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 At first, the list of ACCOUNTANTS will be shown here. 

 

 FINANCIAL YEAR has to be created. 

 

 



 

Click here to EDIT or DELETE the Financial Year. 

 

EDIT: You can EDIT the Financial Year from here. 

 

o At the end of a financial year, the financial year should be ended here. 

o For A new Financial Year, same process to be followed. 

o To see the previous Financial Year, that particular year to be activated. 

o While creating new Financial Year, previous dues will be automatically transferred 

to the current Financial Year. 



 

Click here to add LEDGER name with ledger group. 

 

Placing the mouse on cursor will show the CURRENT BALANCE of the ledger. 

 A LEDGER GROUP is a name of sector-group of accounts. 

[A ledger is a book or collection of accounts in which account transactions are recorded. Each 

account has an opening or carry-forward balance] 

And LEDGER NAME is an account under ledger group (transactions against income/ 

expenses) 

CURRENT BALANCE: Opening balance in the ledger at the time of adding the account. 

If there is no current balance, zero (0) to be inserted. 



Clicking on the LEDGER NAME will show the detailed INCOME and EXPENSE 

statement. 

 

➢ Click on the date, view Money Receipt. 

➢ The LEDGER can be edited as required. Click here. 

 

 

➢ After necessary changes and click on the UPDATE button. 

 



Click here to add ACCOUNTS HEAD. It can be income or expense. 

Also in this case, the OPENING BALANCE should be mentioned. 

You have to select the LEDGER ACCOUNT which the income/expense will be calculated. 

 

 

 

Click here to create DUE. 



 

 

 

 Click here to add multiple fields of dues. 

➢  After entry, click here. 

A Money Receipt can be provided from here after the payment received from students. 

 

o  For any waiver, please insert the waiver amount. 



 

 Click here for EXPENSE details. 

 

Click here to add a new EXPENSE. 

o     Please insert detail of Purchase here as per above format. 

o All Purchases will be added in the Total Expenses. 

o After entry, PAYMENT VOUCHER can be generated if required. (By clicking here) 

 

  



 

 

  

 Click here to view ALL REPORTS. 

  

  

 

DUE REPORT: Reports of all or individual due under any particular section can be found here. 

 

 

Clicking on the search button 

will show the result 

 



 

 

 

 

 

STUDENT DUE REPORT: Due reports of any particular student under any section can be 

obtained from here. 

 

 

STUDENT PAYMENT REPORT: Date Order Payment Reports of ALL or Individual 

Students of any particular section can be obtained here. 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

MONTHLY REPORT: Year wise Payment reports of ALL or Individual Students of any 

particular section can be obtained here. 

 

 

 

EXPENSE REPORT: Date to date ALL EXPENSE reports will be found here. 

 

 

 



INCOME-EXPENSE REPORT:  All INCOME and EXPENSE reports will be available from 

here. 

 

 

 

 

 


