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Microfin360 Software 

MIS Module  
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Zvici GKwU WvqvjM e· Avm‡e †mLv‡b e¨envi Kvixi bvg I cvmIqvW© w`‡Z n‡e 

Kw¤úDUvi Pvjy Ki‡Z n‡e 

Admin + Change Password 

User login+user full name+old password+new password+ verify new 

password+Save 
 

Software Gi dash board open n‡e 

 

Menu 

 

 

Microfin360 Software login 

 

 

 

 

gwRjv dvqvi d·/¸Mj ‡µvg Pvjy Ki‡Z n‡e (B›Uvi‡bU Gw±f _vK‡Z n‡e) 

 

 
 

http://mfnext.microfin360.com/brdbiresppw   wjs‡K wM‡q mvP© Ki‡Z n‡e 

A_ev iresppw-brdb.gov.bd ‡Z jwMs Ki‡Z n‡e; †mLv‡b GgAvBGm mdUIq¨vi bv‡g 

 AvBK‡b wK¬K Ki‡Z n‡e 

 

 

 

 

 

Password Change: 

 

 

 

 

 

 

 

wet `ªt KvR †kl -n‡jB A_ev Riæix cÖ‡qvR‡b evwn‡i hvIqvi cÖ‡qvRb n‡j Aek¨B jMAvDU 

Ki‡Z n‡e| welqwU ¸iæZ¡c~Y©| 

 

http://www.microfin360.com/brdbiresppw
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Menu 

Save 

 

Menu 

 

Configuration 

 

Address configuration 

 

Union/Block + villages/Block+ working area 

 

Samity 

GjvKv Configuration Kiv 

 

 

 

 

 

 

  

 

wet ª̀t Existing MÖv‡g bZzb mwgwZ Kivi †ÿ‡Î ïaygvÎ IqvwK©s Gwiqv wb‡q KvR Ki‡Z n‡e| 

GKB BDwbq‡b bZzb MÖv‡g bZzb mwgwZ MVb Kiv Ki‡Z MÖvg I Gwiqv wm‡j± Ki‡Z n‡e| 

bZzb mwgwZ mdUIq¨vif~³ Kiv 

 

 

 

 

 

 

 

 

                                                       

 

wet ª̀t mwgwZ Gw›U †`qvi †ÿ‡Î KLbB Product select Kiv hv‡e bv| 

Add a click 

Name + Working area select + field officer select + Samity day select 

+ Samity type (Female) select 
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Menu 

 Members 

Member information G Click Ki‡Z n‡e 

Add G Click Ki‡Z n‡e| Zvn‡j GKwU Form generate Ki‡e 

Save 

m`m¨‡`i ZvwjKv Avm‡e Gi Wvb cv‡k¦ action G Edit  G click  Ki‡Z n‡e 

 

mwgwZ‡Z bZzb Member Gw›U Kiv 

 

                                                     

                                                

 

D³  Form G wb‡¤œv³ Z_¨ mg~n Gw›Uª w`‡Z n‡e t 

 

 

 

 

 
 

 

 

 

 

 

                                                    

  

 

 

     

Samity select + Member name + Primary Product + Date of Birth + Marital 

status + Spouse/father name + Relationship + NID No + Mobile no + 

Present address + Permanent address (Same  n‡j Box G tick   wPý w`‡Z n‡e) 

 
Nominee details     Add    Nominee Name + Relation + Share (%) 

Other information     Member type + Mother’s name + Profession + 

Religion + No of family no + Yearly income + land area 

Continue with Savings G Tick wPý w`‡Z n‡e     Savings  form generate n‡e 

Save 

Menu    Members    Member information 

Others information wM‡q Picture  & signature Upload Ki‡Z n‡e 
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Menu 

Members     Member samity transfer 

Add G Click Ki‡Z n‡e| Click Ki‡j form generate n‡e 

Member Name Gi RvqMvq ID w`‡q select Ki‡Z n‡e 

New samity select Ki‡Z n‡e 

New primary product code select Ki‡Z n‡e 

Preview Click  Ki‡j Save button Avm‡e 

Save 

wet ª̀t m`‡m¨i Qwe I   Aek¨B Av‡M †¯‹b K‡i mdU Kwc mwgwZ Iqvix msiÿb K‡i ivL‡Z n‡e 

hv †_‡K m`m¨ Iqvix Qwe I ¯^vÿi Avc‡jvW Ki‡Z n‡e| 

GK mwgwZi m`m¨ Ab¨ mwgwZ‡Z ¯’vbvšÍi (Member Transfer) 
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Menu 

Members 

Member Primary product transfer 

Add G Click  Ki‡Z n‡e 

Member Name G RvqMvq ID  wjL‡Z n‡e| 

Select New Primary Product 

Save 

Primary Product Transfer 

 

 

 

 

  

 

 

we: ª̀: Loan _vKv Ae¯’vq Primary Product transfer Kiv hv‡e bv| 
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Menu 

Samity 

Samity Field Officer Change 

Add G Click Ki‡Z n‡e 

Samity Name- ‡h mwgwZ bZzb Field Officer ‡K w`‡Z PvB ‡m mwgwZ Select Ki‡Z n‡e 

Select New Field Officer 

Save 

Samity ‡Z Field officer Change 

 

 

  

 

   

 

  

                                                     

we: ª̀: GB KvRwU cÖwZ mßv‡ni †kl Kg©w`e‡m A_©vr e„n¯úwZevi MIS Gi mKj KvR †kl K‡i 

day end Gi c~‡e© G KvRwU Ki‡Z n‡e | 

we: ª̀: GK Dc‡Rjv n‡Z FO †K Ab¨ Dc‡Rjvq e`jx Kiv n‡j bZzb †hvM`vbK…Z FO Gi bvg 

mdUIq¨v‡i Gw›Uªi Rb¨ cÖKí `ßi‡K AewnZ Ki‡Z n‡e| Z‡e GB †ÿ‡Î mßv‡ni e„n¯úwZevi 

mKj GgAvBGm Gi KvR †k‡l K‡i day end Kivi c~‡e© ‡cÖvMÖvgvi‡K †dvb w`‡Z n‡e| 

†cÖvMÖvgvi KZ…©K KvRwU †kl bv Kiv ch©šÍ mve©ÿwbK wnmve mnKvix GB Kv‡Ri mv‡_ †j‡M _vK‡Z 

n‡e|  
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Menu 

Samity 

Select Samity day Change 

Add G Click Ki‡Z 

n‡e 

Samity Name Gi RvqMvq samity select Ki‡Z n‡e 

Select New Samity day 

Select New collection day 

New  collection day †h Zvwi‡L n‡e, ‡m ZvwiL Gw›Uª Ki‡Z n‡e| 

Save 

                                         Samity Day Change 

 

                                                     

 

 

                                       

                        

                                      

                                      

 

                                                     

we: ª̀: e„n¯úwZevi  MIS Gi mKj KvR ‡kl K‡i day end Gi c~‡e© G KvRwU Ki‡Z n‡e| 
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Samity 

Menu 

Add G  Click Ki‡Z 

n‡e 

Samity Close 

Name Gi RvqMvq close mwgwZi bvg select Ki‡Z n‡e 

Closing date select Ki‡Z n‡e 

Save 

Samity Close Kivi wbqg 

 

                                                     

                                                    

  

                                        

 

                                   

                                                     

we: ª̀: mwgwZ Close  Gi c~‡e© mwgwZi mKj m`m¨ Close  Ki‡Z n‡e| 
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Menu 

mwgwZi m`m¨‡`i FY weZiY 

                                                     

Loan 

Loan proposal G Click Ki‡Z n‡e 

       Add G Click Ki‡Z n‡e, Ki‡j GKwU Form generate Ki‡e 

D³  Form G wb‡¤œv³ Z_¨ mg~n Gw›Uª w`‡Z n‡e t 

Member name G †h‡q Member ID w`‡q search  w`‡j Member name Avm‡j Zv 

Select Ki‡Z n‡e + Loan Product Select Ki‡Z n‡e +  proposed Loan amount  

Gi cwigvb Gw›Uª w`‡Z n‡e + Loan purpose Gw›Uª w`‡Z n‡e +Save  w`‡Z n‡e  + Save 

w`‡j Loan Proposal ‰Zwi n‡e  

Dc‡iv³ wb‡`©kbv †gvZv‡eK m`m¨ Iqvix Z_¨mn F‡Yi cwigvb D‡jøL¨ K‡i ch©vqµ‡g Add 

w`‡q w`‡q GKRb GKRb m`m¨ K‡i Gw›Uª w`‡q Save Ki‡Z n‡e 

 

mdUIq¨v‡i FY cÖ¯Íve ˆZwii ci mwgwZi m`m¨‡`i FY cÖ`v‡bi cÖ¯Íve c~‡e©i b¨vq BDAviwWI 

weAviwWwe KZ©„K Aby‡gv`b wb‡Z n‡e|  

BDAviwWI, weAviwWweÕi KZ…©K Aby‡gv`b ciewZ©‡Z GAviwWI, cÖKí KZ…©K GgAvBGm G 

Menu + Loan + Loan Proposal G wM‡q GKRb GKRb m`m¨Iqvix Action G wM‡q 

Approve Button G click K‡i Loan Proposal Approve Ki‡Z n‡e 

AZtci F‡Yi mgcwigvb A_© e¨vsK n‡Z D‡Ëvjb Ki‡Z n‡e| m`m¨‡`i GKRb GKRb K‡i 

F‡Yi A_© weZiY Ges GKB mv‡_ GAviwWI, cÖKí KZ©„„K (Zvi Rb¨ wba©vwiZ mdUIq¨vi Gi 

AvBwW e¨envi K‡i) mdUIqv‡i cÖ¯‘ZK…Z Approve Loan Proposal, Disburse Ki‡Z 

n‡e| G‡ÿ‡Î GgAvBGm G Loan Option Gi Loan Proposal wM‡q GKRb GKRb m`m¨ 

Abyhvqx Action- G wM‡q Disburse Button G Click K‡i Loan Disburse Ki‡Z n‡e| 

G‡ÿ‡Î c~‡e©i  Regular Loan Account Form Avm‡j †mLv‡bI c~‡e©i b¨vq h_vh_ 

Z_¨mg~n wnmve mnKvix  entry w`‡q Save Ki‡eb| 

   

wet`ªt Loan Proposal Approved Ges Disburse GAviwWI, cÖKí KZ©„„K Zvi Rb¨ wba©vwiZ mdUIq¨vi Gi AvBwW e¨envi 

K‡i Ki‡Z n‡e| wnmve mnKvixi AvBwW w`‡q GB KvR Kiv hv‡e bv|  

wet`ªt software G  loan disburse Gi †ÿ‡Î cÖ‡qvR‡b Dcw¯’Z m`m¨‡`i UvKv cwi‡kva Kivi ci ch©vqµ‡g m`m¨ Iqvix  

disbursement Regular lone Account form G Gw›Uª †`qv hv‡e| 

wet`ªt ‡h mKj m`m¨ FY †bqvi Rb¨ ¯^-kix‡i Dcw¯’Z n‡e bv Zv‡`i wecix‡Z D‡ËvwjZ UvKv e¨vs‡K Rgv Ki‡Z n‡e Ges 

GAvBGm G mgcwigvb UvKvi 01wU contra voucher Ki‡Z n‡e| GQvov GgAvBGm G D³ m`‡m¨i  approved ‡jvb  
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Menu 

 Loan 

Loan proposal click Ki‡Z n‡e 

List show Ki‡e 

Member code Gi wM‡q AvBwW w`‡q mvP© w`‡j D³ m`¨‡mi Z_¨ Avm‡e 

Action G wM‡q unapproved G click Ki‡Z n‡e 

unapproved K‡i †jvb cÖ¯Íve evwZj Kivi Rb¨ m`‡m¨i AvBwW D‡jøLc~e©K cÖK‡íi †cÖvMÖvgvi‡K Rvbv‡Z n‡e| welqwU wbwðZ 

bv nIqv ch©šÍ wnmve mnKvix G Kv‡Ri mv‡_ †j‡M _vK‡eb|    

Loan unapproved  Kivi flow chart 
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Menu 

Config 

Select year 

Target Configure 

Gat data click 

Form generate Ki‡e D³ from  G gvm Iqvix target entry w`‡Z n‡e 

Samity + Member (Admission) + loan disbursement (amount )+ saving 

GB 04wU ‡n‡Wi wecix‡Z Gw›Uª w`‡q +  save w`‡Z n‡e| 

cÖwZ Avw_©K eQ‡ii ïiæ‡Z jÿ¨gvÎv mdUIq¨v‡i Gw›UªKiY 

 

 

 

 

 

 

 

| 
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Menu 

Saving 

Savings 

Add +form  generate 

bZzb Saving Account †Lvjvi wbqg  

 

 

 

  

Member + Product + Save 

 mwgwZ Day Gi evwn‡i mÂq Av`vq n‡j posting ‡`qvi wbqg 

Menu 

Saving 

Savings Deposit 

Add + form  generate  

Member + Saving code select  + Amount + Save 
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Saving withdraw   

Menu 

Saving 

Saving withdraw  

Add + form generate  

Member + Saving code select + Amount + Save 

 wet `ªt Saving withdraw Gi †ÿ‡Î me UvKv withdraw  Kiv hv‡e bv| b~b¨Zg 100UvKv 

Rgv ivL‡Z n‡e| †jvb _vKv Ae¯’vq Saving withdraw  Kiv hv‡e bv| 

 

mwgwZ day Gi evwn‡i FY I mÂ‡qi UvKv Av`vq n‡j Posting  Gi wbqg 

F‡Yi †ÿ‡Ît      Menu 

Loan 

Regular loan transaction  

Add click  

Form Generate  

Member Name+ Loan ID  + Amount + Save 
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mÂ‡qi †ÿ‡Ît 

        Menu 

Savings  

Saving deposit  

Add  + Form generate click 

Member  + Saving ID  + Amount + Save 

 

Overdue loan collection 

Menu 

Loans 

Overdue loan collection 

Form generate 

+ Samity Select 
+ m`m¨‡`i ZvwjKv Avm‡e 

+ Action G D³ m`m¨ wecix‡Z  click Ki‡Z n‡e 

Form generate 

Member name  + Loan ID 
 

¯^qsKxq fv‡e Avm‡e hv hvPvB Ki‡Z n‡e 

+Amount + Save 
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Loan Adjustment  

 

Menu 

 

Loan 

 

Loan adjustment 

 

add G click+ Form generate 

 

Member Name + Savings ID+  loan ID+ Closing action  

G Regular adjustment Select Ki‡Z n‡e| + Saving Amount+ Save 

we: ª̀: Kgc‡ÿ m`m¨ cÖwZ 100 UvKv mÂq †i‡L evKx UvKv adjust Kiv hv‡e| ïaygvÎ g„Z e¨w³i 

†ÿ‡Î mÂ‡qi mgy`q A_© adjust Kiv hv‡e|  cieZx©‡Z g„Z e¨w³i †jv‡bi Aewkó A_© Waiver 

w`‡Z n‡e|  

Waiver ‡`qvi wbqg 

                                                       Menu 

Loan 

 

Loan waiver for death member 

 

Add + Form 

 

Member Name + Loan ID+ waiver  type (full) + Note  

(DD Awd‡mi Aby‡gv`‡bi ¯§viK bs I ZvwiL) + Save 
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Rebates ‡`qvi wbqg 

 

Menu 

 

Loans 

 

Loans Rebates 

 

add G click + dg© generate 

 

Member Name + Loan ID+ Interest  

Amount+ Note (KviY wjL‡Z n‡e) +Save 

 

 

 

we: ª̀: ïaygvÎ `gAv‡Ki cyivZb m`m¨‡`i ‡ÿ‡Î c ~‡e©i †jvb Av`v‡qi †ÿ‡Î  (2012 Gi c~‡e©i 

FY cwi‡kv‡ai †ÿ‡Î) Rebate †`qv hv‡e | 

46 wKw Í̄‡Z Av`v‡qi Kvi‡b 1 eQ‡ii c~‡e© †jvb †Ljvcx n‡j Ges AwZwi³ mvwf©m PvR© †`Lv‡j 

ïaygvÎ AwZwi³ mvwf©m PvR© UvKv Rebate w`‡Z n‡e|  
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 mwgwZ day ‡Z mÂq I F‡Yi UvKv Av`vq n‡j Posting  †`qvi wbqg  

 

Menu 

 

Process 

 
Auto Process + form Generate 

 
Action G Click Ki‡Z n‡e GB †ÿ‡Î †h mwgwZÕi 

 wecix‡Z Av`vq n‡q‡Q †m mwgwZ select Ki‡Z n‡e 

 
form Generate 

 
D³ form G (FY) Loan & Saving Gi Av`vqK…Z A_© (Full, Partial, Zero) Gw›Uª w`‡Z 

n‡e| Full n‡j wKQzB Ki‡Z n‡e bv| Partial n‡j Partial G Click K‡i Amount Gw›Uª 

w`‡Z n‡e| †Kvb Av`vq bv n‡j Zero †Z Click Ki‡Z n‡e| 

 
Preview 

 

 
m`m¨ Iqvix Av`v‡qi Gw›Uª Ges me©‡gvU Av`vq 

 wVKfv‡e Posting n‡q‡Q wKbv Zv hvPvB Ki‡Z n‡e| 

 

 
Save 

 

hw` †Kvb Gw›Uª w`‡Z fyj n‡q Zvn‡j Back of Previous   G Click K‡i ms‡kvab Ki‡Z 

n‡e| ms‡kvab nIqvi ci + Preview+ Save 
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Transaction Authorization 

MIS Gi mKj KvR †kl K‡i day end Gi c~‡e© Transaction authorization Ki‡Z n‡e| 

Menu 

 

Process 

 

Transaction Authorization 

 

mwgwZ Abyhvqx w`‡bi mKj KvR wnmve ZvwjKv Avm‡e hv hvPvB Ki‡Z n‡e| 

 

Authorization All Information Click 

 

Day End Process: 

 

w`‡bi MIS Gi mKj Kvh©µg †k‡l MIS  Day End Ki‡Z n‡e| 

Process       Day End Process       Executive Day End Process 

 

Month End Process: 

 

gv‡mi †k‡li w`b MIS Gi mKj KvR †k‡l Month End Ki‡Z n‡e| 

Process       Month End Process       Executive Month End Process 
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Microfin360 Software 

AIS Module 
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AIS Operational Manual: 

 

MIS G Day end Kivi ci H w`‡bi  AIS ïiæ Ki‡Z n‡e 

 

AIS (Auto Receipt Voucher) 

Menu 

Auto Voucher 

Receipt Voucher a click  Ki‡Z n‡e 

Form generate Ki‡Z n‡e 

Fund Select Ki‡Z n‡e 

Get Receipt Data Click 

Receipt voucher G list show Ki‡e 

     List G ewY©Z UvKvi cwigvb Ges e¨vsK Rgvi cwigvb GKB _vK‡j save w`‡Z n‡e   
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AIS (Auto payment voucher) 

 

                                                   Menu 

Auto voucher 

Payment voucher click Ki‡Z n‡e 

Form generate  

Fund select Ki‡Z n‡e 

Get payment Data clickKi‡Z n‡e 

Payment voucher list show  Ki‡e list G ewY©Z UvKvi cwigvY Ges e¨vsK n‡Z D‡ËvwjZ 

UvKv cwigvY GKB n‡j save w`‡Z n‡e 

 

wet `ªtAuto Receipt or payment voucher save Kivi c~‡e© Aek¨B UvKvi cwigvb 

Check  Ki‡Z n‡e| Kg-†ewk n‡j MIS wM‡q H w`‡bi †h cwigvb UvKvi ms‡kvab cÖ‡qvRb 

n‡e Zv MIS module process + transaction unauthorization   K‡i ms‡kvab Ki‡Z 

n‡e| ms‡kvab K‡i cyYivq  authorization K‡i Day end Ki‡Z n‡e| 
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Menu 
 

Auto voucher 
 

Journal voucher clickKi‡Z n‡e 
 

Form generate 
 

Fund select Ki‡Z n‡e 
 

Get Journal Data 
 

AIS (Auto journal voucher) 

 

  

 

 

 

 

 

 

 

 

 

 

 

List show Ki‡e 

 

List G UvKvi cwigvY 

Loan adjustment + Loan weaver + Rebate 

UvKvi m‡½ wgwj‡q †`L‡Z n‡e| mwVK _vK‡j Save  w`‡Z n‡e 

 
 

wet `ªt Saving fund ‡_‡K loan weZiY n‡j  Fund Gi N‡i  Saving fund select Ki‡Z 

n‡e| Ab¨vb¨ mKj †ÿÎ GOB n‡e| 
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Vouchers 
 

Menu 
 

Receipt voucher clickKi‡Z n‡e 
 

   Receipt voucher generateKi‡e 

Manual Receipt voucher 

 

  

 

 

 

 

 

 

 

 

 

 

 

Fund = GOB select Ki‡Z n‡e 

                       Dr = †h e¨vs‡K UvKv Rgv n‡q‡Q †m e¨vs‡Ki GKvD›U bs 

                  Cr = †h Lv‡Z UvKv cvIqv n‡q‡Q †mB Lv‡Zi bvg 

 

 

Credit Amount Gi N‡i UvKvi cwigvY wjL‡Z n‡e| 

hw` Rgv †P‡Ki gva¨‡g nq Zvn‡j †PK bs Ges e¨vs‡Ki bvg wjL‡Z n‡e 

 

 

Add 

 

 

Global Narration A_© cÖvwßi LvZ mn mswÿß weeiY wj‡L 

 

 

Save 

 

 

wet `ªtAuto Receipt voucher  Gi gva¨‡g †h UvKv e¨vs‡K Rgv n‡e Zv e¨wZZ Ab¨ †Kvb 

UvKv e¨vs‡K Rgv n‡j Receipt voucher  Ki‡Z n‡e| 
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Manual Payment voucher 

 

Menu 

 

 

vouchers 

 

 

Payment vouchers 

 

 

Fund select Ki‡Z n‡e 

        Dr = ‡h Lv‡Z e¨q n‡q‡Q †m Lv‡Zi expense select  Ki‡Z n‡e 

 Cr = e¨vs‡Ki †h wnmve bs n‡Z UvKv e¨q n‡q‡Q ‡mB wnmve bs 

 
 

                      Debit Amount Gi N‡i UvKvi cwigvY wjL‡Z n‡e| 

hw` e¨q †P‡Ki gva¨‡g nq Zvn‡j †PK bs Ges e¨vs‡Ki bvg wjL‡Z n‡e 

 

 

Add click Ki‡Z n‡e 

 
 

 

LvZmn e¨‡qi mswÿß weeiY D‡jøL 

K‡i Global NarrationwjL‡Z n‡e 

 

 

Save 
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Save 

AwZwi³ 01wU Manual journal: 

 FY e¨wZZ cÖKí m`i `ßi n‡Z †h †h Lv‡Z eivÏ †`qv n‡q‡Q| ‡mB LvZ mg~n n‡Z e¨q Kiv 

n‡j wb¤œiƒcfv‡e 01wU AwZwi³Journal voucher Ki‡Z n‡e| cÖwZ w`‡bi AIS Gi KvR †kl 

K‡i mKj Lv‡Zi me©‡gvU e¨‡qi (f¨vU I AvqKimn) Rb¨ wb‡¤œv³fv‡e GB AwZwi³ GKwU 

Journal voucher Ki‡Z n‡et 

 Dr = ‡h LvZ n‡Z e¨q n‡q‡Q †m Lv‡Zi liability fund select Ki‡Z n‡e 

 Cr = Code no -1551 income form head office fund select Ki‡Z n‡e 

 
 

 

 

cÖwZwU Lv‡Zi Rb¨ Addw`‡q w`‡q e¨‡qi LvZ I cwigvY wjL‡Z n‡e| d‡j cÖ‡Z¨KwU 

e¨‡qi wnmve Gi ZvwjKv wb‡P †`Lv hv‡e| cÖwZwU Lv‡Zi e¨‡qi cwigvY hvPvB K‡i 

Global Narration G Head Office liability fund transfer to Income 

from Head Office fundwjL‡Z n‡e| 

 

 

 
 

 

Manual journal: 

hw` wnmve msµvšÍ †Kvb Kvi‡b GK Lv‡Zi A_© Ab¨ Lv‡Z ¯’vbvšÍ‡ii cÖ‡qvRb nq A_ev mvgwqK 

mg‡qi Rb¨ †Kvb UvKv liabilitieswnmv‡e Rgv ivLvi cÖ‡qvRb nq, Zvn‡j Manual Journal 

voucher  Ki‡Z n‡e| 

Menu 

 

vouchers 

 

Journal voucher click Ki‡Z n‡e 

 

Voucher generateKi‡e 

 

Fund select Ki‡Z n‡e 
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Dr = ‡h LvZ n‡Z †Kvb e¨q A_ev UvKv ¯’vbvšÍwiZ n‡e †mB LvZ 

Cr =‡h Lv‡Z UvKv Rgv n‡e †mB LvZ 

wet ª̀t mvaviYZ cÖavb Kvhv©j‡qi eivÏ †_‡K e¨q, f¨vU-AvqKi KZ©b, cwiPvjbv e¨q n‡Z †Kvb 

we‡kl Lv‡Z e¨q BZ¨vw` Kvi‡b Manual Journal voucher  Ki‡Z nq| 

 

Manual contra voucher: 

 
‡Kvb A_© e¨vsK n‡Z D‡Ëvjb Ges e¨vs‡K †Kvb A_© Rgv Kiv n‡j A_ev e¨vs‡Ki GK wnmve 

n‡Z Ab¨ wnmv‡e A_© ¯’vbvšÍ‡ii cÖ‡qvRb n‡j contra voucher Ki‡Z nq| 

 

Menu 

 

Voucher 

 

Contra voucher click Ki‡Z n‡e 

 

Voucher generateKi‡e 

 

Fund select Ki‡Z n‡e 

 

                            Av`vqK…Z UvKv e¨vs‡K Rgvi †ÿ‡Î  

                  Dr = e¨vs‡Ki ‡h GKvD‡›U UvKv Rgv n‡e †mB wnmve bs 

                                 Cr = K¨vkBb n¨vÛ 

 

                           e¨vsK n‡Z UvKv D‡Ëvj‡bi †ÿ‡Î  

                                    Dr = K¨vkBb n¨vÛ 

                               Cr = e¨vs‡Ki ‡h GKvD›U n‡Z UvKv D‡Ëvjb n‡e Zvi wnmve bs 

 

           e¨vs‡Ki GK GKvD›U n‡Z Ab¨ GKvD‡›U A_© ¯’vbvšÍ‡ii †ÿ‡Î  

           Dr = ‡h e¨vs‡K UvKv Rgv n‡e †m e¨vs‡Ki wnmve bs 

                      Cr = ‡h e¨vsK n‡Z UvKv ¯’vbvšÍwiZ n‡e †m e¨vs‡Ki wnmve bs 

 

AmountG UvKvi cwigvY D‡jøL¨ Ki‡Z n‡e| †P‡Ki gva¨‡g n‡j †PK bs, wnmve bs I 

e¨vs‡Ki bvg Narration/check details G Gw›Uª w`‡q add G click Ki‡Z n‡e 

 

Global Narration mswÿß eY©bv w`‡Z n‡e  
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                                                    Save 

 

f¨vU I AvqKi KZ©‡bi ‡ÿ‡Î Manual payment voucher Kivi wbqg 

Manual payment voucher Gi b¨vq GKB cÖwµqv Abymib Ki‡Z n‡e D`vniY ¯^iƒct hw` 

GKwU Lv‡Zi gvjvgvj µq eve` f¨vU I AvqKimn e¨q 2000.00 UvKv nq Ges Gi g‡a¨ 

100.00 UvKv f¨vU Ges 50.00 AvqKi nq, †m †ÿ‡Î cwi‡kva†hvM¨ UvKv n‡e = 1850.00 

UvKv 

 

G †ÿ‡Î 1850.00 UvKvi Rb¨ 01wU payment voucher, 100.00 UvKvi f¨v‡Ui Rb¨ 01wU 

Journal Ges 50.00 UvKvi AvqKi KZ©‡bi Rb¨ 01wU Journal voucher Ki‡Z n‡e| 

 

1850.00 UvKvi payment voucher wb‡¤œviƒc 

                        Dr = ‡h Lv‡Z e¨q n‡q‡Q †m Lv‡Zi expense 

                               Cr = mswkøó e¨vsK wnmve bs 

                               Amount n‡e = 1850.00 UvKv 

 

100.00 UvKv f¨vU KZ©‡bi ‡ÿ‡Î Journal voucher 

                               Dr = ‡h Lv‡Z e¨q n‡q‡Q †m Lv‡Zi expense 

                               Cr = Vat Reserved fund 

                               Amount n‡e = 100.00 UvKv 

 

 

50.00 UvKv f¨vU KZ©‡bi ‡ÿ‡Î Journal voucher 

                               Dr = ‡h Lv‡Z e¨q n‡q‡Q †m Lv‡Zi expense 

                               Cr = IncomeTAX Reserved fund 

                               Amount n‡e = 50.00 UvKv 

 

we t `ªt KZ©bK…Z f¨vU I AvqK‡ii UvKvi wnmve ‡ei Kivi Rb¨Reports + ledger Report 

G clickKi‡j D³ wi‡cvU© n‡Z †`Lv hv‡e| 

Ledger   Head vat Reserved fund select  Ki‡Z n‡e + Date form select Ki‡Z 

n‡e + Date to select Ki‡Z n‡e + Aek¨B ZvwiLwU GKB A_© eQ‡ii g‡a¨ mxgve× _vK‡Z 

n‡e| 
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Show Report G clickKi‡Z n‡e| 

 

Report show n‡e D³ Report G credit Amount Gi †k‡l me©‡gvU Balance _vK‡e GB 

Balance †_‡K vat Reserved fund G me©‡gvU UvKvi wnmve cvIqv hv‡e 

 

f¨vU I AvqK‡ii A_© cwi‡kv‡ai †ÿ‡Î 01wU payment voucher Ki‡Z n‡e 

                                Dr = Vat / Income tax expense 

                                Cr =e¨vsK Gi mswkøó wnmve 

                                Amount D‡jøL Ki‡Z n‡e 

 

                                           Add click Ki‡Z n‡e 

 

 

                                         Global Narration 

 
 

                                                    Save 
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‡h †Kvb AwMÖg cÖ`v‡bi †ÿ‡Î wb‡¤œv³ cÖwµqv Abymib Ki‡Z n‡e: 

 

‡h †Kvb AwMÖg cÖ`v‡bi †ÿ‡Î 01wU Manual payment voucherKi‡Z n‡e 

 

                                                    Menu 

 

                                                  Vouchers 

 

Payment vouchers 

 

Payment vouchers Generate Ki‡e 

 

D³ vouchers G Funding GOB select Ki‡Z n‡e 

            Dr =  ‡h LvZ n‡Z AwMÖg cÖ`vb Kiv n‡e ‡m Lv‡Zi bvg (current Asset) 

                Cr = mswkøó e¨vsK wnmve bs 

 

UvKvi cwigvb D‡jøL Ki‡Z + Narration/check detailsG AMÖxg cÖ`v‡bi mswÿß weeiY 

wj‡LSave Ki‡Z n‡e| 

 

 

cÖ`vbK…Z AMÖxg mgš̂‡qi †ÿ‡Î wb‡¤œv³ cÖwµqv Abymib Ki‡Z n‡e| 

 

Menu 

 

Vouchers 

 

Journal vouchers 

 

Vouchers Generate 

 

D³ voucher G funding organization (GOB) select Ki‡Z n‡e| 

         Dr =  ‡h Lv‡Z e¨q Kiv n‡q‡Q †m Lv‡Zi  expense select Ki‡Z n‡e|  

         Cr = AMÖxg Lv‡Zi bvg 

UvKvi cwigvY D‡jøL K‡i + add + Global narration G AwMÖg mgš^‡qi weeiY + save 

Ki‡Z n‡e| 
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Receive vouchers 

UvKvi cwigvY + Narration + Global narration 

Save 

 

 

AMÖxg mgš̂q (j¨vcUe/U¨ve) 

 

‡eZb fvZv n‡Z AMÖx‡gi wecix‡Z A_© e¨vs‡K Rgv cÖ`v‡bi Receive vouchers 

 
 

GB †ÿ‡Î GKRb wnmve mnKvixi gvwmK †eZb fvZvÕi mgy`q A_© 01wU Payment vouchers 

Gi gva¨‡g cwi‡kva Ki‡Z n‡e| D³ wnmve mnKvix cÖwZ gv‡m Zvi AMÖxg mgš^‡qi Rb¨ wba©vwiZ 

A_© FY GKvD‡›U G Rgv w`‡eb| Rgv †`qvi †ÿ‡Î 01wU Receive vouchers Gi gva¨‡g 

e¨vsK cwi‡kvwaZ AwMÖ‡gi A_© mgš^q Ki‡Z n‡e| 

 

Menu 

 

 

Vouchers 

 

 

                                          

 

 

         Dr =  e¨vs‡K †h FY GKvD›U G UvKv Rgv n‡q‡Q Zvi wnmve bs|  

         Cr =‡h AMÖxg LvZ mgš̂q Ki‡Z n‡e| 

 

 

 

 

 

 

 

                                                     
 

wet ª̀t c~e©eZx© gv‡m hw` †jcUc/‡U‡ei wKw¯Íi UvKv e¨vs‡K Rgv bv †`q †m †ÿ‡Î Zvi eZ©gvb 

gv‡mi †eZb fvZv cÖ`vb Kiv hv‡e bv|  
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Menu 
 

Vouchers 

Journal voucher 

GOB select Ki‡Z n‡e| 

Dr = salary Expense 

Cr = postponed salary payable liability (891) 

 

 Amount D‡jøL¨ Ki‡Z n‡e + narration + Global narration 

Save 

‡eZb fvZv n‡Z ’̄wMZK…Z A_© wnmve f~³ Kivi wbqg: 

 

D`vniY¯îƒc t GKRb GAviwWI ‡eZb fvZv cwigvY24,700.00 hw` D³ GAviwWI †eZb 

fvZvÕi 10% ¯’wMZ Kiv nq ‡m‡ÿ‡Î Zvi ¯’wMZ †eZb fvZvi cwigvY n‡e = 2470.00 UvKv 

Ges cwi‡kva †hvM¨  (24,700-2470 ) = 22,230.00 UvKv|GB †ÿ‡Î 01wUPayment 

vouchers Gi gva¨‡g GAviwWI †K 22,230.00 UvKv cwi‡kva Ki‡Z n‡e Ges 01wU 

journal vouchers Gi gva¨‡g 2470.00 UvKv Rgv ivLv/wnmvef~³ Ki‡Z n‡e| 

Payment vouchers wU c~‡e©i Payment vouchers Gi b¨vq Ki‡Z n‡e| ZvB wb‡¤œ  

Journal vouchers Gi wbqg †`Lv‡bv n‡jv 

 

 

 

 

 

 

 
 

 

 

 

                       

 
 

 

            
 

 

 

                                                     

 

wet `ªt hw` `yB ev Z†ZvwaK Kg©KZ©v/Kg©Pvixii †eZb fvZv ¯’wMZ _v‡K †m†ÿ‡Î journal 

vouchers c„_K c„_K fv‡e Amount D‡jøL K‡i Addw`‡q w`‡q narration/check 

detailG D³ e¨w³ bvg wjL‡Z n‡e +Save| 

 

wet ª̀t GB †ÿ‡Î Aek¨B GKwU Manual  †iwRóv‡i wjwce× ivL‡Z n‡e|  
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Menu 

Voucher 

¯’wMZ †eZb fvZv cwi‡kva msµvšÍt 

 

 

 

 

 

 

 

Payment vouchers 

 

 

Funding organization 

 

 

                    Cr =  ‡h e¨vs‡K ¯’wMZ †eZb fvZvi A_© i‡q‡Q †m e¨vs‡Ki wnmve bs|  

                     Dr =postponed salary payable liability (891) 

 

 

AmountD‡jøL Ki‡Z n‡e| Z‡e narration/check detail G D³ e¨w³i bvg I †PK bs 

wjL‡Z n‡e + Global narration +Save 

 

 

wet `ªt GKvwaK e¨w³i ¯’wMZK…Z A_© cÖ`v‡bi †ÿ‡Î journal vouchers c„_K c„_Kfv‡e 

Amount D‡jøL narration/check detail(D³ e¨w³ bvg wjL‡Z n‡e)+add w`‡q w`‡q 

+Global narration +Save 
 

wet ª̀t GB †ÿ‡Î Aek¨B GKwU Manual  †iwRóv‡i wjwce× Ki‡Z n‡e|  
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Software G Service charge Gi operation cost ‡_‡K e¨q msµvšÍt 

 

cÖ_‡g 01wU journal vouchers K‡i †h Lv‡Z A_© e¨q n‡e †m Lv‡Z ¯’vbvšÍi Ki‡Z n‡e Ges 

cieZx©‡Z Payment vouchers Gi gva¨‡g mswkøó Lv‡Zi e¨q wnmve n‡Z e¨q Ki‡Z n‡e| 

 

D`vniYmiƒc t Operation Cost n‡Z Software operation & maintenance service 

charge cÖ`v‡bi wbqgwU †`Lv‡bv n‡jv t 

 

cÖ_‡g 01wU journal voucher wb‡¤œv³ fv‡e Ki‡Z n‡et 

 

 

Menu 

 

 

Vouchers 

 

 

Journal voucher 

 

 

Funding organization (GOB)  

 Dr = Operational Cost Expense 

 Cr = Software Operation & Maintenance Service Charge Income (1701) 

 

 

 

Amount D‡jøL K‡i w`‡q Ki‡Z n‡e + Global narration +Save 

 
 

wet `ªt software operation & Maintenance service charge Gi A_© wWwW AvKv‡i cÖKí 

m`i `ß‡i †cÖiY Ki‡Z nq ZvB wWwW LiP Gi UvKvmn Operational Cost ‡_‡K Software 

Operation & Maintenance Service Charge Income  Lv‡Z ’̄vbvšÍi Ki‡Z n‡e| 
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AmountD‡jøL Ki‡Z n‡e +narration/check detail + Global narration +Save 

‡k‡l 01wU Paymentvoucher  wb‡¤œv³fv‡e Ki‡Z n‡et 

 

 

Menu 

 

 

Vouchers 

 

 

Payment voucher 

 

 

Funding organization (GOB)  

 

 

Dr = Software Operation & Maintenance Service Charge Expence  

            Cr = mswkøó e¨vs‡Ki wnmve bs 

 

 

 

 

 

 
wet ª̀t software operation &maintains service chargeGi A_© wWwW AvKv‡i cÖKí m`i 

`ß‡i †cÖiY Ki‡Z nq ZvB wWwW LiP Gi UvKvmn 02 wU  Payment voucher  Ki‡Z n‡e| 
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e¨vsK †_‡K my` cÖvwß I PvR© KZ©‡bi †ÿ‡Î wnmvef~³ Kivi wbqg 

my` cÖvwßi †ÿ‡Î GKwU ‡gbyqvj wiwm©f fvDPvi Ki‡Z n‡e| fvDPvi Kivi wbqg 

 

Menu 

 

 

Vouchers 

 

 

Receipt voucher 

 

 

Funding organization (GOB)  

 

 

        Dr = ‡h e¨vsK wnmve n‡Z my` cvIqv †M‡Q Zvi wnmve bs  (STD/Savings) 

        Cr =Bank interest (STD/Savings)  
 

Amount  D‡jøL Ki‡Z n‡e + narration/check detail + Global narration +Save 

 

¯’vqx AvgvbZ n‡Z my` cÖvwßi †ÿ‡Î (FDR Interest) 

Menu 

 

 

Vouchers 

 

Journul voucher 

 

Funding organization (GOB)  

 

Dr =  FDR Fixed Asset  

Cr =FDR interest 
 

Amount D‡jøL Ki‡Z n‡e + narration/check detail + Global narration +Save 

 
wet `ªt FDR interest Gi Dci †h e¨vsK PvR© KZ©©b Kiv nq Zv ev` w`‡q Aewkó A_© FDR interest 

wn‡m‡e Gw›Uª w`‡Z n‡e|  
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e¨vsK PvR© KZ©‡bi †ÿ‡Î GKwU g¨vbyqvj ‡c‡g›U  fvDPvi Ki‡Z n‡e| fvDPvi Kivi wbqg 

 

Menu 

 

Vouchers 

 

Payment voucher 

 

Funding organization (GOB)  

 

 

Dr = Bank charge 

Cr = ‡h e¨vsK wnmve n‡Z Bank charge KZ©b Kiv n‡q‡Q ‡m wnmve bs   

 

Amount D‡jøL Ki‡Z n‡e + narration/check detail + Global narration +Save 

 

 
 

wet ª̀t Bank charge ej‡Z e¨vsK †÷U‡g›U Abyhvqx wnmve †_‡K hZ UvKv KZ©b Kiv n‡q‡Q 

ZvB eySv‡e| 
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Menu 

Vouchers 
 

Journul voucher 

Funding organization (GOB) 

Dr =  salary Expense  (Officer/staff)  

Cr = Adjustment Other's Upazila (Advance & Due's) 
 
 

 
Amount D‡jøL Ki‡Z n‡e + narration + Global narration +Save 

Vouchers 
 

Payment voucher 

Funding organization (GOB) 

 Dr = Adjustment Other's Upazila (Advance & Due's)   
 Cr =  ‡h e¨vsK wnmv‡e AMÖx‡gi KZ©bK…Z A_© Rgv Av‡Q Zvi wnmve bs   

 
 

 
Amount D‡jøL Ki‡Z n‡e + narration/check detail + Global narration +Save 

Menu 

cÖK‡íi †Kvb Kg©KZ©v-Kg©Pvix‡K j¨vcUe/U¨ve µq eve` AMÖxg MÖn‡Yi ci Ab¨ Dc‡Rjvq e`jx Kiv n‡j, 

Zvi MÖnbK…Z AMÖxg mgš̂‡qi wbqgt 

 

G‡ÿ‡Î e`jxK…Z Kg©¯’‡j mswkøó Kg©KZ©v Kg©Pvixi gvwmK †eZb n‡Z j¨vcUe/U¨ve µ‡qi AMÖxg mgš^‡qi gwmK wKw¯Íi mgcwigvb 

A_© KZ ©b K‡i GKwU Journul voucher  Gi gva¨‡g wnmvef~³ Ki‡Z n‡e Ges Aewkó A_© GKwU Payment voucher  Gi 

gva¨‡g Zv‡K †eZb-fvZv wn‡m‡e cÖ`vb Ki‡Z n‡e| Gfv‡e 03 (wZb)/06 (Qq) gvm AšÍi AšÍi KZ©bK…Z A_© wWwW AvKv‡i 

mswkøó Dc‡Rjvq †cÖiY Ki‡Z n‡e| 

 

c~‡e©i Kg©¯’‡ji AMÖxg mgš^‡qi Rb¨ KZ©bK…Z A_© wnmvef~³ Kivi c×wZt 

 

 

 

 

 

 

 

 

 

 
 
 

 

   
 

Kg©KZ©v-KgP©vixi c~‡e©i Kg©¯’‡ji AMÖx‡gi A_© †cÖiY 

‡Kvb Kg©KZ©v-Kg©Pvixi c~‡e©i Kg©¯’v‡ji KZ©bK…Z AwMÖ‡gi A_© GKwU  Payment voucher  Gi gva¨‡g 

†cÖiY Ki‡Z n‡e|  
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Day End Process: 

 

w`‡bi AIS Gi mKj Kvh©µg †k‡l AIS  Day End Ki‡Z n‡e| 

Process       Day End Process       Executive Day End Process 

 

Month End Process: 

 

gv‡mi †k‡li w`b AIS Gi mKj KvR †k‡l Month End Ki‡Z n‡e| 

Process       Month End Process       Executive Month End Process 
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Reports: 
 

03. Daily transaction Reports 

 

cÖwZw`‡bi AIS Gi KvR †kl K‡i Day end Gi c~‡e© G wi‡cvU© hvPvB Ki‡Z n‡e| G wi‡cvU G 

w`‡bi mKj †jb‡`bi Z_¨ cvIqv hv‡e| 

 

04. Ledger Report 

 
G wi‡cvU© mKj LvZ GKmv‡_ A_ev cÖwZ LvZ Abyhvqx GKB A_© eQ‡ii †h †Kvb mg‡qi Avq e¨qmn 

µgcywÄZ Avq e¨‡qi wnmve Rvbv hv‡e| 

 

05. Cash Book 

 

Cash in hand Gi mKj UvKvi wnmve ZvwiL Abyhvqx wi‡cvU© cvIqv hv‡e| cÖwZw`b cÖwZ Aek¨B 

Gi wi‡cv‡U©i †WweU I †µwWU A‡_©i cwigvY GKB Av‡Q wKbv Ges different k~b¨ _vK‡e| 

 

06. Bank Book 
 

cÖwZ w`‡bi Manual cash Book Gi w¯’wZi mv‡_ Software Bank Book w¯’wZGKB _vK‡Z 

n‡e| 

 

07. Cash &Bank Book 

 

Cash in hand G w¯’wZ k~b¨ _vK‡Z n‡e Ges e¨vs‡K iwÿZ mKj wnmv‡ei UvKvi mv‡_ GB e¨vsK 

eyK e¨v‡j‡Ýi mv‡_ Aek¨B wgj _vK‡Z n‡e|| 

 

08. Trial Balance Report 

 
ïaygvÎ wbw`©ó mg‡qi ‡WweU †µwWU Gi w¯’wZ †PK Kivi Rb¨ cÖ‡qvRb| 

 

09. Receipt Payment statement  

 
mKvj cÖKvi cÖvwß I e¨q GB wi‡cvU© †_‡K Rvbv hv‡e| 

 

10. Income Statement 

 
mKvj cÖKvi Avq I e¨‡qi wnmve cvIqv hv‡e| 

11. Balance Sheet   

 

Liability &Asset  Gi wnmvemg~‡ni w¯’wZ Rvbv hv‡e| 



c„ôv | 42  

 

 

‰`bw›`b wnmve hvPvB KiY eva¨Zvg~jK 

➢ cÖwZw`b wnmve mnKvix MIS Gi day end Kivi c~‡e© MIS Gi Reports Gi 3.1 (Daily  

collection component wise Gi Report  Gi mv‡_ H w`‡bi hveZxq Avw_©K †jb-‡`b hvPvB Ki‡Z 

n‡e + MIS day end. 

➢ cÖwZw`b AIS G day end Kivi c~‡e© †h mKj Report hvPvB Ki‡Z n‡e eva¨Zvg~jK Zv wb¤œiæc  

(a) AIS Reports 03 Daily transaction G ClickK‡i all Vouchers select+ H w`‡bi ZvwiL 

select+ Show report.  hv MIS Reports 3.1 Daily Collection component wise Gi mv‡_ 

wgwj‡q †`L‡Z n‡e| 

D³ wi‡cvU© H w`‡bi mKj Voucher (Auto + Manual) ZvwjKv wnmvemn Avm‡e hv Voucher Gi 

mv‡_ hvPvB Ki‡Z n‡e|  

fvDPvi hvPvB Gi ci wnmve mwVK _vK‡j D³ AIS Reports 03 Daily transaction report 

wcÖ›U w`‡Z n‡e | wcÖ‡›UW Kwc, kwUs kxU Ges gvjvgvj µq, e¨vsK Rgv iwk`mn Ab¨vb¨ mKj iwk` wej 

dvB‡j GK‡Î ZvwiL Abyhvqx msiÿY Ki‡Z n‡e | 

(b) AIS Reports 07 Cash & bank book hvPvB eva¨Zvg~jK|Show reportsGB wi‡cv‡U© mKj 

e¨vs‡Ki w ’̄wZi †hvMdj Show Ki‡e hv e¨vs‡Ki statement Abyhvqx w ’̄wZi mgvb n‡e Ges Cash in 

hand zero n‡Z n‡e| 

 

Cross Check MIS & AIS 

➢ MIS Reports-10 Member migration balance (without service charge) mv‡_ AIS 

Report-11 Balance sheet Gi mv‡_GKB Zvwi‡L Cross Check Ki‡Z n‡e |  

➢ GB wi‡cvU© cÖwZ mßv‡n I gv‡m †PK Ki‡Z n‡e| 

gvwmK wi‡cvU© †PK 

MIS Reports-21 MIS& AIS Gi Cross CheckReport- MIS & AIS Month end K‡i  G wi‡cvU© 

hvPvB Ki‡Z n‡e| GB wi‡cv‡U©  MIS & AIS Gi wnmve mgvb n‡Z n‡e A_vr cv_©K¨ k~b¨ n‡e| 

MIS Reports-1.1,1.2,1.3,1.6 Gi GOB Report Ges AIS Gi Reports-11 balance sheet Gi mv‡_ 

Cross Check Ki‡Z n‡e| KvRwU cÖwZ gv‡m Ki‡Z n‡e|  

MIS Reports- 1.6 - GOB Report Ges AIS Reports-10 Income Statement mv‡_ †PK Ki‡Z n‡e| 

AIS Gi Reports -09 Receipt  Payment report Ges manual ledger Gi mv‡_ Cross CheckKi‡Z 

n‡e| 

AIS Gi Reports -06, bank book reportGes bank statement Gi mv‡_ Cross CheckKi‡Z n‡e| 


