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6.1 Administration Tools

6.1.1 Add User
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Note: To add a user, the master password must be known. Level means 1 in case of state-wide user, 2 in case of district user and 3 in case of MLS point user. 

6.1.2 Delete User
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Note: To delete a user, the master password must be known.

6.1.3 Change User Password
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6.1.4 Petty Cash O.B.
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This option MUST be used when the software is used for the first time. Thereafter, the software will automatically maintain the PCC balances between OE-II and OE-III. 

6.1.5 Opening Balances
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All the opening balances for different heads of accounts are entered here. This is done at the beginning of financial year or whenever a correction is necessary to the OBs already entered. The petty cash OB also must be entered here.

6.1.6 Freeze a Financial Year
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Once a financial year’s books are scrutinised and further additions or alterations are not to be allowed in Books of original entries, this option must be used. The freezing of a year’s ledgers is done book-by-book with respect to a date. The user may allow vouchers to be entered even after freezing to users of Level 1 or not to allow anyone. Once a ledger is freezed, vouchers before that date cannot be saved.

6.1.7 Build Script Files
This option MUST be clicked whenever any additions or modifications are done to master data (all options of ‘Standard Directories’). The new master codes will become operational only when this option is clicked. When clicked, a message ‘Script file build successfully’ is displayed on the monitor. 

 Release Date: 01/06/2005                             Version No.: 1.2                                          Copy No.: 1


