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About this guide

This guide shows how a chartered accountants' firm keeps its clients' books in Zenoziva
ERP: one site for the firm, one company per client. It follows a working quarter, from opening
balances to bank reconciliation, GST and TDS returns, month-end closing and the firm's own
fees and filing calendar.

Every screenshot was taken on a working copy of our demo. The firm (Demo Associates), its
clients (Sample Traders Pvt Ltd and Sample Tech Services LLP), their customers and
suppliers, PANs, GSTINs and amounts are fictional demo data.

Menus, reports, print formats and who sees which client can all be set up to match your firm.
For questions, training or changes to your set-up, contact your Zenoziva team through
zenoziva.com.
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CHAPTER 1

Getting started

For: Everyone in the firm

Each person signs in with their own login and sees the menus for their work. Accountants
work from seven menus: Clients, Bookkeeping, Bank reconciliation, GST, TDS, Closing and
reports, and Practice.

m Signin
Open your firm's ERP address and sign in with your email and password. Ask your administrator
for a login; never share one.

Signin
Welcome! Please sign in to continue.
Email
jane@example.com
Password
........ ©
Forgot password?

Login with Email Link
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m Your desktop

One tile per menu you may use. Partners and administrators also see the standard ERP modules;
accountants see only the practice menus.

ZZ Q Search Ctrl+K 2O by

Clients Bookkeeping Bank GsT Closing and

reconciliation reports

Practice

m Clients at a glance

The Clients menu opens with every client in one table: bank lines still to reconcile, unpaid sales
invoices, the next filing due and anything overdue. Click any figure to open the records behind it.

2 Z Clients > Clients
Q search
Clients
O Notification
New client: Company - name, PAN, GSTIN, state - Save; the Indian chart of accounts is created for it
@ Home Bank: add the client's current account under Bank Account and mark it the company's default
B Clantcompanion Opening balances: Journal Entry - Opening Entry, dated the day you take over the books
Who works on which client: User Permission - user, Company, the client

Bank accounts

O Chart of accounts

Clients at a glance
2\ Customers

o Client Bank lines to reconcile  Unpaid sales invoices  Next filing due Overdue
2\ suppliers
Demo Associates ourfim all matched 2% 96,760
Sample Tech Services LLP  1open 2-%2,47,800 GSTR-3B Oct 2026 - 20-11-2026  TDS return Q1 (26Q)
Sample Traders Pvt Ltd 1open 3-25,05,748 GSTR-3B Oct 2026 - 20-11-2026  none
Today
Client companies 2 3clients Bank accounts 2 3 Open compliance ta... 7 150pen
Overdue filings 7 1overdue
Clients Set-up Access
Company Chart of accounts User
Bank Account GST Settings
Address Tax Withholding Category
Contact Fiscal Year

Demo User
DU ’
demo@zenoziva.com
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(WA Lists

Every list can be filtered (for example by company), sorted and searched. Click a row to open it; +
Add creates a new one.

Z7 Bookkeeping v Sales Invoice = Lstview ¢ o - (R

Q search
D =  Company Customer Customer Nai =  Posting Date Status ©  YFiter x [ CreatedOn v
4 Notification
(O Customer Name  Status Posting Date Payment Due Date Grand Total 1D 200f 35 O
@ Home -
() sample Traders Pv  Unpaid 01-11-2026 16-11-2026 48,380.00 SINV-26-00057 1d 00-0
[ sales invoices
B Purchase invoices () sample Tech Servi  Unpaid 01-11-2026 16-11-2026 %48,380.00 SINV-26-00056 1d D0-Q
© Payments (") Bharat Office Supp ~ Paid 15-10-2026 14-11-2026 270,800.00 SINV-26-00055 1d D0-Q
4 Journal entries B
() Deccan Pharma Ltc  Unpaid 26-10-2026 25-11-2026 1,41,600.00 SINV-26-00054 14 D0-Q
S Match payments to invoices
O General Ledger () Alpha Retail PvtLtc  Unpaid 19-10-2026 18-11-2026 21,06,200.00 SINV-26-00053 14 D0-Q
% Receivables —
() Coastal Foods Pvt  Paid 06-10-2026 05-11-2026 ¥1,77000.00 SINV-26-00052 16 D0- O
% Payables
() Deccan Pharma Ltc  Unpaid 24-10-2026 23-11-2026 ¥1,98,240.00 SINV-26-00051 1d D0-0
() Walk-in Customer ~ Unpaid 18-10-2026 17-11-2026 ¥7,788.00 SINV-26-00050 1d D0-Q
() Bharat Office Supp ~ Overdue 11-10-2026 10-11-2026 32,99,720.00 SINV-26-00049 14 D0-Q
() Alpha Retail Pt Lt Paid 04-10-2026 03-11-2026 ¥1,29,.800.00 SINV-26-00048 1 D0-Q
() sample Tech Servi  Paid 01-10-2026 16-10-2026 ¥ 48,380.00 SINV-26-00047 14 D0-O
() sample Traders Pv  Paid 01-10-2026 16-10-2026 %48,380.00 SINV-26-00046 1d D0-O
() Alpha Retail PvtLt.  Return 21-07-2026 21-07-2026 ¥-12,980.00 SINV-26-00045 1 D0-O
() sample Tech Servi ~ Paid 13-09-2026 13-10-2026 %48,380.00 SINV-26-00044 1d D0-Q
() sample Traders Pv  Paid 11-09-2026 11-10-2026 348,380.00 SINV-26-00043 14 D0- O
() sample Traders Pv  Paid 30-08-2026 29-09-2026 %1,77,000.00 SINV-26-00042 1d D0-Q
() sample Tech Servi  Paid 13-08-2026 12-09-2026 ¥ 48,380.00 SINV-26-00041 14 D0-O
() sample Traders Pv  Paid 11-08-2026 10-09-2026 %48.380.00 SINV-26-00040 1d D0-Q
py Demo User
demo@zenoziva.com 20 100 500 2500 Load More
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CHAPTER 2

Clients and onboarding

For: Partners, senior accountants

Each client is a company in the ERP with its own chart of accounts, GST registration, bank

accounts and books. Taking over a client's books starts with these records.

m The client company

Clients > Client companies. A new company gets the Indian chart of accounts, a fiscal year and its

default accounts.

ZZ Clients

Q search

L Notification

@ Home

@ Client companies
& Bank accounts
B Chart of accounts
& Customers

2\ Suppliers

Demo User
demo@zenoziva.com

bu

Company / Sample Traders Pvt Ltd

Details  Accounts  Buyingand Selling ~ HR&Payroll  Stock and Manufacturing ~ Dashboard  Print Options

Abbr

SMT

Default Currency

INR

Country

India

Is Group

Tax Details

GSTIN / UIN GST Category
2727ZZCS2002B1ZF Registered Regular

@ Not Available
Reporting Currency

PAN INR

777CS2002B

Address & Contact >

Comments

DU  Type areply / comment

Activity + New Email
Administrator last edited this - yesterday

Administrator changed the value of Default Cash Account from "" to Cash - SMT, Default Receivable
Account from ™" to Debtors - SMT Default Pavahle Account from "" to Creditars - SMT - 1 month aan
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View & <

ST

Sample Traders Pvt Ltd

2, Assign
@ Attachments
© Tags

«§ Share

Last Edited By Administrator
yesterday

Created By Administrator

1 month ago



m GSTIN and PAN

Under Tax Details: the client's GSTIN, GST category and PAN. Invoices, returns and TDS use
them from here.

ZZ Clients i Company / Sample Traders Pvt Ltd View ¢ < >

Q search Details  Accounts Buying and Selling HR & Payroll Stock and Manufacturing Dashboard Print Options a o

4 Notification —. ST

Default Currency

@ Home
INR
@ Client companies Sample Traders Pvt Ltd
i Bank accounts Country
@ Chart of accounts India 2, Assign +
o
2 Customers Is Group @ Attachments
2 Suppliers
© Tags +
Tax Details
o& Share +
GSTIN / UIN GST Category
2727ZCS2002B1ZF Registered Regular Last Edited By Administrator
® Not Available yesterday
Reporting Currency
PAN INR Created By Administrator
222C$20028 Tmonth ago
Address & Contact >
Comments
DU  Typeareply / comment
Activity + New Email
+  Administrator last edited this - yesterday
. Administrator changed the value of Default Cash Account from ™" to Cash - SMT, Default Receivable
Account from " to Debtors - SMT, Default Payable Account from " to Creditors - SMT - 1 month ago
Demo User ~
DU +  Administrator created this - 1 month ago

demo@zenoziva.com

m Bank account

Clients > Bank accounts: the client's current account, linked to its ledger and marked as the
company's default. Receipts and payments then go through it.

ZZ Clients i Bank Account / Sample Traders Pvt Ltd current account - Demo Bank (fictional) ~ Enabled < 2y &

Q search i i
Transactions Accounting Party Sample Traders Pvt... & & O

4 Notification

Payment Request Payment Entry 20 + Customer +
@ Home 2, Assign +
@ Cliont companies Payment Order dr Journal Entry 3 < Supplier
@ Attachments +
B Bank accounts Bank Guarantee 5
O Chart of accounts © Tags &l
2\ Customers Bank Transaction 38 i & Share i
2 Suppliers
Account Name () Disabled Last Edited By Administrator
Sample Traders Pvt Ltd current account yesterday

Is Default Account
Company Account Created By Administrator
Is Company Account

Demo Bank (fictional) Current - SMT Setting the account as a Company Account is ne

yesterday

Bank Reconciliation
Bank

Ce
Demo Bank (fictional) ompany

Sample Traders Pvt Ltd
Account Type
() Is Credit Card
If checked, journal entries made using bank reconciliation will be

Account Subtype of type "Credit Card Entry"

Account Details

IBAN Branch Code
DEMO0000001

Bank Account No

000000990002

P Demo User Statement PDF Password
demo@zenoziva.com
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Opening balances
A Journal Entry of type Opening Entry, dated the day you take over the books: bank, fixed

assets, capital and reserves as at that date.

Accounts v Journal Entry / Demo Bank (fictional) Current - SMT  Opening Entry View & Actions ¢ < > «+  Cancel
Q search i
= Detalls  More Info Demo Bank (fiction... &4 & O
O Notification
No. Account Party Type Party Debit Credit ACC-JV-2026-00001
&)
a8 @ Home 1 Demo Bank (fictional) Current - SMT 2.8,00,000.00 2000 »
2, Assign :
LU Dashboard
W | @ chert of Accounts 2 Furniture and Fixtures - SMT 23,50,000.00 2000 » N — N
=] Bl sales Invoice 3 Shareholders Funds - SMT %0.00 %10,00,0000 o N
ags
[ [E Purchase Invoice
e a———— 4 Reserves and Surplus - SMT 2000 2150,00000 » & shisis “
=
4 Journal Entry
2 & Reports N Total Debit Total Credit Last Edited By Administrator
N % 11,50,000.00 % 11,50,000.00 yesterday
Q W Banking >
© Taxes N Created By Administrator
Reference Number yesterday
> Budget
udacting ’ OPENING-0107
8 setup >
Reference Date
01-07-2026
Comments
DU  Typeareply / comment
Activity + New Email
this document -
Administrator changed the value of Write Off Amount from O to null - yesterday
Administrator last edited this - yesterday
bu . ini created this - y ~

m Who works on which client

An administrator gives each staff member access to their clients only (User Permission on
Company). They then see only those clients' books, in every menu and report.
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CHAPTER 3

Bookkeeping

For: Accountants, article assistants

Sales, purchases, receipts, payments and journals for each client. GST and TDS are
worked out on the documents themselves, so the returns come straight from the books.

m The Bookkeeping menu

New documents, unpaid invoices, drafts waiting to be submitted and the latest sales and
purchases across clients.

ZZ Bookkeeping L Bookkeeping

Q search
L Notification Bookkeeping

Salles: Sales Invoice - company, customer, items - taxes fill from the GST template - Submit

@ Home Purchases: Purchase Invoice - supplier, bill no. and date (needed for GST) - TDS applies by itself for suppliers with a TDS
[ sales invoices category.
Money in and out: from the invoice, Create > Payment; reference no. = the bank's UTR / cheque no.
B Purchase invoices X
Other entries: Journal Entry for salaries, provisions and adjustments; returns from the invoice with Create > Return / Credit Note.
B Payments
{4 Journal entries Today
S Match payments to invoices
New Sales Invoice d New Purchase Invoice i New Payment d
O General Ledger
2 Receivables . L )
New Journal Entry d Unpaid sales invoices # 7 unpaid Drafts to submit 7 0drafts
% Payables
Latest sales invoices N (2) B2 Latest purchase invoices A )
Sample Traders Pvt Ltd Ui > City Estates LLP B2 >
yesterday yesterday
Sample Tech Services LLP R. Kulkarni (Consultant)
Unpaid > Unpaid >
yesterday yesterday
Bharat Office Supplies = 5 Cloud Hosting India Pvt Ltd e I
yesterday yesterday
Deccan Pharma Ltd Laptop Distributors Pvt Ltd
Unpaid > Unpaid >
yesterday yesterday
View List View List
Sales Purchases Entries
Sales Invoice Purchase Invoice Payment Entry
Customer Supplier Journal Entry
Sales Register Purchase Register Payment Reconciliation
General Ledger
Demo User
bu

demo@zenoziva.com
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Sales invoice

New Sales Invoice: choose the client company, the customer and the items. Rates come from the

price list.

ZZ Bookkeeping ™ Sales Invoice / New Sales Invoice  Not Saved

Get Items From &

Q search Details  Payments  Address & Contact ~ Terms  More Info

4 Notification

Company Posting Date () Include Payment (POS)
@ Home
Sample Traders Pvt Ltd 12-11-2026
Bl Sales invoices L Is Return (Credit Note)
i Series Posting Time
B Purchase invoices gl Is Rate Adjustment Entry (Debit Note)
B Payments SINV-.YY.- < 01:43:19 Issue a debit note against an existing
. Sales Invoice to adjust the rate. The
4 Journal entries Customer (7] Edit Posting Date and Time quantity will be retained from the
S Match payments to invoices Alpha Retail Pyt Ltd original invoice,
Oe e Payment Due Date
eneral Ledger A ; .
. 12-11-2026 () Consider for Tax Withholding
% Receivables
® Payables
Currency and Price List >
Items
Scan Barcode
1)
() Update Stock ©®
Items
O No. Item Quantity Rate (INR) Amount (INR) *  Warehouse
() 1 REG-A4:Account Register A4 200 ¥220.00 ¥44,000.00 2
Add row  Add multiple Download  Upload
Total Quantity Total (INR)
200 % 44,000.00
Demo User Taxes and Charges
bu .
demo@zenoziva.com

m GSTon the invoice

The GST template is picked from the place of supply: CGST and SGST within the state, IGST
between states. Submit to post it.

ZZ Bookkeeping ™ Sales Invoice / New Sales Invoice  Not Saved

Get Items From &

Q search Details ~ Payments  Address & Contact ~ Terms  More Info

O Notification
Sales Taxes and Charges Template

@ Home Output GST In-state
[ sales invoices
B Purchase invoices Sales Taxes and Charges
B Payments O No. Type Account Head TaxRate  Net Amount (INR) Amount (INR) Total (INR)
{4 Journal entries —
() 1 OnNetTotal Output Tax SGS... 9 244,000.00 23,960.00 24796000 »
S Match payments to invoices
B i () 2 OnNetTotal Output Tax CG... 9 %44,000.00 %3,960.00 25192000 »
P
% Receivables oy
® Payables
Total Taxes and Charges (Company Currency) (INR) Total Taxes and Charges (INR)
27,920.00 %7,920.00
Totals (INR)
() Use Company default Cost Center for Round off () Disable Rounded Total
Grand Total (INR) Rounding Adjustment (INR)
% 51,920.00 20.00
Rounded Total (INR)
251,920.00
Total Advance (INR) Outstanding Amount (INR)
20.00 2 51,920.00
Tax Breakup >
Demo User
bu Time Sheet List >

demo@zenoziva.com
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¥4 Purchaseinvoice

Enter the supplier's bill number and date exactly as on the bill; GST reconciliation matches on
them.

ZZ Bookkeeping M Purchase Invoice / City Estates LLP  Paid Create View ¢ Actions ¢ < > Cancel

Q search i 5 N
Details Payments Address & Contact Terms More Info Connections City Estates LLP [=v]

O Notification PINV-26-00017

Supplier Posting Date Is Paid
@ Home
City Estates LLP 03-07-2026 )
E] sales invoices i Is Return (Debit Note) 2, Assign +
i c Posting Ti
B Purchase invoices i SERER S Is Reverse Charge @ Attachments +
@l paymonts Sample Traders Pvt Ltd 22:36:03
Is ISD Applicable © Tags +
{4 Journal entries Due Date
S Match payments to invoices 02-08-2026 Consider for Tax Withholding <@ Share +
O General Ledger
% Receivables o Last Edited By Administrator
& yesterday
<& Payables
Supplier Invoice No Supplier Invoice Date Created By Administrator
CE/R/0701 03-07-2026 yesterday
® 2A/2B Status: Unreconciled
Currency and Price List >
Items
Update Stock O
Is Subcontracted
Items
No. Item Accepted Qty Rate (INR) Amount (INR)
1 RENT: Office Rent (monthly) 1 265,000.00 26500000
Download
py Demo User Total Quantity Claimed Landed Cost Amount Total (INR)
demo@zenoziva.com (Company Currency) (INR)

1 % 65,000.00

TDS on purchases

For a supplier with a TDS category (here rent), the invoice deducts TDS by itself above the
threshold and shows it under taxes deducted.

ZZ Bookkeeping ™ Purchase Invoice / City Estates LLP  Paid Create ¢ View ¢ Actions & < > =+ Cancel

Q search i
Details ~ Payments  Address & Contact ~ Terms  MoreInfo  Connections City Estates LLP e Qo

O Notification PINV-26-00017

2 OnNet Total Input Tax SGST... 9 65,000.00 25,850.00 27670000
@ Home
2, Assign +
[E] sales invoices 3 Actual TDS Payable - ... 0 2000 % 6,500.00 27020000 »
B Purchase invoices @ Attachments +
= By Taxes and Charges Added (Company Currency) (INR) Taxes and Charges Added (INR)
(T e s % 11,700.00 2 11,700.00 © Tags -
S Match payments to invoices Taxes and Charges Deducted (Company Currency) (INR) Taxes and Charges Deducted (INR) < Share +
8 General Ledger % 6,500.00 % 6,500.00
O e Last Edited By Administrator
Total Taxes and Charges (Company Currency) (INR) Total Taxes and Charges (INR) yesterday
® Payables
¥5,200.00 % 5,200.00 Created By Administrator
yesterday
Totals (INR)
Use Company Default Round Off Cost Center Disable Rounded Total
Grand Total (INR) Rounding Adjustment (INR)
% 70,200.00 20.00
In Words Rounded Total (INR)
INR Seventy Thousand, Two Hundred only. 270,200.00
Total Advance (INR) Outstanding Amount (INR)
20.00 20.00
Tax Withholding Entry >
Additional Discount >
py Demo User ~
demo@zenoziva.com Tax Breakup >
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Receipts and payments

From an invoice, Create > Payment. The reference number is the bank's UTR or cheque number;
the bank reconciliation matches on it.

ZZ Bookkeeping > Payment Entry / Alpha Retail Pvt Ltd  Submitted Ledger  Actions ¢ < 2 Cancel
Q search
Bank Transaction 1 Alpha Retail Pvt Ltd & O
O Notification
ACC-PAY-2026-00033
@ Home Type of Payment
o 2\ Assign =+
[E sales invoices Payment Type Posting Date
B Purchase invoices econs 05-09-2026 @ Attachments +
B Payments
C © Tags +
4 Journal entries OESNY|
Sample Traders Pvt Ltd
S Match payments to invoices Gl o Share +
O General Ledger
o, Payment From / To Last Edited By Administrator
% Receivables
& yesterday
% Payables Party Company Bank Account
p Created By Administrator
Alpha Retail Pvt Ltd Sample Traders Pvt Ltd current account - Demo Bank
(fictional) yesterday
Party Name
Alpha Retail Pvt Ltd
Book Advance Payments in Separate Party Account
Accounts >
Amount
Paid Amount (INR)
% 2,34,820.00
Reference
Payment References
No. Type Name Due Date Grand Total (I.. Outstanding (.. Allocated (INR)
@) Demo User 1 Saleslnvoice  SINV-26-00027 10-09-2026 2,34,820.00 2000 ¥2,3482000

demo@zenoziva.com

Credit and debit notes

From the original invoice, Create > Return / Credit Note. Purchase returns work the same way as
debit notes.

e-Waybill &

ZZ Bookkeeping ™

Q search

Sales Invoice / Alpha Retail Pvt Ltd  Return

Vew 5 actors & < >

Details Payments Address & Contact More Info Connections GST APIs in Sandbox Mode

4 Notification

Alpha Retail Pvt Ltd

Company Posting Date Include Payment (POS)
@ Home SINV-26-00045
Sample Traders Pvt Ltd 21-07-2026 §
[l sales invoices Is Return (Credit Note)
B Purchase invoices Customer Posting Time Bt Agains 2 Assign +
Alpha Retail Pvt Ltd 22:36:15
CRavmenis SINV-26-00023 @ Attachments +
7
£ Journal entries e-Waybill Status Payment Due Date )
- Update Outstanding for Self © Tags +
Match . ™ E
S HEERRmES S g Not Applicable < 21-07-2026 Credit Note will update it's own
B General Ledger outstanding amount, even if 'Return & Share +
% Receivables Against' is specified
% Payables Update Billed Amount in Sales Order Last Edited By Administrator
yesterday
Update Billed Amount in Delivery Note
Created By Administrator
Consider for Tax Withholding yesterday
Currency and Price List >
Items
Update Stock ©®
Items
No. Item Quantity Rate (INR) Amount (INR) *  Warehouse
1 REG-A4: Account Register Ad -50 2220.00 2 -11,000.00 v
Download
Total Quantity Total (INR)
o -50 % -11,000.00
py Demo User

demo@zenoziva.com
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Journal entries

Salaries, provisions, adjustments: a Journal Entry with its debit and credit lines. Bank entries
carry the bank reference.

ZZ Bookkeeping - Journal Entry / Salary - SMT  Bank Entry View ¢  Actions ¢ < > - Cancel
Q search i
Details More Info Salary - SMT %8 o
2 Notification
- Accounting Entries ACCAIV-2028-06008
No. Account Party Type Party Debit Credit
@ Home
" 2, Assign +
Bl sales Invoices 1 Salary - SMT 260,000.00 2000 4 9
B Purchase invoices 2 Demo Bank (fictional) Current - SMT 20.00 260,00000 s @ Attachments 3
B Payments
7 © Tags +
& Journal entries Total Debit Total Credit
S Match payments to invoices %60,000.00 260,000.00 g Share +
O General Ledger
% Receivables Reference Number Last Edited By Administrator
yesterday
% Payables SAL-2609
Created By Administrator
Reference Date yesterday
30-09-2026
Clearance Date
30-09-2026
Comments
DU  Typeareply / comment
Activity + New Email
«  Administrator last edited this - yesterday
. ini itted this -y
+  Administrator changed the value of Write Off Amount from O to null - yesterday
Demo User ~
DU «  Administrator created this - yesterday

demo@zenoziva.com

General Ledger

Every posting for a company and period, with the voucher behind each line. Click a voucher to

open it.
ZZ Bookkeeping = General Ledger [} o
Q search
Sample Traders PvtLtd  Finance Book 01-09-2026 30-09-2026 Account Voucher No v
4 Notification
-, Posting Date  Account Debit (INR) Credit (INR) Balance (INR)  Voucher Type  Voucher Subtype Voucher No
ome
[ sales invoices
B Bl iies 1 Opening 20.00 20.00 20.00
B Payments 2 02-09-2026  Creditors - SMT 26,500.00 ¥76,700.00 ¥ -70,200.00 Purchase Invo... Purchase Invoice PINV-26-00021
4 Journal entries 3 02-09-2026  Cost of Goods Sold - S... %65,000.00 20.00 ¥-5,200.00 Purchase Invo... Purchase Invoice PINV-26-00021
S Match payments to invoices 4 02-09-2026  Input Tax CGST - SMT 25,850.00 20.00 2650.00 Purchase Invo... Purchase Invoice PINV-26-00021
8 General Ledaer 5 02-09-2026  Input Tax SGST - SMT %5,850.00 20.00 ¥6,500.00 Purchase Invo.. Purchase Invoice PINV-26-00021
% Receivables )
3 6 02-09-2026  TDS Payable - SMT 20.00 6,500.00 20.00 Purchase Invo... Purchase Invoice PINV-26-00021
@ Pavavies 7 05-09-2026  Debtors - SMT 20.00  ¥2,34,820.00 ¥ -2,34,820.00 PaymentEntry Receive ACC-PAY-2026-0
8 05-09-2026  Demo Bank (fictional) ... % 2,34,820.00 20.00 20.00 PaymentEntry Receive ACC-PAY-2026-0
9 05-09-2026  Creditors - SMT 21,45,376.00 20.00  ¥1,45376.00 PaymentEntry Pay ACC-PAY-2026-0
10 05-09-2026  Demo Bank (fictional) ... %0.00  ¥1,45,376.00 30.00 PaymentEntry Pay ACC-PAY-2026-0
11 06-09-2026  Debtors - SMT 22,33,640.00 20.00  ¥2,33,640.00 SalesInvoice  Sales Invoice SINV-26-00029
12 06-09-2026  Output Tax IGST - SMT 20.00 235,640.00  ¥1,98,000.00 Saleslnvoice  Sales Invoice SINV-26-00029
13 06-09-2026  Sales - SMT 20.00  %1,98,000.00 20.00 Sales Invoice  Sales Invoice SINV-26-00029
14 07-09-2026  TDS Payable - SMT 26,500.00 20.00 26,500.00 Journal Entry  Bank Entry ACC-JV-2026-0C
15 07-09-2026  Demo Bank (fictional) ... 20.00 6,500.00 %0.00 Journal Entry  Bank Entry ACC-JV-2026-0C
16 17-09-2026  Creditors - SMT 20.00 %1,57,530.00 ¥ -1,57,530.00 Purchase Invo... Purchase Invoice PINV-26-00022
17 17-09-2026  Cost of Goods Sold - S.. ¥ 1,33,500.00 20.00  ¥-24,030.00 Purchase lnvo.. Purchase Invoice PINV-26-00022
18 17-09-2026  Input Tax CGST - SMT 212,015.00 20.00  ¥-12,015.00 Purchase Invo.. Purchase Invoice PINV-26-00022
19 17-09-2026  Input Tax SGST - SMT 212,015.00 20.00 20.00 Purchase Invo... Purchase Invoice PINV-26-00022
20 18-09-2026 Utility Expenses - SMT ?11,200.00 %0.00 ¥11,200.00 Journal Entry Bank Entry ACC-JV-2026-0C
P Demo User For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). Execution Time: 0.016405 sec

demo@zenoziva.com
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CHAPTER 4

Bankreconciliation

For: Accountants

Bank statements are imported, matched to the receipts and payments in the books, and
what the bank shows but the books do not (charges, interest, unknown receipts) is
booked from the statement itself.

The Bank reconciliation menu

Statement import, the lines still to reconcile, the reconciliation tool and the reconciliation

statement.

ZZ Bank reconciliation v Bank reconciliation

Q search

4 Notification

@ Home

Import statement

= Bank lines

3 Reconcile

Cheque clearance

&5 Reconciliation statement

@ Bank accounts

Demo User
demo@zenoziva.com
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Bank reconciliation

Statement: Bank Statement Import - bank account - upload the bank's Excel/CSV - map columns once - Start Import.

Reconcile: Bank Reconciliation Tool - bank account, dates - each line shows matching payments; Reconcile.

Lines with no entry yet (charges, interest): in the tool, Create Voucher - Journal Entry against the right account
Check: Bank Reconciliation Statement shows books vs bank and what is still in transit.

Today

Import statement A

Bank Reconciliation Statement ~»

Bank lines to reconcile

Sample Tech Services LLP current accou...

yesterday

Sample Traders Pvt Ltd current account ...

yesterday

View List

Statements
Bank Statement Import

Bank Transaction

Reconcile a Lines to reconcile

Vo (&) &E

Unreconciled >

Unreconciled >

Reconciliation Accounts

Bank Reconciliation Tool Bank Account
Bank Clearance

Bank Reconciliation Statement

7 2open
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/3 Import astatement

Bank Statement Import: choose the company and bank account, upload the bank's Excel or CSV,
map its columns once, then start the import.

ZZ Bank reconciliation v Bank Statement Import / New Bank Statement Import  Not Saved
Q search Company ) Import MT940 Fromat
o
filotitication Sample Traders Pvt Ltd > -
(1) Custom delimiters
@ Home Bank Account
Import statement Sample Traders Pvt Ltd current account - Demo Bank (fict
= Bank lines
Bank

3 Reconcile

Demo Bank (fictional)
Cheque clearance
&8 Reconciliation statement

Bank accounts

Demo User

DU ’
demo@zenoziva.com

%8 Banklines

Each statement line becomes a bank transaction, Reconciled or Unreconciled.

ZZ Bank reconciliation v Bank Transaction = ListView ¢ O + Add Bank Transactio
Q search
D = Status < Sample Traders Pvt npany Y Filter X Date v
L Notification
() Bank Account Status Deposit Withdrawal ~ Description ID 200f38 O
@ Home §
() sample Traders PvtLtc  Unreconciled 20.00 I18.00 NEFT charges Oct 2026 (- ACC- 1d D 0 - QO
Import statement
= Bank lines () sample Traders Pvt Ltc  Reconciled 20.00 ¥60,000.00 NEFT DR SAL-2610 AcCc-  1d D0-Q
% Reconcile () sample Traders Pvt Ltc  Reconciled 21,29,800.00 %0.00 NEFT CRNEFT-00048 Al-- ACC- 1d D0 - Q
Cheque clearance
() sample Traders Pvt Ltc  Reconciled 20.00 218502400 NEFT DR NEFT-00034 Pa-. ACC- 1d D 0 - Q
a8 Reconciliation statement
@ Bank accounts () sample Traders Pvt Ltc  Reconciled % 77,880.00 %0.00 NEFT CRNEFT-00031De-- ACC- 1d D0 - Q
() sample Traders Pvt Ltc  Reconciled 20.00 ¥70,200.00 NEFT DR NEFT-00033 Ci-- ACC- 1d D0 - Q
() sample Traders Pvt Ltc  Reconciled 20.00 230150.00 NEFT DR GST-2609 AcC-  1d D0-Q
() sample Traders Pvt Ltc  Reconciled 21,73,240.00 20.00 NEFT CR NEFT-00030 Al-- ACC- 1d D0-Q
Sample Traders Pvt Ltc  Reconciled 20.00 ¥10,820.00 NEFT DR ELEC-2610 acC-  1d D0-O
() sample Traders Pvt Ltc  Reconciled 20.00 ¥1,57530.00 NEFT DR NEFT-00022La-- ACC- 1d D0 - Q
() sample Traders Pvt Ltc  Reconciled 20.00 ¥6,500.00 NEFT DR TDS-2609 ACC-  1d D0 Q
() sample Traders Pvt Ltc  Reconciled % 2,33,640.00 Z0.00 NEFT CRNEFT-00029 Bh-- ACC- 1d D0 - Q
() sample Traders Pvt Ltc  Reconciled % 66,080.00 %0.00 NEFT CRNEFT-00028 W-. ACC- 1d D0 - Q
() sample Traders PvtLtc  Reconciled %0.00 ¥236.00 NEFT charges Sep (demo)  ACC- 1d D0-Q
() sample Traders PvtLtc  Reconciled 20.00 ¥60,000.00 NEFT DR SAL-2609 AcC-  1d D0-O
() sample Traders Pvt Ltc  Reconciled % 25,000.00 20.00 NEFT CRUNKNOWNREF.. ACC- 1d D0 -Q
() sample Traders Pvt Ltc  Reconciled 20.00 ¥70,200.00 NEFT DR NEFT-00021Cit-- ACC- 1d D0 - Q
() sample Traders Pvt Ltc  Reconciled 20.00 ¥12,024.00 NEFT DR GST-2608 Acc-  1d D0-Q
DU Demo User
demo@zenoziva.com 20 100 500 2500 Load More
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/WA Reconcile

Bank Reconciliation Tool: company, bank account, dates and the closing balance as per the
statement, then Get Unreconciled Entries. The difference shows what is still open.

ZZ Bank reconciliation Bank Reconciliation Tool  Not Saved Upload Bank Statement  Auto Reconcile  [eSRVLIENIIE N GEN

Q search

Try the new Banking module for a better experience. o3
O Notification
Company From Date Account Opening Balance
@ Home Sample Traders Pvt Ltd 01-07-2026 20.00
) Import statement
Bank Account To Date Closing Balance
= Bank lines
Sample Traders Pvt Ltd current acco! 30-09-2026 5,14,51.00

3 Reconcile

Cheque clearance (] Filter by Reference Date

&8 Reconciliation statement 7
Reconcile

it Bank accounts

Closing Balance as per Bank Statement Closing Balance as per ERP Difference

¥5,14,511.00 % 5,64,039.00 % -49,528.00

No Matching Bank Transactions Found

Demo User
DU
demo@zenoziva.com

/A3 Openlines

Here an unknown receipt and the month's bank charges are still to be dealt with. Auto Reconcile
matches the straightforward ones in one go.

ZZ Bank reconciliation Bank Reconciliation Tool  Not Saved Upload Bank Statement  Auto Reconcile  [MeSRVLIENIIE NS GEN

Q search

Try the new Banking module for a better experience. o3

O Notification

Company From Date Account Opening Balance
@ Home Sample Traders Pvt Ltd 01-07-2026 20.00
Import statement .

Bank Account To Date Closing Balance
= Bank lines

Sample Traders Pvt Ltd current acco! 30-09-2026 5,14,51.00

3 Reconcile
Chetusclearance () Filter by Reference Date
&8 Reconciliation statement

Reconcile
@ Bank accounts

Closing Balance as per Bank Statement Closing Balance as per ERP Difference
¥5,14,511.00 ¥5,64,039.00 ¥ -49,528.00
No Matching Bank Transactions Found

py Demo User

demo@zenoziva.com
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Match or create

Actions on a line: Match Against Voucher picks the receipt or payment it belongs to; for charges
and interest, create a voucher against the right account.

ReconciletheBank Transaction X
Action
Match Against Voucher ¢
Filters
Payment Entry (") SalesInvoice (") Bank Transaction
Journal Entry (") Expense Claim
(7) Purchase Invoice (") Show Only Exact Amount

Select Vouchers to Match

No Matching Vouchers Found

Transaction Details

Date Description

29-09-2026 NEFT CR UNKNOWN REF 4471 (demo)
Deposit Allocated Amount

¥25,000.00 20.00
Withdrawal Unallocated Amount

20.00 ¥25,000.00

Bank Reconciliation Statement

Books balance against bank balance as on a date, with cheques and deposits not yet cleared.

ZZ Bank reconciliation v Bank Reconciliation Statement 5]
Q search
Sample Traders Pvt Ltd Demo Bank (fictional) C 30-09-2026 ) Include POS
O Notification Transactions
@ Home Posting ..  Payment Document Type Payment Document Debit Credit  Against Account Reference Ref Date
Import statement
= Bank lines
1 Bank Statement balance as p... ¥ 5,64,039.00 0.00
3 Reconcile
Cheque clearance 2 §0.00 £0:00
&8 Reconciliation statement 3 Outstanding Cheques and De... %0.00 0.00
@ Bank accounts 4 Cheques and Deposits incorr... % 0.00 %0.00
5 % 0.00 %0.00
6 Calculated Bank Statement b... ¥5,64,039.00 0.00
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). Execution Time: 0.007426 sec
DU Demo User

demo@zenoziva.com
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CHAPTER 5

GSTreturns

For: Accountants

GSTR-1is prepared from the sales books, purchase invoices are reconciled with GSTR-2B
before claiming input credit, and GSTR-3B is checked against both.

m The GST menu

GSTR-1, 2B reconciliation, GSTR-3B and the invoice management system (IMS), with the due
dates as a reminder.

Z7 ost v GsT

Q search

L Notification ey

GSTR-1(by the T1th): GSTR-1 > company GSTIN, period - review the books summary - upload and file.
Input credit: Purchase Reconciliation Tool - download / upload 2B - match - act on missing and mismatched bills.
oSTRA GSTR-3B (by the 20th): GSTR 3B Report > period - check output tax and eligible ITC.

@ Home

Documents: e-invoice and e-way bill are created from the Sales Invoice once the GST API is set up.
3 2B reconciliation

B GsTR-38 Today
Ll GSTR-3B details
R olce g e Nt MS) GSTR-1 n 2B reconciliation 2 GSTR-3B d
5 GST Settings
Invoice management (IMS) 2

Returns Input tax credit Set-up

GSTR-1 Purchase Reconciliation Tool GST Settings

GSTR 3B Report GST Invoice Management System e-Waybill Log

GSTR-3B Details

Demo User
demo@zenoziva.com

bu
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m GSTR-1

GSTR-1: company, GSTIN, year and month, then Generate. The summary of books then shows
each section (B2B, B2C, credit notes, documents issued, HSN summary) as it applies, ready to
upload and file.

Z7 ost v

Q search

4 Notification

@ Home

GSTR-1

3 2B reconciliation
GSTR-38

Lt GSTR-3B details

“Z Invoice management (IMS)

&5 GST Settings

Demo User
bu
demo@zenoziva.com

GSTR-1

Company
Sample Traders Pvt Ltd

2B reconciliation

Company GSTIN

277ZZZCS2002B1ZF

Year

2026

Generate to view the data

Month/Quarter

September

Generate

Filing Preference

< Monthly

Purchase Reconciliation Tool: company, GSTIN, period and GSTR 2B, then Generate. Bills are
sorted into Exact Match, Mismatch, Only in 2A/2B and Only in Books.

Z7 ost v

Q search

L Notification

@ Home

GSTR-1

3 2B reconciliation
GSTR-38

Lt GSTR-3B details

“Z Invoice management (IMS)

&5 GST Settings

Demo User

bu
demo@zenoziva.com

Purchase Reconciliation Tool

Company
Sample Traders Pvt Ltd

() Include Ignored

Match Summary ~ Supplier View

Match Status

) 1 ExactMatch
2 Mismatch
3 Onlyin 2A/2B

4 Only in Books

Zenoziva ERP — guidebook for CA practices

Company GSTIN
27222CS2002B1ZF

Document View

Count
2A/2B Docs

Period

Custom

From Date

01-07-2026

To Date
30-09-2026

Taxable Amount Diff
2A/2B - Purchase

Count
Purchase Do...

5 0.000

1 -500.000

o 40,000.000
2 -1,12,200.000

Tax Difference

2A/2B - Purchase

0.000

-90.000

7,200.000

-20,196.000

Upload 2A/2B

GST Return
GSTR 2B

= Filter

% Action Ta...

0%

0%

X Actions &
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Bill by bill
Document View lists each bill with what the supplier reported and what you booked. Link, accept
or ignore each one, or write to the supplier.

ZZ GST > Purchase Reconciliation Tool Upload 2A/2B  Export
Q search
() Include Ignored From Date
O Notification
01-07-2026
Glicne To Date
OSTRA 30-09-2026
% 2B reconciliation
GSTR-38 — i s
Match Summary  Supplier View  Document View = Filter X Actions
Lt GSTR-3B details —
“= Invoice management (IMS)
Supplier Name: Bill No. Date Classifica..  Match Status GST Inward Purchase Taxable Amount .
&8 GST Settings B
Supply Invoice 2A/2B - Purchas
@) Paper Mills Co PMC/26-2.. 02-07-20.. B2B Exact Match ® h97gnnkdjj  PINV-26-00... 0.000
® 24777FP5001H1Z1
0 2 Paper Mills Co DN-PMC-.. 12-07-20.. CDNR Only in Books PINV-26-00... 11,000.000
@ 2477ZFP5001H1Z1
0Ol s Paper Mills Co PMC/26-2.. 16-08-20.. B2B Only in Books PINV-26-00... -1,23,200.00¢
® 2477ZFP5001H1Z1
0 4 Paper Mills Co PMC/26-2.. 12-09-20.. B2B Onlyin 2A/2B @ h974180ms5 40,000.000
@ 2477ZFP5001H1Z1
0. s Laptop Distributors Pvt Ltd ~ LD-8841 16-07-20.. B2B Exact Match ® ho7cligsdl  PINV-26-00... 0.000
® 27777CL5002J12Z
O 6 Laptop Distributors Pvt Ltd ~ LD-9127 17-09-20.. B2B Mismatch ® h97ie2tbbh  PINV-26-00... -500.000
@ 27772CL5002J12Z
07 City Estates LLP CE/R/0701  03-07-20.. B2B Exact Match ® h977qjvéck  PINV-26-00... 0.000
® 2777ZFE5003K1ZX
0 8 City Estates LLP CE/R/0801  02-08-20.. B2B Exact Match ® h971a38ulq  PINV-26-00... 0.000
® 2777ZFE5003K1ZX
(@] City Estates LLP CE/R/0901  02-09-20.. B2B Exact Match ® h97g204doq PINV-26-00... 0.000
5y Demo User ® 2777ZFE5003K1ZX

demo@zenoziva.com

EF) osTR-3Binput credit

The GSTR-3B Details report shows, section by section, the figures that go into 3B, such as
eligible ITC by invoice.

Z7 ost v GSTR-3B Details =)

Q search

Sample Traders Pvt Ltd 27ZZZCS2002B1ZF 2026 < September < ITC Claim Period ¢ 4. Eligible ITC e
O Notification

Invoice Sub Category
@ Home
GSTR-1 Voucher ...  Voucher No Posting D..  Integrate..  Central Tax  State/UT ... Cess Tax  Eligibility ...
% 2B reconciliation
GSTR-38

1 Purchasel.. PINV-26-00021 02-09-20.. %0.00 %5850.00 5,850.00 20.00 Al Other ITC
Ll GSTR-3B details

2 Purchasel.. PINV-26-00022 17-09-20... 20.00 212,015.00 %12,015.00 20.00 Al Other ITC
“= Invoice management (IMS)

Total %0.00 1786500 ¥17,865.00 20.00
5 GST Settings
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10) Execution Time: 0.007451 sec

Demo User
DU ’
demo@zenoziva.com

Zenoziva ERP — guidebook for CA practices 20



m Paying GST

With 3B, output tax is set off against input credit and the balance paid by challan, recorded as a
journal entry with the challan reference.

Accounts V7 Journal Entry / Output Tax IGST - SMT  Bank Entry View & Actions ¢ < > =+ Cancel
Q search i
= Details  More Info Output TaxIGST-S.. & & O
L Notification
ACC-JV-2026-00035
2 Output Tax CGST - SMT 215120.00 20.00
’
a @ Home
o
Li¥pasrooar 3 Output Tax SGST - SMT 215120.00 2000 » A Assign t
" (2 Chart of Accounts
4 Input Tax CGST - SMT 2000 21786500 » @ Attachments +
] [l sales Invoice
© Tags +
b B Rrdiroiets 5 Input Tax SGST - SMT 2000 21786500 »
sh
= ) (Rl Ry 6 Demo Bank (fictional) Current - SMT 2000 73015000 4 < Share *
4 Journal Entry
=] Last Edited By Administrator
@ Reports > Total Debit Total Credit
N yesterday
] i gBaheing > % 65,880.00 % 65,880.00
Created By Administrator
@ Taxes >
yesterday
> Budgeting 5 Reference Number
8 setup > GST-2609
Reference Date
20-10-2026
Clearance Date
20-10-2026
Comments
DU  Typeareply / comment
Activity + New Email
+  Administrator last edited this - yesterday
bu «  Administrator submitted this document - yesterday -
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CHAPTER 6

TDS

For: Accountants

TDS is set once on each supplier, deducted by the purchase invoices, paid by challan
every month and reported each quarter.

m The TDS menu

Deductions, the monthly summary, recording a payment and the TDS categories.

27 Tos v TDS

Q search

4 Notification DS

Deduction: set the TDS category on the supplier once; purchase invoices then deduct by themselves above the threshold
Payment (by the 7th): TDS Computation Summary for the month - pay the total by challan - Journal Entry: TDS Payable to bank,
= DS deducted challan no. as reference

@ Home

Check: Tax Withholding Details lists every deduction by party and section, for the quarterly return.
Lt TDS summary

B TDS payments

Today
@ TDS categories
2, Suppliers TDS deducted 2 TDS summary 2 Record TDS payment 2
TDS categories 2 127
Reports Set-up Payment
Tax Withholding Details Tax Withholding Category Journal Entry
TDS Computation Summary Supplier General Ledger

Demo User
bu "
demo@zenoziva.com
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m TDS on the supplier

Set the supplier's Tax Withholding Category (for example rent, professional or technical fees)
once; their bills then deduct TDS by themselves.

ZZ DS i Supplier / City Estates LLP  Active View ¢ Create ¢ Actions & < >
Q search Details  Address & Contact ~ Accounting ~ Tax  Settings  MoreInfo  Connections e o
O Notification C E
Supplier Name Supplier Group
@ Home
City Estates LLP Local
= TDS deducted City Estates LLP
(i B armey Supplier Type Country
TDS payments Company India 2, Assign +

=]
TDS categories g
@ @ Attachments

2 Suppliers Comments
© Tags +
DU  Typeareply / comment

< Share
Activit + New Email £ New Event
Yy wisia] adiid Last Edited By Administrator

1 month ago
*  Administrator last edited this - 1 month ago

Created By Administrator

*  Administrator created this - 1 month ago 1 month ago

Demo User
DU ’
demo@zenoziva.com

m TDS deducted

Tax Withholding Details: every deduction with section, party, PAN, invoice and amounts, the
base for the quarterly return.

Z7 os v Tax Withholding Details-India =)
Q search
Sample Tech Services L Party Type < Party 01-07-2026 30-09-2026
O Notification
& Tax Wit..  New Income..  Old Income Tax ..  Entity Type Tax..  Party Name Party Party Type  Supplier Inv.. €
Home
Y= TDS deducted
(i B amey 1 Professio.. 393(1) [Table.. Individual 27z.. R.Kulkarni (Consultant)  R.Kulkarni (Consultant) Individual ~ RK-14 H
B TDS payments 2 Professio.. 393(1) [Table... Individual ZZZ.. R.Kulkarni (Consultant)  R. Kulkarni (Consultant)  Individual RK-19 1
@ TDS categories 3 Technical.. 393(1) [Table... Company 27Z..  Cloud Hosting India Pv... Cloud Hosting India Pv... Company CHI/2608/131 C
2 Suppliers 4 Technical.. 393(1) [Table... Company Z7Z..  Cloud Hosting India Pv... Cloud Hosting India Pv... Company CHI/2607/118 C
5 Technical.. 393(1) [Table... Company ZZZ.. Cloud Hosting India Pv... Cloud Hosting India Pv... Company CHI/2609/140 C
Total
For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10). Execution Time: 0.004569 sec
bU Demo User

demo@zenoziva.com
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6.4

TDS summary

Totals by supplier and section for a period, the amount to pay by challan.

Z7 Tos v

Q search

TDS Computation Summary-India

Sample Tech Services L Supplier
O Notification

Tax Id New Income... Old Income Tax ...

@ Home

7= TDS deducted

TDS summary 1 ZZZPK50.. 393(1) [Table...

L
B TDS payments 2 ZZZCHS.. 393(1) [Table...
@ TDS categories Total

2, Suppliers

Party

Entity Type

Individual

Company

01-07-2026

Supplier

R. Kulkarni (Consultant)

Cloud Hosting India Pv...

For comparison, use >5, <10 or =324. For ranges, use 5:10 (for values between 5 & 10).

DU Demo User

demo@zenoziva.com

TDS paid

Q

30-09-2026

Supplier Name Tax Withholding Cate... Supplier Type

R. Kulkarni (Consultant)  Professional Fees - Ind... Individual

Cloud Hosting India Pv... Technical Fees - Com... Company

Execution Time: 0.006592 sec

Pay by the 7th of the next month (challan ITNS 281) and record it: TDS Payable to bank, with the

challan number as reference.

Z7 Tos v

Q search

Journal Entry / TDS Payable - STS

Details More Info

L Notification
@ Hom: Bank Transaction 1
ome
= TDS deducted

Company
L TDS summary

Sample Tech Services LLP

& TDS payments
@ TDS categories Entry Type

2\ Suppliers Bank Entry

Accounting Entries

No. Account

1 TDS Payable - STS

2 Demo Bank (fictional) Current - STS

Total Debit

%1,200.00
Reference Number
TDS-2608

Reference Date

07-09-2026

Clearance Date

07-09-2026

Comments

py Demo User DU  Typeareply / comment
demo@zenoziva.com

Quarterly returns

Posting Date

07-09-2026

Party Type

Multi Currency

View < Actions & < > =+ Cancel

TDS Payable - STS g & O
ACC-JV-2026-00028

2 Assign +
@ Attachments
© Tags +

«§ Share +

Last Edited By Administrator

Party Debit Credit yesterday
21,200.00 CO0: | o Created By Administrator
yesterday
20.00 2120000 »
Total Credit
%1,200.00

Form 26Q/24Q files are not prepared by the ERP yet; Tax Withholding Details gives the data your

return software needs.

Zenoziva ERP — guidebook for CA practices
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CHAPTER 7

Month-end and statements

For: Partners, senior accountants

Each month: bank reconciled, depreciation posted, accruals booked, statements reviewed,
and the month locked so nothing changes behind the partner's back.

The Closing and reports menu
Trial balance, profit and loss, balance sheet, fixed assets, period locks and the ledger.

ZZ Closing and reports Closing and reports

Q search

Closing and reports
O Notification g P

Month-end: bank reconciled - depreciation posted (Assets) - accruals and provisions by Journal Entry - review Trial Balance

@ Home Lock the month: Accounting Period - d 1d documents - after that only the partner (Accounts Manager) can post into it

& Trial Balance Statements: Balance Sheet, Profit and Loss and Cash Flow, for any company and period

Year-end: Period Closing Voucher moves the year's profit to reserves. Every document keeps its own change history.
L Profit and Loss

O Balance Sheet

Today

S Cash Flow
@D Fixed assets Trial Balance 2 Profit and Loss 2 Balance Sheet 2
L Depreciation
& Lock a period fockaperiod "€
= General Ledger

Month-end Statements Year-end

Asset Trial Balance General Ledger

Fixed Asset Register Profit and Loss Statement Accounts Receivable

Journal Entry Balance Sheet

Accounting Period Cash Flow

Demo User
demo@zenoziva.com
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7.2

Fixed assets

An Asset records the purchase, the date it was put to use and the depreciation method; it comes
from the purchase invoice.

ZZ Closing and reports v

Q search

4 Notification

@ Home

&3 Trial Balance
Li Profit and Loss
O Balance Sheet
S Cash Flow

@ Fixed assets
Lt Depreciation
© Lock a period

7= General Ledger

Asset / Staff laptops (3)  Partially Depreciated

Details Depreciation More Info Connections

Item Code

LAP-14-FA: Laptop 14-inch (office use)

Asset Name

Staff laptops (3)

Location

Head Office

Purchase Details

Purchase Invoice

PINV-26-00032

Purchase Date

05-08-2026

Available for Use Date

Company

Sample Tech Services LLP

Asset Category

Computers

) Maintenance Required

Calculate Depreciation

Net Purchase Amount (INR)

%1,56,000.00

Asset Quantity
3

Additional Asset Cost

D 0 00 =

% & ©

S

Staff laptops (3)
ACC-ASS-2026-00001

2, Assign

@ Attachments +
© Tags +

g Share +

Last Edited By Administrator
yesterday

Created By Administrator

yesterday

05-08-2026 20.00
Total Asset Cost
%1,56,000.00
Comments
DU Type areply / comment
Activity + New Email
@) Demo User +  Administrator last edited this - yesterday

demo@zenoziva.com

/&8 Depreciation schedule

The schedule shows each month's depreciation; entries are posted automatically as each date
passes.

Z7 ciosingandreports v Asset/ Staff laptops (3)  Partially Depreciated

D 0 00 =

Details Depreciation More Info Connections % &8 o

4 Notification E— S |

Is Fully Depreciated

Q search

@ Home
&8 Trial Balance Finance Books Staff laptops (3)
Ll Profit and Loss No. Finance Book Depreciation Method Frequency of Dep...  Total Number of Depreciation Posting Date ACC-ASS-2026-00001
8 Balance Sheet 1 Straight Line 1 36 31-08-2026 2
S Cash Flow 2, Assign §
@ Fixed assets Depreciation Schedule @ Attachments +
Lt Depreciation
& Lock a period Q. No. Schedule Date Depreciation Amount Accumulated Deprec. Journal Entry © Tags +
= General Ledger O 1 31-08-2026 23,774.19 23,774.19 ACC-JV-2026-00022 2 Share +
2 30-09-2026 24,333.33 28,107.52 ACC-JV-2026-00023
Last Edited By Administrator
() 3 31-10-2026 24,333.33 €12,440.85 ACC-JV-2026-00053
. yesterday
. 4 30-11-2026 24,333.33 216,774.18
Created By Administrator
5  31-12-2026 24,333.33 221,107.51 yesterday
- 6  31-01-2027 ¥4,333.33 €25,440.84
7 28-02-2027 74,333.33 229,774.17
o 8  31-03-2027 74,333.33 234,107.50
(). 9  30-04-2027 74,333.33 38,440.83
10 31-05-2027 74,333.33 242,774.16
() 11  30-06-2027 24,333.33 247,107.49
) 12 31-07-2027 24,333.33 251,440.82
13 31-08-2027 €4,333.33 ¥55,774.15
7). 14 30-09-2027 €4,333.33 €60,107.48
@ Demo Vser 15 31-10-2027 ¥4,333.33 264,440.81

demo@zenoziva.com
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Accruals and provisions
A journal entry at the month end, here the audit fee for the quarter.

Accounts i Journal Entry / Audit Fees - SMT  Journal Entry View ¢ Actions & < > - Cancel
Q search i
= s Audit Fees - SMT % & o
O Notification &=
ACC-JV-2026-00039
® Journal Entry
a8 @ Home
o Assi
|t Dashboard Accounting Entries 2 Assign +
w [ Chart of Accounts No. Account Party Type Party Debit Credit & Attachments +
fasf El sales Invoice 1 Audit Fees - SMT 21,250.00 2000 » o7 .
ags
o [ Purchase Invoice
@ Payment Entry 2 Provision for Expenses - SMT 2000 22125000 o iShiis -
=
£4 Journal Entry
o Total Debit Total Credit ini
2 & s N Last Edited By Administrator
= % 21,250.00 % 21,250.00 yesterday
Q @ Banking >
B Tres N Created By Administrator
Reference Number yostarday
© reFiy ’ ACCR-AUDIT-Q2
8 setup >
Reference Date
30-09-2026
Comments
DU  Typeareply / comment
Activity + New Email
+  Administrator submitted this document - yesterday
+  Administrator changed the value of Write Off Amount from O to null - yesterday
+  Administrator last edited this - yesterday
DU «  Administrator created this - yesterday -

Lock the month

Accounting Period: dates and the documents to close. After that only the role named under
Exempted Role (the partner) can post into it.

ZZ Closing and reports v Accounting Period / Jul-Aug 2026 (locked) - SMT  Enabled < N G

Q search

Start Date Company Jul-Aug 2026 (locked) .. & O
a :
SRtictiticaton 01-07-2026 Sample Traders Pvt Ltd
@ Home End Date O Disabled 2, Assign +
i3 TEIEHETEE 31-08-2026 Exempied Hoie @ Attachments +
Lt Profit and Loss

Accounts Manager
O Balance Sheet © Tags
Role allowed to bypass period restrictions

S Cash Flow « Share +
@ Fixed assets Closed Documents
lit¥ Dapraciation o) IS [ o Last Edited By Administrator

& Lock a period yesterday

O 1 salesInvoice 7
= General Ledger Created By Administrator
B 2 Purchase Invoice 2 yesterday
) 3 Journal Entry 7
4 Payment Entry z
) 5 Asset 4
Add row
Comments
DU  Type areply / comment
Activity + New Email

« Administrator created this - yesterday

*  Administrator last edited this - yesterday
DU Demo User

demo@zenoziva.com
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yA-® Trial Balance

Opening, period and closing balances for every account, for any company and dates.

ZZ Closing and reports v Trial Balance (5]
Q search
Sample Traders PvtLtd  2026-2027 01-07-2026 30-09-2026 Cost Center Project
4 Notification
Finance Book Currency s With Period Closing Period Closing Entry For () Show zero values *) Show unclosed fiscal
@ Home Entry For Opening Current Period year's P&L balances
&8 Trial Balance Balances
L Profit and Loss
Include Default F8 Show net values in Show Group Accounts
O Balance Sheet Entries opening and closing
S Cash Flow columns
@ Fixed assets
Account Opening (Dr) Opening (Cr) Debit Credit Closing (Dr) Closing (Cr)
Lt Depreciation
& Lock a period
. 1 v Application of Funds (Assets) 211,50,000.00 7000 ¥31,04486.00 ¥28,44,737.00  ¥14,09,749.00 20.00
7= General Ledger
2  Current Assets %8,00,000.00 2000  ¥31,04,486.00  ¥28,44,737.00 ¥ 10,59,749.00 20.00
3 v Accounts Receivable 20.00 2000 ¥1683,270.00 ¥1223,290.00 ¥ 4,59,980.00 20.00
2 Debtors 20.00 €000 ¥1683,270.00  ¥12,23,290.00 ¥ 4,59,980.00 20.00
5  Bank Accounts 8,00,000.00 2000 ¥1210,31000 ¥14,46271.00  ¥5,64,039.00 20.00
6 Demo Bank (fictional) Current 8,00,000.00 2000 ¥1210310.00 ¥14,46,271.00  ¥5,64,039.00 20.00
7  Tax Assets 20.00 2000  ¥2,10,906.00  ¥1,75176.00 €35,730.00 20.00
8 Input Tax CGST 20.00 20.00 269,615.00 251,750.00 217,865.00 20.00
9 Input Tax IGST 20.00 20.00 271,676.00 271,676.00 20.00 20.00
10 Input Tax SGST 20.00 20.00 269,615.00 251,750.00 217,865.00 20.00
11 v Fixed Assets 3,50,000.00 20.00 20.00 2000  ¥350,000.00 20.00
12 Furniture and Fixtures €3,50,000.00 20.00 20.00 2000  ¥850,000.00 20.00
13 v Source of Funds (Liabilities) 20.00  ¥1150,000.00 ?14,41,946.00 ¥ 16,80,126.00 2000  ¥13,88,180.00
14 ~ Capital Account 2000  ¥1150,000.00 20.00 20.00 2000  ¥11,50,000.00
15 Reserves and Surplus 2000  ¥1,50,000.00 20.00 20.00 2000  21,50,000.00
py Demo User 16 Shareholders Funds 2000  ¥10,00,000.00 20.00 20.00 2000  210,00,000.00
demo@zenoziva.com
Income and expenses month by month, with the net profit.
ZZ Closing and reports Profit and Loss Statement Financial Statements & o
Q search .
Sample Traders Pvt Ltd Fiscal Year ° 2026-2027 2026-2027 Monthly ¢
O Notification
Currency < Cost Center Project Group by Dimension ¢ Report Template Report View <
@ Home
&8 Trial Balance () Accumulated Values Include Default FB ) Show zero values
i Profit and Loss Entries
O Balance Sheet
S Cash Flow
Total Income Total Expense Net Profit
@ Fixed assets
2 20,20,100.00 % 18,64,551.00 % 1,55,549.00
i Depreciation
© Lock a period
= General Ledger
101
8L
6L
m
2L I I
0 -
2L
Apr May Jun... Jul Aug.. sep oct Nov Dec Jan feb Mar ..
Income ® Expense ® Net Profit/Loss
Account Apr 2026 May 2026 Jun 2026 Jul 2026 Aug 2026 Se
1 ¥ lIncome 20.00 20.00 20.00 27,94,500.00 2,55,000.00 z3,60
2 v Direct Income 20.00 20.00 20.00 7,94,500.00 % 2,55,000.00 73,60
3 Sales 20.00 20.00 20.00 37,94,500.00 %2,55,000.00 23,60
Demo User 4 Total Income (Credit) 20.00 20.00 20.00 27,94,500.00 7 2,55,000.00 z3,60
DU jemo@zenoziva.com 5
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Balance Sheet

Assets and liabilities as at any date, with the provisional profit.

Z7 closingandreports ~  Balance Sheet Financial Statements ¢
Q search
Sample Traders PvtLtd  Finance Book Fiscal Year & 2026-2027 2026-2027 Half-Yearly 2
4 Notification
Currency M Cost Center Project Group by Dimension ¢ Report Template Report View e
@ Home
&8 Trial Balance Accumulated Values Include Default FB () Show zero values
Lt Profit and Loss Entries
O Balance Sheet
S Cash Flow
Total Asset Total Liability Total Equity Provisional Profit / Loss (Credit)
@ Fixed assets
% 15,23,859.00 ¥13,68,310.00 %0.00 ¥1,55,549.00
Lt Depreciation
& Lock a period
= General Ledger
200
7L
st
125L
0L
Apr 26-5ep 26 Oct 26-Mar 27
Assets @ Liabilities
Account Apr 26-Sep 26 Oct 26-Mar 27
1 v Application of Funds (Assets) ¥14,09,749.00 ¥ 15,23,859.00
2 v Current Assets 210,59,749.00 ¥11,73,859.00
3 ~ Accounts Receivable 74,59,980.00 24,92,768.00
Demo User 4 Debtors % 4,59,980.00 4,92,768.00
DU
demo@zenozlva cony 5 - Bank Accounts 25,64,039.00 2 6,81,091.00

Year-end

A Period Closing Voucher moves the year's profit to reserves. Every document keeps its own
history of changes, with who made each and when.
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CHAPTER 8

Your practice: calendar, fees and time

For: Partners, practice manager

The firm's own work runs in the same system: a filing calendar for every client,

that bill themselves, and staff time logged against each client.

m The Practice menu

What is due this week, what is overdue, unpaid fee invoices and logging time.

ZZ Practice v Practice

Q search

4 Notification

@ Home

3 Compliance calendar
@@ Client projects

< Retainers

[l Fee invoices

® Timesheets

L Hours by client

Demo User
demo@zenoziva.com
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Practice

Your clients' app: clients open [client for due dates, their numbers, fee invoices and sending documents. Add a client's login under
Customer > Portal Use

aff can preview it

ny client

Compliance calendar: a project per client per year; each return or payment is vith its due date. Mark it done when filed
Fees: monthly retainers bill themselves (Subscription); one-off work - Sales Invoice from the firm's own company.

Time: staff log hours on Timesheets against the client's project; Timesheet Billing Summary shows hours by client.

Today
Due this week 7 2due Overdue 7 Toverdue Fee invoices unpaid 7 2 unpaid
Log time d
Compliance tasks due Nl 2 BE
GSTR-9 annual return FY 2025-26 D
yesterday .
Advance tax, 3rd instalment
Open >
yesterday
TDS payment Nov 2026 T 5
yesterday -
GSTR-3B Nov 2026
Open >
yesterday
View List
Compliance Fees Time
Project Subscription Timesheet
Task Subscription Plan Activity Type
Delayed Tasks Summary Sales Invoice Timesheet Billing Summary

Accounts Receivable

retainers
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Compliance calendar

A project per client per year; each return or payment is a task with its due date: GSTR-1, GSTR-

3B, TDS payment, TDS return, advance tax, audit, ITR.

ZZ Practice > Task

Q search
D =  Subject
O Notification
Subject Status
@ Home

) GSTR-9annual  Open
3 Compliance calendar

@ Client projects ) Advance tax, 3r  Open

< Retainers

) TDS payment N Open

E) Fee invoices
o e TDS payment O Completed
imesheets

Lt Hours by client (J GSTR-3BNov2 Open

) GSTR-3BOct 2 Open

") GSTR-1Nov 20  Open

) GSTR-10ct 202 Open

Statutory audit  Completed

) Income-tax rett  Completed

() TDSreturnQ2(  Completed

) Advance tax, 2r  Completed

) TDSreturnQ1(:  Completed

") TDS payment S Completed

) TDS payment A Completed

) TDS payment Ji  Completed

") GSTR-3BSep2 Completed

) GSTR-3BAua2 Completed
Demo User

ey demo@zenoziva.com 20 100 500 2500

An overdue filing

Past its due date and not done, a task turns Overdue and shows in red on Clients at a glance.
Mark it Completed when filed.

ZZ Practice Vi

Q Search Details Dependencies

4 Notification

Activity
@ Home
Timesheet
£8 Compliance calendar i
@ Client projects
Subject

< Retainers

TDS return Q1 (26Q)
E) Fee invoices
® Timesheets Project

Ll Hours by client

Issue

Type

Color

© Choose a color
() Is Group

() Is Template
Timeline v

Expected Start Date
26-07-2026 00:00:00

Asia/Kolkata
Expected Time (in hours)

0.000

Demo User
DU ’
demo@zenoziva.com
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Task / TDS return Q1(26Q)  Overdue

More Info

Sample Traders P\

Project

Sample Traders Pv--
Sample Traders Pv..
Sample Traders Pv--
Sample Traders Pv--
Sample Traders Pv.-
Sample Traders Pv---
Sample Traders Pv--
Sample Traders Pv--
Sample Traders Pv--
Sample Traders Pv---
Sample Traders Pv.-
Sample Traders Pv---
Sample Traders Pv--
Sample Traders Pv--
Sample Traders Pv---
Sample Traders Pv--
Sample Traders Pv--

Sample Traders Py--

Sample Tech Services LLP - compliance FY 2026-27

= ListView & O

+ Add Task

Status & Priority 3 Y Filter X ¥ Created On v
Is Group Priority Is Milestone D 200f22 ©
Medium TASK-2026-00035  1d D 0 - O
Medium TASK-2026-00034 1d D 0 - Q
Medium TASK-2026-00032 1d D0-Q
High TASK-2026-00032  1d D0 - O
Medium TASK-2026-00031 1d D 0 - ©
Medium TASK-2026-0003C 1d D0-Q
Medium TASK-2026-0002¢  1d D 0 - ©
High TASK-2026-00028  1d D 0 - ©
High TASK-2026-00014 1d D0-Q
High TASK-2026-00013  1d D 0 - ©
High TASK-2026-00012  1d D 0 - ©
High TASK-2026-000M 18 D0 -
High TASK-2026-00010  1d D 0 - ©
High TASK-2026-0000¢  1d D 0 - ©
High TASK-2026-0000¢& 180N - '
High TASK-2026-00007 1d D 0 - O
High TASK-2026-00006  1d (D 0 - O
Hiah TASK-2026-00005  1d D 0 - O
Load More

TDSreturn Q1(26Q) &
TASK-2026-00024

2, Assign

@ Attachments

Status
Overdue < © Tags
Priority <& Share
High <
Last Edited By Administrator
Weight yesterday
0.000
Created By Administrator
Parent Task yesterday

Expected End Date
31-07-2026 00:00:00

Asia/Kolkata

% Progress

0

() Is Milestone
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WA Retainers

A Subscription per client with the monthly plans (bookkeeping, GST returns). It raises and

submits the fee invoice at the start of each month.

ZZ Practice N

Q search

4 Notification

Home

& B

Compliance calendar
Client projects
Retainers

Fee invoices

o mn B

Timesheets

E

Hours by client

Demo User

DU ’
demo@zenoziva.com

Fee invoice

Subscription / ACC-SUB-2026-00001

Active

Buying Selling

Purchase Invoice EE Sales Invoice 2

Party Type

Customer

Party

Sample Traders Pvt Ltd

Subscription Period

Subscription Start Date
01-10-2026

Subscription End Date

31-03-2027

Follow Calendar Months
If this is checked subsequent new invoices will be created on
calendar month and quarter start dates irrespective of current

invoice start date

Generate New Invoices Past Due Date
New invoices will be generated as per schedule even if current
invoices are unpaid or past due date

Submit Generated Invoices

Plans

Plans
No. Plan

1 Bookkeeping retainer

2__QQT raturne lmanthh

Company

Demo Associates

Status

Active

Current Invoice Start Date

01-12-2026

Current Invoice End Date

31-12-2026

Days Until Due
15

Actions ¢ < >

ACC-SUB-2026-00001

2, Assign

@ Attachments

© Tags

< Share

Last Edited By Administrator
yesterday

Created By Administrator
yesterday

Number of days that the subscriber has to pay invoices generated

by this subscription

Generate Invoice At

Beginning of the current subscription period

(1) Cancel At End Of Period

Quantity

The invoice the subscription raised, from the firm's own company.

2 Z Practice v

Q search

L Notification

@ Home

£3 Compliance calendar
@ client projects

2 Retainers

[l Feeinvoices

® Timesheets

L&t Hours by client

Demo User
demo@zenoziva.com

bu

Sales Invoice / Sample Traders Pvt Ltd  Paid

Details  Payments  Address & Contact ~ Terms
Company Posting Date
Demo Associates 01-10-2026
Customer Posting Time
Sample Traders Pvt Ltd 22:36:18

e-Waybill Status

More Info

Payment Due Date

e-Waybill View ¢

Connections

Include Payment (POS)

Is Return (Credit Note)

Is Rate Adjustment Entry (Debit Note)

Issue a debit note against an existing

Sales Invoice to adjust the rate. The
quantity will be retained from the

GST APIs in Sandbox Mode
Sample Traders Pvt Ltd
SINV-26-00046

2, Assign

@ Attachments

i i © Tags
Not Applicable & 16-10-2026 original invoice.
Consider for Tax Withholding g Share
Currency and Price List > Last Edited By Administrator
yesterday
Items Created By Administrator
yesterday
Update Stock ©
Items
No. Item Quantity Rate (INR) Amount (INR) *  Warehouse
1 BOOKS: Bookkeeping Retainer ... 1 %35,000.00 ¥35,000.00 Stores - DA Y
2 GST-RET: GST Return Filing (m... 1 26,000.00 26,000.00 Stores - DA 7
Download

Total Quantity

2

Taxes and Charges

Sales Taxes and Charges Template

Outout GST In-state

Zenoziva ERP — guidebook for CA practices

Total (INR)

% 41,000.00

=]

[ Save

v

32



Timesheets
Staff log hours by activity against the client's project.

ZZ Practice v Timesheet / Arjun Patil  Submitted Create Sales Invoice < > =+ Cancel
Q search i
Details  Billing Arjun Patil g & O
L Notification No. Acuvity Iype rrom 1ime Hrs  Project I Billaple
TS-2026-00001
1 Bookkeeping 01-09-2026 10:00:00 3 Sample Tech Services LLP ... v
@ Home
2, Assi +
~ gn
8 Compliance calendar 2 GSTreturns 04-09-2026 10:00:00 4 sample Traders Pvt Ltd - c... 2
@ Cient projects @ Attachments +
3 DS 07-09-2026 10:00:00 5 Sample Tech Services LLP v
2 Retainers
© Tags
Bl Fee invoices 4 Audit 10-09-2026 10:00:00 3 Sample Traders Pvt Ltd - c... 2
© Timesheets & Share +
5  Bookkeeping 13-09-2026 10:00:00 4 Sample Tech Services LLP Vi
Lt Hours by client
6 GSTreturns 16-09-2026 10:00:00 5 Sample Traders Pvt Ltd - c... » LastiEditad: ByiAdministiaton
yesterday
7 | TDS 19-09-2026 10:00:00 3 Sample Tech Services LLP Vi Created By Administrator
: yesterday
8 Audit 22-09-2026 10:00:00 4 Sample Traders Pyt Ltd - c... 2
9 Bookkeeping 25-09-2026 10:00:00 5 Sample Tech Services LLP s
10 GST returns 28-09-2026 10:00:00 3 Sample Traders Pvt Ltd - c... v

Total Working Hours
39

Comments

DU  Typeareply / comment

Activity + New Email
«  Administrator last edited this - yesterday
Demo User ~

DU +  Administrator created this - yesterday
demo@zenoziva.com

WA Hours by client
Timesheet Billing Summary: hours and billable amount by staff and client for any period.

ZZ Practice i Timesheet Billing Summary o) o
Q search
Employee Project 01-09-2026 30-09-2026 Group By 2 () Include Timesheets in
4 Notification Draft Status
@ Home
EefCenpiancelcalendar Total Working Hours Total Billing Hours Total Billing Amount
@ Client projects 78 78 %1,18,800.00
< Retainers
E) Fee invoices
® Timesheets Date Project Employee ID Timesheet Working Hours Billing Hours Billing Amoun
Lt Hours by client
1 01-09-2026 Sample Traders Pt Ltd - c... HR-EMP-00002: Kavya .. TS-2026-00002 3.000 3.000 74,500.0
2 01-09-2026 Sample Tech Services LLP... HR-EMP-00001: Arjun P... TS-2026-00001 3.000 3.000 23,600.0
3 04-09-2026 Sample Traders Pt Ltd - c... HR-EMP-00001: Arjun P... TS-2026-00001 4.000 4.000 26,000.0
4 04-09-2026 Sample Tech Services LLP.. HR-EMP-00002: Kavya.. TS-2026-00002 4.000 4.000 76,000.0
5 07-09-2026 Sample Tech Services LLP... HR-EMP-00001: Arjun P... TS-2026-00001 5.000 5.000 ¥7,500.0
6 07-09-2026 Sample Traders Pt Ltd - c... HR-EMP-00002: Kavya .. TS-2026-00002 5.000 5.000 210,000.(
7 10-09-2026 Sample Traders Pvt Ltd - c...  HR-EMP-00001: Arjun P... TS-2026-00001 3.000 3.000 ¥6,000.0
8 10-09-2026 Sample Tech Services LLP... HR-EMP-00002: Kavya.. TS-2026-00002 3.000 3.000 23,600.0
9 13-09-2026 Sample Tech Services LLP.. HR-EMP-00001: Arjun P... TS-2026-00001 4.000 4.000 74,800.C
10 13-09-2026 Sample Traders Pvt Ltd - c... HR-EMP-00002: Kavya .. TS-2026-00002 4.000 4.000 ¥6,000.0
11 16-09-2026 Sample Traders Pvt Ltd - c... HR-EMP-00001: Arjun P... TS-2026-00001 5.000 5.000 27,500.0
12 16-09-2026 Sample Tech Services LLP.. HR-EMP-00002: Kavya .. TS-2026-00002 5.000 5.000 ¥7,500.0
13 19-09-2026 Sample Tech Services LLP... HR-EMP-00001: Arjun P... TS-2026-00001 3.000 3.000 24,500.0
14 19-09-2026 Sample Traders Pvt Ltd - c... HR-EMP-00002: Kavya .. ~TS-2026-00002 3.000 3.000 26,000.0
15 22-09-2026 Sample Traders Pt Ltd - c...  HR-EMP-00001: Arjun P... TS-2026-00001 4.000 4.000 8,000.(
16 22-09-2026 Sample Tech Services LLP.. HR-EMP-00002: Kavya.. TS-2026-00002 4.000 4.000 74,800.0
py Demo User ) )
demo@zenoziva.com 17 25-09-2026 Sample Tech Services LLP.. HR-EMP-00001: Arjun P... TS-2026-00001 5.000 5.000 6,000.0
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CHAPTER 9

The client app

For: Your clients; partners who set it up

Your clients get their own phone app at your ERP address followed by /client. Each client
sees only their own business: filings, numbers from the books you keep, your fee invoices,
and a place to send you documents. It installs from the browser; no app store is needed.

@) civeaclientalogin
Create a user with the client's email and give it no ERP roles, so it is saved as a Website User.
Then open the client under Customers and add that user under Portal Users. One business can
have several logins (owner, accounts person). A Website User cannot open the ERP itself, only the
client app.

m Install it

The client opens the address on their phone and signs in. On Android: menu > Install app; on
iPhone: Share > Add to Home Screen. It opens like any other app.

m Staff preview

You and your accountants can open /client too, with your own login, and pick any client to see
the app exactly as that client sees it. Use it to support a client or show it to a new one.

Zenoziva ERP — guidebook for CA practices 34



Home

What is overdue, the next filing with its due date, and last quarter's income, expenses, profit,
bank balance, GST and TDS paid, from the books you keep. Below: the year's filings, marked
overdue, this week or upcoming, and those already filed.

DEMO ASSOCIATES

Sample Tech Services LLP

Sample Tech Services LLP

Staff preview: you're seeing the app as this cli

Overdue: TDS return Q1 (26Q)
Your accountant is working on it. Send anything
they're waiting for below.

NEXT FILING

GSTR-3B Sep 2026
20 Oct 2026 - in 6 days

LAST QUARTER - 1 JUL 2026 - 30 SEPT 2026

Sales and income Expenses
$9,00,000 6,20,748
Profit Bank balance
32,79,252 $4,51,940
GST paid DS paid
¥1,13,400 7,200

From the books your accounta
come with your statements.

S

&

Home

@

Send documents

nt keeps; final figures

Fees

Your fee invoices to this client, paid or unpaid, each with its PDF. The total outstanding is at the

top.

DEMO ASSOCIATES

Sample Tech Services LLP

Sample Tech Services LLP

Staff preview: you're seeing the

FEES OUTSTANDING

¥96,760

2 unpaid invoice(s)

INVOICES FROM DEMO AS

348,380

app as this client sees it.

SOCIATES

SINV-26-00047 - 1 Oct 2026 - due  unpaid PDF
16 Oct 2026

348,380

SINV-26-00044 - 13 Sept 2026 overdue PDF
due 13 Oct 2026

148,380 paid PDF
SINV-26-00041 - 13 Aug 2026

348,380 paid PDF

SINV-26-00039 - 13 Jul 2026

A & El
Home Send documents Fees
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m Send documents

The client picks what it is (bank statement, sales invoices, purchase bills, expense bills, salary
sheet, other) and chooses a file or takes a photo, up to 20 MB. It is saved privately on the client's
compliance project, and a note appears there for your team.

DEMO ASSOCIATES

Sample Tech Services LLP

Sample Tech Services LLP

Staff preview: you're seeing the app as this client sees it

SEND DOCUMENTS
What is it?

Bank statement v

1,

—

Tap to choose, or take a photo
PDF, Excel or photos - up to 20 MB

SENT SO FAR (0)

Nothing sent yet.

(&) & El

Home Send documents Fees
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Appendix: roles and glossary

Roles and the menus they open

Role Menus

Accounts User Clients, Bookkeeping, Bank reconciliation, GST, TDS,
Closing and reports

Accounts Manager All of the above and Practice; standard ERP modules

Projects User Practice

Auditor Closing and reports (read)

System Manager Everything, including users and set-up

Work

Day-to-day books and returns

Partner or senior: reviews,
locks periods

Compliance calendar and
timesheets

Review of statements

Administrator

Glossary

GSTIN The 15-character GST registration number of a business in a state.

GSTR-1 Monthly or quarterly return of outward supplies (sales).

GSTR-2B Statement of input credit, built from what suppliers reported in their GSTR-1.
GSTR-3B Monthly summary return: tax payable, input credit claimed and tax paid.

ITC Input tax credit: GST paid on purchases, set off against GST on sales.

TDS Tax deducted at source on payments such as rent, professional and technical fees.

Challan (ITNS 281)  The form by which deducted TDS is paid to the government.

26Q/24Q Quarterly TDS returns: non-salary and salary payments.

Bank reconciliation Matching each line of the bank statement to an entry in the books.

Accounting Period A date range locked against new or changed entries.

Subscription A recurring plan that raises an invoice every period by itself.

Clients at aglance  The table at the top of the Clients menu showing each client's open work.
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Need help, training for your team, or a change to your menus, prints or reports? Contact your
Zenoziva team through zenoziva.com or office@zenoziva.com.
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