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Introduction 

 

srl   Billing Management ijs trh 

[ska nam hE ]s trh ]ska tdn srl kam hE| Billing 

Management ko lgtI iksI wI p/kar kI Vyvhar kI 0eN3rI krne ke 

il0e SAP ka ]pyog ikya jata hE| 

0eN3rI srl hone ke kar` swI irpo3R jma-]2ar ke ihsab se 

coKks hone ke kar` irpo3R srlta se cek ikya ja xkta hE Aoer 

veparI wa8a me hone ke kar` jLdI se smja ja xkta hE|  

[s pekej me Aane vale Alg Alg f.kxn AOr Vyvharo ko smjne 

ke il0e tdn srl wa8a me samaNy AadmI smj ske ]s trh se nIce 

mujb dxaRya gya hE| 

 
 



Entry Menu 

 Account Master 

• [s menu ka ]pyog pa3IRAoke qate, be.k,qcR ke qate t4a ANy 

iksI wI p/kar ke qate bnane ke il0 [s menu ka ]pyog ikya 

jata hE| 

 Tax Master 

• srkarI 2ara 2or` mujb Vyapar ko lagu pDte 3e9 yha se bna 

xkte hE| 

 Remark Master 

• barbar Agr ko[ irmakR ilqna pDe to ]skI 0eN3rI yha pr 

kI jatI hE|  

 Account Op. Entry 

• Qate bnate smy Agr g/ahk ya pa3IR kI xruAat kI islk 

ilqne kI bakI rh g[ ho to yh menu me se 0ksa4 sbkI 

xruAat kI ilS3 deq xkte hE| 



Entry :- A/c Masters 
 
 
 
 
 
 
 

 
o A/c Code : yh koD 0k Ao3omei3k n.br hE| jo ko[ wI nya qata 

bnate smy nye koD ke sa4 deqne ko imlega| 
o Group Code : ko[ wI qata bnaye twI 0k cIj @yan me rqnI caih0 

kI konsa g/up kha pe jayega| da,t, surexwa[ Apne g/ahk hE Aor vo 
dendar he| yanI kI ]nka qata Sundrydebtors me Aana caih0 ijsse 
vo qate ka g/up bnega| 

o Opening Bal : sal ke xruAat me ya kwI wI Vyikt ke qate bnane me 
Aaye ya ko[ imlkt ke qate bnane me Aaye, twI vo qate kI ip7le 
sal kI bakI kI jo calu v8RnI xruAat kI bakI yanI kIe Opening 
Balance ko Aeka]N3 maS3r me ilqa jata he|  

o Addrss : [s boKs me jo Vyikt ka qata bna rhe he ]ska pura pta 
ilqne me Aata he| ijsse ]ska kvr ip/N3 inkal xkte hE| 

o Tin No / C.S.T. No : [s boKs me jo Vyikt ka qata bna rhe he 
]ska TIN No. / C.S.T. No. n.br ilqne me Aata he| 

o Cr. Day : [s qane me jo devadar Vyikt ka qata bna rhe he ]sko 
iktne idno kI kex ilmI3 dI hu[ he| vo ilqne me Aata he| 



Tax Master 
 
Tax Master me qrId-
veca` pe jo 3e9 lgaya 
jata he| ]skI no.2 yha 
pe ik jatI he| 

3e9 maS3r me nIce 
mujb kI ivgt ka 
smavex ikya jata he| 

 
o Code : yh koD 0k Ao3omei3k koD he jo nya 3e9 bnate smy Add 

b3n pe Click krne se deqne ko imlega| 
o Name : [s boKs me jo 3e9 bna rhe he ]ska nam ilqne me Aata he| 
o Rate : ijs trh vStu ke 3e9 nKkI krne me Aate he ]s trh 3e9 kI 

ik.mt nKkI krne me AatI he| 
 

Remark Master 
 

 
Vyapar me jo ko[ 

Vyvhar me barbar ]pyogI 
xBd ko barbar ilqna n 
pDe to ]s ke ilye [s 
menu ka ]pyog hota he|  

 
 

 

o Narration :-  [s qane me roj-broj ]pyogI 0esI jrurI no.2 ilqne ke 
ilye [s menu ka ]pyog hota he| jese kI 

 

o On Account Payment    Cash Deposits 
o Cash Withdrawal        Cash Received 

 



Opening Balance Entry 
 
 
 
 
 
 
 

0eka]N3 maS3r me bnaye qataAae kI v8R kI xruAat kI islk ilqne ke 
ilye [s menu ka ]pyog hota hE| 

 
Transaction Menu 

 

Sale Entry 
 ibkrI kI 0eN3rI krne ke il0 [s menu ka ]pyog ikya jata hE| 
Purchase Entry 
 qrIdI kI 0eN3rI krne ke il0 [s menu ka ]pyog ikya jata hE| 
Daybook Entry 

Rojmel deqne ke il0 [s menu ka ]pyog ika jata hE| 
Journal Voucher  
 hvala kI 0eN3rI krne ke il0 [s menu ka ]pyog ikya jata hE| 
Receipt / Payment Entry 

rokD Aavk javk kI 0eN3rI krne ke il0 yh menu ]pyogI hE| 
Income / Expense Entry 
 ]2ar Aavk javk kI 0eN3rI krne ke il0 yh menu ]pyogI hE| 
 



Quotation Entry 
Quotation bnane ke il0 [s menu ka ]pyog ikya jata hE| 

Debit Note 
qrId mal prt kI 0eN3rI krne ke il0 yh menu ]pyogI hE| 

Credit Note 
ibkrI mal prt kI 0eN3rI krne ke il0 [s menu ka ]pyog hota hE| 

 

 
 

Transaction : Sale Entry 

 

ibkrI kI 0eN3rI krne ke il0 [s menu ka ]pyog ikya jata hE| 
 
 Date : ibkrI konsI tarIq ko kI g[ vh tarIq ilqI jatI hE| 

 Party : Aeka]N3 maS3rme bna[ pa3IR kI ilS3 yha deqne ko imlegI|yh  

boKs pr 0eN3r dene se bna[ pa3IR kI ilS3 deqne ko imlegI| ijsse 

konsI pa3IR ko ibkrI kI ja rhI hE| vh pa3IR ps.d kI jatI hE| 

 Bill Type  : yh boKs pe bIl ka p/kar ilqa jata hE| jese kI vh 3e9  

bIl hE kI ir3el bIl hE| 



 Bill No : yh boKs me bIl ka n.br ilqa jata hE| 

 D.c. No : cln n.br yha pr ilqa jata hE| 

 Item Name : yha pr Aa[3m ka nam ilqa jata hE| 

 Qty : yh boKs me iktne mal kI ibkrI kI ]ske n.g yha ilqe jate hE 

 Rate : yh boKsme Aa[3m ka wav ilqa jata hE| 

 Per : yh boKs me mal ka p/kar ilqa jata hE| jese kI, iklo, n.g,  

mI3r,lI3r [TyadI  

 Amount : yh boKs me n.g AOr wav ke sa4 kI rkm Aa jayegI| 

 Narration : ibkrI ko lgtI ko[ qas no.2 ilqnI ho to yha pr 

ilq xkte hE| 

 Disc Perc : pUre bIl pr Agr ko[ iDSka]N3 ho to yha pr ilqa  

jata hE| 

 Charge Amt : bIl pr ko[ 0ekS3/a cajR ho to yha pr ilqa jata hE| 

 Vat : srkarI 2ara 2or` mujb bIl pr lagu pDte 3e9 lga xkte hE| 

 Transport : pa3IR konsI 3/aNspo3R se mal m.gvatI hE vh 3/aNspo3R yha 

ilq xkte hE| 

 Lr No : yh boKs me Lr No ilqa jata hE| 

 Parcel : iktne pasRl ka mal weja gya yha ilqa jata hE| 

 

 
 

 
 



Purchase Entry 
 
 
 
 
 
 
 
 

qrIdI kI 0eN3rI krne ke il0 [s menu ka ]pyog ikya jata hE| 
 
 Date : qrIdI konsI tarIq ko kI g[ vh tarIq ilqI jatI hE| 

 Party : Aeka]N3 maS3rme bna[ pa3IR kI ilS3 yha deqne ko imlegI|yh  

boKs pr 0eN3r dene se bna[ pa3IR kI ilS3 deqne ko imlegI| ijsse 

konsI pa3IR se mal kI qrIdI kI vh ilqa jata hE| 

 Bill No : yh boKs me bIl ka n.br ilqa jata hE| 

 Item Name : yha pr Aa[3m ka nam ilqa jata hE| 

 Qty : yh boKs me iktne mal kI qrIdI kI ]ske n.g yha ilqe jate hE 

 Rate : yh boKsme Aa[3m ka wav ilqa jata hE| 

 Per : yh boKs me mal ka p/kar ilqa jata hE| jese kI, iklo, n.g,  

mI3r,lI3r [TyadI  

 Amount : yh boKs me n.g AOr wav ke sa4 kI rkm Aa jayegI| 



 Narration : qrIdI ko lgtI ko[ qas no.2 ilqnI ho to yha pr 

ilq xkte hE| 

 Disc Perc : pUre bIl pr Agr ko[ iDSka]N3 ho to yha pr ilqa  

jata hE| 

 Charge Amt : bIl pr ko[ 0ekS3/a cajR ho to yha pr ilqa jata hE| 

 Vat : srkarI 2ara 2or` mujb bIl pr lagu pDte 3e9 lga xkte hE| 

 
Daybook Entry 

 
 
 
 
 
 
 
 

roj - broj kI kex t4a be.k kI 0eN3rI krne ke il0 yh menu ka ]pyog 

ikya jata hE| 
 

 Date : yh boKs me tarIq ilqI jatI hE| 

 Acc Code : yh boKs me konse qate ke d/ara Aavk ya javk kI g[  

vh qata yha pr ps.d ikya jata hE| 

 

 



 Party : 0eka]N3 maS3r me bna[ pa3IR kI ilS3 yha deqne ko imlegI|  

ijsse konsI pa3IR ke d/ara Aavk t4a javk kI vh pa3IR ps.d kI 

jatI hE|  

 Narration : 0eN3rI ko lgtI ko[ qas no.2 ilqnI ho to yha ilq  

xkte hE| 

 Receipt : Agr pa3IR se Aavk hu[ to yha ilqa jata hE| 

 Payment : pa3IR ke pas javk kI g[ to yha ilqa jata hE| 

 
Journal Voucher 

 

hvala kI 0eN3rI krne ke il0 yh menu ka ]pyog ikya jata hE| jese kI 

Vyaj,ksr AOr 6sara vgere ko lgte hvale kI 0eN3rI yha hotI hE| 
 

 
 



Receipt / Payment Entry 
  

 

 

rokD Aavk javk kI 0eN3rI krne ke il0 [s menu ka ]pyog ikya jata hE| 

 Date : konsI tarIq ko Aavk ya javk kI vh tarIq ilqI jatI hE| 

 Cash / Bank : konse qate ke d/ara Aavk ya javk hu[ vh qata yha  

ps.d ikya jata hE| 

 Party : yh boKs me 0eN3r dene se bna[ pa3IR kI ilS3 deqne ko imlegI|  

ijsse konsI pa3IR ne Aavk SvIkarI vh qata yha ps.d ikya jata hE| 

• Chq No : Agr cek be.k wrva rhe hE to yh boKs me samne valI pa3IR 

ka cek n.br ilqa jayega| 

• Bank : yh boKs me pa3IR kI be.k ilqI jayegI| 

 Amount : iktnI rkm ka cek hE vh rkm yha ilqI jatI hE| 

 Remark : Aavk ya javk ko lgtI ko[ qas no.2 ilqnI ho to yha  

pr ilq xkte hE| 
 

 



Income / Expense Entry 
 
 
 
 
 
 
 

]2ar Aavk javk kI 0eN3rI krne ke il0 [s menu ka ]pyog hota hE| 
 

 
Quotaion Entry 

 
o Quotaion bnane ke il0 [s menu ka ]pyog ikya jata hE| 
 

 Date : kvo3exn kI tarIq yha pr ilqI jatI hE| 



 Party : jo pa3IR ko kvo3exn wejna hE| vh pa3IR yha pr ps.d kI  

jayegI| 

 Item : yh boKs me Aa[3m ka nam ilqa jata hE|  

 Qty : yh boKs me Aa[3m ke n.g ilqe jate hE| 
 Rate : Aa[3m ka wav yha pr ilqa jata hE| 
 Per : yh boKs me Aa[3m ka p/kar ilqa jata hE| jese kI,  
iklo,lI3r, mI3r, n.g [TyadI 

 Amount : Aa[3m ke n.g AOr wav ke sa4 kI rkm yha Aa jayegI| 
 nIce kI ivgt k.pnI ke inym Anusar wrI jayegI| 
 
 

Debit Note Entry 

 

 qrId prt kI 0eN3rI krne ke il0 [s menu ka ]pyog ikya jata hE| 

 Date : konsI tarIq ko mal prt ikya gya vh tarIq ilqI jatI hE 

 Cr_Dr_Code : yha pr konse qate ko ]2ar ikya jayega| vh qata  

yha pr ilqa jata hE| 



 Party : konsI pa3IR ka mal prt Aaya ]ska nam yha pr ilqa jata  

hE| 

 Bill No : mal prt ka bIl n.br yha pr ilqa jata hE| 

 Item : konsI Aa[3m ka mal prt Aaya vh Aa[3m yha ps.d kI jatI  

hE|  

 Qty : Aa[3m ke n.g yha ilqe jate hE| 
 Rate : Aa[3m ka wav yha ilqa jata hE| 
 Per : yh boKs me Aa[3m ka p/kar ilqa jata hE| 
 Amount : yh boKs me wav ke sa4 kI rkm Aa jayegI| 
 Narration : mal prt ko lgtI ko[ qas no.2 ilqnI ho to yha 
ilqI jatI hE| 

 Disc : bIl pr ko[ iDSka]N3 ho to yha ilqa jata hE| 
 Charges : ko[ AekS3/a cajR ho to yha pr ilqa jata hE| 

 
Credit Note Entry 

 ibkrI mal prt kI 0eN3rI yha kI jatI hE| ijs trh se qrId prt kI 

0eN3rI kI ]s trh se hI yh 0eN3rI kI jatI hE| 



Voucher Printing 
 

Quotation Print 

Kvo3exn kI ip/N3 inkalne ke il0 [s menu ka ]pyog hota hE| 

Delivery Challan 

cln kI ip/N3 inkalne ke il0 [s menu ka ]pyog ikya jata hE| 

Cover Printing 

kvr pr ip/N3 inkalne ke il0 [s menu ka ]pyog ikya jata hE| 
 

 

Receipt Printing 

Receipt me kI g[ va[cr kI ip/N3 inkalne ke il0 yh menu ]pyogI hE| 
Expense Voucher 

 Payment me kI g[ va[cr kI ip/N3 inkalne ke il0 yh menu ]pyogI hE| 
Chq Print 

 cek kI ip/N3 inkalne ke il0 [s menu ka ]pyog ikya jata hE| 
Address List Print 

pa3IRAo ke pte kI ip/N3 deqne t4a inkalne ke il0 yh menu ]pyogI hE| 
 



Reports Menu : Accounting 
 

Ledger / T_Ledger 
 
 
 
 
 
 
 
 

  sal driMyan konsI pa3IR ke passe iktnI rokD Aa[ t4a konsI pa3IR 

ko iktnI rokD cuka[ AOr konsI pa3IR ke sa4 konse VyaparI Vyvhar ikye 

]skI qatavhI deqne ke il0 [s menu ka ]pyog ikya jata hE| 

 [s irpo3R kI ip/N3 inkalne ke il0 Sk/In pr ip/N3 b3n ikLk krne se 

yh irpo3R kI ip/N3 inkal xkte hE| 

 [s irpo3R ko Excel me deqne ke il0 Sk/In pr se Excel b3n dbane se 

ip/N3 Excel me deqne ko imlegI| 
 
 

 
T_Ledger 

 

 ijs trh qatavhI inkalne ke il0 [s menu ka Aopxn ikya jata hE| 

]s trh [s menu ka ]pyog ikya jata hE| 

 



Ledger With Item Detail 
 
 
 
 
 
 
 

 
[s menu ka ]pyog pa3IR ke sa4 konsI Aa[3m ka Vyvhar ikya ]skI 

irpo3R deqne ke il0 [s menu ka ]pyog ikya jata hE| konsI pa3IR ko konsI 
Aa[3m kI ibkrI kI ]skI irpo3R yh menu d/ara deq xkte hE| 
 

Group Ledger 
 
 
 
 
 
 
 
 
 

 Vyapar me l`dar t4a dendar kI ilS3 g/up va[z deqne ke il0 [s menu ka 

]pyog hota hE| ijsme swI pa3IR kI ilS3 0ksa4 deqne ko imlegI| 



A/c Op. & Closing Balance Statement 

 pa3IR ke qate kI xru kI t4a Aaqr kI bakI ka ilS3 deqne ke il0 

[s menu ka ]pyog ikya jata hE| 

 

Outstanding Payable 
 
Vyapar me mal kI qrIdI ke smy Agr bIl kI rkm cukane kI bakI 

ho to ]skI irpo3R deqne ke il0 [s menu ka ]pyog ikya jata hE| 
 

 
Interest Calculation 

 
 mal ke rkm kI cukv`I pr ku7 idno keiD3 dI jatI hE| Agr ko[ 

rkm kI cukv`I pr ivl.b ho to nKkI kI g[ 3kavarI Anusar Vyaj kI 

g`trI krne ke il0 [s menu ka ]pyog ikya jata hE| 

 



 
 

 
 
 
 
 
 
 
  

Ledger Daily Entry 

 
 roj -broj  kI qatavhI deqne ke il0 [s menu ka ]pyog ikya jata 
hE| 

 
 
 



Reports : Sale – Purchase Reports 
 

Sale – Purchase Summary 
 
 
 
 
 
 
 
 
 
 Vyapar me iktne mal saman kI ibkrI kI g[ t4a iktne mal saman 
kI qrIdI kI g[ ]skI irpo3R deqne t4a ]skI ip/N3 inkalne ke il0 [s menu 
ka ]pyog ikya jata hE| 

 
Item Wise Sale / Purchase 

 
 
 
 
 
 
 
 
 



Item Wise Sale / Purchase 
 Vyapar me konsI Aa[3m kI iktnI ibkrI t4a konsI Aa[3m kI 
iktnI qrIdI kI g[ ]skI Aa[3m va[z maisk ya vai8Rk irpo3R deqne ke il0 
[s menu ka ]pyog ikya jata hE| 

 
Party Wise Sale / Purchase 

 Vyapar me iktne mal saman kI qrIdI ya iktne mal saman kI 

ibkrI kI g[ ]skI pa3IR va[z irpo3R deqne ke il0 [s menu ka ]pyog ikya 

jata hE|  

 
 

Reports : Tax Reports 
 

Sales Tax Summary 
 
 ibkrI pr lgaye gye 3e9 kI g`trI ka irpo3R deqne ke il0 [s menu ka 

]pyog ikya jata hE|  

 



Purchase Tax Summary 

 qrIdI pr lgaye gye 3e9 kI g`trI ka irpo3R deqne ke il0 [s menu ka 

]pyog ikya jata hE| 

 
Sale Purchase Tax Summary 
 
 3o3l qrIdI t4a ibkrI pr iktna 3e9 wrne ka hota hE| t4a iktna 

3e9 wra hE| ]skI maisk ya vai8Rk irpo3R deqne ke il0 [s menu ka ]pyog 

ikya jata hE| 

 
 
 
 
 

 
 
 



Reports : Registers 
 

Receipt / Payment Register 
 
 
 
 
 
 
 
 
 
 
 
 Vyapar me kI jatI rokD Aavk t4a javk ka p5k deqne ke il0 yh 

menu ka ]pyog ikya jata hE| ijsse be. t4a kex d/ara iktne Vyvhar kIye gye 

]skI irpo3R deq xkte hE| 

 

 
Income / Expense Register 
 

 ]2ar Aavk javk ka p5k deqne ke il0 [s menu ka ]pyog ikya jata 

hE| 

 

 
 
 
 



Final Reports 
 

A2Rvai8Rk ya sal ke A.t me [s irpo3R ka ]pyog krne me Aata he| yh 

irpo3R kI mdd se Vyapar me iktne dendar,lendar,ya iktnI imlkt Aor iktna 

nfa-nuksan ikya gya he| [s sbkI irpo3R inkalne ke ilye [s menu ka 

]pyog hota he| 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

o Trial Balance (kacu. srvEyu.) 
 

• yh menu ka ]pyog pure sal ka srvEya janne ke ilye hota he| yha 

Aopxn pe iKlk krne se nIce mujb ka heLp boKs qulega| 

• ijsme sbse phle konsI tarIq se konsI tarIq tk ka irpo3R deqna 

he| ]sko nKkI krke Show b3n pr ikLk krne se irpo3R deqne ko 

imlegI| 
 

 



Trading Account (vepar qata) 

• yh Aopxn ³ara sal ke drimyan iktna qrId-veca`,Vyapar me xruAat 

kI islk Aaqr kI islk iktnI he t4a qrId-veca` pe iktna cajR 

lga [s sbkI irpo3R inkal n eke ilye [s menu ka ]pyog hota he|  

• ijs trh Trial Balance kI irpo3R inkalne me AatI he [s trh 

Trading Account kI irpo3R inkalI jatI he| 

 

Profit_Loss Account (nfa - nuksan qata) 
• sal ke drimyan Vyapar me iktna nfa t4a iktna nukxan ikya gya he 

]skI irpo3R inkalne ke ilye [s menu ka ]pyog kota he| 

• ijs trh Trial Balance kI irpo3R inkal me AatI he ]s trh 

Profit_Loss Account kI irpo3R inkalne me AatI he| 
 

 
Utilities 

 

• Posting :  Agr ko[ irpo3R me gltI ho to yh menu ka ]pyog krke 

gltI ko su2arI ja xktI hE| 

 


