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Welcome to BackOffice-quick reference. 
With easy to use application we help you to make your business run smoothly. We provide you with 
such an application which you can learn and use very easily.  

In this quick reference guide, you will learn how to use different navigation options. How you can make 
new entries related to the product, edit the existing data, view reports, information and learn 
everything about the use of application. 

Here is a simple guide. 
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1. Installation guide 
To start you need to have a link to install BackOffice application. As you click on this link 

 

http://download.diasparkonline.com/diasparkrw/badge/default_badge.html 

Following window will appear 

 

 

 

Installation process begins
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A confirming message window appears 

 

Click on open to install application or save to run later 

To confirm installation following window appears 

 

Click on install for further process. 
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Select location and preferences for installation

 

 

 

Following window appears after continuing installation 

 

This is the end of installation process. 
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2. Login 

2.1 Login 
To use this application you need to have login id, which includes; company short name, login id and 
password. This will help you in keeping your information secured.  

Following window appears for login.  

 

 

Company short name: it is the company short name given to the company for log in. 

Forgot password: in case you forget your password, click on this option. A window will appear where 
you need to enter your email id and automatically email will come to you giving your password and log 
in id. 

Remember me: this option helps you to remember the user name and company short name, so that you 
don’t have to enter it every time you log in. 
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3. Home Page 
 Following home page screen appears as soon as you login. 

 

Use home page to move around in back office application. This window shows your last login, version of 
the application, date format, also you can use this work flow to go to any option directly and do the 
working. The home page gives you a big picture of how your business tasks fit together. It opens 
automatically whenever you login in your account. 

3.1 Module & Menu 
 

 

 

 

Module: home page is divided into various modules which are further divided into various menus.  

Menu: this categorization of module provides various options to make back office working easier. 

3.2 Change password 
In case you want to change the password of your account, this option can be used. 

Following window appears when you want to change the password. 

Module  

Menu  
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Enter your old password, then enter new password, retype new password, and click on change.  

3.3 Get support 
This option is available at the bottom of the bar. If you need any kind of help related to the use of 
application, click at this option, a window will appear with a mail id, and write down the mail to it 
describing whatever problem you are facing. 

3.4 Home page 
Use home page to move around in back office application. This window shows your last login, version of 
the application, date format, also you can use this work flow to go to any option directly and do the 
working. The home page gives you a big picture of how your business tasks fit together. It opens 
automatically whenever you login in your account. 

3.5 Tab navigation 
When you have open up various menus and want to switch between them, it’s called as tab navigation. 
You can navigate it through in following manner. 

 

 

 

 

 If you want to switch between the tabs, use this option available on the right corner of the 
navigation bar.  

3.6 Log out 
To log out from the application use this option. 

 

To switch over different 
tabs click on it.  
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4. Open Page 
To open a new page, you need to click on Module >>> Menu to open a new page.  

 

 

 

 

 

 

 

 

 

 

 

 

 

11 
 



5. Data Entry 
Data entry is all about adding or editing data, view the entries in list mode or in case if you want to 
import the data from any other option. 

5.1 Add a record 
To enter any new record, select Module >>> Menu. 

This is how screen appears when you click on menu. 

 

To add information click on . Following window will open up. 

 

Enter the information and click on save ( ). 

5.2 Edit a record 
There are at times need of editing some information about the item, and with our application it’s simple 
and easier. What you need to do is; select Module >>> Menu.  

This is how screen looks.  

12 
 



 

On this screen to edit the item, click on search ( ) 

Following search box opens up. 

 

• View name: this is used for, by which name you like to see your name and can refer it easily 
every next time you use it. 

• Save view: to save the name you have given to the view, so that you can see it any time. 
• All: when you want to search all the entries without any filtrations. 
• From: starting point of your search. 
• To: till where you want to search. 
• Select multiple: when you want to make the search with multiple options and want only those 

transactions to be seen.  

 Look up: If in case you want to look up in the existing data base, this option is used.  

• Mark as delete: when you want to delete some entry, search it, mark as delete and save it. Now 
when you open it next time, you won’t be seeing it in your search.  

After making search, following window appears with list of items populated in it. 

 

Select the row you want to edit and click on  ‘edit’ button. Or double click on the row to edit it. 

1. Click on all 

2. Click on ok 
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Make the changes in the data and click on save ( ) 

5.3 Lookup 
When you need to go through your data base and use them in the entry. Lookup is used to make data 
entry easier.  

 This icon is used for lookup help. Click on this. 

A window opens up. 

 

You can even filter the record by typing it in search box. 

Ok: click on ok to select the item. 

Cancel: if you have selected but want to cancel it. 
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New: if you want to make any new entry. A window will pop up to make new entry, fill the details and 
click on save. In some cases, New is disabled and that’s because sometimes you don’t have the privilege 
to add new in the data base. 

Edit: in case, you want to make any changes in the item selected. A window will pop up, make the 
changes and click on save. In some cases, Edit is disabled because there are certain screens which do 
not allow making changes in the data. 

Find: type in the search box, what you are looking for and click on find. 

5.4 Detail row Add/edit 
There are some common options which are available on most of the screens and are very handy to use 
to make detail entry easier.  

There are two types of detail navigation bar; one is when you have to make direct entry and second is 
when you have some reference to use.  

When direct entry is to be made, following navigation bar is there. 

 

 When you want to add any entry or edit the entry, following option is used. 
 When there is some excel file to be imported from some other location, use this. 
 When you want to make quick entry to view the items, use this. A window popup, in which you 

can look up the items and add them into the list. With the barcode scanner, you can scan the 
item and use its information here. 

 Delete the entry from the list.  

When there is some reference to be use, following navigation bar is there. 

 

 When you want to fetch any record for reference, this option is used. 
 This is used to remove the selected row. 
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5.5 Print 
When you want to get the print of the records or list, this option is used. 

 To get print, click on this option, a dialogue box will appear where you can choose in which 
format you like to get the print; in PDF format or in EXCEL format.  

There are two types of prints you get, one is for records and other is for list. 

Print for records 

When you want to print the records from add and edit, following widow appears. 

 

• All: when you want print of entire records of the transactions. (You can get print of only 25 
transactions at a time).  

• From: transaction, where you want to start. 
• To: till where you want to end the transactions and get the print. 
• Select multiple: if there is more than one transaction you want to select. 
• Print in: how you like to get the print; in PDF format or in EXCEL format. 

 

 

 

 

 

 

 

Click on 
ok to get 
the print 
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Print for list 

Following window appears, when you want to print any screen for list mode. 

 

 

 

 

• List: when you want to get the print of list of the items, choose list option. 
• Records: when you want to get print of the records of particular transactions from certain range, 

use records. This is available with edit mode. 
• Trans#: use this to define your range of records you want to see in the print. 
• Trans date: it is the date from which you want to see the transaction. 
• Print in: how you like to get print; in form of PDF or in EXCEL.  

Click on ok to print the 
entry  
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5.6 Email 
When you want to email any record, by clicking on email option ( ), following window appears.

 

Enter the email id, select the attachment, whether in PDF format or EXCEL format and click on ok.  

• All: when you email entire transactions, from start to end. (You can get select maximum 25 
transactions at a time). 

• From: transactions, from where you want to start. 
• To: transaction, till where you want to add. 
• Attachment in: you want it in PDF format or in EXCEL, select it. 
• Select multiple: if there is more than one transaction you want to select. 

5.7 Attachment 
When you want to attach any file, from any other location on your system, use this ( )and attach the 
file.  Following window appears 

 

 
 Browse and 

upload the file 
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• To: email id of the concerned person you want to mail the attachment. 
• CC: if you want to send the same attachment to someone else, enter the email id in cc. 
• Subject: mention the subject of the attachment. 
• Browse: browse the file on your system. 
• Upload: upload it. 

After you upload the file, and close the window and save the transaction, it will get delivered to the 
mentioned email id. 

5.8 Notes 
For taking any notes for item, use this ( ). A window will pop up where you can write down the notes. 

When you want to take the notes, following window appears. 

 

Add email id, add notes, click on  to add in the grid and click on save ( ). 

 

5.9 Retrieve list of records 
To manage your list, there are few tools that can be used to make it easier.  

 

When you want to view anything that you have saved in search, then use this drop 
down menu to look for it. 
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 When you want to search the entry with respect to date, name etc. or like to see all the entries 

at once, use this option. (Refer below for search window). 

Search box 

When you make search for the entries, following window pop-up to make your search easy and as per 
your requirement. 

 

• View name: this is used for, by which name you like to see your name and can refer it easily 
every next time you use it. 

• Save view: to save the name you have given to the view, so that you can see it any time. 
• All: when you want to search all the entries without any filtrations. 
• From: starting point of your search. 
• To: till where you want to search. 
• Select multiple: when you want to make the search with multiple options. 

 Look up: If in case you want to look up in the existing data base, this option is used.  
• Mark as delete: when you want to delete some entry, search it, mark as delete and save it. 

Now when you open it next time, you won’t be seeing it in your search.  

5.10 Toolbar 
There are various tools given to make the data entry easier and simple.  

Some of the tools used are as follows: 

1. List tool bar 

When you want to view anything that you have saved in search, then use this drop 
down menu to look for it. 
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 When you want to search the entry with respect to date, name etc. or like to see all the entries 
at once, use this option. (Refer to search window). 

When in the list view, if you want to make any new entry, click on this, and you will be back to the 
window, where you can make a new entry of the item.  

 EDIT: when you select any item from list, and click on edit than that window opens up and you 
can make desired changes.  Even if you double click on any item, window pops-up to edit and 
you can make the changes.  

 When you want to import the file and data from some other location, use this option. (Refer 
window how it looks).   

 When you are in list view, and need to go to the very 1st entry, this is used.  
 When you are checking out various entries in list, if you want to go to the previous entry, use 

this option. 
 When you want to go to next entry in the list, use this option. 
 In list view, while browsing through long list and in case you want to go to last entry, click on this 

option.  

If you need to get the print out of the list, use this. (Refer to print screen). 

 Whenever you make any changes in any entry, and like to see the change automatically in the 
data also, so at that time use this option to refresh the data. 

 When you type any code or name in the search box, information about that product will be on 
display. 

 When you click on this option, you remove the filter and get all the entries at a glance.  
2. Add/Edit tool bar 

 This is use to make the new entry. 
 This is use to save the entry. 
 It is used to cancel the entry. For instance, if you have edited something in any entry and you 

want to discard the changes, use this option and then close the screen. 
 It is used to go to the very 1st entry, when you are browsing through long list.  
 When you are checking out various entries, and if in case you want to go to the previous entry, 

use this option. 
 When you want to go to the next entry, use this option. 
 While browsing through long list and in case you want to go to last entry, click on this option.  
 To take the print out of the entries. This option is not available with every screen. (Refer print 

screen on how it looks). 
 When you want to email anything from screen, use this. This option is not available with every 

screen. (Refer to email screen).  
 For taking any notes for item, use this. A window will pop up where you can write down the 

notes. (refer to notes screen). 
 When you want to attach any file with any item, from any other location on your system, use 

this and attach the file. ( refer to attachment screen). 
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 When you want to copy the record and enter the same at some other place, this is used. This is 
available only with master screen.  

 LIST: This is an important part of edit. when you want to see the entire entries at a glance, use 
this to view the entries in list format. After selecting any item in list, use edit button, to make 
the changes in it. As soon as you click on edit button after selecting any item, that particular 
screen opens up, where you can make desired changes in the item.  

3. Import tool bar 
 When you have imported the files and want to save it, click on save. 
 When you want to discard the changes, use this option. 
 It takes you back to list view 

It takes you back to screen where you can add new entry.  

Use this to browse the file from location you want to import the file. 

• Upload file: after browsing the file and selecting it, it automatically uploads.  
• Sample/download EXCEL format: it’s a sample download in which you like to import your file. 

5.11 Import record 
When you want to import the data from some other source in your list, click on list, then click on 
import. Following window appears on importing.  

Import file window 

 

After this following window opens up, click on sample/download excel format, following excel sheet 
will get downloaded: 
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If this is the way you like to import your file. 

Then click on browse to search the file. Following window opens up 

 

 

After browsing and selecting the file, file will get automatically uploaded.  

 When you have imported the files and want to save it, click on save. 
 When you want to discard the changes, use this option. 
 It takes you back to list view 

It takes you back to screen where you can add new entry.  

Use this to browse the file from location you want to import the file. 

• Upload file: file will get uploaded. 
• Sample/download EXCEL format: it’s a sample download in which you like to import your file. 
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6. Report 
Report is an informational summarized form of data. To go to any report, 

Select Accounting >>> menu. 

After selecting the menu, click on Search. Search box opens up. Do the search. 

6.1 Search 
When you click on search, following search box opens up. 

 

• View name: type the name you want to save it for later use. 
• Save view: save the name you have given so that you can search it next time easily. 
• All: when you want to make your search without any range and want to see all the items at one 

go. 
• From: your starting point of search. 
• To: the last thing you want to see in your search. 
• Select multiple: when you want to make the search with multiple options. 
• Mark as delete: when you want to delete some entry, search it, mark as delete and save it. Now 

when you open it next time, you won’t be seeing it in your search.  
 

 

 

 

 

1. Click 
on all 

2. Click 
on ok 
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6.2 Memorized report 
This is an option to form customized report as per the requirement.  When you click on this icon, a 
window will appear, where you can set the columns and items you want to see in the report and then 
create the report. 

 

There are two columns and two groups. The left side column is meant for non-selected items, and right 
side column contains selected items. 

• When you select anything from left column and want to transfer it to right column, click on right 
arrow key. 

• In the same way, when you want to move any item from right column to left column, select the 
item and click on left arrow key. 

• Top, up, down, bottom buttons are used when you navigate in groups, select the group, click on 
any of the four buttons and see the change in the columns. 

• Save as: by which name you want to save the following column. 
• Lock column: how many columns you want to see at one go and then want scroll bar to 

navigate. 

6.3 Export in PDF 
When you want to see your report in PDF format, click on  following window open up: 
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• All: when you want print of entire records of the transactions.  
• From: transaction, where you want to start. 
• To: till where you want to end the transactions and get the print. 
• Select multiple: if there is more than one transaction you want to select. 
• Export format: how you like to get the print; in PDF format or in EXCEL format. 

6.4 Export in Excel 
When you want to see your report in EXCEL format, click on  following window open up: 

 

1. Click 
on all 

2. 
Select 
format 

3. Click 
on ok 

1. Click 
on all 

2. 
Select 

the 
format 

3. Click 
on ok 
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• All: when you want print of entire records of the transactions.  
• From: transaction, where you want to start. 
• To: till where you want to end the transactions and get the print. 
• Select multiple: if there is more than one transaction you want to select. 
• Export format: how you like to get the print; in PDF format or in EXCEL format. 

6.5 Toolbar 
When any report is open, following window appears and this is how you will use the various navigation 
tools. 

 

This gives you an option for what you like to see, your saved view name, 
which you have saved while making search or you want to see by list all option.  

 When you click on this option, a window appears asking the view name you want to save the 
view, then asking for how you like to view the items. 

 If you want to print the entries of this page, click on print. 
 When you want to use this data somewhere else, you have the option to export it.  
 If you are making any changes in any item, and want to see the same change in this list, after 

making the changes click on refresh to see the change. 
 This is used to view the entries in the expand form. 
 Collapse is used to merge the options.  

This is the layout, which you save by the name you like to view things. There are 
many options given in the drop down, from which you can choose view as per your requirement.  

 This option is used to configure the column. You can add or delete the column, you can move up 
and down the column as per your requirement, and then report is generated with that format. 
(refer the figure below) 

 This option is used to get the output either in PDF format or in EXCEL format.  
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7. Info Screen 
When you are looking for any information about customers, item, payments, receivables, vendor etc. 
you want something where you get everything at a click of a mouse and at a glance without putting 
much effort. In this back office application, you will find the info column on the home screen, from 
where you can fetch information about anything you are looking for.  

 

7.1 List 
This is where you can find the info on home screen. 

When you want to look for information about anything, click on that option, a window will pop-up.  
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7.2 Search 
When you click on this icon ( ), a search box opens up, making your search customize on the basis of 
category, and transaction date. 

 

• View name: enter the name; you want to see when referring back to the screen. 
• Save view: save the view name you have given. 
• All: when you want to make your search without any range and want to see all the items at one 

go. 
• From: your starting point of search. 
• To: the last thing you want to see in your search. 
• Select multiple: when you want to make the search with multiple options. 
• Mark as delete: when you want to delete some entry, search it, mark as delete and save it. Now 

when you open it next time, you won’t be seeing it in your search.  

7.3 Memorized Info 
When you make search, you search it with certain criteria, which you save it for later use. When you 
look in the drop down list that saved criteria is also shown which can use to view items.  

This is the information window. 

 

You can choose the option you want to see. 

7.4 Navigation 
There are various tools provided to make navigation easier, fast and simple. Use them to make working 
simple. 

The navigation bar 
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You can view the entries by various options given in the drop down menu of view 
search box. 

 When you click on this option, a search box opens up, making your search customize on the 
basis of category, and transaction date. (Refer below for the search box). 

 When you want to export the data from info to somewhere else, use this option.  

• When you click on show detail option you will be able to see all the detail entries. 
 When you want to make change in any entry of the item selected, you can use this. You need to 

select the item, click on edit button, automatically that particular window will open of which you 
have open the item, for instance if its customer, than customer window will open up to make 
the changes. 

7.5 Summary 
It is the option to see various summaries of the item related to invoice, open orders, memo, sales, 
receipt, all orders etc. to get the summary of the item, you have to first select the item, then click on 
search to get its complete summary. 

This is the navigation bar, where you get summary and to check the details. 

 

• With show, you can see the details with various options available to see the details. 
 To make search for the entries on the basis of transaction date/period. A box opens up where 

you can customize your search. 

This is the search box that opens up. 

 

1. Click 
on all 

2. 
Click 
on ok 
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 To get the print of the details of the item you have selected. 
 When you want to export the data from this screen to somewhere else, you this option.  

7.6 Detail 
When you want to get detail of anything, click on that item, and the detail information about the same 
will be on display in summary. You can look for details about invoice, open orders, memo, sales, and 
credit etc. thus getting information at one place. 

7.7 Drilldown 
When you want to see the transaction detail of any item, double click on it, and then that particular 
window will open up, where you can view complete details of the item. 

 

Double click on this row and a window open up to view the details. 

After double clicking, such a window will open. 
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8. Tracking 
When you want to track information about item, you can look up to tracking. 

This is the window from where you can get tracking. 

 

From tracking choose any menu that you want to work. 

8.1 Search 
After choosing the menu, a window opens up, where you need to click on search ( ) to view the items. 

Following search box opens. 

 

• View name: enter the name; you want to see when referring back to the screen. 
• Save view: save the view name you have given. 
• All: when you want to make your search without any range and want to see all the items at one 

go. 
• From: your starting point of search. 
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• To: the last thing you want to see in your search. 
• Select multiple: when you want to make the search with multiple options. 
• Mark as delete: when you want to delete some entry, search it, mark as delete and save it. Now 

when you open it next time, you won’t be seeing it in your search.  

8.2 Memorized tracking 
After you make the search, you save your search by some name that is saved and help you in tracking 
down later with the same name you have saved it. This will save your time in searching items. 

This is the window for the same. 

 

8.3 Navigation 
There are tools provided to make your navigation easier and working on this application faster. 

Following is the navigation bar. 

 

 To search the items with different options, giving wide range to search on. 
 When you make any change in the data and want to see the same change in the list, click on 

item; make the change, save it and then click on refresh, that change will be displayed in the 
item. 

8.4 Filter 
Filter is to make your search customize. Sometimes you don’t want to scroll down to the whole screen 
and directly want to see a particular item, than type the initials of the item or by whatever you thing you 
want to search and it will come automatically. 

 This is used to filter the search. 
 This is used to remove the filter and show entire things. 

8.5 Drilldown 
When you want to see the transaction detail of any item, double click on it, and then that particular 
window will open up, where you can view complete details of the item. 
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When you double click on the selected row, that following window opens up.  

After double clicking, following window appears 
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9. Inbox 
Inbox is a place where information can be approved, disapproved, disabled, update etc. all such things 
can be done. 

9.1 Search 
When you go to any inbox window, first thing you need to do is to search. 

Click on search and a search box will popup. 

 

• View name: enter the name; you want to see when referring back to the screen. 
• Save view: save the view name you have given. 
• All: when you want to make your search without any range and want to see all the items at one 

go. 
• From: your starting point of search. 
• To: the last thing you want to see in your search. 
• Select multiple: when you want to make the search with multiple options. 
• Mark as delete: when you want to delete some entry, search it, mark as delete and save it. Now 

when you open it next time, you won’t be seeing it in your search.  

9.2 Memorized 
This is the memorization of the search name you have given, so that you can look for it easily in the view 
option. This is done to see your customized search and what all you want to see at one go. 

You can create a new search, edit or delete it even. 
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9.3 Filter 
Filter is to make your search customize. Sometimes you don’t want to scroll down to the whole screen 
and directly want to see a particular item, than type the initials of the item or by whatever you thing you 
want to search and it will come automatically. 

 This is used to filter the search. 
 This is used to remove the filter and show entire things. 

When filter is used, following screen appears. 

 

When filter is removed, following screen appears. 
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