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1) Chart of Accounts Configuration Module 

This module allows users to add and configure the Chart of Accounts. 

 

 
 

   

1. In this module, click the Chart of Accounts menu, select the Asset tab, and then click 301 
- Cash In Hand. 

2. The system will display the details for 301 - Cash In Hand. Next, click New Sub Account 
to add a new record. 

3. Complete the required information as follows: 

• Account Name 
• Opening Balance 

4. Click Save to save the record, Reset to clear and reset the entered information, or Cancel 
to cancel the process. 

  



ACCOUNTING SYSTEM  

LEMBAGA ZAKAT NEGERI KEDAH (LZNK) 

 

2 | P a g e   

2) Bank Configuration Module 

This module allows users to add and configure bank information. 

        

 
 

 

 
 

1. In this module, click the Bank menu and then click New Bank. 
2. Complete the required information as follows: 

• Account Name 
• Local Currency 
• Address 
• Phone Number 
• Bank Account Number 
• Opening Balance 

3. Click Save to save the record, Reset to clear and reset the entered information, or Cancel 
to cancel the process. 
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3) Debtors Configuration Module 

This module allows users to add and configure Debtors. 

 

 
 

                                          
 

 
  

 
 
 

 
 

1. In this module, click the Debtors menu. 
2. Complete the required information as follows: 

• Ref/IC No. 
• Name 
• Address 
• GST Reg. No. 
• GST Date 
• Bank Name 
• Account No. 
• Phone 
• Fax No. 
• Local Currency 
• Opening Balance 

3. Click Save/Update to save or update the record, Reset to clear and reset the entered 
information, or Delete to delete the record. 
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4) Creditors Configuration Module 

This module allows users to add and configure Creditors. 

 

 

      
 

 
 
 
 
 
 
 

2 

1. In this module, click the Creditor menu. 
2. Complete the required information as follows: 

• Reg No. 
• Name 
• Address 
• Phone 
• Bank Name 
• Fax 
• Account No. 
• GST Reg. No. 
• GST Date 
• RMCD Approval 
• Approval Expiry Date 
• Local Currency 
• Opening Balance 

3. Click Save/Update to save or update the record, Reset to clear and reset the entered 
information, or Delete to delete the record. 
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5) Opening Balance Module 
 

 
 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

1. In this module, click the Opening Balance menu and select the Opening Balance tab. 
 

2. Enter the debit and credit amounts. 
 

3. Click the Update button to update the totals and ensure that the debit and credit amounts 
are balanced. 
 

4. Click the Post To Ledger button to post the amounts to the ledger. 
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6) Subcode Module 
  

This module allows users to configure subcodes. Subcode configuration must be completed before 
any transaction is performed. 
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7) Budget Module 
 
This module allows users to register a budget. 

 

 
 

1. In this module, click the Opening Balance menu and select the Subcode tab. 
 

2. Select and enter the subcode name to be used in the ledger. 
 

3. Select the required type: blank text box or drop down. 
 

4. Complete the list of options for the drop down and click the Save button. 
 

5. Click the Update button to update the record. 
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1. In this module, click the Budget menu. 
 

2. Enter the budget information and click the Simpan button to save the budget record. 
 

3. Click the Approve Budget button to post the budget to the ledger. 
 

4. Click the Activate Budget button to activate the budget. 
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8) Projection Module 
 
This module allows users to register income information. 

 

 
 

 

 
 

 
 
 
 
 

1. In this module, click the Projection menu. 
 

2. Complete the income information and click the Simpan button to save the record. 
 

3. Click the Approve Activate button to activate the income information. 
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9) Apps User Module 
 
This module allows users to register a new user. 
 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. In this module, click the App User menu. 
 

2. Click New User. 
 

3. Enter the user ID for the new user and click the Next button. 
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10) Source User Module 
 
This module allows users to manage user access. 

 

 
 

 
 
 

 
 
 
 
 
 
 

1. In this module, click the Source User menu. 
 

2. Click the company ID or name to add access. 
 

3. Select the user ID and click the Add User button to grant user access. 
 

4. Click the Remove User button to remove user access. 
 

5. Users under the company have access to create records. 
 

6. Users assigned as administrators have access to create and update records. 
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11) Receipt Voucher Module 

This module allows users to create a receipt voucher. 
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12) Payment Voucher Module 
 

This module allows users to create a payment voucher. 
 
 

 

 

1. In this module, click the Receipt Voucher menu. 
 

2. Complete the debit and credit account information in the receipt voucher. 
 

3. Click the Submit button to save the record. 
 

4. Verify that the information on the confirmation screen is correct, then click Submit to save the record 
or Back to return. 
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13) Journal Voucher Module 
 
This module allows users to create a journal voucher. 
 
 

 
 

1. In this module, click the Payment Voucher menu. 
 

2. Complete the credit and debit account information in the payment voucher. 
 

3. Click the Submit button to save the record. 
 

4. Verify that the information on the confirmation screen is correct, then click Submit to save the record 
or Back to return. 

 
5.  
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14) Bank Reconciliation Module 
 
This module allows users to perform bank reconciliation. 
 

 
 

 

1. In this module, click the Journal Voucher menu. 
 

2. Complete the information in the journal voucher and ensure that the debit and credit amounts are 
balanced. 
 

3. Click the Submit button to save the record. 
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1. In this module, click the Bank Reconciliation menu. 
 

2. Select the bank and month for the bank reconciliation, then click the Next button. 
 

3. Complete the bank statement information: 
 

 Opening balance 
 Total Withdrawal 
 No. of W/D transaction 
 Total Deposit 
 No. of Dep. transaction 

 
4. Click the Next button. 

 
5. Select the transactions to be reconciled and click the Update button. 

6. Ensure that the selected transactions and the bank statement are balanced. 

7. Click the Process Bank Reconciliation button. 



ACCOUNTING SYSTEM  

LEMBAGA ZAKAT NEGERI KEDAH (LZNK) 

 

17 | P a g e   

 
Click the Report tab to review the report. Click Back to return or Print to print the report. 

 

 
 

 
 

Click the Statement tab, select the bank that has been reconciled, and then click Continue. 
 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 



ACCOUNTING SYSTEM  

LEMBAGA ZAKAT NEGERI KEDAH (LZNK) 

 

18 | P a g e   

Click the Undo Reconciliation tab to redo the reconciliation. 
 

 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. In this module, select the bank and click the Next button. 
 

2. Click the date information. 
 

3. Click Undo Reconciliation to redo the reconciliation or Back to return. 
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15) Invoice Received Module 
 
This module allows users to register a received invoice. 
 

 

 

 
 

 
 
 
 
 
 
 
 

1. In this module, click the Invoice Received menu. 
 

2. Complete the credit and debit account information. 
 

3. Click the Submit button to save the record. 
 

4. Verify that the information on the confirmation screen is correct, then click Submit 
to save the record or Back to return. 
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16) Payment Issued Module 
 
This module allows users to register an issued payment. 
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17) Invoice Issued Module 
 
This module allows users to register an issued invoice. 
 

 
 

1. In this module, click the Payment Issued menu and then click Supplier Payment 1. 
 

2. Click the supplier name. 
 

3. Complete the credit account and creditor invoice information. 
 

4. Click Submit to save the record or Back to return. 
 

5. Click the Search tab to review the invoice records. 
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1. In this module, click the Invoice Issued menu. 
  

2. Complete the debit and credit account information. 
 

3. Click the Submit button to save the record. 
 

4. Verify that the information on the confirmation screen is correct, then click Submit to 
save the record or Back to return. 
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18) Payment Received Module 
 
This module allows users to register a received payment. 

 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. In this module, click the Payment Received menu and select the debtor. 
 

2. Complete the debit account and invoice number information, then click Submit to save 
the record or Back to return. 
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19) Report Module 
 
This module allows users to view reports. 

 

 

 

 

 
 

 

1. In this module, click the Reporting menu and then click Financials Report. 
 

4. Click the required report. 
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20) Closing Module 
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1. In this module, click the Closing menu. 
 

2. The system will display the account closing date. Click the Continue button. 
 

3. Click the report to review it. 
 

4. Click Initiate Closing to start the process or Back to return. 
 

5. Click Create Adjustment if an adjustment is required. 
 

6. Complete the required adjustment information. 
 

7. Click Process Post Audit Closing to complete the closing process. 
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