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Basic setup and use of Psoft accounting software: 
 

1) Installation 
 

• Insert PSOFT CD into CD-ROM, an auto-run screen will be 
displayed. 
 

• Click at “Install Products”-> “Install Accounting 
Softweare”-> and continue the process. 
 

• After finish installation, a shortcut icon Psoft Accounting 
will be created in the desktop. 
 
 To execute the program, double click at icon “Psoft 
Accounting”.  “Select Company” screen will be displayed. 
Then click at “Select”. 

 

 

• As it is a new folder, we have to generate data files. Click at 
“OK” & then “Yes” to continue. 
 

 
 

• Type Password “Admin” and then click “OK” 
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• Now, the PSOFT Accounting System is ready to use. 
 

• To quit the system, click at Housekeeping -> Exit -> Yes -
>Exit. 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 

2) Company Setting 
 
(Go to Housekeeping -> Run Setup -> General Setting, 
Page1) For example: 

• Key in Company name and details. 

 
 

• Last Accounting Year Closing Date = 31/12/2004 (This date 
will affect  “This Accounting Year’s Opening and Closing 
Date”). 

• Starting Period = 1 

• Closing Period = 12 

• Click “OK” to exit. 
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3) Create Chart of Account 
 

 (Go to general -> General Ledger A/C Maintenance) 

 

For example: 

 

• Click at “Add” 

• Account Number = 1000/000, then   Enter. 

• Description (name of account) = CAPITAL, then Enter. 

• Special Account when necessary, otherwise just Enter. 
 

• Account Type = A (or select from the list below), then 
“Save”. 

 
Print Chart Of Accounts 
 
(General -> Print Chart Of Accounts) 

 
Account Type - All types of account are classified under 2 
main categories, namely balance sheet accounts and 
Income/Expenses accounts. 
 
Special Account – Assigned when that account requires 
certain functions eg Bank must have BK in the special 
Account for computer to have Bank Recon. 
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4) Debtors /Creditors File Maintenance 
 
(Go to Debtors -> Debtors File Maintenance)  

 

(Go to Creditors ->Creditors File Maintenance)  

5) Organise Batches 
 
(Go to Transactions -> Organise Batches) 
 
Before keying any transaction, you have to plan and organise 
batches according to your own needs. 

 
 

•Click at “Add”. 
 

•Key in Title, Pin and Period. 
 
 

OR 
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Click at “Generate” Then select Period and click “Apply”. 
 

6) Enter Opening Balance 

(General -> Enter Opening Balances) 
 

• When you computerize your accounting operation for the 
very first time, you need to enter all relevant accounts, their 
opening balances brought forward from last financial year. 
Subsequently, the system will generate the opening balances 
consistently each year after running “Year End Processing”. 
 

For example: 

• Credit Capital =  20000 

• Debit Bank  =  10000  

• Debit Cash =  2000  

• Debit Stock =  8000  
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7) Transaction Entry 
 
(Go to Transaction -> Transaction File Maintenance) 

 
There are two methods to key in transaction: Add and Quick. 
 
a) Quick Method: 
 

• Double transaction entry procedure. (When you enter one  
side of double entry, the system will generate the other side of 
the entry automatically). 

 

• All you need to do is nominate a Master Account. 
 

For example:   
 

• Click at “Quick”. 
 

• Debit Debtor  =  5000.00. 
 

• Credit Sales = 5000.00. (Master Account) 

b) Add method: 
 

• Single transaction entry procedure. (When you enter a debit 
entry, you have to add credit entry (or vice-versa) to complete 
the double entry concept). 

 
For example:  
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• Click at “Add”. 
 

• Debit Telephone =  1000.00 (click “Save”). 
 

• Debit Water & Electricity =  500.00 (click “Save”). 
 

• Credit Bank =  1500.00 (click “Save” Then “Accept”). 
 

 

8) Maintain Stock Value 
 
(General -> Maintain Stock Values) 
 
There are 3 different stock accounts have to be maintained: 
a) Stock (BS) 
b) Opening Stock (OS) 
c) Closing Stock (CS) 

For example: 

 

• Click at “Add”. 
 

• Key in three stock account numbers into respective column. 
   

• Opening Stock =  8000. 
 

• Closing Stock (Jan) =  10000. 
 
 

9) View Financial Report 
 

a) Reports -> Trial Balance 
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b) Reports ->Profit & Loss Account 

 
 
c) Reports ->View Ledger 

d) Reports ->Balance Sheet  
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10) Modification Of Tansactions 

a) Edit Transaction 

(Go to Transaction -> Print Batch Of Transaction) 

For example: 

• Select batch 1(SALES), then click “OK”. 

• Double click the transaction. 

• Click “Edit”. 

• Change the figure from 5000.00 to 8000.00. 

• Click “Save”. 

b) Delete Transaction 
(Go to Transaction -> Print Batch Of Transaction) 

 
 

For Example: 

 

• Select batch 1(SALES), then click “OK”. 

• Double click to highlight the transaction. 

• At Transaction -> Transaction File Maintenance screen, 

click the Delete button for each debit and credit side, then 

confirm Delete and then  “Save” and “Accept”. 
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11) Backup and Restore 

a) Backup 

(Go to Periodic -> Backup) 

Backup = Copy data from the system to thumb drive F: 

 
  

For example: 

• Insert a thumb drive F: 

• Click Backup. • Click OK to backup data to drive F. 

• After completed, click OK, and then Continue. 

b) Restore 

 (Go to Periodic -> Restore) 

 Restore = Copy data from thumb drive F to the 

system.

 

For example: 

• Insert a thumb drive F:• Click “RESTORE”, then type 

RESTORE, and press ENTER 

• Click “Yes” to restore data from drive F.   • After completed, 

click “OK,” then Continue. 
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12) Lock and Unlock Batches 
 
a) Lock A Batch 
 

(Transactions -> Organise Batches) 

 

For example: 
 

• Go to Transactions ->Organise Batches, highlight batch1, 
click Lock, then “OK”. 

 

• You will notice there is an L appears in “lock status” 
column. (This means batch 1 was locked and no more 
transaction or modification is allowed in batch1.) 
 

• Try to access to any transaction in Batch 1, which was 
been locked, you will get this response. 
 

 
b) Unlock A Batch  
Go to Transacetion -> organize batches 

click Batch Lock Status & Pin No. Highlight batch 1 and 
erase the L.Trans and L.Status, then click “Exit”. 
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13) Month End Processing 
 
(Go to Periodic -> Close Month Account) 
 
After month end process: all batches containing 
transactions in period 1 will be locked; adding new 
transaction is also not allowed, neither to the above 
mentioned batches nor to period 1. You can only add new 
transactions into batches which are not locked and in period 
2 ~ 18. Month end process is designed mainly for security 
purpose, it is not necessary to run month end if you do not 
want to lock the batches of the month. 
 For example: 

• Go to Periodic ->Close Month Account 
 

•  Key in Admin as password and click at OK, Yes, OK. 

 
 
 

Undo Month End Process 
 

• Go to Transaction -> Organise Batches 
 

• Click at Change Batch Lock Status & Pin No and change 
the lock status. 
 

• Go back to Housekeeping -> change Period Allowed & 
select from 2 ~ 18 to 1 ~ 18. 
 

• Click at “Apply” and “Exit”. 
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14) Distribute Last Year Aging 
 

(Debtor ->Distribute Last Year Aging) 

 

• Distribute debtor’s opening balance into its correct 
period/month. 

 

For example: 

 

• Click at the field of period 11, then enter amount S$ 
3000.00 and period 10, enter amount S$ 5000.00 
 

• Click “Exit”. 
 
 

15) Dividend & Taxation  
 Account 
 
(General ->General Ledger A/C Maintenance) 
 
You have to add relevant account numbers, add a batch title 
and add in transactions. 
 

•Add 4 new accounts: 
 

Acc. No  DescriptionAccount          Type 
4010/000  Proposed Dividend  G 
4020/000  Provision for taxation G 
8030/000  Dividend   T 
8050/000  Taxation    P 

 

• Go to Transaction -> Organise Batches 

• Add a new batch: General Journal – Dec; 

• Go to Transactions -> Transactions File Maintenance, add the 
following   transaction. 
 

Date Debit (S$) Credit (S$) AMOUNS
$$ 
 

31/12 Dividend Proposed 
Dividend 

2100.00 

31/12 Taxation Provision For 
Taxation 

6000.00 
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16) Year End Processing (Transaction Involving 
Period 13) 
 
(Go to Periodic -> Year End Processing) 

 
Make sure you have completed the following procedure before 
performing year-end processing: 

 

• Update all the stock values 

• All reports are printed 

• Back up all data files 

• Complete transactions up to period 12 

• There are Retained Earning Accounts with PA & PB. 
 
 
 

After performing year-end processing, the following will take 
place: 
 

• All transactions from period 1 to 12 will be removed 

• The system will update all balances brought forward 

• Accumulated profit will be transferred to Retained Earning 
Account 

• Transactions for period 13~18 will be brought forward to 
period 1~6 of the new accounting year 
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Advance 
 
1) Maintain Project Title / Multi Department 
 

•Use project code to handle departmental account, view and 
print reports for individual department, consolidate them and 
generate a consolidated report. 
 
a) Tick With Project Code Rename ‘PROJECT’ To 

DEPT. 
Housekeeping -> Run Setup -> General Setting, Page 2: 

 

 
 
 
 

b) Maintain Project Titles 
 
    go to ->General -> Maintain Project Titles: 

 
 
c) Transactions 
 
(Transactions -> Transactions File Maintenance) 

 

Debit Credit S$ DEPT 
A Company Sales 100 ELE 

B Company Sales 200 FUR 

C Company Sales 300 TEL 
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d) Maintain Stock Value  
 

(General -> Maintain Stock Value) 

 

Project Opening 
Stock (S$) 

Closing 
Stock (S$) 

ELE 100 200 

FUR 300 400 

TEL 500 600 

  

 

 

 

 
e) View/Print Report 
 

• Go to Report ->Profit & Loss Account 
 

• Enter Period 1 
 

• Select Project Code ELE 
 

• Click “OK” 
 

• Click “Preview” 
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♥ Follow the above steps to view project FUR and TEL 

reports. 
 

 
2) Construct Consolidated Account 
• In order to view a profit & loss Account of all 3 departments 
in columnar format, you have to generate each department a 
Profit And Loss database file (PAL), then send to consolidate 
account. 
 

• Report -> Profit & Loss Account 
 

• Select period 1 

• Select the first department ELE 
 

• Click “OK” 
 

• In the simplified menu of Trading And Profit & Loss 
Account, click at “-> Dbf file” 
 

• At Company Short Name, type your department name 
ELECTRICAL, this name will appear in the consolidated 
account as department’s name. 
 

• At Output File Name, type PAL01 (as the temporary file 
number one) 
 

• Click OK 
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♥♥♥♥ Follow the above steps to generate PAL02 (FUR) and 

PAL03 (TEL). 
 
 
To View Consolidated Account 
 

• Go to Report -> More Report(1) -> Consolidated Account 
 

• Select option 1. Profit & Loss 
 

• At How Many Departments, key in 3 
 

• Click OK 
 

• Click Preview 
 

 

 
3) Bank Reconciliation Statement 
 
(Report -> More Report (1) ->Bank Reconciliation Statement) 
 
Click at “Accept” and you shall notice that the screen displays 
unmarked items only. 
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• If you want to redo the reconciliation (marking) all over 
again, you may click at this Mark Only to take away the “tick” 
sign, the screen will show both marked and unmarked 
transaction items. 

 


