
Learn how to create and manage Expense Types in Muhasib ERP. Expense Types help you classify
and organize business costs such as rent, utilities, salaries, office supplies, repairs, subscriptions,
and other operational expenses for better financial tracking and reporting.

In Muhasib ERP, an Expense Type, also known as an Expense Head, is used to categorize
expenses before they are recorded in the system. A well-organized Expense Type list helps your
business generate accurate reports, analyze spending patterns, and maintain better control over
operational costs.

Info: Expense Types are usually created once during initial setup, but they can be updated later when new

business expense categories are required.

Business owners

Accountants and finance teams

Finance managers

Administrative staff

ERP operators

Authorized Muhasib ERP users responsible for expense setup

After completing this guide, you will be able to:

Create a new Expense Type

How to create and manage Expense
Types in Muhasib ERP?

Overview

Who Should Use This Guide?

Purpose / Outcome



Create new Expense Types in Muhasib ERP.

Categorize business expenses properly.

Use Expense Types while recording expense transactions.

Improve financial reporting and expense analysis.

Maintain a clean and meaningful expense classification structure.

Before creating an Expense Type, make sure that:

You have permission to access the Expenses & Vouchers module.

The correct company, branch, or business profile is selected.

You understand how your business wants to group expenses for reporting.

If accounting integration is enabled, the required cash, bank, or ledger accounts are already

configured.

Important: Avoid creating duplicate Expense Types for the same purpose. For example, do not create

separate heads named Electric Bill, Electricity Bill, and Electricity unless your business has a specific

reporting reason.

You can create Expense Types based on your business requirements. Common examples include:

Rent Office, shop, warehouse, or branch rent

Utilities Electricity, gas, water, and other utility bills

Salaries & Wages Staff salaries, wages, allowances, and related payments

Internet & Communication Internet, mobile, landline, and communication charges

Office Supplies Stationery, printing, and routine office items

Repairs & Maintenance Equipment repairs, vehicle maintenance, building maintenance,
and service charges

Travel & Transport Fuel, taxi, delivery, logistics, and business travel costs

Miscellaneous Expenses Small or occasional expenses that do not fit into other categories

Before You Start

Common Examples of Expense Types



Tip: Keep Expense Type names short, clear, and consistent. A clean list makes reports easier to read and

reduces mistakes during data entry.

Log in to Muhasib ERP using your authorized user account.

From the home screen or main dashboard, click Expenses & Vouchers.

In the Expenses & Vouchers Management window, open the Setup or Maintenance section,
depending on your Muhasib ERP version.

Click Expense Types from the setup or maintenance options.

In the Expense Type window, enter a meaningful expense head name. Examples:

Rent

Electricity

Internet & Communication

Office Supplies

Repairs & Maintenance

Software Subscriptions

Best Practice: Use a naming style that your team can easily understand. For example, use Internet &

Communication instead of creating many similar categories like Internet, Mobile Bill, Phone Bill, and

Communication Charges unless separate reporting is required.

Click the Save button to create the Expense Type.

Steps to Create an Expense Type
Step 1: Log in to Muhasib ERP

Step 2: Open the Expenses & Vouchers Module

Step 3: Open the Setup / Maintenance Section

Step 4: Open Expense Types

Step 5: Enter the Expense Type Name

Step 6: Save the Expense Type



After saving, Muhasib ERP will show a confirmation message such as:

Record has been added successfully.

Close the Expense Type window after saving the record, or continue adding more Expense Types
as required.

The new Expense Type will now be available for selection when recording expenses. It can also be
used in reports to analyze expenses by category, date, user, payment method, company, branch,
or business unit, depending on your reporting configuration.

Example: If you create an Expense Type named Electricity, all electricity bill payments can be recorded

under this head. Later, you can view electricity-related expenses separately in reports.

1. Create required Expense Types during initial setup.

2. Record expenses using the correct Expense Type.

3. Review expenses regularly through reports.

4. Update or clean the Expense Type list when business needs change.

Create Expense Types before starting daily expense entry.

Use simple and consistent names across all companies, branches, or locations.

Avoid duplicate categories for the same expense.

Do not create too many unnecessary Expense Types.

Restrict setup access to authorized users only.

Review the Expense Type list periodically to keep reports meaningful.

Step 7: Confirm the Record

Step 8: Close or Continue

Result

Recommended Workflow

Best Practices



Creating duplicate Expense Types for the same cost.

Using vague names such as General, Other, or Misc too frequently.

Selecting the wrong Expense Type during expense entry.

Changing names without considering reporting and historical records.

Allowing every user to create or edit setup records without control.

Caution: Do not delete or rename Expense Types without checking whether they have already been used

in transactions. Changes may affect reporting clarity and historical analysis.

An Expense Type is a category used to classify business expenses such as rent, utilities, salaries,
office supplies, repairs, travel, and other operating costs.

Expense Types help organize expenses, improve reporting accuracy, and provide better financial
insights into where your business is spending money.

Yes. You can create as many Expense Types as required based on your business operations and
reporting needs.

Yes. Authorized users can edit Expense Types later. However, changes should be made carefully
because they may affect reporting consistency.

This depends on your Muhasib ERP configuration and whether the Expense Type has already been
used in transactions. In most cases, used records should not be deleted. They should be
deactivated, renamed, or handled according to your company policy.

Common Mistakes to Avoid

FAQs
What is an Expense Type in Muhasib ERP?

Why should I create Expense Types?

Can I create multiple Expense Types?

Can Expense Types be edited later?

Can I delete an Expense Type?

Which expenses can be categorized using Expense Types?



You can categorize rent, utilities, salaries, maintenance, internet, office supplies, transport,
subscriptions, bank charges, travel, and other operational expenses.

How to Record a New Expense

How to Create and Manage Vouchers

How to View Expense Reports

How to View Voucher Reports

How to View Head-wise Expense Summary

How to Set Up Cash and Bank Accounts
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