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HOW TO START WORKING IN PACKAGE FOR THE FIRST TIME

X-FA  :  Financial Accounting Software.

X-FA is developed on universally accepted Double entry Accounting System. There is no need of Codes to define the  Masters.   Any Financial Transaction has double effect as 

     (1)  Debit the receiver & Credit the giver

     (2)  Debit what comes in & Credit what goes out

     (3)  Debit all expenses / losses  &  Credit all incomes / gains

A  Financial Transaction may be Sales Invoice, Purchase bill Cash  or Bank  Receipt or Payment, Journal entry, Petty cash, Debit Note, Credit Note etc.

You   will have to make only preliminary entries &  posting  in  the ledger will be done & also other corresponding effects will be given automatically.

       When you are running the software first time  X-FA  MENU  will be displayed.  In X-FA Menu you can select the company to work,  Take Backup of Data,  Update X-FA thru Internet, Restore your Data, View / Print our updations.

So for the first time choose the option ‘ SELECT COMPANY ’ & one company will be created, then press Enter to select the company. Then it will ask Password. The default password is FA & you can also change the password afterwards from Setup Menu. You will get the MAIN MENU on screen. 

First of all you will have to create Your Bank Account in 

Main  Menu  ->  Masters  ->  Account Master  ->  Create.

While creating Bank Account it should have word as  “BANK”  in account name &  at the end say   ‘Y’   to create Bank Book.

(  To Feed Opening Balance of Accounts :  

You can feed Opening Balances of accounts from Account Master.

       To give breakup of opening balance outstanding Bill wise details 

      While creating any new Debtor / Creditor Account in Account Master if you put Opening Balance then at the end it will ask Bill wise Breakup of that Balance, if you do not have breakup of Bills then put only one Figure as  Opening Balance Bill. If you have already created Account then Edit it.

(  To Start Data entry like Sales / Purchase / Bank / Cash / Journal  :

Main Menu      ->    Data Entry  option.

SEPERATE LEDGER POSTING OF VAT/CST/EXCISE etc.  IN  X-FA

   Now from the Financial Year 2007-08 

    In  SALES  Entry :

   If    Vat amount charged in sales entry will be Credited separately to  

         VAT   TAX   PAYABLE    A/C

   And  Cst amount charged in sales entry will be Credited separately to  

         CENTRAL   SALES   TAX   PAYABLE    A/C

   Thus in Sales Entry there will be seperate posting of Vat & Cst to Vat Tax Payable &   Central Sales Tax payable  respectively and other Expenses charged in  Sales Entry will be Credited to Sales a/c including Round Off figure.   

   You can also post the expenses, Excise, Cess etc.  charged in Sales Bill,   in Seperate A/c other than  Sales a/c. You can do this from       

       Setup  Menu  -->  Sales / Purchase Posting Setup 

    In  PURCHASE  Entry :

   If    Vat amount   charged  in  Purchase entry will be Debited separately to  

         VAT   TAX   PAYABLE    A/C

   But Cst amount charged in  Purchase entry will be  Debited  to  Purchase A/c.

   You can also post the expenses, Excise, Cess etc.  charged in Purchase Bill,   in Seperate A/c other than  Purchase a/c. You can do this from       

       Setup  Menu  -->  Sales / Purchase Posting Setup               

If you are charging VAT on  some items on your Profit only as they are exempted purchases then Edit from  Master  (  ST Form master that particular ST Form & make  Purchase  Posting A/c blank & say   ‘N’   to Consider for VAT Calculation in Purchase by pressing  F9 function key at Column  1.

   SO NOW YOU WILL HAVE TO SEE  VAT TAX PAYABLE A/C & CENTRAL SALES TAX PAYABLE A/C.

   NOW  THERE  WILL BE  NO  NEED TO  PASS  JOURNAL  ENTRY  FOR  VAT  PAID  IN  PURCHASES   OR  VAT  COLLECTED IN SALES. 

(  For  PURCHASE RETURN  &  SALES RETURN  ENTRIES :  

      If you want to make Purchase Return then in Purchase Entry when you get then option menu to create purchase bills, press ESC to come to Voucher Type & there give type  as  CN  so it will be treated as Purchase Return  &  same way in Sales Entry Create option press  ESC to come to Voucher Type & there give type  as  CN  so it will be treated as Sales Return .

(  Press   F2   Function Key  to Create any new Account or Item or Sales Tax  Column  on line while

     Data Entry when   you get the respective   Help list.

(  To search any word in Account , Item or ST Column list on line while Entry :

 
At  the  time of data Entry in any voucher when you get the account or  item  List, there to search a particular word  press   Alt +  F  Key & it will ask the word, type there & then press Enter so you will be brought to that  word . To continue same search  press Alt  + G 

(  To Print  Sales Invoice :  

After the Sales Entry is over, press  Escape Key to come to the Options Menu. There you should select  ‘ WOUCHER ‘ option to print Sales Invoice.  You can set your Invocie Printing Setup like Address, Business Desriptions, Terms & Conditions, Sales Tax Reg. Nos. etc.  from

Main  Menu  ->  Setup Menu  ->  Invoice Settings 

(  Define Schedule / Group to an Account :  

       When ever you are creating accounts after the name of the account it will ask  “Under group “  that means the nature of an account whether it is Sundry Debtors, Sundry Creditors, Current Asset, Current Liability, Expense  or  Income.  Then opposite group will be defined automatically. If you wish to change the opposite group then press F9 so you will be able to change the opposite group.

Weekly process for Data checking

          For  Data  perfection please do  every week as follows as if due to any  power  failure  or

 computer shut down while working in the software or any other problem there may be problem 

  in data, So in the company in which you are regularly working, do as follows :

 (If you are using LAN  Version then tell other users to come out of package).  

              Main   Menu     ->   Initialisation  ->   Complete Reposting

   If there is no Problem then it will give message   ‘No Mis-Match found ‘ , But if it gives any Voucer

 having problem then Note down it & delete that Voucher & recreate it from its respective Data Entry option. And again check the same. 

          However Opening Balance Mismatch should be cleared from Account Master.  

          After this do as follows :

          Main   Menu     ->   Initialisation  ->   Check Ledger - Outstanding Bal. 

                If  there is any party shown then press escape then say  ‘N’  to print option &' Y '  to  Correct 

              option.   Then again check the same.If any error or mismatch found please call us immediately.

The Group to be defined for some standard accounts are given below. 

Type of Account  
                    
                                    Under  Group 

Capital accounts 


Capital Account                                                             

Customers or parties to whom we are selling



Sundry Debtors


     


 

Suppliers or parties from whom we are purchasing 


Sundry Creditors  

Suppliers or parties for Exp. (Printing/Serevice) etc. 

Sundry Creditors  For Expenses

Bank accounts 









Bank Accounts 

Cash Accounts            
                             
     
 
Cash On Hand  

Loans taken from banks or institutions on securities   

Secured Loans

Parties from whom we have taken loans                    
 
Unsecured Loans

Parties to whom we have given  loans                                 Loans & Advances Given

Deposits given to companies, Government etc.            
Deposits & Advances

Advances given to staff etc.                                                 Deposits & Advances

Brokers / Agents                                                            
Brokers

Liabilities / Provisions                                               
       Outstanding Liabilities

Investments in shares, bonds, ppf,nsc etc.                     
Investments

Fixed Assets like land, car, office, furniture etc.             
Fixed Assets

Expenses  of  Trading Account                                      
Expenses – Trading

Expenses  of  Profit & Loss  Account                            
Expenses -  P  &  L  A/c 

Expenses  of  Profit & Loss  Appropriation A/c           
Expenses- Profit & Loss App.  

Income of  Trading Account                                      

Income – Trading

Income of  Profit & Loss  Account                            

Income -  P  &  L  A/c 

Income of  Profit & Loss  Appropriation A/c           

Income - Profit & Loss App.  

(  Coding Structure of Accounts :

In our software coding of accounts is done automatically as per the group defined by you. We have shown below the first characters of starting  of  account codes  which may help you in some reports.

· For      Assets              


first    char.   of   Code   is        

'  A    '

· For      Liabilities         

first    char.   of   Code   is        

'  L    '

· For      Debtors           


first    char.   of   Code   is        

'  D    '

· For      Creditors         


first    char.   of   Code   is        

'  C    '

· For      Brokers           


first    char.   of   Code   is        

'  B    '

· For      Loan Taken          


first    char.   of   Code   is        

'  LX '

· For      Loan Given      


first    char.   of   Code   is        

'  AX '

· For      P & L Exp       


first    char.   of   Code   is        

'  PE  '

· For      P & L Income    


first    char.   of   Code   is        

'  PI   '

· For      Trading Exp      


first    char.   of   Code   is        

'  TE  '

· For      Trading Income      


first    char.   of   Code   is        

'  TI   '

· For      P & L App Exp   


first    char.   of   Code   is        

'  RE  '

· For      P & L App Income


first    char.   of   Code   is        

'  RI   '

TIPS   :   DATA ENTRY  

(1)  F 10   key to save in Browse mode & also instead of pressing enter again & again you can bypass it by pressing   F10  key .

(2)  F2  to Create Account or Item or Sales Tax Form on line while Entry :

To  Create  any  new  party or account while you are making  any  Entry  in  Sales, Purchase, Cash or Bank, Journal  etc., you can directly Create new account with the help of       '   F2  '  Key.

(3)  To search any word in Account , Item or ST form list on line while Entry :  

At  the  time of data Entry in any  voucher when you get the account  or  item  List, there  to search a particular word  press   Alt +  F  Key & it will ask the word, type  over  there & then press Enter so you will be brought to that  word .  To  continue search again press  Alt  + G.

(4)  Short cut in Sales / Purchase voucher Entry :  

In Purchase or Sales Entry option  in transaction, in the 2nd screen there are many fields which may not be used by  you .   So after the discount column, you can directly jump to the Sales tax field   by   pressing    the  ‘ TAB  Key  '.
And after selecting the required Sales tax column  press  '  F10  ' Key to save. 

If in the second screen the Sales tax column is there which you wanted & you do not want to change other items, then just press '  F10  '  Key for direct saving.

You can also Round Off Your Sales Bill Final Amount  / Discount  / Excise / Sales Tax 

 to 100 Paise  from

 Set Up Menu    ->   Company Details   ->    Rnd. Figure  

(5)  Contra Entries :
If you are having more than one Bank & transferring from one bank to another then 

you should pass entries in CONTRA ACCOUNT which should be created in Account Master Under Group of Current Assets. If you are transferring from BANK-1 TO BANK-2 then in BANK-1 – PY SIDE give account name as CONTRA ACCOUNT  & in narration write as trf to BANK-2  same as in BANK-2 – RC – side in account name write CONTRA ACCOUNT & in narration write as trf from  BANK-1.  So balance in CONTRA ACCOUNT will be zero.

(6) Short cut in Petty Cash Entry : 

   For Petty cash entry  you will have set the expense columns from

  Set Up Menu    ->   Petty Cash Setup  

    In Petty cash entries  to jump to a particular expense column then press  ~   (tilde) key (below Escape key)  In petty cash entries if you want directly to jump to Narration Field then press ‘ TAB  ‘   key  and   if   you want to go to first expense column then press  ‘ Shift +  TAB‘    Key.

       There is one important thing to be done in case of Petty cash entries. All other entries are posted automatically except petty cash entries. So after making petty cash entries you will have to select  POST  option from the options menu & select the full year range  so that all the new unposted entries will get posted. There is no problem if you selected  POST  option again because it will post only unposted entries & will not post any posted entries again.  But when you want to make any changes in any entry you will have to UNPOST  that particular month’s entries by selecting  UNPOST  option & then after making the changes you will have to  POST  that month’s entries.

(7)   C-form Entry :  You  can  feed C Form received against your Sales thru 

Data entry   ->   Other Transactions   ->    St Form Recd / Sent.

               Also you can get list of Forms Pending & Received or Sent. You can get Party wise Pending

        forms list or C Form Reminder from  Print Reports (  Sales Reports  (  St Form Reminder

(8)   Help for Edit / Delete any Data Entry  on basis of  Party name,  Amount, Bill No.,

       Cheque  No.  etc.  :

       You  can  search any of above in Sale/Purchase/Cash/Bank data Entry in  Edit / Delete option. Whenever you selected Edit / Delete option  you will be asked voucher no. & if you do not know voucher no. then press   ‘  F1  ‘  for help & help list of all entries will be displayed   Party  wise  alphabetically.  Also you can find  or index the   list in  voucher no. / Invoice no. / Party name / Cheque no / voucher date / amount order by pressing  ‘  F2  ‘   key.

(9)  Search Name, Amount, Bill no., Cheque no. etc. in Data Entry  Browse option :

You  can  search any of above in any  data Entry in  Browse option.  There  you  will be   displayed all the entries you have made.To search a particular word just press ' Ctrl + F '  & it will ask to look for,  give that word over there & then press  ‘ Ctrl + Enter '  key  You will be brought to that word & to continue search press '  Ctrl + G ' again & again for the same word.

(10) Edit Narrations only in a Quick Report Ledger : 

When you are watching any Ledger in Quick Report & press enter on any entry,  It will display the Voucher Details with Narration, here  Press  ‘  TAB  Key  ‘  to edit Narration.

(11)  Alt + 1  will  open a  Notepad  to  write  any  notes or reminder while working in the 

  Package in any Menu,   then Ctrl + W  to save this notes.  

  Also you can copy any report  by selecting the report  with  ‘CTRL+A’  &  THEN 

‘CTRL+C’   to copy the selection then press Escape & press  ‘ALT+1’  to open Notepad 

then  press  ‘CTRL+V’ to paste the selection. Thus you can copy 2/3/4 as many reports 

& view altogether in one text file by pressing ALT + 1 .

(12) Change of Opposite Group of any Account in A/c Master : 

       Press  ‘  F9   ‘   to change opposite group of  any account when you come to the Opening Balance

       Field  in Account Master while Editing of Account.

(13)  Narration Help while Data Entry :  
In Cash / Bank / Journal entry you can have help of standard narrations which are created in   Masters  (  Narration Master.  At the field of narration you can write two / three alphabet of starting of narration you want,  then  press  ' F1  '  & you will get narration list so press enter to select the required narration.  You can also create new narration by pressing  ‘  F2  ‘.

(14) Ctrl + R  to repeat Narration of  Previous Entry in Cash /Bank / petty Cash/Journal 

        entries.

(15) Ctrl + E  to erase  Narration of current Entry in Cash / Bank / petty Cash  / Journal 

        entries.

(16) Alt + C   for calculator in  any Menu &  Alt + S  then  C  for calculator while viewing any report.in 

       data entry if you are on a field where you want to put the figure from calculator press  ‘   P  ‘   to paste

       the calculated amount.

(17) Check Data : 

        Due to Shut down of Computer or Power Failure while working in the Package there may be problem

        in your Data. So to check for it select 

       Main   Menu    ->    Initialisation   ->   check Ledger / Trial Bal. 

If there is no Problem then it will give message   ‘No Mis-Match found ‘ , But if it gives any Voucer having problem then Note down it & delete that Voucher & recreate it from its respective Data Entry option. However Opening Balance Mismatch should be cleared from Account Master.

       To check Outstanding Mismatch  select 

       Main   Menu    ->    Initialisation   ->   check Ledger / Outstanding bal. 

If there is no Problem then it will give message   ‘No Party found having Mis-Match Ledger-Outst. Balance‘,  But if it gives any Party having mismatch then,  

 Preess escape & say  ‘N’  to print option &  ‘Y’  to  Correct   option. Then again check the same.

(18)  View Ledger Account Information : 

If you want to view any Party’s Address, Telephone No., Transporter, Closing Balance etc. 

       Main  Menu    ->    Quick  Reports  ->   Account Information 

(19)  View  Item Balance Quickly : 

If you want to view any Party’s Address, Telephone No., Transporter, Closing Balance etc. 

       Main  Menu    ->    Quick  Reports  ->   Item Stock
(20)  Account / Item  Code Help while taking any  Report : 

When you are taking any report & it asks you the code of the account or item,  you can have help of account or item with the help of  'F1  '  Key. 

For  e.g.  If  you want help for name  'computer'  then you  just type 2 to 3  characters of  the name i.e. COMP  (do not give Code) & then press the  ' F1  ' Key & you will get  its nearest word. Now  you can select the required one & press Enter Key to select.

(21)  If you are changing any Account Name in previous year company,   

       Then whenever  You Update  A/c Balances in Current year company  from previous  year company,  that   account will be  created again with the new changed name &  the  Old  A/c will not have the  Opening   Balance but will have only  Current Year  Transactions &  the New  A/c will have only Opening  Balance.  Thus  there  will  be  two accounts of  same  Party.  Therefore  whenever  you

       are   changing  name of any   Account in   previous  year company at the same  time please  do the

       same changes   in current year company also & vice versa..

(22) Printing of Invoice :  By   selecting   ‘  Woucher  ‘  from Options menu  in Sales data entry option.          

(23) Printing of  Cash / Bank / Petty Cash  / Journal / Debit Note / Credit Note :

        By   selecting   ‘  Woucher  ‘  from Options menu from respective data entry option.          

(24) If  you do  not  require Bill to Bill Allocation & Outstanding Reports  Then 

Set Up Menu    ->   Company Details   ->      '  Bill Allocation   ? '   should be  '  N  '.

But  then you will not be able to maintain your Outstanding Bills Report, Ageing analysis,  but still  your ledger balance will have correct effect.

       When  you want again to start allocating your entries then make this option  ‘  Y  ‘, then do  

           Main   Menu    ->    Initialisation   ->   Chk Ledger – Outstanding Bal

(25) If  you are not printing your Invoice from the package, &  still it asks in  every Sales bill  Entry,  after 

       giving party name, all the details like  Address,  L.r.  No., Transporter name  etc., then the option in

           Set Up Menu    ->     Company Details    ->     ' Print Invoice ? '   should be  '  N  '.

(26) Please fill & check the following details for Tds & Loan Reports.

     1)   Give Our Co. Name, addr.,            in      SETUP Menu - Company Details

2)  P.A.N.  No.  &  Our  TDS No.      in     SETUP Menu – TDS / PARAMETERS

3)  Tds  Ward-Circle &  its Address   in     SETUP Menu – TDS / PARAMETERS

4) Create Bank Account with name of bank & address in A/c Master  in which TDS is deposited

      (Say    ‘  N  ’  to create Bank Book over here)

5) Please check in Account Master that  in the  Party Account  the option TDS  should be   'Y'   if TDS  is to be deducted. Also the percentage of  TDS with Surcharge if any to be fed in  in Account Master of the Particular Party.

TIPS  :  PRINTING  OPTIONS 

(1)      If you are printing any report from  X-FA  & the dot matrix printer is installed  locally in comuter  in 

which you are working in X-FA, Then the printer port should be  LPT1. If you want to print to any   other printer with other computer thenonly change the port by pressing  F1  & if the port is not there   then create the port by pressing  F2  in the port field & give the Computer name & Printer Sharing   Name to which you want to print.

    But if you are printing any report from X-FA in Laser Printer, then the port should be  USB. If you 

 are not able to print in USB printer please consult us.

(2)      In any report selected by you after giving your selection it will show the

                       REPORT SETTINGS MENU  FOR PRINTER
           In this settings it will show whether you will require  80 col.  Or  132  col. Stationery.

        Here you can give 

(a) Your report Heading

(b) Line spacing of the report

(c) Left margin

(d) Top margin

(e) Whether to print page no. or not.

(f) Date of printing of report.

(g) Address of Our  Company

              After these settings are over it give  you the device menu as follows :

**  Printer                              **    Word  Format

**  Screen                              **    Fax Report 

**  Disk report                       **    Email Report 

**  Excel Format                   **  HTML Format 

               All these options will come depending upon the report style &  width.

       (A)
PRINTING  ON  PRINTER

               If  you  select  printer it will be printed on printer also you can change your printer

               by pressing  ‘  F1  ‘ & if the required printer port is not in the list then you can create port by  ‘F2’

       (B)
DISK  REPORT

          If you select  Disk  Report then it will ask the file name to be saved on computer then  it  will be

      shown you on the screen & after it it will ask you whether to Print  or  to  Copy  to a  floppy as to 

      be  printed from another  computer where our software is  not installed.  If you select    ‘ Y ‘    to 

             print it will ask you page range that means  you  can print particular page of the report also.

  You can change the report file & print or copy that Disk report afterwards also from   

               
Utility  Menu    ->   Disk Report    ->   Disk Report 

Here also you can print the report by giving page range.

       Here one more option is there where you can edit i.e. make any changes in any disk report file in Wordstar or  Foxpro  & then can print the changed report. If you open the file in Word Star than  if you want to save the file press CTRL + KD  then  X  to exit the file & if you do not want to save this file then press  CTRL + KQ then  Y  to leave the changes. 

       If  you open the file in Foxpro then press  CTRL+W   key to save & if you do not want to save it then press Escape  &   Y  to discard changes.

       If  your  printer is not working properly then you can copy this disk report in floppy  or Cd

       &  print it  from another computer also where our software is not installed. You can  just go  to 

      MS  Dos  Prompt  & suppose the floppy drive is   A:   & file name is   001SALE.SPL  then the

      command to print is 

               
COPY  A:001SALE.SPL  PRN

    (C)
EXPORT  TO  EXCEL  /  HTML  COMPATIBLE FILES

       You can export some reports to  EXCEL  or make  HTML files also. These files are store in 

X-REPORT  Folder in the Drive where the Software  is installed.

                     For Excel files    CTRL + SHITFT + A    together to give proper width to each  column. 

              For  Excel files you will have to make some modifications to get proper  report.  Then to save the

              file if useful select SAVE AS option from File Menu & give file type as 

              MICROSOFT EXCEL WORKBOOK FORMAT   & Select the folder to save the file.

(3)  You can prepare  general letters for  your customers/ suppliers as per your requirements  from 

                      Utility  Menu    ->   Disk Report   (  Letter  Files

Here copy general letter file to other file & give new file name & edit that letter but do not change the items in the letter with  ‘ %  ‘  sign as that will be taken automatically by the software. So after preparing the letter from this menu you can print this letter to selected parties from

                      Main Menu   ->    Other report  ->  Other report  ->    Letter  

              You can also edit standard letters given by us of  Payment Reminder, C Form Reminder, Balance

       Confirmation etc.

(4) You can  print the address of your company in all the reports,  If  the option

       ‘ Print' address ‘     =   ‘ Y ‘     in report setting.

TIPS  :  REPORTS & UTILITIES 

(1) PLEASE DO NOT TAKE BACKUP without consulting us if you find any problem or error in

      your Data.

(2)  To Print or view the Ledger Quickly go in 

             Main Menu       ->     Quick Report       ->    Ledger  

(3)  In Quick Ledger you can have Sorting on Basis of Account name,  amount, Narration

       by pressing   ‘F5’   key.

(4)  In Quick Ledger you can find Entries having particular Narration by   ‘F7’     key.

(5)  To Print or view the Outstanding Bills List  Quickly go in 

            Main Menu       ->     Quick Report       ->    Outstanding  

(6)  Schedule Wise Trial Balance / Ledger  From  
            Quick  Reports     ->     Trial Balance 

            Quick  Reports     ->     Schedule wise Ledger 

(7)  To Print Different Type of Letters  : 

             (A)   Payment Reminder to Debtors  go in

                         Main Menu       ->     Quick Report       ->    Outstanding  

              (B)   Sales Tax  Form (C form etc.)   Reminder  Letter to Debtors

                         Print Reports     ->     Sales  Reports    (    St Form Reminder 

              (C)   Account Confirmation Letter  

                         Main Menu   ->   Print Reports ->  Financial Reports ->   Ledger -> Comprehensive Ledger 

              (D)   Balance Confirmation Letter or Other General Letters  

                         Main Menu   ->   Other report  ->  Other report  ->    Letters

(8)  Different Types of Ledgers From 

              Print Reports     ->     Financial Reports    (    Ledger  

·    You can have daily / monthly Summary of any ledger.

·    Complete Account of any supplier or customer with all items, qty, rate etc.

·    Party Summary with all types of entries in Columner Form.

 In Comprehensive Ledger 

· Ledger of any account with previous year or next year data.

· Bank / Cash or any account’s Schedule wise Summary

· Temporary merged report of more than one account.

(9)  For  All Debtors / Creditors with Address, S.T. Nos, Closing Balance List 

               Other Reports     ->     Other Reports    (    Party Detail List 

(10) For  Sales Turn Over Report above particular Limit for Sales Tax Dep.  from 
                Print Reports     ->     Sales  Reports    (    Sales Bill  >  Amt 

 (11)  For Sales  Party wise / St Form wise / Posting Group wise  from 

                Print Reports     ->     Sales  Reports    (    Sales Register (Horizontal)  

(12)  You can enter & print Purchase orders & Quatations from 

                 Data Entry   ->    Other  Transactions  

(13) You can print Slip for Depositing your cheques in to Your Bank from 

                 Data Entry   ->    Cash / Bank Entry  (  List Option 

(14) To Print Address Labels or  Telephone Diary  

                  Main Menu   ->   Other report  ->  Other report  

(15) To  Print St/Cst no. in Purchase / Sales Register :

              You can print the S.T./C.S.T. no. of parties if given in Account Master,in sale/purchase register, 

       also if  you give negative length then these nos will be printed below the name of Party.

(16) To  Print Narration in report  like Bank book, Cash book or ledger  below the account name, then

        Narration length should be given as negative. That means you  should give Name length as  40 & 

        Narration length as   -- 40.

(17) While Printing Final Ledger Accounts You can close Nominal (Expense/Income) 

        Accounts By giving    'Y'   to option  Close Nominal A/c in 

              Print Reports     ->     Financial Reports    (    Ledger  

(18) You can make changes in any disk report file & copy  any report  & print it from

       any other computer from MS dos  Prompt  from 

                 Utility  Menu    ->   Disk Report   ( Disk Reports 

(19) To copy Accounts / Items etc. in a new company from an existing company  Select

        the New Company & go in

                 Utility  Menu    ->   Copy Master Record

(20) To copy Address & S.T.Nos of all Debtors / Creditors in a Company from its own

        Previous Year Select Current Year company  & go in

                 Utility  Menu    ->   Copy Master Record   ->   Party Addr/ST Nos.

(21) You can merge  same accounts if created more than one by mistake, so all the

        entries of all those accounts will get merged  in one account   from 

                 Utility  Menu    ->   Merge Master Code 

        Same way you can merge Stock Items also.

(22) You can change any accounts code if created under wrong group  from 

                 Utility  Menu    ->   Change Master Code

               It  means if  you have created one  account under group of  Expenses Trading a/c & if you want to

       change   it  under  group  of  Expenses   P & L   a/c ,   you  can  change the starting characters of code 

       ‘ TE ’  to  ‘  PE  ‘ .  Then  you have to change the  Under Group field from   

                  Masters   (   Account Master  (  Edit  Option,   

        Same way you can change Stock Item Code also.

(23) You can change the Code  of  Your  Main Company  from 

                  Utility  Menu    ->   Change Master Code 

        For this you will have to select any company other than that whose code you want to change.

(24) You can use function keys of your keyboard for some short cuts as defined  by you

 for selecting a particular  report  which is oftenly used or to write some frequently used 

        words in data entry. You can set these functions keys from

                  Main Menu    ->     Setup menu   ->    Function Key Setup 

       (Here you can give  Enter   key   as      ;       (Semi Column)

(25) Erase any Company from Company :  Select any other company (do not select the

        company you wish to erase) then go to

                  Utility  Menu    ->     Erase Company 


 Then it will show you the list of companies, so select the company you want to erase.

(26) You can change your password to enter a company or erase a company   from

                  Main Menu    ->     Setup menu   ->    Password  Setup 

(27) You can Erase unused accounts or items from your company  from 

                  Main Menu   ->    Utilities  ->  Other Utilities  ->    Sundry Options

(29) Backup in Minimum Three Sets : 

       Please  take minimum Three sets of backup of  your data for each Company. One set for Monday, Wednesday & Friday  & One set for Tuesday, Thursday & Saturday.  And  Third  set on Weekly basis. 

(30)  If in any Item related reports you get in the Quantity column as    *******.***
        Then it means the width of quantity is less than the transactions in it. So go to

              Set Up Menu    ->      Invoice Settings

      Here in the Second Page Increase the Total Quantity Width.

(31)  If at time of Trial Bal. or Balance Sheet it show any missing   or mismatch schedule
  In Account,  then it will show deficit  in Balance Sheet. So first of all you will have to rectify it  thru
              Master  ->  Account Master  ->  Edit option.

YEAR ENDING  PROCEDURES  &  JOURNAL  ENTRY :

(1)  STOCK TRANSFER JOURNAL ENTRY : 

      Entries for Opening Stock & Closing Stock.

      Our Software creates three default accounts of  Stock  as follows :

· TE0OP1 -> Opening Stock     (Trading A/c Expense side   )

· TIZCL1 -> Closing Stock       (Trading A/c Income  side )

· AS0001 -> Stock in Trade      (Balance Sheet  Asset  side  ) 

       If they do not exist then you can create in the Account Master.

     
 
For  e.g.  Your  Current Year is  1998-1999

      

Suppose the Closing Stock of  P.Y.   i.e.  1997-98   is   10000

 Then you have to put this bal. in 1998-99 as  Debit  Opening bal.  in account  master  in

      AS0001 -> Stock in Trade    with   Rs. 10000  as  Debit  Opening Balance.

       Now  to transfer this amt. in Opening Stock,  the Journal Entry as on  1 - 4 - 1998  is

      

Opening Stock    a/c        Dr.     10000.00

  
     
    To  Stock in  Trade  a/c    Cr.     10000.00

       Thus the Bal. in Stock in Trade will be Zero.               

       Suppose the Closing Stock as on 31/03/1999 is 25000               

       Then  to  pass Journal Entry for Closing Stock at the end of the year  as  on  31st March  1999 is

     

Stock in  Trade  a/c          Dr.     25000.00

                
    To Closing Stock    a/c     Cr.     25000.00

Suppose  if  you  are having Stock of more than one item like Stock of Raw Material & Stock of Finished Products  or  Stock of Gold & Silver etc.,  Then  similarly  you  can Create  Three Stock accounts as above for each different item & pass Journal entries  as above.

 (2)  GROSS PROFIT  &  NET PROFIT TRANSFER JOURNAL ENTRY :

       Entries for  Gross Profit trf to Profit & Loss A/c :

       Our Software creates  default accounts of Gross Profit A/cs as follows :

· TEZGP1 ->  Gross Profit trf to P & L  A/c             (Trading A/c )

· PI0GP1 ->   Gross Profit trf from Trading A/c       (P & L  A/c ) 

       If they do not exist then You can create in the Account Master.

       The Journal Entry will be,

       

Gross Profit trf to  P  &  L  A/c    Dr.                     (Gross Profit Amt.) 

                
    To   Gross Profit trf from Trading A/c    Cr.    (Gross Profit Amt.)

This Entry is not necessary , It is to get previous year’s G.P. Figure in the next Year Only.

       Entries for Net Profit trf to Capital a/c or Reserves & Surplus etc.

        Our default account for  Net Profit a/c is  : 

               PEZNP1 -> Net Profit trf to Capital A/c            

       You can create it in Account Master if it does not exist.

       When  you  get  your  Net  Profit & if  it  is to  be  transferred  to Capital  a/c of proprietor, the Journal Entry is

        

Net Profit trf to Cap. A/c    Dr.            (Net  Profit Amt.)

                
    To Proprietor Capital A/c      Cr.   (Net  Profit Amt.)

              When  you  get  your  Net  Profit &  if it is to be transferred to Capital a/c of Partners, the Journal  Entry is

                 
Net Profit trf to Cap. A/c    Dr.  ( n.p. figure )

                     To Partner 1  Capital A/c  Cr. ( Partner's Share )

                     To Partner 2  Capital A/c  Cr. ( Partner's Share )

                     To Partner 3  Capital A/c  Cr. ( Partner's Share )

Suppose  you  are having a Pvt. ltd. company & you want to transfer the  Profit  to Reserves & Surplus A/c then the Entry is                    

                 
Net Profit  A/c               Dr.  ( N.P. Figure )

                     To Reserves & Surplus a/c   Cr.  ( N.P. Figure )   

 (3)  HOW TO  START NEW FINANCIAL YEAR OF AN EXISTING COMPANY :                  

        When you want to start new financial year of an existing Company, select the existing company &

   do as following :

       
Utility Menu    ->    Switch over to next Year        

 (If you are using Multi User  LAN  Version then tell other users to  come out of package).

        As you selected this option it will ask You the new number for the new year company. You  can  press  Enter to select  that number or you can change it also. As you pressed  Enter it will do the Switch  over process & will automatically create   a new  company  with the next Financial Year range of that   existing Company with opening balances. When you come out of that company  &   get  the  Company   menu,   there  you   will  find  that  new  year company  at the end.

      Thus you can work simultaneously in both the year of the same company. Also whenever there is any change in the Previous Year Company, you can Update the closing balances Bill wise of that Previous Year Company  in the Current Year Company.

     To Update the balance select the Current Year Company. & do as following :

     
Utility Menu      ->      Update  A/c-Item P.Y. Bal.

(If you are using Multi User  LAN  Version then tell other users to come out of package).

      As you selected this option it will ask to Update from Previous Year Company. Now it will ask to Update A/c / Item Bal. &  Outstanding Details. 

      So first select A/c Balance – All Accounts & then Outstanding Details. Thus it will Update the  Closing Balances from the Previous Year  to the Current Year of  the same company & you can update Item Opening Quantity also. Aftet updating Balance say ‘Y’ to update Outstanding Bill details.

[##]  For TDS certificate printing :               

                First of all you will have fill & check the following details.
1) Give Our Co. Name, addr.,    in   SETUP Menu - Company Details

2) Gir no. ,  P.A. No.  &  our TDS No. in SETUP Menu - PARAMETERS
3) Tds  Ward-Circle &  its Address  in SETUP Menu - PARAMETERS
4) Create Bank Account with name of bank & address in A/c Master  in which TDS is deposited.

5) Please check in Account Master that  in the  Party Account  the option TDS  should be   'Y'   if TDS  is to be deducted. Also the percentage of  TDS with Surcharge if any to be fed in the field   ' Tds % '   

Special  Narrations for Entries  required for TDS Certificate are as under :

               For Interest Credited thru  J.V.          :  INT @  or  INT CR

               For Interest paid thru Bank                :  INT PAID 

               For T.d.s. deducted thru  J.V.             :  TDS                 

               For T.d.s. deposited in the Bank         :  TDS    PAID
Standard Narrations for LOAN entries :  

     Standard narations for LOAN & Interest  entries should be used as it is,  because LOAN reports like LOAN summary, Tds certificate Interest details etc. depends upon these  Narrations. So you can not change those Narrations but you can add to it. 

       For e.g.   Standard Narration is     LOAN RECD  
       you can not make it as      BEING LOAN RECD     but you can make it as

                    LOAN RECD @ SO & SO %  or  else 

     So  first characters of the Narration should not be changed but after selecting the fixed narration from the narration master with help of  ‘ F1 ’  Key while you are making bank entries & journal entries,  at the end you  can add anything as per you requirement .  So Narration must start with following wordings :

            Standard Narrations for LOAN Entries are as under :

               for LOAN received from some one :  LOAN RECD   

               for LOAN repaid back to some one :  LOAN REPAID 

               for LOAN given by us to Party        :  LOAN GIVEN  

               for our LOAN returned from Party  :  LOAN RETURNED

If you do not want to calculate interest on a particular entry then the narraion of that entry should be started with    ‘   BEING  ‘.
                The above narrations were for Loan Interest Tds. But for other TDS certificates like of Labour, Transport Charges, Professional fees  etc.  the following method of entries to be followed with the specific Narrations given. The TDS is to be deducted if the specific limit as prescribed by the Government is crossed with a Party within one Financial Year.

    Method  - 1  :  Deducting the TDS on Bill amount.

           We will take an example of  Labour Charges.  Whenever you receive bill of any labour party, you will be passing an entry in the Purchase Register / Expense or in the Journal Register. So there in the Narration field you will have to start  the  specific narration for labour bills as

                           LABOUR  CHARGES

           So the computer will treat that Bill amount as gross amount on which Tds will be deducted.

Then you will be passing Journal Entry for  TDS  dedcuted  as

                           Party A/c    …….    Dr.

                   To   TDS  A/c                             Cr.    

           In this entry the narration should start  with     

                           TDS

          It is not considered   whether you are paying to that party  or not for  TDS certificate printing.

           This process should be  continued when you receive next Bill of  Labour.

           So you can print the  TDS Certificate of the party seperately  if you have received more than one Bill in One Year or you can give consolidated  TDS  Certificate.

Method - 2  :  Deducting the TDS on  Amount Paid.

           We will take an example of  Labour Charges.  Whenever you pay any labour party through Cheque, in Bank entry the Narration should start with 

                           LABOUR  CHARGES

           Also the amount should be gross i.e. including TDS amount, evenif you are paying the cheque of amount  from which  TDS  is deducted. 

           At the same time you will have to pass a Receipt Entry in the same  Book  of  TDS  amount.   

           In this entry the Narration should start with 

                           TDS

           Both the entries to be made in the Party  A/c. 

           In this method when  you are passing  entry in Purchase Register or in Journal Register the narration should strart with   ‘   BEING  ‘
           Same way in the Journal Entry of  TDS  also narration should start  with    ‘    TDS   ‘

Special  Narrations required for TDS Certificate other than Tds deducted from Loan Interest:

        Expense  Account  Name                                 Narration  should start with

-----------------------------------------------------------------------------------------------------------------------

 LEGAL FEES                                 -                     LEGAL  

TRANSPORT CHARGES               -                   TRANSPORT CHARGES     

CONTRACT CHARGES                 -                   CONTRACT CHARGES      

LABOUR CHARGES                      -                     LABOUR CHARGES        

ADVERTISMENT CHARGES       -                    ADVERTISMENT  

COMPUTER EXPENSES               -                    COMPUTER EXPENSES     

PROFESSIONAL FEES                  -                    PROFESSIONAL 

RENT                                               -                      RENT                  

SECURITY CHARGES                  -                     SECURITY 

TROUBLE SHOOTING :

In case of  :

 (A)  Power failure while working in the package

    (B)  If there is any difference in trial balance (not in opening balance) 

 (C)  If you get message like there are some mismatch in account balances or there

          are some  unposted  entries

 (D)  Hang of Computer  while working in the package

       (E)  If your Report is not coming proper 

       (F)  Before Finalisation of accounts.

(If you are using Multi User LAN  Version, Tell other users to come out of this company)

 Select the same company in which you were working & do the following.

       (i)    Main  Menu    ->    Initialisation   ->   Complete Reposting  

        If there is no Problem then it will give message   ‘No Mis-Match found ‘ , But if it gives any Voucer having problem then Note down it & delete that Voucher & recreate it from its respective Data Entry option. And again check the same. However Opening Balance Mismatch should be cleared from Account Master.

       (iv)   Main  Menu    ->    Initialisation   ->    Check Ledger - Outstanding Bal. 

                If  there is any party shown then press escape then say  ‘N’  to print option &' Y '  to  Correct 

              option.   Then again check the same.

              If any error or mismatch found please call us immediately.

       After  this process also if you find that your data is not correct, then  please do not take any new backup on the same floppy / Cd / Pen Drive which you are using regularly, as the corrupt data will get copied on the backup. So please call us immediately  as If  your  corrupt data is recoverable then we can try otherwise you will  have  to restore your previous backup. 

ERRORS & SOLUTIONS

       Errors usually comes due to power failure or computer's internal problems or due to corruption of data files or other files. Whenever any Error comes in the package the format of the Error is as follows :

· In  company        ................

· Error message        ................

· Error line               ................

· Error line no.         ................

· In program             ................

       You can Print this Error by pressing Print screen Key. If it is not Printed, then you should write down these informations & contact us.

(A) The  general  Errors come are as follows, which is written in the  Error Message field.
               (1)  Database is not ordered

               (2)  Index does not match data

               (3)  Record is out of Range 

       If  these Error come, then press  '  Q  ' to come out of the package. Then  again start the   package tell other users to come out of package if you are using LAN Version, & select System Utilities Option from  X-FA MENU  then press Enter on Re-index all Companies Data.

(B) Sometimes different Error may also come like

               (1)  Not a database file 
               (2)  Invalid function argument
(3) No database is in use         

(4) Alias not found    

(5) File does not exist

(6) Mismatch case structure

(7) Insufficient Memory

(8) Variable not found

            These  Errors  may come  due to  corruption of  the data or structure of the data file and  you can not 

     work in  the package  smoothly.  So  please DO NOT TAKE BACKUP again if any Error comes 

     like  this, immediately call us.

      Please do not take backup of the data on the same Floppy / Cd / Pen Drive when there is any  Error in the data, because the corrupted data will be copied on the Error free data. 

(C ) Sector not found reading Drive   or  writing Drive  or General Failure

      Reading Drive...

            This  Error  comes  when there is problem in your  Hard  Disk or the  floppy drive. When it gives as 

        Sector not found reading drive  C   or    D   or   E     etc.  then there is problem in your Hard Disk, And 

        if   it shows as  Sector not found reading drive  A  or   B  then there is problem in floppy drive or in the 

        Floppy itself. You can remove that Floppy & use another. Still the problem appears then there is

        problem   in Your Floppy Drive. 

 
So  please  call  your Hardware Engineer & do not take backup after this problem . 

       Please call us immediately when any of above problem comes to talk to your Hardware Engineer.

(D ) Variable not found ...

        If some variables are missing then to update it go to 

        Setup  Menu     ->    Auto correction    ->  Update Structure  (  Current company

(If you are using Multi User  LAN  Version then tell other users to come out of package).

(E ) In sufficient Disk space...

        It means that the space available on your hard disk is not enough, so please delete  unnecessary files from your hard disk.

(F )  If at the time of backup or restore of floppy error comes as  “ General failure Writing / Reading 

        Drive or  Read Fault Error Writing / Reading Drive or General    Failure Reading Drive...

Then  please press  Ctrl + C  to terminate the process & discard that floppy & use a new floppy.

BACKUP OF DATA

      Regular  &  multiple sets of Backup of Your data in C.D.  or Pen Drive is the major  safety  against  data corruption. Because when  Your data is corrupted in such a way which can not be recovered or repaired,  then You will have to Restore Your data.

Please remember following :-

· For  safety  of  data  There is no other alternative than  Regular  Backup  in  case  of  data corruption / Deletion / Hard Disk failure etc.

· Maintain minimum 3 regulars sets of Backup for each year of each Company. Backup of  data  on first set can be taken on Monday, Wednesday & Friday,   & Backup of data on second set can be taken on Tuesday, Thursday, Saturday & Sunday.  And last 3rd set of backup can be taken every week.

· However data is to be needed to backed up  only in case of creation, Deletion or Edition of one / more entries. Once backed  up, There  is  no need to back it up again till any addition or modification made in Data.  So  no  need to take daily Backups of data which is  not  changed  since  last Backup. 

· Also take separately 2 Sets of Backup of all finalized companies data & keep it at other safe place.

· If you are taking backup in Cds or Pen Drive then you can take all companies in that. After Backup you should check the Date & time of backup files in Cd or Pen Drive from my computer.

· If sometimes You have any problems with hard disk like general failure or data error or sector not found or at least have doubt about its functioning properly,  please  take   Backup on other new Cds & Pen drive, do not take Backup on regular Backup Cds or Pen drive.

Important  :   Please do not take backup of the data on the same Floppy / Cd / Pen Drive when there is any  Error in the data, because the corrupted data will be copied on the Error free data. 

Backup  of Data : 

Select  BACKUP  OF  DATA  from  X-FA Menu 
       You will be displayed the menu of your companies which is indexed on financial year &  latest years will be displayed on top. You can select the company by pressing   

TAB  key.

Then it will ask  Floppy  / CD / Pen Drive  (i.e. where it is to be copied.)

So  you can give the drive letter on which backup is to be taken. 

       After taking backup please check the Date & Time of the Backup File in the RWCD or Pen Drive from My Computer.  You can also copy backup files of your data on another drive of your harddisk.

Restore of Data : 

       Please remember that whenever You have taken Backup on floppies or rewritable cd or zip drive , It  copies the data first on the Hard Disk Drive on which the program is  installed then it copies in the Floppy. So You can Restore Your data from Your Hard Disk also.  If Your  Hard Disk is crashed or data has corrupted in the Hard Disk or it is not readable then only Restore your data from the Floppy / CD / Pen.

Select  RESTORE OF  DATA   from  X-FA Menu   (  System Utilities.
       Here you will have to give Your Company Number  & The Drive Letter from Where Data hass to be restored, i.e. CD Drive or Pen Drive or Floppy Drive. Thus it will Restore the data.

If while restoring any error comes like

(1) Not ready reading drive  

(2) Read fault error reading drive  

Then press CTRL+C to terminate & use another  Floppy / Cd / Pen Drive with backup of  the same company.

To  Restore  data please consult us for safety.

Note  :  The contents of this manual are subject to change without prior notice.  We neither   assume  any liability for any errors in this manual  nor  for any  damages  or losses resulting from the use of the information  contained  in  this manual.

                                     Some Important Key Board Keys :

                         \             =    Back Slash

                         /             =    Front  slash / Forward  Slash

                          :            =    Column 

                          ;            =    Semi  Column 

                      (            =    Back   Space 

                         *            =    Star   or  Astrik 

 ~            =    Tilde (Belowe Escape Key) 

                          ‘            =    Aphostophe 

                         “            =    Inverted Coma

                           ,           =    Coma 

                          <          =    Less  Than 

                           >         =    Greater   Than 

                          ?          =   Question  Mark 

                         $           =    Dollar  Sign

                         (            =   Opening Breaket 

                          )           =    Closing  Breaket 

Note  :  The contents of this manual are subject to change without prior notice.  We neither   assume  any liability for any errors in this manual  nor  for any  damages  or losses resulting from the use of the information  contained  in  this manual.

