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†UKwbK¨vj G¨vwmmU¨vÝ (wUG) di G·‡Ub‡WU wgDwbwmc¨vj K¨vcvwmwU 

wewìs †cÖvMÖvg G¨vÛ wcÖcv‡ikb Ae wgDwbwmc¨vj mvwf©‡mm cÖ‡R±-2 

¯’vbxq miKvi cÖ‡KŠkj Awa`ßi 

AviwWBwm feb, †j‡fj-7 

†k‡ievsjv bMi, AvMviMuvI, XvKv| 

  

 

AvBwWG FY bs 4761-wewW 

  

 

ZË¡veavqK cÖ‡KŠkjx 

         I 

cwiPvjK, wgDwbwmc¨vj mv‡cvU© BDwbU/Avievb g¨v‡bR‡g›U mv‡cvU© BDwbU 

¯’vbxq miKvi cÖ‡KŠkj Awa`ßi, m`i `ßi, XvKv | 

 

wm‡÷g Gbvwj÷, wgDwbwmc¨vj mv‡cvU© BDwbU,  

¯’vbxq miKvi cÖ‡KŠkj Awa`ßi, m`i `ßi, XvKv | 

Dc-cwiPvjK- BD Gg Gm BD 

¯’vbxq miKvi cÖ‡KŠkj Awa`ßi, m`i `ßi, XvKv |

 

 wm‡÷g Gbvwj÷, wgDwbwmc¨vj mv‡cvU© BDwbU,  

¯’vbxq miKvi cÖ‡KŠkj Awa`ßi, m`i `ßi, XvKv | 

 

  I 

wgDwbwmc¨vj dvBÝ¨vm GÛ GKvDÝ †¯úkvwjó  

¯’vbxq miKvi cÖ‡KŠkj Awa`ßi, m`i `ßi, XvKv |

 

 wUg wjWvi, †m›Uªvj wgDwbwmc¨vj mv‡cvU© BDwbU, XvKv  

¯’vbxq miKvi cÖ‡KŠkj Awa`ßi, m`i `ßi, XvKv |
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                         cwiPvjK 

GgGmBD/BDGgGmBD 

I 

ZË¡veavqK cÖ‡KŠkjx (bMi e¨e ’̄vcbv) 

’̄vbxq miKvi cÖ‡KŠkj Awa`ßi 

 
 

gvP©, 2001| ¯’vbxq miKvi cÖ‡KŠkj Awa`ß‡ii ÒwgDwbwmc¨vj mvwf©‡mm cÖ‡R±Ó (GgGmwc)-Gi GKwU 

¸i‚Z¡c~Y© A‡½i KvR wnmv‡e ÔwgDwbwmc¨vj K¨vcvwmwU wewìs †cÖvMÖvgÕ-Gi ev¯—evqb ïi‚| D³ K¨vcvwmwU wewìs 

†cÖvMÖvg-Gi Bg&wc­‡gw›Us BDwbU wnmv‡e ÔwgDwbwmc¨vj mv‡cvU© BDwbUÕ (GgGmBD)-Gi AvZ¥cÖKvk|  
 

ÔwgDwbwmc¨vj mv‡cvU© BDwbUÕ cÖYxZ ÔwgDwbwmc¨vj K¨vcvwmwU wewìs †cÖvMÖvgÕ RvZxq ch©v‡qi GKwU 

AZ¨vaywbK (†÷U&-Ae-&w`-AvU©) Kg©m~wP| DbœZ I gvbm¤§Z bvMwiK myweav I †mev `ª‚Z cÖ`vbK‡í †cŠimfvq 

me©vaywbK cÖhyw³ wbf©i I Ávb-wfwËK cÖwkw¶Z Kwg©-evwnbx M‡o †Zvjv Z_v †cŠimfvi cÖvwZôvwbK `¶Zv DbœqbB 

G Kg©m~wPi j¶¨| †cŠimfvmg~‡n DbœZZi Z_¨ cÖhyw³i e¨envi I mykvmb cÖwZôvi j‡¶¨ miKviI B‡Zvg‡a¨ G 

wel‡q AvBb cÖYqb K‡i‡Qb|  [ ’̄vbxq miKvi (†cŠimfv) AvBb, 2009 -Gi aviv 54| DbœZZi Z_¨ cÖhyw³i 

e¨envi I  mykvmb| -(1) cÖ‡Z¨K †cŠimfv mykvmb wbwðZ Kwievi j‡¶¨ wbw`©ó mgqmxgvi g‡a¨ DbœZZi Z_¨ 

cÖhyw³ e¨envi Kwi‡e|] ¯’vbxq miKvi cÖ‡KŠkj Awa`ßi G‡¶‡Î cw_K…‡Zi f~wgKv cvjb K‡i‡Q| GgGmBD 

†cŠimfvmg~n‡K Z_¨ cÖhyw³ e¨env‡ii †¶‡Î A‡bK ~̀i GwM‡q wb‡q †M‡Q Ges fwel¨‡ZI G cÖ‡Póv Ae¨vnZ 

_vK‡e| 
 

miKvwi, Avav-miKvwi, ¯^vqZ¡kvwmZ, Avav-¯^vqZ¡kvwmZ wKsev evwYwR¨K †h‡Kvb ai‡bi cÖwZôvbB †nvK 

bv †Kb †mLv‡b Awbevh© Kvi‡YB Avw_©K †jb‡`b n‡e| wnmve weÁvb Abyhvqx Avw_©K †jb‡`b myôzfv‡e m¤úv`b I 

cwiPvjbvi Rb¨B H cÖwZôv‡b wnmve kvLvi cÖ‡qvRb| †cŠimfv GKwU Avav-¯^vqZ¡kvwmZ mswewae× cÖwZôvb| 

GZw`b a‡i GK Zidv `vwLjv c×wZ‡Z Zyjbvg~jKfv‡e Kg `¶ Rbej wb‡qB †cŠimfv¸‡jv‡Z wnmve kvLvi 

Kg©KvÊ P‡j AvmwQj| H Ae ’̄vi Avg~j cwieZ©b mvab I Avš—R©vwZK cwigÛ‡j ¯̂xK…Z `yÕ Zidv `vwLjv c×wZi 

cÖPjbmn †cŠi wnmve e¨e¯’vcbv‡K AvaywbKvq‡bi j‡¶¨ GgGmBD KZ…©K †cŠimfvi Ôwnmve kvLvi Kw¤úDUvivqb 

I DbœZZi wnmve cÖwZ‡e`b •ZwiKiYÕ Kg©m~wP Avi¤¢ Kiv nq|  
 

wnmve weÁv‡bi wbqg-Kvbyb †g‡b wbf©yj wnmve cÖYqb, wnmve msµvš— Z_¨ wjwce×KiY, wnmve msµvš— 

hveZxq Z_¨vw` msi¶‡Yi gva¨‡g †cŠimfvi Avw_©K †jb‡`‡b k„“Ljv Avbq‡bi D‡Ï‡k¨ ÒwgDwbwmc¨vj GKvDw›Us 

mdU&Iq¨viÓ bv‡g GKwU mdU&Iq¨vi •Zwi Kiv nq| wnmve kvLvi Kw¤úDUvivq‡bi mdjZv eûjvs‡k wbf©i K‡i 

†cŠi †gqi I Z`axb ’̄ wnmve kvLvi Kg©KZ©v-Kg©PvwiM‡Yi my „̀p A½xKv‡ii Dci| GgGmBD-i civgk©K, 

Kg©KZ©vmn †cŠimfvi †gqi I wnmve kvLvi Kg©KZ©vMY‡K wewfbœ ch©v‡q Zv‡`i mwµq mn‡hvwMZvi gva¨‡g 

mdU&Iq¨viwU‡K gvV ch©v‡q mPj ivL‡Z we‡kl f~wgKv cvjb Ki‡Z n‡e| 
 

†h mKj †cŠimfv Avš—wiKZvi mv‡_ mdU&Iq¨viwUi e¨envi Ae¨vnZ ivL‡e Zv‡`i^ Avq-e¨‡qi wnmve-

wbKvk Av‡Mi †h‡Kvb mg‡qi Zzjbvq ¯^‛Q, AwaK cwikxwjZ I †evaMg¨ Dcv‡q DaŸ©Zb KZ…©c‡¶i wbKU Dcš’vcb 

Kiv m¤¢e n‡e|   

GKvDw›Us mdU&Iq¨viwU h_vh_fv‡e Kw¤úDUv‡i ¯’vcb I mwVKfv‡e cwiPvjbvi Rb¨ G ÔwgDwbwmc¨vj 

GKvDw›Us mdU&Iq¨vi Acv‡ikbvj g¨vbyqvjÕ cÖYqb Kiv n‡q‡Q| e¨enviKvwiM‡Yi mvaviY I cÖhyw³MZ †gav 

we‡ePbvq †i‡L md&UIq¨vi I g¨vbyqvjwU h_vm¤¢e mnR I e¨envi-evÜe Kivi †Póv Kiv n‡q‡Q| Avkv Kwi, 

md&UIq¨vi I g¨vbyqvjwU e¨enviKvwiM‡Yi cÖZ¨vkv c~i‡Y m¶g n‡e|  

mdU&Iq¨vi I g¨vbyqvjwUi Dbœq‡b †h †Kvb civgk© mv`‡i MÖnY Kiv  n‡e|               

 

            

†gvt byi‚j­vn& 
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 Chapter Subject Page No 

Chapter -1 MAS Installation 

MAS Database Attach Kiv|  

MAS Software Pvjy Kiv|  

‡cŠimfvi bvg cwieZ©b Kiv| - 

 

3 

5 
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9 

 

Chapter -2 Receipt Voucher: 

Receipt Voucher Entry Kiv|  

Receipt Voucher Edit Kiv|  

Receipt Voucher Delete Kiv|  

 
 

Payment Voucher: 

Payment Voucher Entry Kiv|  

Payment Voucher Edit Kiv|  

Payment Voucher Delete Kiv|  

 
 

Journal Voucher: 

Journal Voucher Entry Kiv|  

Journal Voucher Edit Kiv|  

Journal Voucher Delete Kiv|  

 
 

Transfer Voucher: 

Transfer Voucher Entry Kiv|  

Transfer Voucher Edit Kiv|  

 
 

Budeget: 

Budeget Entry Kiv|  

Budeget Edit Kiv|  

Budeget Delete Kiv|  

 
 

Opening Balance: 

Opening Balance Entry Kiv|  

Opening Balance Edit Kiv|  

Opening Balance Delete Kiv|  

 
 

Bank Reconcilation: 

Bank Reconcilation Entry Kiv|  

Bank Reconcilation Edit Kiv|  

Bank Reconcilation Delete Kiv|  

 
 

Accounts Head: 

Accounts Head Entry Kiv|  

Accounts Head Edit Kiv|  

Accounts Head Delete Kiv|  

 
 

Unit Sub Unit Code: 

Unit Sub Unit Code Entry Kiv|  

Unit Sub Unit Code Edit Kiv|  

Unit Sub Unit Code Delete Kiv|  

 

10 
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11 
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13 

 

 

14 

15 
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Municipal Accounting Software  (MAS) 
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Chapter Subject Page No 

Chapter -3 Reporting 

Sub Unit Code List Report  

Accounts Head Report 

Opeing Balance Report 

Voucher Entry checking report  

Balance Sheet  

Budget Variance  

Daily cash and bank 

Cash and Bank                 (Periodically) 

Income and Expenditure  (Periodically) 

Receipt and payment       (Periodically) 

Trial balance 

General Ledger 

Subsidiary Ledger 

Sub-Subsidiary Ledger 

Bank reconciliation 

 

27-28 

 

 

 

 

 

Chapter -4  

Payroll Management System  

 

Entry: 

Employee information Entry  

Monthly Salary preparation  

 

Report: 

Monthly Salary Sheet  

Employee Information  

Employee Ledger  

 

 

 

 

 

29 

31 

 

Chapter -5 Systems 

Database BackUp  

Database Restore  

Year Ending Process  

User Change  Kiv |  

 

 

33 

34 

35 

36 

Appendix - 1 
MAS Software Gi gva¨‡g cÖ¯‘ZK…Z 

wi‡cvU©mg~‡ni bgybvKwc mshy³ 

 

37 

 



 

                                                             Page -  6 

 

 

 
 

  CD-i g‡a¨ msiw¶Z MAS ‡dvìviwU‡Z Wvej wK¬K Ki‡j SetUp.Exe  dvBjwU †`Lv hv‡e| D³ 

SetUp.Exe  dvBjwUi Dci Wvej wK¬K Ki‡j wb‡Pi digwU †`Lv hv‡e|   

          

 

2|  Dc‡ii  digwU †Z Next evU‡bi wK¬K Ki‡j wb‡Pi digwU †`Lv hv‡e|   

        

3|  Dc‡ii digwU‡Z  I Agree to the terms of licence Agreement- G wK¬K K‡i Next evU‡b 

wK¬K Ki‡Z n‡e| Zvn‡j wb‡Pi digwU †`Lv hv‡e|  

 

 

 

 

 

MAS Install 
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4|  Dc‡iv³ GB di‡g Serial Number- G Serial No wj‡L Next evU‡b wK¬K Ki‡Z n‡e|  

5|  Gi c‡ii cÖ‡Z¨KUv di‡gi Z_¨mg~n mwVKfv‡e c‡o  Next evU‡b wK¬K K‡i †h‡Z n‡e|  
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1| Start > Programs > Microsoft SQL Server > Enterprise Manager G wK¬K Ki‡j wb‡Pi 

digwU †`Lv hv‡e|  

          

  

2| Dc‡ii di‡g Miorsoft SQL Servers Gi Dci Wvej wK¬K Ki‡Z n‡e|  

3|  Zvici SQL Server Group ‡`Lv hv‡e| Gi Dci Wvej wK¬K Ki‡Z n‡e|  

4|     Zvici (local) (Windows NT) ‡`Lv hv‡e| Gi Dci Wvej wK¬K Ki‡Z n‡e Zvn‡j wb‡Pi digwU  

         †`Lv hv‡e|  

          
 
 

 

 

 

 

 

 

MAS Database Attach 
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5|  Dc‡iv³ di‡g  Database Gi Dci ivBU wK¬K Ki‡j wb‡Pi wP‡Îi gZ †`Lv hv‡e|  
 

  

 

6|  GLv‡b All Tasks wm‡j± K‡i Attach Database G wK¬K Ki‡Z n‡e| Zvn‡j wb‡Pi digwU †`Lv 

hv‡e|  

           

 

 

 

 

 

 

 

 

 

 

 

 
7|  ...    wPwýZ evU‡b wK¬K Ki‡j wb‡Pi digwU †`Lv hv‡e|  
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8| Dc‡iv³ di‡g C:\ †Z Wvej wK¬K K‡i Program Files G Wvej wK¬K K‡i MAS wm‡j± Ki‡Z n‡e|  

9|  MAS Gi Dci Wvej wK¬K K‡i Database Gi Dci Wvej wK¬K Ki‡j wb‡Pi gZ †`Lv hv‡e|  

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

10|  Dc‡iv³ di‡g MAS_Data.MDF wm‡j± K‡i OK evU‡b wK¬K Ki‡Z n‡e| Zvn‡j wb‡Pi digwU 

†`Lv hv‡e|  

             

 

11|  Dc‡iv³ di‡g OK evU‡b wK¬K Ki‡Z n‡e| hw` mwVKfv‡e  MAS Database Attach n‡q _v‡K 

Zvn‡j wb‡Pi †g‡mRwU †`Lv hv‡e|  
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MAS Software 
 

1. Start > Programs > Accounting Information System – G wK¬K Ki‡j wb‡Pi digwU †`Lv  

hv‡e|  

          

 

2|   Dc‡ii di‡g UserID   wm‡j± Ki‡Z n‡e|  

3|   Password  Gi N‡i cvmIqvW© wjL‡Z n‡e|  

4|   Enter evUb Pvc‡Z n‡e A_ev LogIn evU‡b wK¬K Ki‡Z n‡e| cvmIqvW© mwVK n‡j wb‡Pi digwU †`Lv 

hv‡e|  
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(†bvU t MAS Software wU e¨envi Kivi c~‡e© Avcbvi †cŠimfvi bvg Aek¨B Gw›Uª Ki‡Z n‡e|) 

 

1|  MAS Software wU Open Ki‡Z n‡e|  

2|  Systems  g¨vby †_‡K Paurashava Name - G wK¬K Ki‡j wb‡Pi digwU †`Lv hv‡e|  

 

         

 

3|  Municipal Name –G Avcbvi †cŠimfvi bvgwU UvBc Ki‡Z n‡e|  

4|  Save evU‡b wK¬K Ki‡Z n‡e|  
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Receipt Voucher 
 

Receipt Voucher Entry :  
 

1|  MAS Software wU Open Ki‡Z n‡e|  

 

2|  Receipt evU‡b             wK¬K Ki‡j wb‡Pi digwU †`Lv hv‡e|  

 

          

 

3|  Add             evU‡b wK¬K Ki‡Z n‡e|  

 

4|  wb‡Pi Z_¨mg~n wVKfv‡e c~iY Ki‡Z n‡e|  

 Unit  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

 Sub Unit  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Voucher No : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Voucher Date:  wjLvi ci Enter evUb Pvc‡Z n‡e|  

Cheque No : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Bank Code : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Amount : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Particulars : wjLvi ci Enter evUb Pvc‡Z n‡e|  

 

Credit Code selection:   

Code     : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Sub Code : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Remarks  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Amount : wjLvi ci Enter evUb Pvc‡Z n‡e|  cieZ©x Credit Code wm‡j± Kivi Rb¨      

                        GKBfv‡e ci ci wm‡j± Ki‡Z n‡e|  

me‡k‡l mwVfv‡e  WvUv Gw›Uª Kivi ci GK bR‡i GKevi †`‡L wb‡Z n‡e Gw›UªK…Z WvUvmg~n mwVK n‡q‡Q wKbv| 

hw` mwVK n‡q _v‡K Zvn‡j           evU‡b wK¬K Ki‡Z n‡e|  
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Receipt Voucher Edit :  
 

1|  MAS Software  wU Open Ki‡Z n‡e|  

 

2|  Receipt evU‡b             wK¬K Ki‡j wb‡Pi digwU †`Lv hv‡e|  

 

          

 

3|  Edit            evU‡b wK¬K Ki‡Z n‡e|  

4|  Unit  wjLvi ci Enter evUb Pvc‡Z n‡e;  

 Sub Unit wjLvi ci Enter evUb Pvc‡Z n‡e|  

5|  ‡h Voucher wU ms‡kvab Kiv cÖ‡qvRb Zvi Voucher No wm‡j± Ki‡Z n‡e|  

6|  cÖ‡qvRbxq ms‡kva‡bi ci GK bR‡i GKevi †`‡L wb‡Z n‡e ms‡kvwaZ WvUv mwVK n‡q‡Q wKbv| hw`  
 

         mwVK n‡q _v‡K Zvn‡j          evU‡b wK¬K Ki‡Z n‡e|  

 

Receipt Voucher Delete :  
 

  

1|  Edit           evU‡b wK¬K Ki‡Z n‡e|  
 

2|  Unit  wjLvi ci Enter evUb Pvc‡Z n‡e; Sub Unit wjLvi ci Enter evUb Pvc‡Z n‡e|  

3|  ‡h Voucher wU Delete Kiv cÖ‡qvRb Zvi Voucher No wm‡j± Ki‡Z n‡e|  

 

 

  

 

 

 

 

4|  Dc‡iv³ N‡ii WvUvmg~n Wvej K¬K K‡i Delete Ki‡Z n‡e|  

 

5|  me †k‡l           evU‡b wK¬K Ki‡Z n‡e|  
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Payment Voucher  
 

Payment Voucher Entry :  
 

1|  MAS Software wU Open Ki‡Z n‡e|  

 

2|  Payment evU‡b           wK¬K Ki‡j wb‡Pi digwU †`Lv hv‡e|  

 

          

 

3|  Add             evU‡b wK¬K Ki‡Z n‡e|  

 

4|  wb‡Pi Z_¨mg~n wVKfv‡e c~iY Ki‡Z n‡e|  

 Unit  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

 Sub Unit  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Voucher No : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Voucher Date:  wjLvi ci Enter evUb Pvc‡Z n‡e|  

Cheque No : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Bank Code : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Amount : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Particulars : wjLvi ci Enter evUb Pvc‡Z n‡e|  

 

Credit Code selection:   

Code     : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Sub Code : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Remarks  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Amount : wjLvi ci Enter evUb Pvc‡Z n‡e|  cieZ©x Credit Code wm‡j± Kivi Rb¨      

                        GKBfv‡e ci ci wm‡j± Ki‡Z n‡e|  

me‡k‡l mwVfv‡e  WvUv Gw›Uª Kivi ci GK bR‡i GKevi †`‡L wb‡Z n‡e Gw›UªK…Z WvUv mwVK n‡q‡Q wKbv| hw`  
 

mwVK n‡q _v‡K Zvn‡j           evU‡b wK¬K Ki‡Z n‡e|  
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Payment Voucher Edit :  
 

1|  MAS Software  wU Open Ki‡Z n‡e|  

 

2|  Payment evU‡b          wK¬K Ki‡j wb‡Pi digwU †`Lv hv‡e|  

 

          

 

3|  Edit            evU‡b wK¬K Ki‡Z n‡e|  

4|  Unit  wjLvi ci Enter evUb Pvc‡Z n‡e;  

 Sub Unit wjLvi ci Enter evUb Pvc‡Z n‡e|  

5|  ‡h Voucher wU ms‡kvab Kiv cÖ‡qvRb Zvi Voucher No wm‡j± Ki‡Z n‡e|  

6|  cÖ‡qvRbxq ms‡kva‡bi ci GK bR‡i GKevi †`‡L wb‡Z n‡e ms‡kvwaZ WvUv mwVK n‡q‡Q wKbv| hw`  
 

         mwVK n‡q _v‡K Zvn‡j          evU‡b wK¬K Ki‡Z n‡e|  

 

Payment Voucher Delete :  
 

  

1|  Edit           evU‡b wK¬K Ki‡Z n‡e|  
 

2|  Unit  wjLvi ci Enter evUb Pvc‡Z n‡e; Sub Unit wjLvi ci Enter evUb Pvc‡Z n‡e|  

3|  ‡h Voucher wU Delete Kiv cÖ‡qvRb Zvi Voucher No wm‡j± Ki‡Z n‡e|  

 

 

  

 

 

 

 

4|  Dc‡iv³ N‡ii WvUvmg~n Wvej K¬K K‡i Delete Ki‡Z n‡e|  

 

5|  me †k‡l           evU‡b wK¬K Ki‡Z n‡e|  
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Journal Voucher  
 

Journal Voucher Entry :  
 

1|  MAS Software wU Open Ki‡Z n‡e|  
 

 

2|  Journal evU‡b           wK¬K Ki‡j wb‡Pi digwU †`Lv hv‡e|  
 

 

          
 

 

3|  Add             evU‡b wK¬K Ki‡Z n‡e|  
 

 

4|  wb‡Pi Z_¨mg~n wVKfv‡e c~iY Ki‡Z n‡e|  

 Unit  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

 Sub Unit  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Voucher No : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Voucher Date:  wjLvi ci Enter evUb Pvc‡Z n‡e|  

Particulars : wjLvi ci Enter evUb Pvc‡Z n‡e|  
 

Credit Code selection:   
Code     : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Sub Code : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Remarks  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Amount : wjLvi ci Enter evUb Pvc‡Z n‡e|  cieZ©x Credit Code wm‡j± Kivi Rb¨      

                        GKBfv‡e ci ci wm‡j± Ki‡Z n‡e|  

Debit Code selection:   
Code     : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Sub Code : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Remarks  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Amount : wjLvi ci Enter evUb Pvc‡Z n‡e|  cieZ©x Debit Code wm‡j± Kivi Rb¨      

                        GKBfv‡e ci ci wm‡j± Ki‡Z n‡e|  

 

me‡k‡l mwVfv‡e  WvUv Gw›Uª Kivi ci GK bR‡i GKevi †`‡L wb‡Z n‡e Gw›UªK…Z WvUv mwVK n‡q‡Q wKbv| hw`  
 

 

mwVK n‡q _v‡K Zvn‡j           evU‡b wK¬K Ki‡Z n‡e|  
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Journal Voucher Edit :  
 

1|  MAS Software  wU Open Ki‡Z n‡e|  

 

2|  Journal evU‡b          wK¬K Ki‡j wb‡Pi digwU †`Lv hv‡e|  

 

          

 

3|  Edit            evU‡b wK¬K Ki‡Z n‡e|  

4|  Unit  wjLvi ci Enter evUb Pvc‡Z n‡e;  

 Sub Unit wjLvi ci Enter evUb Pvc‡Z n‡e|  

5|  ‡h Voucher wU ms‡kvab Kiv cÖ‡qvRb Zvi Voucher No wm‡j± Ki‡Z n‡e|  

6|  cÖ‡qvRbxq ms‡kva‡bi ci GK bR‡i GKevi †`‡L wb‡Z n‡e ms‡kvwaZ WvUv mwVK n‡q‡Q wKbv| hw`  
 

         mwVK n‡q _v‡K Zvn‡j          evU‡b wK¬K Ki‡Z n‡e|  

 

Payment Voucher Delete :  
 

  

1|  Edit           evU‡b wK¬K Ki‡Z n‡e|  
 

2|  Unit  wjLvi ci Enter evUb Pvc‡Z n‡e; Sub Unit wjLvi ci Enter evUb Pvc‡Z n‡e|  

3|  ‡h Voucher wU Delete Kiv cÖ‡qvRb Zvi Voucher No wm‡j± Ki‡Z n‡e|  

 

 

  

 

 

 

 

4|  Dc‡iv³ N‡ii WvUvmg~n Wvej K¬K K‡i Delete Ki‡Z n‡e|  

 

5|  me †k‡l           evU‡b wK¬K Ki‡Z n‡e|  



 

                                                             Page -  19 

 

 

Transfer Voucher  
 

Transfer Voucher Entry :  
 

1|  MAS Software wU Open Ki‡Z n‡e|  
 

 

 

 

2|  Transfer evU‡b           wK¬K Ki‡j wb‡Pi digwU †`Lv hv‡e|  
 

 

          
 

 

3|  Add             evU‡b wK¬K Ki‡Z n‡e|  
 

 

4|  wb‡Pi Z_¨mg~n wVKfv‡e c~iY Ki‡Z n‡e|  

 Unit  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

 Sub Unit  : wjLvi ci Enter evUb Pvc‡Z n‡e|  
 

Debit Entry:   
Voucher No  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Date  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Bank Code : wjLvi ci Enter evUb Pvc‡Z n‡e|  

 
Credit Entry:   
Bank Code : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Amount : wjLvi ci Enter evUb Pvc‡Z n‡e|   

Cheque No : wjLvi ci Enter evUb Pvc‡Z n‡e|   

Particular : wjLvi ci Enter evUb Pvc‡Z n‡e|   

 

me‡k‡l mwVfv‡e  WvUv Gw›Uª Kivi ci GK bR‡i GKevi †`‡L wb‡Z n‡e Gw›UªK…Z WvUv mwVK n‡q‡Q wKbv| hw`  
 

 

mwVK n‡q _v‡K Zvn‡j           evU‡b wK¬K Ki‡Z n‡e|  
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Transfer Voucher Edit :  
 

1|  MAS Software  wU Open Ki‡Z n‡e|  

 

2|  Transfer evU‡b          wK¬K Ki‡j wb‡Pi digwU †`Lv hv‡e|  

 

          

 

3|  Edit            evU‡b wK¬K Ki‡Z n‡e|  

4|  Unit  wjLvi ci Enter evUb Pvc‡Z n‡e;  

 Sub Unit wjLvi ci Enter evUb Pvc‡Z n‡e|  

5|  ‡h Voucher wU ms‡kvab Kiv cÖ‡qvRb Zvi Voucher No wm‡j± Ki‡Z n‡e|  

6|  cÖ‡qvRbxq ms‡kva‡bi ci GK bR‡i GKevi †`‡L wb‡Z n‡e ms‡kvwaZ WvUv mwVK n‡q‡Q wKbv| hw`  
 

         mwVK n‡q _v‡K Zvn‡j          evU‡b wK¬K Ki‡Z n‡e|  
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BUDGET 
 

Budget Entry :  
 

1|  MAS Software wU Open Ki‡Z n‡e|  
 

 

2|  Budget evU‡b           wK¬K Ki‡j wb‡Pi digwU †`Lv hv‡e|  
 

 

          
 

 

3|  Add             evU‡b wK¬K Ki‡Z n‡e|  
 

 

4|  wb‡Pi Z_¨mg~n wVKfv‡e c~iY Ki‡Z n‡e|  

 Unit  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

 Sub Unit  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

 Financial Year: wjLvi ci Enter evUb Pvc‡Z n‡e|  

 
 

Credit Code selection:   
Sub Code     : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Sub Sub Code : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Remarks  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Amount : wjLvi ci Enter evUb Pvc‡Z n‡e|  cieZ©x Sub Code wm‡j± Kivi Rb¨      

                        GKBfv‡e ci ci wm‡j± Ki‡Z n‡e|  

 

me‡k‡l mwVfv‡e  WvUv Gw›Uª Kivi ci GK bR‡i GKevi †`‡L wb‡Z n‡e Gw›UªK…Z WvUv mwVK n‡q‡Q wKbv| hw`  
 

 

mwVK n‡q _v‡K Zvn‡j           evU‡b K¬K Ki‡Z n‡e|  
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Budget Edit :  
 

1|  MAS Software  wU Open Ki‡Z n‡e|  

 

2|  Budget evU‡b           wK¬K Ki‡j wb‡Pi digwU †`Lv hv‡e|  

 

         

          

3|  Edit            evU‡b wK¬K Ki‡Z n‡e|  

4|  Unit  wjLvi ci Enter evUb Pvc‡Z n‡e;  

 Sub Unit wjLvi ci Enter evUb Pvc‡Z n‡e|  

5|  ‡h Fiscal Year wU ms‡kvab Kiv cÖ‡qvRb Zv wj‡L G›Uvi Ki‡Z n‡e|  

6|  cÖ‡qvRbxq ms‡kva‡bi ci GK bR‡i GKevi †`‡L wb‡Z n‡e ms‡kvwaZ WvUv mwVK n‡q‡Q wKbv| hw`  
 

         mwVK n‡q _v‡K Zvn‡j          evU‡b wK¬K Ki‡Z n‡e|  

 

Budget Delete :  
 

  

1|  Edit           evU‡b wK¬K Ki‡Z n‡e|  
 

2|  Unit  wjLvi ci Enter evUb Pvc‡Z n‡e; Sub Unit wjLvi ci Enter evUb Pvc‡Z n‡e|  

3|  ‡h Fiscal Year wU ms‡kvab Kiv cÖ‡qvRb Zv wj‡L G›Uvi Ki‡Z n‡e|  

 

 

  

 

 

 

 

4|  Dc‡iv³ N‡ii WvUvmg~n Wvej K¬K K‡i Delete Ki‡Z n‡e|  

 

5|  me †k‡l           evU‡b wK¬K Ki‡Z n‡e|  
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Opening Balance 
 

Opening Balance Entry :  
 

1|  MAS Software wU Open Ki‡Z n‡e|  
 

 

2|  New Entry ‡gby¨ †_‡K <Opening Banlance Entry>  wm‡j± Ki‡Z n‡e| Zvn‡j wb‡Pi digwU 

†`Lv hv‡e|  
 

 

          
 

 

3|  Add             evU‡b wK¬K Ki‡Z n‡e|  
 

 

4|  wb‡Pi Z_¨mg~n wVKfv‡e c~iY Ki‡Z n‡e|  

 Unit  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

 Sub Unit  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

 Financial Year: wjLvi ci Enter evUb Pvc‡Z n‡e|  

 
Ebtry:   
Sub Code     : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Sub Sub Code : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Remarks  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Cr.Amount : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Dr.Amount : wjLvi ci Enter evUb Pvc‡Z n‡e|  cieZ©x Sub Code wm‡j± Kivi Rb¨      

                        GKBfv‡e ci ci wm‡j± Ki‡Z n‡e|  

 

me‡k‡l mwVfv‡e  WvUv Gw›Uª Kivi ci GK bR‡i GKevi †`‡L wb‡Z n‡e Gw›UªK…Z WvUv mwVK n‡q‡Q wKbv| hw`  
 

 

mwVK n‡q _v‡K Zvn‡j           evU‡b wK¬K Ki‡Z n‡e|  
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Opening Balance Edit :  
 

1|  MAS Software wU Open Ki‡Z n‡e|  
 

 

2|  New Entry ‡gby¨ †_‡K <Opening Banlance Entry>  wm‡j± Ki‡Z n‡e| Zvn‡j wb‡Pi digwU 

†`Lv hv‡e|  
 

 

          

          

3|  Edit            evU‡b wK¬K Ki‡Z n‡e|  

4|  Unit  wjLvi ci Enter evUb Pvc‡Z n‡e;  

 Sub Unit wjLvi ci Enter evUb Pvc‡Z n‡e|  

5|  ‡h Fiscal Year wU ms‡kvab Kiv cÖ‡qvRb Zv wj‡L G›Uvi Ki‡Z n‡e|  

6|  cÖ‡qvRbxq ms‡kva‡bi ci GK bR‡i GKevi †`‡L wb‡Z n‡e ms‡kvwaZ WvUv mwVK n‡q‡Q wKbv| hw`  
 

         mwVK n‡q _v‡K Zvn‡j          evU‡b wK¬K Ki‡Z n‡e|  

 

Opening Balance Delete :  
 

  

1|  Edit           evU‡b wK¬K Ki‡Z n‡e|  
 

2|  Unit  wjLvi ci Enter evUb Pvc‡Z n‡e; Sub Unit wjLvi ci Enter evUb Pvc‡Z n‡e|  

3|  ‡h Fiscal Year wU ms‡kvab Kiv cÖ‡qvRb Zv wj‡L G›Uvi Ki‡Z n‡e|  

 

 

  

 

 

 

 

4|  Dc‡iv³ N‡ii WvUvmg~n Wvej K¬K K‡i Delete Ki‡Z n‡e|  

 

5|  me †k‡l           evU‡b wK¬K Ki‡Z n‡e|  
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Bank Reconciliation  
 

Bank Reconciliation Entry :  
 

1|  MAS Software wU Open Ki‡Z n‡e|  
 

 

2|  New Entry ‡gby¨ †_‡K <Bank Reconciliation Entry>  wm‡j± Ki‡Z n‡e| Zvn‡j wb‡Pi digwU 

†`Lv hv‡e|  
 
 

          
 

 

3|  Add             evU‡b wK¬K Ki‡Z n‡e|  
 

 

4|  wb‡Pi Z_¨mg~n wVKfv‡e c~iY Ki‡Z n‡e|  

 Unit  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

 Sub Unit  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

 
Debit Entry:   

Voucher No : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Voucher Date:  wjLvi ci Enter evUb Pvc‡Z n‡e|  

Cheque No : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Bank Code : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Particulars : wjLvi ci Enter evUb Pvc‡Z n‡e|  

 
Debit Code selection:   
Sub Code     : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Sub Sub Code : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Dr. Amount  : wjLvi ci Enter evUb Pvc‡Z n‡e|  

Cr. Amount : wjLvi ci Enter evUb Pvc‡Z n‡e|  cieZ©x Sub Code wm‡j± Kivi Rb¨      

                        GKBfv‡e ci ci wm‡j± Ki‡Z n‡e|  

 

me‡k‡l mwVfv‡e  WvUv Gw›Uª Kivi ci GK bR‡i GKevi †`‡L wb‡Z n‡e Gw›UªK…Z WvUv mwVK n‡q‡Q wKbv| hw`  
 

 

mwVK n‡q _v‡K Zvn‡j           evU‡b wK¬K Ki‡Z n‡e|  
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Bank Reconciliation Edit :  
 

1|  MAS Software wU Open Ki‡Z n‡e|  
 

 

2|  New Entry ‡gby¨ †_‡K <Bank Reconciliation Entry>  wm‡j± Ki‡Z n‡e| Zvn‡j wb‡Pi digwU 

†`Lv hv‡e|  
 
 

          

          

3|  Edit            evU‡b wK¬K Ki‡Z n‡e|  

4|  Unit  wjLvi ci Enter evUb Pvc‡Z n‡e;  

 Sub Unit wjLvi ci Enter evUb Pvc‡Z n‡e|  

5|  ‡h Voucher No wU ms‡kvab Kiv cÖ‡qvRb Zv wj‡L G›Uvi Ki‡Z n‡e|  

6|  cÖ‡qvRbxq ms‡kva‡bi ci GK bR‡i GKevi †`‡L wb‡Z n‡e ms‡kvwaZ WvUv mwVK n‡q‡Q wKbv| hw`  
 

         mwVK n‡q _v‡K Zvn‡j          evU‡b wK¬K Ki‡Z n‡e|  

 

Bank Reconciliation Delete :  
 

  

1|  Edit           evU‡b wK¬K Ki‡Z n‡e|  
 

2|  Unit  wjLvi ci Enter evUb Pvc‡Z n‡e; Sub Unit wjLvi ci Enter evUb Pvc‡Z n‡e|  

3|  ‡h Voucher No wU ms‡kvab Kiv cÖ‡qvRb Zv wj‡L G›Uvi Ki‡Z n‡e|  

 

 

  

 

 

 

 

4|  Dc‡iv³ N‡ii WvUvmg~n Wvej wK¬K K‡i Delete Ki‡Z n‡e|  

 

5|  me †k‡l           evU‡b wK¬K Ki‡Z n‡e|  
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Accounts Head
 

Accounts Head Entry :  
 

1|  MAS Software wU Open Ki‡Z n‡e|  
 

 

2|  New Entry ‡gby¨ †_‡K <Accounts Head>  wm‡j± Ki‡Z n‡e| Zvn‡j wb‡Pi digwU †`Lv hv‡e|  
 
 

          
 

 

Control Code Entry:  
i) Control Code wjL‡Z n‡e|  

ii) Control Head wjL‡Z n‡e|    

iii) Save evU‡b wK¬K Ki‡Z n‡e|  

 
Sub Code Entry:  

i) Control Code wm‡j± Ki‡Z n‡e|  

ii) Sub Code wjL‡Z n‡e|    

iii) Sub Head wjL‡Z n‡e|    

iv) Save evU‡b wK¬K Ki‡Z n‡e|  

 
Sub Sub Code Entry:  

i) Control Code wm‡j± Ki‡Z n‡e|  

ii) Sub Code wm‡j± Ki‡Z n‡e|    

iii) Sub Sub Code wjL‡Z n‡e|    

iv) Sub Sub Head wjL‡Z n‡e|    

v) Save evU‡b wK¬K Ki‡Z n‡e|  
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Accounts Head Edit :  
Control Head Edit:  

i) Control Code wm‡j± Ki‡Z n‡e|   

ii) mwVK Control Head wjL‡Z n‡e| 

iii)  (Down Arrow) Pvc‡Z n‡e|   

iv) Save evU‡b wK¬K Ki‡Z n‡e|  

    
Sub Head Edit:  

i) Control Code wm‡j± Ki‡Z n‡e|  

ii) Sub Code wm‡j± n‡e|  

iii) mwVK Sub Head wjL‡Z n‡e|   

iv)  (Down Arrow) Pvc‡Z n‡e|   

v) Save evU‡b wK¬K Ki‡Z n‡e|  

 
Sub Sub Head Edit:  

i) Control Code wm‡j± Ki‡Z n‡e|  

ii) Sub Code wm‡j± Ki‡Z n‡e|   

iii) Sub Sub Code wm‡j± Ki‡Z n‡e|   

iv) mwVK Sub Sub Head wjL‡Z n‡e|   

v)  (Down Arrow) Pvc‡Z n‡e|   

vi) Save evU‡b wK¬K Ki‡Z n‡e|  
 
 

 

Code Delete 

‡h †Kvb †KvW Delete Ki‡Z PvB‡j D³ †KvW Gi Dci Wvej wK¬K K‡i wi‡gvf Kiv nq Zvi ci Save evU‡b 

wK¬K Ki‡j  Delete n‡q hvq|  
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Unit Sub Unit Entry
 

Unit / Sub Unit Entry :  
 

1|  MAS Software wU Open Ki‡Z n‡e|  
 

 

2|  New Entry ‡gby¨ †_‡K <Unit Sub Unit Code>  wm‡j± Ki‡Z n‡e| Zvn‡j wb‡Pi digwU †`Lv 

hv‡e|  
 
 

    

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Unit Entry:  
i) Unit Gi N‡i Code wj‡L G›Uvi evUb Pvc‡Z n‡e|  

ii) D³ Code Gi  Head wj‡L G›Uvi evUb Pvc‡Z n‡e| 

iii) Save evU‡b wK¬K Ki‡Z n‡e|  
 

Sub Unit Entry:  
i) Unit wm‡j± Ki‡Z n‡e|  

ii) Sub Unit Gi N‡i Code wj‡L G›Uvi evUb Pvc‡Z n‡e|  

iii) D³ Code Gi  Head wj‡L G›Uvi evUb Pvc‡Z n‡e| 

iv) Save evU‡b wK¬K Ki‡Z n‡e|  

 

Unit / Sub Unit Edit :  
 

Unit Edit:  
i) Unit Code wm‡j± Ki‡Z n‡e|   

ii) D³ Code Gi mwVK  Head wjL‡Z n‡e|  

iii)  (Down Arrow) Pvc‡Z n‡e|   

iv) Save evU‡b wK¬K Ki‡Z n‡e|  
 

Sub Unit Edit:  
i) Unit wm‡j± Ki‡Z n‡e|  

ii) Sub Unit wm‡j± Ki‡Z n‡e|  

iii) D³ Sub Unit Gi mwVK Head wjL‡Z n‡e| 

iv)  (Down Arrow) Pvc‡Z n‡e|   

v) Save evU‡b wK¬K Ki‡Z n‡e|  
 
 

Unit/Sub Unit Delete ‡h †Kvb †KvW Delete Ki‡Z PvB‡j D³ †KvW Gi Dci Wvej wK¬K K‡i 

wi‡gvf Kivi ci Save evU‡b wK¬K Ki‡j  Delete n‡q hvq|  
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MAS Sofwtare ‡_‡K wbb¥ wjwLZ wi‡cvU©mg~n  cvIqv hv‡e|  
 

 Sub Unit Code List Report  
 Accounts Head Report 
 Opeing Balance Report > 

 Paurashava 
 Unit 
 Sub Unit 

 Voucher Entry checking report > 
Receipt Voucher  

 Payment Voucher  
 Journal Voucher  
 Transfer Voucher  

 Balance Sheet  
 Paurashava 
 Unit 
 Sub Unit 

 Budget Variance  
 Paurashava 
 Unit 
 Sub Unit 

 Daily cash and bank > 
 Paurashava 
 Unit 
 Sub Unit 

 
 Cash and Bank               (Periodically) > 

 Paurashava 
 Unit 
 Sub Unit 

 
 Income and Expenditure  (Periodically) > 

 Paurashava 
 Unit 
 Sub Unit 

 Receipt and payment      (Periodically) > 
 Paurashava 
 Unit 
 Sub Unit 

 Trial balance > 
 Paurashava 
 Unit 
 Sub Unit 

 General Ledger > 
 Paurashava 
 Unit 
 Sub Unit 

 Subsidiary Ledger > 
 Paurashava 
 Unit 
 Sub Unit 

 Sub-Subsidiary Ledger > 
 Paurashava 
 Unit 
 Sub Unit 

 
 Bank reconciliation  

REPORTS 
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wi‡cvU©mg~n †c‡Z n‡j wb‡b¥i c×wZ AbymiY Ki‡Z n‡e|  

1|  MAS Software wU Open Ki‡Z n‡e|  
 

 

2|  Reports ‡gby¨ †_‡K cÖ‡qvRbxq Ackb wm‡j± Ki‡Z n‡e|  

 

         

 

 

 D‡j­wLZ wi‡cvU©mg~n‡ni GKwU K‡i bgybv Kwc Page – 37 G  Appendix -1 AvKv‡i  

mshy³ Kiv nj| 
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Employee Information 
 

Employee information Entry 
1|  MAS Software wU Open Ki‡Z n‡e|  

2|  Payroll ‡gby¨ †_‡K <Employee Information>  wm‡j± Ki‡Z n‡e| Zvn‡j wb‡Pi digwU †`Lv 

hv‡e|  
 

         

 

 

3|  Add             evU‡b wK¬K Ki‡Z n‡e|  

 

4|  wb‡Pi Z_¨mg~n wVKfv‡e c~iY Ki‡Z n‡e|  

Unit; Sub Unit; Emp ID; Name; Designation; Joining Date; End Date; Address; 

Mobile No; Religion;  Date of Birth; Height Edu; Job Catagori;   

Salary Information 

  

me‡k‡l mwVfv‡e  WvUv Gw›Uª Kivi ci GK bR‡i GKevi †`‡L wb‡Z n‡e Gw›UªK…Z WvUvmg~n mwVK n‡q‡Q wKbv| 

hw`  
 

mwVK n‡q _v‡K Zvn‡j           evU‡b wK¬K Ki‡Z n‡e|  

 
 

Employee information Edit 
1|  MAS Software wU Open Ki‡Z n‡e|  
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2|  Payroll ‡gby¨ †_‡K <Employee Information>  wm‡j± Ki‡Z n‡e| Zvn‡j wb‡Pi digwU †`Lv 

hv‡e|  
 

 

 

 

 

 

 

 

 

     

 

 

3|  Edit            evU‡b wK¬K Ki‡Z n‡e|  

4|  Unit  wjLvi ci Enter evUb Pvc‡Z n‡e;  

 Sub Unit wjLvi ci Enter evUb Pvc‡Z n‡e|  

5|  ‡h Employee-i Z_¨ ms‡kvab Kiv cÖ‡qvRb Zvi Emp ID wm‡j± Ki‡Z n‡e|  

6|  cÖ‡qvRbxq ms‡kva‡bi ci GK bR‡i GKevi †`‡L wb‡Z n‡e ms‡kvwaZ WvUvmg~n mwVK n‡q‡Q wKbv| hw`  
 

         mwVK n‡q _v‡K Zvn‡j          evU‡b wK¬K Ki‡Z n‡e|  
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Monthly Salary Preparation 
 

Monthly Salary preparation    
 

1|  MAS Software wU Open Ki‡Z n‡e|  

2|  Payroll ‡gby¨ †_‡K <Monthly Salary preparation>  wm‡j± Ki‡Z n‡e| Zvn‡j wb‡Pi digwU 

†`Lv hv‡e|  
 

         

 

 

3|  Unit  ‡jLvi ci G›Uvi evUb Pc‡Z n‡e|   

4| Month (gvm) wjL‡Z n‡e|  

5|   Sub Unit  ‡jLvi ci G›Uvi evUb Pvc‡Z n‡e|   

6|  D³ kvLvi mKj Kg©KZ©/Kg©Pvixi Z_¨ †`Lv hv‡e| ‡Kvb cwieZ©‡bi cÖ‡qvRb _vK‡j Zv cwieZ©b Ki‡Z 

n‡e|  

7| me‡k‡l           evU‡b wK¬K Ki‡Z n‡e|  

 
 

Monthly Salary preparation Edit 
1|  MAS Software wU Open Ki‡Z n‡e|  

2|  Payroll ‡gby¨ †_‡K <Monthly Salary preparation>  wm‡j± Ki‡Z n‡e| Zvn‡j wb‡Pi digwU 

†`Lv hv‡e|  
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3|           evU‡b wK¬K Ki‡Z n‡e| 

4|  Unit  ‡jLvi ci G›Uvi evU‡b wK¬K Ki‡Z n‡e|  

5| Month (gvm) wjL‡Z n‡e|  

6|   Sub Unit  ‡jLvi ci G›Uvi evU‡b wK¬K Ki‡Z n‡e|  

7|  D³ kvLvi mKj Kg©KZ©/Kg©Pvixi Z_¨ †`Lv hv‡e| ‡Kvb cwieZ©‡bi cÖ‡qvRb _vK‡j Zv cwieZ©b Ki‡Z 

n‡e|  

7| me‡k‡l           evU‡b wK¬K Ki‡Z n‡e|  
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Database Backup 
 

1|  MAS Software wU Open Ki‡Z n‡e|  

2|   SQL Server Service Manager - wU  Stop Ki‡Z n‡e|  

i)  Avcbvi †W¯‹U‡ci wb‡P Status Bar-Gi SQL Server          GB wPüwUi Dc‡i Wej wK¬K Ki‡j   

    wb‡Pi DBÛywU †`Lv hv‡e|  

  

 

 

 

 

 

 

 

 

 

ii) Dc‡ii DB‡Ûv‡Z                         evU‡b wK¬K Ki‡Z n‡e|  

 

iii) wKQz¶Y ci wb‡P Stoped †jLv Avm‡e|  

3|  MAS Software - Gi Systems ‡gby¨ †_‡K <Database Backup>  wm‡j± Ki‡Z n‡e| Zvn‡j 

wb‡Pi digwU †`Lv hv‡e|  

 

 

 

 

 

 

 

 

4| Dc‡ii digwU‡Z OK evU‡b wK¬K Ki‡Z n‡e|  

5|  SQL Server RUN 

 

 

 

 

 

 

 

 

6|  Start/Continue evU‡b wK¬K Ki‡Z n‡e|  

7| wb‡P Running †jLv †`Lv hv‡e|  
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Database Restore 
 

1|  MAS Software wU Open Ki‡Z n‡e|  

2|   SQL Server Service Manager - wU  Stop Ki‡Z n‡e|  

i)  Avcbvi †W¯‹U‡ci wb‡P Status Bar-Gi SQL Server          GB wPüwUi Dc‡i Wej wK¬K Ki‡j   

    wb‡Pi DBÛywU †`Lv hv‡e|  

  

 

 

 

 

 

 

 

 

 

ii) Dc‡ii DB‡Ûv‡Z                         evU‡b wK¬K Ki‡Z n‡e|  

 

iv) wKQz¶Y ci wb‡P Stoped †jLv Avm‡e|  

3|  MAS Software - Gi Systems ‡gby¨ †_‡K <Database Restore>  wm‡j± Ki‡Z n‡e| Zvn‡j 

wb‡Pi digwU †`Lv hv‡e|  

 

 

 

 

 

 

 

 

 

4| Dc‡ii digwU‡Z Avcbvi WvUv‡emwU †hLv‡b Av‡Q Zv wjL‡Z n‡e  

5|   OK evU‡b wK¬K Ki‡Z n‡e|  

5|  SQL Server RUN 

 

 

 

 

 

 

 

 

6|  Start/Continue evU‡b wK¬K Ki‡Z n‡e|  

7| wb‡P Running †jLv †`Lv hv‡e|  
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Year Ending Process 
 

1|  MAS Software wU Open Ki‡Z n‡e|  

2|  Systems ‡gby¨ †_‡K <Yearending Process>  wm‡j± Ki‡Z n‡e| Zvn‡j wb‡Pi digwU †`Lv hv‡e|  

          

 

(‡bvUt Year Ending Process) Pvjv‡bvic~‡e© Aek¨B weMZ A_© eQ‡ii mKj Kg©KvÛ m¤úbœ Ki‡Z n‡e| )  

1|  cvmIqvW© wj‡L G›Uvi KvUb Pvc‡Z n‡e|  

2|  bZzb A_© eQi wjL‡Z n‡e|  
 

3|                evU‡b wK¬K Ki‡Z n‡e|  
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User Change 
 

1|  MAS Software wU Open Ki‡Z n‡e|  

2|  Systems ‡gby¨ †_‡K <User Change>  wm‡j± Ki‡Z n‡e| Zvn‡j wb‡Pi digwU †`Lv hv‡e|  

          

 

Add New User:   
 

1|  bZzb User Add Kivi Rb¨            evU‡b wK¬K Ki‡Z n‡e|  
 

2|  c~‡e©i †h †Kvb Authorized  User wm‡j± Ki‡Z n‡e|  

3|  D³ User –Gi cvmIqvW© w`‡Z n‡e|  

4|  bZzb User Gi bvg wjL‡Z n‡e|  

5|  D³ User – Gi cvmIqvW© wjL‡Z n‡e|  
 

6|  me‡k‡l           evU‡b wK¬K K‡i Save Ki‡Z n‡e|  

 

 

 

Edit User:  

1|  User Edit Kivi Rb¨          evU‡b wK¬K Ki‡Z n‡e|  
 

2|  c~‡e©i †h †Kvb Authorized  User wm‡j± Ki‡Z n‡e|  

3|  D³ User –Gi cvmIqvW© w`‡Z n‡e|  

4|  bZzb User Gi bvg wjL‡Z n‡e|  

5|  D³ User – Gi cvmIqvW© wjL‡Z n‡e|  
 

6|  me‡k‡l           evU‡b wK¬K K‡i Save Ki‡Z n‡e|  
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Appendix - 1 
 

 

 

MAS Software Gi gva¨‡g cÖ¯‘ZK…Z wi‡cvU©mg~‡ni bgybvKwc mshy³ 
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Appendix 

 
Subject Page No 

Unit, Sub Unit Code list  1 

Chart of Accounts 2 -8 

Opening Balance  9 

Received Voucher  10 

Payment voucher  11 

Journal voucher  12 

Transfer voucher  13 

Budget entry 14 

Bank Reconciliation  15 

Receipt Statement  16 

Payment Statement  17 

Journal Statement  18 

Transfer statement  19 

Budget variance  20-21 

Daily cash book  22 

Cash book (periodically)  23 

Income and expenditure  24 

Receipt & payment statement  25 

Trial balance  26 

General ledger  27 

Subsidiary ledger  28 

Bank reconciliation  29 

Employee personal information  30 

Monthly salary sheet  31 

Employees personal information  32 

 

 

 
 


