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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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1. WAPDAERHNstallation

To acces§&eneral Ledger ModujéJser must have installed WAPDA BRplication on
the computer (onetime Job).
To Install WAPDA ERP, users are advised tohtigis://gmfp.wapda.gov.pk/ERPSystem

& gmfpwapdagov.pk/ERPSystem

ERP System SOPs IT Support Cell Our Team

ERP
SYSTEM

Hardware Requirements

Download Crystal Report

» Download Access DB Engine (For Fund Directorate Users Only)

AN

i DOWNLOAD
Version 1.0.28
Dated: 04-09-2020

%;‘,\:“E How to use new user roles of Store Inventory Module... Click here to learn
o

IGHTS RESERVED - © 2020 WAPD)

powered by IT Section GMFP WAPDA

FigureOl (mage of Webpage to Download WAPDA ERP }etup

Thewebpage also contains instructions for installation i.e., Hardware and Software
RequirementsFirst of all, downloadVAPDA ERP System selypclicking on the download
link, as shown in th&igure01, and then instalhe setup in your system

Once WAPDA ERP setup is successfully installed t#the desktopWWAPDA ERP icon
appears as shown kigure02.

= p-—
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Figure02 (WAPDA ERP icon)
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GL Modulegeneratesvariousreports. Usersare advisedto alsoinstall Crystal ReportsThe
webpage,as show in the Figure03, containsthe link to download crystalreport which is
necessaryor viewing of reports

& gmfpwapda.gov.pk/ERPSystem

[LAHEUM SOPs | IT Support Cell | Our Team

ERP
SYSTEM

Software Requirements

1 Giga Hertz (GH2) or faster 64-bit (x64) processor

Minimum 2 GB RAM

cry: 13.0.8
Minimum 512 GB Hard Disk Download Crystal Report

Graphics card, Internet Connection in case of (WAN) user » Download Access DB Engine (For Fund Directorate Users Only)

’\ﬁ D

Version 1.0.28
Dated: 04-09-2020

{?“k How to use new user roles of Store Inventory Module... Click here to learn
X

ALL RIGHTS RESERVED - © 2020 WAPDA powered by IT Section GMFP WAPDA

Figure03 (Download Crystal Report)

When a user open®/APDAERP application by using icon placed at windows desktop, as shown
in Figure02, three modulenamesof WAPDAERRcan be seemt the left side of the application
i.e., General Ledger (GL), Store Inventory Ragollas shown irFigue 04.

Welcome to WAPDA ERP (WAN Application) [O)

‘ ( ) 5. Iu
L) Ll
General Ledger (GL)

Store Inventory @ o
Payroll '

Notifications (4)

Contact Us

Developed By: GMFP IT Section

Figure04 (WAPDA ERP Modules)
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Concerneduser will selectthe related module from the panel. GLuserwill clickon Weneral
Ledger (GIGQo access this Module froMVAPDAERRpplication

First time user will be askedto generatethe code after selectingrelevant GL Office. Code
Generation is necessary to complete the fitigte installation ofWAPDAERP irsystemor on
any computer where newindowsis justinstalled.

When user clicks on the Generate code, as shownarfiture 05 timer will starfor 03 hours.
Usermust contact systemadministratorto get the codein the meantimeand enter the valid
codeto completethe installationprocess

™ Add New GL 5
Module Type:
GL Module
Formation:
Hydel Operation
GL Office:

MF Local

Contact Administrator for Authorization Code:

02:59:53

Code is valid for 3 Hours.

Figure05 (Code Generation and Time Duration)
AboveFigure05, 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 donegelevantGLOffice will be installed and user can then proceed to open and
use theGL Module
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UserLevels

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

2.1. Data EntryLevel

a. The users of this level are Accounts Assistant, or canpetherofficial like Junior Clerk
or assigned/nominated by formation head (due to rawailability of Accounts Assistant i
the relevant formation)

b. The users of this level are restricted to data entry of vouchesreportingonly.

c. They can INSERT, UPDATE, DEVEEMZCOPY their data and can also add/create char
of accounts of 10 digits at the account level.

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

el B |

e

Figure 06 (Data Entry Operations)

2.2. DataViewLevel
a. The users of this group can only view vouchers and all type of repioists
b. This group is specially assigned in the case when there are a number of officers
in a specific formatione.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 ssigned this data view level group.
c. The user®f this groupcan also update their passwords.

2.3.Data Postind-evel
a. The users of this group are generally the head of their respective accounts
departments (i.e., Deputy Manager (A&F) or Assistant Mand@&F) or
Accounts Officers).
b. The users of this level are restricted to data posting of vouchers only.
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 eriry level and to post the same after confirmation.

o
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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 ofports, 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 unpostedbangedn the system.
ii. After a certain period is closed, Data Posting user cannot reoperetipective 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. ReportingLevel
a. Theusers of this group argenerally from the supervisory offices (i.e., head
office, Hydel development, Hydel Operation).
b. Theusers of this group can only view all type of repa@msl cannot perform any
Data entry or posting operations.
c. Theusers can also update their passwords.



Pagd 11

CHAPTER
DATA ENTRY PROCEDURE



Pagdg 12

3. Data Entry Procedure

Data entryis the core functionality of GL Module. Wtll be done by the Data Entry Level users
(usually Accounts Assistant or Junior CleNaumber ofdifferent vouchersare availablejn whicha
user carperformdata entry operationslt is shownin the figurebelow.

) PAKISTAN WAPDA - Power Wing
File Setup MasterData Vouchers Voucherlisting Trial Balance Ledger Reports

Data Entry » Initial Setup >

Listing > Chart of Accounts > N D P OWE R .
Reports » Vouchers > Cash Payment Voucher

System Activities > Cash Receipt Voucher

Bank Payment Voucher
Bank Receipt Voucher
Journal Voucher Projects
Journal Voucher Banking
Journal Voucher IOT
Journal Voucher GAD

Journal Vouchers Sales

Bank Payment Voucher - Imprest
Bank Receipt Voucher - Imprest
Journal Voucher Loan

Journal Voucher GST

Bank Payment Miscellaneous
Bank Receipt Miscellaneous
Journal Voucher Payroll

Journal Voucher Store

WBC Payment Voucher

WBC Receipt Voucher

WBC Journal Voucher

Figure 07 (Voucher Types)

After selecting a specific voucher (e.g., Bank Payment Voucher) for data entry, a new screen will t
opened as shown belowHere users can view both Posted and Unposted Vouchers in the period
selected already.
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==

S

Options ~ Save Cancel | Preview Print | Post Find Refresh Exit

i 4 ([0 Jofo| b bl |4k New X
Period Voucher No. Voucher Date Reference Nature Refe No. Refe Date Demand No. Show By Status
[Febman 2022 ] | ) poorvznzz ]| I om0z ] [ ] [inPoses
Paid To Remarks
[ ] | |
Account Code\Account Description Narration Dr/Cr Amount. Type

(|

L Total Debit | Total Credit Difference |l |

_ i:iguré (Bank Payment Vduchef)

Chart of Accounts Classification in GL Module:

Group levek 2 digits XX

Control levek; 4 digits XXXX

Sub Control leve] 6 digits XXXXXX
Accounts leve] 10 digits XXXXXXXX.

Data Entry Level users can also add charaamfounts at Accounts Level (10 digits)data entry
option by following the method shown below.

71 PAKISTAN WAPDA - Power Wing
File Setup Master Data Vouchers  Voucher Listing  Trial Balance  Ledger Reports

Y |l Data Entry > | Initial Setup >
i Listing > Chart of Accounts  » l Chart of Accounts [pWE R
PO < Vouiches .3 Office Of Gene:
System Activities 3

‘ —
Budget

System

/17

Figure 09 (Chart of Accounts)

A new screen will opeas shown belovin which you can add new account hea8glect the &ligit
account head under whichou want to add new 14@igit head. Then ¥ clicking on the new button
you will be required tdill the account code and descriptidields. When these steps are completed

Ot A01 2y GKS W{I@SQ odziiizy 6KAOK ¢xteni. a4dz00S4a
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GenerslLedger - Chart of Accounts ;|

P e a
T = = Chart of Ac
-

! Save Cancel || Exit

i dh New X
CAPITAL AND RESERVES (30-31)-2 -~
- LIABILITIES (32-48) -3 Account Code || m
(- INCOME {52-55) - 4
= D_(PENSES (60-98) - 5 Account Description | m
Fuel Charges - 60 -
=) Salaries, Wages and Cther Employee Benefits - 61 Status
- Pay and Allowance - 6105 e Accomut Mo .

[=- Basic pay - 610503

i Basic pay - 6105030000
- Basic Pay - Officers - 6105030010 Search |
i Basic pay - Staff - 6105030020
i Basic pay - Class IV - 6105030030 Code Description
i Basic pay - Daily Wages - 6105030040 Basic pay

- Adhoc Relief Allowance - 610506 E105030010 Basic Pay - Officsrs
t- Cash Medical Allowance - 510509 6105030020 Basic pay - Staff
H- Conveyance Alowance - 610512 6105030030 Basic pay - Class IV

rl- Deputation Pay - 610515
- Dual Charge Allowance - 610518 6105030040 Basic pay - Daily Wages

i Entertainment Allowance - 610521 o o
¢ Group Life Insurance - 610524

t- House Rent Allowance - 610527

tl~ Job Allowance - 610530

i Livery Allowance - 610533 &

FigurelO (Chart of Accounts)

3.1. Adding a new voucher

i : Wouct Refi Mature Ref . F
[ < | [os/02/2022 | [AB.NO. ~] | porozrz0zz <]
Local/Foreign Remarks
[LocAL ~]|  <{=m @

¥ Account Code’Account Description Marration DrACr Amount. Type

0 =P o [ Jresces ] o ]

Figure 11 (Voucher Labels)

a. Chose the relevant peridgohonth from the dropdown list in which the data
entry is to be done. Only those periods will be shown whichcareently 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.
Enter the voucher and reference dataccordingly.
The user can also wrignyremarks for the vouche
f. In order to enter a transaction, the userd$w® select the required accouritead
from the given chart of account3he narration reference for this transaction
will appear in the detailed account$. K Sy &St SOG SAGKSNI AT
transacton andalsoenter the amount for that transaction.
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 fgkccount codes along with Account descriptions while
SYGSNAyYy3a | GNIyalOGAz2y Ay |
bar will open as shown below form which user can select the desired account
head.

To Help the beginners in system this ftion is the best for selection of account
codes in data entry.

General Ledger - Bank Payment Voucher

B““M

Reference Nature Reference Mo.

~] |

Save Cancel | Preview Print

Options
1

Post Find Refresh Exit

of 1 MNew

Period Voucher No. Vioucher Date

0 ;3022 | |

Reference Date
| 10022022

Demand MNa. Show By Status

UnPosted

March 2022 | |

Paid Ta Remarks

@2 dzZOKSNJ o6 &

X Account Code’Account Description Marmration Dr/Cr Amount. Type
] x |D'ID5'I[H}I]'D'D— Freehold Land B ~ 7 s Applical
~ Search || | oK Cancel
h » Code Description 2
0105100000 Freehold Land
0105200000 Leasehold Land
0105300000 Land-Right of Way
0110100000 B&CW on F. Land - Offices
0110200000 B&CW on F. Land - Store Houses
< 0110300000 BA&CW on F. Land - Other Buildings (Operating) w >

Torl Dot Totl Crech orernce |

ool [cr. |

Figure 12 (F1 Search)
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4. Data Posting Procedure

When the data entryprocedure is completed, the negtepwill be postingof vouchersvhich will be
carried outby Data Posting Level users. After making voucher entry, printouts of the voucher will be
generated and will be handed over #&ccounts Officer in order to revieand checkthe voucherfor

any mistakes in the voucheusnider review A sample voucher printout is given below:

Journal Voucher Projects

No. Date
Serial 5680 237022022
Voucher [ ] 23/02/2022
Referance [ ] 23/02/2022
Local/Foreign: LOCAL Referance Nature A.B. NO.
Account Description/MNarration Debit Credit
Code (PKR) (PKR)
7220200000 |Mews Papers & Pericdicals 2.720,00
FPayment of news papers bils for month of01-2022 [ 06
Mos. )
4502400160 |M/S Imran Mews Agent 2, 730,00
Payable Amount
TOTAL: 2, 730,00 2, 730.00

Total Amountin Words: TWO THOUSAND SEVEN HUNDRED THIRTY AND ZERO PAISAS ONLY

Remarks: Payableto Imran Mews &gents
Serial 5680

Prepared By AfA Checked By Accounts Officer Approved By Assistant Manager,/Dy. Manager{ASF

Figure 13Youcher Printoux

If the Accounts Officemat this stagefinds out any mistake whicimay need to incorporate any
changes in Vouche(s), he will direct the concerned Accounts Assistant to INSERT/UPDATE/DELET

the Vouche(s)accordinglyas perthe instructions
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After doing the desired changésccounts Assistanwill take a fresh updated printoudf vouchers
and prodwce them again tothe Accounts Officefor confirmation After Verification the Accounts
Officer has to sign theelevant column mentioned in the remarks of the voucher printout

Remarks:

Serial

Prepared By AfA Checked By Accounts Officer |JApproved By Assistant Manager /Dy. Manager{A&F

Figure 14 (Voucher Printout)

Once Correctness of data entry is confirmed Assistant Manager/ Deputy Manag@ata Posting
Level Userwill login by using his user I&edentialswith Data Posting rightsn General Ledger
Software, and wilindividuallypost all the Vouchers entered by the Accounts Assistanat which
were alsocrosschecked andgignedbefore by the Accounts Officer

4.1.Posting a voucher

a. Chose the relevant period/month from the drajown list in which the voucher(s)
is to be Posted. Only those periods will be shown which are currently open.

b. Click on the POStton, as shown in figure below, in order to post that particular
voucher. Vouchers once posted cannot be edibr deleted afterwards.

= < = v §
s SS Cash Payment Vouc

Options Save Cancel | Preview Print Fm:l Refresh Exit

Period Voucher No. Voucher Date Reference Nature Reference No.  Reference Date Show By Status
[February 2022 ~| [28-dan22 @~ || ~| | [28dan22 @~ | [UnPosted
Paid To Remarks

[ J [ I

Account Code \Account Description Narmration Dr/Cr Amount. Type

Total Debit Total Credit Fifencnce ][

Figure 15 (Voucher Posting)
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c. | aSNJ Oly @ASg |ff GKS LRadtSR @2 dzOKSNE
option from the shown by status dropdown list as shown below.

General Ledger - Cash Payment Voucher n

P earcld s
= Ca

J : Options ~ Save Cancel | Preview Print | Post Find Refresh Exit

1 4 [0 Jofo|» b | New X

|

| Period Voucher No. Voucher Date Nature No. Date Show By Status

[Febmany 2022 | | erienz2 5| < | iz G-
i Paid To Remarks

. Il ]

:1 Account Code\Account Description Narration Dr/Cr Amount. Type

Total Debit Total Credit Dff |l ]

Figure 16 (Voucher Status)

d. After Posting all the vouchers in a particulimancial month, the Data Posting
Level user will close that period/month.

e. APeriod/Month once closed cannot be reopened by the user himself.
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CHAPTER
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5. Financial Period/Month Closing
¢CKS Of2aAiAy3a 2F FAYIYOAlIf Y2yiKoO6auv Aa 2yS 27
to the Head office. It ensures that all the work for that particular month is finalized and cld$edhead
of accountdormation/office: Deputy Maager (A&F), Assistant Manager (A&F) or Accounts Oféicer,
authorized to close the month or period of the GL module. The User cannot open the period or mon
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.
i. LYy OG0KS WIHylFfedAOlFf NBLR2NIA&AQ dzy RSNJ WNXB L2 NI
+ 2 dzO K S Bsshojvrhirtliedigure belaw

PAKISTAN WAPDA - Power Wing
File Setup MasterData Vouchers Voucherlisting Trial Balance Ledger Reports

W ATER AND POWER DEVELO

Reports > Trial Balance F
| l e OFf General Manager Fi

System Activities  » Trial Balance Month Wise Comparison Reports

Voucher Entry Status Summary

Ledger Summary

General Ledger

Annual Accounts in Thousand

Annual Accounts in Thousand - Posted + Held

Annual Accounts

- Annual Accounts - Posted + Held

N?g:ag“ Analytical Reports

Voucher Searching Voucher Entry Status Summary (User Wise)

v vilv|lvy v v v v v v v

Voucher Screen Printouts

Voucher Volume Report Summary

User Activity Report
Period Status Report
10T Breakup Report
10T Breakup Report with Date Rang
10T Breakup Report (Pool Account)
Project Breakup Report
Expense Nature Breakup Report
Current A/C - Project wise Breakup Summary
Current A/C - Project Wise Breakup Report /
Bank Balance Movement Report (Account Level)
Store Inventory Movement Report (Account Level)
I Un-Posted Vouchers List |

Voucher Log Report 2031
<=
Cash Flow Statement

Email: y pde
User Log Time IN/OUT Report
User Status Summary

Figure ¥ (Unposted Voucher List

This report is specifically used to check/veabout any unposted voucher left in the relevant
month as the name suggests. If the report shows no data for the given parameters, then it m
all the vouchers are posteshd no more vouchers are left to be posted in that selected range c
dates.The parameters given belowill show data if left unposted in thinancial period 2020
2021.
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e

General Ledger - Un-Posted Vouchers List

Un-Posted Vouchers List

Voucher Date From 01/0772020 [E~ To A0/06.- 20 [E~

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 D2 (2 WwW{eadSFYaligxSaIsFNRARyYy &AONBSYy 2F D[ ®
GKSy Of A0l 2y WCAYlIYyOAlf tSNA2RQ®

Figure 19 (Month Closihg

b. ! FGUSNI /tA01AYy3a 2y WCAYIYyOAlLf tSNRRRQ
selected®W, S NJ / 2RSQ gAft |ttt GKS Y2y(iKa :
either Open or Close. Select the desired Year Code and then you may select the
month to be dosed.The figure given below illustrates how to close the Month of

Jaruary 2022.



