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tcsuftvufrsm; odrf;qnf;jcif;? jyef,ljcif;
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½Hk;udpörsm;ESifh wGJvkyfjcif;

tBuHjyKcsufrsm;ESifh aemufxyf Version topfrsm;xGufygu ay;ydkYapvdkvQif atmufyg

Form udk jznfhí ay;ydkYyg/

Contact Form

trnf (Name) -----------------------------------------------------

tvkyftudkif (Occupation) -----------------------------------------------------

&mxl; (Position) -----------------------------------------------------

ukrÜPDtrnf (Company Name) -----------------------------------------------------

qufoG,f&efvdyfpm (Address) -----------------------------------------------------

-----------------------------------------------------
Phone -----------------------------------------------------

E-mail -----------------------------------------------------

a0zeftBuHjyKcsuf(Comments & Suggesstion)

-----------------------------------------------------------------------------------------------------

-----------------------------------------------------------------------------------------------------

-----------------------------------------------------------------------------------------------------

tjcm;azmfjyvdkonfrsm; -----------------------------------------------------

Version topf xGufvmygu ay;ydkYyg/ o

Member 0if&ef qE´½Sdonf/ o

6. Data Backup and Restore

1. My Office atmuf½Sd Backup/Restore odkY 0ifyg/ Create

Button udk Click vkyfyg/ Backup and Restore Form

usvmrnf/ 4if;wGif Backup Data Tab ESifh Restore

Data Tab wdkY ½Sdaernf/

2. Backup Data Tab atmuf½Sd Backup Folder Name wGif Backup vkyfrnfh

Folder trnfudk ½dkufxnfhyg/ Backup File Path wGif odrf;qnf;rnfh

ae&mudk Browse rS a&G;xnfhyg/

3. Backup to New Created Folder udk Click vkyfygu Backup vkyfay;rnf

jzpfonf/

1. Restore Data Tab atmuf½Sd Restore wGif Select Backup List udk Click

vkyfNyD; rdrd Restore vkyfvdkaom Backup Folder \vrf;aMumif;udk a&G;yg/

2. Restore Data Button udk Click vkyfygu Alert Message Box usvmrnf/

4if;udk Yes vkyfygu Complete Message  usvmrnf/ OK vkyfygu Restore

vkyfonfh vkyfaqmifcsuf NyD;qHk;oGm;rnf/

7. Working Office

Management ¬ My Biz Diary á Diary Note wGif ½Hk;udpörsm;twGuf Diary

a&;jcif;? a&;om;xm;aom Diary tcsuftvufrsm;udk tcsdef? aeY&uf? taMumif;

t&mtvdkuf tvG,fwul jyef½SmzwfEdkifonf/

Management ¬ My Biz Diary á Reminder wGif vkyf&efudpörsm; (To do List)

udk BudKwifxnfhxm;NyD; trSefwu,fvkyf&rnfhtcsdeftwGuf BudKwif owday;

Edkif&ef jyKvkyfxm;Edkifonf/

Management ¬ Work Policies and Procedures Guide wGif ½Hk;0efxrf;

wpfOD;csif;\ vkyfief;aqmif&Gufcsufrsm;tvdkuf tao;pdwf vdkufemvkyfaqmif

&rnfh vkyfxHk;vkyfenf;rsm;udk BudKwifowfrSwfay;xm;Edkifonf/

Management ¬ Documents and Work Flows wGif pm&Gufpmwrf;rsm;?

Register Forms rsm;udk BudKwifjyKvkyfxm;NyD; qufpyftoHk;jyK&rnfh Flows

rsm;udk yHkpHcsxm;Edkifonf/
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1. Testing on Sample Company (Green Valley)

jrefrmpmjzifh½Sif;jyxm;csufrsm;udk     jrefrmpmjzifh½Sif;jyxm;csufrsm;udk     jrefrmpmjzifh½Sif;jyxm;csufrsm;udk     jrefrmpmjzifh½Sif;jyxm;csufrsm;udk     jrefrmpmjzifh½Sif;jyxm;csufrsm;udk     Click vkyfí vnf;aumif;?  vkyfí vnf;aumif;?  vkyfí vnf;aumif;?  vkyfí vnf;aumif;?  vkyfí vnf;aumif;? F1 (odk Y)(odk Y)(odk Y)(odk Y)(odk Y)

Ctrl+ F1 udk  udk  udk  udk  udk Press vkyfívnf;aumif; zwf½IEd kifonf/ vkyfívnf;aumif; zwf½IEd kifonf/ vkyfívnf;aumif; zwf½IEd kifonf/ vkyfívnf;aumif; zwf½IEd kifonf/ vkyfívnf;aumif; zwf½IEd kifonf/

erlemtjzpf xnfhay;xm;aom ukrÜPDwGif tcsuftvufrsm;½S dESif h NyD;jzpfí

4if;tcsuftvufrsm;udk avhvmyg/ ( User Name- beta user, Password- beta) jzifh0ifyg/

1. Basic Data ¬ General Information á Company Profile wGif trnf? vdyfpmESifh

tcsuftvufrsm; xnfhxm;onf/

2. Accounting Period wGif Period owfrSwfjcif;udk wpfvpD

jyKvkyfxm;onf/ Active jzpfrnfh Period udk Select vkyfxm;onf/

3. Basic Data ¬ General Information á Location wGif Head Office [laom

Location wpfck xnfhxm;onf/

4. Basic Data ¬ General Information á Currency wGif MMK jrefrmusyfudk

Exchange Rate (1) [k xnfhxm;onf/

5. Basic Data ¬ Chart of Account udk avhvmyg/

A/c Code udk Numeric 5vHk;ay;xm;onf/ A/c Type (17)rsdK; cGJxm;onf/

Report wGif Balance Sheet Type (B), Income Statement Type (I) [lí

ESpfrsdK;cGJxm;onf/ aemufqHk;  Column rSm Standard Report wGif

ay:vmrnfh tpDtpOfudk Rank ay;xm;jcif; jzpfonf/



tcsuftvufa&;oGif;rIudkavhvm&ef -

6. Finance/Account Tasks ¬ General Journal  á New wGif tcsuftvuf

topfrsm; xnfh&ef/ Batch No.topfwpfck tvdktavsmufay:aernf/

7. Finance/Account Tasks ¬ General Journal  á Edit  wGif Batch Name \

Drop Down List Box ü Batch wpfckudk a&G;cs,fí Edit udk Click vkyfyg/ Trans

action ay:vmygu Debit/Credit pm&if;oGif;csuf rsm;udk Munfhyg/ Status OK

[k jyaerSom pm&if;oGif;csuf rSefuefygonf/

8. Finance/Account Tasks ¬ Cash Book á New wGif aiGpm&if;oGif;csuf topf

rsm;xnfh&ef/  Batch No.topfwpfck tvdktavsmufay:aernf/

9. Finance/Account Tasks ¬ Cash Book á Edit wGif Batch Name \ Drop

Down List Box ü Batch wpfckudk a&G;cs,fí Edit udk Click vkyfyg/ Transac

tion ay:vmygu aiG0ifaiGxGuf pm&if;oGif;csufrsm;udk avhvmyg/

3. Create New Company

1. My Office atmuf½Sd Create Menu udk Click vkyfyg/ File

yGifhvmygu Create Button udk Click vkyfyg/ vkyf&rnfhtqifh

rsm;udk em;vnf&ef Create Form ½Sd  udk Click vkyfí

nTefMum;csufrsm;udk zwfoGm;yg/

2. Company Name wGif Company trnfxnfhyg/ Next udk

Click vkyfyg/

3. Data odrf;rnfh Folder  trnfay;yg/  4if; Folder twGuf File Path udk

Browse vkyfí xnfhyg/ Next udk Click vkyfyg/

4. Install vkyfrnfh Version udk a&G;yg/ Next udk Click vkyfyg/ Confirm vkyfonfh

ar;cGef;rsm;udk Yes vkyfvdkufyg/

5. 4if;½Sd Create Database udk Click vkyfyg/ Data Source File yGifhvmyg File

Path udk aocsmpGm Select vkyfNyD; Create vkyfay;yg/ Complete Successfully

ay:vmygu Close vkyfyg/

6. e*dk Create Form ½Sd Finish udk Click vkyfygu  ukrÜPDtopf wnfaxmifNyD;

jzpfaernf/

7. Program rSxGufí  Log in Page rS ukrÜPDtopfemrnfudk a&G;í0ifyg/

8. Company Profile, Accounting Period, Location, Currency, Chart of Account

wdkYudk rdrdvdktyfcsuftwdkif; xnfhoGif;Edkifrnfjzpfonf/

10. Report ¬ Profit & Loss á Standard wGif Standard Report udk yHkpH(4)rsdK;jzifh

MunfhEdkifonf/ Current Report ESifh Up to Date

Report rsm; yg0ifrnf/

11. Report ¬ Profit & Loss  á Worksheet wGif Worksheet yHkpHjzifh Period

tpOfvdkuf EIdif;,SOfazmfjyxm;onfh Report udk awGY&rnf/ 4if; Report ½Sd

Account Code (odkY) aiG Amount udk Double Click vkyfygu 4if;\ tao;pdwf

Transaction rsm;udk General Ledger yHkpHjzifh awGY&rnf/

12. Report ¬ Balance Sheet  á Standard wGif Standard Report udk yHkpH(4)rsdK;jzifh

MunfhEdkifonf/ Current Report ESifh Up to Date

Report rsm; yg0ifrnf/

13. Report ¬ Balance Sheet  á Worksheet wGif Worksheet yHkpHjzifh Period

tpOfvdkuf Changes rsm;udk EIdif;,SOfazmfjyxm;onfh Report udk awGY&rnf/

4if; Report ½Sd Account Code (odkY) aiG Amount udk Double Click vkyfygu

4if;\ tao;pdwf Transaction rsm;udk General Ledger yHkpHjzifh awGY&rnf/

14. Report ¬ General Ledger wGif A/c wpfckcsif;aomfvnf;aumif;?  Range ay;í

aomfvnf;aumif; General Ledger Report udk MunfhEdkifrnf/

4. Convert data from other Companies

1. Capstone Program rS tcsuftvufrsm;udk  Working with

Excel File rSwqifh  Excel File rsm;ay:odkY tcsuftvuf

rsm; udk  Column tvdkuf ul;,lcsxm;Edkifygonf/

2. Transaction File ½Sd To Excel [lonfh Button udk Click

vkyfygu Excel File tvGwfwpfck &½SdNyD; Data rsm;

ul;xnfh&ef toHk;jyKEdkifonf/

3. 4if;ul;,lxm;onfh Excel File rsm;rS  wdkuf½dkuf Copy ul;í Capstone

Program xJodkY Column tvdkuf jyeful;csEdkifygonf/ Program ESifh Match

jzpfoGm;&ef Refresh Button udk Click vkyfay;yg/

4. Excel File ay:odkY Transaction rsm;? Report rsm; Export vkyfí&onfh

rnfonfh  Software udk rqdk Capstone Program xJodkY tvG,fwul

ul;xnfhEdkifygonf/
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5. Report Customizing

1. Customizing Desk odkY 0ifyg/ New Button udk Click vkyfyg/

My Report.cdz [lonfh File wpfckyGifhvmrnf/  4if; File wGif

b,fbuftjcrf;onf  Data Source Section ESifh nmbuf

tjcrf;onf  Report  Formatting Section jzpfonf/

2. Design Button udk   Click vkyfygu Excel ay:wGif  Report

vkyfEdkif&ef  Excel Formatting Tools ESifh Formula Bar wdkY

ay:vmrnf/

3. Report Formatting Section wGif  4if;  Tools rsm;udk toHk;jyKí pdwfBudKuf

Report Format udk jyKvkyfyg/ Formula Bar udk toHk;jyKí Total, Sub-total

Line wdkYudk xnfhEdkifygonf/ Excel ay:wGifjyKvkyfNyD; Copy ul;ívnf;&onf/

4. Data Source Section ½Sd Update rS Refresh Data ESifh Setting

udk Update vkyfvdkufygu Report Data rsm; ay:vmrnfjzpfonf/

5. 4if; Data Source Section ½Sd tcsuftvufrsm;udk Report Formatting Sec-

tion ½Sd  tcsuftvufrsm; azmfjyvdkonfhae&modkY Link vkyfxm;vdkufyg/

6. Report Formatting Section bufudk Page Break Preview jzifh udkufn§dxm;NyD;

Print Preview udk Munfhygu Report xkwf&ef tqifoifhjzpfrnf/

7. Save As  udk Click vkyfí BudKufESpfoufonfhtrnfudkay;í odrf;qnf;Edkifonf/
7

2. Overwrite the Sample Company data with your data

Sample Company wGif ½S daom tcsuftvufrsm;ud k r dr d xnf hvd kaom

tcsuftvufrsm;ESifh Overwrite vkyfí jznfhqnf;jcif;/

1. Chart of Account odkY0ifyg/ Sample Co., \ A/c List udk awGU&rnf/

Sample A/c List udk Click vkyfyg? erlemay;xm;aom A/c List

rsm;rS rdrdvkyfief;obm0ESifh teD;pyfqHk;½Sdonfh A/c List udk Copy

ul;,lí Paste Special-Value jzifh Paste vkyfvdkufyg/ tenf;i,fjyKjyifvdkonfrsm;udk

jyKjyifvdkufyg/ xdkYaemuf Save vkyfyg/ rdrdvdkcsifonfhyHkpHtwdkif; Chart of A/c udk

xnfhoGif;NyD; jzpfaernf/ wpfaMumif;csif;½dkufxnfh&efrvdkyg/

2. Accountig Period odkY 0ifyg/ Start Date/ End Date udk jyifyg/

toHk;jyKrnfh Period udk Option wGif Select vkyfNyD; Save vkyfvdkufyg/

3. Transaction File (Cash/General Journal)  odkY0ifyg/ Batch Name udk a&G;í

Edit udk Click vkyfyg/ ay:vmaomTransaction rsm;udk rdrdxnfhvdkaom

tcsuftvufrsm;jzifh tpm;xdk;Edkifygonf/ Save vkyfvdkufygu rdrd

jyifxnfh xm;aom Transaction rsm; 0ifoGm;rnf/ xdkYaemuf Report udk

Munfh½Iygu rdrdjyifxnfhxm;aom Transaction ESifhoufqdkifonfh Report rsm;udk

&½SdEdkifygonf/ Company Profile, Location, Currency udkvnf; txufygtwdkif;

vkyfEdkifygonf/ 4


