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Getting Started

Reporter Software install ¥ Faios
1. Reporter install FI1F T 3@ @S TeqErs el 5 3@ Retw

TISAETS FE fAq)

2. GIGAEG 63T TIRAD (Windows FFICTIR) fFF @ I FF41

3. Q3T AR I 932 3EIE s IR 993 (Copy-Paste IX) afg F@
Next J15C f$% FFq

4. I Install IO FF FIET ITTENA OF @ TE!

5. IPLEHA I Finish I0A 3 FF4

Reporter Software 9 log in F4I9 “I&fos

R

1. Desktop 9 tod zeFt Reporter JI€IRURCIEL % P

2. Sign In 9 click Al
3. Username YR Password type 9 Sign In $F4|

(Default Username: ‘admin’, Password: ‘a1b2c3’)

Q& qIFTT TSI default username & password. FIA BIRCT ([ICPIA TN Side Menu
00 Change Password option 9 [T password 17 change 3 [Ato 7FEA/

Setting Up

Reporter IJIAEH PO AAANE FEPIL LI AFATA FICO AT | I (Tl

o STTDSIIIET Settings FATPNNT F1,
e Customer List (oq1 T QI
o Item List COq1 T

A TF @ G AT Invoice (01 FIO AFEA G2 Customer 93 C1ST
Payment Entry 900 AEA|




Settings AT 1
Settings PARPNE FHF &) TAET OFSCE Entry FA|

e Company information

o Item Category

e Unit of Measure

e Representative person

e Payment Term

e Tax Rule

e Transaction SRS ID number 99 format

@0 OIPTR Entry $I19 &0 G (193 7T

Company Information Entry 914 Aalo:
1. Top Menu (9O Settings 9 click Al

& Back = Forward 2 Refresh

Company

2. Company select sl
. Edit 9 click <4l
4. AR AfSDF RIS BUET W@ oid1 QUi SWFHF Sample Data 7 @df,
AN Qe Edit S A1
5. Save 9 click Al

Company Logo set FFIF & \E 95 5T 9 click FET ITNT Logo File 17 Select P57/
G logo RINF AT T image file 7' select PIIT OIF Hejght 75px I3 Width 130px 97
§CT RO T/




Item Category Entry $I9 “I@io:
ity I Item T Product @ETicE [RFSq Category (0 ©fSf G T BIF OIRCE
Category UF AT FPLSIIIE Set ICF YO I | Item Categories entry T SAJ

1. Top Menu (O Settings 9 click Pdl
2. Sales select <Al
3. Item Category 9 click Al

4 Back - Forward < Refresh

Company Setup Data

Sales
Item Category

Backup

Unit of Measure

Representative Person

Payment Term

Tax Rule

4, Item Q¥ &7 IR0 Category BT 9T G FE entry P4

Mame Status

category A I |

categaory B o

Entry P19 TFF Status 97 9T 10 1A Entry [0 Active RTIT Set P

Unit of Measure Entry $913 &fo:

A DA Item @ @ @ unit 9 [E FIET I3, unit 9ET Software G GT6 FICO
RE | @A AT box, kg Zi@{% Unit of Measure 3311 set 3@ @RI Si#ifq wisArs
Item & & @ unit 9 R FIEA G1R unit 9T 941E G5 @ A4

Unit of Measure entry 1 &dJs

1. Settings screen 9 Sales tab select <PseAl
2. Unit of Measure 9 click ¥dl




4 Back = Forward < Refresh

Setup Data
Sales
Iltem Category

Backuy
F Unit of Measure

Representative Person
Payment Term

Tax Rule

3. Item 9% &Y FIZ0  Unit of Measure ST T 9T T entry FA|

Name / AT Status

Entry P19 TFF Status 97 IF 10 A3 Entry 7 Active RTIT Set P

Representative Person Entry $4I9 alo:
SIAART I I A Sales IR A I TR Sales Invoice (091 FIRA OITHE
YTl Representative Person 23 set I WAl

Representative entry 1 SdJe

1. Settings screen 9 Sales tab select <PseAl|
2. Representative Person 9 click Al
3. Representative Person (M3 A1F 0 9F0 F@ entry FFA!

Mame Status

FP-1 [w#]

RP-2 [+

Entry 317 5TF3 Status 97 ¢ [0F [7¢3 Entry 7 Active [R3TTF Set T




Payment Term Entry $919 @03
Payment Terms ¢ S IO @ Invoice (OFIF PO AT J&T Customer (P Payment

f0 Complete FIC0 @I AT 4T GFIEF Payment Terms Set FE IO ANEFA, JMO
F@ Invoice (OIF TIT AP payment term fo apply FC0 AEFI

Payment Term entry 1§ G dJs

1. Settings screen 9 Sales tab select Al
2. Payment Term 9 click $dl

4 Back = Forward =~ Refresh

Setup Data

Item Category
Unit of Measure

Representative Person

Payment Term

Tax Rule

3. Payment Term 43 d1d 43R Due Days 90 GF0 FF entry IFA

MName Days Due Status

]

10 days 10

Status: 43 box 9 TF M Payment Term B Activate A

Name R3IT &7 A1 77 GI6I (icsl SRS Payment Term 00 BAT 13/
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Tax Rule Entry $917 safoe

Tax Rules 9@ AT SEe I Mo @ WA item [ 5797 O Percent Tax apply
PIEA1 QT TP FIYO tax percentage T set IE @) o A1 Mo FG@
Invoice AT TN Wi ARG AFIR Tax % apply FICO AEFA|

Tax Rule entry I &3

1. Settings screen @ Sales tab select Al
2. Tax Rule Q click @1l

4 Back =» Forward = Refresh

Setup Data

Item Category
Unit of Measure
Representative Person

Payment Term

3. P [0 Yo b Tax Percentage U3 &Y U0 I Tax Rule entry FF4

MName Fercentage Status
5% ] [+
10% 10 [+

Name [RT 9F7 1T 77 FbI (704 CET Tax Rule [o¢P &A1 171 GoawT
Percentage column 4 Numeric value faco 3/

Entry 17 T3 Status 97 97 [0F 707 Entry 7 Active R Set T




Transaction SYYCRY ID number 99 format GI6 9 Hafos
Transaction entry FJC1 (& ID Number &TT automatically (673 =, e © & oie®
NI SOI

Prefix Serial Suffix

93 o b 91 4603 value 5 @ ©f A TH0SINE Set @ Mo MREA!
Transactions ID Q¥ Format (6 19 Ta58

1. Settings screen 9 Sales tab select $%dl
2. Transaction ID Formats section 9 &fSf0 transaction U & Prefix, Next Number
R Suffix Entry dI

Transaction ID Formats

Transaction Last ID Prefix | Mext Number Suffix
Invoice Creafion INC-1007 INO- | 1008 I
Fayment Receive | SIF-14 SIP- 15

GaIRFA T2 Invoice ID I3 &7 GIFFI 17 Prefix RO A, Next Number [ReTT 100
GF¢ Suffix ROIF Z T F15, 01T 79707 376 97 ID T A100Z,




Item List COSI 91
Item List (OS1 $91F & &fSf0 Item TPoSIE AfG FI00 @ Item Entry FIF &AL

1. Side Menu R09 Entries 9 click %Al

[tems select Al

New 9 click Al

Item entry T item 93 O Entry FC Save button 9 click 34

W

E New Item Close

MName /=TT I Status Active

Item Category — choose - v Comment

s
Selling Unit I --choose - M

Selling Price

’axablel

Item Category R 1tem 17 & Category 95 JT "3, TG Select 7/
Selling Units RN 1tem 7 Unit 9 RfaF I3 GG select 357/

Selling Price 95 & 3 Item 97 @7 select P57 selling unit 95 regular selling price 0, OF
Type P/

Item [T Taxable I Taxable check box  5F F 77/

CHIRTVTF, A 7 T-shirt sale T T G SfOIT T-shirt G5 JeT 400 51T 37,

01T G3)cT name R T- -shirt, selling unit Re7ed pcs 93X selling price Re7es 400 76
PO AT/
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Customer List (oI 4t

Customer List (091 919 &7 &fST6 Customer STFESAE u’]ﬁ? PFCS A | Customer
entry FI¥ GAJ:

1. Side Menu Q09 Entries 9 click 9 Customers select A
2. New 9 click 941
3. Customer entry T Customer T TR Entry CJ Save Button 9 click 4|

E New Customer Close

Name /=TT Status Active
Balance Payment Term - choose -- v
Address / fhamaT Tax Rule —- choose - v

Discount(3)
Contact Person

Representative Person MNone selected -

Phone

Comments
Email

TFT I, Name 97 Box /60O Red Mark (7S3T QIR 97 IF7 AT Customer Entry 1T
& Customer 97 1 FTGFNG! JroIgeTi

Balance Box 9 Customer B F0 511 0531 OIg ©F 700 I3/ Customer 15 3% Grb!
I PR (/P 51T 3 OIRCT Amount 97 Q1T Minus (-) 200 31

1A BIRCT 93 PIEFTT GAT Default Payment Term, Tax Rule, Discount % 3%
Representative (70 (T Y0 I/ Set 3 value €T 9 Customer 93 AT invoice
PFIF T Automatically select I JIcTI 5T PIIA I IR Option @R QI (O
Settings Screen 9 active [RTCT set I TR/

Gy Save RGINF TR I3 10 New Button available I @77 @=ieo@m-i Customer 7
O3 Entry 915 G4 93 New Button 17 3[75‘ PIIPA New Button 9 click T save button
17 97717 Active I [FF saved TG 9T OIETTT Form J (IF N7/ 93 ORI &7 Edit PCF

7 RCer FHI0] Customer Entry P31 I/ PCT 992 Data JIFINT Type FICO T Al
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Posting Transactions

Reporter 9 customer list Q3% item list QG T AFET SA4fd 47 TO sales invoice TOS!
IO @ 93 Customer 9F 1STT Payment 4fF FI0 REA!

Sales Invoice (991 AT safoe

1. Side Menu 09 Entries 9 click Al

Sales Invoices 9 click <Al

New 9 click ¥<Al

Invoice PIB O entry FE Save IPA|

Fal

ENEW Sales Invoice | sme

pere D v futo sats s
Customer l None selected ~ Representative None selected ~ Comment p

Ite Batch/Lot Sale Qty. Unit Price Amount Disc % | Disc Fixed Disc Taxable? Tax Payable
Tax Rule v Total Tax Total Payable
Extra Discount None v Total Discount

Payment Term v

Customer select T T FICFO Customer 7 17 108 A AP OIRCT &Y Customer
screen 9 AT customer 0P Entry 73 700 F/

Item [SCeT% 17 R R item 157 selling unit, unit price, customer J5 &y Ao
Discount percentage 3% Item [7 Taxable [5A1 ©F set 3T 177 OF QA e ST
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Batch T Lot Y Q1A (PIT Batch T Lot 97 item [RIar PFRA OF PItT8 3C0 7T/
Batch/Lot I SFNGAII Batch JT Lot [T 7SI AT (VT QIFANE (IR Batch/Lot Entry IO
[ GG Batch/Lot List JIGCT [P A/ Popup 13 0 G177 70T Batch JT Lot GITT
PICO [ACO NFFA! 7 selected item IF &HF flat discount 7CO BIA OIRCT Discount Fixed
GI9 % RN Discount 17C0 BIRCT Dis% FeIc ©OF Type PCF 77/

Discount % 1 Fixed IR (I Al (A, Discount column  (FIT 0 bIFT discount (783 0Z
OF (TYCO WIFA 9FVF Item [0F AT Tax ERNCT T Taxable [RINT Yes’ QIF ST A
QT ‘No’ select P/ Tax JF Percentage 1% @7 Tax Rule option (O select PICO I/
Item [ &7 Discount @ Tax apply RGFIT 77 @0 amount F0 I Of Payable column
YO ANFA! T PIIA GYA Extra Discount option IO G BIRCT Final Invoice amount
97 GF Flat I percentage BIPIF [GTPIGT [Aco MFFA/

I I7 I 910 QRTT 17 700 BIF, OICT Item row 97 &3 right button click
PICIR Remove option GIPTEH. 93 remove button 9 click T Itemn B remove FFC0 AT/

Customer 9F (STT Payment Ufg 17 “afos

1. Side Menu (9 Entries ¢ click ¥4I

Sales Invoice select Pdl

@ Invoice Y3 Payment entry (0 BIF (T2 Invoice 93 BT click FF4|
Invoice details GTF*[d Payments button 9 f$3 41

Popup Screen & Payment information entry <Al

v A~ W N

Payments Close

Date

Payment Method v

Amount Reference No.

Date Payment Method Ref. No. Amount
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Viewing Reports

Report (AT Halos

Reporter Software 9 Reports (T41F It G ¢S =67

1. Side Menu 09 Reports 9 click Al

2. & Report U &40 B1d GID select FF4|

3. Report Criteria @TT (TSTF ¥ Generate 9 click $A1 Generate button 9
FIF 717 FIF&O Report T Screen @ 74l A@! Print button G fFF FGF report
9T O WA Print FICO AREA

Invoice Wise Receivables: 43 [FeN QI Invoice 93 (T amount $0, PO Payment
BT, FO 17 IEE 92 RIS SO HIFA! A Search 97 JIT IEE FO 0174
R PO ONFIT ITOREPT (FHTO BIA 93 (PIT Customer 97 Invoice (7O BIF OF PIeTs
PICO ANFFT/ GRICT invoice search option 9 select IO ANTFT (FIT LIRCIF Invoice search

Invoice Payment: 93 IRCICE Q1= Invoice Payments 93 History (7970 I/

Representatives Sales Details: 93 TG fO1T Sales Representative (PI Item [ 7FFNT
sale PR CIR OIS (TY0 MITT/

Representative Sales Summary: 93 ReNeE Sales Representative (M5 sales 93 collection 95
summary (TCo NFT7/

Customer Ledger: 93 T Customer 93 CTATIAT history (770 NI/ CTATTCAT ONTY,
G LG ERELA PO bIPT (TATHA IGIR G Customer 97 balance I3 ORTGTET Date wise 5T
G/
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Other Tasks

Data Backup (78T *iafos
Reporter Software 9 Data Backup (FSJF I JI6 (sl <o

1. Top Menu R00 Settings 9 click Fdl
2. Backup select <Al
3. Backup icon 4 click <Al

Company Current Backup

Sales

Backup

Choose File | No file chosen

4, JR(O3 Software GF P GIGIF Backup PII (O @ YR PIZAD AR
Backup List 9 ©IfF4 2 5t W& Backup file {0 Download @ wiifq
Computer 4¥ 9qJ (FI9 Drive 9 YT Cloud 9 STFT G ¥CO AREA|

Previous Backups

Date and time Download Restore

Monday, September 16th 2018, 12:24:3%9 pm rmrihed Restore

15
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Data Restore 919 *Iaf03
Reporter Software 9 Data Restore I 20 o IFE
ST afos

1. Previous Backups List 200 (¥ OIfSC4F Data Restore (0 bId (13 ©IfFrdd €3
Restore Button 9 {3 A

Previous Backups

Date and time Download Restore

Monday, September 16th 2018, 12:24:3% pm

Download Restore

T “Iaioe
aifq 3% Backup File {6 &4 FId Drive 4 Save @ 4T 0 -

1. Restore section Q¥ Choose File %IW A

I Choose File | No file chosen I

2. File {0 & Drive @ 9ItR G141 & File T Select F@ Open Click FF1 IO
I3 Data Restore TA JE|
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94 Entry IO F919 “1afos

QIO (PIA Payment/ Invoice Entry G (FeICe] AT ©F IO F900 ARKEA| el
Entry 9iTOeT 19 41 @l A ore3n <=1

Payment entry 3o« 900 BIRCE -

1. Side Menu 09 Entries 9Q click Al
2. Sales Invoice select PPdl
3. (@ Invoice 99 Payment JIf6e FIC0 BId (IR Invoice 97 BT click I
4. Invoice details 9 Payments button 9 59 34
5. Payment history list (0 @ Payment [0 J1fod 30 51 (12 Payment 93 Void
button Y click $FA|
6. 9TV Dialog box S Yes’ click & void confirm FF4|
Payments Close
Date I 10-09-2019 Payment Method Cash v
Amount I 20 Reference Mo.
Date Payment Method Ref. No. Amount
08-09-19 Cash 10
10-09-19 Cash 20
Invoice JIfod I W:{ -
1. Side Menu 09 Entries 9Q click A1
2. Sales Invoice select PPAl
3. @ Invoice o IO FI00 519 12 1nvoice 9T T click %A1
4. Invoice details T Void button 9 @Wﬁ PpPAI

Blnvoice Detail S Print m Jose

Date 08-08-2019 (1] Sl-22 Status Open

Customer M/5 MH Traders Representative Mohammad Ali Comment it

17
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GaTYlr, (PIA Invoice 97 against < payment entry P31 1P Invoice [0 IO 317
AT &Y payment GTITF BT FICO I/ OIFAT invoice 17 void I/

Password Change 919 “afos
Password Change ¥ 417 @t fAG re3 ==

1. Side Menu R(O Change Password 9 click Pl

2. #=T Current Password 5 T

3. New Password Y 4Qd Password ICAEGI

4. Confirm New Password S QA Password 0 @I Type FF4|
5. Change Password button 9 Click P<edl

Current Password I
New Password I

Confirm New Password I

Log Out 19 A&l0os

Reporter Software (0 Log Out ¥ & Side Menu 0O Sign Out 9 click A
QRTS8 Software 9 Top Menu (T Settings 93 et GF0 Sign Out button IR
QYT 359 FES Y7 AG3 Log Out FT AG|

# Settings =
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