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ú⦒äĨ扮㋇� �OPERATING MANUAL 

弻þĨ㗥⡜Ĩ ąøîᗐ�� �Cleantouch Multi-Level Accounting 
2.0 

ą恗ï�î㕽�㗥⡜�弻þ��ǍŠ
ǗƷǔƹǎƶŐķ�剴�ú䯽�嚡á㥃ä�⨽�㺸�û嗚�⸞�å卺�嵗�ü㨾ຩ�啵�婨䰮ï�懓㟣�⸞�乾�垎�ėþîäìä�

啵�ú啬�ᠣ㲢�⨽�þ�䬴ٵƬǎ ƸĽŎǎ ƶĹ�很ä�å╔�å㥶�㺸�î㊓�࿀�庆äî�嵉�ᳮ�⸞��ç㞑þä�㔳�㺸�ç嗚凫ä�ìṎ吴�
安î�嵉�ᳮ�⸞�ėþîäìä�啵�寄�㞺þ��Ⓚ�㷨�ⴣ�㹓�廫㞑�宅î�嵗�屨�嬸�ü㨾ຩ�㺸�乾�ėþîäìä�啵�嬸峤�
䰍äþ�û㥃�㷨�㒃婧�㥃�ę庠᱑�䬊�îþä�ûᝯ�ᔊ�ė技ᑌ�㱾�塴亻�㳉î�很峤�愡ä�恜ä�嚡á㥃ä�㗥⡜�弻þ�嬸૾�㥃�ęìäîä�㷩�Ṏ�㩴�
೧�ěîäìä�㷨�嚡á㥃ä�㱾�úþ㯾�⬍㨱�ᳮ�啵�ęþ�ûᝯ�ᦷîᄯî�愡ä�Ě嚕ä�嬸㨱�࿀�ï�啵�îᣳ�很᱑峤�Ṏ�îþì�懓㟣�
⸞�厀�ė䄏�也�㺸�ी�ú啬�îᣳ�ᥢ㨱�嵉�îþä�抁�㗥⡜�弻þ�ⴣä�ěìäîä�㷨�愡ä�Ě㨲�啵�剙�嵉�ðä�㗥⡜�
弻þ�㷨�ò⛪�ç܉�ðä�啵�Đß�ᄭä�嚏á㥃ä�㱾�ú䯽��庡äþ�⫎૾�嵉�Ṏ�㩴�೧�û㘄�㹼�ę府㖵�卬�ᥢ峤�嵗�ðä�㗥⡜�
弻þ�啵�Đß�üä��ûᝯ�ᦷîᄯî�㥃�㩴�೧�㞺þ�嚏࿀�ďþä�ú够�⫎��嵉�Ṏ�㩴�೧�垎�㹼�çîþㆈ�ᣲ峤�嵉�ðä��ǌŠļǎ ƶǍƱ�
啵�úḏ�Û䭉�⅁þäþ�嚏࿀�ďþß�Û�㹅�Û Ąǌ�悌î�徕ä��徕ä�Û ǗƮǔ ƸǎƹŮ

ǗƷǎ ƹǗƶƛä�廝äᦵ�Ûศ�㗥þ࿀�戴ä�Ûð䪫�ศ�》�
Ὴ�ò⛪�ďîᄯî�剙�嵉Ĝðä�㗥⡜�弻þ�啵�ᨋᩝ�᥉�啬�剙�嵉Ĝ 

�FILE, 2- REPORTS, 3- SYS. UTILITIES 1��üä�ï啬�啵�⡞�⸞�ᄵ�啬�廝㖵�㥃�嵗�Ṏ�妉㜳�㹼�
ò亍�嵗�ä⨭þì�啬�㩴�೧�㟮�㷨�ᩆîᄯî�慭ì�㹼�ò亍�嵗�îþä�äᤗ�啬�îï技�ï�ŲǗ ƷŐǎ ƶ

Ǘ Ʊ技�嵗ĨĜðä�㗥⡜�弻þ�㱾�
᳸î�嬸äþ㨱�࿀�㗥⡜�弻þ�㺸��Û垈þä㽻�îþä�寄�ďîᄯî�㺸ٶ�� Ǘ ǎԇ��࿀�᳸î�嬸äþ㨱�䬉äþ�㮏�û嗚㥃�ú࣪�Ē᳸î�ėĔîþ�
䞻�ä峤�Ꮉß�嵗�㗥⡜�弻þ�啵�Ė䪫�üä�嬸峤�㹼�ðຩ�Ēîþ�Ěì�î㊓����嵗�ᴍ�憗Ꮖ�㷩�⫈᱑�嵗��悡᳸î�Ⴣ�
Ē㱾�找ì�࿀�ᣲ峤�嵗�Ṏ�㩴�愡ä�⨽�㹼�ò亍�Ꮉ峤�嵗�ðä�㗥⡜�弻þ�啵�㽻ä�剴�îï技�㥃��ǌŠļǎ ƶǍƱ�೧�剙�承ì㨱�ᠢ�

㗥⡜�弻þ�啵�㷥�îï技�⫎૾�嵉�îþä�üä�࿀�乾�㪣⥼î�⫎䟣�嵉�îþä�媭�㱊îþ�㷨�䉺þࢌ�㷥�⸞�Ė䪫�üä�⫎峤�
嵉Ĝ㗥⡜�弻þ�㷨�ę⑹�ę⑹�çㄺ❴�恗ᒌ�嬸㨱�㺸�ी�⫦ä�志࿀þä�嬸㨱�㷨�创�崨�éîì�憗í�嵉Ĝ 
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嚏þ㥃ä�⥼䰮�廝㖵�� �Accounts Master File 
抁�廝㖵�㺸�啬�㷨�ᄷ�îþä�Ěì�ûî㖵�嵗�ᳮ�啵�Đß�ęþ�ûᝯ�嚏á㥃ä�役૾�Ṏ�Đß�㷨�çîþㆈ�嵉�ðä�⥼䰮�廝㖵�啵�

Đß�ᄭä�ûᝯ��Û嚏á㥃ä�忚Ē�Û嚏á㥃ä�忚恕㨱�Û嚏á㥃ä�ŊǗƶǎƹǍƶǎƹĺ�Û嚏á㥃ä�ç᱑ä✭ä�嚏á㥃ä�îþä�憇ì�Ṏ�೧�悎ä�嚏á㥃ä�
ᳮ�啵�Đß�㷨�ę亾ïþî�㷨�㪣垌äᦵ�ᣲ峤�嵗�ęþ�ė抂�嬸૾�姽峤�㽻ä�Đß�嬸�抁�Ěì�û㥃�䬊㨱�ᠢ�⯞�䭖�㲁�Đß�嬸�
㗥⡜�弨þ�㱾�嵢ìß�志࿀þä�嗚㨱��䬊�奡㺮�ěîᄯ�㗥⡜�弻þ�㺸�î垆ä�ðä�⥼䰮�廝㖵�㥃�Ě㨳亾�îäì㨱�ìṎ吴�嵗�⮐ä�
ðä�㱾�� ǔƼǎ ƹ

ǗƶǔƹǎƶŬ�ᥢ㨱�㞺þ�ò⛪�⠯�ú�㷙î�⫦ä�� ǔƼǎ ƹ
ǗƶǔƹǎƶŬ�嬸㨱�㥃�愒㈲�ú䵠�㺸�惪îí�ƾǘ Ƹ ǒƹǐťůƚ�㲁�ðä�ûî㖵�㥃�ᄵ�䡴㥃�

嚏á㥃ä�Ē㱾�嵗�ᳮ�⸞�ìä喾�Ṏ�Đß�嚏á㥃ä�嬸૾�嵗î᱑�嵉�愡ä⫦ä�Ē㱾�弃⡜ä�嗚㨱�嵗�ó㘄�承㨱�㲁�Đß� �ᄭä�
ėᰳ᯳ä���

Ǘ ǎԜä��㷨�嚏á㥃ä�䓉�îᣳ�ᥢ㨱�嵉�ᠢ�Ē㱾�啵�Đß�愡ä�娛�承ì�Ή���åä�ä⨭þì�䡴㥃�Ṏ�တ⫑Ē�㺸�û嗚�
⸞�å卺�嵗�ðä�啵�ðä�嚏á㥃ä�㥃�û嗚�䟑�Ή�Assets�îþä�äᤗ�䡴㥃�幥ᥴ�嵗�ᳮ�啵�Đß�㱾�抁�⮦�嬸㨱�
嵗�㲁�徉ß�抁�úþ㯾�嚏á㥃ä�嵗�徉�⡞�嚏á㥃äĨĨĜúþ㯾�嚏á㥃ä�⸞�ìä亾ٶ�� Ǘ ǎԇ�㺸�嵉�⮐ä�Đß�幥ᥴ�啵�C�恛࿀�承㨱�
⬍ä�ी�䰍äþ�䡴㥃�啵��᥉ٱ� Ǘ ǎՅ�Ě㽻�Ěì�弥峤�嵗�ᳮ�啵�Û

Ǘ ǎԜä�ÛŲǗ ƷŐǌ ƶ
ǘƱ䆨�îþä�ኸ�憗ä�嵗��ᴀ�Ěîä⯤�㺸�ᡀ⡜�

⮦�嗚㨱�嵗�ęþ��ûᝯ�ᱍ᯳ä�嵗‹�ęþ�㹅�啵�Û峤��ศ�㷨�çîㄯ�啵�Û峤�徕ä悌î�㷨�çîㄯ�啵�ĕ⥸äÛ峤�㷨�
çîㄯ�啵�Û�啵ï�㷨�çîㄯ�啵�峤�徉�媻㘄�þ�� ǗƮǔ ƸǎƹŮǍƴٵ ǘ·ä�㷨�çîㄯ�啵�峤�ûᝯ�ASSETS�役㲏�ⴣä�ê㈲�ęþ�ûᝯ�
ė彜äìä�徉�垊þä�᭛ٵ ǘ·ä�LIABLITY�彸㲏�ⴣäîþä�ê㈲�ęþ��ûᝯ�奏ä�þ�ç᱑ä✭�㺸�嚏á㥃ä�PROFIT & LOSS�㷨�
幥ᥴ�役㲏�⬍ä�ी�䰍äþ�ěî⡜�䡴㥃��

ǔ Ǖ ǍѲþä�þ�î垈ä�Ē⦠ä�嵉Ĝåä�㽻ä�屨�ðä��
Ǘ ǎԜä�㷨�恔仁�恙㽻ٱ Ǘ ǎՅ�很૾�ᠢ�⡞�⸞�

嚏㨱��
Ǘ ǎԜä�役૾�îþä�ðä�嚏㨱��

Ǘ ǎԜä�㷨�乾�恙㽻ٱ Ǘ ǎՅ�役૾�îþä�ᇆ�㚩��
Ǘ ǎԜä�îþä�⬍ä�ᇆ�恔仁�⡞�嚏á㥃ä�

ė抂�抁�ç܉�ㅻäþ�嵗î�㲁�ðä�⥼䰮�廝㖵�㱾�ゞ�î㊓�࿀�� ǔƼǎ ƹ
ǗƶǔƹǎƶŬ�嬸㨱�㹼�îï技�㹼�Ěēᣔ�୧�嚡á㥃ä�⸞࢟�äþ�

Ěîþㆈ�嵗�㽻þ�婨�倏�ጦ�嬸ß�㥃�悫垆ä�嵗�åä�㽻ä�嚏㨱��
Ǘ ǎԜä�㥃�嚏á㥃ä�嗚૾�嵗‹�ᠢ�⡞�⸞�ᄸ�嚏á㥃ä�Ē㱾�承ì�

Ή�������îþä�တ⫑Ē�啵�Current Assets��䟑�幥ᥴ�C�⮦�承㨱�Ě㽻ٱ Ǘ ǎՅ�A�⮦�承㨱�⬍ä�ी�⫦ä�೧�
SAVEފ��⸞�õ �ƬƖǋū�䯼㨱�ðä�嚏á㥃ä�㱾�Đß�㥙�೧�懁Ē�徉�ď恕ä�⫎㨱�嵉�îþä�嚏á㥃ä�㷨�䓉�慭ì�㹼�F5�㷨ٵ

㷨�úٱĴƌŰǖƷƛä�承㨱�åä�㽻ä�ðä�嚏㨱��
Ǘ ǎԜä�㷨�೧�恔仁�恙㽻ᥴ㷩�嗚૾�峤�ᠢ�Ē㱾�����������承ì�îþä�တ⫑Ē�啵�Ή�
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徕ä悌î�嚏á㥃ä�嗚૾�嵗�တ⫑Ēᠢ�啵�A/c Receivable� �䟑�幥ᥴ�⫳ä�೧�C�⮦�承㨱�奡㺮�ðä�㺸ٶ Ǘ ǎԇ�
೧����乾�⡞�嚏á㥃ä�惠�ėᯬîຩ�㺸�û嗚�䆎ß�嬸૾��姽峤�Ě㽻ٱ Ǘ ǎՅ��

Ǘ ǎԜä�⮦�承㨱�îþä�ą╕�ú儢�⫦ä�õ为�
䯼㨱�îþä�ᇆ�㽻ä�乾�ėᯬîຩ�㺸�嚏á㥃ä�嬸૾�峤�ᠢ�Ē㱾�啵����������������承ì�တ⫑Ē�啵�᭛îຩ�㥃�û嗚�Ή��

Rizwan Arif�⫳ä�幥ᥴ�S�⮦�承㨱�㽻ä�⫳ä�恔仁ٱ� Ǘ ǎՅ�恙㽻�婨�媛૾�峤�ᇆÛ�Ě㽻ٱ Ǘ ǎՅ��
Ǘ ǎԜä�îþä�ᇆ�⫆ä�Ûðî恕ä�ᯇ�

ü㜌�ę㖓þ�䞺�㨱�⫦ä�೧ٵ�� ǘ ǎΔ�䯼㨱Ĝðä�ê㈲�ě⨭þì�ėᰳ᯳ä�㺸�嚏á㥃ä�೧�䞠܉�ⴣä�ê㈲�役૾ĨĜ 

 

ᄛþä�ศ�⥼䰮�廝㖵�� �Opening Balance 
抁�廝㖵�㺸�啬�㷨�Ě⨭þì�ûî㖵�嵗�ᳮ�啵�Đß�㱾�ᄭä�嚏á㥃ä�⥼䰮�廝㖵�啵�很૾�很峤�嚏á㥃ä�㺸�ศ�㜳�嬸㨱�
嵉�⫆ä�愒㈲�೧�䞠܉�ü⡜ß�嵉�Ṏ�╕�憗í�嵉�㲁�ðä�ûî㖵�㥃�⡞�⸞�ᄵ�䡴㥃�S.No��⸞�嵗�Ṏ�ᩝß�志ٳ ǔ ǎ ǌٌ�嵗�
惠�寄�î܉��Save�嬸㨱�࿀��S.No��úٱ�ࢌĴŅ ǔƸǎƹǘư᱑�ä⨭þì�䡴㥃�怾îᎹ�㥃�嵗�㲁�Đß�ᳮ�嚏á㥃ä�㺸�ᄛþä�ศ�䪩äĒ�嵗î᱑�
嵉�ęþ�㨵�怾îᎹ�㥃�Ě✭ß�ศ�嵗�⮐ä�怾îᎹ�䟊�啵�ô┢ä�㷨�çîþㆈ�嵗�⬍ä�ी�䆨äþ�䡴㥃�Ě嚕ä�娛�嵗㥃�Ṏ�ᩝß�

志ٳ ǔ ǎ ǌٌ�嵗�⬍ä�ी�䆨äþ�嚏á㥃ä�Ē㱾�㥃�嵗�惠�ᳮ�嚏á㥃ä�㥃�Đß�㱾�ศ�䨆äĒ�嵗�ðä�嚏á㥃ä��F 5Key㷨�ì人�⸞�
⮦�承㨱�Ή��Rizwan Arif�⬍ä��Narration�䰍äþ�䡴㥃�啵�⫳ä�㨗�ᙤ�䞺�承ì�ᇆ�⫆ä�Ṏ�೧�ศ�悌î�
徕ä�嵗�ęþ�Đß�徍Ē�幱⡜�࿀�䞺�承ì�îþä�ᯯ⏢�䰍äþ��Saveފ��㷨�ì人�⸞�õ为�䯼㨱�õ为�嬸㨱�㺸�ी�Đß�
ƾŇ ǔƶǋļǎ ưì�㲁�Ě嚕ä�娛���峤ٱ�ĴŅǔƸǎƹǘư᱑�ðä�⸞�ìä亾�抁�嵗�㲁�ðä�⅁áäþ�啵�剴�Ě嚕ä�嬸㨱�㷨�䉺ⴑ�ìṎ吴�嵉�惠�Đß�愡ä�
⅁áäþ�㺸�î垆ä�㷥�嚏á㥃ä�㺸�ᄛþä�ƘơǔƹŎǎ ƶǌƱ�úäĒ�⫎�嵉�îþä�ᇆ�㽻ä�Đß�恔仁�ƘơǔƹŎǎ ƶǌƱ�媎�䨆äĒ�安‹�ᠢ�ě�䰍äþ�

Save�㱾�恛࿀�㺸㨱ٳ�� Ǎ
ǘ
Рäþ�㱾�õ为�䯼㨱Ĝ 
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䬉ㄯþ�⅁áäþ�� �Receipt Voucher 
抁�廝㖵�㺸�啬�㥃�äᤗ�တß�Ṏ�þì�ûî㖵�࿀�俜�嵉�惠�㹅�嚏á㥃ä�啵��䬉ㄯþ�㷨�ûî㖵�îþä��嚏á㥃ä��啵�䬉ㄯþ�㷨�

Ûûî㖵�üä�ė婧þì�ûî㖵�啵�೧��Ě嚕ä�ðຩ�嬸㨱�㥃�愒㈲�୧�ü⡜ß�þ�ė愻�嵗�㲁�ú䵠�㺸�î㊓�࿀�㽻ä�Đß�㩴�
徕ä悌î�᭛îຩ�⸞�㹅�úㄯþ�ěî㨱�嵉�ᠢ�㹅�䬉ㄯþ�㷨�ûî㖵�啵�役᱑�ûî㖵�㥃�⡞�⸞�ᄵ�îþä�䡴㥃ä⨭þì�╕�
ú儢�憗ⵙ�þ娛�怾îᎹ��嵗�ᳮ�⸞�䲾��ûî㖵�啵�ᙤܬ��Ěì�䅋�嵗�ä䪾�㾨ä�䡴㥃�ᳮ�嚏á㥃ä�啵�徍Ē�啵�
嵗î峤�嵉�ðä�嚏á㥃ä�㱾�F 5Key�㷨�ì人�⸞�⮦�扨㨱�Ή�㹅�㥃�嚏á㥃ä�åä�⬍ä�ी�╕�ú儢�Ě嚕ä�娛�
嵗�ᳮ�⸞�䲾���çᙥ��ûî㖵�啵ܬ��Ěì�䅋 

�嵗�⬍ä�ी�Đß�ðä�嚏á㥃ä�㱾�⮦�承㨱�ᳮ�ð�Đß�䬉ㄯþ�嵗î㨱�嵉�Ή� �Rizwan Arif�㺸�嚏á㥃ä�㱾�
⮦�承㨱�⬍ä�ी��Narration��㺸�䡴㥃�啵�Đß�䬉ㄯþ�⸞�䲾�㨗�çᙥ�㽻ä�Ěîþㆈ�峤�ᠢ�幥ᥴ�承㨱�婨îþ�ęþ�
嚏þ䰮ä�䟑�Ṏ�᭛îຩ�äìä�峭î㨱�嵗�⬍ä�ी�ðä�Ě嚕ä�㱾�ᯯ⏢ٵ� ǘ ǎΔފ��⸞�õ为�䯼㨱�⬍ä�Đß�ƾŇ ǔƶǒƹǉļǎ ưì�㲁�Ě嚕ä�娛��

��㻠峤孆îß�惠�ė抂�೧�剴�Ě嚕ä�嬸㨱�㷨�䉺ⴑ�ìṎ吴�嵗�㽻ä�恔仁�Ě嚕ä�媛㨱�ᠢ峤�⫎㨱�嵉�㽻þ�婨�⫦ä�ě�䰍äþ�
ٵ ǘ ǎΔފ��⸞�õ为�䯼㨱�䞠܉�ⴣä�ê㈲�Đß��嚏á㥃ä�啵�妉㜳�ᥢ㨱�㞺þ�抋�抁�愒㈲�很ჄäĨĨĨĨ ĨĨ ĨĜ 
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彛äìä�⅁áäþ�� �Payment Voucher 
�廝㖵�㺸�啬�㥃�抁��ᡁ⋏�တß�೧��þì�ûî㖵�࿀�俜�嵉�惠�㹅�嚏á㥃ä�⸞�彛äìä�㷨�ûî㖵�îþä��嚏á㥃ä��⸞�彛äìä��
㷨�Ûûî㖵�üä�ė婧þì�ûî㖵�啵�೧��Ě嚕ä�ðຩ�嬸㨱�㥃�愒㈲�୧�ü⡜ß�þ�ė愻�嵗�㲁�ú䵠�㺸�î㊓�࿀�㽻ä�Đß�㩴��
徕ä�᭛îຩ�㱾��㹅�äìä�ěî㨱�嵉�ᠢ�㹅�彛äìä��㷨�ûî㖵�啵�役᱑�ûî㖵�㥃�⡞�⸞�ᄵ�îþä�䡴㥃ä⨭þì�╕�ú儢�憗ⵙ�
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