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Introduction

First Rule

The first rule about accounting is very important. Remember it well. It goes as follows:

Accounting is simple if understood well and understanding accounting is not difficult.
About the Book

This book is not a manual or a reference guide for AQURA. Purpose of this book is not just to explain how to use AQURA, but also to discuss what is accounting. You can understand this book and can start keeping your accounts using AQURA even if you are unfamiliar with the terms like debit and credit. This book is for you if you fall in one of the following categories.

1. If you are completely new to accounting as well as computers. You are doing a business and have bought a computer. Your computer is used only for playing music and writing letters. Your CA and accountant decide the profit you are making, and you always dream of keeping your accounts yourself and to have better control.

2. If you are completely new to accounting as well as computers. You are a salaried person and have bought a computer at home. You have bought the computer as you think that your kids should get used to computers. The computer is used only for listening to music, watching video CDs and playing games. You wish to use the computer for some fruitful things such as keeping your personal accounts.

3. You know computers. You even do programming. But terms like Assets, Debit, Credit etc. are Greek and Latin to you. You wish to learn what is accounting and dream to file your returns on 1st of April next year.

4. You know accounting. You keep your accounts well, but manually. You wish to migrate to computerized accounting to save the lot of time wasted in totaling and tallying figures.

5. You keep your accounts on computer, but not using AQURA and now you wish to start using AQURA to take advantage of its rich features.

6. You are already keeping your accounts with AQURA, but you wish to learn AQURA formally so that you can use it with better efficiency.

We expect you to read the book completely and in sequence. The later chapters use the concepts discussed in previous chapters and assume that you have understood them. We also expect that you have a computer along side with AQURA loaded on it, and you keep experimenting as you read. That is why this book does not have a lot of pictures of screen. Having no images also makes the size of the book small and hence it is faster to download from the Internet.

About AQURA

AQURA is based on double entry accounting system. In double entry accounting system, every transaction is represented by a voucher where every voucher has two sides debit and credit. Debit and credit sides of every voucher should match, i.e. they should have same debit and credit amounts. AQURA is a code-less accounting system, i.e. you are saved from the trouble of assigning and remembering codes to various accounts. 

The information browser allows you to view all the information easily. This browser is a drill in browser i.e. it allows you to navigate from Balance Sheet or Trial Balance to voucher. If you edit any voucher, all the results are automatically updated. Another important feature of AQURA is its robustness. We have taken special efforts to make it tolerant to power failures.

AQURA supports cost centers, bill by bill outstanding tracking (payables and receivables), inventory, price lists, invoice printing, voucher printing, bank reconciliation and a lot more. If you have not understood much, don't worry. This book is written to explain all these things.

This book is written to give you working knowledge of all these features. We recommend you go ahead and install AQURA from the accompanying CD and keep experimenting with it as you read this book. You can also download the latest version of AQURA from the web site www.sadhanasoft.com. 

Advantages of Computerized Accounting

It's not just more fashionable to keep accounts on computer. Computerized accounting has many advantages, which are listed below.

1. You save a lot of time. When you do your accounting on computer, you just need to enter the vouchers and the computer automatically generates financial results like Trial Balance, Balance Sheet, Profit and Loss Statement etc.

2.  It’s very easy to correct the mistakes when your accounts are on computer. If some vouchers are entered wrong, you just need to correct the vouchers. You are saved from the tedious work of re-totaling ledgers and re-tallying the results.

3. You can be well informed. For example, you can know your profits as soon as you enter voucher on say, weekly basis or even daily basis.

4. Manual accounting is much more error prone than computerized accounting. When you use a computer, all the totals are done automatically and you can get wrong results only if you make mistakes while entering vouchers.

5. The final results to be submitted to the government can be printed by computer (of course you need the printer) and you are saved from retyping them.

6. You can get rich analysis such as comparison of one customer with another customer, or profitability of a business activities with respect to each other etc.

Installing AQURA

To install AQURA, insert the AQURA CD in the drive and close the CD tray. Normally AQURA setup program should automatically start. If it does not start, run the ‘Setup.exe’ from the CD. Installation procedure is very simple and self guided, just follow the instructions on the screen. When the installation is complete, AQURA icon is created on the desktop. You can double click this icon to start AQURA. 

Hardware Lock

If you are using professional version you should connect the hardware lock to the parallel port (the port where usually printer is connected) of your computer. If you start AQURA without installing hardware lock, it runs as AQURA – Lite! and not as professional version. When AQURA detects hardware lock, it asks you to enter the activation key. You can find the activation key on the backside of the CD cover. When the activation key is entered, AQURA works as a professional version.

If a printer is connected to your computer, take off the printer cable where it is connected to the computer. Put the hardware lock in place of the printer cable and connect the printer cable to the other side of the hardware lock. In such a case, the hardware lock sits in between your computer and the printer cable. You can also connect other parallel port devices such as zip drive, printer sharer etc. to the hardware lock. Make sure to turn off your computer while installing the hardware lock.

Once you enter the activation key, AQURA remembers it and you do not need to enter it every time you start AQURA. You can use the menu option Setup : Change Activation Key if you need to change the activation key. You may need to change the activation key if you want to upgrade from say "Accounting Only" version of AQURA to "Inventory version". This menu option is available only in the professional version of AQURA.

Un-installing AQURA

To uninstall AQURA, select the Uninstall AQURA menu from the Start : Programs : AQURA menu of your computer. This uninstalls AQURA from your computer. Uninstalling deletes the AQURA and its components. This however does not delete the accounting data, which is on your computer’s hard disk. If you want to delete all the data, then change to the directory where AQURA was installed and delete all subdirectories that contain the data of your companies.

Getting Help

AQURA is designed to be consistent, intuitive and easy to use. It also includes various training aids, which allows you to use it efficiently. 

Context Sensitive Help

AQURA supports context sensitive help. For every menu option and dialog box, corresponding help page is available. To open this help page, select a menu option or open a dialog box and press the F1 key. A page with more details about the selected menu option or dialog box is displayed. This help is hyper linked, i.e. few important words in the help text can be clicked with mouse to get more help about them. These words are underlined.

Quick Tutorials

To begin with, we recommend you to go through ABCs of AQURA. This gives you a fair idea about various features of AQURA and their applications. Next you can go through Quick Tutorials. Quick tutorials demonstrate various features along with explanation. When you select the Help : Quick Tutorials menu option, a list of available tutorials is displayed.

Support Options

We are very confident that after going through this book and the training tools, you will have any doubts about AQURA. If you still have any specific queries or suggestions please do feel free to get in touch with us. 

You can call us at +91-20-543 5831 or email us at aqura@sadhanasoft.com.

A snail mail can be sent on our postal address below,

SADHANASOFT

4, Rajesh Chambers, 11, Sheelavihar Colony, Karve Road, Pune, 411 038, INDIA

Basics of Accounting

This chapter discusses the basics of accounting. For maintaining the accounts on the computer, you should be clear about the fundamentals of accounting. If you think that you already have enough knowledge of accounting you can skip to the next chapter.

Terms Used in Accounting

To begin with let's get conversant with the terms used regularly in the accounting world. So we begin this chapter by short definitions of these terms. If you feel that you are getting confused rather than comfortable while reading them, relax. All these terms will be familiar to you while you reach the end of the book.

Account

Account is used to represent any entity that takes part in money or goods transactions. Your customers, suppliers, bank accounts, expenses, incomes and many more are represented by an account.

Group

Group is a term that came in picture when the computerized accounting became common. The groups are required to define the type of the account. The accounts of different type behave in different manner. For example, the bank accounts have different behavior than the expense accounts. Without groups, you would need to define the behavior of every account. To avoid this, accounting software creates groups with predefined behavior and while creating an account you just specify the group to which the account belongs.

Debit and Credit

Debit and credit are the terms used to denote the sign of an amount. These signs are roughly similar to the positive and negative signs we use in mathematics. Debit is denoted by a short-form Dr, while the Credit is denoted by the short-form Cr. When an account is debited by amount say N, its balance increases by N and when an amount is credited by amount say N, its balance decreases by N.

Voucher

Voucher is used to record accounting transactions. Accounting transactions can be transfer of money or goods from one or more account to other account or accounts. For example, if a payment for rent is done by a bank cheque, the money is transferred from the bank account to the rent account. Such transfers are recorded using vouchers. 

Every voucher is made up of entries, where every entry is made up of an account and an amount. The voucher has one entry for every account that is involved in the transaction. In the above example, the voucher has two entries, one for the rent account and the other for the bank account. The amounts associated with these entries are either debit or credit depending on whether the money is added or removed from the account. This amount is the amount, which has been transferred. By rule total of all debit amounts in a voucher should be same as the total of all the credit amounts. 

Every voucher also has a date on which the transaction is committed. Also every voucher has a type depending on the type of the transaction. 

Ledger

Ledger is for an account. The ledger of an account lists all the transactions which are posted on the account, i.e. all the vouchers which have an entry for the account. 

Register

Register is a list of given type of vouchers. For example, sales register is a list of all the sales vouchers. 

Daybook

The daybook is a list of all vouchers. 

Accounts

As discussed earlier, in accounting, every entity with which money or goods are transacted is represented by an account. Here are some examples of accounts also called as account heads. You keep money in bank and deposit and withdraw it from the bank, so all the bank accounts of your business are represented by an account. You pay for all the expenses and hence all the expenses like electricity or telephone expense, tea, stationary, postage etc. are created as accounts. You invest money in various assets like office premises, the furniture, computers, vehicles used for office etc. and hence all these assets are also created as accounts.

We also create accounts to represent the money invested by the promoters of the business. These accounts are called as Capital Accounts of the respective promoters. We also create separate accounts to represent the Sale and Purchases made by the business.

Every account is defined by a name, opening balance and parent group. Opening balance of an account is the amount in that account when the accounting year has started. You need to specify the opening balance of the account only for the year from which you start keeping the accounts in AQURA. For the subsequent years, closing balance of the account for the previous year is considered as the opening balance for the next year. If you start keeping accounts of a business from the first year of operations then the opening balances of all accounts are zero, as no business has been done yet.

Every account is under one and only one group, called as the parent group of the account. The group tells AQURA about the type of the account. AQURA supports many internal groups. Internal groups are the groups, which are created by AQURA automatically when you create a new company. All the internal groups have a specific meaning and they are used to create specific type of accounts. 

Internal Groups

Let’s take a look at the internal groups of AQURA and what they mean. Following is a list of internal groups and their usage.

Revenue Accounts

Revenue accounts are the accounts on which money is earned or spent. There are various sub-groups under this group for specific use. You normally should not create accounts under the group Revenue Accounts.

Expenses (Direct)

All the expense accounts which are directly connected to the main activity of business such as factory building repairs, labor salaries etc. are created under this group. Balance of this account is shown on the Trading Account.

Expenses (Indirect)

All other administrative expense accounts, which are not directly related to the main activity of business are created under this group

Income (Indirect)

The main income of a business is earned from sale, but the business can also earn some income, which is not earned directly from the business activities. An example of such an income can be the bank interest. Accounts for such additional incomes are created under ‘Income Indirect’ group. 

Purchase Account

Accounts under this group are used to book the purchases for trading or manufacturing. Accounts for both, cash and credit purchases are created under this group. Accounts for purchases for capital such as purchase of vehicles or purchases for expenditure like purchase of stationery for internal consumption are not created under this group.

Sales Account

Accounts for sale of goods (either manufactured in the company or purchased for resell) are created under this group.

Other Revenues

Accounts directly created under the group Revenue Accounts are automatically shifted to this group. Balance of this group is shown on the profit and loss account.

Income (Direct)

Accounts for the direct business activities are created under this group. For trading or manufacturing business, the main income is from sale and in such case no account is required to be created under this group, but for the professionals like CAs, software consultants, lawyers, doctors etc., the main income is from consultation and not sale. The accounts for consultation fees earned can be created under this group.

Branch / Divisions

Accounts under this group are shown on balance sheet. Create all accounts, which represent the branch of the business under this group

Capital Account

Accounts under this group represent the money invested by the promoters (proprietor or partners) of the company. Balance of capital account should normally be Credit. If the balance of a capital account goes Debit, it means that the promoter has withdrawn more money from the company than what s/he has invested. 

In the case of limited or private limited firms, the accounts for share capital are also placed under this group.

Reserves & Surplus

The reserve accounts, such  as  Investment  Allowance  Reserve, General Reserve etc. would be opened under this group.

Current Assets

This group represents the assets held by the firm. You should not create any accounts under this group directly, but should create them under various sub-groups under this group.

Bank Accounts

This is very obvious. All the bank accounts of the business should be created under this group. The balance of the account is the bank balance. 

Cash-in-hand

The business needs to do many transactions in cash. For example, the bill for tea is not paid by cheque. Every business keeps some money in the form of cash. This is called as petty cash. Accounts representing the petty cash are created under this group. 

Deposits

Accounts of various deposits such as fixed deposit with banks, deposit in other companies, rental deposits, deposits with telecom/electricity department, earnest money deposits for tenders, security deposits are created under this group.

Loans & Advances

All non-trading advances, such as tour advance, advances to employees against salaries, work-contracts, or even advances for purchase of non trade items such as fixed assets (land, vehicles etc.), fall under this group.

Stock-in-hand

Accounts under this group represent the value of stock items that the company holds. Please note that only the materials, which are bought by the company for trading, are represented by these accounts. Also the value of the raw material bought to produce the finished goods, which the company trades is also represented by the account under this group.

Sundry Debtors

Accounts of all the clients  / customers (debtors) of the firm are created under this group. The balance of this group represents the amount pending with the customers, which is asset of the company.

Current Liabilities

This group represents the liabilities of the firm. Normally you should not create any accounts under this group directly, but should create them under various sub-groups under this group.

Duties & Taxes

All tax accounts such as excise duty, sales tax, service tax etc. are placed under this group.

Provisions

Depending on the method of operation of your company, you can open provision accounts under this group. Provision for salary, telephone, electricity etc. fall under this.

Sundry Creditors

Accounts of all the suppliers of the firm are opened under this group. The balance of this group represents the amount to be paid to the suppliers, which is liability for the company.

Fixed Assets

Fixed assets are the assets owned by the company in physical form. Typically the premises, the vehicles, the computers, the machinery, the furniture etc. which are owned by the company are represented by different accounts created under ‘Fixed Assets’ group. Rented premises such as rented office or factory is not the company asset and you should not create a fixed asset account to represent it. Also note that in accounting, the moving assets like vehicles are called as fixed assets! The fixed assets keep depreciating, and their value keeps reducing. Balance of these accounts must be positive (i.e. Debit) and it shows the current value of the asset.

Investments

Create the heads, which represent the investment of the company in shares, bonds, securities of other companies etc. are created under this group.

Loans

Bank OD a/c

All overdraft accounts of bank like cash credit limit, bill discounting etc. are placed under this group. This group behaves almost like the Bank Accounts group

Secured Loans

Term loans and other medium / long term loans from financial institutions and other such bodies should be put under secured loans.

Unsecured Loans

Loans from outside parties, including directors and partners come under this group.

Misc. Expenses

Accounts to represent the miscellaneous expenses are created under this group.

Profit & Loss A/c

AQURA automatically creates an account with the same name under this group. This account is used only for transferring the profit to the capital account, which is explained later in the chapter.

Suspense Account

You can create an account under this group to track the transactions, for which the purpose is not yet known. For example while entering the bank statement you find a cheque payment, but could not make out to whom the cheque was paid and for what purpose. You can post the entry on an account created under this group. When the purpose of the payment is found out, you can modify the voucher and post it on the appropriate account. You need to correct all the vouchers posted on the suspense accounts before closing the financial year.

How Profit is Calculated

We do business to earn profit. It’s a good idea to know how exactly the profit is calculated. The simplest definition of profit is the difference between sale and purchase. For example, if you sell the goods for Rs. 1000, which were bought for Rs. 800, then you have made profit of Rs. 200. So our first definition of profit is,

Profit = Sale – Purchase.

Now if you have managed to sale the goods for Rs. 600, which were bought for Rs. 800 then you have made profit of Rs. –200, which is loss of Rs. 200.

Now while you are doing business, you need to spend money on business operations. This may include the office rent, salaries of staff, advertising expenses etc. We need to subtract these expenses from our profit. Also there may be some income for the business other than the sale. This may include the interest given by the bank. We need to add these amount to our profit. So our new formula becomes,

Profit = Sale – Purchase – Expenses + Other Income

There is one more thing that may affect the profit and that is the stock. For example, if you purchase 5 chairs for Rs. 20000/-, i.e. Rs. 4000 per chair, and sale 4 chairs for Rs. 5000 each, you end up getting your 20000/- back. Obviously it does not mean that you have made no profit. There is one chair still in your stock worth at least Rs. 4000/- and that is your profit. So while computing profit, you add the increase in stock to your profit. Now our final formula for profit becomes,

Profit = Sale – Purchase – Expenses + Other Income – Opening Stock + Closing Stock

From this formula, it is very clear that your profit increases if sale, Other Income or the Closing Stock increases, while the profit decreases if purchase, expenses or opening stock increases.

Asset Accounts and Revenue Accounts

All the accounts can be divided in two broad categories, the asset accounts and the revenue account. The revenue accounts are the accounts, which contribute to the profit, while the rest of the accounts are the asset accounts. Revenue accounts include accounts such as sale, purchase, expenses, income etc. The asset accounts include the cash in hand, the bank account, capital (the money invested in the business by the promoters), fixed assets such as buildings and furniture, loans which are given and taken, outstanding amounts which are receivable or payable etc.

The revenue accounts are shown on the Profit and Loss Statement. These are the transaction accounts, that is their transactions are important and not the balance. For example, to calculate profit for a month, we do not consider the closing balance of accounts like rent, sales, purchase etc. for that month, but we use the transactions occurred only during the month. For this purpose, the yearly closing balances of the revenue accounts are not transferred to next year as opening balances. Opening balances of all revenue accounts is treated as zero at the beginning of the year. Also while computing the Profit and Loss Statement, transactions of these accounts are considered and not the closing balances. For example, while computing the sales figure on Profit and Loss Statement for say the month of May, only the sale of May is considered and not the closing balance of Sales account on May end.

The asset accounts are shown on the balance sheet. For the asset accounts the closing balances are important and not the transactions. For example, the closing balance of a bank account is important and not the money that was withdrawn or deposited. That’s why the balance sheet is always computed as on a particular date and not for a particular period. When you finish the accounting of one year and switch to the next year, the closing balances of the Asset Accounts are set as Opening Balances of the respective accounts for the next year.

Transactions

The business transactions are typically transfer of money from one account to another account. The typical business transactions are withdrawal of money from bank, payment of money for some expense such as rent or transport or tea etc. In computerized accounting, all the transactions always take place between accounts and not the groups. Every transaction must have atleast two accounts involved. For example, if you pay for tea bill from cash, the petty cash account (under the cash-in-hand group) and the tea account (under the expenses group) transact with each other.

Transactions are recorded in AQURA using vouchers. You need to enter one voucher for every transaction. The accounts, which get involved in the transaction, appear as entries in the voucher. Along with the account entries, the voucher also contains other administrative information such as the date of transaction, the remark about transaction etc. We will discuss the vouchers in more details later in the book, but currently let's concentrate on the account entries.

Consider a simple transaction for payment of the rent. Let’s assume that we pay the rent of Rs. 1200 from cash. Now, also consider that we had Rs. 4000 in cash and the balance of Rent account is Rs. 2400 before the transaction. Balance of the rent account is the total rent paid by us during the current year. Now, we can visualize the transaction as shown below,
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Now, from the above diagram shows that the balance of cash was 4000, out of which 1200 is given to Rent, and hence the amount is subtracted from cash leaving the balance of Rs. 2800. On the rent side, the account balance was 2400, it received Rs. 1200 from cash, which is added to its balance and the total rent we have paid so far becomes Rs. 3600.

Debit and Credit

These are the most widely used terms in accounting. Also, these are the terms which confuse most of the people new to accounting. These terms become very simple if they are placed in proper perspective. Debit and credit denote nothing more than positive and negative. 

As a general rule, think of Credit as negative and Debit as positive. In the above example of rent payment, the money flows from the Cash account to Rent account, and hence the balance of the cash account reduces (negative) while the balance of the Rent account increases (positive). So in the above example, the Cash account is credited while the Rent account is debited. 

The golden rule, which works for most of the transactions to decide the debit and credit side, is as follows. Read it carefully and understand it.

The account(s), which give money, is Credited, while the account(s) which receive money is Debited.

Now let's take a couple of examples of business transactions and then try to apply this rule to decide which account is debited and which account is credited.

Capital Introduced by the promoter

The promoter of business (proprietor or partners) invests money in the business. When the business operation starts it has not earned any profits and it has no money, but for business operations the money is required. At this stage the promoter puts in money. Also in later stage, if the business faces cash crunch, the promoter needs to bring money from home. The money invested by the promoter in the business is called as the capital of the promoter. This capital grows as the business goes ahead and starts making profit. In accounting, a separate account is created to represent the capital of the promoter. If there are more than one promoters, as in the case of a partnership firm, a separate account is created to represent the capital of each partner. These capital accounts are created under the group Capital Account.

Now, consider that Mr. Rao is starting a new business and he has opened a bank account for the business. To start with, he deposits a cheque of Rs. 50000 in this bank account. This is introduction of capital. For this entry we need two accounts. The account for bank, say State Bank A/C 1230, which should be created under the group Bank Accounts, and the account for Mr. Rao’s capital, say Capital (Mr. Rao), which should be created under the group Capital Account. Now in this transaction, money flows from account Capital (Mr. Rao) to the account State Bank A/C 1230. Hence the entry should be created as shown below,

Capital (Mr. Rao)
50,000 Credit

State Bank A/C 1230
50,000 Debit

Payment of Rent

Let's say the business is started in a rented office, and we need to pay the rent for the first month. Let's say we issue a cheque to the owner of the office of Rs. 5400 as rent. To enter this transaction we need to create the account for rent. Rent is an expense, so we create an account named Rent under either the Expenses (Direct) group or Expenses (Indirect) group. Normally, the rent of factory or actual work space like shop is considered as direct expense, while the rent of administrative office is considered as indirect expense.

In this transaction, the money is removed from the bank account and is given to the rent, so we credit the bank account and debit the rent account.

State Bank A/C 1230
5,400 Credit

Rent


5,400 Debit

Year End Transactions

Account books are divided into accounting years. In India accounting year typically starts on 1st of April and ends on 31st of March. At the end of every financial year, you need to close the books of the current year and create new books for the next year. Before closing the account books, you need to add voucher(s) for depreciation and then need to transfer the profit made in the year to the capital accounts.

Depreciation

Depreciation is a process of reducing the cost of the fixed assets owned by the business. Fixed assets are the assets such as the office furniture, vehicles, machinery, computers, air conditioners, the factory shade etc. All these fixed assets get older as they are used. At some point of time, they become so old that we need to throw them off and buy a replacement for them. Now if the provision of depreciation had not been there, then we would need to show this huge expense in the year when we replace them, though we have spent (used) the machine we are replacing now for last ten years. This means that we need to pay more income tax for the last ten years because we could not claim the degradation of our assets as an expense. In accounting, the provision of depreciation is made to facilitate recording of wear and tear of the fixed assets. The government decides the rate of depreciation for various type fixed assets. 

For depreciation a separate account is created. This account is created under the expense group, as it represents a long term requirement of expenditure to replace the depreciating assets. Depreciation is posted with a voucher which involves the depreciation account and the asset account. As the value of asset is reduced, asset account(s) is credited and the depreciation account is debited. It should be clear with an example, let's consider that the company owns a two wheeler which is bought for Rs. 32,000. The rate of depreciation for two wheeler vehicles is 25%. So every year the value of this two wheeler reduces by 25% of its current value. Following table shows how the value of this two wheeler should reduce.


Opening Value
Depreciation
Closing Value

1st Year
32,000
8,000
24,000

2nd Year
24,000
6,000
18,000

3rd Year
18,000
4,500
13,500

The voucher denoting this depreciation is added at the end of every financial year. The voucher for the first year looks like,

Two Wheeler
8,000 Credit

Depreciation
8,000 Debit

The amount of depreciation depends on the rate of depreciation as well as the period for which the asset is used. A common practice is to have two depreciation rates, one for the assets used for less than half year and other for the assets used for more than half year. Normally, assets used less than half year are depreciated by half rate. AQURA has a browser, which can show the calculations of depreciation. For these calculations you need to provide the depreciation rates while creating asset accounts. This also means that you should create separate accounts for the assets, which depreciate at different rates.

Transferring Profit to Capital

When the account books are finalized for the year, you need to transfer the profit earned during the year to the capital account of the owner(s) of the business. If the company is owned by more than one persons (the partnership firm), then the profit is transferred to capital accounts of all partners in the ratio in which they share the profit. For example, if two partners own the company and they share the 50% profit each, then half the profit is transferred to the capital account of the first partner and another half is transferred to the capital account of the second partner. Transferring the profit to the capital account indicates that the owners of the company now own the profit and they have invested it back into the company. So as the new accounting year starts the money invested by the owner (or owners) in the company increases by the profit made in the previous year.

Profit is transferred to the capital account using the Journal Voucher. This should be clear with an example. Consider a partnership firm where two partners Mr. Kanade and Mr. Paranjape have same stake, i.e. they share the profit 50% each. Accounts representing their capital are say Capital (Kanade) and Capital (Paranjape) respectively, and now at the end of accounting year we wish to transfer the profit to capital before we start the new accounting year.

To do this, let's first look at the Profit and Loss Statement for the current year. Let's say that the profit shown on this statement is Rs. 82000. To transfer this profit, we should add the Journal Voucher as shown below.

Profit and Loss Account
82,000 Debit

Capital (Kanade)

41,000 Credit

Capital (Paranjape)

41,000 Credit

Profit and Loss Account is a special account, which is created by AQURA automatically while creating the company. Now it this transaction, you may feel that the money goes from profit to the capital, and the signs (debit / credit) of the accounts involved in the transaction are wrong. But in this transaction, the money in coming in the business from the owner of the firm in the form of profit and the firm owes the money to the owner. If you find this a bit confusing, you can leave it at it and accept this as an exception or as a God Made Rule. You need to enter only one voucher of this type per company and there is no harm if you do not understand it.

After you have transferred the profit to capital, the Profit and Loss Account statement shows the profit as 0, while the Balance Sheet shows the profit of Rs. 82,000. This is the way it should be.

Interpreting Results

Trial Balance, Balance Sheet and the Profit and Loss Account statement are the most frequently used results of accounting. In this section we discuss how to read these statements.

Trail Balance

Trial Balance shows a list of all accounts with their opening and closing balances along with the totals of debit and credit transactions posted on them. The closing balance of an account is a signed addition of opening balance of the account, its credit transactions and its debit transactions. In the signed addition, the debit and credit amounts are considered to be of opposite sign, i.e. Cr 1000 and Dr 1000 add to zero, or Dr 2000 and Cr 1000 add to Dr 1000. The total of opening balances of all the accounts should also be zero. If it is not, the trial balance is not matched. In such a case you need to sit down with a great determination and rectify the error.

Interpretation of the closing balances shown on the trial balance depends on the type of account, i.e. the group under which it is created. Let's take a look at various types of accounts and the meanings of their closing balances.

Bank Accounts (group Bank Accounts)

A debit closing balance of these accounts show the bank balance in the respective bank account. If the closing balance of a bank account is credit then it indicates that you have withdrawn more money from the bank account than you have. This can happen if you are using a Cash Credit or CC facility (Also called as Over Draft or OD) given by the banks.

Cash Accounts (group Cash-in-hand)

Closing balance of these accounts should always be debit. This balance is the amount available in the petty cash of the firm in the currency form. 

Customers (group Sundry Debtors)

Normally the closing balance of a customer account is debit. This amount indicates the money yet to be received from the customer. If the balance of the customer account is credit, it indicates that you have received more money from the customer than the value of sale or service rendered to the party. This can be an advance received. Zero balance indicates that there is no outstanding amount.

Suppliers (group Sundry Creditors)

Normally the closing balance of a supplier account is credit. This amount indicates the money yet to be paid to the supplier. If the balance of the supplier account is debit, it indicates the advance money given to the supplier. Zero balance indicates that there is no outstanding amount to be paid.

Expense (group Expense (Direct) or Expense (Indirect))

The closing balance of expense accounts should be debit. This is the amounts you have spent in the current accounting year for the specific purpose, like advertising, rent, stationery, petrol etc.

Sale (group Sales Account)

Balance of this account should be credit. The balance of this account indicates the total sales you have made during the current financial year.

Purchase (group Purchase Account)

Balance of this account should be debit. The balance of this account indicates the total purchases you have done during the current financial year.

Capital (group Capital Account)

These accounts represent the money invested in a business by its owners. You may have multiple capital accounts if the firm is owned by more than one persons like a partnership firm. The closing balance of these accounts is normally credit. This seems little confusing because we associate credit with negative or money to be given. But in fact this is the money, which the firm owes to the owners. If this balance is debit, it means that the owner has withdrawn more money from the firm than the owner has invested.

Assets (group Fixed Assets)

These are accounts like furniture, vehicles, buildings etc. Closing balances of these accounts are always debit and they indicate the current value of these assets. The value of assets decreases every year as they are used. This effect is given by posting depreciation vouchers.

Balance Sheet

Balance sheet shows assets and liabilities of the firm. Liabilities typically include loans taken and money outstanding towards the suppliers. Liabilities side of the balance sheet also displays the capital accounts because this is the money which is taken by the firm from the promoters and it is a loan for the firm. 

The assets side shows various kinds of assets like cash in hand, bank balances, fixed assets like furniture, computers, machinery, land etc. The money yet to be received from the customers and value of the stock owned by the firm is also considered as an asset. 

Profit made in the current year is also shown on the balance sheet. 

The balance sheet does not show the picture of one year but it shows the current status of the company. All assets and liabilities are accumulated over the years of the operation. More than assets the difference between assets and liabilities is important. The company having lot of surplus assets (more than liabilities) is in healthy financial state.

Profit and Loss Account statement

Profit and loss statement shows the picture of the current year's business operations. All the figures shown on this statement are only for the current year and does not include any history beyond it. 

The profit and loss account is divided in two parts vertically and in two parts horizontally. This makes four sections of the statement. The top two parts combined is called the trading account. Trading account has all relevant figures which are involved in the main activity of business such as trading or manufacturing. Left part of the trading account (debit side) shows the money spent while the right part (credit side) shows the money earned. The money is typically spent on purchases and direct expenses, while money is typically earned from sales. The difference between this expenditure and income yields to the gross profit. 

The bottom part of the profit and loss account statement adds indirect expenses and income to the gross profit to compute the net profit. Indirect expenses include administrative expenses such as accounting cost, entertainment cost etc. Indirect income is the income which is not earned from the main business activity such as consultation charges (assuming that consultation is not the main business), interest earned on bank accounts etc. 

The profit and loss statement shows the net profit earned by the firm in the current financial year. This statement also shows the profitability of the firm. You can see the money earned along with the expenses incurred to earn this money.

Company

After going through the fundamentals of accounting, now let's discuss how to keep accounts using AQURA. 

With AQURA you can manage accounts for more than one companies. The opening screen of AQURA allows you to select an existing company or create a new company. If you start AQURA when there are no companies on your computer, it asks you to create one before you can start working.

Managing Companies

To create a new company, select the Company : Create New menu option. For creating a company, AQURA opens the Create New Company dialog box. In this dialog box you can enter following information

Name Name of the company you are creating. Name can be upto 50 characters long. Though AQURA allows you to create more than one companies of the same name, it is better idea to give different names to avoid confusion.

Address Address can have four lines of maximum 50 characters each. You can type the address of your company in this field.

Year (part of Books Start On) This is the year in which the first month of your accounting year falls. e.g. if your accounting year spreads from April 2001 to March 2002, you should enter 2001 as the year.

First Month (part of Books Start on) In this field select the month which is the first month of your accounting year. For the above example, select April as the first month.

Use Password Protection for the Company Turn this option ON, if you want to protect your company data with a password. When this option is ON, AQURA creates a user with name ‘Admin’ automatically and asks you to enter the password for this user.

Higher Denominations (part of Currency Names) Enter the name of the higher currency denomination. E.g. Enter Rs. Or $. The currency names are used in printing amount in words on various reports.

Lower Denominations (part of Currency Names) Enter the name of lower currency denomination. E.g. Enter Paise. Or Cents.

Number of Decimal Places in Currency Enter the number of decimal places that are used in the currency. Eg. In case of Rs. – Paise or $ - Cents, 100 paise make 1 Rupee (or 100 cents make 1 $), in this case enter 2 as decimal places. 

Except for the Name, Year and First Month, all other fields are optional. Once you enter the information and close the dialog box, AQURA creates the new account books for the new company and automatically selects the new company.

If you turn ON the password protection for the company, AQURA asks you to enter the password for the super user named Admin. You have to confirm the password by re-typing it. If you fail to enter the same password, the company is created without any password. This is to avoid a situation where a wrong password is set because of typing mistakes.

Note
If you select to have passwords for a company, you need to remember them. It is not possible to access the company information without the correct password. We recommend you to write down the passwords in some safe place. If there is no fear of unauthorized access to the data, it is best not to set any passwords. Passwords are case sensitive, i.e. passwords myPassword and MyPassword are not the same.

Selecting a Company

As mentioned earlier, you can manage more than one companies with AQURA. However, you can work with only one company at a time i.e. the selected company. When you start AQURA, it shows a dialog box, which allows you to select one of the companies already created on your computer. You can also select a company from the main screen. When you are done working with the selected company and want to work with some other company, select the Company : Select menu option. This opens the Select Company dialog box. This dialog box lists all the existing companies on your computer. Select the name of the company you want to open. If the company that you select is password protected, AQURA asks you to select the user and enter its password. After the correct password is entered, AQURA selects the company and displays the main screen. As soon as the company is opened, AQURA automatically checks the balances of all the cash accounts. If the balance of any cash account is going negative on any day of the current year, a warning is displayed. Also a warning is displayed if the trial balance has mismatch. Name of the selected company is displayed on the main screen.

Modifying Company Details

You can change the name, address, and various parameters of the company after you have created it, but you cannot change the starting date of the company. To modify these details, select the company and use the Company : Modify menu option. This opens the Modify Company dialog box. Make the necessary changes and close the dialog box.

Financial Years

Account books are maintained yearly. At the end of a financial year, the books are verified for their correctness (audited) and profit earned during the year is transferred to the capital accounts. This is called as closing of account books for the year. Once the books are closed, closing balances of balance sheet accounts are transferred as opening balances for the next year, and accounting of next year can be resumed.

At the end of the year, when you are satisfied with the accounts of the current year and want to start data entry for the new year, select the Company : Next Year menu option. If books for the next year are not present, AQURA creates them with your confirmation. The closing balances of the balance sheet accounts are forwarded to the next year as opening balances. 

Note
Balances of revenue accounts, such as sales, purchase, expense accounts are not transferred  to the next year. Balances of Assets / Liabilities accounts such as bank accounts or cash accounts are transferred to the next year as opening balances.

If corrections are required in the accounts of the previous year, you can switch back to the previous year. Select the Company : Previous Year menu option. Now you can make corrections and switch back to the next year. In such a case, AQURA again transfers the closing balances of the balance sheet accounts as opening balances of the next year. No other information in the next year is changed. The current year of the company is shown on the left side of the company name.

Rebuilding data

AQURA is tolerant to power failures. You do not lose your data if the power fails while you are working, but in such a case, the data may become inconsistent. AQURA detects this condition and automatically rebuilds the account books as soon as you select the company. Though AQURA automatically detects these conditions, where data rebuilding is necessary, you can also force the rebuild yourself by selecting the Company : Rebuild Books menu option. The rebuilding process may take few minutes, and you cannot abort it. Try this option, if you suspect that there is some problem with your data.

Note
Though AQURA takes care of power failures, it is highly recommended that you quit from AQURA using the Company : Exit menu option and shut down your computer before turning it off.

Locking Data

You can lock the accounting data entered in AQURA to avoid accidental changes. You can lock data upto any date of the accounting year. To lock the data, select the Setup : Lock Data menu option. After selecting this option, you need to specify the date, upto which you want to lock the data. The vouchers falling between the beginning of the year and the specified date are locked. You cannot delete or modify the locked vouchers. Also you cannot add any new vouchers for the date which falls between the beginning of the year and the date specified for locking. The date upto which the data is locked is shown on the status line.

To unlock the data, use the Setup : Unlock Data menu option. Data locking options are available only if you have permission to do so.

Users

You can create users with different privileges, who can access the company data. Every user has a login name and a password. The user cannot log in unless the correct password is entered while selecting the company. Every user can be assigned different access rights i.e. for individual user, you can select whether the user has access to various features like voucher entry, account-group creation, data locking, user management etc.

While creating a new company, you can specify whether the company needs password protection, using the Use Password Protection for Company check box. If the password protection in turned ON, AQURA automatically creates a super user named Admin. While creating the Admin user, AQURA asks for the Admin password. Be sure to preserve this password as using this password one can access all the company data. The Admin has access to all the features. Also Admin can create, delete users and can assign various access rights to them. You cannot change the name of the Admin user. If the Admin user is deleted, all other users are automatically deleted and the password protection for the company is removed.

You can create users by selecting the Company : Users menu option. If the current company does not have password protection enabled, AQURA first creates the Admin user and then opens the Edit Users dialog box. Using this dialog box you can add or delete users and can change the access rights for existing users

To create a new user click the Add button. You can select the existing user and click the Edit button to modify it. Both Add and Edit buttons open the User Information dialog box. You can enter the following information in the User Information dialog box

User Name Enter the user name here

Password Enter the password that you want to assign to the user. The user can later on change this password.

Confirm Password Re-type the password assigned to the user in this field. 

Access Rights Check ON the permissions that you want to assign to the user.

Following are the access permissions that can be assigned to the user,

User Management The permissions to manage users

Financial Results Permissions to view financial results like balance sheet, profit and loss account.

Lock / Unlock Data Permission to lock or unlock data.

Company Attributes Permissions to modify company information and attributes that are valid for the whole company.

Backup / Restore Data Permissions to backup or restore data.

Import and Export Permissions to import and export data in various formats

Account / Group Management Permissions to manage accounts and groups

Cash Counter Sale Permission for entering counter sale

Permissions for Vouchers Permissions for entering various types of vouchers. Check ON the voucher type for which you want to assign the permission.

Usage Log

You can view the company usage by selecting the Company : View Usage menu option. This opens the Company Usage dialog box. This dialog box shows a list of AQURA sessions. Every entry shows the name of the user, the time when s/he started working and the duration. The user name is blank if the password protection of the company is OFF.

Company Note

You can write a note (text upto 2000 characters) for every company. To edit the note for the selected company use the Company : Note menu option. This opens the Edit Notes dialog box, where you can type the note. The note can be used to record miscellaneous information about the company like things to do, the date till which the vouchers are entered etc. If you turn ON the Show Note when Company is Opened, AQURA displays this note every time the company is selected. In such case you can also write the reminders in this note. If more than one persons are working on accounts of the company this note can be used to pass on messages and accounting status to each other. 

Accounts and Groups

Groups and accounts are important concepts for accounting with AQURA.

Groups

Groups are used for grouping accounts together. Every account falls under one and only one group. Accounts are grouped together depending on what the account represents. E.g. All the bank accounts are grouped under the group Bank Accounts. It is very important to select the right group while creating a new account.

Note
All transactions are always between accounts and not groups. E.g. you cannot post a voucher to the group, Bank Accounts. Instead, you have to create an account, say State Bank of India, under Bank Accounts group and post vouchers to the account 'State Bank of India'.

While creating a new company, AQURA creates few groups automatically. These are called as Internal Groups. Please see Internal Groups on page 10 for more details. You can create your own groups under these Internal Groups.

Creating a New Group

You can create your own groups to get more detailed analysis. For example, if you have 10 employees and you have created 10 salary accounts under Expense (Direct) group, you do not get the total of all salaries. The group Expense (Direct) also has balances of other direct expenses along with the salary expenses. If you create a separate group named Salary Expenses under the Expense (Direct) group and create all salary account under this group you can find the total salary expenditure by looking at the balance of the Salary Expense group.

To create a new group, use the Data : Ledger Groups menu option. This opens the Ledger Groups dialog box. You can also press the hotkey Ctrl+G from the main screen to open this dialog box. You can use this dialog box to manage the groups.

This dialog box displays a list of groups along with their parent groups. Click on the Add button to create a new group, which opens the Edit Group Details dialog box.

In this dialog box, you should type the name of the new group. Remember that two groups cannot have the same name. If you type the name of an already existing group, AQURA displays an error message.

After typing a name for the new group, you should select one of the existing groups as its parent group. Every new group has to be opened under one of the existing groups, either an internal group or a group created by you. Selection of the correct parent group is very important. The behavior of the new group depends on its parent group. While preparing financial results like Balance Sheet or Profit and Loss Account, balances of child groups are added to their parent group's balance. e.g. if you create two sub-groups say Local Sale and Exports under internal group Sales Accounts, balances of these groups are added to your sale while preparing Profit and Loss Account.

Modifying a Group

To modify a group, open the Ledger Groups dialog box, select the group and click on the Edit button. This opens the Edit Group Details dialog box, where you can change the name and the parent of the group. 

If there are no accounts created under the group that you are modifying, you can freely change its parent group. But if some accounts are present under it, you can change its parent to the group, whose behavior is similar to the current parent. For example, you can change a parent group from Expense (Direct) to Expense (Indirect), but you cannot change it from sales to purchase.

Deleting a Group

You cannot delete any Internal Group. Groups created by you can be deleted. To delete a group, open the Ledger Groups dialog box, select the group and click on the Delete button. After a confirmation message, AQURA deletes the group. You cannot delete a group if it has sub-groups or accounts created under it. You must first delete the accounts and sub-groups under the group and then delete the group.

Accounts

Accounts are the heads between which transactions take place. Entities such as Bank Accounts, Cash, Partner's capital, Sale, Purchase, Customers, Suppliers etc. are represented by accounts. Every account belongs to one and only one group. Behavior of an account depends on its group. It is very important to select the correct group while creating a new account.

To manage accounts, use the Data : Accounts menu option. This opens the Accounts dialog box. You can also press the hotkey Ctrl+A from the main screen to open this dialog box. 

Creating a New Account

To create a new account, open the Accounts dialog box and click on the Add button. This opens the Edit Account Details dialog box. In this dialog box, type the name and the description for the new account. Two accounts cannot have the same name. After typing a name for a new account, you should select its parent group. In the last field, you should type the opening balance of the account.

For party accounts i.e. accounts under Sundry Creditors or Sundry Debtors, AQURA opens the Edit Party Information dialog box. In this dialog box you should type in the address for the party, it's central sales tax number, state sales tax number and permanent income tax account number. This information is optional, and is used only for reporting. You can turn ON the bill-by-bill outstanding tracking for the party by checking the Bill by bill tracking check box. If this check box is ON, you can adjust the payment entries of the party against the purchase vouchers of the account and receipt entries against the sales vouchers. You can also specify the credit limit for the party. For more details see Bill by Bill tracking on page 41.

For the accounts under the Fixed Assets group, AQURA asks for the depreciation rate. The Depreciation Information dialog box is opened. Enter the half yearly and yearly depreciation rates, and the rounding information in this dialog box. The assets bought in the first half of the financial year are depreciated with the yearly depreciation rate. The assets bought in the second half of the financial year are depreciated with the half yearly rate.

For the accounts under the Duties and Taxes group, AQURA asks for the tax percentage rate. The Tax Information dialog box is opened. Enter the tax rate in percent in this dialog box. You can also enter the rounding information in this dialog box. This tax information is used by AQURA to automatically calculate the tax amount, in the sales voucher. For more details see Automatic Tax Calculation on page 28.

Modifying an Account

The information entered while creating an account can be modified. To modify an account information, open the Accounts dialog box, select the account to be modified and click on the Edit button. This opens the Edit Account Details dialog box.

You can type the new name for the account in the first field. You can also change the parent group of the account. If there are few vouchers already posted on the account, then you can change the group to the one, which is similar in behavior to the current group of the account. E.g. you can change the group from Expenses (Direct) to Expenses (Indirect), but you cannot change it from Purchase to Sales. The last two fields can be used to modify the opening balance of the account. Opening balance can only be changed in the first accounting year.

After editing this information, AQURA allows you to edit additional information like party information, depreciation information etc. 

Deleting an Account

You cannot delete an account which has vouchers posted against it in any financial year. Also the accounts with non-zero opening balances cannot be deleted. You should first delete the vouchers posted against the account, make its opening balance zero and then delete the account. To delete an account, open the Accounts dialog box, select the account to be deleted and click on the Delete button.

Note
There is no option in any menu labeled Delete Voucher. You can delete vouchers using the 'Account Ledger' or 'Register' browsers. For more details see Modifying and Deleting Vouchers on page 27.

Vouchers

All transactions are entered as vouchers in AQURA. 

Voucher Types

Every voucher has a type. AQURA supports six voucher types, viz. contra, payment, receipt, purchase, sales and journal. There are three more types viz. Inward challan, outward challan and conversion for the inventory transactions. For more details of inventory vouchers see the chapter Inventory on page 37.

Using contra vouchers, you can enter the transactions between various cash and bank accounts. E.g. money withdrawn from bank into petty cash, or money transferred from one bank to another bank. Payment vouchers are used to record all kinds of payments. Any transaction where money goes out of the organization should be entered as a payment voucher, examples are payment for expenses or payment to your supplier for purchases. Receipt voucher is the opposite of a payment voucher, i.e. all transactions where money comes into the organization should be entered using receipt vouchers. Typically this voucher is used to record the money received from your customers. Receipt voucher is also used to record miscellaneous receipts like bank interests, introduction of capital etc. 

Purchase and sales vouchers represent purchase and sale transactions respectively. Purchase and sale transactions are twofold. You sell some material to a customer and the customer pays you for the material. To enter this transaction, you need to enter two vouchers, one for the sale (sales voucher) and the other for the receipt of money (receipt voucher). Similarly, if you buy something from a supplier and pay for it, you need to enter one purchase voucher and one payment voucher. 

Journal voucher can be used to enter transactions, which cannot be entered using contra, payment, receipt, purchase or sales vouchers. A typical example is a voucher accounting for depreciation or voucher entered to transfer profit to capital account at the end of the financial year. Journal vouchers are also used for corrections and adjustments in accounts.

Voucher Numbering Schemes

AQURA supports manual and automatic voucher numbering. In automatic voucher numbering, voucher numbers are assigned to vouchers automatically by AQURA. If voucher numbering is manual, you have to enter the voucher numbers yourself.

In automatic voucher numbering, AQURA assigns the voucher numbers depending on voucher date. Voucher numbers are assigned in the increasing order of date. A separate series of numbers is used for each type of vouchers. You can set the voucher numbering scheme (i.e. manual or automatic) for each type of voucher, individually. I.e. it is possible that contra vouchers are numbered automatically while sales vouchers are numbered manually. Also an individual voucher numbering scheme can be used for every custom vouchers.

In the automatic voucher numbering scheme, if you enter a backdated voucher, AQURA needs to renumber vouchers after this date. In such a case, the status line of AQURA shows the message 'Renumber Vouchers'. AQURA automatically renumbers the vouchers if you start printing any report or when you select the company which needs renumbering. You can also force the voucher renumbering using the Company : Renumber Vouchers menu option.

Selecting the Voucher-Numbering Scheme

Select the Company : Voucher Numbering menu option. This opens a list of voucher types. Select the voucher type for which the numbering scheme is to be altered. Now AQURA opens the Voucher Numbering dialog box.

Use the radio buttons Automatic and Manual to select the voucher numbering scheme. Using the Reset Numbers radio buttons you can select to reset the voucher numbers either every year or every month. Use the format string to specify the format of voucher numbers. The format string can contains special characters (#0, #4, #5, #6, #7, #8, $Z, $M and $N) which are replaced by the voucher number and the month of the voucher. The sample voucher number is shown at the bottom of the dialog box.

The value of Start from Number is set to 1 by default. Use this field to enter a number to specify the integer to be used for the first voucher. If voucher numbering format is ‘Ctra#5’, and start from number is ‘1’, then the first voucher has number ‘Ctra00001’. If you change the start from number to 12, then the voucher number of the first voucher is ‘Ctra00012’

Entering Vouchers

To add a new voucher, select the Data : Add Voucher : Standard Voucher menu option. You can also use the hotkey Ctrl+V on the main screen. This opens the Add Voucher dialog box, which lists available voucher types. 

The Add Voucher dialog box, has four buttons viz. Voucher Types, Easy Vouchers, Paste Vouchers and Custom Vouchers to select the type of voucher entry. This section of the manual explains the how to enter the standard vouchers (selected by pressing Voucher Types button). By default the Add Voucher dialog box displays the list of built in voucher types. You can observe that the button Voucher Types is disabled, as the dialog box already displays default voucher types.

Select the type of voucher you want to add and press Enter. This opens the Voucher Edit dialog box. This dialog box is same for all type of vouchers. The title displays the voucher type. A voucher is made up of date, voucher number, reference, debit and credit entries and remark. Debit and credit entries are made up of an account and amount. 

The cursor is in the Date field. Enter the date for the voucher, and press Enter. If the voucher numbering scheme is set to manual the cursor moves to the Voucher Number field. In case of the manual voucher numbering, you need to enter the voucher number. Voucher numbers are mandatory. In case of the automatic voucher numbering, the voucher numbers are assigned by AQURA, and you cannot change them. In such a case, the cursor directly moves to the Reference field.

Note
If you need to enter many vouchers for every date, it may not be convenient to edit the date for every voucher. In such a case you can turn off the Setup : Edit Date for Every Voucher menu option. When this option is turned off, the cursor is placed in the field next to the Date field, when the Voucher Edit dialog box is opened to add a new voucher. When this option is off, you can change the date of the voucher by selecting the Date field.

In the reference field, you can put the additional information about the voucher, such as the cheque number, purchase order number etc. After pressing Enter in the reference field AQURA asks for voucher entries. 

Every voucher is made up of two or more entries. Voucher must have atleast one debit entry and one credit entry. The type of the first entry (i.e. debit or credit) is fixed, and it depends on the type of the voucher. Every entry is made up of an account and an amount. When you enter the reference and press Enter, AQURA automatically opens the Voucher Entry dialog box.

The first field of this dialog box can be used to select between Debit and Credit entries. This field may be disabled for the first entry in the voucher. Using the Account field, select the account for the first entry. The accounts available depend on the type of voucher. E.g. on the debit side of purchase voucher only the accounts under the purchase group are available. The available accounts are shown in a list box. If you want to create a new account, you can press Alt+N when the focus is in the account field. The Edit Account Details dialog box is opened, which allows you to create a new account.

Note
As explained earlier, for a particular type of voucher only few accounts can appear in the list box. If you create an account using Alt+N, which is not valid for the type of voucher you are entering, the account is created but it does not appear in the account list box of Voucher Entry dialog box. E.g. while adding contra vouchers, only bank and cash accounts are displayed in the list box. If you create a new sales account by pressing Alt+N, it is neither displayed nor selected in the accounts list box.

In the Amount field, you should enter the amount to be posted to the selected account. The current balance of the selected account is displayed below the amount field. After you enter the amount and press Enter, the Voucher Entry dialog box is closed, and the first entry in the voucher is completed. If the totals of the credit entries and debit entries do not match, the Voucher Entry dialog box is opened again to accept another entry. You can press Esc to close the Voucher Entry dialog box without creating a new entry.

Once the totals of the credit entries and debit entries match, cursor moves to the Remark field. In this field, you can type a comment about the voucher. In this field you can press Alt+R to copy the remark from the recently entered voucher of the same type. You can also press Alt+S to select a remark from a list of standard remarks defined. When you press Enter in the Remark field, AQURA asks whether the voucher should be accepted. At this stage if you want to make any changes in the voucher, you can press N. If you press Y or Enter, the voucher is saved and the Voucher Edit dialog box is closed. AQURA now again displays Add Voucher dialog box, which lists the voucher types. Here you can select the type of the next voucher to be entered. You can press Esc to return back to the main screen.

The Custom Data button is enabled if the voucher type has some custom fields defined. You can click this button to enter the values for custom fields of the voucher. Also when you press Enter in the remark field, AQURA automatically opens the Custom Field Values dialog box to accept the values for the custom fields. Custom fields are explained separately. For details of custom fields see Adding Customized Voucher Fields on page 55.

While entering vouchers, you can press Esc in any field to discard the current voucher. After getting confirmation from you, AQURA closes the Voucher Edit dialog box, discarding the data entered in the current voucher. You can modify any of the voucher entries by selecting it and clicking the Modify button or pressing Alt+M. You can delete a voucher entry by selecting it and clicking the Delete button or pressing Alt+D. You cannot delete the first entry in voucher, however you can modify the account and amount in this entry.

You can click the Note button to enter a note for the voucher. Note is a long remark (2000 characters) which you can enter for every voucher. You can use notes to record any miscellaneous comments about the voucher. Click the Note button in the edit voucher dialog box to edit the note for the voucher.

Modifying and Deleting Vouchers

To delete or modify a voucher, you need to locate it either in ledger or the register browser. 

To delete a voucher, press Alt+D when it is selected in a browser. Please note that you should not open the voucher for editing. It should just be selected in the browser. If you open the voucher and press Ald+D, only the selected voucher entry in the voucher is deleted and not the voucher itself. 

To modify a voucher, select it in the browser and press Enter. This opens the voucher in the Edit Voucher dialog box, where you can make the necessary changes. When you are editing vouchers this way, the Next and Previous buttons in the Edit Voucher dialog box are available. You can use these buttons to open the next of previous vouchers displayed in the browser.

Cancelled and Unposted Voucher

When you add a voucher, AQURA automatically posts it, i.e. the balances of all accounts involved are updated to reflect the transaction entered by the voucher. The Edit Voucher dialog box has two check boxes at the bottom Post the Voucher and Cancelled Voucher. By default Post the Voucher check box is ON. If you turn in OFF, the voucher is not posted. Though not posted it stays in account books as unposted voucher, only it does not affect the balances of any accounts. 

The cancelled voucher is similar to the unposted voucher. The only difference is, when the voucher numbering scheme is automatic, the cancelled voucher consumes a voucher number, while unposted voucher does not consume a voucher number.

In the ledger and register browsers, there are separate modes to view unposted and cancelled vouchers. You can edit such vouchers and either post or uncancel them. When posted or uncancelled the balances of accounts involved are adjusted.

Unposted vouchers can be used to enter the expected future transactions. E.g. you can enter a post-dated cheque as unposted receipt voucher. You can post this voucher when you present this cheque in the bank. 

Canceling voucher is typically required for sale vouchers, where the invoice is issued to the customer and the sale is then cancelled. In such case, you just wish to remove the corresponding voucher, but do not want to change the voucher numbers of all the sale vouchers (invoices) which are issued after the cancelled voucher.

Easy Vouchers

Easy vouchers are designed for fast and easy entry of routine vouchers. To enter an easy voucher, open the Add Voucher dialog box by pressing Ctrl+E or by selecting Data : Add Voucher : Easy Voucher menu option. The Add Voucher dialog box displays a list of the available easy voucher types. The names of the vouchers are self-explanatory. E.g. ‘Money deposited to Bank from Cash’. Select the type of voucher you want to enter.

Once you select the easy voucher type, AQURA opens the corresponding voucher edit dialog box. Now you can enter the required information in the voucher edit dialog box to complete the voucher. The nice thing about the easy voucher is that you are always assisted when you select the account or enter an amount. 

Multiple Vouchers

Sometimes you need to enter many vouchers, which are very similar. E.g. Only the date or amount is different. This is a typical case, when you enter your account books with less frequency. For example, you take a day off from your regular work and enter all vouchers for last six months and there are six rent payment vouchers where the vouchers are identical, except the dates, which are different. You can use the Multiple button in Edit Voucher dialog box to enter such vouchers. 

Enter the first voucher in the series of similar vouchers, and instead of using OK button, use the Multiple button. The current voucher is added and the edit voucher dialog box remains open with all the fields having values you have entered. Now you can change the date and use the Multiple button again which adds the second voucher. You can keep repeating this till the last voucher. For the last voucher you can use the OK button to close the dialog box.

Copy Paste Vouchers

In every company, there are typical vouchers, which are entered very frequently such as payment for tea, salary payments etc. These vouchers have same accounts, amounts and similar remarks. You can save these vouchers once and recall them whenever required. 

To copy a voucher, select it either in ledger or register browser and press Ctrl+C. AQURA asks for the name of the voucher. Give an intuitive name such as ‘Rent Payment’ and click the OK button. Now whenever you want to add the rent payment voucher you can paste this voucher, edit it such as changing its date and add it.

To paste a voucher, open the Add Voucher dialog box by pressing Ctrl+O on the main screen. The dialog box displays a list of copied vouchers. Select the voucher you want to paste (add) and click the OK button. This opens the Edit Voucher dialog box showing the copied voucher. Make necessary changes and click OK to add the voucher.

Automatic Amount Calculation

Vouchers are made of entries. Voucher entries are made up of an account and an amount. While adding a voucher entry you have to specify a non-zero amount. The only exception is the first entry in the voucher, where you can leave this amount to be zero. In such a case, AQURA shows this amount in a pair of angular brackets (< >), and keeps adjusting this amount to balance the voucher totals as you continue entering the voucher entries. When the first entry is with zero amount, AQURA has no way to know when to stop accepting voucher entries as the voucher totals are always balanced. In this case you need to press Esc to close the voucher entry dialog box when you have entered all the entries in the voucher. 

This can be typically useful for sales vouchers where the entry for the party is added first. You can leave the party amount as zero, and enter all other entries like sales (which can be made up of list of items), taxes, discounts etc. and AQURA automatically calculates the amount for the party. 

Automatic Tax Calculation

We need to pay taxes on sales. These taxes typically include sales tax, service tax, labor tax, excise etc. These taxes are normally in term of percentage of the sales amount. AQURA can compute this percentage automatically.

The first step is to create an account to represent the tax. These accounts are created under the group ‘Duties and Taxes’. When an account is created under this group, AQURA asks for the percentage. For example, we create an account called ‘CST 4%’ and then provide ‘4’ as percentage of tax.

While entering sales voucher, if you select ‘CST 4%’ account, AQURA automatically computes its amount based on the sales amount in the voucher, i.e. 4% of the sale.

If you are using inventory, then you can assign different tax accounts to different items. These tax accounts may have different tax rates. For example, say food items attract 4% sales tax while cosmetics attract 12% sales tax. To handle this situation we create two different tax accounts namely CST4% and CST12%. Now while creating items, we assign the appropriate tax account depending on whether the item is food item or cosmetics. Now while entering the sales voucher, AQURA computes the amount of CST4% and CST12% automatically depending on the value of items and their categories i.e. food or cosmetics.

Standard Remarks

Remarks entered in the vouchers are repeated very often. AQURA supports a handy feature called as Standard Remarks for such repeating remarks. You can define a set of remarks as standard remarks and recall any one of them while adding a voucher. To edit standard remarks, use the Data : Standard Remarks menu option. Selecting this option opens the Standard Remarks dialog box. The dialog box has a list box showing all the standard remarks you have defined. Initially this list box is empty. Click the Add button to define a new standard remark. You can modify a standard remark by selecting it and clicking the Modify button. You can delete it by selecting it and clicking the Delete button. When all remarks are defined, click the OK button to close the dialog box.

While editing a voucher, you can press Alt+S in the remark field to open this dialog box. Now just select the remark you want to put in your voucher, and click the OK button. This copies the selected remark to your voucher.

Changing Voucher Type

While modifying a voucher you can change its type. This is typically required in cases like, where expense is booked using purchase voucher instead of payment voucher. Change the type of the voucher by using the Type button in the Edit Voucher dialog box. Once the new type is selected, AQURA checks whether all the voucher entries in voucher are consistent with the new type. Entries may not be consistent because accounts allowed in a voucher depend on the voucher type. For example, purchase accounts cannot appear on the credit side of sales voucher. If any inconsistent entries are found, AQURA makes the accounts in these entries blank, and you need to select the proper account for such entries before you can click OK to accept the voucher.

Recent Voucher

This is a typical case, that you add a voucher and immediately after adding it you realize that there was some mistake, such as you forgot to enter the remark. To edit this voucher you need to locate it either in ledger or register browser. To avoid this trouble, AQURA remembers the voucher that was edited recently. To edit the recent voucher, you can go the main screen and press Ctrl+R, or use the Data : Recent Voucher menu option.

Party Information for Cash Sale

In the credit sale vouchers, the account for customer is debited. We can know the customer by looking at the debit account in such sale. AQURA also supports entering cash sale, where no party account is selected in the voucher. This voucher is credited to sale and debited to cash or bank. This is a typical case where you sell goods on counter. You can record party information in this type of vouchers also. The party information is made up of party (customer) name and a four line address. To use this feature turn ON the Setup : Ask Party Information for Cash Sale menu option. While adding the cash sale voucher you can use the Party Info button to enter the customer information.

Browsers

Browsers show various statements like trial balance, balance sheet, profit and loss account, ledgers, registers etc. To open any browser you can use various options listed under the Browse menu.

The browser window displays the title at the top, below which, a tool bar with various buttons is shown. Below the toolbar, the date range and the number of rows in the browser are shown.

Every column of the browser shows the title at top and may have a total at the bottom.

Navigation in the Browser

The AQURA browser is a drill-in browser, i.e. you can press Enter to open more details about the selected entry in a browser, and press Esc to go back to the previous window. For example, if you press Enter when the profit entry in the balance sheet browser is selected, AQURA opens the profit and loss statement browser.

One of the cells in the browser is always selected. You can use arrow keys to move around (select any other cell). Also you can select a cell by clicking it with mouse. If the information does not fit in one screen, AQURA displays scroll bars, using which you can scroll the browser contents. If your mouse has scroll wheel, you can use it to scroll the contents vertically.

Searching and Sorting

Browsers like ledgers and resisters can typically have hundreds of entries. AQURA provides various tools to quickly search for a specific entry. The most used feature is quick search. To activate quick search you just have to type first few characters of the entry you are looking for. AQURA automatically searches the current column for the text having the characters you have typed at the beginning. AQURA always searches in the selected column. If you want to search any other column, you should select it. Quick search also works for amount columns. While typing the text to be searched you can omit the punctuation marks like commas in amounts and spaces.

You can also use sorting to quickly locate the desired entry. You can sort the browser contents based on any column either in ascending or descending order. To sort contents on a column, just click the column title with mouse. To reverse the sort order, click it once again. A small arrow is shown in the title of the column on which the contents are sorted. The direction of the arrow indicates the sort order. 

Filtering

Many times you need to take a look at only specific type of entries such as the only accounts having nonzero balance or payments made in cash above Rs. 20,000/- etc. The browser allows you to filter the information based on such conditions. To enter the filtering condition, press Alt+F in the browser window. This opens the Filters dialog box. 

Click the Add button to add a filter condition, which opens the Filter Condition dialog box. In this dialog box select the column from the Columns list box, on which you want to filter the contents. The Conditions list box displays the available types of conditions. The conditions available depend on the type of the column. Once you select a condition and enter a string, amount or group (depending on the condition) you can click the OK button and the condition is added to the condition list in the Filters dialog box.

You can also add more than one filter conditions. You can either choose to display the entries that pass all the conditions or the entries that pass any of the filter conditions using the radio buttons at the bottom of this dialog box. 

Date Range

The date range is shown on right side of the browser just below the toolbar. The date range is a period for which the results are shown in the browser. E.g. If the date range is May to July in a ledger browser, only those vouchers are shown which have dates either in May, June or July. By default, the results are shown for the whole accounting year. You can press Alt+R to change the default date range. 

If you open a ledger from monthly summary the ledger is shown only for the selected month. You can press Alt+R and select whole year as date range to view the complete ledger. 

The data range cannot exceed the selected accounting year.

Context Menu

You can click any entry in the browser with the right mouse button to open the context menu. The context menu has various options to access frequently used features such as sorting, hiding columns, filters etc. The contents of the context menu depend on the selected entry and can be different for different types of columns. Using context menu can increase productivity as you do not need to search for the tool bar button required to carry out the necessary task

Press Alt+O to access context menu if you do not have mouse. Also if available, you can use the context menu key on your keyboard to open the context menu.

Jump to Other Browser

While working in a browser, you may need to switch to other browser. By pressing Enter you always switch to other browser that shows the details about the selected entry. But many a times you may need to open the browser other than the details of the current entry. For example while looking at Profit and Loss account, you may wonder what really makes the sale group balance and wish to open the sales register. AQURA allows you to jump to any other browser. 

Ledgers and Balances

You can open the ledger or balances browser for any account or group displayed in the browser. To take this jump, select the account or group entry. When selected, accounts or groups show a button with arrow pointing in right direction. When you click this arrow, a sub menu is shown which allows you to open the ledger or balances browser for the account or the group. This menu also shows an option to display the daily balances. If you select this menu option, a dialog box is opened which shows daily balances or transactions for one month at a time. 

If the mouse is not available, you can select account or group entry and press Alt+O. This opens the context menu. The context menu has options for jumping to ledger or balances browsers.

Quick Jump

Quick jump option is available in all browsers. Press Alt+J to activate quick jump. This opens the Quick Jump dialog box. This dialog box has various buttons to jump to other browsers. 

Group Details

Some of the browsers like Balance Sheet, Profit and Loss Account, Group wise Trial Balance etc. show the accounts and group in a tree like structure. In these browsers, the accounts and groups are shown under their respective parent groups. These browsers typically have modes to display contents with or without details. In the detailed mode all the groups and account under every group are shown while in the without details mode only the top level groups are shown. Occasionally, you may need something in between. For example, you wish to have a balance sheet showing details but the list of sundry debtors and creditors is so long that you wish to have only the totals of these groups on the balance sheet. AQURA supports three options related to details for every group. A group can be configured to show no details, all details or only the list of accounts under it without showing the hierarchy of groups. To access these option right click on the group name. The context menu opens with the options for these three levels of details. To get the balance sheet with all details but the list of sundry debtors and creditors select the balance sheet mode (Alt+M) as detailed (Horizontal or Vertical) and right click the group sundry debtors and select the Hide Details option from the context menu. Repeat this procedure for the group sundry creditors.

If the name of the group is selected, AQURA shows a button with small arrow pointing down. You can click on this arrow button to open a menu using which you can change the level of details shown for the group.

Managing Columns

You can customize the contents and layout of browsers. Typically you use the mouse for tasks like resizing the columns widths and the right mouse button (context menu) to access other features like hiding the column or splitting an amount column in debit and credit. Alternately you can also press Alt+K, which opens the Manage Columns dialog box. This dialog box allows you to customize the browser by hiding, rearranging or changing mode of columns. Amount columns have additional modes, which are explained below.

Splitting Debit and Credit

Few amount columns are signed, i.e. they show debit as well as credit amounts. Typically, the sign of the amount is indicated by appending ‘Cr’ or ‘Dr’ to the amount shown. You can split these columns in two sub columns, one to display the debit amounts and the other to show credit amounts.

Creating Separate Column for Sub Amount

Some of the browsers like Balance Sheet, Profit and Loss Account, Group wise Trial Balance etc. show the accounts and group in a tree like structure. In these browsers, the accounts and groups are shown under their respective parent groups. Using this check box, you can split the amount column in two sub-columns, where the amount of main group is shown on the right side, while the amounts of the groups and accounts under this main group are shown on the left side.

Printing and Excel Export

With AQURA you can print the contents shown in browser or can export them to MS Excel. The settings such as column arrangement, filters, sorting, column formats etc. are taken into consideration while printing or exporting to Excel.

To export data to Excel you must have MS Excel 97 or later installed on your computer. When browser window is open, press the key Alt+E. AQURA starts the Excel and exports the browser contents as a spreadsheet. You can save or print this spreadsheet from Excel. For details of printing browser contents refer the section Printing from Browser page 46. 

Vouchers

The ledger and register browsers show the list of vouchers. The ledger shows the vouchers posted on a particular account, while the register shows the vouchers of a specific type. The daybook is a special register, which shows the vouchers of all types.

You can add new vouchers from any browser. To add voucher press the Ctrl+V key, and the Add Voucher dialog box opens. Using this dialog box, you can enter the standard vouchers, easy vouchers, custom vouchers or can paste vouchers, which are already copied.

To copy a voucher, you need to select it in the browser. Open the register or ledger, which contains the voucher, locate and select the voucher and press Ctrl+C to copy the voucher. AQURA asks you the name for the voucher. Give some intuitive name. For pasting the voucher you have to select it by its name.

To edit a voucher, select it in the browser and press Enter. The Voucher Edit dialog box is opened, where you can do the necessary modifications. You can also delete the vouchers from browser. To delete a voucher, select it in either ledger or register browser and press Alt+D. Remember that you just have to select the voucher and not open it.

Modes

The browsers can have many modes. Mode is the format in which the information in the browser is shown. For example, the trial balance can be viewed either in account-wise format or in group-wise format or the balance sheet can be viewed in vertical format or in horizontal format. The current mode is shown on the first tool-bar button. Click this button to change the mode.

AQURA can show any browser in percentage mode. In percentage mode all the amounts in the browser are shown as a percentage of a reference amount. Reference amount can be amount shown in any cell of the browser or the total of any column. The typical use of this mode can be to see the profit and loss statement as percentage of sales figure. To do this select the sales amount (not the name Sales Account) in the profit and loss statement and click the percentage button on the tool-bar or press Alt+C. AQURA asks you if you want the reference amount as the selected amount or the total of the selected column. Use the selected amount as reference and click the OK button. To turn this mode OFF again use the key Alt+C.

AQURA can show the zero amounts either as 0.0 or as a blank. Hiding the zero amounts can increase the readability in some cases. To hide or show the zero amounts, use the key Alt+Z.

You can also change the font in which the browser shows the information. To change the font use the key Alt+N. You can also use the + and – keys with the Alt key to increase or decrease the font size.

Saving Browser Settings

AQURA allows you to save the browser settings. The browser settings include filters, sorting, the column sequence etc. To save browser settings press Ctrl+S in the browser window. This opens the Save Browser dialog box. Enter the name for the browser and the date range and click the OK button to save the browser settings. The date range has options to specify a specific date range or the periods in which the current date falls. You can also assign a hotkey to quickly access the browser. 

You can open the browser with the saved settings by selecting the Browser : My Browsers menu option or by pressing the Ctrl+W key on the main screen. This shows a list of saved browsers. Select the browser you want to open from this list. If you have assigned a hotkey while saving the browser, you can press this key on the main screen to directly open the browser.

You can use this feature to quickly access frequently used browsers. For example, to check the list of customers having money outstanding with them, you need to first open the trial balance. Then set filters so that only the customer accounts are shown (you need to set his filter on the parent group) and a filter to hide the accounts with zero balances (a filter on closing balance). If desired you can sort it on the closing balance so that the customer with maximum outstanding is shown on the top. Also you can hide the unwanted columns like opening balance and transactions. Once this is done you can save this browser and give it a name 'Money Receivable'. Also you can assign a hotkey R which stands for receivable. Once this is saved, you can press the key R on the main screen and quickly get the list of customers who owe you money.

This feature can also be used for the cases where filters are not applied. For example, if you need to open the ledger of your bank account, you need to select the account every time. You can save this trouble by opening this ledger and saving it for once.

Typical Browsers

Ledgers

Ledger is a list of vouchers posted on a selected account. The ledger browser supports detailed mode, without details mode and modes to view the Cancelled and unposted vouchers. When you select a voucher and press Enter, you can edit the voucher.

Registers

Register is a list of vouchers of a specific type (like sale vouchers). This browser has modes to view unposted and Cancelled vouchers. When you select a voucher and press Enter, you can edit the voucher.

Balance Sheet

The balance sheet shows the assets and liabilities. Assets include current assets (bank accounts, cash in hand etc.), fixed assets (building, vehicles, furniture etc.) and the money receivable from clients. The liability includes the loans taken or outstanding payments to your suppliers. The balance sheet can be viewed either in horizontal or vertical mode, with or without details. Whenever you select a group in balance sheet and press Enter, a browser showing the details of the selected group is opened. If you select the entry which shows net profit or loss and press Enter, the ‘profit and loss account’ browser is shown. 

Profit and Loss Account

This browser shows the profit and loss statement. The profit and loss statement is divided in ‘Debit’ and ‘Credit’ sections. Typically credit section displays earnings, while debit section shows expenditure. The profit and loss account mainly shows sales, purchases, incomes, expenses and stock in hand. The profit and loss statement can be viewed either in horizontal or vertical mode, with or without details. Whenever you select a group in profit and loss and press Enter, a browser showing the details of the selected group is displayed. 

Trial Balance

Trial balance shows a list of all accounts, which have transactions or have an opening balance. The opening balance, transactions and closing balance are shown for every account. If you select an account and press Enter, the monthly summary for the selected account is shown. 

The trial balance can also be viewed in group wise mode. In this mode, all the groups and accounts are shown under their parent groups.

Receipt and Payment

Non profit organizations do not submit profit and loss statement along with their financial results. In place of profit and loss statement, the receipt and payment statement is submitted. The receipt payment statement shows the summary of receipts and payments made to and from the bank and cash accounts. This browser has detailed and without details modes.

Cash Flow / Funds Flow

When cash flow or funds flow options are selected, monthly summary of cash flow of funds flow is shown with monthly inflow, outflow and netflow. When a specific month is selected, a browser with details of how cash or funds went out or were received is displayed for the selected month. You can use Alt+R to see the statement for the whole year. Cash flow and funds flow can be viewed in horizontal or vertical format with or without details. The cash flow and funds flow can be viewed either in horizontal or vertical mode, with or without details.

Compare Accounts / Groups

Comparison of accounts and groups is required for analysis. For example, comparing sale to purchase gives you rough idea about the margins and comparing your customers with each other can allow you to set priorities depending on the business delivered. When you open this browser, AQURA asks you to select list of accounts and groups to be compared with each other. In the browser two columns are created for each selected account or group. One item shows the transactions while the other shows the percentage. The percentage can be with respect to the first account / group or can be the percentage of the total of all the selected accounts / groups. The comparison browser can be seen either as daily, monthly or quarterly report.

Tabular Registers 

Tabular sales and purchase registers are important as these statements are required for sales tax. In tabular mode every account on which the sale or purchase is booked is shown as a column. Also separate columns are shown for various taxes like sales tax billed to the customers. The totals of these columns show the total sale of every type.

Tabular Ledgers

The tabular ledger is shown for the selected account. All the accounts which transact with the selected account are shown as columns. A separate entry is shown for every voucher. 

Register Summary

The summary of sales register contains a list of all accounts that have taken part in the sales transactions along with the total amounts for these accounts. The sales register summary has a list of all your customer accounts along with the total sales made to each customer. The sales register summary also contains the sales accounts and its total.

Register Balances

This browser shows the total transactions booked for the selected type of register. This browser supports daily, monthly and quarterly modes. For example, the sales register balances in monthly mode show the monthly sale or the firm.

Balance Slabs

Balance slabs browser is useful for interest calculations of short term loans. This browser lists balance slabs for the selected account. Every balance slab is made up of starting and ending date and number of days. If you supply yearly interest rates, this browser also shows the total interest payable or receivable.

Bank Reconciliation

If you enter payment voucher when a cheque is issued, or a receipt voucher when a cheque is presented in bank then, the bank passbook (bank statement) does not immediately reflects these entries. This creates a discrepancy between bank passbook and the ledger of bank maintained in AQURA. In such case you have to cross check that the cheques issued and presented are shown in the bank passbook. Using the bank reconciliation browser you can tick the entries (by double clicking them) which are present in the bank passbook. This browser also shows the closing balance that should appear in the passbook.

Depreciation

This browser shows depreciation calculations. A separate entry is shown for every asset. Every entry contains the opening and closing balances of the asset along with the half yearly and yearly depreciation. The rate of depreciation is taken from the information provide while creating asset accounts. This browser assumes that you have not entered the depreciation vouchers as yet. If you open this browser after entering depreciation vouchers, the results shown in the browser are incorrect. 

Inventory

AQURA supports inventory accounting. Before we begin, let’s first define inventory. Inventory is the material stock that the company holds. All the assets held by the company are not part of the inventory. Broadly speaking, we can say that the assets / materials that are acquired for resale are considered as inventory. For example, if your company owns a factory building, it is not inventory, as you do not intend to sell it. Also, the stationery, which is in stock of the company which is bought for internal consumption and not for trading is also not inventory. The raw materials used to manufacture the goods, which are sold, is considered as inventory. Though you do not sell your raw materials, they are part of the finished goods that you sell. 

To enable the inventory in AQURA, you must check ON the menu option Setup : Use Inventory.

Item Groups

You can create item groups to group similar items together. For example, you can create an item group ‘revolving chairs'. Then you can create items like ‘red chairs’, ‘blue chairs’ under the item group ‘revolving chairs’. By this structure you can get total number of revolving chairs in the stock and can also get numbers of 'red chairs', 'blue chairs' individually. You can also check the ledger of 'red chairs', 'blue chairs' or the ledger for item group 'revolving chairs'. 

Managing Item Groups

To manage item groups select the Data : Item Groups menu option. This opens Stock Item Groups dialog box. AQURA has a top-level item group called Stock Item. All the groups that you create have this default item group as their top-level group.  You can create your own sub groups under the item groups that you create. To add new item group click the Add button. This opens the Edit Stock Item Group Details dialog box, where you can enter the item group name and select its parent group.

To modify an item group, select it in the Stock Items Group dialog box and click the Edit button. You can change the name or parent of the selected item group. To delete an item group select it in the Stock Items Group dialog box and click on the Delete button. You can delete an item group if it does not have any items or sub item groups under it.

Items

To use inventory with AQURA, you should create items. A separate item is created for every material / item that your company handles. The number of items you create depends on the level of details you want in your reports. For example, if you are trading in chairs of three brands, you need to create 3 items representing every brand of chair. Now you can check how many chairs of every brand are in the stock. You can also create a single item for all the chairs, but then you can only know the total number of chairs in the stock. Also if you want more details, you can even create separate item for different colors of chairs. 

The items participate in the inventory transactions. Item groups do not take part in the inventory transactions. Item group is only a convenient way to group the items. Items kept under one item group can be freely moved to other item group. There are no behavioral constraints on the item groups as there are for the ledger groups.

Units

Every item has one or more units in which the transactions take place. For example you sell or purchase chairs in ‘numbers’, i.e. you buy 5 number of chair or sell 10 number of chairs. Here ‘number’ is the unit of transaction. Similarly, you can buy 2 ‘dozens’ of chairs. A single item can be traded in different units. 

Tax Account

Normally, for every sale you may need to pay the sales tax. This tax can be different for different items. The tax account should be created under the group ‘Duties and Taxes’. You can set the sales tax account to be used for items. After the tax account for an item is set, when the item is used in the sales voucher AQURA automatically adds an entry for the tax account. AQURA also calculates the tax amount from the sales figures and the percentage specified while creating the tax account. 

Creating a New Item

To manage items select the Data : Item menu option. This opens the Items dialog box. You can also press the key Ctrl+I on the main screen to open this dialog box. To add new item, click the Add button. This opens the Create New Item dialog box. Enter the name of the item, select its parent group, enter its opening balance and click the OK button. This opens the Item Information dialog box.

Enter the name and the decimal places for the primary unit, the sales price, the purchase price, the minimum quantity, the maximum quantity and the tax account in this dialog box. You can add secondary units by clicking the Add Unit button. This opens the Secondary Units dialog box. Enter the unit name and its decimal places. You can enter the conversion ratio in the field named =. For example, if you are creating a secondary unit dozen and the primary unit is No., then enter 12 in this field. This specifies that 1 dozen is equivalent of 12 Nos.

Modifying an Item

To modify an item, open the Items dialog box, select the item in the list box and click the Edit button. This opens the Edit Item Details dialog box. You can change the item name, parent group, opening balance and click the OK button. This opens the Item Details dialog box where you can modify other details of the item.

Deleting an Item

To delete an item, open the Items dialog box, select the item in the list box and click the Delete button. You cannot delete an item if there are any transactions posted on it.

Entering Items in Sales and Purchase Vouchers

When the inventory is enabled, AQURA asks for the details of items sold or purchased in sales and purchase vouchers. In the sales voucher immediately after entering the sales account AQURA opens the Items dialog where you can add items sold by clicking the Add button. This opens the Select Item dialog where you can select the item, its quantity, rate, amount etc. After you have entered all the items, the amount for the sales account is automatically calculated by adding of all the item amounts.

Similarly, while entering purchase voucher AQURA asks the item details immediately after entering the purchase account.

Inward and Outward Challans 

Use inward and outward challans when items transacted do not involve any financial figures. For example if you send some items for inspection or testing to some third party, which are to be returned back and this is not a sale, use the outward challan to record this transaction. Similarly, when you receive some items say on loan then you should enter it using the inward challan.

Conversion vouchers

You can record conversion of raw material into the finished goods using the conversion vouchers. If you are performing a process where some raw material is consumed to produce finished goods, use the conversion voucher to record this transformation. You can copy this conversion voucher with a meaningful name if the process of conversion / production is repetitive and you want to use it multiple number of times in future. Next time when the same process is performed you can paste the voucher instead of re-entering it again. 

While creating a voucher to be copied, enter the quantities for producing one unit of the finished goods. If while pasting the voucher, if you change the quantity of the finished goods to say 10 units, all the raw material consumed for this conversion is increased by 10 times. For more details about copying and pasting vouchers see Copy Paste Vouchers on page 28.

Price Lists

AQURA keeps track of most recent sales and purchase prices for every stock item. When a new company is created, AQURA automatically creates Common Price List. You can create your own price lists and assign parties to them. If multiple price lists are created, AQURA checks the party to whom the sale or purchase is made and uses the corresponding price list of the party. This is typically useful when you have multiple sales / purchase price lists. For example, if you are selling items at different prices to the customers and dealers, you can create another price list called 'dealer price list' and assign all your dealers to this price list. Whenever the items are sold AQURA checks whether the party is dealer or customer and uses appropriate price list.

To manage the price lists use Data : Price Lists menu option. This opens the Price Lists dialog box. Using this dialog box you can create or modify price lists. When you define a new price list, you have to enter a name for it. After creating the price list, you can modify the party accounts that you want to assign to this price list. While modifying the party account, in the Party Information dialog you can select the name of the new price list in the Price List combo box.

Once the price list is assigned to the party, AQURA updates the prices in it when you sell or purchase the items from the party. For example, if you sell item ‘abc’ to one of your dealers (the party which is assigned to ‘dealer price list’), AQURA remembers the dealer price for item ‘abc’. Next time whenever you select the item, in sales voucher for a dealer (same party or any other dealer), AQURA retrieves this price. As AQURA learns about prices, when sale and purchase vouchers are posted, you man not need to edit the prices in the price list explicitly. Though, if required, you can always edit them.

Stock Status

Stock status is the quantity of items in the stock. To view the stock status select the Browse : Stock Status menu option. This opens the stock status browser. The stock status browser displays the opening balance, debit transactions, credit transactions and the closing balance (quantity in stock) for all the items. The stock status also displays the value for every item. 

The group-wise stock status displays the stock status for the item groups. The stock status for the item group is meaningful only if the items in the item group can be added together. For example, if you create an item group ‘Chairs’ and it has item like ‘Red Chairs’ and ‘Blue Chairs’. If the stock for ‘Red Chairs’ is 10 and the stock for ‘Blue Chairs’ is 6 then, status of stock item group ‘Chairs’ is 16, the addition of these two. If you have a group ‘Furniture’ and has items like ‘Tables’, ‘Lamps’ under it, then the addition of tables and lamps is meaningless. AQURA does not understand this meaninglessness and still gives you the total of table and lamps.

Stock Evaluation

The value for the items is calculated by using either the ‘last sales price’ or the ‘last purchase price’ for the item. You can select the method to be used for the stock evaluation from the Setup menu.

Item Ledger

Item ledger displays all the transactions for the item. Select the menu option Browse : Item Ledger : Item.   This displays a list of items. Select the item for which you want to view the ledger. This opens the monthly balances browser for the item. Select a month and press Enter to open the item ledger. You can press Alt+R to display the item ledger for the necessary date range. 

The item ledger displays the date, voucher number, the account with which the item has transacted, the item quantity in the primary and secondary unit and the balance of the item. 

Item Group Ledger

The item group ledger displays the transactions for all the items under the item group. Select the menu option Browse : Item Ledger : Stock Group. Select the item group to open the item group ledger. The item group ledger displays the date, voucher number, the item, quantity in the primary and secondary units, balance, reference and remark. The item group ledger shows totals of the quantities. As explained earlier, this total is meaningful only if the items in the group can be added.

AQURA does not provide item register. The group item ledger for the top most item group ‘Stock Item’ is the item register.

Stock Adjustment

The stock in the stores and the stock as per the books maintained can be different in many situations. This can happen because of wastage, ware and tare, lost items etc.

Frequently, the physical stock is compiled by inspecting the stores. In AQURA you can force the stock level to match the physical stock found in the stores.

Use the Data : Stock Check menu option to enter the physical stock. After selecting this option you have to specify the date of the physical stock check. After entering the date, the Stock Check dialog box is opened. In this dialog box a list of all items is displayed along with their stock levels as per the books. If this level does not match with the physical stock level, click the Set button to enter the physical stock level. You should enter the physical stock levels for all items where mismatch is found.

AQURA makes sure that the closing stock level of the item always matches with the physical stock level entered. AQURA automatically inserts stock adjustment entries in the stock item ledger of appropriate quantity to match this stock level. If you change the transactions before the stock adjustment date, the quantity in stock adjustment entry automatically changes so that the closing stock is maintained at the entered physical stock on the adjusted date. For example, if you take stock on 30th June and you find 19 pieces of item1 in stores but as per the entered vouchers in AQURA the stock of item1 is 20, so you adjust the stock of item1 and set it to 19. Now take a look at the ledger of item1 and select mode ‘posted, unposted and cancelled’, you should find an entry ‘Stock Check adjustment’ with quantity set to 1 credit. This entry is made by AQURA to maintain the item1 stock balance to 19 on 30th June. Now, if you modify transactions of item1 before 30th June, then AQURA changes the quantity ‘1 Cr’ to appropriate quantity to match the stock on 30th June to 19.

Bill by Bill tracking

Business runs on credit. When you supply materials to your customers there is no option but to offer some credit. You also get credit on your purchases. When a credit sale is done, you raise an invoice to your customer and deliver the goods. The customer pays after receiving the invoice and after you have done enough follow up. To quickly know how much money is pending with customer is very important. You can take a look at trial balance. The closing amount shown for the customer is the outstanding money with the party. This amount is the aggregate amount that the customer is supposed to pay, but this does not give any further details like how much money is pending against which invoice and for how long. AQURA supports bill-by-bill tracking precisely for recording this information. 

When you create a party account, either customer or supplier (account under Sundry Debtor or Sundry Creditor group) AQURA asks the party information. This party information includes a check box Bill by bill Tracking. If this check box is ON, AQURA keeps track of all outstanding bills individually. For example, if you enter sales voucher to a party having bill by bill tracking ON, it is automatically added to a list of outstanding bills for that party. Finally, when you receive the money, and enter a receipt voucher, you have to mention against which sales voucher this money is received. While entering the receipt voucher, as soon as you select the party, AQURA shows a list of all the outstanding bills for the party. You can select the bill for which you are receiving money from this list. Once you receive the complete amount for the bill (and enter the corresponding receipt vouchers), this bill is removed from the outstanding list.

Similarly, if you turn ON bill by bill tracking for your supplier, AQURA keeps a list of all pending bills for the supplier. When you enter the payment voucher to such supplier, you should specify the purchase bill for which you are paying. 

You can view the current list of outstanding bills using the browser. Use the menu option from menu Browse : Outstanding Bills to see the list of outstanding bills. This menu has four different options to view all outstanding bills, receivable bills (sales for which customers haven’t yet paid), payable bills (purchase bills that you have till not paid) and bills for a party either a customer or a supplier. A bill may be partially outstanding if a partial receipt or payment is made. The browser shows outstanding bill, its bill amount, outstanding amount and number of days for which the bill is outstanding and number of days for which the bill is due. The bill entry also shows the date, voucher number and reference of the sales or the purchase voucher. This browser supports a detailed mode, in which the details of the receipts or the payments for the bill are also shown.

Normally, the total of outstanding amount in the outstanding bill browser for a party should match with the closing balance of the part in the trial balance. This may not always be the case as though a party is marked for bill by bill outstanding tracking, you can make receipts or payment on account, i.e not adjusting against any bills. When bill by bill tracking is ON you should always adjust receipts or payments against corresponding bills. It can be an operator mistake to enter on account receipts or payments for such parties. AQURA supports two separate browsers to check the on account payments and receipts for a party. You can access this browsers using the last two options in the Browser : Outstanding Bills menu.

If a bill in current year is not adjusted in the same year, it is forwarded to the next year and you can adjust the receipts in the next year for this bill.

You can also specify the credit limit for every party. Credit limit is specified as number of days. For example, if the credit limit for a customer is 30 days, then the customer should pay after one month from the sale date. In outstanding bills browser, AQURA shows the number of days for which the bill is due. For example, a bill of a customer with credit limit 30 days becomes due for 5 days on 35th day after the sale. This information can be useful for follow ups. You need to enter the credit limit while creating a party account.

Cost Centers

AQURA supports cost centers. Cost centers help us to analyze the performance of various departments or projects with respect to each other. 

Creating Cost Centers and Groups

First you need to turn on the Setup : Use Cost Centers menu option. Use the Data : Cost Centers menu option to manage the cost centers. This opens the Cost Centers dialog box. Use the Add, Edit and Delete buttons to create, modify and delete cost centers.  To manage the cost center groups select the Data : Cost Center Groups menu option, which opens the Cost Center Groups dialog box.

Cost Center Splits in Vouchers

When Setup : Use Cost Centers option is ON and you have created few cost centers, AQURA asks for cost center wise distribution while adding vouchers. This distribution is required only for the accounts, which affect the Profit and Loss statement, i.e. the accounts under the revenue group. As soon as you enter the amount for such accounts, AQURA opens the Cost Center Distribution dialog box. This dialog box accepts the cost center wise distribution of the amount. You have to select the cost center from the list and enter the amount to be assigned to the cost center. You must distribute the whole amount and one cost center cannot be used more than once. The same dialog box is opened while editing the voucher, where you can change the distribution of the amount. You can use the Delete button to delete the cost center entry, and can use the Modify button to edit it.

Cost Center Browsers

Select the Browse : Cost Centers menu option. This opens a list of all cost centers along with their current balances. You can select any of the cost centers and press Enter to open the monthly summary. You can open voucher wise details for any month by selecting it and pressing Enter. If you select a voucher and press Enter, the voucher is opened for editing.

Select Browse : Cost Center Profit and Loss menu option and select the cost center. AQURA opens the profit and loss statement for the selected cost center. You can also view the profit and loss statement for the cost center group by selecting Browse : Cost Center Group Profit and Loss menu option.

Cost centers can represent different things depending on the kind of analysis you need. Typical examples of cost centers are departments, business activities, projects etc. 

Printing Reports

When you enter your accounting data and finalize it, you need to print the various reports like balance sheet and profit and loss account statement to be submitted to the authorities. You need a printer to print the reports. To get the best results you must set your printer settings properly. AQURA can print reports in either graphic or text format. You should select the printer mode (text / graphic) depending on the printer you are going to use.

To set the printer options, Use the Report : Report Format menu option, which opens the Report Format dialog box. Click the Options button in this dialog box to open the Printer Setup dialog box.

Setting-up Text Printer

If your printer is a dot-matrix printer, then you should select the text mode for printing. Though you can print in graphic mode on dot-matrix printer, the printing speed can be irritatingly slow. To use the printer in text mode, turn ON the Local Text Printer check box.

The text printer list has three options viz. Epson Compatible, HP Compatible and Text. Set it to Epson Compatible as most of the dot-matrix printers in Indian market are Epson compatible. Page length should be specified in number of lines. The standard sizes available are 72 lines (12 inch) and 66 lines (11 inch). The page width can be either 80 columns or 132 columns. You can also specify whether the report should be compressed (report printed using characters smaller in width so that more characters fit in one line) or normal. There is also a mode, which automatically selects compressed mode only if the report does not fit in page using normal width characters.

Turn ON the Use ASCII Characters for Drawing Line if you see italic numbers in the printout in place of lines, which draw the borders of the columns.

If the Economy Mode check box is ON, AQURA uses very small font to print the reports. This is a great paper saver for draft reports. 

The Continuous Stationary check box should be ON if you are using a very long paper with perforation between pages. Leave this check box OFF if you are using loose paper sheets.

Setting-up graphic printer

To use the printer in graphic mode, you need to install the Windows device driver for the printer on your computer. In the Printer Setup dialog box, turn ON the Windows Graphics Printer check box. After this select the printer in the list of printers shown in the Graphic Printers combo box. If the printer you wish to select is not in this list, then you have not installed the Windows device driver for the printer. First install the driver and then resume the setting up printer in AQURA.

Select the paper size and quality of printing in the corresponding combo boxes. The Portrait and Landscape radio buttons allow you to set the orientation of the paper. The Divide Vertical and Divide Horizontal check boxes allow you to divide the paper in two or four pages (i.e. two or four pages are printed on the same paper). These options are useful for saving paper. For example, you can divide the paper horizontally which allows you to print two copies of a voucher on same paper.

You can also select fonts to be used in graphic printing. To open the Printer Fonts dialog box, click the Fonts button in the Printer Setup dialog box. In this dialog box, you can select the font, its size and colors for headings and totals. You can also select to fill the alternate lines with different background color in the report, which increases the readability of the report.

Common Report Options

Other than the options specific to text and graphic mode, AQURA gives you some printer options, which are common to both types of printers. One of such options is setting the margins. You can set margins on all sides of paper. Please remember that these margins do not include the paper handling margins required by the printer. These margins are within the printable area of the paper.

If the check box Draw vertical Lines is ON, AQURA draws vertical lines on the report to separate the columns. If the  Increase Column Width to Fit Page Width check box is ON, AQURA increases the width of columns so that the report width is aligned to the width of the paper.

Getting the Logo Pictures

You can print the logo (picture) of the your company on the reports. You can use three different logos in every company. To use logos, first you need to create them as bitmaps (.bmp file). You can use the program ‘Paint’, which installs on your computer as part of Windows. You can locate this program using the ‘Start’ button on the Task Bar. This program is normally located in the menu ‘Start : Programs : Accessories’. 

Once the logo file(s) are created, you need to bring them in as part of your company data. Use the menu options from Report : Logo Bitmaps to do this. Once you select this option, the Open dialog box is shown. Select the logo file in this dialog box. You can use these logos in the headers and footers of the reports.

Customizing header / footer

Header is the top part of the report, while the footer is the bottom part. You can use this space to print the company name, company logo, company address, page numbers etc. To customize the headers / footers, use the Report : Report Format menu option, which opens the Report Format dialog box. Use the Header and Footer buttons in this dialog box to customize header and footer for the report. If the check box Different First Page Header is ON, then AQURA prints different header for the first page of the report, which you can define using the First Page Header button. On all other pages, the regular header is printed. Similarly, if you turn ON the Different Last Page Footer check box, you can define the footer that AQURA prints only on the last page of the report, which you can customize using the button Last Page Footer. You may need a different first page header, if you want to print the company address only on the first page of the report, and print only the company name on the rest of the pages.

When you click one of these buttons, a dialog box is opened which allows you to customize the header or footer. On the topside of the dialog box, a preview of the header / footer is shown. Header / footer is made up of lines, where every line is divided in three parts, viz. the left part, the center part and the right part. You can use the button Add Line to add a blank line. There are three sets of controls available to customize these three parts of the selected line. You can also use Delete, Move Up and Move Down buttons to manage the lines.

In every part of the line, you can type any text. You can set the font, font size and font color for every part of the line individually. You can use the Ctrl+Left and Ctrl+Right keys to move the text to left or right. You can set the background color for the lines and can draw borders around them. You can insert variables in the text by using Insert Variable buttons. Variables are the placeholders. They are replaced by AQURA with actual text while printing the report. Variables represent many things such as page number, company name, company address etc. You can print the company logo on any of the lines by using the Logo check box.

Printing from Browser

You can print a report by opening it in a browser window. For example, if you want to print a trial balance, you can open the trial balance browser (Ctrl+T on the main screen) and then press Alt+P (which stands for Print). You can also click the tool bar button with the printer picture on it. While printing a report from the browser, AQURA keeps the following browser settings in the report.

Column Order

Column Format

Sorting

Filters

This means that if you have sorted your trial balance on closing balance in the browser, then the report has the same sorting order. Also if you have set the filter to view only those accounts which have a closing balance above Rs. 20,000, then the report prints only those accounts.

When you press Alt+P in the browser window, the Report Columns dialog box is shown. Using this dialog box you can hide columns, change the column width, change the column format like printing debit and credit amounts in different columns etc. You can also change the report title using this dialog box.

At the bottom of the dialog box, AQURA shows the preview of how columns fit on the page. If the columns in the report cannot fit in the page width, AQURA splits the report in two or more bands. For example, if your report has 8 columns and only first 5 can fit in the page width, AQURA creates two bands. First band has first five columns, while the second band has next 3 columns. When all the pages of first band are printed, AQURA prints all pages of second band. If you place the corresponding pages from these two bands side by side, you should get the continuous wider report. You can even paste these pages to each other.

If say only one column does not fit in the page width and a separate band is created just to print this column and you do not want to waste the paper by printing this column in a separate band, then you have following options.

Decrease the font size (in graphic mode only)

Increase the paper size

Change the paper orientation to landscape if it is in portrait (in graphic mode only)

Hide unwanted columns

Reduce the width of columns

Reduce margins

Printing using Report Menu

You can also print the reports using various options in the Report menu. The reports in the report menu are categorized according to their types and there is a separate menu option in the Report menu for every available category. For example, all the report formats of trial balance are under the category Trial Balance and can be accessed using the Report : Trial Balance menu option.

Once you select a category from the Report menu, AQURA shows the Select Report dialog box. This dialog box lists all the reports available in the category. This dialog box also shows the help about the selected report. Choose the report you want to print from this list and click the OK button. The Report Options dialog box is shown. This dialog box shows the list of options. The options depend on the report that you have selected. For example, the Trial Balance report gives you an option to print or skip the details of parties. This dialog box also shows a list of columns. You can use this list to hide the columns that you do not wish to print.

Using this dialog box you can also set the header note and footer note for the report. Header and footer notes are paragraphs of text. Header note is printed on the first page of report just below the header and above the actual report. The footer note is printed on the last page after the report is printed, but above the footer of the last page.

Letter Heads

All the repots in the Letters to Parties category are printed on letterheads. AQURA allows you to customize the letterhead in the same was it allows you to customize the report format. To customize the letterhead, use the Report : LetterHead Format menu option.

Printing Vouchers

You can print vouchers entered in AQURA. Before printing vouchers you have to define the voucher formats.

Defining Voucher Formats

For every type of voucher that you need to print you must define a voucher format. You can also define more than one voucher formats for the same type. To start defining the voucher formats, select the Report : Voucher Format menu option. This opens the Voucher Formats dialog box which shows a list of defined voucher formats. Initially this list is empty. Click the Add button. Now AQURA shows you a list of voucher types. When you select the type for which you want to define a voucher format, AQURA shows a list of predefined voucher formats for the type. Select the format and AQURA opens the Edit Voucher Format dialog box. If there is only one predefined voucher format for the selected voucher type, AQURA directly opens it for editing.

The name of the voucher format is shown on top of the dialog box. A list box shows the columns in the voucher format. You can use the Add Column, Delete Column and Edit Column buttons to manage columns. Following is a list of columns available with a short description.

Sr.No.
This column prints the serial number of the entry in the voucher 

Credit
This columns prints the credit amounts in the voucher

Debit
This column prints the debit amounts in the voucher

Amount
This columns prints both debit as well as credit amount. These amounts are printed without appending Dr or Cr. This column type can be used in the invoice.

Account / Item / Remark  This column prints the account or the item name. In case of Invoice for professionals, you can choose to print the voucher remark as description. This description is printed for the first entry in the account column. When the account or item is printed, AQURA prints the description for the account or the item. If the description is empty then the name of the account or the item is printed.

Rate
This column prints the rate for the item.

Unit
This column prints the unit for the item in which the transaction has taken place.

Quantity
This column prints the quantity for the item.

While adding a column, you can also specify its width and the title.

Various options available in this dialog box are listed below.

Print Columns

When this check box is checked, the voucher is printed in columnar format. When this check box is OFF, the voucher columns are not printed. For example for the receipt voucher in ‘Receipt format’ this check box is OFF and the voucher is printed in letter format. For this receipt voucher, the voucher contents are defined in the header note.

Print Party as Row in Details

Sales and purchase vouchers have the party account (sundry debtors/creditors). Normally, the party information is printed as the part of the header in the invoices / sales vouchers. If you want this party information to be printed in the details part along with other entries in vouchers, then check this check box ON.

Print Immediately When Voucher is Added 

Check this check box ON if you want this voucher format to be printed immediately when the voucher is added. This option can typically be useful for printing invoices on the cash counter. If this check box is OFF, the voucher is not immediately printed, but you can print it from ledger or registers. For more details, check the last section of the chapter.

Use Remark as Description of First Entry

If this check box is ON, the remark in the voucher is printed as the first entry in the voucher. This is typically useful for printing invoices for the professionals such as, chartered accountants, lawyers, doctors etc. In such cases, the account in voucher may always be something like ‘consultancy charges’ and the remark can have more details like ‘consultancy charges provided for the auditing of year 2000-01 accounts’. In such case, printing remark is more meaningful in the invoice.

Print ‘Free’ when Rate is Zero

This is common practice to give some free item for purchase above some amount etc. In the sale voucher, you can enter zero in quantity and amount field. AQURA prints text ‘free’ in the invoice for such entries, if this check box is ON.

You can also customize the printer options, headers, footers, header note and footer note for every voucher format individually. For more details of this customization please see the chapter Printing Reports on page 45.

Copies

When you print a voucher, AQURA by default prints one copy. In cases like invoice or payment voucher you may need two or more copies, one to give to the customer and the other for your file. The Copies button in the Edit Voucher Format dialog box allows you to define more copies. This button opens the Voucher Copies dialog box using which, you can define voucher copies. Every voucher copy has its name, which you can print in the header or footer of voucher using variables.

Conditions

As already mentioned above, you can define more than one formats for printing the same type of voucher. A typical example of such a case is the sales voucher. Sales voucher can be printed as say a standard voucher, as an invoice, as a delivery challan or even as a gate pass. Also you can have different invoice formats for case sale and credit sale. When there are more than one voucher formats defined for the same type of voucher, conditional printing can be very useful. To set the condition, use the Condition button in the Edit Voucher Format dialog box. This button opens the Voucher Printing Condition dialog box. AQURA supports 5 conditions, which are listed below.

Ask Before Printing

If this condition is set, AQURA asks you whether you want to print the voucher every time the voucher is added. You can specify the question to be asked. For example, if you define a delivery challan format, but do not wish to print the delivery challan for every sale, then you can set this condition and set the question something like ‘Do you wish to print delivery challan?’. Now when you add a sales voucher, AQURA asks you ‘Do you wish to print delivery challan?’, and then prints the delivery challan only if you say Yes.

Print only if the first account is under group

This condition allows you to select a list of groups. AQURA prints the voucher format only if the first account in the voucher is under one of the selected groups. You can select the list of groups by using the Select Groups button next to the condition check box. This condition can be useful for creating two invoice formats, one for the cash sale and the other for the credit sale. In the sale voucher, the first entry (account) is either for the cash / bank (cash sale) or can be a party (credit sale). Now in both the invoice formats, we set this condition and select the Cash and Bank groups for cash sale invoice format, and select the Sundry Debtor group in credit sale invoice format. Now when a sale voucher is added, AQURA selects the correct format of invoice depending on whether it is a cash sale or credit sale.

Print only if the first account is NOT under group

This condition is very similar to the previous condition, except that AQURA prints the voucher format only if the first account is not under any of the selected groups.

Print only if the second account is under group

Print only if the second account is NOT under group

These conditions are same as that described above, the only difference is that they operate on second account (entry) in the voucher.

Printing Vouchers

Voucher can be printed, as soon as it is added depending on the settings. You can also print vouchers in bulk like all payment vouchers for a month. To print vouchers you first need to open the ledger or register depending on what you want to print. If you want to print a single specific voucher, you can select it either in the ledger or the register. If you want to print all vouchers of a specific type such as all payment vouchers, you need to open the corresponding register i.e. payment register. You can use date range to select the month. You can also use filters to narrow down your selection. For example if you want to print only cash payment vouchers, you can set a filter on account column. 

Once the vouchers are selected in a browser, press Alt+P to print them. AQURA shows you a dialog box which allows you to select between printing the ledger / register, printing of a selected voucher or printing of all the displayed vouchers in the browser. After this AQURA shows you a list of available voucher formats. You can select the formats to be printed and click the OK button to proceed with printing.

Backup and Restore

The data of the companies you create are saved in files on the hard disk of your computer. This data should be backed up, i.e. copied on floppy disks or any other drive regularly. Backing up data is very important. It helps to recover from data losses. You may have to face an unexpected data loss due to hardware failure or virus infections. In such cases, having the latest backup on floppies is a great relief. After correcting the computer problem, you can restore your data from the backup floppies. We recommend that you should regularly take backups. Here are some tips,

· Take backups regularly.

· Use good quality floppy disks for backup.

· Make sure that floppies you use for backup are virus-free.

· Use separate disks for every company and write down the name of the company on the label of the floppy disk.

· Take at least three backups of every company.

· Do not overwrite your old backups with new backup when you suspect the integrity of data on the hard disk.

· When you close books for a year, backup data on a fresh floppy and preserve it in a safe place.

What To Backup

You need to backup the data you have entered. This data is stored under directory where you have installed AQURA. A separate directory is created for every company under this directory. You need to copy all the files in this sub-directory to backup the company. The name of the directory is displayed in the Select Company dialog box when you select a company. Company directories are with extension '.CMP'.

Backing up Data

To take backup of the company data, use the Backup : Backup Company Data menu option. This opens a dialog box, which allows you to select the drive for taking backup. The backup process compresses the data files and copies them on the selected drive. 

To restore the backed up data, use the Backup : Restore Company Data menu option. This displays a dialog box, which allows you to select the drive. If you are using floppy, insert the floppy having backed up data files and press Enter. Now the Select Company to Restore dialog is opened which displays the company names on the selected drive. Select the company to restore and click OK. Now AQURA restores the data files and copies them to your hard disk.

AQURA has a provision to make sure that the backup taken is readable. You should verify the backed up data immediately after you take a backup. To verify the backed up data, use the menu option Backup : Verify Backedup Data menu option. This opens a dialog box, which allows you to select the drive where you have taken backup. AQURA compares your company data with the data backed up on the selected drive. AQURA verifies the data by restoring the backed up data in a temporary directory and then comparing it with the company data.

Custom Vouchers and Fields

AQURA allows you to create your own voucher types. You can also add your own data fields in vouchers.

Customizing Voucher Types

Custom vouchers can be used to define new voucher types. You can define your own voucher types for the routine transactions in your organization. To define custom vouchers, select the Company : Custom Vouchers menu option. This opens the Custom Vouchers dialog box. The list box lists the custom vouchers defined. By default AQURA has a built in custom voucher ‘Credit Expense’ which can be used for entering credit expenses. To define your voucher type, click the New button. This opens the Custom Voucher dialog box.

Enter the name for the new voucher type in the Name field. Every custom voucher is based on one of the standard voucher type, e.g. if you are creating a voucher type for bank payment transactions, it should be based on the payment voucher. Select the base type for the new voucher in the Based On combo box.

A custom voucher can have a separate voucher numbering series, or it can share the series of the parent voucher on which it is based. If you are using a separate series of voucher numbers for the new voucher, use the Voucher Numbers button to edit the voucher numbering scheme.

The accounts available in a voucher entry depend on the type of voucher. E.g. in contra voucher only the cash and the bank accounts (i.e. the accounts under the Cash-in-hand, Bank Accounts or Bank OD a/c groups) are available. You can restrict the groups, which should be available on the debit and credit sides of the custom voucher using the buttons Debit Side and Credit Side. When you click on these buttons, a list of groups, which are available on the debit / credit side of the parent voucher type is displayed. By default, all the groups in the list are selected. Deselect the groups, which you do not want to appear in your custom voucher and click the OK button to define the new voucher type.

Here is an example of how to define a custom voucher. Let us define a custom voucher for Cash deposited in bank. Select the Company : Custom Vouchers menu option and open the Custom Vouchers dialog box. Click the New button for defining a new custom voucher. Enter 'Cash deposited in bank' as the name of the voucher. Select Contra as the base type. Click the Voucher Numbers button and set the vouchering scheme to automatic. Set the voucher numbering format to CDB#0 and click the OK button to close the voucher numbering dialog box.

Now in the Custom Voucher dialog box, click the Debit Side button. This opens a list of groups which are allowed on the debit side of the contra voucher, viz. the Cash-in-hand, Bank Accounts and Bank OD a/c. 

By default all the groups are selected. As for our voucher, we want only bank accounts to be available for the debit side, deselect the Cash-in-hand and Bank OD a/c groups. Click OK to close the dialog. Similarly, click the Credit Side button, and select only the Cash-in-hand group for the credit side of the voucher. Now the definition of the new voucher is complete, click the OK button to close the Custom Voucher and Custom Vouchers dialog boxes. 

Now let's add a voucher of the new type. To add a custom voucher select the menu option Data : Add Voucher : Custom Voucher menu option (or press Ctrl+U). Select the Cash deposited in bank voucher and click OK. Now, the Voucher Edit dialog box opens. Complete the voucher addition like any other regular voucher. Now you can see only bank accounts appear on the debit side of the voucher while only cash accounts appear on the credit side. This simplifies the process of entering vouchers. Also you cannote that a separate voucher numbering series is allotted to the new type of vouchers.

Adding Customized Voucher Fields

AQURA allows you to add user-defined fields in vouchers. These are called as custom fields. You can define custom fields for every type of voucher and for the item entries in sales and purchase vouchers. You can define maximum of 20 fields for every type of voucher / item entry.

The custom fields can be of type String, Amount, Number or Flag (Yes/No). The string type of field can contain any text. The amount type of field stores the amounts. The number field can store any integer values. The flag type field stores boolean information like Yes or No.

To define the custom fields, select the Company : Custom Fields menu option. This opens the Select Custom Field dialog box. Select the voucher type for which you want to define the custom fields. Now the Edit Custom Fields dialog box is opened. To add a new custom field, click the Add button. This opens the Custom Field Definition dialog box. Enter the name of the field that you want to add, select its type and click OK. This adds the custom field for the selected voucher type.

When the custom fields are defined, while entering voucher AQURA automatically asks you the values for these custom fields. E.g. If you have defined a string type custom field ‘Transporter’ for Sales voucher, then while entering the sales voucher, after you enter the remark and press Enter. AQURA opens the Custom Field Values dialog box where you can enter the name of the transporter. 

Hiding and Deleting Custom Fields

Use the Edit Custom Fields dialog mentioned above to manage the custom fields. 

If you click on a custom field and click the Hide button, character ‘H’ appears to the left in the list, indicating that the field is hidden. While entering voucher, AQURA does not ask you to enter the values for the hidden custom fields. If you select a hidden field in this list box, you can unhide it by clicking the Show button. 

To delete a custom field, select it and click on the Delete button. After confirmation AQURA deletes the custom field. AQURA also scans every voucher and deletes the values entered for the field. You cannot undelete a deleted field. In case of hidden field, you can unhide it. When the field is hidden, AQURA does not alter the already entered voucher, but it just prevents the display of the hidden field.

Custom Field and Browsers

The values of custom fields entered in voucher are displayed in the corresponding register. E.g if we add a custom field ‘Transporter’ for the sales voucher, then the sales register adds an additional column ‘transporter’ to its right. By default, this column is hidden. You can view this in browser when all the columns in the browser are visible.

Custom Fields for Item entries

Custom fields can also be defined for the item entries used in the sales and purchase vouchers. To define the custom fields for item entries, select the Company : Custom Fields menu option. This opens the Select Custom Field dialog box. Now you can click on the Items in Sales voucher or Items in Purchase Voucher button.

This opens Edit Custom Fields dialog box. The management of these fields is exactly same as the custom fields for the vouchers.

When the custom fields are defined for items, while entering items in sales or purchase voucher AQURA asks you to enter the values for the corresponding custom fields.

Entering Stock Levels

A stock is the inventory that your company holds, i.e. the items that are stocked with you for selling. The value of stock affects the profit and loss statement and the balance sheet. The difference between closing balance of stock and opening balance of the stock adds to your profit, while the closing stock is shown as asset on the balance sheet.

Though AQURA supports inventory, the valuation of stock in inventory module is not directly linked to the financial results. You must separately specify the value of stock for financial results by creating accounts under the group ‘Stock-in-hand’.  No vouchers can be posted on the accounts under this group. But, you can set the stock value directly. The stock evaluation in inventory and the financial modules is not connected in AQURA to offer maximum flexibility. Every company may have different method of evaluating the stock value, and the stock value evaluated by AQURA by looking at the inventory books may not always be desired to be shown in the financial results.

Stock accounts are created like all other accounts using the Data : Accounts menu option. Once the stock accounts are created, select the Data : Stock in Hand menu option. Selecting this option gives you a list of all ‘Stock-in-hand’ accounts. You may need to create more than one stock-in-hand accounts to represent value of different type of stock such as raw material, finished goods, processing goods etc. Once you select the stock account, AQURA shows the Stock Levels dialog box. You can enter the stock level either on daily basis or on monthly basis. Most of the small companies set the stock level only once at the end of the year.

Cash Counter

AQURA has special features to support 'Cash Counter Sale'. This is a useful feature if you make sales on a cash counter. Cash counter is a place where sale transaction is done quickly and normally there are large numbers of such transactions. With AQURA cash counter, you can record such sales. The cash counter feature is available only in the 'cash counter' version of AQURA.

The cash counter in AQURA is a simplified and quick method of recording the sales voucher. This sales voucher is accepted in a different and simpler format. The number of keystrokes required to enter cash counter sales are much less than entering the conventional sales voucher. 

First, you have to configure the cash counter. You have to pre-set the accounts to be used for the sales on the cash counter. For example, you can use the 'Cash' account as 'Debit Account' and 'Cash Sales' account as 'Credit Account'. While entering the cash counter sale you are not asked to enter these accounts. You are expected to enter only the items and their quantities sold. From the entered items and their quantities, AQURA calculates the total amount, and decides the amount to be posted on debit and credit account.

Configuring Cash Counter 

Use the Setup : Cash Counter Configuration menu option to configure the cash counter. This opens the Cash Counter Types dialog box. You can have multiple configurations (types) for the cash counter. E.g. you can have a 'Cash Sale' where items are sold in cash. The debit account is 'Cash' and the credit account is 'Cash Sale'. The other type can be 'Credit Card Sale' where the items are sold using credit card. The debit account in this case is 'Credit Card Customer' and the credit account is 'Credit Card Sale'. Both these types of transaction actually happen on the same counter. You can choose the type of transaction at the time of entering the sale. In case of credit card sale you may need to accept information like customer name and address etc. You can configure the 'Credit Card Sale' to accept such information. You must have atleast one type of cash counter configured to enter sale transactions at the cash counter. While defining a cash counter type, you can specify a hotkey for it. While entering sales transactions on the cash counter you can press this hotkey to select the corresponding cash counter type.

In the Cash Counter Types dialog box, use the Add button to add a cash counter type. This opens the Configure Cash Counter Sales dialog box. Enter the name for the cash counter type and select the debit and sales (credit) account to be used. 

If you want to offer discounts to customer at the cash counter, select the discount account. Selecting a discount account opens a list of expense accounts. Select one account that should be used to record the discount offered. The discounts offered would be entered as an entry for the discount account with 'Debit Amount' in the sales voucher added.

It is expected that the items are sold at the fixed rate at the cash counter. The operator needs to only enter the item quantity. The amount is automatically calculated by multiplying the quantity and the sales rate. If you want to sell the same item at different rates on cash counter, you can allow the cash counter operator to enter the item sale rate. When you turn ON the check box Allow Changes to Item Rates, AQURA cash counter accepts the 'sale rate' for every item entered.

When transactions are entered at the cash counter, the sales voucher is added. Voucher Type list allows you to select a different voucher type instead of a sales voucher. Voucher Type list contains a list of custom voucher types based on the sales voucher.

If you have multiple price lists, you can choose the price list to be used for selling items on the cash counter from the Price List combo box.

While creating items, you may use short names as item names. While entering items at cash counter, you can choose an option to view the item descriptions. Check the Display Item Details in Cash Counter check box to view this description in the cash counter. The item descriptions are displayed on the next line where item entries are displayed. You can also display the current stock level of the item by checking on the Display Item Stock in the Cash Counter check box. If you have defined custom fields for the voucher and sales item, you can accept the values for these at the cash counter by checking on the check boxes Accept Custom Fields for Vouchers and Accept Custom Fields for Items.

After configuration is done, you can use the cash counter to add sales at the cash counter.

Using the Cash Counter

To use the cash counter select the menu option Data : Counter Sale or press Ctrl+S on the main screen. This opens the Cash Counter dialog box where you can enter the sales transactions. Select the type of cash counter sale from the Type combo box or press the hotkey assigned to the cash counter type. If cash counter requires the name of the customer to be entered, the focus is in the Name edit box, enter the name and address of the customer.  After entering the name and address the focus moves to the Item combo box. If the name and address of the party is not required, the focus is automatically set on the item combo box.

Now is the time to enter the list of items sold to the customer. Select the item from the combo box. You can type in the initial characters in the name of the item to select it. Select the item and press Enter, the focus moves to the Quantity edit box. Enter the quantity and press Enter. Normally you are not required to enter the rate for the item. In this case, AQURA calculates the amount for the item and pushes the item in the list below and the focus is again set to the item combo box. If you are required to enter the rate, you should find an edit box to the right to the quantity. After entering quantity and pressing Enter the focus shifts to the Rate edit box. Enter the rate and press Enter. Now AQURA pushes the entered item to the list below and the focus is again on the item combo box.

In this way you can enter items, their quantities and rates. The process of entering this information is quick as you can move forward simply by pressing enter. 

If the cash counter type allows you to offer discount on the sales, the Discount edit box is enabled at the bottom. After you have entered all the items sold, you can move to the discount edit box by pressing Tab or by clicking on it. Enter the discount. The total sale value changes as per the discount you enter. You can complete the entry of sale by pressing Ctrl+Enter or by clicking on the Accept button. This accepts the sales entry after confirmation. 

When the sales entry is done, all the fields in the dialog box are cleared. The bottom left part of the dialog box displays the number of sales vouchers entered in the session and the value of total of the total sales entered in the session. 

Printing at the Cash Counter 

Normally, you would like to print an invoice and present it to customer immediately after the sale is entered. To print the invoices at the cash counter, you have to add a voucher format using Report : Voucher Formats menu option for 'Sales Voucher', and turn ON the flag Print Immediately when the voucher is added. When such voucher format is defined, the invoice is printed immediately when you accept the sales voucher by pressing Ctrl+Enter. For details about defining voucher formats see Defining Voucher Formats on page 49.

Cash Counter Session 

The period between starting the cash counter and closing it with Quit button is the cash counter session. AQURA cash counter displays the summary of the transactions during the session at the bottom of the cash counter screen. It displays the number of sales vouchers entered, number of sales transactions cancelled along with the total cash collected. At the time of closing the cash counter, you can verify the actual cash collected and the cash collection displayed on the cash counter. Once the cash counter is closed, you cannot access the sales transactions in that session in the cash counter format. To access these transactions you can use the sales register browser.

Cancellation of Sale 

At the cash counter you cannot delete the sales vouchers entered. But you can 'cancel' the entered sales transaction. You can cancel any of the sales vouchers entered in the session. Click on the History button. The cash counter displays the history of transactions entered in the current session. You select the necessary voucher and cancel it by clicking on the Cancel Sale button. You can also un-cancel the cancelled sale. Later on the administrator can view the cancelled transactions and may delete them.

Cash Counter Operates Only for the Current Date 

The cash counter operates only on the current date set in your computer. If the current year of the company does not match the current date then AQURA automatically switches to the year, in which the current date falls. All the sales entered on the cash counter is of the current date set on the computer.

Import / Export

AQURA supports data migration using import and export. Options for import export can be found in the menu Company : Import Export. Using these menu options you can migrate data from older version of AQURA to newer version, from one company to another or from one accounting year to the other of the same company. These commands, can also be used for miscellaneous operations like creating copy of an existing company or migrating data from April-March accounting year company to January-December accounting year company etc.

Importing Data from Older Versions

At SADHANASOFT engineers are working to improve AQURA every day. This results in availability of better versions. If you download a better version of AQURA, you need to move your existing data to the newer version.

If you want to import data from AQURA version 5, 6 or 7 there are separate menu options in Company : Import Export menu. Select the corresponding command and AQURA shows a list of companies in the older version. If this list appears empty, probably you have installed the older version in some directory other than the default directory. In such a case use the Browse button and select the directory, where older AQURA version is installed. Please note that you have to select the AQURA directory and not the company directory under it. Once you select a company to be imported, AQURA imports the data and quits. Restart AQURA and select the imported company. Repeat this procedure for all the companies to be imported to the newer version.

If you want to migrate data from version 8 or above (no one is using version 1 to 4 now), then you need to use the generic way of migrating data. The generic way of transferring data is as follows,

Start the old version and use Company : Import Export : Export Company Data menu option. If you have more than one companies to be migrated, select the second company and use the same menu command again. This way export all the companies.

Close the older version and start the newer version. 

Use the Company : Import Export : Import Company Data menu option. This shows a list box with all the companies that you have exported from the older version. Select one of these and AQURA starts importing data. When importing is successful, AQURA shows a message and quits. Restart AQURA again and select the company imported. This re-builds the company and it becomes available in the new version. If there are more companies left to be imported, again use the Company : Import Export : Import Company Data menu option. 

Using Separate Company for Every Year

Few people find it convenient to create a separate company books for every accounting year. If same company is used for multiple years and if you modify group or account names in year say 2002, and if this account is in operation in year 2001 its name in year 2001 also changes. Using separate company for every year isolates all these years and changing account group names in one year does not affect the other years. 

AQURA supports export of trial balance which automatically creates blank books for next accounting year in a separate company and transfers the closing balances of accounts of current year as the opening balances of accounts in the new company. Following is a procedure to transfer the trial balance to the separate company.

Finalize the accounts of current year.

Use Company : Import Export : Export Balances menu option.

Now, import this trial balance using Company : Import Export : Import Balances menu option. After import is complete AQURA quits. This import create a new company for the next accounting year. For example if you export trial balance from a company where 2001-02 accounting year is selected and if you import this trial balance, a new company with accounting year 2002-03 is created.

Now select the newly created company. Please note that the names of both the companies are the same. When you select a company you have to make sure that you have selected the new company by looking at the accounting year (accounting year is shown on the main screen). Once you select the new company the first thing you should do is to use the Company : Modify menu option to change its name. The easiest way to name your company is to put the accounting yeas at the end of the company name (If the accounting year is already present in the name, change it to the new accounting year). Doing this is very important to avoid confusion with two companies having the same name.

Once you have changed the name, the new company for your next accounting year is ready. You can straight away start posting vouchers. The only problem with this approach is, if the accounts of previous year are not finalized before exporting the trial balance and you work on these books later, you need to change the opening balance of the accounts in the new accounting year manually.

Migrating Accounts and Groups

If you are accounting for more than two companies, which are more or less sister concerns or are owned by same owners, normally most of the groups and accounts for these companies are very similar. Also, account group structure of companies doing similar business is also expected to be similar. In such case, you can create accounts and groups in one company, migrate them to other companies and do the necessary modifications. Following is a procedure to migrate accounts and groups.

Select the company where you have created the accounts and groups. Select the menu option Company : Import Export : Export Groups and Accounts. This opens the Export Groups / Accounts dialog box. You have multiple options to export the opening balances along with accounts and group, which are listed below.

Opening balance of all accounts are zero

Opening balances are same as the opening balances of accounts in the current company

Current companies closing balances are exported as opening balances of accounts

Also, you can specify a date and AQURA exports closing balances on that date as opening balances of accounts. 

Also if you wish you can suppress exporting of opening balances for the revenue accounts, i.e. account that appear of profit and loss statement. You may need to do this if you are changing the accounting period of a company.

Once you have exported this data, select the target company, where you want to import it. Please note that importing this data does not create a new company and the accounts and groups are created in the currently selected company. Once the target company is selected, select the Company : Import Export : Import Groups and Accounts menu option. Now select the name of company from where you have exported accounts and groups. AQURA imports accounts and groups data and create the groups and accounts in the selected company. After importing is over, AQURA quits. Restart AQURA and select the company.

Migrating Vouchers

You can migrate vouchers from one company to other company or from one financial year to the other financial year of the same company (you may need to move vouchers between financial accounting years if you have by mistake entered vouchers in a wrong financial year). If you are migrating vouchers from one company to the other, the account group structure of both the companies should be same. 

To export vouchers you need to use either ledger or register browser. You can use date range and filters to select only those vouchers that you want to export. Once the vouchers are selected, press the Alt+V key or click the Export Vouchers tool bar button. This exports the vouchers.

Now select the company or accounting year where you wish to import these vouchers. Select the Company : Import Export : Import Vouchers menu option. Now select the company name from where you have exported the vouchers. AQURA imports the vouchers in the current company and in the selected accounting year. Before importing AQURA makes sure that the accounts present in vouchers are also present in the selected company. If any missing account is found, import procedure is aborted. After importing AQURA quits. Restart AQURA and select the company.

Miscellaneous

Watches

Watches are figures, which are continuously displayed on the main screen. You can set figures like Net Profit, balance of bank account, balance of sales account etc. as watches.

AQURA allows you to define many sets of watches. Every set of watch has a name. You can create watch sets like 'Bank Accounts', 'Sales Figures', 'Financial Figures' etc. Balance of 'State Bank', 'Dena Bank' can be the watches in the 'Bank Accounts' watch set. Similarly 'Local Sales' and 'Export Sales' can be part of 'Sales Figures'.

AQURA displays one set of watches on the screen. You can select the watch set to be displayed by clicking on the 'Left Arrow' or 'Right Arrow' button displayed on the sides of watch set name.

AQURA supports many types of watches. The 'Net Profit' watch displays the net profit or net loss of the company. The 'Account Balance' watch displays the balance of any account, while the 'Group Balance' watch displays the balance of any group. The 'Account Transactions' watch displays the transactions of any account, while the 'Group Transactions' watch displays the transactions of any group. The 'Item Transactions' and the 'Item Balances' display the transactions and balances of the stock items respectively.

For example, if you set a watch for a bank account, you can see the bank balance. If you set a watch for group 'Sales Accounts', you can check the gross sale of your firm. As this is a watch on a group, it shows the total of all accounts under the group 'Sales Accounts'. For the balance watch, you can select the as-on date, while for the transactions watch you can select the date range.

You can add watches using the View : Edit Watches menu option. Selecting this option opens the Watch Sets dialog box where you can edit watch sets. Clicking the Add button opens the Edit Watch Set dialog box, where you can add watches to the watch set by clicking Add button.

When the watches are displayed on the main screen you can edit the displayed watch set by clicking its name on the main screen. 

Watches can also be used as quick navigation tool. Clicking on the watch opens the corresponding browser. For example, if you click on the Net Profit watch, the profit and loss account is opened. Similarly if you click on the watch that displays account balance, the ledger for the account is opened.

On the main screen the title of watches shows a check box. When this check box is ON, the amounts corresponding to the watches are shown on the screen. Suppose while working some one walks in to whom you do not wish to show these amounts, you can turn this check box OFF (by clicking it with mouse) and the amounts are removed from the screen.

Warnings

You can use the Data : Warnings menu option to get a list of warnings. When this menu option is selected AQURA goes through the account books of the current year and looks for the common errors. If such errors is found AQURA displays a warning message.

When the Data : Warnings menu option is selected, AQURA displays the Select Warnings dialog box. This dialog box shows the check boxes corresponding to various supported warning types. If you turn off any of the check boxes, AQURA does not look for that particular type of warning. Turning off the warning type in which you are not interested can reduce the time required to search the warnings.

When the search is complete, AQURA opens the Warnings dialog box which lists all the warnings. The description about the selected warning is displayed at the bottom of the dialog box. If you use the Edit button or double click the warning, AQURA opens a screen where you can normally rectify the warning. If the warning is in a voucher, such as same account appearing on debit and credit side, AQURA opens the corresponding voucher for editing. If the screen opened by default is not what you want, you can use the Browse button to open any browser.

Ratio

Ratios are computed using balances of various groups. Ratios are the parameters, which can be very useful analyzing the status of the business. To view the ratios, use the Data : Ratios menu option. This option opens the Ratio dialog box which displays various ratios listed below.

Working Capital
Working capital is a difference between Current Assets and Current Liabilities of the company. i.e. Current Assets - Current Liabilities

Current Ratio
Current ratio is the ratio of Current Assets to Current Liabilities. i.e. Current Assets / Current Liabilities

Gross Profit %
Gross Profit % is the percentage of Gross Profit to Sales ratio. i.e. 100 * Gross Profit / Sales

Net Profit %
Net Profit % is the percentage of Net Profit to Sales ratio. i.e. 100 * Net Profit / Sales

Operating Cost %
Operating Cost % is the percentage of ratio of difference between Sales and Net Profit to Sales. i.e.        100 * (Sales - Net Profit) / Sales

Working Capital Turnover
Working Capital Turnover is the percentage of ratio of Sales to Working Capital. i.e. 100 * Sales / Working Capital

Return on Investment %
Return on Investment % is the percentage of the ratio of the Net Profit to Capital. i.e.         100 * Net Profit / Capital

Return on Working Capital %
Return on Working Capital % is the percentage of the ratio of Net Profit to Working Capital. i.e. 100 * Net Profit / Working Capital

The bottom of the dialog box displays the description about the selected ratio. You can click the Details button to view values of components used to calculate the ratio.

Replace Accounts

This feature allows you to replace an account with another account in the vouchers. You can replace the account either in the books of the current year or for all the years in the company. 

A typical case when two accounts are created to represent the same party, e.g. accounts 'ABC Ltd.' and 'A.B.C. Ltd.' are created, and some vouchers are added on 'ABC Ltd.' and some on 'A.B.C. Ltd.'. In such a case you can use this feature and move all vouchers posted on one of the accounts say 'ABC Ltd.' to 'A.B.C. Ltd.'. When all the vouchers are moved you can delete the account 'ABC Ltd.'.

To replace an account select the Data : Replace Accounts menu option. This opens the Replace Accounts dialog box, where you can select both the accounts. Select the account, which you want to get rid of in the Source Account combo box. Select the account, which should be replaced for the source account in the Target Account combo box.

Skins

Skin is a picture that AQURA uses to paint the main screen and dialog boxes. AQURA has two basic skin, one is the colored one and the other is gray. If your monitor cannot show the default color skin, you can select the gray skin. To change the skin, use the options in View : Skins menu. Few more skins other than these two are also available for downloading at the web site 'www.sadhanasoft.com'. For more instructions about downloading and using the AQURA skins, please visit the web site.

Calculator

AQURA has a built in calculator which you can open by selecting the View : Calculator menu option. You can also open the calculator in any amount field. E.g. While entering the amounts in voucher or while editing the opening balance of an account. To open the calculator in the amount field, you can press any operator key such as +, -, *, / etc. This opens the calculator and the value in the amount field is automatically entered in the calculator. When your calculations are complete press Enter and the result of the calculations is automatically transferred to the amount field.

For example,

You are in amount field

You press 12000
12000 is displayed in the amount field.

You press +
Calculator opens, it shows 12000+

You press 8000
Calculator shows 8000

You press Enter
Calculator is closed and the amount field shows the result, i.e. 20000.

Configuring the Keyboard

You can configure the keyboard and assign various tasks to the keys. Select the Setup : Configure Keyboard menu option or press Ctrl+K on the main screen. This opens the Configure Keyboard dialog box. This dialog box displays a list of keys. You can configure the keys for operations like opening a menu option, adding a new voucher, adding a custom voucher or for opening the saved browsers. Select the key from the list and click on the appropriate button to assign the operation to the key. For example, select the key 'S' and click on the Assign Voucher button. This opens a list of vouchers, select the sales voucher. Now the text 'Add Sales voucher' is displayed in the list box for key 'S'. Click OK to save the key assignment. Now at the main screen you can press the key 'S' to add the sales voucher. 

To assign a menu option, select the key in the list and click the Menu Option button. This opens the Select Menu Option dialog box. This dialog box displays the menu options along with the submenus. The submenus are prefixed with '*'. You can select the submenu in the list and click the OK button to fill the list with its menu options. You can assign only a leaf level menu option to the key. Selecting a leaf level menu option and clicking OK closes the dialog and assign the menu option to the key.

Clicking on the Saved Browser button opens a list of saved browsers. Select the browser to be assigned to the key. Similarly, clicking on the Custom Vouchers button opens the list of custom vouchers. Select the custom voucher to be assigned to the key.

Custom vouchers and saved browsers are specific to the company. If you assign a custom voucher or a saved browser to a particular hotkey, this assignment works only in the selected company. Assignment of standard vouchers and menu options to the keys work for all companies.

Checking updates

If your machine is connected to the internet, you can find out whether you are using the latest version of AQURA. Select the View : Check the Online Update Information menu option. Selecting this menu option opens the User Information dialog box. Fill in the information in this dialog box and click the Get button. Now AQURA connects to Sadhanasoft web site and finds out about the latest versions of AQURA and displays them along with the new features available.

Export to HTML

Accounting data can be exported to HTML format. As HTML format is universal, exporting data to this format can be useful when you wish to take your data to some one else's computer like your CA's office. To view this exported data you do not need AQURA. To export data to HTML format, select the Company : Import Export : Export to HTML format menu option. You should specify the directory in which the HTML files should be created. Always specify a directory, which is empty, so that the files generated by AQURA do not get mixed up with other files. You can copy this directory and carry it to other place. Zipping these files (using tools like Winzip) can reduce the size dramatically. To view the exported data, open the file 'index.htm' using the internet browser. 
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