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ú⦒äĨ扮㋇� �OPERATING MANUAL 

弻þĨ㗥⡜Ĩ ąøîᗐ� 
Cleantouch School Finance 
Controller 3.0 

ą恗ï�î㕽�㗥⡜�弻þ��ǍŠ
ǗƷǔƹǎƶŐķ�ú⫦ä��

ǔƹǘư㖵�ơƘ�úþ㯾�ėĔîþ�ĞĜġ���㺸�û嗚�⸞�å卺�嵗�ü㨾ຩ�啵�婨䰮ï�懓㟣�⸞�乾�
ᘏ�þ�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�Û嵉�îþä�䄏ė�䬉啬�也�㺸�ी�弥㱾�愡ä�ďîᄯî�îᣳ�ᣲ峤�嵗�ᳮ�⸞�ᘏ�þ�垎࢔�ėþîäìä�
啵�寄�㞺þ�䬉䰮�๵�Ⓚ�㷨�ⴣ�㹓�廫㞑�宅î�嵗�屨�嬸�ü㨾ຩ�హ�㺸������⸞�府äï�乾�扳ì�þ�Ěþ媜ì�ᘏ�

ėþîäìä�㥃�ęîþì�㺸㨱�ė孆þ�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�㷥�悎ä�嚡á㥃ä�
㗥⡜�弻þ�îᣳ�㷧��Ṏ�㩴�೧�ᘏ�þ�Ěî܉þî㥃�ěîäìä�㷨�ç徉îþㆈ��㱾�úþ㯾�⬍㨱�ᳮ�啵�ęþ�ûᝯ�ᦷîᄯî�øエ�
愡ä�Ě嚕ä�嬸㨱�࿀�㨗�ï⵺�啵�îᣳ�很᱑峤�Ṏ�îþì�懓㟣�⸞�厀��� Ǘ ǔ Ǘ ǔϟá㥃ä��ė䄏�也�㺸�ी�啬ú�îᣳ�ᥢ㨱�嵉�
îþä�抁�㗥⡜�弻þ�ⴣä�ìäîä�ě�㷨�愡ä�Ě㨲�啵�剙⹢�嵉��抁�㗥⡜�弻þ�㩴�೧�Ûú⫦ä�Û䍙㥃�Û⦧嬪技�⿅ᯬ�þ�⊭㱾�

Ûⷔ�Þä㟥ä�Ûú⫦ä�Ûⳤî人�㰤�㮏�徉�㩴�೧�ðþ⨭�垎࢔�㮏�啵�೧�îण�� ǗƮǔ ƸǎƹŮǌ ŦǎƷŬ�úþ㯾��嬸㨱�㹼��恗ï�
úٱĴƌŰǖ Ʒƛä�⫈ß�嵗��ðä�㗥⡜�弻þ�㷨�ò⛪�ç܉�ðä�啵�Đß��ᄭä�ěîäìä��㥃�创��嚏á㥃ä�� ǔƼǎ ƹ

ǗƶǔƹǎƶŬ�⫎㨱�嵉��䵧�ðä�
㗥⡜�弻þ�㷨�ì人�⸞�Đß�ᄣä�㩴�೧�嚏Ē⦠ä�㥃�Ēî愢î�� ǔƼǎ ƹ

ǗƶǔƹǎƶŬ�⫎㨱�嵉�恔仁�Đß�ðä�㗥⡜�弻þ�㷨�ì人�⸞�üä�
䀊�û㟧ä�㺸�嚏á㥃ä�嵗‹�ęþ�嚏á㥃ä�㹅�Û�Û᭛îຩÛ଻�ç᱑ä✭ä�þ�奏ä�㥃�峤�� ǔƼǎ ƹ

ǗƶǔƹǎƶŬ�⫎㨱�嵉Ĝ恔仁�ðä�㗥⡜�弻þ�
⸞�Đß�憿Ē�㹅�� Ąǌ׏�Û�⅁áäþ�㺸�嚏࿀�Ûďáß�悌î�徕ä�Û ǗƮǔ ƸǎƹŮ

ǗƷǎ ƹǗƶƛä�奏ä�� ǗƮǔ ƸǎƹŮ
ǗƷǎ ƹǗƶƛä�廝äᦵ�ศ��þ�ศ�》�㺸�೧�

愡ä�恕ጎ�⸞�ě⨭þì�恕ጎ�ᚪ�㺸�嚏࿀�ďáß�ú够�⫎�嵉�⬍ä�ęþ㏵�೧�㷥�屨ä�ďîᄯä�䵧�嚏Ē⦠ä�Û᳸î�㜶�
Û᳸î�㜶�ⵗî�Û�଻�Ûü䆨‹�ďáß�妉⧇ä�㜢�Ûďîᄯî�嚏Ē⦠ä�� ǗƮǔ ƸǎƹŮ

ǗƷǎ ƹǗƶƛä�ę㖓þ�ė匹�啵�îᣳ�⫎㨱�嵉��üä�ûᝯ�
ï㜱�㺸�ጦ�塴�抁�㗥⡜�弻þ�㩴�೧�扳ì�þ�Ěþ媜ì�ᘏ�îäìä�ě��㹼�婨�øエ��ę府㖵�卬�ઃ�屨ä�çㄺ❴�㥃�剙ⓥ�
嵗ĨĜþㆈçî�㺸�঎傑�屨�嬸�ðä�㗥⡜�弻þ�㺸�þì�悡恕ä�弃ä恙Ē�㺶�嵉�愡ä��Standard Edition� �îþä�ä⨭þì��

Professional Editionḙ�㨱í�㿝ä�äጎ�啵�ìṎ吴�嵉�Ēî⧇ä�㗥⡜�弻þ�啵�ᨋᩝ�᥉�啬�剙⹢�嵉ĨĜFILE, 2- 
FINANCE REPORTS, 3- SYS. UTILITIES 1��üä�ï啬�啵�⡞�⸞�ᄵ�啬�廝㖵�㥃�嵗�Ṏ�妉㜳�㹼�
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ò亍�嵗�ä⨭þì�啬�㩴�೧�㟮�㷨��
ǔ ǔ ǘ

Ў㖵�ᦷîᄯî�慭ì�㹼�ò亍�嵗�îþä�äᤗ�啬�îï技�ï�ŲǗ ƷŐǎ ƶ
Ǘ Ʊ技�㥃�嵗�ᳮ�啵�

þî�ï�㥃�忘Ē�õ为�嬸㨱�㥃�⨽�îþä�憇ì�တß�ìṎ吴�Û嵉�ᡁ⋏�啬�ø⥸ä�� ǗƮǔ ƸǎƹŮǌ Ŧ
ǔƷǎ ƹŪ�ᦶîᄯî�Ṏ�㝁þ࿀�ä悡恕�㥃�▗�嵗�

Ⱗä�Đß�ᄭä�ø⥸ä�⸞�䲾�㷥�ᦷîᄯî�㥃�抁ᑌ�⫎㨱�嵉��ðä�㗥⡜�弻þ�㱾�᳸î�嬸äþ㨱�࿀�㗥⡜�弻þ�㺸�෵�
îþäÛ垈þä㽻�寄�ďîᄯî�㺸ٶ� Ǘ ǎԇ� �࿀�᳸î�嬸äþ㨱�䰍äþ�ěîäìä�Ûû嗚㥃�Û恛î恕ä�䁐䪫�ú࣪�Ē᳸î�ėĔîþ�䞻�ä峤�Ꮉß�嵗�

㗥⡜�弻þ�啵�Ė䪫�äü�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ĨĜ抁�㗥⡜�弻þ�䌔惲Ē� �Single User Enviroenment࿀�嵗�惠�ðä�

㗥⡜�弻þ�㱾�ဠß�㩴�愡ä�ᦵ 㮙�࿀�⇵�⫎�嵉�㽻ä�ᄭß�ðä�⡜㗥�弻þ�㱾�剴�PC�࿀�嗚⇵�嵗�ᠢ�㤑�㺸�ù㘄�⸞���
Network Edition��䯼�îþä�㽻ä�Đß�安‹�嵉�㗥⡜�弻þ�婨�øエ�媭�㱊îþ�࿀�峤�ઃ��User Wise Security 

Accsses�೧�峤�ᠢ�Đß�愡ä�Complete Package�䯼ĨĨĜüþෂ�⑂ä㨱�㺸�Ė䪫�ðä�㗥⡜�弻þ�㱾�ᄭä�⫦ä�ú�啵�
᳸îĒ�嬸ä㨱�⸞�ᄸ�㗥⡜�弻þ�㥃�廝äᦵ�üĔîþ�å⠩�⏨ä�ê㈲�⸞�ú啬�Ę࿁�Trial Data Feed�㨱�㺸�⒆�
䯼㨱�㲁Ꮉ�伐�啵�Ē᳸î�弻㗯⡜�啵�忘Ē�㜳�嬸㨱�啵�弥㱾�એþ࿀�婨�峤�ðä�创�㗥⡜�弻þ�㷨�ę⑹�ę⑹�çㄺ❴�
恗ᒌ�嬸㨱�㺸�ी�⫦ä�志࿀þä�嬸㨱�㷨�乷�崨�éîì�憗í�嵉Ĝ 

 

⼚�悡᳸î� Shift Registration 
抁�㗥⡜�弻þ�㷨�ᄸ�啬�㷨�ᄷ�ûî㖵�嵗�᳿�ᗻ�၁ß�ěîäìä�㷨�⼚�⸞�嵗�惠�ðä�ûî㖵�啵�Đß�ᄭä�ěîäìä�
㷨�ûᝯ�⼚�㱾�þ⸐�䯼㨱�䵧�㽻ä�၁ß�ěîäìä�啵�þì�⼚�惠�婓î䰮�þ�婓技ä�嵗��徉�㷥�⻳�嵉�䵧�⻯�◆�þ�嗚�
ę㋖�ᠢ�Ěî܉�Ěî܉� �ðä�ûî㖵�啵�þ⸐�䯼㨱�抁�㗥⡜�弻þ�㷨�෋�ûî㖵�啵�⸞�嵗�ðä�෋�妉㜳�⸞�㷥�ûî㖵�þ�

ďîᄯî�卸�嵗�ä䪾�⫦ä�㜳�嬸㨱�㥃�愒㈲�㨗�ė技�嵗�㲁�ᄵ�䡴㥃�⼚�Ē㱾�㥃�嵗�ðä�啵�Đß�弥㱾�೧�Ē㱾�承ì�䵧�
M�䞺�承ì�åä�⬍ä�ी�䆨äþ�䡴㥃�တ⫑Ē�㥃�嵗�惠�⼚�û嗚�䵧�Morning��åä�⸞ä�媾�很ì�䅍ފ��⸞�õ为�

䯼㨱ĨĜîþä�㞺ୢ�çîþㆈ�⸞ä�憗Ꮖ�Û�懁ì��徉�ď恕ä�⫎㨱�嵉ĨĜ 
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ú䯽�悡᳸î� Level Registration 
抁�㗥⡜�弻þ�㷨�ᄸ�啬�㷨�Ě⨭þì�ûî㖵�嵗�᳿�ᗻ�၁ß�ěîäìä�㷨�乾�⸞⨱㫤�嵉�惠�ðä�ûî㖵�啵�Đß�ᄭä�

ěîäìä�㷨�ûᝯ�⨱㫤�㱾�Ěî܉�Ěî܉�䯼㨱㜳�䵧�ðä�ûî㖵�啵�⡞�⸞�ᄸ�䡴㥃�啵�Đß�愡ä�Ē㱾�扨ì�Ή� ����徉�
������åä�ě⨭þì�䡴㥃�啵�ð㫤�㥃�û嗚�䟑�䵧��Montessori�徉�㇍þî܉��Û�Ῠ��⬍ä�ी�䣢㥃�啵�㜢�忯Ē�惠�၁ß�
ú⫦ä�啵�ðä�ð㫤�⸞�婨䆨⡜�þ�匰�䬉�嬸᱑�䬉äþ�㜶�㷨�ᳬî‹�㺸ٶ� Ǘ ǎԇ�䟊�嵉�䵧��Charges=Annual Fee 

Amount=1000�ê⩪ä�憇ì�ᳬî‹�䟊�㺸�⫦äी�೧�ą╕�ú儢� �Save Button� �⸞�õ为�䯼㨱�îþä�㞺ୢ�
çîþㆈ�⸞ä�憗Ꮖ�Û�懁ì��徉�ď恕ä�⫎㨱�嵉ĨĜ 

ď婧��ðä�ûî㖵�啵�ûᝯ�⨱㫤�恙ⵙ�庡äþ�徃૾�㲁Ꮉ�仄�哥�㥃�ę➋�婨�帴Ĝ 

 

嚏Ē⦠ä�廝㖵⥼䰮� Students Master File 
抁�㗥⡜�弻þ�㷨�ᄸ�啬�㷨�Ěᤗ�ûî㖵�嵗�᳿�ᗻ�၁ß�ěîäìä�啵�恗ï�Ĩąᘌ�㉜�þ�ç㉙�㷨�悡᳸î�⸞�嵗�惠�
ðä�ûî㖵�啵�屨�ᄭä�ěîäìä�㺸�üä�ûᝯ�ėࠒ�㷨�创�ç䰮儕�࿀�俜�忘Ē�㜳�扨㨱�Ṏ�Ę࿁�嵗î�嵉�徉�ē⏢�㨱�᱑�
⇡�嵉��ðä�ûî㖵�啵�妉㜳�嬸㨱�㥃�愒㈲�୧�峭�ü⡜ß�嵗�㲁�Đß�ᄭä�ú⫦ä�㺸�᳸î�㱾�吮⡜�㷙î�îþä�ûᝯ�

嚏Ē⦠ä�㷨�嚏㨱�ç䰮儕�ᳮ�啵�⫳ä�嚏㨱�Ûð㫤�㜢�ęìṎ吴Û嚏á⫆Ē�໫�ę㖓þ�峤�⫦ä�೧�吮⡜�㷙î�㲁Ꮉ�妉㜳�
ᥢ㨱�㞺þ�㩴�೧�㟮�㷨�弥㱾�媛悐࿀�婨�峤�îþä�Đß��愡ä�Ěîþㆈ�û㥃�嚏Ē⦠�悡᳸î�Ṏ�㗥⡜�弻þ�㺸�䬈�Ěì୘�
⚜�㥃�剙ⓥ�嵉�媛⡜ß܉�㜳�⬋㨱�ðä�ûî㖵�啵�⡞�⸞�ᄸ�䡴㥃�啵�Đß�嬸࠲��㥃�úḏ�悡᳸î�娛�惠�唅恕ä�
ûî㖵�娛�徉�憗ⵙ�娛�䟅�嵗��⬍ä�ी�䰍äþ�䡴㥃�啵ࠪ��࠲��㥃�û嗚�⫳ä�徰䒭þ�㺸�Ûᡀ⡜�ęä࢑⨭�㥃��和㣡�✓⿆�Ēî㥃�
Û娛�䂺�㥃�Û໫�ᯇ�ü㜌�Û娛�孈亽�Û�Ûḑ�Û咔㣡�怾îᎹ�Û庫äጌ�⫳ä�嚏㨱�Ûð㫤�Û⵷�⼚��ှß�弥૾�弥峤�ð㫤�þ�
⼚�㷨�䓉�㹼F 5Key��恛࿀�承㨱�Û�úþî�Û娛�唅恕ä�㷨�Û怾îᎹ�îþä�㽻ä�ðä࠲��⸞�弥㱾�嬸ä࿀�᱓äþ�úㄯ䪫ä�
ᠢ峤�ęþ�ᄛþä�ð技Ē�啵�䞺�承ì�îþä�㽻ä�㩴࠲��㱾�弥㱾�ò⛪�婨孆䰮�嚏á⫆Ē�徉ì�嵗�ᠢ�ęþ�嚏á⫆Ē�㺸�䡴㥃�啵�㜳�承㨱��
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îþä��Save button�⸞�抁�Ēî愢î�㗥⡜�弻þ�啵�õ为�䯼㨱��åä�⬍ä�ी�慽�ी�憇ì�ûᝯ�⨱㫤�㺸�䆪ㇰ�ė㐋�㷨�
Ě嚕ä�ᥢ㨱�徃᱑�㽻ä�弥㱾ࠓ��üäîþì�ᘌ�ú⫦ä�ē⏢�徱ì�嵗�ᠢ�ðä�࿀�Left��㥃�⒆�䟣�承ì�র��

ǔ Ǖ ǍѲþä�唅î墹ä�㱾�ᄭä�
ěîäìä�㺸�঎傑�㚴�䯼㨱��îþä�ᇆ�ą╕�ú儢�⫦ä��Save Button��⸞�õ为�䯼㨱�îþä�㞺ୢ�çîþㆈ�⸞ä�憗Ꮖ�

Û�懁ì��徉�ď恕ä�⫎㨱�嵉ĨĜ恔仁�ðä�ûî㖵�啵�⊠�တß�䵧�恗ᖯ�Û�ÛĚٳǂǗ ƺƟǈ�îþä�⊭⨭�တß�嵗�Ṏ�㞺ୢ�çîþㆈ�
úٱĴƌŰǖ Ʒƛä�⫎㨱�嵉࠲��㷨�恗ᖯ�㹼�啓�㗥⡜�弻þ�㺸�î䒮㜌�啵��Stpics㺸�û嗚�⸞�愡ä�î䒮㜌�ìṎ吴�嵉�ðä�î䒮㜌�

啵�Đß�ûᝯ�嚖Ē⦠ä�㷨�恗þᖐ�妈ä�ᾜ�îß�庡äþ�þ⸐�䯼㨱ĨĜ 

 

嚏á㥃ä�幥ᥴ� Accounts Types 
抁�㗥⡜�弻þ�㺸�ᄸ�啬�㷨�ᣗ⋏� �ûî㖵�嵗�᳿�ᗻ�ŲŏĻơǎ ƹǌư�၁ß�姾嚕ä��

ǔ ǔ ǘ
Ў㖵�⸞�嵗�㲁嗚�嚏Ē⦠ä�⸞�ðä�ûî㖵�

啵�ဵß�ᄭä�ûᝯ�嚏á㥃ä�㺸��ĭٶ Ǘ ǎԇ�ô┢ä�⸞�üþ�廫ᥴ��嬸૾�姽峤�Ή�乾�ç᱑ä✭ä�㹼ٶ� Ǘ ǎԇ�Expenses�嵗�乾�
㟮�㹼ٳ� ǔǁůļ

ǔ ưä�㹼ٶ�� Ǘ ǎԇ�奏ä�嵗�乾�଻�嚏á㥃ä�㹼�啓ٶ� Ǘ ǎԇ�ํ�嵗�乾�㟮�㺸��ᳬî‹�㹼ٶ� Ǘ ǎԇ�ᳬî‹�嵗�ⴣä�ê㈲�
乾�ėᰳ᯳ä�㹼ٶ� Ǘ ǎԇ�Ƙ

Ǘƹǎƶơǎ Ʋä�嵗�悎þ�䰮㑈ٶ� Ǘ ǎԇ�嬸૾�㷨�çîþㆈ�媎�ᣲ峤�奡㺮�⊠�ò⛪ٶ� Ǘ ǎԇ�îþä�嚏á㥃ä��㗥⡜�弻þ�
啵�㨱૾�很ì�ᥢ᱑�嵉�Ṏ�㗥⡜�㺸�⨽�ⴹ�Đä�㷨�媿�ᣲ峤�嵗�⮐ä�ဵß�嬸૾�㷨�çîþㆈ�㭸�峭�࿁�ě�䅎�䮵�

çîþㆈ�㺸�㞺þ�ðä�啵�êٳǁƅơĹ�妉㜳�承㨱�⫆ä�愒㈲�éîì�憗í�嵗�㲁�ðä�ûî㖵�啵�⡞�⸞�ᄵ�䡴㥃�幥ᥴ�㺸�û嗚�
⸞�å卺�嵗�ᳮ�⸞�ìä亾ٶ� Ǘ ǎԇ�㥃�û嗚�嵗�䵧�Expenses��⬍ä�ी�䆨äþ�䡴㥃�Ě㽻ٱ Ǘ ǎՅ�嵗�ᳮ�⸞�ìä亾�ðäٶ� Ǘ ǎԇ�㷨�媻�

⮦�嗚㨱�嵗�㲁�徉ß�抁�ศ�》�啵�㨵�庝⡜�࿀�⿡�îþä峤�抁ٶ� Ǘ ǎԇ�Ƙ
Ǘƹǎƶơǎ Ʋä�Û嵗�ŲǗ ƷŐǌ ƶ

ǘƱ䆨�嵗�徉�⫆ä�ᗻ�㗥þ࿀�戴ä�ð䪫�
⸞�嵗�⬍ä�ी�䰍äþ�䡴㥃�啵�ဵß�愡ä�憗ⵙ�娛�戇ì�嵗�ðä�⸞�ìä亾�㲁�抁ٶ� Ǘ ǎԇ�ศ�》�㺸�嚏࿀�ďáß�啵�㨵�
娛�࿀�⿡�峤�⬍ä�ी�䰍äþ�တß�啵�㽻ä�嚏á㥃ä�徕ä悌î�þ�኷�徕äٶ� Ǘ ǎԇ�峤�ᠢ�⒆�䟣�承ì�㾨ä�䡴㥃ٶ� Ǘ ǎԇ�妉庠ٱĴŮǎƷ

ǔƹǎƶŬ�㥃�
嵗��惠�ðä�တß�࿀�⒆�嬸䟣�⸞�ဵß�ศ�》�ďîᄯî��啵ٶ�� Ǘ ǎԇ�㷨�䓉�ďîⳢ�ěì㨱�㻠�ðä�ê㈲�ðäٶ�� Ǘ ǎԇ�㱾�

Saveފ��⸞�õ为�䯼㨱�憇ìٶ� Ǘ ǎԇ�೧�䞠܉�ⴣä�ê㈲�㜳�㨱�ěĜ 
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嚏á㥃ä�⥼䰮�廝㖵� Accounts Master File 
抁�㗥⡜�弻þ�㺸�啬�㷨�承圻ຩ�ûî㖵�嵗�ᳮ�啵�ဵß�ęþ�ᝯ�û�嚏á㥃ä�廫ᥴ�ᩝ�廫ᥴ�嬸૾�姽峤�ḙ�⩬äþ�ှß�ę亾ïþî�㷨�

㪣垌äᦵ�⸞�Ꮉ峤�嵗�抁�弻㗯⡜�㷨�愡ä�屨ä�ûî㖵�嵗�ᳮ�啵�ဵß�Ě࢓�ô┢ä�⸞��ᄭä�Ěîþㆈ�嚏á㥃ä�㜳�嬸㨱�嵉�
妉㜳�嬸㨱�㥃�愒㈲�䞠܉�ü⡜ß�嵗�㲁�ဵß�⡞�⸞�ᄸ�ᳮ�幥ᥴ�㥃�嚏á㥃ä�嗚૾�嵗�ðä�幥ᥴ�㱾�⮦�嗚㨱�嵗�Ή�
ú䵠�㺸�㊓�î�ဵß�ᄭä�ç᱑ä✭�㥃�嚏á㥃ä�嗚૾�峤�ᠢ�Đß�⡞�⸞�ᄸ�ûî㖵�㺸�ᄸ�䡴㥃�⸞�ศ�》�幥ᥴ�
惠Expenses��⮦�承㨱�抁�峭þٳ�ǔ Ǎ

ǘ
Ҝᥴ�嵉�Ṏ�ᄭß�ศ�》�⥼䰮�啵�õ为�㷨�嵉�ä䪾�幥ᥴ�⮦�嬸㨱�㺸�ी�

⋐✭�㹼�愡ä�Ē㱾�徃૾�抁�Ē㱾�ᩝß�志ḏ�㻠峤��Ή��������åä�⬍ä�ी�တ⫑Ē�㺸�䡴㥃�啵�ðä�⋐✭�㥃�û嗚�䟑�
Ή��Electric Bill�⬍ä�ी�䰍äþ�䡴㥃�啵�⊠��

ǔ Ǖ ǍѲþä�䣢㥃�很ì�䅍�嵉�Ή�Û恛î恕ä�ᯇ�ü㜌�Û娛�ᄛþä�徕ä悌î�
ศ�ę㖓þ�ðä�ê㈲�ðä�嚏á㥃ä�㱾��þ⸐�㥃܉�ފ�ì�㨱�㗥⡜�弻þ�啵�þ⸐�䯼㨱��䞠܉�ⴣä�ê㈲�慽�ी�憇ì�ėᯬîຩ�þ�
憇ì�幥ᥴ�㺸�嚏á㥃ä�೧�卬�ṏî�䆨܉�感㈲�⸞��徃૾�îþäٵ� ǎ

ǘ
ψފ��⸞�㗥⡜�弻þ�啵�õ为�䯼㨱Ĝ 

 

Ų ǎƷŐƌ
ǖƲ�ú⡜�⨽� Academic Year Setup 
抁�㗥⡜�弻þ�㺸�ᄸ�啬�㷨�⍌�廝㖵�嵗�Ƽǎ ƹŮƠǌţ�Đß�ᄣä�㇒亾�⸞�ᄭä�ú⫦ä�㺸�ᘏ�ú⡜�㱾�ⴹ�⫎㨱�嵉�䵧�

ृ�䒴⫦ä�徉�ä㟥ä�ðîä人�啵�ᘏ�ú⡜�㷨�㒃婧�乾�ᣲ峤�嵗�ृ�㥃�ᘏ�徉�Ŋ
ǕƟǔƹ ǔƶǘƱ㖵�ú⡜�憗࿀ä�⸞�öþ⻑�Ꮉ᱑峤�

嵗�ᠢ�ृ�㥃�㾀ä�⸞�Û�ृ�ĚîḸ�îþä�üṎ�㷨�愡ä�ᡀ⡜�㜢�úㄯþ�ᥢ㨱�嵉�ᠢ�㩴�㥃�㨗�愒㈲�嵗�ä䪾�屨�嬸�
乾�ė技ᑌ�㱾�塴人�㳉î�很峤�ᘏ�ú⡜�䌔惲Ē�嬸㨱�㺸�很ޤ�Changable�㨱�徉ì�㲁Ꮉ�îï技�ᄣä�㇒亾�⸞�⫦ä�
志࿀þä�Û⬍㨱�ðä�ûî㖵�啵�屨�寄�ú⡜�㜢�úþ〚�㋄�䯷㨱�⫆ä�愒㈲�୧�ü⡜ß�㲁�Đß�⡞�⸞�ᄸ�ęìṎ吴�ú⡜�
䟑�䵧������åä�⬍ä�ी�တ⫑Ē�㺸�䡴㥃�啵�抁�䟑�㲁�徉ß�抁�愡ä�创�ú⡜�嵗�徉�þì�ė䪫⡜�㺸�㨗�ę䰮�㱾�㨱剚�
äîᄯ�Ꮉ峤�嵗�㽻ä�恜ä�嵗�Đßᠢ�ƾŇ ǔƶǒƹǉļŋ�����������åä�⬍ä�ी�Ě嚕ä�娛�üþ�㱾�嚕ä�嬸㨱�㺸�ी�㜢�ûᦵ�䟑�䵧�
㽻ä�㾀ä�⸞�öþ⻑�孆î峤�嵗�ᠢ��August�䟑�徉�ì�嵗î�㲁�ðä�ûî㖵�㱾�ᙩ�嬸⯟�㥃�准�øエ�îþä�øエ�၁ß�
䬈�媛⡜ß�äጌ�嗚㨱�嵗�úⓥ୳�⬍ä�ी��No. Of Month�䰍äþ�䡴㥃�啵�����䟑�惠�愡ä�ûᦵ�愡ä�ƾǔ Ƹ ǒƹǓŗ�࿀�俜�嵗�
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⬍ä�ी�ú⮸ä�⸐ފ��⸞�ðä�愡ä�Ě嚕ä�㱾�⸐�䯼㨱�åä�����������㷨�慽�ी�憇ì�ę䰮�㷨�ė徉嚕ä�ðä�ûî㖵�啵�
þ⸐�ᥢ㨱�徃᱑�îþä�✭ß�啵�ě࢓�þ⸐ފ��⸞�ðä�ú⡜�㷨�忯Ē�㱾�创�õ为�䯼㨱ĨĨĨĨĨĜ 

 

匰�㜢�ü䆨‹�⨽�� Fee Challan 
抁�㗥⡜�弻þ�㷨�ᄸ�啬�㷨�承ᠢ⡜�ûî㖵�嵗��ðä�ûî㖵�㥃�Ěì୘�准�ûᝯ�嚖Ē⦠ä�寄࿀�ę䰮�㜶�技Ē�嗚㨱�ì凇�嵗�ðä�

⨲þ࿀�㱾�ûî㖵ă࿀�嬸㨱�⸞�婨�øエ�ûᝯ�ėࠒ�࿀�㜢�技Ē�䅎峤�ઃ�଻�㺸�Ûü䆨‹�ü䆨‹�Û᳸î�ďáß�妉⧇ä�Ûᦷîᄯî�
悌î�徕ä�ď婧�îþä��嚏Ē⦠ä�䭉�ę㖓þ�೧�îᣳᩝß��役᱑峤�ðä�ûî㖵�㥃�⨲þ࿀�徰婩�ü⡜ß�嵗�㲁�Đß�⡞�⸞�ᄸ�
䰍äþ�䡴㥃�啵�凪ٶ ǗŔľǎ ưä�ú⡜�䟑�䵧������åä�⬍ä�ी�F5�㷨�ì人�⸞�㜢�ûᦵ�惠�呾�⮦�承㨱�䵧�Jan+June�
惠�Đß�愡ä�⨲þ࿀�㺸�䰍ࢌ�ėࠒ�࿀�þì�ę䰮�㺸��ü䆨‹�⫎㨱技Ē�嵉�åä�⬍ä�ी�怾îᎹ�䟑�䵧����������åä�
Ěîᄯ�ú⫦ä�㺸�ėࠒ�࿀�㜢�技Ē�嬸㨱�㺵�愡äފ��Ṏ��Generate A Charges From Level Master��⸞�å卺�
嵗�ęþ�恛࿀�承㨱�Ėä�ðä�㗥⡜�弻þ�⸞�⥷㘄�廫ᥴ�技Ē�⨲þ࿀�嵗î⇵�嵉�ᠢ�ᄵފ��役܉ìފ���ᥢ܉ì�峭�弻㗯⡜�
၁ß�吮⡜�ûᝯ�嚖Ē⦠ä�㥃�Ēî愢î�ॗ�Û⼚�ð㫤�Û�⵷�îþä�ᳬî‹�㱾�愡ä�慆ä�》�࿀�îäì婁�ě㨱�㻠�㽻ä�Đß�㱾�
㩴࠲��㺸�ᳬî‹�啵�㩴�㟮�㷨�憿Ꮖ�嗚㨱�嵗�ᠢ�Đß�乾�䣢㥃�࿀�㬜�㺸㨱�ᩆîⳢ�îþä�ᇆ�ŀ ǔƶǌŧ

ǔƷǎ ƹ Ǎš�⫎㨱�嵉�䵧�
Đß�嬸�ú䯽�⥼䰮�廝㖵�啵�愡ä�ð㫤�㺸�匰�îþä�ú扯ä�㜢�ᳬî‹�ė婧þì�㱾�㚴�䬊㨱�嵗�îþä�åä�Đß�安‹�嵉�㲁�
øエ�匰�㜢�技Ē�峤�ú扯ä�婨�峤�ᠢ�⫦ä��创�懁Ē�嬸㨱�㹼�ᠢ�Đß�ðä�ᳬî‹�㝤�࿀�㨱᱑�F5ފ��承ì܉ì�ᠢ�ú扯ä�
ᳬî‹�㥃�䡴㥃�þ恗ï�彘᱑峤�徉�ᇆ�Đß��㩴࠲��࿀�ì㘄�ä�೧�技Ē��徉�完�⫎�嵉�åä�⬍ä�ी�㽻ä�Đß�㺸�ė抂�ėࠒ�㱾�㜢�ᶶ�
嬸ä㨱�㹼�଻�ü䆨‹�很ì�ᥢ᱑�嵉�Đß�ᄣä�ðä�଻�㥃�û嗚�䟑�ᳮ�啵�၁ß�ú⫦ä�㥃�嚏á㥃ä�ìṎ吴�峤�䵧��ABC 
Bank�⬍ä�ी�圡ä࢑�恛î恕ä�䟑�䵧� �Blue Area, Islamabad�ᇆ�⬍ä�Đß�Ⴤä�଻�嚏á㥃ä�娛�䟑�䵧��
��������� �îþä�ᇆ�ü䆨‹�ᶶ�嬸ä㨱�㷨�Ě✭ß�怾îᎹ�䵧������������⬍ä��䬯�㜢�㺸�䡴㥃�啵�ęþ�㢻î�䟑�Ṏ�

Due Date�㺸�ी�䁐䆨�䅎峤�⬍ä�ी�ðä�ü䆨‹�㷨�ì唋����人ßî㥃�㷨�怾îᎹ�䞺�承ì��åä�⬍ä�ी�Save��㥃ފ��承ì܉ì�
åä�㿩ä�ę䰮�㹼�抋�愒㈲�î㥃�㻠峤�䮵�㽻ä�安‹�嵉�ྙ�ę䰮�㺸�⨲þ࿀�㷨�ኸ㥃�技Ē�很᱑峤�þ�怾îᎹ�㺸�ी�⵺ފ���
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Generate a copy from Previous Month Challan�㥃ފ��恛࿀�承㨱��ðä�ûî㖵�㱾�ᙤ�⸞�ü൞�嬸㨱�㥃�╌äþ�
准�ဵß�Ŋ

ǕƟǔƹ ǔƶǘƱ㖵�üĔ㰱�⸞�嵗嗚ߠĜåä�⬍ä�ी�Đß�㩴�೧࠲��㷨�媛⡜ß܉�㜶�úㄯþ�⫎㨱�嵉�奡㺮�Đß�嬸�
ûᝯ�㱾�Debit�徉ì㨱�嵗�åä�øエ�㜶�úㄯþ�㺸㨱��Credit�嗚㨱�㻠峤�ᳮ�⸞�㜶�䬉ㄯþ�᳸î�îþä�徕ä悌î�᳸î�
ゞ�ė儬�啵��ǔƼǎ ƹ

ǗƶǔƹǎƶŬ�ƾŇ ǔƶǒƹľƙ峤Ĝ 

 

㜶�䬉ㄯþ�廝㖵� Fee Receipt 
抁�㗥⡜�弻þ�㷨�ᄸ�啬�㷨�承ᬪß�ûî㖵�嵗�᳿�ᗻ�၁ß�ú⫦ä�啵�恗ï�ᘌ�㉜�þ�ç䆫ㇰ�㷨�㜶�䬉ㄯþ�⸞�䲾�
嵗�ðä�ûî㖵�啵�妉㜳�㥃�愒㈲�î㥃�徰婩�峭�ü⡜ß�嵗�䮵�ðä�ûî㖵�啵�妉㜳�嬸㨱�⸞�ᄸ�ဵß�寄�ę䰮�匰�

⨲þ࿀�î㖵�嚏Ē⦠ä�嗚⇵�Ěîþㆈ�嵗�ṏþ�⫳ä�抁�嵗�㲁�⨲þ࿀�嬸⇵�⸞�⡜�㗥�弻þ�ûᝯ�ėࠒ�࿀�㜶�技Ē��徍Ē�ì㨱�
ě�㻠�惠�ûᝯ��ėࠒ�㱾�徕ä悌î�》�啵�䰍�很ß�㻠�åä�ᳮ�ᳮ࠲��㷨�㜢�ᣲß�很᱑�Đß�ðä�ûî㖵�啵�妉㜳�

ᥢ㨱�徃᱑�㗥⡜�弻þ�ᩝß�㜶�ⵗî�Û�㜶�䬉ㄯþ�Û᳸î�嚏Ē⦠ä�Û ǗƮǔ ƸǎƹŮ
ǗƷǎ ƹǗƶƛä�îþä�ďáß�妉⧇ä�ศ�ďîᄯî�îᣳ�Ꮉ㨱�

嵗î�㻠ĨĜ㽻ä�Đß�嬸�匰�ⵜþ࿀�⇵�䬊�嵗��愒㈲�྘�ûî㖵�啵�嵗��ᠢ�㜶�䬉ㄯþ�㥃�愒㈲�㨗�ê㈲�嵗�㲁�⡞�
⸞�ᄵ�䡴㥃�ᠢ�憗ⵙ�娛�嵗�Ṏ�ᩝß�∁�崡î�åä�⬍ä�ी��怾îᎹ�Ṏ�志ḏᩝß�嵗�ᴍ�憗Ꮖ�㷩�⫈᱑�嵗�åä�⬍ä�ी�
ðä�嚏á㥃ä�㱾�⮦�承㨱�ᳮ�啵�ဵß�⦞ᄯ�媛㨱�嵗�ė抂�Đß�F 5Key�㷨�ì人�⸞�ęþ�ûᝯ�嚏þ㥃ä�đ⨭�⫎㨱�嵉�
Ṏ�Đß�嬸�嚏þ㥃ä�⥼䰮�廝㖵�啵�很૾�ᣬ�䵧�ှß�㷨�䬉ㄯþ�㹅�㷨�çîㄯ�承�ᣲ峤�嵗�ᠢ�Đß��Cash In Hand�㥃�

嚏á㥃ä�⮦�承㨱�îþä�㽻ä�Đß�㺸�ė抂�㜢�၁ß�଻�嚏þ㥃ä�啵�ᶶ�⇞峤�ᠢ峤�ðä�嚏á㥃�㱾�ė抂�⮦�承㨱�䵧��
ABC Bank��åä�⬍ä�Ě嚕äी�娛�㥃�䡴㥃�嵗�ᴍ�øエ�嚕ä�承ì㨱�ðä�Ě嚕ä�娛�⸞�ė抂�ìä亾�抁�嵗�㲁�Đß�愡ä�

⅁þäþ�㺸�î垆ä�剴�嚖Ē⦠ä�㷨�ė徉嚕ä�෵�㞺þ�⫎㨱�嵉�寄�愡ä�䬉ㄯþ�㺸�ी�Ě嚕ä�娛�⒪ᩝß�Ꮉ峤�Û彘᱑�åä�⬍ä�
ी�䬉äþ�㝤�⼚�㷨�嵗�ė抂�Đß�F5�㷨�ì人�⸞�ᄣä�弥૾�弥峤�⼚�䓉�慤ì�⫎�嵉�䵧�㽻ä�Đß�ė抂�⸞��

Morning Shift�⮦�ᥢ㨱�嵉�ᠢ�åä�嫴�㝤�ⴣä�㝤�⸞�䲾�很ß�䅎�惠�åä�㿝ä�㝤�Ṏ�ᾜ�îß�⸞�
å卺�嵗�ðä�㝤�啵�F5�嬸㨱�⸞�øエ嗚�ⴣä�⼚�㺸࠲��⿡�姽峤�ઃ�㷥�îþä�ê㈲�㷨�ᩆîⳢ�೧�⫌峤�嵗�
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䵧�øエ�唺�徉�㜢�唺�嚏ì⦠ä�⿡�Û峤�㩴�愡ä�ð㫤�徉�㩴�愡ä�⵷�㺸�嚏Ē⦠ä�⿡�Û峤�㩴�愡ä�ò亍�䬴�⸞�
öþ⻑�嬸峤࠲��⿡�Û峤�㩴�ò⛪�Û孈亽�Û咔㣡�� ǗƮĽǎ ƶǗ ƹǔư㱾�Û娛�怾îᎹ�庫äጌ�Û�⟚äì�Û怾îᎹ�䮖�怾îᎹ�ę㖓þ�䰍äþ�

嚏Ē⦠ä�徉�Đß�ᳮ�抜þäï�⸞�嵗‹�⫳ä�ᩆîⳢ�嗚㨱�安‹�ᠢ峤�Đß�媛⡜ß܉�⫆ä�创�ÛĒî愢î�ę㖓þ䭉�øエ�愡ä��㚽�
㥃ފ��嬸܉ì�⸞�øエ嗚�慤ì�⫎�嵉�ઃ�㞺ୢ�çîþㆈ�嚏࿀�ďáß�೧�ú够�⫎�嵉�úⓥ୳�åä�∇�嵉�㿝ä�㝤�㷨�

嗜᱑�Ṏ��Year�⸞�å卺�嵗�ðä�啵�ęìṎ吴�ú⡜�䟑�îþä�⬍ä�ी�䬉äþ�㝤�啵�Fee Term�惠�呾�⮦�承㨱�
䵧��December�åä�⬍ä�ी�䬉äþ�㝤�Ṏ�Amount��㺸�û嗚�⸞�嵗�ðä�㝤�啵�ðä�⮩࠲��㷨�⮦�ę䰮�㷨�㜶�
ᩝß�彛᱑ß�Ṏ�ᄭß�䯺�嵗�ᴍ�Đß�嚕ä�承㨱�ď婧��抁�ęþ�ᨋᩝ�嚏á䰮ä�嵗�Ṏ�ᄭß�ðĄä�ę䰮�技Ē�㷨�ᣗ��åä�⬍ä�ी�䬉äþ�
㝤�᎕�㺸�û嗚�⸞�嵗�ðä�㝤�啵�೧�î冿�䬯�㜢�嚏á䰮ä�彛᱑ßᩝß��㽻ä�ęî冿�怾îᎹ�㺸�ी�㜶�峭îß�嵗�ᠢ��
⬍ä�ðäी�Ě嚕ä�㱾�õ为�嬸㨱�㹼��Small Save�㥃ފ��徃܉ì��ᳮ�࿀�Đß�ƾŇǒƶ

ǔƹǉļǎ ưì�㲁�Ě嚕ä�娛����彘᱑峤�ðä�Ě嚕ä�
娛�⨭㨱ٳ�ǀĽǉĸî�㽻ä�Đß�F5ފ��徃܉ì�ᠢ�㗥⡜�弻þ�၁ß�吮⡜�愡ä�承⫑ä�⿡�慿㨱�ᳮ�࿀�åä�ᚪ�îþä�ⵗî�啵�嬸峤�
䬉äþ�恙嚕ä�㷨�ᙤ�䅎峤��åä�㽻ä�Đß�嵗‹�ᠢ�恔仁�恙嚕ä�⫎㨱�嵉�çîࣿ�憇ì�Đß�ðä�ⵗî�㱾��Big Save Button�
⸞�õ为�䯼㨱��õ为�嬸㨱�࿀�愡ä��Receipt Printout Message Show�⿡�㻠峤�Đß�⸞ä��Yes�承㨱�徉�No�
ှß�çîþㆈ�࿀�卥�嵗Ĝ 
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㹅�þ�⒆�䬉ㄯþ�⥼䰮�廝㖵� Receipt Voucher 
廝㖵�㺸�㷨啬�ðä�承婧�ûî㖵�啵�Đß�üä�ûᝯ�ė䯽ㄯþ�㷨�Ě嚕ä�⫎㨱�嵉�Ṏ�㩴�忚Ē�᭛îຩ�徉�㩴�îþä�庾äîí�⸞�úㄯþ�
弥峤�峤�嵗‹�ęþ�㹅�㷨�çîㄯ�啵�峤�徉�⒆�㷨�çîㄯ�啵�ė婧þì�㷨�Ě嚕ä�ðä�ûî㖵�啵�⫎㨱�嵉�⫆ä�愒㈲�㥃�î�
䞠܉�ü⡜ß�嵗�⅁áäþ�娛�Ṏ�䰮㑈�Ṏ�ᩝß�志ḏ�嵗�⬍ä�ी�䆨äþ�䡴㥃�怾îᎹ�㥃�嵗�⬍ä�ी�ᳮ�嚏á㥃ä�啵�㢻î�峭îß�嵗�
惠�㹅�啵�徉�଻�啵�䵧��F5�㷨�ì人�⸞�㹅�㥃�嚏á㥃ä�⮦�ě㨱�åä�⬍ä�ðä�Ě嚕ä�娛�üþ�啵�ðä�᭛îຩ�徉�
ðä�嚏á㥃ä�㱾�⮦�ě㨱�ᳮ�⸞�፰�峭îß�嵗�䵧�üä㇌î�øî㌑�åä�⬍ä�䆨äþ�䡴㥃�çᙥ�嵗㥃�ᳮ�啵�Đß�
嵗‹�ᠢ�㨗�೧�ᙤ�䞺�⫎�嵉�䵧�⒆�Û娛�଻�û嗚�ę㖓þ�åä�⬍ä�䰍äþ�䡴㥃�ęþ�㢻î�䟑�Ṏ�úㄯþ�峭î峤�嵗�
⬍ä�ी�ðä�Ě嚕ä��㷨�唅î墹ä�㱾�ú⮸ą ä�þ⸐܉�ފ�ì�㨱�õ为�䯼㨱�Đß�ƾŇ ǔƶǒƹǉļǎ ưì�幸ß�þ⸐�ᥢ峤�峭�Ě嚕ä�娛�þì�彘᱑峤�
åä�㽻ä�恔仁�ėᯬîຩ�⸞�೧�䬉ㄯþ�㷨�Ě嚕ä�೧�ⴣä�⅁áäþ�啵�嗚㨱�安‹�嵉�ᠢ�Ěî܉�Ěî܉�᭛îຩ�㱾�⮦�㺸㨱��ⴣä�

感㈲�⸞�þ⸐�䯼㨱�ᇆ�⬍ä�ी�ě࢓�þ⸐ފ��⸞�ðä�ěîᄯ�⅁áäþ�㱾�õ为�䯼㨱ފ��ᥢ܉ì�峭�Đß�ƾŇ ǔƶǒƹǉļǎ ưì�㲁�
憗ⵙ�娛�þì�彘᱑峤�惠�ė抂�愡ä�憗ⵙ�娛�啵�Đß�剴�Ě嚕ä�⫎㨱�嵉�üä�ė技嚕ä�㷨�⦞ᄯ�⸞�� Ǘ ǎ ǎ؆î�Û⅁áäþ�
㹅�Û঳�廝äᦵ�Ûศ�᭛îຩ�Û ǗƮǔ ƸǎƹŮ

ǗƷǎ ƹǗƶƛä�ศ�》�ę㖓þ�ᩝß�îᣳ�彛᱑峤Ĝ 

�ď婧��ðä�ûî㖵�⸞�øエ�ęþ�恙嚕ä�扨㨱�Ṏ�嚖Ē⦠ä�㜢�奏ä�㺸�ęþ㏵�㩴�îþä�庾äîí�⸞�ラⓥ�峤� 

 

 

 

 

 

� 
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㹅�þ�⒆�彛äìä�⥼䰮�廝㖵� Payment Voucher 
廝㖵�㺸�㷨啬�ðä�承Ⳣì�ûî㖵�啵�Đß�üä�ûᝯ�ė彝äìä�㷨�Ě嚕ä�⫎㨱�嵉�Ṏ�Đß�㩴�忚恕㨱�᭛îຩ�徉�㩴�îþä�

Ƙ
ǔƹǎƶǍƹƟĽǎ ưä�ę㖓þ�㷨�人�啵�ðä��嚏á㥃ä�㱾�äìä�ᥢ㨱�嵉�抁�⵷äᦵ�嵗‹�ęþ�㹅�㷨�çîㄯ�啵�峤�徉�⒆�㷨�çîㄯ�啵�
ė婧þì�㷨�Ě嚕ä�ðä�ûî㖵�啵�⫎㨱�嵉�⫆ä�愒㈲�㥃�î�೧�䞠܉�ü⡜ß�嵗�⅁áäþ�娛�Ṏ�䰮㑈�Ṏ�ᩝß�志ḏ�嵗�⬍ä�ी�
䆨äþ�䡴㥃�怾îᎹ�㥃�嵗�⬍ä�ी�ᳮ�嚏á㥃ä�⸞��㢻î�峭î᱑�嵗�惠�㹅�⸞�徉�଻�⸞�䵧��F5�㷨�ì人�⸞�㹅�㥃�嚏á㥃ä�

⮦�ě㨱�åä�⬍ä�ðäी�Ě嚕ä�娛�üþ�啵�ðä�᭛îຩ�徉�ðä�嚏á㥃ä�㱾�⮦�ě㨱�ᴍ�Đß��፰�ì�ě�嵗î�嵉�
䵧�ìä⿬�øî㌑�åä�⬍ä�䆨äþ�䡴㥃�çᙥ�嵗㥃�ᳮ�啵�Đß�嵗‹�ᠢ�㨗�೧�ᙤ�䞺�⫎�嵉�䵧�⒆�Û娛�଻�û嗚�
ę㖓þ�åä�⬍ä�䰍äþ�䡴㥃�啵�ęþ�㢻î�䟑�Ṏ�Đß�㩴�ç᱑ä✭ä�㷨�人�啵�㩴�᭛îຩ�㱾�嵗î㨱äìä�嵗�ᇆ�⬍ä�ी�ðä�
Ě嚕ä��㷨�唅î墹ä�㱾�ú⮸ą ä�þ⸐܉�ފ�ì�㨱�õ为�䯼㨱�Đß�ƾŇ ǔƶǒƹǉļǎ ưì�幸ß�þ⸐�ᥢ峤�峭�Ě嚕ä�娛�þì�彘᱑峤�åä�㽻ä�恔仁�
ėᯬîຩ�嚏á㥃ä徉�啵�彛äìä�㷨��Ě嚕ä�೧�ⴣä�⅁áäþ�啵�嗚㨱�安‹�嵉�ᠢ�Ěî܉�Ěî܉�᭛îຩ�㱾�⮦�㺸㨱��ⴣä�感㈲�⸞�
þ⸐�䯼㨱�åä�⬍ä�ě࢓�þ⸐ފ��⸞�ðä�ěîᄯ�⅁áäþ�㱾�õ为�䯼㨱��üä�ė技嚕ä�㷨�⦞ᄯ�⸞�� ǗƮǔ ƸǎƹŮǎƷ

ǘƹǍư�Û⅁áäþ�㹅�
Û঳�廝äᔊ�Ûศ�᭛îຩ�Û ǗƮǔ ƸǎƹŮ

ǗƷǎ ƹǗƶƛä�ศ�》�ę㖓þ�ᩝß�îᣳ�彛᱑峤Ĝ 
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úḏ�姾ᳩ�⥼䰮�廝㖵� Journal Voucher 
廝㖵�㺸�啬�㷨�抁�承峤î䅏�îþä�Ēî⧇ä�悡恕ä�㷨�Ě✭ß�ûî㖵�嵗�Ṏ�㩴�೧�é㈲�㷨�Ûᄛþä�᳻恕ä�ศ� �㹼�

úٱĴƌŰǖ Ʒƛä�㷨�⫌᱑�嵗�嵗‹�ęþ�࿀�⑽�⸞�Û䲾�ⶔ�⸞�䲾�Û峤�奏ä�⸞�䲾�Û峤�ç᱑ä✭ä�⸞�䲾�Û峤�
� ǔƼ
Ǖơǎ ƹƟǎ Ʋ徣Ē�⸞�䲾�峤�Û�ශ�志Ē�⸞�䲾�峤�ó㓲�㩴�೧�嚏á㥃ä�⸞�䲾�峤�Đß�㱾�ė抂�Ě嚕ä�媛㨱�࿀�ě�

䅎Ĝðä�㥃�愒㈲�೧�弥㱾�ęì徉ï�倏�媎�㽻ä�Đß�㷨��嚡á㥃ä�ළ�ô偿�嵗�ᠢ�ᇆ�Đß�媛⡜ß܉�ðä�啵�恙嚕ä�⫎㨱�
嵉�愡ä�ú䵠�㺸�惪îí�⫦ä�ƾǘ Ƹǐŧůƚ�㲁�ðä�ûî㖵��⡞�⸞�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�㿩ä�䡴㥃�啵�ðä�嚏á㥃ä�㱾�⮦�扨㨱�ᴍ�徍Ē�嗚㨱�嵗�䵧��
Purchase A/c�嚏á㥃ä�㱾�⮦�承㨱�⬍ä��Narration��㺸�䡴㥃�啵�ਮ�娛�þ�幸ß�ę㖓þ�㷨�çᙥ��䟑�ᳮ�

嚏á䰮ä�⸞�⑼࿀�嵗î㨱�ðä�䰮ä�嚏á�㱾�䟑�îþä��⬍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�åä�Đß�Ě嚕ä�娛�þì�嬸ß�㺸�ᇆ��

F 5Key�㷨�ì人�⸞�ðä�嚏á㥃ä�㱾�⮦�承㨱�ᳮ�᭛îຩ��⸞�Đß��⑼࿀�嵗î㨱�嵉�䵧��Shehzad Arif��⬍ä�ी�
嚏á䰮ä�㺸�䡴㥃�啵�ęþ�嚏á䰮ä�䟑�ᳮ�嚏á䰮ä�㷨�Đß�嬸�ðä�᭛îຩ�⸞�⑼࿀�㷨�嵗�îþä�ᇆä�⫦ä�ᯯ⏢ٵ�� ǘ ǎΔފ��⸞�
õ为�䯼㨱�恔仁�恙嚕ä�嗚㨱�峤�ᠢ�承㨱�婨îþ��⅁áäþ࢑�ä࢑�㺸㨱�⫦ä�þ⸐ފ��⸞�õ为�䯼㨱ĨĨĜⴣä�ê㈲�㽻ä�㩴�᭛îຩ�⸞�

徕ä悌î�㢻î�åþĒ�ᣲ᱑�嵗�ᠢ�೧�ðä�úḏ�⅁áäþ�㺸�惪îí�᳷恕ä�扨㨱�⫆ä�೧�愒㈲�éîì�憗í�嵗�㲁�ශ�徍Ē�
嚏á㥃ä�㱾�徍Ē�扨㨱�îþä�åþĒ�嬸᱑�䬉äþ�嚏á䰮ä��惠�᭛îຩ�㱾�ď恕㨱�扨ì㨱�ⴣä�ê㈲�� ǔƼ

Ǖơǎ ƹǘƶơǎ Ʋ徣Ē�ę㖓þ�㹼�೧�ðä�
ûî㖵�啵�徉�䟢ä�䟢ä�姾ᳩ�úḏ�೧�⮦�㺸㨱�妉㜳�⫎㨱�嵉�ä䪾�抁�ûî㖵�创�嚡á㥃ä�㹼�峭噬ä�屨ä�ûî㖵�嵗Ĝ 

 

�ď婧� ��ǍŠ
ǗƷǔƹŎǎ ƶĹ�ú⫦ä�Ƙơǔƹǘư㖵�⨽�㥃�Ēîٶ Ǘ ǎ

ǔ Ǘˀ ä�悡恕ä�ᳮ�啵�ėࠒ�Û�㜶�îþä� ��
ǔ ǔ ǘ

Ў㖵�Ēî愢î�� ǔƼǎ ƹ
ǗƶǔƹǎƶŬ�嬸㨱�⸞�䲾�

ú技Ē吴�剙⹢�嵉�ðä�⸞�卸�ûᝯ�仁î㖵�þ�ďîᄯî�㥃�乷�㨱í�㷩�䅏�㾨ä�ú技Ē吴�Ṏ�ø⥸ä�� ǗƮǎ ƸŰǌ Ŧ
ǔƷǎ ƹŪ�⨽�⸞�䲾�嵗�

ᳮ�啵�ᄭä�ø⥸ä�㥃�Ꭴ�úþî�⨽��ǔƼǎ ƹ
ǗƶǔƹǎƶŬ�⫎㨱�嵉�抁�ú技Ē吴�㝁þ࿀�悡恕ä�▗㥃�嵗�ᴁ�崨�éîì�憗í�

嵉Ĝ�� 
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Ĩø⧶äĨ ǗƮǔ ƸŰǌ ŦǎƷ
ǔƹǎƶŬ��㟩þ࿚�懼憰ä�ú揠Ē唦���

ę㑷�⥼䰮�廝㖵� Designation 

�抁�ø⥸ä�� ǗƮǔ ƸǎƹŮǌ ŦǎƷŬ�⨽�ú技Ē吴�㷨�ᄷ�ûî㖵�嵗�ðä�ûî㖵�啵�ဵß�ûᝯ�û㟧ä�㺸�㑷�ě�䵧��Teaching Staff, Non 
Teaching Staff, Administrator Staff, Account Department Staff etc���ᄷ�㝤�啵�䟊�嵉�ᱛ�Ě⨭þì�

㝤�啵�ှß�㇒亾�㺸�঎傑�憗ⵙ�娛�䟅�嵗�îþä� �ᇆ� �Save Button�恛࿀�嗚㨱�嵗Ĝðä�ûî㖵�㥃�䩦�㿝ä�㷥�
⸞仁î㖵�卸�嵗ĨĨĜ 

 

ø⥸ä�⥼䰮�廝㖵��� Staff Master File 
�抁�ø⥸ä�� ǗƮǔ ƸǎƹŮǌ ŦǎƷŬ�⨽�ú技Ē吴�㷨�⵺�ûî㖵�嵗�ðä�ûî㖵�啵�ဵß�ᄭä�ěîäìä�㺸�ûᝯ�ø⥸ä��啓ï剚��㥃�创�Ēî愢î�

㜳��嗚㨱�嵗�妉㜳�㥃�愒㈲�㨗�ė技�嵗�㲁�Đß�㩴�೧�ø⥸ä�㱾�Ē᳸î�嬸㨱�⸞�ᄸ�⸞ä�愡ä�Ē㱾�弃⡜ä�承㨱�䵧��
������åä�⬍ä�ी�Đß�⵺�㝤�啵�᭽�徉�ĕ㬌�㥃�äîᄯ�û嗚�ल�徰䒭þ�徉�ᾥþï�䟑�䵧��Miss Fyza D/o 

Mehmood�⬍ä�ी�၁ß�ᄸ�⸞�很૾�很äþ�㑷�ě�key F5�㷨�ì人�⸞�⮦�承㨱�䵧�Teaching Staff�ᇆ�
⫳ä�ú⫦ä�弃Ṏ�嬸㨱�㷨�怾îᎹ�Û�⫆ä�刖�⦐ᄯ�Û恛î恕ä�äîì嗚�㥃�和㣡�✓⿆�Ēî㥃�Û娛�㫣䪫�तäî�Û娛�廝܉吴�तäî�Û娛�
ᘏ�઩㞑�ę㖓þ�㜳�承㨱�åä�⬍ä�ी�ęä៑�þ�垎á䆨ä�㥃�忘Ē�㜳�承㨱�㲁�⫳ä�ðþ㽻�Ě⶚�㷩�嵗�îþä�憇ì�垎á䆨ä�㽻ä�
ěì�嵗î�嵉�ᠢ�ęþ�೧�䟑�îþä�ᡀ⡜�㢻î�೧�䟑�îþä�抁�೧�⮦�承㨱�㲁�徉ß�� ǗƮǔ ƹƟǌ ƹǎưä�㷨�ᣲ㧊�㯴�㯴�တß�⸞�
媛㨱�嵗�䵧��Gross Salary , Deduct if Absent, Rs.5000���⬍ä�ęþ㏵�ðä�ø⥸ä�㺸�喆í�弥㱾��Laon�嵗�ᠢ�
⫳ä�婨孆䰮�ᣲ㧊�㢻î�೧�䟑�⬍ä�ी�⫆ä�嚏㨱�⦭ä�㽻ä�ㆈⓥ�ᠢ峤��present�⮦�承㨱�îþä�㽻ä�ęîäìä�ē⏢�㺸�
↕᱑�嵗�ᠢ��Left�㥃�ßတ�㬜�承㨱�îþä�ᡀ⡜�峭�⫳ä�怾îᎹ�îþä�ṏþ�೧�䞺�承ì�îþä�ᇆ��Save��㥃ފ��承ì܉ìĜ抁�忘Ē�
ဵß�Ě⶚�》�嬸૾�啵�Ě࢓�ì人�慿ìĜ 
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ðᯞä�幥ᥴ� Attendance Types 
�抁�ø⥸ä�� ǗƮǔ ƸǎƹŮǌ ŦǎƷŬ�⨽�ú技Ē吴�㷨�Ē᡽�ûî㖵�嵗�ðä�ûî㖵�啵�ဵß�ᄭä�ěîäìä�㷨�Ěㆈⓥ�þ�㖓�Ěㆈⓥ�㷨�û㟧ä�üþ�

廫ᥴ�㜳�媛㨱�嵗�䵧�Ěㆈⓥ�㷨�û㟧ä�啵�Đß�Present, Sunday, Holiday, Leave etc��㱾�î⾛�扨㨱�ᠢ�㖓�Ěㆈⓥ�
㷨�û㟧ä�啵�Absent�îþä�㽻ä�弥㱾�㟮îþä�峤�ᠢ�⫦ä�㖓�Ěㆈⓥ�îᖯ�扨㨱�ðä�啵�妉㜳�㥃�愒㈲�î㥃�㨗�ęì徉ï�倏�

媎࢕��愡ä�î܉�Đß�幥ᥴ�䯺૾�嵗�ᴂ�㜢㥃�ěî⡜�䩦�㿝ä�ûî㖵�îþä�ďîᄯî�啵�ìṎ吴�嵉�⡞�⸞�ᄷ�㝤�ᴀ�
Ē㱾�㲁�䯼�ðä�啵�တ⫑Ē��幥ᥴ� �㥃�ᄵ�䬴�䟅�嵗�䵧��Present�㹼�P�䟑�⬍ä�ी�တ⫑Ē�㷨�㝤�啵�

Present�䟑�îþä�⫳ä�媻�⮦�承㨱�㲁�Đß�ðä�幥ᥴ�㱾�㷩�志ᦵ�ᥢ㨱�嵉�Ή�Present�åä�㿝ä�㝤�Ṏ�Set 
As Defualt�㺸�û嗚�⸞�嵗�ðä�⸞�ìä亾�Đß�᱓�ðᯞä�》�役૾�ᠢ�ᳮ�ĚٳǀŇ Ǘƶǎƹĺ�㱾�ᄭß�䌔惲Ē�㷩�㻠峤�ûᝯ�

ø⥸ä�㥃�⦭ä�峭þ�彘ß�惠�㽻ä�Present�㱾�㽻ä�Defualt�㷩�ä峤�嵗�ᠢ�ðᯞä�》�îᣳ�ᥢ㨱�㞺þ�㗥⡜�弻þ�၁ß�
ûᝯ�⡜ä�ęᔉ�㱾�present�⿡�慿㨱�ðä�⒆�㥃�恔仁�㨱í�㿝ä�ûî㖵�啵�㻠峤Ĝ⬍ä�ी�⫦ä�Save Button�⸞�õ为�承㨱�
îþä�憇ì�೧�ⴣä�ê㈲�幥ᥴ�㜳�䯼㨱Ĝ 

 

憿Ē�ø⥸ä�ðᯞä�⨽� Daily Staff Attendance 
�抁�ø⥸ä�� ǗƮǔ ƸǎƹŮǌ ŦǎƷŬ�⨽�ú技Ē吴�㷨�ᣗ⋏�ûî㖵�嵗�ðä�ûî㖵�啵�ဵß�ᄭä�ěîäìä�㺸�ûᝯ�啓ï剚��㷨�憿Ē�ðᯞä�》�

îᣳ�媛㨱�嵗�ှß�䉺ⴑ�㹼�屨�嬸�ðä�ûî㖵�啵�ðᯞä�妉㜳�㱾�徰婩�ü⡜ß�૾�徉ì�嵗�惠�åä�ûî㖵�啵�ဵß�øエ�
üä�ø⥸ä�㷨�㪣垌äᦵ�媛㨱�嵗�Ṏ�éß�㖓�ㆈⓥ�嵗�Û�⣜ä⠩îì�࿀�Û嵗�îäᠢä�㥃�üì�嵗�徉�㩴�û㌑�ᗧ�㥃�üì�嵗�ę㖓þ�

奡㺮�屨�嬸�㽻ä�ðᯞä�幥ᥴ�啵�Present�㱾�弥܉�䌔惲Ē�㷩�ä峤�嵗�ᠢ�ðä�ûî㖵�啵�妉㜳�㥃�愒㈲�î㥃�㨗�ė技�㻠峤�㲁�
⡞�⸞�ᄷ�㝤�啵�ᠢ�ဵß�婨äïþî�㺸�å╔�⸞�怾îᎹ�䟉�嵗�䵧������������åä�⬍ä�ी�䬉äþ�㝤�啵�ဵß�
⯇�愡ä܉�ފ�ì�戇ì�嵗��Generate List From Staff Master File�ðäފ��㱾�嬸܉ì�⸞�⨽�၁ß�很૾�很峤�
ûᝯ�ø⥸ä�㺸�û嗚�戆⫑ä�࿀�⿡�慿㨱�îþä�ᡀ⡜�峭�嚏㨱�⦭ä�Present�⿡�慿㨱�奡㺮�屨�嬸�ðä�幥ᥴ�㱾�䌔惲Ē�㷩�
ä峤�嵗�åä�Đß�嬸�嗚㨱�抁�嵗�㲁��øエ�ęþ��ø⥸ä�Ṏ�媎�徉ß�徉�ŲǗ ƷĄǋǍŢ�࿀�嵗�⫦ä�F 5Key�㷨�ì人�⸞�⮦�承㨱�îþä�
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⫆ä�嚏㨱�⦭ä�úࢌ�承ì�䵧��Absentᇆ�⫦ä��Save�䯼㨱ĨĜ㗥⡜�弻þ�ᩝß�အß�憿Ē�ðᯞä�þ�Ě⶚�᳸î�� ǔƼǎ ƹ
ǗƶǔƹǎƶŬ�

慿ì㨱Ĝ 

�ď婧��ᳮ�üì�Sunday Or Holiday�㥃�⨲þ࿀�嗚⇵�峤�ðĄä�幥ᥴ�㱾�弥܉�䌔惲ì�承ì㨱������ 

� 

ü䪫�徉�垎äþ恕ä�㷨�彛äìä� Loan / Advance Payment 
�抁�ø⥸ä�� ǗƮǔ ƸǎƹŮǌ ŦǎƷŬ�⨽�ú技Ē吴�㷨�承圻ຩ�ûî㖵�嵗�ृ�ç㞑þä�抁�Ꮉ峤�㲁�ø⥸ä�㱾�㩴�ṏþ�⸞�ü䪫�徉�垎äþ恕ä�ęä៑�㷨�

çîþㆈ�ᣲ࿁�嵗�Ṏ�ęþ�ěîäìä�⸞�㉘�Ꮉ㨱�嵗�㽻ä�ęîäì�⫳ä�⣜ä⠩îì�ú㞩�Ꮉ㨱�嵗�îþä�⸞ä�ü䪫�徉�垎äþ恕ä�㢻î�ěì�
徱ì�嵗�ᠢ�⸞ä��ė抂�ðä�愡ä�ûî㖵�啵�Ě嚕ä�嗚㨱�ě࿁�䅎�嵗‹�ęþ�㹅�㷨�çîㄯ�啵�峤�徉�⒆�㷨�çîㄯ�啵�ė婧þì�
㷨�Ě嚕ä�ðä�ûî㖵�啵�෵�㞺þ�⫎㨱�嵉�㲁Ꮉ�嚏á㥃äအß�îþä�ø⥸ä�㥃�嚏á㥃ä�࿀þ࿀�� ǔƼǎ ƹ

ǗƶǎƹŪ�⬍峤�Û�ðä�ûî㖵�啵�Ě嚕ä�
ðຩ�嬸㨱�㥃�愒㈲�î㥃�೧�㨗�ęì徉ï�倏�媎�⡞�⸞�ᄷ�㝤�ᠢ�憗ⵙ�娛�嵗�ᠢ�ᩝß�嵗�⬍ä�ी�怾îᎹ�承ì�ᇆ�ęþ�

嚏á㥃ä�⮦�承㨱�ᳮ�⸞�� ǗƮǔ ƸŰǎ Ʒ
ǘƹǍư�ú够�嵗î�嵉�䵧�Cash in hand��åä�⬍ä�ी�Ě嚕ä�娛�㱾�嚕ä�承㨱�îþä�幥ᥴ�

⮦�㲁�徉ß�ó㟥�ěì�嵗î�徉�ęä៑�啵�⸞�垎äþ恕ä�ěì�嵗î�嵉�åä�ðä�ø⥸ä�㱾�⮦�承㨱�ᴍ�Đß�� ǗƮǔ ƸǎƹŮǎƷ
ǘƹǍư�

ěì�嵗î�嵉�䵧Ahmed Raza�åä�⬍ä�㽻äी�㨗�ᙤ�䟅�嵗‹�䵧�⒆�娛�Û�Ěî䶀�ę㖓þ�ᠢ�䟑�㲁Ꮉ�Û㹅�
଻�Ą঳�啵�⿡�峤�åä�⬍ä�ी�嚏á䰮ä�䟑�Ṏ�Đß�ěì�嵗î�嵉�⬍ä�ी�ė婧þì�Saveފ��承ì܉ìĜ 

�� 

ü䪫�徉�垎äþ恕ä�㷨�䬉ㄯþ� Loan / Advance Receipt 
�抁�ø⥸ä�� ǗƮǔ ƸǎƹŮǌ ŦǎƷŬ�⨽�ú技Ē吴�㷨�⍌�ûî㖵�嵗�ृ�ç㞑þä�抁�೧�Ꮉ峤�嵗�㲁�ø⥸ä�Đß�⸞�䬊�ü䪫ä峤�徉�垎äþ恕ä�

㢻î�࿥äþ�徱ì㨱�嵗�ᠢ�⫳ä�೧�Ě嚕ä�嗚㨱�ě࿁�䅎�嵗‹�ęþ�㹅�㷨�çîㄯ�啵�峤�徉�⒆�㷨�çîㄯ�啵�ė婧þì�㷨�Ě嚕ä�
ðä�ûî㖵�啵�෵�㞺þ�⫎㨱�嵉�㲁Ꮉ�嚏á㥃ä�îþä�ø⥸ä�㥃�嚏á㥃ä�࿀þ࿀�� ǔƼǎ ƹ

ǗƶǎƹŪ�⬍峤�Û�ðä�ûî㖵�啵�Ě嚕ä�ðຩ�嬸㨱�㥃�
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愒㈲�î㥃�೧�㨗�ęì徉ï�倏�媎�྘�仁î㖵�峭�㥃�ê㈲�嵗�⡞�⸞�ᄷ�㝤�ᠢ�憗ⵙ�娛�嵗�ᠢ�ᩝß�嵗�⬍ä�ी�
怾îᎹ�承ì�ᇆ�ęþ�嚏á㥃ä�⮦�承㨱�ᳮ�啵�� ǗƮǔ ƸŰǎ Ʒ

ǘƹǍư�峭îß�嵗�嵉�䵧�Cash in hand��åä�⬍ä�ी�Ě嚕ä�娛�㱾�嚕ä�
承㨱�îþä�幥ᥴ�⮦�㲁�徉ß�ó㟥�孆îß�徉�ęä៑�啵�⸞�垎äþ恕ä�ěì�孆î�嵉�åä�ðä�ø⥸ä�㱾�⮦�承㨱�ᳮ�⸞�
Đß�� ǗƮǔ ƸǎƹŮǎƷ

ǘƹǍư�䰍��嵗î�嵉�䵧Ahmed Raza�åä�⬍ä�㽻ä�㨗�ᙤ�䟅�嵗‹�䵧�⒆�娛��ę㖓þ�ᠢ�䟑�㲁Ꮉ�
Û㹅�଻�Ą঳�啵�⿡�峤�åä�⬍ä�ी�嚏á䰮ä�䟑�Ṏ�Đß�úㄯþ�嵗î㨱�嵉�⬍ä�ी�ė婧þì�Saveފ��㨱܉ì�õ为�
䯼㨱Ĝ 

�� 

ęä៑�䬯ٵƬǎ ƸĽŎǎ ƶĹ�嗚㨱� Salary Sheet 
抁�ø⥸ä�� ǗƮǔ ƸǎƹŮǌ ŦǎƷŬ�⨽�ú技Ē吴�㷨�承ᠢ⡜�îþä�Ě✭ß�ûî㖵�嵗�ðä�ûî㖵�㱾�Đß�寄�ę䰮�㷨�Ě✭ß�怾îᎹ�㱾�志ḏ�扨㨱�ðä�

ûî㖵�啵�Ě⶚�》�îᣳ�嬸㨱�㥃�愒㈲�î㥃�䞠܉�ü⡜ß�îþä�ⳮ�嵗�Đß�嬸�Ṏ�ø⥸ä�㥃�ÛĒî愢î�ÛĚㆈⓥ�ü䪫�徉�垎äþ恕ä�
㷨�彛äìä�྘�仁î㖵�啵�㷨�嵗�üä�⡞�㷨�䮊ٵƬǎ ƸĽŎǎ ƶĹ�㺸㨱�抁�ß�Đ�戆⫑ä㱾�࿀�îäì婁�ěì㨱�ᩝß�ø⥸ä�Ě⶚�ěì૾�
㻠�åä�⸞ä�Save�承㨱�徉�㽻ä�㩴�ø⥸ä�㷨�ęä៑�啵�㩴�㟮�㷨�úࢌþìî�媛㨱�峤�ᠢ�⫦ä�⮦�承㨱�ď恕ä�承㨱�îþä�ᇆ�

õ为�Û䯼㨱�åä�ûî㖵�啵�Ě⶚�》�îᣳ�嬸㨱�㥃�愒㈲�î㥃��⯫�㲁�⡞�⸞�ᄷ�㝤�啵�ᠢ�ဵß�ę䰮�㷨�Ě✭ß�怾îᎹ�
䟉�嵗�䵧����������åä�⬍ä�ी��Generate a list from Staff Master File Button�恛࿀�承㨱�Ûފ��
恛࿀�ᥢ㨱�峭�Đß�ƾŇ ǔƶǒƹǉļǎ ưì�㲁�㗥⡜�弻þ�愡ä�慆ä�娚�》�࿀�ûᝯ�ø⥸ä�㺸�û嗚�妈äÛ�㑷�Ûě�ę䰮�㺸�ᨋᩝ�Ûüì�ðä�
ę䰮�㷨�㖓�Ûė徉ㆈⓥ�⫳ä�Ěì୘�Ûęä៑�ü䪫�徉�垎äþ恕ä�㷨�㪣恕Ē�îþä�媭�Ě⶚�ę㖓þ�⿡�Û慿ì㨱�åä�Đß�Save button��

恛࿀�㺸㨱��ǗƮǔ ƸǎƹŮǎƷ
ǘƹǍưٳ� Ǎ

ǘ
Рäþ�⸞�ø⥸ä�Ě⶚�㷨�愡ä�ᡀ⡜�愡ä�Ě嚕ä�ðຩ�ěì㨱�ှß�Ě⶚�ěîäìä�㱾�ø⥸ä�㱾�äìä�

Û彛᱑峤�åä�ᦷîᄯî�㺸�啬�⸞�㷥�ᦷîᄯî�䵧�Ě⶚�》�㺸�嚏࿀�Ûďáß�ø⥸ä�Û䭉�ø⥸ä�徕ä悌î�Û ǗƮǔ ƸǎƹŮ
ǗƷǎ ƹǗƶƛä�

ü䪫�徉�垎äþ恕ä�ďîᄯî�㺸�媛⡜ß܉�嚏࿀�ďáß�ú够�⫎�嵉Ĝ 
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��ď婧���ǍŠ
ǗƷǔƹŎǎ ƶĹ�ú⫦ä�Ƙơǔƹǘư㖵�⨽�㥃�Ēîٶ Ǘ ǎ

ǔ Ǘˀ ä�悡恕ä�ᳮ�啵�ėࠒ�Û�㜶�îþä� ��
ǔ ǔ ǘ

Ў㖵�Ēî愢î�� ǔƼǎ ƹ
ǗƶǔƹǎƶŬ�嬸㨱�⸞�䲾�

ú技Ē吴�剙⹢�嵉�ðä�⸞�卸�ûᝯ�仁î㖵�þ�ďîᄯî�㥃�乷�㨱í�㷩�䅏�⬍ä�ी�㾨ä�ú技Ē吴�Ṏ�ø⥸ä�� ǗƮǎ ƸŰǌ Ŧ
ǔƷǎ ƹŪ�⨽�⸞�

䲾�嵗�ᳮ�啵�ᄭä�ø⥸ä�㥃�Ꭴ�úþî�⨽��ǔƼǎ ƹ
ǗƶǔƹǎƶŬ�⫎㨱�嵉�Ṏ�㝁þ࿀�悡恕ä�▗㥃�嵗�⫳ä�೧�乷�崨�

ü൞�㷨�Û䅋�恔仁�㿩ä�悥恕ä�㷨�崨�⫳ä�ᛩ�㺸�äî㜌�ी�弥૾�很᱑�ᳮ�啵�嚖Ē⦠ä�㷨�ÛĚㆈⓥ�䌔ïî�ÛĒî㥃�îþä�
乾�� ǗƮǎ ƸĽǎ ƶƖǎ Ƹ

Ǘ Ʊ⨭�⸞�䲾�ú技Ē吴�剙⹢�嵉� 

 

Ěî屩�⻙㱾�峭î�㲁�ðä�崨�㺸�惪îí�üä�悡恕ä�啵�妉㜳�㺸�愒㈲�î㥃�㱾�徰婩�Ûü⡜ß�ⳮ�Ěîì䰮�ü܉ï�啵�䞻�
很᱑�㲁Ꮉ�îï技�㹼�㩴�㟮�㷨�媛悐࿀�婨�峤�Đßîþä�Ⴤä�创�û㥃�Ē庠äᦵ 㮙�感㈲�⸞�ゞ�î㊓�࿀�� ǔƼǎ ƹ

ǗƶǔƹǎƶŬ�⬍㨱���Đß�
嵗‹�ᠢ�ðä�崨�㺸�嚏࿀�ďáß�ú够�⫎�嵉�㲁Ꮉ�⬍ä�䙾傑�啵�媛⡜ß�⬍峤�ðä�悡恕ä�㥃�⥷䆨�ú技Ē吴�Ṏ�⨽�
ŲǗ Ʒǎ ƹŎ

Ǘư技�⸞�å卺�嵗�ðä�⸞�䲾�创�崨�îᣳᵸ�㷨�峭î᱑�嵗�ðä�㞺þ�Đß�ðä�ú技Ē吴�㷨�垈㭹�Data 
Backup�⸞��ᄭä�û㥃�婨äïþï㥃�෵�Đä�îþㆈ�䯼ĨĨĨĜ� �� �� �� � 

��

Ĩ恗ᒌ��øî㌑ Ĩüä㇌î� �Cleantouch Software Corp. 
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øîᗐ�㮏�� �Cleantouch Software Corp. 
 

ĨÞĨäܵäĨ㷨Ĩ悡îᄯî㥃Ĩ弻þĨ㗥⡜Ĩ ǍŠ
ǗƷǔƹǎƶŐķ����Ĩ俜Ĩ࿀ĨĚĒĨⴣĨ愡äĨ䬉äþĨ嬸㨱ĨᷗᔊĨþìîĄäĨ⸞ĨĚ恙妛äĨî܉ĨᄷĨ啵Ĩü㨾ຩĨ啵Ĩ廝äþäĨ㺸

㷨ĨðäĨᚪĨéßĨîþäĨⓥä⨭Ĩ╌ Ĩ๵Ĩ嬸Ĩė䁐䪫 ĨᴍĨ䅋Ĩ㷨Ĩ
Ǖ
ƘŐǌ ƶǍƱ Ĩ啵Ĩü㨾ຩĨěîĨᄯĨ㇍þ僂ĨਯĨ࿀Ĩî㊓Ĩ㺸Ĩ䱰✪Ĩ愡äĨṎĨ弥峤Ĩ࿀Ĩ嬸૾ ĨĚ㪤ĒĨ

䰮ä技äĨ戆࢑Ĩ嬸Ĩė២ Ĩᾜ⮸ ĨþĨᘏĨ Ĩृ㱾Ĩ亾ä㽻þ࿀Ĩ㺸Ĩ㮏Ĩ࿀Ĩ嬸ຩĨ䬣Ĩ冯Ĩ╌ Ĩ๵ĨĨ啵Ĩė䁐䪫 ĨĜĨ嵉ĨĚî⡜ĨþĨĚî᱑ĨⶔĨ啵Ĩ㸐îĨ⸞ĨĒî
Ĩ岫Ĩ䉺þࢌ Ĩ㷨ĨᳮĨ䠂Ĩ୐Ĩė⠯⨭Ĩ㷨Ĩçäî⛫äĨ Ĩ㺸ĨüٱĴǖƶơǎ ƹĺຩĨⓈ⅁Ĩ㺸Ĩ䬣冯Ĩ㷨ĨĚ㪤ĒĨê㈲ĨðäĨ嵉Ĩ㘀 Ĩਮ㞑Ĩ㹼Ĩ㮏ĨṎĨäïä婧

仁þ⻑Ĩ嗚Ĩ૾ Ĩ弻þĨ㗥⡜Ĩ嚡á㥃äĨ෉Ĩ媛㨾ຩĨ㹼Ĩė㮒Ĩ垎࢔Ĩ乾ĨĨ嬸Ĩ屨ĨîþäĨ剚Ĩ୤᳨ Ĩ㥃Ĩ嬸㨱ĨŖǍ ťĸĨ啵Ĩüä哴 Ĩ㺸Ĩ᭛Ĩ弥ßĨ恔Ĩ⸞ĨᳮĨ㺶Ĩö
㪤ĒĨ啵ĨäܵäĨ㲁 Ĩ嵗îĨㅻäþĨ嵗Ĩç܉Ĩ庫⣝Ĩਮ㞑Ĩ㹼Ĩ㮏ĨĚî屩 ĨṎĨ嵉Ĩ嵗î峤ĨîþäĨ很峤Ĩ伍ĨÞ㉙ĨîþäĨěîäìäĨŲ ǎƷŐƌ

ǖƲĨ⸞Ĩ୧Ĩ㷨ĨĚ
㮏Ĩ䮵Ĩ很峤ĨጦîìĨ廝仅Ĩ㜢㥃Ĩ啵Ĩ㸐î䰮Ĩ Ĩ㷨Ĩ弻þĨ㗥⡜Ĩ啵ĨĨîäþìäĨ弥äܵäĨĜ㷩Ĩ媎Ĩ î冿ĨጡĨ弥㱾Ĩ㹼ĨçäíĨᄣäĨ嬸Ĩ屨Ĩ⸞ĨⶔĨĨ

募Ĩ憇ìĨ㷥ĨĨîþäĨü㨾ຩĨ慪ìĨ峭Ĩ慪ìĨîþäĨ Ĩ䠀Ĩ吮⋏Ĩû㟣Ĩė൞咍㥃Ĩ⸞ĨᳮĨ嵉Ĩü仁㻠Ĩ࿀Ĩ䮃ຩĨ㷨Ĩ㶝îĨ仦ĨěìäîäĨĨěî屩 Ĩ啵Ĩ䝫
ìĨीĨ慽 ĨîþäĨĨ媎Ĩ㭸 Ĩ⸞Ĩïä㍛äĨ愡äĨ㹼ĨĨ ǍŠ

ǗƷǔƹǎƶŐķĨṎĨ䅋Ĩᣲ峤Ĩ啵Ĩė㶠䆨ĨîþäĨėþîä密ĨìäᗚĨ㷨Ĩė䪫äþĨ嬸㨱ĨúٱĴƌŰǖ ƷƛäĨ弻þĨ㗥⡜ĨĚ㘄Ĩė䁐䪫Ĩ憇
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