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Objective 
 

This SOP is aimed to provide basic guidelines/instructions in a simplest way for the GL users in 

order to perform the operations of General Ledger Module effectively and efficiently. 
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WAPDA ERP INSTALLATION 
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1. WAPDA ERP Installation 
 

To access General Ledger Module, User must have installed WAPDA ERP application on 

the computer (one-time Job). 

To Install WAPDA ERP, users are advised to visit: https://gmfp.wapda.gov.pk/ERPSystem 
 

Figure 01 (Image of Webpage to Download WAPDA ERP setup) 

 
The webpage also contains instructions for installation i.e., Hardware and Software 

Requirements. First of all, download WAPDA ERP System setup by clicking on the download 

link, as shown in the Figure 01, and then install the setup in your system. 

 

Once WAPDA ERP setup is successfully installed then at the desktop, WAPDA ERP icon 

appears as shown in Figure 02. 
 
 

 

Figure 02 (WAPDA ERP icon) 

https://gmfp.wapda.gov.pk/ERPSystem
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GL Module generates various reports. Users are advised to also install Crystal Reports. The 

webpage, as show in the Figure 03, contains the link to download crystal report which is 

necessary for viewing of reports. 

 

 
Figure 03 (Download Crystal Report) 
 

When a user opens WAPDA ERP application by using icon placed at windows desktop, as shown 

in Figure 02, three module names of WAPDA ERP can be seen at the left side of the application 

i.e., General Ledger (GL), Store Inventory and Payroll as shown in Figure 04. 

 
Figure 04 (WAPDA ERP Modules) 
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Concerned user will select the related module from the panel. GL user will click on ΨGeneral 

Ledger (GL)Ω to access this Module from WAPDA ERP application. 

 
First time user will be asked to generate the code after selecting relevant GL Office. Code 

Generation is necessary to complete the first-time installation of WAPDA ERP in system or on 

any computer where new windows is just installed. 

 
When user clicks on the Generate code, as shown in the Figure 05 timer will start for 03 hours. 

User must contact system administrator to get the code in the meantime and enter the valid 

code to complete the installation process.  

 

 

 
 

Figure 05 (Code Generation and Time Duration) 
 

 
Above Figure 05, shows the start of timer set to 03 hours. User will have to contact System 

Administrator to get the code and click OK within due time otherwise code will be expired. 

 
Once this is done, relevant GL Office will be installed and user can then proceed to open and 

use the GL Module.
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2. User Levels 

There are four different user levels, with different user rights, defined for each office in GL Module: 
 

2.1. Data Entry Level 
a. The users of this level are Accounts Assistant, or can be any other official like Junior Clerk 

or assigned/nominated by formation head (due to non-availability of Accounts Assistant in 
the relevant formation). 

b. The users of this level are restricted to data entry of vouchers and reporting only. 

c. They can INSERT, UPDATE, DELETE, VIEW, COPY their data and can also add/create chart 
of accounts of 10 digits at the account level. 

d. Multiple voucher types, either all or selected, can be assigned to a single or multiple users 
for data entry level operations.  

 
Figure 06 (Data Entry Operations) 

 

2.2. Data View Level 
a. The users of this group can only view vouchers and all type of reports only. 

b. This group is specially assigned in the case when there are a number of officers 

in a specific formation. e.g., if an Assistant Manager (A&F) is already assigned 

with the data posting level rights then the Deputy Manager of that specific 

formation can be assigned this data view level group. 

c. The users of this group can also update their passwords. 

 

2.3. Data Posting Level 
a. The users of this group are generally the head of their respective accounts 

departments (i.e., Deputy Manager (A&F) or Assistant Manager (A&F) or 

Accounts Officers). 

b. The users of this level are restricted to data posting of vouchers only. 

c. They are not authorized to create or change chart of account codes. 

d. The users of this group are only authorized to view/review the data entered at 

data entry level and to post the same after confirmation. 
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e. Data Posting rights of all or selected vouchers can be given to a specific user 

group code. This user group can be assigned to multiple users at the same time. 

f. The users can view all type of reports, and can close financial periods (year, 

month). 

g. The users can also update their passwords. 

 

      Note:  
i. After a Voucher is posted it cannot be unposted or changed in the system. 
ii. After a certain period is closed, Data Posting user cannot reopen the respective period. 
iii. A Voucher must be posted within 15 days as restriction on voucher entry will be applied on 

the date after completion of 15 days for the vouchers that are still left unposted. 
 

 
 

2.4. Reporting Level 
a. The users of this group are generally from the supervisory offices (i.e., head 

office, Hydel development, Hydel Operation). 

b. The users of this group can only view all type of reports and cannot perform any 

Data entry or posting operations. 

c. The users can also update their passwords. 
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CHAPTER 3 
                                     DATA ENTRY PROCEDURE 
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3. Data Entry Procedure 

Data entry is the core functionality of GL Module. It will be done by the Data Entry Level users 

(usually Accounts Assistant or Junior Clerk). A number of different vouchers are available, in which a 

user can perform data entry operations. It is shown in the figure below. 

  
Figure 07 (Voucher Types) 

After selecting a specific voucher (e.g., Bank Payment Voucher) for data entry, a new screen will be 

opened as shown below. Here users can view both Posted and Unposted Vouchers in the period 

selected already. 
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Figure 08 (Bank Payment Voucher) 

 

Chart of Accounts Classification in GL Module: 

Group level ς 2 digits XX 

Control level ς 4 digits XXXX 

Sub Control level ς 6 digits XXXXXX 

Accounts levelς 10 digits XXXXXXXXXX 

Data Entry Level users can also add chart of accounts at Accounts Level (10 digits) in data entry 

option by following the method shown below.  

Figure 09 (Chart of Accounts) 

A new screen will open as shown below in which you can add new account heads. Select the 6-digit 

account head under which you want to add new 10-digit head. Then by clicking on the new button 

you will be required to fill the account code and description fields. When these steps are completed 

ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{ŀǾŜΩ ōǳǘǘƻƴ ǿƘƛŎƘ ǿƛƭƭ ǎǳŎŎŜǎǎŦǳƭƭȅ ŀŘŘ ǘƘŜ ƴŜǿ ŀŎŎƻǳƴǘ ƘŜŀŘ ƛƴ ǘƘŜ ǎȅstem. 



P a g e | 14 
 

Figure 10 (Chart of Accounts) 

 

3.1. Adding a new voucher 

Figure 11 (Voucher Labels) 

a. Chose the relevant period/month from the drop-down list in which the data 

entry is to be done. Only those periods will be shown which are currently open 

for data entry. 

b. Click on the new button in order to add a new voucher. 
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c. Voucher number can be system generated by default. But if set to manual can 

be entered by the user. 

d. Enter the voucher and reference dates accordingly. 

e. The user can also write any remarks for the voucher. 

f. In order to enter a transaction, the user has to select the required account head 

from the given chart of accounts. The narration reference for this transaction 

will appear in the detailed accounts. ¢ƘŜƴ ǎŜƭŜŎǘ ŜƛǘƘŜǊ ƛŦ ƛǘΩǎ ŀ ŘŜōƛǘ ƻǊ ŎǊŜŘƛǘ 

transaction and also enter the amount for that transaction. 

g. When all transactions are entered, the total debit and credit will add up and will 

be shown at the bottom. Note that the voucher is balanced as unbalanced 

vouchers cannot be saved. 

h. User can view/search for Account codes along with Account descriptions while 

ŜƴǘŜǊƛƴƎ ŀ ǘǊŀƴǎŀŎǘƛƻƴ ƛƴ ŀ ǾƻǳŎƘŜǊ ōȅ ŎƭƛŎƪƛƴƎ ΨCмΩ ŦǳƴŎǘƛƻƴ ƪŜȅΦ ! ƴŜǿ ǎŜŀǊŎƘ 

bar will open as shown below form which user can select the desired account 

head. 

To Help the beginners in system this function is the best for selection of account 

codes in data entry. 

 

Figure 12 (F1 Search) 
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                                     DATA POSTING PROCEDURE 
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4. Data Posting Procedure 

When the data entry procedure is completed, the next step will be posting of vouchers which will be 

carried out by Data Posting Level users. After making voucher entry, printouts of the voucher will be 

generated and will be handed over to Accounts Officer in order to review and check the voucher for 

any mistakes in the vouchers under review.  A sample voucher printout is given below: 

Figure 13 (Voucher Printout) 

If the Accounts Officer at this stage finds out any mistake which may need to incorporate any 

changes in Voucher(s), he will direct the concerned Accounts Assistant to INSERT/UPDATE/DELETE 

the Voucher(s) accordingly as per the instructions. 
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After doing the desired changes Accounts Assistant will take a fresh updated printout of vouchers 

and produce them again to the Accounts Officer for confirmation. After Verification the Accounts 

Officer has to sign the relevant column mentioned in the remarks of the voucher printout. 

Figure 14 (Voucher Printout) 

Once Correctness of data entry is confirmed, the Assistant Manager/ Deputy Manager (Data Posting 

Level User) will login by using his user ID credentials with Data Posting rights in General Ledger 

Software, and will individually post all the Vouchers entered by the Accounts Assistant and which 

were also cross-checked and signed before by the Accounts Officer. 

 

4.1. Posting a voucher 

a. Chose the relevant period/month from the drop-down list in which the voucher(s) 

is to be Posted. Only those periods will be shown which are currently open. 

b. Click on the POST button, as shown in figure below, in order to post that particular 

voucher. Vouchers once posted cannot be edited or deleted afterwards. 

Figure 15 (Voucher Posting) 
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c. ¦ǎŜǊ Ŏŀƴ ǾƛŜǿ ŀƭƭ ǘƘŜ ǇƻǎǘŜŘ ǾƻǳŎƘŜǊǎ ƛƴ ǘƘŜ ƻǇǘŜŘ ǇŜǊƛƻŘ ōȅ ǎŜƭŜŎǘƛƴƎ Ψ¦ƴǇƻǎǘŜŘΩ 

option from the shown by status dropdown list as shown below.  

Figure 16 (Voucher Status) 

d. After Posting all the vouchers in a particular financial month, the Data Posting 

Level user will close that period/month. 

e. A Period/Month once closed cannot be reopened by the user himself.  
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5. Financial Period/Month Closing 
¢ƘŜ ŎƭƻǎƛƴƎ ƻŦ ŦƛƴŀƴŎƛŀƭ ƳƻƴǘƘόǎύ ƛǎ ƻƴŜ ƻŦ ǘƘŜ Ƴƻǎǘ ƛƳǇƻǊǘŀƴǘ ǎǘŜǇǎ ōŜŦƻǊŜ ǎǳōƳƛǘǘƛƴƎ ǘƘŜ Ψ¢Ǌƛŀƭ .ŀƭŀƴŎŜΩ 

to the Head office. It ensures that all the work for that particular month is finalized and closed.  The head 

of accounts formation/office: Deputy Manager (A&F), Assistant Manager (A&F) or Accounts Officer, are 

authorized to close the month or period of the GL module. The User cannot open the period or month 

after closing it. Some important points to make sure before closing the desired month are: 

i. Post all the vouchers in the month and make sure not a single voucher is left unposted in the 

desired month. 

ii. Lƴ ǘƘŜ ΨŀƴŀƭȅǘƛŎŀƭ ǊŜǇƻǊǘǎΩ ǳƴŘŜǊ ΨǊŜǇƻǊǘǎΩ ǎŜŎǘƛƻƴ ƛƴ D[ aƻŘǳƭŜ ǘƘŜǊŜ ƛǎ ŀ ǊŜǇƻǊǘ ŎŀƭƭŜŘ ά¦ƴǇƻǎǘŜŘ 

±ƻǳŎƘŜǊǎ [ƛǎǘέ as shown in the figure below. 

 
Figure 17 (Unposted Voucher List) 

 

This report is specifically used to check/verify about any unposted voucher left in the relevant 

month as the name suggests. If the report shows no data for the given parameters, then it means 

all the vouchers are posted and no more vouchers are left to be posted in that selected range of 

dates. The parameters given below will show data if left unposted in the financial period 2020-

2021. 
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Figure 18 (Unposted Voucher List) 

 

iii. After completion of above steps, the user will then close the relevant Month.  

 

5.1. Financial Month Closing Procedure 

a. Dƻ ǘƻ Ψ{ȅǎǘŜƳ aŀƴŀƎŜǊΩ ŦǊƻƳ ǘƘŜ Ƴŀƛƴ ǎŎǊŜŜƴ ƻŦ D[Φ /ƭƛŎƪ ƻƴ ΨCƛƴŀƴŎƛŀƭ ¸ŜŀǊ {ŜǘǳǇΩ 

ǘƘŜƴ ŎƭƛŎƪ ƻƴ ΨCƛƴŀƴŎƛŀƭ tŜǊƛƻŘΩΦ 

Figure 19 (Month Closing) 

b. !ŦǘŜǊ /ƭƛŎƪƛƴƎ ƻƴ ΨCƛƴŀƴŎƛŀƭ tŜǊƛƻŘΩ ƻǇǘƛƻƴΣ ŀ ƴŜǿ ǿƛƴŘƻǿ ǿƛƭƭ ƻǇŜƴ ǎƘƻǿƛƴƎ the 

selected Ψ¸ŜŀǊ /ƻŘŜΩ ǿƛƭƭ ŀƭƭ ǘƘŜ ƳƻƴǘƘǎ ƻŦ ǘƘŀǘ ŦƛƴŀƴŎƛŀƭ ȅŜŀǊ ŀƭƻƴƎ ǿƛǘƘ ǎǘŀǘǳǎ 

either Open or Close. Select the desired Year Code and then you may select the 

month to be closed. The figure given below illustrates how to close the Month of 

January 2022.  


