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System 

Organization Master 

;+:yfut ljj/0fx? to ug{sf nflu of] 
ljsNksf] k|of]u ug{ ;S5f}+ . o; ljsNk 
dfkm{t ;+:yfsf] gfd, 7]ufgf cflb OTofbL 
lgwf{/0f ug{ ;S5f}+ . 
 
 
 

 
 

 
 
 
 

 
 

 
 

Load Organization 

olb Pp6} sDKo'6/ -;e{/_ df Ps eGbf al9 ;+:yfsf] ;ð6jo/ ;~rfngdf /x]sf] 5 eg] s'g rflx ;+:yfsf] Databasema sf/f]jf/ ug]{ 
xf] ;f] 5fGg] ljsNksf] ?kdf of] ;'ljwf pknAw u/fO{Psf] 5 . 

Printing 

s'g} klg sf/f]jf/ nufot ;b:otf kmf/d b]lv z]o/ k|df0fkq ;d]tsf] d'b|0fsf] nflu of] ;'ljwf pknAw u/fO{Psf] 5 . AolQmut tyf 
cGo sf/f]jf/sf /l;b, cfjlws art /l;b, ef}r/ nufot ;a} sf/f]jf/ x'g] :yfgdf g} d'b|0fsf] ;'ljwf pknAw u/fO{Psf] 5 eg], 
s]lx ;'ljwf eg] olx ;'ljwfaf6 d'b|0f ug'{kg]{ u/L Aoj:yf ul/Psf] 5 . h'g lgDg cg';f/ /x]sf 5g\ . 
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Daily Voucher : 

;+:yfsf] sf/f]jf/x?sf] lglZrt lbgsf] sf/f]jf/x? 
Pp6}} ef}r/df ;dfj]z u/L d'b|0f ug{sf] nflu of] 
;'ljwf pknAw u/fO{Psf] 5 . 

Print Dr Cr Both : df /]hf nufPsf] cj:yfdf 
Date df 5flgPsf] ldltdf ePsf ;Dk"0f{ 
sf/f]jf/sf] s'g lzif{sdf slt sf/f]jf/ Debit 
tyf slt sf/f]jf/ Credit eP ;f] ljj/0f 
pknAw x'G5 eg] To;df /]hf gnufPsf] cj:yfdf 
Debit / Credit Ps cfk;df s§f u/L afFsL 
/x]sf] :yfgsf] dfq sf/f]jf/ ljj/0f pknAw 
u/fpF5 . 

Summary : df /]hf gnufPsf] cj:yfdf b}lgs 
ef}r/ d'b|0f x'+bf x/]s lzif{ssf] sf/f]jf/ pknAw 
x'G5 eg] /]hf nufPsf] cj:yfdf rf/vftfdf 
pNn]v x'g] lzif{sx?df sf/f]jf/ ljj/0f pknAw 
x'G5 . h:t} M 
 /]hf gnufPsf] cj:yfdf nufPsf] cj:yfdf 

 hu]8f sf]if sf]if lx;fj   
 sd{rf/L af]g; sf]if lgIf]k lx;fj 
 lgoldt art a}+s lx;fj 
 cfjlws art 

 afn art 
 s a}+s 

 v a}+s 

 
Periodic Voucher : 

;+:yfut sf/f]jf/sf] lglZrt ldlt b]lv lglZrt 
ldlt ;Ddsf] sf/f]jf/x?nfO{ Pp6} ef}r/df d'b|0f 
ug{ ldNg] u/L of] ;'ljwf pknAw u/fO{Psf] 5 . 
o;df pknAw cGo b'O{ ;'ljwfn] b}lgs ef}r/df 
h:t} sfd ub{5 .  
 

Membership Form : 

;ð6jo/df s'g} ;b:osf] ljj/0f pNn]v ul/ 
;s]kl5 ;f] ljj/0f pNn]lvt kmf/d :jtM d'b|0f 
ug{ ldNg] u/L of] ;'ljwf pknAw u/fO{Psf] 5 . 
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Data : 

ljljw sf/0faf6 sDKo'6/df k|ljli6 ul/;s]sf] sf/f]jf/df x'g ;Sg] Ifltsf] Go"lgs/0f  tyf sy+sbflrt sDKo'6/df ;d:of ePklg 
tYof°sf] ;'/Iffsf] nflu o; ljsNksf] k|of]u ug{ ldNg] u/L of] ;'ljwf pknAw u/fO{Psf] 5 . 

Master Entry: 

csf]{ Database af6 s'g} Ledger 

nufot d'b|0fsf nflu pknAw 
;'ljwf -Design_ x? Copy ug{sf 
nflu of] ;'ljwf pknAw u/fO{Psf] 
5 . 

Data Entry: 

csf]{ Database af6 s'g} 
k|ljli6nfO{ Copy ug{sf nflu of] 
;'ljwf pknAw u/fO{Psf] 5 . 

Master Transfer… : 

of] ;'ljwf ;+:yfut ;'ljwf geO{ ;ð6jo/ k|of]u k"j{ ;+:yfaf6 pknAw u/fO{Psf] 
Excel Sheet af6 ljj/0f :yfgfGt/0fsf nflu k|of]u ul/G5 . 

Backup: 

sDKo'6/df b]vf k/]sf ;d:of nufotsf ljleGg sf/0faf6 ;ð6jo/sf] e08f/0f eO{;s]sf tYof° tyf ljj/0fdf b]lvg ;Sg] 
;d:ofnfO{ Wofgdf /fvL e08f/0f eO{;s]sf] tYof°nfO{ ;ð6jo/ eGbf afx]s sDKo'6/sf] cGo :yfgdf tyf sDKo'6/ eGbf aflx/ 
;d]t /fVg ldNg] u/L Backup lngsf] nflu of] ;'ljwf k|of]u ug{ ;lsG5 . 

Restore: 

s'g} sf/0fjz ;ð6jo/df ;d:of b]lvPdf sDKo'6/ tyf sDKo'6/ eGbf aflx/ tYof° ;'/Iffsf] nflu /flvPsf] bAckup k'g 
;ð6jo/df Restore ug{sf nflu of] ;'ljwf pknAw u/fO{Psf] 5 . 

Multiple Backup: 

PseGbf al9 Database ePsf] cj:yfdf Ps} k6s ;a}sf] jf cfjZostf cg';f/ PseGbf al9 Database sf] Backup lngsf] nflu 
of] ;'ljwf k|of]u ug{ ;lsG5 . 

Master Database: 

;ð6jo/df tYof° tyf ljj/0f jfx]s ;ð6jo/ k|of]usf nflu lgwf{/0f ul/Psf k|of]ustf{x?sf] ljj/0f Backup tyf Restore sf] 
nflu of] ;'ljwf cGtu{tsf Backup tyf Restore sf] k|of]u ug{ ;lsg]5 . 

Change Password: 
 

k|0ffnL ;~rfngsf nflu agfO{Psf k|of]ustf{sf] cfkm"n] 
k|lji6L u/]sf] tYof° ;'/lIft /fVgsf] nflu AolQmut ?kdf 
kf;j8{ /fVg] ;'ljwf k|bfg ul/Ps] 5 . h;nfO{ k|of]ustf{n] 
cfkm" cg's'n lgwf{/0f ug{ ;Sb5 . 

 

 

Data Entry : 
 
;b:o;Fu ;DalGwt jf c;DalGwt sf/f]jf/x? ;a} o; ljsNkaf6  ug{ 
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;lsG5 . ;b:osf] vftfdf /sd hDdf jf lkmtf{, a}+°;Fusf] sf/f]jf/, 
cfDbfgL tyf vr{ nufot z]o/ ljqmL ljqmL, x:tfGt/0f nufot  z]o/ lkmtf{sf] 
sf/f]jf/ ;d]t o; ljsNkdf pknAw u/fO{Psf] 5 . -z]o/df nfef+z ljt/0f, 
Aofh lx;fj, artaf6 z]o/df :yfgfGt/0f afx]s_ 

 

Journal Voucher : 
 
ljz]iftM AolQmut vftf;Fu c;DalGwt sf/f]jf/ ug{sf] nflu of]  ljsNksf] 
k|of]u  ug{  ;S5f}+  .  o; ljsNksf]  k|of]u  ubf{  8]lj6  tyf qm]l86 b'j} tkm{ 
a/fa/L ug'{kg]{ x'G5 . -tyfkL o; ljsNksf] k|of]u u/L AolQmut vftfdf ;d]t 
sf/f]jf/ ug{ ;Sb5f}+ ._ 

 

 
 
 
dflysf] sf/f]jf/ afx]s klg ;ð6jo/df 
Journal Voucher  df :jtM ef}r/ aGg] 
u/L ljsNk ;d]t pknAw u/fO{Psf] 5 . 
h'g ;'ljwfx? bfofF lrqdf b]vfO{Psf 5g\ . 
 
o;sf cnfjf Journal Voucher df 
Excel sheet af6 l;wf tYof° 
;ð6jo/df tfGg ldNg] u/L Import 

a6gsf] ;'ljwf ;d]t yk ul/Psf] 5 . 
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Transacation : 

AolQmut vftfdf sf/f]jf/ ug{sf] nflu of] ljsNk k|of]u ub{5f}+ . h;sf] nflu 
Transaction df lSns ug'{xf];\ . Pp6f kmf/d b]lvg]5 h;df New eGg] 
ljsNkdf lSns ug'{xf];\ . 

 
!_ Voucher No M sf/f]jf/sf] gDa/ h'g cfkm} kl/jt{g x'b} hfg]5 . 
@_ Cash/Cheque M ;DalGwt vftfdf sf/f]jf/ gubaf6 ePsf] jf r]saf6 

ePsf] ;f] ljj/0fsf] nflu o;sf] k|of]u ub{5f}+ . 
#_ Cheque No M sf/f]jf/ r]saf6 ePsf] 5 eg] r]ssf] gDa/ /fVg] 7fpF . 
$_ s'g} vftfdf hDdf u/]sf] /sd jf xfdLn] vftfdf lkmtf{ u/]sf] /sd slt 

hfg] gf]6 sltj6f 5 egL ljj/0f /fVgsf] nflu of] ljsNk k|of]u ub{5f}+ . 
;fy} o; ljsNkaf6 xfdLn] ;+:yfsf sd{rf/Lx?sf] SofNs'n]6/ -Calculator_ 
sf] k|of]unfO{ sd ug{sf] nflu klg k|of]u ub{5f}+ . 

%_ Collateral Amount For Other M  olb sf/f]jf/ x'g] vftf s'g} vftfsf] nflu 
lwtf]df /flvPsf] 5 eg] To;sf] hfgsf/L o; 7fpFdf pknAw x'G5 . 

^_ Remarks M  sf/f]jf/ ;DaGwL  s'g} s}lkmot ePdf hgfpgsf]  nflu of] 
ljsNk pknAw u/fO{Psf] 5 . 

&_ Refund Amount M Denomination df slt b/sf gf]6 sltj6f k|fKt cyjf 
e'QmfgL ul/of] ;f]sf] ljj/0f /fvL ;s]kl5 sf/f]jf/ u/]sf] /sdaf6 slt 
/sd lkmtf{ lbg cyjf lng afFsL 5 ;f] sf] ljj/0f :jtM ?kdf o;df pNn]v 
x'G5 . 

*_ Mini statement M s'g} vftfdf sf/f]jf/ ubf{ ;f] vftfsf] kl5Nnf] 
sf/f]jf/sf] af/]df hfgsf/L k|fKt ug{sf nflu vftfsf] sf/f]jf/ 
ljj/0f Statement df uP/ x]g'{ kg]{df ;f] sf] ljj/0f ;+lIfKt 
?kdf lbg] p2]Zosf ;fy Denomination sf] afFof kl§ dflyNnf] 
efudf Total Column eGbf cufl8sf] Heading df Pp6f ;fgf] 
a6gsf] Aoj:yf ul/Psf] 5 . h'g a6gdf Click ubf{ ;DalGwt 
vftfsf] kl5Nnf] kfFrj6f sf]/f]jf/sf] ljj/0f pknAw x'g] Aoj:yf 
ul/Psf] 5 . / k'gM Click ubf{ eGg] ljleGg b/sf gf]6sf ;+Vof 
/fVg] 7fpF km]/L ;qmLo x'G5 . 

 
(_ Transaction  Date   M  s'g ldltdf 

sf/f]jf/ ug]{ xf] ;f] ldlt o; :yfgdf 
/fVg'xf];\ . -kmf/d vf]lng]  a]nfdf 
:jtM cfhsf] ldlt b]lvPsf] x'G5 ._ 

!)_ User Withdraw Limit : s'g} 
k|of]ustf{ lgwf{/0f u/L lgh dfkm{t 
lglZrt /sd art lkmtf{ ug{sf] nflu 
clwsf/ k|Tofof]lht cj:yfdf o;df 
k|Tofof]lht lkmtf{ ug{ ;Sg] /sd 
b]lvG5 . 
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!!_ Transaction Type : vftfsf]  sf/f]jf/sf]  lsl;d hDdf÷lkmtf{ lgwf{/0fsf] nflu o;sf] k|of]u x'G5 . 
!@_ Cash/Cheque : vftfdf sf/f]jf/ gubaf6 x'+b}5 jf s'g} a}+s;Fu sf/f]jf/ x'+b}5 To;sf] lgwf{/0f ug{sf] nflu o;sf] k|of]u x'G5 . 
!#_ dfly lrqdf lbO{Psf] /ftf] 3]/f leqM Ps vftfaf6 csf]{ vftfdf l;w} sf/f]jf/ ug{ ldNg] u/L of] ;'ljwf pknAw u/fO{Psf] 5 . o; 

;'ljwf dfkm{t l;w} s'g} vftfaf6 csf]{ art vftfdf tyf C0f vftfdf ;fFjf, Aofh tyf ljnDa z'Ns;Fu ;DalGwt sf/f]jf/ ug{ 
;lsG5 . 

!$_ Cheque Date  M  r]saf6 sf/f]jf/ ePsf] cj:yfdf r]s s'g ldltdf sfl6Psf] xf] ;f] ldlt /fVgsf] nflu . 
!@_ Bearer  M  art lkmtf{sf] cj:yfdf s;nfO{ art lkmtf{ ul/Psf] xf]  -s'g AolQmnfO{  r]s lbP/  k7fPsf]_  ;f]  AolQmsf] gfd 

/fVgsf nflu of] ;'ljwf pknAw u/fO{Psf] 5 . 
!#_ Account No M s'g vftfdf sf/f]jf/ ug]{ xf] . o; :yfgdf /fVg ;lsG5 . jf F2 u/]/ vftf 5fg]/ /fVg klg ;lsG5 . 
!$_ Source of Fund M  hDdf x'g] /sd s'g >f]taf6 cfPsf] xf] ;f] >f]t v'nfpgsf] nflu of] ljsNk k|of]u ub{5f}+ . 
!%_ View Ac Details : ;DalGwt vftfsf] af/]df hfgsf/L nufot ;f] vftfsf] sf/f]jf/sf] ;d]t ljj/0f o; ljsNkaf6 k|fKt x'g] u/L 

Aoj:yf ul/Psf] 5 . 
!^_ Interest Posting : ;DalGwt vftfdf Aofh k|ljli6 ug]{ xf] eGg] of ;'ljwfsf] k|of]u ug{ ;lsG5 . 
 Calculation Int Till Date : ;DalGwt 

vftfdf s'g ldlt ;Dd Aofh lx;fj ug]{ xf] 
;f] ldlt /fVg] 7fpF . h'g 7fpFaf6 
eljiosf] ldltsf] ;d]t Aofh u0fgf ug{ 
ldNg] ;'ljwf pknAw u/fO{Psf] 5 . 
Calculation Date : sf/f]jf/ s'g ldltdf 
n]vf°g ug]{ xf] ;f] ldlt /fVg] 7fpF . 
Calculation Only : Aofh u0fgf dfq x]g]{ 
xf] eGg] o; ljsNkdf /]hf nufP/ x]g{ 
;lsG5 . 
olb ;DalGwt vftfdf sf/f]jf/sf] c;/ ug]{ xf] eg] o;df /]hf nufpg' x'+b}g . 
Interest Amount : of] :yfgdf /sd vfnL ePsf] cj:yfdf OK ubf{ ;ð6jo/n] cfkm} lgwf{l/t Aofhb/sf cfwf/df Aofh k|bfg ub{5 
eg] vfnL gePsf] cj:yfdf k|of]ustf{n] h'g /sd k|ljli6 u/]sf] 5 ;f]lx /sd Aofhsf] ?kdf ;ð6jo/n] :jLsf/ ub{5 . 

!&_ Renew  M  ;~rfngdf /x]sf] vftfnfO{ aGb u/L ;f]lx AolQmsf] csf]{ vftf k'gM ;~rfng ug{ -gljs/0f_ ug{sf] nflu of]  ;'ljwf 
/flvPsf] 5 . 
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# Transartion Pannel df /x]sf] Renew 

df lSns ug{'xf];\ . 
# vftf v'Ng] kmf/ddf AolQmut ljj/0f 

;lxt b]lvg]5 . -C0fsf] nflu cjlw 
/fVg'xf];\ ._ 

# kmf/d Save ug'{xf];\ .  
 
 
 

 
 

dflysf] lrqdf h:t} M vftfsf] k|sf/ /sd ;b:otf gDa/ / gfd vftf gDa/ / gfd gofF vftf gDa/ / gfd b]lvG5 . Re-new  
df lSns ug'{xf];\ . 

 
!*_ Bill  M sf/f]jf/sf qmddf  ;b:o;Fu 

;DalGwt  /x]/ gub÷a}+s 8]lj6 x'g]  
sf/f]jf/ tyf lglZrt /sd x'g]  
sf/f]jf/x?nfO{ o; ;ð6jo/ df lzif{s 
tyf /sd lgwf{l/t u/L Ps lSnsdf 
pknAw  x'g]  u/L ;+u|lxt ul//fVg 
;lsg] ;'ljwf 5 ., h'g ;'ljwfnfO{ o; 
Bill dfkm{t  k|of]u ug{ ;lsG5 . ;"rLs[t 
ul/Psf] ;"rLnfO{ k|fKtL  ef}r/ -
Receipt Voucher_ dfkm{t  sf/f]jf/ x'g]  
u/L Aoj:yf ldnfO{Psf] 5 . 

;"rLs[t ul/Psf ;"rLx? d]6\g] ;'ljwf, ;Dkfbg ;'ljwfsf ;fy} lzif{s yk]/ klg sfd ug{ ;lsg] Joj:yf  ul/Psf] 5 . To;sf ;fy} 
;"rLs[t ul/Psf lzif{sdf /x]sf] /sd ;d]t x]/km]/ ug{ ;lsG5 . 

!(_ Interest Received Till Date: tflnsf lgwf{/0f ePsf] C0f vftfdf s'g ldlt ;Ddsf] Aofh k|fKt ePsf] xf] ;f] ldlt /fVg] 7fpmF . 
@)_ Principal Received Till Date: tflnsf lgwf{/0f ePsf] C0f tyf clgjfo{ ?kdf lgoldt cfpg' kg]{ artdf s'g ldlt ;Ddsf] C0f 

;fFjf tyf art k|fKt ePsf] xf] ;f] ldlt /fVg] 7fpmF . 
@!_ Accrued Interest: b}lgs ?kdf sf/f]jf/ ;dfkg ug]{ cj:yfdf sf/f]jf/ ;dfkg ePsf] ldlt ;Ddsf] kfs]sf] Aofh of] 7fpFdf b]lvg] 

Aoj:yf ul/Psf] 5 . ;f] /sddf Double Click ug]{ cj:yfdf Aofh k|ljli6 ug]{ 7fpF -Interest Posting_ v'Ng] u/L Aoj:yf ul/Psf] 
5 . 

@@_ Dep/Bearer: P;= Pd= P;= sf] ;'ljwf ePsf ;+:yfx?sf] nflu dfq of] ;'ljwf ;'rf? ul/Psf] 5 . /sd hDdf ug]{ tyf lkmtf{ lng] 
AolQmsf] gfd P;= Pd= P;= df k7fpgsf nflu c+u|]hLdf 6fO{k ug]{ u/L of] ;'ljwf pknAw u/fO{Psf] 5 . 

@#_ Remaining Schedule Interest/Principal :  
 ;DalGwt vftfsf] tflnsf cg';f/ 

e'QmfgL x'g afFsL ;fFjf tyf Aofhsf] 
hfgsf/L u/fpgsf nflu of] ;'ljwf 
pknAw u/fO{Psf] 5 . 
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Collection: 

b}lgs ?kdf ahf/ tyf 3/b}nf]df uO{ /sd ;°ngsf] ;'ljwf ;~rfng ePsf ;+:yfx?sf] ;'ljwfnfO{ Wofgdf /fvL of] ;'ljwf pknAw 
u/fO{Psf] 5 . Pp6} l;6df x/]s lsl;dsf art tyf C0fsf] ;d]t sf/f]jf/ ug{ ldNg] u/L of] ;'ljwfnfO{ ;ð6jo/df pknAw 
u/fO{Psf] 5 . 
 
;a} vftfdf ;dfg /sd k|ljli6 M 

ljz]iftM ;fwf/0f ;efnfO{ nlIft u/L ;ð6jo/df of] ;'ljwf ;dfj]z ul/Psf] 5 . olb s'g} artsf] k|sf/df /x]sf] ;Dk"0f{ 
vftfx?df Psd'i6 ;dfg /sd hDdf ug]{ xf] eGg] o;nfO{ k|of]u ug{ ;lsG5 . h;sf] nflu 

;+sng l;6 b]lvP kl5 
klxnf] nfO{gdf lSns ug'{xf];\ . 
F6    lyRg'xf];\ . -ljleGg lzif{sx?sf] ;"rL b]lvG5 ._ 
s'g vftfdf sf/f]jf/ ug]{ xf] ;f] vftfsf] lzif{s 5fg]/ OK ug'{xf];\ . 
;f] lzif{s cGtu{tsf vftfx?df ;dfg ?kdf slt /sd hDdf ug]{ /fv]/ OK ug'{xf];\ . 

:yfg -?6_ sf] cfwf/df /sd k|ljli6 M 
;+sng l;6 b]lvP kl5 
klxnf] nfO{gdf lSns ug'{xf];\ . 
Shift+F9 lyRg'xf];\ . -;ð6jo/df cfkm"n] /fv]sf ljleGg ?6x?sf] ;"rL b]lvG5 ._ s'g 
?6sf] vftf ;"rLdf sf/f]jf/ ug]{ xf] ;f] ?6 5fGg'xf];\ . 
;"rLdf /sd /fvL Save ug'{xf];\ . 

 

Distribution : 

o; ;ð6jo/df Collection sf] Aoj:yf ul/P h:t} Collection l;6sf] klg Joj:yf ul/Psf] 5 . h;sf] ;xof]uaf6 xfdLn] 
lkmtf{ ePsf sf/f]jf/nfO{ ;d]t ;"rLs[t u/L Pp6} ef}r/sf] ?kdf k|ljli6 ug{ ;Sb5f}+ . of] ;'ljwfdf Collection df pknAw 
u/fOPsf] ;Dk"0f{ ;'ljwf pknAw u/fO{Psf 5g\ . -gf]6M o;df ul/Psf sf/f]jf/sf] qm]l86 sf/f]jf/ :jtM gubaf6 x'G5 . hjsL 
Collection af6 ePsf sf/f]jf/sf] :jtM gub 8]lj6 x'G5 ._ 

Interst Posting : 

AolQmut vftfdf Aofh u0fgf tyf k|ljli6sf] nflu of] ;'ljwf k|of]u ug{ ;lsG5 .-lj:t[t ?kdf kfgf g+= $* df x]g'{xf];\ ._ 
 
Share Task : 

;b:ox?;Fusf]  z]o/  sf/f]jf/ 
ug{sf] nflu of]  ;'ljwf pknAw 
u/fO{Psf] 5  .  o;  ;'ljwfdf 

;b:on] z]o/ v/Lb,  lglZrt 
lsQf dfq  ;+:yfnfO{  lkmtf{ tyf 
c? AolQmnfO{ ljqmL  ;d]t  ug{ 
;lsg] ;'ljwf pknAw u/fO{Psf] 
5 . 
!_ Trans   No:   sf/f]jf/sf]    

ef}r/ gDa/ . -:jtM kl/jt{g 
x'+b} hfg]_ 

@_ Date: s'g ldltdf sf/f]jf/ 
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ug]{ xf] ;f] ldlt . 
#_ Type:   z]o/sf]  sf/f]jf/ 

k|s[lt s:tf] xf], ;f] lgwf{/0f 
o;af6 ul/G5 . 

#   Save  ug'{xf];\ . 
Save ug]{ lalQs} z]o/ kF"hL g} 8]lj6 tyf qm]l86 x'g] u/L uf]Zjf/f ef}r/ b]vf kb{5 h'g clgjfo{ ?kdf Save ug'{kg]{ x'G5 . -
Share Task af6 ul/g] ;a} sf/f]jf/n] lsQf gDa/ dfq olsg ug]{ x'+bf vftfdf /sd ;DalGw ljj/0fsf] nflu uf]Zjf/f e}r/ 
clgjfo{ ?kdf Save ug'{ kg]{ x'G5 ._ 

Collection Cheque : 

s'g} ;b:on] ;+:yfdf /sd hDdf 
ug]{ cj:yfdf gub geP/ a}+ssf] 
r]s dfkm{t /sd hDdf ub{5 
eGg] To:tf] cj:yf  nflu  of]  
;'ljwf 
;ð6jo/df ;dfj]z ul/Psf] xf] . 
o; ;'ljwfsf] k|of]uaf6 r]s 
g;fl6Psf]  cj:yf ;Dd vftfdf 
sf/f]jf/ gb]lvg] x'+bf Aofh 
u0fgf klg r]s ;fl6Psf] 
cj:yfdf dfq x'g] x'G5 . 

 # r]s dfkm{t gub hDdf  
sf/f]jf/ s;/L x'G5 < 

# s'g a}+ssf] r]s xf] Drawee 

Bank df ;f]  a}+ssf]  gfd 
/fVg'xf];\ . -h'g a}+sdf 
;+:yfsf]  vftf  x'g'  clgjfo{ 
5 ._ ;+:yfsf] vftf gePsf] 
a}+ssf] xsdf Bralch/Place 
df a}+ssf] gfd /fVg ;lsG5 
. 

# a}+ssf] :yfg Branch/Place df /fVg'xf];\ . 
# Cheque No. df slt gDa/sf] r]s hDdf x'g cfPsf] ;f] gDa/ /fVg'xf];\ . 
#  Cheque Date df s'g ldltsf] r]s hDdf x'g cfPsf] ;f] ldlt /fVg'xf];\ . -r]sdf ePsf] ldlt_ 
# For the Credit of df /x]sf] Account # df s'g vftfdf r]s hDdf x'g cfPsf] ;f] vftf gDa/ /fVg'xf];\ . 
# Source of Fund df /sd s'g >f]taf6 cfPsf] >f]t /fVg'xf];\ . 
#  Save ug'{xf];\ . 
dflysf] k|lqmofaf6 s'g} vftfdf hDdf x'g cfPsf] r]ssf] dfq ljj/0f cBfjlws x'G5 . ;DalGwt vftfdf gub sf/f]jf/sf] 
ljj/0f  cBfjlws  ug{sf]  nflu 
#  dflysf] kmf/d b]lvg' cufl8sf] kmf/daf6 Search u/L b]lvPsf] ;"rLaf6 s'g r]snfO{ vftfdf b]vfpg] xf] To;df Double  

click  ug'{xf];\ . 
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#  Collected df /]hf nufpg'xf];\ . 
#  Collection Date df s'g ldltdf r]s ;fl6Psf] ldlt /fVg'xf];\ . 
#  A/c Posted df /]hf nufpg'xf];\ . 
# A/c Posting df Click ug'{xf];\ . -sf/f]jf/ ef}r/ v'Ng]5 To;nfO{ Save ug'{xf];\ . 

 

 

 

Bank Reconciliation : 

;+:yfsf] sf/f]jf/df hDdf x'g cfPsf r]s tyf ;b:onfO{ jf u}/ ;b:onfO{ lbO{Psf r]ssf] sf/f]jf/ ;+:yfdf sf/f]jf/ ePsf] 
lbg d} x'G5 eGg] gx'g ;S5 To:tf sf/f]jf/nfO{ a}+ssf] sf/f]jf/ ljj/0f cg';f/ ;dfof]hg ug{sf] nflu o; ljsNksf] k|of]u ug{ 
;Sb5f}+ . 

 

Ledger Master : 
# ;+:yfnfO{ yk s'g lzif{s cfjZos 

xf] . ;f] lzif{s Ledger Name df 
/fVg'xf];\ . 

#   gofF aGg]  lzif{ssf nflu ;+s]t 
Alias* df /fVg'xf];\ . o;df ;+s]t 
/fVbf lzif{ssf] k|s[ltnfO{ Wofgdf 
/fv]/ /fVg' kg]{ x'G5 . 

#   Alt Alias n] vf;} cy{ /fVb}g . 
#  gofF  aGg]  lzif{s  Account 

Group df s'g cGtu{t kg]{ xf] ;f] 
lgwf{/0f o;af6 ul/G5 . 

#  gofF aGg] lzif{s  Account  Group  

cGtu{t s'g Account Sub  Group  

df kb{5 lgwf{/0f ug{sf] nflu 
o;sf] k|of]u ul/G5 . 

# gofF aGg] lzif{s s'g k|s[ltsf] xf] 
eGg] s'/f lgwf{/0fsf] nflu of] 

ljsNksf] k|of]u ul/G5 . o;df Others, Cash, Bank, Account Type / Customer ljsNk ;'ljwfsf] ?kdf ;dfj]z ul/Psf] 5 . 
s'g} a}+s lzif{s yk ug]{ cj:yfdf o;df Bank 5fGg' kg]{ x'G5 eg] art tyf C0fsf] lzif{s yk ug]{ xf] eGg] Account Type 5fGg' kg]{ 
x'G5 . 

#  s'g} Ps lzif{sdf /sd ;+sng u/L cs}{ vftfdf /sd hDdf ug]{ xf] eg] Posting Ledger sf] k|of]u ug{ ;lsG5 . 
#   olb ;+:yfn] cfjlws lgIf]ksf] ?kdf lglZrt ;dodf vftfsf] efvf ;dfKt x'g] u/L vftf ;~rfngdf NofPsf] 5 eg] Maturity 

Date df s'g ldltdf efvf ;lsg] xf] ;f] ldlt /fVg' kb{5 . h;n] ubf{ ;+:yfsf] PEARLS k|ltj]bgdf nufgL cyjf t/ntf s'gdf 
k|ltj]bg tof/ x'g] xf] eg] lgwf{/0f x'G5 . 

#   Save  ug'{xf];\ . 

pbfx/0fsf]  nflu M 

ljz]if art, ;flgdf a}+s, sd{rf/L kf]zfs tyf lgj]bg z'Ns lzif{sx? agfpg' kbf{ 
 



11  

Leddger Name Alias Ledger Group Sub Grp Catagory Posting Ledger 

 
ljz]if art 

 
#).@.# 

 
lgIf]k lx;fj 

 
P]lR5s art 

 
Account Type 

 
====== 

 
;flgdf a}+s 

 
().!.% 

 
a}+s lx;fj 

 
s ju{sf] a}+s 

 
Bank 

 

 
sd{rf/L kf]zfs 

 
!%).#.@) 

 
vr{ lx;fj 

 
sd{rf/L vr{ 

 
Others 

 

 
lgj]bg z'Ns 

 
!^).$.* 

 
cfDbfgL lx;fj 

 
sfof{no  ;+ cfDbfgL 

 
Others 

 
hu]8f sf]if 

 
dflysf] pbfx/0fdf Alias df klxnf] k"0f{lj/fd cufl8sf] ;+s]t g+ n] Ledger Group sf] k|ltlglwTj ug]{ lx;fjdf /flvPsf] xf] eg] 
aLrsf] ;+s]t g+= n] Sub Group sf] k|ltlglwTj ub{5 / clGtdsf] ;+s]t eg] ;f] Sub Group leqsf] qmd ;+Vof slt k'Uof] eGg] 
lgwf{/0f ub{5 . lgj]bg z'Nssf] ljifodf dflysf] pbfx/0f cg';f/ ;f] /sd l;w} hu]8f sf]ifdf hDdf x'G5 . 

Sub Ledger Master : 

# s'g} lzif{s -Ledger_sf] leq cGo pk 
lzif{sx? yk ug'{ kg]{ cj:yfdf of] 
ljsNksf] k|of]u u/L lx;fj lstfjnfO{ 
lj:t[t ?kdf /fVgsf nflu of] ;'ljwf 
pknAw u/fO{Psf] 5 . 

# Ledger Name df s'g lzif{sdf pk 
lzif{s agfpg] xf] ;f] lzif{s /fVg'xf];\ . 

# Alias df Ledger sf] Alias ;Fu d]n vfg] 
u/L /fVg'xf];\ . 

# Under df s'g Ledger sf] cGtu{t pk 
lzif{s /fVg] xf] ;f] Ledger F2 u/]/ 
5fGg'xf];\ . 

 cGo ljj/0fx? cfkm"nfO{ cfjZos 
nfu]df /fVg'xf];\ / Save ug'{xf];\ . 

 

 

Collector Master : 
ahf/df /sd ;+sngsf nflu ;lhnf] ug{sf nflu ahf/ k|ltlglwx?sf] ljj/0f cBfjlws ug{sf nflu of] ;'ljwf ;dfj]z ul/Psf] 
5 . h;sf] nflu Collector Master df uO{ New u/]/ ahf/ k|ltlglwsf] ljj/0f cBfjlws ug{ ;lsG5 . 

 

Route Master : 
 

ahf/df /sd ;+sngdf  s'g} 
lglZrt If]q ls6fg  u/]/   
/sd ;+sng ul/G5 eg] To;/L  
If]q lgwf{/0f ug{sf nflu of]  
;'ljwf ;dfj]z ul/Psf] 5 . 
h;sf] nflu Route Master df 
uO{  New u/]/ If]q lgwf{/0f ug{ 
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;lsG5 . 

 

Doc. Class : 
 

ljz]iftM of] ;'ljwf ;+:yfsf] ;+sng s]Gb| -Branch_ sf] cjwf/0ffnfO{ Wofgdf /fvL ;dfj]z ul/Psf] 5 . h;sf] d2taf6 
;+:yfut x/ sf/f]jf/df x/]s ;+sng s]Gb|sf] leGg k|ltj]bg tyf ;dli6ut k|ltj]bg klg pknAw u/fpg ;lsG5 .  

 

Proffesion Master : 
 

;b:otf  k|bfg  ug]{  cj:yfdf 
k]zfut ?kdf ;b:osf] juL{s/0f 
ug{ ;xh  xf];\ eGg] x]t'af6 of] 
;'ljwf  ;dfj]z  ul/Psf] 5 . 

 
 
 
 
Qualification Master : 

 
;b:otf  k|bfg  ug]{  cj:yfdf 
;b:osf]  z}lIfs  :t/sf]  
cfwf/ df ;b:osf] juL{s/0f ug{ 
;xh xf];\ eGg] x]t'af6 of] ;'ljwf 
;dfj]z ul/Psf]  5  . 

 
 
 
 
District Master : 

 
;b:otf k|bfg ug]{ cj:yf 7]ufgfsf] 
nflu cfjZos kg]{  ePsf]n] of] 

;'ljwf ;dfj]z ul/Psf] 5 . 
h;sf 
cfwf/df  xfdL  lhNnf  cg';f/ 
k|ltj]bg k|fKt ug{ ;Sb5f}+ . 

 Member Master : 

;+:yfsf ;b:ox?sf] ljj/0f cBfjlws -gofF ;b:otf, ;b:otf ;Dkfbg_ sf nflu of] ;'ljwf k|of]u ug{ ;lsG5 . o; afx]s o; 
;'ljwfaf6 ljleGg cfwf/df ;b:osf] ljj/0f k|fKt ug{ ;lsG5 . 

 
;b:otf s;/L btf{ ug{ ;lsG5 < 
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dfly b]lvPsf] kmf/ddf 

 
Member ID : ;b:otf btf{sf] nflu kmf/d b]lvg] 

ljlQs} of] Field df :jtM gofF btf{ x'g] ;b:otf 
gDa/ b]lvG5 . olb Ps eGbf  al9   lsl;dsf] 
;b:otf btf{ ug]{ xf] eGg] New lSns ug]{ ljlQs} 
s:tf] lsl;dsf] ;b:otf  btf{ ug]{ xf] 5fGg] ljsNk 
-bfofFsf] lrqdf h:tf] kmf/d_ pknAw x'G5 / 
;f]lx 5gf}6sf cfwf/df ;b:otf gDa/  km/s 
lsl;dsf] b]vf kb{5 . 

 
Name : gofF btf{ x'g] ;b:osf] gfd o;df /fVg'xf];\ . 

 
Qualification : ;b:osf] z}lIfs :t/ slt 5 o;df 5fGg]/ /fVg'xf];\ . klxn] g} Qualification Master af6 z}lIfs txx? lgwf{/0f 

eO{;s]sf] x'gfn] F2 u/]/ 5fGg]/ lng ;lsG5 . olb ;"rLdf gePsf] cj:yfdf Key Board df /x]sf] Insert Key lyr]/ 
Qualification Master df hfg ;lsg] ;'ljwf ;d]t o;df /x]sf] 5 . 

 
Profession : ;b:osf] k]zf s'g xf] 5fGg]/ /fVg'xf];\ . klxn] g} Profession Master af6 lglZrt k]zf lgwf{/0f eO{;s]sf] x'gfn] F2 

u/]/ 5fGg]/ lng ;lsG5 . olb ;"rLdf gePsf] cj:yfdf Key Board df /x]sf] Insert Key lyr]/ Profession Master df 
hfg ;lsg] ;'ljwf ;d]t o;df /x]sf] 5 . 

 
Gender: o; ;'ljwfdf Drop Down ;'ljwf ePsf] x'gfn] ;b:o k'?if, dlxnf cyjf ;+:yfut xf] 5fGg'xf];\ . 

 
Status : ;b:o Tofu u/]sf] cyjf ;'rf? 5 eGg] s'/f lgwf{/0fsf] nflu of] ;'ljwf pknAw u/fO{Psf] 5 . 
Grand Father/Mother's Name: tLgk':t]sf] ljj/0f 5flgP cg';f/ s;sf] gfd pNn]v ul/Psf] 5 ;f]sf] cfwf/df gfd 

/fVg'xf];\ . -klt 5flgPsf] eP ;;'/fsf] gfd, afa' 5flgPsf] 5 eg] afh]sf] gfd, cfdf 5flgPsf] 5 eg] a'afsf] gfd_ 
Next of KIN : o; cGtu{t ;b:osf] xsjfnfsf] ljj/0fx? /fVg'xf];\ . 
Introduced By/2 : ;b:o aGgsf] nflu kl/ro lbg] b"O{ AolQmsf] ljj/0fsf] nflu of] ;'ljwf pknAw u/fO{Psf] 5 . h;sf nflu 

;DalGwt Field  df F2  u/]/ ;b:o 5fGg ;lsG5 . 
Remarks: ;b:osf] ;DaGwdf s]lx s}lkmot ePdf pNn]v ug'{xf];\  .  

 
Photo & Sign 

;b:osf] klxrfgsf] nflu kmf]6f] tyf b:tvt gd"gf ;ð6jo/df cBfjlws ug{sf nflu of] Tab sf] k|of] ul/G5 . o; Tab df 
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;b:osf] Pp6f kmf]6f] tyf rf/j6f ;Dd b:tvt /fVg ;lsg]  ;'ljwf 
pknAw u/fO{Psf] 5 . -gf]6M kmf6f] tyf b:tvt ;ð6jo/df Upload ubf{ 
;se/ sd 7fpF vfg] ;fO{hdf /fVg' xf]nf ._ 

 
kmf]6f] tyf b:tvt Upload ug{sf nflu 

 
Browse Photo/Browse df lSns ug'{xf];\ . -kmf]6f] tyf b:tvt vf]Hgsf] nflu Pp6f 
Window  v'N5  ._ 

 
kmf]6f] tyf b:tvt sxfF 5 vf]h]/ Open df lSns ug'{xf];\ . 

 
kmf]6f] tyf b:tvt upload eO{;s]kl5 Save df lSns ug'{xf];\ . cyjf Ctrl+S 
ug'{xf];\ . 

 
 
 

Save ul/;s]kl5 bfofF lrqsf] Messege Box v'N5 . Yes 

ubf{ gofF ;b:otf btf{sf nflu ;b:otf btf{ kmf/d /lx 
/xG5 . No ubf{ ;b:otf btf{ kmf/d ;d]t aGb x'G5 eg] 
Cancel ubf{ ev{/} e/]sf] ;b:otf kmf/d Save geO{ ;f]lx 
kmf/ddf kmls{G5 . 

 
-gf]6M art tyf C0f ;xsf/L ;+:yfx?df ;b:otf  k|fKt 
ug{sf] nflu ;+:yfsf] lgod cg';f/ clgjfo{ Go"gtd lsQf 

z]o/ lng' kg]{ ePsf] x'+bf ;b:otf kmf/d Save ug]{ cj:yfdf z]o/sf] vftf vf]Ngsf] nflu ev{/} el/Psf] ;b:otf kmf/dsf] 
ljj/0f ;lxt z]o/ kmf/d Display u/fO{Psf] 5 ._ 

Account/ 

Account Type Master 

Scheme valid From lglZrt 
;dosf] nflu ljz]if k|sf/sf] 
art ;~rfng ul/G5 eg] 
To;sf] Tof] vftfsf] k|sf/df s'g 
ldlt b]lv vftf vf]Ng kfpg] xf] 
Tof] ldlt pNn]v ug]{ . 

 
To  lglZrt ;dosf] nflu ljz]if 
k|sf/sf] art ;~rfng ul/G5 
eg] To;sf] Tof] vftfsf] k|sf/df 
s'g ldlt ;Dd vftf vf]Ng kfpg] 
xf] Tof] ldlt pNn]v ug]{ . -gf]6M 
Scheme Valid From / To df 
/flvPsf] ldlt leqdf dfq vftf 
vf]Ng] 7fpFdf of] vftfsf] k|sf/ 
pknAw x'G5 ._ 

 
Schedule : vftfsf] k|sf/ tflnsfj4 xf] cyjf P]lR5s eGg] lgwf{/0f ug{sf] nflu 
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Use Interest Rate of A/c Opening Date : vftf vf]n]sf] ldlts} Aofhb/ ;w} AolQmut vftfdf nfu' ug]{ xf] eGg] o; ljsNkdf 
/]hf nufpg] . -ljz]iftM cfjlws artdf dfq nfUg] t/ ;+:yfut lg0f{o cg';f/ c? lzif{sdf klg nfUg ;S5 cyjf cfjlws art 
d} klg gnfUg ;S5 ._ 

 
Capitalize Interest : vftfsf] k|sf/ cGtu{tsf AolQmut vftfx?df Aofh u0fgf ug]{ cj:yfdf vftfdf k"FhLs[t ug]{ jf gug]{ eGg] o; 
;'ljwfaf6 lgwf{/0f ul/G5 . -;xsf/Lsf] lgodfg';f/ C0fsf vftfdf Aofh k"FhLs[t ug{  gkfO{g], ;fy} ;+:yfut lgodfg';f/ ljz]iftM 
cfjlws artdf e'QmfgL lbg'kg]{ Aofhsf] ?kdf u0fgf u/fO{G5 ._ 

 
Interest Transfer To: vftfsf] k|sf/df ePsf vftfx?df Aofh u0fgf ePsf] cj:yfdf ;Dk"0f{ vftfx?af6 Psd'i6 Aofh /sd 
lkmtf{ u/L s'g} lglZrt ;xfos vftfdf Aofh :yfgfGt/0f ug]{ xf] eGg] o; ljsNkdf s'g lzif{ssf]  n]h/df Aofh :yfgfGt/0f ug]{ 
xf] ;f] vftf 5fGg'xf];\ . 

 
Issue Cheque: vftfsf] k|sf/ cGtu{tsf AolQmut vftfdf ;+:yfut r]saf6 sf/f]jf/ ug]{ xf] eGg] o;df /]hf nufpg'xf];\ . 
 
SMS Charge Per Year: P;= Pd= P;= ;~rfngdf /x]sf] ;+:yfn] jflif{s ?kdf ;]jf lng] ;]jfu|fxLx?af6 jflif{s ?kdf slt /sd 
s§f ug]{ xf] ;f] o; ljsNkdf lgwf{/0f ug{sf] nflu of] ;'ljwf pknAw u/fO{Psf] 5 . 

 
 
Account Numbering System under This scheme: 

Prefix: ;DalGwt vftfsf] k|sf/df AolQmut vftf vf]Ng] a]nfdf vftf gDa/sf] cufl8 s'g c+s jf cIf/ /fVg] xf] o;df olsg 
ug'{xf];\ . 

 
Suffix: ;DalGwt vftfsf] k|sf/df AolQmut vftf vf]Ng] a]nfdf vftf gDa/sf] k5fl8 s'g c+s jf cIf/ /fVg] xf] o;df olsg 
ug'{xf];\ . 

 
Start From: By default ) /fVg'xf];\ . 

 
End To: slt gDa/ ;Dd vftf gDa/ lj:tf/ ug]{ xf] Tof] /fVg'xf];\ . By default (((((((( /fVg'xf];\ . 

 
Length: AolQmut vftf vf]Ng] qmddf sltj6f ;+Vofsf] vftf gDa/ /fVg] xf] olsg ug'{xf];\ . -;fwf/0ftM & j6f c+s_ 

 
Fill By:Prefix / vftf gDa/sf] aLrdf vfnL /xg] c+s ;+Vof s'g c+s nf cIf/n] k"/f ug]{ eGg] o; ;'ljwfaf6 olsg ug'{xf];\ . 
h:t} M Prefix df !) / Start From ) / Length df & 5 eGg] ) /fv]sf]df ! hf]l8P/ vftf gDa/ Prefix ;d]t u/L hDdf # j6f 
c+s dfq x'G5 afsL aLrdf $ j6f vfnL s]af6 eg]{ eGg] s'/f o;df lgwf{/0f x'G5 ._ 

Saving Tab 

 
General Tab df /x]sf] Catagory* df 
art ePsf] cj:yfdf of] Tab Activate 

x'G5 . 
Collateralable: ;DalGwt art vftf C0f 
lng] cj:yfdf lwtf]df /fVg ldNg] gldNg] 
egL lgwf{/0fsf] nflu of] ;'ljwf pknAw 
u/fO{Psf] 5 . 
Over Draft: ;DalGwt art vftfdf /x]sf] 
/sd eGbf al9 art lkmtf{ ug{ ldNg] u/L 
Aoj:yf ug{sf nflu of] ljsNksf] Aoj:yf 
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ul/Psf] 5 eg] slt /sd al9 e'QmfgL 
ug{ ldNg] xf] ;f] /sd Over Draft 

Amount df /fVg' kb{5 . 
Penalty on Falling Deposit: lgoldt 
?kdf hDdf x'g'kg]{ /sd hDdf gePsf] cj:yfdf lglZrt k|ltztdf ljnDa z'Ns lgwf{/0f ug{ ldNg] u/L of] ;'ljwf pknAw 
u/fO{Psf] 5 . h'g Penalty Setting dfkm{t ljnDa b/ lgwf{/0f ug'{kg]{ x'G5 . 
Minimum Balance Drawable: ;DalGwt art lzif{sdf slt /sd Go"gtd df}Hbftdf /fVg] eGg] Minimum Balance df lgwf{/0f 
ug{ ;lsG5 eg] ;f] /sd art lkmtf{ ug{ ldNg] gldNg] eGg] o; ljsNkn] lgwf{/0f ub{5 . 
Pre-Notice on Wothdraw: ;DalGwt art vftfdf lglZrt /sd lkmtf{sf nflu lglZrt lbg cufl8 hfgsf/L u/fpg' kg]{ eGg] 
lgwf{/0f ug{sf nflu of] ;'ljwf pknAw u/fO{Psf] 5 . Amount more than / Pre-Notice Day(s) df qmdzM slt /sd dfly / 
slt lbg cufl8 eGg] lgwf{/0f ub{5 . 
Convert Account type to another when: ;DalGwt art k|sf/ cGtu{t ;~rfngdf /x]sf vftfx?sf] vftf ;~rfngsf] lglZrt 
cjlw -jif{df_ k"/f ePkl5 jf vftfjfnfsf] pd]/ lglZrt jif{ kf/ u/]kl5 ;f] vftfnfO{ c? s'g} vftfsf] k|sf/df :yfgfGt/0f ug{sf 
nflu of] ;'ljwf pknAw u/fO{Psf] 5 . 

Loan Tab 

 
General Tab df /x]sf] Catagory* df 
C0f ePsf] cj:yfdf of] Tab Activate 

x'G5 . 
Penalty on Falling installment 

Payment: tflnsf lgwf{/0f ePsf] 
C0fsf] k|sf/df ls:tf lgoldt gePsf] 
cj:yfdf hl/jfgf lgwf{/0fsf nflu of] 
;'ljwf pknAw u/fO{Psf] 5 . 
Penalty on Falling Interest Payment: 
tflnsf lgwf{/0f ePsf] C0fsf] k|sf/df 
tflnsf cg';f/ Aofh lgoldt gePsf] cj:yfdf hl/jfgf lgwf{/0fsf nflu of] ;'ljwf pknAw u/fO{Psf] 5 . 
Revolving: ;DalGwt C0f vftfdf AolQmut vftf ;~rfng ubf{ ;b:onfO{ cfjZos k/]sf] cj:yfdf Pp6} C0f vftfdf :jLs[t 
ePsf] C0f /sdsf] l;ln· leq /xL k6s k6s C0f nufgL tyf cfkm";Fu ePsf] cj:yfdf C0f ltg{ ldNg] u/L Aoj:yf 
ldnfpgsf nflu of] ;'ljwf pknAw u/fO{Psf] 5 . 
Maximum Loan Amount: ;DalGwt C0f vftfdf AolQmut vftf ;~rfng ubf{ slt /sd ;Dd C0f :jLs[t ug]{ eGg] s'/f o; 
ljsNkn] lgwf{/0f ub{5 . o;df pNn]v /sd eGbf dfly AolQmut vftfdf C0f :jLs[t ug{ gldNg] x'G5 . 
Repayment Scheme: General Tab df /x]sf] Schedule df P]lR5s eGbf jfx]s cGo ePdf s;/L C0f e'QmfgL ls:tf lgwf{/0f 
ug]{ eGg] ljsNk o; ;'ljwf cGtu{t lgwf{/0f ug{ ;lsG5 . 
Penalty and Rebate Calculation Based on Payment Day: C0f tyf Aofhdf h'g lbg ;b:on] e'QmfgL ug{ cfpF5 Tolx ldltnfO{ 
cfwf/ dfgL ljnDa tyf 5'6 u0fgf ug{sf nflu of] ljsNksf] k|of]u ug{ ;lsG5 . 
Calculate Penalty Based on Interest Posting Date: Aofh u0fgf ePsf] ldltsf cfwf/df Aofhdf ljnDa z'Ns nufpg] xf] eg] 
of] ljsNksf] k|of]u ug{ ;lsG5 . 
Penalty Calculation on Total Principal Balance: olb afFsL /x]sf] ;Dk"0f{ /sddf hl/jfgf lx;fj u/fpg] xf] eg] o; ljsNksf] 
k|of]u ug'{ kg]{ x'G5 . 
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Account Type Interest Setting 
 

art  tyf  C0f  vftfx?df  nfUg] 
Aofhb/ lgwf{/0f nufot  a}++sdf 
;+:yfsf] hDdf /x]sf] /sddf ;d]t 
cg'dflgt Aofh u0fgf  ug{ ;lsg] 
;'ljwf o; ;ð6jo/df pknAw 
u/fO{Psf] 5 . 

 
Account Type*M s'g  lzif{ssf] 
art÷C0f cyjf a}+s vftfdf 
Aofhb/ lgwf{/0f ug]{ xf] ;f] lzif{s 
5fGg'xf];\ . 

 
Effective From*M lgwf{l/t Aofhb/ 
s'g ldlt b]lv nfu' ug]{ ;f] ldlt 
o;df lgwf{/0f ug'{xf];\ . 

 
Method* M Aofh u0fgf ljlw s'g 
cfwf/df ug]{ ug]{ ;f] 5fGg'xf];\ .  
- ;db/ / 36\bf] ljlw C0fsf] k|sf/sf] nflu dfq_ 

 
Deduct Tax on Interst M Aofh u0fgf ug]{ cj:yfdf lgodfg';f/ Aofhs/ sf6\g] cyjf gsf6\g] lgwf{/0f ug{sf] nflu of] 
;'ljwf pknAw u/fO{Psf] 5 . o;df /]hf nufpg] ljlts} :jtM Tax Rate df % k|ltzt b]lvg] u/L Joj:yf ldnfO{Psf] 5 . 
-artdf dfq nfu' x'g]_ 

 
Ignore A/c Opened on 1 st of MonthM dfl;s Go"gtd ljlwdf Aofh u0fgf ug]{ a]nfdf vftf v'n]sf] dlxgfdf ;f] vftfdf Aofh 
u0fgf ug]{ cyjf gug]{ eGg] o; ;'ljwfaf6 lgolGqt x'G5 . olb o;df /]hf nufO{of] eg] vftf v'n]sf] dlxgfsf] Aofh u0fgf ub}{g . 

 
art vftfdf /x]sf] /sdsf] cfwf/df Aofhb/ kl/jt{g ug{' kg]{ cj:yfnfO{ b[li6ut u/L Balance From / Balance To eGg] 
;'ljwf pknAw u/fO{Psf] 5 . s'g /sd b]lv Aofhb/ lgwf{/0f x'g] xf] ;f] /sd Balance From df lgwf{/0f ug'{xf];\ ;fy} s'g 
/sd ;Dddf ;f] Aofhb/ nfu' x'g] xf] ;f] /sd Balance To df /fVg'xf];\ / Interest Rate df Aofhb/ /fVg'xf];\ . 
 
-Ladder   Interest   bfofFsf]  lrqdf x]g'{xf];\ ._ 

 
o; jfx]s AolQmu vftfdf Pp6} dfq 
Aofhb/ nfu' x'g] xf] eg] ;f]em} ) / 
(((((((((((((  /fv]/  Aofhb/ 
lgwf{/0f ug'{ kb{5 . 
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Account Type Penalty Setting 

s'g} klg lgoldt k|sf/sf art tyf C0fsf 
lzif{sx?df ljnDa tyf hl/jfgf lgwf{/0fsf 
nflu of] ljsNk pknAw u/fO{Psf] xf] . 
Account Type: s'g vftfsf] k|sf/df ljnDa 
tyf hl/jfgf lgwf{/0f ug]{ xf] lzif{s /fVg] 
7fpF . 
Efffective From: ;DalGwt lzif{sdf s'g ldlt 
b]lv hl/jfgf tyf ljnDa lgwf{/0f 
sfo{Gjog ug]{ xf] ;f] ldlt /fVgsf] nflu of] 
ljsNk lgwf{/0f ul/Psf] 5 . 
From Day /To Day: slt lbg b]lv slt lbg 
;Dd lgwf{l/t ljnDa k|ltztn] sfd ug]{ 
eGg] lgwf{/0fsf] nflu of] ljsNksf] Aoj:yf 
ul/Psf] 5 . 
Percent of Principal/Percent of Interest: ;fFjf tyf Aofh s'gdf slt k|ltzt ljnDa z'Ns nufpgsf nflu of] 
ljsNkx?sf] k|of]u ug]{ u/L of] ;'ljwf pknAw u/fO{Psf] 5 . 

Account Type Rebate Setting 

lgwf{l/t tflnsf cg';f/ C0f tyf Aofh e'QmfgL 
ubf{ lgwf{l/t /sd tyf Aofhdf slt k|ltzt 5'6 
k|bfg ug]{ eg] lgwf{/0f ug{sf nflu of] ;'ljwf 
;dfj]z ul/Psf] 5 . 
Account Type: s'g vftfsf] k|sf/df 5'6 
lgwf{/0f ug]{ xf] lzif{s /fVg] 7fpF . 
 
Efffective From: ;DalGwt lzif{sdf s'g ldlt 
b]lv 5'6 lgwf{/0f sfo{Gjog ug]{ xf] ;f] ldlt 
/fVgsf] nflu of] ljsNk lgwf{/0f ul/Psf] 5 . 

 

 

From Day /To Day: slt lbg b]lv slt lbg ;Dd lgwf{l/t 5'6 k|ltzt tyf 5'6 /sdn] sfd ug]{ eGg] lgwf{/0fsf] nflu 
of] ljsNksf] Aoj:yf ul/Psf] 5 . 
 
Amount: k|ltztsf] ?kdf 5'6 lgwf{/0f gu/L lglZrt /sd 5'6 lgwf{/0fsf nflu of] ljsNk ;dfj]z ul/Psf] 5 . 
 
Percent: k|ltztsf] lx;fjdf 5'6 lgwf{/0fsf nflu of] ljsNk ;dfj]z ul/Psf] 5 . 

 

Account Master 

;b:otf btf{ ul/;s] kl5 ;+:yfdf ;b:osf] sf/f]jf/sf] nflu ljleGg lzif{ssf vftfdf AolQmut vftfx?  v'Nb5g\ . tL AolQmut 
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vftfx? vf]Ng] / a}olQms ?kdf ;b:onfO{ ;f] vftfdf ljz]if k|sf/sf] ;'ljwfx? k|bfg ug]{ gug]{ eGg] s'/f o; ;'ljwfdf lgwf{/0f 
ug{ ;lsG5 . 

 

 
 
 

vftf s;/L vf]Ng] < -dfly lbPsf] lrqdf_  
 
General Information Tab 

A/c Opening Date: vftf s'g ldltdf vf]lnPsf]÷vf]lnG5 Tof] ldlt /fVg'xf];\ . 
 

Account Type: s'g art tyf C0fsf] lzif{sdf vftf v'Ng] xf] vftfsf] k|sf/ 5fGg'xf];\ . 
 

Account Number*: vftfsf] lzif{s 5flGgg] ljlQs} Account Type Setting df lgwf{/0f u/] cg'?k vftf k|sf/ cg';f/ sf] vftf 
gDa/ cfkm} b]lvG5 . 

 
Member ID: s'g ;b:osf] vftf vf]lng] xf] ;b:o F2 u/]/ 5fGg]/ lng'xf];\ . 

 
Member ID df ;b:otf gDa/ b]lv lnP/ ;a} ljj/0f eg'{xf];\ t/ olb ;ð6jo/sf] klxnf] Window df bfofFkl§ dfly /x]sf] 
-lrqdf b]lvPsf] 7fpF_ df Member Id /fv]/ New A/c df 
Click ug]{ cj:yfdf vftf vf]Ng] ldlt, vftfsf] k|sf/ / vftf 
gDa/ jfx]s ;Dk"0f{ ljj/0f Member ID df /x]sf] ;b:otf 
gDa/;Fu ;DalGwt ;Dk"0f{ ljj/0f cfkm} vftf vf]Ng] kmf/ddf 
el/P/ cfpF5 .   
h;df ;Dk"0f{ ljj/0f ;Dkfbg ug{ ldNg] u/L pknAw u/fO{Psf] 5 . -;b:osf] jfx]s cGo vftf ;~rfngsf nflu h:t} M afn 
art, ;b:osf] cGtu{t /lx ;+o'Qm vftf nufotsf vftf ;~rfngsf nflu_ 

 
cfkm} cfpg] Field eGbf afx]s -tnsf] lrqdf_ 

 
 

 

 
 
 
 
 
 
 

Ap. Loan Amount : C0f vftfsf] xsdf ;DalGwt AolQmnfO{ slt /sd C0f :jLs[t ug]{ xf] ;f] lgwf{/0f ug{sf] nflu of] ;'ljwf 
pknAw u/fO{Psf] 5 . 
 

Duration: art tyf C0f vftf ;~rfng ubf{ slt cjlwsf] nflu eg]/ lgwf{/0f ug{sf nflu of] ;'ljwf k|of]u ug{ ;lsG5 . 
;DalGwt vftfsf] k|sf/df Account Type Master df lgwf{/0f u/]sf] Duration sf] clwstd cjlwdf /xL ;f] eGbf sd cjlw klg 
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lgwf{/0f ug{ ;lsG5 . 
 

First Installment Date : C0fsf] tyf lgoldt k|sf/sf artdf klxnf] ls:tf s'g ldltdf kb{5 ;f] o;df lgwf{/0f ug'{ kb{5 h;nfO{ 
cfwf/ dfgL csf]{ ldltx? ;ð6jo/n] cfkm} to ub}{ hfG5 . 
 

Installment Amount(for Compulsory Saving): lgoldt ?kdf hDdf ug'{kg]{ /sddf ljnDa z'Ns lgwf{/0fsf nflu of] ljsNk k|of]u 
ul/G5 . o;df /flvPsf] /sdnfO{ cfwf/ dfg]/ lgwf{l/t k|ltztsf b/df ljnDa z'Ns u0fgf x'g] u/L ;'ljwf pknAw ul/Psf] 5 . 
 

Maturity Date: vftfsf] clGtd cjlw o;df lgwf{/0f ul/G5 h'g Duratoin df cjlw /fVg] ljlQs} cfkm} cfpg] u/L Aoj:yf 
ldnfO{Psf] 5 . 
 

Int. transfer A/c: ;DalGwt art vftfdf Aofh u0fgf x'g] cj:yfdf olb ;f] Aofh csf]{ s'g} vftfdf :yfgfGt/0f ug]{ xf] eg] of] 
ljsNksf] k|of]u ug{ ;lsG5 . of] ljsNkdf olb s'g} vftf gDa/ /flvPsf] 5 eg] ;DalGwt vftfdf Aofh u0fgf u/fpg] cj:yfdf 
s/s§L tyf art lkmtf{ ;d]t u/L lgwf{l/t vftfdf :jtM /sd :yfgfGt/0f x'g] u/L Aoj:yf ldnfO{Psf] 5 . 
 

Apply Different Interst Rate: ;DalGwt vftfsf] k|sf/df lgwf{l/t Aofhb/ eGbf km/s Aofhb/ olb ;DalGwt vftfjfnfnfO{ lbg] xf] 
eg] of] ljsNksf] k|of]u ug{ ;lsG5 . 
 

Apply Different Tax Rate: ;DalGwt vftfsf] k|sf/df lgwf{l/t Aofhs/ b/ eGbf km/s b/ olb ;DalGwt vftfjfnfsf] nflu 
lgwf{/0f ug]{ xf] eg] of] ljsNksf] k|of]u ug{ ;lsG5 . 
 

A/c Closed(Enter Date): olb s'g} vftfdf ;Dk"0f{ /sd lkmtf{ u/L vftfsf] df}Hbft z'Go ul/G5 eg] ;f] vftfnfO{ aGb ug{sf nflu 
of] ;'ljwf k|of]u ug{ ;lsG5 . 
 

Date of birth of Account holder: ;b:osf] hGd ldlt eGbf vftfjfnfsf] hGd ldlt km/s 5 eg] ;Dkfbg ug{sf nflu of] ;'ljwf 
k|bfg ul/Psf] 5 . -h:t} afn art vftf ;~rfngsf] nflu_ 
 

Gender: ;b:osf] ln· eGbf vftfjfnfsf] ln· km/s 5 eg] ;Dkfbg ug{sf nflu of] ;'ljwf k|bfg ul/Psf] 5 . -h:t} afn art, 
;+:yfut vftf ;~rfngsf] nflu_ 

Transaction Tab 

vftfsf] sf/f]jf/sf] ljj/0f o; Tab 
df pknAw x'G5 . h'g Tab df 
kf;a's s'g ldlt ;Dd r]s u/L 
;s]sf] 5 eg]/ lrGx nufpg] Aoj:yf 
;d]t ul/Psf] 5 .  
 
 
 
 
 

Photo & Sign Tab 

;b:osf] tyf vftfjfnfsf] kmf]6f] tyf b:tvt /fVgsf] nflu of] Tab k|of]u ug{ ;lsG5 . 
Installment Schedule 

C0f vftf agfpg] qmddf ls:tf lgwf{/0fsf nflu of] Tab k|of]u ug{ ;lsG5 . 
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Schedule: tflnsf s'g cfwf/df lgwf{/0f ug]{ eg] s'/f o; ljsNkaf6 lgwf{/0f ub{5 . 
 
Grace Months: tflnsf lgwf{/0f ubf{ s'g} ;b:onfO{ Grace Period lbg] xf] eg] o; ljsNkdf slt lbg] xf] Aoj:yf ug{ ;lsG5 . 
 
On last day of month: g]kfnL tyf c+u|]hL kfqf]df ;d]t k|To]s dlxgfdf lbgx? ;dfg gePsf sf/0f of] ljsNk pknAw u/fO{Psf] 
xf] olb o;df /]hf nufO{Psf] 5 eg] x/]s ls:tf dlxgfsf] clGtd lbgdf lgwf{l/t x'g] u/L Aoj:yf ul/Psf] 5 . 
 
Scheme: ;dfg ;fFjf tyf ;dfg /sddf ls:tf lgwf{/0f ug]{ xf] of] ljsNkaf6 lgwf{/0f ug{ ;lsG5 . 

Collateral Details 

;DalGwt C0f vftfsf] nflu /flvg] lwtf] tyf hdfgLsf] ljj/0f /fVgsf nflu of] Tab sf] k|of]u ul/G5 . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Collateral Type: df s:tf] k|sf/sf] lwtf] /xg] xf] Tof] 5fGg ;Sg'x'G5 . 

 
Description: df lwtf] ;DaGwL s]xL s}lkmot eP n]Vg'xf];\ . 

 
Precious Metal: olb s'g} ax'd"No wft'nfO{ lwtf]sf] ?kdf /flvG5 eGg] wft'sf] gfd /fVg'xf];\ . 

 
Land Details M olb hUuf lwtf] /fVg] xf] eGg] o;df hUufsf] af/]df ljj/0fx? cBfjlws ug'{xf];\ . 

 
Share Debenture Details: s'g} ;+3;+:yfsf] z]o/ tyf lwtf]kqx? lwtf] /flvG5 eGg] To;sf] ljj/0f lbg'xf];\ . 
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olb AolQmut vftfx? lwtf] /fvL C0f nufgL ul/G5 eg] Following A/c are Collateral for this A/c df 5fg]/ /fVg'xf];\ . o;df 
lwtf] /fVg] a]nfdf s'g vftf slt /sdsf] nflu lwtf] /flvPsf] xf] v'nfpg' cfjZos 5 . -h'g /sd Transaction af6 sf/f]jf/ 
ug]{ a]nfdf art lkmtf{ ubf{ /f]Ssf /x]sf] x'G5 ._ 

 
s'g} vftfdf olb lwtf] /x]sf] 5 eg] Tof] ljj/0f This Account is Collateral for following A/c  df b]lvG5 . oL  

Other Details 

;DalGwt C0f vftfdf /sddfGt/0f nflu vftf lgwf{/0f b]lv lnP/ g]kfnLdf ;ð6jo/ ;~rfng u/]sf ;+:yfsf] xsdf df]afO{n 
tyf 6\ofj dfkm{t ahf/df ;°ngsf] ;'ljwf ;~rfng u/]sf ;+:yfsf] xsdf gfd c+u|]hLdf cfjZos x'g] ePsf]n] c+u|]hLdf gfd 6fO{k 
ug{ ldNg] u/L Aoj:yf ul/Psf] 5 . 
 
 
 
 
 
 
 
;Dk"0f{ ljj/0fx? /flv;s] kl5 Save ug'{xf];\ . 

Cheque Issue 
Account Type Master af6 s'g} art tyf 
C0fsf] vftfdf Issue Cheque df /]hf 
nufO{Psf] cj:yfdf o; ;'ljwfaf6 To; 
lzif{s cGtu{tsf vftfx?df r]s ljQ/0f ug{ 
;lsG5 . lbPsf] lrqdf 
Account# M  df s'g vftfdf r]s k|bfg ug]{ 
xf] . vftf  gDa/ /fVg' xf];\ . 
Issue Date  M  df s'g ldltdf r]s k|bfg 
ul/g] xf] ldlt /fVg'xf];\ . 
Total Cheque(s) M  slt k|lt r]s k|bfg ug]{ 
xf] k|lt lgwf{/0f ug'{xf];\ . 
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Account Lock/Unlock 

lglZrt vftfx?sf] sf/f]jf/ Lock tyf Unlock ug{sf] nflu of] ;'ljwf ;dfj]z ul/Psf] 5 . 

  

 

 

 

 

 

 

 

 

 

 

Cheque Lock/Unlock 

lglZrt r]sx?sf] sf/f]jf/ Lock tyf Unlock ug{sf] nflu of] ;'ljwf ;dfj]z ul/Psf] 5 . 

Account wise Mobile Setting 

P;= Pd= P;= ;]jf ;"rf? u/]sf] cj:yfdf s'g 
vftf gDa/df slt dflysf] art tyf art 
lkmtf{df cyjf C0f e'QmfgLdf ;DalGwt 
vftfjfnfsf] df]afO{ndf hfgsf/L k7fpg] eGg] 
;DaGwdf o; ljsNk dfkm{t ;]jf k|bfg ug{sf 
nflu of] ;'ljwf ;+nUg ul/Psf] 5 .  
 
k'gZrM vftfdf df]afO{n gDa/ gePsf] cj:yfdf 
of] ;]jf ;"rf? ug{ ;ls+b}g . 
 

 

 

Route wise A/c Setting 

lglZrt vftfx?df lglZrt :yfg cyjf Route lgwf{/0f u/L Collection dfkm{t tYof° e08f/0fsf nflu vftfx? lgwf{/0fsf 
nflu of] ;]jf k|bfg ul/Psf] 5 . 
A/c Status df Mapped cyjf Un-mapped 5fGg] ;'ljwf ;dfj]z ul/Psf 5g\ .  
A/c No df lglZrt vftf dfq ;"rLs[t ug]{ eP vftf gDa/ /fVg'xf];\ .  
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Go ug'{xf];\ . 
Route  df Route Master af6 lgwf{/0f ul/Psf If]qx? ;"rLs[t ePsf x'G5g\ tL dWo] s'g If]q 5fGg] 5fGg'xf];\ . 

 
 

;"rLdf b]lvPsf ;Dk"0f{ vftfnfO{ 
5flgPsf] If]qdf /fVg] xf] eGg] 
Map All df lSns ug'{xf];\ . cyjf 
5flgPsf ;a} vftfnfO{ lglZrt 
If]qaf6 lgsfNg] xf] eGg] Un-Map 

All df lSns ug'{xf];\ . 
 

b]lvPsf] ;"rLdf s'g–s'g vftfnfO{ 
dfly 5flgPsf] If]q cGtu{t /fVg] 
xf] /]hf nufpg'xf];\ / km]/L afFsL 
vftfx?nfO{ csf]{  If]qsf] ;"rLdf 
/fVg] xf] eGg] Route df uP/ 
csf]{ If]q 5fGg'xf];\ / km]/L s'g–
s'g vftfnfO{ dfly 5flgPsf] If]q 
cGtu{t /fVg] xf] /]hf nufpg'xf];\ . 

 
 

Narration 
 

sf/f]jf/ ug]{ qmddf ljleGg :yfgdf cfjZos kg]{ s}lkmotnfO{ olb ;+lrt u/L 5fGg]/ lng ldNg] u/L /fVg] xf] eGg] of] ;'ljwfn] 
;xof]u k'¥ofpFb5 . h;sf] nflu M  -lbO{Psf] lrqdf_ 

 
New df lSns ug{'xf];\ . 

Narraion  df  uP/ n]Vg'xf];\ . 

Save ug'{xf];\ . 

olb klxn] ePsf]nfO{ ;Dkfbg  ug]{ 
xf] eg] New gu/L Edit  ug'{xf];\ . 
;"rL b]lvg]5 . 5fGg]/ ;Dkfbg ug'{xf];\ . 

 
 
Opening Balance 

 
;+:yfsf] nflu ;ð6jo/ agfp+bf ;ð6jo/df s'g} lglZrt ;doaf6 sf/f]jf/ z'? ug]{ x'G5 . olb ;+:yf ;f] ldlt eGbf cufl8 b]lv g} 
;~rfngsf] cj:yfdf /x]sf] eP ;f] ldlt eGbf cufl8sf] tYof+snfO{ o; :yfgaf6 e08f/0f ug'{kg]{ x'G5 . t/ o; ;ð6jo/df 
;:yfaf6 olb PS;n l;6df tYof+s tof/ u/L lbPsf] cj:yfdf l;w} :yfgfGt/0f ug]{ ;'ljwf ;d]t ePsf] x'+bf ;+:yfsf sd{rf/Lx?n] 
o; ;'ljwfsf] vf;} k|of]u ug'{ kg]{ cfjZostf x'+b}g . t/ klg PS;naf6 :yfgfGt/0f ul/Psf] lzif{sdf / sddf leGgtf b]lvPsf] 
cj:yfdf of] ;'ljwfaf6 lx;fj ;Dkfbg ug{ ;lsG5 . 

 

Opening Balance (Single Entry) 
 

cfly{s jif{sf] z'?df g} klxnf] cfly{s jif{sf] lx;fj lstfj ;DkGg geO{;s]sf] cj:yfdf klg ;ð6jo/ tof/Lsf] nflu cyjf ;+:yfdf 
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;ð6jo/ ;~rfngsf] nflu s'g'{kg]{ cj:yf gxf];\ eGg] x]t'n] of] ;'ljwf ;dfj]z ul/Psf] 5 . o; ;'ljwfaf6 ljz]iftM AolQmut 
vftfdf sf/f]jf/ ub}{ c=Nof= lx;fj ldnfpg ldNg] u/L Aojl:yt ul/Psf] 5 . 
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Books : 
 
b}lgs ?kdf ;+:yfnfO{ cfjZos kg]{ gub vftf b]lv lnP/ AolQmut vftf;Fu k|ToIf ;/f]sf/ /fVg] ljleGg k|ltj]bgx? o; lzif{s cGtu{t 
pknAw u/fO{Psf] 5 . 

 
Cash/Bank Book 

 
# ;+:yfut  sf/f]jf/x?df  gub  tyf  a}+s  dfkm{t  ePsf  sf/f]jf/x?sf  af/]df  ;f/f+z cyjf  lj:t[t ?kdf  k|ltj]bg pknAw 

u/fpgsf] nflu of] k|ltj]bgsf] ;'ljwf pknAw u/fO{Psf] 5 . -lzif{ssf nflu F2 ug'{xf];\ ._ 
 

pknAw ;'ljwfdf lglZrt ldlt b]lv 
ldlt ;Dd, sf/f]jf/} lkR5] s}lkmot 
/ df}Hbft ;lxt u/]/  cfkm"nfO{ 
cfjZostf /x]sf] cfwf/df k|ltj]bg 
lng ;lsg] Joj:yf ul/Psf] 5 . ;fy} 
k|of]ustf{sf] cfwf/df s'g k|of]ustf{  
dfkm{t   slt  sf/f]jf/  eP   ;f]sf] 
ljj/0f ;d]t k|fKt ug{ ;lsG5 . 

 
 
Day Book 

 
# ;+:yfdf b}lgs ?kdf ePsf sf/f]jf/ 

x?nfO{ lglZrt ldlt b]lv ldlt ;Dd 
u/]/ lj:t[t  Pjd\ ;f/f+z ?kdf 
t/ntf  z'? df}Hbft tyf clGtd 

 
 
 
 
 
 

df}Hbft ;lxt s'g lzif{sdf  slt 
sf/f]jf/ eP u/]sf] 5 ;f]  ljj/0f  o; 
;'ljwf cGtu{t pknAw x'G5 . 

 
o; cGtu{t k|ltj]bg x]g{sf] nflu 

dflysf]  lrqdf  b]vfPsf ;'ljwfx? k|of]u 
u/L k|ltj]bg pknAw ug{ ;lsG5 . 
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General Ledger 
 

# ;+:yfdf s'g  lzif{ssf  vftfdf  s'g 
ldltdf slt sf/f]jf/ eP  eGg] 
ljj/0f o; ;'ljwfaf6  k|fKt x'G5 . 
tn lbPsf] lrqdf pknAw 
;'ljwfx?sf] cfwf/df k|ltj]bg 
pknAw ug{ ;lsG5 . h;df pknAw 
Category: sf] ;xof]usf] cfwf/df 
xfdL  vftf k|sf/sf], a}+ssf], gub / 
;f] afx]ssf] dfq u/]/ ;d]t  k|ltj]bg  
kfpg ;S5f}+ . ;fy} Filter Dr/Cr   sf] 

;xof]uaf6 8]lj6 ePsf dfq cyjf qm]l86 ePsf sf/f]jf/sf] dfq klg k|ltj]bg k|fKt ug{ ;S5f}+ . 
 
 
Subsidiary Ledger 

 
# AolQmut vftfx?sf] ljj/0f o; ;'ljwf cGtu{t 

pknAw x'G5 . h:t} M s'g} Ps lglZrt lzif{s leqsf 
AolQmut vftfx?df lglZrt ;dofjlw leq slt  
sf/f]jf/ eP eGg] jf/]df lj:t[t tyf ;f/f+z ?kdf 
k|ltj]bg pknAw x'g'sf  ;fy} o; ljsNkaf6 k|ltj]bg  
ln+bf c=Nof /sd sf/f]jf/ ePsf] /sd  tyf 
df}Hbft /sd u/L leGg leGg k|ltj]bg klg lng 
;Sb5f}{ . 

 ;fy} k|ltj]bg ln+bf 8]lj6 ePsf sf/f]jf/sf] dfq 
cyjf qm]l86 ePsf sf/f]jf/sf] dfq klg sf/f]jf/ 
ljj/0f pknAw x'G5 eGg] ;fFjf tyf Aofh leGg 
leGg ?kdf klg k|ltj]bg pknAw x'G5 . 

 
Summary Only : df /]hf nfu]sf] cj:yfdf AolQmut vftfsf] ljj/0f Ps wsf]{ -Row_ df ljj/0f pknAw u/fpF5 eg] o;df 

/]hf gnfu]sf] a]nfdf k|To]s vftfsf] ljj/0f Statement sf] ?kdf lj:t[t ?kdf x/]s sf/f]jf/ b]vfpF5 . 
 

Separated Interest Column : Summary Only  df /]hf nfu]sf] cj:yfdf dfq of] ;'ljwf pknAw x'G5 . o;df /]hf nfu]sf] cj:yfdf 
AolQmut vftfsf] ljj/0fdf Aofhsf] 5'§} Column df ljj/0f k|bfg ub{5 . 

 
Show Loan Date and Maturity Date: C0fsf] ljj/0f x]g]{ a]nfdf C0f nufgL ldlt, clGtd ldlt tyf 7]ufgf ;lxtsf] ;"rL k|fKt x'g] 

u/L of] ;'ljwf ;dfj]z ul/Psf] 5 . 
 
Interest Calculation Register 

 
# lglZrt ldltdf Aofh u0fgf ePsf k|ltj]bgx? 

x]g{sf] nflu of]  k|ltj]bg k|of]u ug{ ;lsG5  .  
;fy} o;af6 lglZrt  lzif{sx?df  s'n slt 
Aofh u0fgf eP ;f] k|ltj]bg klg pknAw x'G5 . 



28  

# Summary df /]hf nufPsf] cj:yfdf s'g} 
lglZrt lzif{sx? 5fGbf ;f] lzif{s leq /x]sf 
AolQmut vftfx?sf] ;"rL k|fKt x'G5 . 

# Summary ;Fu} A/c Type wise Summary 5fg]/ x]g]{ a]nfdf AolQmut vftfsf] ljj/0f gcfO{ vftfsf] lzif{sdf ePsf Aofh 
sf/f]jf/sf] ljj/0f pknAw x'G5 . 

Accrued Interest Register 
 
# b}lgs ?kdf lx;fj ;dfkg -Day Close_ ;'rf? 

ul/Psf] ;+:yfdf lx;fj ;dfkg ePsf] cjlw 
;Ddsf] kfs]sf] Aofh /sdsf] ljj/0f x]g{ ldNg] 
u/L of] ;'ljwf pknAw u/fO{Psf] 5 . 

 

Installment Schedule Register 
 

# C0f vftfsf] lgwf{l/t ls:tfx?sf] ;"rL ljj/0f 
o;af6 k|fKt ug{ ;lsG5 . 

 

Account Renew Register 
 

# AolQmut ?kdf sf/f]jf/ ug]{ :yfg -sf/f]jf/ ef}r/_ df /x]sf] Renew a6gsf] ;xof]udf gljs/0f ul/Psf] vftfx?sf] ;"rL o;df 
pknAw u/fO{Psf] 5 . 
 
 

Cheque Register 
 

# ;+:yfsf] cfðgf] sfo{ ;/ntfsf nflu 
;b:ox?nfO{ k|bfg u/]sf] gub e'QmfgL 
cfb]zkq ;DalGwt k|ltj]bg o; k|ltj]bgdf 
;dfj]z ul/Psf] 5 . 

 

 

Chart of Account 
 

sf/f]jf/sf qmddf k|of]u x'g] vftfx? s;/L /flvPsf 5g\ . s'g qmd cyjf s'g vftfnfO{ s'g 
lzif{s s'g d'Vo vftf cGtu{t /flvPsf 5g\ eg] ljj/0f o; ;'ljwfaf6 k|fKt ug{ ;lsG5 . 
bfofF  lrqdf b]lvPsf] afx]s klg  b]lvPsf  lzif{s  cGtu{t s] slt lzif{s /x]sf 5g\ / ;f] 
lzif{sdf cBfjlws slt lx;fj lstfj /x]sf 5g\  ;f] ;d]t hfgsf/L  o;af6  k|fKt  x'G5  . 

 
Narration Ledger 

 
sf/f]jf/sf qmddf s}lkmotsf ?kdf  
k|of]u ePsf ljj/0fx? o; 
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k|ltj]bgdf  k|fKt  x'G5  .  ;fy} ;f] 
s}lkmot s'g sf/f]jf/df k|of]u ePsf] 
xf]  ;f]  sf/f]jf/sf]  ljj/0f ;d]t 
o;}af6 k|fKt ug{ ;Sb5f}+ . 

 
 

Char Khata 
 

;+:yfn] k|of]u ug]{ rf/vftfsf] lj:t[t tyf 
;f/f+z ?kdf lglZrt ;dofjlw leqsf] 
ljj/0f o;af6 k|fKt x'G5 . 
;fy} rf/ j6f vftfdf 5'§f5'§} klg k|ltj]bg 
k|fKt ug{ ;lsG5 . 
Show Narration(Master): rf/vftfdf 
k|To]s ef}r/sf] ljj/0f ;lxt x]g]{ a]nfdf 
of] ljsNk dfkm{t ef}r/sf] s}lkmot ;lxt rf/vftf x]g{ ;S5f}+ . 
Select All: Category df 5flgPsf rf/vftfsf lzif{s leq lgwf{/0f ul/Psf lzif{sx? ;a} 5fGgsf] nflu of] ;'ljwf pknAw 
u/fO{Psf] 5 . 
Date Summary: ;Dk"0f{ sf/f]jf/nfO{ ldltsf] cfwf/df Ps} nfO{gdf ljj/0f ;f/f+zut ?kdf k|:t'ltsf nflu of] ;'ljwf pknAw 
u/fO{Psf] 5 . 
Group wise: o; ljsNk dfkm{t rf/vftf leqsf d'Vo lzif{sx?sf] k|ltj]bg k|fKt x'G5 . rf/vftfdf ;dfj]z ul/Psf] sf]8x?sf 
cfwf/df o; ;'ljwf dfkm{t ;f/f+z ?kdf k|ltj]bg pknAw u/fpFb5 eg] o;df /]hf gnufPsf] cj:yfdf ;f] lzif{s leqdf pk 
lzif{ssf] tx ;Ddsf] k|ltj]bg pknAw u/fpFb5 . 

/]hf gnufPsf] a]nfdf 
z]o/ k"FhL 
hu]8f sf]if 
sd{rf/L af]g; sf]if 
z]o/ nfef+z sf]if 
lgoldt art 
afn art 
cfjlws art 
Aoj;flos C0f 
;fdflhs C0f 
Aofkfl/s C0f 
k|j]z z'Ns 
lgj]bg z'Ns 
ljnDa z'Ns 

/]hf nufPsf] a]nfdf 
z]o/ kF"hL 
sf]if lx;fj 
 
 
lgIf]k lx;fj 
 
 
C0f lx;fj 
 
 
cfDbfgL lx;fj  
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Daily Transaction 
 

b}lgs ?kdf s] slt lzif{sdf s] slt JolQmsf] sf/f]jf/x? eP ;fy} s'g–s'g ef}r/af6 eP eGg] ljj/0f o;af6 k|fKt ug{ 
;lsG5 . ;fy} s'g k|of]ustf{af6 
slt  AolQm;Fu sf/f]jf/ eP 
nufot 8]lj6 / qm]l86 ePsf 
sf/f]jf/ dfq   klg lng ;lsG5 . 
-h'g ;"rL b}lgs ef}r/ k|dfl0ft 
ug{sf nflu cfjZos kb{5 ._ 

 

 

 

 

 

 

 

 

 

 

 

 

Member Transaction 

lglZrt cjlwe/df s'g ;b:on] cfðgf] 
s'g s'g lzif{ssf vftfx?df s] slt 
sf/f]jf/x? u/] ;f]sf] ljj/0f pknAw 
u/fpgsf nflu of] ;'ljwf ;dfj]z 
ul/Psf] xf] . 

 

Share Register 

;+:yfaf6 ljqmL ePsf tyf ;b:ox?n] 
;+:yfnfO{ lkmtf{ u/]sf z]o/ lsQfx? 
pNn]v u/L of] k|ltj]bg tof/ ul/Psf] 5 
. 

Rebate and Penalty Register 

ljleGg AolQmx?;Fu c;'n ul/Psf ljnDa tyf hl/jfgf Pjd\ lbO{Psf 5'6x?sf] ljj/0f o; cGtu{t k|ltj]bg k|fKt ug{ ;lsG5 . 

Collateral Report 
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;+:yfsf ;b:ox?nfO{ C0f nufgL ug]{ cj:yfdf C0f nufgLsf] nflu /flvPsf] wg hdfgL ljj/0f tyf lwtf]sf] ljj/0f o; ljsNk dfkm{t 
k|ltj]bgsf] ?kdf k|fKt ug{ ;lsG5 . 

 

Collector Report 

;+:yfn] s'g ahf/ k|ltlglw dfkm{t slt /sd ;°ng ul/of] To;sf] k|ltj]bg o; ljsNk dfkm{t k|fKt ug{ ;lsG5 . 

 

Financial Report : 

 
;+:yfut ?kdf cTofjZos k|ltj]bgx?sf ;fy} ljleGg lgsfodf k]z ug'{kg]{ k|ltj]bg nufot clGtd k|ltj]bgx? -jf;nft tyf 

cfo Joo_ o; k|ltj]bgdf pknAw u/fO{Psf] 5 . 
 
Trial Balance 

 
;+:yfsf] nflu cTofjZos ;Gt'ng k/LIf0f 
o;af6 k|fKt x'G5 . 

 
# General Ledger Trial: df 5flgPsf] 

cj:yfdf Date From,  Date To enable x'G5 
eg] As On Date disabled x'G5 . of]  
cj:yfdf  x/]s lzif{sdf Date  From eGbf 
cufl8sf] sf/f]jf/ slt lyof] / Date to 

;Ddsf] sf/f]jf/ slt afFsL 5 nufot ;f] 
b'O{ ldlt aLrdf slt sf/f]jf/ eP ;f] ;d]t ljj/0f pknAw x'G5 . 

 
# Trial Balance(Closing Only)  df 5flgPsf] cj:yfdf Date From, Date To disable x'G5  / As On Date enable x'G5 of] 

cj:yfdf clGtdsf] dfq ;Gt'ng k/LIf0f pknAw x'G5 . 
 

# Group Wise  df /]hf ePsf] cj:yfdf Show Group Total ;d]t enable  x'G5 / olb To;df klg /]hf nufpg] xf] eGg] s'g 
lzif{s s'g ;d"x leq k/]sf] xf] ;f] ;d"x / ;d"x leq /x]sf lzif{sx?sf] sf/f]jf/sf] of]u slt 5 Tof] ;d]t k|ltj]bg pknAw x'G5 . 

 
# Sub Ledger df /]hf nufPsf] cj:yfdf AolQmut vftfsf] ;d]t k|ltj]bg pknAw x'G5 . 

 
# Sumarry Only M  ;f/f+z k|ltj]bg dfq eP k'Ug]  eP o;df /]hf nufpg';\ . 

 
# Show Zero Balance : z'Go df}Hbft ePsf] vftf klg k|ltj]bgdf cfjZos kb{5 eg] o;df /]hf nufpg'xf];\ . 

 
 
Receipt and Payment Report 

 
lglZrt ;dofjlw leq s'g–s'g 
lzif{sdf s] slt  sf/f]jf/  ePsf] 

;f]sf] k|ltj]bg o;af6 k|fKt ug{ 
;lsG5 . o;af6 gub dfkm{t ePsf 
sf/f]jf/sf]  dfq  k|ltj]bg pknAw 
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x'G5 . 
 
 
 
 
 
Group Summary 

 
txut ?kdf lgwf{/0f ul/Psf] ;d"xx?sf] k|ltj]bg lngsf] nflu of] 
;'ljwfsf] k|of]u ul/G5 . h:t}M lrqdf txut ?kdf b]lvP cg';f/ g}   
;f/f+z tyf AolQmut ?kdf ;d]t k|ltj]bg lng ;lsG5 . 

Final Account 

;+:yfut sf/f]jf/sf] k|d'v k|ltj]bg cfoAoo ljj/0f-gfkmf gf]S;fg_ / l:ylt ljj/0f kq-jf;nft_ o; cGtu{tsf k|ltj]bgsf] ?kdf 
;ð6jo/df ;dfj]z ul/Psf] 5 . 
Income Statement 

;+:yfut sf/f]jf/af6 ;+:yfdf s] slt 
cfDbfgL tyf vr{ eof] nufot gfkmf 
gf]S;fgsf] k|ltj]bg o;df ;+nUg 
ul/Psf] 5 . 
 

 

 

 

Balance Sheet 

;+:yfsf] ;Dklt tyf bfloTjsf] k|:t'lt o; 
k|ltj]bgdf ;dfj]z ul/Psf] 5 . o;df 
c=Nof= NofPsf] lx;fj lstfj dfq klg 
pknAw ug{ ;lsG5 eg] jf;nftdf klg 
;f/f+zut ?kdf tyf AolQmut vftf 
;Ddsf] lj:t[t ljj/0f ;lxtsf] k|ltj]bg 
lng ;lsG5 . 

 

    

Bank Reconcililation Statement 

a}+s;Fu ;+:yfut ?kdf ePsf sf/f]jf/x?sf] 
Reconcile u/]sf] k|ltj]bg o; ;'ljwf 
cGtu{t k|fKt ug{ ;lsG5 . 
 

 

 

Cash Flow Statement 
;+:yfut sf/f]jf/df gub;Fu ;DalGwt /x]/ s] slt sf/f]jf/ eP -gub k|jfx_ ;f] sf] k|ltj]bg o; ljsNk dfkm{t k|fKt ug{ ;lsG5 . 
 

  



33  

 

PEARLS 

;xsf/Lsf] cj:yf hfFr ug]{ oGq -Tools_ sf] ?kdf ljsl;t u/L k|rngdf NofO{Psf] ljQLo ljZn]if0f k|ltj]bg o; cGtu{t k|fKt 
ug{ ;lsG5 .  

Division Report 
 

;+:yfn] dfl;s ?kdf :yfgLo txsf sfof{nodf a'emfpg' kg]{ k|ltj]bg o; cGtu{t pknAw u/fO{Psf] 5 .  
    
 
Matured A/c (Ctrl+M) 

 
;+:yf;Fu sf/f]jf/ u/L cfPsf] ;b:ox?sf] AolQmut vftfx?df efvf gf3]sf vftfx?sf] af/]df hfgsf/L o; cGtu{t ;dfj]z u/L 
k|ltj]bg pknAw u/fO{Psf] 5 . ;fy} o;df of] ldlt ;Dddf slt efvf gf£b} 5g\ eg]/ ;d]t k|ltj]bg lng ;lsG5 . h'g 
k|ltj]bgnfO{ ;ð6jo/ v'Ng] ljlQs} ;d]t :jtM v'Ng] u/L ug{ ;lsG5 . ;fy} o; ;'ljwf cGtu{t df]afO{n a}+ls· tyf P;= Pd= P; 
sf] ;'ljwf ;~rfng u/]sf] ;xsf/Lx?df hfgsf/L k7fpgsf nflu 5'§} a6gsf] Aoj:yf ul/Psf] 5 . 

 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Database Query 

 
;ð6jo/df cfkm"nfO{ cfjZos kg]{ s'g} ljifodf k|ltj]bg gePsf] cj:yfdf SQL Database ;DaGwL ;fdfGo 1fg  ePsf 
k|of]ustf{n] ;d]t Database af6 l;w} hfgsf/L lng ;sf]; eGg] dg;foaf6 of] ;]jf pknAw u/fO{Psf]  5 . -k|of]ustf{ 
Confidience gePdf of] feature k|of]u gu/f}+ ._ 

Analysis Report 
 

;+:yfut sf/f]jf/df cfwfl/t /lx ljZn]ifgfTds k|ltj]bgx? o;df ;dfj]z ul/Psf 5g\ . 
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Monthly Analysis/Ledgers 

dfl;s ?kdf s'g lzif{sdf slt /sd ylkof] 
jf 36L eof] ;f] k|ltj]bg o;df pknAw x'G5 . 
ljz]iftM lgoldt lsl;dsf art k|sf/df 
sf/f]jf/ eP gePsf] hfgsf/L k|fKt ug{sf 
nflu of] k|ltj]bg ;xof]uL x'g ;Sb5 . 
k|ltj]bg k|fKt ug{sf nflu Category tyf Main Group ;d]t 5fGg' kg]{ x'G5 . 
 
 
 
 
 
 
 
 
 
 
 
 
 

Aging Report 

lglZrt ;odqmdsf cfwf/df k|ltj]bg pknAw x'g] u/L of] ;'ljwf ;dfj]z ul/Psf] 5 . 

Account Analysis 

vftfsf] sf/f]jf/ ljZn]if0f, vftf cg';f/ 
k'?if, dlxnfsf] ;+Vof nufot ;b:osf] 
z}lIfs, n}l·s tyf Aoj;flos ljj/0f o; 
;'ljwf cGtu{t k|fKt ug{ ;lsG5 . 
 
 

Summary / member Detail 

df /]hf gnufO{ of] k|ltj]bg 
k|fKt ug{ ;lsG5 . 
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Summary df /]hf nufP/ k|ltj]bg x]bf{ lgDg lsl;dsf] k|ltj]bg k|fKt x'G5 . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Member Details df /]hf nufpFbf lgDg adf]lhdsf] k|ltj]bg k|fKt x'G5 . 
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Cost of Fund 

 
;+:yfn] ;]jfsf] ?kdf ;~rfng u/L 
cfPsf] art tyf C0fdf lng]  Aofhb/ 
/ lbg] Aofhb/ aLrsf] leGgtf o; dfkm{t 
lng ;lsG5 . 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Top N Account : 

 
;+:yfdf ;~rfngdf /x]sf vftfx?df 
;jf{lws /sd /x]sf] vftfx?sf] ;"rL 
o; dfkm{t pknAw x'G5 . o; dfkm{t 
k|ltj]bg ln+bf  cfkm"nfO{ cfjZos k/] 
cg';f/ lglZrt vftfsf] ;+Vofdf lng 
;lsG5 . 
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Threshold Transaction Report 

g]kfn ;/sf/sf] lgb]{zg adf]lhd ;LdfGts[t sf/f]jf/sf] k|ltj]bg k|fKt ug{sf nflu of] ;'ljwf k|bfg ul/Psf] 5 . 
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Tools 

Voucher task/Voucher Posting 
ef}r/ ;Dkfbg tyf d]6\g ldNg] ;'ljwf ;lxtsf] ;ð6jjo/ ;~rfng ul//x]sf ;+:yfsf] xsdf ;+:yfut sf/f]jf/sf] qmddf unt 
p7]sf ljleGg lsl;dsf ef}r/x?nfO{ ;Dkfbg tyf d]6\gsf nflu of] ;'ljwf k|bfg ul/Psf] 5 . 
h;df tkfO{n] ef}r/ gDa/, 
ef}r/ k|sf/, vftf, AolQmut 
vftf u/L ljleGg cfwf/df 
ef}r/ vf]Hg ;lsG5 . 
 
 
 
 
 

 

 

 

 

 

Custom Menu Setup/Voucher Munu Setup 

;ð6jo/df sf/f]jf/ ug{sf nflu pknAw ef}r/x? eGbf yk ef}r/ cfkm" cg's'nsf] gd"gf -Design_ cfkm} tof/ ug{ ldNg] u/L of] 
;'ljwf pknAw u/fO{Psf] 5 . o;df yk u/]sf] ef}r/ d]g' Data Entry df ;"rLs[t x'G5 . 

 

 

 

 

 

 

 

 

 

 

 

 

User Management 
 

;ð6jo/df k|of]ustf{x?sf] lgwf{/0f b]lv lnP/ pgLx?sf] clwsf/ s]–slt x'g] xf] < s'g k|of]ustf{n] slt  k6s ;ð6jo/ vf]n]sf] 
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5 ;fy} s'g k|ltj]bg slt k6s vf]lnPsf] 5 eg]/ o; ;'ljwfaf6 k|ltj]bg k|fKt x'G5 . 
 
 
User Master 

 
o; k|ltj]bgaf6 ;ð6jo/df k|of]ustf{ yk ug]{, clwsf/  s]–slt  lgwf{/0f  ug]{ eGg] s'/fx? o;af6 lgwf{/0f x'G5 . 

General : 
 

#    User  Name  :   ;ð6jo/  vf]Ng]  a]nfdf 
k|of]u x'g] k|of]ustf{sf] gfd  o;df  /fVg' 
xf];\ . 

#  Password : ;ð6jo/ vf]Ng] a]nfdf k|of]u 
x'g] k|of]ustf{sf] Password o;df /fVg' 
xf];\ . 

#  Confirm : Password olsg ug'{xf];\ . 
#   Full Name :  k|of]ustf{sf] k"/f gfd o;df 

/fVg'xf];\ . 
#   Designation :  gofF btf{ x'g] k|of]ustf{sf] kb 

o;df /fVg'xf];\ . 
# Doc. Class: s'g ;]jf s]Gb| cyjf zfvfsf] sd{rf/L xf] ;f] zfvf 5fGg'xf];\ . 
#   Status : k|of]ustf{sf] cj:yf s:tf] xf] Enabled/Disabled 5fGg'xf];\ . 
#   Valid From : k|of]ustf{nfO{ s'g ldlt b]lv ;ð6jo/df ;~rfngsf] :jLs[lt lbg] ;f] ldlt /fVg'xf];\ . 
# Valid To: k|of]ustf{ s'g ldlt ;Dd ;ð6jo/ ;~rfngsf] :jLs[lt lbg] xf] olsg ug'{xf];\ . 
# Withdraw Limit: ;DalGwt k|of]ustf{n] slt /sd ;Ddsf] art lkmtf{ ug{ ;Sg] xf] ;f] /sd o;df /fVg'xf];\ . 

 
 
Rights Info : 

k|of]ustf{sf] clwsf/ lgwf{/0f o;af6 ug{ 
;lsG5 . ;ð6jo/df ePsf d]g'x?df ePsf 
ljj/0fx?df s'g–s'g lzif{sdf k|of]ustf{n] 
sfd ug{ kfpg] gkfpg]  eGg] lgwf{/0f ug{ 

;lsG5 . 
Organization Rights : 

PseGbf al9 ;+:yf -Database_ ePsf] 
cj:yfdf s'g s'g ;+:yfdf sfd ug{ lbg] 
;f]sf] clwsf/ k|Tofof]hg o; ljsNk 
dfkm{t ug{ ;lsG5 . 

Voucher Rights : 

;+:yfut sf/f]jf/sf nflu ef}r/ /fVg 
lbg], ;Dkfbg ug]{, d]6\g lbg] glbg] clwsf/ 
o; ljsNkaf6 lgwf{/0f ug]{ ;'ljwf pknAw u/fO{Psf] 5 . 

 

User Login Report: 
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s'g k|of]ustf{n] s'g ;dodf s'g sDKo'6/af6 ;ð6jo/ ;~rfng u/]sf] 5 ;f]sf] ljj/0f o; k|ltj]bgdf k|fKt ug{ ;lsG5 . 

Report Hit Report 
 

s'g k|of]ustf{n] s'g k|ltj]bg s'g ;do s'g sDKo'6/af6 / slt ;do;Dd x]/]sf] 5 eg]/ k|ltj]bg o;af6 pknAw x'G5 . 
 

 
 
Report Hit Count Report 

 
;ð6jo/df  s'g  k|ltj]bg  s'n  slt  k6s  x]l/of]  
eGg] k|ltj]bg o;af6 pknAw x'G5 . 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Year Ending 

 
x/]s cfly{s jif{sf] d;fGtdf ;fn tdfdLsf] nflu of] ljsNksf] 
k|of]u ul/G5 . o;sf] d2taf6 ;fn tdfdL  ubf{ ;+:yfsf] 
lgodfg';f/ sf]if afF8kmfF8 ug]{ ljsNk ;d]t ;dfj]z ul/Psf]  
5 . -sf]if afF8kmfF8sf] nflu k|ltzt ldnfg Setting/System 

Setting/Closing Mapping af6 ug'{ kb{5 ._ Post Closing 

Vouchers df /]hf gnufPsf] cj:yfdf sf]if afF8kmfF8 x'+b}g . 
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Print Design 
 

;ð6jo/df Default df /flvPsf 
afx]ssf ef}r/ tyf gubL /l;b 
;+:yfn] A4 sf] gfk eGbf ga9\g] 
u/L cfkm"nfO{ cfjZos eP 
cg';f/ lgwf{/0f ug{ ;lsg] ;'ljwf 
o;df pknAw u/fO{Psf] 5 . ;fy} 
;ð6jo/df pknAw d'b|0fsf 
gd"gfnfO{ ;d]t k'g ;Dkfbg ug]{ 
;'ljwf ;d]t ;dfj]z ul/Psf] 5 . 
 
;ð6jo/df td;'s jfx]ssf 
;Dk"0f{ sfuhftx? -ljn, a}olQms 
ef}r/, cfjlws art /l;b, 
lbgsf] Pp6} ef}r/, lglZrt 
cjlwsf] ef}r/, z]o/ k|df0fkq, 
e'QmfgL cfb]z kq nufot_ d'b|0f ug]{ ;'ljwf ;dfj]z ul/Psf 5g\ . 
 
## gofF ef}r/ agfpgsf nflu bfofF lrqdf b]lvPsf] Window df jfofF k§L tn /x]sf] New a6gdf lSns ug'{xf];\ . 
## ePsf] gd"gfx?df ;Dkfbg ug]{ xf] eg] Edit df lSns ug'{xf];\ clg s'g ef}r/nfO{ ;Dkfbg ug]{ xf] 5fGg'xf];\ . 
# dfly b]lvPsf] Window df Name eGbf 

d'lgsf] lgnf] efudf gd"gf -Design_ to ug'{ 
kb{5 . 

# cfkm}n] lzif{s 6fO{k ug]{ xf] eg] F4 ug'{kg]{ 
x'G5 . clg cfkm"nfO{ rflxg] lzif{s 6fO{k ug]{ 
;'ljwf pknAw x'G5 . 

# ;ð6jo/df ePsf Field nfO{ Design df 
/fVg] xf] eg] F2 u/]/ ;"rLaf6 h'g lzif{s 
cfjZos xf] lng ;lsg] ;'ljwf pknAw 
u/fO{Psf] 5 . 

# Font: df s'g Font df ;DalGwt lzif{s 
b]vfpg] xf] rog ug{ ;lsg] ;'ljwf ;dfj]z 
ul/Psf] 5 . 

# Size: df Font sf] Size slt /fVg] xf] olsg 
ug]{ ;'ljwf ;dfj]z ul/Psf] 5 . 

# Format: Numeric Field /fVg] xf] eGg] bzdnj k5fl8sf] c°nfO{ s;/L lgwf{/0f ug]{ eg] o; ;'ljwfn] lgwf{/0f ug]{ u/L 
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;dfj]z ul/Psf] 5 . 
# Font Bold, Italic, Underline nufot Align ug]{ ;'ljwf ;d]t ;dfj]z ul/Psf] 5 . 
 
## of] eGbf jfx]s ef}r/ Design df olb nf]uf] cflb /fVg' kg]{ ePdf lgnf] k[i7e"lddf  F6 u/]/ cfkm"nfO{ cfjZos kmf]6f] tyf nf]uf] 

/fVg ;lsG5 . -kmf]6f] eGgfn] oxfF JPG Format sf] kmfO{n eGg vf]lhPsf] xf] ._ 

 
Saving to Share Transfer 

art vftf dfkm{t z]o/df /sdfGt/0fsf] cEof; u/L cfPsf] ;+:yfsf] xsdf ;f] sfdsf nflu ;ð6jo/nfO{ :jod\ u/fpg ldNg] u/L of] 
;'ljwf ;dfj]z ul/Psf] 5 . 

Saving A/c: s'g artsf] lzif{saf6 
z]o/df /sdfGt/ ug]{ xf] ;f] lzif{s 
o; ljsNkdf /fVg] u/L Aoj:yf 
ul/Psf] 5 . 
Amount: ;a} vftfaf6 lglZrt slt 
/sd /sdfGt/0f ug]{ xf] o;df 
/fVg] u/L Aoj:yf ul/Psf] 5 . 
Transaction Date: sf/f]jf/ ldlt 
/fVgsf nflu of] ljsNk /flvPsf] 
5 . 

To;kl5 Go ug'{xf];\ . bfofF b]lvPsf] 
lrqdf h:tf] ;"rL b]lvg]5 . 
To;kl5 Transfer ug'{xf];\ . 
o;/L /sdfGt/0f ug]{ a]nfdf ;a} 
vftfdf lgwf{/0f ul/Psf] Transfer Amount nfO{ kl/jt{g klg ug{ ;lsG5 eg] vftfdf df}Hbft gePsf] cj:yfdf cyjf ;DalGwt art 
vftf /x]sf] ;b:otf gDa/;Fu ;DalGwt z]o/ vftf gePsf] cj:yfdf ;ð6jo/ cfkm} /sdfGt/0f gu/Lsg s] sf/0fn] ubf{ /sdfGt/0f 
ePg eg]/ Notepad df k|ltj]bg lbG5 . 
Saving to Loan Transfer 

artaf6 l;w} C0f vftfdf /sdfGt/0f ug{sf nflu of] ;'ljwf ;dfj]z ul/Psf] 5 . 
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Dividend/Bonus Distribution 
;b:onfO{ pgLx?n] ;+:yfdf /fv]sf] z]o/ k"FhLdf nfef+z ljQ/0fsf nflu of] ;'ljwf ;dfj]z ul/Psf] 5 . 
 
Type: nfef+z ljQ/0f ubf{ gub 
e'QmfgL ug]{ cyjf vftfdf 
:yfgfGt/0f ug]{ eGg] bf]xf]/f] 
;'ljwf ;dfj]z ul/Psf] 5 . 
 
Total Amount: slt /sd 
ljQ/0f x'g] xf] ;f] /sd /fVg] 
7fpF . 
 
Dr. A/c: s'g vftfaf6 /sd s§f 
x'g] xf] ;f] vftf /fVgsf] nflu of] 
ljsNk /flvPsf] 5 . 
 
Saving A/c: vftfdf /sdfGt/0f 
ug]{ xf] eg] s'g vftfdf ug]{ xf] ;f] 
vftf o;df /fVg] u/L of] ;'ljwf 
pNn]v ul/Psf] 5 . 
 

Book Close Date: s'g ldltnfO{ Book Close ePsf] lbg dfGg] xf] ;f] ldlt /fVgsf nflu of] ljsNk /flvPsf] xf] . 
 

Consider Share Balance for Share Number: z]o/ lsQf lgwf{/0f gePsf] cj:yfdf z]o/ /sdsf cfwf/df nfef+z u0fgf ug{ ldNg] 
u/L of] ;'ljwf ;dfj]z ul/Psf] 5 . 
 

Double Effect Posting for Tax Deduction: /sd vftfdf /sdfGt/ ug]{ cj:yfdf s/sf] nflu :jtM Aoj:yfkgsf nflu of] ;'ljwf 
;dfj]z ul/Psf] 5 . 
 
Depreciation 

;+:yfsf] ef}lts ;Dkltdf x'g] x|f;s§LnfO{ ;ð6jo/ 
dfkm{t g} ug{ ldNg] u/L of] ;'ljwf ;ð6jo/df 
;dfj]z ul/Psf] 5 . h;sf nflu klxn] s'g 
lsl;dsf] ;Dkltdf slt k|ltztn] x|f;s§L b/ 
lgwf{/0f ug]{ xf] ;f] Master Entry df /x]sf] Account 

Sub Group af6 lgwf{l/t ug'{ kg]{ x'G5 . 
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Utility 
 

Re-Save 
 

PS;n l;6af6 ;ð6jo/ tof/ ug]{ a]nfdf  :yfgfGt/0f 
ePsf] ;b:otf tyf vftf Database df cBfjlws ePsf] 
olsg ug{sf] nflu k'gM Psk6s Save ug'{ kg]{ x'G5 . h;sf] 
nflu of] ;'ljwf pknAw u/fO{Psf] 5 . 

 
Day Count 

lglZrt b'O{ ldltdf slt lbg x'G5 eg]/ u0fgf ug{sf nflu of] ;'ljwf pknAw 
u/fO{Psf] 5 . 

 
 
 
 
 
 
 
 
 
 
Set Previous Organizations 

 
cfly{s jif{ ;lsPkl5 csf]{ cfly{s jif{df hfg] 
a]nfdf AolQmut vftfdf vftfsf] ljj/0f  x]g]{sf]  
nflu  jif}{ lkR5]  ;+:yf nf]8 ub}{  x]g'{ kg]{ x'G5 . 
h;sf] ljsNk :j?k of] ;'ljwf pknAw  u/fO{Psf] 
5 . h;sf nflu -b]lvPsf] lrqdf_ F2 u/]/  s'g  
;+:yf xf] 5fGg'xf];\ / OK ug'{xf];\ . 

 
 
 
 
 
 
 
 
 
 

Switch Board Master 
 

d]g'x?df ePsf ;'ljwfnfO{ d]g'df 
hfg gkg]{ u/L ;ðjo/sf] klxnf] 
Layout df bfofFkl§ ;"rLs[t ug{ 
;lsg] u/L ldnfpgsf nflu of] 
;'ljwf pknAw u/fO{Psf] 5 . 
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Bank Interest Projection 

;+:yfn] a}+s;Fu u/]sf] sf/f]jf/df k|fKt ug'{ kg]{ 
Aofhsf af/]df cg'dflgt Aofh u0fgf ug{ ldNg] 
u/L of] ;'ljwf ;dfj]z ul/Psf] 5 . 

 

 

 

Vault Master 

b}lgs ?kdf Sofl;o/ cyjf 6]n/sf ?kdf 
sf/f]jf/ ug]{ sd{rf/Lx?nfO{ gub k|bfg ug]{ tyf 
sf/f]jf/sf cfwf/df clGtddf gub k'gM 
a'lemlngsf nflu :jtM df}Hbft lx;fj x'g] u/L of] 
ljsNk tof/ ul/Psf] 5 .  

 

 

 

 

 

 

 

 

 

Vault Status 

eN6 cj:yf ;DaGwdf k|ltj]bg o; ljsNkdf lbO{Psf] 5 . 

 

Day Close 

b}lgs lx;fj ;dfof]hg ug]{ u/L ;~rfng ePsf 
;+:yfx?sf nflu Day Close ug{sf nflu of] ;'ljwf 
;dfj]z ul/Psf] 5 . 

lx;fj ;Dkfbg ug{ ldNg] u/L Day Close ePsf] 
;+:yfsf] xsdf k'gM Day Open ug]{ ;'ljwf ;d]t 
;dfj]z ul/Psf] 5 . 
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Interest Calculation 

AolQmut vftfdf a}olQms ?kdf Aofh u0fgf gu/Lsg w]/}j6f vftfx?df Psd'i6 sf/f]jf/sf nflu of] ljsNk ;dfj]z ul/Psf] 5 . 

#   Calculate Interest Till Date : Aofh 
u0fgf ug]{ cj:yfdf s'g ldlt ;Ddsf] 
Aofh u0fgf ug]{ xf] ;f] ldlt o;df 
/fVg'xf];\ . 

#  Calculation Date : s'g ldltdf /x]/ 
Aofh u0fgf ug]{ xf] ;f] ldlt o;df 
/fVg'xf];\ . 
#   Last Interest Calculate Till : 

cl3Nnf] Aofh s'g ldlt ;Dd u0fgf 
ePsf] xf] ldlt /fVg'xf];\ . 

#   Select All A/c Type : olb ;j} vftfsf] k|sf/df Ps} k6s Aofh u0fgf u/fpg] xf] eGg] o;df /]hf nufpg'xf];\ . 

#   Select All A/c : ;a} AolQmut vftf 5fGg] xf] eGg] o;df /]hf nufpg'xf];\ . 

#   Show Projection Report : cg'dflgt Aofh dfq cfjZos xf] AolQmut vftfdf gr9fpg] xf] eGg] o;df /]hf nufpg'xf];\ . 

#   Calculation Only : lglZrt Ps j6f dfq vftfdf Aofh u0fgf ug]{ a]nfdf dfq o;n] sfd ub{5 .-vftfdf c;/ gkg]{ u/L Aofh 
x]g{sf nflu dfq_ 

#  On This Computer Only : Aofh u0fgf ubf{ lglZrt olx sDKo'6/df dfq ug]{ eg]/ lgwf{/0f ug{sf nflu o;df /]hf nufpg'xf];\ 
. 

#  Doc Class: ;]jf s]Gb| cyjf zfvfsf] cfwf/df Aofh u0fgf ug'{kbf{ of] ljsNk k|of]u ug{sf nflu ;dfj]z ul/Psf] 5 . 

Settings 

System Setting 

System Tab 

Date Settings : 

A.D.: ;ð6jo/sf] ldlt ljqmd ;Datdf u0fgf 
gu/L O{ZjL ;Datdf ug]{ xf] eGg] of] ljsNk k|of]u 
ug{ ;lsG5 . 

Local Date: ljqmd ;Datdf ldlt u0fgf u/fpgsf 
nflu of] ljsNk k|of]u ul/G5 . 

Format: ldltsf] Format s;/L lgwf{/0f ug]{ eGg] 
lgwf{/0f o;af6 ug{ ;lsG5 . 
Lock: 

lglZrt ldlt b]lv lglZrt ldlt ;Ddsf nflu 

gofF sf/f]jf/, ;Dkfbg tyf d]6\g] sfd aGb ug{sf nflu of] ljsNk k|of]u ug{ ldNg] u/L ;dfj]z ul/Psf] 5 . 
Remind Backup: 

k|of]ustf{nfO{ Backup lng ;Demfpgsf nflu :jtM ;Demfpg] u/L o; ljsNksf] Aoj:yf ul/Psf] 5 . 
Default Action in Voucher Entry: 

sf/f]jf/ ubf{ ef}r/nfO{ ;DalGwt vftfx?df l;w} c;/ b]vfpg] jf Hold df /fVg] eg] o; ljsNkdf lgwf{/0f ug]{ u/L Aoj:yf 
ul/Psf] 5 . 
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Auto Backup: 

;ð6jo/sf] tYof°nfO{ ;'/lIft ug]{ p2]Zosf ;fy ;ð6jo/n] :jtM s'g 7fpFdf Backup /fVg] eg] s'/f o; ljsNk dfkm{t lgwf{/0f 
ug]{ u/L ldnfO{Psf] 5 . 

A/c Mapping Tab 

s'g sf/f]jf/sf nflu s'g vftfx? lgwf{/0f ug]{ 
eg]/ o; ljsNkaf6 lgwf{/0f ug{sf nflu of] 
;'ljwf pknAw u/fO{Psf] 5 . 
 

Print Voucher Online: sf/f]jf/ ug]{ a]nfdf 
;ð6jo/df d'b|0fsf nflu lgwf{/0f ul/Psf] 
gd"gfx?-Designs_ :jtM b]vfpg] u/L of] ;'ljwf 
k|bfg ul/Psf] 5 . 

 

  
 
 

Finance Control Tab 

gub tyf a}+s;Fu ;DalGwt ;]l6·x? o; dfkm{t lgwf{/0f 
ug{sf nflu of] ljsNk k|bfg ul/Psf] 5 . 
 
 
 
 
 
 
 
 
 
 
 
 
 

Mapping 2 Tab 

-b]vfPsf] lrqdf cfoftfsf/ leq Focus ul/Psf 
ljifo j:t' dfq_ 
Non issued Cheque Transaction : 

AolQmut vftfdf ;+:yfn] r]ssf] ;'ljwf lbPsf] 
cj:yfdf ;DalGwt vftfsf] r]s geO{ csf]{  r]saf6 
sf/f]jf/  ug]{  cj:yfdf sf/f]jf/  gug]{, hfgsf/L 
u/fO{ sf/f]jf/ ug]{ jf ljgf hfgsf/L sf/f]jf/ u/fpg] 
eGg] lgoGq0f, 
Show Share A/c in Front Panel :  
z]o/sf vftfnfO{ ;ð6jo/sf] klxnf] Lay out df 
;b:otf gDa/ /fVg] cj:yfdf Load ug]{ gug]{, 
Show Startup Alert for Matured Account : ;ð6jo/ v'Nb} efvf gf3]sf vftfsf] ;"rL b]vfpg] gb]vfpg], 
 

Elable Day Closing : Day Closing sf] ;'ljwf ;~rfng ug]{ gug]{, ug]{ eP s'g ;'ljwf k|of]u ug]{ 
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Startup alert for Matured Fixed A/c : ;ð6jo/ v'Nb} cfjlws artsf efvf gf3]sf vftf b]vfpg] gb]vfpg] / 
 

Show Startup Alert for Installment :  ls:tf a'emfpg' kg]{ ;b:o ls:tf ;ð6jo/ v'Nb} Load ug]{ gug]{ eGg]  dxTjk"0f{ lgoGq0fx?  
 
 
 
Bill Setup Tab 

;+:yfdf af/Daf/  bf]xf]l/g] sf/f]jf/nfO{  lglZrt u/L 
-el//fVg gkg]{ u/L_ ;"rLs[t u/L  ;+u|lxt ug{ ;lsG5 
. -of] ;'ljwf Transaction df /x]sf] Bill  df Click ug]{ 
a]nfdf pknAw x'G5 ._ 
 
 
 
 
 
 

 
 
 
 
 
Closing Mapping : 

 
;+:yfsf]   sf/f]jf/nfO{ 
;fn  tdfdL   ug]{  
cj:yfdf p7\g] ef}r/x? 
;DaGwdf lgwf{/0f o; Tab 

df x'G5 . 
 

Income  Tax  :  ;+:yfut   
sf/f]jf/df ;fn tdfdL ug]{ 
a]nf  cfos/  s'g  vftfdf 
/fVg]   xf]   o;af6  
lgwf{/0f x'G5 . 

 
Income Tax Percent : 

 
cfos/ slt k|ltzt  s§f 
ug]{ xf] To;sf] k|ltzt o;df lgwf{/0f ug'{xf];\ . 

 
Divident Tax : ;b:ox?nfO{ z]o/ nufgL u/] jfkt nfef+z /sd ljQ/0f ug]{ cj:yfdf s§f x'g] nfef+z s/ s'g  vftfdf 
/fVg] xf] o;df vftf lgwf{/0f ug'{xf];\ . 

 
Tax Rate on Divident : z]o/sf] nfef+z lbg] a]nfdf slt k|ltzt s/ nfUg] xf] o;df lgwf{/0f ug'{xf];\ . 

 
Fund Distribution Percent Mapping (for Profit after incomet tax Provision) : o; Grid  df dflysf] lrqdf b]lvP adf]lhd s'g 
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sf]ifdf slt k|ltzt v'b ;~rfng cfDbfgL afF8kmfF8 ug]{ xf] To;sf] b/ lgwf{/0f ug'{xf];\ . 
 
 
Auto Number Setting : 

 
;+:yfdf sf/f]jf/ ug]{ ;b:ox?sf] ;b:otf gDa/, sf/f]jf/sf nflu k|of]u x'g] x/]s lsl;dsf] sf/f]jf/sf ef}r/x? tyf r]s gDa/ 
nufot Unique Identity rflxg] vfnsf vftfx?sf] nflu rflxg] ;+s]t s;/L lgwf{/0f ug]{ eGg] s'/f o; ;'ljwfaf6 lgwf{/0f x'G5 . 

 
 
 

Voucher Tab: 
 

;+:yfdf sf/f]jf/sf nflu k|of]u x'g] ;Dk"0f{  ef}r/x?sf] gDa/ 
s'g ldlt b]lv s'g ldlt ;Dd  k|of]u  ug{  ;lsg] ef}r/ gDa/ 
s;/L lgwf{{/0f  x'g] slt ;+Vofsf] lgwf{/0f ug]{ eGg] s'/f 
o;af6 olsg ug{ ;lsG5 . 
 
 
 
 
 
 
 

Miscellaneous Tab : 

 
;+:yfdf sf/f]jf/sf nflu k|of]u x'g] ;b:otf g+, vftf g+= r]s 
g+= nufot btf{ rnfgL ;Dddf s;/L gDa/ lgwf{/0f ug]{ eg] 
s'/f o; ljsNk dfkm{t ug]{ ;'ljwf pknAw u/fO{Psf] 5 . 
 

 
 
 
 
 
 

 

 

 

 

 

 

SMS Setting 
df]afO{n a}+ls· tyf P;= Pd= P;= ;]jf 
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;~rfng u/]sf ;+:yfx?sf] xsdf 
;b:onfO{ kfpg] P;= Pd= P;= ;DalGwt 
lgwf{/0f ug'{ kg]{ Link ;lxt s'g 
ljj/0fdf P;= Pd= P; k7fpg] eGg] s'/f 
o; ljsNkdf lgwf{/0f ug{sf nflu 
pknAw u/fO{Psf] 5 . 

 
 
 
 
 
 
 
 
 
 
 
 
MBank & SCT Setting 

df]afO{n a}+ls· tyf tyf ATM ;Fu ;DalGwt ljsNkx? lgwf{/0fsf nflu of] ;'ljwf ;dfj]z ul/Psf] 5 . 
Voucher Signatories 

ef}r/df b:tvt ug]{ AolQmx?sf] gfdfjnL 
lgwf{/0fsf nflu of] ;'ljwf ;dfj]z ul/Psf] 5 . 
 
 
 
 
 
 

Help 

Contents (F1) 
 

Contents  cGtu{t ;+:yfdf ;lhnf] ;xsf/L k|0ffnL  ;~rfngsf nflu ;xh xf];\ eGg]  x]t'n] Sajilo Mannual df pknAw u/fPsf 
5f}+ . h;sf] ;xof]un] ;ð6jo/sf x/]s d]g'af6 x'g] sfd ;DaGwL hfgsf/L lbg] sf]l;; u/]sf 5f}+  . 

 
Shortcut Keys (F8) 

 
;ð6jo/ ;~rfngsf qmddf ljleGg 
Field df k|of]u  x'g] Microsoft Word 

/ Microsoft sf Shortcut Key 

nufot cGo Shortcut Key x? klg 
o;df hfgsf/L  :j?k ;"rLs[t 
ul/Psf  
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5g\ . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Calculator (F7) 

 
sf/f]jf/sf qmddf s]lx eP/  ;ð6jo/df  SofNs'n]6/sf]  ;'ljwf cfjZos  k/]sf] 
cj:yfdf  pknAw  xf];\  eg]/  Operating  System  sf]  SofNs'n]6/nfO{ k|of]u ug{ 
ldNg] u/L of] ;'ljwf ;dfj]z ul/Psf] 5 . 

 

 

 

 

 

 

 

 

Register/Renew 

;ð6jo/df of] d]g' b]lvPsf] cj:yfdf o; leq 
cfpg] Customer Code dfly pNn]lvt Mail Id 

df k7fP/ Activation Code lng' kg]{ x'G5 . 
of] Code gljs/0f ug{sf nflu ;+:yfnfO{ 
hfgsf/L :j?k /flvPsf] xf] . 
 

 

Darta Chalani 

;+:yfut ?kdf x'g] kqfrf/nfO{ ;ð6jo/ dfkm{t Aojl:yt ug]{ p2]Zosf ;fy of] ;'ljwf pknAw u/fO{Psf] 5 . 
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;ð6jo/  ;~rfngdf  ;xh  xf];\  eGg] x]t'af6 d]g'af6 uP/ x'g'kg]{ sfdx? dWo] s]xL sfdnfO{ cufl8 ;ð6jo/ nf]8 x'+b} klxnf] Lay  

out sf]  bfofFk§L  /fv]sf 5f}+ . 
 

# ;ð6jo/ Load x'+bf lrqdf b]lvPsf] h:tf] A/c 

No.  /  Default  Action gb]lvPsf]  cj:ydf 
Member ID sf] dfly of] lrGx b]lvPsf] x'G5 . 
h;df lSns  ubf{ of] lrGx > df kl/jt{g 
x'g'sf ;fy} A/c No. / Default Action b]vf 
kb{5 . 

# Member ID : ;+:yfdf ;b:otf gDa/sf 
cfwf/df sf/f]jf/ x'g] ePsf]n] ;f]lx cg';f/ 
sf/f]jf/ ug{ ;lhnf] xf];\ eg]/ o; Field df 
;b:otf gDa/ /fVg] ;'ljwf pknAw u/fPsf 
5f}+ . olb sf/f]jf/ ug{ cfpg] AolQmsf] 
;b:otf gDa/ yfxf 5 eg] ;f]em} ;b:otf 
gDa/ /fVg'xf];\ / olb yfxf 5}g eg] F2 u/L ;b:osf] gfd cyjf ;b:otf gDa/s} cfwf/df klg Ascending/Descending u/]/ klg 
vf]Hg ;lsG5 . 

 
# ;b:otf gDa/ k5fl8 Check Box Ps eGbf al9 k|sf/sf ;b:otf btf{ ug]{ ;+:yfx?sf] k|of]hgsf] nflu of] ;'ljwf pknAw 

u/fO{{Psf] xf] . Ps} lsl;dsf] ;b:otf gDa/ dfq k|of]u ug]{ ;+:yfn] o;df /]hf nufP/ k|of]u ug'{ kg]{ x'G5 cGoyf Invalid Member 

ID  egL Messege  cfpF5 . 
 

#   A/c No. : vftf gDa/sf] cfwf/df klg sf/f]jf/ ug{ ;lhnf] xf];\ egL of] ;'ljwf pknAw u/fPsf 5f}+ . o;df klg F2 u/]/ vf]Hg] 
;'ljwf pknAw u/fO{Psf] 5 . 

 
#    New Member : Mester Entry  df /x]sf] Member Master af6 New u/]/ hfg gkg]{ u/L ;b:otf btf{ ;xh xf]; eL of] ;'ljwf oxfF 

pknAw u/fO{Psf] 5 . 
#  New A/c : Mester Entry df /x]sf] Account/Account Master af6 New u/]/ hfg gkg]{ u/L vftf btf{ ;xh xf]; eL of] ;'ljwf oxfF 

pknAw u/fO{Psf] 5 . 
#   Go : Member ID cyjf A/c No /flv;s] kl5 Refresh ug{sf] nflu of] ;'ljwf k|of]u ug{ ;lsG5 . o;sf] ;§fdf ;b:otf gDa/ 

jf vftf gDa/ /flv;s] kl5 Enter ubf{ klg x'G5 . 
 

#   Grid : ;b:otf gDa/ /flv;s] kl5 Go/Enter ubf{ ;b:otf gDa/;Fu ;DalGwt vftfx? o;df ;"rLs[t x'G5g\ . 
 
 
 
 

Merge Bills : Pp6} ;b:otf  gDa/df  cfwfl/t  vftfx?df  ljleGg  sf/f]jf/sf ef}r/x?af6  ePsf  sf/f]jf/ nufot  cGo 
z'Nsx? ;DaGwL sf/f]jf/nfO{ Pp6} landf ;+nUg u/L d'b|0f ug'{kg]{ cj:yfnfO{ Wofgdf /fvL of] ;'ljwf ;dfj]z ul/Psf] xf] . 
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First Layout df vftfx?;Fu ;DalGwt kIfx? 

 
Member ID /flv;s] kl5 Grid df b]lvPsf vftfx?df ;dfj]z ul/Psf ;'ljwfx? 

 
Balance View on Tooltip : AolQmut vftfdf xfnsf] cj:yfdf slt df}Hbft afFsL 5 eGg] hfgsf/L vftfsf] sf/f]jf/ ljj/0f 
x]g{ gkg]{ u/L vftfsf] dfly Mouse nUg] a]nfdf Mouse sf] k5fl8 b]vfpg] ;'ljwf . 

 
Transaction Voucher or Openining Balance Entry : AolQmut vftfdf sf/f]jf/ ug]{ cyjf AolQmut vftfdf c=Nof= /fVg] 
;'ljwf Grid View df b]lvPsf] vftfdf Double lSns ug]{ a]nfdf pknAw . 

Grid View df /x]sf] vftfdf Right lSns ubf{ pknAw ;]jfx? M AolQmut   

vftf 5fg]/ Right lSns  ubf{  lrqdf  b]lvPsf  ;'ljwfx? 
pknAw x'G5g\ . 
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w]/} 7fpFdf pknAw ;femf ;'ljwf M 

 
s'g} gofF tYof+s cyjf hfgsf/L /fVgsf nflu Ctrl+N 

 
;"rLs[t tYof+s÷hfgsf/L ;Dkfbgsf nflu Ctrl+E/Alt+E 

 
;"rLs[t tYof+s÷hfgsf/L d]6\gsf nflu Ctrl+D/Alt+D 

 
;"rLs[t tYof+s÷hfgsf/L k'gM k|of]usf nflu Ctrl+C/Atl+C 

 
;"rLs[t tYof+s÷hfgsf/L d'b|0fsf nflu Ctrl+P/Alt+P 

 
;"rLs[t tYof+s÷hfgsf/L Excel df k7fpgsf nflu

 Alt+

T Form aGb ug{sf] nflu

 Alt+

X 

;ð6jo/af6 d]l6Psf ;"rL vf]Hgsf nflu Alt+R 
 

ljleGg cfwf/df hfgsf/L vf]Hgsf nflu F3 
 
 
 
 
hfgsf/Lsf nflu lbO{Psf ;'ljwf M 

 
;fIfLsf]  hfgsf/L  M 

 
;ð6jo/ nf]8 x'+b} b]lvg] Window df bfofFk§L /x]sf] Member ID df ;b:otf gDa/ /fv]/ Enter cyjf Go ug]{ a]nfdf Member df 
b]lvg] gfd kx]nf] /·sf] b]lvPdf ;f] ;b:osf] s'g} g s'g} vftf wg hdfgL /flvPsf] x'G5 


