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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 Settlement’



Enter the Voucher Number and Click on Search 



Click on EDIT to 
process further



Click on 
CREATE SETTLEMENT DETAILS 

Select the Place of Business 
and Point of Supply from the 

drop down



If advance given and the same needs

update

If advance given and the same needs 
to be adjusted against the settlement 
voucher scroll towards the right and 

update



Entry in create expense details 

Click SAVE & CLOSE



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

Click on SAVE & CLOSE 



Entry display of TDS Calculated 



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 




