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reports, GSTR-1, e-invoices and e-way bills



START HERE

Before you begin
How a bill is taxed

1. Prices include GST. The bill takes the tax out of the price: price ÷ (1 + GST%) is the taxable value.

2. If the customer's state and your state are the same, or either is not set, the tax is split into CGST and
SGST. If they are different, it is IGST.

3. The grand total is rounded to the rupee.

Set your company's state (Chapter 1). Without it, every bill is charged CGST and SGST, including bills to other states.
Changing the customer's state on a bill clears its lines so they can be re-added at the right tax.

Each month

1. Enter supplier bills with their GST (Chapter 7).

2. Check the tax report and input vs output (Chapters 3 and 5).

3. Fix failed e-invoices (Chapter 6).

4. Prepare and export GSTR-1 (Chapter 4).

Chapters

1. Your GSTIN and State

2. GST on Products

3. The Tax Report

4. Preparing GSTR-1

5. GST Input and Output

6. e-Invoices and e-Way Bills

7. Input Tax on Purchases



CHAPTER 1 · ADMIN › COMPANY

Your GSTIN and State
Your company's GSTIN and state of registration, printed on every bill.

Who Owner
How
often

Once

Why it matters

The state decides whether a bill charges CGST and SGST or IGST. A wrong state makes every inter-state bill
wrong.

How to use it

1. Open Admin › Company. On your company's row, tick GST, type the GSTN (15 characters) and choose
the State.

2. Each branch can belong to a company; bills use the state of the company chosen on the bill.

Figure 1. Company GST details

1 Your GSTIN

2 State of registration

3 Ticked: a GST-registered company

Before you start

Privilege Company Creation or Company Update.



Good to know

The GSTIN is not checked for length here. Copy it from your registration certificate.



CHAPTER 2 · INVENTORY › PRODUCTS & INVENTORY › (PRODUCT)

GST on Products
Each product's HSN code and GST rate. Prices are entered including GST.

Who Stock manager
How
often

For every product

Why it matters

The bill works out the tax backwards from the price, so the rate on the product is the rate on the bill.

How to use it

1. Open the product. Type the HSN Code.

2. Enter the MRP (Incl GST).

3. Type SGST % and CGST % (half the GST rate each). IGST % fills itself as their sum; typing an IGST %
splits it in half. Add Cess % if the product carries cess.

4. MRP (Excl GST) shows the price before tax.

Figure 2. Product GST fields

1 HSN code

2 Price including GST

3 SGST and CGST: half the rate each

4 IGST (the sum) and cess

5 Price before tax

Before you start



Privilege Product Update.

Good to know

A 5% item is SGST 2.5 and CGST 2.5. A 12% item is 6 and 6. An 18% item is 9 and 9.



CHAPTER 3 · REPORTS › TAX & GST › TAX REPORT

The Tax Report
GST charged on each bill in a period, with the totals and a breakdown by tax.

Who Owner, accountant
How
often

Monthly

Why it matters

This is the figure you check before filing: what you collected, bill by bill.

How to use it

1. Open Reports › Tax & GST › Tax Report. Choose the dates and company, and press View. Choose Paid,
Unpaid or All.

2. The tiles show the total invoiced, the total GST, the breakdown (SGST, CGST, IGST, cess), and the amount
realised before tax.

3. Each bill shows its SGST, CGST, IGST, cess and the customer's GSTIN. Click a bill to see its lines.

4. GST Input Credit shows the tax on supplier bills for the same dates. GST Summary and GSTR-1 open
those reports.

Figure 3. Tax report

1 Dates and company

2 Invoiced, GST, breakdown and amount before tax

3 Tax on each bill

4 Open GST Summary or GSTR-1



Before you start

Privilege GST Report.



CHAPTER 4 · REPORTS › TAX & GST › GSTR-1

Preparing GSTR-1
Your sales, sorted into the GSTR-1 sections, and exported for the GST portal.

Who Accountant
How
often

Monthly or quarterly

Why it matters

The return is built from the bills themselves, so nothing is retyped and nothing is left out.

How to use it

1. Open GSTR-1. Choose the dates (a whole month or quarter) and the company, and press Generate.

2. Check each tab: B2B (registered customers), B2CL and B2CS (consumers), CDNR and CDNUR (credit
notes), Exempt, HSN summary and Docs (bill number ranges).

3. Press Export Excel to fill the government's GSTR-1 Excel workbook, or Export JSON for the portal's
offline tool.

Figure 4. GSTR-1

1 Period and company

2 Export for the portal

3 The GSTR-1 sections

4 Bills in the section

Before you start



Privilege GST Report. For Excel, the file GSTR1_Excel_Workbook_Template_V2.0.xlsx must be in the app folder.

Good to know

Check B2B against your customers' GSTINs before filing; a missing GSTIN moves a bill to B2C.
Have your accountant review the export before you upload it.



CHAPTER 5 · REPORTS › TAX & GST › GST INPUT VS OUTPUT / GST SUMMARY

GST Input and Output
GST collected on sales against GST paid on purchases, and what is left to pay.

Who Owner, accountant
How
often

Monthly

Why it matters

One line tells you whether you owe the government or carry input credit.

How to use it

1. Open GST Input vs Output, choose the dates and press Generate.

2. GST Summary shows SGST, CGST and IGST collected (output) and paid (input), and the net payable. The
line below says what you owe, or the input credit you carry.

3. Month-wise GST Breakdown shows the same for each month. Press Export Excel for a copy.

4. GST Summary - Tax and Profit sets purchases, GST, expenses and sales side by side for a period.

Figure 5. GST input vs output

1 Period

2 Collected, paid and payable by tax

3 What you owe, or your input credit

4 Month by month



Figure 6. GST summary

1 Period and company 2 Purchases, GST, expenses and sales, in and out

Before you start

Privilege GST Report.

Good to know

Input tax comes from the SGST, CGST and IGST typed on supplier bills (Chapter 8), less debit notes.



CHAPTER 6 · GST COMPLIANCE › E-INVOICE (IRN) / E-WAY BILL

e-Invoices and e-Way Bills
The status of every e-invoice (IRN) and e-way bill sent to the GST system.

Who Accountant
How
often

Daily

Why it matters

A failed IRN is a bill your customer cannot claim input credit on. Check the Failed tile every day.

How to use it

1. Open GST Compliance › e-Invoice (IRN). The tiles count total, successful, failed and pending
submissions.

2. Each bill shows its IRN, acknowledgement number and any error. Press Retry on a failed or pending bill
after fixing the cause (often the customer's GSTIN).

3. Cancel IRN is possible within 24 hours, with a reason and a remark.

4. GST Compliance › e-Way Bill shows each e-way bill, its validity, vehicle and distance. The tile Expiring
≤ 24h warns of goods still on the road.

Figure 7. e-Invoice dashboard

1 Total, success, failed, pending

2 Dates and status

3 IRN from the GST system

4 Retry, cancel, or view what was sent



Figure 8. e-Way bill dashboard

1 Total, success, expiring, failed

2 Valid until

3 Status

Before you start

Privilege GST Compliance View; retry needs GST Compliance Submit, cancel GST Compliance Cancel.

Good to know

A bill with an IRN cannot be edited or deleted, even by the owner. Cancel the e-invoice first, or raise a
credit note.



CHAPTER 7 · PURCHASES › SUPPLIERS › (SUPPLIER)

Input Tax on Purchases
The GST on each supplier's bill, which becomes your input credit.

Who Accountant
How
often

With every supplier bill

Why it matters

Input credit you do not record is tax you pay twice.

How to use it

1. Open the supplier and use Add Invoice. Type the Invoice No, date and Payable Amount.

2. Type the tax in rupees exactly as on the bill: SGST, CGST, IGST and CESS.

3. Choose the company and location, and Invoice or Debit Note (a return to the supplier). Press Save
Invoice.

Figure 9. A supplier bill with its GST

1 Bill number and amount

2 Tax in rupees, as on the bill

3 Save

Before you start

Privilege Supplier View or Supplier Creation.



Good to know

Scanned supplier bills split the tax automatically using the supplier's and your state.



REFERENCE

GSTR-1 sections
Section What goes in it

B2B Bills to customers with a GSTIN

B2CL Large inter-state bills to consumers

B2CS Other bills to consumers, summarised by rate and state

CDNR / CDNUR Credit notes to registered / unregistered customers

Exempt Nil-rated and exempt sales

HSN Quantity and tax by HSN code and rate

Docs Bill number ranges issued

Permissions

Permission What it allows

GST Report Tax report, GST summary, GSTR-1, input vs output

GST Compliance View / Submit / Cancel e-invoice and e-way bill dashboards, retry, cancel

Always have your tax adviser check a return before you file it.


