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3. JOURNAL VOUCHERS AND REPORTS  
 

1. Log in to the Finance system by using User Name and 

Password provided to the user. Then go to the Transaction 

section of the system and click on the Journal vouchers section 

and go to the Add section to add new Journal Vouchers. (Shown 

in the First and Second Images) 

 

 

 

 

 

2. After going to the 

Journal vouchers main 

interface, the user will 

has to fill the details in 

that interface to add a 

new Journal voucher.  

(Shown in Image 3 

Above) 

As shown in Roman 

Numeral Point “I”, User 

need to Add a 

description, set enter 

date if the date is not 

the current date of that 

journal voucher, Add a 

reference to the journal, 



Most importantly User need to add the payee and can add the Transaction Date according to the journal 

vouchers. 

In the Journal Details section user need to set Department Code, Ledger Account (vote), Description, 

Debit and Credit amounts as shown in the Roman Numeral Point “iii”. User can add any number of 

Rows by clicking “+’ sign in the journal details. 

**Every Journal Vouchers have Two Rows one is Credit side and other is Debit side** 

 

3. In order to get Journal 

Voucher related reports user 

must go to the Reports 

section first. Then go to the 

Finance Report-----

Transaction Reports-----

Ledger Transactions-----

Journal Vouchers. (Shown in 

Roman Numeral Point “I”) 

After going to the reports 

interface user has options to 

get the summary or detail 

report of the journal 

vouchers and user can sort 

the data in the report by 

using Order by options in the interface as well. (Shown in Roman Numeral Point “iii”) 

Before viewing the report user need to set a specific date range to get the report for that date range. (It 

is shown in Roman numeral Point “ii”). 

After viewing the report user can check Date, Journal Voucher number, References, Description, Debit 

Amount, Credit Amount and Status from the report. 

 


