
Expense management and Voucher Tutorial 
 

First step: login into your account and go to Account entries page. 

 

  
 

 

 

Click on 

Payment 

 

 

 

 

 



 

 

 

 

Add expense type, amount, and description 

and scan copy of bill.  

Use add row to add multiple expense type in 

single voucher 

 

 

 

 

Use “Bank and Cash” Voucher  

When cash is deposited or 

removed from bank 

E.g. ₹ 10,000/- Cash is 

deposited in SBI bank.  

Save Bank receipt here by 

uploading the scanned copy  

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

Use Receipt Voucher for 

other income resources.  

If government grant is 

received, you can select 

receipt voucher and 

corresponding ledgers 

 

 

 

 

 

 

In case refund is 

given use Refund 

Voucher 

 

 

 

 

 



 

 

 

 

 

 

For all other types of 

entries you can use 

journal entry voucher 

E.g. if mohan catering 

services gives an invoice 

of 50000/- and this mess 

bill is yet to be paid. 

You can make the entry 

as shown. 

Note: Define mohan 

catering services under 

“sundry creditors” and 

mess expenses under 

“indirect expenses” on 

the finance settings page.  

 

 

 

 

 

When the payment is 

done you can select the 

payment voucher,  

If payment is done 

through cheque 

Debit the Mohan catering 

services a/c and Credit 

the corresponding bank 

a/c  

 

 

 

 

 

 


