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Chapter 5   General Operating Instructions
5.1 Common features

· The software can be accessed using internet explorer with URL http://jwst.ap.nic.in/csc
· To access the software, users must have a valid user-id and password

· After successful login, following menu will appear 

	Administration Tools

	Add User

	Delete User

	Change User Password

	Petty Cash O.B.

	Opening Balances

	Freeze a Financial Year

	Build Script Files

	Standard Directories

	Districts

	Mandals

	Accounts Numbers

	Banks

	Parties/Suppliers

	Commodities

	MLS Points,Godowns,PPCs,etc

	Financial Ledgers

	OEI - Receipts Cash Book

	Entry

	Check List

	Receipts Cash Book

	Posting sheet

	IOR Statement

	Pay in Slip

	OEII - Payment Cash Book

	Entry

	Check list

	Payments Cash Book

	Posting sheet

	IOR Statement

	OEIII - Petty Cash Book 

	Entry

	Check List

	Petty Cash Book

	Posting sheet

	OEIX - Journal

	Entry

	Check List

	Journal

	General Ledger

	Subsidiary Ledger


	Stock Ledgers

	OEIV - Purchase Day Book

	Rice, Sugar,Oth.Commodities Entry

	Paddy Procurement Entry

	Maize Procurement Entry

	Purchase Day Book

	Posting Sheet

	MLS Wise Purchases

	Rate Wise Analysis

	OEV - Sales Day Book

	Entry

	Sales Day Book

	Posting Sheet

	MLS Wise Summary

	Rate Wise Analysis                                                                                                                                 

	Stock Movement

	Stock Movement

	OEVII – Transfer-Out(Outside Dist.)

	OEVII – Transfer-Out(Within Dist.)

	OEVI – Transfer-In

	Stock Movement

	Stock Ledger

	Entry

	Stock Ledger Summary

	Consolidation

	Bill Details

	Bill Generation

	MIS Reports

	IORs Received for Ack.

	IOGs Received for Ack.

	IOCPFs Received for Ack.

	Account Head Balances

	Cash Balances

	View Vouchers

	Stock Movement Summary

	Trial Balance

	Grouping

	Schedules

	Profit & Loss Account

	Balance Sheet

	Zero Accounts

	Bank Reconciliation


· To log-off from the software, the browser window must be closed.

· To visit previous screen, press the ‘Back’ button of the browser.

· To visit next screen, press the ‘Forward’ button of the browser.

· ‘Save’ button actually saves the entered data. The information showing the success or failure of saving the data is shown in another browser window.

·  ‘Clear’ button clears all columns of the entry form. However, in certain cases, account heads, district codes, etc are not cleared for user convenience.

· ‘Clear Cr/Dr’ button clears the Cr and Dr entries only.

· ‘Exit’ button closes the entry form and the main menu is displayed on the screen.

· All errors messages are shown in red colour and all successful save messages are shown in green colour.

· All the dates must be entered in the format DD/MM/YYYY. For example, 3rd April, 2005 must be entered as 03/04/2005.

· To access help on codes while entering data, underlined items are to be clicked. This will pop-up another window showing respective code, description, etc. For example, on clicking MLS Code, MLS codes and names of the respective district are shown in another window.

· Total Cr and Total Dr MUST tally in all vouchers.

· On Clicking ‘Save’ button, data is first verified by the software for accuracy in data, date, codes, etc. The data is then saved and relevant details are displayed in another window. If any error occurs, messages appear in red colour otherwise in green colour.

· ‘Show in Excel Format’ button will display reports in MS-Excel format and ‘Show in HTML Format’ will display in HTML format.

· If the message ‘Could not get correct Login Information or 
Enable Cookies and login again‘ appears on the screen,  either the Cookies are not enabled in your browser or a time-out has occurred. In case of former problem, enable the cookies and try again. In case of latter, login again with your user-id and password.Bottom of Form
· All yellow coloured boxes are compulsory.

· If voucher Number is optional, a computer generated number will be displayed after saving. If it mandatory, you have to give the voucher number prefixed with your district code.
· Voucher Date is the date of transaction and in DD/MM/YYYY format
· Party Code is 99 for other parties and the party name can be changed.
· Once a voucher is saved, Modifications/deletions are not allowed. All corrections in OEI, OEII and OEIII should be entered through OEIX – Journal entry only. In case of purchases, sales and movements, refer respective topics of this document for modifications/cancellations.

· All underlined items in the entry screens provide additional help. Click the underlined item to get a help window. Click desired item in the help window. The item will be pasted to your entry screen. To get specific help enter the part of the name in text box.
· For party Name & MLS code Enter part of Name

· For A/C Head enter part of Account Head Number (Account codes description text box is only for help)
· For Commodity Name, Enter part of Name

· For Godowns, enter part of the name
· Quantities should be entered in the following fashion.

1) If Units are MTS (metric tons), format is TTT.KKK.GGG, where TTT is tons, KKK is kilograms and GGG is grams. For example, enter 20.300.090 for 20 tons, 300 KGs and 90 Grams. Similarly, 0.422.0 means 422 KGs, 0.0.200 means 200 Grams.
2) If Units are KLS(Kilolitres), format is KKK.LLL.MMM, where KKK is Kilolitres, LLL is litres and MMM is Millilitres. For example, enter 20.300.090 for 20 KLs, 300 litres and 90 MLs. Similarly, 0.422.0 means 422 Litres, 0.0.200 means 200 MLs.

3) If Units are NOS(Numbers/packets), enter actual figure without any decimal point.

· All Amounts/costs are to be entered in Rupees and Paise. Eg. 23.45
5.2 User Administration

In order to use the software for the first time, following are necessary:

· All valid users of the software must be provided with user-id, password

· Each user must be categorized as level 1 in case of state-wide user, 2 in case of district user and 3 in case of MLS point user).

· Login as user-id ‘master’ and password ‘super’. Create all valid users from the ‘Administration Tools ( Add User’ menu option. 
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