
 

 

 

 

 

 

 

 

 

Finance and Accounts Management System 

User Manual 
 

 

 

  



Login 

 

Figure 1: Login 

 

Welcome to Finance and Accounts Management System 

 

 
Figure 2 : Dashboard 

 

 

 

 

Enter correct username, 
password (case sensitive) 
and click on login 

To create JV in previous 
year change the financial 
year 

Download Excel to fill 
supporting info in 
payment distribution. 



Master – User Master 

 

Figure 3 : User Master 

 

 

 

Figure 4 : New / Update user 

 

  

Click on employee no. 
to update info. Screen 
with figure 4 will 

Click on filter button to 
search record from 
below info.  

Click to add new 
employee. Screen with 
figure 4 will opened 

Tick on menu name to 
give access for user 

Only DBA user can 
reset password of any 
user 

Enter all above compulsory 
fields, tick menu access, click 
Save/update button 



Master – Approval Master 

 

 

Figure 5 : Approval Master 

  

Add new record, click New Button. Fill 
all compulsory fields in table and 
save/update info 

To update particular record 
click on edit link 

To search particular record, 
enter above fields, click on 



Master – Department Master 

 

Figure 6 : Department Master 

 

  

Add new record, click New Button. Fill 
all compulsory fields in table and 
save/update info 

To update particular 
record click on edit link 



Master – Bank Master 

 

Figure 7 : Bank Master 

 

  

Add new record, click New Button. Fill 
all compulsory fields in table and 
save/update info 

To update particular 
record click on edit link 



Master – Budget Master 

 

Figure 8 : Budget Master 

 

 

Figure 9 : New / Update Budget Master  

Click to edit budget 



Master - Bank Account Master 

 

Figure 10 : Bank Account Master 

 

 

Figure 11 : New/Update Bank Account 

  

To add new user, click Add New Entry 
button, screen fig 11: Bank Acc Master 
will be opened. 

Click to update Bank Account Master 

Enter all above compulsory fields 
click Save button 



Master - Cheque Book Master 

 

Figure 12 : Cheque Book Master 

 

Figure 13 : Cancel Cheque 

 

  

Add new Cheque book, click New 
Button 

Fill all compulsory fields and save 
the cheque book details. 

Click to cancel particular 
cheque. 

View all cheques. 



Master –Party Master 

 

Figure 14 : Party Master 

 

Figure 15 : New/Update Party Master 

 

  

To add new party, click Add New button, screen 
fig 15: New/ update Party Master will be opened. 

Click to update Party details 

Enter all above compulsory 
(*) fields click save/update 
button 



Master - Revised Budget Entry 

 

Figure 16 : Revised Budget Entry 

 

  

Enter revised provision less or 
greater than budget provision and 
click on update to save changes 



Master – Budget Re-appropriation 

 

Figure 17 : Budget Re-appropriation 

1. Select re-appropriation date, it should be within log in financial year. 

2. Select approval of. 

3. Enter non zero value of total re-appropriation amount. 

4. Select source and target budget head, source budget head and target budget head should 
not be same. 

5. Duplicate target budget head is not allowed. 

6. The sum of appropriated amount of target budget head should be equal to the total Re-
appropriation amount. 

7. Click on OK button. 

8. Enter narration for explanation. 

9. Click on Save to save total re-appropriation amount. 

10. Click on New button for new budget re-appropriation.   

 

  

Duplicate target head not 
allowed. 

Source budget head and target 
budget head should not be same 



Master - Drawee Bank Master 

 

Figure 18 : Drawee Bank Master 

 

  

Click for new Drawee bank 

Fill Drawee bank details and 
Save 

Click to update Drawee bank details 



Master - Rejection Category Master 

 

 

Figure 19 : Rejection Category Master 

 

  

Click to add new Rejection category 

Click to add update Rejection category 

Save Rejection category 



Master - Rejection Reason Master 

 

Figure 20 : Rejection Reason Master 

 

 

  

Click to add new Rejection reason 

Click to add update Rejection reason 

Save Rejection reason 



Bank General Receipt 

1. Simple Receipt - 

 

Figure 21 : Simple Bank Receipt 

1. Select receipt date in current financial year, type received from and select bank account name. 
2. Enter draft information, series duplication is not allowed. 
3. Enter instru amount and select drawee bank name. 
4. Select appropriate budget head for receipt. 
5. Multiple budget heads are allowed for total instru amount. 
6. Enter description and purpose of receipt in narration. 
7. Click on save button to submit the receipt. 
8. Save or print the receipt. 

 

 

 

 

 

 

 

 

 

 

 

 



2. Bank Receipt for Advance. 
 

 

Figure 22 : Bank Receipt for Advance 

1. Select receipt date in current financial year, type received from and select bank account name. 
2. Enter draft information, series duplication is not allowed. 
3. Enter instru amount and select drawee bank name. 
4. Select appropriate budget head for receipt (only one budget head for bank receipt of advance). 
5. Select party name from auto suggestions. 
6. Select financial year of advance and enter correct advance no. 
7. Enter description and purpose of receipt in narration. 
8. Click on save button to submit the receipt. 
9. Save or print the receipt. 

 

 

 

 

  

Select financial year of advance no. 
and enter adv no. 



3. Encash FD Receipt 

 

 

Figure 23 : Encash FD Receipt 

1. Select receipt date in current financial year, type received from and select bank account name. 
2. Enter draft information, series duplication is not allowed. 
3. Enter instru amount and select drawee bank name. 
4. Select appropriate budget head for receipt. 
5. Multiple budget heads are allowed for total instru amount. 
6. Enter description and purpose of receipt in narration. 
7. Click on Encash FD button to add FD details. 
8. Click on save button to submit the receipt. 
9. Save or print the receipt. 

 

Figure 24 : FD Details 

Select financial year of advance no. 
and enter adv no. 

Auto suggestions for FD codes. Can 
select multiple FD codes to Encash. 

Click to save FD details.  



Cash General Receipt 

1. Simple Cash General Receipt 

 

Figure 25 : Simple Cash Receipt 

2. Cash Receipt for Advance 

 

Figure 26 : Cash Receipt for Advance 

 

  

Multiple budget heads 
allowed.  

Select appropriate budget head for 
receipt of advance taken.  

Select party name against advc no. 



Cancel Receipt 

 

Figure 27 : Cancel Receipt 

1. Enter Receipt No. 
2. Select Receipt type. 
3. The receipt like Advance receipt, receipt against FD, Cash transfer and deposit cannot be cancelled. 
4. Check the receipt details. 
5. If confirm click on Cancel Receipt button to delete the receipt. 

  

Enter receipt no., select receipt 
type. Check the receipt details. 
If confirm then click on Cancel 
Receipt button 



Document Entry 

 

 

1. Simple payment document 

 

 

1. Select approved by 

2. Select bank account 

3. Select budget head 

4. Select transaction type (Cr/Dr.), enter voucher amount which should be less than remaining 
provision amount. 

5. Click on OK button. 

Select budget head. 

Click for Payment distribution among 
parties, screen Fig 22: Payment Distribution 
will be opened. 

Enter amount less than remaining 
provision amount & click on OK 
button to fill voucher details. 

Click to update document details. 

Enter doc no. and click on 
search to search particular doc 



6. Click for Payment distribution among parties, screen Fig 22: Document Parties will be opened. 

7. Click for Document Bills, screen Fig 23: Document Bills will be opened. 

8. Click Supporting Information, screen Fig 23: Supporting Information will be opened. 

9. Enter narration for explanation. 

10. Tick Pass for internal audit to pass for Inward. 

11. Click on Save. 

 

 

 

 

 

Distribute total voucher amount among 
parties & click on submit to save 

Select Manual when Party name is 
not available.  



 

 

 

 

  

Pay total voucher amount and click on 
Submit to save. 

Bill date should be less than today’s 
date. 

Upload excel for voucher supporting 
info with party name, IFSC code, 
Account no. and amount.  Sample excel 
is available on homepage 



2. Advance payment document. 

 

1. Select approved by 

2. Select bank account 

3. Select advance type budget head DBA can create advance type budget head from budget master. 

4. Select transaction type (Cr/Dr.), enter voucher amount which should be less than remaining 
provision amount. 

5. Click on OK button. 

6. Click for Payment distribution among parties (Manual parties not allowed for advance type 
payment documents), screen Fig 22: Document Parties will be opened. 

7. Click for Document Bills, screen Fig 23: Document Bills will be opened. 

8. Click Supporting Information, screen Fig 23: Supporting Information will be opened. 

9. Enter narration for explanation. 

10. Tick Pass for internal audit to pass for Inward. 

11. Click on Save. 

 

  

Select payment head of advance to 
create advance payment document. 



3. Simple deposit payment document 

 

All the other steps for the voucher creation are as per simple voucher creation. 

 

4. Refund of deposit 

 

 

 

Select needed payment for debit and 
deposit receipt head to credit deposit. 

Select needed payment for debit and 
deposit payment head to credit deposit. 



 

1. Enter party name for whose deposit is (You can add only single Party for Deposit) 

2. Manual party is not allowed. 

3. Enter amount 

4. Enter financial year of deposit voucher, voucher deposit by (any of voucher, bank receipt, cash receipt) 
and respective no (any of voucher no., bank receipt no., cash receipt no.). 

5. Check the information and click on submit button. 

6. Other steps for document bills and supporting information are as per simple payment document. 

7. Tick on pass for internal audit to forward voucher to finance department. 

8. Click on save button. 

 

 

  



Journal Document Entry 

 

 

1. Simple Journal Document 

 

Create simple journal document to adjust budget provision among two budget head 

1. Select document date, approved by. 
2. Select one or multiple budget head ( credit amount should equal to debit amount)  
3. The other steps for payment distribution, document bills and supporting information are as per the 

simple payment document. 
4. Enter narration 
5.  Tick on pass for internal audit to forward voucher to finance department. 
6.  Click on save button. 

  

Total amount should be zero for journal 
document 

Credit amount = debit amount 

Click to update document details. 

Enter doc no. and click on 
search to search particular doc 



2. Advance settlement in journal document 

 

 

 

1. Enter party name for which advance is given (You can add only single Party for advance) 

2. Manual party is not allowed. 

3. Enter total voucher amount 

4. Enter financial year of advance voucher 

5. Check the information and click on submit button. 

6. Other steps for document bills and supporting information are as per simple payment document. 

7. Tick on pass for internal audit to forward voucher to finance department. 

8. Click on save button 

Respective receipt budget head of 
which advance need to settle. 



Cheque Cancellation 

 

 

 

 

  

Select all options and click on OK button, 
multiple cheques can be added to one 
cheque cancellation doc 

Click to update document details. 

Delete and add new cheque 



IT Payment Document 

 

1. Select from date, to date, select budget head (D.2.R.11 : TDS (94C) Deducted, D.2.R.12 : TDS (94J) 
Deducted, D.2.R.13 : VAT Deducted) 

2. Click on show voucher button 
3. Tick the Income tax deducted documents from the list  
4. Select approved by, select bank account 
5.  Finally if confirmed, click on generate document button. 
6. Income Tax/VAT Document can be seen in Transaction -> Voucher -> Payment Document 
7. All the other steps are as per simple payment document. 

 

  



Investment Entry 

 

 

 

 

 

  

No. of budget head selected here will 
create that no. of FD’s. 

Click to update document details. 



Document Inward 

 

 

  

Search particular document 
here 

Select department of which 
voucher need to Inward. 

Click to Inward document. 
Inward no. will be generated 



Document Assign 

 

 

  

Tick and select multiple 
documents to assign. 

Select user to assign for audit 

Select department of which 
documents need to assign 

Click to assign all selected documents 



Internal Audit 

 

 

 

Nothing can be changed at the stage of audit. Auditor can reject the document by ticking on reject 
document, 

Select rejection reason category, select reason and click on save button. 

If not rejected click on save button to forward document for final authorization 

Journal document gets voucher number at this stage. 

 

  

Click to audit document 

Enter doc to search 

Tick to reject 



Select Internal Audit Authorization 

 

 

 

Click to audit document 

Enter doc to search 

Tick to reject 


