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INTRODUCTION 
  
Accounting Concepts 
 
 The common terms and touch upon the basic concept of accounting as that may help 
you to understand the accounting system. "Accounting has been defined as the part of 
recording, classifying, summarizing in a significant manner & in terms of money, transaction 
and events which are of financial character".  
 

If we know the four terms Assets, Liabilities, Income & Expenses and transaction rules 
of Debit & Credit we are able to prepare, maintain our accounts systematically & correctly. 
We are focusing these terms & norms of accounting with practical basis. 
 
Classification of Accounts 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Personal Accounts:  

Related to name of Persons, Firm, Company, Organization, 
Representatives or persons (Outstanding/Prepaid Expenses) etc 
(These accounts and their Balance appears in Balance Sheet) 

 
Real Accounts: 

Properties Accounts like Fixed Assets (Land, Plant & Machinery, 
Vehicles) , Current Assets (Cash/Bank Accounts), Inventories 
(These accounts and their Balance appears in Balance Sheet) 

 
Nominal Accounts: 
   Relating to Income & Expenses Losses & Gains 

(Appears in Trading or P/L or IE Accounts) 
 

Ledger Accounts 

Personal Accounts Impersonal Accounts

Real Accounts Nominal Accounts 
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General Rule of Debit & Credit 
When a transaction occurs, both Debit & Credit element should be recorded in the 

book of accounts. The methods of recording transactions, the rules of making Debit & Credit 
are essentials. The rules goes with the classification of accounts. 

 
Personal Accounts Debit: The receiver. 
    Credit: The giver. 
 
Real Accounts  Debit: What comes in. 
    Credit: What goes out. 
 
Nominal Accounts  Debit: All Expenses & Losses 
    Credit: All Income & Gains 
 

The Effect of Debit & Credit in these four terms may be summarized 
as follows 

Accounts Debit Credit Balance Normally 
Assets Increase Decrease Debit 
Expenses/Losses Increase Decrease Debit 
Capital & Liabilities Decrease Increase Credit 
Income Decrease Increase Credit 

 
Computerized Accounting 
 
 When we apply computerized accounting system in our firm, organization for first time, 
we must create Firm/Company/Organization Name, fiscal year. Then accounting to our 
official system & decisions we should create Main Ledger, Sub ledger and Account Head for 
transaction after global type of control setting. Inserting Opening Balance (Closing Balance of 
earlier date related to liabilities and assets) is initial phase of entering transaction. Next time 
these all systems can be transferred easily by the computer. In computerized accounting, 
while creating Account heads you are required to classify it suitable under relevant Account 
Group (Main Ledger, Ledger or Sub Ledger) to tell us the nature of the account head and 
where it will appear and other related options to categorize or further calculation. 
 
Double Entry System 

Both Cash Credit transactions are recognized (Accrual basis of accounting). All 
commercial as well as non-commercial organizations follow this system. All transaction will 
have dual aspect (Debit & Credit) and that is why it is called double entry system. In this 
system every transaction Debit and Credit must be equal and in a practical way double entry 
system is the accepted way of accounting. 
 
Debit and Credit of each transaction always show equal balance and so the Assets and Liabilities 
must be always equal. If one side gets heavier or lighter, the weight in the other side must also 
increase or decrease to keep it balanced. In any accounting transaction, some assets or liabilities are 
transformed from one form to another but total assets and liabilities are always equal. 
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Financial Statement (Final Accounts) 

After entering and Opening Balance & Transaction the software automatically will prepare 
Trial Balance and from the Trial Report following statements (reports) are made: 

1. Profit & Loss Account/IE Accounts (Income Statement) for specific period consisting of 
Nominal Accounts. 

2. Balance Sheet as on the Last Date of the period consisting of Real & Personal 
Accounts 

 
We can explain the Final Accounts from the following diagram 
 
In Commercial Transaction: 
 
 
 
 
 
 
 
 
 
 
 
 
 
In Non-Commercial Transaction 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 

Closing Balance of Ledger/Accounts of a period 

Trial Balance 

P/L Account Balance Sheet Schedule Report 

Closing Balance of Ledger/Accounts of a period 

Receipts & Payments 

IE Accounts Balance Sheet Schedule Report 
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efu 1 

 
sDKo"̂ / ;km\̂ j]o/ s] xf] < 

 
;fdfGo efiffdf eGg" kbf{ sDKo"^/df 2 efu x"G%g\ klxnf] efu xf*{o]j/ / bf]>f] 

efu ;km\^j]o/ xf] . xf*{j]o/ o:tf] ef}lts rLh xf] h;nfO{ ;+rfng ug{ cGo dfgjLo, 
ljB"tLo, oflGqs tyf r]tgf zlQmsf] k|of]u ug{"k%{ . sDKo"^/ xf*{j]o/nfO{ ;+rfngdf NofO{ 
sfo{ug{ ;Sg] agfpg k|of]u ul/g] k|f]u|fdnfO{ ;km\̂ j]o/ elgG% . 
 
PlKns]zg ;km\̂ j]o/ s] xf] < 
 

;km\^j]o/sf klg ljleGg k|sf/x? x"G%g\ h;dWo] PlKns]zg ;km\̂ j]o/ Ps xf] . s"g} 
tf]lsPsf] k|)ffnLsf] clwgdf /x]/ cfjZos tYof+sx? ;+sng ug{], k|;f]wg ug{] tyf 
k|ltj]bgsf] ?kdf k|:t"t ug{] ;km\̂ j]o/nfO{ PlKns]zg ;km\̂ j]o/ elgG% . h:t} n]vf ;DalGw 
;j{dfGo l;$fGtnfO{ cfwf/ dfg]/ agfOPsf n]vf;DalGw ;km\̂ j]o/, a}+lsªsfo{ ;+rfng ug{]u/L 
lgdf{)f ul/Psf] a}+lsª ;km\̂ j]o/, ljBfnosf] cly{s tyf kl/Iff ;DalGw sfo{ ug{ lgdf{)f 
ul/Psf] :s'n ;km\̂ j]o/ cflb ;a}+ PlKns]zg ;km\̂ j]o/sf pbfx/)fx? x"g\ . s"g} klg 
;+:yfx?n] cfkm\gf] cfGtl/s sfo{k|)ffnLnfO{ Jojl:yt ug{ o; k|sf/sf] PlKns]zg ;km\̂ j]o/ 
lgdf{)f u/L k|of]u ug{] ub{% .  
 
CAS Software s] xf] < 
 
 CAS Software ;xsf/L n]vf l;$fGtnfO{ cfTd;ft u/L ljleGg ;xsf/L ;+:yfx?n] ug{] 
ljQLo sf/f]af/nfO{ Jojl:yt ug{ cfOsg ;km\̂  k|f=ln== x]^F}+*fn] lgdf{)f u/]sf] PlKns]zg 
;km\̂ j]o/ (Cooperative Accounting System Software) xf] . ljleGg ljQLo ;+# ;+:yfx?n] 
ug{] sf/f]af/ h:t}, art ;+sng, C)f nufgL, cfDbfgL, vr{, Aofh lx;fa cflb sf/f]af/nfO{ 
Jojl:yt ug{ o;nfO{ k|of]u ug{ ;lsG% . n]vf ;DalGw ;j{dfGo l;$fGt, ;xsf/L n]vf 
l;$fGt, a}+lsª sf/f]af/ tyf g]kfnsf] cly{s k|zf;g ;DalGw lgodnfO{ ;d]t cfwf/ dfg]/ 
lgdf{)f ul/Psf] dsjfgk"/ lhNnfsf] Ps dfq :yfgLo ;km\^j]o/ CAS Software xf] . 
 
CAS Software n] s;/L sfo{ ul//x]sf] x"G% < 

 
of] Multi-User Application Software ePsf] x"gfn] w]/} k|of]ustf{x?af^ Ps};fy 
*f^F kf]li^ª tyf k|ltj]bg x]g{] sfo{ ug{ ;lsG% . of] ;km\̂ j]o/ Install u/L 
k|of]u ug{ o;sf] Installation Package ;lxt cGo 2 (Third Party) Software 
cfjZos kb{% . 
 
1_ Ms-SQL Server  2_ Crystal Reports 
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sDKo"^/ / k|of]ustf{ jLr klg o;/L sfo{ eO{/x]sf] x"G% .  
 
Software Installation s;/L ug{] < 
 
dfly pNn]lvt 2 ;km\̂ j]o/x? qmdzM Install  eO;s]kl% dfq pknAw CAS Software Setup 
(Server) nfO{ Run ug{" kb{% . Server Installation kl% Client Version Install  ug{"kb{% .  
dfly pNn]lvt s"/fx? qmdzM Setup gePdf Installation Complete  x"g ;St}g . 
 
1) Server Part Installation 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

k|of]u stf{k|of]u stf{

k|of]u stf{

k|of]u stf{ k|of]u stf{

Database
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2) Server & Database Setting. 
 
s_  Server Name rog ug{], 

Password Type ug{] / OK 
a^gdf Click ug{] . 

 
v_  olb Server Name k|fKt gePdf 

1,2,3 k^s Refresh a^g Click 
ug{] . 

 
 
3) Server Settings: 
;km\^j]o/ ;+rfng 
ug{"k'j{ lgDgfg";f/ 
;+:yfsf] gfd, 
&]gfdf, nf]uf] tyf 
*f^Fa]; cflb ;]l^ª 
ug{" kb{% .  
 
 
4) Building 
Database (Tables, 
Views, Procedures 
& Relationship) 
 
s_ Build Button 
Click u/]df 
Software nfO{ 
cfjZos kg{] ;Dk')f{ 
Tables, Views, 
Relationship tyf 
Procedure x? Automatically Setting x"g hfG% . 
 
 
4) Client Part Installation. 
dfly pNn]v u/] h:t} u/L Server afx]s 
k|of]ustf{sf] sDKo'^/df klg SQL Server sf] Client 
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Part, Crystal Reports / Client Installation ug{" kb{% . 
 

 
;km\^j]o/ ;+rfng s;/L ug{] <  
 
Getting Statred: 
s_ ;km\^j]o/ Installation eO{;s]kl% Desktop df b]vf k/]sf] nfO{ Double Click 
ug{] jf Start Menu af^ klg vf]Ng ;lsG% . 
 
Login Windows 
 

of] Window  n], Software ;+rfng ubf{ k|of]u ug{] Gate sf] ?kdf sfo{ ul//x]sf] 
x"G% . k|of]ustf{ cg";f/ sfo{ ug{ cfjZostfg";f/ User (Teller) agfpg / ;f]xL User 
cg";f/ sfo{ ljefhg u/L sfo{ ug{ ;lsg]% . 
 
gf]^M cfkm'nfO{ cfjZos kg{] s"g} klg 
User agfO{ Login df k|of]u ug{ ;lsG% 
t/ Administrator User sf] Password 
dfq kl/jt{g ug{ ;lsg] % . klxnf] 
k^ssf] nflu User 'Administrator' / 
password  'aa' x"g] % . kl% kl/jt{g 
u/] cg";f/ x"g]% . 
 
 
CAS Software sf] Main Window df lgDg efux? x"G%g\ . 
 
s_ Menu Bar : o;df ;km\̂ j]o/sf ljleGg sfo{x? ;dfj]z ul/Psf] x"G% . 
v_ Company Info : o;df xfdLn] ;]^ u/]sf] clkm;sf] gfd, &]ufgf b]vf kb{% . 
u_ Software Info : o;df ;km\^j]o/sf] gfd tyf e;{g pNn]v ul/sf] x"G% . 
#_ Switchboard :   Menu bar df h:t} ;km\^j]o/sf sfo{x? pNn]v ul/Psf] x"G% . 
ª_ Login Status : o;df cfhsf] ldlt, User sf] gfd cflb b]vf kb{% . 
r_ Search M o;df vftf vf]Hgsf] nflu Option cg";f/ k|of]u ul/G% . 
 h:t} GL Code df Tick nufO{ 110 af^ 

Search u/]df ;a} k|sf/sf C)Fsf] ljj/)F 
k|FKt x"G% . To} u/L Name df Tick 
nufO{ Ram ^fOk u/L Search u/]df 
Ramaf^ ;"?x"g] ;a} AolQmsf] vftf b]vfp 
% . 
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Main Window 
 

o;sf cltl/Qm pTkfbs sDkgLsf] gfd, nf]uf], Ms Office sf Tool bar x? ;d]t 
%"§f%"§} ;dfj]z ul/Psf] % . 

;km\^j]o/ ;+rfng ug{ cGo 
lgDg s"/fx?sf] ;]l^ª ug{" kb{%  
 

s_ cfly{s jif{ ;]l^ª ug{] 
;km\^j]o/df sfo{ ug{sf] nflu cfly{s jif{ 
clgjfo{ dflgG% . jif{x? vf]Nbf ;fgf]af^ 
vf]Nb} hfg" kg{% . w]/} cfj ePdf s"g 
jif{df sfo{ ug{] jf x]g{] xf] ;f]xL jif{df 
Select u/L Current Fical Year df Tick 
nufpg" kb{% . o;}af^ gof cf=j= v"Ng] 
jf ljleGg cf=j= kl/jt{g u/L k|ltj]bg 
x]g{ ;lsG% . 
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v_ ;+sngstf{sf] gfd ;]l^ª ug{] 
 

 ;xsf/Ltfsf] l;$fGt cg";f/ ;+:yf ;+rfngsf] nflu ;xefuL x"g] cfd hg;d'bfonfO{ 
;d'xut ;xeflutfsf nflu ljleGg ;d'xdf ljefhg u/L pgLx?af^ /sd ;+sng ug{ 
;+sngstf{ ;]l^ª ubf{ tn lkSr/df b]vfP h:t} u/L Switchboard af^ jf ;]l^ª Menu 
af^ klg Collector ;]l^ªsf] Window vf]Ng ;lsG% . 
 

 
 
gof+ ;d'xsf] gfd ;]l^ª ug{ qmdzM 

 Add a^g Click ug{] 
 ;d'xsf] nflu s"g} gDa/ n]Vg] 
 ;d'xsf] gfd n]vL k%fl* dflysf] gDa/ yk ug{] 
 ;d'xsf] &]ufgf n]Vg] 
 ;d'xdf /x]sf] hDdf ;b:o ;+Vof n]vL 
 Save a^g Click ug{] . 

 
klxn] ePsf] ;]l^ª kl/jt{g ug{ ;d'xsf] gfd %fgL Add sf abnfdf Edit button Click ug{] 
af+sL ;a} dfly h:t} u/L ;]l^ª u/L Update button Click ug{] . pQm ;+sngstf{x?n] 
tnjsf] abnfdf sdLz;g rfh{ lbg] clkm;sf] l;:^d ePdf pgLx?sf] gfd Ph]G^sf] u|"kdf 
vftf klg vf]Gg" kb{% . 
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u_ art ;+sng ;DalGw ;]l^ª 

;fdfGotof ljQLo ;+:yfx?n] art, rNtL / d"@tL vftfx? vf]nL ;j{;fwf/)Fsf] art 
;+sng u/L ;d'xut lxtdf nufgL ug{] ul/G% . t/ ;+:yfsf] lgod tyf lg)f{o cg";f/ 
artsf klg tn pNn]lvt cjlw cg";f/ -6 dlxg], 12 dlxg], 24 dlxg] cfbL_ b}lgs, 
lgoldt cflb vftfx? vf]nL ;d'bfosf] art ;+sng u/L ;d'bfosf ;b:ox?sf] lxtdf C)f 
nufgL ug{] sfo{ u/]sf] kfOG% . 

vftfsf] ?kdf vf]lnPsf artsf k|sf/nfO{ artsf] k|s[lt, Ps k^sdf Go'gtd hDdf, 
slt cjlwsf nflu tyf slt jflif{s Aofhb/ e"QmfgL ug{] cflbsf] cfwf/df ;]l^ª ug{"  
kb{% . h:n] art ;+sngdf Ps?ktf cfO{ Aofh tyf cGo k|ltj]bgx? ;lhn} k|fKt ug{ 
;lsG% . h:t} oxf art cg";f/sf] Aofhb/ g/fv]df cfjlws ?kdf r(fOg] Aofh k|fKt ug{ 
;lsb}g . 
 
gof ;]l^ª ug{ qmdzM 

 Add a^g Click ug{] 
 artsf] k|s[lt rog ug{] 
 Ps k^sdf slt hDdf ug{] c+s /fVg] 
 slt jif{kl% dfq lgsfNg cfkm\gf] /sd lgsfNg kfOg] c+s -jif{df_ n]Vg]  
 jflif{s slt Aofh lbg] c+s n]Vg] 
 Save a^g Click ug{] . 

 
klxn] ePsf] ;]l^ª kl/jt{g ug{] rfx]df Add sf abnfdf Edit button Click ug{] af+sL ;a} 
dfly h:t} u/L ;]l^ª u/L Update button Click ug{] . 
 
 
 
 
gf]̂ M ;xsf/L P]g lgod lgodfjnL, 
/fi «̂ a}+ssf] lgod tyf World 
Credit Union nfO{ ;d]t Follow up 
ul/g] u/L art ;+sngsf k|sf/ 
tyf C)f k|afxsf If]q lgwf{/)F 
u/L sfo{ ug{" kb{% . 
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#_ Aofhb/ tyf hl/jfgf ;]l^ª ug{]  
s"g}klg C)f nufgL ubf{ 
Pp^F Aofhb/ lgwf{/)F 
ul/Psf] x"G% / e"QmfgL 
ljj/)F klg agfOG% . t/ 
ljj/)F cg";f/ ;dodf 
C)F c;"nL x"g g;s]df 
To;dfly hl/jfgf jf 
Aofhb/ a(Fpg] s] xf] 
;+:yfsf] lgodfg";f/ ug{ 
;lsG% . 
 
lglZrt Aofhsf] cltl/Qm 3 
j^f /]Gr ;Dd Aofhb/ jf 
hl/jfgf a(Fpg ;lsG% . 
To;} u/L efsf gf#]sf] 
C)fsf] nflu klg 3 :^]k ;Dd hl/jfgf l*kmfOg ug{ ;lsG% . 
 
 
ª_ Item Unit ;]l^ª ug{] 
;+:yfn] v/Lb ljlqm sfo{ klg ug{] u/]df 
v/Lb ljlqmsf ;fdfgx?sf] o"lg^ h:t} 
s]hL, Aofu, ln^/ cflb ;]l^ª ug{" kb{% . 
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efu 2 
vftf vf]Ng] 
 
vftf vf]Nbf lgDg s"/fx?sf] hfgsf/L 
cfjZos % . vftf vf]Ng" eGbf klxn] 
;km\̂ j]o/df vftf ;+rfng x"g] JolQm jf 
lzif{sf] gfd klxn] vf]Ng" kb{% h;nfO{ 
oxf df:^/ vftf elgPsf] % . pQm 
df:^/ vftfaf^ cGo vftfx? h:t}, 
art, C)f, z]o/ cflbsf] vftf vf]lnG% 
h;df Pp^} lzif{saf^ cg]s vftfx? 
vf]Ng ;lsG% . h:t} df]xg /fgfsf] 
df:^/ vftf v"n]kl% ToxL vftfaf^ 
cfjZos z]o/, art, tyf C)f vftf 
;lhn} vf]Ng ;lsG% eg] kl% k|ltj]bg 
lgsfNg] qmddf df]xg /fgfsf] vftf 
vf]Hg] ljlQs} p;sf] art, z]o/, C)F 
cflb Ps};fy k|fKt  ug{ ;lsG% . 
 
vftfx? o; k|sf/ ?^df /xg] %g\ . rf/ vftf dWo] ;Dklt Pp^F vftf xf] . o; vftf 
o;/L ?^df a;]sf] x"G% . 
h:t}, 
 
Assets (Main Ledger) 
 
  Fixed Assets (Ledger) 
 
    Furniture (Sub Ledger) 
 
      Office Table (A/C Holder) 
 
 
dflysf] ?^df ;xsf/L gDa/ klg cfkm} 
k|fKt x"g] ub{% . 
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sf/f]af/ kf]li^é ubf{ rf}yf] Level sf] Psfp)^df dfq kf]li^é x"g] x"gfn] xfdLn] rf/ 
vftfnfO{ 4 Level ;Dd ?^df vf]Ng" kb{% . o;/L ?^df vftf vf]Nbf ;DalGwt n]h/ jf 
vftfnfO{ ;DalGwt n]h/df g} vf]Ng" kg{] x"G% . 
 
;fdfGotof ;xsf/L ;+:yfsf] nflu t]>f] Level ;Ddsf k|fo ;a}+ vftfx? klxn]g} cfkm}+ ;]l^é 
eO{ k|fKt x"g] x"gfn] rf}yf] Level sf] dfq vftf ;DalGwt &fp+ -?^_ df vf]Ng" kg{] x"G% . 
 
dflysf] 4 vftfsf] 4 ?^sf] d]sflghd cg";f/ lgDg adf]lhd vftfx? vf]Ng ;lsG% . 
 
vftf vf]Ng] s;/L < 
 
dfly elgP h:t}u/L 
gof+ n]h/, ;xfos 
n]h/ tyf vftfx? 
vf]Ng lgDgfg";f/ t/Lsf 
ckgfpg" kb{% . 
 

 Switchboard sf] Create Account option df click u/L vftf vf]Ng] Window k|fKt ug{ 
;lsG% . 
klxnf] Option af^ Master Account  
bf];|f] Option af^ Master Account nfO{ ljleGg vftfx? h:t} art, C)F, z]o/, cfDbfgL jf 
vr{ vftf cflb sf/f]af/sf] vftf ;DalGwt ?^df /fVgsf] nflu k|of]u ul/G% . 
To;}u/L t];|f] Option af^ v/Lb ljlqm cfO^dsf gfd h:t} rfdn, rLgL cflb ;DalGw 
sf/f]af/sf] vftf vf]Ng k|of]u ul/G% . Master Account ljgf c? s"g}klg vftf vf]Ng 
;lsb}g . 
 
 
Hot Key tyf Short Cut Key 
s"g} klg Window sf] d]g"df /x]sf] Key nfO{ Schort Cut Key elgG% eg] pQm window df 
/x]sf] Button sf] Underline u/]sf] Alphabet nfO{ Hot key elgG% . 
Short Key sf] nflu Control ;+u Alphabet / Hot Key sf] nflu Alt ;+u Alphabet lyRg" 
kb{% . o;f] u/]df pQm &Fp+df n]lvPsf] Function Active eO{ sfo{ ub{% . Mouse Button 
af^ eGbf Hot Key jf Short Cut Key af^ sfo{ ug{ ;"?df cK&\of/f] ePklg kl% sfo{Ifdtf 
cToGt a(L x"G% . h:t} Save button nfO{ Mouse n] Click ug{"sf] ;f^f] Alt ;+u S 
Press ubf{ l%^f] x"G% . 
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Master Account vf]Nbf 

 
Master Account sf] Window vf]ln;s]kl% Add df Click ug{] / cfjZos gfd &]ufgf 
cflb /fVg], JolQmut vftf xf] eg] p;sf] x:tfIf/, kmf]^f] ;d]t /fvL Save df Click ug{] . 
 
olb gof gfd k|lji^ ubf{ ub{} p:t} gfdsf k"/fgf vftfx?sf] hfgsf/L cfjZos k/]df 
Search in New Entry df Tick nufpg] . To;} u/L vf]Ng vf]h]sf] gfd z]o/ ;b:osf] xf] 
eg] Membership No klg lbg ;lsG%, cGonfO{ cfjZos kb{}g . z]o/ ;b:osf] gfd n]Vbf 
lrqdf b]vfP h:t} gfdsf] cufl* g+= lbbf klg pko"Qm x"G% . 
 
Add button sf] d"gL /x]sf] General Option af^ JolQmut, cfDbfgL, vr{sf] gfd vf]lnG% 
eg] Stock Option df Select ubf{ v/Lb ljlqmsf cfO^dx?sf] gfd /fVg ;lsG% . 
 
Master Account df /flvPsf] x:tfIf/ jf kmf]^f] ;DalGwt h"g;"s} &fpaf^ z]o/, art, jf 
C)F vftf_ klg x]g{ ;lsG% 
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sf/f]af/sf] vftf s;/L vf]Ng] 

 
 

 Level 1 jf gof d'Vo n]h/ vf]Ng ;lsb}g 
 Level 2 jf n]h/ vf]Ng" k/]df Level 1 df right click ug{] / gof n]h/ vf]Ng] . 
 Level 3 jf ;an]h/ vf]Ng" k/]df Level 2 df right click ug{] / gof n]h/ vf]Ng] . 
 Level 4 jf Psfp)^ vf]Ng" k/]df Level 3 df right click ug{] / gof Psfp)^ vf]Ng] . 
 Level 4 eGbf dfly csf{] ?^;Dd nDAofpg eg] ;lsb}g . 

 
t]>f] Level af^ ;an]h/ vf]Nbf artsf] nflu u|"kx? h:t} Monthly Deposit 12 Month, 
Monthly Deposit 24 Months, Daily Deposit 12 Months cflb vf]Nbf ;dofjlw klg lbg"   
kb{% . o;/L lbPsf] ;dosf] cfwf/df artsf] Maturity dfkg ug{ ;lsG% . 
 
rf}yf] Level af^ gfd ^fOk ubf{ Master Account af^ Select  ug{], Alias elgPsf] &fpdf 
pQm vftfsf] x"Nofxf -h:t} Daily Deposit 12 Months sf] nflu DD12, Business Loan sf] 
nflu BL66/5/2 cflb_ lbg], u|"k %fGg], Collector %fGg], Deno Set ug{] tyf cfjZos ;a} 
hfgsf/L kl% Save button Click ug{] of Alt+S ug{] . Alias ;a} k|sf/sf vftf 
%"̂ \ofpgsf] nflu k|of]u ul/G% . 
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h:t}, Ram Rana sf] vftf art, z]o/ / C)fdf vf]Nbf 
Alias ;lxt vf]Ng" kb{% / kl%  Search ubf{ p;+u 

;DalGwt ;a} b]xfo adf]lhd b]vfpg] ub{% . vftf x]b{}df s] vftf, slt cjlwsf], slxn] 
v"n]sf] ;a} hfgsf/L k|fKt ug{ ;lsG% . 
 
Ram Rana /Share 
Ram Rana /DD12 
Ram Rana /LN66/05/12 
 
Note:  
Right Click elgPsf] &fp+df Highlight u/L CTRL+N Ps} ;fy lyr]df klg To; leq gof 
n]h/ jf vftf vf]Ng] Option k|fKt ug{ ;lsG% . 
 
vftf kl/jt{g s;/L ug{] < 

  vf]nL;s]sf] vftf -n]h/, ;an]h/ jf PsfP)^_ nfO{ kl/jt{g ug{ k/]df pQm vftfdf 
Highlight ug{] 

  Right click u/L Edit df Click ug{] 
  cfjZos kl/jt{g u/L Save  ug{] . 

 
Note:  

  Right Click elgPsf] &fp+df Highlight u/L F2 Key lyr]df klg To; cfjZos kl/jt{g 
ug{ ;lsG% . 

  dfly b]vfP h:t} u/L ;a}+ n]h/, ;an]h/ tyf Psfp)^ kl/jt{g ug{" kb{% . 
  t/ tkfO{ cfkm}n] vf]n]sf n]h/, ;an]h/ tyf Psfp)^ dfq kl/jt{g ug{ ;lsG% ;"?df 
cfkm} v"n]sf n]h/, ;an]h/ tyf Psfp)^ kl/jt{g ug{ ;lsb}g . 

 C)F vftf vf]Ngsf] nflu art vftf jf z]o/ vftf kl% dfq vf]Ng /fd|f] dflgG% . 
 s"g} vftf sfd gnfUg] t/ sf/f]af/ % eg] To;nfO{ Edit af^ Inactive u/]df 
sf/f]af/df b]vf kb{}g . t/ cfjZos kbf{ k|ltj]bg eg] x]g{ ;lsG% . 

 
C)f tyf z]o/ vftfsf] dfu kmf/d eg{] 
C)f vftfsf] C)f dfu kmf/d / z]o/ vftfsf] z]o/ dfu kmf/d ;DalGwt vftfdf Right 
Click ubf{ b]vfpg] Sub Menu cg";f/ ug{ ;lsG% . 
 

dfly b]vfP h:t} u/L ;a}+ d'Vo n]h/, n]h/, ;an]h/ tyf Psfp)^ vf]Nb} hfg" kb{% . 
 
;"? df}Hbft /fVg] tyf kl/jt{g ug{] 
 

klxnf] k^s o; ;km\^j]o/af^ sf/f]af/ ;+rfng ug{sf] nflu o; cl#sf] clGtd 
k|ltj]bg cfo ljj/)F tyf jf;nftdf b]lvPsf x/]s vftfsf] clGtd df}HbftnfO{ ;"? 
df}Hbftsf] ?kdf r(Fpg" kb{% . cfDbfgL, vr{, ;Dklt tyf bfloTjsf ;a} vftfx?sf] clGtd 
df}Hbft rbfp+bf *]lj^ kIf / qm]l*^ kIf a/fa/ x"g" kb{% . *]lj^ kIf tyf qm]l*^ kIf 
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a/fa/ ePkl% pQm df}Hbftsf] clGtd ldltdf pQm /sdnfO{ 
;DalGwt vftfdf sf/f]af/sf] ?kdf k&fpg" kb{% . 

 

 
 

   Main Window sf] Menubar df /x]sf] Insert Menu af^ Opening Balance df Click 
ug{] 

  Search af^ vftfsf] gfd ^fOk u/L vftfx? vf]Hg]  
  vf]h]sf] vftf k|fKt ePkl% To;nfO{ Select ug{] 
  vf]h]sf] vftfsf] /sd ;Dklt xf] eg] *]lj^df / bfloTj xf] eg] qm]l*^df /sd /fVg] . 
  olb vf]h]sf] vftf z]o/sf] jf ;Dkltsf] xf] eg] hDdf z]o/ ;+Vof jf ;Dklt ;+Vof klg 
/fvL Update ug{] 

o;/L Ps vftfsf] /sdnfO{ ls *]lj^df ls qm]l*^df dfq /fVg ;lsG% . 
 

;a}+ vftfsf] /sd /flv;s]kl% *]lj^ kIf / qm]l*^ kIf a/fa/ x"g cfp% . To;kl% 
s"g ldltdf o;nfO{ ;]l^é ug{] xf] ldlt n]vL Tools Menu af^ Apply Opening Balance 
df Click ug{] . s]xL ;dosf] kvf{O kl% pQm /sdx? o; cf=a=sf] nflu ;"? df}Hbftsf] 
?kdf k|fKt ug{ ;lsG% . 
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;"? df}HbftnfO{ l/kf]^{sf] ?kdf lk|G^ ug{] 
 
 dflysf] k|s[ofaf^ /flvPsf] ;"? df}HbftnfO{ lk|G^ ug{sf] nflu Menubar df /x]sf] 
Tools Menu af^ Print Opening Balance df Click ug{] / Print Button Click  ug{] . 
 
;"? df}Hbft s;/L x^fpg] 

Menubar df /x]sf] Tools Menu af^ Remove Opening Balance df Click ug{] 
:yfoL ?kdf To;sf] sf/f]af/ vftfaf^ klg x^Fpg rfx]df k"gM ;]̂  ug{] Menu af^ Apply 
Opening Balance df Click ug{] . o;/L x^fPsf] df}Hbft k"gM k"/fgf] Database af^ 
Data Restore afx]s cGo t/Lsfaf^ k|fKt ug{ g;lsg] x"gfn] ljrf/ u/]/ dfq of] sfo{ 
ug{" kb{% . 
 
C)f e"QmfgL ljj/)F agfpg] (Amortization) 
 
;"? df}Hbft /fvL ;s]kl% C)f vftfdf r(FPsf] C)F /sdnfO{ C)fLn] s;/L slt ;dodf 
ltg{] xf] ;f] ljj/)f agfpg" kb{% . 
 

 
 
dflysf] lrqdf b]vfP h:t} u/L C)fLsf] vftf %fGg] To; kl% C)f /sd, Aofhb/, e"QmfgL 
ug{] t/Lsf, cflb Entry u/L Save ug{" kb{% . 
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;]*\o'n agfpbf #^\bf] tyf ;dtn k|)FfnLaf^ ug{ ;lsG% . 

k|fo h;f] b}lgs ;+sng ug{"kg{] C)F /sdnfO{ ;dtn k|)FfnLaf^ k|jfx ug{" kb{% . o;/L 
k|jfx ubf{ ;fjf+df Aofh hf]*]/ ;]*\o'n agfpg" kb{% . s"g}klg C)F Schedule gagfPdf 
efvf gf#]sf jf C)f :d/)F ljj/)F k|fKt ug{ ;lsb}g . 
 
dflysf] cg";f/ C)F k|jfx ubf{ ljj/)F agfO{ ;s]kl% u|FxsnfO{ Print Button df Click 
u/L of] l/kf]̂ { lbg ;lsG% . 

 
Schedule agfO{ ;s]kl% Disbursement button Click ug{"kb{% / pQm C)F /sdnfO{ 
p;sf] C)f vftfdf *]lj^ ug{" kb{% . o;/L *]lj^ ubf{ ;]jfz"Ns, z]o/, Aofh cflb 
cfjZos s^FP/ gub jf a}+saf^ e"QmfgL lbg ;lsG% . t/ C)f k|jfx ubf{ cfwf gub 
cfwf a}+s ug{ eg] kfOb}g . 
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efu 3 
 
sf/f]af/ kf]li^ª ug{] 
 
lrqdf b]vfP cg";f/ 
;DalGwt lzif{saf^ 
;a}vfn] sf/f]af/ Entry 
ug{ ;lsG% . 
 
 
 
 
 
 
 
s_ art ;+sng ug{] 
Deposit Collection df Click u/L ;a} k|sf/sf artx? h:t} b}lgs, dfl;s cflb 
;+sngstf{ cg";f/ jf JolQmut ?kdf ;+sng ug{ ;lsG% . ;+sngstf{sf] cfwf/df b}lgs 
/sd ;+sng ubf{ gub *]lj^ / ;+sngstf{nfO{ qm]l*^ u/L ;+sngstf{sf] gfddf hDdf ub{} 
hfg" kb{% . lglZrt ;do k"u]kl% -xKtf, 15 lbg cflb_ o;} Window af^ ;+sngstf{sf] 
vftfaf^ artstf{sf] vftfdf ;fg{" kb{% h;sf nflu artstf{sf] vftfnfO{ qm]l*^ / 
;+sngstf{sf] vftfnfO{ *]lj^ ug{" kb{% . b}lgs artnfO{ ;+sngstf{sf] vftfdf /fVb} hf+bf 
Entry ubf ;do sd nfUg]   x"G% . 
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 sf/f]af/sf] ldlt / s"g ;d'xsf] art xf] ;d'x %fGg] . 
 sf] sf] ;b:osf] art k|fKt ePsf] % Account Head df pgLx?sf] gfd qmdzM %fgL 
ljj/)F tyf /sd n]Vb} hfg] . 

 ;a} hgfsf] art /sd pgLx?sf] gfddf r(fO{ ;s]kl% Account Head df gub vftf 
%fGg] -;+sng ;a} /sd gub k|fKt ePdf_ jf a}+s vftf %fGg] -art /sd r]saf^ 
k|fKt ePdf_ jf b"j} vftf qmdzM %fGb} hfg klg ;lsG% . 

 dflysf] sf/f]af/df *]lj^ kIf / qm]l*^ kIf a/fa/ eP kl% Narration df s]xL n]vL 
Save ug{" kb{% . 

 
 
;+sngsf] ef}r/ lk|G^ ug{] 

 ;+sng ePsf sf/f]af/nfO{ ef}r/sf] ?kdf lk|G^ ug{ rfx]df sf/f]af/ Save eO{ ;s]kl% 
ef}r/ g+= %fgL Print  Button df Click ug{] . 

 
 
v_ art e"QmfgL ug{] 
Deposit Payment button 
df Click u/L s"g} klg 
artstf{sf] vftfdf /x]sf] 
/sdnfO{ ;dofjlw k"u]kl% 
e"QmfgL lbg ;lsG% . olb 
o;n] C)f lnPsf] % jf 
s;}sf] C)fdf hdfgL a;]sf] 
% eg] p;sf] lglZrt /sd 
;Ddsf] art /f]Ssf eg] 
ug{ ;lsG% . olb p;nfO{ 
k'/f /sd e"QmfgL u/L vftf 
aGb g} ug{" k/]df ;f] ;do 
;ddsf] Aofh yk jf 
;]jfz"Ns s/ cflb lnO{ 
vftfaGbL klg ug{ ;lsG% . h;sf nflu dflysf] lrqfg";f/ Deposit Payment df Click 
ug{], vftf %fGg], Add df Click ug{], cfjZos /sd tyf *F^fx? e/L Save ug{] ug{" 
kb{% . pQm vftfsf] x:tfIf/ x]g{ k/]df Signature / : ]̂̂ d]G^ x]g{ k/]df Statement df 
Click u/L cfjZos hfgsf/L lng ;lsG% . 
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u_ C)F nufgL ug{] 
dfly C)Fsf] nflu e"QmfgL 
ljj/)F agfO ;s]kl% tn 
/x]sf] Loan Disbursement 
Button df Click u/L C)F 
k|jfx ug{" kb{% . o/L C)F 
k|jfx ubf{ ls gub ls 
a}+saf^ e"QmfgL ug{"k%{ . 
;dtn k|)FfnLaf^ C)f 
k|jfx ubf{ C)F /sddf 
Aofh ;d]t hf]*]/ e"QmfgL 
ljj/)f agfpg" k%{ / 
e"QmfgL ubf{ Aofh s^FP/ 
e"QmfgL ug{" kb{% . h:t} s;}nfO{ ?= 10000 jflif{s ?= 12 k|ltztdf 12 dlxgfsf] nflu 
;dnt k|)ffnLaf^ C)F lbg] xf] eg] 12 dlxgfsf] Aofh ;lxt ?= 11200 nfO{ ls:tfdf 
ljefhg u/L e"QmfgL ljj/)F agfpg" kb{% . t/ C)FLnfO{ /sd lb+bf 10000 dfq e"QmfgL 
x"G% / 1200 Aofh cfDbfgLdf af+Wg" kb{% . 
 
;dtn k|)FfnLaf^ C)f k|jfx ubf{ aGg] ef}r/ . 
 
C)F vftf *]    11200 
  

Aofh cfDbfgL qm]     1200 
 gub vftf qm]    10000 
 
o; k|)FfnLaf^ C)F k|jfx ubf{ ;"?d} Aofh sfl^g] x"gfn] aLrsf] s"g}klg ;dodf Aofh 
lx;fa x"b}g . cufl*g} C)f k"/} e"QmfgL u/]df Aofh s^f}^L ug{ ;lsb}g . of] o;sf] 
cju")F xf] . 
 
#_ C)F tyf Aofh c;"nL ug{] 
 
Loan & Interest Collection df Click u/]kl% of] Window k|fKt x"G% . ;+sng ug{" 
C)Fvftf vf]hL ;s]kl% Add button df click ug{] / ldlt, ltg{] /sd Aofh, xh{gf %"^, 
;+sngstf{ cflb sGkmd{ u/L Save ug{" kb{% . 
cfjZos k/]df C)F e"QmfgL ljj/)F, Aofh lx;fa cflbsf] o;} &fp+af^ x]g{ ;lsG% . 
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olb klxn] g} Entry ePsf] 
*F^f kl/jt{g ug{" k/]df tn 
/x]sf] Edit Record df 
Tick nufpg" k%{ / /]s*{ 
g+ %fgL kl/jt{g u/L Save 
ug{ ;lsG% . 
 
sf/f]af/sf] s"g}klg ldltdf 
a;]/ cl# jf kl%sf] ldlt 
;Ddsf] Aofh lng ;lsg] 
Joj:yf ul/Psf] % . h:t} 
2066.08.15 sf] ldltdf 
2066.08.30 ;Ddsf] jf 
2066.07.30 ;Ddsf] dfq 
klg Aofh lng ;lsG% . 
pQm ldlt Interest Paid 
Upto eGg] &fpdf /fv]/ lng ;lsG% . 
 
k|ljli^ ug{] t/Lsf 

 gof+ sf/f]af/ k|ljli^sf] nflu Add button Click ug{] 
 k|fKt Window df cjZostfg";f/ C)fsf] k|sf/ %fGg] 
 ldlt lglZrt ug{] 
 s:sf] C)f jf ls:tf c;"nL ug{] xf] p;sf] vftf %fGg] 
 /l;b g+=, C)f ls:tf, Aofh, xh{gf Entry u/L Save Button Click ug{] 

 
gf]̂ M C)f c;"nL jf ls:tf k|fKt ug{] qmddf olb C)fsf] e"QmfgL Schedule ag]sf] %}g eg] 
efvf gf#]sf] tyf hl/jfgf /sd cflb b]vfp+b}g . 
 
k|ljli^ kl/jt{g ug{] 
olb xfdLn] Entry u/]sf] C)f c;"nL jf ls:tf, Aofh, xh{gf cflb kl/jt{g ug{" k/]df pQm 
Windiw df /x]sf] Edit Record eGg] Box df Tick nufO{ sf/f]af/ /x]sf] ef}r/ g+= ^fOk  
jf rog u/L Enter Key lyRg] . olt ugf{n] pQm ef}r/ g+= df ePsf] sf/f]af/ b]vfp+% / 
Edit Button df Click ug{] . To; kl% cfjZostfg";f/ kl/jt{g u/L Update Button Click 
ug{] . 
 
gf]̂ M olb xfdLnfO{ xfdLn] %fg]sf] vftfsf] C)f e"QmfgL ljj/)F x]g{ k/]df Schedule eGg] 
Button df click ug{] Amortization sf] Window k|fKt x"G% . pQm Window df vftf %fgL 
Enter u/]df p;sf] C)f e"QmfgL ljj/)F x]g{ ;lsG% . olb C)f e"QmfgL ljj/)F %}g eg] 
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p;sf] gfddf /x]sf] hDdf C)f /sdnfO{ Aofhb/, e"QmfgL 
;do, t/Lsf cflb Entry u/L Schedule Save ug{" kb{% . 

 
ª_ hg{n ef}r/ kf]li^é ug{] 
art ;+sng tyf e"Qmfg, C)F k|jfx tyf c;"nL, v/Lb ljlqm afx]ssf sf/f]af/x? cGo 
cfDbfgL, vr{, kf^L{ tyf k]ZsL e"QmfgL / z]o/ ;+sng ;d]t o;} Window af^ Entry ug{" 
kb{% . Journal Voucher df Click u/L ldlt, sf/f]af/x? Entry ub{} hfg] / *]lj^ kIf / 
qm]l*^ kIf a/fa/ ePkl% Save ug{" kb{% . 
 

 sf/f]af/df /sd cfPsf] xf] of e"QmfgL ePsf] xf] ;f]sf] cfwf/df ef}r/ k|sf/ %fGg] 
 olb sf/f]af/df /sd k|fKt ePdf Receipt uPdf Payment tyf Ps vftfaf^ csf{] 
vftfdf /sd ^«fGkm/ ug{ k/]df Journal rog ug{" kb{% . 

 sf/f]af/sf] ldlt r]s ug{] 
 vftf Select ub{} ljj/)F, /sd Entry u/L Enter Key lyRg" kb{% . 
 vftf Select ug{] qmddf *]lj^ kIf Entry e};s]kl% qm]l*^ kIf jf qm]l*^ kIf Entry 
ul/;s]kl% *]lj^ kIfsf] Entry ug{" kb{% . 

 *]lj^ / qm]l*^ a/fa/ ePkl% r]saf^ e"QmfgL ePdf r]s g+= ljj/)f Entry u/L Save 
ug{" kb{% . 

 
 
tTsfn Entry ePsf] sf/f]af/ kl/jt{g ug{] 

 s"g ef}r/ kl/jt{g ug{] ef}r/sf] k|sf/ tyf ef}r/ g+= %fgL Enter key lyRg" kb{% . 
 k|fKt sf/f]af/nfO{ cfjZostfg";f/ ug{ s"g} Ps nfOgnfO{ Delete ug{" kb{% . 
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 Delete ug{sf] nflu sf/f]af/sf] nfOgnfO{ Select u/L 
Delete Key lyRg" kb{% . o;f] ugf{n] *]lj^ / qm]l*^ 

a/fa/ x"b}g / kl/jt{g ug{ ;lsG% . 
 h"g nfOgnfO{ kl/jt{g ug{"kg{] xf] To;nfO{ Double Click jf Enter Key lyRg] / 
cfjZostfg";f/ vftf, /sd cflb kl/jt{g u/L Save ug{" kb{% . 

gf]̂ M  
 Entry ePsf] sf/f]af/ ef}r/sf] ?kdf lk|G^ ug{" k/]df ef}r/ g+ tyf sf/f]af/ Display 
u/L Print Button Click ug{] 

 s"g} vftfsf] ljj/)f cfjZos k/]df Statement Button df Click ug{] / cfPsf] 
Window df vftfsf] gfd %fgL ;"? ldlt / clGtd ldlt ^fOk u/L Show Button df 
Click u/]df pQm vftfdf ePsf] ;a} sf/f]af/x? b]vfpg] ub{% . 

 
r_ v/Lb ljlqm ef}r/ kf]li^é ug{] 
sfof{no k|of]hgsf] nflu jf v/Lb ljlqmsf p@]Zon] v/Lb ug{] jf ljlqm ug{] sfo{sf] nflu 
of] window sf] k|of]u ul/G% .  

 
 
hg{n ef}r/df h:t}u/L ;fdfgx? Entry ub{} hfg] ;s]kl% e"QmfgL ePdf gub vftf tyf 
pwf/f] ePdf kf^L{sf] vftfsf] gfddf /fvL Save ug{] . olb ljn lk|G^ ug{ k/]df BillType 
%fgL Print df Click ug{ ;lsG% . 
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v/Lb ljlqm ef}r/ kl/jt{g ug{] 
 

Window sf] dfly /x]sf] New / Edit Options n] gof Entry jf ePsf] ef}r/nfO{ 
kl/jt{g ug{ ;xof]u ub{% . k"/fgf] ef}r/ kl/jt{g ug{sf] nflu Edit Option df Click ug{], 
tn /x]sf] efudf cfjZostf cg";f/ ef}r/ k|sf/, ldlt %fGg] / ef}r/ g+= %fgL Enter 
Key lyRg] . 
 
Eff}r/ d]^\g] s;/L < 
Deposit Collection, Journal Voucher / Sales/Purchase 
Voucher e]̂ \gsf] nflu klxn] s"g ef}r/ d]̂ \g] xf] Tof] 
ef}r/nfO{ Edit Option af^ vf]Ng" k%{ . ef}r/ b]vfP kl% 
Ctrl  ;+u D lyRg" k%{ . lrqdf b]vfP cg";f/ 2 j^f 
Options cfp% . ef}r/ d]^\g] xf] sL 0 c+s k|lt:yfg kg{] 
xf] sGkmd{ u/L Apply df Click ug{" kb{% .  
 
cfjlws ?kdf artdf Aofh kf]li^é ug{] 
 

ljleGg k|sf/sf art vftfdf hDdf ePsf] /sddf Aofh kf]li^é Ps} ;fy ug{ 
;lsG% . o;/L Aofh kf]li^é ubf{ s"g ldlt b]lv s"g ldlt ;Ddsf] artdf lgwf{l/t b/df 
Aofh kf]li^é ug{] xf] pQm ldlt to u/L kf]li^é ug{" kb{% . 
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  Switchboard df /x]sf] Interest Posting df Click ug{] . 
  k|fKt 2 Option dWo] Interest Payable df Click ug{] . 
  artsf] k|sf/ %fGg] . 
  ;"? ldlt / clGtd ldlt /fVg] . 
  Show button df Click  ug{] . 
  lu|*df Aofh b]vfP kl% pQm artsf] AofhnfO{ ;DalGwt artdf kf]li^é ug{ Data 

Memu af^ Interest Posting df Click ug{] . 
 

o;/L Aofh kf]li^é ubf{ Aofh vr{ vftfdf *]lj^ x"g uO{ pQm /sd ;DalGw art 
vftfdf artsf] ?kdf kf]li^é x"g hfG% . 
 
kf]li^é ePsf] AofhnfO{ kl/jt{g ug{] 
 
dflysf] k|s[ofaf^ kf]li^é ePsf] AofhnfO{ ;fwf/)F tof kl/jt{g ug{ ;lsb}g . olb s"g} 
sf/)fa; kl/jt{g ug{ rfx]df k|of]u stf{df kl/jt{g ug{] clwsf/ k|fKt % eg] o;nfO{ 
hg{n ef}r/ dfkm{t kl/jt{g ug{"kb{% . 
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efu 4 
 

s]xL d"Vo k|ltj]bgx? 
 

 
s_ Account Statement -vftf ljj/)F_ 

 Swithchboard df /x]sf] k|f/lDes k|ltj]bgaf^ Account Statement df Click ug{] 
 vftfsf] gfd Select ug{] 
 ;"? ldlt / clGtd ldlt ^fOk u/L Show Button df click ug{] 

 
 
 
gf]̂ M lu|*df b]vfPsf] 
sf/f]af/ nfOgnfO{ 
ef}r/af^ x]g{ rfx]df 
ToxL nfOgnfO{ Double 
Click jf Right Click 
u/L Load Voucher df 
Click u/]df C)f nufgL 
afx]ssf cGo sf/f]af/ 
Entry x]g{ ;lsG% . 
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;+If]k k|ltj]bg 
 

s"g}klg Ledger tyf Subledger sf] Summary Report tyf Psf)^ :^]^d]G^ 
lgsfNgsf] nflu of] Window sf] k|of]u ul/G% . 
 

 
 

;fO*df /x]sf] lu|*df ;a}+ vftfsf] rfn" df}Hbft x]g{sf] nflu All Records Optopn df 
Tick ug{" kb{% . ;fy} pQm lu|*df Ledger tyf vftfaf^ Sorting ug{" k/]df Group Select 
ug{] / vftfsf] s]xL cIf/ ^fOk u/L Enter Key lyRg" kb{% . 

 
lu|*df /x]sf] s"g} klg vftfsf] :^]̂ d])^ x]g"{ k/]df ToxL vftfdf Double Click ug{] / 

;"? ldlt / clGtd ldlt /fvL Show Button df Click u/]df pQm vftfdf kf]li^é ePsf] 
;a} sf/f]af/ Display ub{% . 

 
;fwf/)Ftof pQm lu|*df Aofn]G; gLn ePsf vftfsf] k|ltj]bg k|fKt x"b}g . o:tf 

vftf klg b]vfpgsf] nflu lu|*sf] dfly /x]sf] Zero Value Option df Tick ug{"kb{% . 
To;}u/L Debit Aofn]G; b]vfpgsf] nflu Debit Only, Credit Aofn]G; dfq b]vfpgsf] nflu 
Credit Only Option df Tick nufpg" kb{% . 

 
 
lu|*df /x]sf] ljj/)FnfO{ lk|G^ ug{ jf PS;ndf n}hfgsf nflu Show df Click ug{] / 

k|fKt ePsf] ljj/)FnfO{ cfjZostfg"/f Menu df Click u/L sfo{ ug{ ;lsG% . 
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vftf ljj/)F eGg] Tree View df ;a} vftfsf] Structure 
b]vfp+% . s"g Ledger jf vftfsf] Summary Report x]g{] xf] 

ToxL vftf jf Ledger df Right Click u/]df u|"ksf] ljj/)F x]g{], PS;ndf n}hfg], ;a} u|"ksf] 
ljj/)F x]g{] tyf Psfp)^ :^]^d])^ x]g{] cflb Submenu k|fKt x"G% . To;df cfjZostfg";f/ 
Click  u/L k|ltj]bg k|fKt ug{ ;lsG% . 
 
b}lgs sf/f]af/ ljj/)F 

s"g} lbgdf ePsf lbg e/Lsf] sf/f]af/nfO{ o; k|ltj]bgdf b]vfpg] ub{% . o;af^ 
lbge/Lsf] cfo Aoo, v/Lb, ljqmL, art, z]o/ cflb ;a} k|sf/sf sf/f]af/ ljj/)F k|fKt x"g] 
ub{% . o; b}lgs ljj/)fnfO{ 2 t/Lsfaf^ x]g{ ;lsG%, 1 ;+If]kdf, 2 lj:t[t ?kdf . 
cfjZostfg";f/sf] Option %fgL s"g lbgsf] sf/f]af/ x]g{] xf] ldlt Select u/L Enter Key 
lyRg] jf Show Button df click ug{" kb{% . 
 

 
 
lu|*df b]vfPsf] s"g}klg nfOgsf] sf/f]af/nfO{ ef}r/df x]g{ k/]df ToxL nfOgdf Double Click 
jf pQm nfOgdf Right Click u/L Open Voucher df Click ug{" kb{% . 
 

gf]̂ M b}lgs sf/f]af/ ljj/)FnfO{ b}lgs ?kdf lk|G^ u/L kmfOndf /fVg] ug{"kb{% . 
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efvf gf#]sf] C)fsf] ljj/)F 
 

;+:yfn] cfkm\gf ;b:ox?nfO{ k|jfx u/]sf] C)f lglZrt ldlt leq ltg{sf] nflu :d/)F 
ug{ u/fpg of] k|ltj]bg pkof]uL x"g] ub{% . s"g ldltdf slt hgf C)fLx?nfO{ :d/)f 
u/fpg" kg{] xf] ;f] ldlt n]vL :d/)F u/fpg" kg{] lni^ k|fKt ug{ ;lsG% . 
 

 
 

 Switchboard df /x]sf] k|flDes k|ltj]bgaf^ C)f :d)F ljj/)F df Click u/L of] 
Window k|fKt ug{ ;lsG% . 

 ;j{k|yd ldlt ;Ddsf] eGg] &fp+df cfhsf] ldlt n]vL slt lbg ;Dddf C)f ltg{sf] 
nflu :d/)f u/fpg" kg{] ;f] ldlt / slt lbg leq cfpg" kg{] ;f] lbg ;d]t ^fOk 
ug{"kb{% / s"g} nlIft ;d'x jf gfd ^fOk u/L Show Loan Memo df Click u/]df 
C)f lng] tyf ltg{ af+sL C)fLx?sf] gfd, &]ufgf, hDdf tyf ltg{"kg{] ;fjf, Aofh cflb 
;lxtsf] ljj/)F k|fKt ug{ ;lsG% . 

 s"g} vftfsf] gfdnfO{ Right Click u/]df To;sf] C)f ljj/)F, Aofh ljj/)F tyf kq 
lk|G^ ug{ ;lsG% . 

 olb k|fKt ePsf] ;a} C)fLx?sf] C)f :d/)f kq Ps};fy lk|G^ ug{ k/]df Print <All> df 
Click ug{"kb{% . 

 :d/)f kq lk|G^ ubf{ s]xL lzif{sdf /sd yk u/L kq lk|G^ ug{" k/]df yKg"kg{] lzif{sdf 
2 j^F ;Dd lzif{s tyf /sd /fvL lk|G^ ug{ ;lsG% . 
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efvf gf#]sf] C)fsf] ljj/)F 
 

;+:yfn] nufgL u/]sf] C)fsf] C)fLn] ltg{"kg{] efvf gfl#;s]sf C)fLx?sf] gfd hDdf 
;fjf, efvf gf#]sf] ;fjf, Aofh cflbsf] ljj/)Fsf] kq k&fpg ;lsG% . 
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clGtd k|ltj]bg 
 

;a} sf/f]af/sf] ;dli^ut ?kdf lgsflng] k|ltj]bgnfO{ clGtd k|ltj]bg elgG% . 
;fwf/)F tof vftfaGbL kl% dfq o; k|sf/sf] k|ltj]bgx? lgsflng] ul/G% t/ 
cfjZostfg"/ s"g} klg a]nf lgsfNg klg ;lsG% . o; cGtu{t lx;fa kl/IF)F ;'lr, cfo 
ljj/)F tyf jf;nft cflb kb{% . oL k|ltj]bgx? rfn"jif{sf] dfq, rfn"jif{sf] q}dfl;s ?kdf 
jf 2 j^f jif{sf] t"ngfTds ?kdf klg lssfNg ;lsG% . 

 
 
Switchboard df /x]sf] Final Reports eGg] Option af^ cfjZostfg";f/sf] k|ltj]bg 
lgsfNg ;lsG% . 
 
lu|* b]vfPsf] s"g} klg n]h/ jf ;an]h/sf] ljj/)F tyf ;alni^ x]g{sf] nfly ToxL nfO{g 
df Right Click ug{] / cfjZostfg";f/ Menu df Click ug{] . 
 
To;}u/L tLg tLg dlxgfsf] %"§f%"§} u/L q}dfl;s k|ltj]bg tyf 2 jif{sf] t"ngfTds k|ltj]bg 
klg lgsfNg ;lsG% . 
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efu 5 

 
k|of]ustf{ tyf ;"/Iff Joj:yf 
 

o; ;km\^j]o/df ljleGg k|of]ustf{x? 
^]n/sf] ?kdf vf]nL pgLx?nfO{ s] s:tf 
clwsf/x? k|Tofof]hg u/L sfo{ ug{] eGg] 
lgwf{/)f u/L sfo{ ug{ ;lsG% . o:tf 
o'h/x? vf]Ngsf nflu ;j{k|yd Administrator 
User af^ ;km\̂ j]o/ vf]Ng" k%{ . Tools 
Menu af^ Set User & Password af^ of] 
Window k|fKt ug{ ;lsG% . 
 
k|of]ustf{sf] gfd vf]ln;s]kl% tnsf] Window cg";f/ clwsf/x? lbO{ sfo{ ug{ ;lsG% 
h;n] ubf{ sf/f]af/sf] ;a} /x:ox? ;a} hfgsf/L gx"g ;St% . cfcfkm\gf] If]qflwsf/ leq 
/x]/ *f^f Entry tyf k|ltj]bg lgsfNg ;lsG% . 
 
;+u}sf] lrqdf b]vfP 
cg";f/ vftf vf]Ng], 
aGb ug{], kl/jt{g ug{] 
jf d]^\g] b]lv lnP/ 
sf/f]af/x? /fVg, d]^\g, 
kl/jt{g tyf /sdsf] 
;Ldf lgwf{/)F ug{ cflb 
sfo{x? ug{ ;lsG% . 
To;}u/L lglZrt jf 
k'/f k|ltj]bg x]g{], h:tf 
clwsf/ Ifqsf] cfwf/df 
ljZn]if)FfTds l/kf]^{x? 
;d]t lgsfNg ;lsG% . 
 
 
 
dfly pNn]lvt clwsf/x? cfkm\gf] o"h/af^ lgwf{/)F ug{ eg] ;lsb}g . 
 
k"gZrM dflysf] Options x?df Tick nufodf clwsf/ lbPsf] / gnufPdf glbPsf] eg]/ 
a"em\g" k%{ . 

efu 6 
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cGo sfo{x? 
 
vftfaGbL ug{] 

dfl;s, q}dfl;s, cw{jflif{s, tyf jflif{s ?kdf ;+:yfsf] lgodfg";f/ vftfaGbL sfo{ 
ug{" kb{% . vftfaGbL ePsf] s"g} klg ldltdf yk sf/f]af/ kf]li^é ug{ g;lsg] x"gfn] 
vftfaGbL ug{" cl# sf/f]af/ /fd|/L r]s u/]/ dfq vftfaGbL ug{"kb{% . ;fwf/)F tyf dfl;s 
sf/f]af/ ;dfKt ePkl% pQm dlxgfsf] %"^]sf ;a} sf/f]af/nfO{ kf]li^é u/L dfl;s ?kdf 
vftfaGbL ug{" /fd|f] dflgG% . 
 
Aofsck lng] 
 

;km\^j]o/ ;+rfng eO/x]sf] cj:yfdf x/]s lbg cfGtl/s Aofsck lng] sfo{ ug{"kb{% 
eg] x/]s xKtf z"qmaf/sf] lbg sf/f]af/ ;dfDt ePkl% cfGtl/s Aofsck p&fO{ pQm 
AofscknfO{ cGo xf*{l*:s jf l;*Ldf klg clgjfo{ ?kdf Aofsck p&fO{ /fVg" kb{% . 
 
l/:^f]/ ug{] 
 
 ;e{/df ePsf] *f^fj]zn] sfo{ gu/]df jf ;e{/ l/;]^ u/]df jf sDKo"^/ Fomat eO{ 
k"gM Program Load u/L sfo{ ug{" k/]df dfq klxn] p&fPsf Aofsckaf^ *f^f l/:^f]/ u/L 
sfo{ ;+rfng ug{" kb{% . l/:^f]/ ugf{n] ;e{/df /x]sf] ;a} /]s*{x? l/Kn]; x"g] / kl% 
l/sn ug{ g;lsg] x"gfn] ;f]r ljrf/ u/]/ dfq l/:^f]/ sfo{ ug{" kb{% . 
 
ef}r/ r]s ug{]  
 

s"g} sf/)fa; kmfOng l/kf]̂ {df *]lj^ kIf / qm]l*^ kIf a/fa/ gcfPdf jf ;;\k]G; 
Aofn]G; b]vf k/]df Main Window sf] Tools eGg] Menu af^ Voucher Checking Menu 
df Click u/]df Entry ePsf ;a} ef}r/x? r]s ug{] sfo{ x"G% / s"g} ef}r/ a/fa/L ?kdf 
Double Entry gePsf kfOPdf xfdLnfO{ hfgsf/L lbg] ub{% / pQm ef}r/nfO{ cfjZos 
Correction u/L lx;fa ldnfpg ;lsG% . 
 
nfdf] vfnsf] kf]li^é h:t} artdf Aofh kf]li^é C)Fdf Aofh kf]li^é, ;d'xut art kf]li^é 
cflb Entry sf] ;dodf kf]li^é sfo{ ;dfKt gx"+b} sDKo"^/ crfgs aGb ePdf jf ;e{/ 
*fpg ePdf s]xL /]s*{ dfq kf]li^é ePsf] cj:yfdf dfq of] ;d:of cfpg] ub{% . o; 
k|sf/sf] ;d:of lj/n} dfq x"g] x"gfn] vf;} ;d:of kb{}g . 
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o; Window df Voucher Checking / Transaction checking 

dWo] Pp^f Option %fGg], s"g ldlt b]lv s"g ldlt ;Ddsf] sf/f]af/ r]s ug{] xf] ;f] 
lgwf{/)f u/L Start button lyRg" kb{% . 

 
o;df 2 j^F efux? x"G%g\ . dflysf] efudf lni^ dfq cfp% eg] tNnf] efudf 

k"/f ljj/)F k|fKt x"G% . o;af^ s"g ef}r/df sxf;Dd *f^F kf]li^é ePsf] /x]% eGg] s"/f 
;lhn} hfGg ;lsG% . To;}u/L dflysf] efudf Double Click u/]df To;sf] ;DalGw kf]li^é 
ug{] &fp+df uP/ Editing Mode ef}r/ v"Ng hfG% t/ Opening Balance / C)F k|jfxsf 
ef}r/ eg] v"Ng ;lsb}g . 
 
dflysf] efudf b]vfPsf] efunfO{ cfjZostf cg";f/ lk|G^ ug{ jf Excel df k&fpg klg 
;lsG% . 
 
cGo cfjZos hfgsf/L tyf ;]jfsf nflu ;Dks{ ug{"xf]nf . 
;Dks{ g+= 9855068463, 9845288610, 9845316334 


