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2.0	GENERAL SETUP
System setup allows you to maintain general setting of the software according to your individual company’s requirements. It is highly recommended to set all the requirements before you start off with the system. 
2.1 Company Setup

Add New Company

1. Go to General Setup  Company Setup. The Company Setup window appears. 
2. Click on + button on the top right of the page to add New Company. 
3. You will be directed to the page where you can enter all the required information.
4. After data entry, click Submit button to save
Note: Mandatory fields cannot be left blank marked with asterisk (*) symbol 

Edit Company
1. Go to Company Setup  List. The Company Master List window appears. 
2. In the Company Name column, identify and select the particular company. The Edit dialog box will appear. 
3. Click Continue, the page of the selected company’s details (Company Master) appears. Edit the relevant information.
4. Once completed, click Submit button to save.

Remove Company
1. Go to Company Setup  List. The Company Master List window appears. 
2. In the Company Name column, identify the company’s name from the row that you want to remove/delete from the list. 
3. Click Delete button (image) in the Action column, as you have selected/identified the company.
4. Dialog box of deletion confirmation appears, then click the Delete button.
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2.1.1 Chart of Account Setup


1. Go To General Setup  Company Setup  List. The Chart of Account List window appears. 
2. Select the Industry Classification.
3. Select the Type of Business. The Chart of Account list will be displayed. 
4. Click Save button to save data. 







Add Chart of Account

	



2.1.2 System General Setup

How to Setup 

1. Go To General Setup  Company Setup  System General Setup. The System and General Setup window appears.
2. In this section, the system set the default for all setup and customizes according to your company’s suitability and needs. There are 6 main sub-sections as follows:
· General Setup
· Customers and Sales Report 
· Inventory 
· Zakat and Wakaf 
· Item Default
· Supplier and Purchasing 
3. Note: Editing is disabled in this section. 
4. The main function of this section is to enable the auto journal entry.
5. For the GST section, it will relate to Item Setup.
6. Click Update button to save data.












2.1.3 Form No. Setup


Form Setup

1. Go To General Setup  Company Setup  Form Setup. The Form Setup List window appears. 
2. In this section, you can set your Serial Startup No. 
3. You also can set your Special Coding for each of the form type.
4. To insert your special coding and serial startup number, double-click at the selected field.
5. Click Save button or press Enter to save the data.










View Company List







2.2 Employee Setup

Add, Edit, Delete Employee

Add New Employee
1. Go To General Setup  Employee Setup. The Employee Master List window appears. 
2. Click on + button on the top right of the page to add New Employee.
3. You will be directed to the page where you can enter all the required information.
4. After data entry, click Submit button to save.
Edit Employee
1. Go To General Setup  Employee Setup. The Employee Master List window appears. 
2. In the Employee Code column, identify the employee that you want to edit his/her details. Select the identified Employee Code. The Edit dialog box will appear.
3. Click Continue, the Employee Master window appears and you can edit the relevant information.
4. Once completed, click Submit button to save.
Remove Employee
1. Go To General Setup  Employee Setup. The Employee Master List window appears. 
2. To remove employee from the list, identify the employee row.
3. In the Action column of the selected employee row click the Delete button.
4. Dialog box of deletion confirmation appears, then click the Delete button.
Print Employee
1. To print, click the Print button on the top of right of the page.
2. You can search the employee name by entering his/her name in the search field.
3. You can select the number of entries of employees to be displayed.
View Employee
1. Go To General Setup  Employee Setup. The Employee Master List window appears. 
2. You can search the employee’s name by entering his/her name in the search field on the top right-side of the page.
3. You can select the number of entries of employees to be displayed.






















		





                                                                                                                                
                                                                                        
                                                                                                                                                                                                                                                                                                                                                            
 2.3 Agent Setup

Add New Agent

	Add New Agent
1. Go To General Setup  Agent Setup. The Agent Master List window appears.
2. Click on + button on the top right of the page to add New Agent.
3. You will be directed to the page where you can enter all the required information. 
4. After data entry, click Submit button to save.
View Agent
1. Go To General Setup Agent Setup. The Agent Master List window appears.
2. In the Search field, search the agent’s name by entering his/her name.
3. You can select the number of entries of agent to be displayed. 
Edit Agent
1. Go To General Setup Agent Setup. The Agent Master List window appears.
2. In the Agent Name field, identify the agent that you want to edit his/her agent details. Select the identified agent’s name. The Edit dialog box will appear.
3. Click Continue, the Agent Master window appears. Edit the relevant information. 
4. Once completed, click Submit button to save
Remove Agent
1. Go To General Setup Agent Setup. The Agent Master List window appears.
2. To remove agent from the list, identify the agent name row.
3. In the Action column of the selected agent name row, click the Delete button. 
4. Dialog box of deletion confirmation appears, then click the Delete button.
Print All Agent
1. To print, click the Print button on the top right of the page.
*Show Agent on invoice (report printing) – only agent name





































	
2.4 Master Code Setup

Add New Master Code 

Add New Master Code 
1. Go To General Setup  Master Code. The Master Code window appears.
2. Click on + button on the top right-side of the page to add New Code.
3. You will be directed to the page where you can enter all the required information.
4. After data entry, click Submit button to save.
View Master Code
1. Go To General Setup Master Code. The Master Code window appears.
2. In the Master field, select the master name (e.g. Waqif, Shipping Method, Payment Method or Movement Type) from the drop down list. The Master Code list will be displayed.
3. You can select the number of entries of master code list to be displayed. 
Edit Master Code
1. Go To General Setup Master Code. The Master Code window appears.
2. In the Name field, identify the item name you want to edit. Select the identified item name. Edit dialog box will appear.
3. Click Continue, the relevant window appears and you can edit the relevant information.
4. After completed, click Submit button to save
Remove Master Code 
1. Go To General Setup Master Code. Master Code List window appears.
2. To remove any of the master code from the list, identify the project name row.
3. In the Action column of the selected master code name row, click the Delete button. 
4. Dialog box of deletion confirmation appears, then click the Delete button

	



























2.5 Project Setup

Add New Project

Add New Project
1. Go To General Setup  Project Setup. The Project Master List window appears.
2. Click on + button on the top right-side of the page to add New Project.
3. You will be directed to the page where you can enter all the required information.
4. After data entry, click Submit button to save.
View Project
1. Go To General Setup Project Setup. The Project Master List window appears.
2. In the search field, you can search the project by entering the project’s name.
3. You can select the number of entries of project to be displayed. 
Edit Project
1. Go To General Setup Project Setup. The Project Master List window appears.
2. In the Project Name column, identify the project name that you want to edit. Select the identified project name. Edit dialog box will appear.
3. Click Continue, the Employee Master window appears and you can edit the relevant information.
4. After completed, click Submit button to save
Remove Project
1. Go To General Setup Project Setup. The Project Master List window appears.
2. To remove project from the list, identify the project name row.
3. In the Action column of the selected project name row, click the Delete button. 
4. Dialog box of deletion confirmation appears, then click the Delete button

	


























	
Add Terms
2.6 Terms Setup


Add New Terms
1. Go To General Setup  Terms Setup. The Credit Terms and Condition List window appears. 
2. Click on + button on the top right of the page to add New Terms.
3. You will be directed to the page where you can enter all the information required. 
4. After data entry, click Submit button to save.
View Terms
1. Go To General Setup Terms Setup. The Credit Terms and Condition List window appears. 
2. In the search field, you can search terms by entering the terms.
3. You can select the number of entries of terms to be displayed. 
Edit Terms
1. Go To General Setup Terms Setup. The Credit Terms and Condition List window appears. 
2. In the Term Period column, identify the Term Period that you want to edit. Select the identified Term Period. Edit dialog box will appear.
3. Click Continue, the Credit Terms and Condition List window appears. Edit the relevant information. 
4. After completed, click Submit button to save.
Delete Terms
1. Go To General Setup Terms Setup. The Credit Terms and Condition List window appears. 
2. To delete the existing terms, identify the terms row.  
3. In the Action column of the selected term row, click the Delete button. 
4. Dialog box of deletion confirmation appears, then click the Delete button.




	


























Add New Bank
2.7 Bank Setup


Add New Bank
1. Go To General Setup  Bank Setup. The Bank Master List window appears.
2. Click on + button on the top right of the page to add New Bank.
3. You will be directed to the page where you can enter all the required information. 
4. After data entry, click Submit button to save.
View List of Bank
1. Go To General Setup Bank Setup. The Bank Master List window appears.
2. In the search field, you can search any particular bank by entering the bank name. 
3. You can select the number of entries of the Bank Name to be displayed. 
Edit Bank
1. Go To General Setup Bank Setup. The Bank Master List window appears.
2. In the Bank Name column, identify the bank name that you want to edit. Select the identified bank name. The Edit dialog box appears.
3. Click Continue, the Bank Master window appears. Edit the relevant information. 
4. Once completed, click Submit button to save.
Remove Bank
1. Go To General Setup Bank Setup. The Bank Master List window appears.
2. To remove the existing bank, identify the bank row. 
3. In the Action column of the selected bank name row, click the Delete button. 
4. Dialog box of deletion confirmation appears, then click the Delete button.
Print All Banks
· To print, click the Print button on the top right of the page.




	















	










Add New Ship To List
2.8 Ship To Setup


Add New Bank
1. Go To General Setup  Ship To Setup. The Ship to Setup window appears.
2. Click on + button on the top right of the page to add New Ship To address.
3. You will be directed to the page where you can enter all the required information. 
4. After data entry, click Submit button to save.
View Ship To List
1. Go To General Setup Ship To List. The Ship To List window appears.
2. In the search field, you can search the Ship To address by entering the Ship To details. 
3. You can select the number of entries of the Ship To list to be displayed. 
Edit Ship To Address
1. Go To General Setup Ship To List. The Ship To List window appears.
2. In the Address column, identify the address that you want to edit. Select the identified address details. The Edit dialog box appears.
3. Click Continue, the Company Ship To window appears. Edit the relevant information. 
4. Once completed, click Submit button to save.
Remove Ship To Address 
1. Go To General Setup Ship To List. The Ship To List window appears.
2. To remove the existing bank, identify the bank row. 
3. In the Action column of the selected Ship To row, click the Delete button. 
4. Dialog box of deletion confirmation appears, then click the Delete button.



	





														




















Add New Department
2.9 Department Setup 


Add New Department 
1. Go To General Setup  Department Setup. The Department Setup window appears.
2. Click on + button on the top right of the page to add New Department details.
3. You will be directed to the page where you can enter all the required information. 
4. After data entry, click Submit button to save.
View Department 
1. Go To General Setup Department Setup. The Department Setup window appears.
2. In the search field, you can search the department by entering the department name. 
3. You can select the number of entries of the department to be displayed. 
Edit Department
5. Go To General Setup Department Setup. The Department Setup window appears.
6. In the Description column, identify the department that you want to edit. Select the Edit button (image). You will be directed to the Department Setup page. 
7. Edit the relevant information (e.g. Code, Description and Head of Department).
8. Once completed, click Submit button to save.
9. The amended Department details will be appeared in the List of Department window.
Remove Department 
5. Go To General Setup Department Setup. The Department Setup window appears.
6. To remove the existing department from the list, identify the bank department row that you want to remove. 
7. In the Action column of the selected department row, click the Delete button. 
8. Dialog box of deletion confirmation appears, then click the Delete button.



	






























	





														

CHAPTER 2   GENERAL SETUP

1

