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How To Book
Purchase 



PURCHASE You’ll Get Many Options Like Vendor, Purchase & Etc.After Clicking On The 

To Add Organization You Have To 
“Click” On ORGANIZATION Tab 

Showing Below

To Book a Purchase  
You’ve To “Select” the same Tab in 
‘PURCHASE’ Section Shown Below

Step 1



Export Import

 
NOW “CLICK” ON THE 

+ BUTTON SHOWING YOU 
IN THE DIAGRAM 

Step 2

You can also add data 
by uploading Excel Sheet 



After Clicking The ‘+’ Button Following Screen Will Appeared For Preparation Of Invoice

You can Add New Item from Here And 

it will be saved at item module 

This Add Item will give list of services / product, description  

HSN Code & Its Price Per Unit As Saved Previously.

You need To just Select While Generating an Invoice 

& It will be Added In Invoce

After Completing The Form Press On Submit Button

To Add Organization You Have To 
“Click” On ORGANIZATION Tab 

Showing Below

Now Fill the Mandatory Fields 
& Submit The Form By “clicking” 

Save Button

Step 3

You can Also Add Company By Clicking On The  Icon  +

You can Also Add Company By Clicking On The  Icon  +

You can Also Add Company By Clicking On The  Icon  +

Click Here To Upload The Attachment For Your 
Purchase Voucher Or Invoice Or Supporting 

You Just Have To Select the Date From Calender, The Date Will Auto. Generate In The Column



Now You’v Successfully 
add Purchase 

Step 4

You will Also Get Many Action Here 

Great.. You’ve Successfully Completed The Session See You In Next Slide..  

After Submitting The Form You’ll be Redirect To All Purchase ListAfter Submitting The Form You’ll be Redirect To All Purchase List
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