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Introduction 
 

Saral Agency Management jevu> tenu nam 0e. 

te j p/ma`e tenu> tdn sr5 kam 0e. Agency Management ne lgtI 

ko[ p` p/karna Vyvhar nI AeN§I tdn sr5ta4I krva ma3e SAP no 

]pyog krvama> Aave 0e. 

 

AeN§I sr5 hova 0ta> jo[ta b2a j irpo3R jma-]2ar p/ma è 

cokks AeN§I 4vane kar`e Aekdm coksa[4I Ane sr5ta4I cek krI 

xkay t4a veparI wa8a ma> hovane lI2e tdn jLdI4I sm+ xkay 0e. 

 

 Aa pekej ma> Aavta Alg-Alg f>kxno ke Vyvharo ne smjva 

ma3e tdn sr5 wa8ama> samaNy ma`s sm+ xke te rIte nIce p/ma è 

dxaRvvama> Aavel 0e. 

 

 

 



menu ivxe smjmenu ivxe smjmenu ivxe smjmenu ivxe smj    
    

               nIce btaVya p/ma è MAIN MENU ma> tme =e[ xkae 0ae ke MAIN MENU 

ma Alg-Alg menu Aavela> 0e. jena> ]pyaeg4I Aap ù> kam sr5 bnI rhexe. jema> 
pa>c Alg-Alg 0e. je nIce p/ma è 0e. 

 

MASTERS (maS3sR) 
• veparIAona qata> t4a g/ahkona> qata>, be>kna> qata t4a vgere p/karna> qata> 

AhI>4I bnavI xkay 0e. veparma> jo ko[ seLsmen raqel hoy to tenu> qatu> 
p` AhI>4I bnavI xkay 0e. 

 

 TRANSACTION (roij>da vyvhar) 
• veca`ne lgtI t4a Aavk javkne lgtI AeN§I krva ma3e Aa menu no ]pyog 

krvama> Aave 0e. 
• jo Aekvar AeN§I krelI hoy Ane tema> su2aro krvo hoy t4a AeN§I ka!I 

naqvI hoy to Aa menu ¸ara tee xky bne0e. 
 

 REPORTS (rIpae3R) 

• ko[ p` p/karna> irpo3R jova ma3e Aa menu no ]pyog krvama> Aave 0e.    
• jem ke, veca`na> irpo3R t4a pa3IR Receipt na> irpo3R jova ma3e Aa menu 

]pyogI 0e.    
 

FAS REPORTS  
• Financial Accounting ne lgta> irpo3R jova ma3e Aa menu no ]pyog 

krvama> Aave 0e. 
 

Utilities  

• ko[ irpo3R VyviS4t m5ta> n hoy tevu> j`ay Tyare Aa irpo3Rno ]pyog 
krvama> Aave 0e. je4I ko[ irpo3Rma> wUl hxe Ane tee brabr n m5e to Aa 
menu na ]pyog ¸ara te coksa[pUvRk m5I rhexe. 
 

Exit 
• p/og/amma>4I bhar ink5va ma3e Aa menu no ]pyog krvama> Aave 0e. 



Masters Ane Transaction menu 
ma> vprata> Aa b3naenae ]pyaeg Aa mujb 0e. 

 
• Add :  Aa b3nnae ]pyaeg kae[ nva qata ke nvI Aa[3m bnavva ma3e Aa 

b3nnae ]pyaeg krvama> Aave 0e. 
 

• Modify :  Aa b3nnae ]pyaeg bnavela> qata ke Aa[3m ma> su2arae krva Aa 

b3nnae ]pyaeg ma> Aave 0e. 
 

• Delete : Aa b3nnae ]pyaeg bnavela> qata ke Aa[3m ka!I naqvI haey 

Tyare Delete b3nnae ]pyaeg krvama> Aave 0e. 
 

• Close :  Aa b3nnae ]pyaeg kae[ p` Aeva Aaepxn4I bhar nIk5va 
krvama>  Aave 0e. 

 
 

Master Menu 
 

• Account Master 
Aa menu no ]pyog nva qatanI AeN§I krva ma3e 4ay 0e. Aa qata ko[ p` 

p/karna> ho[ xke 0e. jem ke, qcRna> qata>, veparIna> qata>, be>kna> qata>, t4a 
seLsmenna> qata> vgere qataAo bnavva ma3e Aa menu no ]pyog krvama> Aave 0e. 

• Disc Perc 

Aa menu no ]pyog Supplier ma3e ke3lu> iDSka]N3 t4a Aap`a ma3e ke3lu> 
kimxn tenI AeN§I krva ma3e Aa menu no ]pyog krvama> Aave 0e.    

• Sub Broker Master 

  Vyaparma> jo ko[ AejN3 t4a dlal hoy to tenu> qatu> bnavva ma3e Aa menu 
no ]pyog krvama> Aave 0e. 

 



Transaction Menu 
 

• Sales  
veca`nI AeN§I krva ma3e Aa menu no ]pyog krvama> Aave 0e. 
 

• Sales Return 

  veca`mal prtnI AeN§I krva ma3e Aa menu no ]pyog krvama> Aave 0e. 
• Party Receipt 

k[ pa3IR trf4I kya bIl same ke3lI rkm AavI tenI AeN§I krva ma3e Aa 
menu no ]pyog krvama> Aave 0e. 

• Receipt 

rokD AavknI AeN§I krva ma3e Aa menu no ]pyog krvama> Aave 0e. 
• Expense 

  ]2ar javknI AeN§I krva ma3e Aa menu no ]pyog krvama> Aave 0e. 
 

Reports Menu 
 

• Party Address List 

Aeka]N3 maS3rma> bnavelI pa3IRAona> qataAonI srnamanI ip/N3 inka5va 
ma3e Aa menu no ]pyog krvama> Aave 0e. 

• Covering Letter 

  AejN3 va[z t4a pa3IR va[z Covering Letter inka5va ma3e Aa menu no 
]pyog krvama> Aave 0e. 

• Sales 

Vyaparma> ke3la mal samannu> veca` krvama> AaVyu> tenI irpo3R jova ma3e Aa 
menu no ]pyog krvama> Aave 0e. 

• Sales Return Summary 

  Vyaparma> veca`mal ma>4I ke3lo mal prt AaVyo tenI irpo3R jova ma3e Aa 
menu no ]pyog krvama> Aave 0e. 
 
 



• Payments 

  Aa menu no ]pyog k[ tarIqe k[ pa3IRnu> ke3lu> pemeN3 Aavel 0e tenI maisk ke 
vai8Rk irpo3R jova ma3e t4a tenI ip/N3 inka5va ma3e Aa menu no ]pyog krvama> Aave 0e. 

• Payment Data Reports 

• Outstanding Reports 

 Vyaparma> jo malna> veca` vqte bIlnI rkm m5vanI bakI rhI g[ hoy to 
tenI irpo3R jova ma3e Aa menu no ]pyog krvama> Aave 0e. 

• Aging Reports : Sales Customer Wise 

 Aa menu no ]pyog kya Customers ne kya Supplier ¸ara ke3la malnu> kya 

mihnama> ke3lu> veca` krvama> Aavel 0e. tenI irpo3R jova ma3e Aa menu no ]pyog krvama> 

Aave 0e.  

• Receipt CustomerWise 

  Aa menu no ]pyog k[ pa3IR ¸ara ke3lu> pemeN3 Aavel 0e. tenI maisk ke vai8Rk 
irpo3R jova ma3e Aa menu no ]pyog krvama> Aave 0e. 

• Pending Custmorwise 

  k[ pa3IRnI ke3lI bakI rhelI 0e tenI irpo3R jova ma3e Aa menu no ]pyog 
krvama> Aave 0e. 

• Sales Supplierwise 

  Aa menu no ]pyog kya Supplier §ara kya Customer ne ke3la malnu>  veca` 
krvama> Aavel 0e. tenI irpo3R jova ma3e Aa menu no ]pyog krvama> Aave 0e.    

• Receipt Supplierwise 

 Aa menu no ]pyog kya Supplier §ara kya Customer nu> ke3lu> pemeN3 AaVyu 
0e. tenI maisk ke vai8Rk irpo3R jova ma3e Aa menu no ]pyog krvama> Aave 0e. 

• Outstanding Supplierwise 

 kya Supplier §ara ke3lu> pemeN3 bakI 0e. tenI maisk ke vai8Rk irpo3R jova 
ma3e Aa menu no ]pyog krvama> Aave 0e. 

• General Aging 

• Party Statement 

pa3IRnu> S3e3meN3 jova ma3e Aa menu no ]pyog krvama> Aave 0e. 

• Commission Reports 

 kimxnnI irpo3R jova ma3e Aa menu no ]pyog krvama> Aave 0e. 



• Pending Commission Reports 

 bakI kimxnnI irpo3R jova ma3e Aa menu no ]pyog krvama> Aave 0e. 
• Daily Reports : Daily Sales Reports 

 vepar ma> 4tI roj-broj nI Sales nI AeN3/I jova ma3e Aa menu no ]pyog krvama> 
Aave 0e. 

• Daily Receipt Entry 

 vepar ma> 4tI roj-broj nI Aavk nI AeN3/I jova ma3e Aa Aopxnno ]pyog  
krvama> Aave 0e. 

• Transport Reports 

 vepar ma> k[ tarIqe kya 3/aNspo3R k[ pa3IR ne mal moklvama> AaVyo hto tenI 
maisk ke vai8Rk irpo3R jova ma3e Aa menu no ]pyog krvama> Aave 0e. 

 

 

FAS Reports Menu 
• Ledger 

 v8R drimya vepar k[ pa3IR trf4I rokD AavI Ane k[ pa3IR ne rokD cukvI t4a 
k[ pa3IR sa4e kya veparI Vyvhar kyaR t4a ke3lo qcR t4a ke3lI Aavk 4[ vgere nI 
irpo3R jova t4a tenI ip/N3 inka5va ma3e Aa menu no ]pyog krvama> Aave 0e. 

• T_Ledger 

 jevI rIte Ledger Aopxnno ]pyog krvama> Aave 0e tevI j rIte T_Ledger no 
]pyog krvama> Aave 0e. Fkt tema> irpo3Rma> qatavhI jem sam-same ]2ar-jma jem jova 
m5e 0e. Ae3le ke kya qata trf 4I Aavk t4a qcR krvama> AaVya tenI irpo3R inka5va 
Aa menu no ]pyog krvama> Aave 0e. 
• Final Reports 

 v8R drimyan nfa-nukxannI irpo3R me5Vya bad Aa rIpo3Rno ]pyog veparma> ke3la 
le`daro, devadaro, imlkto, devaAo, be>k beleNs t4a ha4 pr rokD vgerenI rIpo3R jova 
ma3e Aa Aopxnno ]pyog krvama> Aave 0e. te4I Aa rIpo3Rne Final Report  p` 
khevama> Aave 0e. je4I bIja v8RnI xruAatma> qataAonI bakI ke3lI 0e te ivgt p` m5I 
rhe 0e.te4I Aa rIpo3R qub mhTv nI 0e. 
 
 
 
 



Desktop pr Saral namna> Aa[kon pr iklk krta> nIce mujbnI Sk/In 
jova m5xe. jema> sOp/4m ]pyog krnarnu> nam t4a tena> pasvDRnI AeN§I kro. 

 

User Login 
 

 

 

 

 

 

 

 

 
  Aa Sk/Inma> ]pyog krnarnu> nam t4a tena> pasvDRnI AeN§I kyaR bad k>pnI 
islekxnnI Sk/In jova m5xe. jema> k[ k>pnIma> Aape kam krvu> te k>pnI ps>d krI 
AeN3r Aapta> Main Menu nI Sk/In jova m5xe.    

 

Company Selection Screen 

 

  k>pnI ps>d kyaR bad nIce mujbnI Main Screen ma> pa>c Alg Alg menu 
jova m5xe.    



Main Menu Screen 
 

 

 

 

 

 

 

 

 

 

 

 

 
 

 Main Screen ma> tme jo[ xko 0o ke Main Screen ma> pa>c Alg Alg 
menu Aavel 0e jeno ]pyog nIce mujb krvama> Aave 0e. 

 
 

 Master Menu 
 

 Aa menu no ]pyog Vyaparma> Aavta> g/ahko t4a veparIAno qata, be>kna> 

qata>, vgere p/karna> qata bnavva ma3e Aa menu no ]pyog krvama> Aave 0e. te 

]pra>t veparI ma3e ke3lu> iDSka]N3 t4a Aap`a ma3e ke3lu> kimxnnI AeN§I krva 

ma3e Aa menu ]pyog krvama> Aave 0e. t4a Vyaparma> jo ko[ AejN3 t4a dlal hoy 

to tenI AeN§I p` AhI>4I krI xkay 0e. 

 



Account Master 

 
 

 

 

 

 

 

 

 

 

 

 
 

drek p/karna> qataAo bnavva ma3e Aa menuno ]pyog krvama> Aave 0e. 
 

o A/c Code :  Aa koD Ae Ao3omei3k n>br 0e. je ko[ p` nva veparInu> nam 
naqva jta> nva koD sa4e jova m5xe. 

o Name : Aa qanama> veparInu> t4a g/ahknu> nam lqvama> Aave 0e. 
o Group Code : Aa qanama> AeN3r Aapta> b2a g/upnI lIS3 jova m5xe. 

jema> je qatanu> nam lQyu> 0e te veparI 0e ke g/ahk te nkkI krI AeN3r Aapta> 
krsr Aag5na> boksma> jxe. 

o C/O Name :   
o Op Balance : Aa qatanI jo ko[ Aag5nI bakI hoy to AhI>ya lqvama> 

Aave 0e. 
o Con Person : AhI>ya je qatu> bnavI rhya 0IAe Tya> te Vyiktnu> nam 

lqvama> Aave 0e. 
o Address : Aa qanama> te qatanu> srnamu> lqvama> Aave 0e. 
o Cr Days : te Vyiktne rkmnI cukv`Ima> ke3la idvsonI ke/iD3 Aapvama> 

Aave 0e te lqvama> Aave 0e. 
o Phone : Aa qanama> pa3IRno moba[l n>br lqvama> Aave 0e. 



o Agent Cd : Aa qanama> AeN3r Aapta> bnavel seLsmennI lIS3 jova 
m5xe. jema> te kya seLsmen ¸ara malnu> veca` krvama> Aave 0e. te lqvama> 
Aave 0e. 

o Tin No : Aa boksma> veparIno 3In n>br lqvama> Aave 0e. 
o Cst No : Aa boksma> veparIno sI Aes 3I n>br lqvama> Aave 0e. 
o Email : Aa boksma> pa3IRnI {mel lqvama> Aave 0e. 

 

 

Discount Perc 
 

 

 

 

 

 

 

 
  kya g/ahknu> kya veparI ¸ara ke3lu> iDSka]N3 t4a Aap`a ma3e ke3lu> kimxn 

tenI AeN§I AhI>ya krvama> Aave 0e. 

o Customer : Aa koD pr AeN3r Aapta> bnavel g/ahkonI lIS3 jova m5xe 

tema>4I te g/ahknu> nam ps>d krta> AeN3r Aapta> krsr Supplier na> koD pr 

jova m5xe. 
o Supplier : Aa koD pr AeN3r Aapta> bnavel veparIAonI lIS3 jova m5xe 

tema>4I te veparInu> nam ps>d krta> AeN3r Aapta> krsr Disc pr jxe. 

o Disc : Aa boksma> b>ne vCcenu> iDSka]N3 lqvama> Aave 0e. 
o Comm% : Aa boksma> Aap ù> ke3lu> kimxn 0e te lqvama> Aave 0e. 

 



Sub Broker Master 
 

 

 

 

 

 

 

 
  

  Vyaparma> jo[ ko[ AejN3 A4va dlal hoy to tena qatanI AeN§I krva ma3e Aa 

menu no ]pyog krvama> Aave 0e. 

o Code : Aa koD Aek Ao3omei3k koD 0e je ko[ p` nva seLsmennI AeN§I krta> 

nva koD sa4e jova m5xe. 
o Agency Name : Aa boksma> te AejN3nu> nam lqvama> Aave 0e. 

o C/o Name : Aa AejN3 kya k>pnI ma3e 0e te k>pnInu> nam lqvama> Aave 0e. 

o Address : Aa boksma> te AejN3nu> srnamu> lqvama> Aave 0e. 
o Phone : Aa boksma> te pa3IRno moba[l n>br lqvama> Aave 0e. 
o Comm% : Aa boksma> te AejN3ne ke3lu> kimxn Aapvama> Aave 0e. te lqvama> 

Aave 0e. 

 
 

 
 
 
 



Transaction Menu 
Aa menu no ]pyog roj brojna> Vyvharo krva ma3e 4ay 0e. je nIce p/ma è 0e. 

 

Sales Entry 

 

o No :  Aa koD Ae Ao3omei3k n>br 0e. je ko[ p` nvI veca`nI AeN§I krta> nva 
koD sa4e jova m5xe. 

o Date : Aa boksma> veca`nI tarIq lqvama> Aave 0e. 
o Customer : Aa boksma> AeN3r Aapta> bnavel qataAonI lIS3 jova m5xe. 

jema> kya g/ahkne veca` krvama> Aave 0e te pa3IRnu> nam lqvama> Aave 0e. 
o Supplier : Aa boksma> AeN3r Aapta> bnavel veparInI lIS3 jova m5xe. 

jema> kya veparI ¸ara te malnu> veca` krvama> AaVyu> 0e te lqvama> Aave 0e. 
o Bill No : Aa boksma> te pa3IRno bIl n>br lqvama> Aave 0e. 
o Item : Aa boksma> Aa[3mnu> nam lqvama> Aave 0e. 
o Transport : Aa boksma> ke3la mI3rnI qrIdI krvama> Aave 0e.tena 3o3l 

mI3r AhI>ya lqvama> Aave 0e. 
o Lr No : Aa boksma> Lr No lqvama> Aave 0e. 
o Amount : Aa boksma> malnI veca` ik>mt lqvama> Aave 0e. 
o Remarks : Aa boksma> veca`ne lgtI ko[ qas no>2 lqvI hoy to 

AhI>4I lqI xkay 0e. 
 



Sales Return Entry 

 

 

 

 

 

 

 

 

 
o No :  Aa koD Ae Ao3omei3k n>br 0e. je ko[ p` nvI veca` mal prtnI AeN§I 

krta> nva koD sa4e jova m5xe. 
o Date : Aa boksma> veca` mal prtnI tarIq lqvama> Aave 0e. 
o Customer : Aa boksma> AeN3r Aapta> bnavel qataAonI lIS3 jova m5xe. 

jema> kya ¸ara te prt AavI 0e te pa3IRnu> nam ps>d krvama> Aave 0e. 
o Supplier : Aa boksma> AeN3r Aapta> bnavel veparInI lIS3 jova m5xe. 

jema> kya veparI ¸ara te malnu> veca` krvama> AaVyu> 0e te lqvama> Aave 0e. 
o Item : Aa boksma> ko[ Aa[3mnu> nam lqvu> hoy to lqI xkay 0e. 
o Transport : Aa boksma> ke3la mI3rnI qrIdI krvama> Aave 0e.tena 3o3l 

mI3r AhI>ya lqvama> Aave 0e. 
o Lr No : Aa boksma> Lr No lqvama> Aave 0e. 
o Item Entry : Aa boksma> AeN3r Aapta> Aa[3m va[z Alg Alg AeN§I krvI 

hoy to te p` AhI>4I krI xkay 0e.   
o Amount : Aa boksma> malnI veca` mal prtnI ik>mt lqvama> Aave 0e. 
o Remarks : veca`mal prtne lgtI ko[ qas no>2 lqvI hoy to AhI>ya 

lqI xkay 0e. 



Party Receipt 

 

o No :  Aa koD Ae Ao3omei3k n>br 0e. je ko[ p` nvI veca` mal prtnI AeN§I 

krta> nva koD sa4e jova m5xe. 
o Date : Aa boksma> veca` mal prtnI tarIq lqvama> Aave 0e. 
o Customer : Aa boksma> AeN3r Aapta> bnavel qataAonI lIS3 jova m5xe. 

jema> kya g/ahknI Receipt AavI 0e te g/ahk ps>d krvama> Aave 0e. 
o Supplier : Aa boksma> AeN3r Aapta> bnavel veparInI lIS3 jova m5xe. 

jema> kya veparI ma3e te Aavel htI te veparInu> nam ps>d krvama> Aave 0e. 
o Vno : Aa boksma> AeN3r Aapta> tena Aag5na> bakI bIlonI lIS3 jova 

m5xe. jema> kya bIl same te rkm AavI te ps>d krvama> Aave 0e. 
o Paid Amt : Aa boksma> te bIl same ke3lI rkm AavI te rkm lqvama> 

Aave 0e. 
o Rate Diff : Aa boksma> malno Rate Diff lqvama> Aave 0e. 
o Goods Rtn : Aa boksma> ko[ mal prt hoy te te lqvama> Aave 0e.   
o Discount : mal pr ko[ iDSka]N3 Aapel hoy to AhI> lqay 0e. 
o Bank Comm : be>knu> kimxn AhI>ya lqvama> Aave 0e. 



o Other : rkmne Adjust krva ma3e tenI v2tI 63tI rkm AhI>ya lqay 0e. 
o Remarks : pa3IR Receipt ne lgtI ko[ qas no>2 lqvI hoy to AhI>ya 

lqvama> Aave 0e. 
o Chq Amt : Aa boksma> ceknI rkm lqvama> Aave 0e. 
o Comm : Aa boksma> kimxn lqvama> Aave 0e. 
o Chq No : Aa boksma> cekno n>br lqvama> Aave 0e. 
o Chq Date : Aa boksma> ceknI tarIq lqvama> Aave 0e. 
o Bank : Aa boksma> cek k[ be>kno hto te lqvama> Aave 0e. 

 

Party Receipt Print 

 

 

 

 

 

 

 

 
 

pa3IR Receipt nI ip/N3 Sk/In pr jova m5ta> ip/N3 b3n pr iklk krta> ]pr 

mujbnI ip/N3 jova m5xe. 

 



Expenses 
 

 

]2ar javknI AeN§I krva ma3e Aa menu no ]pyog krvama> Aave 0e. 

o No :  Aa koD Ae Ao3omei3k n>br 0e. je ko[ p` nvI ]2ar javknI AeN§I krta> 

jova m5xe. 

o Date : Aa boksma> tarIq lqvama> Aave 0e. 

o Cash / Bank : Aa boksma> rkm kevI rIte g[ te qatane ps>d krvama> Aave 0e. 

o Expense : Aa boksma> kya qata>Ae Aavk SvIkarI te qatane ps>d krvama> 

Aave 0e. 

o Chq No : Aa boksma> jo be>k ¸ara javk 4[ hoy to be>kno cek n>br 

lqvama> Aave 0e. 

o Amount : Aa boksma> ke3lI rkmnI javk 4[ te lqvama> Aave 0e. 

o Remarks : Aa boksma> javkne lgtI ko[ no>2 lqvI hoy to AhI> 

lqvama> Aave 0e. 



Reports : Party List Print 
 

 

 

 

 

 
 

 

 

 

 

 

 

 

pa3IRAona qataAona srnama>nI ip/N3 inka5va ma3e Aa menu no ]pyog 

krvama> Aave 0e. 

Aa menu no ]pyog krva ma3e Show b3n pr iklk krta> pa3IRAona> qatanI 

srnama> nI lIS3 jova m5xe. 

Aa menunI ip/N3 inka5vI hoy to Sk/In pr Aapel ip/N3 b3n pr iklk krta> 

pa3IRAona> srnama>nI ip/N3 inka5I xkaxe. 

Aa menuma> pa3IRAonI lIS3ne Excel ma> jovI hoy to Sk/In pr Aapel Excel 

b3n iklk krta> irpo3Rne Excel ma> jo[ xkaxe. 

 Aa menu ma> ko[ Aek qata>nu> srnamu> jovu> hoy to pa3IRna> boks pr F1 key  

dbava4I te pa3IRnI srnamanI lIS3 jo[ xkay 0e. 



Covering Letter 

 
AejN3 va[z kvir>g le3r moklva ma3e Aa menu no ]pyog krvama> Aave 0e. 

AejN3 va[z kvir>g le3r inka5va ma3e ko[ Aek AejN3 ne ps>d krI Show 

b3n pr iklk krta> AejN3 va[z kvir>g le3r inka5I xkay 0e. 

t4a jo ko[ pa3IR va[z kvir>g le3r inka5vano hoy to pa3IR pr iklk krI 

ko[ Aek pa3IR ps>d krI pa3IR va[z kvir>g le3r p` inka5I xkay 0e. 

 Aa le3rnI ip/N3 inka5I hoy to Tya> Sk/In pr ip/N3 b3n pr iklk krI Aa 

le3rnI ip/N3 inka5I xkay 0e. 

    
    
    



Sales 
 

 

 

 

 

 

 

 

 

 

 

 
Customer Wise veca`nI irpo3R jova ma3e Aa menu no ]pyog krvama> Aave 

0e. Aa menu ma> k[ tarIq 4I k[ tarIq su2Ino irpo3R jovo 0e te ps>d krI AeN3r 

Aapta> krsr AejN3 pr jxe. 

Jo ko[ Aek AejN3 va[z veca`nI irpo3R jovI hoy to AejN3na> boks pr 

F1 Key dbava4I bnavel AejN3 lIS3 jova m5xe. tema> ko[ Aek AejN3 ps>d krIne tenI 

irpo3R inka5I xkay 0e. 

Aa menu ma> ko[ AeK g/ahk t4a ko[ Aek veparI ¸ara veca`nI irpo3R inka5vI 

hoy to te boks pr F1 Key dbava4I te g/ahk ke veparIno irpo3R inka5I xkaxe. 

  Aa irpo3RnI ip/N3 inka5va ma3e ip/N3 b3n pr iklk krta> te irpo3R nI ip/N3 

inka5I xkaxe.    

Aa irpo3Rne Excel ma> jova ma3e Excel b3n iklk krta> irpo3Rne Excel ma> 

jo[ xkaxe 

 



Sales Return Reports 
 

 

 

 

 

 

 

 

 

 

 
 

Customer Wise veca` mal prtnI irpo3R jova ma3e Aa menu no ]pyog 

krvama> Aave 0e. Aa menu ma> k[ tarIq 4I k[ tarIq su2Ino irpo3R jovo 0e te ps>d 

krI AeN3r Aapta> krsr AejN3 pr jxe. 

Jo ko[ Aek AejN3 va[z veca` mal prtnI irpo3R jovI hoy to AejN3na> 

boks pr F1 Key dbava4I bnavel AejN3 lIS3 jova m5xe. tema> ko[ Aek AejN3 ps>d 

krIne tenI irpo3R inka5I xkay 0e. 

Aa menu ma> ko[ AeK g/ahk t4a ko[ Aek veparI ¸ara veca`mal prtnI irpo3R 

inka5vI hoy to te boks pr F1 Key dbava4I te g/ahk ke veparIno irpo3R inka5I 

xkaxe. 

  Aa irpo3RnI ip/N3 inka5va ma3e ip/N3 b3n pr iklk krta> te irpo3R nI ip/N3 

inka5I xkaxe.    

Aa irpo3Rne Excel ma> jova ma3e Excel b3n iklk krta> irpo3Rne Excel ma> 

jo[ xkaxe 



Payments 
 

Aavel pemeN3nI irpo3R jova ma3e Aa menu no ]pyog krvama> Aave 0e. 

sOp/4m k[ tarIq 4I k[ tarIq su2Ino irpo3R jovo 0e. te tarIq ps>d krI 

AeN3r Aapva4I krsr AejN3 pr jxe. Ane AejN3 va[z Aavel pemeN3 nI irpo3R 

jova ma3e AejN3na> boks pr F1 Key dbava4I AejN3nI lIS3 jova m5xe. jema> kya 

AejN3nI pemeN3 irpo3R jovI 0e te ]pr mujb jova m5xe. 

Aa menu ma> ko[ Aek g/ahk va[z pemeN3 nI irpo3R jova ma3e g/ahk na> boks 

pr AeN3r Aapta> g/ahknI lIS3 jova m5xe. jema> kya g/ahknI pemeN3 irpo3R jovI 0e. 

te ps>d krI AeN3r Aapta> te g/ahknI pemeN3 irpo3R jova m5xe. 

  Aa irpo3Rma> g/ahk nu> b2a p/karna> iDSka]N3 t4a ke3lu> kimxn vgerenI irpo3R 

AhI>4I jo[ xkay 0e.  

  Aa irpo3RnI ip/N3 inka5va ma3e ip/N3 b3n pr iklk krta> te irpo3R nI ip/N3 

inka5I xkaxe.    

  Aa irpo3Rne Excel ma> jova ma3e Excel b3n iklk krta> irpo3Rne Excel ma> 

jo[ xkaxe 

 

 

 



Outstanding Reports 
 

 

 

g/ahknI ]2ra`Ino irpo3R inka5va ma3e Aa menu no ]pyog krvama> Aave 0e. 

sOp//4m k[ tarIq 4I k[ tarIq su2Ino irpo3R jovo 0e te ps>d krIne AeN3r 

Aapta> krsr AejN3 pr jxe. 

jo ko[ Aek AejN3 va[z ]2ra`I nIka5vI hoy to AejN3na> boks pr F1 

Key dbava4I te AejN3nI ]2ra`I inka5I xkaxe.  

  Aa irpo3R ko[ Aek g/ahk va[z ]2ra`I inka5vI hoy to Customer na> boks 

pr AeN3r marta> te g/ahknI ]2ra`I inka5I xkaxe. 

  Aa irpo3RnI ip/N3 inka5va ma3e ip/N3 b3n pr iklk krta> te irpo3R nI ip/N3 

inka5I xkaxe.    

  Aa irpo3Rne Excel ma> jova ma3e Excel b3n iklk krta> irpo3Rne Excel ma> 

jo[ xkaxe 

 

 

 

 



Aging Reports : Sales Customer Wise 
 

 

 

 

Maaisk va[z veca`nI irpo3R jova ma3e Aa menu no ]pyog krvama> Aave 0e. 

sOp//4m k[ tarIq 4I k[ tarIq su2Ino irpo3R jovo 0e te ps>d krIne AeN3r 

Aapta> krsr pa3IR pr jxe. 

jo ko[ Aek pa3IR va[z veca`no irpo3R nIka5vo hoy to pa3IRna>> boks pr 

F1 Key dbava4I te pa3IRAe kya mihnama> ke3la malnu> veca` kravama> AaVyu> tenI irpo3R 

]pr mujb jo[ xkay 0e. 

  jo ko[ pa3IR ps>d krvama> n Aave to b2a g/ahkonI veca`nI irpo3R Sk/In 

pr jova m5xe. 

  Aa irpo3RnI ip/N3 inka5va ma3e ip/N3 b3n pr iklk krta> te irpo3R nI ip/N3 

inka5I xkaxe.    

  Aa irpo3Rne Excel ma> jova ma3e Excel b3n iklk krta> irpo3Rne Excel ma> 

jo[ xkaxe 

 



Receipt Customer Wise 
 

 

 

kya g/akh ¸ara ke3lu> pemeN3 Aavel 0e tenI irpo3R masik va[z jova ma3e Aa 

menu no ]pyog krvama> Aave 0e. 

sOp//4m k[ tarIq 4I k[ tarIq su2Ino irpo3R jovo 0e te ps>d krIne AeN3r 

Aapta> krsr pa3IR pr jxe. 

jo ko[ Aek pa3IR va[z Aavel pemeN3nI irpo3R jovI hoy to pa3IRna> boks 

pr F1 Key dbava4I pa3IR va[z Alg4I teno irpo3R jo[ xkay 0e. 

  jo ko[ pa3IR ps>d krvama> n Aave to b2a g/ahkonI Aavel pemeN3nI irpo3R 

Sk/In pr jova m5xe. 

  Aa irpo3RnI ip/N3 inka5va ma3e ip/N3 b3n pr iklk krta> te irpo3R nI ip/N3 

inka5I xkaxe.    

  Aa irpo3Rne Excel ma> jova ma3e Excel b3n iklk krta> irpo3Rne Excel ma> 

jo[ xkaxe 

 



Outstanding Custmorwise 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

kya g/akh ¸ara ke3lu> pemeN3 Aavvanu> bakI 0e tenI irpo3R masik va[z jova 

ma3e Aa menu no ]pyog krvama> Aave 0e. 

sOp//4m k[ tarIq 4I k[ tarIq su2Ino irpo3R jovo 0e te ps>d krIne AeN3r 

Aapta> krsr pa3IR pr jxe. 

jo ko[ Aek pa3IR va[z bakI pemeN3nI irpo3R jovI hoy to pa3IRna> boks pr 

F1 Key dbava4I pa3IR va[z Alg4I teno irpo3R jo[ xkay 0e. 

  jo ko[ pa3IR ps>d krvama> n Aave to b2a g/ahkonI bakI pemeN3nI irpo3R 

maisk va[z Sk/In pr jova m5xe. 

  Aa irpo3RnI ip/N3 inka5va ma3e ip/N3 b3n pr iklk krta> te irpo3R nI ip/N3 

inka5I xkaxe.    

  Aa irpo3Rne Excel ma> jova ma3e Excel b3n iklk krta> irpo3Rne Excel ma> 

jo[ xkaxe 

 



Sales SupplierWise 
 

 

 

 

kya veparI ¸ara kya g/ahkne ke3la malnu> veca` krvama> AaVyu> tenI irpo3R 

jova ma3e Aa menu no ]pyog krvama> Aave 0e. 

sOp//4m k[ tarIq 4I k[ tarIq su2Ino irpo3R jovo 0e te ps>d krIne AeN3r 

Aapta> krsr pa3IR pr jxe. 

jo ko[ Aek pa3IR va[z t4a ko[ Aek veparI va[z veca`no irpo3R nIka5vo 

hoy to pa3IRna>> boks pr F1 Key dbava4I te pa3IRne kya mihnama> ke3la malnu> veca` 

kravama> AaVyu> tenI irpo3R ]pr mujb jo[ xkay 0e. 

  jo ko[ pa3IR ps>d krvama> n Aave to b2a g/ahkone veca` kya veparI ¸ara 

krvama> Aavel 0e.tenI irpo3R ]pr mujb jo[ xkay 0e. 

   Aa irpo3RnI ip/N3 inka5va ma3e ip/N3 b3n pr iklk krta> te irpo3R nI ip/N3 

inka5I xkaxe.    

 Aa irpo3Rne Excel ma> jova ma3e Excel b3n iklk krta> irpo3Rne Excel ma> 
jo[ xkaxe 

 



Receipt Supplier Wise 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

kya g/akh ¸ara ke3lu> pemeN3 Aavel 0e tenI irpo3R masik va[z jova ma3e Aa 

menu no ]pyog krvama> Aave 0e. 

sOp//4m k[ tarIq 4I k[ tarIq su2Ino irpo3R jovo 0e te ps>d krIne AeN3r 

Aapta> krsr pa3IR pr jxe. 

jo ko[ Aek pa3IR va[z Aavel pemeN3nI irpo3R jovI hoy to pa3IRna> boks 

pr F1 Key dbava4I pa3IR va[z Alg4I teno irpo3R jo[ xkay 0e. 

  jo ko[ pa3IR ps>d krvama> n Aave to b2a g/ahkonI Aavel pemeN3nI irpo3R 

Sk/In pr jova m5xe. 

  Aa irpo3RnI ip/N3 inka5va ma3e ip/N3 b3n pr iklk krta> te irpo3R nI ip/N3 

inka5I xkaxe.    

  Aa irpo3Rne Excel ma> jova ma3e Excel b3n iklk krta> irpo3Rne Excel ma> 

jo[ xkaxe 

 



Outstanding SupplierWise 
 

 

 

kya veparInu> ke3lu> pemeN3 kya g/ahk ¸ara bakI rhel 0e teno irpo3R inka5va 

ma3e Aa menu no ]pyog krvama> Aave 0e. 

sOp//4m k[ tarIq 4I k[ tarIq su2Ino irpo3R jovo 0e te ps>d krIne AeN3r 

Aapta> krsr pa3IR pr jxe. 

jo ko[ Aek pa3IR va[z bakI pemeN3nI irpo3R jovI hoy to pa3IRna> boks pr 

F1 Key dbava4I pa3IR va[z Alg4I teno irpo3R jo[ xkay 0e. 

  jo ko[ pa3IR ps>d krvama> n Aave to b2a g/ahkonI bakI pemeN3nI irpo3R 

maisk va[z Sk/In pr jova m5xe. 

  Aa irpo3RnI ip/N3 inka5va ma3e ip/N3 b3n pr iklk krta> te irpo3R nI ip/N3 

inka5I xkaxe.    

  Aa irpo3Rne Excel ma> jova ma3e Excel b3n iklk krta> irpo3Rne Excel ma> 

jo[ xkaxe 



Commission Reports 
 

 

 

kimxnnI irpo3R jova ma3e Aa menu no ]pyog krvama> Aave 0e. 

sOp//4m k[ tarIq 4I k[ tarIq su2Ino irpo3R jovo 0e te ps>d krIne AeN3r 

Aapta> krsr pa3IR pr jxe. 

jo ko[ Aek AejN3 va[z t4a ko[ Aek veparI va[z kimxnnI irpo3R jova 

ma3e Aa menu no ]pyog krvma> Aave 0e. 

  jo ko[ veparI ke g/ahk ps>d krvama> n Aave to b2a g/ahkonI t4a 

veparIAonI lIS3 Aa irpo3Rma> jova m5xe. 

  Aa irpo3RnI ip/N3 inka5va ma3e ip/N3 b3n pr iklk krta> te irpo3R nI ip/N3 

inka5I xkaxe.    

  Aa irpo3Rne Excel ma> jova ma3e Excel b3n iklk krta> irpo3Rne Excel ma> 

jo[ xkaxe 

 
 
 



Pending Commission Reports 
 

 

 

Pending kimxnnI irpo3R jova ma3e Aa menu no ]pyog krvama> Aave 0e. 

sOp//4m k[ tarIq 4I k[ tarIq su2Ino irpo3R jovo 0e te ps>d krIne AeN3r 

Aapta> krsr pa3IR pr jxe. 

jo ko[ Aek AejN3 va[z t4a ko[ Aek veparI va[z bakI rhel kimxnnI 

irpo3R jova ma3e Aa menu no ]pyog krvma> Aave 0e. 

  jo ko[ AejN3 ke veparI ps>d krvama> n Aave to b2a veparIAonI lIS3 

sa4enI irpo3R jova m5xe. 

  Aa irpo3RnI ip/N3 inka5va ma3e ip/N3 b3n pr iklk krta> te irpo3R nI ip/N3 

inka5I xkaxe.    

  Aa irpo3Rne Excel ma> jova ma3e Excel b3n iklk krta> irpo3Rne Excel ma> 

jo[ xkaxe 

 
 



Daily Reports : Daily Sales Entry 
 

 

 

roj brojnI veca`nI irpo3R jova ma3e Aa menu no ]pyog krvama> Aave 0e. 

sOp//4m k[ tarIq 4I k[ tarIq su2Ino irpo3R jovo 0e te ps>d krIne AeN3r 

Aapta> krsr pa3IR pr jxe. 

jo ko[ Aek AejN3 va[z t4a ko[ Aek veparI va[z veca`nI AeN§I jovI 

hoy to AejN3na> t4a veparIna> boks pr F1 Key dbava4I te veparInI lIS3 jova 

m5xe jema> je te veparI ps>d krI tenI veca`nI irpo3R jo[ xkay 0e. 

  jo ko[ AejN3 ke veparI ps>d krvama> n Aave to b2a veparIAonI veca`nI 

lIS3no irpo3R Aek sa4e jova m5xe. 

  Aa irpo3RnI ip/N3 inka5va ma3e ip/N3 b3n pr iklk krta> te irpo3R nI ip/N3 

inka5I xkaxe.    

  Aa irpo3Rne Excel ma> jova ma3e Excel b3n iklk krta> irpo3Rne Excel ma> 

jo[ xkaxe 

 
 



Daily Receipt Entry 

 

 

roj brojnI Aavel pemeN3 nI irpo3R jova ma3e Aa menu no ]pyog krvama> 

Aave 0e. 

sOp//4m k[ tarIq 4I k[ tarIq su2Ino irpo3R jovo 0e te ps>d krIne AeN3r 

Aapta> krsr pa3IR pr jxe. 

jo ko[ Aek AejN3 va[z t4a ko[ Aek veparI va[z Aavel pemeN3nI AeN§I 

jovI hoy to AejN3na> t4a veparIna> boks pr F1 Key dbava4I te veparInI lIS3 

jova m5xe jema> je te veparI ps>d krI tenI Aavel pemeN3nI irpo3R jo[ xkay 0e. 

  jo ko[ AejN3 ke veparI ps>d krvama> n Aave to b2a veparIAonI Aavel 

pemeN3no irpo3R jova m5xe. 

  Aa irpo3RnI ip/N3 inka5va ma3e ip/N3 b3n pr iklk krta> te irpo3R nI ip/N3 

inka5I xkaxe.    

  Aa irpo3Rne Excel ma> jova ma3e Excel b3n iklk krta> irpo3Rne Excel ma> 

jo[ xkaxe 

 



Daily Receipt Entry 
 

 

 

§aNspo3R va[z moklel malnI irpo3R jova ma3e Aa menu no ]pyog krvama> 

Aave 0e. 

  kya g/ahkne kya veparI ¸ara ke3lo mal kya>4I kya moklvama> AaVyo t4a 

tenI §aNspo3R k[ htI tenI irpo3R AhI>4I jo[ xkay 0e. 

  §aNspo3R irpo3Rma> teno Ael.Aar n>br t4a teno bIl n>brnI iD3el nI 

sa4enI irpo3R jova ma3e Aa menu no ]pyog krvama> Aave 0e. 

  Aa irpo3RnI ip/N3 inka5va ma3e ip/N3 b3n pr iklk krta> te irpo3R nI ip/N3 

inka5I xkaxe.    

  Aa irpo3Rne Excel ma> jova ma3e Excel b3n iklk krta> irpo3Rne Excel ma> 

jo[ xkaxe 



Fas Reports : Ledger 

 

 

qatavhI jova ma3e Aa menu no ]pyog krvama> Aave 0e. 

  Aa qatavhI ko[ Aek AejN3 va[z t4a ko[ Aek veparI ke ko[ Aek g/ahk 

va[z veparInI qatavhI jova ma3e Aa menu no ]pyog krvama> Aave 0e. 

  kya veparI t4a kya g/ahk §ara ke3lI Aavk javk 4[ vgerenI irpo3R jova 

ma3e Aa menu no ]pyog krvama> Aave 0e. 

  Aa irpo3RnI ip/N3 inka5va ma3e ip/N3 b3n pr iklk krta> te irpo3R nI ip/N3 

inka5I xkaxe.    

  Aa irpo3Rne Excel ma> jova ma3e Excel b3n iklk krta> irpo3Rne Excel ma> 

jo[ xkaxe 

 



T_Ledger 

 

 

]2ra`I buk S3a[l4I qatavhI jova ma3e Aa menu no ]pyog krvama> Aave 0e. 

  Aa qatavhI ko[ Aek AejN3 va[z t4a ko[ Aek veparI ke ko[ Aek g/ahk 

va[z veparInI qatavhI jova ma3e Aa menu no ]pyog krvama> Aave 0e. 

  kya veparI t4a kya g/ahk §ara ke3lI Aavk javk 4[ vgerenI irpo3R jova 

ma3e Aa menu no ]pyog krvama> Aave 0e. 

  Aa irpo3RnI ip/N3 inka5va ma3e ip/N3 b3n pr iklk krta> te irpo3R nI ip/N3 

inka5I xkaxe.    

  Aa irpo3Rne Excel ma> jova ma3e Excel b3n iklk krta> irpo3Rne Excel ma> 

jo[ xkaxe 

 
 



Final Reports 
 

 

 

nae>2 :- i�amaisk, A2Rvai8Rk ke v8Rna> A>te Aa rIpae3Rnae ]pyaeg krvama> Aave 
0e. Aa rIpae3RnI mdd4I 2>2ama> ke3la> devadarae, le`darae, imlktae, deva>Aae, nfa-
nuksan 4ya vgerenI rIpae3R me5vva ma3e Aa Aaepxnnae ]pyaeg krvama> Aave 0e. 
te4I Aa rIpae3R qub AgTynI 0e. jenae nIce mujb ]pyaeg krvama> Aavxe. 

 

o Trial Balance (kacu> srvEyu>) 
 

• Aa Aaepxnnae ]pyaeg Aaqa v8R kacu> srvEyu> =`va ma3e krvama> Aave 0e. 
• Aa Aaepxn ]pr klIk krta> nIce mujbnu> heLp baeks =eva m5xe. jema> saE 

p/4m k[ tarIq4I k[ tarIq su2Inu> kacu srvEyu> ka!vu> 0e te nKkI krae Tyar 
bad OK b3n ]pr klIk krI tenI rIpae3R =eva ma3e Print b3n ]pr klIk 
krvI. 

• Print b3n ]pr klIk krta> nIce mujbnI rIpae3R =eva m5xe. 
 

o Trading Account (vepar qatu>) 
• Aa Aaepxnna> ]pyaeg4I v8R drimyan ke3lu> qrId - veca`, 2>2ama> 

x½AatnI islk t4a AaqrnI islk ke3lI 0e t4a qrId - veca` ]pr 
lagel ca+Rs vgerenI rIpae3R =eva ma3e Aa Aaepxnnae ]pyaeg krvama> Aave 
0e. 



• jevI rIte Trial Balance nI rIpae3R ka#vama> AavI tevI p^6it4I Trading 
Account nI rIpae3R ka#vama> Aavxe. 
 

o Profit_Loss Account (nfa - nuksan qatu>) 
• v8R drimyan 2>2ama> ke3lae nfae t4a nuksan 0e tenI rIpae3R =eva ma3e Aa 

Aaepxnnae ]pyaeg krvama> Aave 0e. Aa rIpae3R ]pr4I =`I xkay 0e ke 
2>2ama> ]pj t4a qcaR ke3la> 4ya 0e. 

• jevI rIte Trial Balance nI rIpae3R ka#vama> AavI tevI p^6it4I 
Profit_Loss Account nI rIpae3R ka#vama> Aavxe. 

 

o Balance Sheet (paku> srvEyu>) 
• v8R drimyan nfa - nuksannI rIpae3R me5Vya bad Aa rIpae3Rnae ]pyaeg 

2>2ama> le`darae, devadarae, imlktae, deva>Aae, be>k beleNs t4a ha4 pr raekD 
vgerenI rIpae3R =eva ma3e Aa Aaepxnnae ]pyaeg krvama> Aave 0e. te4I Aa 
rIpae3Rne Final Report p` khevama> Aave 0e. je4I bI= v8RnI x½Aatma> 
qataAaenI bakI ke3lI 0e te ivgt p` m5I rhe 0e. te4I rIpae3R qub AgTynI 
0e. 

• jevI rIte Trial Balance nI rIpae3R ka#vama> AavI tevI p^6it4I Balance 

Sheet nI rIpae3R ka#vama> Aavxe. 
 

 
Utilities 

 

Posting :  ko[ irpo3R VyviS4t m5ta> n hoy to Ae3le ke ko[ qatama> qtv`I brabr 

4[ n4I tevu> lage to Aa menu no ]pyog krvama> Aave 0e.je4I b2a qatanI qatavhI rI 

cek 4xe Ane jo wUl hxe to te su2rI jxe. 

 

Exit 

p/og/amma>4I bhar ink5va ma3e Aa menu no ]pyog krvama> Aave 0e. 


