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LOGIN INTO ODOO

ACCESSING THE PORTAL

Login | My Website — Mozilla Firefox

O #lnbox - Odoo x| O Projects - Od... * | [E] Database De... * M Inbox - gqurun... * b Inbox (25) - "... % ) (0] Login | My W... %

€ (DK |192.168.100.11/web/logi (<]
1.2
Database
bioperation
Email
Password

Q. 192.168.100.11 B ¥ A& 9

Home Contact us | Sign in

Select =

Reset Password

Our Products & Services Connect with us
Home Contact us
. +9779851053064

X bisolutions@asia.com

Figure: 1.1
Step 1: Enter the Address in the URL of Your Browser.
Step 2: Select your Desired Database(optional).
Step 3: Click on Sign in Option.

Step 4: Enter Your Email/Password and Click Log in button.

B.| Solutions - about us

We are a team of passionate people whose
goal is to improve everyone's life through
disruptive products. We build great products
to solve your business problems.

Our products are designed for small to
medium size companies willing to optimize

Ut



NAVIGATING BETWEEN MODULES

)W | 10010 /. 20D 1 q4eiwebHFMenu_Id= fYEaction=88 Eactive _id=channeL. | & || >earch | W B - mw wr —
. Administrator =
#Inbox Search Q
Odoo needs your permission to enable desktop notifications. x
CHANNELS Congratulations, your inbox is empty

# general
g New messages appear here.

DIRECT ME

CHAMNMELS

150.107.205.146/webd

Figure: 1.2
After you log in, You’ll be directed to the default module(Discuss in the figure above).
Step 1: Click on the Grid Icon, next to the module name(Discuss) on Menu bar.
Step 2: You’ll see the installed modules, in a Grid View.

Step 3: Click on your required Module, to be directed to its page.



Figure: 1.3

Modules available for each system users maybe different, because of the access rights enabled per User.



USER MANUAL FOR ACCOUNT USER IN ODOO

USER: ADVISER

DASHBOARD

After You’re logged in, the first menu screen that a User will be see after selecting Account module is

Dashboard.

LW WY | LU LA LT WS LT VIS VY L T T Ra I G U S LT S LU LU aLs | = || T =Earen

= ACCOUHting Dashboard Sales » Purch + Adviser v Reports » Configuration +

Accounting Dashboard R Favorites | earch...

Y Filters «

Customer Invoices Vendor Bills
Sale Purchase

New Invoice 2lnvoices o vall.. 3.864.00Rs New Bl
0 Awaiting paym... 0.00Rs

Past 25 Jun-1 Jul  This Week 9-15 Jul 16-22 Jul Past

Bank More = Cash

Bank Cash

Balance in GL 0.00 Rs New Tr:

MNew Statement

Import Statement

=GroupBy~ ¥ Favorites 1-4/4

25 Jun-1.Jul  This Week

0 Draft bills
0 Payments to do

9-15 Jul 16-22 Jul

More

Balance in GL 0.00Rs

12 Jun 22 Jun

Figure: 2.1

12 Jun

22 Jun



SALES MENU

Customer Invoices

Customer invoice are document form seller to buyer. We can create customers by following the
following steps:

Step 1: Click on Sales Menu.

Step 2: Now click on Customers Invoice.

LN 0 . I y - - ~ =
=e= ACCO Unting e a Sales s rts !'_ Account Adviser «

Customer Invoices Search.. Q

Create TFilters ~ = Group By = 1-2/2 = H B B

¥ Favorites ~ m sl

[ customer Invoice Date Mumber  Salesperson Due Date Source Document Total Amount Due Status
[] Panchakanya pvt Itd, Invoice address User 50004 $1,932.00 $0.00 Draft
[] Mew Parley Traders 06/12/2017 User 07/12/2017 50001 $1,932.00 $0.00 Draft

Figure: 2.2

Step 3: You will see a create Button. Now click on Create. Then you will see a form. Fill the form
with details about the customers and their orders.

[Note: You can add payment terms, invoice date, sales person and sales Team.]



LW N | LIV LY L LU LD WE LR VIE W LY PE = 1O & OUE L= dLLUUTIL T VOILE ST | = || ™ 2eaiLn | M
s <

g2 Accounting  pashboard

Sales v Purchases = Adviser » Reports ~ Configuration «

® Account Adviser ~

Customer Invoices /| New

Draft » Open Paid

Draft Invoice
Customer - Invoice Date -
Payment Terms - Salesperson Account Adviser -7
Sales Team Direct Sales -
Invoice Lines Other Info
Product Description Account Quantity Unit Price Taxes Amount
Add an item
Untaxed Amount : 0.00Rs

Figure: 2.3
Step 4: Now click on save button to save the information about the customer invoices.

Step 5: Saved invoices can also be validated, just click on the specific invoice, and after you’re in
the invoice page, click on ‘Validate’.



Payments

Payments can also be created and has option of payment type, payment date, memo payment transaction,

payment journal and payment amount.

g2 Acco unting Dashboard Sales v Purchases ~ Adviser v Reports ~ Configuration + 9 Account Adviser ~

Payments /| New

Confirm Draft )» Posted Recenciled

Payment Type Send Maney Payment Date 07/02/2017 -
@ Receive Money Memo
Internal Transfer
Payment Transaction -
{Customer :I -
Payment Joumal :I
Payment Amount 0.00 s

Figure: 2.4

Step 1: Click on Payment on sales menu.

Step 2: Now click on create payment and fill the required forms.

(note: specially you have to register the payment after the sales of the product.)

Step 3: Saved Payments can also be confirmed by the Account Adviser.

10



Customers

Customers are those who buys our products. They can be created and information about them can be

edited later.

\: J ML | LIV LU L LT WELTT VIS W LY S~ Rl I 100 IS L= TS, LS S e | % || T LT£.lUOLUVLLL S =) - m ™~ —

EEE ACCO Untlng Ja A Sales es Advise leporis « Ii:ll::-r|ﬁglJI'Eitil::-l'l -

Customers customers - | £ Companies = | search . Q

Create TFilters~ =GroupBy~ W Favorites = 1-3/3 - m

Panchakanya pvt ltd Resunga Hardware Resunga store
Butwal da, Nepal
! ! ! axg

Figure: 2.5

Step 1: Click on Customers on sales menu.
Step 2: Click on create and fill up the customers details.
Step 3: Now click on save

(Note: Normally, customers are created on Sales Module. This additional feature of Account only

provides us to create customers by the Account Department.)

11



I e e T T T e L e e Rt | = Ly =i | e - um - —

Customers / Panchakanya pvt ltd

Delete
Duplicate I -
w Panchakanya pvt ltd — reeissersmse e @ SN @ hu
5 Unknown Partner Ledger
Partner Ledger. Receivable
Unknown Partner Ledger

Journal Items

Address i
godawari Monthly Turnover
Website Portal Access Management
Tags
Email
Language English
Contacts & Addresses Internal Notes Sales & Purchases Accounting Membership Partner Assignation

- abe ‘ h buddha censtruction ‘ @ megh raj

W I nn an intarmal nnta Follonr 21 ~
Figure: 2.6

Certain Actions on Customers can also be executed, through customer’s page.

12



Sellable Products

Selleable products are the end products, which we either manufacture or buy to later sell it to our

customers.

Products - Odoo - Mozilla Firefox X

O #inbox - Odoo | ©Q Projects - O... Database De... = ™ Inbox - quru... b Inbox (25) - ... O Products - 0...}10 Products ... % \'1 +

@J@ﬁ)l192.163.100.123:8069fweb#uiew_wpe:kanban&modetzpmduct | ¢ ||2 192.168.100.11 S B ¢ A =

HH ACCO Untlng Dashboard Sales » Purchases = Adviser » Reports = Co

Products R4 canbe sold | R services & scarch..

Q
TFilters» =GroupByw W Favorites » 1-2/2 m m

Create

Down payment [EXP] Expenses
Price: 1.00Rs Price: 0.00Rs

Figure: 2.7

Step 1: Click on Sellable Products on sales menu.
Step 2: Click on Create and fill up the Product’s name.
Step 3: Now click on save, it will pop up a warning message but will create the product anyways.

(Note: Normally, products are created on Sales Module. This additional feature of Account only

provides us to create products by the Account Department)

13



PURCHASES MENU

VENDOR BILLS

i ACCOlJnting Dashboard Sales + Purc 5 » Adviser » Reports = Configuration « ® Account Adviser »

Vendor Bills / New

Validate | CancelBill Draft » Open Paid

Draft Bill

Vendor = Bill Date

Vendor Reference Due Date

Add Purchase Order

Bill Other Info

Product Description Account Quantity Unit Price Taxes Amount

Add an item

Tax Description Tax Account Amount Untaxed Amount : 0.00Rs
Tax: 0.00Rs

Figure: 2.8

step 1: Click on purchase menu and click vendor bills
step 2: Click create and fill up the vendors details and purchase order.

Step 3: Click on validate it and save it.

14



Payment

Payments can also be created and has option of payment type, payment date, memo payment transaction,

payment journal and payment amount.

=2 Acco Unting Dashboard Sales ~ Purchases ~ Adviser ~ Reports v Configuration + ® Account Adviser -

Payments / New

Confirm Draft » Posted Reconciled

Payment Type (@) send Money Payment Date 07/02/2017 -
Receive Money Memo
Internal Transfer
; ) Payment Transaction -
IVendor :I -
Payment Journal :|
Payment Amount

0.00 Rs

Figure:2.9

Step 1: Click on Payment on Purchases menu.

Step 2: Now click on create payment and fill the required forms.
(note: specially you have to register the payment after the Purchase of the product. Payments to

vendors or customers can be done by both payment options in either Sales or Purchases.)

Step 3: Saved Payments can also be confirmed by the Account Adviser.

15



VENDORS

Vendors are those who supplies us products. They can be created and information about them can be

edited later.

‘\\:— J AL | LWL W LT WL VIE W LY S — Rl IS0 U EL— D, Pl LIS S e | % || T 2Eain | W= h m e —

5= ACCO Untlng Dashboard Sales » Purchases ~ Adviser = Report:

Vendors hd Vendors » | search.. (<]

Create TFilters~ =GroupBy~ W Favorites =

kjs clinker
India
) kis@usercom

Figure:2.10

Step 1: Click on Purchase menu and click vendors.
Step 2: Click on Create and fill up the vendors details.
Step 3: Now click on save

(Note: Normally, vendors are created on Purchases Module. This additional feature of Account
only provides us to create vendors by the Account Department. A single contact can be both

customers and a client.)

16



Vendors / kjs clinker

Delete

Duplicate I -
w kj SC I i n ker Partner Ledger: Payable g g g:mt::)sskilfed E‘" gendor Bills.
NI Unknown Partner Ledger
Partner Ledger. Receivable
Unknown Partner Ledger

Journal Items

Address
india Moenthly Turnover
Indi
neia Portal Access Management
Website
Email is@
Tags kjs@usercom
Language English
Contacts & Addresses Internal Notes Sales & Purchases Accounting Membership Partner Assignation

P

Figure:2.11

Certain Actions on Vendors can also be executed, through vendor’s page.

17



Purchasable products

Purchasable products are the products, which we acquire from the vendors. They can only be
viewed(abstract) or created, and information about them can be edited in other modules.

F "

Products - Odoo — Mozilla Firefox x

O #lnbox - Odoo O Projects - O... Database De... = ™ Inbox - guru... = I Inbox (25) - ... O Products - 0.../}"/0 Products ... % \"I. +

—
(€) ©F% £ |192.168.100.123:8069/webiview_type=kanban&model=product | @ |2 192.168.100.11 JhE & A =

i Acco Unting Dashboard Sales v Purchases ~ Adviser + Reports v Configuration +

Products R canbe Purchased - | senvices | search.. Q

YFilters » =GroupBy~ W Favorites -

Down payment [EXP] Expenses Free delivery charges
Price: 1.00Rs Price: 0.00Rs Price: 0.00Rs

Figure: 2.12

We can add a new product by following these steps:
Step 1: Click on Purchasable Products on Purchases menu.

Step 2: Click on Create and fill up the Product’s name.

Step 3: Now click on save, it will pop up a warning message but will create the product anyways.

(Note: Normally, products are created on Purchases Module. This additional feature of Account
only provides us to create products by the Account Department. Products which can be Sold or
Purchased can be created by both Sellable Products/Purchasable Products options in either Sales or
Purchases respectively.)

18



ADVISER MENU

Journal entries

LW MY | LU LU U LU WE LT VIS W LY PE = U TS UL L= 3L LU L U VE ST | % || 2Eailn
. -

i Accounting Dashboard Sales ~ Purchases ~ Adviser + Reports = Configuration

® Account Adviser

Journal Entries / New

Unposted » Posted

Reconciled
= entries
=

Joumal Miscellaneous Operations (NPR) - Reference
Date 07/02/2017 >
Journal ltems
Account Partner Label Debit Credit Due date

Add an item

Add an internal note...

Figure:2.13

Step 1: Click on adviser menu
Step 2: Now click on journal entries and click create

Step 3: Select the journal types and fill the journal items based on double entry system.

Step 4: Post it.

19



Chart of accounts

LW ) A LDWLIU L AUD. 130/ WeDHYIEW _TY Pe=TOrm&MOodel=account.account&mel | &= ||~ >earcn | W B w m s
M -

ACCOUﬂting Dashboard Sales Advise Reports v Configuration

Chart of Accounts / New

Code kode How account type affects your reports?
Name Profit & Loss Balance Sheet
Income Current Assets
Type :I
Minus Cost of Revenue Receivable Accounts
Default Taxes -
GROSS PROFIT Prepayments
Tags A Plus Other Income Plus Bank
Minus Expenses Plus Fixed Assets
Allow Reconciliation
- Expenses Plus Non-Current Assets
Deprecated O
Depreciation TOTAL ASSETS
NET PROFIT Minus Current Liabilities

Minus Credit Card Accounts
Minus Payable Accounts

Minus Non-Current Liabilities

NET ASSETS

Equity
Plus MNet Profit

Figure: 2.14

step 1: Click on adviser menu and click chart of account
step 2: Click on create and fill up the box.

(note: Code, Name, Type are manadatory fields)

20



| %)W 10U 10/ AU 14biweDTId= Ldview _Type=Torm&model=account.accoun | & | |“\ >earch | W e v T ws ==
N -

Accounting hoard ¢ 3 figuration +

Chart of Accounts / 100000 Fixed Asset Account

I 0ckete

Duplicate
Code 100000 Unreconciled Entries How account type affects your reports?
Name Fixed Asset Account Journal Items Profit & Loss Balance Sheet
Type Fixed Assets Income Current Assets
Default Taxes Minus Cost of Revenue Receivable Accounts
fooe GROSS PROFIT Prepayments
Allow Reconcilation Plus Other Income Plus Bank
Deprecated Minus Expenses Plus Fixed Assets
Expenses Plus MNon-Current Assets
Depreciation TOTAL ASSETS
NET PROFIT Minus Current Liabilities

Minus Credit Card Accounts
Minus Payable Accounts

Minus Mon-Current Liabilities

NET ASSETS

Equity
Plus Met Profit

Figure: 2.15

Certain Actions on a record can also be executed, through Chart of Account’s page.

21



Manual Payments & Invoices Matching

l\:')' WU LWL LU L AUD LSO WEDHMENU _10= L30&ACTION= 148 L | = || >earcn | W B w m e =

i Acco Unting Dashboard Sales ure 1= er leports Configuration +

Invoices & Payments Matching

Good Job! There is nothing to reconcile.

All invoices and payments have been matched, your accounts' balances are clean.

Figure: 2.16

step 1: Click on Adviser menu bar
step 2: Click on Manual Payments and Invoices Matching

(Note: we can match the invoices and payments here, if available.)

22



Make Manual Tax Adjustments

- S

Make Manual Tax Adjustments

Reason...

Adjustment Tax

Accounts Options

Debit account Joumal Miscellaneous Operations (NPR)

Credit account Date 07/02/2017

Create and post move [gie:TLE]

Figure: 2.17

step 1: Click on Adviser menu bar

step 2: Click on make manual tax adjustment

step 3: Fill up the all details

(note: Here we can manually make the tax adjustment)

step 4: Click ‘Create and Post Move’.

23



REPORTS MENU

Product margin

Product Margins

General Information

From 01/01/2017 12/31/2017

Invoice State Open and Paid

Open Margins

Figure:2.18

step 1: Click on report menu bar

step 2: Click on product margin and fill the date (from to )

(note: here we know about general information of product margin)

24



Invoices

'\_!-}' M| LWL LU L AU LN WEDHVIEW _LY PE—DIVOL&ITIDUEL—dLLUUNILINVOILE.TEDUI | % | |"‘\ Sedien |

# Accounting

Invoices Analysis Invoiced | K Customer & | search.. Q

m YFilters~ =GroupBy~ ¥ Favorites v

Gross Weight

#of Lines
Product Quantity
Average Price
Total Residual
Velume
Currency Rate

+ Total Without Tax

Count

Figure: 2.19

step 1: Click on Reports menu bar.
step 2: Click on Invoices

(note: here we can do invoices analysis.)

25



Pdf reports as final account

Sale/Purchase Journal

Target Moves '::.:' All Posted Entries
All Entries

Entries Sorted by Date

'::.:' Journal Entry Number

Start Date

Joumnals

or Cancel

Figure: 2.21

Step 1: Click on Reports menu bar
Step 2: Under PDF Reports, click any of the report which you want as applied date

(from to )

(note: we can get report of sales/purchase journal, partner ledger, general ledger, trial balance,
balance sheet, profit and loss, aged partner balance, financial reports)

26



CONFIGURATION MENU

Here we can configure the followings:

Taxes

= Acco unting Dashboard Sales » Purchases ~ Adviser + Reports » Configuration « 9 Account Adviser

Taxes / New

Tax Name | Tax Scope Sales :l
Definition Advanced Options
Tax Computation Percentage of Price :| Tax Account -
Amount 0.0000 % Tax Account on -
Refunds

Figure: 2.22

Step 1: Click on configuration menu bar.
Step 2: Click on taxes and click create
Step 3: Fill in the details and save.

(note: Tax name, Tax scope, Tax computation, Tax account, Amount, Tax accounts on reports.)

27



Fiscal position

Here we can create our fiscal position.

| %)W 10U 10/ AU L4biweDFview _Type=Torm&model=account.nscal.position | & | |“\ >earch | W e v T ws ==
N -

=2 Acco Unting Dashboard Sales ~ Purchases ~ Adviser ~ Reports v Configuration + ® Account Adviser -

Fiscal Positions / New

Discard

Fiscal Position | Detect Automatically O

Active

Tax Mapping Account Mapping

Taxon Product Taxto Apply

Add an item

Legal Notes...

Figure: 2.23

step 1: Click on configuration menu bar.
Step 2: Click on fiscal position and click create.

Step 3: fill up the details and Save it.

28



Bank accounts

W N | UL r e TR WV WL W Ll B IR L LI L L L L LA e | = Ly e [ - um - —

i Acco Unting Adviser v Reports ~ Configuration v 9 Account Adviser ~

Bank - Show in Invoices
Footer
Debit Methods Manua| Payment Methods Manua|
[ Electronic

Figure: 2.24

Step 1: Click on configuration menu bar.
Step 2: Click on bank accounts and click create
Step 3: Enter your account number of selected bank.

Step 4: Click on save.

29



Journals

® Account Adviser -

i Accounting s []

Journals / New

Joumal Name
Type :I
Journal Entries Advanced Settings
Short Code Default Debit Account -
Default Credit Account -

Figure: 2.25

Step 1: Click on configuration menu bar.
Step 2: Click on journal and click create.

step 3: Fill the details as journal name, type, code and defualt debit and credit accounts.

step 4: Click on save.

30



Payment Terms

Adviser » Reports » Configuration ount Adviser -

Payment Terms / New

Payment Terms Active

Description on the Invoice
Payment term explanation for the customer...

Terms
The last line’s computation type should be "Balance” to ensure that the whole amount will be allocated.
Due Type Value Number of Days
+ Balance 0.000000 0 Day(s) after the invoice date IC§
Add an item

Figure: 2.26

Step 1: Click on configuration menu bar.
Step 2: Click on payments terms

(note: its for the payment term explanation for the customer)

Step 3: Click on save.

31



Financial Reports

22 Acco Unting Dashboard Sales » Purchases ~ Adviser » Reports » Configuration

Account Adviser

New
Report Name Parent -
Sequence 0 Type View |
Sign on Reports Preserve balance sign :I Financial Report Style :|

Figure: 2.27

step 1: Click on configuration menu bar.

Step 2: Click on account reports

step 3: Click on create and fill in the details

(note: we can also edit the created financial reports)

Step 4: Save it.

32



Account report hierarchy

Q‘ ) W1 150.10/.205.146/web¥view_type=tree&model=account.inancial.repor | € ||\ Search v B ¥ it @ =

= Acco unting Dashboard Sales s+ Advise eports v Configuration +

Financial Reports Hierarchy

Report Name Type Report Value
w Profitand Loss View
Income Account Type
Expense Account Type
w» Balance Sheet View
Assets Account Type
w Liability View
Liability Account Type
Profit (Loss) to report Report Value Profit and Loss

Figure: 2.28

step 1: Click on configuration menu bar.
Step 2: Click on account report hierarchy.

(note: we can see report value.)

33



Payments Acquirers

\\: J ML | Ll el TR VE UL NIL VL TG L L I LU U e A | = Ly s | e - um - —

i Acco Unting ) oa 5 A leports Configuration +

Payment Acquirers / New

-
e
Test
N a m e . Environment @ Payments

Credentials Messages Configuration

Order Confirmation No automatic confirmation
Authorize the amount and confirm the SO on acquirer confirmation (capture manually)
© Authorize & capture the amount and confirm the SO on acquirer confirmation

Authorize & capture the amount, confirm the SO and auto-validate the invoice on acquirer confirmation

Figure: 2.29

step 1: click on configuration menu bar.

Step 2: click on payments acquires and click create

34



Payment transaction

W N4 | e s e TR WL NI WE L B B RIS L L L L L L L | = Ly e [ - um - —

2 Accou nting Dashboard Sales ~ Purc 5 ~ Adviser » Reports »~ Configuration « ® Account Adviser ~

Payment Transactions / New

Draft » Pending Authorized Done Error Canceled

Reference | Acquirer -
Amount 0.00 - Payment Token -
Fees 0.00 Acquirer Reference
Partner - Creation Date
Validation Date -

Customer Details Name

Address

City ZIP

Nepal -7

English j

E-mail
Message

Figure: 2.30

Step 1: Click on configuration menu bar.
Step 2: Click on payment transaction and click create and fill the details.

Step 3: Save it.

35



USER: BILLING

SALES MENU

Customers Invoices

Customer invoice are document form seller to buyer. We can create customers by following the
following steps:

== ACCOUHting Sales + Purchases = Reports + Configuration = S C e @ AccountBiller ~

Customer Invoices /| New

Draft » Open Paid

Draft Invoice
Customer - Invoice Date -
Payment Terms - Salesperson Account Biller -
Sales Team Direct Sales -
Invoice Lines Other Info
Product Description Quantity Unit Price Taxes Amount
Add an item
Untaxed Amount : 0.00Rs

Figure: 3.1
Step 1: Click on sales Menu.
Step 2: Now click on Customers Invoice.

(note: you cannot add payments terms)

36



Customers

Customers are the parties who buy our products. We can create

following steps:

| )\ | Lo LU LUD LADIWe DHVIEW _TY DE=TOIM&MOodeL=res.parnera/menu.
s <

| & ||\ >earcn

g2 Accounting

Sales » Purchases

Customers /| New

'@' Individual

Company

Name

Company -

Address Street...

Street 2.

City State - ZIP
Country

Website e.g. www.odoo.com

Tags Tags...

Contacts & Addresses Internal Notes Sales & Purchases

I Create

~ Reports + Configuration +

Unpublished

I Active On Website

Q

Job Position e.g. Sales Director
Phone

Mobile

Fax

Email

M Title

Language English

Accounting Membership Partner Assignation

Figure: 3.2

Step 1: Click on Sales Menu.

Step 2: Now click on Customers.

@

customers by following the

® AccountBiller v

0.00
Invoiced

Step 3: You will see a create Button. Now click on Create. Then you will see a form. Fill the form

with details about the customers and save it.

37



Sellable Products

Products - Odoo - Mozilla Firefox X

© #lnbox - Odoo = © Projects - 0... Database De... = ™ Inbox - quru... | el Inbox (25) - ... O Products- 0... | © Products ... "\ +
| 9

@J@?ﬁ)l192.163.100.123:8069fweb#view_wpe=kanban&modet=pmduct | @ || 192.168.100.11 S wa ¥ A =

2 Acco Unting Sales ~ Purchases ~ Reporis v Configuration

Products Rd canbe sold | K sevices | search...

Q
YFilters~ =GroupBy~ ¥ Favorites ~ 1-2/2 - m

Down payment [EXP] Expenses
Price: 1.00Rs Price: 0.00Rs

Figure: 3.3

Products are the things we sell to the customers. But you cannot can add a new product.

You can view(abstract) it. Account Biller can only create the invoice for the created products.
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PURCHASES MENU

VENDOR BILLS

LW MY | LWL LW LTI W E LT VIE W LY P — TGO TUUE L L LUUIL N VUL E S
S -

| % || 2Eain | W b m - —

i Accounting Sales + Purc >+ Reporis ~ Configuration

® AccountBiller ~

Vendor Bills / New

Validate | CancelBill Draft » Open Paid

Draft Bill

Vendor = Bill Date

Vendor Reference Due Date

Add Purchase Order

Bill Other Info

Product Description Quantity Unit Price Taxes Amount
Add an item

Tax Description Tax Account Amount Untaxed Amount : 0.00Rs

Tax: 0.00Rs

Figure: 3.4

step 1: click on purchase menu and click vendor bills

step 2: click create and fill up the vendors details and purchase order.

Step 3: click on validate it and save it.
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VENDORS

Vendors are those who supplies us products.

ACCOUHting Sales ~ Purchases ~ Reports ~ Configuration =

ount Biller «

Vendors / New

'© Individual Company

Company -
Address Street..
Street 2...
City State - ZIP
Country
Website e.g. www.odoo.com
Tags Tags..
Contacts & Addresses Internal Notes Sales & Purchases

Create

Step 1: click on purchase menu and click vendors

Figure: 3.5

Step 2: click on create and fill up the vendors details.

Step 3: Now click on save
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i Active G on Website E’, Wender Bills.

Job Position e.g. Sales Director

Phone

Mobile

Fax

Email

Title M

Language English :l
Accounting Membership Partner Assignation



Purchasable Products

Products - Odoo - Mozilla Firefox X

O #lnbox - Odoo O Projects - O... Database De... =™ Inbox - gquru... | b Inbox (25) - ... O Products - O/O Products ... "-\'. +

@J@a)l192.163.100.123:8059fweb#view_wpe=kanban&modet=pmduct | ]|a 19216810011 | ¥ B + @& =

22 Acco Unting Sales + Purch eports =  Configuration =

Products R canbe Purchased - | i sewvices | search..

YFilters~ =GroupBy~ ¥ Favorites -

Q
1

Down payment [EXP] Expenses Free delivery charges
Price: 1.00Rs Price: 0.00Rs Price: 0.00Rs

Figure: 3.6

Those Products which can be brought. You cannot add a new product.

You can view(abstract) it.
(note: you can only buy created producted)
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REPORTS MENU

Invoices

#=2 Accounting

n Inwbedx|n Ousmn'lerk|Search... Q

YFilters~ =GroupBy~ W Favorites v

= Total

+ July 2017

Total Without Tax
= Total 1,680.00

+ all 1,680.00

Figure: 3.7

step 1: click on report menu
step 2: click on invoice

(note: you can only measure the invoice)
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CONFIGURATION MENU

Taxes

i Acco Unting Sales v Purchases v Reports v Configuration v

Taxes A Sale orPurchase * | search... Q
TFilters~ =GroupBy~ W Favorites 1-2/2 -
] Tax Name Tax Scope Short Name
[] & Tax15.00% Sales 15.00%
[] 4 Tax15.00% Purchases 15.00%

Figure: 3.8

step 1: click on configuration menu
step 2: click on taxes
(note: you cannot do tax adjustment)

You can view any existing one.
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Fiscal Position

\!‘ J N J..JU.J.U!.LUJ.J."I'UFWEU‘H'H'III'I—J_b(LII['IIL—OUO(\-'IEW_LyPt‘—LIbL{XIHUUEL—dL | %= | |"'\ 2edicn | %] [-=] - m - -_—

i Acco unting Sales ; eports «  Configuration «

Fiscal Positions lsearch... Q

YFilters~ =GroupBy~ W Favorites v

] Fiscal Position

Figure: 3.9

(note: you cannot create fiscal position)

You can only View it.
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Payments Acquirers

W M # | L AN Lt LT VY S LT WIS WY L ¥ PS T Renuanso i a s L pay s LAy = [ e [ - um -

s v Purch 5 » Reports » Configuration «

Payment Acquirers Search... Q

YFilters~ =GroupBy~ W Favorites v 1-10/10 ‘ m

Buckaroo

A payment gateway to accept online payments via credit cards.

" eCommerce

Ingenico
Ingenice Payment Services (fermerly Ogone) supperts credit cards, debit cards and bank transfers.

ifgeRico

+ eCommerce « Cards storage « Pay button in emails

Adyen

A payment gateway to accept online payments via credit cards, debit cards and bank transfers.

v eCommerce

Authorize.net

A payment gateway to accept online payments via credit cards and e-checks.

« eCommerce « Cards storage « Authorize & Capture

Figure: 3.10

step 1: Click on configuration menu bar.
Step 2: Click on payments acquires and Click Create.

Step 3: Fill in the form and save it.
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Payment Transactions

LW J NI A | LU AU 2 LT WELTTVIT VY LY PE T LU GO IUUE LT Pay S L a3 an L | || TN wEann | W= - un -

Accou nting Sales + Purc >+ Reports ~ Configuration ® Account Biller ~

Payment Transactions / New

Draft » Pending Authorized Done Error Canceled

Reference | Acquirer -
Amount 0.00 - Payment Token -
Fees 0.00 Acquirer Reference
Partner - Creation Date
Validation Date -

Customer Details Name

Address

City ZIP

Nepal -

English :l

E-mail
Message

Figure: 3.11

Step 1: click on configuration menu bar.
Step 2: click on payment transaction and click create and fill the details.

Step 3: Save it.
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USER: ACCOUNTANT

DASHBOARD

After You're logged in, the first menu screen that a User will see after selecting Account module is

Dashboard.

'ﬁ_\(‘ ) @ #1150.107.205.146/webdview_type=kanban&model=accountjournal& | € || Search w8 ¥ fi =
= ACCOUHting E S ] Advise e ] iguration «
Accounting Dashboard R4 Favorites ¥] search.. Q
YFilters~ =GroupBy~ ¥ Favorites « 1-4/4

Vendor Bills
Purchase

e [T fme 2 Invoices to vali... 3,864.00 Rs e 5T 0 Draft bills
Mew Invoice New Bill
0 Awaiting paym... 0.00Rs 0 Payments to do

Past 25 Jun-1 Jul  This Week 9-15 Jul 16-22 Jul Future Past 25Jun-1.Jul  This Week 9-15 Jul 16-22 Jul

B More B More
Bank Cash
Balance in GL 0.00 Rs Balance in GL 0.00 Rs
Im port Sta
12 Jun 22 Jun 12 Jun 22 Jun

Figure: 4.1
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SALES MENU

Customer Invoices

Customer invoice are document form seller to buyer. We can create customers by following the
following steps:

Step 1: Click on sales Menu.

Step 2: Now click on Customers Invoice.

k:',' P | WA 150.10/.205.146/web¥min=1&limit=808&view_type=list&mode | € | |“A Search B ¥« i @ =

22 Acco Unting ¥ ard  Sales s v Advise e ~ Configuration +

Customer Invoices Search.. Q

Create TFilters ~ = Group By = 1-2/2 = H B B
% Favorites v sl

[ customer Invoice Date Mumber  Salesperson Due Date Source Document Total Amount Due Status
[] Panchakanya pvt Itd, Invoice address User 50004 $1,932.00 $0.00 Draft
[] Mew Parley Traders 06/12/2017 User 07/12/2017 50001 $1,932.00 $0.00 Draft

Figure: 4.2

Step 3: You will see a create Button. Now click on Create. Then you will see a form. Fill the form
with details about the customers and their orders.

[Note: You can add payment terms, invoice date, sales person and sales Team.]
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LW MY | LDV AU LSO W E LHEVIE W LY PE —TUNTTTSATTOUE L= UL UL INVUILE e | N~ || ™ 2earcn | W w m - _—
N -

® Account Adviser ~

HH ACCOUnting Dashboard Sales » Purchases ~ Adviser + Reports ~ Configuration +

Customer Invoices /| New

Draft » Open Paid

Draft Invoice

Customer - Invoice Date -

Payment Terms - Salesperson Account Adviser -7
Sales Team Direct Sales -

Invoice Lines Other Info
Product Description Account Quantity Unit Price Taxes Amount
Add an item
Untaxed Amount : 0.00Rs

Figure: 4.3
Step 4: Now click on save button to save the information about the customer invoices.

Step 5: Saved invoices can also be validated, just click on the specific invoice, and after you’re in

the invoice page, click on “Validate’.
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Payments

Payments can also be created and has option of payment type, payment date, memo payment transaction,

payment journal and payment amount.

HH ACCO unt|ng Dashboard ases ® Account Adviser ~

Payments /| New

Confirm Draft » Posted Reconciled

Payment Type Send Money Payment Date 07/02/2017 -
@ Receive Money Memo
Internal Transfer
Payment Transaction -
{Customer :I -
Payment Joumal :l
Payment Amount 0.00 Rs

Figure: 4.4

Step 1: Click on Payment on sales menu.

Step 2: Now click on create payment and fill the required forms.

(note: specially you have to register the payment after the sales of the product.)

Step 3: Saved Payments can also be confirmed by the Account Adviser.
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Customers

Customers are those who buys our products. They can be created and edited.

K!' J WU | LOUL LU/ LUD. 1 80/wWeDFVIEW _Ty pe=KanDan&model=res.partnersmenu_ | < | |[™ 19410810001 7 W B8 b 4 m s ==

i Acco unting dashboa ales ~ Purchas Advise leports = Configuration -

Customers customers » | £ companies | search . Q

T Filters = % Favorites +

Panchakanya pvt ltd Resunga Hardware Resunga store
Butwal da, Nepal
! ! ! arg

Create

= Group By =

Figure: 4.5

Step 1: Click on Customers on sales menu.
Step 2: Click on create and fill up the customers details.
Step 3: Now click on save

(Note: Normally, customers are created on Sales Module. This additional feature of Account only

provides us to create customers by the Account Department.)
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Customers / Panchakanya pvt ltd

Delete

Duplicate I -
W Panchakanya pvt ltd — reeissersmse e @ SN @ hu
NI Unknown Partner Ledger
Partner Ledger. Receivable
Unknown Partner Ledger

Journal Items

Address i
godawari Monthly Turnover
Website Portal Access Management
Tags
Email
Language English
Contacts & Addresses Internal Notes Sales & Purchases Accounting Membership Partner Assignation

- abe ‘ ‘ buddha censtruction ‘ @ megh raj

W I nn an intarmal nnta Follonr 21 ~
Figure: 4.6

Certain Actions on Customers can also be executed, through customer’s page.
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Sellable Products

Sellable products are the end products, which we either manufacture or buy to later sell it to our

customers.

Products - Odoo - Mozilla Firefox X

O #inbox - Odoo | ©Q Projects - O... Database De... = ™ Inbox - quru... b Inbox (25) - ... O Products - 0...}10 Products ... % \'1 +

@J@ﬁ)l192.163.100.123:8069fweb#uiew_wpe:kanban&modetzpmduct | ¢ ||2 192.168.100.11 S B ¢ A =

HH ACCO Untlng Dashboard Sales » Purchases = Adviser » Reports = Co

Products R4 canbe sold | R services & scarch..

Q
TFilters» =GroupByw W Favorites » 1-2/2 m m

Create

Down payment [EXP] Expenses
Price: 1.00Rs Price: 0.00Rs

Figure: 4.7

Step 1: Click on Sellable Products on sales menu.
Step 2: Click on Create and fill up the Product’s name.
Step 3: Now click on save, it will pop up a warning message but will create the product anyways.

(Note: Normally, products are created on Sales Module. This additional feature of Account only

provides us to create products by the Account Department)
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PURCHASES MENU

VENDOR BILLS

LW ALY | LW LW LTI W E L VIE VW LY e — TGO NTUUEL— dL UL VUL E SO e | % || 2Eain | W b m - —
M -

&= ACCOUﬂting Dashboard Sales ~ Purc s v Adviser v Reports ~

Configuration + ® Account Adviser ~

Vendor Bills / New

Validate | CancelBill Draft » Open Paid

Draft Bill

Vendor - Bill Date -

Vendor Reference Due Date -

Add Purchase Order -

Bill Other Info
Product Description Account Quantity Unit Price Taxes Amount

Add an item

Tax Description Tax Account Amount Untaxed Amount : 0.00Rs
Tax: 0.00Rs

Figure: 4.8

step 1: Click on purchase menu and click vendor bills
step 2: Click create and fill up the vendors details and purchase order.

Step 3: Click on validate it and save it.
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Payment

Payments can also be created and has option of payment type, payment date, memo payment transaction,

payment journal and payment amount.

i Acco Unting Dashboard Sales ~ Purchases » Adviser ~ Reports = Configuration - ® Account Adviser ~

Payments / New

Confirm Draft » Posted Reconciled

Payment Type (@) send Money Payment Date 07/02/2017 -
Receive Money Memo
Internal Transfer
. ) Payment Transaction -
IVendor :I -
Payment Joumal :|
Payment Amount

0.00 Rs

Figure: 4.9

Step 1: Click on Payment on Purchases menu.

Step 2: Now click on create payment and fill the required forms.
(note: specially you have to register the payment after the Purchase of the product. Payments to

vendors or customers can be done by both payment options in either Sales or Purchases.)

Step 3: Saved Payments can also be confirmed by the Account Adviser.
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VENDORS

Vendors are those who supplies us products. They can be created and information about them can be

edited later.

\\: i I i e e et 1 e e i I b ] | e e - um - —

# Accounting

Vendors R4 Vendors » | search.. Q
Create YFilters~ =GroupBy~ ¥ Favorites -
kjs clinker

India
kjs@usercom

Figure: 4.10

Step 1: Click on Purchase menu and click vendors.
Step 2: Click on Create and fill up the vendors details.
Step 3: Now click on save

(Note: Normally, vendors are created on Purchases Module. This additional feature of Account
only provides us to create vendors by the Account Department. A single contact can be both

customers and a client.)
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Vendors / kjs clinker

Delete

Duplicate I -
w kj SC I i n ker Partner Ledger: Payable g g g:mt::)sskilfed E‘" gendor Bills.
NI Unknown Partner Ledger
Partner Ledger. Receivable
Unknown Partner Ledger

Journal Items

Address
india Meonthly Turnover
Indi
neia Portal Access Management
Website
Email is@
Tags kjs@usercom
Language English
Contacts & Addresses Internal Notes Sales & Purchases Accounting Membership Partner Assignation

F

Figure: 4.11

Certain Actions on Vendors can also be executed, through vendor’s page.
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Purchasable products

Purchasable products are the products, which we acquire from the vendors. They can only be
viewed(abstract) or created, and information about them can be edited in other modules.

F "

Products - Odoo — Mozilla Firefox x

O #lnbox - Odoo O Projects - O... Database De... = ™ Inbox - guru... = I Inbox (25) - ... O Products - 0.../}"/0 Products ... % \"I. +

—
(€) ©F% £ |192.168.100.123:8069/webiview_type=kanban&model=product | @ |2 192.168.100.11 JhE & A =

22 Acco Unting Sales » Purchases ~ Reports v Configuration +

Products R canbe Purchased - | senvices | search.. Q

YFilters » =GroupBy~ W Favorites -

Down payment [EXP] Expenses Free delivery charges
Price: 1.00Rs Price: 0.00Rs Price: 0.00Rs

Figure: 4.12

We can add a new product by following these steps:
Step 1: Click on Purchasable Products on Purchases menu.

Step 2: Click on Create and fill up the Product’s name.

Step 3: Now click on save, it will pop up a warning message but will create the product anyways.

(Note: Normally, products are created on Purchases Module. This additional feature of Account
only provides us to create products by the Account Department. Products which can be Sold or
Purchased can be created by both Sellable Products/Purchasable Products options in either Sales or
Purchases respectively.)
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REPORTS MENU

Product margin

)\ LDU LU/ AUD 140/ WeDFMENU_I0= L3DE&ICTION= 18 L L= 4, Ddearcn

Product Margins

General Information

From 01/01/2017 12/31/2017

Invoice State Open and Paid

Open Margins

Figure: 4.13

step 1: Click on report menu bar

step 2: Click on product margin and fill the date (from to )

(note: here we know about general information of product margin)
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Invoices

e i er e prraasmiiiwmes smsaisens

T e

#=2 Accounting

Invoices Analysis Invoiced » | | customer | search.. Q

n TYFilters~ =GroupBy~ W Favorites v

Gross Weight

#of Lines
Product Quantity
Average Price
Total Residual
Volume
Currency Rate

+ Total Without Tax

Count

Figure: 4.14

step 1: Click on Reports menu bar.
step 2: Click on Invoices

(note: here we can do invoices analysis.)
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Pdf reports as final account

W)Y LIV LU LD L DN W E LD VIEW LY PE — PIVOL S TTDUEL— dLLOUNLINVUILE. TEPUT — =\ oEdiln 1% [-=] w m L4 —_—

Sale/Purchase Journal

Target Moves '::.:' All Posted Entries
All Entries

Entries Sorted by Date

'::.:' Journal Entry Number

Start Date

Joumnals

or Cancel

Figure: 4.15

Step 1: Click on Reports menu bar
Step 2: Under PDF Reports, click any of the report which you want as applied date

(from to )

(note: we can get report of sales/purchase journal, partner ledger, general ledger, trial balance,
balance sheet, profit and loss, aged partner balance, financial reports)
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CONFIGURATION MENU

Taxes
!‘ ) @ A | 150.107.205.146/webHmin=1&limit=808&view_type=list&model=ac | €' | |\ Search lw B % i O =
22 Acco unting Das Sales v Purchases + Reports v Configuration
Taxes iISnle orPurchase ~ | Search.. Q
YFilters~ =GroupBy~ ¥ Favorites = 1—2!2-
] Tax Name Tax Scope Short Name
[] 4 Tax1500% Sales 15.00%
[] 4 Tax1500% Purchases 15.00%

Figure: 4.16

step 1: Click on configuration menu bar.

Step 2: View the Taxes(non-editable).
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Fiscal position

k‘(_' ) (WA 150.107.205.146/web#min=18&limit=80&view_type=list&model=ac | C | |Us Search | w B ¥ #i 9 =

22 Acco unting dashboard Sales eports ~  Configuration

Fiscal Positions Search... Q

YFilters~ =GroupBy~ ¥ Favorites -

] Fiscal Position

Figure: 4.17

step 1: Click on configuration menu bar.

Step 2: View the Fiscal Positions(non-editable).
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Financial Reports

\:— J M| LN LS LM WS LT VIS W LY S — LU S IO EL— dl LU Ll L S pu | %~ || 2Eaiun

2z Accountin Sales . 1= 8 e ~ Configuration
g g

Financial Reports / New

Report Name Parent -
Sequence 0 Type View |
Sign on Reports Preserve balance sign :I Financial Report Style :l

Figure: 4.18

step 1: Click on configuration menu bar.

Step 2: Click on account reports

step 3: Click on create and fill in the details

(note: we can also edit the created financial reports)

Step 4: Save it.
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Account report hierarchy

\S ) ) [ 150.10/.205.146/web¥view _type=tree&model=account.financial.repor | € | |“A Search | BE + W W =

i ACCO unting Dashboa Sales 1 Advise eports Configuration

Financial Reports Hierarchy

Report Name Type Report Value
w Profitand Loss View
Income Account Type
Expense Account Type
* Balance Sheet View
Assets Account Type
w Liability View
Liability Account Type
Profit (Loss) to report Report Value Profit and Loss

Figure: 4.19

step 1: Click on configuration menu bar.
Step 2: Click on account report hierarchy.

(note: we can see report value.)
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Payment Acquirers

l\-\‘_' J AN LWL LU L LUD L H4OTWEDHVIEW _TYPE=TOIM&MOOEL=pay Ment.acquirer&me | &~ | |"‘\ 2edrcn | W B w m L4 —_—

= Acco unting )ashboard  Sales es v Advise eports »  Configuration

Payment Acquirers / New

Test
N a m e . Environment @ Payments

Credentials Messages Configuration

Order Confirmation No automatic confirmation
Authorize the ameunt and confirm the SO on acquirer cenfirmation (capture manually)
© Authorize & capture the amount and confirm the SO on acquirer confirmation

Authorize & capture the amount, confirm the SO and auto-validate the invoice on acquirer confirmation

Figure: 4.20

step 1: click on configuration menu bar.

Step 2: click on payments acquires and click create
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Payment Transaction

LW M| L LU L U LT VWS LTV IS WY LY S T U A IS LT Ay S L L a3 AL LI |~ | Ty =Eaien ] - (1] - —

: Accou nting Dashboard Sales » Purc s + Adviser + Reports »  Configuration + ® Account Adviser ~

Payment Transactions / New

Draft » Pending Authorized Done Error Canceled

Reference | Acquirer -
Armount 0.00 - Payment Token -
Fees 0.00 Acquirer Reference
Partner - Creation Date
Validation Date -

Customer Details Name

Address

City ZIP

Nepal -7

English j

E-mail
Message

Figure: 4.21

Step 1: Click on configuration menu bar.

Step 2: Click on payment transaction and click create and fill the details.
Step 3: Save it.
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CONTACT US

B.l. Solutions

Panchakumari Marga, Kumaripati
Lalitpur, Nepal

P. O. Box: 4363

Cell: #4977 9851 053 064

Email: bisolutions@asia.com
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