
HOW TO SET UP ORGANIZATION IN BILLING REGISTER?



Click on 
Organization
menu button



Click on 
Organization

button



The organization details which we entered while setting up Billing Register initially is already present in this form. 

We can add more info or change existing data here.



There are 2 tabs here:
1) Basic Details

2) Report Header
We’ll go through Basic Details first 

and then Report Header.





Add Date of 
Incorporation. 

You can enter the 
date manually or 

use the date-picker.



We filled a few 
details like City
and Website as 

these were missing.

Tip:

Wherever you 

see a ^ symbol, you can 
double-click for 

extra functionality. 



Let’s add 
a new 

Phone number



Now let’s 
add a new 
License



To add an Issue Date or 
Expiry Date, you can do 

so manually or Double-click to 
use the date-picker 

(remember the ^ symbol tip?)



Let’s try to add an 
Attribute here. It’s 

optional, but you would now 
know where to add a new 

custom field if you need it.



Enter the Description
right here or double-

click to open the 
expanded window and 

type a long description.





“categooory” is 
deliberately spelled

incorrectly to explain 
the Spell-Check 

feature. 
Click on the Spell-

Check button to use it.



Click on Change or 
AutoCorrect to accept 

the suggested 
correct spelling.



Click on OK
and then 

Save Changes



We have now completed the Basic Details tab.

Now let’s proceed to the Report Header tab.



Notice that the Website and third Phone number that we 
added in the Basic Details tab are not visible here in this tab.

So, click here to reload the data.

? ? ? ? ? ? ? ? ?



Let’s first setup & 
design the A4 Portrait, 

then we will go for 
Thermal Report 

80(70) mm

_____________ __________



Let’s set our logo first. 
Click here on Update 

button and 
choose your desired 

logo image.





In the Report Header 
Preview section, we can 
see the preview - how 

the report header 
would look like. 



The position and size of the 
logo can be managed from 

these buttons. 
You can play with the 

settings to achieve desired 
position and size of the logo.



The position and size of the 
Organization name can be 

managed from these buttons. 
You can play with the 

settings to achieve desired 
position and size.



Show/Hide Borders from here



Manage size, position & visibility of
Additional Text from here.



Show/Hide 
Vertical Lines

from here.

Vertical Line 1



Manage size & position of
Contact Info from here.



Check this checkbox to show 
Tax Info (like GST No.), add 
tax number in the box and 

make the necessary settings 
for optimum display in the 

report header.

Add tax number 
here in this box



This is the final design for 
A4 portrait report. 



Now, let’s 
proceed to 

setup/design 
Thermal Report



First, let’s add a Logo image.
Click on Add button.





Just as in A4 portrait, 
play with the various settings here to 

achieve your desired 
size & positions of all the sections.



Added 2 
horizontal lines

Horizontal 
lines



Uncheck the Auto Update checkbox 
if you need to edit the text 

instead of loading from master data.
Here, we edited the contact info 

to remove the website.



Check this checkbox to show 
Tax Info (like GST No.), add 
tax number in the box and 

make the necessary settings 
for optimum display in the 

report header.

Add tax number 
here in this box



Our setup/design is now complete.
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