ACFA - General Explanation

Thank you for purchasing our Financial Accounting Application AcFA.Net. This app is designed and developed
from our experience of developing and providing tailor made financial accounting solutions since more than
three decades.

The app has been designed keeping in mind the following: -

Usually more than one company's accounts are to be maintained in the application.
The nature of business of these companies may or may not be the same.

Consolidation of reports of different companies should be possible e.g. reports like trial balance, outstanding
receivable and payable, variance reports, balance sheet etc.

Flexibility in defining the subsidiary books like multiple Purchase / Sales Registers, Multiple Bank Books,
Multiple Petty Cash Books.

Facility to define account groups as required

Maintenance of Trading and Manufacturing Inventory at multiple warehouses and batch wise if required
Instant generation of almost all the reports including trial balance and balance sheet

Reports as on any date, even in between the months

Zooming from all reports right up to the voucher level.

Requirement of Purchase Order and GRN as well as Sales Order and Delivery Challan processes

This document is designed for you to get a general idea about the interface concepts. Getting familiar with the
interface concepts will let you use full potential of the application to your benefit

Detailed manuals on almost all the topics are available for download on our website at the following link.

http://www.arc-india.com/ACFA support page.html

You can copy / paste this link in to your browser address bar and download the required documents.

Wishing you happy accounting
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User Interface - ALL Data Entry Modules

Users interact with the application at two levels
1. Data entry
2. Report Generation.

It is very crucial that the data entry and report interfaces are easy to use and uncluttered and allow the users to
locate the required data quickly and efficiently.

To achieve the above, the user interface for all data entry modules has been designed in the form of a grid (we
call it the browse grid), showing you either all or specific records as desired.

Browse Grid — Whenever you select any data entry module, based upon the selection criteria, specific records are
displayed in a tabular form called the browse grid. By default, they are ordered on the ID for transaction entry
modules, which is nothing but the record number and on the key field eg. Account Name for accounts master.

a5l Browse Accounts Master - ] x
Record  Sorting  Sequence  Exit
TR R Hon" Jo! 94 o] Enter Accountiame To Search Show Matching ~ Search  Show All o Recgords (? c::::i:na{fu::::;: " Both pancs Shest Code fiter -
D Accountiame Account Group BS Compositiondealer GSTReverseChg RegisteredGST GSTINNO ARNNO SACCode PartyGrp Corp &
797 Airtel SUNDRY CRE 12 SUNDRY CREDITORS O O O O
1545 Alfa International SUNDRY CRE 12 SUNDRY CREDITORS O [l O O
1725 Amalgamated Bean Coffee Trd ... SUNDRY CRE 12 SUNDRY CREDITORS O O O O
1729 Amazon SUNDRY CRE 12 SUNDRY CREDITORS O O [} O
1533 Amber Design Tech Put. Ltd. SUNDRY CRE 12 SUNDRY CREDITORS O O O O
1184 Amber System Seating Pvt. Ltd. SUNDRY CRE 12 SUNDRY CREDITORS [} [l [l O
1185 Amool Enterprises SUNDRYDEBS  SUNDRY DEBTORS [} [l [l O
1085 Amul Vora SUNDRY DEB 5 SUNDRY DEBTORS O O O 440422.9%  Corporate O
877 Anemos Lifestyle Pyt Ltd, SUNDRY DEB 5 SUNDRY DEBTORS O O O Anemos O
793 Ankush Enterprise SUNDRY DEB 5 SUNDRY DEBTORS O O O 4541545855, Gen O
1381 Annapurna Dairy & Sweets CURRENT LI 1158 OTHER CURRENT LIABIL |:| D D D
1238 Apex Enterprises SUNDRY CRE 12 SUNDRY CREDITORS O O O O
1143 Appeal Fees EXPENSES 21 OTHER INDIRECT EXPEN [} | | [l
1283 Aquachem Enviro Enggs. P. Ltd. SUNDRY DEB 5 SUNDRY DEETORS | | 12345673A... 5]
1913 Aquila SUNDRY CRE 12 SUNDRY CREDITORS O O O ]
1893 Arihant Info Solutions SUNDRY CRE 12 SUNDRY CREDITORS O O 124556789 O
1168 Arihant Informatics SUNDRY CRE 12 SUNDRY CREDITORS O O O O
1033 Arihant Informatique Pvt, Ltd, SUNDRY CRE 12 SUNDRY CREDITORS O O O O
1178 Arihant Infosys SUNDRY CRE 12 SUNDRY CREDITORS O O [} O
1088 Arun Gupta SUMDRY DEB 5 SUNDRY DEETORS | | | Evershine |
47 Associate Construction Co SUNDRY DEB 5 SUNDRY DEETORS | | | SLD |
1532 Assodiate Construction Co - Dep... DEPOSITSF 1528  OTHER CURRENT LIABIL O [ ] [l
37 Assodated Agendes SUNDRY DEB 5 SUNDRY DEBTORS O O 1223125545, ., 440245-18% O
1510 Associated Agencies - Advc ADVANCESF 16 OTHER CURRENT LIABIL O [l O O
1842 Assodated Engineers - Chunabh... SUNDRY DEB 5 SUNDRY DEBTORS O O O Associated O w
< >
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How do I?

Add new record

Add new records in continuous

mode

Edit a record

Navigate between various fields in
Edit form

Navigate within the various detail
grids of edit form

Delete a record

View a Record

Duplicate a Record

User input

Click on
-

Add icon (1%t icon on the tool bar)
Alt + R Add Record
Ctrl + A #1

If already in add mode, after saving
record, control stays on the

"Add New" icon, allowing you to
enter more records at one shot.
Click on the icon or press Spacebar
Double click on any row

Or Select row and hit enter

My
_'Q_ Edit icon on Tool bar

Alt + R Edit Record

Ctrl + E

Tab key

Shift Tab

Enter or right arrow key

Select row

F
Delete icon on Tool bar
Alt + R Delete Record
Ctrl + D
Select row

I:I)} View icon on Tool bar
Alt + R View Record
Ctrl + V
Select row
Alt + R Duplicate Record

Result

Opens blank form to enter fresh
data

Provides blank form to enter fresh
data

This will open the record in edit
mode #2

Shifts cursor to next field
Shifts cursor to previous field
To move to next cell

This will display the record in form
and confirm for deletion

This will display the record in form
but you cannot edit it.

The contents of selected record will
be duplicated and presented as a
new record. You can edit the
required contents.

#1 Various options available within any data entry module can be accessed using the Menu or the icons.

Wo;lts Master \

Record Sorting  Sequence  Exit \

=

T ® Jo é\ -u Em}ﬂccuunh‘lameTDSEﬂfd‘l

pue Accountiame Account

24329 CASH BALANCES

2431 {ChessBase India 54 Squares PutLtd,
2443 Computer - HP Envy 15" Dep To Date
2441 Computer - HP pavilion 157

2442 Computer - HP Pavilion 15" Dep To Date
2432 FD Saraswat Bank - 350

Group

SUNDRY DEB 5 Sul
DEPREIATIO 1298 DER
FIXED ASSE 1 GR
DEPREIATIO 1298 DER
FIXED DEPOSITS  CA:

Al

Alternatively, right clicking on the browse grid will pop up a context menu presenting you standard options for
Adding, Editing or deleting the records. It may also contain some module specific options.
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i - Browse Accounts Master L =|E g‘
Record Sorting Sequence  Exit
*oEF % 5 L 8] [erer Acounttiome To Search T ] R e e

I | AccountName | Account | Group | BS | PartyGrp | Corp | o | 0OSReq | Percentage | IntPer B

| 2429 CASH BALANCES )  CASH & BANK BALANCES T \E | B\ B\ | 0.00 0.00 ¢
2431 ;Chassﬂase India 64 Squares Pvt Ltd. LINADY NER & LINADY AERTOD D D 0.00 0,00 ¢
2443 Computer - HP Envy 15" Dep To Date fdd Group Stk @] ] B 0.00 0.00 E
2441 Computer - HP pavilion 157 *  Add Account Ctrl+A (@] (@] ] 0.00 0.00 H
2442 Computer - HP Pavillion 15" Dep To Date Add SubAccount Ctrl+5 =] (=] =] 0.00 0.00 H
2432 FD Saraswat Bank - 350 »  Edit Ctrl+E |} (] ] 0.00 0.00 F
2425 Imperial Tyre Service 2 Delete Ctrl+D = = 0.00 0.00 1
2434 Krishi Kalyan Cess - Coll Duplicate ChrleX [} (@]} ] 0.50 0.00 K
2435 Krishi Kalyan Cess - Paid B View CtisV ] &) [} 0.00 0.00 K
2435 Maint Charges Recd In Advc HW For 17-18 (] (] (] 0.00 0.00 N
2444 Mandar Dixit - Loan TT List... =} [} ] 0.00 0.00 M
2448 Mayur Kharat - Loan 1T Accounts used table list [} [} ] 0.00 0.00 N _
2428 Prof Chrgs - V3K Profession ¢ Multiple Recards Document Management [} =] 0,00 0.00 F
2438 Riya Travel Export To Excel ] ] 0.00 0.00 F
2445 shilpi Tiwari - Loan I . e e = 0.00 0.00 5

s Filter r + ‘ Filter By Selection

2424 stipend - Bharat Solanki Stipend \ 0.00 0.00 £
2446 Supriya Mahadik - Loan TT Hide This Column Ctri+H Bemove fiker 0.00 0.00 €
2440 SW Lic VS Pro 15 UnHide Columns Ctrl+ Shift+H Filter Excluding Selection 63.15 0.00
2439 SW Lic Win CAL Freeze Columns CtrleF Filter by Value 0.00 0.00 &
2433 TDS on Contract - Jalaram TDS On Con R ChrlsShiftF (&) [l (=] 0.00 0.00 T
2430 TDS5 on Contract - TWW TDS On Con =] (] ] 0.00 0.00 T
2449 Test333 ADVANCE TA ADVANCES |} (] ] 0.00 0.00 T
2437 Travelling Expenses - PME Traveling exp | EXPENSES 21 OTHER. INDIRECT EXPEN E ] 0.00 0.00 T
2427 Vineesha Switin Kotian - Crs SUMDRY CRE 12 SUNDRY CREDITORS (=) @]} 0.00 0.00 Y| |

4| . 3

#2 Double clicking on a specific cell of the browse grid will present the edit form with input focus on the field you
double clicked on, allowing you to directly edit that field itself.
Add / Edit Form

o5 Account Master - Account Definition - Edit Mode - [E] X
Name * Short Name * >
Avean International Pvt. Ltd. Avean Int 1154
Alias *

Avean International Pvt. Ltd.

Define under Group*® Under Party Group
SUNDRY DEBTORS ¥ =
Sch. VI Code * [B.2.C.LA. Select SRS
~  Select
ASSETS - CURR ASSTS - (c) Trade receivables - outstanding for not more than 6
months - Secured, considered good
W Percent Enable CC Allocation
0.0000 Auto PopUp Payment Entry BillWise O/5 Req.
Ff Primary Address Details \ Statutory Details \ Notes "\‘
/ \ \
Contact Person Cell No. 0/5 Reminder/ Payment Advise Email
Mr Bharat Rathod bheda@bom2.vsnl.net.in
Address City 05 SMS No.
Plot B1, Kandla =
New Kandla 2 =
Gujarat, India LR/Eway Bill Intimation Email
PIN 370210 bheda@bom2.vsnl.net.in
General Email Tel No. LR/Eway Bill Intimation SMS No.
bheda@btag2.vsnl.net.in
General Email CC General Fax No.
Default Transportation Mode Distance
Road bl 0/ Kms
>
Inactive Il I n i:’
Address Billwise Opg. Bal. Budgets E
= =
NEFT/RTGS | F Pa ship to Parties [ 2 &

Navigation within grids is done using the arrow keys or the ENTER key to move forward one cell at a time.

Once the changes are made, you need to save the record and on saving it; control comes back to the browse grid
with the record pointer shifting to the next record allowing you to select that row for edit if required.
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Other features of browse grid — Sort / Search based on varied filters / Export data

Howdo 1?

Select multiple rows

Sort the information on any
column

Sort the information on
multiple columns

Search for any record based
on specific value

Search for any record based
on a string

Show Matching *

Show Records *

Show transactions for
specified no. of days **

Show all records overruling
all search criteria

Hide / Unhide Columns

Freeze / UnFreeze Columns

Getting Started

User input

Click on first required row and SHIFT+Click on last
required row
CTRL+CLICK on required rows

Click on the column header

Clicking on the first column header
Then Ctrl+Click on other Column headers

Sort the data on specific column
Enter the value to be searched in the text box and
click on the [Search] button

Repeat the steps as above but
precede your search string with a tilde (~)
character.

Click on [Show Matching] button

Show Matching

b

Enter the number of records required to displayed

in grid

D'?"lnw Records
10

Enter the number of days for which transactions to
be displayed

Show transaction for 0 days

click on [Show All] button.

Show All

Ctrl H
Ctrl + Shift + H

Ctrl F
Ctrl + Shift + F

Result

Selects multiple rows in
continuation
Selects multiple
random

rows at

Sorts the grid based on that
column first in ascending
order.

If you click again on the
same column header it will
be sorted in descending
order.

Sorts the grid in order of
selected columns

Searches for exact value in
specific column.

If a matching record is
found, the record pointer is
placed on the first matching
record. #1

Searches for any record
based on a string anywhere
in the cell

Displays all the records

starting with the search

string you have entered.
#4

Shows as many records as
specified

Shows  the transactions
entered in the last few days
depending on the number
of days entered

#5

To reset all search criteria
and display all the records

You can compact the browse
view to see only the relevant
columns.

You <can retain certain
columns for constant
viewing  while  panning

5



Howdo |? User input Result

across the rest of the data.

List * AltR + L Provides various listings of
the master data as per your
specifications.

Used Table List * Alt R Select the option for User Table List Indicates the tables where

the selected record’s data
has been used.
This enables you to decide if
any redundant data can be
deleted or alternatively
quickly get an overview of all
the modules where its usage
can be checked.

Export the data in the Selectthe required rows to be exported. The data exported in excel
browse grid to another Alt + R Export to Excel format can be further used
program Use standard windows copy command (CTRL+C) as per the requirement.

and opening the required application (e.g. Excel)
and pasting it there with the CTRL+V command.
#3

* Option available only for Master Entry modules
** Option available only for Transaction Entry modules

#1 The regular search will find a matching record where it finds the search string you have entered in beginning
of the cell value. If you want to search a string anywhere in the cell, then precede your search string with a tilde
(~) character.

#2 Check out for the various options available in Advance Search options where you can select records based on
multiple search criterion - please refer to another document ‘Advance Search.doc’ specifically for this feature

#3 Alternatively you can also use “Export to Excel” portion from the pop-up menu

#4 If you wish to edit / delete any existing record, you can use the search criteria and enter the few characters of
the name in the text box and click on [Show Matching] button to display all the records starting with the search
string you have entered.

#5 When you select any transaction entry module, by default records pertaining to last few days (as defined in the

User Setup) are displayed. You can change that figure to display data of as many prior days as required. If you
wish to see all transactions, you should click on [Show All] button.
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-

ol Browse Accounts Master

mﬁlg

-

Record Sorting  Sequence  Exit
* X 0 ALY e o se Showtatching | Search  ShowAl | g @ pene © mactve O ot
D Accountlame £ | Account | Group ok | BS PartyGrp | Corp | oC | 0SReq | Percentage IntPer Ac
2449 Test333 ADVANCE T2 AL ARICES i = 0.00 0.00 Tes
2434 Krishi Kalyan Cess - Coll CURRENT U Add Group Ctrl+G [l 0.50 0.00 KK
2435 Krishi Kalyan Cess - Paid curmenTl ¥ Add Account Ctrl+A = 0.00 0,00 KK(
2443 Computer - HP Envy 15" Dep To Date DEPREIATI Add SubAccount Ctrl+5 ] 0.00 0.00 Em
2442 Computer - HP Pavilion 15" Dep To Date DEPREIATH +  Edit Ctrl+E = 0.00 0.00 HP,
2428 Prof Chrgs - VSK Professionc  |EXPENSES | ®* Delete Ctrl+D [} 0.00 0.00 Prof
2424 Stipend - Bharat Solanki Stipend EXPENSES Duplicate Ctrl+X I} 0.00 0.00 Stp
2437 Travelling Expenses - PME Travellng exp  EXPENSES o View CtrleV ] 0.00 0.00 Tra
2441 Computer - HP pavilion 15" FIXED ASS [} = 0.00 0.00 HP,
2440 SW Lic VS Pro 15 FIXED ASS i I} = 63.16 0.00 VSF
2439 SW Lic Win CAL FIXED ASS Accounts used table list B &l 0.00 0.00 W
2432 FD Saraswat Bank - 350 FIXED DEP Multiple Records Document Management ] = 0.00 0.00 FD
2447 Bhavin Asher - Loan IT LOANS -EM &) =] 0.00 0.00 Bhe
2444 Mandar Dixit - Loan II LOANS -EM 0 R (& ] 0.00 0.00 MD
2443 Mayur Kharat - Loan IT LOANS -EM E ] 0.00 0.00 MK
2445 Shilpi Tiwari - Loan II LOANS -EM Hide This Column Ctrl+H E = 0.00 0.00 Shil
2445 Supriya Mahadik - Loan IT LOANS -EM UnHide Columns Ctrl+Shift+H E ] 0.00 0.00 Sup
2436 Maint Charges Recd In Advec HW For 17-18 PROVISIO sl Ctrl+F (& ] 0.00 0.00 Mai
2425 Imperial Tyre Service SUNDRY CH LS o Cirl+Shifts F (=] 0.00 0.00 Imp
2438 Riya Travel SUNDRY CR : T [} 0.00 0.00 Riy
2427 Vineesha Switin Kotian - Crs SUNDRY CRE 12 SUNDRY CREDITORS 1 [} 0.00 0.00 Vir
2431 ChessBase India 64 Squares Pyt Ltd, SUNDRYDEBS  SUNDRY DEBTORS [ [} 0.00 0.00 Chy
7433 TDS on Contract - Talaram DS 0OnCon  TDS RECETV 1242 | TAX DEDUCTED AT SOUR = [} 0.00 0.00 T
2430 TDS on Contract - TWW TOSOnCon  TDSRECEIV 1242 | TAX DEDUCTED AT SOUR E [} 0.00 0.00 T
4| 1 | L4
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Howdo 1?

Viewing specific information based
on filters

Display Active / Inactive / Both *

Master Entry modules with specific
filters

Transaction entry modules with
general filters

Column based Filter

User input

Different filters have been provided
at master as well as transaction level

Select the option from the radio
buttons

Show Records,

Active/Inactive Filter
" Active C InActive  Both

Register Master — Register Type
Account Master — B/Sheet Code
Item Master — Category

Register

hgister Y

Docdt From / To

Doc Dt From To

Doc No

Doc No

Amount

Amount 0.00

Select the column for filter criteria
AltR + F

Filter by selection

Remove Filter
Filter excluding selection

Filter by Value

* Option available only for Master Entry modules

Getting Started

Result

Based on the filter, the respective
data is shown in the browse grid

The data that is redundant can be
set as inactive #1

Records that satisfy the filter criteria
are displayed

This will display the entries only of
specified register.

This will display the entries only
within specified date range.

This will display entry only with
specified docnotext

This will display records with the
specified amount

You are provided with four options

Filter By Selection

3

Remowve Filter

Filter Excluding Selection

Filter by Value

The data in selected column is used
as filter value and only matching
records are shown

The filter is reset

The data in selected column is used
as filter value and only non-
matching records are shown

The data in selected column is
filtered based your input.



#1

Making Records (accounts, items or any other master record) Inactive

e If an account / item has been used in any transaction, it cannot be deleted.
e |If there are any accounts / items that have been used earlier but you do not wish to use any more, they can

be marked inactive.

e By doing so, such accounts / items won't be listed in the accounts /items drop down list box in the
transaction entry modules. However, they will be listed in the drop-down list boxes in report interface forms

and other modules.

¢ If Both option is selected, the Inactive records still stand out owing to the different colour code.
e The inactive flag can be removed any time if the account / item is to be used again in transactions

u Account Master - Account Definition - Edit Mode L= LB
Hame * Short Name * o,
Shilpi Tiwari - Loan IT Shilpi Tinari - 2445
Alias *

Shipi Tiwari - Loan IT
Define under Group*
LOANS - EMPLOYEES -
Select| Sch. VI Code * ASSETS - CURR ASSTS - (e) Short-term loans advances - Other (specify nature) - Unsecured,
oon considered good
waw Percent
0.0000
,f Primary Address Details { Statutory Details
\
Contact Person Cell Ho.
Address City PIN
Tel No. General Fax No.
|
| General Email General Email CC
|
! 0/S Reminder/ Payment Advise Email 0/S SMS No. >
Interest Percent  Hotes
0.0000 = Enable CC Allocation

il Billwise O/S Req.

Record  Sorting  Sequence  Exit

= _9‘ o p ?L a Enter CC To Search

Show Matching Search Show All

Show Record

hil A thlame A b [ Group BS [ PartyGrp
) 2447 Bhavin Asher - Loa... LOAMS -... ADV...
t = =ra = LOANS -... ADV...
2445 Shilpi Tiwari - Loan IT LOANS - ... ADV...
2495 Nemiahlab i LOANS -... ADV...

2445 Traveling Expense... Traveling exp EXPEMSE... OTH...

Corp

ooooo

C

Eoooo|

0SReq

ooooo

[ Percentage
0.00
0.00
0.00
0.00
0.00

IntPer
0.00
0.00
0.00
0.00
0.00

Bhavin Asher -
MKII

Shilpi Tiwari -
Supriya Mahadik
Travel Exp Tej

Aliasiame

Bhavin Asher -...
Mayur Kharat ...
Shilpi Tiwari - L...
Supriya Mahad. ..
Travelling Exp...

Active/Inactive Filter Ba
5 {" Active {" InActive ¥ Both
e ————

AccountShName

Address
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e In transaction entry modules, certain records may be displayed in grey color — this means that such
records are locked and not editable or deletable — it may be because they are system generated or the
month to which the said transactions belong to is locked using the monthly transaction locking utility.

o5l Browse Sales Entry - ACPL (1617) EIE‘_

Record  Bxit
B ra = p ﬂ | Search Show transaction for 31 days ShowAll

SRNO Registerllame | DoclloText DocDate Customerlame Amount Challanlo ChallanDate DueDate TotalltemQty Totallt

&

T HW 024 5/16 Deccan Queen Transport Company 0 07/06/16
6328 Sales Register - HW AMC/Repr  AMC.06,001 01/06/16 Jayabharat Credit Limited 61,855,000 08/08/16
6329 Sales Register - HW AMC/Repr  AMC.06,002 01/06/16 Samir Sanghavi & Co 13,800.00 01/08/16
6330 Sales Register - Cus SW, SWAmc SW.06,001 01/06/16 Huechem Textiles Pvt Ltd 1,610.00 01fo6/16
6331 Sales Register - Cus SW, SWAmC SW.06,002 01/06/16 Shepards Shipping Services (ndia)... 1,144.00 08/06/16
6332 Sales Register - HW AMC/Repr  AMC.06,003 02/06/16 Envision Capital Services P Ltd 2,876.00 03/06/16
6333 Sales Register - HW AMC/Repr  AMC.06.004 03/06/16 Deccan Queen Transport Company 1,726.00 10/08/16
6334 Sales Register - Cus SW, SWAmMC SW.06.003 03/06/16 Midtown Distributors 23,000.00 10/08/16
6335 Sales Register - HW Hw.06.001 04/06/16 Ujwal Plastics Industries P Ltd 8,750.00 11f08/16
6336 Sales Register - HW Hw.06.002 04/06/16 Huechem Textles Pvt Ltd 798.00 04/06/16
6337 Sales Register - Cus SW, SWAmc SW.06.004 06/06/16 Western Lifestyle LLP 145,590.00 06/06/16
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Filtering Records to display — In a transaction entry module, the browse grid generally displays multiple records.
If required, you can filter the records for any value in the browse grid. e.g. In the following example clicking on the
cell with BS Category "Sundry Creditors”

ot Browse Accounts Master
Record Sorting Seguence  Exit
Show Records - Active/In|

*oEF R 5 AL s Tosea show Matching  Search  Show All = i

D Accountiame Account Group BS PartyGrp Corp oC 0SReq Percentage
2348 Vijaya Tyre Service SUNDRY CRE 12 SUNDRY CREDITORS ] i} & 15.0)
2310 Vinayak Wood SUNDRY CRE 12 = ] 0.0f
2427 Vineesha Switin Kotian - Crs SUNDRY CRE 12 iSUNDRY CREDITORS ] L} & 0.0
2259 VIP Lounge -R City SUNDRY CRE 12 = =] 0.0f
2320 Vishiv Bharat Electric Centre SUNDRY CRE 12 SUNDRY CREDITORS ] I} il 0.0)

- =1 =1 il

Right Clicking to get popup menu, selecting “Filter Records”, Selecting “Filter by selection”

ot Browse Accounts Master | El
Record  Sorting  Sequence  Exit
Show Records — Active/Inactive Filter
* = * N & A i
# p ZL ﬂ Enter BS To Search Show Matching Search Show All 5 (+ Active " InActive " Both
D AccountName Account Group BS PartyGrp Corp [« o 0SReq Percentage IntPer Acco
2348 Vijaya Tyre Service SUMDRY CRE 12 SUNDRY CREDITORS ] = [ 15.00 0.00 Vijaya
2310 Vinayak Wood SUNDRY CRE 12 SUNDRY CREDITORS = B 0.00 0.00 Vinayz
2427 Vineesha Switin Kotian - Crs SUMDRY CRE 12 {SUNDRY CRET Add Group Clrl+G 0.00 0.00 Vinges
2259 VIP Lounge - R City SUNDRY CRE 12 SUNDRY CRED| R Ao ChrlA 0.00 0.00 VIP Lo
2320 Vishiv Bharat Electric Centre SUNDRY CRE 12 SUNDRY CRED{ Add Sub CirlsS 0.00 0.00 Vishiv
ubAccount trl+
326 Vodafone SUNDRY CRE 12 SUNDRY CRED| ) 0.00 0.00 Vodafi
1006 Voyage India SUNDRYDEBS  sUnDRyDEsT| © 9t i 0.00 0.00 Voyag
=
1950 Voyage Vacations SUNDRY DEBS5  SUNDRY DEBT! Delete Ctrl+D 0.00 0.00 Voyag
1043 Yrunda Moniani - Advance ADVANCEENG ~ ADVANCES Duplicate Ctrl+X 0.00 0.00 Vrund,
1585 Vrunda Monani - Bonous Pbl SALARY , 5704 PROVISONS |0 View Ctrl+V 0.00 0.00 Vrund:
1962 Vrunda Monani - Crs SUNDRY CRE 12 SUNDRY CRED{ Lt 0.00 0.00 Vrund;
1741 ¥runda Monani - Drs SUMDRY DEB 5 SUNDRY DEBT! i 0.00 0.00 Vrund:
Accounts used table list
1318 Vrunda Monani - Int INTERNAL A 959  ADVANCES . 0.00 0.00 Vrund;
Multiple Records Document Management
2032 Vrunda Monani - Loan Given LOANS -EM 7 ADVANCES 0.00 0.00 Vrund:
" Export To Excel
924 Vrunda Monani - Sal Pbl SALARY , 5704  PROVISONS 0.00 0.00 Vrund:
2211 Vrunda Monani - Unsec Loan LOAMS FROM 1... UMSECURED Lt Filter 3 F\‘tg*By Selection di
1334 Vrunda Monani - Veh Loan LOANS FROM 1., UMSECURED L ke This Calirmn Ctie Remove Filter i
1992 Walkover Web Solutions Pvt Ltd SUNDRY CRE 12 SUNDRY CRED) = -
UnHide Colurnns Ctrl+Shift+H Filter Excluding Selection
1171 ‘Web Expenses EXPENSES 21 OTHER. INDIR! Filter by Val E
iter alue
2260 Web Expenses - Directi EXPEMSES 21 OTHER IMDIR! Freeze Columns Ctrl+F % E
2165 West Coast Logistics SUMDRY DEE 5 SUNDRY DEET! Unfreeze Columns Ctrl+Shift+F 0.00 0.00 West!
2364 Western Lifestyle LLP SUNDRY DEBS5  SUNDRY DEBTORS Savla Mark il = i} 0.00 0.00 Weste
190 ‘Yog SUNDRYDEBS5  SUNDRY DEBTORS Yog [ ] [ 0,00 0.00 Yog
2349 ‘Yfugadi Electronics SUNDRY CRE 12 SUNDRY CREDITORS = B 0.00 0.00 Yugad| |
4| 1 b

will display only those records where the BS category is “Sundry Creditors” as shown below.

r 4l Browse Accounts Master = ]
Record  Sorting  Sequence  Exit
*oh ot o * 5 BB [ereDToses Shomatatchinny| [acordig [imenty|| " Re;sords aledins e
Accountame Account Group PartyGrp | Corp | €C | OSReq Percentage | IntPer | AccountShi; *
12 SUNDRY CREDITORS = = 0.00 SUNDRY CRE ‘

295 Bombay Sales Agency - Crs. SUNDRY CRE 12 AUNDRY CREDITORS ] ] 0.00 0.00 Bombay Sal-Cre =

293 DC Infotech SUNDRY CRE 17 SUNDRY CREDITORS ] ] 0.00 0.00 DC Infotec

300 DC Systems SUNDRY CRE 1 SUNDRY CREDITORS 08 [} 0.00 0.00 DC Systems

306 Henwlett Packard Sales TP Ltd SUNDRY CRE {2 SUNDRY CREDITORS &) ] 0.00 0.00 HP

308 Jaydee Electronics Private Limited SUNDRY CREf12 SUNDRY CREDITORS ] ] 0.00 0.00 JaydesEle

313 1. 5. Electronics SUNDRY CRY 12 SUNDRY CREDITCRS ] ] 0.00 0.00 1.5. Elec

314 1. 5. Equipments SUNDRY C SUNDRY CREDITCRS ] ] 0.00 0.00 1. . Equi

317 DS Infotech P Lid SUNDRY C SUNDRY CREDITORS ] ] 0.00 0.00 LDS Infot

319 Mark Infotech SUNDRY C SUNDRY CREDITORS ] 0 0.00 0.00 Mark Infot

322 MTNL SUNDRY C SUNDRY CREDITORS ] ] 0.00 0.00 MTHL

323 Mew Era Office Equipments SUNDRY C SUNDRY CREDITCRS ] ] 0.00 0.00 New Era Of

326 Vodafone SUNDRY C SUNDRY CREDITORS ] ] 0.00 0.00 Vodafone

328 PC Clinic SUNDRY C SUNDRY CREDITORS ] ] 0.00 0.00 PC Clinic

334 Quantum Link Commurication P.ltd. SUNDRY C SUNDRY CREDITORS ] ] 0.00 0.00 Quantum Li

337 Sejutronics SUNDRY C SUNDRY CREDITORS =] ] 0.00 0.00 Sejutronics

344 Rashi Peripherals P Ltd SUNDRY C SUNDRY CREDITORS ] ] R 0.00 0.00 Rashi Peri

353 Systematics Infotech P Ltd SUNDRY CRE 12 SUNDRY CREDITCRS ] ] 0.00 0.00 Systematic

355 Tulip Corporation - Crs SUNDRY CRE{12 SUNDRY CREDITORS ] B 0.00 0.00 Tulip Corp -ars

602 Integrated Business Solutions SUNDRY CREY2 SUNDRY CREDITORS ] ] 0.00 0.00 Integrated

627 Suncity Computer & Networks SUNDRY CRE &2 SUNDRY CREDITORS a 0 0.00 0.00 Sundity Co

741 Indialinks Web Hosting P. Ltd, SUNDRY CRE 14 SUNDRY CREDITORS ] 0.00 0.00 Indislinks

755 Padhy Electronics SUNDRY CRE 12 \SUNDRY CREDITCRS ] ] 0.00 0.00 Padhy Elec

794 NetCom Inc. SUNDRY CRE 12 SYNDRY CREDITOR ] ] 0.00 0.00 NetCom In

797 Airtel SUNDRY CRE 12 = (=] 0.00 0.00 Airtel -

< I ] v

This way you can filter data on any column for any displayed value. You can also filter records excluding selection

ie. To show records excluding what you have selected. Even filter on value is possible.
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Drop down list boxes - Wherever there are multiple options for you to select from, for any field, a list is provided
in the form of a drop-down list box which is available on clicking the triangle at the right most edge of the text

field or by pressing Alt+DownArrow key.

a5 Account Master - Account Definition - Edit Mode { S ﬂ
Name * Short Name * D
ChessBase India 64 Squares Pvt Ltd, ChessBase India 2431
Alias *

ChessBase India 64 Squares Pvt Ltd.

Define under Group™ Un
SUMDRY DEBTORS e

Party Group

A
Select | Sch. VI Code * ‘.:\nemos A\bles— utstanding for not more than 6 months -
B.2.C.1A 5 Ankush E|
""" Associated Engineers
Bipin Synth

Cargo Carriers
W

Corporate DB

Entremonde
f Primary

s v/ Statutory Details \
Contact Person \_ Cell No.

Tabs - Wherever the amount of information to be displayed does not fit on one form, it is displayed in forms of
tabs. Each of the tabs may have related information. Clicking on the tab heading will activate the particular tab

allowing you to modify the information contained in that tab.

o= Account Master - Account Definition - Edit Mode - 5] >
Name * Short Name * D
Avean International Pvt. Ltd. Avean Int 1154
Alias *
Avean International Pvt. Ltd.
Define under Group™ Under Party Group
SUNDRY DEBTORS ¥ o
Sch. VI Code * [B.2.C. LA, Select SECcod
+ Select
ASSETS - CURR ASSTS - (c) Trade receivables - outstanding for not more than 6
months - Secured, considered good
WwW Percent Enable CC Allocation
0.0000 Auto PopUp Payment Entry BillWise 0/S Reg.
\ Y 1
ll-"l Primary Address Details ) Statutory Details 1 w '\l
L \ .
Contact Person Cell No. 0/5 Reminder/ Payment Advise Email
Mr Bharat Rathod bheda@bom2.vsnl.net.in
Address City 0/5 SMS lo.
FlotB1, Kandla bt
New Kandlia 3 di
Gujarat, India LR/Eway Bill Intimation Email
PIN 370210 bheda@bom2.vsnl.net.in
General Email Tel No. LR/Eway Bill Intimation SM5 Ho.
bheda @bt 2, vsnl.net.in
General Email CC General Fax No.
Default Transportation Mode Distance
Road bt 0 Kms >

Getting Started
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Detail records - In case of any entry, if multiple child records (line items) are to be entered (e.g. items in an

invoice), they are presented in the form of a tabular grid for you to fill up.

e There is a slight variation in navigation between fields of detail records i.e. instead of TAB and SHIFT+TAB

to move between the fields; you must use the arrow keys to move about.

e The <Enter> key will also move you forward by one cell.

e To exit out of the tabular grid you can use the TAB key.

-l Sales Entry - View Mode - ACPL (1617) =Ll
Register * 1]
Sales Register - HW o 4151
Customer * DocDt. * Last Doc Nof Doc No. * Due Dt. * AlcYear*

Huechem Textiles Pvt Ltd o 1| HW.04.001 02/04/16 1617
Account Bal. 120,423.00 Dr
Challan No. Chaflan Dt.

f 5 \ : \
,."l ltem Details \ Other Details \
i}

S0 No Item * Remarks Qty. * Rate Value
1 |HW.04.001 NASBox Syonology -~ i DS216se #15BONDNOGETO 1.000 17,619.00 17,619.00
2 |HW.04.001 HDD 4 TB + (#ZI0BDNTT 1 Z306D1WR 2.000 10,024.00 20,048.00
3 - 0.000 0.00 0.00
Item Bal. 0.000 3.000 37,667.00 | =
Document Narration :
Account Appicahile Amount |CC
5 Amt
1 [sales - Hardware % 0.000  37667.00% -
2 |VAT5.5% T 37,667.00 207200 -
Account Narration ) kS 0.00 D00
Synology NAS 216se with 2x 4TB Hard disk -
Tirrupur
= 39,739.00
i r—
- —
Form MNo. Form Dt. Amount Ref. No. * Year* | Amount *
0.00 1 |HW.04.001 1617 39,739.00
2 0.00
State
= Total Amount 39,739.00 »
| B = ‘ ‘_"_-I
— »
=% - I W <> om & N
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Document Management - Master Entry Modules

Please enable the document management option in company master

. v v v
f Address \ Statutory Numbers Branches L Warshouses 1

Maintain Fixed Asset Register Purchase Order System

1516 ~| FAR Starting Afc Year PO Compulsory

Maintain Inventories
[] Maintain Batchwise Stock

[] use BOM Concept
Issue & Production

Sales Order System
50 Compulsory

DC Required (Stock will get updated from DC)

Enable Automatic TDS mode Report Printing Options

Apportion Exp/Taxes in Purchase bv] Print Logo
[] Apportion Exp/Taxes in Sales Print Rundate On Each Page
Enable NEFT/RTGS Print Page No On Each Page

]| Enable Document Management > Print AcYr

Maintain Cost Centers

e [ Auto Stuff Narration from A/c

GRN Required (Stock will get updated from GRN)

Add TDS 1V in real time Print Company Name / Report Header On Each Page

Enter cost centre details in stock adjustment entry

\
TDS Details ‘\

>

You can also set an overall limit on the size of images that can be inserted in the document management

modules. This needs to be set in the Group Setup module

ol Group Setup

Group Name * |ARC
Address Line 1 | Mumbai

2

vV vV
l,."z System Options - 1 ;'\ System Options - 2 ‘-.‘ Account Details ‘-.‘ Mail / SMS Settings
B S

[+] Allow Party Group in Account Master A/C Sequence Item 5 CC Seq
[] Maintain Batchwise Stock (O Alphabetical (O Alphabetical (@ Alphabetical
Use BOM Concept (@) Custom (@ Custom (O Custom

[] Maintain Purchase Voucher No

Max size for

Documents Imported / Scanned

Allow Import of Picture in Item Master

Pic in Item Master 200 KB

¥ Maintain Log For Deleted Records

Maintain Log For Days 100

‘:.‘ Password Policy

3
A
v

_ ML b

The images are stored in a separate database so that your main database does not get bloated but please ensure

that for the value of Max Size you enter a figure judiciously.

Getting Started
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Document Management - Master Entry Modules

All master entry modules have a document management button which is enabled once the record is saved.

o-! Account Master - Account Definition - Edit Mode = @ x
Name * Short Name * D
Dedaram - Carpenter Dedaram - Carpe 2293
Alias *

Dedaram

Define under Group*

SUNDRY CREDITORS 4%
Sch. VI Code * EQ LIAB - CURR LIAB - (b) Trade payables
A.4.B...
www Percent
0.0000
/ Primary Address Details 1 Statutory Details \
/ \ \
Contact Person Cell No.
Address City PIN
-
Tel No. General Fax No.
General Email General Email CC
0/5 Reminder/ Payment Advise Email 0/5 SMS Ho. )
Notes

Enable CC Allocation

BillWise O/S Req.

Inactive H @ ) E:-p

Billwise  Opg.Bak | sudocts || rannetais | NEFT/RTES | | payec as =" | ﬁ #1

| 21 [

On clicking the button, following grid opens for you to either
1. Attach a file on your system by clicking on [Import] button (pdf / jpg /jpeg/ BMP etc)
2. Scan a document placed on a locally attached scanner by clicking on [Scan] button

3. Attach an existing Word / Excel/ PPT file

o- Document Details = O *

Account : Dedaram - Carpenter

. Doc
Document Type * Description Import Files E/P
Im\m‘r P

1 |PAN Card - Import ( Scan (1) )mport
2 - Import  eeEsae==® Import

_ L g
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Clicking on {Import] button will open the Image viewer form

| & ]

Select AlI[™
Select [~

[gpena)

You can either pickup the file using file open dialog box

» Metwork » ds » data » data » ACFAACPL » Import

Organize « MNew folder

L]

Mame Date modified Type

g Dropbox

& OneDrive Mo items match your search.

3 This PC
[ Desktop
Documents
; Downloads
DI home on www.a
J‘I Music
[&] Pictures
! Videos
i 05 (C)
- Mew Volume (Dt

¥ Network

v

v O Search Import o]

Size

=~ 1 @

T e

File name:

PDFFiles ("PDF) ™ L

Bmp Files (~BMP)
Jpg Files (*JPG)
eq Files (*.JPEG)

or drag the file and drop it anywhere on the following form

e —
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Multiple Records document Management — the app allows you to display documents attached with multiple
records that are selected in a browse grid

- Browse Accounts Master
Record  Sorting  Sequence  Exit
= T f # o p %L a Enter Account To Search Show Matching Sel
I Accountiame Account Group BS PartyGry
1633 Deccan Queen Transport Company SUMNDRY DEB 5 SUMDRY DEBTORS
2293 Dedaram - Carpenter SUNDRY CRE 12 SUNDRY CREDITORS
1988 Deepak Singh - Advance Add Group Ctrl+G
1985 Deepak Singh - Conv Adve Add Account Ctrl+A
1589 Deepak Singh -Loan Add SubAccount Ctrl+5
2100 Deepak Singh - Sal Pbl Edit Ctrl+E
2097 Deepak Singh Bon Phl Delete Ctrl+D
1491 Deferred Tax Asset - Income 5
Duplicate Ctrl+X
1490 Deferred Tax Assets (DTA) - Asset
1272 Delivery Charges View S
2005 Dell India P Ltd List..,
727 Delta Movers Accounts used table list
2233 Deposits Paid Multiple Records Document Management L\\g
A06H | DEERECIATION Export To Excel
1069 Depreciation For The Year
1298 DEPREIATION TO DATE It i’
2272 Dinesh kKharde - Advance Hide This Column Ctrl+H
2285 Fnesh Khardesloan UnHide Columns Ctrl+Shift+H
1589 Electric Fittings - Depn To Date
78 Entremonde Polycoaters Ltd e Salumee Slleds Entremond
2257 Entremonde Polycoaters Ltd - Gonde Unfreeze Columns Ctrl+Shift+F Entremond
2326 Entremonde Polycoaters Ltd - Satpur SUMDRY DEB 5 SUMDRY DEETORS Entremond

All selected records are listed along with the details of document found (if any)

a2 Multiple Records Doc Mgmt. - Account Master

Display Records
@ all O with Docs () Without Docs

i O

File Size In

Srio Account Party Group Type File Name MB View
1 727 Delta Movers
2 1272 Delivery Charges
3 1490 Deferred Tax Asset
4 1491 Deferred Tax Asset
5 1985 Deepak Singh - Con
6 1988 Deepak Singh - Adv
7 1989 Deepak Singh - Loa
8 2005 Dell India P Ltd
9 2097 Deepak Singh Bon
10 |2100 Deepak Singh - sal
11 2238 Deposits Paid
12 2293 Dedaram - Carpent Jpg Scan 0.09

G X% & O W

You can now perform the following actions

Preview the list displayed

X Export list to XL file

&I Delete documents that have been attached

Download the selected documents to a folder on your system

Getting Started
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Document Management — Transaction Entry Modules

You can attach bills, challans, receipts, vouchers etc with all the transactions that you enter in to the system

It can be done in the batch mode or online (once an entry is saved) — this option is available in the register master

o Register Master - Edit Mode = O x
Type * D
Purchase 4 2
Name * Short Name * Code *

Expense Register Expense Registe EXP]
f."l D Printing P I‘I\ Extended Options ‘ Cnly for Type Sales / Debit Note For Sales
/ v N
Title Expense Voucher Authorised Signatory
b= O 0 Mo Of Copies Label
value
Print Print Doc Header Paper Size
[~] company Name ~ IS a aa D int Ninkhs
o= Browse Purchase Entry - ACPL (1617}
Record  Exit
* | P ® p a Enter PurVchNo To Search Search Show transaction for 31 days Show All
SRHO | Registerlame | EntryDate | PurVchiio Dochio DocDate | Supplierilame Amount
2665 E Registes 665,00
e Add Ctri+A
Expense Register )
= Edit Ctrl+E
Expense Regi
Delete Ctrl+D
Wiew Ctrl+V
Duplicate Ctrl+U
Preview Purchase Voucher / DN/ CN - Ctrl+P
Documentrifanagement .. Ctrl+M
Multiple Records Document Management
Export To Excel ... Chrl+ X
Payment Ad). Details
5 Filter
Expense Reg 3 5
e = Hiide This Column Ctri+H
Expense Register 23/08/18 . . 745.00
_ UnHide Columns Ctrl+Shift+H
Expense Register 26/08/16 1,930.00
Freeze Columns Ctrl+F
Unfreeze Columns Ctrl+Shift+F

Rest of the process of importing / scanning documents is the same as that for Master Entry Modules
Even the process of Multiple Records document management handling is the same as for Master entry modules

Getting Started
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User Interface — All Report Generation Modules

Depending upon the type of report module selected, you will be presented with various options some what on
the following lines. Most of the information is very easy to understand and select

a! Sales Register L= | ]
Select Template Description
Last Saved = Uses the same opiiens thal you have selected when you ran the report last

time

(TR C CompSoft Pyt Lid, - 1617 - A/c Alias Name skip Page on Change of Month
From D1/06/16 | 1o D1/06/16 e Valae Double Spacing Show Bill Adjustment Details
with Appn Item long Name 7] Show Cost Center Details
Report Type —
= Regist: S
©) Detailed ®  =m ® customer | egistig i
Summary on Summary 1 | [#] |Proforma Invoices Register
. e Monthl 2 | |[¥] | Sales Register - Cus SW, SWAmC
Item Details © Item & ¥
S 2 Taxsumm |3 | (@] | Sales Register - HW E
Sub Group cromdTax 4| [ Soles Register - HW AMC/ Repr
Tax Details ManGroup @ gy 5 | [#] ; Sales Register - SW Prds ARC
Afc Narration & | ¥ : Sales Register - SW Prds Othrs e
Consignee / With 7 | v |Debit Note-sL
Warehouse Challan - .
B8 ¥| | Credit Note - Sales - with Itm -
i Account Filters i tem Fiters \ Other Fiters
Customer Groups
- >
< ln
Customers
- >
L)
A/cNarration
</
Sales [ Tax [ Expense A/c's
/1

@ Select Printer b

[]]]

$-»

After selecting all the relevant options, click on the “Preview” button to display the report on the screen or

on the “Print’ ™ button to directly send the output to the default printer.

Over and above basic details like range of dates, type of report etc, there could be additional options to filter the
data being presented. For example, in the above form you can filter the Sales Register being printed to display
the Sales bill only for “Bipin Synthetics Pvt. Ltd.”
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! Sales Register

[ESNEEN x|

Select Template Description
Last Saved T Uses the same optians that you have selected when you ran the report last
= time
Company |ARC CompSoft Pvt. Ltd. - 1617 - AfcAlias Name skip Page on Change of Month
From D1/06/16 | 1o D1/06/16 Ehow Valae Double Spacing Show Bill Adjustment Details
with Appn Item long Name [7] Show Cost Center Details
Report Type —
= Regist: -
© Detailed = @ customer  — = e T
B Summary on Summary 1 | [#] |Proforma Invoices Register
Include R 2 | [# Sales Register - Cus SW, SWAmC
Iterg Dmﬂs l=m Toxsumm |3 | @ Sales Register - HW =
emarks
Sub Group crandTex 4| ¥ Sales Register - HW AMC/ Repr
Tax Details Main Group o 5 |[# Sales Register - SW Prds ARC
Afc Narration & | |¥| i Sales Register - SW Prds Othrs
Cons\hgneef E\;“ﬂ“l 7 | ¥ DebitNote-SL
allan
Waiose 8 | [« | Credit Note - Sales - with Ttm o
Account Filters Y em Fiters \ Other Fiters \
Customer Groups
v >
< ln
Ripin Syrithetics FuLid - > Bipin Synthetics P Ltﬁ
B
£ ju
AlcNarration
<l
Sales [ Tax [ Expense A/c's
<l
s =
@ Select Printer @ ]

You can also filter the records based upon any Sales Tax Account or Excise Duty Account or any Sales Tax account

or combination thereof.

! Sales Register

[ESNEEN x|

Select Template

Description
Uses the same options that you have selected when you ran the report last

_Last Saved ¥
time
Company ARC CompSoft Pvt. Ltd. - 1617 - A/cAlias Name skip Page on Change of Month
From DI04 | 1o D1/06/16 Ehow Valae Double Spacing Show Bill Adjustment Details
with Appn Item long Name 7] Show Cost Center Details
Report Type
e Regist: &
© Detailed s Customer | —| e el B
B Summary on Summary 1 | [#] |Proforma Invoices Register
Include = e 2 | |[¥] | Sales Register - Cus SW, SWAmC
IW; Dm"(‘s @) t=m TaxSumm |3 | ¥ Sales Register - HW E
emarks
Sub Group cromdTax 4| [ Soles Register - HW AMC/ Repr
Tax Details Main Group Summ 5 | ¥ Sales Register - SW Prds ARC
Afc Narration & | |¥| i Sales Register - SW Prds Othrs
Cons\hgneef E\;“ﬂ“l 7 | ¥ DebitNote-SL
allan
sz 8 | v Credit Note - Sales - with Ttm L3 =
Account Filters Y em Fiters \ Other Fiters \
Customer Groups
v >
< ln
Customers
Bipin Syrthetics P Lid - >
€
A/cNarration
£
Sal epense AfC's
- > VAT 5.5%
{ Fall™ VAT 5% pd
\ VAT 125% R
—
@ Select Printer . @ I-l i:’

The above 2 filters can also be used in conjunction with each other i.e. you can display all the sales bills where the
customer is Bipin Synthetics AND where tax account is (VAT 5% or 5.5% or 12.5%) as shown below.
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al Sales Register [ESIEy < ]

Select Template Description
Last saved = Uses the same options that you have selected when you ran the report last
= time
Company ARC CompSoft Pvt. Ltd. - 1617 - A/cAlias Name skip Page on Change of Month
From 010416 | 1o D1/06/16 Ehow Valae Double Spacing Show Bill Adjustment Details
with Appn Item long Name 7] Show Cost Center Details
Report Type _—
= v Register S
©® Detailed y  Item © customer | —1 = b
= Summary on Summary 1 | [#] |Proforma Invoices Register
. = Monthly 2 | |[¥] | Sales Register - Cus SW, SWAmC
Itf’;DEt“"(‘s @) t=m O csumm (3 | ¢l Saies Ragister - HW =
emarks
Sub Group cromdTax 4| [ Soles Register - HW AMC/ Repr
Tax Details ManGroup @ g ey 5 | [#] ; Sales Register - SW Prds ARC
Afc Narration 6 | |# Sales Register - SW Prds Othrs =
Consignee / With 7 | v |Debit Note-sL
Warehouse Challan - .
B8 ¥| | Credit Note - Sales - with Itm -
/ Account Filters { ttem Fiters \ Other Fiters \

Customer Groups

C
ipin Symihetics P Lid = o B\Dinm
£ j R

Alc Narration

- > m

( ™ VAT 5%
VAT 12.5%

& N\

@] Select Printer b

=W

Please note that when you use filter on more than one field which are non-hierarchical and non-related, the
condition is AND. Therefore, in the above example, ONLY the records of “Bipin Synthetics” and under (VAT 5% or
5.5% or 12.5%) will be displayed

However, for certain types of filters, an OR condition is effective i.e. filters for account groups, accounts or sub
accounts work as OR between themselves. Also filters for Item Main Groups, Item Sub groups and Items also work
on the OR principle within themselves but when they are joined to any other filter then it is with AND condition.
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Report Templates

Quiet often you need to generate a report with a specific set of options on a regular basis. You now can generate

such report and save the options that you have chosen in to a report template and give it a name so that it can
be used in the future. These report templates can be specific to a user or available to all the users of the app.

To create a report template, you first select the options that you wish in any report

o) Sales Register

L

select Template Description
Last Saved - Uses the same options that you have selected when you ran the report last
= time
Company ARC CompSoft Pvt. Ltd. - 1617 - AfcAlias Name Skip Page on Change of Month
D015 | 1 [19/08/1 ST Value Double Spacing Show Bill Adjustment Details
Appn Item long Name Show Cost Center Details
Report Type
= v Register -
@ Detailed p  Tem @ Customer | — = = B
Summary on Summary |1 | [#] | Proforma Invoices Register
Include = T 2 ¥| | Sales Register - Cus SW, SWAmc
@ Tte 5 Monthly
Ite"P‘\Dml!s L @ summ )3 | ¥ Sales Register HW E
emarks
Sub Group 4 |[¥ sales Register- HW AMC/ Repr
Tax Details ManGroup  © gymm 5 | [# | Sales Register- SW Prds ARC
Afc Narration 6 | | Sales Register - SW Prds Othrs
CunsihgnEE ! E"r‘t"“ 7 | v DebitNote-sL
N allan
Worchome 8 | [« Credit Note - Sales - with Itm -
ers \ em Fiters \ er Fiters \
/ Account Rl em Fi \ Oter Fil \
Customer Groups
- >
Lo
Customers
L)
A/c Narration
>
<
Sales | JCs
555 - i VAT 5.5%
<l /_/
@] Select Printer | Microsoft XPS Document Writer % Q H- $’

Click on preview

Then exit from the preview to return to the report interface form, then click on “Save Template” button

all Sales Register o] i
Select Template Description
Last Saved - Uses the same options that you have selected when you ran the report last
= time
Company ARC CompSoft Pvt. Ltd. - 1617 - AfcAlias Name Skip Page on Change of Month
From 010416 | 1o [19/06/16 AR vae Double Spacing Show Bill Adjustment Details
with Appn Item long Name Show Cost Center Details
Report Type
- 4 Register -
@ Detalled p  =m ® customer | ==F £
Summary on Summary |1 | [#] | Proforma Invoices Register
Include = i 2 | ¥  Sales Register- Cus SW, SWAmc
@ Tte 5 Monthly
Ite"P‘\Dml!s L @ vsumm |3 | ¥ Sales Register - W 3
emarks
Sub Group romdTax (4 | [¥ Sales Register - HW AMC/ Repr
Tax Details MainGroup O gnm 5 | [# | Sales Register- SW Prds ARC
Afc Narration 6 | ¥ | Sales Register- SW Prds Othrs
CunsihgﬂEE ! E"r‘”‘“ 7 | ¥ |DebitNote-SL
Ni allan
Worshose 8 | [ | Credit Note - Sales - with Itm -
/ Account Rlters ‘ em Fiters \ Other Fiters \
/ \ \
Customer Groups
- >
L
Customers
L)
A/c Narration
>
<
Sales [ Tax | Expense A/c's
AT 5.5% - > VAT 5.5%
<1
@ Select Printer | Microsoft XPS Document Writer % Q |=| $’

You will get a form letting you enter basic details of the template

Getting Started
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adl Save Template =]

L3

Save Option

Create New Template

Overwrite Existing Template

Template Hame *
Sales Register for VAT accounts

Description *

this template generates summary of all sales bills
with different VAT |

Accessible To
= Only SKM

L]
€ Allusers Ij

Once you save it, this template can be used to generate report in the future

ol Sales Register el S
Select, Description
2les Register for VAT accounts m |this template generates summary of all sales bills with different VAT % |
\
L ———emptme— Description
_Default Uses the opticns set within the appli_. p Page on Change of Month
_Last Saved Uses the same options that you hav.. yw Bill Adjustment Details
Sales Register for VAT accounts this template generstes ST - »w Cost Center Details
Report Type ——
L4 Regists or
©) Detailed g  Em ® Customer | — S
Summary on Summary 1 | [¥| i Proforma Invoices Register
_I_r)cluda il 2 | |¥| i Sales Register - Cus SW, SWAmC
= & lonthly
It?r;Detalkls i ® oxsumm |3 | ¥ TSales Register - HW =
Emarks
Sub Greup Geandax 4 | ¥ ;Sales Register - HW AMC/ Repr
Tax Details Main Group e 5 | 4] iSales Register - SW Prds ARC
| Ajc Narration 6 | /| Sales Register - SW Prds Othrs
Consihgnee,’ #‘t’;l 7 | [¥| iDebit Note - 5L
Wi allan
ksl 8 | (4] Credit Note - Sales - with Ttm -
Account Filters { Hem Fiters \ Other Fiters \
Customer Groups
-~ >
Ll
Customers
- >
£
Afc Narration
<l
Sales [ Tax [ Expense Afc's
VAT 125% - > VAT 5.5%
( ™ VAT 5%
VAT 12.5%
@ Select Printer  Microsoft XPS Document Writer N
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There are primarily 2 types of reports generated out of the system which have been explained us as under.

1. Tabular (Grid) Reports
ol Sales Register - Monthly Tax Summary [ [==25|
Print Each month on seperate page =~ Search
I” Match Case F 1 —
Q ;}&: *’ | — @ |=I E:*
Account Pre Tax Amount A{'ﬁu?r::;“ ;?:::ﬁ Tax % | Tax Amount | Edu. Cess SHEC ﬁiﬂ:: Net Amount
1 |Jun-16
2 |Maint Charges Recd In Adve HW For 17-18 11,025.00 11,025.00
3 |Sales - Domain Hosting 2,395.00 2,395.00
4 | Sales - Hardware 116,194.00 116,194.00
5 | Sales - Service - ARBS 12,000.00 12,000.00
6 |Sales - Services - HW 145,339.00 145,339.00
7 | Sales - Software AMC 137,633.00 137,633.00
8 | Sales - Software Dev & Cans 1,164,100.00 1,164,100.00
9 | Service Tax Coll 14% - AMC & Repairs 230,014.00 14.00 32,202.00 32,202.00
10 | Service Tax Coll 14% - SW 1,184,100.00 14.00 165,774.00 165,774.00
11 | Service Tax Coll 14% - Web 2,395.00 14.00 335.00 335.00
12 | Swachh Bharat Cess 1,416,509.00 0.50 7,084.00 7,084.00
13 | Krishi Kalyan Cess - Coll 1,416,509.00 0.50 7,084.00 7,084.00
14 |VAT5.5% 172,177.00 5.50 9,472.00 9,472.00
15 Jun - 16 Total 1,588,686.00 0.00: 4,421,704.00 221,951.00 0.00 0.00 0.00 1,810,637.00
16
17
18 | Register(s) Included PLSW,HW,AMC,5P, SWP,DNSL,CNSLCNNI

The above kind of reports is represented in spreadsheet form. Such kind of reports can also be exported to excel
by clicking on [Export to Excel” button. Depending upon the type of report you may have more options in right
click menu.

Highlight alternate rows will highlight alternate rows in the report for easy readability

Export report in excel file

F oA

[ o

Preview Report
|i| Direct Print Report

Getting Started

Resize to fit will resize all col widths to fit the widest cell in that col
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Non-Tabular Reports or Hierarchical Reports

Certain kind of reports may have data which is not presentable in a tabular form as shown below

ol Sales Register (= [ |
ﬁpunTuPDré&@%|@|'ﬁg|n 4« or M1 A g @ - | |
Ma'nREpo!t‘

ART CompSoft Pvt. Ltd. - 1617 _ Consolidated Sales Register from 01.06.16 to 19.06.16

- Document -—— cpajlan  CUStomer Ammél: Hocmed
Dt Src Ref. No & Dt

Jun 2016

01.06.16 AMC.05 001 Jayabharat Credit Limited HW Sen
61,866.00 STaxColl 14800
3BC
KKC-8d
VAT 3.5%

Samir Sanghavi & Co ARES
STanColl 1480
SBC
KHC-5d

Huechem Textiles Pvt Lid Doman
STanCall-144
SBC
KKC-5d

Shepards Shipping Senvices (india) P Lid Doman
STarCal-143
E=d
KKC-E4

02.06.16 AMC.05.008 Envision Capital Services P Lid HW Sew
STaxColl 1480
SBC
HHC-5d

03.06.16 AMC.05.004 Deccan Queen Transport Company HW Sew
STaxColl 1480
SBC
KKC-5d

Midtown Distributors SW Ame
23,000.00 STaxCol-148W
SBC
KKC-5d

04.06.18 HW.05.001 Ujwal Plastics Industries P Lid

H
878000 VAT 555

Hw.06.02 Huechem Textiles Pvt Lid

HA
792.00 VATS T

Such reports cannot be directly exported to excel accurately. However, you can either create a PDF file of such
reports by clicking on the “Export to PDF" button.

From almost all reports you can drill down right up to entry level by double clicking an any entry.
Options available during preview of any report

! Export report to other formats

& Print Report
E Display Group Tree

Page Navigation

4 4 4 M |1 M+
m Search for any text in report
@ - Modify display zoom %age
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With the above, we are thru with the general concepts. Now you can start using the application.

Generally, it is recommended that you go about entering the data in the following sequence.

1. Create chart of Accounts

Create chart of Items

Create Individuals / Companies

Enter year opening balances in account master and item master
Define Registers

Enter pending BRS Items

N o v~ W

Start entry of transactions

The Main Menu

afc ACFA - ARC CompSoft Pvt. Ltd.-18-19 = [i] >
Masters FATmns  Registers Reports  Stocks  TDSonPmts TDSeonRecpt  TaxForms  FAR Utilities  Payroll  Help  Exit

g @ i R B T Bw =

Achst [thist Rghst Pur Sal Bank W Dash

.

TopM Sales [ Purchase Analysis Report
Dashboard Setup
Sales Bills
COutstanding Bills - Report - Monthwise
Journal Vouchers

Company Master

Purchase [ Expense Bills

ccounts Master

HSMN/SAC Master

Registers Master

1 - *.-'I .1-". - -
" ARC Compsoft Pvt. Ltd.
_ y 55000 I-_
< 18-19 2089

* LRt ]

5 L

' Developed by : ARC CompSoft Pvt Ltd. Iwww.arc—india.com | 18/04/18 ISI{H I Msg: 0

You can navigate thru the menu using either the mouse or keyboard. It follows the windows standards where in
for the keyboard, you can use Alt + 15t Character of the Menu item.
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If you know the menu name, you can directly start typing it and select from a drop-down list box

a/c ACFA - ARC CompSoft Pvt. Lid.-18-19 — =] >

Masters  FATmns  Registers Reports  Stocks TDSonPmts  TDSonRept  TaxForms  FA Utilities  Payroll  Help  Exit

g @ i R B T Bw =

R
Achst [thist Rghst Pur Sal Bank W Dash

Sl ol
-col|
Bank / Cash / Petty Register - Columnar
Purchase Register - Columnar
Sales Register - Columnar

COutstanding Bills - Report - Monthwise
Journal Vouchers
Company Master
Purchase [ Expense Bills
ccounts Master
HSMN/SAC Master
Registers Master

' Developed by : ARC CompSoft Pvt Ltd. Iwww.arl:—india.l:om | 18/04/18 ISKH | Msg: 0

If you have data of multiple accounting years of a company or multiple companies, you can switch back and forth
between these accounting years by clicking on the relevant left / right arrows.
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Recent Module List
The most recent modules accessed by you are added to this list and you can easily select the modules from here
instead of browsing through the entire menu.

a/c ACFA - ARC CompSoft Pvi. Ltd.-18-19 = & *
Masters FATmns  Registers Reports Stocks TDSonPmis TDSonRecpt  TaxForms  FAR  Utilities  Payroll Help  Exit

m i Ii‘ ﬁ g:s ? m cc Locking

AcMst [thist RgMst Pur Sal Bank W Dash

Putstanding Bills - Report - Monthwise
Journal Vouchers

Company Master

Purchase [ Expense Bills

ccounts Master
SMN/SAC Master
Rgisters Master

< Sheal — ool
, ARC CompSoftPvt.Ltd.
A 1 : ik ny 4 I* e -
- =18 ~ans O\ 4288
- 1 ey Ay i ""‘
lDE.'veluped by : ARC CompSoft Pvt Ltd. | www.arc-india.com |18/04a/18 | sKM [Msg:0
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