ABT 20250208 ATUK VIJC Script for “How To Use Accounting Software”.
Below is a consolidated script combining all eight videos into a single comprehensive guide:
In this video, we’re going to cover several essential steps in Accounting Software, including creating a new business, renaming a business, removing a business, setting the base currency, defining foreign currencies, using right-to-left languages, setting date and number formats, and backing up or restoring businesses. Let us get started!

1. Creating a New Business
To create a new business, follow these steps:
1. Go to the **Businesses** section in the main menu.
2. Click on **Add Business**.
[bookmark: _GoBack]3. You will see two options: **Create a New Business** or **Import Business**. Choose **Create a New Business**.
4. Fill in the required fields:
   - **Business Name**: For example, "ABC Corporation."
   - **Country**: Select the country where the business is located, e.g., Bahrain.
5. Click **Create New Business**.
   
You can repeat these steps to create multiple businesses. To switch between businesses, go to **Businesses** and select the company you want to work on.

2. Renaming a Business
To rename a business:
1. In the main menu, locate the current business name (e.g., "MEC Corporation").
2. Click on the **Rename** option.
3. Enter the new name, e.g., "OK Corporation."
4. Click **Update**.
   
You can also set the business address and VAT details:
1. Go to **Settings** > **Business Details**.
2. Enter the address and other required information.
3. For Bahrain, you can add the VAT account number (e.g., 123).
4. Click **Update**.

3. Removing a Business
To remove a business:
1. Go to **Businesses** in the main menu.
2. Click on **Remove Business**.
3. Select the business you want to remove (e.g., "EFG Business").
4. Confirm by clicking **Remove Business**.
 The business will be deleted from the system.

4. Setting the Base Currency
To set the base currency:
1. Go to **Settings** > **Currencies** > **Base Currency**.
2. Fill in the details:
   - **Code**: For Bahraini Dinar, use "1."
   - **Name**: "Bahraini Dinar."
   - **Symbol**: "BD."
   - **Decimal Places**: Set to 3 (since 1 BHD = 1000 fils).
3. Click **Update**.


5. Defining Foreign Currencies
To add foreign currencies:
1. Go to **Settings** > **Currencies** > **Foreign Currencies**.
2. Click on **New Foreign Currency**.
3. Fill in the details:
   - **Code**: For UAE Dirham, use "2."
   - **Name**: "Emirati Dirham."
   - **Symbol**: "DHS."
   - **Decimal Places**: Set to 3.
   - **Exchange Rate**: Enter the rate (e.g., 1.1 or 1.2).

4. Click **Create**.
   
Repeat the process for other currencies like USD or EUR, adjusting the code, name, symbol, decimal places, and exchange rate accordingly.

6. Using Right-to-Left Languages
Accounting Software supports right-to-left languages like Arabic, Farsi, Urdu, and English. To switch:
1. Go to the language settings.
2. Select the desired language (e.g., Arabic).
3. The interface will automatically adjust to a right-to-left layout, including menus and reports.

7. Setting Date, Time, and Number Formats
To customize date, time, and number formats:
1. Go to **Settings** > **Date and Number Format**.
2. Choose your preferred:
   - **Date Format**: E.g., Day-Month-Year or Month-Day-Year.
   - **Time Format**: 12-hour (AM/PM) or 24-hour system.
   - **First Day of the Week**: E.g., Sunday for Bahrain.
   - **Number Format**: Choose between commas, dots, or slashes for thousands and decimals.
3. Click **Update**.





8. Backing Up, Restoring, and Transferring Businesses
To back up a business:
1. Go to **Businesses** and select the business you want to back up.
2. Click on **Backup**.
3. Choose whether to include attachments, emails, and history.
4. Click **Backup** to download the file to your computer.

To restore or import a business:
1. Go to **Businesses** > **Add Business** > **Import Business**.
2. Select the backup file and click **Open**.
3. Click **Import Business** to restore the data.

To transfer a business to another computer:
1. Download Accounting Software on the new computer.
2. Log in to your account and import the backup file as described above.

That’s it! You’ve now learned how to create, rename, remove, and back up businesses, set currencies, use right-to-left languages, and customize date and number formats in Accounting Software. 


