
��� �� �� �� �� �  EASY AUDIT  ��� �� �� �� �� �  
 

�   To Open EASY AUDIT  Software �  Go to EASYOFFICE ��� �  EASY AUDIT  Module by clicking the Button as 
mentioned in below screen.  Assessee Master will be common as already available in EASYTAX / FBT / eTDSr module. 
 

       
 
��� �  AUDITOR  
You can create multiple Auditor Master with details of Auditor Name & Address, Membership No. and Header / Footer 
option. Press F2 Key to enter new Auditor Name, F3 Key to Modify/Change or F4 Key to Remove Auditor Name. 
However you can also modify the header / footer as desired. 
 

 
 

     
 
You can simply Copy the Header from the Ms-Word and Paste it into Auditor Master Footer. You can remove the Bottom 
Line as shown in above mentioned screen. 

Click here to 
view / change 

the 
Header/Footer 

or Press F3 
Key to Reset 

Header/Footer 

You can create User-
defined Header/Footer 
in Ms-Word and copy 

it to Header 

Set Header/Footer for 
Dos/Windows Print 

Set Header/Footer 
for SPECIAL Print 



��� �  MASTER COPY 
 
This option provides the Common Master Format which is useful to generate the Audit Forms 3CA / 3CB / 3CD for 
various assesses. We have also provided the Default Account Head – Group – Sub Group – Account (Ledger) to enter the 
Trial Balance. We have provided 3 Formats (Company, Firm & Individuals). You can also create new Format by 
pressing F2 Key and also you can also copy existing format into your format and then you can edit as you like. Press F10 
Key to save the Format. 
 

   
 

�  To create Header/Footer automatically, click on Form 3CA / 3CB / 3CD. You can also enter the Default 
(Common) Answers for Form 3CD which will be automatically filled up in individual Assessee(s).  However you 
can modify your answers in respective Assessee for the particular point. 
  

     
 
��� �  ANSWER HELP 
This option provides the Multiple Answer Help for Form 3CD and CARO Report. You can set point wise multiple 
answers for the 3CD and CARO Report which will be used at the time of preparing the 3CD / Caro Report. 
 

   
 
 



��� �  ASSESSEE DETAILS 
This option provides the basic Company Master for Audit Report. Select the Auditor Name by pressing F1 Key. Name & 
Address, Business Category, Depreciation Method, Calculation Base and Print Format, etc. On basis of the Company 
Master, Header / Footer will be automatically generated, however you can change / modify as required. 
 

 
 
��� �  HEAD / GROUP / SUB GROUP / ACCOUNT 
 
This option provides the default Account Head / Group / Sub Group and Account (Ledger). However you can create new 
Ledger / Sub Group / Group as required by pressing F2 Key, press F3 Key to Change/Modify and press F4 Key to 
Remove/Delete.  
 

   
 
If you have created masters for Company / Firm / Individual once and later on you want to add ledger account in the main 
master and now you want to auto collect in the individual master which is already created earlier, you have to press F11 
Key to Collect New Accounts from Main Master. 
 
 

�  If you want to collect Group / Sub-Group / Account – common in all Assessee(s) / Company, you have to enter 
the Group / Sub-Group / Account in MASTER COPY option (Common Master Format).  You need not create 
new account every time once you created Accounts – Sub-Group – Groups in the above mentioned masters.   

 
 

You can also collect 
new accounts 

entered in your 
specified format Tick (select) the 

Ledgers you want 
to copy from the 
Default Format 

For New 
Company 

Master, you 
have to go to 

Header/Footer 
by pressing 
F7/F8 Key. 

However you 
can change the 
Header/Footer 

as mentioned as 
Auditor Name 

You can select 
the 

Depreciation 
Method, 

Calculation 
Base and Print 
Format in case 

of 
Firm/Individual 

or Company 



 
��� �  DATA IMPORT  
This option provides the Data Import Option from various format files… for e.g. Excel Files, SDF Format, DBF Format, 
ASCII (Comma Separator) file ( from Tally). 
 
��� �  IMPORT  FROM  EXCEL 
You can import Trial Balance from Standard Excel Sheet. To copy format of Excel Sheet Press F4 Key and Press Save 
Button. You can enter the data in standard excel sheet provided and import file as under. 
 

 
 

On completion of Data Import, system will be prompt to view the Import Data �   Press Yes 
 

 
 
The following screen will be appear, Head/Group/Subgroup will be displayed in upper part of the screen and Ledgers will 
be displayed in lower part of the screen, you have to click on the Head or Group or Subgroup and you have to click on the 
the respective Accounts (Ledgers) displayed in lower part of the screen.  
 
After completion of Setting of Ledgers with Groups/Subgroup, press F10 Key to transfer the Accounts in Audit Data. 

 

 
 

Press F4 Key 
for Default 
Excel Sheet 
& save it. 

Click on F10 Key 
to Proceed for 
Import from 
Excel Sheet 

Click here if you 
want to clear all 

data before import 



 
��� �  IMPORT  FROM  TALLY 

1) Go to Tally �  Gateway of Tally �  Display �  Trial Balance ��� �  F5 Ledgerwise �  click on Export Button �  
Select the Format -  ASCII (Comma Seperator) �  Give Output Filename. (default name is TRIALBAL.TXT) 

 

 
 

  
 

 
 

2) Go to Tally �  Gateway of Tally �  Display �  List of Accounts �  click on Export Button �  Select the Format 
-  XML (Data Interchange) �  Give Output Filename.xml (default name is MASTER.XML) 

 

 

Press F5 Key 
Ledger wise 

Trial Balance 

To Add Previous 
Year Click on 
New Column 

Press Alt-E to 
Export Trial 
Balance in 

ASCII Format . 
The Default 
Filename is 

Trialbal.txt.  
However you can 

change the file 
name with 

extention of .txt 

Press Alt-E to 
Export List of 
Accounts in 

XML Format . 
The Default 
Filename is 
Master.xml. 

However you can 
change the file 

name with 
extention of .xml 



 
3) Now, To Import File enter the path as under: 

 

FILENAME  : D:\TALLY72\TRIALBAL.TXT - location of e xported file 
GROUP MASTER : D:\TALLY72\MASTER.XML               from tally exist. 

  

  FILE TYPE  : Click on �   ASCII FILE  (Comma Separator)  
 

4) Click on   �   on option :  Remove Previously imported Pending Data (if you want to import fresh data) 
 

 
 

5) Now Press F5 Key for File Setup �   To set the Column as per Tally Exported File, you have to set the column 
no. as displayed in the exported file (trialbal.txt). �  To view the exported file Press F7 Key to Show File.  

 

 
 

6) After setting of Columns, close the window � ,  Press F6 – Back  to go to previous menu.  
  

7) Press F10 Key to PROCEED. If you have already import the data, the system will ask the following question to 
clear all imported Accounts Values and reset all the Accounts Values (Balance).  Click Yes to Import Fresh 
Values. 

 
 

8) Press OK to Continue…. 

 
 

Click here for 
Previous Year 
Import Only. 

Close the window 
after setting of 

Columns as per the 
Exported File 



9) On completion of Data Import, system will be prompt to view the Import Data �   Press Yes  
 

 
 

The following screen will be displayed after import of Tally Data. The Head / Group / Sub Group will be displayed in 
screen on upper side and Imported Ledger will be displayed on lower side of the screen. Now to check the imported data 
you can select the Head, accordingly ledger will be displayed. Press F10 Key to Transfer the data. 

 

 
 
OPENING STOCK value will be automatically displayed in the Trial Balance however you have to create Ledger for 
Closing Stock. 
 
After Import, Go to MAIN MENU �  ACCOUNT  �  Press F2 Key and create the ledger as mentioned as under 
 

 
 
After creating above two ledgers, Go to TRIAL BALANCE �  Press F2 Key to enter new A/c Balance  �  Press F1 Key 
to select the Ledger to enter the Ledger Value  
 

 

1st Step �  Select Group 
TRADING - DEBIT  

2nd Step �  Select Account 
OPENING STOCK 

3rd Step  �  Press F10 Key 
for DATA IMPORT  



Two ledgers of Closing Stock will be appear as per below mentioned screen, you have to enter the closing stock value for 
both the ledgers so that it will be reflected in Trading Account as well as in Balance Sheet. 
 

 
 

Note:  The above settings are for Data Import from Tally only. 
 
 
��� �  AUTO A/C. SETUP 
 
We have provided separate menu to enter the CAPITAL ACCOUNT, GOODS ACCOUNT and FIXED ASSETS. To 
get Values from these three modules into TRIAL BALANCE automatically, set the Auto Account Setup as mentioned in 
below screen or select the accounts as created by you. 
 
Please note that if you have Tick the Auto Set Values, DO NOT ENTER the manually accounts in Trial Balance and if 
entered the values will not be stored.  If you want to enter all values manually in Trial Balance UnTick the Auto options. 
 

 
 
 
Selected Master Format will be highlighted in Bold Letters as below mentioned screen.  
 

 
 

Tick Here to transfer Profit 
Automatically to Partners A/c. 

Untick to transfer Profit into 
Specified Account 

Select the Master Format 
for Company / 

Partnership Firm or 
Proprietary Firm 

(Individual). However 
you can also create your 
own format as desired. 

Press F5 Key to Preview Statement 
before selection and Press F10 Key 

to Select the Format. 



��� �  AUDIT FORMS  
This option is used to enter the answers in various Audit Forms 3CA, 3CB, 3CD and their Annexures I, II & III along 
with notes. 
 
��� �  FORM 3CA  
The default Form 3CA will be displayed duly filled by Name & Address of the Company/Firm with Header & Footer. 
You can also change / modify other necessary details as required. If Header/Footer is not display, you may Press F7 Key 
to Clear the form and regenerate 3CA Form the Header / Footer will be automatically displayed. (for which you have to 
first go to Auditor Master and Click on the Header / Footer) 
 

     
 
��� �  FORM 3CB  
The default Form 3CB will be displayed duly filled by Name & Address of the Company/Firm with Header & Footer. 
You can also change / modify other necessary details as required. If Header/Footer is not display, you may Press F7 Key 
to Clear the form and regenerate 3CB Form the Header / Footer will be automatically displayed. (for which you have to 
first go to Auditor Master and Click on the Header / Footer) 
 
��� �  FORM 3CD  
When you click on Form 3CD for 1st Time, it will ask to copy the default Answers from the Common Masters. Press Yes 
if you want to required default Answers or Press No to enter all answers manually. 
 

 
 

The default Form 3CD will be displayed, however you can edit the default ANSWERS in respective Point by pressing F5 
Key, if annexure is required click on the option as mentioned in below screen. If you have to enter the selective answers, 
press F4 Key for Answer Help and press F3 Key for Annexure Details and Press F10 Key to Save the Form.  
 

 

Press F5 Key to edit 
the Default Answers 

Press F4 Key to select 
the Multiple Answer 
Help for the selected 
Questions of 3CD 



��� �  ANNEXURE - I (3CD) 
For Annexure – I details, press F5 Key to collect values from Trial Balance. 
 

 
 
��� �  ANNEXURE - II (3CD) 
For Annexure – II details, press F5 to enter the Fringe Benefit Tax value, Press F10 Key to Save. (FBT details to be 
entered for which you have to click FBT as applicable) 
 

 
 
��� �  OTHER ANNEXURES 
This option is used to enter the 3CD - Other Annexures. Press F2 Key to enter the Annexure No., Press F3 Key to enter 
the Annexure Details (the window will be open to enter the details) and to print the annexure separately press F5 Key. 
 

 
 
You can enter Annexure Details from here for Capital / Partner details, Depreciation Details (Fixed Assets) and 
Quantitative Details (Stock Details) or you can enter the same value from the Main Menu. You have to write only 
Annexure No. which will be printed in 3CD Annexures. 
 
 
 



��� �  NOTES TO FORM 3CD  & PRINT AUDIT FORM 
This option is used to enter any Notes to Form 3CD and Print Audit Form.       
 

      
 
��� �  CARO REPORT 
This option is used to enter the CARO Report. Specimen of CARO Report has been provided however you can change the 
report as required.   
 
In CARO Report, the questions will be appear in upper side of the screen and you have to enter the answers in lower side 
of the screen. Press Up / Down Arrow Keys to move from one question to another or click on the Page Up / Page Down.  
Press F3 Key for Answer. You can directly write the Answer(s) or you can select the ANSWER HELP By pressing F6 
Key.  

   
 
��� �  AUDIT REPORTS 

This option is used to enter the Audit Repots like Director’s Report, Director’s Annexures, Auditor’s Report, 
Notes to Account, Accounting Standards and Company Profile. 



��� �  CAPITAL ACCOUNTS  
This option is used to enter the Capital A/c. in case of Firm/Individuals. Press F2 Key to enter the Capital / Partners Capital, F3 
Key to Modify , F4 Key to Remove and Press F7 Key for Detail Transaction entry by date wise addition / withdrawals. 
 

   
 

�  If you have Tick Mark in Auto A/c. Setup option, Capital entered in the said option will be automatically entered in 
the Trial Balance. You need not to be entered the Capital / Partner’s Capital separately. 
 

 
 

��� �  GOODS ACCOUNT 
This option is used to enter the Goods – Stock Details which will be directly reflect in 3CD Annexures as well as in Trial Balance.  �   
You have to select the Business Category in Assessee Master. 
 

    
 
��� �  FIXED ASSETS 
This option is used to enter the Fixed Assets (As per Book & As per Rule), you can also enter the date wise transaction by pressing 
F9 Key. 
 

   

Tick if you 
require Auto 
value in Trial 

Balance 

UnTick if you 
Import Data 

from 
Excel/Tally 

CAPITAL A/C.  

FIXED ASSETS 

TRADING A/C. 
Opening Stock, 
Closing Stock, 

Purchase A/c., and 
Sales A/c. 



 
��� �  TRIAL BALANCE  
This option is used to enter the TRIAL BALANCE  or you can view the Imported Trial Balance Value.  Press F2 Key to 
select Ledger A/c. to enter the Current/Previous Year Balance, Press F5 Key to create new ledger. 
 

 
 

  
 
 
��� �  ACCOUNT STATEMENT  
 
This option is used to view / enter the Account Statements �  Balance Sheet / Trading Account / Profit & Loss Account.  
 
 
 
 

 
 
 

Click here to enter Ledger 
A/c with Current/Prev. 

Year Balance 

Press F5 Key to create 
new Ledger A/c. with 

Subgroup/ Group 

Press F1 Key to 
Select Ledger A/c. 
to enter Balance 

Press F3 Key to 
Modify Value of 

Ledger From 
Balance Sheet 

Press F4 Key to 
Remove Value of 

Ledger From 
Balance Sheet 

Press F6 Key to 
View Trading A/c.  

Press F7 Key to View 
Profit & Loss A/c. 

Press F8 Key to 
Print Account 
Statements 

You can Mark 
Schedule No for e.g. 

A/B/C, etc. the 
separate schedule 
will be printed in 

Accounts 
Statements. 

Press F2 Key to 
Create NEW Ledger 
from Balance Sheet 

Press F5 Key to View 
Balance Sheet 



You can directly create new Ledger Account by pressing F2 Key as shown above, the following screen will be 
displayed. 

 
 
You can also given Schedule No. like ‘A’ for Sundry Creditors, ‘B’ for Sundry Debtors, etc. The same will be printed 
along with Account Statement as Annexure(s).  If you give Schedule No. to PARTNERS CAPITAL the separate schedule 
will be printed for Partners having Profit Sharing Ratio same way you can also give Schedule No. to FIXED ASSETS the 
depreciation schedule will be printed separately.  
 
Press F12 Key to SHOW ALL Ledgers or Tick Box �   to view All Groups / Sub Group / Ledgers or Un Tick Box to 
view Groups / Ledgers having values only. 
 
��� �  P R I N T 
This option is used to Print Various Audit Reports & Account Statements like Balance Sheet, Trading and P & L A/c.  
 
AUDIT FORMS  
Select the Option by clicking the Box �  as shown as below mentioned screen. You can print Form 3CD by Horizontal / 
Vertical Format.   

 
AUDITOR HEADER / FOOTER 
 
Press F2 Key to view Auditor Header Name. However you can change the Header Text as required. 
Press F3 Key to view Auditor Footer Name. However you can change the Footer Text as required. 
 
REPORTS 
You can print Director’s Report, Annexure to Director’s Report and Auditor’s Report as entered by you. 
 

 

You can also create 
Ledger / Subgroup / 
Group from B/Sheet 

You can set Header/Footer 
as required in Audit Reports 

Audit Reports Format to 
Print in Horizontal/Verticle 

You can set Header/Footer 
as required in Audit Reports 



ACCOUNT STATEMENT  
You can Print Balance Sheet, Trading and Profit & Loss Account by Horizontal / Vertical Format. If you want to print the 
Annexures, click on the option ‘Annexure of Schedules’ to print the schedules automatically. 
 

   
 
COMPANY HEADER / FOOTER 
 
Press F4 Key to view Company Header and Press F5 key to view Company Footer, however you can change the Text as 
required. 
                                                       (In Printing mode, the following screen will be displayed) 

    
 
We have provided Three Types of Printing Format – (1) Dos Print, (2) Window Print and (3) Special Print.  In Dos Print, 
Report will be printed in your default Dos Printer attached to your LPT1 connection. In Window / Special Print, Report 
will be printed in Inkjet/DeskJet /Laser Printer. In Window Print you can set Top / Left Margin as required and in Special 
Print your Internet Explorer Page Setting will be effected. (Internet Explorer Margin Top=0.50, Bottom=0.50, Left=0.50 
and Right=0.50) as mentioned in below screen.  
                                                   (Window Print)                         (Special Print) 

   
 

���     THANKS    ���  
 

Select Format & Click 
here if you want to 

Print Default Format 

Select the Print Format of 
Account Statement 

Horizontal / Verticle 

You can also 
change 

Schedule No. 
from Here at 
the time of 
Printing 

You can Export  any 
Report to Ms-word 
for any editing or 

Printing 



��� �� �� �� �� �  EASY WEALTH  ��� �� �� �� �� �  
 

�   To Open WEALTH TAX  Software �  Go to EASYOFFICE ��� �  EASY WEALTH  Module by clicking the Button 
as mentioned in below screen.  Assessee Master will be common as already available in Easytax / FBT / eTDSr / Audit 
module. 
 

   
 
To Activate Wealth-Tax Module,  
Please inform your EasyOffice Serial No. at our Customer Care Dept. Tel. No. (079) 27561850, 64505103, 32201037. 
The following screen will be displayed, Enter the Activation Key given by ELECTROCOM and Press F10 key to 
Proceed. 
 
 
After Activation, Assessee Master will be displayed.  
 

 
 
You can select the assessee and the following screen will be displayed. 
 

 
 
Now you can enter the Wealth Information step by step in above mentioned option. The detail description will be as 
under: 
 



��� �  IMMOVABLE PROPERTY  
 
Enter the Immovable Property Information like Building, Land, Guest House, etc. 
 

 
 
��� �  MOVABLE PROPERTY  
 
Enter the Immovable Property Information like Motor Car, Cash In Hand, Jewellary, etc.  
 

 
 
��� �  WEALTH OF OTHER PERSON  
 
Enter the Wealth of Other Person which will be calculated for the wealth tax. 

 

 
 
 
 



��� �  INTEREST HELD IN ASSETS OF FIRM  
 
Enter the Interest held in Assets of Firm / AOP / Partner  

 

 
 
��� �  ASSETS CLAIMED EXEMPT  
 
You can enter the Exempted Assets claimed in Wealth Tax or you can simply Tick the option during the other assets data 
entry which is exempt (you need not required to enter separately)  
 

   
 
��� �  CHALLAN - 282  
 
You can enter the challan 282 as per payable wealth tax. 
 

   
 



��� �  LIST OF DOCUMENTS  
 
You can enter the List of Documents attached with Wealth Tax Return.  
 

 
 
��� �  STATEMENT OF WEALTH-TAX  
 
Statement of Wealth-Tax (Computation) will be automatically generated. 
 

   
 
��� �  RETURN FORM BA  
 
Wealth Tax Return Form BA will be generated automatically, however you can select the information to be print 
separately. 
 

   
 
You can print all the reports / forms directly to the printer or export in Ms-Word File / PDF as mentioned above. 

 
���     THANKS    ���  


