Computerised Accounting ~10M ceag(ﬂ?dgcea(fb

( Focused Areas 2020-21 @RS 1MOIMAIHS | MPYIOIH6 1@ @)

Chapter-1
AN OVER VIEW OF COMPUTERISED ACCOUNTING SYSTEM

Computerized Accounting System(CAS) #0050 0d,BRHOVENEoU)

CMIalSOUNGHUW )M TAUDYOS MaDIWEOMIAS MIMIOD & ENSaldS)BU  BlaldqVMmy
021000 GREODMEITE AOCHNIBUBBl0  O16a]dBF DIV @IQM (A INIRCDMEOD
CAS )My alO@)M,.

Day Book, Ledger, Trial Balance, P & L a/c, Balance sheet oseas a6y

(JWIME]S BREOVENEIEBE V16 |dBF .

Components of CAS

1. Procedure -63@) ¢222{] MBU~O1660)M®1M)88 (~IIBODMEBBRS,6S

@B 1MVaOAIW (&R0

2. Data-alo@®lepo enflmIm@) G leee1MI®E88 GRVOM & \®
QUM @)

3. People- QilIOEBW Oale®IUT1HNM (| SO 180D (humanWare)

4. Hardware - &M1§35®, GRMENIMW GRMENIMD Oald>QEMEBBE o

@ROI®YAS OMQ AUDBH)0

5. Software- Mo GMIaTOQIWO0 BB {16EOUMD EMIaIaQIWN)0

Advantages of CAS

1L &)0j00® MO GRNUEJMEs AWM 016a 23S MQUINIEOIND & lwym;.
2. &0 0001 AR 6RaINN]S;OMIMD Ma0IW 80

3. ©10OmeRsd COUNOD T3 (U®OMYCIIM MIaOIW]ee)m,.

4. 0MQIBUD BYO® EOID MaNIW 66,

5. enRQ ®QDOISNNUIND ManIW8em).

Limitations of CAS
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1. misdole aflgy a0mMOMMElely GReOVMEIEE  MIadgeni@Olc  @dQo
QIRYOmEMo. V@M, 6.2181NT dh)S;mane.

2. &MIRID OaldOBBEES M&HID Melo Allaicwol® Aflnieswd Maa0aa1sI0d
MW O ENE.

3. AflUEBW aN28OBRID MSTYOa]S;OMINMD MIW @ ONE.

4. 00CUOMY @R(GHAMA)MNSIEHo.

5. 2ehy] GlatdI2]o0) 6.21920m flUEBR® aieloslg).
wog(data): (&ale@12{151ejo0m, 6laldMM 6.21Q) OMSYELOENSYM QUM OSSN WIQ.
Information: WIQSHUD Aty 0210 & )0 201 (®2)©12))
GRAMOCUODIHNM@IOM  EDMEANIBCAMMD af)MM) ~IOWIM).CRACNAUIOMI®  WIQEUD
@REM eNM0BCAUM.

Data = processes = Information

CAs 00} G HO B (D

1. Simple and integrated (21g1m010 MANALY0)
2. Accuracy and speed (& 3® §O®@0 GOUNORo )
3. Scalability (GpMEWOIR (M)

4. Reliability (wimioo )

5. Security ()& 1O® o)

6. Quick decision Making (€CLNOD 1@ ®1@)AIMOAS)HI0)

Grouping/ Classification of account

SO MISININEE FRIWRD GRAODANS)HOE GRMIEWIR |AIW MEIOGNSHSIHE |
(®A&HElen)Mmem grouping of account )M} lO®M). GREOVMNEloV)
MACUIH OO GRS 1MNIMAIHE WIEN BRAOVNE B8 (o] ©1C18MO
GRENVNE HOG (aIWIMAOW] BRERY (NJaldB8IW] @@ 1860 .626IM a0
menT(Naf)®80 QMNBIE:)0
Eg: ASSETS
Fixed Assets
Land and building
Plant and Machinery

Current Assets
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Cash in Hand
Cash at Bank

Codification of Account : ceeevme)®meg @100 wom eauens)

GRHOEBREED BGRAHOEBRER) BRINEBBRE)oBREHMEBBG o C.21BCOMI CdIW) & Ud
M@ 8) M@ 16M coding of account af)M) alO®)MN.

Eg 1. ASSET

1.1 Fixed Assets

1.1.1 Land and Building

1.1.2 Plant and machinery

1.2 Current assets

1.2.1 CashinHand

1.2.2 Cash at Bank

Types of Codes

1. Sequential Codes: @SR WIW GRAOEBRERD BRAHUOEBRESD MNB)0 C2lBEOMO

OYI0IENM 6HIW MHgden  sequential code. o.a106)ayo enfleflaye en@m@o

CHIWBHUW ale®IUIaN)mM),.

Eg:1

Code Account
PK001 ABC Ltd
PK002 PQR Ltd
PK0O03 XYZ Ltd.

2. Block Code: &w;) range @ 988 @rsnsmeg nlleglsy; afllalw sub range

SHEIHO| @IQ)HWo  BIGOD  (aICD b (NJaTHDHO) IGD  sub range

@RMUA]HN) H®Yo §.21QYaM),.

Eg:1 Code Account Group eg:2 code item
100- 199 Direct expenses 1001 - 1999 Televisions
200-299 Indirect expenses 2001 -2999 Mobile phone
300-399 Direct Income 3001 - 3999 Laptop
400-499 Indirect Income
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3. Mnemonic codes: a80) afluee e@IWIBE1EeIMIW]  @REHEBREED

21))0HOPV)OMBESD O lCWIUI]H))EMUIUD @R lom Mnemonic codes
a)MaltOm@mM
PJ - purchase Journal HQ - Head quarters PTA -> Pathanamthitta,

IDK-> Idukki, CB = cash book

Chapter -2
SPREAD SHEET

Spread sheet

SHMUJISOIOMD  MWaNIWEOMIOS WIQIBUD  CREUNAIS;OD | EEMBE)dhg FER S 0D
msEMOIMpo  AfledaiMo  0.21Q0M0  O16a]dRPBU  OPIOIHERUIM0
Ma0dW]HN)M  GMIIGaNINSBE6eMm electronic spread sheets. @@ ‘row
@RWI5)0 ‘column’ @RWIS0 (BA6A SO0 1B 1e6m).

Eg: MS Excel, Libre office calc, Lotus 1-2-3, calligra sheets, Google Spread

sheet, Quattro pro, Gnumeric etc

Spread Sheet (160 | HO B0D)

1. AURIwOIWI50 MEWOIWIS 0 [@haeq]s0m 1w ]oleanm;
2. OMIOD 16 ARG 0 Mol jdhgo AUGAD af)8a]0m 1@ AiltedalMo .21Q)y01d0d
mOwWleenymm;
3. AflueBd MYex1en01dMo (SAISR180NIIM0 Mo ®1B186)) AUIMo &l
4 el Aglem AIdes G af)me Qilglenmy
LIBRE OFFICE CALC

WIQIBWD  GEEUNA|S)OM ] &EMBE) B SRR B msEoUdIMo  Afledeimo

0.21Q§2012MY0 V16 0B 0D MPINIBNAUIMe MaNIWENM  B®} (~IWIMaa]S

Mot g GRen alloenid @dadlmy &dwd: .

LIBRE OFFICE CALC (LoJG(O)AcG:@cG:Ub)
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1. @DeMIM) MIMOD MIRM| GTVIAIGONIW®B @REM (Free and Open source software)

2. AURlwOIwIge MEWIWIG 0 (@RS00 1w ]d 1eem;

3. @M WIQBWD MUIAH1SN)NIM0 ARG IR fo 6.21Q)NIdMe Ald®eIMo 6.21QAI1dM0
M0 80mM)

4. M) BEMENB:ISERBWD ) a8

Basic components of Spread Sheet( Libre office calc)

Work Book: &@) miaiw <flg an@ailom aides) enyds) f)my
alO@M). AUBSE QB0 dh) NN LUBDHE) NYSEY

Work Sheet: aidee enpasleal @601 Galglomm@io QIAHE &g  afam

alO®mM).80; Libre office calc QB NSO 1M WIGNdDFIW] 8@ UBSS Q)
©6M8Io.(Sheet 1) AUBDHS AIGINOO Gal@ &lQ soenilod (Sheet tab) @ensddrgo
OO QAUBSS G ‘add’ 0.2IQPOMYo  ‘delete’ ©21QOMYo  ‘rename’
0.21QOMo &Y IWo. D@ IMIW ] sheet tab 61 BRI (EYBS Q1@ (o] “right click’
021W® WLWI(@Ao ‘insert’ “Delete” “Rename” options OO EONIS)H6) >
Row: @@y aides) &lgld olowilmadw] (horizontally) (&2é:@).ofl@)1e6)m
QML MHO8 ‘Tow” af)amy alOm@aTy.
Column: 8@ AUASE Q103 loenindW] (&:2lH:@].2{l@180M oMUe) 868 ‘column’
af)M; alO®mM.
Cell: Row, column )Ml G.21@MMeN8d8)M ‘rectangular box’ 6m @M@ )M
alO®@)M,. Eg: Al

omeflad a3m @O0 88 WIQ 4 GREM CEELNAIS;OMINRSSO
1. Value 2.Llabel 3.formula

Cell range: (:)

(a1GO§ &20W] MBU.2{lHM CRS;OMSOM B@) dhySo OMER®EE “ cell range”
a)M) alO®@M). Eg . A10: A15 , where colon(: ) is arange operator

Cell address/Cell Reference: 6362 amg{lommyo MAU.2{l802M ale@u3loOM

eal@lom cell address/ Cell reference af)m; alO®@)mM).

Eg: A10 > Column--A , Row -10
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D12 - Column-D ,Row.. 12

Types of Cell References:

1. Relative Cell reference: @) emeg/l@dmlmie @aeQd@ omeflcalds 80 canddmyal

Cdhda{l 021QREMIBD GRMIOM OaOMM AINYMOUBC GR® oM Relative cell
references a(J)(MN) alO®@)M).
Eg: B4 a)MM 0mue(l@d = B1+B2+B3 GaNdADRI 00Sa] 021D @M, Gdsdo GRO c4

ome/lcalss) ald:dOmEMIIUd GRM10M 0aNOMMY cd= c1+ c2+c3 af)M AIOHM,.

2. Absolute References ¢n? ®lol@1@ &oy eme/l@ @mlm) aeQde emeflealss

Ga0dBMAI  GIa(l 0.21QEMDD GRM 1AM 0adOMM @M. GROIV®
location @20GMUIWD OaOMM @M. @) GWIGA aflaMo ($) G.aIAODIEM
o) M@).

eg: SAS1 + $BS1

3. Mixed Cell reference: ¢nv @@ relative reference, Absolute af)amlcul

Mo@EMAIW ] Hale®IUIee)m),.

eg: $C5 or C$5

Spread Sheet Navigation methods

1. Using Mouse
2. Using Cell Reference
3. Using the Navigator

Navigation Keys

One cellDown - Down arrow key ‘
One Cell Up - Up arrow key I
One cell Left - Left arrow key ==

One cell right - Right arrow key — —)
Top of the work sheet - Ctrl + Home
Beginning of therow - Home

Last cell of containing data - Ctrl + End

Active cell: n@@g O(TU%']QDGGTDD (UJDQ QQS«;.:T Q.QJ@JO_IZ)(T?) aasp’]cxz)gcmcoﬁ' @
G)(TU%']G)(T) active cell a(j)cmg alO@m),.

By default Al is active cell
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Label: 6 &M 6.21B8000]S)M MEIOHOS)HDHS GRIMNICD af)M) alO@Y.

Formula: spread sheet user oJO@®1alo @EMEN AR GOUME] MVIWo

mldalaile] O@I0260M MIBEZUEBBRIEM  GaDIBD)RI. GOM) MYSEBBYM@ “=”

ailamomeldem.

Function : spread Sheet mI@eO@I0OD @M MMD&HYS] ORIOISE]

m@ & 11588 (Pre defined formula) 0032218608 function af)am) alO@YM,.

Eg :Sum(A1:A5) - Al 2@ A5 QUOO OBB OMVLBHEOS OYd &) i1 TenIom

Avg( AL:A5) > A1 @@ A5 QU OB OTVLRHE0S (VIR | &ens)al1s1endm

Max (AL:A5) > A1 )@@ A5 QOO OBE OTVLRSHEINS max Mok (D

& en8)at1s1ee) o0

Component of a formula

1. Cellreference 2. Mathematical Operators 3. Function

Important Spread Sheet Functions

Date and Time Functions

Statistical Functions

1.
2.
3. Logical Functions
4.

Mathematical Functions

Date and Time Function

(a) Today(): ‘Blank work sheet @ @MOOD® OV EEEUNIS)ODIM

©alCWIWY 186 M. ( Current date)

(b) Now ():e0mMe0m @@ 1080dalo MA®ORe @S]  GOEINIS;OMID

(c)

(d)

guewauﬂcﬁogcmg. (current date and Current Time)

Day(Serial _number): O©lOOIes MWIBIW@ MMA &M IBNUIMD

9 lCIVY 186 M.
Eg: A1=24/07/2015  Day(A1) =24
MONTH (serial Number) : @l@@layes admwonlen mlclwa maud

& 26M 186) DM HaleWIW 1B M.
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Eg A1=24/07/2015  Month(A1) =07
(e) YEAR (serial number):- OO 1®OS UBHOOD  HI6M 1B

©alCWIW 1B mM).
Eg A1=24/07/2015 Year (A1) =2015

() DATEVALUE() @m1@leem @l lo® Go@1m) @yeljad® date value number
@] @2Q M. Lbre office base @  Base date @]  30/12/1899
H6MENIBN) HW)o B & 1NUNVOMD date value zero (0) @Yo @REM

(e) DATE()Qudso , @dMo, @@ )M (SH2O0 1@ AURSHAIGIB By
G810 66U |SOMM@ 1M ale@IW 186
Syntax =DATE(year, month,day) eg: DATE(2019,12,08) displayed as 08/12/19

l. STATISTICAL FUNCTIONS

(a). COUNT () @MIB1EOM cOeIM Moal dtd M@0 GOELN|SOM WIS 88

)@ 6MEREWD ONE af)M B6NS)a 11516601200 ©alc@IUT BN

Syntax =COUNT( valuel, value2) or =COUNT( Range)

Eg: (1) = COUNT (5,10,20,25,30) Answer =5

(2) =COUNT(A5:A10) count the cells in the range that contains numbers.
(b) COUNTA a®; coeiled ( 8@ @&3ge ome/lm) .Roosslaye OO 1eR8s
WIQHND GRELNAIS;00 W ]588 )@ OMEe:W Qe af)M) @ ens)allslenudad
COUNTA ©ale@O¢ 186, ( any value).
Syntax =COUNTA(Valuel, value2..) or =COUNTA(Range)

(C) COUNTBLANK ()

_a comiled (80 350 emepHglm) 8Q) OEODlapgs  WIQ®Eo
6R6UA|S;00 1 ISIePOm  a)@ OMERHD QME af)M  densailslen)audad
©nleO0y 186 M) ( Number of empty cells)

Syntax = COUNTBLANK(Range)

(D) COUNTIF() aflel mlenmum&dd; Aflew@adw] a8y coemiloal ame)&g20s af)epo
& eN8)a 1186 UM §ale®O)1ee)m)
Syntax =COUNTIF (Range, Criteria)

Eg: =COUNTIF( A1:A10, “>100”) - @09 cOe@iled 100 &ySO@ ARIDBE Af)(® OTVLE:wD
Qe )M B>6n8)ai15186)U0M Halewduilee)m)
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lll. LOGICAL FUNCTIONS

EQUAL TO (==), Greater than (>), Less than ( <), greater than or equal to (> =) ,
Less than or equal to (< =), notequalto (<>) n.Q‘)(m']O_I(DJDGYﬁ (uwoma?dg logical
operators.. 0@ Q11w function @ HaleWIW1BOIo0.

(a) IF(): &) mlenumwm (condition) eI 1QODIM  ©ale@IU31Ee)M.M lerumum
wolwoeeme 1@ “true value” omQdeemas 1@ “ false value” M@ &M,
Syntax =IF(Text, then value, Otherwise value)
Eg: if( A2 >18, “pass” “fail”) enailes Az emugfleal aflal 18 &3O
pass afJ)(M ‘true value . 18 @ HYOQUIWIM Fail af)M  “false value M@ H)M,.
(b) Nested IF (): am1@d &s;@@ MlenIMM&0d eI 1ROmMAIIM Oale@Iulen)m).
(c) AND IF (): ag)a)> mlenimMd: 8o altdail.ofd@ true value 6O Q1O

False Value M@ M)).

(d OR IF () : afoo@&sleo 6@ mleumwm aldeflofd@ “true Value”. @YUM
MlenIMM®@o OO IWI@? “ False Value” M@ MY

V. MATHEMATICAL FUNCTION:

(a) SUM(): 80, range @ 988 Mo6ljdhtd &SN Qale@I1eemM;.
Syntax =SUM(numberl, number2.....) or =SUM(Range)
Eg: =sum(10,20,30,40) Or =sum (D1:D4)
(b) SUMIF(): 80} (nI6® jd MInIMM®,6Ss (condition) @RSIMNIMOD M &) cOmi 88
MVo6L | HOG B3S2UIM Oale@OIN 186
(c) Syntax: SUMIF( range, “ Criteria”, sum _range)
Eg( A2:A7 “<6000”) A2 2@ A7 QOO OSBGOEITY 6000 B0 OB BUD dh)5MM)
(c) ROUND() moajdag Mluailem madmomm OV 6.21Q00M ©ale@I0)1eeay.
Eg =Round (594.624,0) BU0doWo BY¥INUISE | OVNE ©.21QJ)M). Answer =594
= Round (594.624,2) BU@doWdo 2 MLADIMMM 1M OVENE §-21Q)M; . Answer =594.62

=Round ( 594.624, -1) round to nearest 10 Answer= 590
=round (594.624, -2) round to nearest 100 Answer = 500
(d) ROUNDUP() 0MmIg) mgce;g]ele)m (MoeLl | YW ORICHOD BUBIoWd MUNIMOOMEHND OVNS

.21y am.
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Eg: =roundup(25.374,0) Answer= 26

=ROUNDUP(25.374,1) ANS. 25.4
=ROUNDUP(25.374,-1) ANS:30
=ROUNDUP(25.374,-2) ANS :100

(e} ROUNDDOWN() e0MIg) MOYeOD (TUOG)_IJDGD’]G)EIG&OD BRI MAIMODOMEHND ODENE

0-21Q) ).
= ROUNDDOWN(25.374,0) ANS: 25
= ROUNDDOWN(25.374,1) ANS: 25.3
= ROUNDDOWN(25.374, -1) ANS: 20
= ROUNDDOWN(25.374, -2) ANS: 0
Eg A3=0.295 =TEXT(A3,”0.0%) ANS . 29.5%
A3=1122019 =TEXT(A3,”00-00-0000") Answer : 01/12/2019
CHAPTER -3

USE OF SPREAD SHEET IN BUSINESS APPLICATIONS

Spread sheet ( eg: Libre office calc) Payroll accounting, Loan repayment schedule,

depreciation asset accounting ;56831 MW MMM @R f1E6EO UMD HEY

DaleWOUI1eOd0MMOEN .

1.

Payroll Accounting: &© MoaImEomleal  emI¥langlsg)es

wmgnilnleasg s sauaean @em payroll. payroll @ 6mI¥langle:g0s Id,
Name, attendance, Basic Pay, DA, HRA, TA, other allowance, Deductions n.G)(TTﬂO_l
0|00 1B 1le00. @600  emI¥langleges®io  moald]l  qla]

OQIOIEN)LUIMo D) Dald@1H6)M;.

Payroll components

Payroll @M ‘earnings’ af)(M)o “Deductions” af)Myo EMBIW] ®1@1H60.

Earnings

(a) Basic Pay (BP) - @os1auadm wmigo
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(b) Grade Pay ( GP) - ®@M®1® @20MOMME 1] @oSIMAdMm GO 1@
G21AH)M @) b>.

() DA- Dearness Allowance - aflaiwo®geom  em@lsom  eauens]
00O¥ 12108 H D6 M@B)M O

(d) DP- Dearness PAY- @@S1TUOOM VMUGGOMIASIafo LIW 1 {lo] H81OD enIOD

(e) HRA- House Rent Allowance Aflsyaidss eniom

() TRA —Transport Allowance -@5(®Ja]s]

(g) Other allowances — education Allowances, Medical allowance etc.

Deduction

(a) Professional Tax e@2¥ 1@ mleyo)

(b) Provident Fund (PF) :MI@0a0ld MOSHD alR)® ] (nIdhdQ0 RMISOD T
mlm)o &OWaNRM od. ezdellwlm mImyo @ 160m)eaIdB:)eMmIdud
aleflo Matlmo @@ 2], c1€16);0.

(c) Tax Deduction at Source (TDS) @M dho SI& M) ERW MDY S BRSHNMM O

(d) Loan Recovery amount : QQIDGTDWQ(TR (oﬂ(o’Lgsn_‘l'.

OBIBEI8AS GRSIMUOIM  (MIGo 30000  EJal®OeM. laf). @oSlmuodom
(MIGOD 1Y 86%, HRA Bp @)OS10% , TA Rs.500, PF Bp@)eS 6%, TDS Rs 1000 GO

Total earnings, Total deduction, Net salary a@)mﬂm HI6eM) b

Basic pay =30000 Da ( 86% of BP) = BP* 86%
HRA (10% of BP) =BP*10% TA=500
Total earnings= BP+DA+HRA+TA
Deductions Provident Fund (PF) =BP * 6%
TDS =1000 Loan recovery =1000
Total deduction =PF+TDS +loan recovery
Net Salary = Total Earnings - Total Deduction

Payroll Templates
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§26D MIMNOYo (aIEM o (+IGM o payroll MPINIHRM® MY ald@o payroll
templates @MQI0IHO1WIM CaNIAM)RUSBUWD QalcWIUI]e] BE® statement (flens)o

afleng)o Oaled0)1en0 & ¥ 1w)o.

. Asset Accounting : milo GRM®1HUWH)MNBI&HYM( Fixed Assets) GO AIM

©alalqden  depreciation.. @D @ GRM@] alM: MVYH1HOIMD  Oale@IW M.
deprciation @eN8) MEOD 1@ HeNs)qi1S1660.
(1) Straight Line method (Fixed Instalment) (2) Written down value method( diminishing

Balance method)

straight Line method : ¢0? ®lol@1@ @alf @& a()RloUdNYo depreciation GRW]

UHW 1@)OmY;.
GRM® | Anesl® aflei= s i® aflal + @@ @gell + munda leadm aflaininw
©)>.
salvage value/ scrap = @M@ | Dale@IVI]o] oo M6 EMUIIWD & 1520 @Y.

Acquired cost — salvage Value
Esimated useful Life

Stright Line depreciation &26momMOW]|  libre office calc ORI SLN() n.@(m Function

Depreicaion(Straight Line Method) =

nlCWIN 1860

=SLN(cost, Salvage, life)
932 19000 @al®ee QNI 8©) easilmd modalenymaln  ©gal 1000

02181010 ]. 0210 10 AUBHo §alc®I ]2l ANQEa]dD ©Yal &13). straight line
®1® 1o depreciation &26M)®>.

Acquisition cost =19000 + 1000 = 20000

Salvage =2000

Depreciationzw =1800 or  SLN (20000,2000,10) =1800

Written Down value Method

@9 OlolWI®d GRO®) AUARHIOD GRMMIWES npes aflal GRS)OD UBHOOD
deprection &26MmIMOW | eI 1EeM.. 38D CUBHNo M) EYOWM.

Deprication = WDV of asset X % of depreciation

DB() a{)(M Function ©alCWIUI]g))o WDV @l® 1@ depreciation &8 ai1S180)0.

= DB( cost, salvage,life, Period (number_month))
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Egl: original cost of an asset Rs 100000, scrap 8000, effective life 10 years , 12 months in a year
(a) Firstyear
DB(100000,8000,10, 1,12)
(b) Second year
DB( 100000,8000,10,2,12) and so on
Eg (2) the above example if depreciation for 4 months in the first year

DB( 100000, 8000,10,1,4)

CHAPTER 4

GRAPHS AND CHARTS FOR BUSINESS

Qe AUgO® af)8a]0meRo AUjEMDIWo AMMIAIDENIM (NIalHE)0

21DBF B0 DalCWIUI1BNM). GRWIVo UIBNH:A[EOIWD WEOAEN B
afl@o. Column, line, pie, bar, area, scatter @)sed3] MW 21035 & Libre office

calcl@d QGTY&?.

Typesof Charts in Libre Office Calc

Column Chart : &®) column 2A5IGB &SIQNO1SBW ®lEURIIMAIWo(x axis)
aflaidd  elocInd®yoly axis)®Al&0 1 2fldlenym). a8y mlwile oyeljoo 1o
MW DMWY MICOMA e 6.21QRAIM Oale®IUT]HNMM) D 21DBTMICOA

alOMED M) OalCIWY1BO)M,. Eg: sales of different products

il (a0 BH 4m e 09 i

Pie chart

Ool®d @8 wWdQd MM @@  9UWea|SaM).  CRED:OYHB®YAS
WOR2IMOD 2106m n®) (SHA1H0 2{lClea)MD. 8) pie 2@ § 0QdODOD G
§26) 21O 1MHO0M™o Mo/INUM @IEM1HNM, B800IQ AlyomOED IM8sleal
MV SOYBBOS 0l 1a1d6M AWIQ G(LB6EM | &I6M 1H6MM . The main purpose of pie

chart is to show part —whole relationship.

alallwomoo pie 219@ §)&0d
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1.Normal pie chart
2. Exploded pie chart
3. Donut / Doughnut Chart: a dount chart is a pie chart with two exceptions.
(a). it a hole in the middle (b) it can display more than one series of data
Doughnut chart display data in rings where each ring represents a data series.

1. Exploded donut chart.

= T LT . S
d ¥V w Py (@ e O
' _ . E' e e
||\. \\l;l :;.___I_._I ._»_| |__‘ ) ) l, = LA ‘L_fl &%@ o

Bar chart: @@ e&380 210351 Madmaden. of)MOG e® @ wIQ ma@lmy

@ lewilmad®1goem (horizondal)  (&A1&© 1 2{l@180M@. QAjH@®] OO  DMEBRGD
@ lep8s ®IeOAjOmIM)  MIdB 210 @ §  Qale@OINeNnmM alaflw

& 2000wt amlealnn nyal(areg MIOMA o §.21Q MM M6 enIdd 213 B

9 lCWIN 186)M® .
(=
=2 2=

Steps to create Chart

1.0pen libre Office calc Application—> office> Libreoffice calc

2. Data entry( Wwo9 G(OG)JQ:HSg(OYO)g:B:)

2. Data selection- (DJa0l@ ©UWDOa[60MeNE AflOIEEBY GRSEEI®  OMVE)EWD
OO ©OEDMS) HE)) B>

3. Ribbon M1MYo insert Tab  w()S)OM GEMEWIR(AIW 21dBF A EHEVDOS)HE M

(column,line,bar, scatter etc).@Q (L0 | AW aflaueessvd M@ H>) &>
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Chapter -5
ACCOUNTING SOFTWARE PACKAGE -GNUKHATA
£lm e om

Commonly used accounting Software

GNUKhata, SAP,tatEx, Peachtree, DacEasy, Tally, freshbooks, Quickbooks, wave, profit etc.
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GNUKHATA (£1m 01010)

Double entry book keeping system o@® @RSIMuOdIMAdES] ©EI0I861W588 60
TMUIO(ID TVIRM| GREOVNE6BE GMVIAIQONIW®D ( Free and open source software-FOSS)GREM

glm JJ6LDQOD. International Centre for free and open source software (ICFOSS) af)am

MNdaIMORAIW] MWaD&®1a)) Digital Freedom Foundation @@6em_GNUKHATA &6 ©)alo

MO S 1 O.

Features of GNUKHATA

1. 0OMID) MVIRM| MVIM(TD CRHODNE 1683 Ml ONIWD CREM
2. Double entry book keeping system @@ @RS 1MOdIMAIHS | OQDOIS6 W88 I6M
3. ledgers, Trial balance, Profit and loss account Balance sheet @gSGGB’] n.@)%:) VIO |
016a]o0R B0 MPINIGOIM &< lwm
4. QLD 2O 0d enile)d(d @S6BE1® GO M) GWIdh |JOAMBMd ERG emailomdao
M & 1660
5.Password security, Data audit @S6031@ MV EHHD AIMBEMWEBBMD HUDOA|SOMIND ¥ 1W)o

6. MW SQlod MImMyo WIQIMMd  import and export ©.21QJIMD &Y l™yo

RUN GNUKHATA

Applications=> office> GNUkhata
CREATE ORGANISATION

The first step in operating GNUKHATA is to create organization.

To Create organization Click on Create Organisation

While creating organization the following details are required

1. Organisation Name: MO MO 11 Gal® M@ &) H

2. Case: Gal@1MAO BalRo MIONYo AIQIM Qale@OIUW 1B
Optons: As -is (630) AdQN o e D |@ ), upper case, lower case or Title case

3. Organisation Type:- MUNdaIMOD M0 ®®o ( Profit making or Not for Profit)

4. Financial Year: QUOMIOM & QUG Ho @ROoE1L)M WM .closing date MICAW®D
QU)o

5. Select the mode of accounting:GNUKHATA 4.25 offers four options. They are
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Accounting only,Accounting with invoicing, invoicing with bill wise accounting,

Inventory with invoicing and billwise accounting

Creating Admin

There are four levels of users in GNUKHATA They are Admin, manager, Operator and
Internal auditor. admin @RI caPWIM 02YIM SBEIWDES) AI(OED
Grwlsd0meg). ceeaialem  MlAemad®ie ©)alle:dleeeme. GR@IMIW]
username, password, Confirm password, Security question , answer to security question n.Q)(TTﬂO_I

Mm@ el (Save) .21Qj6Mo.

Account Group : VAM (VIBINIMEE QLIWRMHGOS dhJ3OMM account group  af)am

alO®@M.

GRO

UPS AND SUB GROUPS IN GNUKHATA

GNUKHATA 4.25 @ 13 predefined account groups QGTFE'?. @(Dﬂ«)‘l 9 n.(DGZBo enideInmy

A1Q20®)0 4 af)eo Profit & Loss or Income and Expenditure 20®@o UMWOa]S 1@ 1H6aM;.

Balance sheet Groups

SI. No Group Name Sub Group Name

1 Fixed assets Buildings , Furniture, land, Plant & machinery

2 Investments Investments in bank FD, Investment in shares and debentures

3 Loans (Assets) None

4 Loans (Liability) Secured, unsecured

5 Current assets Bank, cash, inventory,, loans & advance, sundry debtors,

6 Capital/Corpus None

7 Reserves None

8 Current Liability Provisions, Sundry creditors for expenses, Sundry creditors for
purchases

9 Miscellaneous Expenses(assets) None

P& L / Income and Expenditure account Groups

SI. No Group Name Sub Group Name

1 Direct Income None

2 Direct expenses None

3 Indirect income None

4 Indirect Expenses None

Items under:

.Direct Income > sales,purchase return, fees from client P&L or income and Expenditure etc.

Direct

expenses: -purchase,sales return,wages, factory lighting,carriage inwards,

consu

mables, opening stock,import duty,octori,

Indirect Income: rent received, dividend received etc.
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Indirect Incomes:- salary, office expenses,interest on loan, depreciation ,rent etc

SYSTEM GENERATED LEDGER ACCOUNTS ( Gnukhata 4.25)

These accounts are automatically created. @)@ modify 6 21QJ2EMD mua']ﬁ]‘ﬂoacma cﬁo':ﬂ(!)ﬂ%

SI No Account Name Group Name Sub group Name
1 Closing stock Current assets Inventory
2 Opening stock Direct expenses None
3 Profit & Loss account or | Direct Income None
Income and Expenditure
account
4 Stock at the beginning Current assets Inventory

LEDGER CREATION (621)2d (O&ojlcﬁa(omo)

In GNUKHATA an account itself is called Ledger. Assets, capital, Liabilities, Expenditure, Revenues

ORs6BR 1 BRAOVENE (NJaldds) &l¥lan@lgoem allaflw eaiuind GoeODMSYH:0d
©Q ol @166 M@

Master-> Create Account

Ledger account creation screen @ MICYa]OW)M aflcueessvd QGTBU

a. Group Name- select group name
b. Sub Group Name- select sub group
c. Account Name: enter account Name

d. Opening balance :enter opening balance if any click save

DISPLAY LEDGER ACCOUNT

REPORT-> ledger-> account Name=> Select the name of ledger->view
EDITING LEDGER ACCOUNT

MASTER-> EDIT Account
Account name, opening balance coﬂmgmao. m@)am(o% Group, subgroup n.@)(m’]()_l cm’]mgmomom’]%

DELETING A LEDGER ACCOUNT

Master = Edit Account-> Select ledger-> Delete
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GNUKHATA (LI@GAN @QDOIEO0a]S UD2JO)HGR0, (UD2JB GOS0 w1588

QRIWRD GREO VNS B8R0 BF 1NUD$0IM &Y 1w)e e

VOUCHER ENTRY

MIMUOD | @SaldYM0d UV YNBUWD Hale®IN]a] GOEUNL]SOMM@IEN  UD2)d

ag)ad(s]

TYPE OF VOUCHERS GNUKHATA

Voucher Used to Record Function
Type Key
Receipts | al6MAIGWI  0.2l80CWI HBB QAUOORHWD GOEUOA|SOMIMD | F4
(Receipts of cash/ cheque)
Payments | GM@1GSD DB AULICWI OB 0.218INRGBWD  GOEIOAIS)OMOIM( | F5

payments made by cash or bank)

Sales &0  @REWI  HSAICWI 988 fg)d Ao m®)o | F6
G(OG).IG)HSJ(OYG)D(TD ( recording cash and credit sales)

Purchase &0  @REWI HSAIEWI 988 (g0 UIBBER®:E)o | F7
G(OG).IG)HSJ(OYG)D(TD ( recording cash and credit Purchases)

Contra MBI  aleMo  MlesHallenymmieo  alflmielleemm)o | Fs
GREUOA|SOMIM . B©) ndEIM MlMe BOQIR) enId®slcals:
aléMo  00HAIQo  6.21QYMOY0,dh I  0alQ] & fdaHlcalss
@2QM® 1Mo

Journal O1R)O0@ ofMES1eHd, GeWRM 0amMO M1 & | F9
(SOMMadd af)MES|HWDd , Mile GRMMI&HU (Fixed assets)
HSOD M) aper)mMoe  Alldean)mm)o ag)amla
CEUAA SOOI

Sales Return | &QUAB @1@12)) MOH 1@ 21086 AOIEEEBMD GOINAISOMIMD | Ctrl+1

Purchase afloeemeedom ®@0le) MMH1® 20086  aflueedsud | Ctrl+2

Return G(‘OQ.IG)HS%UYO)D(TT) ( return of goods to supplier)

CreditNote | 63 SAUAG @M @AHOIMBE M)HWIM BOOT (UOEMIM Ctrl +3

DebitNote | 8@} IOEMINIOM  0HIS;O0) OALOIMBS OB | Ctrl +4
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| | #2001 AUIQ)OmO

FINDING/EDITING VOUCHER ENTRY
©1@)eOmens (DD &Hens)alls]ee)s

Step 1: VOUCHER-> Find/ Edit Voucher
Step 2: 818§ 0@ n()OOE: 18130 AIMBEMWEIBUD Oale®IN]a] OMA.2] 621D MIC G

22MBEMUMOD 1M ANEW®AIW af)e)d UV RBGe M (@IMI0 emgleond AU®go.
Step 3: @ 1©OM@ GROUWDJAIW ENSa IS AMAOAEMMSOD) enter key press 6.21Q) ).
Step 4: click edit button. @RCD§AIW O |QOMERSUD AUBYOOYE. GTVAT (save) 0.21Q))d:.

DELETE A VOUCHER ENTRY

DELETE 6.216QI6N8 (D 2Jd B 6n8)at1s186)d

VOUCHER -> FIND/DELETE VOUCHER. DELETE BUTTON press 6.21Q)d»

CHAPTER -6

DATABASE MANAGEMENT STSTEM FOR ACCOUNTING

Database/datasource: al@Mal®o MNIMDERSS B0) &S0 1NIPMBEeS GalEAdEM
Database. Database @ (1E6BRGD table @R Ig06M cweU®]2)y Alaflg88@. allaflw

O lEBIBMISODHS) BRAUNIMEE IlAIEEBY ®WOMA®o AIElHN)AIdM  database

Mand®]enmy. eflooud adadlmled  wiQienimlom  wdQ  GMIFSM (data source)
af)M)o alO@)@M,). Libre office Base, MS Access , Oracle, SQL server ,Sybase, IBMDB2,
05683 1@ UWOAM [ IWIMAa]S WIQIGMNIM GMIIFONUIWA o 1d6H0RHW.( database is
an organized collection of data)

DBMS (Database Management System)

WIQGENIM  Jaild@le0)A1dMe  @ICME  6.21QRAIDMP0  MoEH 1HOUIMo
M@ 186)UIMe Hale@OINTENM EMIIGaNIWd @en DBMS. (DBMS allows the

creation, storage, updation and maintenance and administration of database) Database

backend software (GngTﬁ

Advantages of DBMS

Prepared by: JOHNSON KOSHY, HSST COMMERCE, GOVT. HSS KALLAR, IDUKKI Page 20



1. Redundancy ( Duplication) in stored data can be reduced.

2. DBMS Provides data integrity

3. Provides data security

4. Provides sharing of data.
Field: W2Q 6006UR186IMBE QR0 62101 @eMIQI6N fl@ ).
Record: A record is a collection of related field

File: A file is a collection of record.

Entity: @Q) amoyeegl@dmlmpe caddmIclal ammlensndmd &HFl)m oy
I o)flom®;o entity )M alO®)@M.
Attributes: nO@&1alo entity O® MoIMW]2)388 BS;OC UM OO DS GO 16M
Attribute )M alOM@)M.Entitiy @65 MOIEWRHOE0d @REN attributes.

Eg: height, weight, Date of birth n.Q)(TT)’]O_I person a(j)(M entity @S attributes GRem.

Examples of entity and attributes

Entity Attributes
Employee personal details - Name, Designation, Location
Employee Pay - Basic Pay, DA, HRA, CCA, Ta, PF
Account - Account No, Name, Debit amount, Credit amount, Narration, prepared by

Tuple: relation 621 row 6@ Tuple ag)cmg alO@mM,.
Attribute :3@) relation 621 column (6&28683608) attributes o)M alO®)M). GDO) entity
@,;0S properties @RENM.

Primary _Key(ldentifier): @@ esenflgloal @RUARO®EOIO® (unique) attribute  OM

mg-aila {1660 key GREN 06(IAO] &.

Secondary Key: aamlod #s;0@ “tuples’ ®1012j01@I0d Qale@Onleenm &1 Gren

secondary ).

SQL (Structured Query Language) : SQL is used to update, insert and delete a stored database.

Libre office base

Al CLEL®D186)IdM)o mealenyanmoe  ,  malléedlenaiomoe

@R J2YBBGa I a)S)MaICIN]HNNIIMI0 Daldh®1HOM 3@ database ©@R6M Libre
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office BASE. In Libre Office Base data organized in tables. Databases created by Libre Office base are in the

.0odb format

Creation of database in LibreOffice Base

Applications> Office=> LibreOffice Base

Database wizard ©a16@201a] o R@1® AWIQIGENIM) ©Ynlld:@ 18686 Mainlepgao

@O Qaleonlen&Hewd  mlanfle oggm@I®] HM&HS 021 O)

D lCWIN 1B HEW 6210 .

Steps to create database in Libreoffice Base

Step 1: Create Blank database

Step 2: Creation of Tables

Step 3: Creation of Relationship

Step 4: Creation of forms

Step 5 Creation of Quaries

Step 6: Creation of Report

Components of LibreOffice Base

1.

Tables: Tables are the foundation of database. It is the simplest form of data storage.(
esenflglddawrQ @& ®lalead®] AICl®glego (Row) MlEHE1aRMI®]  column
(@2 &@ ) 2fl@1ee)m;)

Queries :lt is used to extract,append and modify data from a database (@&cavs‘fmﬂmg

alaflw  epalnjamsdeammela] wdq afléeime 0.21Q0M0oe  @dQo
QUE)OD)UIMYo MAIS®1E6)UdM0  query MaNdWBeM,).  Mlainile)aa tables

©ale®IN]a] aROIW table HENSIHOIM0 query DYRlIo & 1Wy0)

FOorms The interface that allows the user to input, retrieve and manipulate data. Forms are used to
input data into tables.(a0l@WSBD (WIQ) esNiE)&HE1M 6.2I1BBNM@ M0  @dQo
QUE)ODYM@ IM)o  forms ©aleIwy1eemM;).form is affront end for data entry and

editing.
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4. Reports : presenting the information stored in a database in the required format using queries.(
waQdeeuml@d  mlmye @RI M88 AIlNIEEB®Y af)gaomlcd ammilaide,)m
dlo @@ Query ©ale@d0ila] (a1B® Wla{leeymMmOen 016a 2R d:wd).

CREATING TABLE (¢senilvd m1dex @)

Two ways of creating table are:-
1. Create Table in design View
2. Create table using table wizard
(Table wizard ©al6@OWlajgo eyMaYS] OYI088lw1ge8 ©lolwlc esenflwd

© ol @106)J0)

Creating Table in Design view

wleemad Ay Oale@dwla] esenflglany mldex o)
1. Data Base Pane @ MM Table £166) 6.21Q))d

Database Pane = Table

2. Task area @l@mIm Create Table in design view &l#6) 021914 AleRo®es.work
area @ Wleamm aljyailod )Design View) o @ 1@ esenilod &51gmy

3. awleemm aijaill@ )Design View) Field name, Field Type, Field Description
af)mleasom aay @l wd &Jemdo

esenflglom MR 1018020 20®  allBURBHD  OQIOIES.a0l@W oM

Gl 0D MDDdh)H>.

4. Setting Primary Key
a®) 0led name  @RGEMD 06(iac]) &)(primary key) GResOME® GRO1OM row
sector @ (Ug] mouse right click 621Q@® drop down list @ mlmmyo Primary key
OMRIES 6.21Q))d

5. @PMEWIR(AO® field Type/Data Type &HW @’](oomsgcﬁogce;. Data description

@R §OO®: 10 M@ dh)d>
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6. Description properties @Q L0 Jomaﬂmﬁ M@ HH (it contains four options: entity required,

Length, Default value, Format example)

. esenf1glay ealt@d Mm@ &) el (Save) 0.21Q )b

Data Types In Libre Office BASE.

@I0Y alOWM a(OMB 180 WIQD 06Sa] Qal6@IWafoem LibreOffice BASE Table

@ U O)OB0d C.21BHNMO).

Text(VARCHAR) : entering Alphanumeric data( GR&H6)6838 o GRAHHEBRE o G21dM®)
Memo(LONG VARCHAR): entering large amount of Alphanumeric data ( GRANEBBE o
GREHOEBBG o C21AM®. BlRRIAIW (U 2lHH6BRUD C.21BL6) M M)
Number(NUMERIC) : entering numeric data (@R86)68B0d QMo © S attribute @21 HOIM)
Date/Time: @ @O 1Yo MAWOYo C2lB80IM
Currency : $0MMV] G.a1d66020

Yes/No : ceidgleem audel |3 821R8OHIM (yes/no, true/false, on/off)

Example for field type

FIELD NAME FIELD/DATA TYPE
EMP ID Text[VARCHAR]
EMP NAME Text[VARCHAR]
EMP
DESIGNATION Text[VARCHAR]
EMP DESIGID | Text[VARCHAR]
EMP
EDUCATION Text[VARCHAR]
EMP SEX Text[VARCHAR]
EMP DOB Date[DATE]
EMP SALARY Number[NUMERIC]
EMP BP Number[NUMERIC]
EMP DA Number[NUMERIC]
EMP HRA Number[NUMERIC]
EMP Ph No Text[VARCHAR]
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