EASY AUDIT

To OpenEASY AUDIT Software

Go toEASYOFFICE

EASY AUDIT Module by clicking the Button as

mentioned in below screen. Assessee Master witbipemon as already available in EASYTAX / FBT / 9rbnodule.

AUDITOR

You can create multiple Auditor Master with detafsAuditor Name & Address, Membership No. and H=aldFooter
option. Pres$2 Key to enternew Auditor Name, F3 Key to Modify/Change or F4 Key to Remove Auditor Name
However you can also modify the header / footetessred.
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You can simply Copy the Header from the Ms-Word Radte it into Auditor Master Footer. You can remtwe Bottom
Line as shown in above mentioned screen.



MASTER COPY

This option provides the Common Master Formaich is useful to generate the Audit Forms 3C3CB / 3CD for
various assesses. We have also provided the Défectiunt Head — Group — Sub Group — Account (Ledgeenter the
Trial Balance.We have provided 3 Formats (Company, Firm & Indivals). You can also create new Format by

pressing F2 Key and also you can also copy exigtingat into your format and then you can edit as fke. Press F10
Key to save the Format.

To create Header/Footer automatically, click onnF®CA / 3CB / 3CD. You can also enter the Default
(Common) Answers for Form 3CD which will be autoimally filled up in individual Assessee(s). Howey®u
can modify your answers in respective Assessethéoparticular point.

ANSWER HELP

This option provides the Multiple Answer Hefpr Form 3CD and CARO Report. You can set point wise multiple
answers for the 3CD and CARO Report which will Bediat the time of preparing the 3CD / Caro Report.

/




ASSESSEE DETAILS

This option provides the basic Company Master fodiAReport. Select the Auditor Name by pressind<e$. Name &
Address, Business Category, Depreciation MethodcuGion Base and Print Format, etc. On basishef Company

Master, Header / Footer will be automatically gated, however you can change / modify as required.

You can select
the
Depreciation
Method,
Calculation
Base and Print

Format in case
of >
Firm/Individual

or Company r
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e
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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

HEAD / GROUP / SUB GROUP / ACCOUNT

This option provides the default Account Head /@ré Sub Group and Account (Ledger). However yau @@ate new
Ledger / Sub Group / Group as required by presbidgKey, press F3 Key to Change/Modify and pressKeg to

Remove/Delete.

You can also collect

new accounts
entered in your
specified format

Tick (select) the
Ledgers you want
to copy from the
Default Format

If you have created masters for Company / Firmdiviidual once and later on you want to add ledgeoant in the main
master and now you want to auto collect in theviidial master which is already created earlier, lgaue to press F11

Key to Collect New Accounts from Main Master.

If you want to collect Group / Sub-Group / Accouncommon in all Assessee(s) / Company, you hawenter
the Group / Sub-Group / Account MASTER COPY option (Common Master Format). You need not ereat
new account every time once you created Accoutsb-Group — Groups in the above mentioned masters.



DATA IMPORT
This option provides the Data Import Option fronriwas 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 Exceé&hTo copy format of Excel Sheet Press F4 KeyRueds Save

Button. You can enter the data in standard exastgrovided and import file as under.

Press F4 Key
for Default
Excel Sheet

& save it.

>~ Click here if you
want to clear all
data before impao

Click on F10 Key
to Proceed for
Import from

Excel Sheet

On completion of Data Import, system will be prortgptiiew the Import Data Pressres

e

—

The following screen will be appear, Head/Groupgabp will be displayed in upper part of the scraad Ledgers will
be displayed in lower part of the screen, you hawdick on the Head or Group or Subgroup and yaweho click on the

the respective Accounts (Ledgers) displayed in qvest of the screen.

After completion of Setting of Ledgers with Groupsbgroup, press F10 Key to transfer the Accountsuitit Data.




IMPORT FROM TALLY

1) Goto Tally Gateway of Tally Display Trial Balance
Select the Format ASCIl (Comma Seperator) Give Output Filename. (default name is TRIALBAL.TX

F5 Ledgerwise

Press F5 Key
Ledger wise
Trial Balance

\

Year Click on
New Column

To Add Previous

\

2) GotoTally Gateway of Tally Display

- XML (Data Interchange) Give Output Filename.xml (default name is MASTERIY

List of Accounts

click on Export Button

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

click on Export Button Select the Format

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 ; DATALLY72\TRIALBAL.TXT - location of e  xported file
GROUP MASTER DATALLY72\MASTER.XML from tally exist.
FILE TYPE ; Clickon ASCIl FILE (Comma Separator)

4) Click on D on option : Remove Previously imported Pendimgalif you want to import fresh data)

5) Now Presd=5 Key for File Setup  To set the Column as per Tally Exported File, hawe to set the column
no. as displayed in the exported file (trialba).txt To view the exported fileress F7 Key to Show File.

Click here for
/ Previous Year

o Import Only.

/ x\fcmse the window

after setting of
Columns as per the
Exported File

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

7) PressF10 Keyto PROCEED. If you have already import the data, the systalhask the following question to
clear all imported Accounts Values and reset al Atcounts Values (Balance)Click Yes to Import Fresh

Values.

8) Press OKto Continue....




9) On completion of Data Import, system will be prortgtiew the Import Data Pressres

——

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

1%'Ster  Select Group
TRADING - DEBIT

2"Ster  Select Account
OPENING STOCK

39 Stef  Press10 Key
for DATA IMPORT

/

OPENING STOCK value will be automatically displayedthe Trial Balance however you have to creatdgee for
Closing Stock.

After Import, Go to MAIN MENU ACCOUNT  Press F2 Key ancteatethe ledger as mentioned as under

—__

After creating above two ledgers, Go to TRIAL BALAE Pres$2 Key to enter new A/c Balance Press F1 Key
to select the Ledger to enter the Ledger Value

/




Two ledgers of Closing Stock will be appear ashgdow mentioned screen, you have to enter thengastiock value for
both the ledgers so that it will be reflected imding Account as well as in Balance Sheet

Note: The above settings are for Data Import from Tafhjy.

AUTO A/C. SETUP

We have provided separate menu to entelORBITAL ACCOUNT, GOODS ACCOUNT and FIXED ASSETS. To
get Values from these three modules into TRIAL BAIBE automatically, set the Auto Account Setup astioeed in
below screen or select the accounts as createdilby y

Please note that if you have Tick the Auto Set ¥aJDO NOT ENTER the manually accounts in Trial Balance and if
entered the values will not be stored. If you wargnter all values manually in Trial Balance WkTihe Auto options

\\I Select the Master Formaj
for Company /
Partnership Firm or
Proprietary Firm
(Individual). However
- - you can also create you
w Tick Here totransfer Profit own format as desired.
Automatically to Partners A/c.

Untick to transfer Profit into
Specified Accour

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

< &

/ Press F5 Key to Preview Statemef
before selection and Press F10 K¢
— to Select the Formi




AUDIT FORMS
This option is used to enter the answers in varidudit Forms 3CA, 3CB, 3CD and their AnnexureslI&llll along
with notes.

FORM 3CA
The default Form 3CA will be displayed duly filldy Name & Address of the Company/Firm with HeadeFd&oter.
You can also change / modify other necessary dadailrequired. If Header/Footer is not display, y@my Press F7 Key
to Clear the form and regenerate 3CA Form the HeaBeoter will be automatically displayed. (for iwh you have to
first go to Auditor Master and Click on the Head€&ooter)

FORM 3CB
The default Form 3CB will be displayed duly fillkg Name & Address of the Company/Firm with HeadeFd&oter.
You can also change / modify other necessary dadailrequired. If Header/Footer is not display, y@my Press F7 Key
to Clear the form and regenerate 3CB Form the HelaBeoter will be automatically displayed. (for iwh you have to
first go to Auditor Master and Click on the Headl€ooter)

FORM 3CD
When you click on Form 3CD for'rime, it will ask to copy the default Answers frahe Common Master®ress Yes
if you want to required default Answersress Noto enter all answers manually.

The default Form 3CD will be displayed, however yam edit the default ANSWERS in respective Poynptessing=5
Key, if annexure is required click on the option asitimmed in below screen. If you have to enter tledive answers,
pressF4 Key for Answer Help and pre$s3 Key for Annexure Details and PreB$0 Keyto Save the Form.

the Default Answers Help for the selected

— | % Questions of 3CD
~ I

Press F4 Key to selec
Press F5 Key to edit the Multiple Answer




ANNEXURE -1 (3CD)
For Annexure — | details, press F5 Key to colledties from Trial Balance.

ANNEXURE - 11 (3CD)
For Annexure — Il details, press F5 to enter theder Benefit Tax value, Press F10 Key to Save. (fBfails to be
entered for which you have to click FBT as applieab

OTHER ANNEXURES
This option is used to enter the 3CD - Other AnmeguPres§2 Key to enter the Annexure No., Prds3 Key to enter
the Annexure Details (the window will be open teegrihe details) and to print the annexure sepgrptessF5 Key.

i

You can enter Annexure Details from here for Capitdartner details, Depreciation Details (Fixedséts) and
Quantitative Details (Stock Details) or you caneerthe same value from the Main Menu. You have tiiewonly
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 3@ Print Audit Form.

CARO REPORT

This option is used to enter the CARO Report. Speniof CARO Report has been provided however yowbange the
report as required.

In CARO Report, the questions will be appear inarpgpde of the screen and you have to enter theeassn lower side
of the screen. Pre&fp / Down Arrow Keys to move from one question to another or clicklmRage Up / Page Down

Presg=3 Key for Answer. You can directly write the Answer(s) or you cahest theANSWER HELP By pressing-6
Key.

AUDIT REPORTS

This option is used to enter the Audit Repots likeector's Report, Director's Annexures, AuditoiReport,
Notes to Account, Accounting Standards and Comganfile.




CAPITAL ACCOUNTS
This option is used to enter the Capital A/c. isecaf Firm/Individuals. Preds2 Key to enter theCapital / Partners Capital, F3
Key to Modify , F4 Key to Removeand Pres&7 Key for Detail Transaction entry by date wise addition / withdrawals.

4

—

If you have Tick Mark in Auto A/c. Setup option, Capital entered in the said option will be automaticély entered in
the Trial Balance. You need not to be entered the&pital / Partner’'s Capital separately.
CAPITAL A/C.

FIXED ASSETS

- -
Tick if you

require Auto

value in Trial

Balance

UnTick if you L— / TRADING A/C.
Import Data = Opening Stock,
from Closing Stock,
Excel/Tally Purchase Alc., and
Sales Alc
GOODS ACCOUNT

This option is used to enter the Goods — StockiBetdich will be directly reflect in 3CD Annexures well as in Trial Balance.
You have to select the Business Category in Asedgsaster.

FIXED ASSETS
This option is used to enter the Fixed Assets (@sBook & As per Rule), you can also enter dlage wise transactionby pressing
F9 Key.

ﬁ'




TRIAL BALANCE
This option is used to enter ti®IAL BALANCE or you can view the Imported Trial Balance Vallresd-2 Key to
select Ledger A/cto enter the Current/Previous Year Balance, HfBd$ey to create new ledger

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

~X

Press F1 Key to
Select Ledger Alc.
to enter Balance

v

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

ACCOUNT STATEMENT Subgroup/ Group

This option is used to view / enter the Account&teents Balance Sheet / Trading Account / Profit & Loséant.

Presg=7 Key to View
Profit & Loss A/c.

Pres$=8 Key to
Print Account
Statement:

Press F2 Key to
Create NEW Ledger
from Balance Shee

Press$=5 Key to View
Balance Sheet

Press=6 Key to
View Trading A/c.

You can Mark
Schedule No for e.g.
A/B/C, etc. the
separate schedule
will be printed in
Accounts
Statement

Pres$=3 Key to Presg=4 Key to
Modify Value of RemoveValue of
Ledger From Ledger From
Balance She Balance She




You can directlycreate new Ledger Account by pressing F2 Kews shown above, the following screen will be

displayed.
You can also create
Ledger / Subgroup /

G f B/Shee!
%K roup from ee

You can also given Schedule No. like ‘A’ for Sundeyeditors, ‘B’ for Sundry Debtors, etc. The samédl e printed
along with Account Statement as Annexure(s). Uf gove Schedule No. to PARTNERS CAPITAL the sepasmhedule
will be printed for Partners having Profit ShariRgtio same way you can also give Schedule No.X&BIASSETS the
depreciation schedule will be printed separately.

Press+12 Keyto SHOW ALL Ledgers or Tick Bo@ to viewAll Groups / Sub Group / Ledgersor Un Tick Box to
view Groups / Ledgers having values only.

PRINT
This option is used to Print Various Audit Repdtéccount Statements like Balance Sheet, TradirdjRué L Alc.

AUDIT FORMS
Select the Option by clicking the B@ as shown as below mentioned screen. You canfpoirm 3CD by Horizontal /
Vertical Format.

You can set Header/Footer
as required in Audit Reports

Audit Reports Format tﬁ/
P =

rintin HorizontaINerticle/

AUDITOR HEADER / FOOTER

Presd=2 Key to view Auditor Header Namé&lowever you can change the Header Text as refjuire
Pres<=3 Key to view Auditor_ Footer NaméHowever you can change the Footer Text as redjuire

REPORTS
You can print Director’'s Report, Annexure to Diret$ Report and Auditor’'s Report as entered by you.

You can set Header/Footer
as required in Audit Reports




ACCOUNT STATEMENT

You can Print Balance Sheet, Trading and Profita&4. Account by Horizontal / Vertical Format. If yaant to print the

Annexures, click on the option ‘Annexure of Scheduto print the schedules automatically.

Select the Print Format of
Account Statement
Horizontal / Verticl

You can also
/ change

Schedule No.
from Here at
the time of
Printinc

COMPANY HEADER / FOOTER

Press F4 Key to view Company Header and Pressytokeew Company Footer, however you can changeltxt as

required.

(In Printing mode, the following screen will be disyed)

-y .
Select Format & Click

here if you want to

\Prlnt Default Forma

e

N

N

Report toMs-word
for any editing or
Printing

fYou canExport any

We have provided Three Types of Printing Format)}-os Print, (2) Window Print and (3) Special Pritn Dos Print,
Report will be printed in your default Dos Printdtached to your LPT1 connection. In Window / SakPrrint, Report
will be printed in Inkjet/DeskJet /Laser Printar.Window Print you can set Top / Left Margin asuieed and in Special
Print your Internet Explorer Page Setting will f&eeted. (Internet Explorer Margin Top=0.50, Botte®50, Left=0.50

and Right=0.50) as mentioned in below screen.

(Window Print)

THANKS



EASY WEALTH

To OpenWEALTH TAX Software Go toEASYOFFICE  EASY WEALTH Module by clicking the Button

as mentioned in below screen. Assessee Masteb&ilommon as already available in Easytax / FBTDSr / Audit
module.

To Activate Wealth-Tax Module,

Please inform your EasyOffice Serial No. at our tGorer Care Dept. Tel. No. (079) 27561850, 6450582201037

The following screen will be displayed, Enter thetidation Key given by ELECTROCOM and PreB40 key to
Proceed.

After Activation, Assessee Master will be displayed

You can select the assessee and the followingrsevilebe displayed.

Now you can enter the Wealth Information step ypsnh above mentioned option. The detail descriptidll be as
under:



IMMOVABLE PROPERTY

Enter the Immovable Property Information like Birilgl Land, Guest House, etc.

MOVABLE PROPERTY

Enter the Immovable Property Information like Mo@ar, Cash In Hand, Jewellary, etc.

WEALTH OF OTHER PERSON

Enter the Wealth of Other Person which will be alted for the wealth tax.




INTEREST HELD IN ASSETS OF FIRM

Enter the Interest held in Assets of Firm / AOR/tRer

ASSETS CLAIMED EXEMPT

You can enter the Exempted Assets claimed in Wdalthor you can simply Tick the option during thtber assets data
entry which is exempt (you need not required t@eseparately)

CHALLAN - 282

You can enter the challan 282 as per payable weaith




LIST OF DOCUMENTS

You can enter the List of Documents attached witmalth Tax Return.

STATEMENT OF WEALTH-TAX

Statement of Wealth-Tax (Computation) will be auadically generated.

RETURN FORM BA

Wealth Tax Return Form BA will be generated autocadly, however you can select the information t® frint
separately.

You can print all the reports / forms directly beetprinter or export in Ms-Word File / PDF as men#&d above.

THANKS



