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Balance Confirmation from Vendors

r
Take direct balance confirmation from Vendors for internal checks, audit purposes, |§ ¥ CLICK”CONFIRM

fraud detections, accounting reconciliations, etc.

DIGITALLY FAST & SECURE

ACTIVITY TENURE

Field Name Typenr Field Particulars Detail/Remarks
Activity Start Date (this will
26 = ctivity To Date = From Date A By default, value set to be current date.
2022-06-06 = f'\l_,tl.|t|, o Date E=] be |etter date) Y ’
. Due date till which vendors can submit response to your communication.
To Date M Activity End Date . . . P Y .
This can be extended from Activity section on need basis.
. . Select from drop down. (List will be displayed based on entities created b
Company M Sending Entity ., P ( , . piay Y
Select v Select v Admin in ‘Company Setup’ section)
Name of Person signing on Select from drop down. (List will be displayed based on users created by
Sender M ., , .
letters Admin in ‘User Management’ section)
Choose file Browse Confirmation/Balance Date = e ‘ g ;
e Upload vendor details in Download excel format from ‘Download Sample Sheet’ tab, fill all the
Upload Data Sheet M . . .
excel format. required information and upload.
Confirmation/ Balance . . Value date for which confirmation is required, for instance for year ending
M Balance confirmation date ) . . “ ”
Date balance confirmation date will be “31-03-2XXX".
o Field Name Type? Desired Field Value
MR. Contac
f‘(’l:':?f"’““" Nams Vendor Name M Name of the vendor.
Email ID: info@companyname.com
Vendor Code: #086689 Address M Postal address of the vendor.
Bubjécks CORMMANNn oY ot s sn (Raw) M Name of the contact person of Vendor. In case name is not known, input common description like “The
= : Contact Person ”
Dear Madom / Sir Accounts Manager”, etc.
With respect to the above-stated subject, please note that we are in the process of reconciling our accounts with your . an q o o
recortls for Uit purposes. n this regarct, we hereby request you to kindly confirm that the (debit/oredit) bokancs of Re Email M Proper email id of the vendor, to whom communication needs to be addressed.
(amount) due (to/from) us as on (DD-MM-YYYY) is correct
Contact Number o] Contact number of the vendor.
Please submit your response electronically by selecting the relevant details listed below if the amount mentioned above
e th your books. If the amount shown is not ne with your be ily select another relevant detail from the .
record below and equip us with the amount shown in your records. Please also provide further information you may have Balance Amount M Amount standing as per your books of accounts.
that will aid us in reconciling the discrepancies if any.
f you require any additional assistance, including o statement of account to reconcile any discrepancies, please contact CrEdit/DEblt Type M Amount indlcator as payable or advance (lnpUt proper Value as lDebIt' or lcredit’)'
us at (e-mail 1ID.)
Vendor Code (0] Vendor code as per your accounting records.

$ a0 o e con e tion b (Darg) o boloocg ot ok nins S 2l i g oot

A A= Auto, M= Mandatory, O= Optional



Balance Confirmation Direct to Auditor

Balance confirmations addressed to auditors for internal audit, statutory audit and
verification purposes.

r
« & 2 GLICK2CONFIRM

DIGITALLY FAST & SECURE

ACTIVITY TENURE

2022-06-06 = Activity To Date =
Select o Select v
Choose file Browse Confirmation/Balance Date

Select ~

Type/ Field Particulars Detail/Remarks
From Date A Ac-t|V|ty SLELS DR (i By default, value set to be current date.
will be letter date)
To Date M Aty B BEre Due date till which ver'u:.lor can'submlt responsg to your communication. This can
be extended from Activity section on need basis.
oY M Seiiing Hrifi Selec.t f.rorn drop down. (L,ISt WI!| be displayed based on entities created by
Admin in ‘Company Setup’ section)
Sender M Name of Person signing | Select from drop down. (List will be displayed based on users created by Admin
on letters in ‘User Management’ section)
Upload Data Sheet M Upload vendor details in !Downloa.d excel format from ‘Download Sample Sheet’ tab, fill all the required
excel format information and upload.
Confirmation/ Balance M Balance confirmation Value date for which confirmation is required, for instance, for year ending
Date date balance confirmation date will be “31-03-2XXX".
Auditor M Name of the Auditor Selec.t f.roi'n drop down. (List ’WI|| b'e displayed based on Auditor Users created by
Admin in ‘User Management’ section)

Email ID: info@compunyname.com
Vendor Code: #035689

Subject : Confirmation of Balance as on (Date)

Dear Sir/Madom,

Cur records reflect a {debit / credit) balance of Rs{amoun

poncies

receive your confirmation by(date) | the cbove-stated balance will be considered correct by therr

1t would be gratefully acknowledged if you could respond to this request promptly

Yours faithtully,

For My Company Name

ak

Type” Desired Field Value

Vendor Name M Name of the vendor.

Address M Postal address of the vendor.

Contact Person M Name of the contaft person of Vendor. In case name is not known, input common description like “The
Accounts Manager” etc.

Email M Proper email id of the vendor, to whom communication needs to be addressed.

Contact Number (0] Contact number of the vendor.

Balance Amount M Amount standing as per your books of accounts.

Credit/Debit Type M Amount indicator as payable or advance (Input proper value as ‘Debit’ or ‘Credit’.

Vendor Code (0} Vendor code as per your accounting records.

A A= Auto, M= Mandatory, O= Optional



MSME Confirmation from Vendors

Take MSME confirmation from Vendors for regulatory compliance of the Companies

Act, MSME Act, etc.

r
« & 2 GLICK2CONFIRM

DIGITALLY FAST & SECURE

ACTIVITY TENURE

Field Name Typenr Field Particulars Detail/Remarks
P e P Activity Start Date (this will
2022-06-06 E | Activity To Date = From Date A WLy 2l By default, value set to be current date.
be letter date)
L Due date till which vendors can submit response to your communication.
To Date M Activity End Date . . . .
y This can be extended from Activity section on need basis.
Select v Select v . . Select from drop down. (List will be displayed based on entities created b
Company M Sending Entity L, . ( 5 . A i
Admin in ‘Company Setup’ section)
Name of Person signing on Select from drop down. (List will be displayed based on users created by
Choose file Browse Sender M s , -
letters Admin in ‘User Management’ section)
Upload vendor details in Download excel format from ‘Download Sample Sheet’ tab, fill all the
Upload Data Sheet M P . . 2
excel format. required information and upload.
Field Name Type? Desired Field Value
e ki et Vendor Name M Name of the vendor.
Vendor Code: #055682 AP
Subject: Confirmation of Registration under the Micro, Small and Medium Enterprise Development Act, 2006 AddreSS M POStal address Of the Vendor'
e Name of the contact person of Vendor. In case name is not known, input common description like “The
Contact Person M ”
Accounts Manager” etc.
Email M Proper email id of the vendor, to whom communication needs to be addressed.
Contact Number 0] Contact number of the vendor.
Vendor Code 0] Vendor code as per your accounting records.

A A= Auto, M= Mandatory, O= Optional



r
For asking periodic account ledger statement from vendors for reconciliation, audit |§ ¥ CLICK”CONFIRM

Periodic Account Ledger Statement from
Vendors and Other purposes' DIGITALLY FAST & SECURE
Typer Field Particulars Detail/Remarks
ACTIVITY TENURE
From Date A By S s [l il By default, value set to be current date.
be letter date)
2022-06-06 = Activity To Date =
To Date M Py g s Due date till which ver.1d.ors car'1 submit respon§e to your communication. This can
be extended from Activity section on need basis.
Ty M et Ei 'Sellict from d;os d?wn.t'(Llst will be displayed based on entities created by Admin
Select o[ select . in ‘Company Setup’ section)
Sender M Name of Person signing on Select from drop down. (List will be displayed based on users created by Admin in
letters ‘User Management’ section)
Date =] Date =] odi p
Statement from Date M Z::;O Ic statement from The date of “Statement of Account” from which the statement is required.
Choose file BECies Select v Statement to Date M Periodic statement to date The date of “Statement of Account” till which the statement is required.
L D D ) ) .
Upload Data Sheet M Upload vendor details in . ownloa.d excel format from ‘Download Sample Sheet’ tab, fill all the required
excel format. information and upload.
Format M PDF/EXCEL/WORD/CSV Vendor need to share statement of Account in format selected.

Email ID: info@companynamea com
Vendor Code: #05653¢

Subject : Request for Statement of Accounts

Dear Sir/Modom,

5, We request you to shore stotement of our occount in

on (DD-MM-YYYY). Our team will conduct an account

t would be gratetully acknowledged if you coul

Yours faithfully,
For My Company Nome
Sohon Lol Sharma

Manager

Type” Desired Field Value

Vendor Name M Name of the vendor.
Address M Postal address of the vendor.
Name of the contact person of Vendor. In case name is not known, input common description like “The
Contact Person M Y
Accounts Manager” etc.
Email M Proper email id of the vendor, to whom communication needs to be addressed.
Contact Number (0] Contact number of the vendor.
Vendor Code (0} Vendor code as per your accounting records.

A A= Auto, M= Mandatory, O= Optional



"
Copy of PAN/TAN/GST certificates from | Collection of statutory documents such as PAN/TAN/GST to reinforce internal controls | ¢ ¥ CLICK”CONFIRM
Vendors and assure statutory compliances I DICITALLY FAST & SECUR

ACTIVITY TENURE
Field Name Typenr Field Particulars Detail/Remarks

Activity Start Date (this will
_06- = ctivity To Date e From Date A By default, value set to be current date.
2022-06-06 = Acti .-It-J- o Date =] be letter date) Y

Due date till which vendors can submit response to your communication.

To Date M A7 AL I This can be extended from Activity section on need basis.

Select from drop down. (List will be displayed based on entities created by

C M Sending Entit - .
Select v | Select v ompany ending £ntity Admin in ‘Company Setup’ section)
Name of Person signing on Select from drop down. (List will be displayed based on users created by
Sender M L, , .
letters Admin in ‘User Management’ section)
Choose file Browse Select v
Upload Data Sheet M Upload vendor details in Dowploa(.i excel fqrmat from ‘Download Sample Sheet’ tab, fill all the
excel format. required information and upload.
Type M PAN/TAN/GST Select document required to be collected from vendors.
B oo Field Name Typenr Desired Field Value
W ampany Name
::::ill-ln:i|-.'u'-,-~_c1 [Ty eI, GO Vendor Name M Name Of the Vendor.
Vendor Code: ®0EEG39
SUBIACE: RAqUAEE 3 COpy of bl e Address M Postal address of the vendor.

Dear Sifadam,

Name of the contact person of Vendor. In case name is not known, input common description like “The

As part of an ongoing endeovor 1o reinferce internol controls and assure SISUTONY COMPEGNTE, We O5S8FS OUr Master Contact Person M

reconds and obaain confirmetion/coples of certificabes Frorm ol of gur Vendars Accounts Manager” etc.
Since you ore a registersd Vendor with us, we hereby reguest you to share a copy of your (PANTANIGST) Certificate with
us by (GO-MM-vrY) Email M Proper email id of the vendor, to whom communication needs to be addressed.
t would be gratelully ocknowledged it you could respond to this request promiptly.
Contact Number (0] Contact number of the vendor.

Yours faithfully,
For My Company Narme

Soban Lal Sharma

Manager Vendor Code (0] Vendor code as per your accounting records.

A A= Auto, M= Mandatory, O= Optional



r
Follow-up with Vendors for GST Input Tax | Follow-up with vendors for GST Input Tax Credit (ITC) not reflecting in GSTR-2A report. |¢ @) CLICK”CONFIRM
Credit \ DIGITALLY FAST & SECURE
ACTIVITY TENURE Field Particulars Detail/Remarks
Activity Start Date (this will
) o ) From Date A ey S PR (TS 0 By default, value set to be current date
2022-06-06 B | Activity To Date = be letter date)
L Due date till which vendors can submit response to your communication.
To Dat M Activity End Dat . . . .
o bate ctivity End Late This can be extended from Activity section on need basis.
. . Select from drop down. (List will be displayed based on entities created by
v v M E .. .
select select Company ST g EE Admin in ‘Company Setup’ section)
Sender M Name of Person signing on Select from drop down. (List will be displayed based on users created by
Date B | Date = letters Admin in ‘User Management’ section)
ITC From Date M ITC from Date Period start date for which GST reconciliation belongs
Choose file Browse ITC To Date M ITC till Date Period end date for which GST reconciliation belongs
Upload Data Sheet M Upload vendor details in Dowrﬂoaf:l excel fqrmat from ‘Download Sample Sheet’ tab, fill all the
excel format. required information and upload
Typenr Desired Field Value
Vendor Name M Name of the vendor.
:::;lol:’c:vmu 9 Address M Postal address of the vendor.
ScEioer! Moering O s s o %e (DO-NM-CFY) 30 (R MAW T KET) of Oone o oo er) Name of the contact person of Vendor. In case name is not known, input common description like “The
s STGaG Contact Person M ”
Year Sir[Madam Accounts Manager” etc.
According to the regulations and norms of the Goods ond S
SITTIpUs Vo CTedi foruST.paid only otter: the Supprer.nas Email M Proper email id of the vendor, to whom communication needs to be addressed.
sconclling our GS
s thet } Contact Number (0] Contact number of the vendor.
Balance Amount M Amount of GST input Tax Credit not reflecting in your GSTR-2A report.
Vendor Code (0} Vendor code as per your accounting records.

A A= Auto, M= Mandatory, O= Optional



Open format for

Vendors

communication with

Multi purpose format for communication with Vendors. User can define the subject,
letter text, optional attachment and response requirement.

r
« & 2 GLICK2CONFIRM

ACTIVITY TENURE

2022-06-06 E | Activity To Date =

Select v Select v

Choose file Browse Choose file Browse
( File should be rtf, doc, docx, pdf, td, xls, xlsx, jpg, jpeg
gif, png format and file size should not be more then 4
MB )

Yes A

Subject

Field Name Typenr Field Particulars Detail/Remarks
Activity Start Date (this will
From Date A I S (DR (s By default, value set to be current date.
be letter date)
To Date M Pty [ (Bt Du.e date till which vendors car.w s?ubmit .response to you.r communication.
This can be extended from Activity section on need basis.
T M Sendli By Selec.t f'roEn drop down. (L'ist wi!l be displayed based on entities created by
Admin in ‘Company Setup’ section)
Name of Person signing on Select from drop down. (List will be displayed based on users created by
Sender M L, , .
letters Admin in ‘User Management’ section)
UelteelEe Ghess M Upload vendor details in Dowploat?l excel fqrmat from ‘Download Sample Sheet’ tab, fill all the
excel format required information and upload.
. Attach t with . . .
Optional Attachment (0] ac mgn \.NI File should be in relevant format and size.
Communication
If response required from vendors, select ‘Yes’. Otherwise 'No’. If No is
Reply/A it M Yes/N . . ! .
ERN (Rl el selected, activity will get closed on sending, vendor need not to reply back.
Subject M Subject line text A subject line specifying the topic of the communication.
Para 1 M Communication Content State the first para of the communication letter.
Para 2 0] Supporting Content State the second para of the communication letter.
Para 3 0] Supporting Content State the third para of the communication letter.

A A= Auto, M= Mandatory, O= Optional

DIGITALLY FAST & SECURE




r
Open format for communication with [ Multi purpose format for communication with Vendors. User can define the subject, |¢ @) CLICK”CONFIRM
Vendors (Cont....) letter text, optional attachment and response requirement. I DICITALLY FAST & SECUR

o Field Name Desired Field Value

MR, Contoct Parson

M5 Company Nome
Acldress

Emall I: info@companyname.cem Vendor Name M Name of the vendor.
Vendor Code: #035689

R Address M Postal address of the vendor.

Dear Sir|biadam,

Name of the contact person of Vendor. In case name is not known, input common description like “The

alit, Dwis sit carrat

Contact Person M

tur Oclipis wi turpis, faucibus ve
lignissim nisl id posuere pulvinar, Ch i od itoro torguent per ACCOU ntS Manager” etC.
conubia nestra, per inceptos himenaeos
Loram ipsum dolor 5it amat, consectetur adipiscing elit. Duis sit amet scol kAo 5 dui burpis, faucibus ve Ema|| M Proper emall |d Of the Vendor, tO Whom Communication needS tO be addressed
ioculis of, ouctor non sopien, Do Iit,:J"\I'jE m nisl il posuere pulvinar, C otend tociti s s od itoro torgquent per
conubia nostro, per ingeptos himenaecs.
Contact Number 0 Contact number of the vendor.
Laram ipsum dolor 5it omat, consectatur adipiscing lit. Duis sit amet scelarisque tortar, Moscenas dui turpis, faucibus ve
iooulis of, guctor non sopien. Done: |if3'1l'.': m nis| ikl pesuere pulvinar, C = optent tociti sociosqu od litoro torquent per
ConUIQ Nostrg, per INceptos imanaacs .
Vendor Code (0] Vendor code as per your accounting records.

Yours faithiully,

A A= Auto, M= Mandatory, O= Optional



TEMPLATE:
Balance Confirmation from Customers

TEMPLATE USE:

Take balance confirmation from Customers for internal checks, audit purposes, fraud

detections, accounting reconciliations, etc.

b@ GLICK2CONFIRM

DIGITALLY FAST & SECURE

ACTIVITY TENURE

From To

2022-06-06 E  Activity To Date =]
Company Sender

Select v Select v
Upload Data Sheet Confirmation/Balance Date

Choose file Browse Confirmation/Balance Date =

o )

INPUT FIELDS:
Field Name Typenr Field Particulars Detail/Remarks
From Date A AC.tIVIty Start Date (this By default, value set to be current date.
will be letter date)
To Date M e [ D7 Du.e date till which customers ?a.n submﬁ response to yF)ur communication.
This can be extended from Activity section on need basis.
ST M S Hrifi Selec.t frorn drop down. (L:st WI!| be displayed based on entities created by
Admin in ‘Company Setup’ section)
Name of Person signing on | Select from drop down. (List will be displayed based on users created by
Sender M ., , .
letters Admin in ‘User Management’ section)
Upload customers detail in | Download excel format from ‘Download Sample Sheet’ tab, fill all the
Upload Data Sheet M . . .
excel format. required information and upload.
Confirmation/ Balance . . Value date for which confirmation is required, for instance for year ending
M Balance confirmation date

Date

balance confirmation date will be “31-03-2XXX".

act Person
mpany Name
Address

Email ID: info@companyname.com
Customer Code: 2086689

Subject: Confirmation of Balance as on (Date)
Dear Sir/Madom,

With respect (o the above-stated subject, please note that we are in the process of nsux»u!lng our accounts with your
records for audit purposes. In this regard, we hereby request you to kindly confirm that the (debit/credit) balance of s

{(omount) due (to/from) us os on (DO-MM-YYYY) is correct

Please submit your response electronically by selecting the relevant details listed below i the amount mentioned above

is in line with your books. if the amount shown is not in line with your books, kindly select ancther relevont detosl from the

racord below and equip us with the amount shown in your records. Please also provide further informaotion you may have

that will aid us in reconciling the discrepancies if any.

i you require any additional assistance, including a statement of account to reconcile any discrepancies, please contact

us ot (e-mail ID)

Luede ool acana vy caniungtion By (Dt tha b

EXCEL INPUT FIELDS:

Field Name Typenr Desired Field Value
Customer Name M Name of the customer.
Address M Postal address of the customer.
Contact Person M Name of the contaSt person of Customer. In case name is not known, input common description like “The
Accounts Manager” etc.
Email M Proper email id of the customer, to whom communication needs to be addressed.
Contact Number (0] Contact number of the customer.
Balance Amount M Amount standing as per your books of accounts.
Credit/Debit Type M Amount indicator as receivable or advance (Input proper value as ‘Debit’ or ‘Credit’).
Customer Code (0] Customer code as per your accounting records.

A A= Auto, M= Mandatory, O= Optional



TEMPLATE:
Balance Confirmation Direct to Auditor

TEMPLATE USE:

Balance confirmations addressed to auditors for internal audit, statutory audit and

verification purposes.

b@ CLICK2CONFIRM

DIGITALLY FAST & SECURE

ACTIVITY TENURE

From To

)

2022-06-06 = Activity To Date

Company Sender

Select o Select v

Upload Data Sheet cConfirmationf{Balance Date

Confirmation/Balance Date

Choose file Browse

Auditor

Select ~

T

Typenr Field Particulars Detail/Remarks
From Date A sy Sitet et (il vl By default, value set to be current date.
be letter date)
To Date M P e e Due date till which custorr?e'rs can §ubm|t response' to your communication. This
can be extended from Activity section on need basis.
. . Select from drop down. (List will be displayed based on entities created by
Company M sending Entity Admin in ‘Company Setup’ section)
Sender M Name of Person signing on Select from drop down. (List will be displayed based on users created by Admin
letters in ‘User Management’ section)
Upload Data Sheet M Upload customers details in 'Downloa.d excel format from ‘Download Sample Sheet’ tab, fill all the required
excel format. information and upload.
Confirmation/ Balance M Balance confirmation date Value date for which confirmation is required, for instance for year ending
Date balance confirmation date will be “31-03-2XXX".
Auditor M Name of the Auditor Select from drop down. (List will be displayed based on Auditor Users created

by Admin in ‘User Management’ section)

Email ID: info@companyname.com
Vendor Code: #088689

Subject : Confirmation of Balance as on (Date)
Dear Sir/Madam,
Our records reflect o (debit / credit) balance of Rs{amount) due (to/trom) us as on (DD~ MM-YYYY)

We would apprecicte it if you could examine your records and provide your confirmation DIRECTLY to our auditors (name

and address of the auditors) |, by filling out the lorm below, 1o ensure on inde; dent confirmation of this amount. Please

also equip any additional information you may have that will aid ouditors in reconciling any discreponcies.

If our audditor does not receive your confirmation by(date) , the cbove-stated balance will be considered correct by them
1t would be gratefully acknowledged if you could respond to this request promptly

Yours faithfully,

For My Company Name
Soloo o on.

Typen Desired Field Value

Customer Name M Name of the customer.

Address M Postal address of the customer.

Contact Person M Name of the contaﬁt person of customer. In case name is not known, input common description like “The
Accounts Manager” etc.

Email M Proper email id of the customer, to whom communication needs to be addressed.

Contact Number (0] Contact number of the customer.

Balance Amount M Amount standing as per your books of accounts.

Credit/Debit Type M Amount indicator as receivable or advance (Input proper value as ‘Debit’ or ‘Credit’).

Customer Code O Customer code as per your accounting records.

A A= Auto, M= Mandatory, O= Optional




Periodic Account Ledger Statement from

r
For asking periodic account ledger statement from customers for reconciliation, audit | § & CLICK”CONFIRM

Customers and other purposes. \ DIGITALLY FAST & SECURE
INPUT FIELDS Type/ Field Particulars Detail/Remarks
ACTIVITY TENURE
Activity Start Date (this will
From Date A v ( By default, value set to be current date.
X R be letter date)
2022-06-06 = Activity To Date =
L Due date till which customers can submit response to your communication. This
To Date M Activity End Date L . e . v
can be extended from Activity section on need basis.
. . Select from drop down. (List will be displayed based on entities created b
Company M Sending Entity L, . ( 5 . A v
Select v | select v Admin in ‘Company Setup’ section)
Sender M Name of Person signing on Select from drop down. (List will be displayed based on users created by Admin
letters in ‘User Management’ section)
Date = Date =)
Statement from Date M Periodic statement from date | The date of “Statement of Account” from which the statement is required.
Ehoose fi — Statement to Date M Periodic statement to date The date of “Statement of Account” till which the statement is required.
se file rowse Select ~
Upload Data Sheet M Upload customers details in Download excel format from ‘Download Sample Sheet’ tab, fill all the required
excel format. information and upload.
Format M PDF/EXCEL/WORD/CSV Customer need to share statement of Account in format selected.
EXCEL INPUT FIELDS Type”r Desired Field Value
R Customer Name M Name of the customer.
Emall 1D: infogcomg
Customer Code: #0
Address M Postal address of the customer.
Subject : Request for Statement of Accounts
Dear Sir/Madan Name of the contact person of customer. In case name is not known, input common description like “The
Contact Person M ”
As per our penodic 0c ce and 1or GUER PUIPOSes, We request you to shore ment of our account in ACCOUhtS Manager etc.
om (DD-MM=YYYY ) and >=MM=YYYY). Our ¢ conduct an account
e s s S e s Email M Proper email id of the customer, to whom communication needs to be addressed.
dly yre the sto 1t in (Excel/PDF f[word) tormat iatest by (DD-MM-YYYY)
t would be gratefully acknowledged if you could respond to this request promptly Contact Number (0} Contact number of the customer.
Yours faithfully,
S s = Customer Code 0] Customer code as per your accounting records.
Manager

A A= Auto, M= Mandatory, O= Optional



TEMPLATE: TEMPLATE USE: ¥
Copy of PAN/TAN/GST Certificates from | Collection of statutory documents such as PAN/TAN/GST to reinforce internal controls b@ CLICK”CONFIRM

Customers and assure statutory compliances PICGITALLY FAST & SECURE
INPUT FIELDS:
ACTIVITY TENURE . . . ]
Field Name Field Particulars Detail/Remarks
From To
2022-06-06 B Activity To Date = From Date A ﬁ;t;;/g\érsgaartte[))ate (this wil By default, value set to be current date.
To Date M Activity End Date Du.e date till which customers Fa.n SUbI‘TTIt response to ypur communication.
This can be extended from Activity section on need basis.
Company Sender
. . Select from drop down. (List will be displayed based on entities created by
Select v | Select v Company M SEe A Admin in ‘Company Setup’ section)
Upload Data Sheet Type Sender M Name of Person signing on Select from drop down. (List will be displayed based on users created by
letters Admin in ‘User Management’ section)
Choose file Browse Select v
Upload Customers details in Download excel format from ‘Download Sample Sheet’ tab, fill all the
Upload Data Sheet M . . .
Excel format. required information and upload.
m Download Sample Sheet Type M PAN/TAN/GST Select document required to be collected from customers.

EXCEL INPUT FIELDS:

o Field Name Desired Field Value

MR. Contoct Parsan

M/IS Company Kame

Acldress Customer Name M Name of the customer.

Emnall 1Dz ind o@company nameucon

Custemar Cods: #0856089
Address M Postal address of the customer.

Subject : Request for Copy of PAN Cartificate

Bl Aot £, ¥, Name of the contact person of customer. In case name is not known, input common description like “The
Contact Person M Y

A5 port of an ongoing endeovor to reinforce internal controls ond ossure statutory comphance, wWe 055855 MOster Accounts Manager etc.

records and acquire confirmotion/copies of certificotions from ol of our Customer,

since you are O registared Customar with us, you are required to shore o copy of your (PANTANIGST) Certificate with us Ema|| M Proper email id of the CUStomer, to whom communication needs to be addressed.

by (DO-MM=TYYY)

it would be gratefully acknowledged i you could n nd to this request promgptly

S e Contact Number 0 Contact number of the customer.

Yours foithfully,

For Wy Company Name .

Sohan Lol Sharma Customer Code ) Customer code as per your accounting records.

Manager

A A= Auto, M= Mandatory, O= Optional



TEMPLATE: TEMPLATE USE: e
Accounts  Receivable  Follow-up from | Follow-up with Customers for outstanding balance by selection among 4 options of b(g CLICK”CONFIRM
U q . . . : A
Customers letter content available. Send reminders to customer for outstanding receivables. DIGITALLY FAST & SECURE
ACTIVITY TENURE INPUT FIELDS:
From re Field Name Typenr Field Particulars Detail/Remarks
2022-06-06 = Activity To Date &=
From Date A AT ST € ik (i ] By default, value set to be current date.
be letter date)
Company Sender . . . . .
- Due date till which customers can submit response to your communication.
- - D End D . . . .
select select To Date M A Ee PR This can be extended from Activity section on need basis.
Upload Data Sheet Reminder q 2 2 ang
. . Select from drop down. (List will be displayed based on entities created by
se file rowse i - ~ E inin ¢ ’ H
Choose file Brow Reminder-1 Company M Sending Entity Admin in ‘Company Setup’ section)
Reminder-1 Sender M Name of person signing on Select from drop down. (List will be displayed based on users created by
Wae just wanted to drop you a quick nota to remind you that a total amount of Rs. letters Admin in ‘User Management’ section)
(Amount) in respect of our invoices are due for payment.
We would be really Grateful if you could confirm that everything is on track for elleslBete Shas: M Upload customers details in Dowploac'i excel fqrmat from ‘Download Sample Sheet’ tab, fill all the
payment. Excel format. required information and upload.
. Select icati . .
Reminder M elect communication Select the text option from dop down list.

reow | auomt | oonmioas serpie o

letter text

Accounts Receivable Follow-up from Customers

To.

M. Contoct Person

NS Compony Mome

Addrass

Ernalil ID: nfo@companyrame.cem
Customer Code: #0ELGEEY

Subject : Request for release of due payments.

Dear Sir/Meadam,

option-1

We just wanted to drop you a quick note to remind you that o total omount of Rs. (Amount) in respect of our invoices are
du for payrment,

We would be really grateful if you could condirm that everything is on trock for payment

Option-2
Wie hove yet to receive payment from yoursehnes of Rs. (Amount) in respect of aur imoices which are dus for payrment

W would be really grateful if you could et us know wien we con sxpect to receive the poymaent

Option-3
Wig hove yet to receive poymant from yowrseles of Rs. (Amount) in respect of our inveices which ore due for poyment

EXCEL INPUT FIELDS:

Field Name Type/ Desired Field Value
Customer Name M Name of the customer.
Address M Postal address of the customer.
Contact Person M Name of the contagt person of customer. In case name is not known, input common description like “The
Accounts Manager” etc.
Email M Proper email id of the customer, to whom communication needs to be addressed.
Contact Number (0} Contact number of the customer.
Balance Amount M Amount of receivable as per your books of accounts.
Customer Code o Customer code as per your accounting records.

A A= Auto, M= Mandatory, O= Optional




TEMPLATE:
Open format for communication with

TEMPLATE USE:

e
Multi purpose format for communication with Customers. User can define the b@ CLICK”CONFIRM

Customers subject, letter text, optional attachment and response requirement. DIGITALLY FAST & SECURE
INPUT FIELDS
ACTIVITY TENURE
| : Field Name Field Particulars Detail/Remarks
rom =]
2022-06-06 = Activity To Date =) Activity Start Date (this
From Date . i ( By default, value set to be current date.
will be letter date)
Compan: Sende L Due date till which customers can submit response to your communication.
~ompany Sender To Date Activity End Date . .. . B y.
This can be extended from Activity section on need basis.
Select v Select v
Upload Data Sheet Optional Attachment Ry T Select from drop down. (List will be displayed based on entities created by
Admin in ‘Company Setup’ section)
Choose file Browse Choose file Browse
glr";;l”:'::;:CC:IZjj:(n’iﬂ;"::t';:'?;f;gt::i candar Name of Person signing on Selec.t from drop down. (List will b.e displayed based on users created by
MB) letters Admin in ‘User Management’ section)
rReply/Acceptance
Yos o Upload customers details Download excel format from ‘Download Sample Sheet’ tab, fill all the

Subject

Subject

Paral*®
Para 2

Para 3

Preview m Download Sample Sheet

Upload Data Sheet

in excel format.

required information and upload.

Optional Attachment

Attachment with
Communication

File should be in relevant format and size.

If response required from customers, select ‘Yes’. Otherwise 'No’. If No is

Reply/Acceptance Yes/No . . .
ply/ P / selected, activity will get closed on sending, customer need not to reply back.
Subject Subject line text A subject line specifying the topic of the communication.
Para 1 Communication Content State the first para of the communication letter.
Para 2 Supporting Content State the second para of the communication letter.
Para 3 Supporting Content State the third para of the communication letter.

A A= Auto, M= Mandatory, O= Optional



7
Open format for communication with | Multi purpose format for communication with Customers. User can define the |t & CLICK”CONFIRM
Customers (Cont....) subject, letter text, optional attachment and response requirement. I DICITALLY FAST & SECUR

Te _ Field Name Desired Field Value

Email I infa@eomp Customer Name M Name of the customer.
Custemer Code: B0E
et s e Address M Postal address of the customer.

Dear SirfMadam

Name of the contact person of customer. In case name is not known, input common description like “The

t crmat, o tetur odipiscing elit. Duis it STeleTiEguE tartor, Mos p Contact Person M
t, ouctor non sopien, grissim nisl id posuere pulving ptent tocit sociosgu ad litora torgquent per Accounts Manager” e‘tc.
conubia nostra, per inceptas himenoeos
ek, o ur odip LL-IIul:'u elit. Duis sit omet s tortor, Moecenos dui turpis, foucibus ve Emall M Proper emall id Of the CUStomer‘, tO Whom Communlcat|0n needs tO be add ressed'
1 SO, qrissim nisl id posuereé pulving Iptent tociti Sociosqu ad litora torquent per
conubia nostra, per inceptos himenoeos
1 ipsum dolor $it amel, consectetur adipiscing alit. Duis sit amel scelensque tortor. Mogtenas dui turpis, faucibus vel ContaCt N umber O ContaCt number Of the customer.
E, GUCHOr Mon Sapie vee dignistim nisl id posuere pulvinar. Class aptent tociti sociosgu ad litora torguent per
eonubin nostre, per inceptos himenoeos
Customer Code (0] Customer code as per your accounting records.

vours faithfully,
B

A A= Auto, M= Mandatory, O= Optional



TEMPLATE: TEMPLATE USE: -
Balance Confirmation from Employees Take balance confirmation from Employees for internal checks, audit purposes, fraud |§ ¥ CLICK”CONFIRM
detections, accounting reconciliations, etc. DM DIGITALLY FAST & SECURE
INPUT FIELDS:
ACTIVITY TENURE . ] ] .
Field Name Type/ Field Particulars Detail/Remarks
Activity Start Date (this will
2022-06-06 B | Activity To Date = From Date A Iy S DR (il ] By default, value set to be current date.
! be letter date)
To Date M At i [Frie Du.e date till which employees .ca.m submlt response to Your communication.
This can be extended from Activity section on need basis.
. . Select from drop down. (List will be displayed based on entities created by
C M Sending Entit . .
Select v | Select v ompany ending Entity Admin in ‘Company Setup’ section)
Name of person signing on Select from drop down. (List will be displayed based on users created by
Sender M ., , .
letters Admin in ‘User Management’ section)
Choose file Browse Confirmation/Balance Date = Upload | detail D load | f tf D load S le Sheet” tab. fill all th
Upload Data Sheet M . pload employees details owr\ oa. exce qrma rom ‘Download Sample Sheet’ tab, fill all the
in excel format. required information and upload.
Confirmation/ Balance M Balance confirmation date Value date for which confirmation is required, for instance for year ending
Date balance confirmation date will be “31-03-2XXX".
T_ Balance confirmation from Employees i1 | EXCEL INPUT FIELDS:
to Field Name Type/ Desired Field Value
e Pl eI Employee Name M Name of the employee.
Employee Code: #026689
Subject: Confismation of Batance &% on (Date) Address M Postal address of the employee.
Sscbadinnty Email M Proper email id of the employee.
ct, please note that we ore in the process of reconciling our accounts with your
oo e e o e e Contact Number 0 Contact number of the employee.
ng the relevant getails listed below if the amount mentoned cbove
ur books, kindly select another relevant detall from the Balance Amount M Amount standing as per your books of accounts.
COr o with the amoun 15@ aiso provide further information you may have
that will oid us in reconciling the discrepanc
Credit/Debit Type M Amount indicator as payable or advance (Input proper value as ‘Debit’ or ‘Credit’).
If you require any oaditional assistoncea, nchudin g O statement of occount to reconcile any discrepancies, please contact
us ot (e-mail ID)
Employee Code (0] Employee code as per your accounting records.
 oia do aol racema your conlirmgtico by (Doral tha balancs USSR =T TERl] Lv-l (A -I'-;] conact It would be gragtiy

A A= Auto, M= Mandatory, O= Optional



TEMPLATE:

TEMPLATE USE:

r
£ .2 CLICK2CONFIRM

Open format for communication with [ Multi purpose format for communication with Employees. User can define the
Employees subject, letter text, optional attachment and response requirement. DIGITALLYFAST & SECURE
INPUT FIELDS
ACTIVITY TENURE
Field Name Type/ Field Particulars Detail/Remarks
2022-06-06 B | Activity To Date = Activi D hi
° From Date A c.t|V|ty Sl DI {20 By default, value set to be current date.
will be letter date)
To Date M e (8 Bk Du.e date till which employees .czim submlt response to Your communication.
This can be extended from Activity section on need basis.
Select v Select v
. . Select from drop down. (List will be displayed based on entities created by
Company M Sl () Admin in ‘Company Setup’ section)
Choose file Browse Choose file Browse
( File should be rtf, doc, docx, pf, b, xis, xls. jpg, jpeg Name of person signing Select from drop down. (List will be displayed based on users created by
gif, png format and file size should not be more then 4 Sender M o e 4 ’ q
B ) on letters Admin in ‘User Management’ section)
Voo 5 Upload Data Sheet M UpIo.ad. employees Pownloa.d excel format from ‘Download Sample Sheet’ tab, fill all the required
details in excel format. information and upload.
o Optional Attachment (0] Attachmgnt \.Nlth File should be in relevant format and size.
Subject Communication
If response required from employees, select ‘Yes’. Otherwise 'No’. If No is
ReslyyieegpiEngs M peie selected, activity will get closed on sending, employee need not to reply back.
Subject M Subject line text A subject line specifying the topic of the communication.
Paral M Communication Content State the first para of the communication letter.
Para 2 (0] Supporting Content State the second para of the communication letter.
Para 3 (0] Supporting Content State the third para of the communication letter.

A A= Auto, M= Mandatory, O= Optional



TEMPLATE:
Open format for
Employees (Cont....)

communication

with

TEMPLATE USE:

Multi purpose format for communication with Employees. User can define the

subject, letter text, optional attachment and response requirement.

r
« & > CLICK2CONFIRM

DIGITALLY FAST & SECURE

To,

MR Contact Person

WMf5 Company Hama

Address

Email 10: info@ Companyname.com
Employes Code: #085589

Subject : S5ome text come here.

Dear Sir/Modom,

conubia nostra, per incaptos himenaeos

¥ours faithiully,

an. anec dignessim nisl id posuara pulvinar. Closs aptant toc

Lerem ipsumn delor sit omet, consectetur adipiscing elit. Duls sit omeat scelerisque tortor, Moecenas dul turpls, foucibus vel

closqu od litoe torquent par

EXCEL INPUT FIELDS:
Field Name Type/ Desired Field Value
Employee Name M Name of the employee.
Address M Postal address of the employee.
Email M Proper email id of the employee.
Contact Number (0] Contact number of the employee.
Employee Code (0] Employee code as per your accounting records.

A A= Auto, M= Mandatory, O= Optional



TEMPLATE: TEMPLATE USE: -
Confirmation of Assets from Employees Take confirmation on fixed assets held by employees for purpose of verification & |§ ¥ CLICK”CONFIRM
internal controls. M DIGITALLY FAST & SECUR
INPUT FIELDS:
ACTIVITY TENURE . . . .
Field Name Type/ Field Particulars Detail/Remarks
2022-06-06 E  Activity To Date E From Date A i Rl By default, value set to be current date.
be letter date)
. Due date till which employees can submit response to your communication.
To Date M A7 CIRE This can be extended from Activity section on need basis.
Select v Select v . (Li i i iti
elec elec ST M Sending Entity Selec.t f.rorn drop down (L:st WI!| be displayed based on entities created by
Admin in ‘Company Setup’ section)
Name of person signing on Select from drop down. (List will be displayed based on users created by
Choose file Browse Sender M ., ) '
letters Admin in ‘User Management’ section)
elleslBete Shas: M Upload employee details in Dow'nloa('j excel fgrmat from ‘Download Sample Sheet’ tab, fill all the
Excel format. required information and upload.

A A= Auto, M= Mandatory, O= Optional



TEMPLATE: TEMPLATE USE: P
Confirmation of Assets from Employees | Take confirmation on assets held by employees for verification & internal controls. ) CLICK”CONFIRM
U (Cont....) \ DIGITALLY FAST & SECURE
EXCEL INPUT FIELDS:
Field Name Type/ Desired Field Value
Employee Name M Name of the employee.
To,
S, Address M Postal address of the employee.
Tala [
:.muil Ib: info@compamymamecam Emall M Proper email id of the employee'
Employee Code: #085682
Contact Number (0] Contact number of the employee.
subject: Confirmation for Azzet/Azsets held for afficlal use
Department Name M Name of the department whom the employee belongs.
Deor Conce,
AL 0 part of Company's periodical ssets verlication exercise, you are requestad to conlinm the existence of Asgstf Azsans Employee COde o Employee COde as per records.
b 0 =L you 2 inhon T reQarcng e 05581) asgets issuad [0 you sfare listed below . . . .
e I e e e e i Asset Description M Description of the asset held by the employee.
Kindly sulbmit your confirmabon in the format below katest by |,3L""J'H'VT""":| Plegse contact us ot fLI""t:l '.‘—" it you
require ary additional detalls or informotion Make (0] Make or model of the asset, for purpose of identification.
It would be grotefully ccknowledged if you coukd respond to this request promptly Serial No. (0] Serial number of the asset, for purpose of identification.
:’:“;’ '?:"'"“""' ' Quantity M Quantities of asset held by employee.
T My Company Hams
iif::;mum Date Of Issue M Date on which asset is issued to employee.
Optional Data (0] Other information for purpose of tracking. Example: issue document number, GRN, etc.

A A= Auto, M= Mandatory, O= Optional
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