izkaNaI N mhNajao  No mhNalyaasa ho Kato puZIla vaYaa-
t idsat naahIprMtu puYkL vaoLa operator cyaa najarcaukImauLo  naohmaIcyaa vaapratIla Ka%yaasa sauQda N mhNajao No option doNyaat yaotao. 
%yaamauLo hI KatI puZIla vaYaa-t idsat naahI va naahk manas%aap /ADcaNa haotao. jyaa Ka%yaamaQyao Closing balance Asaona AXaI KatI puZIla 
vaYaa-t No option Asalaa trI idsatat ( Carry Forward ). 
 
Credit Limit: - AapNa ga`ahkasa dotao tI ikMvaa Aaplyaalaa Aaplyaa KrodIdarakDuna doNyaat yaoNaarI ?Namaudt mhNajao Credit 
Limit.AapNa yaa idvasaanaMtr Aaplyaa KrodIdarasa pOsao dotao ikMvaa ga`ahkakDuna pOsao maagaNaar Aahaot ]da. saaQaarNapNao inarinaraLyaa p`karcyaa 
KrodImaQyao vaogavaogaLyaa p`karo credit limit idlaI jaato tI kahI vaoLosa 30 idvasa 15 idvasa ikMvaa 8 idvasahI Asau Saktoo. 
 
 
Address/Ph.No:- yaa sva$patIla maahItI Aaplyaalaa zovaNao A%yaMt garjaocao Aaho.karNa eoKadyaavaoLosa Aaplyaalaa Aaplyaa customer / 
supplier laa Contact krayacaa Asalyaasa yaa maaihtIcaa }pyaaoga haotao.maaihtI tyaar sva$pat Asalyaasa Aaplyaalaa tI lagaoca vaaprat 
AaNata yaoto.AXaap`karo sava- maaihtI BarlyaanaMtr O.K. yaa Option laa maa}sanao click k$na maaihtI saazvalaI jaato. puZo navaIna KatI tyaar 
krayacaI nasalyaasa exit baTnaavar maa}sanao click kravao. %yaamauLo AapNa prt pihlyaa screen var yaotao. 
 
Modify: - Add Option maQyao kaoNa%yaahI p`karcaI cauk Kato tyaar krtanaa JaalaI Asalyaasa Modify  yaa option maQauna %aI cauk 
du$st krta yaoto yaasaazI Modify option  var Mouse nao click kravao .%yaanaMtr select name yaa izkaNaI  Aaplyaalaa hvao to naava 
type krNyaasa saurvaat kravaI jyaap`maaNao AapNa type  krt jaavau %yaap`maaNao toqao naava scroll haot jaaJ-la ]da. malaa Ganesh Trading 
Company   ho Kato phayacao Asalyaasa Name option ilahIlaolyaa izkaNaI type krNyaasa saurvaat kravaI jyaap`maaNao AapNa type  
krt jaavau %yaap`maaNao toqao naava scroll haot jaaJ-la. toqao A to Z ASaI sava- KatI idsatIla %yaatIla malaa hvao AsaNaaro Ganesh Trading 
Company Kato baVayacao Asalyaasa p`qama `G’ Axar dabalyaasa f@t G  Axaranao AsaNaarI KatIca idsatIla %yaanaMtr puZIla Gan –Asao 
type kolyaasa %yaa naavaaSaI saaQamya- AsaNaarI KatI idsatIla AsaavaoLsa toqao AsaaNaara 5to 7 Ka%yaamaQauna Aaplyaalaa hvao to naava arrow key 
cyaa madtInao select kravao va enter mhNaavao %yaamauLo Aaplao puNa- naava Type krNyaacyaa vaoL vaacatao.Aaplyaalaa hvao to naava type kolyaanaMMtr 
%yaa Ka%yaacaI AapNa computer maQyao Feed kolaolaI maaihtI idsauna yaooto %yaamaQaIla changes  k$na ok mhNalyaasa AapNa change kolaolaI 
maaihtI  save haoto .    
 
Delete: -  eKado Kato caukUna tyaar Jaalao Asalyaasa to Aaplyaalaa nakao Asato va o Aaplyaa computer software maQauna kaZuna Takayacao 
Asato ASaavaoLI Delete option vdaro AapNa ho kama k$  Saktao %yaasaazI Delete option  var Mouse nao click kravao .%yaanaMtr 
select name yaa izkaNaI  Aaplyaalaa hvao to naava type krNyaasa saurvaat kravaI jyaap`maaNao AapNa type  krt jaavau %yaap`maaNao toqao naava 
scroll haot jaaJ-la Aaplyaalaa hvao to naava down arrow key cyaa madtInao select k$na enter kravao va OK kravao. yaa option 
maQyao jar eKadyaa Ka%yaasa Opening balance ikMvaa %yaa Ka%yaat kahI vyavahar AsatIla tr to Kato delete haot naahI ASaavaoLosa yaa 
Ka%yaatIla vyavahar delete kravaot tsaoca Opening balance Asalyaasa tao  yaa option maQauna delete kravaa.va Tool option 
maiQala Recalculate Account Balance yaa option maQauna sava- KatI Recalculate kraivat %yaanaMtr AapNa ho Kato delete 
k$ Saktao. 
 
View: - eKadyaa Ka%yaacaI maaihtI mhNajao %yaacaa op.bal ikMvaa p%%aa ikMvaa ph.no, PAN  baGaayacaa Asalyaasa view option  vdaro 
tao baGata yaotao %yaasaazI select name yaa izkaNaI  Aaplyaalaa hvao to naava type krNyaasa saurvaat kravaI jyaap`maaNao AapNa type  krt 
jaavaU %yaap`maaNao toqao naava scroll haot jaa[-la. Aaplyaalaa hvao to naava arrow key cyaa madtInao select k$na enter kravao. 
 
 
 
 
 
 
 



 
 
 
Item Master 
Master option maiQala ha AitSaya mah%vaacaa option Aaho yaa option cyaa maditnao AapNa Aaplyaalaa hvyaa %yaa sva$pat item 
account open k$na %yaacaI inventory maintain krtao yaa option caa vaapr #aalaIla pQdtInao krtat  
Mouse click k$na p`qama ha option select kravaa yaat account master p`maaNao punha saha option idlao Aahot to mhNajao 
Add, Modify, Delete, View, Ok, Cancel yaaitla Add option maQauna AapNa maaihtI BarNaar Aahaot %yaasaazI add 
option var mouse nao click kravao toqao #aailala Pa`maaNao screen  idsaona  
 
 

 
%yaatIla item name option cyaa izkaNaI (blank area) mouse nao click kravao naMtr Aaplyaalaa hvao AsaNaa-yaa item cao naava 
Takavao %yaanaMtr ,Enter baTna dabaavao 
 
. 
 

 
 
 
 
 
 
 
 
 
 



 
 
 
 
Greeting 
yaa option cyaa madtInao AapNa Aaplyaa ibalaavar SauBa idpavalaI, tsaoca navyaa vaYaa-cyaa SauBaocyaa Asao saMdoSa ibalaavar ilahu Saktao yaasaazI yaa 
option var maa}sanao click kravao.toqao yaoNaaryaa Screen maQyao Aaplyaalaa hvaa tao saMdoSa ilahavaa va O.K.kravao. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
TRANSACTION 

 
Sale Bill: -  
jyaavaoLI Aaplyaalaa AapNa ivaklaolyaa maalaacaI software maQyao entry krayacaI Asato %yaavaoLI ha option select kravaa. 
Name:- 
AapNa dukanaat puYkL vaoLa ga`ahkacyaa raoKIcyaa yaadyaa krtao va maala tyaar k$na baajaulaa zovalaa jaatao jyaavaoLI ga`ahk Paunha yaotao tovha jar %yaacao 
naava yaadIvar Asalyaasa maala doNyaasa saaopo jaato.yaa option caa vaapr KailalaPa`maaNao krtat. 
Code:- 
yaa option cyaa izkaNaI AapNa KrodI ikMvaa ivakI krt AsaNaa-yaa maalaacaa code Takavaa ikMvaa %yaa maalaacao naava Takavao ]da R ARROW 
PLAIN SHIRT ha Option pahIjao Asalyaasa arr.Asao type k$na enter kolyaasa yaoqao %yaa naavaaSaI saaQama- AsaNaarI naava dS-aivatao 
%yaatuna Aaplyaalaa hvao to naava  down arrow key madtInao select kravao va enter mhNaavao va mauL screen var prt yaavao. yaa izkaNaI 
AapNa Item Master maQyao jyaap`maaNao Item Name, Rate feed kolaolaa Asaola %yaap`maaNao idsauna yao[-la. 
Quantity:- 
g`aahkasa idlyaa jaaNaa-yaa ikMvaa KrodIdarakDuna yaoNaa-yaa vas%aucaI qty.yaoqao TakavaI va enter mhNaavao.  
Rate:- 
item master maQyao jaao rate feed kolaa jaatao tao yaoqao idsatao prMtu malaa kahIvaoLosa ha rate jaast ikMvaa kmaI krayacaa Asaola (yaa ibalaa 
pur\ta ) tr maI tao yaoqauna k$ Saktao naivana rate Takuna enter mhNalyaasa KalaIla p`maaNao screen idsaola jar ha rate kayamacaa kaZuna 
Takayacaa Asalyaasa yes mhNaavao va nasalyaasa no mhNaavao       
Amount:- 
(Sale Qty x Rate) yaa ihSaaobaanao yaoNaarI amount yaa colum maQyao daKvalaI Aah. 
 
 

 
 
 



 
 
 
 
Receipt 
 
 

 
Keys :-( Double click)  
Account var AapNa maa}sanao Dbala click kolyaasa %yaa party cyaa ledger jaatao jar AapNa ]QaarIvar KrodI Aqavaa ivakI krt AsaU tr 
toqauna Aaplyaasa %yaacaa balance idsatao.Code yaa option var Dbala click kolyaasa AapNa item master maQyao modify yaa 
option var yaotao yaoqauna AapNa yaa item maQyao badla k$ Saktao .   
 
Account Report 
Toolbar varIla account report yaa option var  maa}sanao click kolyaasa KalaIlap``maaNao option yaotIla  
From Date To Date 
jyaa period saazI Aapalyaalaa Report phayacaa Aaho tao period yaoqao Takavaa ha period %yaa Accounting year/Financial 
year (01.04 To 31.03) yaa maiQalaca Asaavaa. 
Zoom : 

 
yaa option cyaa madtInao AapNa eoKadyaa report maiQala maaihtI zoom sva$pat baGata yaoto.ha option select kolyaanaMtr yaoNaarI maaihtI 
(print out) zoom sva$patca yaoto.vairla option maiQala zoom percentage select kolyaanaMtr prt screen var click krNao 
garjaocao Aaho.%yaamauLoca ha option ikMvaa Aaplyaalaa hvao AsaNaaro zoom percentage idsauna  ( Actually Apply ) yaoto . 
 

 
 
 



 
 
 
ACCOUNT REPORT  
 
Sale Register 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
General ledger  
Accounting report maiQala puiZla option ledger Aaho.jyaacyaa maditnao AapNaalaa Katovaar maaihtI imaLto.yaasaazI yaa option var 
click kravao.va Account Asao ilahlaolyaa izkaNaI type krNyaasa saurvaat kravaI %yaanaMtr toqao yaoNaa-yaa screen maQauna Aaplyaalaa hvao to 
naava arrow key cyaa madtInao select kravao naMtr refresh ikMvaa (F5) kravao.jar eka zraivak kalaavaiQasaazI Kato phayacao Asalyaasa 
date ilahlaolyaa izkaNaI Aaplyaalaa hvaI tI date TakavaI va refresh mhNaavao. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
Outstanding Report 
ha report phaNyaasaazI Tool Option maQauna recalculate outstanding select k$na ekda customer va supplier caI 
baakI recalculate k$na QaoNao garjaocao Aaho.%yaanaMtr yaa option maQyao F5 ikMvaa refresh mhNaavao va sava- baakI idsaona jar zraivak 
Katodarasa iktI baakI Aaho ho kaZayacao Asalyaasa Filter option cyaa maditnao hI maaihtI idsauna yaoto. 
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