Work Flow Management

By New Access Technologies

These are the screen shots regarding work flow management.

1. Enable and create template for work flow management in F11 Accounting Features

Company: Work Flow Management
Accounting Features
General Invoicing
Integrate Accounts and lnventary i Yes Allow Invoicing ? Yes
Income/Expense Staterment instead of P & L ? No Enter Purchases in Invoice Format ? Yes
f Use Debit/Credit Motes ? No
Aldlow Multi-Currenc ? No
¥ Use Invoice mode for Credit Motes ? No
o lings Manag it Use Invoice mode for Debit Motes ? No
Mair[nali\T Bil:_’WlijS_E’ Dj}ai|5 | z :95 Budgets & Scenaric Management
or Mon-Tradin cs also o
A t( ok tg Lot ) ? [ Maintain Budgets and Controls ? No
ctivate Interest Calculation ? No
(use advanced pararneters) 2 No Uze Reversing Journals & Optional “ouchers 7 No
Cost/'Profit Centres Management Other Features
o Enable Chegue Printing ? Yes
Maintain Payrall ? No
L ¥ (Use Banking Configuration in Bank Ledger
Maintain Cost Centres . ? No Master for Cheque Printing Configuration)
Use Cost Centre for Job Costing ? No . o
Maore than OMNE Payroll £ Cost Category ? No Allow Zera valued entries ? No
Use Pre-defined Cost Centre Allocations during Entry ¥ No Mlaintain Multiple Mailing Details for Company & Ledgers ¥ Mo
Show Opening Balance for Revenue ltems in Reports 7 No SetfAlter Company Mailing Details ? No
Enable C L ? N
Work Flow Management MEIBL) (AEMEpEly Lo ¢
Mlaintain YWaork Flow for Approval ? Yes
F1: Accounts F2: Inventory F3: Statutory F4: Tally. MNET F5: Audit F6: Add-Ons

Woaork Flow Templates

LB Bank Payment |

2. Receipt




2. Now define Approval levels and amount for each template

G: Language K: Keyboard

Work Flow Management

Lewvel Armount Limit Approval L=ser
Frorm Tao Type

1 | 1,000.00| All
c
B
E

2 1.001.00 Any
D
A

Here all means, everyone has to approve that voucher. And any means any one can approve.
3. Now assign created templates to respective voucher types in Voucher Types Master

[ Tally.ERP 9:9200

M: E-Mail 0: Upload S: G: Language K: Keyboard K: Caontral Ce
e Alteration Work Flow Management
MName . Bank Payment
(alias)
General Printing Name of Class

Type of Youcher : Payment Print after saving Youcher 7 No
Abbr. : Pymt
Method of Voucher Mumbering 7 Automatic

Use Advance Configuration ? No
Use EFFECTIVE Dates for Vouchers 7 No
Make 'Optional’ as default 7 No
Use Commaon Marration 7 Yes
Marrations for each entry ? Neo
Use Wark Flow for Approval ?
Applicable Template : Bank Payment

4. Now we are entering one voucher for Bank payment of expenses.



P: Print E: Export M: E-Mail ): Upload S: Shop G: Language K: Keyboard K: Control Centre | H: Support Centre | H: Help

Accounting Voucher Creation work Flow vManagement

Bank Payment [Vl 1-Apr-2012
Sunday

Particulars Debit Credit

Dr IRCTC Ticket Fares 2,300.00
Cur Bal: 4,300.00 Dr
On Accourt 2,300.00 Dr
Cr HDFC Bank 2,300.00
Cur Bal: 2,300.00 Cr
IRCTC Ticket Fares Cheque 2,300.00
Cheque Range : O Not Applicable inst. No. : Inst. Date  : 1-Apr2012 Crass Using  : Al Payee
Bank Date :

Narration 2,300.00 2,300.00

A: Accept D: Delete X: Cancel

5. Now we can see different levels of Transactions in Work Flow MIS Menu

Gatewvway of Tally

Masters
Accounts Info.
Inwentory Info.
Quick Setup
Transactions
Accounting Wouchers
InwenTory »wouchers
LHilaes
Import of Data
EaMking
Audit
Audit & Compliance

Reports

Balance Sheet
Profit & Loss ASC
Stock Sumrmary
Ratio Analkysis

Wiork Flowe RIS

Display
MUt Account Printing

LIt




Satewsy of Tally .
Work Flow MIS
Fending
Approved
Rejected

FeturNed

Quit

6. Now we will see Pending Transaction with Whom.

P: Print E:Expot I E-Mai 0: Upload 5: Shop b:Longoage G Webomd | Control Centre | H: Suppor Centre | H: Help

Pending for Approval Work Flow Management otrl + M Die

Pending for Approval For 1-4pr-2012
Parind

Dl Particulars Vo Type vehNo— DehitAmount Credit Amount Curly
I Oty Ouwads Gy Pending Wih

Bk Pt {ona] 3 23000 0

Here it is showing currently pending with D.

7.7.So now D is login to system and approving that one. then it will go to next level



[ Tally. ERP 9:9200

Bank Payment Jilald

Accounting Voucher aAlteration (Secondar

: E-Mail

Waork Flow Management

G: Language K: Keyboa

Optional

rd

K: Control Centre

H: Support Centre

Particulars

Debit

Dr IRCTC Ticket Fares

Cr HDFC Bank
Cur Bal 0.00 Cr
IRCTC Ticket Fares
Cheque Range
Bank Date :

Marration:

: 0 Mot Applicable

Cur Bal 2,000.00 Dr

Chegue
Inst. No. :

2300.00

Inst. Date  : 1-Apr-2012

Cross Using

: Alc Payee

2,300.00

2,300.00

74 start

S5:11FM

Here you can see one Button Approve. This will.appear only who is current Approver for that

transaction.

Once you click that one, it will show'one more screen like this.

Date
Status

Remarks

Approve
S 12-Jul-2013 at 17:12

List of

atuses

Approved
Rejected
Feturn

Here you can approve or Reject or Return to previous level to get again re approve.

Now we are

approving this one.



Approve

Date S 12-Jul-2013 at 17:12
Status . Approved

Now accept transaction also.

8. If you go to again pending for Approval report, you do not get:any.transaction for you. That
means there is no transaction pending with you.

[ Tally.ERP 9:9200

: E-Mail G: Language K: Keyboard K: Control Centre H: Support Centre
Work Flow Management Gtrl + M
For 1-Apr-201

Pending for Approval

Date Particulars Weh Type  Weh No Debit Amount Credit Amount Currently
Inweards Gt Outwards Gt Pending With

9. Here you can©bserve one thing. We made transaction greater than 1000. So Either D or A can
Approve that. So.now-there is no pending for approval.

10. You'can see approved /returned / rejected transactions in Respective Reports.



