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6.3 Financial Ledgers
6.3.1 OEI - Receipts Cash Book
6.3.1.1 Entry
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Guidelines:

· Entry can be made for one DD or for a bunch of DD's. In case of bunch of DD's, DD Number & Date are Bank slip No & Date
· Bank Name column can be user’s choice like SBH, SBI, AB, etc 
· Multiple boxes appear for entering more than one party. Total amount paid to all parties should be accounted for Cr./Dr. details

· Brief details of the voucher can be entered in Particulars column
· In case of IOR, the number and date must be as given by sender

· There will be only one Debit entry for each voucher

· If required, more than one MLS wise Credit entries can be made - additional boxes will appear
Procedure for acknowledging IOR:

At Corporate Office:

Debit to the bank of Head Office

Credit to concerned IOR DIS OUT Account Head of the sending district
At Zonal Offices and districts:

Debit to the bank of receiving district
Credit to concerned IOR IN DIS Account Head of the receiving district
Error Messages:

Not Valid User  ( Enter correct User id & password

Party Code Not Found ( Enter the correct party code as per party master

Account not found (Enter the correct Account Head as per Accounts master
District/MLS Code not found ( MLS code does not belong to the district

District/Mandal Code not found ( Mandal Code does not belong to the district

Date out of Range ( All dates must be between 01/01/2004 and 30/12/2008

DD No/Date Duplicate ( Duplicate DD (Number + date) is not allowed

Sample Vouchers:

6.3.1.2 Check List
 Andhra Pradesh State Civil Supplies Corporation Ltd.

                        OE-I Receipts Cash Book

                         Checklist for 01/03/2005
District:03 VISHAKAPATNAM 
MLS Code:All
	VR.NO
	VR. DATE
	MANDAL CODE
	MANDAL NAME
	MLS CODE
	MLS NAME
	DD/SLIP NO
	DD/SLIP DATE
	BANK NAME
	IOR No.
	IOR DATE
	IOR FROM


	PARTICULARS
	PARTY CODE
	PARTY NAME
	PARTY AMOUNT
	Dr.HEAD
	Dr.HEAD DESC
	Dr.AMOUNT
	Cr.HEAD
	Cr.HEAD DESC
	Cr.AMOUNT


6.3.1.3 Receipts Cash Book
Andhra Pradesh State Civil Supplies Corporation Ltd.

           OE-I Receipts Cash Book for March,2005
District:03 VISHAKAPATNAM 
MLS Code:All
	VR.NO
	VR. DATE
	MANDAL CODE
	MANDAL NAME
	MLS CODE
	MLS NAME
	DD/SLIP NO
	DD/SLIP DATE
	BANK NAME
	IOR No.
	IOR DATE
	IOR FROM


	PARTICULARS
	PARTY CODE
	PARTY NAME
	PARTY AMOUNT
	Dr.HEAD
	Dr.HEAD DESC
	Dr.AMOUNT
	Cr.HEAD
	Cr.HEAD DESC
	Cr.AMOUNT


6.3.1.4 Posting sheet
                                Andhra Pradesh State Civil Supplies Corporation Ltd.

                               OE-I Receipts Cash Book - Posting Sheet for March,2005

  District:03 VISHAKAPATNAM 
	ACCOUNT HEAD
	DESCRIPTION
	DR.AMOUNT
	CR.AMOUNT

	
	
	
	

	
	TOTAL
	
	


6.3.1.5 IOR Statement
           Andhra Pradesh State Civil Supplies Corporation Ltd.

                 I.O.R (Transfer-In) Particulars for March,2005

District:03 VISHAKAPATNAM 
	RECEIVED FROM
	IOR.NO
	IOR.DATE
	HEAD.DESC
	AMOUNT(RS.PS)


6.3.1.6 a Pay in Slip

                    Andhra Pradesh State Civil Supplies Corporation Ltd.

                                                        Pay-in-Slip

District:03 VISHAKAPATNAM 
Account No.: 130501040 S B I C/A - VISHAKAPATNAM 
Bank Name     : SBH
	S.NO.
	DD NUMBER
	DD DATE
	VOUCHER NO.
	MLS POINT
	AMOUNT

	
	
	
	
	
	

	 
	 
	 
	 
	TOTAL
	


6.3.2 OEII - Payment Cash Book
6.3.1.1 Entry
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Guidelines:

· Cheque No. is TT No. given by bank in case of IOR

· If purchase is done before OE-II, enter respective OE-IV voucher No.
· Entry can be made for one cheque and multiple parties. 

· Multiple boxes appear for entering more than one party. Total amount paid to all parties should be accounted for Cr./Dr. details

· Brief details of the voucher can be entered in Particulars column
· In case of IOR, the number must be unique in a financial year

· Multiple boxes appear for entering Dr. and Cr. Details.

Procedure for sending IOR by Corporate Office:

Debit to IOR DIS IN Account Head of the receiving district
Credit to the bank of Head Office

Error Messages:

Not Valid User  ( Enter correct User id & password

Party Code Not Found ( Enter the correct party code as per party master

Account not found (Enter the correct Account Head as per Accounts master
District Code not found ( Enter District code not as per districts master

Date out of Range ( All dates must be between 01/01/2004 and 30/12/2008

Cheque No/Date Duplicate ( Same Cheque/TT no. in one day is not allowed

Online Help:
For help on OE-IV Voucher No., enter OE-IV date and click on V.No.(OE-IV)
Sample Vouchers:

6.3.1.2 Check list
         Andhra Pradesh State Civil Supplies Corporation Ltd.

                         OE-II Payments Cash Book

                             Checklist for 01/03/2005
District:03 VISHAKAPATNAM 
	VR.NO
	VR. DATE
	CHEQUE/TT NO
	CHEQUE/TT DATE
	OE-IV VR.NO.
	PARTICULARS
	IOR No.
	IOR DATE


	PARTY CODE
	PARTY NAME
	PARTY AMOUNT
	Dr.HEAD
	Dr.HEAD DESC
	Dr.AMOUNT
	Cr.HEAD
	Cr.HEAD DESC
	Cr.AMOUNT


6.3.1.3 Payments Cash Book
         Andhra Pradesh State Civil Supplies Corporation Ltd.

                         OE-II Payments Cash Book for March, 2005
District:03 VISHAKAPATNAM 
	VR.NO
	VR. DATE
	CHEQUE/TT NO
	CHEQUE/TT DATE
	OE-IV VR.NO.
	PARTICULARS
	IOR No.
	IOR DATE


	PARTY CODE
	PARTY NAME
	PARTY AMOUNT
	Dr.HEAD
	Dr.HEAD DESC
	Dr.AMOUNT
	Cr.HEAD
	Cr.HEAD DESC
	Cr.AMOUNT


6.3.1.4 Posting sheet
                             Andhra Pradesh State Civil Supplies Corporation Ltd.

                        OE-II Payments Cash Book – Posting Sheet for March, 2005
  District:03 VISHAKAPATNAM 
	ACCOUNT HEAD
	DESCRIPTION
	DR.AMOUNT
	CR.AMOUNT

	
	
	
	

	
	TOTAL
	
	


6.3.1.5 IOR Statement

Andhra Pradesh State Civil Supplies Corporation Ltd.

I.O.R (Transfer-Out) Particulars for March,2005

District:03 VISHAKAPATNAM
	SENT TO
	IOR.DATE
	IOR.NO
	HEAD.DESC
	AMOUNT(RS.PS)


Bottom of Form

6.3.2 OEIII - Petty Cash Book
6.3.2.1 Entry
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Guidelines:

· Voucher Number is compulsory – prefix it by your district code
· No back date entry is allowed for Petty Cash Control Account Head. For example once an entry is made of 12/01/2005, another voucher dated 11/01/2005 cannot be entered.
· Brief details of the voucher can be entered in Particulars column

· Multiple Cr./Dr. allowed – up to a maximum of 15
Error Messages:

Not Valid User ( Enter correct User id & password

Party Code Not Found ( Party code not found in party master

Account not found ( Account No. not found in Account Master

District Code not Found ( District Code not found in master

Date out of Range  (Date should be in 01/01/2004 to 30/12/2008

District/V. No.(oe3) Duplicate ( Voucher Number should be unique

Voucher No inconsistent (Vr. Nos. consistency lost. Inform Administrator

Dist/V. No/Accnt Duplicate ( Account head should not be repeated again in Cr./Dr in same voucher
Sample Vouchers:

6.3.2.2 Check List
Andhra Pradesh State Civil Supplies Corporation Ltd.

OE-III Petty Cash Book

Checklist for 01/03/2005

District:03 VISHAKAPATNAM 
	VR.NO
	VR. DATE
	PARTY CODE
	PARTY NAME
	PARTICULARS
	Cr. 
HEAD
	Cr. HEAD DESC
	Cr. AMOUNT
	Dr. 
HEAD
	Dr.HEAD DESC
	Dr.
AMOUNT


6.3.2.3 Petty Cash Book
Andhra Pradesh State Civil Supplies Corporation Ltd.

OE-III Petty Cash Book for March,2005
District:03 VISHAKAPATNAM 
	VR.NO
	VR. DATE
	PARTY CODE
	PARTY NAME
	PARTICULARS
	Cr. 
HEAD
	Cr. HEAD DESC
	Cr. AMOUNT
	Dr. 
HEAD
	Dr.HEAD DESC
	Dr.
AMOUNT


Bottom of Form

6.3.2.4 Posting sheet

Andhra Pradesh State Civil Supplies Corporation Ltd.

OE-III Petty Cash Book - Posting Sheet for March, 2005
  District:03 VISHAKAPATNAM 
	ACCOUNT HEAD
	DESCRIPTION
	DR.AMOUNT
	CR.AMOUNT

	
	
	
	

	
	TOTAL
	
	


6.3.3 OEIX – Journal
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6.3.3.1 Entry
Guidelines:

· Voucher Number is compulsory – prefix it by your district code
· Brief details (up to 800 characters) can be entered in Particulars
· Reference to other vouchers may be giving voucher and book No.

· In case IOG/IOCPF is sent, enter a unique IOG/IOCPF No. (Unique in a financial year), IOG/IOCPF date and ‘Sent To’ district code.

· In case IOG/IOCPF is received, enter the IOG/IOCPF No. & date as given by the sender, and ‘Rcvd.From’ district code.

· Multiple Cr./Dr. allowed – additional boxes appear as you enter
Error Messages:

Not Valid User ( Enter correct User id & password

Party Code Not Found ( Party code not found in party master

Account not found ( Account No. not found in Account Master

District Code not Found ( District Code not found in master

Date out of Range  (Date should be in 01/01/2004 to 30/12/2008

District/V. No.(oe9) Duplicate ( Voucher Number should be unique

Voucher No inconsistent (Vr. Nos. consistency lost. Inform Administrator

Dist/V. No/Accnt Duplicate ( Account head should not be repeated again in Cr./Dr in same voucher
Sample Vouchers:
6.3.3.2 Check List
                  Andhra Pradesh State Civil Supplies Corporation Ltd.

                                                   OE-IX Journal

                                           Checklist for 01/03/2005
District:03 VISHAKAPATNAM
	VR.NO
	VR. DATE
	O.B.VOUCHER
	PARTY NAME
	PARTICULARS
	IOG No. and DATE
	IOG RCVD FROM
	IOG SENT BY


	IOCPF No. and DATE
	IOCPF RCVD FROM
	IOCPF SENT BY
	Dr.HEAD
	Dr.HEAD DESC
	Dr.AMOUNT
	Cr.HEAD
	Cr.HEAD DESC
	Cr.AMOUNT


6.3.3.3 Journal
                  Andhra Pradesh State Civil Supplies Corporation Ltd.

                           OE-IX Journal for the month of March,2005
District:03 VISHAKAPATNAM
	VR.NO
	VR. DATE
	O.B.VOUCHER
	PARTY NAME
	PARTICULARS
	IOG No. and DATE
	IOG RCVD FROM
	IOG SENT BY


	IOCPF No. and DATE
	IOCPF RCVD FROM
	IOCPF SENT BY
	Dr.HEAD
	Dr.HEAD DESC
	Dr.AMOUNT
	Cr.HEAD
	Cr.HEAD DESC
	Cr.AMOUNT


6.3.4 General Ledger
Format with sample data is shown below for easy understanding.

                           Andhra Pradesh State Civil Supplies Corporation Ltd.

                                  General Ledger from April, 2005 to March, 2006
District        : 03 VISHAKAPATNAM 
Account No.: 060104076 EXCESS COLLECTIONS 
	TYPE
	MONTH/YEAR
	REFERENCE
	DR. AMOUNT
	CR. AMOUNT
	DR./CR.
	AMOUNT

	OB
	04/2005
	OE5 LEDGER
	0.00
	5000.20
	 
	 

	 
	05/2005
	OE5 LEDGER
	0.00
	750.50
	 
	 

	 
	06/2005
	OE5 LEDGER
	0.00
	250.05
	 
	 

	 
	 
	 
	 
	NET BALANCE
	CR
	6000.75


On clicking the underlined MONTH/YEAR, another report appears showing all the vouchers mentioned in the REFERENCE column (in this case OE5 LEDGER) for the selected MONTH/YEAR where above Account No. (in this case, 060104076 EXCESS COLLECTIONS)  is operated in Cr./Dr., as applicable. (In this case, all amounts are under Cr. Column)

6.3.5 Subsidiary Ledger
Format with sample data is given below for easy understanding.
                                Andhra Pradesh State Civil Supplies Corporation Ltd.

                                                 Subsidiary Ledger for March, 2005

District        : 03 VISHAKAPATNAM 
Party            : 99 OTHERS 
Account No.: 610101020 SALES WHEAT 
	DATE
	PARTICULARS
	BOOK OF O.E
	REF.NO.
	DR. AMOUNT
	CR. AMOUNT
	DR./CR.
	BALANCE

	05/03/2005
	Rice,Sugar,Wheat
	OE5 LEDGER
	R.O. 598414/0
	0.00
	19750.00
	 
	 

	08/03/2005
	Rice,Sugar,Wheat
	OE5 LEDGER
	R.O. 598415/0
	0.00
	10250.00
	 
	 

	 
	 
	 
	 
	 
	NET BALANCE
	CR
	30000.00
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