
 
 
Busy Software ni aieki[n pr Dbl kl)k kri[. 
ai[pn k>pn) mi> k>pn) l)AT K&lS[...pC) j[ k>pn)mi> kim krv>& hi[y...t[ni pr kl)k kri[. 
Give the user ID & Password (y&zr aie.D) & pisvD<<) 

Open your company ( k>pn) ai[pn kri[) 
 

 
 
 
# In Busy Software 3 option in each very menu for Master / Transaction entry level:   
{Busy Software mi> 3 ai[¼Sn dr[k m[n>&mi> - a[D / mi[D)fiE / l)AT......dr[k miATs<<< an[ viucr miT[} 

Add Add New Entry – Master/Transaction {nvi miATs</viucr bnivvi miT[}  

Modify Modify - Master/transaction {miATs</viucr s&Firvi miT[[} 
List Total data of - Master/Trasaction {miATs</viucr yid) ji[vi miT[} 

 

Short cut keys: 

 



 
 
1.Create New Account  : {nv>& a[kiuºT ai[pn krvi miT[} 
Addministration - Master- Account- Add     

 
 

OR CTRL+F1     OR  in voucher entrytime party column press F3 
 
k|m Kiti ni p\kiri[ g\&p ( In Busy Software-Group) 
1 Customers g\ihk Kiti> miT[ Customer party/Sundry Debtors 
2 Supplier / Vepari v[pir) Kiti> miT[ Supplier party/Sundry  Creditors 
3 Expense Account Kc< Kiti> miT[ Expence indirect/ADM/Expence direct 
4 Income Accounts aivk Kiti> miT[ Income indirect/Income direct 
5 Capital Account m*D) Kiti> miT[ Capital Account 
6 Saving/Current Bank Account b[>k Kiti> miT[ Bank Account 
7 CC/ OD Bank Account li[n Kiti> miT[ Bank OD Account 
8 Bank/Finance Loan Account fie. Kiti> miT[ Loan Account 
9 Investment ri[kiN Kiti> miT[ Investment 

 
 
 
2. Create new Account Group : 
Administration – Masters - Account group - Add   

 
 
(For manage city & area wise customers)  
OR  In Account Master entry time in Group column :press F3 
nv& a[kiuºT g\&p bnivvi miT[ a[kiuºT g\&p ki[lmmi> fkt F3 krv&>. 
 



 
 
3.Create new Iteam : Addministration – Masters – Item – Add {nv) aieTm bnivvi> miT[} 

 

OR      CTRL F2     OR 

In Voucher entry time press F3 {nv) aieTm bnivvi miT[ aieTm ki[lmmi> fkt F3 krv&>} 
 
 
 
 
4.Create new Item Group: 
Addministration – Master – Iteam Group – Add {nv) aieTmn&> g&\p bnivvi miT[} 

 

(For manage Items/Inventory Group wise) 

 OR 

In Item Master entry time in Group column: press F3 
{nv) aieTmn&> g&\p bnivvi miT[ aieTm g&\p ki[lmmi> fkt F3  krv&>} 

 



 
 
5.Create new Item unit :    ( Examples : Pcs.Gms.Kgs.Sq.Ft.Nos.Mtr.Ltr.Tonne..

Addministration – Masters – Unit 

 

In Item Master entry time in unit column : press  F3
{nv) aieTmn&> y&n)T bnivvi miT

6.  Create new Item conversion :
Addministration – Masters – Unit 

   
 
 
 

Examples : Pcs.Gms.Kgs.Sq.Ft.Nos.Mtr.Ltr.Tonne..etc.)

Unit - Add 

 

 OR 

m Master entry time in unit column : press  F3
{nv) aieTmn&> y&n)T bnivvi miT[ aieTm y&n)T ki[lmmi> fkt F3 krv&>

 

 

 

 

 

 

Create new Item conversion : 
nit Conversion – Add 

etc.)  

m Master entry time in unit column : press  F3 
krv&>.} 

 



 
 
7.Create new Purchase Bill {Kr)d)ni b)ln) a[ºT^) krvi miT[} 
Transaction – Purchase – Add OR CTRL+ F9 

 
 

Note :  

 Purchase Type 

g&jrit n) li[kl Kr)d)ni b)lmi> 
vAt&ni[ Biv $i.1000.00 J.a[s.T)-
18% siY[ni[ hi[y ti[ :  

Taxable Amount 
CGST 
 SGST 

Total Bill Amount  

  847.46 
    76.27 
    76.27  
1000.00 

L/GST-Tax Incl. 

rijy bhir n) Kr)d)ni b)lmi> 
vAt&ni[ Biv $i.1000.00 J.a[s.T) -
18% siY[ni[ hi[y ti[ :  

Taxable Amount 
IGST 

 Total Bill Amount  

  847.46 
  152.54 
1000.00 

I/GST-Tax Incl. 

g&jrit n) li[kl Kr)d)ni b)lmi> 
vAt&ni[ Biv $i.1000.00 + J.a[s.T) 
-18% ni[ hi[y ti[ :  

Taxable Amount 
CGST 
 SGST 

Total Bill Amount  

1000.00 
    90.00  
    90.00  
1180.00 

L/GST-Item wise 

rijy bhir n) Kr)d)ni b)lmi> 
vAt&ni[ Biv $i.1000.00 + J.a[s.T) 
-18% ni[ hi[y ti[ :  

Taxable Amount 
IGST 

 Total Bill Amount  

  1000.00 
   180.00  
1180.00 

I/GST-Item wise 

 
 
bniv[l clNn[ Kr)d)ni b)lmi> Diyr[kT l[vi Kr)d)ni b)lmi> l[t) vKt[ “Type”  ki[lmmi> Against challan 

(sl[kT kr) Ryir bid Item (fÃDni> ki[lmmi> je F11 (sl[kT kr)n[ Ryi> clN (sl[kT krviY) aiKi clNn) 
a[ºT^) Ryi> ai[Ti[m[T)k aiv) jS[. 
 
 
Short Cuts   F2   : Save / Done 
                              F9   : For Item Line Delete 
                              F11 : Pick up from – Challan / Order / Quotation into Sales Bill. 
 
Add (F3)  : Add New Entry – Master/Transaction {nvi miATs</viucr bnivvi miT[}  
Modify(ALT+M) : Modify - Master/transaction  {miATs</viucr s&Firvi miT[[} 
List (F5)  : Total data of - Master/Trasaction  {miATs</viucr yid) ji[vi miT[} 

 



 
 
8.Create new Standard - Sale Bill {v[ciNni b)ln) a[ºT^) krvi miT[} 
Transaction – Sale – Add OR CTRL+ F8

 

 
 

Note :  

 Purchase Type 

g&jrit n) li[kl Kr)d)ni b)lmi> 
vAt&ni[ Biv $i.1000.00 J.a[s.T)-
18% siY[ni[ hi[y ti[ :  

Taxable Amount 
CGST 
 SGST 

Total Bill Amount  

  847.46 
    76.27 
    76.27  
1000.00 

L/GST-Tax Incl. 

rijy bhir n) Kr)d)ni b)lmi> 
vAt&ni[ Biv $i.1000.00 J.a[s.T) -
18% siY[ni[ hi[y ti[ :  

Taxable Amount 
IGST 

 Total Bill Amount  

  847.46 
  152.54 
1000.00 

I/GST-Tax Incl. 

g&jrit n) li[kl Kr)d)ni b)lmi> 
vAt&ni[ Biv $i.1000.00 + J.a[s.T) 
-18% ni[ hi[y ti[ :  

Taxable Amount 
CGST 
 SGST 

Total Bill Amount  

1000.00 
    90.00  
    90.00  
1180.00 

L/GST-Item wise 

rijy bhir n) Kr)d)ni b)lmi> 
vAt&ni[ Biv $i.1000.00 + J.a[s.T) 
-18% ni[ hi[y ti[ :  

Taxable Amount 
IGST 

 Total Bill Amount  

  1000.00 
   180.00  
1180.00 

I/GST-Item wise 

 

 

bniv[l clNn[ v[ciNni b)lmi> Diyr[kT l[vi v[ciNni b)lmi> l[t) vKt[ “Type”  ki[lmmi> Against challan 

(sl[kT kr) Ryir bid Item (fÃDni> ki[lmmi> je F11 (sl[kT kr)n[ Ryi> clN (sl[kT krviY) aiKi clNn) 
a[ºT^) Ryi> ai[Ti[m[T)k aiv) jS[. 
 

 

 
 
 
 
 



 
 
9.Create New POS - Sale Bill {v[ciNni b)ln) a[ºT^)  zDp)  krvi miT[} 

Transaction – Sale – Add OR CTRL+ F8

 

For POS Billing : Select POS  (For Shopping Mall) {v[ciN b)ln) a[ºT^) zDp) krvi miT[ ..... di.t Si[p)>g mi[l miT[} 
 

 
 
 
 
 
 
 
 
 

10.Create New Receipt Entry :      {b)l uGriN) jmi krivvi aYvi aºy aivk jmi krvi miT[} 
Transaction – Receipt – Add         OR        CTRL+F6       OR      ALT+F6 

 



 
 
11.Create New Payment Entry : 
Transaction – Payment – Add     OR    CTRL+F5    OR     ALT+F5 
{v[pir)ni b)ln) rkm c*kv)a[ t[ aYvi kr[l Kc<n) rkm n) a[ºT^) krvi miT[} 

 
 

 
 
 
 
 
 
12.Stock Transfer : 
Transaction – Stock Transfer – Add 
a[k gi[Diun/ATi[rY) b)ji gi[Diun/ATi[rmi> ATi[k T^iºsfr krvi miT[ upyi[g kr) Skiy C[. 

 



 
 
13.Create Bank/Cash Entry: 
Transaction – Contra – Add        OR     CTRL+F3      OR      ALT+F3 
{ri[kD p[m[ºT b[>kmi> jmi kyi< hi[y Ryir[} 

 
 
 
 
 
 
 
 
 
 
 
 
 
{ri[kD p[m[ºT b[>kmi>Y) upiDyi hi[y Ryir[} 

 



 
 
14.Bill of material/Production formula : 
Addministration – Biil of material - Add 
{ki[e pN t]yir krvimi> aivt) p\i[DkT miT[ t[ni p\miNmi> vpriti ri[-mT[(ryln) fi[Ày<&li s[T krvi miT[} 

 
 

 
15.Production Voucher : 
Transaction – Production – Add 
j[ p\i[DkT bnivv) hi[y,t[n) fi[Ày&<li BOM mi> (sl[kT krv) pC) t[mi> j[Tl) mi#ii/y&(nT/n>gm>i bnivv) hi[y t[ lK) 
viucr bniv) Skiy an[ t[mi> j p\i[DkTni> y&(nT d)q Yti[ Kc< pN dSi<v) Skiy C[. 
 
“Item Generated” ki[lmmi> dSi<v[l p\i[DkT t]yir mil ATi[kmi> vFS[.  

 
 
“Item Consumed” ki[lmmi> dSi<v[l dr[k p\i[DkT  ri[-mT[r)yl ATi[kmi>Y) GTS[. 



 
 
16.Stock Journal : Transaction – Stock Journal – Add 
A. ki[e pN p\i[DkTni ATi[kmi> vFiri[ krvi[ hi[y ti[ t[ p\i[DkTn[ “Item Generated” ki[lmmi> um[rvin) 

mi#ii/y&(nT/n>g dSi<v) Skiy C[. 

 

B. ki[e pN p\i[DkTni ATi[kmi> GTiDi[/ai[Ci[ krvi[ hi[y ti[ t[ p\i[DkTn[ “Item Consumed” ki[lmmi> um[rvin) 
mi#ii/y&(nT/n>g dSi<v) Skiy C[. 

 

 

17.Physical Stock :   
Transaction –Physical Stock – Add 
ki[e pN p\i[DkTni[ ATi[k si[fTv[r m&jb an[ hijr ATi[kmi> tfivt {+/-} hi[y,an[ j[ t[ ai[Ti[m[T)k ATi[k jnrl viucr 
d^iri ai[Ti[m[T)k ATi[kmi> vFiri[ k[ GTiDi[  krvi[ hi[y ti[ t[ p\i[DkTn[ “Physical Stock” ki[lmmi> um[rvin) mi#ii/y&(nT/n>g 
dSi<v)n[ kr) Skiy C[. 

 



 
 
18.Material Issue To Party ( Sale Challan ) : 
Transaction – Materiel Issue To Party – Add 
jyir[ clNY) miln&> v[ciN krti> hi[ea[ Ryir[ t[ clN viucrn) a[ºT^) ah)> krvimi> aiv[ C[. ai clNn[ 
v[ciNni b)lmi> Diyr[kT l[vi v[ciNni b)lmi> l[t) vKt[ “Type”  ki[lmmi> Against challan (sl[kT kr) Ryir 
bid Item (fÃDni> ki[lmmi> je F11 (sl[kT kr)n[ Ryi> clN (sl[kT krviY) aiKi clNn) a[ºT^) Ryi> 
ai[Ti[m[T)k aiv) jS[. 

 

 

19.Material Received From Party (Purchase Challan) : 
Transaction – Materiel Received To Party – Add 
jyir[ clNY) miln) Kr)d) krti> hi[ea[ Ryir[ t[ clN viucrn) a[ºT^) ah)> krvimi> aiv[ C[. ai a[ºT^) kr[l clNn[ 
Kr)d)ni b)lmi> Diyr[kT l[vi Kr)d)ni b)lmi> l[t) vKt[ “Type” ki[lmmi> Against challan (sl[kT kr) Ryir bid Item 
(fÃDni> ki[lmmi> je F11 (sl[kT kr)n[ Ryi> clN (sl[kT krviY) aiKi clNn) a[ºT^) Ryi> ai[Ti[m[T)k aiv) jS[.

 
 
 



 
 
20.Debit Note : Transaction – Dr. Note – Add 
ki[e pN v[pir) pis[Y) Kr)d) kr) hi[y an[ piCLY) Biv frk hi[y {a[Tl[ k[,D)AkiuºT} Ryir[ t[n) a[ºT^) D[b)T ni[T mi> 
krvimi> aiv[ C[.    an[  Kr)d mil prt hi[y Ryir[..

 

 

 

 

 

21.Credit Note:  
Transaction – Cr. Note - Add 
ki[e pN gihkn[ v[ciN ky&< hi[y an[ t[n[ jyir[ Biv frk {a[Tl[ k[ D)AkiuºT rkm} aipvini[ hi[y Ryir[ t[n) a[ºT^) 
k|[D)T ni[Tmi> krvimi> aiv[ C[. an[ v[ciN mil prt hi[y Ryir[... 

 



 
 
22.Balance sheet / Account Book / Day Book / Bank Ladger: 
Display – Final Results – Balance sheet 
Display option – {D[-b&k / a[kiuºT piT)< l[zr / b[>>k a[kiuºT ji[vi miT[} 

 a[kiuºT piT)< l[zr ji[vi miT[   ALT+L / CTRL+L 

 
 
 

 
 
 

23. Stock & Inventary Related All Reports :  
Display Option – {ATi[k r)pi[T< ji[vi miT[} 
Display  – Stock status / – Inventory books /  – Inventory summary 

 
 
a[k aieTmni[ ATi[k / r)pi[T</l[zr / ji[vi miT[ : ALT+G / CTRL+G 

bF) aieTmni[ ATi[k /l[zr / ji[vi miT[   : ALT+S / CTRL+S 



 
 
24.Customer’s Due/Pending Amount Reports : 
Display – Outstanding Anylysis – Amount Receivable 
{g\ihkn) uGriN) r)pi[T< ji[vi miT[} 

 

 

 

 

 

 

25.Supplier’s Due/Pending Payment Reports :  
Display Outstanding Anylysis – Ammount Payable 
{v[pir)n[ c&kvvini bik) rkmni[ r)pi[T< ji[vi miT[} 

  



 
 
26.GST Reports Registers & GST eReturn : 
Display – GST / VAT Reports – {J.a[s. T) r)pi[T< ji[vi miT[}

 
 
 
 
 
 
 

 
 

 


