
PURCHASE 

TRACE 
Track Receipts And Certify Expenses 

MOTILAL OSWAL 
Investment Services - -

So Ii d Research.Solid Advice 



Enter your username and password

Login credentials are same as to 
your Laptop /Desktop login



Click on Login Button 



Click on CREATE VOUCHER 
under ‘Purchase’



Click on
CREATE EXPENSES DETAILS 

Select the Place of Business 
and Point of Supply from the 

drop down



Entry in create expense details 

Click SAVE & CLOSE



Select the 
required

ITEM TYPE



Enter the GST details with correct 
selection of HSN/SAC Code

Click on SAVE & CLOSE 



Home Business Dashboard Vendor Dashboard User Access 

Purchase Order 

Create for employee  ishaka Ajit Bahadkar/MSL I 
Voucher Name  OUCH ER FOR THE MONTH I 
Voucher for Company I Moblal Oswal Secunt,es Limited ·I
Vendor Name !BETTER WORLD TECHNOLOGY PVT LTD I·□
Confirm To  uto Suggest I
Quotation Reference 

Create Purchase Details 

Edit Remove Account Code Account CostCode Item Item Make Period Period To Name Type Model From 

SUPPORT-

Staff FINANCE & 

Edit Remove H0301010020 Welfare ACCOUNTS- Opex 11-May- 12-May-
COMMON- 2017 2017 Expenses COMMON-INOIA-
PRABHAOEVI 

Total INR Amount I 100000.ooj 

Create Advance Schedule Calculate TDS 

Total INR Amount .... I--------- '   

TRACE 

Masters  Transactions 

On Behalf Of  l - _ s _ E L _ E _ C T _ - - - - - - - - - - - - -  •  I 
Status Draft 

Voucher No. =Auto Generated 

Employees Company Motilal Oswal Securities Limited 

IPurchase Order Purchase Type 

PO Date !11-May-2011 I  
Requestor's Comments 

Narlltlon Quantity Rate Currency Currency INR 
Amount ConvRate Amount 

VOUCHER 
FOR THE 100000 100000 100000 
MONTH 

Total Gross Amount I 100000.0  

Total TOS Amount .... I--------- '   

Warranty 
 onths) 

6 

ST 
Applicable 

On Whose o 
Ship to' sar 

Currency 

Quotation D 

Delivary Oat 
/, 

Pelcentage 

N 0 

Solid Research.Solid Advice 



Click on 
CREATE ADVANCE SCHEDULE

if required



Enter the details as per requirement 



Click on SAVE & CLOSE 

Select from 
the drop 
down list



Vendor Name !BETTER WORLD TECHNOLOGY PVT LTD

Confirm To  uto Suggest 

Quotation Reference 

Create Purchase Detalls 

Edit Remcl'l'e Account Code Account
Name CostCode 

SUPPORT-

Staff FINANCE & 

Edit Remove H0301010020 Welfare ACCOUNTS-
COMMON-Expenses COMMON-INDIA-
PRABHADEVI 

Item Item
T   

Opex 

Mike 
Model 

1•ufj 
I 

Period Period ToFrom 

Purchase Type 

PO Date 

Requestor's Comments 

Namtion Quantity 

VOUCHER 

J Purchase Order 

I11-May-2017 IG 

Rate Currency Currency INR
Amount Conv Rate Amount 

11-May- 12-May- FOR THE 2017 2017 MONTH 
100000 100000 100000 

Total INR Amount  I ______ 1_00_0_00_. o Total Gross Amount  I ______ 1_00_0_00_. o
Create Advance Schedule Calculate TDS 

Edit Remcl'l'e Account Code Account Name POACCOUNT Cost Code I Bil No BNI Date Currency Amount Currency Conv INRAmountRate 

ADVANCE Staff Welfare SUPPORT-FINANCE & 

·I 

6 

TDSSection 

N 

Currency 

Quoiation o 

Delivary Oat 

ST 
Percent. 

0 

TDS Percentage ril 

Edit Remove E0403010002 AGAINST Expenses- ACCOUNTS-COMMON- 115 11-May-2017 50000 1 50000 0 COMMON-INOIA-EXPENSES H0301010020 PRABHADEVI 

Total INR Amount 
 1 - - - - - - - -    

Total TDS Amount 

Supportings Choose File No file chosen 

AnneXU1e Choose File No file chosen 

TRACE MOTIi.AL O \VAL 
, , _ . , _ ,   1 $  

Solid Research.Solid Advice 



Go to SUPPORTINGS. 
Click on CHOOSE FILE

for attaching any supporting file 
relating to the voucher 



Click  SEND FOR APPROVAL 
button for approval and payment 

Voucher Number will 
generate when the user clicks 

SAVE & EXIT 


