Expense management and Voucher Tutorial

First step: login into your account and go to Account entries page.
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Add expense type, amount, and description

Account Ent .
v and scan copy of bill.

Voucher

Date [21-10-2016 Voucher No

Use add row to add multiple expense type in
single voucher

# AIC PARTICULARS DEBIT CREDIT DESCRIPTION FILE

Stationary Exp 1500 IPaymem Details Choose File | No file chosen

cr 1500
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Account Entry

Voucher Use “Bank and Cash” Voucher
Date Voucher No When cash is deposited or

removed from bank

# AIC PARTICULARS DEBIT CREDIT DESCRIPTION FILE
1 Cr [Cash e 10000 [ash deposited in SB| | Choose File |No file chosy £ g.X10 000/- Cash is
.8. ,

or [SBI | [oooo deposited in SBI bank.

[ save | cancar | N Save Bank receipt here by

uploading the scanned copy
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Use Receipt Voucher for [
other income resources.
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If government grant is
received, you can select

# CREDIT DESCH
1 (Gran receipt voucher and

Dr [SEI ¥ Fo0omo corresponding ledgers
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In case refund is _

Account Entry given use Refund

Voucher

Voucher |Refund M
Select

Receipt
Date 21 Payment o
Bank & Cash
Refund

¥
1 Dr [Refnd  +| |15000 Fees refunded to Anil| | Choose File | No file chosen
cr 15000
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Date Voucher No

# AIC PARTICULARS DEBIT CREDIT DESCRIPTI

For all other types of
entries you can use

LocouT journal entry voucher

Log Out

E.g. if mohan catering
services gives an invoice
of 50000/- and this mess
bill is yet to be paid.

REPORT

You can make the entry
as shown.

ILE

Note: Define mohan

1 Dr [Mess Exp P

Cr |Mohan Catering Services ¥

[ove o

|Invuice received, ir

+ADD ROW

Choose File No file chosen

catering services under
“sundry creditors” and
mess expenses under
“indirect expenses” on
the finance settings page.
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Log Out

When the payment is
done you can select the

d
.l
Date Voucher No

payment voucher,

If payment is done

# AIC PARTICULARS DEBIT CREDIT DESCRIPTION FILE
1 Dr | Mohan Catering Service! ¥ | 50000 Cheque No: 54236 Choose File | No file chosen
cr 50000
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through cheque

Debit the Mohan catering
services a/c and Credit
the corresponding bank
a/c
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