SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme)

LESSION -1

INTRODUCTION TALLY 9.0

Tally Solutions has released a new version of its Tally 9 software.
It is most popular software for accounts and inventory
management. It offers different feature for maintaining accounts.
Tally 9 is integrated with a lot of advanced feature like better data
migrating, fast data speed, payroll management, TDS, TCS, job
costing and point- of sale invoicing etc.

Tally 9, a synchronized multilingual integrated business accounting
software, enables to maintain accounts in any Indian language,
view it in other and print it in yet other language of their choice.
Targeted at SMBs, Tally 9 offers greater reliability, scalability,
accuracy and speed. It supports Unicode data which helps
companies maintain data in any of the Unicode supported
languages.

Tally 9 program also has features including tax compliance
features for value added tax (VAT), service tax and excise for
traders.

FEATURES IN TALLY 9

1. Easy calculation of TDS (Tax Deducted at Source): Using
Tally 9 you can calculate TDS appropriately.

2. Negative Stock Warning in Journal Voucher Create: a
stock item with an opening balance of considerable units and
pass a delivery note against it. using a Journal Voucher to
record a sales transaction tracking the delivery note would
display a warning message of negative stock even through a
considerable amount of stock was left over. The same has
been addressed appropriately in Journal voucher.

3. Performance in Networking Environment: Tally 9 can work
efficiently in a networking environment, if the Server has
Windows XP and Clients have Windows 98 as the operating
system, Tally performs efficiently with improved data stability.

4. Interest calculation in Forex: A Sales transaction created
using Forex currency and Interest calculation, calculates the
Outstanding Forex Interest accurately.

5. Ledger Account: Tally now prints the address of the Sundry
Debtor/ Creditor ledgers, while printing a ledger account.

6. Ratio Analysis: If the Net Profit is lesser than the Return on
Investment% or Return on Working Capital, Tally displays the
values with a negative sign.

7. Maintain balances bill by bill: Altering a ledger created
under Sundry Debtors or Sundry Creditors, by setting
Maintain balances bill to Yes affects only the selected ledger
and not the Group.

8. Migration Tool: Users may now migrate data to Tally 9,
using the Tally Data Migration Tool on Tablet PCs and
Desktop computers of higher processor speed.

9. Stock Journal: The value in the rate field of a Stock Journal
(Transfer of Materials) appears appropriately.

10. Purchase/Sales Order: The list of Party or Customer
ledgers is displayed appropriately, while creating a Purchase/
Sales order respectively.

11. Inventory Report: The Godown — wise Inventory reports
mow displays accurate balance values whereas multiple
Godowns are maintained.

12. VAT (Value Added Tax): You can calculate value added
taxin tally 9.
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13. FIFO Perpetual 3: Tally introduces a new method of inventory
valuation FIFO Perpetual, which is similar to LIGO Perpetual. The
Normal FIFO treats the opening balance of the financial year as the
terminating rate to apply for residual stock. FIFO Perpetual takes all
existing past data. Both LIFO and FIFO Perpetual are capable of
changing the valuation when the company is split

Unlike their ‘Annual’ versions, which are consistent.

14. Payroll: It has been integrated with accounts, in order to
simplify Payroll processing. Payroll can be configured to suit the
requirements of various types of organization. You can now
configure, align and automate simple to complex payroll processes.
You can print pay slips, maintain salary/ wages and
attendance/leave/overtime registers, and generate Gratuity and
Expat reports. You can also configure Payroll Data with cost centre
reports for business analysis.

15. POS Invoicing: POS Invoicing in Tally is equipped with ease of
use and advanced capability to simplify your retail operations. It
efficiently automates the ‘check — out’ process, and allows you to
create invoices and collect payments from customers, in a matter of
moments.

16. Multilingual Support: Tally comes with the World's First
Concurrent  Multilingual Business Accounting & Inventory
Management Software for small and medium businesses. The user
interface for the software is available in Hindi, Marathi, Gujarati,
Bengali, Kannada, Tamil, Telugu, Malayalam, Hinglish (colloquial
English) and Punjabi, and in Bahasa Melayu and Bahasa Indonesia
allowing you to interact with Tally, in a language of your choice.

INSTALLING TALLY 9

When you install Tally, a folder named Tally is created by default,
where the program files will reside. You can specify a different folder
name, if you wish.

System Requirements
To install Tally, your system must meet the following minimum
requirements.

System Requirements Configuration

Processor Intel Pentium IV and higher or
equivalent
Memory 256 MB RAM or more

Free Hard Disk Space
Monitor Resolution

40 MB Minimum (excluding the data)
Recommended 1024*768 or higher

Note: For better performance Tally Multilingual needs more memory
(about 40MB of Free Hard Disk Space)

To install Tally in Windows NT/2000/XP/2003/XP SP2/VISTA
Workstation,

1. You need to have administrator/all rights (to create, write,
update, modify and delete) on the Application. Data,
Configuration and Language directory.

2. Ensure that the Operating System you use supports Tally for
Multilingual support.

You can install Tally using one of the given methods.

Method 1:
* Double click install.exe form the CD.
Method 2:
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¢ Click START from Windows.
« Select RUN.

e TYPE<CD drive>:/INSTALL.
* Press ENTER key.

Follow the instructions on your screen to install Tally.

1. The Tally Setup Wizard is displayed.

1% Tally9.1 Full Setup E3

Welcome to the Tally2.1 Full
Setup Wizard

The Setup Wizard will allow you to change the way Tally9,1
Full Features are installed on your computer or even to
remove Tally9, 1 Full from your computer, Click Mext to
continue or Cancel to exit the Setup Wizard,

[ Mext > ] | Cancel

2. Click Next to continue

3. The Installation wizard displays the License Agreement. Read
the license agreement before you proceed. Click | Agree to
continue. Click | Decline to stop setup or click Back to go to the
pervious screen.

i Tally9.1 Full Setup 3

&

Welcome to the Tally9.1 Full
Setup Wizard

The Setup wizard will allow yvou to change the way Tally9.1
Full features are installed on your computer or even to
remove Tally9.1 Full from your computer. Click Next to
continue or Cancel bo exit the Setup Wizard.

I Mext > I [ Cancel I

4. In the Installation screen, you may accept the suggested
directories. Else click Change Application Directory or Change
data Directory or Change Configuration Directory or Change
Language Directory the change the respective directory paths.
Use Tab or the mouse to

change the path in any of the directories.
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Tally9.1 Full Setup

Welcome to the Tally2.1 Full
Setup Wizard

The Setup Wizard will allow vou to change the way Tallva. 1
Full Features are installed on your computer or even to
remove Tally9.1 Full from your computer, Click Next to
continue or Cancel ko exit the Setup Wizard,

[ mext> | [ Cancel |

APPLICATION DIRECTORY
The tally program files reside in this directory.

Data Directory

The Tally data resides in Data directory.

The default directory where data is stored is C:/Tally/Data. To
change click on Change Data Directory button and enter the new
directory.

When Tally is installed in a directory with an earlier version, it
detects and retains the data configuration path of the previous
installation.

Configuration Directory

Tally configuration files reside in this directory. Specify the path of
the directory where configuration files should be saved. It is usually
the same path as that of the Application directory.

Language Directory

Tally Language files (.dct) reside in this directory.

Specify the path of the directory where the Language files will be
maintained. It is usually the same path as that of the Application
Directory.

Note: If you are a multi-License User, select the Run Tally License
Server at Windows Startup check box. During installation, you are
prompted to specify the path and the OS files to install the Indic
languages.

5. Click Install Operating System Language Support to enable
Language Support.

6. Select your Country name is Country Selection.

7. Select the Initial Startup Language from the list. When you start
Tally for the first time, Tally will appear in the language selected as
the Initial Startup Language (screen).

8. Once you select the Initial Startup Language, Click Install to
proceed with the installation.

9. The installation progress startup is displayed as shown below.

10. Insert Windows CD to install language or Browse for the i386
folder in your system. Note: You will be prompted to install the i386
language support folder only if it is not available in your system.

11. Click Finish to complete Setup.

After completing installation, double click Tally icon on the desktop
to start working on Tally.

MULTILINGUAL FEATURE IN TALLY 9

Tally comes with the World's First Concurrent Multilingual Business
Accounting & Inventory Management Software for small and
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medium business. The use interface for the software is available in Hindi, Marathi, Gujarati, Bengali, Kannada, Tamil, Telugu, Malayalam,
Hinglish (colloquial English) and Punjabi, and in Bahasa Melayu and Bahasa Indonesia allowing you to interact with Tally, in a language of
your choice.

Thus, Tally gives you tremendous freedom to maintain accounts, as well as view and print in any of the above mentioned Indian languages.
Tally enables you to enter data in one language and have it transliterated into different languages. You can generate invoices, purchase
orders or delivery notes in different languages after entering data for the same in a different language.

Features of Tally Multilingual

Tally is a concurrent Multilingual software that-

« Can display Tally in any language that the user chooses from any screen in Tally.

« Supports Translation of Pre-Defined Masters

« Support Translation for the allowed languages.

« Can capture data entered using the phonetic language or system language.

« Can capture language specific Names and Aliases.

« Can print and display Report, Vouchers and Invoices in any language.

« Can copy text from Tally to Windows and vice versa. Use Ctrl + Alt + C to copy and Ctrl + Alt + V to paste.

User Interface in Tally
The Tally interface displays in the language selected as Initial Startup Language, at the time of installation.
Company Information

The first step to get started in Tally is to create a Company. The initial screen appears as shown:

{cl Tally Salutions FZLLC, 1560 2006 TallyGald - Multillser | F4, Salect Crnp)
it fwmw dallyso hitions.com 5L Ho. - Bkl 20407
| L: Languaie | K ke ghinard | | | H: Help
Currend Feaod Cuwrrent Dube
List of Selected Compamies
Niame of Gompany Date of Last Enty
Ty CUInpLr Y
Bachup
Restars
auit
Calsulntar OOBC Server i
q - FiZ: Configure |
Company Infa. 5 - Fzleaza 1 iErglish) Thu, & Jan, 2012 033235

The Gateway of Tally screen is separated into six sections, namely Title Area, Horizontal Button Bar, Main Area (Ctrl + M), calculator Area
(Ctrl + N), Button Bar and the Bottom Pane.

The elements of the Gateway of Tally screen are explained below:
Title Area

Title Area contains the Tally CopOytight and Tally website link. You can access the Tally website directly from the Tally screen. You must have
access to the Internet and Internet Explorer Web browser installed on your computer.

Click on the http://www.tallysolutions.com link on the top frame of the screen to enter our website. The link appears in all screen of Tally.

The Product type (Tally Gold, Tally Sliver, Tally Bronze or Educational) and Tally Serial Number appears on the upper-right corner. The
software serial number is usually a uniqgue number.
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Horizontal Button Bar
The Button, Print (Alt + P), Export (Alt + M), Upload (Alt + O), Language (Ctrl + L), Keyboard (Ctrl + K) and Help (Alt + H) can be seen in the
Horizontal Button Bar.

Bottom Pane

The Bottom Pane contains the Version number, Release details (every ti8me a new release of Tally is made, it is identified with a different
release name like Release 3.14) and the Current Date (the date configured in the computer). The name of the day, date, month and year is
displayed in DD, MM and YYYY format on the right- hand side. System time (the time configured in the computer) appears on the lower-right
corner in Hour: Seconds: Minutes (HH/MM/SS) format. The Pate appears in the lower left corner in the Bottom pane.

Close Button
The Close Button in the upper right corner functions similar to the use of ‘Esc’ in Tally. It brings you to back to the Gateway of Tally from any
screen.

Minimise Button
The Minimise button performs the standard Windows Operating System’s function (windows 95onwords), allowing you to minimize Tally and
work on other applications. To restore Tally, click on the Tally icon on the taskbar.

Main Area (Gateway of Tally)
The Main Area is separated into two:

1. Left-hand side area: provides information on Current Period, Current Date and List of Selected Companies (Name of the company
and the date when last entry has been made).

2. Right-hand side area: displays the Company Information menu such as Select a Company, Create a Company, Backup a Company
or Restore a Company and so on.

Hot Keys
Hot keys are capitalized and are red in color on all the menu screens. Using the Hot Keys in the Company Info Screen will take you to that
particular screen or display the sub — menus within that Option.

Calculator Area
Press [Ctrl + N] to activate the calculator. Calculator Area is used for calculator functions. Any type of independent calculation can also be
done using the calculator.

Button Bar « F1: Press the shortcut function key [E1] to select a company.
The buttons are designed to make the work easier and faster and * F1: Press [ALT +F1] to shut a company

faster and vary from one screen to another based on the screen ~ * F8: Press [CTRL + F8] to select the Credit Note voucher
functionality. They appear on the right hand side so the Tally  *Ctl+M: Press Ctrl + M to access the Gateway of Tally.

screen and the inactive buttons are greyed out. « Ctrl + N: Press Ctrl + N to access the Calculator/ODBC Server
frame.

You can either click these buttons or press the shortcut keys to . ) )

access the relevant screen. Country Specific Configuration

The following are some of the buttons and their functions: The options available are Country Details, Style of Names, Style of

Dates, Configuration of Numbers and Other Options.

o Help (Alt + H) — To access Tally's online context-sensitive GO t0 Gateway of Tally > F12: Configure> General

help _ i
Country Details Ast of Countries
. — i Use Accounting terminology of
o F1: Selfect Cmp - To select the company fror_'n the_llst of A e, Pakistan, Sri Lanfa i et
companies and access data from other data directories on Bangiadest, Nepal, Bhuten and Maldives.)
the local system or through the network. You can also access Style of Names
the Directory field by pressing [Backspace]. Default appearance of Mames in Reports Name Only
Default appearance of Stock ltem NMames in Reports Name Only
: ) . . Style of Dates
e F12: ConflgL_Jre - T_o access th_e configuration settings to Style of Short Date s oy
manage the information entered in Tally. For example, you Separator used in Short Date -
can access the General Configuration to set country specific Configuration of Numbers
defaults, before creating a company. ECRHEL i e

Thousands Separator to use
Put Sign before Currency/Unit Symbols
Show numbers in Millions (and not Lakhs)

Other Options

Ho
HNo

g

Button where a character or function key is underlined
indicates that you have to press underlined character or the

. . Show Monthly reports with Graphs ? Yes
function key along with [ALT] key Button where a character Use separale Menu for Final A/c Slatements ? No
. B B B B Ignore errors & continue during data import 7 No

or function key is double und(_erllned |nd|cates_, you have to brb T P e T v o)
press the character or the function key along with [CTR;] key. Export Base Cumency Symbol along with Amount 2 No

Show tables with Masters only in Current Language ? No
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The configuration settings of Country Details, Style of Name, Style of Dates and Configuration of Numbers are self-explanatory. The prime
differences are in the use of terms like VAT in Europe and Sales Tax in Asia and American that have to be configured before creating a
company.

CREATING A COMPANY

Creating a Company involves providing basic information about the company whose books of accounts are to maintained in Tally.
Go to Gateway of Tally > (Alt + F3) Company info. > Create Company

B Tally ¢ =1
i {c) Tally Solutions FZLLE, 1988 2006 Tally@ald - Multi-User |
imbww:mm.mm SLWo, : BME- 2007

| i I: Feyhaare | Bz Halp - |
Company Creation I

Oirectory CiTally Original Data
Mamsa . ABT Company

tlailing Marme ABL Company

Address | 1218, inmetsts Aaad Surrey

Statutory comglianee or - lnidla

State - Untar Pradash I |
Pt Coda 2 .
Telephaone No L |
E-elail © sales @accownts,com |
Currency Symbol Re. |
Pdairdain Accounts with Inventary |
Finsnzial ¥ ese fram 14200, T |
Einaks baginning from 1.4 2006 |
Tallyault Pazaward i any] 8
ARG forgpattog oW TailAvaue paasword il randsr Jowr data Unuea bl
Llza Secunty Control * Na
Hase Cunnency Information
Eaze Curancy Symbol . Re.
Fannal Mama * Indian Rupess
Pumber of Decimal Places 2 Show Amound = in Millions ? Ho
|= Bymbal SLUFFIXED ta Amourds 7 Ho Pul a EFACE between Amount and Symbal - 7 Wes
Syrabol for Decimal Porian e Dacimal Places for Prating amounts in Words [P
i_EE-nI_c-EITaMl ODEC Server CIER.
1 i
Campany Info, —x Compeny Creaton % - Relsaze L(Engsh) Thiy, 53an, 2012 0203
Above is displayed an International Company Creation Screen. Note that the State and PIN Code fields are not available.
The screen for India/SAARC would be:
9 Tally 5 Bl
[ch Tally Salutions FZLLC, 1988 2005 TallyGold - Multtsey
gz tallyso htboris. c can. 51, Ho. : BME- 2007
| | B Zeyboat] | H: Halp
Directory . CITally® OriginalData L
Mams ABC Company E
Failirg Marme ABC Compsa iy
Address 1215, kingstate Road Surrey
Statutory compliance for  India
Sate Untar Pravelesh
Pk Goda
Talephona Mo
E-Mail sales @accounts,com
Currency Syrbol R=, L
Filirdsin Accomnts with lentory
Finsncisl Yasr fom 5 42006
Einaka baginning fam HR BT

Tallyault Pasewond (il any]
ARG, fargataing vour Tatylizult passwond will rancr your data unusabis)]

Lse Security Cortral : Mo

Base Cutiency Infenmation

Basa Curmancy Symbol : Rs.
Formal Mame : Indlian Rupass
Murnber of Decimal Places ;2 Shows Amounts in Millions Accept? L
15 Syrrbal SUFFBED 10 Arnounts ¥ Mo Pl 3 SPACE betisan Amaurt and Sy i
Zymbol far Decimal Portion : paise Decimal Flaces for Printing Amounts in % yes o N
[ Calcuiator COEC Server SR
d >
Company Irfo. —> Company Creation |5 - Release 1 {Erglishy [Thu, 5 Jan, 2012 [10:04: 08
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A detailed explanation on each field is given:

Directory

The data path where you want the company to be created is specified in the Directory field.
This field is skipped by default when you create the company in the data path given in the Tally.INI file. If you want to change it, use the

backspace key and modify it to the path require.

This is referred to as the Tally Anywhere concept — which is the ability to create/load companies in separate directories. The Directory field is
displayed while selecting Select, Create, Backup, Restore and Rewrite options for a company. By default, the cursor will skip the field,
presuming that you wish to use the default data directory for your work. You may press Backspace to give a new path and work from there.
For example, the default Tally data directory could be C:TALLY/DATA. You may now wish to create a new company on
C:/TALLY/PERSONAL, and some other companies on C:/TALLY/BRANCHES. The next time, the default directory displays C:/TALLY/DATA,
and if you wish to work on the data of your branches, press Backspace and enter C:/TALLY/BRANCHES for the directory name. This displays
the companies whose data is stored in that location in the List of Companies. You can even give the path of a network server

or any other storage device.

Name

Enter the name of the company whose books are being opened. If
you are a professional accountant and are maintaining the books
of your clients, give the Client Company’s name.

Mailing Name and Address

In addition to the Company Name, Tally provides the facility to
enter the Mailing Name field. It displays the Company Name by
default. You may change it as required, if the mailing name is
different form the Company Name,. the mailing name and address
details are picked up for inclusion in any report that needs the
company name and address as heading. For example: Balance
Sheets, Statement of Accounts, and so on.

Tally’s reports print the mailing name and address as given:
. Rects Infotech Pvt Ltd.

. 806 Shastri Nager Dadabari
Kota Raj.

Mailing Mame
Address

Tally does NOT restrict the number of lines for the address details.
Tally accommodates all the entered information and vertically
compresses the same.

Note:

1. In the space provided for the Address details, observe
the vertical compression as compared to the Mailing
Name field where there is horizontal compression.

2. You can specify any length for the mailing name and
you are permitted to give any number of lines for the
address. The information is completely visible.

3. Tally handles compressed information correctly while
printing. It adjusts the reports accordingly.

Statutory compliance for

Select the Country from the List of Countries. The Statutory
Features and Base Currency Symbol are enabled in accordance
with the country selected. For example, if the accounts belong to a
company in India, the base currency would be Indian Rupees. The
Base Currency will appear with respect to the Country selected.
Selecting India from the List of Countries brings up a State, pin
code and Telephone No. field.

State

You can select the appropriate state from the predefined list.

PIN Code

Specify the PIN Code (Postal Index Number) of the specified
address.

Telephone
Enter the Telephone number.
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E-mail Address
Enter the E-mail address that will be used to e-mail documents,
reports and data from Tally.

Currency

Currency symbol is the symbol of the base currency, that is, the
currency that will be used to maintain the books of account. The
symbol Rs. appears by default for India/SAARC Companies and the
field is left blank for International Companies.

Maintain

Tally displays a drop down for the Type of Company with two
options Accounts only and Accounts with Inventory.

Select Accounts only if you do not have any inventory transactions
(suitable for professionals and corporate offices).

However, at a later data (if required) you can choose to alter the
information as Accounts—with—Inventory. Select Accounts— with —
Inventory, to maintain both financial accounts and inventory.

Financial Year From

In most countries, the books of accounts of a company are
maintained for a stipulated period liked, 12 months, 15 months, and
so on. This stipulated period is referred to as the Financial Year.
The stipulated period of the financial year is 12 months in most
countries. Tally automatically considers 12 months from the date
you give here as the Financial Year.

For example, if you enter April 1, 2005 as the date, the Financial
Year will be from April to March ending with March 31, 2006. If you
enter October 1, 2005 as the Financial Year From then the financial
year will be from October 2005 to September 2006 ending with 30th
of September every year.

Tally allows you to maintain data for multiple years by changing the
period (Alt +F2) at the Gateway of Tally. In addition, you can also
specify the date of actual establishment of the company (date of
incorporation)

Books Beginning From

Tally presumes that you wish to maintain books from the beginning
of the financial year. Hence, Tally displays the date given in
Financial Year from field automatically. The date for Books
beginning from can be changed, in case of companies, which are
incorporated in the middle of the year. If your company is new, you
can opt to start the books of accounts from the date of actual
establishment of the company (date of incorporation) but close
books according to the Financial Year as specified by you. Tally
provides the required flexibility in such a case by allowing you to
give the date when the books of accounts actually began. Tally will
open books from this date and close as on the last day of the
Financial Year.

For example, if your company is established on August 19, 2005,
the opening balances for all the accounts can be given as on August
19, 2005 even though the Financial Year given is April 1, 2005
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(April to March Financial year). The company’s books will begin on August 19, 2005 and close on March 31, 2006, which ensures smooth
transition to the next year. This concept can be applied even when you are migrating to Tally from any other system or from a manual
accounting system on any day during the Financial Year. Close books in that other system on the previous day and start books on Tally from
this day. You are allowed to give opining balances of all Ledger accounts including Revenue accounts.

Tally Vault Password

Tally Vault is an enhanced security system, which allows for encryption of the company data. Encryption involves converting normally
accessible Tally information into unrecognizable information, which can only be reconverted by authorized persons. Give a password here and
repeat the same in the Repeat field. This basically results in the creation of an encrypted company whose information is not accessible to
users other than the password holder.

Use Security control?

Set this to Yes, if you want to initiate a password-protected system to control access to Tally data. Else, set this to No. If you opt for security
control, tally offers a comprehensive password based access control to different features to Tally based on authority list created by the
Administrator. (The section on Security Control under Administer Tally contains details on authority lists)

Use Securty Contral “Yes Name of Administrator, Password, Repeat Assuming the Tally Vault Password
Narme of Administrator © A and Use Security Control is set to Yes enter the Name of Administrator,
Passord e Repest _ Password and Repeat in the respective fields.

Use Tally Audt Features ? No Use Tally Audit Features

Tally Audit allows the administrator or an auditor profile user to track changes in
accounting information. If you wish to use this facility, select Yes. Tally Audit will be available only to the administrator/auditor, through Display
of Statements of Accounts. It will be discussed in greater detail under the Security Control section in Administer Tally. On accepting the
company creation screen, if you have specified Tally Vault password, Tally prompts you to enter the Tally Vault password.

Vault password as appears: Then Tally prompts you to enter the Name of User and Password
)
Tally Vault 1|+ i (|f any)
Company Login Rects Infotech Pyt Lid. i i i+ B
TallyVauh Password
. [ Company : ABC Campany
Mgt of Uset Admin
Passwordif sry) |

After verification Tally imports the latest statutory masters. Wait till the screen shows that 100% of import is complete.

[RUREH ]

Directary © CrTally3 Original Data
Mame ABC Company

Mailing Name : Agrawal Bhatia Chari Company
Al d e 125, 1=t Floor

Bluestar Bulicing
ML=, Fosd
Enagalors

Siatutory complisnce far  : India

Stata : Kamataka

FIM Cads o 60001

Telephnone Mo o 1234567

E-Mail + aboEaceoUIs. com IMPORT
Curahcy Syimbol : Rs. Statutory Masters
Maintzin © Accounts with Invento

Financial Year from 142006

Booka beginning fam - 142006

TaltpVaull Passoard T sny] © ™~
CWIMENINI: Forgetting poar Tailfaet aaaswoe wii

Use Security Control : He

Base Currency Symbol : Rs.

Farmal Mame : Indian Rupees

Numbar of Dacimal Places ) e 1 w Amaunts in Milions ? Ne
Iz Symbol SUFFIXED to Amounts 7 Ne 0% S% 0% 3 SPACE betwean Amount and Symbel 7 Yes
Symbol far Dacimal Portian . paise mal Places for Printing &mounts in Words © 2
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This completes the Company Creation process in Tally.

An explanation on the field on the bottom of the Company creation screen follows.

Base Currency Information

The Base Currency Information is found in the
bottom frame of the Company creation Screen.
Base Currency is the currency in which your
accounts would be maintained. Financial
statements are prepared in the base currency
by default and these are normally required to be
submitted to local statutory authorities. The

Base Cunency Syrbol  fs
Fortnal Mz
Nurber of Decirnl Places i

Is Symicl SUFFHED to Amourts 7 No
Sytrbal for Decimal Potion palse

Indian Rupees

Base Cumency Information

St Aatourts in M lion Th
Put 3 SPACE betwean Amount and Symol 7 Yes
Decimal Places for Pirting Amourts n Viords + 2

Base Currency information in Tally varies with the country selected for Statutory Compliance. You can recode transactions and raise invoices
in foreign currency; and also maintain bank accounts or ledgers in foreign exchange, exchange, when required.

Base Currency Symbol

The currency symbol given earlier in the Company Creation
screen is displayed here automatically. Tally uses this currency
symbol in reports, wherever necessary.

Formal Name

Formal Name is the full name of the currency specified. The
Formal Name for the base currency is set to Indian Rupees for
Indian Companies.

Number of decimal places

The number of decimal places for the base currency is set to 2 by
default. However, you have the option of specifying up to 4
decimal places. Indian currency has 2 decimal places whereas
certain other countries require 3 decimal place and so on.

Show Amounts in Millions

This is useful for companies, which require reporting the financial
statements in millions.

This is possible only if Allow Multi- Currency is enabled in F11:
Features.

Is System Suffixed to Amounts

For countries, which specify the symbol after the amount (value) —
this facility is provided. For example, Yen is specified after the
amount (5000 Yen) unlike in India where the symbol is specified
before the amount (Rs.5000).

Put a space between Amounts and Symbol

This facility is provided to users who require a space between the
amount and the symbol. However, putting a space between the
amount and symbol could give an opportunity for misuse incase of
cheque printing. Hence, the flexibility to turn option on and off as
required is provided.

Symbol for Decimal Portion
Enter the symbol for decimal portion.

Decimal Places for Printing Amounts in Words

You can specify the number of decimal places for printing the
amount in words. This number should be equal to or lesser than
the number specified in Number of Decimal places field in
company creation or currency master screen which will appear in
Invoice and Cheque printing screen.

For example, if the currency is expressed upto 3 decimal places,
the numeric to be printed in words can be restricted to 2 decimal
places

Note: The Name of the Company cannot be translated or
transliterated but will appear in the Language created.

Visit us at: www.sarvaindia.com
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LOADINGA COMPANY

A newly created company loads automatically. However, for
subsequent working, you must load or select the company you want
to work with from the List of Companies. (Select and Load are
synonymous). A company can be loaded in two ways:

1. Automatically by Tally.
2. Using the Select Company option

Tally Loading the Company Automatically When creating a
company, Tally creates a sub-directory under its\DATA directory for
the company. The directory is allotted a number in serial order
starting with 0001 (example — 10001, 10002...10009....10020, etc
these are system generated codes for the company). In order to
automatically load a company, Tally has to be configured
appropriately by setting the Tally.ini file (available in the Tally
directory).

Ensure that Default Companies is set to Yes and specify the
company number which has to be loaded automatically, for
example, Load = 10000 Note: You can specify any number here as
per the information available in the data directory (10000 or 10002
or 10003, etc) Example of sub-directories created by Tally for
different companies:

S Edb Vew Favolles Tocks  Help >

@ Sark - = - Szad (= Folders  [E3)-
5| CATellynDate ~ Esu
S Neme Size  Type -

~0005 Fie Foldar

0004 Fi e Folder

0003 Fle Folder

02 Fie Folder

02 Fie Folder

0000 Fie Foldar

LOADINGA COMPANY USING THE SELECT COMPANY OPTION

In order to load a company using the Select Company option,
disable the default loading of a company in Tally.ini file. Set Default
Companies to No OR place a semi-colon before Load = 0001
(company number — placing a semicolon means that the words
following it in that line would not be executed.
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Each line is a separate command). On double —clicking the Tally icon, appears as:

Gateway of Tall

Cumart Paricd Curard Diaie

List of Selected Companies

Naime of Comosny Dzie of Last Entay

cirl + 1 B3

Selact Campany

Create Company

Backug
Restore

ot

You can use the Select Company option in two ways, from the Company Info. Menu OR by using the button F1: Select Cmp (available on the

Gateway of Tally screen).

Select Company
Press Enter on Select Company or use the button F1: Select Cmp. Tally
displays this screen.

Tally displays:
1. Company Name (All the companies created are displayed)
2. System — generated code for each company displayed
3. The Financial Year information relating to the number of years data

present in the company.

Note: The system-generated code for each company is displayed to assist you
in identifying which company you wish to work on in case you have multiple
companies with the same name (as displayed in the above screen). Select
company.

GATEWAY OF TALLY Gateway of Tal

Cureert Peiiod Gument Date
Gateway of Tally is the screen that Hs R A Satd, g, 205
appears on selecting a company. The List of Selocted Companies Masters
Gateway of Tally menu differs based on Harre f Corpary Cateof Last iy AEcouls .
the type _of company selected. An e el bidend Inertory rfo
Accounts-with-Inventory Company.

Gateway of Tally of an Account Only
Company

The Gateway of Tally menu of an Accounts
Only company appears as shown below:
The Gateway of Tally screen is separated
into four sections- Title Area, Main Area
(Ctrl+M), Calculator Area (Ctrl+N) and the
Button Bar.

Main Area
The left side of the Main Area gives
information on:

Select Company
. Ch\Tally9 Original'Data

Directory
Mame

List of Companies

10000) 1-Apr-2006 to 31-Mar-2007
(10001)  1-Apr-2006 to 37-Mar-2007
(10002)  71-Apr-2006 to 37-Mar-2007

ABC Company
ABC Company

the required company to go to the Gateway of Tally for that

-\ B

Accounting Vouchars
InvenTory Vouchers

Impart
Imp@rt of Data
Reports
Ealance Bheet
Pront & Logs &t
Slack summary
Ratn Analysis

Display
Uit ACeourt Printing

Quit

1. Current Period — which is the
currently loaded company's
accounting period.
2. Current Date — This is the date of the last Voucher Entry for the selected company.

Visit us at: www.sarvaindia.com
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3. List of Selected Companies — This displays the name of the loaded company
The Main Area gives information on:
1. Creation of Accounting Master and Importing Master information
2. Creation of Accounting Vouchers and Importing transaction information
3. Viewing and printing financial reports using the information given in Master and Transactions,

Button Bar

The Button Bar displays the following buttons (keys):

Help (Alt + H) — To access Tally’s online context-sensitive help
F1: Select Cmp — To select a company

F1: Shut Cmp — To shut of close the company

F2: Date — To change the current date

F2: Period — To change the period

F3: Company- To select a different company

F3: Cmp Info — To access the Company Info. Menu

F11: Features — To access the Company features for a company
F12: Configure — To access the configuration settings

Note: You cannot load companies with the same name at the same time. The loaded or selected company will have to be shut first in order to

SO0 NoO U WNE

load the other company.

Gateway of Tally of an Accounts-with-Inventory

Company

The Gateway of Tally menu of an Accounts-with Inventory company appears as shown below:

Gt Period
142006 10 31-3-2007

List of Selected Comnpanies
Name of Company

ABC Company

Saturday, 1 Apr, 2006

Cuneni Date

Diate of Last Emiy

Ne Voushers Emtered

Gateway of Tall

Masters

Accourts Info
Ireentory Info

Transactions

ACCOUMIRG VaUChears
InvenTory Vouchers

Import
ImpQrt ar Data
Reparts
Ealance Bhect
Pront & Loss Al
Stock Summary
Ratic Analysis

Displey
WUt ACCoUrT Prnting

Quit

Company Info. Menu
The Company Info. (Information) menu appears as

Cumran Pariod
1.4 2006 to 313 2007

List of Selected Companies
Hame of Company

ABC Company

shown below:

Curent Dae
saturday, 1 Apr, 2006

Date of Last Entny

No Vouchers Entered

Gateway of Taly ...
Company Info.
Select Company

SHut Company

Create Company

Altar

Change TalhAauit
SPlit Company Data
Backup

Restore

Quit

LT+ 1l
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The menu options in the Company Info. are as follows:

Select Company
Allows you to Select or load a company.

Shut Company
Allows you to shut a company.

Create Company
Allows you to create a company.

Alter
Allows you to alter a company.

Change Tally Vault
Allows you to secure the data by providing a Tally Vault password

Backup

Allows you to take a backup of the company data.
Restore

Allows you to restore a data backup.

-11 -

SHUT A COMPANY

Shut a Company is to unload it. It does not mean that you have
deleted it. Simply select it again to load and work on it again. You
can shut a company in two ways- either using the button F1: Shut
Cmp (Alt + F1) or pressing Enter on Shut Company menu option on
the Company Info. Menu The screen appears as shown below:

Shut Company
ABC Compan
i o

Select the company to be shut from the List of Primary Companies.

ALTER A COMPANY
You can modify any information at any time that is set while creating
a company.
1. Goto Gateway of Tally
2. Select F3: Cmp Info. (ALT+F3) from the button bar
3. Select Alter and press Enter and the screen appears as
shown below:

Hame of Company

ABC Compin)

Make the necessary changes in the required fields. To change the
password if Use Security Control is set to Yes:

No o~

Enter the Name of Administrator.

Enter the new password.

Re-enter the password in the Repeat field to confirm.
Enter the Old Password and Accept the screen to alter
the company

e Securly ol Yes
Haree of Administiatar © Adimin
Password
s Tl Au Feaues ?

% Reaal + Old Passuort | |

DELETE A COMPANY

To delete a company, you have to load the company first.

1.

2.
3.

4.

5

Select F3: Cmp Info. (ALT+F3) from the Gateway of
Tally to proceed to the Company Information menu.
Select Alter and press Enter.

Select the company to be deleted. The Company
Alteration screen is displayed.

Use Alt + D to delete. Tally will prompt for a
confirmation on deleting the company.

Press enter to delete the company.

Note: Deletion of a company is irreversible. The company is
permanently deleted from the system.
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LESSION -2
ADMINISTRATION IN TALLY
SECURITY CONTROL

In an ideal company scenario, there will be more than one person working on Tally. In such a case, not every person needs to be given the full
access. The head of the department/Administrator should be able to create different users and assign their rights to them.

Tally has a very customizable security system. You can set up Security Levels and users who are placed at these levels. The authority levels
or Types of Security decides the rights of the users while using Tally.

To create Security Levels

Go to Gateway of Tally, select F3: Cmp Info.> Create/Alter Company

In the Company Creation screen set Use Security Control to Yes.

Enter the Name of the Administrator.

Enter your Password and reenter the password for verification. The password is not displayed for security reasons.
Accept Yes to save the changes made

arwNE

USERS AND PASSWORDS

To create different users who belong to one or more different Security The List of Users for Company screen is displayed.

Levels of Types of Security, Go to Gateway of Tally, select F3: Cmp Info

> Security Control > Users and Passwords. List of Users for Company

A brief description of all the fields in the List of Users for Company screen Mame: ABC Company

follows: Mame of User Password (if any)  Security Level
Name: The selected company name is displayed here automatically. Data Entry [

Name of User: Enter the name of the user.
Password (if any): Enter the password if required.
Security Level: Select the security level form the Security List.

Note: You need to create Security Levels before creating users or the default security levels available viz. Owner and Date Entry.
ALTERING/DISPLAYING USERS AND PASSWORDS AND TYPES OF SECURITY

There is no separate menu option to alter or display Users and Passwords and Types of Security options. Use the same menu to display or
alter user or security level set-up. To delete a User, delete the Name of User and Password and Accept, Yes to save. Do the same for deleting
a security level. if you have defined a user under a security level, then the security level cannot be deleted before deleting the users under it.

TALLY AUDIT

Tally Audit provides the capability to the administrator/auditor to track changes in the accounts following his previous review. Changes of two
areas are very important — changes | Transactions or Vouchers and changes in Ledger Master. Only changes that affect the integrity of a
transaction are considered. For e.g. a change in the narration does not affect the integrity of a transaction and will not e considered as a
change. Any material change in a voucher is logged. The name of a ledger account if changed is material and hence it would be tracked.

Tally Audit feature should be enabled while creating the Company and creating Security levels. Only a user designated as an auditor or the
administrator can view the audit list and act upon it.

BACKUP AND RESTORE

Backup

Tally has a flexible backup mechanism where in you can take a backup of the data from virtually any storage medium into any other medium.
The more commonly used media are floppy drive, hard disk drive, zip drive, tape drive, etc — installed either locally or on a network. In the
screen, the source of the backup and the destination of where it has to be stored have to be given and Tally will do as required.

Taking a Backup

The procedure for taking a backup is as follows: The Backup screen appears as:

Backup Companies on Disk

1. Go to Gateway of Tally, select F3:
Cmp Info > Backup Select Companies to Backup
2. The Backup Companies on Disk Suce  CoTallyd Original Data ABC Compan 10800) kbt
screen i csplayed. T
3. To change either the Source or the b et i
Destination paths, use the [ —)
[Backspace] key and change the path

as required. Specify the paths of the
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Source and Destination drives. Incase we want to take a backup onto another system on the network the Destination path will be
\\machinename\drivename\directoryname. The process of backing up data begins when at least on company is selected for the
same from the List of Companies. To stop selecting companies, select the option End of List, which appears at the top of the

selection list.

4. The backup file is stored as TBK900.001. If the backup is taken in a medium likely to extend more than one- for example, floppy,
then the extension digits (10001,10002 and so on) will be stored accordingly.

Note: If Tally Vault password is enables for a company, Tally will allow you to select only one company at a time from the list for a backup.

BACKUP PRECAUTIONS

Data on a computer is vulnerable to all types of difficulties.
Considering the same, it is important that we do not overlook the
importance of regular backing-up of data regardless of the stability
of the database. With a little planning and forethought, we can
ensure that maintenance of the important data is continuous and
hassle-free. Depending on the volume of data entry, an
appropriate backup mechanism will have to be devised. One
method of achieving it will be by maintaining a backup directory in
the local hard disk or the server (external storage media such as
the floppy disk, zip diskette can also be used). We can have sub-
directories for every day of the week under the main backup
directory and regularly take data backup in the following manner
depending on the day of the week.
Monday - C:\TallyBackup\Monday
Tuesday — C:\TallyBackup\Tuesday and so on till Saturday.

Note: Tally backup facility is not limited to the Hard Disk drive
alone. You can backup data not other storage devices also The
above procedure ensures that there exists a reliable data backup
at any given time. In order to use that reliable data backup or
bring back the data from that existing data backup you have to use
the Restore option. Important: It is preferable NOT to restore a
backup onto the original data directory primarily to ensure that No
data is overwritten unintentionally.

Restore

Restore literally means to bring back. Similar to backing up of
data, Tally allows restoring of data from any medium into any other
storage medium. The Restore Companies on Disk screen is
displayed as shown below:

Restore Companies on Disk

Select Companies 1o Restore

Destinmtion N

M ally® Originali.Data
Source - BN

P arre of Corripaie Pzt

RESTORING DATA
The procedure for restoring data is as follows

1. Goto Gateway or Tally, select F3: Cmp Info > Restore

2. The Restore Companies on Disk screen appears.

3. The Source and Destination paths displayed in the
screen are those that were used last.

4. The Source field has to have the appropriate path. It is
the path form which you intend to bring back the
previous data. Accepting the path will read the contents
of the particular file and will then display the list of
companies available.

5. Select as required and restore the data accordingly.

Visit us at: www.sarvaindia.com
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RESTORE PRECAUTIONS

It is preferable NOT to restore a backup onto the original data
directory primarily to ensure that No data is overwritten
unintentionally.

Activate Company Features (F11: Features)

The different features of a company can be selected or modified by
F11: Features button. This button is available in almost all screens
of Tally as you might wish to modify it as your requirements change.
Unlike F12: Configure, F11: Company Features is specific to the
current company only. Therefore, each company may have different
features active. For example, a company in your group may need
multi-currency where as another company may not. Configuration
options, on the other hand, affect all companies maintained in the
same Tally directory and setting configuration for one company will
affect other companies in that data directory.

Note: Certain features like multi-currency and multi-locations, once
set to Yes, cannot be modified if the feature has been used.
However, other features like Cost Centers and Bill-wise details can
be modified ever if they are used. If you reset the options after
having used the feature in transactions, it is advisable to rewrite the
company by using CTRL + ALT +R.

Go to Gateway of Tally > F11: Features
The F11: Features menu displays as shown:

Gateway of Taily ...
Company Features

Accounting Features

Inventory Features

Statutory & Taxation

it

The menu consists of the following options.

e  Accounting Features

. Inventory Features

. Statutory & Taxation
There are various setting available under Accounting Features,
Inventory Features and Statutory & Taxation Features in Company
Operations Alteration screen, which determine the information to be
keyed in during entire transaction.
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LESSION -3

MANAGING GROUPS

LEDGERS AND VOUCHERS

Accounts Info menu lists the masters through which you can
provide Tally the details of your company’s accounts. You can also
manage Groups, Ledger and Vouchers from this menu.

Go to Gateway of Tally > Accounts Info.

Gatewai of Taf%....

Groups
Ledgers

Voucher Types

Quit

INTRODUCTION TO GROUPS

Tally follows the modern way of managing accounts called ‘Single
Ledger’ concept of accounting. This is in direct contrast to
subsidiary Ledger Accounting. All financial entries are made using
ledgers or account heads. Ledger accounts are created to identify
transactions. The single ledger concept avoids the need for sub-
ledgers and corresponding control accounts in General Ledger.
Tally allows you to group ledger information to generate
meaningful reports that are compliant with laws. Groups in Tally
classify and identify account heads according to their nature. This
helps in presenting summarized information.

Gateway of Tally > Accounts Info.>Groups

Gateway of Tally ...
Accounts Info. ...
Groups

Single Group
Create
Display
Alter

Multiple Groups
CReate
Display
AlTer

Quit
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CLASSIFICATION OF ACCOUNT HEADS

Usually, grouping of accounts is dome only when reports are
needed. This may result in delay in preparing the reports. Tally
allows you set up chart of accounts. You can group the ledger
accounts while creating them. Tally will enable your reports and
statements to reflect the desired classification at any point. In Tally,
you can also regroup the ledgers (with some minimal restrictions) if
re-classification is necessary. Re-grouping becomes necessary
whenever there is a change in the nature of information, however,
regrouping cab be done only by users who have authorised rights.
At the highest level of grouping, accounts are classified are
classification into capital or revenue - specifically into assets,
liabilities, income and expenditure. Based on mercantile accounting
principles, Tally provides a set of reserved groups and allows you to
modify their names or create subgroups.

Sub-Groups
A sub-Group behaves exactly like a group and is created under a

group.

Concept of Sub-Groups

Groups have a hierarchical structure. The main group of accounts
that determine the entire accounting and their presentation are the
asset, liability, income or the expenditure. There main groups
ascertain whether a ledger affects Profit & Loss Account as a
revenue item or if it affects the Balance Sheet. The Reserved
Primary Groups and subgroups are:

Primary Groups of Capital Nature

1. Capital Account
a) Reserves and Surplus [Retained Earnings]

2. Current Assets

a) Bank Accounts

b) Cash-in hand

c) Deposits (Asset)

d) Loans & Advances (Asset)
e) Stock-in-hand

f) Sundry Debtors

3. Current Liabilities

a) Duties and Taxes

b) Provisions

¢) Sundry Creditors

d) Fixed Assets

4. Investments

5. Loans (Liability)

« Bank OD Accounts [Bank OCC Accounts]
a) Secured Loans

b) Unsecured Loans

6. Suspense Account

7. Miscellaneous Expenses (Asset)
8. Branch/Divisions
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9. Sales Account

10. Purchase Accounts

11. Direct Income [Income Direct]

12. Indirect Income [Income Indirect]
13. Direct Expenses [Expanses Direct]

14. Indirect Expenses [Expanse Indirect
Note: Aliases for the groups are given in square brackets [].

A DISCUSSION ON EACH OF THE RESERVED GROUPS
1. CAPITAL ACCOUNT

This records the Capital and Reserves of the company. The
ledgers that belong to Capital Accounts are Share Capital,
Partners’ Capital A/c, and Proprietor's Capital Account and so on.
Reserves and Surplus [Retained Earnings]

This contains ledgers like Capital Reserve, General Reserve,
Reserve for Depreciation and so no.

2. CURRENT ASSETS

Current Assets record the assets that do not belong to either Bank
Accounts or

Case-in-Hand sub-groups. 40

Bank Accounts

Current account, savings account, short tern deposit accounts and
so on.

Cash-in-hand

Tally automatically creates Cash A/c in this group. You can open
more than one each account if necessary.

Note: An account under Cash-in-hand group or Bank
Account/Bank OCC A/c group is printed as separate Cash Book in
the traditional Cash Book format and does not form part of the
Ledger.

Deposits (Asset)

Deposits contain Fixed Deposits, Security Deposits or any deposit
made by the company (not received by the company, which is a
liability).

Loans & Advances (Asset) This records all loans given by the
company and advances of a non-trading nature (example:
advance against salaries) or even for purchase of Fixed Assets.
We do not recommend you to open advances to Suppliers’
account under this Group.

Stock-in-hand

This group contains accounts like Raw Materials, Work-in-
Progress and Finished Goods. The balance control depends on
whether you have selected Integrated Account-cum Inventory
option while creating the company.

Integrated Accounts-cum-Inventory

This option has a significant effect on the Balance Sheet and Profit
& Loss Account. If set to Yes, it brings the stock/inventory balance
figures from the inventory records and provides a drill down to the
Stock registers from the Balance Sheet. You are not allowed to
directly change the closing balance of an account under this
group. You are allowed to pas transactions in Inventory records
and the account balances are automatically reflected in the
Balance Sheet as Closing Stock.
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Non- Integrated Accounts-cum-Inventory

If integrated Account-cum-Inventory option is set to No, it ignores
the inventory books figures and picks up manually entered closing
stock balances from the ledger account created.

This provides the facility to maintain accounts separately and
inventory separately. You are not allowed to pass transactions if
your accounts that come under this Group. It allows you to hold
opening and closing balance only. Since no vouchers can be
passed for these accounts, they are the only accounts for which the
closing balances can be directly altered (by an authorised user

only).

3. CURRENT LIABILITIES

Accounts like Outstanding Liabilities, Statutory Liabilities and other
minor liabilities can be created directly under this group. Sub-
groups under Current Liabilities are Duties and Taxes, Provisions
and sundry Creditors.

Duties and Taxes

Duties and Taxes contain all tax accounts like VAT, MODVAT,
Excise, Salas and other trade taxes and the total liability (or asset in
case of advances paid) and the break-up of individual items.

Provisions
Accounts like Provision for Taxation, Provision for Depreciation and
so on are recorded under Provisions.

4. INVESTMENTS

Group your investment accounts like Investment in Shares, Bonds,
Gouvt. securities, long term Bank deposit accounts and so on.
This allows you to view the total investments made by the company.

5. LOANS (LIABILITY)
Loans that a company has borrowed, typically long-terms loans.

Bank OD Accounts [Bank OCC Accounts]
Tally provides you with distinct types of Bank Accounts,

Bank OCC Alc

To record the company's overdraft accounts with banks. For
example, Bill Discounted A/cs and Hypothecation A/cs etc.

Note: An account under Bank OCC A/c group is printed as separate
Cash Book in the traditional Cash Book format and does not form
part of the Ledger.

Secured Loans

Term loans or other long/medium term loans, which are obtained
against security of some asset. Tally does not verify the existence
of the security.

Typical accounts are Debentures, Term Loans, and so on.

Unsecured Loans
Loans obtained without any security. Example: Loans from
Directors/partners or outside parties.

6. SUSPENSE ACCOUNT

In modern accounting, many large corporations use Suspense
Ledger to track the money paid or recovered, the nature of which is
not yet known.

The most common example is money paid for Traveling Advance
whose details will be known only upon submission of the TA bill.
Some companies may prefer to open such accounts under
Suspense Account.
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Loans and Advances (Asset) group.

The Suspense Account is a Balance Sheet item. Any expense
account even if it has ‘suspense’ in its name, it should be opened
under Revenue group like Indirect Expenses and not under
Suspense Account group.

7. MISCELLANEOUS EXPENSES (ASSET)

This group is typically used for legal disclosure requirements such
as Schedule VI of the Indian Companies Act. If should hold
incorporation and per-operative expenses. Companies would write
off a permissible portion of the account every year. A balance
remains to an extent that cannot be written off in Profit & Loss
Account. Tally does not show loss, carried forward in the Profit &
Loss Account, under this group. The Profit & Loss Account
balance is displayed separately in the Balance Sheet.

8. BRANCH/DIVISIONS

This maintains ledger accounts of all your company’s branches,
divisions, affiliates, sister concerns, subsidiaries and so on. Tally
permits Sales and Purchase transactions to take place with
accounts. Just treat them as any other party accounts. If you wish
to maintain the books of a branch/division on your computer, you
must open a separate company. (Tally allows maintenance of
multiple company accounts). Revenue- Primary Groups

9. SALES ACCOUNT
You can classify your sales accounts based on Tax slabs or type

of slabs or type of sales. This also becomes a simple mechanism
for preparation of Tax returns.

Examples:

» Domestic Sales

« Export Sales

Now under Domestic Sales open the following
ledgers:

« Sales (10%)

« Sales (5%)

« Sales (exempt)
You can even open an account as Sales Returns under the group
Domestic Sales to view your net sales after returns (or the returns
may be directly passed through Journal against the specific Sales
account).

10. PURCHASE ACCOUNT

This is similar to sales accounts, except for the type of
transactions.

11. DIRECT INCOME [INCOME DIRECT]

These are Non-trade income accounts that affect Gross Profit. All
trade income accounts fall under Sales Accounts. You may also
user this group for accounts like Servicing, Contract Change that
follow sales of equipment. For a professional services company,
you may not use Sales Account group at all. Instead, open
accounts like Professional Fees under this group.

12. INDIRECT INCOME [INCOME INDIRECT]

These are miscellaneous non-sale income accounts. Example:
Rent Received and Interest Received.

13. DIRECT EXPENSES [EXPENSES DIRECT]
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These are manufacturing or direct trading expenses. These
accounts determine the Gross Profit of the company.

14. INDIRECT EXPENSES [EXPENSES INDIRECT)]

All administrative, selling or non-direct expenses. Profit & Loss
Account is a reserved primary account in Tally. You can use this
account to pass adjustment entries through journal vouchers. For
example, transfer of profit or loss account to Capital or Reserve
account. Creating a Group You can create multiple or single group
from create option. In multiple group creation, the sub-groups will
automatically inherit the characteristics of their parent groups. Go
to Gateway of Tally > Accounts Info.> Groups > Create (under
Single Group)

The Group Creation screen displays:

Name of Group
Enter the name of the Group to be created. For example,
Administrative Expenses

Alias

Enter an alias name to allow access to the group using the Alias in
addition to its name of leave it blank. For example, for
Administrative expenses, you can enter Office Expense or even an
alphanumeric code, say E001, as an alias.

Under

Specify under which existing (Parent) group the sub-classification is
required. If it is a new primary group, select Primary (requirement of
a new primary group is very rare, but the option exists). You can
also create a new Parent Group by using Alt+C. Note: Creation of
new Primary Group is not allowed if an Allow Advanced entry in
Masters is set to No in F12: Configure.

Additional Information

If a group (e.g. Printing) is created under Primary, you must select
the appropriate option from the list whether it is an asset, liability,
income or expenses. If you select an income or expenses you
should specify whether it will affect the gross profits or not by
suitably setting the option Does it affect Gross Profits? to Yes/No
You can use this concept when you wish to segregate your profits
into Operative Profit and Net Profit. This helps you when you want
to consider other revenue accounts in addition to Direct instead of
Gross and Net Profit). Normally, Tally calculates Gross Profit using
Opening Stock, Purchase Accounts, Direct Expenses, Sales
Accounts, Direct Incomes and Closing Stock only. To make other
accounts contribute to this, without classifying under these reserved
heads, set this option to Yes.

Group behaves like sub-ledger?

This option is applicable to Sundry Debtors group, you can set this
to Yes to display Sundry Debtors without Ledger break-up in
statements. Normally, Sundry Debtors will have a large number of
ledger accounts under it and it can be expanded during display to
show ledger balances. To disable this detailed display set this
option to No.

Net Debit/Credit Balances for Repotting?

Setting this option to Yes will display either the net debit or credit
balance in the report (whichever is higher). If this is set to No, both
debit and credit balances will displayed in the report.

Used for Calculation (e.g. taxes, discounts)?

Set this option to Yes if ledgers under this group would have
percentages for discounts/taxes to be used for invoice entry. This
gets reflected while passing voucher entry in Invoice mode, it uses
the automatic calculation capability.
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Method to allocate when used in purchase invoice

Select the appropriate allocation method from the list, this is used
to allocate the expense of the Item in the ratio of the quantity or
value. Buttons in single group screens.

F3: Company. This button helps you to open a different company.
In the creation mode, you can create groups in the other company.
In alter mode, you can copy the information by accepting the
screen (enter or Ctrl+A). The old company’s information remains.
This feature is not available in Display mode.

Groups, Ledgers, Cost Categories, Cost Centers, Voucher
Types, Currency, Budgets

This button enables you to switch to the appropriate area without
quitting from the current screen.

F11: Features
This allows you to set or modify the company features.

F12: Configure

This enables you to set or modify configuration of the master
screen.

Note: Configuration changes affect all companies and changes
made in Features affect only the current company.

Displaying and Altering Group
You can display and alter the Group in Single mode or multiple
mode.

Displaying a Single Group

Go to Gateway of Tally > Accounts Info. > Group > Display
(under Single Group) Select the name of the Group from the List
of Items. You cannot make any changes in Display mode.

Altering a Single Group

Go to Gateway of Tally > Accounts Info. > Group > Alter
(under Single Group)

Select the Group that you wish to alter from the List of Groups.
Make the necessary changes and click Yes to save the changes.

Displaying Multiple Groups

Go to Gateway of Tally > Accounts Info. > Group > Display
(under Multiple Group)

Select the Group from the List of Groups to display all the Groups
under the selected Group or select All ltems to display all Groups.
The Multi Group Display screen lists Groups and the
corresponding details of the Groups.

Altering Multiple Group

Go to Gateway of Tally > Accounts Info. > Group > Alter
(under Multiple Group) Select the Group for which you want to
alter from the List of Groups. In Multi Group Alteration screen,
make the necessary changes and click Yes to save changes.

Deleting a Group
Gateway of Tally > Accounts Info > Groups > Single/Alter
The Delete function is performed through the single alteration
mode. You cannot delete groups form the Multiple Alteration
mode.

1. Select the group to be deleted.

2. Press Alt+D to delete.
Note: You cannot delete a group if it is a reserved group or a
group has sub-groups or ledgers in it.
Note: A new group created under primary will not reflect in reports
until you pass masters/transactions for that group.
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INTRODUCTION TO LEDGERS

A Ledger is the actual account head to which you identify a
transaction. In Tally, you pass all accounting vouchers using
Ledgers. However, all Ledgers have to be classified into Groups.
Hence a thorough understanding of account classifications is
important for working with Ledgers. Go to Gateway of Tally >
Accounts Info. > Ledgers

Creating a Ledger
Ledgers can be created in single and multiple modes. In multiple
mode you can create multiple ledgers at a time.

Creating a Single Ledger

The creation of Ledger depends on the features you opt for in the
F11: Configure screen before creating any Ledgers. You may
configure or set your Ledgers to enable or disable advanced mode.
Tally automatically creates two Ledger accounts namely, Cash
(Under Cash-in Hand) and Profit and Loss Account (direct Primary
Account). You need to create all other accounts heads. There are
no restrictions in Ledger creation except that you cannot create
another Profit & Loss A/C. Any number of Cash Accounts may be
created in any other name like Petty Cash.

Creating a Ledger Accounts with minimal information:
Go to Gateway of Tally > Accounts Info. > Ledgers > Create (under
Single Ledger)

Name

Enter the Name of the account. You can provide the full name of the
account. Tally fits it all in. Press Enter to move to the next field. Tally
does not allow entry of duplicate names. the uniqueness check is
made here itself. Note that punctuation and other non-relevant
information are ignored by Tally in its recognition of a nhame. Thus,
CST, C.S.T. and C.S.T. are all considered as same. Tally converts
the first letter of all relevant words to upper case, which helps you;
speed up data entry. You need not bother about changing the case
every time it is a different

word.

Alias
Enter an alias name if required. You can access the Ledgers using
the original name or the alias name.

Under

All accounts must be classified under their appropriate Groups.
Select the Group under which the Ledger is created from the List of
Groups. To create a new Group from this field press [ALT+C] A
Group is not important by itself, but because it controls the usage of
Ledger accounts. A wrong classification would affect the treatment
of the Ledger account in final statements and during voucher entry.
You can, alter a Ledger account to change its group classification at
any time.

Opening Balance

If yours is an existing company whose books you are entering onto
Tally, Opening Balance would be applicable in circumstances such
as when the Ledger is an asset or a liability and if it has a balance in
the account as on the date of beginning of books in Tally. Tally
recognizes normal accounting principles of debit balances for
Assets and credit balances for Liabilities. It accepts the reverse for
obverse balances. Revenue accounts normally do not have
balances. Tally, however, permits you to give balances even for
such accounts — You may be transferring your books on to Tally in
the middle of the year and may not have closed them in your earlier
system. Hence, you may specify whether the balance is Debit or
Credit. Simply D or C also would suffice. Note: Use Ctrl + A at the
field following which the information in other fields do not need to be
changed.
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Creating Multiple Ledgers
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You can create multiple Ledgers at a time in this mode. You can first create a Ledger under each group in single Ledger mode and then the
rest of the Ledgers in multiple mode. Tally will set the settings of the Ledger created as default for other Ledger to be created in multiple mode.
Go to Gateway of Tally > Accounts Info. > Ledgers > Create (under Multiple Ledger)

The Multiple Ledger Creation screen is displayed.

Multi Ledger Creation Cirl 4 M

Uner Group - O Al tems For 1-Apr-2006

H Name of Ledger Under Opening Balanez [ifr
1. |Ramji Lal and Sons alrndry Creditors 15,00,000.00 Cr
2. Track Computers Sundry Creditors 250000000 G

A brief description on each of the fields in the Multiple Ledger
Creation screen follows:

Under Group

Select the name of the group under which you want to create the
Ledgers from the List of Groups.

Below this field, the other fields are arranged in a table. The cursor
rests at the field Name of Ledger.

The other fields in the column are:

S. No
This is auto generated.

Name of Ledger
Enter the name of the Ledger

Under

This field defaults to the parent group selected in Under Group.
The selected group in Under Group gets displayed here
automatically and the cursor skips this column. However, if you
select All Items in Under Group field, the cursor does not skip this
column and you have the option to select the group.

You can even create a new group from this field by pressing Alt+C.

Opening Balance

This is the balance remaining when you first enter your books on
Tally, i.e., the date of beginning of books. If you have opted to
maintain balances bill-by-bill, you must give the bill details.

Dr
Specify whether the Opening Balance is Debit or Credit. Tally
follows the normal accounting principals of accounting.

Note: While creating Ledgers in multiple mode, the field Cost
Centers are applicable, is set to Yes for Revenue accounts and No
for Non-Revenue accounts by default.

The field Inventory values are affected is set to Yes for Sales and
Purchase Accounts and No for the others by default.

Method of Calculation
There are four methods of calculating a duty.

Duty Based on Items — Tax based on Item Rate
Additional Duty

On Total Sales

Surcharge on Tax

N
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Tax or Duty Based on Items Rate (or Excise Duty)

This type of account is suitable in cases where there are differential
rates of duty/tax on items. In India, excise duty accounts would
normally adopt this method. In the UK, VAT accounts would do
likewise. When creating your Inventory item masters, you might
specify Rate of Duty for each item. In your account books, you
would open a ledger for the duty, possibly by the name VAT
17.5%o0r Excise Duty 12.5%. You will select this method to instruct
Tally to pick up the Rate of Duty specified in your Inventory item
master during master during invoice entry. If one or more items exist
with the same rate of duty, then the amount is calculated using the
total. Otherwise, it is calculated on total sales.

For example, your invoice lists,

Item A (Rate 10%) for 10000/-

Item B (Rate 12%) for 15000/-

Item ¢ (Rate 10%) for 18000/-

Duty (VAT or Excise) will be calculated as follows:

100 on 28000:- 28C0- (Item A & )
12% on 15200 - 1800:- (Item B)
Total Duty 4600 -

Additional Duty

When excise duty is not enabled for invoicing purposes in Company
Features [F11] (as applicable for many products in India), Additional
Duty and Surcharge function alike. In case it is enabled, then
Additional Duty is added to the ‘Duty Based on Items’ in the invoice
to reflect the ‘Table Duty payable’. Its method of calculation is
explained under ‘Surcharge’.

On Total Sales

As the type suggests, duty will be calculated on the total of
individual values of the items. It does not consider the Rate of Duty
specified for each item in your inventory masters. It does not
calculate duty on the current sub-total unless you have specifically
opted for it in the company features. Hence, the two scenarios
could be as follows:

When you have not opted for calculation on current sub-total:
Assuming that there are two items in the invoice:

Item A 10000/- Item B 15000/-

Tax 2% will be calculated at 2% on total sales of 25000/- =
500/- tax amount following which you obtain a current sub-total of
25500/-.

If you now add another line, Tax 4%, it will calculate 4% also on
25000/- (on total sales) giving another 1000/- as tax.

1SO 9001:2015 Certified



SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme)

If you opt for calculating on current sub-total:
The above Tax 4% will be calculated on 25500/- (25000+500)
giving 1020/-.

Surcharge on Tax

Surcharge and Additional Duty are charged on the immediately
preceding entry. A surcharge is treated as a percentage of the
duty levied. Tally expects the preceding line in the invoice to be
the duty on which surcharge is to be calculated. Hence, in the
above example if you have added a line Surcharge 10% it will
appear as:

Item A 10000/-
Item B 15000/-
25000/-
Tax 2% 500/-
Surcharge 10% 50/- (10% of 500)

If your invoice is as below:

Ttem A 10000/-
liem B 15000/-
25000-
Tax 2% 300~
Surcharee 10% 505-(10% of 500)
Addl Sorcharzed®s 4- (8% of 30)

During invoice creation, this figure is used to calculate tax amount
based on the method of calculation as well as specified in
invoicing configuration ([F12] configure > Invoice Entry >
Calculate tax on current sub-total?).

Though invoicing has been discussed separately in greater detail,
we shall touch upon relevant aspects here.

Calculate tax on current sub-total: (Yes/No)

Tax here refers to VAT or sales tax. During voucher entry in
invoicing mode, you may enter additional ledger accounts after
giving the list of items in the invoice.

Typically, the ledgers would pertain to duties, taxes, delivery
charges, other charges and discounts.

Sales Tax may be calculated on the total of item values, viz.,
Inventory sub-total, or you may specify it to calculate on the
immediately preceding sub- total.

In the latter case, the immediately preceding sub-total could
include any entry that you may have passed, e.g.

Delivery Charges. Tally does not make any presumptions and
would not verify its appropriateness or otherwise.

Normally, you would not answer Yes to this option. The facility of
Surcharge being available, the need to calculate on current sub-
total is fulfilled by it.

Hence, use it sparingly, maybe only when you have both Excise
Duty and Sales Tax (on Excise Duty) applicable on an.

Display or Alter a Ledger Account

Information in display and alter is the same, hence only alter is
discussed. Display option does not permit any modification. Alter
option is accessible only to authorised users.

Gateway of Tally > Accounts Info.>Ledgers > Single Alter >
select ledger.
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Ledger Creation ABC Compan
MName ! Tally Solutions Total Op. Bal.
paiies)
12,052.00 Dr
50,500.00 Cr
Difference
38,448 00 Cr
Under Sundry Creditors
(Current Liabiiities)
Maintain balances bill-by-hill ? Yes
Default Credit Period E
Inventory values are affected 2 No
Cost centres are applicable ? No
Statutory Information
Is Service Tax Applicable ? No
Is TDS Applicable ? No
Is TCS Applicable 7 No
Accept T
Opening Balance ( on 1-Apr-2006) : 50,000.00 CF | . __ _ ..

You are allowed to alter any information of the ledger master with
the exception of the Closing Balance of a ledger account, if any,
other than closing balance of accounts under the group ‘stock —in-
hand’.

Deleting a ledger account

You can delete a ledger from the alteration mode by pressing
<Alt>+<D>. Tally does not allow deletion of accounts that have
transactions. Therefore, should you wish to delete an account,
which has transactions, you must first delete all its voucher entries.

Interest Calculations
Tally allows you to obtain reports on interest calculated by Tally
based on the instructions you furnish. Interest figures are typically
desired in the following situations:

1.  On outstanding balance amounts

2. On outstanding bills/invoices/transactions (Received and

payable)

Tally gives you an exhaustive capability to obtain interest
implications on both.

Activate Interest Calculations
Interest is a legitimate return on money invested and chargeable in
the business world on loans and also on delayed payments. Interest
can be calculated on the basis of Simple or Compound Interest.
Tally allows you to obtain reports on interest calculated based on
the instructions
you furnish. Interest figures are typically desired in the following
situations:

. On Outstanding Balance amounts.

. On Outstanding Bills/Invoices /Transactions (Receivables

and Payables)

The Activate Interest Calculation field is displayed in the Ledger
Creation screen only if Activate Interest Calculations is set to Yes in
F11: Features. Set this field to Yes for each specific ledger account
for which interest is to be calculated.

Simple Mode (Where advanced parameters are not applicable)
To calculate Interest in the Simple Mode:

1. Go to Gateway of Tally > F11: Features > Set Activate
Interest Calculation to Yes.>Set Use Advanced
Parameters to No.

2. In the Ledger Creation screen set Activate Interest
Calculation to Yes.

3. The Interest Parameters sub screen is displayed. Enter
the Rate and select the interest style from the list.
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Interest calculations on outstanding balances

Enter Interest details in Vouchers (only in case of transaction by
transaction/Bill by-bill). View Interest reports.

You will have to alter existing ledger accounts to permit interest
calculations on them. The same operation will apply when creating
a new ledger account. Interest calculation on outstanding balances
is allowed for any ledger account. You simply specify the interest
rate and style of calculation. Nothing is required to be done for
interest during voucher entry.

Let's take an example: Interest calculated on Outstanding
Balances:
1. Goto Gateway of Tally> Accounts Info.> Ledgers> Alter
(Single)> Bank Ltd (bank account)
2. Set Activate4 interest Calculation to Yes.
3. On activation, the Interest Parameters must be set. It is
the basis on which interest will be calculated for this
Ledger account.
4. Rate: This is the rate at which the interest has to be
calculated. In this case, specify 15%.
5. Interest Style: It is the basis on which the rate is applied.
Of the four options, select 365-Day Year.
6. Accept the screen.
You can now view the amount of interest that could be charged by
the Bank.

Report on Interest Calculated on outstanding balances.

The Interest Calculations Report can be displayed and printed. Go
to Gateway of Tally> Display> Statements of Accounts>
Interest Calculations> Ledger> Bank Account Interest
calculation transaction by transaction

Activate and specify interest calculations in ledger masters.
Transaction by transaction or Bill-by-bill interest calculation is
permitted for

‘Party’ accounts like accounts falling under the groups Sundry
Debtors and Sundry Creditors.

For example:
1.  Alter a Customer account (under the group Sundry Debtors
or one of its subgroups).
2. Set Activate Interest Calculation to Yes. In the Interest
Parameters now you have three lines to answer.
3. Set Calculate Interest Transaction-by-transaction to Yes.
4. Set Over-ride Parameters for each transaction to No.
If set to No, you are not allowed to change interest parameters in
voucher/invoice entry. If set to Yes, you can change the interest
parameters during entry.
Report on Interest Calculated on
transactions/bills
To view the Interest calculated. Go to Gateway of Tally>
Display> Statements of Accounts> Interest Calculations>
Ledger> CP Ltd

outstanding

The report is similar to the Bill-wise Outstanding Statement. The
last column gives the interest amount on the transaction. Select
the line to be viewed in detail for its calculations.

How to enter the calculated interest amounts?

Use Debit/Credit Note with Voucher Classes

Use Debit notes for Interest receivable and Credit Notes for
Interest Payable.

Interest is calculated on Simple or Compound basis and separate
classes should be used for them.
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Set-up Debit/Credit Note Classes for interest entries
Set up Debit Notes. Credit Notes will behave the same way. Go to
Gateway of Tally > Accounts Info.> Voucher Types>
Create/Alter

1. Alter the Voucher Type Debit Note.

2. Tab down to the field Class.

3. Type the name of the Class.

4. Type Simple Interest.
Likewise, create a Class — Compound Interest and set Yes to
Amounts to be treated as Compound Interest.
Accept the Voucher Type and return to the Gateway of Tally. Create
a ledger account Interest Received under Group Indirect Income.

Voucher Entry for booking Interest
1. Go to Gateway of Tally> Accounting Voucher> Voucher Entry
2. Select F7: Journal > Debit Note
3. A Cost Centre Class is also selected if required. Marketing
Expenses Class has been selected here.
4. There are two situations for interest adjustment:-

Billwise interest

« Simple Interest — Interest amounts are not debited onto the
same bills. Create a fresh reference for it.

« Compound Interest — Amounts are auto-debited to the
selected bills. Billwise details will not appear in this case.
5. Interest on balances only

Bill-wise interest entry

Debit CP Ltd

Credit Interest Received
When you debit the party account, a list of bills for which interest is
applicable pops up. Select the bills to adjust. Note that even cleared
bills appear. Select the respective interest bills from the list. The
debit amount is filled up with the total. Select New Ref in the bill-
wise allocations. In the interest sub-screen, ensure that the rate of
interest is 0. Now Credit Interest Received. The amount is already
filled in. Your voucher will resemble the one below:

Accaunting Voueher Creation ABC Compal Cil+1 )

DebitNote [ 14pr006
Rt S

Particulars Debit Credit

CPLtd 1214838
Cur Baf. 1,15, 144.30 Dr
Hen el 1 AL
To Intarest Received 2204838
Gur Bt 201038 Cr

Namation 014838 1214838

Becept?

Yes o llo

Entries for compound interest are exactly the same as for Simple
Interest where all you do is select the Voucher Class Compound
Interest. Also the Bill-wise details popup sub screen does not come
up as the amounts are added onto the bills.
Select Demo from the list and complete a Debit Note. Now display
Outstanding for CP Ltd. Note the contents:

The Bill reference Demo/28/01 and Demo/31/01d are invoices onto
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which interest has been compounded. A new Reference no 2 has
been created for Simple Interest due from CP Ltd.

Entries for Interest on Balances only
Again, the issues are Simple and Compound Interest

Compound Interest

Make the following entries in a Debit note with Compound Interest.
Voucher Class Debit Bank Ltd the amount is automatically filled up
with the calculated interest Credit Interest Received And nothing
needs to be dome! The Bank Account has been increased by the
amount of intedrest due and the Income account of Interest
Received also credited.

Simple Interest

Make the same entry as above. However, since it has the effect of
increasing the Bank Ltd account with the amount due (compound
effect), you must make a journal entry to reverse it. the reversal
entry would be something like this: Debit Interest Receivable (a
current asset account) Credit Bank Ltd. Use a normal Journal
voucher for this entry.

We have to necessary go this route to take advantage of the auto
filling of the interest amount which can appear only when we use
the Bank Ltd account in Debit Note in the first place.

Interest Calculation Reports

Interest Calculation report are automatically produced if the feature
is activated InF11l: Features and the parameters are set for
individual ledger accounts. There are two types of reports, one
pertaining to interest on balances of accounts like loans, and the
other interest on overdue invoices. Interest reports are available
for individual ledger accounts as well as for Groups.

Interest Calculation on Ledger Balances (e.g. Loans)
You can get a report on the Ledger balances for the interest
calculated.

Go to Gateway of Tally> Display> Statements of Accounts>
Interest Calculations> Ledger

Select Account E.g. Bank Loan Account. Interest is re-
calculated with every change in balance outstanding. The Cr in the
interest amount should not be confused to resemble an Income. It
only means that it is payable and is a Liability.

To ease interest recording, Tally has an interest template, a
special voucher class in Debit Note and Credit Notes.

Specifying Closing Stock Values

Closing stock values have to be specified when accounts and
inventory are not integrated. Tally allows you to specify closing
stock values even if your books are integrated. It would simply
ignore the specified figure so long as you maintain the integration.
If and when you select to separate the books, the specified values
would automatically be considered.

To enter the closing stock as on a specific date, you must alter the
ledger account. Simply follow the ledger alteration procedure or go
from the Balance Sheet via Current Assets.

Go to Gateway of Tally> Balance Sheet> Current Assets>
Group Summary (Or) Go to Gateway of Tally> Accounts Info.>
Ledgers> Alter (Single).

Assuming that you had a ledger account ‘Stock’ under the group
Stock-in-hand the information would be as follows:
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Ledger Alteration ABC Company
MName I Stock Total Op. Bal,
LetiEs) 1,50.75.000.00 Dr

1,00, 03, 547.00 Cr
Diference
248,87, £53.00 Or
Under : Srtock-In-Hand

(Current Asacta)
Opening Balance [ on 1-Apr-2006} : 150750600 Dy

Clasing Balance 31-May-Z006 : 40,000 00 D
1Jun-ZOo0O6 : 60 000 O0 Dir

Accept ?
Yesor Mo

You are allowed to alter the opening balance as well as specify/alter
closing balances on different dates. You would typically specify
Balance Sheet dates so that the Balance Sheet reflects the amount
of that date.

Effective Date for Reconciliation (Bank Accounts only)

The Effective Date for Reconciliation is given for accounts falling
under the Bank Accounts Group (or Bank OCC a/c). By default it is
the books beginning date. This is the date from which you can
reconcile your bank account in your books with the bank
statements. Normally, it would be the books beginning date.
However, you can import data from a previous version of Tally or
from any other system (where the reconciliation process was not
available or was different). In that case, you may not need to
reconcile the bank account with your bank statements from the very
beginning. Give the date from which you want the reconciliation
facility to be activated. Then, previous entries will not appear for
reconciliation.

Ledger Alteration

Name : Tribune Bank Toral Op. Bal.
alias
( / 1.50,75,000.00 Dr
1,00,93, HT.00 Cr
Oiverence
26,87, d55.00 Or
LUnder : Bank Accouiits

(Current Assets)
Effactive Diate for Reconciliation 7 1-Ap-2006

Accept ?
YescrNo

Opoening Balance [ on 1-Apr2006) : 1M3.HTH Cr
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Indirect Expenses

Particulars

Communication Expenses
Freight

Genral Maintenance
Labour Changes Paid
Printing & Stationary
Project Sales

Staff Welfare

Wages

Wages Payable

DISPLAYING AND ALTERING LEDGERS

Displaying and Altering Ledgers can be done in Single mode and
Multiple mode. The Multiple mode allows you to display and alter
multiple Ledgers at a time.

Displaying and Altering a Single Ledger
You can view the details of the Ledger Masters in Display mode.
Display does not permit any modification. However you can make
changed to Ledger Masters in Alter mode.

Displaying a Single Ledger

Go to Gateway of Tally> Accounts Info.> Ledgers> Display (under
Single Ledger.)

Select the Ledger from the List of Ledgers. The Ledger Display
screen in displayed. You will be able to view the details of the
selected Ledger Master.

Altering a Single Ledger

Select the Ledger from the List of Ledgers. The Ledgers Alteration
screen is displayed. You are allowed to alter any information.
Make the necessary changes and Accept Yes to save.

Specifying Closing Stock Values of a Ledger account the
group Stock in Hand

This is possible only in Ledger alteration mode. Closing stock
values have to be specified when accounts and inventory are not
integrated. Tally allows you to specify closing stock values even if
your books are integrated. It would simply ignore the specified
figure so long as you maintain the integration. If and when you
select to separate the books, the specified values would
automatically be considered. To enter the closing stock as on a
specific date, you must alter the ledger account. Simply follow the
ledger alteration procedure or go from the Balance Sheet via
Current Assets.

Go to Gateway of Tally > Balance Sheet> Current Assets>
Group Summary.

Assuming that you had a ledger account Stock under the group
Stock-in-hand the information would be as follows:
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Ledger Alteration

Marme I Stock
{Hie) 1,50.75.000,00 Dr
1,00.93.547.00 Cr
LIV Vs FC e
20,87, #52.00 Dr
Under : Stock-In-Hand

(Current Aassta)
Oponing Balance [ on 1-Apr-2006) @ 1,00,000.00 Dy

Cla=ing Halance 31-May 2006
1-Jun-Z006 :

40,000 00 Dir
G0 000 00 Dr

Accept ?
Yesor No
You are allowed to alter the opening balance as well as specify
closing balances on different dates. You would typically specify

Balance Sheet dates so that the Balance Sheet reflects the amount
of that date.

DELETING SINGLE LEDGER

You can delete a Ledger account from the Ledger Alteration screen
by pressing ATL+D Tally does not allow deletion of accounts that
have transactions. Therefore, should you wish to delete an account,
which has transactions, you must first delete all its voucher entries.

Ledger Alteration

Hame I Srtock
(aii=s) 1.50,75.000.00 Dr
1,00, 23, 54700 Cr
Difference
S8 8, #5500 Or
rndear D Stock-dn-Hamnd

(Crnvent Aaacsita)
Dpening Balance [ on 1-Apr2006) : 1,0004=000 1

40 000 00 Dir
GO 000 00 Drr

Clo=sing Balance 31-May 2006
1 SJun-ZO0oG

Accept 7
Yesor No

DISPLAYING AND ALTERING MULTIPLE LEDGERS
DISPLAYING MULTIPLE LEDGERS

Go to Gateway of Tally> Accounts Info.> Ledgers> Display
(under Multiple Ledger.

Select All Items from the List of Groups to view the details of all the
Ledgers in Tally. If you want to view the details of all the Ledgers
created under a Group select the Group from the List of Groups.
The Multiple Ledger Display screen is displayed.
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Altering Ledgers in Multiple Mode
Go to Gateway of Tally> Accounts Info.> Ledgers> Alter (under Multiple Ledger.)

Select any Group or All Items from the List of Groups. The Multi Ledger Alteration screen is displayed. Make the necessary changes and
Accept Yes to save.

Note: You are not allowed to delete a ledger from this mode. Select single alter mode to delete.

Explanation on Buttons

F3: Company: To work with a different company. In the creation mode, you can create cost categories in the other company. In alter mode,
you can copy the information by accepting the screen (<enter> or <Ctrl>+<A>). The old company’s information remains. Not available in
Display mode.

F3: New Cmp: To work on the same report of another company. Available only in display mode.

F4: Parent: To move the cursor to the field ‘Under Group’

F4: New Parent: To bring up the list of Groups to select a new parent Group.

Zero Op Bal: To nullify (change to zero) all opening balances in this group.

F6: Skip names: For faster data entry when you do not need to the names of ledgers. The cursor will not go to that column ‘Under’. Toggle to
‘Edit Parent’.

F7: Skip Parent: For faster data entry when you do not need to alter the parent Group. The cursor will not go to the column ‘Under’. Toggle to
‘Edit Parent’.

F8: Skip Details: the cursor will not go to the columns Opening Balance and Dr/Cr. Toggle to ‘Edit Details’.

F9: Show Closing: Closing Balances replace Opening Balances. This is available only in alter mode. Closing balance is not alterable and the
cursor skips the field.

F10: Chg Sort: To display a column of sorting position indices. Toggle to ‘Skip Sort’. You may change display positions of ledger accounts
under the group. Groups, Ledger, Cost Categories, and Cost Centres: To enable you to switch to these areas without having to quit from the
current screen.
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LESSION -4

COST CENTRES AND COST CATEGORIES

INTRODUCTION

A Cost Centre is any unit of an organization to which transactions
(generally, revenue) can be allocated. When only costs or
expenses are allocated to these units, they are referred to as Cost
Centres. When profits are also allocated to these units, they
become Profit Centres. You can now obtain a Profit and Loss
account of each such Profit Centre. Cost Centre in Tally allows an
additional dimension to a transaction where a Ledger account
indicates the nature of thee transaction. It does not readily
disclose, except in the narration field, which part of the
organization was involved in the transaction.

By providing Cost Centres, a transaction can be allocated to it,
which would then enable extraction of all transactions for a Cost
Centre. Tally gives you the Cost Centre break-up of each
transaction as well as details of transactions for each Cost Centre.

Some examples of Cost Centers are:-

« Departments of an organization -
Manufacturing, Marketing, and so on.

« Products of a company.

« Individuals such as Salesman A, Salesman B.

Finance,

USE OF COST CENTRES

You can classify Cost Centres just as how you classified
Group/Ledger accounts. You can have Primary Cost Centres and
several levels of Cost Centres under each Primary Cost Centre.
Consider the following example:

Primary Cost Centres - Finance, Manufacturing, Marketing.

Under Marketing, classify the company’s sales executives as Cost
Centres. This will help you track a sales executive’'s performance,
in terms of cost and revenue generated. You will then have the
following Cost Centre structure (shown here only for the Marketing
Department):

Primary Cost Centre — Marketing

Under Marketing:

Salesman A

Salesman B

Salesman C

Allocate expenditure incurred on sales by the salesmen, as well as
the sales generated by them, directly to their Cost Centres. The
allocation is done online at the time of transaction entry. This
prevents allocation problems at the end of the period, when you
find a large number of transactions not allocated.

By allocating expenses and sales transactions to the salesman,
you are setting up a valuable information system that tracks the
performance of your salesmen.

CREATING A SINGLE COST CENTRE

To create a Cost Centre, set Maintain Cost Centres to Yes in F11:
Features. It is advisable not to set More than ONE Payroll/Cost
Category to Yes, unless required. By default, Tally activates the
Cost Centre feature for Ledger accounts under Sales Accounts,
Purchase Accounts, Expense and Income groups. Go to Gateway
of Tally> Accounts Info.> Cost Centres> Create (Single Cost
Centre)

The Cost Centre Creation screen displays:
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Cost Centre Creation

Name  : Bangalore

(aliag) : Head Office

Under . O Primary Accept?
| YesorNo

A brief explanation on each of the fields in the Cost Centre Creation
screen follows.

Name

Enter the name of the Cost Centre in this field. For example,
Bangalore.

Alias

Enter an alternative name, if required. For example, the Cost Centre
Bangalore can be referred to as Head Office or by a code number.
Under

Select the parent Cost Centre under which the Cost Centre needs to
be created from the list of Cost Centres. If you want the Cost Centre
to be a Primary Cost Centre, select primary from the list.

Note: Unlike Groups, you can allocate transactions to Primary Cost
Centre. However, you should do so when you do not have Sub Cost
Centres under the Primary Cost Centre. It is suggested that you
allocate transactions to the lowest levels (similar to ledgers).

DISPLAYING A SINGLE COST CENTRE

To display the details of Cost Centre masters. Go to Gateway of
Tally> Accounts Info.> Cost Centres> Create (Under Single
Cost Centre) the Cost Centre Display screen appears. It is not
possible to make any modifications to the Cost Centre master in the
Display mode. You can only view the details in this mode.

Altering a Cost Centre

To alter an existing Cost Centre. Go to Gateway of Tally>
Accounts Info.> Alter > Create (Under Single Cost Centre)

The Cost Centre Alteration screen appears. Make the necessary
changes and Accept to save.

Deleting a Cost Centre
You can delete a Cost Centre from the Cost Centre Alteration
screen by pressing ALT+D.
You can delete a Cost Centre only if:
« It does not have any Cost Centres created under it.
« Itis not used in any transactions.

EXPLANATION ON BUTTONS FOR COST CENTRES IN SINGLE
MODE

Groups, Ledger, Voucher Types
It enables you to switch to these areas without having to quit from
the current screen.

F11: Features
To change company features.

F12: Configure
To change the configuration of master information.
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Note: Configuration changes affect all companies in the data
directory. Whereas Features changes affect the current company
only.

COST CATEGORY

Cost Categories are useful for organizations that require allocation
of resources to parallel sets of Cost Centres. Such organizations
would usually be project oriented. Most organizations would not
need Cost Categories. The proper use of Cost Centres itself
would offer the same benefits. Cost Categories could increase
data entry work and make it more complicated. Hence, before
opting for Cost Categories, evaluate whether you actually need
this option. Always attempt to first use Cost Centres.

Use of Cost Categories

By using cost Categories you may allocate, in parallel, a
transaction to more than one set of Cost Centres. The following
example illustrates the use of Cost Categories. The Primary Cost
Centres such as Marketing, Finance and Manufacturing can now
be-long to a category — Departments.

The Salesman A, Band C can be Cost Centres under a Category —
Executives.

Similarly, you can create4 a new Cost Category ‘Projects’ under
which Cost Centres such as Airport construction, Road
construction and Buildings may be created. The classification
appears as in the following matrix.

Cost Departments Executives Projects

(afegorizs:

Cost Centres: Marketing Salestan A Atrports cont.
Mamufacturing | Salesman B Roads const
Finance Salesman € Buildings

Specify a Cost Category to allow allocation of only revenue items
or items of both revenue and capital nature. In this example, allow
both for Departments and Projects Categories and only revenue
for Executives.

Salesman A incurs conveyance expenses of Rs. 1000. If he has
incurred it for marketing, allocate this amount to the Cost Centre —
Marketing and his own Cost Centre- Salesman A. (Allocate this
while entering a payment voucher debiting Conveyance and
crediting Cash.). If the salesman now incurs expense for the
project Buildings, allocate to the Cost Centres — Salesman A and
Buildings.

Allocate an expense to one or more Cost Centres. It is not
essential to always allocate expenses to all Cost Centres. If you
did not create Cost Categories, you would have been able to
allocate the expense to either the Project Buildings cost centre or
Salesman A, not to both.

You can obtain details of conveyance expenses incurred by

Salesman A on Marketing as well as on the Buildings project when
you have Cost Categories.
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You cannot, however, extract a single report giving details of marketing
expensed incurred by Salesman A on the Project Buildings. These are
different Cost Categories and cannot be merged. If such reports are
required, you must create ledgers such as Conveyance- Marketing
which will help you generate the desired report.

By allocating expenses to parallel Cost Centres under different
categories, you are simply assigning the amounts to them; the amount
does not increase. In the above example, the conveyance of Rs. 1000
remains an expense of Rs. 1000 only. Tally performs an automatic
reconciliation on real- time basis, saving you the effort of reconciling
Ledgers and Cost Centres. Note: Transactions are not allocated to
Cost Categories but to Cost Centres only.

GREATING A SINGLE COST CATEGORY

To create a Cost Category, set Maintain Cost Centres to Yes in F11:
Features and the set more then ONE Payroll/Cost Category to Yes.

CostProfit Centres Management

Maintain Cost Centras 7 Yes
Usze Cost Centre Tar Job Costing 7 No
Mare than OMNE Payrall f Cost Categary 7 Yesa
Use Pre-defined Cost Centre Allocelions during Entry? NI

By default, it is set to No. Tally creates a single Cost Category called
Primary Cost Category and allocates all Cost Centres created, prior to
enabling this feature, to this category. You can create new cost
categories, and alter the existing Cost Centres to allocate them under
required Cost Categories.

To create a Cost Category

Go to Gateway of Tally> Accounts Info.> Cost Categories> Create
(Under Single Cost Centre)

The Cost Category Creation screen displays.

Name . Product
(alias)
Allocate Revenue ltems ? Yes

Allocate Mon-Revenue tems

gdno |

A brief description on each of the fields in the Cost Category Creation
screen follows:

Name

Enter the name of the Cost Category. For example, Products. Note:
There is no sub-classification of Cost Categories and hence you do not
find an Under option. Though there is a Primary Cost Category, it is
not a parent of other categories.

(Alias)

Enter an alias if you wish to call the Category by another name or even
by a code number. this field displays only if you set Allow ASVANCED
entries in Masters in Gateway of Tally > F12: Configure> Accts/Inv
Info. to Yes.

ALLOCATE REVENUEITEMS

Set this option to Yes, to allocate all sales, purchase, expenses and
income related transactions to Cost Centres that you create under the
Cost Category. Normally, you would enable this option. However,
should you need to allocate only capital/non-revenue items only to
Cost Centres in that cost category, set this to No.
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ALLOCATE NON-REVENUEITEMS

You would, usually, disable these options by setting it to No as most Cost Centres need only revenue allocation. However, should you wish to
allocate items of non-revenue (capital) or Balance Sheet items, you may set it to Yes. Organizations increasingly incurred on Cost Centres
and measure them against revenue earned. Recognizing this trend, Tally has provided this option. Note: Enable either revenue or non-
revenue items, or both. Do not disable both. Tally sets Yes, by default, for revenue items and No for Non-revenue items.

DISPLAYING SINGLE COST CATEGORY

To view the details of the selected Cost Category masters from this mode. Go to Gateway of Tally> Accounts Info.> Cost Categories>
Display (Under Single Cost Category)

Select a Cost Category form the List of Categories. The Cost Category Display screen displays.

You cannot make any changes to the fields in the Display mode.

ALTETING SINGLE COST CATEGORY

To alter and existing Cost Category. Go to Gateway of Tally> Accounts Info.> Cost Categories> Alter (Under Single Cost Category)
Select a Cost Category form the List of Categories. The Cost Category Alteration screen displays. Make the changes in the required fields and
Accept to save.

Deleting a Cost Category

You may delete a Cost Category that does not have any cost centre under it from the Cost Category Alteration screen. Use ALT+D to delete
it. Tally does not allow deletion of a Cost Category that has Cost Centres.

Buttons in Single Cost Category screens
Groups, Ledgers, Voucher Types

It enables you to switch to these areas without having to quit from the current screen.
F11: Features

To change company features. A detailed explanation on features has been given in the earlier section under Gateway of Tally.
Note: Configuration changes affect all companies, whereas Features changes affect only the current company.
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LESSION -5

INTRODUCTION TO BUDGETS

INTRODUCTION

A budget is a plan prepared for the flow of funds in an
organization. It contains financial guidelines for the future plan of
action for a selected period of time. A budget helps to refine goals
and use funds efficiently. It provides accurate information for
evaluation of financial activities, aids in decision making and
provides a reference for future planning.

Multiple budgets can be created for specific porpoises in Tally.
Budgets for Banks, Head offices, Optimistic budgets, Realistic
budgets, Pessimistic budgets, and so on can be created.
Departmental budgets like Marketing Budgets, Finance Budgets,
and so on, can also be created. Budget figures can be used in
Tally to compare actual and variances. In Tally, you can create,
alter and delete a budget.

ACTIVATING BUDGETS FEATURE

To activate the Budgets feature in Tally:
. Select F11: Features > Accounting Features
. Set Maintain Budgets and Controls? to Yes.
. Accept to save.

CREATING A BUDGET

To create a Budget in Tally

. Go to Gateway of Tally > Accounts Info> Budgets>
Create

. In the Budget Creation screen enter a Name for your
budget.

. Select from the List of Budgets for Under field. You can
have a hierarchical setup for budgets. In the List of
Budgets, Primary is at the top of the hierarchy and you
can create more primary budgets. Sub-budgets can be
created under Primary budgets.

. Enter the period of the budget in the From and To fields.
The period entered can be a month, a year or any other
period.

. In Set/Alter Budgets of, select

. Groups — To create a budget for a Group of ledger
accounts.

. Ledgers — To create a budget for Ledgers.

. Cost Centres — To create a budget for Cost Centers.

. Accept to save.

Gt + vt B
Ligt of Badgets

Bud
Namz  : Comporation Budget

Ueer [T

ot Creation

Perind of Budget
fram | To

Set / Akter Budgets of
Gops | Ledyers | Cost Conles

2006 31Mar2007 Mo Mo Ho
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BUDGET FOR GROUPS

Set Yes in the Groups field in the Budget Creation/ Alterations
screen to set budgets for a group or group of ledgers. In the Group
Budget screen, select a Group from the List of Groups and enter
Account Name. Enter the cost center for a group in Cost Centre.
Select Not Applicable, if the budget is not for a particular cost
centre, but for the company.

In Type of Budget, select from the following two types.

1. On Nett Transactions
Select this option to monitor the transaction amounts, not the
balances. Nett is not of debits and credits for the specified period.
For example, Nett transactions for Indirect Expenses are the debit
amount for the specified period after reducing the credits for the
same period. Opening and closing balances are not considered.

2. On Closing Balance
Select this option to monitor the balance of the accounts, not the
transactions. For example, balances of bank accounts, balances of
debtors. Enter the budget amount in the Amount field.

ABC Compa Ctrl +M

Group Budgets Under 'Cotporate Budget’
(From {-Apr-2006 o 2{-Mar-2007)

Group Budget

Accourt Name Cost Centre Type of Budget Amount
Indirect Expenses OMNot Applicable ~ On Closing Balance 1,50,000.00 |
Current Assets Tally Buildings On Closing Balance 20,00,000.00
Fixed Assets ONot Applicable ~ On Closing Balance 30,00,000.00

BUDGET FOR LEDGER ACCOUNTS

Set Yes in the Ledgers field in the Budget Creation/ Alteration
screen to set budgets for ledgers. In the Ledger Budget screen,
select a Ledger from the List of Ledgers and enter Account Name.
Enter the cost centre foe a group in Cost Centre. Budgets can be
created for ledger accounts pertaining to a cost centre. For
example, Accountancy Fees for Finance Group. Accountancy Fees
can be repeated for another cost centre such as a Branch. Select
Not Applicable if the budget is not for a particular cost centre, but for
the company.

In Type of Budget, select from the following two types:

1. On Nett Transactions

Select this option to monitor the transaction amounts, not the
balances. Nett is not of debits and credits for the specified period.
You do not expect to have a negative figure in Revenue items which
reflect the transacted amounts. If there are negative figures, they
are adjustments. For example, an expense account like travel
always has debit entries unless there is a reversal due to error or
change to a customer. Caution: When using Nett Transactions, the
Budget Closing Balances actually get adjusted even if you have not
selected this type. The figures in the Profit & Loss Account reflect
the Closing Balance figures. Note: To compare transactions against
budgets, especially revenue income and expenses, select On Nett
Transactions.
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2. Closing Balance
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Select this option to monitor the balance of the accounts, not the transactions. For example, balances of bank accounts, balances
of debtors. Note: To compare closing balance figures in final statements, especially Balance Sheet items like assets and liabilities,
select Closing Balances. Enter the budget amount in the Amount field.

Ledger Budget ABC Compan

Ledger Budgets Under ‘Cotporate Budget'
(From 1-Apr-2006 to 31-Mar-2007)

Account Naime Cost Centre Type of Budget Amount
Account Fee Finance On Nett Transactions 5,000.00
Advertising & PR Marketing Team  On Nett Transactions {5,000.00

Ctel + M Apportionment of budget specified for periods more

than a month:

e Ledger Budgets are apportioned for each month on the
basis of number of days.

e Group Budgets do not get apportioned. Hence, Budget for
Current Assets does not automatically flow to sub- groups.

¢ Closing Balances Budget: Each month will have the same
budget value except that the actual Opening Balance is
taken into account.

e Nett transactions Budgets specified for a period get
equally apportioned over the period.

o Enter the budget amount for the specific ledger.

e You can set the Budget for as many ledger accounts as
required and accept to save.

e Use Columns and Variance options to compare budget

BUDGETS FOR COST CENTRES

Cost Centre Budget

The purpose of a budget is to control expenditure. You can
create multiple budgets in Tally, each for a specific purpose
such as for the Bank, for the Bank, for the Head Office,
Marketing budgets, Finance budgets, and so on.

e Set Yes in the Cost Centres field in the Budget
Creation/ Alteration screen to set budgets for cost
centres.

¢ In the Cost Centre Budget screen, select a Cost Centre

from the List of Cost Centres and enter Cost Centre.
Enter a budget figure in Expenses for the cost centre.

figures with actual in most statements.

ABC Compan Ctil + M

Cost Centre Budgets Under ‘Cotporate Budget®
(From 1-Apr-2006 to 34-Mar-2007)

Cost Centre Exp Income Closing Balance
Finance 15,000.00 5,000.00 10,000.00
Marketing Team 2,50,000.00 4,50,000.00 [ FINTIXT

Enter a budget figure in Income for the cost centre.
Enter Closing Balance.
Enter more cost centres, if required, and accept to save.

ALTER A BUDGET
You can modify a budget, using the alter option.
* Go to Gateway of Tally> Accounts Info> Budgets> Alter

« In the Budget Alteration screen, modify the fields as required. Change the

period or change budgets of Groups, Ledgers and Cost Centers.

Note: Set/Alter Budget is set to No by default. Set this option to Yes to alter.

DELETING A BUDGET

To delete a budget
« Go to Gateway of Tally> Accounts Info> Budgets> Alter
* Press Alt+D.

BUDGET VARIANCE

Budget Alteration ABC Compan

Name . Cotporate Budget

Under . O Primary
Period of Budget Set / Alter Budgets of
From | To Groups | Ledgers | CostCentres
1-Apr-2006  31-Mar-2007 No No

Trial Balance and Group Summary have a feature called Budget Variance. The Budget Variance button (Alt+B) is active if Budgets feature is
enable and at least one budget created. Budget Variance displays Budgets, Actual with percentage and Variance from the budget with

percentage.
1. Budget Variance can be accessed from:

e Gateway of Tally> Display> Trial Balance to display the Trial Balance screen.
e Gateway of Tally> Display> Account Books> Group Summary and select a group form List of Groups to display th Group

Summary screen.

Select from the List of Budgets for Budgets/Scenario.

pWN

Click on Budget Variance (Alt+B) from the toolbar to display the Budget Analysis screen.

Three columns display Budget, Actual and Budget Variance, respectively.
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LESSION -6

INTRODUCTION TO VOUCHER

INTRODUCTION

A voucher is the primary online document for recording transactions. Transactions recording and analysis are greatly facilitated by having
specific formats for different types of transactions. Tally provides 16 different predefined voucher formats or what it calls predefined types of
vouchers. These are used for recording various transactions. A payment voucher is used for all types of payments, a receipt voucher for all
types of money receipts, a sales voucher for recording sales transactions, and so on. These predefined vouchers fulfill your normal transaction
needs. They pertain to both accounting and inventory. Some of these vouchers can also be used differently according to the situation, e.g.,
sales vouchers can be used as invoices, vouchers can be post-dated, etc. Such use can be decided at the time of voucher entry by selecting
the appropriate button. The predefined voucher types can be displayed as follows:

Gateway of Tally> Display> List of Accounts> <CtrI>+<V> [Voucher Types]

List of Voucher Types

Contra

Credit Note
Dehit Note
Delivery Note
Journal
Memorandurm
Payment
Physical Stock
Purchase
Purchase Order
Receipt

Receipt Mote
Rejections In
Rejections Out
Reversing Journal
Sales

Sales Crder
Stock Journal

Tally acknowledges the special requirements of some users for more voucher types. These arise in cases
like when you need the same voucher but in different names or separate series of numbers.

Examples include Cash Payment Vouchers and Bank Payment vouchers where the relevant predefined
voucher is Payment Voucher. You may have two or more sets of Sales Vouchers for different kinds of also
transactions e.g. Credit Sales, Cash Sales, etc.

You would need to alter a voucher type to change default setting for different information appearing in
vouchers. Using F12: Configure, you can further configure a voucher.

ALTER A PREDEFINED VOUCHER TYPE

Even if you do not need extra voucher types, you would normally alter the predefined voucher types to
customize them according to your needs, e.g., to control their numbers.

Display or alter each voucher type (by pressing enter or double clicking) after Gateway of Tally> Display>
List of Accounts> Ctrl+V Voucher Types

We shall create a new voucher type to explain the different features. It would also be applicable to alteration
of voucher types including predefined types.

CREATING A VOUCHER TYPE
Go to Gateway of Tally> Accounts Info.>Voucher Type> Create

Note: A new voucher type must assume the functions of a predefined voucher type The Voucher Type
creation screen is divided into three sections depending on the various setting.

pe Creation
. Purchase Involce

HName
faliza)

ABC Compan Ctrl + M

General Priming Mams of Class
Type of Wouchar : Purchass Frint after =3ving Youchsr T Mo
Abbr, » Pure

Method of Voucher Numbsring

Lss Advance Configuration 7 Yes

7 Autormatic

Uzw EFFECTIVE Dales for Yauchers? Na

Maks 'CGptional’ ss default

Li=s Common MNarration
MNarrations for each antry

7 Na

v Yes
7 No

Accept 7
Yesor No
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Name

Give the name of the new voucher type, e.g., Sales Invoice.
General

Type of Voucher

The type of voucher should be any one of the predefined voucher
types (already listed in introduction). The new voucher type would
inherit the properties of this predefined voucher type. It would
function exactly like the predefined voucher.

Abbreviation

An abbreviation is required particularly for unformatted reports,
which do not use compressing techniques. (Tally allows printing of
both formatted and unformatted reports). Event if the Abbreviation
is not specified, Tally automatically sets a default name to the
Voucher. In this example, give ‘Purch’ as the abbreviation. Though
there is no restriction on the length of the abbreviation, it should
preferably be five characters or less.

Method of Voucher Numbering
This is, perhaps, one reason for your opting for a new voucher
type. There are three methods available:

None
This will disable numbering of such vouchers. If you select this
method, no further information is required.

Manual

This method will allow you to number vouchers of this type your
self. It does not check for sequence of the numbers and permits
you to specify anything you wish in the voucher number field.
However, you may choose to prevent entry of duplicate numbers.
If you do, enable the next field ‘Prevent Duplicates’.

1. Prevention of Duplicates is possible if you enable the
option at the time of creation. You may enable it later (by
alteration) only if there are no transactions of this
voucher type.

2. If you face difficulty because transactions now exist,
simple create another voucher type for preventing
duplicates of subsequent voucher number No further
information is required for manual numbering method.

Automatic

This method is both flexible and exhaustive. Use it carefully to give
you your desired numbering system. Select this option to let Tally
number the vouchers automatically for you.

Use Advance Configuration

If the Method of Voucher Numbering is set to Automatic, then an
additional field to set the advanced configuration for the VVoucher
type appears. Setting this field to Yes, Voucher Type Creation
(Secondary) screen appears.

A further discussion on these options is necessary.

Use EFFECTIVE dates for vouchers?

Select Yes if you want to enter effective dates for vouchers. You
would opt for this if you have instances where a transition under
consideration for overdue/ageing analysis is recorded currently but
will take effect from another date. If effective date is entered, the
overdue/ageing will be considered from the effective date and not
from voucher date.

Make Optional as Default
Setting this option to Yes, will set your Voucher to Optional
Voucher by default.
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Use common narration?

Select Yes to give a common narration for the entire voucher. Tally
vouchers can have multiple entries. Hence, you may wish to give a
common narration for all the entries of the voucher or a separate
narration for each entry or both. Select Yes even when you want
both. Select No if you do not want a common narration.

Example of common narration in a voucher:

Accounh'n Voucher Creation Ctrl + M
| Payment __[lLA 1Apr2006
Saturday
Particulars Debit Credit
By Conveyance 100.00
OnAcraunt 100.00 Dr
To Cash 100.00
Mamation: 100.00 100.00
Paid Taxi Fare
Accept?
YesorNe

Narrations for each entry

Select Yes if you want to give a separate narration for each entry of
a voucher. This would be applicable for a multiple entry voucher
where you want separate details for each entry. Select Not if you do
not want separate narration for each entry.

Accounting Voucher Creafion ABC Compan Ctrl + M S
No. 2 1-Apr-2008
Saturday
Particulars Debit Credit]
By Conveyance 100.00
Warration:  Paid Taxi Fare
By Telephone Expenses 350.00
Narration:  For phone number 080-27532981 15000
To Cash
450.00 450.00
Accept ?
Yesor No

Note: The option to create an Excise Voucher type appears in the
General section if, the Excise feature is enabled in F11 features.

PRINTING

Print after saving voucher?

If you want to print every voucher after entering it, select Yes, else
select No. This is suitable for an online environment where you use
the Tally printed voucher as the formal voucher. Remember,
however, that the transaction is already recorded and posted and
should you wish to make corrections to the printed voucher, you
must alter the Tally voucher online and print it out again. Note:
Depending on the Type of Voucher you have selected to create or
alter, different printing features appear in this field.
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Name of Class

You can create classes by entering the class name in this section If the
Method of Voucher Numbering is set to Automatic, then and additional field
to set the advanced configuration for the Voucher type appears. Setting this
field to Yes, Voucher Type Creation (Secondary) screen appears.

Voucher Type Creation (Secondary) ABC Compan Ctrl +M S
Starting Number [N
Width of Numerical Part 23
Prefill with ZERQ ? No
Restart Numbering Prefix Details Suffix Details

Applic- Starti- Particula-| Applicable Paticulars | Applicable Paticulars

able kit 18 From From

From

1-Apr-2006 1-Apr-2006

1Apr2006 1Yearly

Starting number

Give the number for the first voucher. Usually it is 1. You can set it to any
number you want. Tally will auto-increment from this number for subsequent
vouchers. However, the numbering of vouchers also depends on other
variables supplied by you, which follow hereafter.

Width of Numerical Part

You may leave it blanks to let Tally automatically adjust the width according
to the number. However, for more aesthetically aligned look in reports, you
may keep a fixed width, e.g., 3.

Prefill with ZERO?

When the width is specified, the digits before the number is blank if ‘No’ and
zeroes if ‘Yes’

E.g. 0011

010 10

PEU/001/06-07

PEU/1/06/07

PEU/1/06/07

Restart Numbering

Voucher Numbering may be restarted with the starting number (as specified)
at intervals selected by you- Daily, Monthly, Never, Weekly or Yearly. You
must give the date whence numbering should restart under the field
Application from. The date must be the first day of the month. You may
specify more than one Restart dates.

For example, should you wish to renumber your vouchers form ol June 06
on yearly basis, you must specify it in the next field. this would retain the
numbering system in the period. If, however, you want to change the
numbers from the beginning from monthly to yearly basis, simple alter the
first field itself.

Prefix Details
If you want the voucher numbers to be prefixed with some fixed information,
give the information here. Examples of prefix details are:

1. Month of the voucher as given above-‘April/’

2. Company info like ‘TSPL/

3. Even fixed number series like 1000’
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Note: The numeric portion begins immediately after the
prefix information. Therefore, be sure to give a space or a
slash /' or some such character should you want a
separation, e.g. we have specified April/. The slash would
cause the voucher number to appear as April/001. Other-
wise it would be April001. This facilitates simple usage for
fixed number series appearing as 200100001 where 2001
is the prefix, and 00001 is the starting number with a
width of 5, and with leading zeros..

You can choose different prefix information for different
periods or let one continue. The prefix continues from the
date you mention under ‘Applicable from ‘till the next date
that you may give under ‘Applicable from’. Hence, we
have chosen to change the prefix from April to May when
the month changes. Please note, however, that if we omit
to change the prefix for the subsequent months (i.e. do
not give ‘Applicable form’ date for the month), your
voucher numbers for even June, July etc would contain
the prefix ‘May/".

Suffix Details
You can also give fixed suffix information for the voucher
number. The same rules and effects as for Prefix Details

apply.
VOUCHER CLASSES

Voucher Classes are available for all major voucher types
and the Cost Centres can be allocated if classes are
used. Automation of cost centre allocation has met the
need of ‘percentage allocation’ based on predefined
figures. Cost centre classes affect all voucher types.

Voucher Classes for Payment, Receipt and Contra
Vouchers

The primary intention of using classes for payment,
receipt and contra vouchers is to enable data input in
‘single entry’ or list rather than in Tally’s traditional double
entry mode. You can also use it to have a separate from
for each cash and bank account.

Let us take an example of a Payment Voucher.

You can either alter the existing Payment Voucher Type
or create a new voucher type based on it.

(From Gateway of Tally> Account Info> Voucher Types)
The item Name of Class is below Effective Dates for
Voucher and above the Numbering Table.

Give a name to the class by simply typing it, e.g. Barclays
Band Payment. You may create more than one class.
Hence, you might want to have one more for Cash
Payment.

The Class Table

Exclude these Groups

Groups other than Bank or Cash groups should not be
selected. This is used to exclude Cash or Bank Groups
that are not to be used in this class to pay out the money.
In out example, we want to exclude Cash and Credit
Cards. You might exclude a top level group but include its
sub-group.

Ledger Name

Selecting the ledger account that will be used to pay out
the money will eliminate the need to select it during entry.
In title case, it is BareSlays Bank. In a receipt voucher,
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you will select the ledger account into which monies will be received. You may even select ‘Not Applicable ‘. The purpose of selecting ‘Not
Applicable’ will be to permit Single Entry mode and at the same time remaining the option of selecting the account during entry.

Note: Exclude or include Groups are irrelevant when you specify a Ledger Name for which the class is created. They are useful when you
select ‘Not Applicable’. In case you do not require split payments, you could create only one class with nothing in include/exclude Groups and
without any ledger Name. A single class does not require class selection and is a rapid way of using Single Entry mode with full functionality of
all ledgers available. Accept the class table and the voucher type alteration. You may use [CTRL] + [A] combination.

PAYMENT VOUCHER ENTRY WITH CLASSES

Select Voucher Entry at the Gateway of Tally. Press F5: Payment. You have to select a class or Not Applicable if no class is desired for this
entry. If Cost Centre Class has been set, it can be selected too. The entries will be made as.

PURCHASE ENTRIES INVOICE MODE (WITHOUT CLASSES)

Purchase Voucher can now be created in Invoice mode. You can enter the suppliers’ invoices in the same way as they physically appear.
Set-up Invoice Mode entry for Purchase transactions:

1. Select F11: Company Features.

2. Select F1: Accounting Features.

3. Set the option ‘Allow Invoicing’ to Yes.

4. Enter Purchases in Invoice Format? Set it to Yes.

5. Accept the screen using Ctrl+A.

ENTRY OF PURCHASE VOUCHERS IN INVOICE MODE

Accounting Voucher Creation (Secondary)

Select F9: Purchase. Select As Invoice
button or use CTRL+V. This button is a
toggle for Invoice and Voucher modes.
You may want to use the voucher mode

| __Purchaso [N
Rel - P01 Salurday

Party's AlcName - Tally Solution
Gurrenr Badsnce
Purhaze Ledgar - Purchases

VAT Tay Ciass:

Name of lem

Quantity Rate per

CD Rom Drives

Facight

Hanation:

50 nos 7,500.00 nes

2%

3.75,000.00

7.500.00

50 nos

Accept 7

Yes ur o

additional cost details have to be filled in after the allocation of each purchase item.

for more complex entries. Entries are
exactly like sales invoices and hence
are not discussed.
The treatment of additional cost of
purchase needs elaborating.

ADDITONAL COST OF PURCHAESE

If it is desired to add the other purchase
expenses like freight and import duty to
the cost of the item, you would have
activated the option in F11: Company
Features ‘Track Additional Costs of
Purchases’. In voucher mode, the

In Invoice mode, the treatment of additional costs on stock items is automated by altering the parent group master details of the expenses. In
Invoice mode, than one item is purchased where the expense that is incurred for them is charged as a lump-sum. However, to give an
effective cost including the expense to each purchased item, you would earlier give additional costs of purchase for each item. That method
though very flexible and practical could be tedious. That process is now automated and allocation of the expense to stock item can be done on

a predefined basis.

The following set-up activity is required to be carried out: CmlERtA N AHECarapa CUlLiM
1. Alter the Parent Group of the expense ledger accounts, e.g. MName : DirectExpenses

Direct Expenses. You will find a new option — Method to Allocate ~ (#9 Expenses (Direct)

when used in Purchase Invoice. If you want to appropriate the

ledger accounts under this group to stock items by either Quantity or | 0 Primary

value, you must select the option. Select Appropriate by Qty for out

example.

Now if freight belongs to the group Direct Expenses, the amount will ~ "reoee o { peochas

be apportioned by quantity, i.e., in the r_atio of 1:5. If h_owever, the Dol behaas e a St L et i

parent group does not ha\_/e and allocation method_or is §et to No NettDebiCredt Balances or Reporting e

Approprlatlon or Not_ Applicable, _the ‘amount of _fre_lght W|II_not l_:)e N — o Allocation Methods
apportioned to the items and will simply remain in the financial {for Sales Invoice Entn)

books as expense. Note: In Invoice mode, Purchases can be s ancstewrenuses npuchase more  + FETTETT S o o
allocated to Cost Centres only when Cost Centre classes are used, ppropriate by Value
i.e., you have to auto- allocate purchases to cost centres if you are No Agpropriation

using the invoice mode of entry. Using the voucher mode of entry for
purchases allows manual allocation of purchase to cost centres.
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LESSION -7

CURRENCIES (MULTIPLE CURRENCIES AND FOREIGN EXCHANGE)

INTRODUCTION

Many Organizations have transactions in more than one currency.
Such transactions have to be recorded either in the base (home)
currency or in the foreign currency. If the transactions are recorded
in home currency, the rate at which the foreign currency is
exchanged should be recorded as well. At times you need to
record the transaction in the foreign currency itself when you
maintain the balance of the concerned account in foreign currency.
Tally uses the tern base currency for the currency in which your
account books are kept. Foreign Exchange is used
interchangeably with foreign currency. The base currency is
specified while creating the company. Tally makes it easy to
manage multiple currencies, automatic calculations of exchange
rates, automatic conversion of any currency used to record a
transaction to the currency of the account, etc.

The Balance Sheet and Profit & Loss Account of the company is
maintained in the base currency. Conversion of foreign currency
account balances is done as per rules set by you.

ENABLING MULTIPLE CURRENCY IN TALLY

Enable Multi-Currency feature to view and enter transactions in
multiple currencies.

1. Goto Gateway of Tally

2. Select F11: Features > Accounting Features> to display
the Company Operations Alteration screen

3. Set Allow Multi-Currency? to Yes

4.  Acceptto Save.

Multi Currency feature is now enabled.
CURRENCIES MENU

View the Currencies menu from Gateway of Tally > Accounts Info
> Currencies.

Creating a Currency

Use ASCII Special Characters with [Alf] key combination if our
keyboard does not have the symbol. Utilities like Character Map
(Start>All Programs>Accessories> System Tools) in Windows
shows the key combination for most symbols. This might be
different on some notebook computers, refer to the computer’s
user manual or the vendor.

You cannot assign a duplicate currency symbol for a company in
Tally. The Key combinations for a few currency symbols are given
below:

Alt + 156 — Pound Sterling - £

Alt + 0165 — Japanese Yen - ¥

Alt + 0128 — Euro - €

Use the Dollar and the Rs. Symbol from the keyboard.

o

To create a foreign currency

1. Goto Gateway of Tally > Accounts Info.> Currencies>
Create
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Currency Creation ABC Compan
Symbol . Rial

Formal Name . Omani Rial

Murnber of Decimal Places 2
Show Amounts in Millions ? No

Is Symbol SUFFIXED to Amounts ? No
Put a SPACE between Amount and Symbal ? Yes
Syrbol for Decimal Portion of Amount . baisa
Decimal Places for Printing Amounts in Words :

2. Enter the currency symbol in Symbol. This symbol appears in
your reports wherever applicable.

3. Enter the name of the currency in Formal Name.
A formal name is required to distinguish different currencies with the
same symbols. For e.g. you have created two companies (ABC and
PQR) in Tally. ABC and PQR have different set of currencies. ABC
uses symbol $ for Australian Dollars and PQR uses the symbol $ for
U.S. Dollars. The formal name. Distinguishes two different
currencies with the same symbol when you compare accounts of
two companies.
The company that is loaded first retains the original symbol for
display purposes. The other company's currency symbol will be
prefixed with the first letter/first letters (to make it unique) of the
formal name. Here, if ABC is loaded first then the symbol $ is for
Australian Dollars and in PQR (loaded next) the symbol $ is prefixed
with the letter U (first letter of its formal name). e.g., US Dollars,
Pound Sterling, Indian Rupees, Omani Rial, etc. Note: You cannot
assign a dupOlicate Formal Name for a company in Tally.

4. Enter the number of decimal places for the currency in Number of
Decimal Places. E.g. Currencies with 2 decimal places like paisa
and currencies with three decimal places like diner. There are
currencies that do not have decimal places, e.g., Viethamese Dong.
5. Tally has two formats for displaying an amount, viz., in millions
and in lakhs. 1000000 (one followed by six zeroes) in millions format
would appear as 1,000,000 and lakhs would appear as 10, 00,000.

Selecting No means you want amounts to appear in lakhs.

Note: You can always specify the appearance of numbers in
specific reports, e.g. In Profit & Loss Account display, press [F12]:
Configure to change scale factors for values.

6. Set Is Symbol SUFFEXED to Amounts? to Yes for the symbol to
appear after the amount. Set to No for the symbol to be prefixed to
the amount.

7. Set Put a SPACE between Amount and symbol? to Yes to apply
a space between amounts and symbol.

8. Enter the symbol for decimal portion of currency in Symbol for
Decimal Portion of Amount. E. g. Ps. For Paisa.

9. Enter the number of decimal places for printing the amounts in
words in Decimal Places for Printing Amounts in Words. This
number should be equal to or lesser than the number specified in
Number of Decimal Places field.

Note: The Currency cannot be translated or transliterated but will
appear in the Language created.
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ALTER CURRENCY

You can modify or delete a currency master using the Alter option.
Rates of Exchange can also be altered from here.

To alter a currency master:
1. Goto Gateway of Tally > Accounts Info.> Currencies> Alter
2. Select a Currency from the Currencies list (displayed if there
is more than 1 currency)
3. Inthe Currency Alteration screen alter details as required. For
details see Creating a Currency Master

Currency Alteration ABC Company Cirl + M B3
Symbol - A§
Fomnal Name + Australian Dollar
Number of Decimal Places 12 Show Amounts in Millions 7 No
Decirnal Places for Printing Amounts in Words 12 Put & SPACE between Amount and Symbol ? No
Is Symbol SUFFIXED to Amounts 2 No
Symbol for Decimal Portion of Amount cent
Rates of Exchange
Standard Selling Buying
Date  Specified |  Date Lasl  Specified | Date Last  Specified
Rate VouherRa  Rate VourherRale  Rate

[

DISPLAYING A CURRENCY

The currency Display screen displays the details and rates of
exchange for a selected currency.
To display the Currency screen.
1. Go to Gateway of Tally > Accounts Info.> Currencies>
Display
2. Select a Currency from Currencies list (displayed if there is
more than 1 currency)
3. Enter to view the details

DELETING A CURRENCY

To delete a Currency
1. Goto Gateway of Tally > Accounts Info.> Currencies> Alter
2. Select a currency from the Currencies list (displayed if there
is more than 1 currency)
3. Press Alt + D in the Currency Alteration screen to delete
Note: You cannot delete a Currency that has been used in a voucher
transaction.

RATES OF EXCHANGE

Rate of Exchange is a feature wherein you can enter the rate of
foreign currency for a specific date. Foreign exchange variations
occur every day with different selling and buying rates. Rate of
Exchange helps you apply the rate for the given date in your
transactions.

Muti

Currency Alteration

Date for Rate of Exchange © 1-Apr-2006

-34 -

Sho. Curency St Rate Selling Rate Buying Rate
LastVoucher ~ Specified | LastVourher  Specified
Rafe Rate Rate Rate
1. | AS (Australian Doler) Rs. 1544 Rs. 1450R4
2. | DM {Deutche Markd) Rs. 2600M Rs. 30M Rs. 29000
3, [FFr (French Francs) Rs. 9.62FF Rs. 9.70FF1 Rs. 9.60FF
4, [US${US. Dollars) R 162084 Rs. 3US$ Rs. 200US.$

To open Rates of Exchange:

1. Go to Gateway of Tally > Accounts Info.> Currencies> Rates
of Exchange
2. The Multi-Currency Alteration screen is displayed
3. Enter the date for which the exchange rate is applicable
4. Enter the Standard Rate (optional) which is used to calculate
variances from the actual transaction rates
5. Enter the Setting Rate (your setting rate)
6. Enter the Buying Rate (your buying rate)
7. Accept to Save
Note: Last Voucher Rate is displayed if any voucher has been
entered earlier.

SELLING RATE - SPECIFIED RATE

Setting rate is your selling rate (as opposed to bank’s selling rate)
used for receipt voucher entry where you receive foreign
exchange.

This is the rate obtained from the daily newspaper or your banker.
If you input this rate before any transaction entry, while entering a
foreign transaction, this rate will be brought up by default. (You
can still change the actual rate).

The actual rate at which the currency was last used is displayed
and cannot be changed. The specified rate is used for calculating
foreign exchange variances only in case there is no standard
rate.

BUTING RATE - SPECIFIED RATE

Buying Rate is your buying rate (as opposed to bank’'s buying
rate) used in payment vouchers.

The actual rate at which the currency was last used is displayed
and cannot be changed.

The specified rate is used for calculating foreign exchange
variances only in case there is no standard rate.

Note: Tally calculates Gain Loss in foreign exchange transactions
automatically using the standard rates, specified rates and actual
transaction rates
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LESSION -8

INVENTORY INFORMATION

INTRODUCTION

The Inventory Info menu lists the masters, through which you can
provide Tally the details of your company’s inventory.

Go to Gateway of Tally > Inventory Info.

Note: The Inventory Info menu is displayed in Gateway of Tally,
only select Maintain Accounts with Inventory forma the Type of
Company list in the Company Creation screen.

STOCK GROUPS

Stock Groups in Inventory are similar to Groups in Accounting
Masters. They are helpful in the classification of Stock Items.
Classifications is based on some common behavior.

Stock Group enables easy identification and reporting of Stock
Iltems in statements. You can group Stock Items under different
Stock Group to reflect their classification based on some common
functionality. Grouping enables you to locate Stock Items easily
and report their details in statements.

You can group the items of a particular brand to extract stock of all
items of that brand. Consider that the Stock Items in your inventory
are Sony 3.5” disks, Maxell 3.5" disks, Sony tapes, Maxell tapes,
and so on. Create Stock Groups, Sony and Maxell, and classify
Sony products under the group Sony and Maxell products under
Maxell. You now have ready details of all Sony and Maxell
products, duly classified. Create sub-groups under Stock Groups
for deeper analysis. Go to Gateway of Tally> Inventory Info.>
Stock Groups.

CREATING A STOCK GROUP
Go to Gateway of Tally> Inventory Info.> Stock Groups > Create

(under Single Stock Group)
The Stock Group Creation screen displays.

Stock Group Creation I

Name  : Building Material
{alias)
Under . 0O Primary

Can Quartities of iterns be ADDED

g Yes |

A brief description on each of the fields in the Stock Group
Creation screen follows:

Name
Enter the name of the Stock Group to be created. For example,
Building Materials.

Under

Specify whether it is a primary group or a sub-group of another
group, by selecting from the list. For example, Primary. Press Alt +
C to create a parent group, if you do not have it in the list.
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CAN QUANTITES OF ITEMS BE ADDED?

This field pertains to information on measuring the units of the Stock
Items that you would categories under the Stock Group.

The Stock Items categorized under the group should have similar
units for them to be added up. You cannot add quantities in Kgs to
quantities in Pcs.

Note: You can always go back and reset this option after assessing
the units of the items in the group.

Buttons in single mode stock group creation
From the Stock Group Creation screen, you can create any of the
Masters listed below with a single click.

Category- Items -Units — Godown- Vch Types
The buttons. Currency and Budget are available only if you opted for
the same in F11: Features.

CREATIN MULTIPLE STOCK GROUPS
Go to Gateway of Tally> Inventory Info.> Stock Groups > Create
(under Multiple Stock Groups)

Under Group - 0 ANl Hems
SNo. | Name of Stock Group Under Items are Addable
I
1. |Finished Naterial 0 Primary Yes
2. [Raw Material 0 Primary Yes
3. [ Aluminium Foll 0 Primary Yes
L

Select the parent groups under which you want you want the new
groups to be created from the List of Groups. The group selected is
displayed in the Under Group field.

A brief description on each of the fields in the Multi Stock Group
Creation screen follows:

Name of Stock Group
Enter the name of the Stock Group.

Under

If you select any group other than All Items in the Under Group field,
then this column is filled in automatically with the selected Group
name and the cursor skips this column.

This speeds up data entry.

If you select All ltems in the Under Group field, the cursor does not
skip this field and allows you to enter the parent group of each of
them.

Iltems are Addable? (Y/N)

This pertains to information on the Stock Items that you would
create under this Stock Group. The Stock Items created under the
group should have similar units to be ‘addable’.
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Buttons specific to Multi Stock Group Creation screen F4:
Parent

To change the parent entered in the field Under Group when you
have sub- groups created under it. the change affects all the sub-
groups created under the parent, meaning, they would now belong
to the new parent.

F8: Skip Details
If Items are addable is to remain the default, that is, remain the
same as specified for the parent Stock Group, and use this button.
The cursor skips that column which speeds up data entry. From
the Multi Stock Group Creation screen, you can create any of the
Masters listed below with a single click.

« Category

« ltems

* Godown

DISPLAYING AND ALTERING STOCK GROUPS

You can display and alter Stock Group in Single mode and
Multiple mode.

Displaying Single Stock Group

Go to Gateway of Tally> Inventory Info.> Stock Groups > Display
(under Single Stock Group)

Select the Stock Group whose particulars you want to display from
the List of Groups. The Stock Group Display screen is displayed.
This gives information only on the Stock Group Master and not on
any of the balances.

Altering Single Stock Group

Go to Gateway of Tally> Inventory Info.> Stock Groups > Alter
(under Single Stock Group)

Select the Stock Group from the List of Groups. The Stock Group
Alteration screen displays. Make the necessary changes and
accept Yes to save. You can delete a Stock Group only from the
Stock Group Alteration screen. Select a stock group from the list
and press ALT+D to delete it. Note: You cannot delete a Stock
Group if it has any sub groups or Stock Items created under it. You
need to first delete the sub groups and Stock Items to delete the
Stock Group.

Displaying Multiple Stock Groups

Go to Gateway of Tally> Inventory Info.> Stock Groups > Display
(under Multiple Stock Group)

Select the Stock Group from the List of Groups. The Multi Stock
Group Display screen displays. It displays the entire sub groups of
the selected Group. If you select All ltems from the List of Groups,
all the groups and sub Group created are displayed.

Altering Multiple Stock Groups

Go to Gateway of Tally> Inventory Info.> Stock Groups > Alter
(under Multiple Stock Group)

The Multi Stock Group Alteration screen displays. Make the
necessary changes and accept Yes to save. Note: You cannot
delete a Stock Group from multiple mode

STOCK CATEGORIES

The concept of Stock Categories is similar to that of Cost
Categories. Refer the section on Cost Categories to understand
the similarity/differences. Note: This option becomes available in
the Inventory Info. Menu only if you Set Maintain Stock Categories
to Yes in F11: Features. Stock Categories offers a parallel
classification of Stock Items. You can create Stock Categories like
Floppy Disks and Floppy Drivers.
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Consider the example given in the Stock Groups. You would know
bow many 3.5 “floppies of Sony and Maxell are in stock. To know
the total stock of floppy disks or any alternative item that could be
used, Stock Categories would be the best option to use. Create a
Stock Category called Floppy Disks and classify both Sony 3.5”
diskettes as well as Maxell 3.5” diskettes under the same. Since the
items are substitutes of each other, if one is out of stock, you can
offer the other of the same category. Stock Query option available
under Statements of Inventory (Gateway of Tally > Display) revels
the strength of Stock Categories.

Note: While configuring F12: Configure and setting F11: Features
do not enable features that you do not need.

Go to Gateway of Tally> Inventory Info> Stock Categories

Note: This option is displayed in the Inventory Info. menu only if you
set Maintain Cost Categories to Yes in F11: Features.

CREATING A STOCK CATEGORY

You can create Stock Categories and sub categories of Stock
Categories to organize your information.

Go to Gateway of Tally> Inventory Info.> Stock Categories >Create
(under Single Stock Categories)

The Stock Category Creation screen displays.

Stock Cateqory Creation

MName  © Tables

{alias)

Under . O Primary Accept ?
Yesor No

A brief description on each of the fields in the Stock Category
Creation screen follows.

Name
Enter the name of the Stock Category. Eg: Tablets.

Under

Specify whether it is a primary category or a sub-category of
another category.

Select Primary from the list, if you do not have a parent group. Use
ALT+C to create a parent if you do not have the required category in
the list.

Buttons in single mode stock category creation

* Groups

« ltems

* Godown

* Budget

«Vch Types

* Units

* Currency
From the Stock Categories Creation screen, you can create any of
the Masters listed above with a single click.

CREATING MULTIPLE STOCK CATEGORIES

Go to Gateway of Tally> Inventory Info.> Stock Categories >Create
(under Single Stock Categories)

1SO 9001:2015 Certified



SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme)

Multi Stock Category Creation ABC Compan; Ot + M B

Under Category - 0 All ltems

§.Mo. Name of Category Under

=

| nattlE

Software

Electrical Equipment
3. *

0 Primary
0 Primary

A brief description on each of the fields in the Multi Stock Category
Creation screen follows.

Under Category

Select the parent category under which you want the new categories
to be created.

If you select any category other then All Items, all the categories
being created will be created under the selected category. The
column Under is filled in automatically with the selected category and
the cursor skips this column, which in turn speeds up data entry.
Selecting All Items gives you the flexibility of specifying the parent of
each new category created.

S No.
The serial number of the stock category is auto generated.

Name of the category
Specify the name of the Stock Category.

Under

If you have selected All ltems in Under Category, you must specify a
parent category in this column. Buttons specific to Multi Stock
Category screen

F4: Parent

To change the parent entered in the field Under Category when you
have subCategories created under it. The change affects all the sub-
Categories created under the parent, meaning, they would now
belong to the new parent.

F8: Skip Details
If the field under is to remain the same as specified for the parent
Stock category, and use this button. The cursor skips that column
which speeds up data entry. From the Multi Stock Category Creation
screen, you can create any of the Masters listed below with a single
click.

* Groups

« ltems

* Godown

DISPLAYING AND ALTERING STOCK CATEGORIES
You can display and alter Stock Categories from Single and Multiple
mode.

Displaying Single Stock Category

Go to Gateway of Tally> Inventory Info.> Stock Categories> Display
(under Single Stock Group)

Select the Category for which you want to view the display details
from the List of categories.

The Stock Category Display screen displays for you to view the
details entered in Stock Category Master.
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Altering Single Stock Category

Go to Gateway of Tally> Inventory Info.> Stock Categories> Alter
(under Single Stock Categories)

Select the Category for which you want to alter from the List of
Categories. The Stock Category Alteration screen displays. Make
the necessary changes and accept Yes to save.

Deleting a Stock Category

You can delete a Stock Category only if it does not have any sub
categories or Stock Items under it.

Select a Stock Category from the list and press ALT+D to delete
it.

Displaying Multiple Stock Categories

Go to Gateway of Tally> Inventory Info.> Stock Categories>
Display (Under Multiple Stock Categories)

Select the Category for which you want to view the details or
select All Items to view the details of all the Categories created,
form the List of Categories. The Multi Stock Category screen
displays. You can view the entire details of the Category and that
of sub categories if any, in this screen.

Altering Multiple Stock Categories

Go to Gateway of Tally> Inventory Info.> Stock Categories> Alter
(under Multiple Stock Categories)

Select the Category for which you want to alter form the List of
Categories. The Multi Stock Category Alteration screen displays.
You can make changes in the Masters of the selected Category
and also of the sub categories. Note: You cannot delete a Stock
Category from multiple mode.

Delete a Stock Category

You can delete a stock category only if it does not have any
children under it. The children could be stock category or stock
item or both. Gateway of Tally > Inventory Info> Stock
Categories> Single Alter Press [Alt] + [D] to delete the stock
category Note: You cannot delete a stock category form multiple
mode.

STOCK ITEMS

Stock Item refers to goods that you manufacture or trade. It is the
primary inventory entity and the lowest level of information on
your inventory. You have to create a Stock Item in Tally for each
inventory item that you want to account for. In other words, you
have to create a stock ledger account for each item and Tally
calls it Stock Iltem. Go to Gateway of Tally< Inventory Info. >
Stock Items

Creating a Stock Item

If you are creating Stock Items for the first time, it is advisable to
configure the F12: Configure screen before creation any items.
You may configure your groups to enable/ disable advanced
mode. Go to Gateway of Tally> Inventory Info> Stock Item>
Single Create (under Single Stock Item).

Stock ltem Creation ABC Compam
Name Cement
(ahas)
Under : Building Material
Units : kgs
Quantity Rate per Value
Opening Balance
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A brief description on each of the fields in the Stock Category Creation
screen follows:

Name
Specify the name of the Stock Item.

Under

Select the group from the List of Groups. If you do not want to categories it
under any particular group that you created, choose Primary.

Press Alt+C to create a parent Group from this field.

Units

Give the units of measurement of the item in this field. You would normally
use this unit for trading this item.

Use Alt+C to create a new unit, if you do not have one in the list.

Opening Balance
If you already have stock of this item at the time of creating its account in
Tally, specify its balance particulars, i.e., quantity, rate and value.

Buttons in single mode stock item creation

F3: Companies
To switch to another loaded company to create Stock Item.
* Groups
« Category
* Godown
* Budget
«Vch Types
* Units
* Currency
You may choose to create any of the masters listed above with a single
click of the buttons.

CREATING MULTPLE STOCK ITEMS
You can create multiple Stock items at a time using this option.

Go to Gateway to Tally> Inventory Info> Stock Iltems > Multi Create
(under Multiple Stock Items)

Multi Stock tem Creation ABC Company il +M [
Under Group - 0 Allftems For 1-Apr-2006
SNo. | Name of ltem Under
Units OpeningQty ~ Rate  per  Amount
1. |HP Laser Jet Printer
Nos 50Mos 950000 Nos 47500000
2. (Wolden Software
Nos 10Nos 450000 Nos 45,000.00
3, |Hodem Intemet Accessnes
Nos 35Nos 274000 Nos 96,250.00
.
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Under Group

Select the parent group under which you want the new items
to be created. If you select any category other than All Items,
than all the new items being created, will be created under
this Group. Selecting All Items gives you the flexibility of
specifying the parent of each new item created.

S No.
The serial number is auto generated.

Name of Item
Specify the name of the stock item. For example, HP
LaserJet

Under

If you select All Items in Under Group field, you must specify
a parent group here. Use Alt+C to create a new parent from.
If you select a Group in Under Group field, that group
displays automatically in this column.

Opening Balance

If you already have stock of this item at the time of creating
its account in Tally, specify the balance particulars, i.e.,
quantity, rate and value.

Buttons in Multi Stock Item Creation screen

F4: Parent

To change the parent entered in the field Under Group when
you have items categories under it. The change affects all
the items created under the Parent, meaning they would
now belong to the new parent.

F8: Skip Details

To avoid the cursor entering the field Opening Qty, use this
button. It toggles with Edit Details, which allows you to enter
the opening details.

F9: Skip Category
Use this button to avoid the cursor entering the Category
field. it toggles with Edit Category, which allows entry of
Category details.
From the Multi Stock Group Creation screen, you can create
any of the Masters listed below with a single click.

* Groups

« Category (if activated)

* Godown

Displaying And Altering Stock Items
You can display and alter Stock Items in Single mode and
Multiple mode.

Displaying a Single Stock Item

Go to Gateway to Tally< Inventory Info.> Stock Items>
Display (under Single Stock Item)

Select the name of the Stock Item from the List of Items. The
Stock Item Display screen display. You cannot make any
changes in this screen.

Displaying Multiple Stock Items

Go to Gateway to Tally< Inventory Info.> Stock Items>
Display (under Multiple Stock ltems)

Select a Group from the List of Groups to display all the
Stock Items under the selected Group, or select All ltems to
display all the Stock Items, as the case may be. The Multi
Stock item Display screen displays, listing the Stock Items
and the corresponding details of the Stock Items.
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Altering A Single Stock Item
Go to Gateway to Tally< Inventory Info.> Stock Items> Alter (under Single Stock Item)

Select the Stock item you want to alter from the List of Items. The Stock Item Alteration screen displays. Make the necessary changes and
accept Yes to save. You can delete a Stock Item only if you have not used it in any transaction entry. Press ALT+D from the Stock Item
Alteration screen to delete the Stock Item.

Altering Multiple Stock Items

Go to Gateway to Tally< Inventory Info.> Stock Items> Alter (under Single Stock Item)

Select a Group to alter the Stock Item under the selected group. The Multi Stock Item Alteration screen displays. Make the necessary changes
and accept Yes to save. Note: You cannot delete a Stock Item from multiple mod.

RECORDER LEVELS

Reorder Levels signifies the quantity of a Stock Item in hand. After reaching which you must place orders for your supplies. The importance of
Reorder Level arises from the desire to have sufficient stocks to service customer orders and, at the same time, not to unnecessarily
accumulate stock. Therefore, the points to be considered while deciding the reorder levels are as follows.

e The lead-time for supplies to deliver

the stock. The Reorder level screen appears as follows:
e The delivery time specified by the
customer Specify Reorder Levels ABC Companm: Ctl+M ES
e The stock-in-hand to satisfy orders in Bl : Row Material For 1-Apr2006
the meantime. MName of tem Advance Parameter for Reorder Level Advance Parameter for Minimum Order
In Simple mode, Tally accepts the Reorder (Conawmption for the iaal) Minimum (Conowmytion for the last)
quantities that vou specif In advanced Quantity Period Criteria Order Period Criteria
Y/ Y- - Quantity
mode. It considers the past consumption
patterns to suggest reorder levels. You ftem A
can however, choose to define your own 500 Mos or 15 Days Higher 450 Mos or 10 Days Higher
reorder levels. You may also specify the b
minimum quantity of the item to be 1,000 Mos or 5 Weeks Higher 850 Mos or 5 Weeks Tigher

ordered, either in simple or advanced
mode. The purpose of specifying reorder
levels is to obtain a report that indicates
the quantity of a Stock Item that you must

order.

Specifying Reorder Levels —
Go to Gateway of Tally> Inventory Info> Accept ¥
Reorder Levels. Select a group of Stock YesorNo

Iltems from the List of Groups, to specify
Reorder Levels for the Stock Items in the Specify Recorder Levels screen. For each item in stock you can define a Reorder Level and the
Minimum Order Quantity. If you click Simple Recorder button, the consumption alternatives will not be available and hence you have to input
the quantities. Note: The Option Reorder Levels is displayed in the Inventory Info. Menu only if Allow Purchase Order Processing is enabled in
F11: Features.

The options that you have while defining Reorder Level and Minimum Order Quantity for individual stock items are as follows.

Reorder Level/Quantity
Enter the level/quantity in this field.

Advance Parameter for Reorder Level (Consumption for the Late)
This field lets Tally calculate the reorder level/order quantity based on the total consumption in the past for a chosen period.

Period
The choices for periods are: Days, Weeks, Months and Years. Note that it is not the average consumption for the period but total
consumption. Enter zero (0), if you do not want Tally to calculate the reorder level based on the consumption of the item in the past.

Criteria
Choose whether you want the higher/lower of the two, i.e., input/calculated level/quantity.

Rounding Method
Specify whether the calculated level/quantity must be rounded and also the method of rounding.

Minimum order quantity
You can specify the minimum order quantity required.

Altering Reorder Levels and Minimum Quantities
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There are two ways of altering the Reorder Levels and the Minimum Order
Quantities defined earlier.

1. Go to Gateway of Tally> Inventory Info> Reorder Levels Select the
Group of the Stock Items from the List of Groups to display the Specify
Reorder Levels screen. Make the necessary changes and accept Yes
to save.

Or

2. Go to Gateway of Tally> Display> Statements of Inventory> Reorder
Status Select the Group of the Stock Items for which you want to make
changes to display the Inventory Reorder Status screen. Drill down the
fields Recorder Level/Minimum Order Quantity to display the Specify
Reorder Levels screen. Make the necessary changes and accept Yes
to save.

Obtain Reorder Status and Quantities to Order

Go to Gateway of Tally> Display> Statements of Inventory> Reorder Status
Select a Group of Stock Items from the List of Groups. The Inventory Reorder
Status screen displays.

ABC Compan Ctrl + M

as at 1-Apr-2006

Inventory Reorder Status

ltems Under : O Primary
(all items)

Name of ltem Closing Purc Sale Nett Availahle Re-order
Stock  OrdersPending Orders Due Level

Shartfall

P more ...
Merial |
Cement 10 Bas 10 Bgs
Gold 8- Cd Rom
Gold B CdRom
IC Chips

ftem A 100 Nos
Maxell Disk 3.5
MBP 150

Picture Tubes
Sound Card
Television Flatorn
Timber 450 Nos
VDU

100Nos| 300 Nos| 400 Nos

450 Nos| 1,000 Nos| 550 Mos

This report gives you the reorder status of Stock ltems categorized under the
selected Group. Click the button A: Reorder Only to remove those items for
which there are no orders to be placed. A part form identifying the quantity to
be ordered, you can move your cursor on the fields and drill down for more
information.

Name of Item

Press Enter on this field for information on suppliers of this Stock Item and the
details of their previous supplies.

Closing Stock

Drill down of Item Monthly Summary (Inwards and Outwards) and other details.
Pure Orders Pending

Press Enter on this field for details on the pending purchase orders.

Sales Orders Due

Drill down to know the details on the sales orders, which are due, in other
words, free stock available for sale.

Reorder Level

Drill down by pressing [Enter] to display the Reorder Level Specification screen
for the Stock Item.

Short fall

Tally calculates this value.

Min Reorder Quantity

Drill down by pressing [Enter] to display the Reorder Level Specification screen
for the Stock Item.
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LOCATIONS/GODOWNS

Locations/Godowns are places where Stock Items are
stored. You can specify names where Stock Items are
stored such as warehouse, shelf, and so on. In a
business, it always becomes necessary to distinguish
between the stock held onsite and in the warehouse.
You can do this by creating two separate Godowns.
Tally had a default Godown named Main Location. You
may even alter Tally's default Godown. Tally permits
creating any number of Godowns, which you can group
and subgroup to match the structure you need.
Go to Gateway of Tally> Inventory
Locations/Godowns

Info.>

Notel: The term Locations is displayed in the Inventory
Info. Menu if International is selected in Use Accounting
Terminology of in Gateway of  Tally> F12: Configure
screen. If India/SAARC is selected, the term Godowns
displays.

Note2: You can create Locations/Godowns only if
Maintain Multiple Godowns is enabled in F11:
Features.

Creating Locations/Godowns

You can create Locations/Godowns in Single mode and
multiple modes creating a Single Location/Godown

Go to Gateway of Tally> Inventory Info.>
Locations/Godowns > Create (under Single
Godown)

The Location/Godown Creation screen displays:

MName . Head Office
{alias)
Under 40 Primary |

A brief explanation on each of the fields in
Location/Godown Creation screen follows:

Name

Specify the name of the Location/Godown.

Alias

Enter an alias name for the Location/Godown name, if
required.

Under

Specify the Location/Godown under which the
Location/Godown is to be categorized. Use Alt + C to
create the parent Location/Godown if it is not in the list.
Select Primary, if it is not a sub Location/Godown of
any Location/Godown.

Allow Storage of Materials

Tally permits you to create a Location/Godown, where
you may not store materials but treat it as a virtual
Location/Godown is useful in cases like Head Office,
which may have many different stock points under it
that store materials. Hence, Head Office acts like a
primary Godown. For instance, designate London as a
virtual Godown with Wimbledon Warehouse, Harrow
Warehouse and Brixton Warehouse as sub-Godowns.
These sub-Godowns will allow storage of materials.
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Creating Multiple Locations/Godowns

Go to Gateway of Tally>Inventory Info.> Locations/Godowns> Create
(under Multiple Godowns)
The Multi Godown Creation screen displays:

Multi Godown Creation ABC Compan

Under Godoun - 0 All fems

Chl+M Y

. Name Under

Main Location
Main Location
0 Primary

Warehouse
, |Warehouse 1
. |Warehouse 2

e P

Under

Select the parent group under which you want the new Godown to be
created. If you select any Godown other than All ltems, than all the
new Godown being created, will be created under this Godown.
Selecting All Items gives you the flexibility of specifying the parent of
each new Godown created.

S No

The serial number is auto generated.

Name

Specify the name of the Godown.

Under

If you select All Items in Under field at the top, you must specify a
parent Godown hers. Use All + C to create a new parent from this
field. if you select a Godown in Under field, that Godown displays
automatically in his column.

Displaying and Altering Stock Locations

You can display/alter the Godown in single and multiple modes. It is
similar to Displaying/Altering Stock Groups in single and multiple
modes.

To display a single stock Lactation/Godown
Go to Gateway of Tally>Inventory Info.> Locations/Godowns>
Display (under Single Location/Godown)

To display a Multiple stock Lactation/Godowns at a time
Go to Gateway of Tally>Inventory Info.> Locations/Godowns>
Display (under Multiple Location/Godowns)

To alter a single stock Lactation/Godown
Go to Gateway of Tally>Inventory Info.> Locations/Godowns> Alter
(under Single Location/Godown)

To alter a multiple stock Lactation/Godowns at atime

Go to Gateway of Tally>Inventory Info.> Locations/Godowns> Alter
(under Multiple Location/Godowns)

You can delete a stock location via Single Location Alter by pressing
[Alt] + [D].

However, you cannot delete a stock location with sub-locations. The
lower levels must be deleted first.
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UNITS OF MEASURE

Stock items are purchased or sold on the basis of quantity. The
quantity is measured by Units. Hence, it is necessary to create
Units of Measure. You need to create Units of Measure for all the
Stock Items. You can have simple units such as numbers,
meters, kilograms, and pieces or compound units like box, where,
say, one box equals ten pieces.

Go to Gateway of Tally > Inventory Info.> Units of Measure

Sateway of Tally .
frventons info.

Units
Create
Display
Alter

Chuit

Creating a Unit of Measure

Go to Gateway of Tally > Inventory Info.> Units of Measure >
Create. The Unit Creation screen displays:

Unit Creation

Type Simple
Swrmbol I nNno

Formal Mame : Mumber

Mumber of Decimal Places : IR

A brief explanation on each of fields in Unit Creation screen
follows.

Type

Symbols are of two types: Simple and Compound.

Simple units are considered as specified by you; Tally just checks
for duplication. Tally defaults to Simple, and if you want to change
to Compound, use [Backspace] to go back and select Compound
from the Types of Units list.

Symbol
Define the symbol of the unit, e.g., Nos. This symbol is used in all
displays and printouts.

Formal Name

Specify the formal name of the symbol, e.g. Numbers. This
explains the symbol, which is also used during the consolidation
of data of different companies, where the symbols might be the
same but are assigned to different units. The formal name will be
used to match them.

Number of decimal places

If you want to use the unit in fractions, say for a kilogram you may
have to use grams as well, specify the number of decimal places.
For kilogram, you would give three decimal places to
accommodate up to 999 grams. You do not normally want a
decimal place for units like nhumbers; you can specify 0 in such
cases. Note: You can specify 0 to 4 decimal places. The Unit of
Measure cannot be translated or transliterated but will appear in
the Language created.
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Compound Units

A Compound Units is a relation between two Simple Units. Hence,
before you create a Compound unit, ensure that you have already
created two Simple Units. For example, there are two Simple Units
Nos (Numbers) and Doz (Dozen). Now define the relation
between Nos and Doz, as one dozen equals twelve numbers.
Note: Use the Up arrow or Backspace key to highlight the Type
field.

Unit Creation

:

Units with Multiplier F: =
(example: Kgs of 1000 g Simple

Type Types of Units

First Unit Conversion Secoha or

Doz of 12 pcs

Select Compound from the popup menu. Select Compound from
the Types of Units in the Type field. Select Doz in the First Unit
from the Units list. Enter 12 in the Conversion field and select Nos
in the Second Unit field. Accept Yes to save.

Displaying and Altering Units of Measure

To display Units of Measure.

Go to Gateway of Tally > Inventory Info.> Units of Measure>
Display

Select the Unit of Measure you would like to view from the Units
list. You can select a compound unit or a simple unit from the list.
The unit Display screen displays. In display mode it is not possible
to make any changes.

To alter Units of Measure

Go to Gateway of Tally > Inventory Info.> Units of Measure> Alter
Select the Unit of Measure you want to alter from the Units list.
The Unit Alteration screen displays. Make the necessary changes
and accept Yes to save. You can delete a Unit of Measure from
this screen by pressing Alt + D. However, you cannot delete a
Unite of Measure that is part of a compound measure. You must
delete the compound measure first.

PRICE LIST

Price Lists are useful for orders and invoices. An up-to-date price
list helps in decision making even at the lower levels of the
organization and quickens the sales process. Tally assists in
creating quantity based pricing with complex discount structure.
Price Lists are available only for inventory items and hence the
feature is available only for inventory and invoicing are activated
for the company. You can have one or more price lists. You
require more than one price list, when you have different price
structures/levels for different purposes, usually, different groups of
customers requiring different discounts or dealing in different
products.

PRICE LEVELS

In Tally, you can assign specific price lists called Price Levels to
customers, so that only the relevant prices are used during entry of
orders and invoices. Before you begin to create Price Lists, you
should decide whether you want different price levels. You might
want different price levels for various purposes, such as different
types of customers like wholesale customers, retail customers,
and export customers and so on. Each customer type could have
a different discount structure.
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Creating Price Levels
Ensure that you have set the company for Accounts with Inventory.
Set the following fields to Yes in F11: Features > F2: Inventory
screen.

1. Allow Invoicing (If you do not set this field to Yes, the
options for Price Lists will not be available.)

2. Set Use Multiple Price Levels to Yes.

Sales Managemant
lUze Multipls Price Levals

il Yos |

3. Type out the price levels, one by one, in the Company
Price Levels screen.

Company Price Levels

1. Export
2. Consumer

£ Dealer

4. Press CTRL + A to accept the screen and return to the
Company Operations.
Alteration screen (F11: Features). Set the other options as required
and accept yes to save.

Alter Price Level Names

Follow the same procedure to alter the name of a price level. You
can simply overwrite the names you specified previously and save
the changes.

Assigning Ledger Accounts To Price Levels

Creating Price Lists in Tally provides an option in party (debtor and
creditor) ledger accounts, with the help to which you can assign/tag
a specific Price Level to the account. You can assign only one Price
Level to an account. You can choose the Price Level that you want
to assign to the Ledger by selecting the Price Level from the Price
Levels list in the Pricing Level Applicable field. Select Not Applicable
if you do not want to assign any Price Levels to the Ledger.

If you want assign Price Levels to ledgers created earlier, alter the
ledger account, tab down to Pricing Level Applicable field and select
the applicable Price level form the list.

Ledger Creation
Name : CP Limited
{alias)

Towal 0p. Bal.

Price Levels

Hails
Undar * Kenyan Custimor [Limksd

(African Cusiomer) 0 Not Applicable

Fricing Level Applicable §
Maintain balancas bill-by- il 7 Yes
Default Cradit Period :
Invantary values ars affactad % No
Cost centres are applicable 7 No

Dealer
Export haion

Sales TaxNo,

Opening Balance (on 1-Apr2006) =
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Tab down to Pricing Level Applicable and select Export. Set the
other options required. Accept Yes to save.

The Pricing Level can be changed to reflect the current
circumstances. For this, simply alter the ledger account and ledger
account and select a different Pricing Level option.

CREATING AND USING PRICE LISTS

The Price List option appears in the Inventory Info. Menu only if
you have already created Price Levels.

Go to Gateway of Tally > Inventory Info.>Price List
Select a group from the List of Groups.

Under Group
This is the Stock group of the Stock Items for which you want to
define the Price Lists.

Price Level
Select a Price Level to assign to the Stock Group.

Applicable From
Specify the date from which the Price List is applicable.
The columns you see are as follows.

Sl. No
This column has auto-generated serial numbers to track the
number of items in the Price List.

Name of Iltem
This column has the name of the Stock Item. You can define the
Price List for each item.

Quantities — From & Less Than

These fields are repeated for an item and begin with a blank for 0
items and end with a blank for any number of items. This is useful
for quantity based pricing and discounts. You can create a
staggered quantity price structure, if required. If you do not require
quantity based pricing, leave From and Less Than fields blank.

Rate & Discount (if any)

For each quantity band, give a specific price or maintain the same
price for all bands, but define different discounts. You can use
different methods for different items.

Historical Details (Rate and Disc %)
If you have a different Price List on a date before the Applicable
From date, Tally displays it here.

Cost Price
In this column, the Cost Price (based on the Costing Method set
for it) of the item is displayed to help decide the prices.

Price Levels in Voucher Entry — Invoicing

The price levels that you define automate the invoice pricing and
help to avoid errors. You can configure the entry so as to prevent
the usage of a different price list than the one that is set.

To configure for preventing changes made to the price level
settings in a voucher.

Go to Gateway of Tally> F12: Configure> Invoice/Orders Entry

-43 -

Configure hwvoices | Delivery Notes / Orders

Accept Supplementary Details ? Yes
(Address Detalls, Deapstch Detaila ete,)
Lse Common Ledger Afc for Item Allocation ? Yes
Lise Defaults for Bill Allocations ? Yes
Use Excise Format ? No
Use Additional Description(s) for tem MName ? No
Allow separate Buyer and Consignee names ? Yes
Exporters’ Options
Specify Export Shipping details ? No
Specify Marks & Mos./Container Mo, ? No
Specify Mo, and Kind of Packages ? No
Other Options
Calculate Tax on current Sub-Total ? No

{else calcuiations are on inventony Total onily)

Complete Accounting Alocations in OrderDelivery Note ? Yes
Show turnover achieved with Customer ? No

Allow modification of ALL fields during entry fNo |
‘Warn on Negative Stock Balance ? Yes
Haonor Expiry Dates usage for Batches ? Yes

Set Allow modification of ALL fields during entry to No to prevent
changes made to prices. If you set it to Yes, you can override the
price already defined. Consider the following example:

1. Go to Gateway of Tally> Accounting Vouchers> F8: Sales

129
2. Select As Invoice

Accounting Voucher Creation ABC Compan Cll+M B

Sales o, 1 1Apr-200¢
Ref : SLO1 Satiroay
Parys Alt Name: Costomer
CumentBalame: — 12480.000r
Sales Leduer: Sales
Name of em Ouantity Rate per Amoun
Cemert 108 10Bgs 240,00 Bys 240000

During voucher creation, there is an additional field Price Level and
it is already set for the selected party on the basis of assignment
made earlier (the cursor skips the field). if you had not assigned any
Price Level for the ledger earlier, the cursor moves to this field,
allowing you to make a choice. On selecting the stock item and the
quantity, the price is filled in automatically and the cursor skips the
Rate and Amount fields also.

Visit us at: www.sarvaindia.com

Licensed by Govt. of India

1SO 9001:2015 Certified



SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme)

LESSION -9

-44 -

VOUCHER ENTRY

INTRODUCTION

A Voucher is a document that contains details of a financial transaction.

For every transaction, you can use appropriate Tally Voucher to enter
the details into the ledgers and update the financial position of the

company. Mainly there are two types of Voucher Entry:
e Accounting Vouchers
. Inventory Vouchers

You can set the configuration for entry to allow only those features,

which you require while entering vouchers.

In the Voucher entry configuration, Selectively set only those features to

Yes.
Go to Gateway of Tally> F12: Configure> Voucher Entry

ABC Compan

Accounting Veuchers

Skip Date field in Create Mode (faster entryl) g es |
Use Single Entry mode for PymtfRecptiC ontra ? Mo
Show Inventory Details ? Yes
Show Table of Bill Detalls for Selection 7 Yes
Show Bill-wise Details ? No
Show Ledger Current Balances ? Yes
Show Balances as on Youcher Date 7 Yes
Use Payment/Receipt as Contra 7 No
Allowy Cash Accounts in Journals 7 Yes
Use CrDr instead of To/By during entry ? Yes
vwarn on Negative Cash Balance 7 Yes
Pre-Allocate Bills for PavmentReceipt 7 Yes
Allow ExpensesiFixed Assets in Purchase vouchers 7 Yes
Allow Income Accounts in Sales Youchers 7 Yes
hhwentory Vouchers

Use Ref Mumber in Stock Journal ? Yes
wwarn on Negative Stock Balance 7 Yes
Honor Expiry Dates usage for Batches T Yes
Show Balances as on Youcher Date T Yes

VOUCHER CREATION SCREEN

This screen is divided into three parts
« Main Voucher Entry Area
 Button Bar Area
« Calculator Are

Main Voucher Area

(<) Tally Solutions FZ LLC, 1988 2006 T TallyGold - Multi User
It v Sl sltians.corm ,% SN, DG 2007 |
E-Export  |M:E-Mail | §: Upload K Keyboar H Help SALL
Al T« B
1 Apr20mh |
Saturday B Conan|
Fartdculars Dabit Crodic] [ Receipt
i
o I
FO: Puelnas
| £ Debit Nate
Marration v
| LPastbated
A |11 Featres
Vo | F12:contiag
C\*EW:V of Tally -2 AZcounting Youcher Craation 9 - Releass 1 (English) \Wed, 1 Jan, 2003 06:0%:41
Toolbar calculator Area

Area
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Button

Main Voucher Entry Area

The Main Voucher Entry Area is where you enter all your
transaction. This area provides fields for Date, Ledger Name
and Amount as well as additional pop-up screen that are
dependent on your voucher configuration and the nature of
transaction you make.

Button bar Area

The Button Bare Area displays buttons that provide quick
interaction with Tally. Buttons that are relevant to current task
are enabled and the other buttons are disabled.

Calculator Area

The Calculator area provides the calculator functions where
you can enter any number of mathematical formulae for
complex calculations.

Mouse conventions

Command Action

(lick Press the left mouse button

Double-click Press and release the left mouse button twice, without
moving the mouse pointer off the item

(hoose Position the mouse pointer on the ftems and click the left
mouse button,

Select Position the mouse pointer on the ifem and double-click the
left mouse button,

press Use the keys on the keyboard in the combination shown

Switching between Screen Areas

The Main Voucher Entry Area is the active area by default on
the Voucher Creation screen. Press Ctrl+No to navigate to the
Calculator Area and press Crtl+M to toggle back to Main
Voucher entry Area. A green bar highlights the active area of
the screen. Note: Press Alt+C to use calculator when at
amount field.

SPECIAL KEYS FOR VOUCHER NARRATION FIELD

ALT+R: Recalls the Last narration saved for the first ledger in
the voucher, irrespective of the voucher type.

CTRL+R: Recalls the Last narration saved for a specific
voucher type, irrespective of the ledger.

Checking the accuracy of the vouchers

To check the accuracy of the vouchers that you have entered:
1. Go to Gateway of the vouchers that you have entered:
2. Select F2: Period from Button Bar and enter the period
for which you want to view Vouchers.

Note: It defaults to the current date only but you may display
all the transactions for a particular period.
3. Select F1: Detailed

You can check the vouchers for correctness. Toe correct a
mistake, position the cursor on the item where you have found
the error and press Enter. Tally displays the voucher details for
alteration. The alteration facility is subject to security and
access rights. All alterations are available for audit.

1SO 9001:2015 Certified



TYPES OF VOUCHERS

Tally is pre=programmed with a variety of accounting
vouchers, each designed to perform a different job.
The standard vouchers are:

1. Payment Voucher

2. Receipt Voucher

3. Contra Voucher

4. Sales Voucher

« Sales Orders

« Sales Vouchers/Invoices

« Delivery Notes

* Rejection In

5. Purchase Voucher

 Purchase Orders

« Purchase Voucher

« Goods Receipt Notes 134

* Rejection Out

6. Journal Voucher

« Credit Notes

« Debit Note

« Journal

* Memo Voucher

« Reversing Journal

« Stock Journal

« Physical Stock
You can alter these vouchers to suit your requirement
and also create new vouchers.
For example, if you wish to distinguish between cash
and bank payment you can create vouchers to do
this. The function of each voucher type is explained.

CONTRA ENTRY (F4)

According to accounting rules, Contra Entry is a
transaction indicating transfer of funds from:

 Cash account to Bank account

« Bank account to Cash account

» Bank account to Bank account
To view the Contra Voucher Entry Screen:

1. Go to Gateway of Tally > Accounting
Vouchers

2. Select F4: Contra from the button bar or
press F4

Note:

1. Use the buttons on the right-hand side of
the screen to Explore the Potential of Tally.

2. Press [Enter] wherever the cursor is placed
to know the Depth of Tally!

CONTRA ENTRY - SINGLE ENTRY MODE

Contra Voucher creation screen appears in Single
Entry Mode by default. You are prompted to choose
the account, which will receive the amount (the ledger
that has to be debited).

To view Contra Voucher creation screen in Single
Entry mode

Go to Gateway of Tally> Accounting Voucher >
Select F4: Contra

For example, to transfer funds from Cash Account to
Bank Account:

1. Debit the Bank Account
2. Credit the Cash Account

Visit us at: www.sarvaindia.com

SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme) -45 -

The entry appears as shown.

Accounting Voucher Creation ABC Compan: Ctrl + M
Contra Mo, 1 1-Apr-2006
Saturday
Account : State Bank of India
Cur Bal__20,000.00 Dr
Particulars Amount
Cash 20,000.00
CurBsl: 20,000.00 Cr
MNarration 20,000.00
Transfar of Funds From Cash Account to Bank Account
Accept 7
Yes ol No

The ledger selected in Account State Bank of India is the destination ledger and
it is debited.

Advantages of Single Entry Mode:
1. Faster data entry.
2. Selection of:
« Multiple Ledgers (to be credited) with a Single Ledger (to be Debited) OR
« Multiple Ledgers (to be debited) with a Single Ledger (to be Credited)

CONTRA ENTRY — DOUBLE ENTRY MODE

To select multiple Debit and Credit ledgers in the Double entry mode, set Use
Single Entry Mode for Payment/Receipt/Contra to No in F12: Configure. Entering
in Double Entry Mode:

1. Go to Gateway of Tally > Accounting Vouchers

2. Select F4: Contra from the Button Bar or press F4.
The entry displayed in Single Mode appears as follows in Double entry

mode:

Accounting Voucher Creation Ctrl + M

Mo, 1 1-Apr-2006|
Saturday
Particulars Debit Credit
To Cash 20,000.00
By State Bank of India 20,000.00
Narration: 20,000.00 20,000.00
Transfar of Funds From Cash Account to Bank Account
Accept ?
Yesor No

Here cash is transferred from Cash account to Bank account.

Use F2: Date to change the date of the voucher.

If you require Dr/Cr instead of To/By -> as explained in the Configuration
section, activate the required feature in F12: Configure.

1. In the above example, we have changed the date to 2nd April 2001 and we
have Dr/Cr instead of To/By.

2. As the Contra voucher is active, the Buttons of the other voucher types of
Payment, Receipt, Journal, Sales and Purchase are visible.
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PAYMENT ENTRY (F5)

To view the Payment Voucher entry screen:

1. Go to Gateway of Tally > Accounting Vouchers

2. Select F5: Payment from the Button Bar or press F5

By Default, the Payment Entry screen appears in Single Entry Mode (The option Use Single Entry mode for Pymt/Rcpt/Contra is setto Yes in
F12: Configure).

For example, the company settles expenses of conveyance, staff welfare, postage and stationery through cash all in one voucher. The entry
appears as shown below.

:ceumin Vou:.r Alteration S.onﬂl p trl + b i
Payment Mo 1-Apr-2006 |

Saturday

Arcount: Cash
Cur Bal - 23NN Cr

Particulars Amount|
Conveyance ‘B00.00 |
T Hal - BNLOD Dy 1
Staff Welfare 1,000.00
G Bal - 1NN Dy |
Postage 400.00
G Bal - S0 D {
Stationery B00.00 |

Gy Balc B0 D

Marration: 3.000.00 |
Payment of Wconveyance, Staff ¥ielfare, Postage and Statianery
Accept T
¥es or No

You are prompted to choose the cash or bank ledger, which will pay the amount (the credit ledger).
PAYMENT ENTRY — DOUBLE MODE

If you want the payment entries to be entered in double entry mode, then set Use Single Entry Mode for Payment/Receipt/Contra to No in
F12: Configure. To entry the payment entry in Double Entry Mode, Go to Gateway of Tally > Accounting Vouchers > F5: Payment .
A Payment entry entered in double entry mode appears as shown:

ABC Compan Ctrl + M

Mo, 1 1-Apr2006
Saturday
Particulars Debit Credit
By Conveyance 800.00
Cur Ball 800.00 Dr
By Staff Welfare 1.000.00
Cur BalD 1.000.00 Dr
By Postage 800.00
Car Baf . 800.00 Dr
By Stationery 400.00
Cur Baf D 400.00 Dr
To Cash 3.000.00

Cwr Bal: 23.000.00 Cr

Marration: 3.000.00 3.000.00

Payment of Conveyance, Staff “Welfare, Postagr and

stationery Beeept =
Yesor No

Advantages of Double Entry Mode
« You can select any number of ledgers of ledgers to be debited and credited in the payment voucher.
« You can view on the screen whether a ledger is debited or credited thus allowing you to cross- verify.
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If you want the narration details for every ledger you debit or credit (Single narration), you can configure Tally’s Narration details accordingly.

To do so,

1. Go to Gateway of Tally >Accounting Information > Voucher Types > Alter

2. Select the required Voucher Type.

3. Enable the option Narrations for each Entry and accept the details.

4. Return to Accounting Vouchers on Gateway of Tally and enter a payment voucher as required.
Give below is an example of a Payment transaction with narrations for each entry:

Aceounting Voucher Creation
Fayment No.1

Accourt Cash
Cur Bl 750,00 Cr

ABC Compa

HENR<.  The entry consists of both

Particulars

conveyance

Cur Bai': 500.00 Dr
Postage

Cur Baf . 500.00 Dr

Marraton
Postage and Coriveyantce Expenses

frewl, common  narration  and
- narrations for each entry. In
; case of multiple debit/credit
Ameunt’s  entries, you can give single
somo|,  line narrations separately for
50000, every ledger account
i selected.
1
PAYMAENT / RECEIPT AS
. CONTRA
- The Contra Voucher is used
- to indicate transfer of funds
- from
* Bank account to Cash
=l account
* Bank account to Bank
Accept? |- account
e ) « Cash account to Bank
account

However, for users who wish to use the Payment and Receipt vouchers for this nature of transaction, Tally has the flexibility of defining
Payment and Receipt behavior as per Contra voucher.
1. Go to Gateway of Tally > Accounting Vouchers
2. Select F5: Payment from the Button Bar or press F5.
3. Activate the option Use Payment/Receipt as Contra to Yes in F12: Configuration screen.

4. Accept the screen and save.
The Screen appears as shown.

Accounting Voucher Creation ABC Compan:

Canara Bank
i Conveyance
Particulars i
g CanaraBank | gp tUm\tEEl
CurBai: nstage
Rent
Sales

Sales Tax @ 10%
Sales Tax @ 12%
Stationery

Steff Welfare

List of Ledger Accounts

WARN ON NEGATIVE CASH BALANCE

If Use Payment/ Receipt as Contra option is set to No in F12:
Configure screen, the each and bank accounts will not be
displayed.

Crl+ M
List of Ledger Accounts

Accounting Voucher Creation

Canara Bank
Conveyance

Particulars Cnstnmér
CP Limited
W Boveyance | Posiage
CurBal: 1,300.00Dr Rent
Sales

Sales Tax @ 10%
Sales Tax @ 12%
Stationery

Staff Welfare

You can configure Tally to prompt you with a warning when the Cash ledger reaches a negative balance.

To activate Warning on Negative Cash Balance:

1. Go to Gateway of Tally > Accounting Vouchers
2. Activate the option Warn on Negative Cash Balance to Yes on the F12: Configure screen.
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Let us assume a cash balance of Rs. 54000 and you need to make a payment of Rs. 55000 towards advertising expenses. This results in a

negative balance. The entry is displayed as:

Acsounting Voueher Creation (Seconda

Tally prompts you with a
box that displays the
warning and also the credit
cash balance in RED

31-Mar-2007
Saturday

Particulars

Debit Cradit

Or Advertising Expenses
Cur Eal 55,0000 Dr
Cr Cash
Gur Eal 55, 000.00 Cr

Marration:

Company Operations Alteration screen appears as shown.

Other Features

Enable Chegue Printing
Set/Alter Cheque Printing Configuration

colour. This will help you
decide whether to proceed
with the entry or not.

§5,000.00
55.000.00
CHEQUE PRINTING

You can choose to print
cheque directly from Tally.
Cheques will be printed
while printing a Payment
Voucher.

Enabling Cheque Printing

1. Go to Gateway of
Tally > F11: Features >
Accounting Features

2. Set Enable Cheque
Printing and  Set/Alter
Cheque Printing
Configuration to Yes.

35,000.00 35,000.00

Accept?

Tes o No

Once the option Set/Alter Cheque Printing Configuration is activated to Yes, you
will get the following screen:

? Yes

fdYes |

Company Name on Cheque:

Mames of Banks

To print the company name on the cheque for signature

purposes,

mention the name of the Company (for

example, ABC Company). If you do not want Tally to print
the name, you can leave it blank. Many banks give

Cheques with your company name printed.
Name of Banks

Select the Bank from the Bank accounts list. You will have
to fill in the dimensions of the cheque. Tally accepts user
defined cheque dimensions. Take the bank’s cheque book and measure the dimensions of a cheque leaf carefully in millimeters and fill in the
above form. You may need to correct it after trying out a couple of Cheques so that the positioning is accurate. The placing of the cheque in
the printer also determines the printing. To avoid mistakes trial could be made on photocopies of a cheque before using an actual cheque leaf.

Cheque Printing Configuration
(ANl Dimensions in rm only)
Width of Chegque
Height of Chegque
Distance of Date Line from Top Edge
Starting Location of Date from Left Edge
Distance of Party's Mame Line from Top Edge
Starting Location of Name from Left Edge
Width of Name area
Distance of 2nd Amt-in-words Line from Top Edge
Height {gap) of Amt-in-words Line
Starting Location of Amt-in-words from Left Edge
Width of Amt-in-words area
Distance of Amt-in-figures Line frorm Top Edge
Starting Location of Amt-in-figures from Left Edge
Width of Amt-in-figures area

Starting Location of Signature from Left Edge
* Width of Signature area
* Height of Signature area

{ = mandatory to save configuration)
Salutation of 1st Signatory (if 2 signatories)
Salutation of 2nd or Single Signatory
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Company Mame on Cheque

Company Cheque Details

ABC Company

0O End of List
Canara Bank
| State Bank of India

8l Canara Bank________|lj

Note: Salutation fields are for signatures and naturally follow the
Company name (for example, Director)

Note: All dimensions must be more than 0 for Cheques to be
successfully printed.

For ABC & Company
Director

If your cheque has two signatories, both can specified. Both could
be the same salutation or different. For example, one could be
Director, the other could be Secretary.

Give details of whatever you are using currently. Many banks will
pre-print both the company name and the salutation in which case
you can leave them blank. You are now ready to print the cheque.
Remember that this option is available only for the banks for which
you have Ledger account.
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PRINTING CHEQUES

After making the desired setting to print the cheque,
Go to Gateway of Tally > Voucher Entry > F5: Payment
Note: Cheque Printing option is available only forms Payment Voucher.

Name on the Cheque

You debit the party and give the bill reference details if any. Credit the
bank for which the cheque dimensions were set up. In this example it is
the State Bank of India. The name of the Debited party account appears
next to the field Name on the cheque by default. You can change the
name on the cheque if necessary.

Cross Cheque using
This is filled in by the most common words used- Account payee. You may
change it if required.

Accounting Voucher Creation Cirl + M
" Payment ORI e 200
Saturday
Particulars Debit Cradit
By ABB Enterprises 1,250.00
New Ref 1 1,250.00 Dr
To State Bank of India 1,250.00
hame on Cheque . ABB Enterprises
Ctogs chague using 7 Ne Payee
Narration 1,250.00 1,250.00
Ch. No. : 066172
Accept?
YesorNo

Enter the Cheque Number (Ch. No.) and save the save the Voucher.
Then, you will get the Cheque Printing sub-screen appears as shown
below:

Cheque Printing
Printer : (Me00:) Paper Type : Letter
No. of Copies  : 1
Print Language : English {Printing Dimansions|
Method : Neat Mode Paper Size : [B50°x10.987 or {216 mm 4 7 rrm)
Page Range  : All Print Area : (850 ¢10.997 or {216 rmm # 179 m)
Repoit Titles
Cheque Printing
Print ?
YesorNo

Select Yes to print the cheque.
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RECEIPT ENTRY (F6)

Transactions accounting for money received are entered into
Tally through the receipt voucher.
To view the Receipt Entry screen:
1. Go to Gateway of Tally > Accounting Vouchers
2. Select F6: Receipt from the button bar or press F6.
Similar to Payment and Contra Vouchers, the Single Entry
Mode appears for Receipt Entry as well.
For example, if your company receives money from a
customer for an earlier transaction:
» Credit the customer account and debit the Cash
account, if you receive cash or
« Debit the Bank account where you need to deposit
the money, if you receive cheque.
The entry in double-entry mode is displayed as shown
below:

1Apr-2006
Saturday
Particulars Debit Credit
Cr Interest 2,500.00
Cur Bal- 2.500.00 Cr
Dr State Bank of India 2,500.00
Cur Baf: 2,500.00 Dr
Narration: 2,500,00 2,500.00
Bank Interest creation
Accept?
Yesor No

JOURNAL ENTRY (F7)

Journal entries are used to adjust the debit and credit
amounts without involving the cash or bank accounts.
Hence, they are referred to as adjustment entries. To go to
the Journal Entry Screen:

1. Go to Gateway of Tally > Accounting Vouchers

2. Click on F7: Journal on the Button Bar or press F7 key
For example, there may be entries made for interest accrued
or interest to be paid. If a party is involved in such a
transaction the entry will be:

1. Debit the Party 2. Credit the Interest Account

The entry appears as shown below:

Journal i} 1-Apr-2066

Sl
Particulre Debit Cred!
[r Party 21000
Gl LDy
LCr Interest Aecount 270000
Gufal LM G

Narraimn. 4100 2m040)
At [
CH |

Note: Journal entries are usually used for finalization of
accounts.
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CASH ACCOUNTS IN JOURNALS

Journals are adjustment entries, which do not involve Cash account and Bank account. However in many cases companies use journal to
account for day-to-day
transactions where

Accounting Voucher Creation Cirl + M

Cash or Bank  IETITTCONEM ‘o 1 dger Accounts

accounts are required. AGE Enterpries

1. Set Allow Cash T Advertising Expenses
Accounts ~ in e T —
Journals to Yes o [T S— S
in F12: O Bal. S

. . : ¢ Customer
Configuration. Interest
2. Go to Gateway of Interest Account
Tally > el
. Postage
Accountlng Profit & Loss A
Vouchers> Select Rent
F7: Journal Sales Tani@ 10%
Sales Tax @ 12%

3. Press the A
spacebar at the State Bark of Indiz
Debit or Credit Stationery
fields.

Note: All Cash accounts and Bank accounts are displayed in the List of Ledger Accounts. Accordingly the journal entry has to be mode.

SALES ENTRY (F8)

Sales vouchers are used when the company sells some goods to customers. To view the Sales Voucher Creation Screen:

Go to Gateway of Tally > Accounting Vouchers >Select F8: Sales.

For example, the company sells some software on credit. In this case, the company has to account for Sales Tax separately, if tax has been
collected on the transaction. The screen appears as shown below:

Accounting Voucher Creation When a sales transaction is
Sles (R {okpr2006 made, a document detailing the
Ref - 001 Sariay] transaction (item name, text etc)

has to be given to the buyer or
debtor of purchase by him. This

Partculars Debit Credtl  document is called “Invoice” or
: “Bill’ or “Cash Memo”. Tally
Or Hlngsaquons 540000 provides the options creating
GurBal: 540000 D Invoices
CT Software Sales 540000 '

Cur Bl 5,400.00 Cr
Frimary Cost Categury
Bangalore 540000 €

ENABLING INVOICING

1. Set Allow Invoicing to Yes
in F11: Features

2. The Sale Voucher Creation
Screen appears as Invoice
by default.

3. Go to Gateway of Tally >
Accounting  Vouchers >
select F8: Sales

Sales entries can be made in the
Voucher as well as Invoice
Formats.

Invoicing and sales invoicing are
almost the same as sales
voucher entry. The advantage of
using the invoice format for sales

Harraton: 54000 BANM|  entry is that it allows automatic
G0t Sofbyare tofinga & Song calculations of taxes and duties
Aecept? (ledger accounts classified under

the group ‘Duties & Taxes’). To
fesarho enable automatic calculations of

taxes and duties:
1. Set Calculate Tax on Current Sub-total to Yes in F12: Configure on the sales invoice screen
2. Accept the screen to save the voucher.
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The default Sales Invoice screen appears as shown:.

When you start entering the voucher, Tally
prompts for the Sales Ledger to be allocated.

Paris's A e - Cursomer Any number of stock items or account
e ledgers can be selected one after another to
HamEE e Quant enable faster data entry. To activate this:

1. Set Use Common Ledger A/c for Item
Allocation to Yes in F12: Configure on
the invoice entry screen.

2. Accept the screen to save the voucher.

TYPES OF INVOICE

There are two types of Invoices:

Sales Item Invoice — allows you to select

Items for invoicing

Sales Account Invoice — allows you to select
Hareon —1 Ledger for invoicing

SALES ITEM INVOICE

Invoicing is generally used for sale of stock where the details of the items sold are listed. Selecting the Item Invoice allows you to select the
stock items that need to be invoiced. Trading and manufacturing organizations commonly use this format.

On the Sales invoice screen, click on the button Item Invoice which is displayed on the Button Bar on the right side of the screen and the
Sales Item Invoice appears as the own below:

Ctl + i E

List of Ii=ius Tally's  Item  Invoice
mode displays the list of

stock items, which can

0 End of List
ltem One
ftem Twa

Party's A/c Marne - Customar
Curreat Bataice !

Seles Ledger © Sales _ be invoiced as required.
Nams of ltem Dua Note: The Item Invoice
om0 button toggle with
Account Invoice.
SALES ACCOUNT
INVOICE

Sales Account Invoice is
generally used by
professionals such as
doctors and consultants
o who require to invoice for
— certain services provided
such as consultancy

Mamation:

charges, professional fees. Trading and manufacturing organizations also use the Account Invoice for invoicing service changes. On the Sales
entry screen, click on Acct Invoice button which is displayed on the Button Bar on the right-hand side of the screen to display the Sales
Account Invoice screen as shown:

lll* Tally's Account Invoice mode displays

the list of ledger accounts, which can

B ! be invoiced as required. This is unlike
N 0 End of Lit Item Invoice where Tally displays the
Paty's &l Nama . Sundiry Debtor One mﬂsm i Illr?\t/o?cfeSt%ﬂ:t()I;emtsc;ggl\llg;e. V\me ﬁg:r:
Corant Baerce Invoice.
Saks Ledger: Sales :Jmngsﬁe'mum
Particulars Ren[g SALES AND PURCHASE VOUCHER
Sales ENTRY
;::: lmg;f In Accounts-with-Inventory
Companies where Tracking Numbers
S Wee is NOT activated. Y(_Ju do not get the
Sareny voucher types Receipt Note and
Delivery note in the Sales and
Purchase Voucher sub-menus.
In addition to the above particulars
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that are applicable for all types of vouchers, sales and purchase vouchers have special inventory considerations for accounts-with inventory
companies.

Sales and Purchase ledger accounts must have the option Are Inventory Values Affected set to Yes for this section. Unless this option is set
to Yes in the Ledger creation screen, it is not possible to make a Sales entry or a Purchase details.

Similarly, sales and Purchase accounts affect inventory. Hence, when you enter a Sales or a Purchase Voucher, an Inventory Allocations for
sub-screen pops up as soon as you enter the ledger requiring you to give inventory item details.

The inventory details that you mention in an accounting voucher (like Sales and Purchase Voucher), affects stocks by immediately updating
them, only if Tracking Numbers are not activated in [F11]: Features.

The information that you need to give in the inventory allocation sub-screen depends upon the features enables for the company.

UNCONVENTIONAL VOUCHERS

Unconventional Vouchers are the special vouchers that are used to record provisional or non-accounting transactions. Use unconventional
vouchers to remove unnecessary entries from the main books of accounts and make information available. These vouchers enable valuable
reports in terms of provisional accounts and forecasting.

MEMO VOUCEHR

This is a non-accounting voucher and the entries made using memo voucher will not affect your accounts. In other words, Tally does not post
these entries to ledgers but stores them in a separate Memorandum Register.
Uses of Memo Vouchers
Making suspense payments
Consider a company gives its employee cash to buy office supplies, the exact nature and cost of which are unknown. For this transaction you
can enter a voucher for the petty cash advance, a voucher to record the actual expenditure details when they are known, and another voucher
to record the return of surplus cash. However, a simpler way of doing it is to enter a Memo voucher when the cash is advanced, and then turn
it into a Payment voucher for the actual amount spent, when the details are known. Consider the following Example.
The Company pays its employed Rs. 500 as petty cash advance for Office Expenses.
The following entry has to be passed.

1. Enter Date

2. Debit office supplies

- Vouchers not verified at
SUFET the time of entry
Particulars Debit Cradit If yOU qo not underStand
) the details of a voucher you
Cr Qffice Supplies 500.00 R .
Caar Bt~ 5000 D | are entering, you can enter
Cr Cash 500.00 .

Cir Bat: 23,5000 D it as a Memo voucher and
amend it later when the
details are available.

Iltems given on approval
Generally completed sales
are entered into books.
ltems are given on
approval, use a Memo
voucher to track and
convert it into a proper
Marratiorn: 500.00 800.00
PATENLIoHATS LCRASE O OMCe SUpples | Sales voucher. You can
Avcept? delete the memo voucher if
— the sale is not made.
Gateway of Tally ...
D;sJ’ Meru
MEMORANDUM VOUCHER REGISTER | ieception Reports |
. Negative Stock
To view all the memorandum vouchers: FECERAL SSEL
Go to Gateway to Tally > Display> Exception Reports > Memorandum Vouchers. St Al St
Memorandum Youchers
Note: You can also view memorandum vouchers from the Day Book. O oAttt
. . . Post-Dated “Youchers
You can alter and convert a Memo voucher into a regular voucher when you decide to consider the entry
into your books. Use Scenarios to see the effect of Memo entries on reports and statements. ouit

OPTIONAL VOUCHER

This is also a non-accounting voucher. Unlike a Memo voucher, this is not a separate voucher type. You can mark an existing voucher (for
example, a payment voucher or a receipt voucher) as Optional. Press CTRL + L or click on Optional from the Button Bar. This button toggles
with Regular. By marking a voucher Optional, the voucher does not get posted anywhere but remains in the Optional Register You can make a
voucher type default to Optional if you need to create a new voucher type or alter an existing voucher type.
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Go to Gateway of Tally> Accounts Info > Voucher Types> select a Voucher Type> Set Make Optional as default to Yes.

Enabling Optional Vouchers
1. Go to Gateway of Tally
2. Select F11: Features> Accounting Features to display Company Operations Alteration screen.
3. Set Use Rev. Journals & Optional Vouchers? to Yes.
4. Accept the screen to save.

Use of Optional Vouchers
o If you do not want a transaction that is incomplete t affect the accounts, you can mark this as an Optional Voucher. Once the
transaction is complete, modify the voucher and post it as Regular Voucher. For example, Performs sales invoice. In fact, an optional
sales invoice prints as a Performa Invoice.
e Optional Vouchers allow you to see the impact of transactions without actually posting them.
e Optional Vouchers can be used to forecast future sales. For example, create a New Voucher Type — Sales Forecast. Record future
sales projections using this voucher type.

Let us consider the following example. On 30thJune you want to view the Balance Sheet as of today but June rent is not due for payment
until the first week of July. This liability is not reflected in the Balance Sheet. To overcome this, enter an Optional Voucher dated 30th
June. The above entry is made as shown below:

1. Enter Date
2. Select Optional from the button bar
3. Debit Rent account

Accounting Voucher Creation

Mo 1 1-Apr2006 |-
Saturday |-
Particulars Debit Credit]!
|
Or Rent Account 75,000.00 _|
CurBai: 75000000 Dr 1
Cr State Bank of India 75.000.00 |-
CurBal: 75.000.00 Cr 1
1
Marration: 75,000.00 75.000.00 |
Ch. MNo. : d

Accept?

Yesor No

When you view the Balance Sheet, generate a report with the Optional Voucher included. The Optional Voucher should be already defined as
a Scenario. The voucher affects the report temporarily. Once you quit the report, Tally does not retain the Scenario details. The next time you
view the balance sheet, it will not include the effect of the Optional Voucher unless you include it. Note: Use Scenarios to see the effect of
Optional voucher entries on reports and statements.

OPTIONAL VOUCERS REGISTER

You can view all optional vouchers in the Optional Voucher Register Go to Gateway of Tally> Display> Exception Reports> Optional Vouchers
Note: You can view them from the Day Book as well.

REVERSING JOURNALS

Reversing Journals are special journals that are automatically reversed after a specified date. They exist only till that date and are effective
only when they are included in reports like the Balance Sheet. These are used in interim reporting in the course f the financial year where
accruals are to be reported. These accruals are usually short term and are cleared in the subsequent period. However, to get a proper
perspective, decision makes require the reports with full impact of all aspects and transaction.

Activating Reversing Journals
To activating Reversing Journals:
1. Go to Gateway of Tally
2. Select F11: Features> Accounting Features to display Company Operations Alteration screen.
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3. Set Yes in Use Rev. Journals & Optional Vouchers?

4. Accept the screen to save.
An example is — the provision for depreciation. Depreciation is usually provided for at the end of the year. However, including it for monthly
reporting would give a more accurate status.
Let us take another example:
On 30th June you want to view the Balance Sheet as of today but June salaries are not paid until the first week of July. There is, therefore, a
large liability, which would not be reflected in the Balance Sheet. To overcome this you enter a Reversing Journal Voucher dated 30th June,
which would look like this:

Accounting Voucher Creation ABC Compan

IENN X When you view the Balance Sheet, Tally displays
0006 the report with the reversing journals included. The
Tuesday  voucher affects the report only for that day, 30th

June.
Particulars Dehit Credit
. Application up to
i S;'"r’;‘;, e LB This is the date up to which the Reversing Journal
Cr p,:\,isii,',s ’ 500000 IS available for inclusion in a scenario report. The
Cur Bal: 5000.00 Cr Revering Journal can be created as of a particular

date and made Applicable up to a different date.
For example the depreciation entry could be dated
October 1, 2005 and applicable up to October 31,
2005. The journal will be available for inclusion in
a scenario for any day from October 1, 2000 till
October 31, 2000. It will not exist before 1st Oct
and will be reversed automatically after 31st Oct

Applicable Upto : 20-Jun-2006 and consequently unavailable.

Narration: 5.000.00 5,000.00

Salaries for the month of July ____  REVERSING JOURNAL REGISTER
Accept ?

YesorNo All vouchers are maintained in a Reversing
Journal Register. These are no posted to any
books of accounts and cannot be included in regular report. They can only be seen through a scenario.

Go to Gateway of Tally> Display> Exception Reports> Reversing Journals

POST-DATED VOUCHERS

While entering vouchers, you can mark them as post dated. Tally will not update the vouchers in ledgers until the specified date is
approached. This is useful to enter transactions that take place on a regular basis. For example, if you pay for something by installments, you
can set up the payments in advance, and Tally will only enter them in the ledgers as they fall due. Mark vouchers Post Dated by using
CTRL+T or click on Post dated button from the Button Bar. This button toggles with Current.

Post-dated Vouchers Register

All Post-dated vouchers are maintained in a Post-dated voucher Register.

Go to Gateway of Tally> Display> Exception Reports> Post-Dated Vouchers.

Difference in the treatment of Post-dated Vouchers and other Unconventional vouchers. The major difference between post dated vouchers
and other Unconventional vouchers is that post dated Vouchers affect regular books of accounts on the date of the voucher. Post-dated
vouchers are not available for selection in Scenarios.

CREATING ACCOUNTING VOUCHERS IN TALLY

To view the Accounting Vouchers screen:
Go to Gateway of Tally> Accounting Vouchers

Note: The Voucher Entry screen display depends on

Accounting Voucher Creation ABC Compam Ctrl + M
No. 1 1apr2006]  the Voucher Configuration. To go to the next voucher
Sswav| - screen you can simply switch the vouchers using the
Particul Debit Credit]  puttons from the Button Bar or by using the Function
By King and Sons 500.00 keys. Consider a simple payment voucher screen.
Cur Bal: 500.00 Dr
To Cath so0-00 br so000| 1ype of Voucher
CEEs i t000.a0 £0 You need to check whether you are using the right

voucher for the transaction. You change the voucher
type by selecting the new type from the Button Bar. In
some cases, Sales, Punchers and Journal, as well as
where you have created your own voucher types. For
hNEgstice: S00:80 500001  example, under Payment, Tally will display a List of

accepiz | Vouchers for_ the type you select, from which you make
YesorNo a further choice.
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Voucher Number
If you have set Method of Voucher Numbering to Automatic in Voucher Type screen, Tally will automatically enter the voucher number enter
the voucher number and if you have set Method of Voucher Numbering to Manual, Tally allows you to enter the voucher number manually.

Reference
You can enter a reference such as Purchase Order Number or Invoice Number in the Ref: Field.
Note: Reference is not available for receipt and payment vouchers.

Date of Voucher

The date of the voucher you enter is displayed at the top-right of the Voucher Creation screen. The date is taken initially from the Current Date
in the Gateway of Tally. However, you can change the date to ensure vouchers are entered with the appropriate date using the F2: Date
button. Note: You change the date using the F2: Date button from the button bar.

Narrations
You can type any comment that is appropriate for the transaction in Narrations. You can configure Tally’s Narration details as per the type of
narration for the transaction. The types of Narrations are:
« Common Narration — Common narration details for the entire Voucher at the end.
« Single Narration — Narration details for every debit or credit transactions made.
Enabling Narrations
Common Narration is enabled by default in Tally.
To activate Narrations on the voucher screen
1. Go to Gateway of Tally> Accounts Information> Voucher Type> Alter
2. Select the required Voucher
3. Set the option Narrations for each Entry to Yes
4. Accept the details.
5. Return to Accounting Vouchers on Gateway of Tally and make a payment voucher entry as required.
Following examples demonstrate a Payment transition that has both common narration and narrations for each entry. The advantage of this
being that you cha give single line narration separately for every ledger account selected in case of multiple debit/credit entries.

Accounting Voucher Creation ABC Compan Ctrl + M PARITCULRS TO/BY OR
| Payment [} 1-Rpr-2006|  DR/CR
Saturday

A Conk To/By or Dr/Cr
ccount © Casl i
e By default Tally displays
Cur Bal: 25.000.00 Cr To/By which can be

Particulars Amount| - anged to Dr/Cr.
Conveyance 500.00 ) 1. Set Use Cr/Dr
Cur Bal: 1,300.00 Dr instead of To/By which can
QOn dceaunt 500.00 Dn be Changed to Dr/Cr.
Narration . Conveyance paid toemployse A
Foaisae prps 2. Accept to Save

CurBai- 1.300.00 Dr Each voucher line display_s
Marration  © Postage expenses for the maonth of April a prompt of Dr/By for debit
entries or Cr/To for credits.
Note: Depending on the
voucher type, Tally selects
either Dr or Cr/ To or By.
Narration: 1,000.00 Thereafter, you can change
Postage and Conveyance Expenses the prompt (if required) by

Accept ? typing over itwitha D or C/
: T or B.
Yesor No
Ledger name and amount

After To/By or Dr/Cr, you enter the ledger names that are already created and the debit and credit amounts. To select a ledger, type the first
letter of its name and Tally displays a List of Ledger Accounts. The ledgers starting with the typed letter are highlights. Only ledgers suitable
for the voucher type are displayed. As you continue typing, the highlights reduce until a match is found.

The first ledger name prompt depends upon the voucher type.

For example, in a Payment Voucher you have to first debit a personal account like a creditor or a nominal account like Rent. Hence you are
not allowed to enter Cash or Bank as that would determine money received.

Note: In special case where in you have activated the option Allow Payment/Receipt as Control in the Voucher Configuration you are
permitted to do so. Likewise, in a Sales Voucher, you must first debit a personal account name like a customer and not a nominal account
name. When you select the ledger, the current balance is displayed (only if F12: Configure is configured). When you enter the amount, the
revised current balance is shown.

After selecting the next ledger, Tally suggests the balancing amount as the value to enter, which may be accepted or typed over. You cannot
complete the voucher entry until the debit is equal to the credit.

PARTCULARS — LEDGER NAME AND AMOUNT
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VOUCHER CLASSES

Voucher Class is a method of automating accounting allocations during Invoice entry. It is a table for predefining the entries to make invoice
entry a simple task. This is particularly useful in sales invoicing where the nominal ledger accounts, to be credited for each item of sale is
defined once. During voucher entry, the accounting credits for items sold are done automatically. Additional accounting entries like Tax,
Freight and other charges can also be predefined to be brought up during actual invoicing.

This will have restriction on a data entry operator to alter or modify the vouchers. The total control tests with senior management to set the
class parameters. It also reduces chances of errors during voucher entry. You can still continue to use Tally as before without classes if you
do not require it.

Classes can also be used to automate the rounding off the values. The rounding — off method can be preset when defining a class for a line or
for the entire voucher or invoice.

Voucher Class Permits:
1. Automation of entries to predefined ledger accounts.
2. Automatic rounding off to preset value limits.

INVENTORY VOUCHERS

INVENTORY Vouchers perform the same function in the inventory system just as accounting vouchers do in the accounting system. Inventory
Vouchers are also means of entering transaction. Inventory vouchers record the receipt and issue of goods/stock, the transfer of stock
between locations and physical stock adjustments.

If you have not integrated accounts with inventory, inventory vouchers will not have any impact on the Balance Sheet stock figures. They will
maintain the stock balances separately.

To view Inventory Vouchers:

Go to Gateway of Tally > Inventory Vouchers

Configuration on Tally

Set the option Integrate Accounts and Inventory to Yes in F11: Features.

You can trace an entire transaction from the beginning i.e., goods transfer stage to the financial accounting irrespective of integration status.
For example, the purchase of stock can be tracked from the purchase voucher through the receipt note, through invoice from the supplier and
also through eventual payment.

TYPES OF INVENTORY VOUCHERS
Tally is pre-programmed with Inventory Vouchers of Various natures, each designed to perform a different task. The following table displays

the standard Accounting Vouchers provided in Tally and their corresponding activation key combination and buttons. You can either use the
key combination given in the table below or the buttons on the Button Bar.

Set the option Use Tracking Numbers to Yes in F11:

Key Combination Buttons Voucher Type Company Features to activate Goods In Receipt
Note and Goods Out Delivery Note vouchers. Tally
ALT+F9 F9: Rcpt Note Receipt Note Voucher will assume that goods are received along with
ALT-FS F8: Dely Note Delivery Note P_urchase Vouchers and G_oods are de_Iivered an_ng
ALT-Fs F6: Rej.Ou Rejections Out with Sales Vouchers/Invoices. Agtlvatlng Tracking
CTRI-F& F6: RejIn Rejections Tn Numbers denoFe that you may r_ec’elv_e go_ods t_hat are
not accompanied by a Supplier's invoice, i.e. the
ALT+F7 F7: Stk Jrnl Stock Journal Voucher invoice will arrive separately and that you may not
ALT+10 F10: Phys Stk Physical Stock deliver the goods along with the invoice but will
ALT+F5 F5: Sales Order Sales Order invoice it later.
ALT+F4 F4: Purc. Order Purchase Order Note: In a voucher you are allowed to select Not

Applicable when the Tracking Number sub-screen
appears. This would update inventory immediately between delivery notes for stock delivered from different locations you can create vouchers
to do this.

RECEIPT NOTE VOUCEHR T
Receipt Note
This voucher type is used for recording goods
received. Description Records receipt of new stock from suppliers
To view the Receipt Note Voucher:
1. Go to Gateway of Tally > Inventory Vouchers _ : _
2. Press the button Alt+F9 or Select the button F9: Details Recorded Reference. Ledger Account. Supplier’s Name. Address and
Rept Note from the button bar. For example, Dispatch Details (If Accept supplementary Details option is set
consider the company receives new stock items to Yes in F12: configure). Name of Stock Item. Tracking
from a supplier. If a Purchase Order exists for : . = ‘ o =
that Supplier, select the Order Number from the Details.  Godown.  Quantity. Rate (Optional).  Amount
List of Orders pop up menu to bring up the {Optional). Narration.
order particulars automatically.

Visit us at: www.sarvaindia.com Licensed by Govt. of India 1SO 9001:2015 Certified



SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme) -57 -

REJECTIONS-IN VOUCHER (SALES RETURNS)

A Rejections In Voucher is used to record goods that are rejected and returned back by the customer:
To view the Rejections In Voucher

1. Goto Gateway of Tally > Inventory Vouchers

2. Pressthe Ctrl + F6

Rejections In Voucher

Description Records receipt of goods from customers,

Details Recorded Ledger Account. Customer’s Name. Address (If Accept
supplementary Details option 15 set to Yes in F12: configure),
Name of Stock Item. Tracking Details. Order details. Godown.
batch details. Quantity. Rate (Optional). Amount (Optional).
Narration.

DELIVERY NOTE VOUCHER

The delivery Note Voucher is used for recording goods delivered to a customer.
To view the Delivery Note Voucher
1. Goto Gateway of Tally > Inventory Vouchers
2. Press the Alt + F8 or select the button F8: Dely Note from the button bar.
For Example, the company delivers goods from Stock to a customer. If a Sales Order exists for that customer, selecting the appropriate Order
Number from the List of Orders pop-up menu will automatically bring up the relevant particulars

Delivery Note

Description Records the delivery of goods to customers

Details Recorded Reference. Ledger Account. Customer’s Name. Address and
Despatch Details (If Accept supplementary Details option is set
to Yes in F12: configure)., Name of Stock Item. Tracking
Details. Godown. Quantity. Rate (Optional). Amount
(Optional). Nairation,

REJECTIONS-IN VOUCHER (PURCHASE RETURNS)

The Rejections out Voucher record goods that are rejected and returned to supplier.
To view the Rejections out Voucher
1. Goto Gateway of Tally > Inventory Vouchers
2. Press the Ctrl + F6 or Select the button F6: Raj. Out from the Button Bar
For example, the company returns items that had previously been taken into stock from the supplier.

Rejections Out Voucher

Description Records return of goods to suppliers

Details Recorded Ledger Account. Supplier’s Name. Address and Dispatch
Details (If Accept supplementary Details option is set to Yes in
F12: configure). Name of Stock Item. Tracking Details.
Godown. Quantity. Rate (Optional). Amount (Optional).
Narration

STOCK JOURNAL VOUCHER
Stock Journal Voucher is used to record stock transfers from one location to another.
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To view the Stock Journal Voucher:

1. Goto Gateway of Tally > Inventory Vouchers

2. Press the buttons Alt + F7 or Select the button F7: Stk Jrnl from the Button Bar
For example, the company transfers items of stock from the warehouse to the shop.

Stock Journal Voucher
Description Records the transfer of stock from one Location to another
Details Reference, Name of Source and Destination Locations, Name
Recorded of Stock Item, Godown. Batch, Quantity, Rate, Amount,
Narration

PHTSICAL STOCK VOUCHER

Physical Stock Voucher is used for recording actual stock physically verified or counted.
To view the Physical Stock Voucher

1. Goto Gateway of Tally > Inventory Vouchers

2. Select the button F10: Phys Stk form Button Bar or Press Alt + F10
For example, Physical Stock is the stock found on
conducting a stock check. It is not unusual that the
company finds a discrepancy between actual stock and
computer stock figure. Physical vouchers will be useful for

Physical Stock Voucher

recording purposes 0n|y if you have configured inventory Description Records the physical stock count as the new stock balance
vouchers to ignore physical stock differences. If you have

Conflgured the vouchers so that PhySlca| stock difference Details Recorded Stock Item. Locations. Batch details and Quantity,

is not ignored, than all transactions subsequent to the

physical stock voucher will use the balance as mentioned

in that voucher.
ENTERING PURE INVENTORY VOUCEHRS IN TALLY

Selecting and Entering the Voucher. There are five kinds on inventory vouchers:
« Receipt Notes and Delivery Notes
« Reception - in and Rejections — Out
« Sales Order and Purchase Order
« Stock journal
« Physical stock
Note: Vouchers involving pop-up screens depend upon configuration settings and it will be assumed that these settings have been activated.
The basic procedure to enter voucher is:
1. Go to Gateway of Tally > Inventory Vouchers
2. Change the date if necessary.
3. Select the Voucher type form the Button Bar

ENABLEING F11: FEATURES

« Set Use Tracking Numbers to Yes to activate Delivery Note and Receipt Note vouchers.

« Set Use Rejection Notes to Yes to activate Rejections In and Rejections Out vouchers.

« Set Allow Purchase Order Processing and Allow Sales Order Processing to yes to activate Purchase Order and Sales Order
vouchers.

A typical Receipt Note inventory voucher screen appears as shown below:

ABC Compan
Receipl Nole Moo 1 1-Ap1-2006
Ref * RN_01 Saturday
Party's Afic Name © King and Sons
Currant Balance
Purchase Ledger . Puichase
Hame of tem Cuantity Rate per Amount
Item A 100 Hos 10.00 Mos 1,000.00
O End of List
Narration 100 Nos
| Accept?
Yesor No
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The screen is divided into three sections:
1. The Type, Reference and Date of the Voucher.
2. Party’s Particulars and Ledger Account.
3. Inventory Item Details.
You can change the voucher type by selecting the required type from the Button Bar.
Note: In some cases such as Receipt Notes (where you have opted for Use rejection notes in F11) you will see a pop-up screen from which
you select the right voucher.

Type of Voucher

Select the Voucher required form the Button bar.

Prior to making a voucher entry, ensure that you are using the right voucher. You can change the voucher type by selecting the new type from
the Button Bar. In some cases, like receipt notes (where you have opted for Use Rejection notes in F11: Features) you will see a pop-up
screen fro, which you can select the appropriate voucher.

Voucher number
Voucher numbering by default is automatic. It can be entered manually by setting it in Voucher Types.

Reference number
This is optional. You can enter a reference such as Purchase Order Number or Supplier's Delivery Note Number.

Date of voucher
The date of the voucher you are entering is displayed at the top-right of the Voucher Creation screen. By default, this will be the Current Date.
You can change the date to the transaction date. Note: you can change the date using the F2: Date button on the Button Bar.

Ledger Account

There are no To/By or Dr/Cr in inventory vouchers.

To select a ledger, type the first letter of its name and Tally will display a List of Ledger Accounts. As you continue typing. The highlights
reduce until a match is found. Here you usually need a supplier's ledger account.

Supplier's name and address
Enter details of the supplier's name and address. This can be different from the ledger name or can be the same. This information is useful
when printing out the Goods Receipt Note.

Name of the Item
From the pop-up list of Stock Item, select the Stock Item that is being received. If it is not in the list, create it using ALT+C.

Tracking Number
Set Use Tracking Numbers to Yes in F11: Features> Inventory Features.

The Tracking number is used to link the Receipt Note with the

Supplier's Invoice that will be received later. (Supplier's Invoice is
of Tracking Nurmbers recorded through the Purchase Voucher). Hence, select the number
which helps maintain the link. Tally gives the Receipt note number
and the Reference number as default. However’' you may opt to give
your own number, in which case select NEW Number. if you not
wish to give a tracking number at all select Note Applicable.

ltem Allocations for @ Item A

Tracking No. : [RSM)]

Tracking numbers link the different accounting vouchers with the inventory vouchers as follows:
1. Receipt Note/Goods In vouchers are linked to Purchase Vouchers
2. Goods Out/Delivery Note are linked to Sales Voucher/Invoice.
3. Rejections-In is linked to Credit Note
4. Rejections-Out is linked to Debit Note

New Number
Enter a new number that is not in the list. You can use this number to reconcile, while making a Purchase Voucher entry.

Not Applicable

You can select Not applicable if you do not want tracking number. This may be resorted in cases where you want to update stocks
immediately with this entry and no goods inward entry is needed. If you select Not Applicable in an inventory voucher it will update stocks and
you need not make a separate accounting/invoice entry.

Uses of the option Not Applicable
o If you need to raise a sales voucher/invoice that accompanies the goods and do not want to pas Goods Out entry, Not Applicable will
update stocks without the Goods Out entry.
e When you record a purchase voucher and wish to update inventory without a separate Goods In entry, select Not Applicable for the
tracking number.
e The same applies to Debit Notes-Rejection Out and Credit Note-Rejection In.
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¢ When you send out samples for approval, where you do not want to raise an invoice.
¢ When you receive samples, but no invoice will be forthcoming.

CREATING A STOCK JOURNAL

A Stock Journal is used to transfer materials or stock from one location to another location. Stocks can also be shown as consumed. It can
only be produced without consumption and production. Hence, it is not like other journals where debits and credits match. You can specify
quantities that are moved, their rates and amounts. If standard rates are entered in the Stock Item masters, they will appear. In the target
location, you can specify additional costs incurred without actually affecting accounting at all. Only the stock value goes up. Hence, it is
technically correct where an expense incurred on production or inward has been accounting for in th cost of that item.

To create a Stock Journal Voucher
1. Go to Gateway of Tally > Inventory Vouchers
2. Select the button F7: Stk Jrnl form the button bar or press Alt+F7

Inventory Voucher Creation ABC Compan Ctrl + M The Stock Journal

Stock Journal  BU/AR] 1-Apr1-2006 Screen has three
Saturday parts-
1. The part at the

Transfer of Materials top accepts genera|
information.
Source {Consumption) Destination {(Production) 2. The left-hand
Name of ltem Godown Name of ltem Godown i

Quantity Rate Amount Quantity Rate Amount SSIgSrce ac((;:(e)gz)swn tf:)er

MBP 150 Head Office Maxell Disk 3.5  Warehouse Consumption Part.
1,347.00 1,347.00 3. The right-hand
Gold 8 - Cd Rom  Head Office side accepts the
459.00| Gold 8 - Cd Rom  Warehouse Destination ~ Godown

458.00

or the Production Part.
You must furnish the
common information
required in the field
that appears at the
top. You may elect to

give information for
1,806.00 Accept 7 only the left or the
Marration: Yesor No right part or both.

COMMON INFORMATION

Reference, date and voucher number
Reference field will be displayed if this is option is activated for the voucher. Give a reference number, if required. Voucher number depends
upon the settings in Voucher Type.

Source (consumption)

Select the name of the Stock Item and the Godown from which it moves or where it is consumed as well as the Quantity, rate and amount. If
the rate is specified in the Stock Item master it will be displayed when you indicate the Item name.

Note: the effect of entry in this part is to reduce stock of the ltems specified.

Destination (Production)

Mention the name of the item and the Godown to which the item is moved. If is not necessary that the item names should match the names in
the source part. This is because a totally new Item could be produced out of the materials consumed. You can specify the rate of the Item,
Quantity and amount. If the rate is specified in the Stock Item master, it will be brought up when you indicate the ltem name.

Note: The effect of entry in the Destination Part is of increasing the stock of the Items specified in this part.

Additional cost details

This is another interesting facility is available for the Destination Godown (Production). You can specify what additional costs were incurrent in
moving goods to the Godown or for producing them. Thought these costs are strictly accounting heads, they do not get posted in the relevant
nominal ledger accounts but add to the cost of the Item. In the target Godown, you can specify additional costs incurred without actually
affecting accounting. Only the stock value goes up. Hence, it is technically correct where and expense incurred on production or inward has
been accounted for in the cost of that item. After entering the amount for and Item, the following Additional Cost Details entry box pops up.

You may specify additional costs for transferring or producing the item. The typically additional costs are wages, power, and freight and so on.
Ensure that you have ledger accounts opened for the additional cost. Moreover, additional costs entered for the ledgers, do not reflect in the
relevant ledger with the amount but only add to cost of the item.

Percentage (%-age)
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You can specify the additional cost in percentage of the cost of the item, in which case enter the number, for example, 2 for 2% of the cost of
the item. You may, alternatively, skip the percentage field and input an amount directly.

Actuals
This displays the total additional cost for the item and the effective cost per unit of item/product produced.

BILL OF MATERIALS

A Bill of Materials is a list of constituent items along with quantity details that can be allotted towards manufacturing a certain product, by-
product or likewise. This facilitates immediate reduction in stock of the item automatically. This process of listing the items that make up
another item is made possible in Tally by enabling the Bill of Materials Facility.

Enabling Bill of Materials Master Configuration

This is useful for manufacturing organizations and can be set up through F12: Allow ALIASES along with Names 2 Yes

Configure. The Bill of Materials option now appears in the Stock Item Creation Allow Language ALIASES along with Names ? No
screen only after entering a unit of measure in Units field. Accounts Masters

1. Go to Gateway of Tally > F12: Configure -

. . Allow ADYANCED entries in Masters ? Yes

2. Select Accts/Inv Info from the Configuration Menu Add NOTES for Ledger Accounts AT

3. Set Allow Component List Details (Bill of Materials) to Yes Use ADDRESSES for Ledger Accounts ? Yes

Use CONTACT DETAILS for Ledger Accounts ? Yes

A Bill of Material should be available while manufacturing an item. This is done

) ! N hwentory Masters
through a stock journal. It is advisable to create a new voucher type, say, Mfg -

Journal which is based on Stock Journal Allow ADVANCED entries in Masters 7 Yes
Use PART NUMBERS far Stock ltems ? Yes

Stock Journal as Manufacturing Journal Use Description for Stock tems ? Yes
Stock Journal vouchers have an options Use as a Manufacturing Journal, in the S8 REMARKS for Stck ltems - B
Voucher Type Creation screen which has to be set to Yes. Specify Defautt Ledger Allocation for Invoicing 7Yes
1. Goto Gateway of TaIIy Use ALTERNATE UNITE for Stock ltems ? Yes

Allow Std. Rates for Stack tems ? Yes

2. Select Accounts Info. > Voucher Types > Alter Allow Component list details (Bill of Materials) ? Yes

3. Select the Stock Journal Voucher from the Voucher Types Use ADDRESSES for Godowns 1 o
4. Set the option Use as a Manufacturing Journal to Yes

pe Alteration Ctrl +
Mame : Stock Journal
fakiaa)
General Franng Mams of Class
Type of Woucher : Stock Journal Print aftor caving Youchor 7 Mo
Abbr : Stk Jdrnl

Method of Voucher hMumbering 7 Automatic

L=m Advance Configuration 7 Mo

U=a EF FECTWVE Dimies for Wourher=? KMo

Make ‘Qptionzal' 3= derault T Mo
Ll=s Common Marration T Yes
Marrations for each sntry 7 Mo

g ac a Manufacturing Journal ? Yes

Accept ?
Yesor Neo

When you use a Stock Journal as a Manufacturing Journal, the Stock Journal voucher entry screen will be modified to accept Name and
Quantity of the product being manufactured, its list of components and additional costs of manufacture associated with it. for and end-product
item, if you have specified a bill of material that contains the list of components, this list will be brought up automatically and filled in for the
quantity of the end product

CREATING A BILL OF MATERIAL

Bill of Material (BoM) is created only for those4 items that are being assembled in-house. For trading items, you do not need a BoM.
Therefore, you need to specify a BoM at the time of creating a Stock Item or when altering its master.
Let us create a new Stock Item Television Flatiron and specify its BoM.
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Go to Gateway of Tally> Inventory Info. > Stock Items > Create

The Stock Item Creation screen is displayed below:

Stock Item Creation ABC Compan

MName . Television Flatorn
fabaa)
SetModify Default Ledgers for Invoicing ? No
Behaviour
Under . Home Electronics e
! ) Costing Method : Avg. Cost

Units : Nos Market Valuation Method . Avg. Price
Alternate IUnits O Mot Applicable lanore Diff. due to Physical Counting ? No
Walbialn i Batthas 2 No lgnore Negative Balances ? No

: Treat all Sales as New Manufacture ? No
Set Components (BoM) fl ties | Treat all Purchases as Consumed ? No
Set Standard Rates 2 No Treat all Rejections inward as Scrap ? No

Quantity Rate per Value
Opening Balance

Some information like Batches, Alt. units etc. depend upon the company features, configuration and invoicing set-up. For details on fields
other than Set Components (BoM) refer to the Stock Item Creation section under Inventory Information.
The different for India/SAARC would be in the field Rate of VAT and MRP/Marginal.

Stock Item Creation ABC Compan

Mame . Television Flatorn Part No.
=fas) £
Description
Remarks
SetiModify Default Ledgers for Invaicing ? No
Under . Home Electronics Sehaviow
Costing Method ¢ Awvg. Cost
Categaory . O Not Applicable Market VYaluation Method . Avg. Price
Units : Nos lgnore Diff. due to Physical Counting ? No
Alternate Units . O Not Applicable lgnore Megative Balances ? No
Maintain in Batches 2 No Treat all Sales as New Manufacture ? Mo
Treat all Purchases as Consurmed ? No
Set Componeants (Boh) ? No Treat all Rejections inward as Scrap T No
1more
Cuantity Rate per Value
Opening Balance : Accept ?
Yesor No

« Set the option Allow Component list details (Bill of Materials) to Yes in F12: Configure.
« A pop-up list for the components appears which has to be entered as shown below.

Components of : Television Flatorn

Uit of manufacture 1 Nos
Itern Sodowen Crurantity
WD nain Location 1 Mos
Picture Tubes Main Location 1 Nos
1C Chips Main Location 1 Nos
Sound Card Main Location 1 Nos
Aerial Main Location | = 1 Nos|
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Unit of Manufacture

Specify the appropriate number of the finished product items hat will be made. While manufacturing and recording through
stock/manufacturing journal, record the item in multiples of this unit of manufacture. The components are multiplied by the same factor
automatically. You are allowed to alter the components to reflect actual consumption, if there is a change from BoM.

Note: Under certain circumstances, it is better to give a larger unit of manufacture, for example, per 1000 Pcs of nails, as raw material
consumed for 1 piece of nail is in significant.

Item, Godown (Location) and Quantity
Enter the component name and quantity. If there are multiples Godowns or Locations, specify the storage location for the item.
Enter the options for all appropriate fields for the stock item and accept the screen.

MANUFACTURING JOURNAL ENTEY

1. Go to Gateway of Tally > Inventory Vouchers

2. Select the button F7: Stk. Jrnl or press Alt +F7
If you are creating a new voucher type Manufacturing Journal, a pop-up menu is displayed with the options default Stock Journal and
Manufacturing Journal. Select Manufacturing Journal and the following; screen will be displayed.

Inventory Voucher Creation ABC Compan Ctrl + M
Manufacture Journal No. 1 1-Apr-2006
Ref. : Saturday

Manufacture of Materials
Name of Froduct . Television Flatorn  Gociown. Head Office Telestsion Oy 5 Nos
Batch Name Mig Dt Expity
Components (Consumption) Cost of Components : 2110.50Nos 10,554.15
Name of item Godown Type of Addl Cost  “e-age
Quantity Rate Amount
0 End of List
vDu Head Office Teledsion
25 Nos  5.00Vos 125.00
Picture Tubes Head Office Televsion
5MNos S0.8%Nos 25415
IC Chips Head Ofice Telesision
5 Nos 1,25000Mos £,250.00
Sound Card Head Office Televsion
5 MNos 33500/Mos 1,675.00
Aerial Head Office Television Total Addl cost .
1more .. |Effective Cost ; 10,554.15
45 Nos 10,554.15 ] Effective Rate - 2110.83M0s

INPUT FIELDS

Reference Number
Enter a reference number, if required.

Name of Product

Enter the name of the Stock Item to be manufactured.

Location

Enter the location where the Item is manufactured. This location will show the stock.

Quantity
Enter the quantity of the item to be manufactured.

Component (Consumption)

The component list for manufacturing the product and the proportionate quantity of each component (based on the quantity specified for the
product in BOM) is produced. For each component, the default location is given as specified in the BoM. The entire component list can be
altered, components added or removed and locations amended. Note: Any change made during this entry will not affect the original Bill of
Material for this product. If you want to make permanent change to the Bill of Material, alter the Stock Item master information of the product.

Cost of components
The base cost of the components are automatically added and displayed on the screen.

Additional cost components
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Specify additional costs for producing an item. These are typically wages, power, and freight. Creating ledger accounts for the additional costs
is a must. Moreover, additional costs entered for the ledgers are not reflected in the relevant ledger with the amount, but these additional costs
only add to the cost of the item.

% age
Additional costs can be entered in terms of percentage of cost of components. For example, 2 for 2% of the cost of components. You can
also skip the percentage field and enter an amount directly.

Total additional cost
This field displays the total additional cost for an Item.

Effective cost
This is the sum of the total cost of components and additional costs.

Effective rate
Effective cost per unit of item/product produced.

PURCHASE AND SALES ORDERS

Order Processing

Order processing is the placing of orders with suppliers for purchase to be made from the or receive orders from customers for the purpose of
selling. In Tally, Order Processing is linked to Inventories. This allows tracking of the order position for a Stock Item. Using this you can track
arrival of goods ordered and also whether the ordered Stock Item are delivered on time etc.

You can create Purchase and Sales Orders in Tally. Purchase Orders (PO) can be created, printer and sent to suppliers. Goods received are
linked with the POs and Invoices. Outstanding Purchase Orders should be monitored. Stock Summary displays order position of any item. The
Purchase Order Book lists out all the Purchase Orders Placed. Likewise, Sales Orders received are recorded in Sales Order Entry screen.
These details will be available during Delivery Note and Invoicing. The order position in the Stock Summary can be viewed. The Sales Order
Book lists all Sales Order received.

Enabling Purchase and Sales Orders

i Qrder Processing
To enable Sales Order and Purchase Order vouchers, activate Order Processin )
the following in F11: Features. Allow Purchase Crder Processing T Yes
1. Set Allow Purchase Order Processing and Allow Sales Order Allow Sales Qrder Processing il Yos |
Processing to Yes.

2. Enable Use Tracking Numbers
CREATING A PURCHASE ORDER
Purchase Order details depend on configuration settings.

To create a Purchase Order:
Go to Gateway of Tally > Inventory Vouchers> F4: Purc. Order

Inventory Voucher Creation ABC Compan Party’s A/lc Name
Purchase Order [\ 1apr2005/- Select the Supplier's name form
Saturday|. the List of Ledger Accounts. Use
! Alt + Cto create a new account.
Party's A/t Name . Indian Software Ltd Order No . po |
Current Balance : 1 Order No
Whiitextass Rl ctmoeo oY ik | Enter the purchase order number
Name of tem Quantity Rate per Amount :
e E Lo 1 Configure the voucher type through
1 Accounts Info > Voucher Types to
; set prefixes and suffixes for
ftem A 10 Nos 10Nos|  100.00 Nos 100000 °  pyrchase Orders. This particular
1 o " -
- Order No. field is an additional field
0 End of List to record order number if it is
different from the voucher number.
. The voucher number is
automatically displayed here; it is
| also possible to change this
number if needed.
Narration: 10Nos __ 10Nos 700000/ Name of the tem
- Select the Stock Item that needs to

Iltems. The Item Allocations sub-
screen is displayed. Enter the details as show below.
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It i : Due on
em Allocations for : Item A . . . . .
Far Order Number : po Enter the due date for delivery to the item. This monitors outstanding

deliveries.
The order can be split for delivery on different dates. If the order is
split, give the due date of the first lot to be delivered. After selecting
s S L R S TR0 Nos 1 oo0.oo| the respective Godown and entering the Quantity, Rate and Amount,
specify the due date for the second lot. If the whole lot is delivered at
ove on [N a time, Press Enter in the Due on field to return to the Voucher
Creation screen. The cursor the returns to the Item field once again.
Now enter another item. If no other item is required, press Enter in
the blank field to navigate to the next field. Press the space bar to

Godown Quantity Rate per Amount

display the List of Ledger Accounts.
You can also specify other expenses like freight, tax to be charged if any in the Purchase Order. The Tax and Expense has to exist as a
ledger account or it may be created using Alt + C.

Location

This field should be entered with required details if multiple-location feature is enabled, otherwise it does not appear.

Quantity, Rate and Amount

Enter the quantity of the item required and its rate. The amount is calculated, but it can be modified to enable rounding off.

Additional Cost Details

Enter any additional cost incurred on the item here. This can be either entered as a percentage of the item cost or a fixed amount. If not, select
End of List. Additional costs increase the value of the item, but they do not appear independently in the nominal ledger account or expense.
Next Item

The cursor comes to the Item field once again and you can enter another item to order. If no other item is required, press enter on the blank
field to take the cursor to the tax/expense field.

Expense/Tax

Once the item details have been entered, specify tax to be charged and other expenses like freight, if any. The tax or expense has to exist as
a ledger account if they do not exist, create it using Alt + C. Here, consider tax @ 17.5% that is charged on the item values.

The order entry screen appears as shown below.

Inventory Voucher Creation ABC Compan Ctrl + M Narration
| Purchase Order K] 1apr2006)  This field is optional. You can give some particulars about
Sawrday|  the order.
Party's Aic Name : Indian Software Ltd Qrder No. L po
Cunent Balance . i ALTERING A PURCHASE ORDER
VAT/Tax Class: Purchases @ 4%
Name of ltem Quantity Rate per Amount
Actual Billed To alter a Purchase Order
tem A 10 Nos 10 Nos 100.00 Nos 1,000.00 «Goto Gateway Of TaIIy > Dlsplay > Day BOOk
OR
% [UESIR S 1750001« Go to Gateway of Tally > Display > Inventory Books >
Purchase Order Book Make the necessary alterations and
save.
DELETE A PURCHASE ORDER
Narration: 10 Nog 10 Nog 2,750.00 .
To delete a Purchase Order Press Alt + D in the Purchase
Order alteration screen

This filed is optional. Enter necessary particulars about the order.

Inventory Voucher Creation ABC Compan

Sales Order MNe. 1

CREATING SALES ORDERS

Sales order entry is exactly like the Purchase

Order Entry. Sales Order details will also depend A S it e :j;ﬂ oiList 0 Nos
- : : arty's Alc Name : Sun Manufacturing Co.
o z?ggtgeu;agglne:ect)trlggi ' Curertgalance . 5,200.00Dr Cemnent 10 8gs
: ! 1 Gold 8- Cd Rom
Go to Gateway of Tally > Inventory Voucher> F5;  Namedfftem T ‘l: Gold B Cd Rom
Sales Order & | Chips 0 Nos
Item A 100 Nos
Party’'s Alc Name A | mg";!?ﬁms
Select the Customer’'s name. press Alt + C to Bicture Tubes Ohos
Corre;é‘rf ;’i‘lg‘ew account. Saund Card 0 Hos
Television Flatorn 0 Nos
The voucher number is automatically displayed. Timber 450 Nos
You can change this number if required. Enter the VDU 0 Nos
sales order number.
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Name of the Item
Select the Item for which the order is to be placed from the List of Stock Items.
Here, the Item Allocations sub-screen is displayed.

e Alseattre b Hari A Enter the details as shown below:

For Order Mumber : §1

Due on
LI i Acma?"“l'""yamed ll Gl LT Amount] — eoier the due date for delivery to the item. This monitors
outstanding deliveries.
Due on 1-Apr-2006 The order can be split for delivery on different dates. If the
Head Ofiice Television 10 Nos 10 Nos 10,000.00 MNos 1.00,000.00 order is split, give the due date of the first lot to be delivered.
After selecting the respective Godown and entering the
oue on I Quantity, Rate and Amount, specify the due date for the

second lot. If the whole lot is delivered at a time, Press Enter in
the Due on field to return to the Voucher Creation screen.

The cursor the returns to the Item field once again. Now enter another item. If no other item is required, press Enter in the blank field to
navigate to the next field. Press the space bar to display the List of Ledger Accounts.

You can also specify other expenses like freight, tax to be charged if any in the Purchase Order. The Tax and Expense has to exist as a
ledger account or it may be created using Alt + C.

Location
In case multiple location features are active this field has to be mentioned. Otherwise it does not appear.

Quantity, Rate and Amount
Enter the quantity of the item required and its rate. The amount is calculated, but it can be modified to round it off.

Additional Cost Details
There are no additional cost details for sales orders. They exist only for Purchases as the values are added to the cost price. In case of sales,
additional cost needs to be entered below the line along with tax.

Next Item
After completion of entering the first item, the cursor comes to Item field once aging and you can enter another item to order. If there is no
other item, press Enter in the blank field to take the cursor to the tax/expense field.

Expense/Tax

Once the item details have been entered, specify tax to be charged and other expenses like freight, if any. The tax or expense has to exist as
a ledger account if they do not exist, create it using Alt + C. Here, consider tax @ 17.5% that is charged on the item values.

The Sales order entry screen appears as shown below.

Creation Ctrl + M Narration

No. 1 1apr2006 This field is optional. You
Saturday can give some particulars

about the order.

Voucher
Sales Order

Party's Alc Mame : Sun Mamfacturing Co. Order Mo, : 1
Current Baiance ; 5200.00 Dr INVOICE ENTRY
Name of ltemn Quantity Rate per

Actual Billed

Invoicing or sales invoicing
ftem A 10Nos|  10Nos| 10,000.00 Nos 1.00.000.00 IS almost similar to sales
voucher entry. You will use
the same voucher but
vat @ 17.5% 17.50 % 17,500.00|  select As Invoice option to
turn it into a sales invoice.
Purchase invoices are
recorded through normal
Purchase Voucher entry
and it does not have the

provision of being

Marration: 10 Nos 10 Nos converted into an invoice
Accept ?

) format for entry purposes,

YoscrNe similarly, you can print the

Purchase voucher as a Purchase Invoice or even a Purchase Order.

The advantage of using the invoice format for sales and purchase voucher entry is that is enables automatic calculations of taxes and duties.
This is possible for only those groups for which used for Calculation is enabled under the group Duties and Taxes. This is also possible for
other groups for which the field Used for Calculation is enabled in the Group Creation screen.

In recording both sales and purchase invoice details, you can adjust accounting and inventory balances and account for Taxes
simultaneously. The default invoice formats has various configuration options. Use them to print your invoices as per requirements. It is not
necessary to create new invoice formats. It is recommended that you configure the default invoice as per requirements. You can also design a
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new invoice using Tally’s Definition Language (TDL) Report Designer. TDL is quite and advanced language with which you can create new
reports and screens. You can even modify existing reports and screens.

Settings for creating Sales and Purchase Invoice

1.

2.

3.

Ensure that Allow Invoicing is set to Yes in F11: Features to create sales invoice. This brings up another option. Set Separate
Discount Column invoices to Yes if you want a separate column for discounts in invoices.

To create purchase invoices, ensure that Allow Invoices is set to Yes and also Enter Purchases in Invoice Format is set to Yes in
F11: Features. If you want a separate column for discounts in invoices, follow the procedure described above.

Go to Gateway of Tally > Accounting Vouchers. Select either sales or purchase voucher. If you set Show Inventory Details to Yes in
F12: Configure, all inventory details will be displayed on voucher screen.

While creating Ledgers under the group Sales and Purchase Accounts, ensure that the option Inventory values are affected is set to
Yes.

If you want tax accounts (under the group Duties & Taxes) to use automatic calculation, ensure that the Percentage of Calculation is
entered (For example, 17.5) and the appropriate Method of Calculation is selected from the pop-up menu in the Ledger Creation
screen. If it is to use Tax based on Item Rate, then the Stock Item must have the rate specified.

PRINTING INVOICES AND VOUCHERS

To print any voucher or invoice, press ALT+P or click on the button Print. You can configure the voucher type to print automatically after
saving the voucher.

Primter

No. of Copies @ 1
Print Language : English {Frinting Dirmensions)

Method

Note: You can configure the printing options
be selecting the appropriate buttons. You can
give additional information. Change titles.
Print additional pages, change printer
settings.

The buttons Pre-Printer and Quick Format
toggles for Plain Paper and Neat Format
respectively. These are print specifications

Voucher Printing

t (Ne0d0:) Paper Type : Letter

: Meat Mode Paper Size : (850 <1098 or {216 rim & 279 rar)

Page Range @ All Print Area : (850 x10.537 or (216 rmim % 379 mm)

Report Titles that you set. Pre-printed is for per- printed
stationery. Quick Format does not give fonts
INVOICE or other niceties but is ideal for fast printing.
Select copies and give the number of copies
to be printed. By default this is set to one
~ copy. You can set the number of copies in
) Print 2 Invoice Printing Configuration.

Withens Page Msmbeks Yesor No Go to Gateway of Tally> F12: Configure>

Printing

View invoice as voucher and vice-versa
Once you create the invoice, you can view it as a voucher by simply displaying it and clicking on the toggle button [As invoice] / [As Voucher]
or pressing CTRL+V. The same can be done with a sales voucher to be brought up as an invoice

Display/Alter a Voucher/Invoice

You can display a voucher or alter it (subject to authority), by simply drilling down any display screen.

For example, from the Balance Sheet, press Enter on the group Sundry Debtors, then on the particular ledger, which brings up its monthly
summary. Continue the selection process till you see the list of vouchers and then the voucher itself. You may to alter a voucher by going
through the ledger display screen or the Day Book.

Note: If you do not have the authority to alter a voucher, the voucher would be brought up for display only.
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LESSION -10

DISPLAYING INFORMATION FROM TALLY

INTRODUCTION

Tally's Display of information is designed to allow a user get the maximum benefit of the data that is entered. A user gets a holistic picture of
the data and is also able to present information using different options. The purpose of compiling data is present it in comprehensible
accounting reports. On entering the vouchers, Tally uses the same data and provides you with the management control reports in addition to
all books and statements.

The display screens of Tally are dynamic and interactive. They are not spooled print files but are specially designed for the screen. Whatever
you see on the screen can be printed as well depending upon your printer’s capabilities.

To view the Display Menu:
Go to Gateway of Tally> Display
The following screen displays:

T Gateway of Tally displays only the Balance Sheet and Profit & Loss Account directly as these
statements are considered the most important. All the other Tally reports are classified into two broad
categories, namely. Accounting reports and Inventory reports conforming to the two major areas of
Trial Balance operations. Each area is further grouped into books and statements.
Day Book
Account Books The Cash and Funds Flow display too has not been grouped under Statements of Accounts.
Statements of Accounts Trial Balance provides you a report on the account balances sorted by groups, for all the accounts of
Inventory Books the selected company. In other words, the Trial balance displays a collection of main groups and their
StatEments of Inventory C|osing balances.
The Stock Summary is a statement of stock-in-hand on a particular date and gets updated every
Cash/Funds Flow transaction so as to provide the current stock position.
ListorAcEants The Ratio Analysis Statement is a single sheet report indicating the company’s performance based on
EXception Reports values and key indicators, over a selected period. This report gives a manager an idea of the
ouit company'’s financial condition and where it is going in the short-term.
The Day Book contains all vouchers for the day, including inventory vouchers. Its purpose is to show

you a day’s transactions, though you can display a report for any period using Change period option.
The List of Accounts gives the tree structure of all your masters, namely, Groups, Ledgers, Stock items, Cost Centers, Currencies, etc.
Exception Reports are those reports that track unusual transactions or balances.

BASIC FEATURES OF DISPLAYING REPORTS

Tally creates the books of accounts and the financial statement based on the vouchers entered till date. You can then customize the
appearance of reports as required. For example, you can compare different companies, periods of the financial year, groups and ledgers.
Press Enter after highlighting the item in a report, to navigate to the next level of detail till you reach an individual voucher. Similarly, you can
navigate back to higher levels by pressing Esc. The special features available for a displayed report are indicated on the button bar, which can
be operated by a single- click of the mouse.

Accessing reports

The Gateway of Tally menu provides access to all the financial reports listed in the Display Menu.

For example, if you want to view the Sales Register, Go to Gateway of Tally > Display > Account Books > Sales Register. Tally will display the
report for the currently selected period.

Modifying Reports
On selecting a report, the screen displays. Modify the display to suit you requirements using the appropriate buttons form the button bar.
If you select the buttons using the keyboard, the conventions are:

F (n):- Press the F (n) key

F (n):- Press Alt + F (n)

F (n):-Press Ctrl + F (n)

Note: Here n is used as an example of a function key (Eg. F1, F2 and so on).

(Alt + F1) F1: - Detailed/Condensed

Adds a further level of detail to the report, or condenses the report. Change Period

F2: Period From H [1-4-2006
You can change the period of the report by specifying From/To dates. e ? Sl
F3: Company
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If you have more than one company select, this button enables you to switch among them to display the new company data in the current
screen format.

F4: to F10:
The functions performed by these buttons vary from report to report.

F11: Company Features
This button is not related to displaying reports but to setting the options that affect the voucher entry.

F12: Configure

This button is very relevant to displaying reports and enables you to define the report specific options. For example, depending on the report
displayed you can specify whether it should be in horizontal or vertical format, show percentages, show gross profit, show opening and/or
closing balances, change the periodicity, change the sorting method, and so on.

For instance, if you want to view graphs with monthly reports:
1. Select the F12: Configure Button while in the Gateway of Tally screen and you will be taken to the Configuration menu.
2. Select General and by default Show Monthly Reports with Graphs under Other Options is set to Yes. If this option is No set it to Yes.

c Detall (Alt + F12) F12: Range
i Ll This button enables you to filter the information displayed based on monetary
Use Accounting terminology of : India / SAARC values.
(AR EEnwiins [REVED IEAE) (PR, S, For example, you can specify that you want Tally to display only Vouchers

Bangladesh, Nepal, Bhutan and Maldives.) . X
having Batch Names greater than $5,000 in Day Book.
Style of Names

Default appearance of Mames in Reports : Name Only
Default appearance of Stock ltem Names in Reports  : Name Only

Style of Dates

Style of Short Date o dd-mm-yy
Separator used in Short Date D

Range of Information in Report
(show only those lines satisfiying the given conditions)

Voucher having Batch Name equal to $5000

Configuration of Numbers

Decimal Character to use B
Thousands Separator to use 20

Put Sign before Currency/Unit Symbols ? No Condition
Show numbers in Millions (and not Lakhs) ? No

Other OEIiOIIS n E"d “ Li!t
Show Monthly reports with Graphs 7 Yes and
Use separate Menu for Final A/c Statements ? No
Ignore errors & continue during data import ? Ne ar

{(Apphcable for importing vouchers in XML format)
Export Base Curency Symbol along with Amount ? No
Show tables with Masters only in Current Language  ? KT3I "

(Ctrl + F12) F12: Value

This button enables you to filter vouchers.

For example, you can specify that you want vouchers having Employee Attendance Entries with their Designation containing all the details
about the employee.

New Column (Alt +c)

Value to Calculate in Report This button enables you to add and display another column in the report to

{calculate baiances using Vouchers satisfying the given conditions) compare information.

ABC Compan
Column Details

Using Voucher having Batch Name greater than

Condition Fram {dlank for beginning) : 1-4-2006
To (blank for end)

and Currency 8 | Base Currenc -

Methad of Stock Valuation © Default Rs. {Indian Rupees)

Alter Column (Alt + a)
This button enables you to alter the details of a new column added previously, for example, the date range. Select the column to be altered
by positioning the cursor on it.

Del Column (Alt +d)
Use this button to delete the column, which you no longer wish to have in the report.
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Auto Column (Alt +n)
Use this button to add multiple columns to a report.
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For example, add columns for each month, or to accommodate other companies if more than one company has been selected. You can also

have a total column.

Column Details

Report Specific options

4 Week Month

Daily

Fortnightly

Half Yearly

Monthly

Quuarterly

Stock “aluation Methods
Weeklhy

Yearly

Auto Repeat Columns

Repeat Using

DISPLAY ACCOUNT BOOKS AND STATEMENTS

Books of account

Report specific options, if any are displayed at the bottom-half of
the screen and can be amended as per requirements.

Books of account record the transaction details as entered. Although items are posted too many different ledgers, Tally brings all the

transactions of a particular category together into a book of account for viewing and printing.

For example, Cash Book records all the transactions affecting cash and the Sales Book records all sales transactions.

Statement of Accounts

These pertain to cost centres and outstanding analysis. The Statements of Account are derived from individual transactions but are not

statutory requirements.

Financial Statements

Saeedlh
ABC. Company
Particulars - 2006 to 3 1-War-2007
Transactions Closing
Debi | Cedt Balance

Cherirg Eelatee
Aail 100 1 A00e
May 1000 Cr
Jute 12000 r
iy 100006
At 100G
September 1,000 Cr
Ociatier 1A000C
Havember 1000¢
Dacerber 10000 €r
Banugry 10000 €r
Febiuary 140006
Warch 1 A000C
Grand Total L0 120000 G

il

1000

I
Rpr May Jun dul Aug Sep (d Nov Dt Jan Feb Har

financial statements. You will then be able to experiment with other statements for yourself.

VIEWING CASH/BANK BOOKS

To view the Cash/Bank Summary
1. Goto Gateway of Tally > Display > Account Books > Cash/Bank Book (s)

Visit us at: www.sarvaindia.com Licensed by Govt. of India

Financial Statements though
derived from individual
transaction tend to show
summary totals, ratios and
statistics, analyzing a
company'’s financial data in a
wide variety of  ways.
Financial statements include
Balance Sheet, Profit & Loss
Alc, and Cash Flow Analysis
and form part of the statutory
requirements in most
countries.

1. All books are displayed
as a monthly summary
with opening and closing
balances.

2. Select a month and
press Enter to display all
transactions  for  the
month. The opening and
closing balances as well

as the total of all
transactions are
displayed.

3. Select a transaction to
bring up the voucher.
The voucher displays
either in alteration mode
or simply displays
depending your
access rights.

Let us see some typical
examples of how to display
the books of account and

on
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Cash/Bank Summal ABC Compan Cil +
Eank Accounis
ABC Company
Particulars 182006 1o 31-Mar-2007
Clasing Balance
Debit Credit
Cash.in-hand 544,148 83
Cash 544,144 83
Bank Accoums TI7253.97
Co-Operathe Bank L 586,797 72
Comparstion Bank 553.00
Deposit A'c 220,841 25
Grand Total 13,21 404,80

2. If you have more than one bank account, select one bank account. Press Enter to display the Ledger Monthly Summary.
3. Select F12: Configuration and activate the option Show with Graph to Yes.

Configuration

Mett transactions only ? No

Show Closing Balances ? Yes

Show Percentages ? No
Appearance of Names : Name Only
Scale Factor for Values  : Default
Periodicity to use : Monthly

Show Average Details ? No

Graphs
Show with Graph ? R

4. Highlight a month, press Enter and the Ledger Vouchers screen displays.

edger Vouchers ABC Comp Cirl+ 1 E{Y
adger: Customer 1-Mar-2007 to 31-Mar-2007 |
Dzte Particulars %eh Type  Weh Mo, Dehit Credit -

-3207 Sales

-3-2007 Sales
-3207 Sales

Sales 1

Sales 2

1,56.000.00 Ml
2.250.00

Jpening Balance :
Current Total :

Closing Balance :

1,58.250.00 3,120.00 |
1,55,130.00

Visit us at: www.sarvaindia.com
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5. All the vouchers for the selected month are listed. Press Esc to return to the Ledger Monthly Summary screen.
6. Select F12: Value to bring up the Value to Calculate in Report screen.

a) Select Voucher Type from the Particulars menu.

b) In the Particulars menu, select Narration.

c) In the Range of Info. Menu select equal to.

d) Type Contra in the next field and press Enter.

e) In the Condition menu select End of List and press Enter twice.

Value to Calculate in Report
{calculate balances using Youchers satisfying the given conditions)

Using Voucher having Narration equal to Contra

Condition

0 End of List

7. In the display of the Ledger Monthly Summary the figure are now reduced as they show only Contra vouchers. To check this,
position the highlight bar over the July figures and press Enter to display the details.
8.  Press Esc until you return to the Gateway of Tally menu.

DISPLAY BALANCE SHEET

The Balance Sheet is a report on the status of the financial affairs of a company at a given date. To view Balance Sheet:
Go to Gateway of Tally > Balance Sheet

Balance Shest ABC Comp Ctrl+ 11 E3 8
ABC Company ABC Company
Liabilities as al AhJun-2005 Assets a3 gl -Jun-2006
[ Current Assers 1497.508.18
Laans [Liability) i
Cumrent Liabilities
Profit & Loss Alc 22,148.38
Ciening Salance
Curant Pariod
Diff. in Oparning Balancas 14,75.400.30
1 more ... Tmore .. |
Total 1497549.18] Total 1497 549.18
Press F12: Configuration and set the required parameters to display the Balance Sheet accounting to yore preferences.
Note: Balance Sheet gets updated instantly with every transaction voucher that is entered and saved.
HORIZONTAL FORM OF BALANCE SHEET Configuration
- . . . . Show Yertical Bal Sheet ?
The Balance Sheet screen is displayed in the Horizontal form. See it in a Vertical form by Pr;ﬁ‘fwel_ulgz b:lﬁ":;l_‘a;ﬁw 7IINi-
activating Show Vertical Balance Sheet to Yes in F12: Configuration : )
Show Percentages ? No
. . . . . . Show Working Capital figures ? No
Extract information form the Balance sheet using options available in the Button Bar. t i e o
1. Select F1: - Detailed/Condensed to explode the summarized information. Method of showing Balance Sheet 7 Liabilities / Assets
2. Change the date of the Balance Sheet using F2: Period. Appearance of Names . Name Only
3. Add up new columns and Scale Factor for Values - Default

Visit us at: www.sarvaindia.com
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Display a Balance Sheet for a different date to compare with current one
Display the Balance Sheet in a different currency

Display Budget figures and analyze the variances or

See the effect of different Stock Valuations on the Balance Sheet

-73 -

ABC Com,|
Column Details

All Valuation Methods

Name of Company ABC Comparty AtZero Cost
From (blark for beginning) : 1-4-2006 i@gegouzt”ce
To(blankforend) 20-12:2006 il B

wethad of Stock Valuation : TSN | Ccreut

FIFO

Last Purchase Cost
Last Sale Price
LIFO Annual

LIFO Perpetual
Monthly Avg. Cost
5td. Cost

Std. Price

DISPLAY PROFIT & LOSS ACCOUNT

INTERGRATE ACCOUNTS WITH INVENTORY

Effect on Balance Sheet and Profit & Loss Account Integrate Accounts
with Inventory in F11: Features has a significant effect on the Balance
Sheet and Profit & Loss Account.

. If Accounts with Inventory is set to Yes in F11: Features, it has
stock/inventory balance figures are updated from the inventory
records, which in turn enables you to drill down to the Stock
Registers from the Balance Sheet.

. If the option Accounts with Inventory is set to No in F11:
Features, the inventory books figures are ignored and closing
stock balances are entered manually.

Note: Stock records often contain compensating errors caused by wrong
allocation to items. This feature of Tally enables the finalization of
financial books without waiting for reconciliation of stock that might take
time.

The Profit and Loss Account shows the operational results over a given period. It lists out the Incomes and Expenditures based on the Primary
Groups of Tally and the Profit & Loss Account in Tally is updated instantly with every transaction voucher that is entered and saved.

To view the Profit & Loss Account
Go to Gateway of Tally > Profit & Loss Account

Profit & Loss Alc ABC Comp il + 1
ABC Company ABC Company
Particulars 1-Apr-200E o 31-Mar Particulars 1-Apr-200E ta 31-Mar
2007 2007
Opening Slock LY Sales Accounts 1.200.00
Gross Profit ¢'o 52,700.00) Purchase Accounts 53.000.00
Closing Stock
54,200,00 54,200.00
Indirect Expenses 1,20.775.00| Gross Profit b/f 52, 700.00
Nett Loss 72,075.00
Total J2477500  Total 1.24.775.00

Note: The Profit & Loss Account is displayed according to the configuration set up for it in F12: Configure.

HORIZONTAL FORM OF PROFIT & LOSS ACCOUNT

The sample screen shown is in horizontal form which is the default display. You can also set it up to display in vertical form.

Using options in the Button Bar

1. Select F1: Detailed/Condensed to display more information or condense.
2. Change the date of the Profit & Loss Account using F2: Period.

3. Add new columns to

. Display a Profit & Loss Account for a different period to compare with the current one

INCOME/EXEPENSE STMT INSTEAD OF P&L?

Visit us at: www.sarvaindia.com
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display the Profit & Loss Account in a different currency

Display a column with Budget figures and analyze variances

See the effect of different Stock Valuations on the Profit/Loss account.
Select and compare Profit & Loss of different companies.
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Account statements for Non-Trading Organizations
For Non-Trading accounts (e.g. Accounts of Charitable Organizations), the Trading and Profit & Loss Statement are inappropriate.

In such cases, you may use Income & Expenditure Account by setting Income/Expense Stmt instead of P&L to Yes in F11: Features.
s shown:

The Income & Expenditure Statement displays a

Incame & Expenditure Statement

ABC Compan)

Ctrl+ 1 B

Particulars 1-Apr2006 ta
=07

ABC Company

I1-har Particulars

ABC Company
1-Apr-2005 {0 3-War
A0

Opening Stock Sales Accoling 1.55,130.00

Closing Stock. Gross Loss ¢/o 7001

1.56,000.00 1.56.000.0¢

Grocs Lose if 270.00| Indirect Expences Heis3
Excess of Income over Expenditure 20.778.3¢

Total 2164830 Toual 2164839

To view the Trial Balance
Go to Gateway of Tally > Display > Trial Balance

Trial Balance

-74 -

DISPLAY TRIAL
BALANCE

Trial Balance is a report of
all account balance for the
company sorted by groups,
i.e., it is displayed in a
grouped form, comprising
main groups and their
closing balances. You can
see that the debit and credit
balance match.

In Tally, the matching of the
Trial Balance is a foregone
conclusion since all
voucher entries are in Debit
— Credit format and must
balance at the entry point.

Clrl + 1

Particulars

ABC Company
{-Apr 2006 to 31-Mar2007
Closing Balance
Debit [ Credt

Current Liabilities
Current Assets

Sales Accounts
Indlirect Incomes

Intlire ct Expenses

L. in Opening Balences

Capital Account 500.00

1,80,79,560.00
16,51,679.18

1,55,130.00

1,00,10,000,00

15,500.00 22,1483
2559918920

Grand Total

Note: As per accounting principles, the Trial Balance does not list Closing Stock.
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2,82.66,838.38 2,2.66,838.38
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The screen appears as shown:

The screen appears as shown:

The screen appears as shown

-75 -

Select F1: Detailed to break down the grouped information or simply drill down a Group of further detail.

Trial Balance ABC Com| (
ABC Company
Particulars 1-Apr-2008 to 31-hlar2007
Closing Balance
Debi | Credi
Capital Account 500.00 I
Coneyance 50000 L
Current Liabiliies 1.80,79.560.00 |
Duties & Taxes R ER000
Sundry Creditors 10238000
Current Assets 16,51,679.18
Cianing Slock
Sundry Dabtars 3.30,274.38
Cachin-hand 44,148 B3
Bank Accounts 7.J7 265 97
Sales Accounts 1.55,130.00 i
Seles 1,85 12000
Indirect Incomes 1.00.10,000.00
Froject inspection Ghanges 1,00.70,000.00
Indirect Expenses 15.500.00 prATN R
Imerest Recaled 2274838
Foslage o
Tranapovtation Ghamges 1500000
Dif n Cleening Baiznces 2.b5.89,159.20
Grand Tatal 1.82.,66.838.38 282,66,438.38 1

Select F5: Led-wise to list all ledgers and their closing balances.

Trial Balance ABC Comp cirl+ M E3Y
ABC Company
Particulars 1A 2005 to 31-Mar2007
Closing Balance
Ochit | Credi
D 15000
Bank 15650654
Basic Salary 64,4620
Basic Salary+0A 13340
Canveyance 142040
[Customer 17000
D B AEGET
Diract Expanges 5050 I
Ermigluyes PF 222360
Food Coupon 47 o
HRA 12483 I
It Credit an Capial Goods A5
It AT mnm
Inpiut VAT 1% S00Q
Input AT &4 o
It Wat on Cpering Stock @12.5% 52500 T
It at on Cpering StackEd% 13H33
Wadical Allowance 175000
Professional Tas 000§
Purchases 00000 1|
Purchases@@i2 5% 37 A0.00
Bmore.. |}
Grand Tetal 36256589 3,52,565.89

Select New Column to bring up the closing balances for another date
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Trial Balance
ABC Company ABC Company I}
Particulars 1-ApFA005 to 31-War TF-Aee-2008 t0 I-4ar
2007 -2007 i
Closiug Balance Closing Balance
Debit | Cradit Dehit | Credi
500.00 500.00 i
Current Liabilities 1,560,719, 36000 140,70, 4000
Currant Assate 165167918 16,51,670.12
Sales Accounts 1.55,130.00 15513000
Indirect ncomes 1,00,10,000.00 T, T000 0 |
Indirect Expenses 1550000 2214838 1550000 2274038
Do in Ceming Balances 2B598,153. 20 20,58 1R Ml
Grand Tetal TAPGRAY A0 151 66 A0R I8 1 026603000 A REREN ]

DAY BOOK

To view Day Book

Go to Gateway of Tally > Display> Daybook

The Day Book lists all transactions made over a particular day and by default displays the last voucher entry date of a regular voucher. It could
also be set up to list all the transactions made over a period. Press F2: Period on the button bar or press the keys Alt+F2.

All the transactions include all financial vouchers, reversing and memorandum journals as well as inventory vouchers.

Consider an example:

Day Book for current date

Day Baok
Day Book

ABC Compan

Cirl+ &
For 3Jul-2006 |

Date Particulars

eh Type  eh Ma.

Debit Amount_ Credit Amount|

Irvearda Gty Quiweards Oty |

3-7-2006 Basic Salary
3+-2006 Basic Salary

13
0
n

214400
214400

Day Book for a period
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ay 500 / yf I
Dlay Book 1-Apr-2006 1o 31-Jul-2006 |
Data Paticulars Vech Type Ve Mo, Dehit Amount Credit Amount |
Iriwands Oty Dubwands Oty |
142005 Employee A - 1
1-4-2005 Employee A - Absent Rfendanez 2
1-4-2005 Employee A - Absent Renidane 3
1-4-2006 Employee A - Absent Rftendanez 4
1-4-2005 Employee A - Absent Rfendanez 5
1-4-2005 Employee A - Absent Renidane b
24000 Employee A - Bbsent Rftendanez 7
240006 Basic Salary Payrall 1 22,000.00
240006 Basic Salary Payrall 2 1,545.00
240006 Basic Salary Payrall 3 1455.00
240006 Basic Salary Payrall 4 250000
240006 Basic Salary Payrall 5 16.666.67
30-4-200 Basic Salary Payrall B (146667 |
152006 Basic Salary Payrall 7 214400 I
152005 Basic Salary Payrall i 214400
1-5006 Basic Salary Payrall 3 214400
1-52005 Basic Salary Payrall 0 214400
152006 Basic Salary Payrall 1 214400
1-5006 Basic Salary Payrall 12 214400
250006 Employee A - Rbsent Renidane 8
25400 Employee B - Bbsent Rftendanez 3
254006 Employee D - Absent Rfenidane ]
254006 Employee F - Absent Renidane 1
25006 Employes A - Ahsent Rftendanez 12
25006 Employes C - Absent Rfenidane 13
17 more ... |

You can also filter the list so as to display the transactions of a particular voucher type using F4: Chg Vch button from the button bar.
The screen appears as shown:

Change Voucher Type

Waoncher Types

[ All ltems
Aftencance
Contra

Crecit Not=

Voucher Type (istall (iziiz
Journzl

A

Payment
——— 1 Paymll

Physical Stock
Furrhase
Receipt
Reversing Journal
Sales
Stock Journal

BOOKS AND REGISTERS

The objective of having books and registers in Tally is to pile up similar entries into a single entity so that they are meaningful, e.g., all cash
entries in the Cash Book, all sales entries in the Sales Day Book (called Sales Register).

The Tally transaction flow
A part from the subsidiary books, entries are also filed under each Voucher Type. Therefore, there will be as many registers as there are
voucher types.
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JOURNALS, DAY BOOK AND REGISTERS

Journal, Sales Register, Purchase Register, Debit Note Register, Credit Note Register, Payment Register, Receipts Register, etc. are the
different kinds of Registers. There are three ways to view various types of registers:

1. From the Display menu

2. By changing the type of voucher from within a register

3. From the Statistics page
Consider the Sales Register which includes most of the options.

SALES REGISTER (SALES DAY BOOK)
Go to Gateway of Tally > Display > Account books > Sales Register

The following screen displays.

Sales Register
Saks
ABC Company
Particulars - =206 o 3-JuF208
Tramsactions (losing
bt Credic Balance

Aan 4323830043 23138200
ey A3 FR0A 23500

June
sssmmgzan

August
September
Drtuter
Hoverrfier
[acember
Jariary
Fehmary
Wach

Grand Total
(]

Aot May Ju Jul Al.llll Sén Oct Nov Da Jan Foh War

By default, all registers display Monthly Summary with transactions and closing balances. For Balance Sheet Accounts, opening balance is
displayed at the top of the screen. Select a month and press Enter to see the Sales Voucher Register.

A list of all sales vouchers pertaining to the month you selected displays. You can use the options in the button bar to change the display
according to your preferences. You can change the period of the report as well as the depth of information.

Use F12: Configure to see the report with some or all of the following information, namely Narrations, Bill —wise details, Cost Centre details
and Inventory details. Click on F1: Detailed to view the report in detailed format.

INVOICE PROFITABILITY

Display the Sales Voucher Register for a period by drilling down a month and change the period if required.
Select F2: Show Profit or activate the option Show Gross Profit estimates to Yes in F12: Configure.
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Voucher Register AEC Cempa Crl + M B
List of &l Sales Vouchers 1-Apr-2006 10 31-Mar 2007

Late Particulars Weh Type  Mch No. Transaction Gross Cast Gloss Se-ane

Walue Revenue Prafit

142008 Custamer Sales 1 4,800.00 4,800.00 12,000_00 {47 200,00 [¥00%
12006 Suppliet Sales 2 150000 1,500.00 15.,000,00 (413,500.00 [SI00 %
1-1-2006 Customer Sales i 1.500.00 1.000.00 12,000.00 7. 200,00 HH0M %
1-4-2005 Supp F ;

Total : 12.600.00 12, 6040.00 51,000.00 (J41.400,00 HIRS %

The report now displays each invoice with Transaction Value — Invoice value including taxes Gross Revenue- Actual sale value minus taxes
Cost — Book cost of the product Gross Profit — Amount of profit or loss on the sale.

EXTRACT OF SALES REGISTER

When you are in the Sales Voucher Register, select F6: Extract from the button bar.
The following screen displays.

Vaueher Registar ABC Compan CIrl + bl s
Extract of All Sales Vouchers A Apr-2006 1o 31 Mar 2007
Particulars Clebit Amebimd Cradi & mound
Sundry Deblors 9,600.00
Cusomar 460000
Sundiy Creditars 3,000.00
Supeber 1,000 00
Sales Accounts 12,600.00
Sakafh 1260000

Grand Total 12,600,000 12,600.00
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The Extract gives a break-down of the sales vouchers and groups them to provide totals for each group and ledger used in all sales vouchers
for the period. The information is useful, when you want to know how much each group of customers bought, what is the tax component or
what is the total value of each sales ledger.

Inventory- wise Extract of Sales Register
. In the Sales Voucher Register select F6: Extract from the button bar
. Go to F12: Configure.
. Set Show Inventory-wise Extract to Yes to view the report of the details on quantity and value. The following screen display:.

Vouehar Register ABC Compa [EE <

Extract of All Sales Veuchers 1-Apr-2006 to 31-Mar-2007

Particulars |lnwards Gty Rate  Amount|Outwards ity Aare  Amount

Stack ferm 360 nos  35.00 12,600.00

Grand Total : 360 nos 2500 12,600.00

MONTHLY SUMMARY

When drilling down from a statement into any Group, Ledger, Stock item or Cost center the screen displayed first is the Monthly summary.
Monthly Summary can also be accessed from a voucher level screen with the help of the button Monthly. The monthly summary shows the
opening balance for the year, and then lists cash month'’s total transactions, inclusive of both debit (inwards for stocks) and credit (outwards
for stocks) and finally each month’s closing balance. Below the monthly summary, is a bar chart showing the movement of account.

Use F12: Configure to display the monthly summary accounting to your requirements. The options available on the button bar are very useful
for configuring managerial reports. E. g. Use the New Column button to bring up the Monthly Summary of another ledger or object or the same
object in another company.

Press the button F5: Quarterly, to view the summarized quarterly figures.

Use the options in F12: Configure to view the details on percentages, averages and so on.

Ledger Voucher Monthly Summary
The Ledger Voucher Monthly summary screen is displayed as shown:

Ledger Monthly Summ ABC Compan cirl +r4 B
SarzaiEd
ABC Company
Particulars 1-Aprd00E to 37-Ms e 2007
Transactions Closing
Dz bit Credit Balance

Chpaning Halznce
Agil 1206060 120000 Cr
by 120000 Cr
Jurne 1200000 Cr
July 1,200.00 Cr
August 1,200.00 Cr
Saptember 1,200.00 Cr
October 120000 Cr
Hlavember 1,200.00 Cr
Decernber 120000 Cr
Januzry 1,200.00 Cr
February 1,200.00 Cr
hlarch
Grand Tetal 1. 20000 1.200.00 Cr

2000

1000

L]
Apr May Jun Jdul Bug Sep et New Dec Jdan Fah Mar
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COST CATEGORY MONTHY SUMMARY

The cost category monthly summary is displayed as shown. You can place the cursor on any particular month, say October and drill down for

-81 -

more details.
CC Monthly Summal ABC Comp crl+t B
Categnns Prisany Cast Catanins
Empinee 8
ABC Company
Particulars 1-Ap=A0E 10 51 -Mar- 2007
Trangactiong Closing
Dabii Credit Ealance

1.1 more

Al 4066733 S4R500 3520233 Dr
ey X023 00
June £.293.00 1443000 2304533 Dr
July 2304533 Dr
Agust 2304533 Or
Septarmber 23 046,33 Or
Cctober 2304533 0r
Movernber 204533 Dr
December 2304533 O
January 23045533 Dr
Fabruary 2304533 Dr
Parch 2304533 D
Grand Tatal 42.966.33 002700 23,005.33 o

0
Apr May Jun Jul Aug Sep Oct How Dec Jan Feb Mar

Stock Item Monthly summary

The screen will be displays as follows. If you want to view the details for any particular month you have to place the cursor on the month and

drill down.
Stock item Monthly Summa ABC Compan Cil + B
Stock item
ABC Company
Particulars 1= A pr-2006 to 31-Ma 2007
Iwaris Onnwarids Closing Balance
Cuantily  Yalug  [Quanidy  Walue  [Quardity  Yalue

Cineaing Balancs 1,500.00
April Elngs  13,600.00 1 |-}52 50000
bz y ol [-)52 50000
June ()350 nos )52 500 00
July (1350 nos [-)52,500.00
August (1250 nos [-52.500.00
Septernber ()250 nos [-)52 500,00
Ortober (250 nos [-)52,500.00
Movermnbar 1250 nos [-}52.500.00
Diecerm ber ()350 nos [+)52 500 00
January (350 nos [-)52,500.00
February 4350 nos )52 500.00
amh [i0nos  [F)E0000 )R nos

Grand Total (4110 nos  (J500.00] 360 nos  12,600.00| 33 nes

. N
Apr May Jun Jul Aug Sop Oct Nov Dec Jan Fab Tar

Cash and Funds Flow

Cash management is essential for any business. Many companies, as they go into liquidation, continue to make profits because of insolvency.
Businesses shut down because of lack of cash despite being profitable. Cash and Fund Flow Statements aid in cash management and are an

important component of the management accounts.

Cash Flow
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Cash Flow Statement is a chronological account of the movement of cash in and out of the business and includes all cash transactions made
with banks also. When used with banks also. When used with the Balance Sheet and Profit & Loss Account, the Cash Flow Statement helps
to assess the reasons for the differences between net income and net cash flow as well as the effect of cash/non-cash investing and financing

transactions.
To access the Cash Flow:

1. Goto Gateway of Tally > Display > Cash/Funds Flow> Cash Flow

-82 -

2. A Monthly Cash Flow Summary that shows the Cash Movement — inflow and outflow for each month and the Nett Flow, displays.
cash Flow ABC Compal Cirl + b
ABC Company
Particulars -Ap 2005 b 31-War-2007
Cash Movement Neatt
Irflaer O utflaw Flaw
Al SLOSTID LORBTOYE (5 ATA00
May 96, 736.00 1379400 F20a200
June a6, 73600 T3 794,00 7284200
July 43,536800 097 00 36 477.00
August
Septermber
Crtober
Meieriber
Dlecerm ber
Jznuary

Grand Total LR003745 14343040 1,50, 50664
200000
100000
Apr May Jun Sep Tt How Jan Fels Mar
3.

For Quarterly Cash Flow:

. Change Period by pressing F2: Period and set the period, e.g., 1-4-05 to 1-12-05.
. Select the option Auto Column from the button bar.

e  You can also select Quarterly (or Monthly or any other period) form the list.

Columnar Cash Flow Statement

Cash Flow Summa

ABC Compan:

Select a month and Press Enter to drill down. Select the button F1: Detailed form the button bar to see the cash flow for that month.

Crl+M
ABC Company ABLC Company ABC Company
ToAp-2006 10 Z-Ap-000  SoAor-2000 o GA0-E005  10-BpR2006 |0 1B-Apr 172005 i Z0-dor
-200R 2008
Tiflow of Cash
Current Lialilities AF 200,00
347,80
Total 56.677.60
Cutflow of Cash
Indirect Expenses 10065133
Tatal 1,04.657.33
Nett Inflew -H7,879.53
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FUNDS FLOW

While Cash Flow Statement is concerned only with cash, Funds Flow takes into account, the movement of the entire working capital. It
includes rise4 and fall in inventories, creditors and debtors apart from cash and bank. The statement reveals the Sources of Funds and how
they were applied.
To access the Funds Flow:
1. Goto Gateway of Tally > Display > Cash/Funds Flow > Funds Flow
2. A Monthly Funds Flow Summary with the movement of working capital for each month displays. It shows the Opening and Closing
Balances of each month with a column for Funds Flow.

Funds Flow ABC Compan i+ W E
ABC Company
Farticulars 1-Agr-2006 to 31-Mar-2007
Wiking Capital | Funds
Qpening | Closing | Flow
Api 1,00000 [[H4,4883800 (1,19 5580
May (863800 [J7,3243200  ()13,784.00
June (1200 [T 4ERME00 13,750
July (41,45 22600 (1,53423.00 (-5,857.00
August 1637128 L6212
488129
Octaber { [41,83123.0
Nowerber (MALTZAM [, 5212200
Decambar {(,53,12300 [44,5512300
January (8312300 [17,53,12300
February (H1ALIEE0 [H,5842000
arch (18302300 [JdR62300  108,500.00
Giand Total 100000 (702300 ($48,623.00
0 I

Apr May Jun Jul HAug Sap Oct Maov Dac Jan Feh Mar

3. Select a month and press Enter to drill down.
4. Select F1: Detailed to see the funds flow for the selected month.

Funds Flow Summa ABC Compan Cirl + bl m
ABC Company ABC Company
Sources 1-May- 2006 to 31-Way Applications Pl 3 y-2006 10 3-May
-2006 2005
Total Tetal 13.794.00
Particuars Cpening Balance Closmng Balznce Whg Cap Incweese
Cunient Assels 73.933.00 Cr &7 732.00 Cr 1413, 794,00
Curvent Liabilities A4.70000 Cr 4470000 Cr
Werking Capital 11863800 O 13243200 Cr {413, 79400

5. The Bottom of the screen displays the movement in Working Capital.
You can drill down any line for further detail.
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For Quarterly Funds Flow:
1. Change the period by pressing F2: Period
2. Setthe period e.g., 1.1.04 to 1.5.04.
3. Select the button Auto Column from the button bar.
4. Else Select Quarterly (or Monthly or any other period) from the list

Reconciliation of Bank accounts
Reconciling the company’s bank accounts with the banker’s statement is a regular task of accounting. In Tally, Reconciliation of Bank
Accounts facilitates the following:

Ability to ‘check back’ the correctness of reconciliation

Tally uses Bank Date to mark against the voucher.

For instance, if you issue a cheque on 8th April and your bank clears it on 19th April; you would set the Bank Date for the voucher as 19th
April. This means that when you need to ‘check back’ later, whether the entry made by you is correct, you will only need to verify the bank
statement of the 19th.

Recovering the reconciliation of any date
This is of crucial importance in Auditing. The Bank Reconciliation is one of the per-requisites of auditing and verification of the correctness of
accounts at the year end. However, it is not a ‘real-time’ task, meaning auditors do not do it on the first day of the next year.
For e.g., the reconciliation made on 31st March, should be ‘viewable’ even in August, by when almost all the Cheques would have
subsequently been marked Reconciled.
Tally provides you with a facility of achieving this also. Bank accounts may have a different Starting Date for reconciliation purpose.
When you create a bank account, you are prompted to give an Effective Date for Reconciliation. Normally, this would be the Books Beginning
from date itself. However, you could have imported data from a pervious version of Tally or from any other system (where the reconciliation
process was not available or was different). In that case, you may not want to reconcile the bank account with your bank statements from the
very beginning. Give the date from which you want the reconciliation facility to be active. Once you do this, pervious entries Would not appear
for reconciliation, but would be taken as a reconciled Opening Balance.
A quick experiment with Reconciliation will show you what it all means. Here is how you go about it:
1. Bring up the monthly summary of any bankbook. (You can choose a bank book form any of the following: Balance Sheet, Trial
Balance, and Display > Account Books > Cash/Bank Books).
2. Bring the cursor to the first month (typically April), and press Enter. This brings up the vouchers for the month of April. Since this is a
bank account, you can see an additional button F5: Reconcile on the button bar to the right. Press F5.
3. The display goes to the Reconciliation mode, which can be edited. The primary component of the current screen is the column for
Bankers Date.
4. The Reconciliation found at the bottom of the screen shows:
. Balance as per Company Books
e  Amounts not reflected in Bank
. Balance as per Bank
The Balance as per Company Books reflects the balance as on the last date (in the example, it is 30" April).
The Amounts not reflected in Bank are the debit and Credit sums of all those vouchers, whose Bank Date is either BLANK, or LATER than 30-
Apr (i.e. these vouchers have not yet been reflected in the bank statement).
The Balance as per Bank is the net effect to the Book Balance offset by the amounts not reflected in the Bank — which must equal the balance
in the bank statement.
Note: Some discrepancies may persist due to entries made in the bank statement, which you have not yet entered in your book. You would
reconcile these manually, and print your reconciliation.
As you mark the individual vouchers by setting the Bank Date, you will notice that the Reconciliation at the bottom of the screen keeps
updating the changes. Once this process is complete, press Ctrl + A or Enter as many times as necessary to skip over the unmarked
vouchers and accept the screen.
The next time you opt for reconciliation; the screen displays only those vouchers that remain unrecognized. You can also display vouchers
that are already marked as reconciled, in case you need to edit the marking, by using F12: Configure.

Set Show Reconciled Vouchers also to Yes to see the reconciled vouchers.

Configuration v - > > ) .
Note: It is not possible to reconcile opening balance and can be done only with available

Select vouchers to show . All Vouchers physical transactions.
el . . (Gt Set Allow back dated Reconciliation to Yes to enter bank dates which are lesser than the
Show Billwise Details also ? No
Show Cost Centre Details also ? Yes Voucher date. . . . o
Show Inventory Details also ? No Press Alt + P or click on the Print button to print your reconciliation report.
Show Marrations also ? No
Include Opening Balances fd fies | Display Inventory Reports & Statements

(2 et e Ml B Ee L, Inventory in Tally operates in the same way as accounting with regard to displaying,
Appearance of Names : Name Only modifying and printing reports. Tally generates inventory report based on the vouchers
Sorting Method - Default entered to date. You can use the customized reports to compare inventory data between

different companies, periods of the financial year, and so on.
Highlight the item and press Enter to step down to the next level of detail in a report. Report this process till you reach an individual voucher.
Similarly, step back to higher levels by pressing Esc. The special features available for the currently displayed report are indicated on the
button bar and can be selected with a single click of the mouse.
This section highlights some special inventory screens and illustrates a basic level of customization.
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VIEWING STOCK SUMMARY

Stock Summary is a statement of stock-in-hand as on a particular date. It is updated with every transaction in real time and provides the
current stock position.

The statement can be drilled-down, as with all Tally reports, and configured to enable you to view different details, for instance, the total flow of
total flow of stock can be viewed with a single report.

Tally treats Stock Summary as one of the Primary statements and makes it accessible directly form the Gateway of Tally.

To view Stock Summary
1. Goto Gateway of Tally > Stock Summary
2. The default display is of Stock Group balances.
3. Select Detailed to show another level of detail.
The detailed report will include sub-groups or Stock Items (in cases where there are no sub-groups), display as shown:

Stock Summa ABC Compan il + M
ABC Company
Particulars 1-Apr-2006 1o 31-hiar-2007
Clasing Balance
CGuanlity Rata “alug

C [ Fom Cirives 50 nos 4000.00
Frieghi 750000
Siock lkem (30 nos

Grand Total 4310 nos 3.82.500,00

In the above illustration the stock groups Hardware and Software contain stock items and have closing balances.

The Stock Groups displays total quantities, as the unit of measure is the same for all the stock items added. A grand total is also available as
there is a single unit of measure for all ‘addable’ items. If there were different units of measure, then the grand total would not be calculated
and displayed.

STOCK FLOW (RECONCLIATION)
You can configure the Stock Summary Statement to display the flow of goods.

1. Select F12: Configure while on the Stock Summary screen.
2. Set the Configuration as shown.

Configuration
Show Quantities ? Yes
Show Rates 7 No
Show Values ? Yes
Show Opening Balance ? Yes
Show goods inwards ? Yes
Show goods outwards ? Yes
Show Closing Balance ? Yes
Show All ltemns (incl. zero balance) ? No
Show Consumption & Gross Profits 7 No
Show using Alternate Units 7 No
Show Tail Unite of Compound Units 7 Mo
Appearance of Stock lterm Mames : Alias Only
Appearance of Names . Alias Only
Scale Factor for Walues . Default
Sorting Method : Default
Expand all levels in Detailed Format 7 INCEE

The Stock Summary displays the flow of stock, i.e. Opening Stock, Goods Inwards, Goods Outward and Closing Stock, as shown.
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Stock summa ABC Comp col+n B
ARC Company
Farticulars 1-Ap 2006 to 31-haR 207
Opening Balance Inwards Dutwards Closing Balance
{uantity alue Cuartity alug Quarity alua Cluahtily “alug
0 Rom Drves Snos 47500000 Slnos 3
Frieght 7 500,00 780000
Stock lem 10nos 1A F10 nos (A0 00 3A0 nos 12A0000] (330 nos
Grand Total Gnes  3E4000000 ()10 nes (4500.00) 360 nes 12600.00) (4310 nos  ,82,500.00

The report is quantitatively reconciled, i.e., Opening quantity + Inward Quantity - Outward Quantity = Closing Stock Quantity. However, this is
incorrect for the values as the Outward value displays Sale Values, not Cost. The Closing Stock Value is, however, based on Cost and the
Cost Method adopted for each item. Value Reconciliation is possible if you are using Consumption figures instead of Sales Value.

STOCK VALUCATION METHODS

The Stock Summary report with stock valuation methods can be used to view the effects of different methods on the value of stock. Each
stock item can be set up to have a different stock valuation method. In some instances, a particular method of valuation may be required, for
example, to assess the replacement value or saleable value of stock. Tally displays stocks in any or all the valuation methods dynamically and
simultaneously, without any complicated procedure.

Suppose you want to use Last Purchase Cost method to assess the replacement value and the Last Sale Price method for realizable
(saleable) value.

In the Stock Summary screen, select the New Column button on the button bar or press Alt+C. The screen appears as shown below.

Select Last Sale Price from the Stock Valuation Methods list.

The Stock summary report with Last Sale Price column displays as shown:

Column Details All Valuation Met]
From (blark for beginning) © 1-4-2006 At Zero Cost
To (hlank for end) : At Zero Price
: Avg. Cost
Name af Group © O Primary Kl Brie
Method of Stock Valuation : [DEEINN lﬁ_
FIFO

Last Purchase Cost
Last Sale Price
LIFO Annual

LIFO Perpetual
Monthly Avg. Cost
Std. Cost

Std. Price

VIEWING STOCK ITEMS

1. Go to Gateway of Tally > Display > Inventory Books> Stock Item

You can also use the Stock Summary to view Stock Items. Place the cursor on the item and press Enter.

2. Select an item from the List of ltems.

3. Select F12: Configure. Tab down the Configuration menu to Show with Graph? Type y and press Enter

Select Bar and No. the particulars display with a graph of Goods Inwards and Outwards (red for inwards, blue for outwards).
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Stock ltem Monthly Summal

Stock Iratn
ABC Company
1-Ap=2006 to 31-Mlar- 2007
Iweards (uitwards Closing Balance
Quanbty  Yalue  |CQuantity  Valus  |Cuanidy  Valus

Particulars

Opening Batance 10 nes 150000
April SROnos  12,600.00)(-850 nes (+)52,500.00
May =350 nos [-)52,500.00
June 050 nos [-452,500.00

1350 nes [-)52,500.00
(=550 nos 15 AL
A0 s [-52,500.00

July

Septernber
Ccioher 1340 nos [+152,500.00
e mbar 13850 nos [-152,500.00
December (RS0 nos [-)52.500.00
January =350 nos [-152,500.00
Fabruary +0h0 nos [-452,500.00
March [0 nos  (-EOOO0 1350 nos
Giand Total (10 nos  (500.00) 360 nos  12,600.00)4)380 nos
. N
Apr May Jun Jul By Sep Oet N Dec Jan Feb Mar
Stock Summ ABEC Compam Chl+ M
ABC Campany
I Particulars 1-Apr-2006 to 31- Mar-2007
Outwards Closing Balance
Cuartity Rata Walug Congutrption Grogs Proft Pare %[ Cusntity Ratg alug
CT Rorn Drives .
Frieght 7,500 00
Stach ltem 360 nos Hn 12,6000 1.00000 1002 % [)360 nos
Grand Total 360 nas 12 00 00 1,000.060 A1 GO000 9206 %[ (1310 nos 3,82 500.00

STOCK QUERY

Stock Query report provides you all the information about a particular item.

To create Stock Query:
1. Goto Gateway of Tally > Display > Statements of Inventory > Stock Query
2. Select an Item from the List of Items. Tally uses the Stock Category to display Items of the same Category. This feature helps you to

ascertain the availability and location of alternative products to offer your customer.
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Stock GQue, ABC Compan Cirl + b S
Mame . CD Rom Drives Part .
Group . O Primary Calegory . 0 Hot Applicable
Clozing Ealance A0 mos. Cloging Walue  © 3.75,000.00
Cost Prica - 7,500000/nos Std Seling Prica :
Last Purchaszed on (=1
Last Sold on @
Godown J Batch Details lterns of the same Catsgoy
Gadown Batch Quan ftem Name Ouantity Cost Sale Price

| Main Locatian  Pamar Belch 50 nos

Fatal 3 nos Total

3.  Select F4: Item to switch to another Item.

Stock Que ABC Compal Cirl + i B
Marne © Stack lem Part Mo,
Group - 0 Pilimary Categiry © 10 Har Applicable
Closing Balance 0 (4360 nos Clasing Yalue
Cost Price : 5id. Saling Prce @ 15.00'mes
Lagt Purchazad on : @
Lag! Sald an - LApr2006  Supplier 100 nos @ 15.00/nos
Godown ! Batch Datailg ltarne of the same Category
Godown Batch Quantity Item Name (uantity Cost Sale Price

Hain Location  Piiman Bebch (30 nos

i Total 4ol mog Total

Additional Information:
1. Go to the Group Summary, select Software and press F12: Range to limit the display to Stock Groups having Closing Balance
greater than 3000.
2.  Explore the Locations report. Select On-site, click F1: Detailed, change the period: 1-5-05 to 31-7-05, and use Auto Column to bring
up the month-by-month figures.
3. Auto Column feature gives you the facility to check the stock status using different periods.
4. Bring up the initial display of each report and use Enter and Esc to drill-down through the levels of detail and back again.

ANALYSIS OF INVENTORY MOVEMENTS
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The Analysis of Inventory Movements is generated for accounted transactions only, unlike Stock Summaries and other statements, where
Goods Received but Bills not Received and Goods Dispatched but Bills not Raised are also considered. Thus Analysis statements, are used
generally for a comparative study, and not considered authentic for Accounts or Inventory records.

Go to Gateway of Tally > Display > Inventory Books > Movement Analysis

Gateway of Tally .
Display Menu ...
fnventory Books ...

Movement Analysis Analyze stock movements by stock groups, categories, financial group or ledger.

Stock Group Analysis MOVEMENT ANALYSIS (STOCK GROUP ANALYSIS)

Stock Item Analysis

S;g;gr/xﬂ%xlf;gs Movement Analysis of a selected stock group displays the Total Inward and Outward movement of all the items in

a selected Stock Group. The quantities displayed are Actual Quantities of movement (which, in some cases, may

IAnster Analysis be different from the Billed Qty in the transactions.) The ‘Inward’ detail displays the Effective Rate or Final Landed

Quit Cost of the materials, after considering all overhead costs (see ‘Valuation of Purchases’). If the Effective Rate
varies from the Basic Invoice Rate of the materials, it is highlighted. The Outward detail displays the Basic Invoice
Rate and Value of goods sold/transferred out.
Movament Analys|s ABC Compan! Cirl + b B
ABC Campany
Particulars 1-Apr-2006 to 31 -Mar-2007
Inward Cutevard

Quantity EFf Aste  alue Quantity  Eff Rae  Walue

Slock Ham

[-110 nos  S0.00 (-JE00.00 360 nos 3500 12E600.00

[-110 nos 5000 0000 3E0moe 3500 12 F00O0)]

ITEM MOVEMENT ANALYSIS

Gateway of Tally>Display >Inventory Books > Movement Analysis> Stock Item Analysis.
Item Movement Analysis is the next level of information (press Enter on the Stock Item or Display Inventory Books Stock Item Analysis). This
brings up the Party-wise/Transferwise detail of Movements. The Inward detail displays the Basic Invoice Rate and Effective Rate.

Item Movement Analysis ABC Compan il + M B3

Stock fam
ABC Company
1-Apr-2006 10 31-Mar-2007
Movement Values
Quantity  Basic Aste Eilecite Rk Walug

Farticulars

Movement lnward :

St -
Customer 110 nos #il. 0 50.00 g
(10 ros 50.00 (500,00
Movement Dutward :
&!Efs -
Customar 180 nos EO.00 9 E00.00
Supplier 200 nos 1500 300000
350 nos 35.00 12 p00.00
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This report helps you compare Purchase Costs across different suppliers. For example, supplier A may have a lower Basic Invoice Rate as
Compared to Supplier B, though the Effective Rate may be higher (perhaps due to differences in Taxes, Packing Costs, and Freight Costs
etc). Suppose a material is manufactured in-house as well as purchased, the difference in Purchase Costs and In-house Costs can be
checked. Select multiple columns for different periods, to view the changes in the Effective Rate for purchases.

Press Enter on the Party Name or Stock Journal Name to display the transaction level details on Date of goods received/sold, Quantities,
Basic Rates, Addl.Costs, and Effective Rate for each transaction.

The default screen displays the Addl.Costs (if any), in a single column. To view the spread of costs, press F12: Configure and select to view
Show Addl.Costs. This brings up the bifurcation of all Additional Costs.

ITEM VOUCHER ANALYSIS

This report gives the value details of all transactions for a selected stock item from a particular supplier or to a particular customer. It is
obtained from Movement Analysis Report of a stock item.

1. Goto Gateway of Tally> Display> Inventory Books > Movement Analysis.

2. Select Item from List.

3. Select a Supplier (or Customer) from the item Movement Analysis.

Item Voucher Anal

Stock Hem. Stock ltem 1-Apr2006 1o 31-Mar 2007 ||
Cutwerdslnder Ledger . Supplier

Diate Pariculars Quantity Basic Basic Al Toial Efi. Rate |
Rate “alue Cost Walue

L2006 Supplier 100 nos| 15.00Mmos | 1,500.00
=R 200G | Supplies 100 nos{ 18 00/m0s | 150000

Tetal 20 nos)| 15 00/mos | 3000.00

The report displays every purchase from Tally Solutions. Bangalore during the period specified with break-down of Basic Value and Additional
Cost. To view full details of Additional Cost, Press F12: Configure and set the option.

The Item Voucher Analysis considers only billed transactions, not ones for which invoices have not been raised.

Use F12: Configure foe more details.

STOCK CATEGORY ANALYSIS - MOVEMENT ANALYSIS

1. Goto Gateway of Tally > Display > Inventory Books > Movement Analysis > Category Analysis.

2. Select a category, for example, spreadsheets.

3. Change period, if necessary
The Stock Category Analysis statement displays the movement of Stock Items of a selected Stock Category.
The Inward and Outward movement of these two items are summarized in the Summary. Drill-down to bring up the Item Movement Analysis
for the selected item.

LEDGER ANALYSIS

Ledger Analysis is similar to Movement Analysis, except that you can view movements of the items for the selected Ledger (Party). Thus, you
get an ‘analyses of all purchases made from a supplier, or all items sold to a customer. The next level of information brings up the transaction
level details.

TRANSFER ANALYSIS

When using different Stock Journals for each transaction, transfer Analysis gives the movement details for each type of Stock Journal. This is
a very useful costing and waster analysis tool. In non-manufacturing set ups, which have Multiple Godowns, this report becomes a quick
check to verify that all transfer entries have entered correctly.

PRINTING REPORTS
Reports and documents generated through Tally’s extensive display capabilities can also be printed.
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Printing is possible in two ways:
1.  Using the Print (Alt + P) button and
2. Multi-Account Printing

Using the Print (Alt + P) button

You can choose to print directly from the screen currently displayed by selecting the button PRINT (top-most button on the right-hand side of
the screen). This brings up the Print Configuration screen for the report and new button options on the right-hand side of the screen.

You can change and alter the settings in the print configuration screen Printer — Click Alt + S (Select Printer) to change printer settings. This
also displays the default paper size that you have set for the printer.

No. of Copies- Click Alt + C (Copies) to specify the number of copies to be printed.

Print Language — Set Enable Multilingual Support to Yes in F12: Configure and click Alt + L (Print Language) to print in the language of your
choice.

Method — Click Alt + F (Print Format) to select the print format. A pop-up list displaying the printing formats available in Tally. The formats
provide are, dot-Matrix Format,

Near Format and Quick (Draft) Format. Here you can select either the per-printed or plain paper to print out your reports.

Pre-Printed / Plain Paper:

By default, the Printing Configuration screen is set to print on plain paper. The print-out displays as shown.

To print on a per-printed invoice/ report, select Pre-printed (Alt+ R).

Tally enables you to print the company details on the invoice/ report. You can toggle between the two options to print using either method.
Page Range — Click Alt + G (Page Nos) to select the starting page number and the page number range.

Paper Type — The paper Type can be set after you select the printer.

Paper Size — By default, the paper size in Tally is set at 8.50 X 10.98 or 216mm X 279mm.

To alter the paper size to your requirements, select Alt+S (Select Printer).

A list of printers displays:

EXPORT OF DATA
Select Printer Type _
Use Export option to export data (reports and statements) from
Tally. The exported data can be rearranged on a spreadsheet,
‘ published on the web or exported to another company using Tally.

bt | |

Go to a repot or a statement and click on the Export button or use
ALT+E. The export screen displays Export? Yes or No.

Printer Name f Vimsoh O eeumermig e | Microsoft Offce Document Image Writer

Exporting Profit§ Loss
Press Backspace or No to navigate through the fields and alter the
parameters.
Lingiae - Defout (A Languages)
Fomd - ML Ot techengg Language _ _
: g This option enables you to export your report in English or any of the
Ouoi i e :PandLyml Indian languages.
Exporting Profit & Loss Language
S Pt r Vil el
Linguage fDefault (Al Languages) | g
. Format - XML (Data Interchange) Restricted (ASCI Ont
FUW]HI DQHI'Ed Output File Name . PandL.xml )
SWVWI‘PW“LUSS? NO Scale Factor for Yalues : Default
ShﬂWPGfCEMQgES 7"0 Expon? Format - Detailed
Show Vertical Proft & Loss? No
Showith Gogs Proft 7 Yes e oo Show Percentages 7 Mo

Show with Gross Profit 7 Yes

On selecting Default (All Languages) you can export your reports in any of the Indian languages. However, the display language has to be set
to the respective Indian language.

On Selecting Restricted (ASCII Only) you can export your reports in English.
Note: If you have used the option Restricted (ASCII Only) to export reports of a company created in any of the Indian language, then the
exported data will appear with question marks.
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Format
) Tally has three formats for export of data from E-
E Profit & L
xporting Frofit & Loss mail, Export and Upload options:
= « ASCII
Language - Default (All Language: - e HTML
Eornal : n ASCI (Comma delimited) o XML
Output File Name - PandL.xml By default, the exported file will be saved in the

Tally folder on your computer.
To export to a different folder enter the path of the

drive and folder in Output File Name.
Another program can be used to import the content from the exported file or used as it is.

EXPORT FORMATS

ASCI (Comma delimited)

Tally has three formats for export of data from E-mail, Export and Upload options: HTML fweb-nublishin
¢ ASCI (Comme-delimiter i (gata intorchange)

e HTML (Web- publishing)
e XML (Data-interchange)

ASCII
American Standard code for Information Interchange (ASCII) is a plain-text format, without any special formatting or fonts, in which data is
separated using commas. Commonly used for email and all email programs, ASCII data can also be easily worked upon by other programs.

HTML
Reports in Hyper Text Markup Language (HTML) format retain their formatting and fonts. They can be read using an HTML enabled program,
or using browsers such as Microsoft Internet Explorer.

Resolution (Only in HTML format)
Resolution is based on the pixels used to format the report. A higher resolution gives a better quality of output. The Resolution option is
available only in HTML format in Tally.

XML

Extensible Markup Language (XML) is an extension of HTML, but the data can be
imported by other XML- aware systems. Using XML, Tally allows the user to exchange
information even with systems that do not run Tally. An XML file from Tally has as XML
envelope and is formatted with XML tags, to enable import into other systems. The
destination system requires reformatting of XML Style Sheets (XSLT), based on the
inherent style used in Tally before importing the data. When two systems are running
different versions of Tally, XML data can be directly imported using the import menu
option, without any re-formatting.

Data from Tally in XML format can be imported by another system with ease in lesser
time. XML is fast emerging as the de facto standard for information exchange all over the
world. This format helps the user to collaborate and share information with others.

By default, the exported file will be saved in the Tally folder on your computer. To export to a different folder enter the path of the drive and
folder in Output File Name. Another program can be used to import the content form the exported file or used as it is.

IMPORT OF DATA

Data can be imported to Tally from other users of Tally. Tally can also be programmed to import data from other systems to be used as an
integrated system. Fro example, a Customer Contact Management Program, with details such as status of an order and last contact
established, can be imported to Tally. This imported data can be merged into a report containing outstanding balances. When data is changed
in the other system, the change is also reflected in Tally.

To import data, Go to Gateway of Tally > Import of Data

Resolution

Resolutions

1024 x 768 Recommended
1280 % 1024

640 x 480 Not Recommended
800 x 600

SYNCHORONIZATION

IMPORT FORMATS Synchronization is the replication of data between two or more

St locations that use Tally. Data can be sent over the Internet, or in a
WS Only the Tally XML format is supported for import of private network system. Tally offers control over the frequency of
Vouchers Data in Tally. replication. Data can be replicated after each transaction or
T up_dated at spem_flc intervals. Synchro_nl_z_:;\tlon takes place in a

' b Client-Server environment and can be initiated only by the client.

Oyt Data from the clle_nt is transfer_red to_ the server an_d_fro_m the server

mier FileName (1. e to the client. Replicating data is a single-click activity in Tally once

Synchronization is set up between a server and its clients.
Tally (XML) Format

This option imports data in XML format. More on XML.
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LESSON- 11
TAXATION

TEX DEDUCTED AT SOURCE (TDS)

Tax Deducted at Source (TDS) is one of the modes of collecting income tax. The buyer (Deductor) deducts the tax from the payment made to
the seller (Deductee) and remits the tax to the Income Tax Department within the stipulated time. The buyers (Corporate and Non-Corporate)
make payment (such as Salary, Rent, interest on securities, Dividends, Insurance Commission, Professional Fees, Commission on Brokerage,
Commission on Lottery Tickets, etc) to the sellers (Services) and deduct the requisite amount form such payments towards tax.

The buyer files the TDS returns containing details of the seller and the bank, where the TDS amount is deposited to the Income Tax
Department (TDS). The Income Tax Department has prescribed the formats for filling these returns electronically, which the buyer does in a
CD/floppy.

TDS IN TALLY

TDS (Tax Dedicated at Source) in Tally provides and easy-to-use and flexible interface. It helps you to handle intricate cases and calculate the
tax payable to the Income Tax Department.

Tally calculates the tax of all parties/suppliers where TDS deduction is mandatory.

It calculates the TDS automatically and prints Form16A certificates, Forms 26Q, 26, 27 and 27A (Cover Note) for Quarterly / Annual Returns
as per statutory requirement.

It allows the user to view and print various TDS reports, Challans and TDS Outstanding statements.

FEATURES OF TDS IN TALLY

The TDS functionality in Tally supports the following features:
1. Simple and user-friendly
2. Quick and easy to set up and use
3. Accounting for tax on partial/full payment of bills
4.  Flexibility for auto and manual calculation of TDS
5. Complete tracking of each transaction from deduction to Payment.
6. Challan management and printing for prompt and accurate filling of tax
7. The Auto allocation feature prevents error-prone data entry and helps track the transactions faster.
8 From 16A management:
9. Can be printed for a transaction
10. Can be printed yearly
11. Allows multi-Party printing
12. Exporting of data in NSDL compliant TDS file format.
13. Electronic format (e-TDS return) with Form 26Q, Form 27 and Form 27A which will be validated by the utility, provided by the
government.
14. Generates Form 16A, TDS Challan, TDS Computation and TDS Payable reports.

TDS REPORTS

TDS Reports in Tally display the tax amount of the concerned party/supplier. Tally generates Form 16A and Form 27A and also provides the
printing option to print this form. You can export the e-TDS forms (Form 26/Form 27/Form 26Q/Form 27Q) from Tally. The exported file will be
saved in the defined path specified in the Output file name.

You can get the e-TDS file validated through NSDL freely downloadable utility, File VValidation Utility (FVU) to verify whether the e-TDS return
file prepared by the deductors conform to the prescribed format.

Go to Gateway of Tally> Display> Statutory Reports>TDS Reports.
Click on the TDS Reports option to display the following:

Sataeway of Taihs
Displizs e . MIS REPORTS

S‘tatutoi .P’—_x'eio.r't.s e
A s The MIS Reports provide you with the TDS Outstanding.

To view the TDS Outstandings, Go to Gateway of Tally >Display> Statements of Accounts> TDS
PrinT Form 162 Outstandings

ETDS Forms
TDS COMPUTATION

Print Form=27A

T To view the TDS Computation report.

Go to Gateway of Tally> Display > Statements of Accounts> TDS Outstandings> TDS
Computations.
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TDS Computation

-94 -

il + 1 EH

TOS Computatisn 12006 1o 30 Rpr- 2006
Particulars Amount Tax Rate Tax Surcharge | Surcharge Addl Adddl Total TOS | Less: TDS | Mot TDS 1o
Paid Rate Surcharge | Serchae (Cess) [educted (teduct |
Payalils THll Dar (Cees) Rate Till Date
1. The Particulars column provides you with the Name of the Party and its TDS ledger names.
2. Amount Paid/Payable Till Date column displays the total amount of the Bills accounted or Payment made to the party
3. The Tax column provides the amount of TDS computed as per the rate specified in the tax column, which is displayed below the

TDS amount.

4. Surcharge is the total surcharge value computed as per the rate specified in this column, which is displayed below the surcharge

amount

5. Addl. Surcharge (Cess) column displays the amount of Education Cess applicable as per the rate specified in this column, which is

displayed below the Education Cess amount
Addl. Education Cess column displays the amount of Additional Education Cess @ 1% as computed
Total TDS column displays the total TDS amount including all additional taxes

Less: TDS Deducted Till Date column provides the TDS amount deducted till date
Net TDS to Deduct column displays the TDS amount yet to be deducted form the bills
accounted or payment made. If TDS is deducted using TDS journal and if the
complete amount of TDS due is deducted. This column will not display any balance.
Partial amount deducted will display the balance amount of TDS to be deducted in this

© o N

column Press F12 or Click on the F12: Configure button.
In Show Party TDS PAN Number field enter yes, to display the party’s PAN number in the report.

Configuration

Show Party TDS PAN Mumber

e

TDS Computation ABC Compal CIH + 4
TOS Computation A 2006 1o 3042006
Particulars FAN Amaummt Tax Rate Tax Swicharge | Surchaige A Al Tatal TDS | Less: TOS | Met TOS ta
Paid Rate Surcharge | Sardbargs (Ces) Dre ducted Daduct
Poyabls Till Daale [Cessh Rate Till [ ate

Click on the Print button or use ALT+P to Print the TDS Computation report. This brings up the Printing TDS Computation configuration sub-
form by which the user can customize the appearance of the Ledger report.
Accept the TDS Computation configuration sub-form to view the TDS Computations report in print preview mode.
If the TDS payment is made to the government then such payment will not be displayed in TDS Computation drill down report
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TCS INTRODUCTION

TCS is the Tax Collected at Source by the seller (collector) from
the buyer/lessee (collectee/payee). The goods are as specified
under section 206C of the Income Tax Act, 1961.

If the purchase value of goods is , the amount payable by the
buyer is X+Y, where Y is the value of tax at source. The seller
deposits Y (tax collected at source) at any designated branch of
banks authorised to receive the payment.

The seller, lesser or licensor, is responsible for the collection of tax
from the buyer, lessee or licensee. The tax is collected for sale of
goods, on transactions, receipt of amount from the buyer in cash
or issue of cheque, draft or any other mode, whichever is earlier.

Classification of Seller for TCS
Under TCS, a seller is defined as any of the following:
. Central Government
State Government
Any Local Authority
Any Statutory Corporation or Authority
Any Company
Any partnership Firm
Any Co-operative Society
Any individual/HUF whose total sales or gross receipts
exceed the prescribed monetary limits as specified
under section 44AB during the previous year

Classification of Buyer for TCS

A buyer is classified as a person who obtains goods or the right to
receive goods in any sale, auction, tender or any other mode. The
following are not included:

Public Sector Companies

Center Government

State Government

Embassy of High Commission, Consulate and other
Trade Representation of a Foreign State

e  Any Club, such as social clubs, sports clubs and the like

INTRODUCTION TO VAT

VAT is a system of indirect taxation, which has been introduced in
lieu of sales tax. It is the tax paid by the producers, manufactures,
retailers or any other dedaler who ad value to the goods and that
is ultimately passed on to the consumer. VAT has been introduced
in India to ensure a fair and uniform system of taxation. It is
efficient, transparent, revenue-neutral, globally acceptable and
easy to administer taxation system. It benefits the common man
(consumer), businessman and the Government.

VAT enhances competitiveness by removing the cascading effect
of taxes on goods and makes the levy of tax simple and self-
regulatory, ensuring flexibility to generate large revenues.

The cascading effect is brought about by the existing structure of
taxation where inputs are taxed before a commaodity is produced
and the output is taxed after it is produced.

This causes unfair double- taxation. However, in VAT, a set-off is
given for input tax (tax paid on purchases). This results in the
overall tax burden being rationalized and a fall in prices of goods.

VAT makes the tax structure simple, hassle-free and export-
oriented. The integration of VAT with Tally will help you in the
smooth functioning of your business and eliminate the
complications that might otherwise arise in VAT.

Visit us at: www.sarvaindia.com
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CONCEPT OF VAT

The essence of VAT is in providing set-off for input tax and this is
applied through the concept of input credit/rebate.. This input credit
in relation to any period means setting off the amount of input tax by
a registered dealer against the amount of his output tax.

Value Added Tax (VAT) is based on the value addition to the goods,
and the related VAT liability of the dealer is calculated by deducting
the input credit from the tax collected on sales during the payment
period.

This concept is explained with an example, in the Computation of
VAT section. VAT works in two different ways:

1. If VAT-registered business receives more output tax than
the taxes paid as input, they wil need to pay the
difference to the Commissioner of Taxes (State).

2. Iftheinput tax paid is more than the output tax collected,
e  You can carry forward the Input credit and adjust it

against the output tax in the subsequent
months.

e You can have the Input Credit refunded to you by the
Government at her end of the current or
following year.

e You can receive refunds for Input Credit on exports
within a period of three months.

General terminologies used in VAT

Term Description

Inpurt tax This is a tax paid on purchase

Output tax This is a tax charged on sales

Input Credit The amount of Input tax that is permitted to be set off azainst

Ourput tax.

furnover not exe

Composite Dealers with annual
Dealers thre d (threshold-

Government) ¢
will pay tax as
However. retailers o
be entitled to Input Cred

opt for a composition schen
: percentage of their
or this composition

schema will not

The State Governments fix the periods and the procedures for
the payment of the lnmp sum.

JUSTIFICATION OF VAT

VAT was adopted because the Sales Tax system is complex and
induces noncompliance. It has been found to be a hindrance in the
economic growth of Industry, State and the Country. This causes a
huge loss of revenue to the government.

VAT also helps in eliminating the dreaded cascading effect of Tax.
For instance, in the existing structure, inputs are taxed before a
commodity is produced and the output is taxed after it is produced.
This causes an unfair double taxation with cascading effects.
However, in VAT, as a set-off is given for input tax as well as tax
paid on previous purchases, overall tax burden will be rationalized
and prices in general will fall. VAT thus makes the tax system
simple and transparent.

Advantages of VAT over Sales Tax
e As VAT is a multi-point tax with set-off for tax paid on
purchases, it prevents repeated taxation of the same
product.

. Simple and Transparent: In the Sales tax system the
amount of tax levied on the goods at all stages is not
known. However, in VAT, the amount of tax would be
known at each and every stage of goods sale or
purchase.

1SO 9001:2015 Certified



SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme) -96 -

VAT has the flexibility to generate large and buoyant revenues, as it levies tax on value additions.

Zero rating of tax on exports is possible in case of VAT

Fair and Equitable: VAT introduces uniform tax rates across the state so that unfair advantage cannot be taken while levying the tax.
Procedure of simplification: Procedures related to filling of returns, payment of tax, furnishing declaration and assessment are
simplified under the VAT system so as to minimize any interface between the tax payer and the tax collector.

Ability to provide same revenue to the Government with lower rates of tax.

e  Taxdoes not become a cost of doing business/.

VAT Rates

According to the White Paper, there are 550 categories of goods under the VAT system. They are classified into the following four groups,
depending on the VAT rate:

VAT @ 4%

The largest number of goods (270) comprising of basic necessity items such as drugs and medicines, agricultural and industrial inputs, capital
goods and declared goods are under 4% VAT rate.

EXEMPTED FORM VAT

There are about 46 commaodities under the exempted category. This includes a maximum of 10 commodities that each stat would be allowed
to select, from a broader approved list for VAT exemption. The exempted commodities include natural and unprocessed products in
unorganized sector as well as items. Which are legally barred from taxation.

VAT @1%

This is for a specific category of goods like gold, silver etc.

VAT @12.5%

The remaining commodities are under the general VAT rate of 12.5%.

Note: The few goods that are outside VAT as a matter of policy would include liquor lottery, tickets, petroleum products, as the prices of these

items are not fully market determined. These items will continue to be taxed under the sales tax act of the respective states.

COMPUTATION OF VAT AND PROFIT

Raw Material
supplier

Price of Raw Materials =Rs.100
Input Tax Paid =Rs. 10

Setting Price =Rs.110

Supplier collects Rs.110 from the manufacture
and pays Rs.10 to the Government.

Manufacturer

A, Cost of gods =Rs.100
B. Input tax paid =Rs. 10
C. Total Purchase Cost =Rs.110
D. Product Price =Rs.120
E. Output Tax Charged =Rs. 12
F. Total Selling Price =Rs. 132
G. VAT pavable (E-B) =Rs. 2
Profit (F-G-C) =Rs. 20
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Retailer

A Cost of gods =Rs.120
B. Input tax paid =Rs. 12
C. Total Purchase Cost =Rs.132
D. Product Price =Rs.150
E. Output Tax Charged =Rs. 15
F. Total Selling Price =Rs. 165
G. VAT pavable (E-B) =Rs. 3
Profit (F-G-C) =Rs. 30

Consumer

The above diagram depicts computation of (10%) VAT at each stage of business.
Hence, it is not the manufactures and retailers but only the consumer who has paid 10% VAT to the government. The profits for manufactures
and retailers thus remain unaffected.

VAT IN TALLY

Features of VAT in Tally

VAT is completely integrated with Tally. The VAT functionality in Tally supports the following features, making it easier for computation:
e Quick & easy setup

Fast & error-free voucher entry

Pre-defined list of sales & purchase classifications

Complete tracking of each transaction till annual returns.

Printing of Tax invoice

VAT computation report

Better VAT-returns management

Monthly Return

ENABLING VAT

Go to Gateway of Tally >Accounts info.> F11: Features > Statutory & Taxation.
Set Enable Value Added Tax (VAT) and Set/Alter VAT Details to Yes

Company Operations Alteration Ciil + 14 B

Company: ABC Company

Statutary & Taxation

Enghlz Dealer - Excise ? Ha Enahlz Tex Deductad ot Source (TS ? No
Satfaltar Daaler - Enciga Datails ? Ho SatfAltar TOS Details ? Ne
Follaw Excize rules for Inwoicing ? Mo Enabla Tax Collacied at Sourca [TES) ? No
Eneble Valie At Tar (VAT) ? Yes SetiAlter TCS Details 7 Ho
Satialiar AT Detalls 7 Yes Enabla Fringe Benefil Tax (FET ? Ho
Bl o 3 Ho SeifAlzr FET Detals " No

Salialar Senice Tax Details 7 No

Tax Information

WAT TIN (Cornpasttion]  © BIT45682134
AT TIN (Regular

Logal Sales Tax Humber :

Intar-gtate Sales Tax bumber ©

PAM { Incoma - Tax Mo.

Accept?

F1: Accounls Fi: Ineertory FX: Statitary

Yas or Ne

On enabling Set /Alter VAT Details to Yes, Tally will prompt with VAT Details Screen.
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VAT Details
Types of VAT Dealer
State : Kamataka
7 XTI | 000510
Type of Dealer Regular Composition Ta Regular
Regular VAT Applicable From : 142006 Req

VAT Details
. Select the State name.
. Set Type of Dealer? to Regular
. Enter the Regular VAT Application From date.
e  Accept the screen to save.
Note: All Classification and Statutory forms shown here are based on the Karnataka State Model.

CONFIGURING LEDGER FOR VAT REPORTING

VAT Classification
The VAT Classification is a list of VAT rates, which describes the nature of the Business Activity and the type of transaction. There are in-built
in the system and will e updated if and when any statutory changes take place.
Input VAT @ 4%
Input VAT @ 1%
Input VAT @ 12.5%
Output VAT @ 1%
Output VAT @ 4% 247
Output VAT @ 12.5%
Purchases-Capital Goods
Purchases-Exempt
. Purchases from unregistered dealers
Depending on the type of the business, type of transaction, and the statutory requirements of your State, you will need to select the
appropriate classifications from the list during Ledger creations, vouchers entries, etc.
The Sales and Purchase transactions are segregated based upon the classification selected during voucher entry and shown in the VAT
computation. In the VAT Computation you can view the classification-wise VAT and Nett Values.

LEDGER MASTERS

The VAT Classification will be displayed as a drop down list in the Ledger Masters. Tally gives the flexibility to the user, to either have the
classification selected in the Ledger Master tagged to all transactions. Or, select different classifications each time during voucher entries. This
in explained in detail in the Vouchers and Transactions section.
The Ledgers that are affected by VAT are:

. Purchase Ledger

. Sales Ledger

. Duties and Taxes Ledger

. Direct Expenses/Income

Narn; Purchases @4% __Total Op. Bal.
CREATING A PURCHASE LEDGER FOR VAT St
The following additional fields pertaining to VAT can be seen in the
Ledger entry screen.
Go to Gateway of Tally > Accounts Info > Ledger> Create/Alter Oider e
USed in VAT Return Maintain balances hbill-by-hill ? No
Inventory values are affected ? Yes

Set this to Yes if you wish to select VAT/Tax class for this Ledger.
Note: Tally gives the flexibility to he user to either have the Statitorysinfoiiiaticn
classification selected in the Ledger Master tagged to all transactions Lized e et e gires

Or select different classification each time during voucher entries. For
more details refer Vouchers and Transactions.

The rest of the Ledger creation process is the same as in default Tally.
In the above example we have selected a VAT classification of 4%.

VAT CLASSIFICATION-PURCHASE-EXEMPT Accept 2

Opening Balance { on 1-Apr-2006} - s o NG
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Let us take an example of a VAT exempted transaction below.
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Led

er Creation

Statutory Information
7 Yes

Used In VAT Returns

Used in VAT Returns
Set this to Yes and select Purchases-Exempt form VAT/Tax class for this Ledger.

ABC Compan

VATTax Class

VAT Tax Class

Name . Purchases Exempt Total Op. Bal.
ralias) =

Under : Purchase Accounts

Maintain balances bill-by-bill 7 No

Inventory values are affected 7 Yes

Purchases . Exempt

0 Kot &pplicanle
consignmentBranch Transter nward
IFApOHs

Inter-State Purchases

Purchases @ 1%

Purchases @ 12.5%

Purchases i@ 4%

Purchases - Capital Goods @ 12.5%
Purchases - Capital Goods @ 4%
Furchases From Composibon Oealers
Purtnases - From Unrepistersd Dealers
FUr:hases - Omhers

Accept the screen to save.

Creating a Supplier ledger
Create a ledger for the Supplier form whom you are buying the VAT exempted item:

Total Op. Bal.

Name
(alins)

Supplier

entered in the Ledger.

Under Sundry Creditors

(Cument Liabiiities)

by Sales Tax No.

for VAT section.

Creating a Sales

Ledger for VAT

Like in the Purchase

Ledger Screen, select
accepee | the  required VAT/Tax

Opening Balance ( on 1-Apr-2008) - classification in the Sales

Ledger as well.
Go to Gateway of Tally > Accounts Info > Ledger > create/Alter.

Yes or No

Used in VAT Return

Set this to Yes if you wish to select VAT/Tax class for this Ledger.

Note: Tally gives the flexibility to the user to either have the classification
selected in the Ledger Master tagged to all transactions Or select different
classifications each time during voucher entries. For more details refer Vouchers
and Transactions.

The rest of the Ledger Creation process is the same as in default Tally.

Visit us at: www.sarvaindia.com Licensed by Govt. of India

Note: The TIN or Sales Tax number of the creditor whichever applicable needs to be
If VAT is not enabled for your company, the TIN/Sales Tax No. field will be replaced

To learn about the actual transaction, refer to Creating Purchase Voucher (As Invoice)

MName

. Salws@4% Total Op. Bal.
(alias)
5.000.00 Dr
Difference
5,000.00 Dr
Undler : Sales Accounts
Maintain halances bill-ay-bill ? No
Inventory values are affecied ? Yes
Used In VAT Returns
Accept?
Opening Balance ( on 1-Apr-2006) : Yo% of Mo
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In the above example we have selected a VAT class of 4%.
The rest of the settings are the same as in default Tally.

Creating a VAT Ledger under Duties and Taxes

The ledger for Input VAT is shown below:

ABC Compan

Narne . Input VAT@4% Total Op. Bal. VAT/TAX Class
(mitas)
5.000.00 Dr 0 Not Applicable
INPUE VAT @ 1%
Difference Input VAT @ 12.5%
2,000:00 2 DUtpUE VAT @ 1%
Output YAT @ 12.5%
Output WAT @ 4%
. Purchases - Capital Goods @ 12.5%
e : D“{gifrgn;—f;?ﬁmesa Purchases - Capital Goods @ 4%
Type of Duty/Tax © VAT
VAT Tax Class B Input VAT @ 4%
Maintain balances bill-by-bill ? Ne
Inventory values are affacted ? No
Percentage of Calculation (eg 5) T 4%
Method of Calculation : On VAT Rate

Method of calculation
This will display On VAT Rate if you have selected VAT under Type of Duty/Tax.

Output VAT

-100 -

Type of Duty/Tax

On the selection of group Duties and Taxes, the
list of Tax Types CST, others and VAT, is
displayed. Select VAT for VAT related
transactions.

Note: If you have VAT and TDS enabled, the list
will also include TDS.

VAT/Tax Class

Like in the Purchase4 and Sales Ledger, this is
a drop down list containing the VAT
classifications. Select the appropriate
classification or select Not Applicable if you wise
to select the classifications at the Voucher level.
Percentage of calculation

This field will display the VAT rate that you
selected in the VA/Tax class field.

ABC Companyv
Total Op_ Bal

5,000.00 Dr

Difference
5,000.00 Or

Duties & Taxes
(Curent Liabiitios)
CST
Inter-Staie Sales
7 No

v A% Additional Du
[ln Total Sales o o
Surcharge on Tax
Tax based on Itermn Rate

Ledger Creation ABC Company On selection of CST
Name Output VAT@4% Total Op. Bal. VAT/TAX Class
{5‘#35) Ledger Creation
5,000.00 Dr 0 Not Applicatle famet SMensales
Input VAT @ 1%
Differance Input VAT @ 12.5%
Input VAT @ 4%
IR OUPUE VAT @ 1%
Output VAT @ 12.5% o
L @ ‘ neler
. Purchases - Capital Goods @ 12.5% Type of Duty/Tox
Und i ax Class
” e Purthases - CopIAIGONOS @ 4% ot roac iy b
Type of Duty/Tax : VAT Percentage of Calculation (sg 5)
YAT/Tax Class H Output VAT @ 4% IAsthedian otk alstion
Maintain balances bill-by-bil ? No
Inventory values are affected 7 No
Percentage of Calculation (ey 5) 24%
Methad of Calculation On VAT Rate

Opening Balance { on 1-Apr-2006)

Type of Duty/Tax

On selection of CST for Type of Duty/Tax, you can select either Inter-State Purchases or Inter-State Sales for Tax Class. Once you select this,
you need to manually enter the Percentage of Calculation.
Method of Calculation

Once you enter the Percentage of calculation, select the Type of Duty from the drop down list.

CREATING A VAT LEDGER UNDER DIRECT EXPENSES/INCOME

Direct

Expenses/Income
The VAT/Tax
Classification is
selected in the
same manner as for
the Sales and
Purchase  Ledger
screen.

The VAT related
fields in the Direct
Expense ledger is
the same as for

Visit us at: www.sarvaindia.com

VATTax Class ABC Compan)
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Consignment'Branch Transfer lnward
Imports
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VAT Tax Class
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Purchase and Sales Ledger.

Ledger Creation

-101 -

The VAT related fields are same for Direct
Income Ledger as well.

Vouchers and Transactions
The entire Data entry and Reporting
architecture is based upon VAT

MNarne : Freight Total Op. Bal.
rafias) &
5.000.00 Dr
Diifference
9 000.00 D»
Under direct Expenses

Classifications selected during voucher
entry.

The Vouchers that are affected by VAT
are as follows:

Statutorny Information ° Purchase
Li=sed In WAT Returns 7 MNo
e Sales
e  Debit Note
e  Credit Note
e Journals

Creating a Purchase Voucher (As
Invoice) for VAT
Invoice can be classified into As Item

Accept ?

Opening Balance { on 1-Apr-2006) :

Invoice and As Accounts Invoice. The VAT
functionality though, is the same for both.

Yes or No

Given below are examples of transactions in Item Invoice with implementation of VAT.

As Item Invoice

The selection and display of the VAT classifications in the voucher differ according to the settings in the F12: Configuration screen.

F12: Configuration screen

Configure Invoices / Delivery Notes / Orders

Accept Supplementary Details ?
(Address Details, Despatch Details etc.)

Use Common Ledger Afc for ltern Allocation
Use Defaults for Bill Allocations

Use Excise Format

Use Additional Description(s) for tem Name
Allow separate Buyer and Consignee names

Exporters’ Options
Specify Export Shipping details
Specify Marks & Nos./Container No.
Specify No. and Kind of Packages

Other Options

Calculate Tax on current Sub-Total ?
(efse calcuwlations are on inventorny Total oniy)
Complete Accounting Allocations in Order/Delivery Note 2
Show turnover achieved with Customer ?
Allow modification of ALL fields during entry ?
Allow selection of WAT/Tax Class during entry ?
?
?
?
?

B R )

ESIENER]

Warn on Mismatch in WAT Rates

Warn on Megative Stock Balance
Honor Expiry Dates usage for Batches
Activate 'E1' or 'BE2' Transaction

Yes

Use Common Ledger Alc for Item Allocation-NO

If you wish to use more than one ledger during a voucher transaction, you have to set
this to No. this way; you need to select a ledger for every item during voucher entry.
When you set this to No, you can see the VAT/Tax Class at the header region of the
screen if the Allow Selection of VAT/Tax Class during entry field is set to Yes.

Allow Selection of VAT/Tax Class during entry?-YES

Once you select Yes, you have the option to select the VAT classifications in the field
VAT/Tax Class which is in header region of the Voucher Screen. If it is set to No, the
VAT/Tax Class will not be displayed in the voucher screen and the classifications will be
taken from the Ledgers.

Consider the following examples:
Example 1: Purchase @4%
The following is the entry the purchase of item 1 when VAT classification is Purchase @

4%. This classification is selected from a drop down list at the header region of the
screen as shown below.

Accounting Voucher Creation ABC Compan Ctrl + i
Purchase Mo, 1 1-Apr2006

Fef : 01 Saturday

Farty's A%c Mame  Supplier

Suwrent Oaiznce T TR 00 Cr

YAT Tay Class Purchases & 4%

Hame of ltem Tuantity Rate per Emount

Stock fem 100 nos 100.00 nos 10.000.04

00 Emd of List

IMatratian: 100 nog Accept?

Yes o Mo
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Note: In the VAT/Tax Class field, there is an option called Note Application. You can select this option if you need different classifications for
each item during voucher entry. You will to select the Duties and Taxes ledger after you are done with the entry of all items.

Voueher Craation

Accounting

ABC Compan: Cirl + b ES

Purchasa Mo. 1 1-Apr 2006
Ref 0 01 Saturday
Pany’s Ad Name : Supplier
Cureat Balancs 1 100.00 Cr
VAT Tay Cizss’ Purchases @b 4%
Hame of hem Rate per Amount
Stock em 150 nos 100,00 nos 15,000.00
Input VAT @ 4% 600.00
Marrztion: 150 nos Accept?

Yes o Ho

It will now calculate the VAT amount and add it to the Amount to give you the total.

F12: Configuration screen

Configure Invoices / Delivery Notes / Orders

Accept Supplementary Details ? Yes
(Address Details, Despatch Details etc.)

Use Common Ledger Afc for ltem Allocation ?
Use Defaults for Bill Allocations ?
Use Excise Format ? No
Use Additional Description(s) for ltem Name ?
Allow separate Buyer and Consignee names ?

Exporters’ Options

Specify Export Shipping details ? No

Specify Marks & Nos./Container No ? No

Specify No. and Kind of Packages ? No
Other Options

Calculate Tax on current Sub-Total ? No

(else calculations are on Inventory Total only)

Complete Accounting Allocations in Order/Delivery Note ? No
Show turnover achieved with Customer ? No
Allow modification of ALL fields during entry ? No
Allow selection of VAT/Tax Class during entry ? Yes
Warn on Mismatch in VAT Rates ? No
Warn on Negative Stock Balance ? Yes
Honor Expiry Dates usage for Batches ? Yes
Activate 'E1" or E2' Transaction ? No

Use Common Ledger A/c for Item Allocation-Yes
When you wish to use the same Ledger for all items in a transaction, you can set this to
Yes. Thus, you need not select a Ledger each time you enter an item during the voucher
transaction. The following example to demonstrate the functioning of Assessable Value is
shown by setting this field to Yes. Assessable Value: It is the value on which VAT is to be
calculated. The value is arrived at after making proper deductions towards Trade discounts
if any, and adjustments towards Excise/ED Cess payable. It is up to the user to calculate
this and enter it under the Assessable Value column. This manual entry gives flexibility to
the user to make the calculations as per the local statutory requirements. As this example
does not include discount or Excise/ED Cess taxes, the Assessable Value will be Rs. 5000,
which is retrieved from the Amount column.
Let us assume we have:

e Adiscount of Rs.200 on purchases
Excise tax of Rs.800 (16% of 5000)
ED Cess of Rs. 16 (2% of 800)
Subtracting the discount amount: 5000-200=4800
Adding the Excise tax amount:4800+800=5600
Adding the ED Cess amount : 5600+16=5616
Therefore, our Assessable Value amount is Rs. 5616. VAT is now calculated on this
amount automatically on the selection of the tax ledger (Rs,224), as shown below.

W e e

Accounting Voucher Alteration [Second
Purchase Mo Z 31 -Mar-2007
Ref. Saturday
Pariy's &7c Mame = Supplier 1]
Cumerd Batance 15, 04064 Cr
Purchaze Ledger © Purchas.
A W Tax Class:  Purchasesa@d™
Hame of ltem Cmantity Rate per Amount
Stock ltem 100 nos 5000 nos 5.000.00 |-
Marks
Nun Pakeges
5.000.00 |
Discount (Hzonoo
Excise 16 % 200,00 |
Ed Cess 2 % 16.00 |
Buput VAT @4 4% 22464
Harration: 100 nos Accept?
Wes or Mo
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The entries are to be passed similarly for Sales Voucher and Credit/Debit notes.

Example 2: Purchase-Exempt
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This example is to demonstrate the working of Tally in the VAT exempted transactions and also to show the type and patterns of reports

generated for such transactions. We are passing the following entry for the purchase of the VAT exempted item.

Accounting Voucher Alteration (Secondary) Al p i + M
Purchasa ho. 2 HMar-2007
Raf : Salurday
Fany's Alc Hame © Supplier
Cuvent Balance . 15,940,864 Cr
Furehzze Ledger: Purchase
VAT Ta: Cisss: Purchases - Exempt
Hame of ligim Quantity Rate per Ao unt
Stock Item S0nes 10000 nos 5.000.00
Marks
Nun Pakeges
5,000,900
0 Enl of List
Marratian: 40 nos Accept?
Yes o No

CREATING A SALES VOUCHERS (AS INVOICE) FOR VAT

As it is exempt form
VAT, this particular
transaction does
not affect the VAT
amount in any way.
Similarly for Inter-
state
Sales/Purchases.

Note: In the
Voucher mode
there is no option
for selection of the
VAT classification
at the header
region. Therefore,
the VAT

classification
selected in the
Ledgers will apply
always.

Functionality of Sales Voucher is similar to that explained in the Purchase Voucher. However, in order to understand the calculation of VAT, let

us take the following example:

Artounting Voucher Alteration (Secondary) o |
Sales Ma. 1 1-Apr-2006 |

Ref. : Saturday

Fary's At Hame = Customer

Curent Balznce 52000 Dr

Sales Ledger. Sales

VAT Taw Claca, Sales @ 4%

Hame of ltem Qwa ity Rate per Amount|

Stock am Womos 1500 nos 1,200.00 |

O End of List

Marration il nos Accept?

Yesar No

Assessable Value: The calculation is similar to that explained in Purchase voucher.

Printing Configuration
Printing Configuration screen after the addition of new features will appear as follows:
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Purchase Printing Configuration

Titla of Document EAMT— Tax Invoice . . -
(for Optional Voucher) @ PROFORMA INVOCE You will see the following new sections pertaining
Sub Title (f any) : to VAT in the Invoice:
Height of Mormal Invoice (inches) o 10 Simplefvoucher : 10 .
Width of Mormal Invoice (inches) : 7.50 SimpleM/oucher : 7.50 Title of Document
Space to leave on top (default 0.25) : 0.25 SimpleMfoucher © 0.25 i 1 i i i
Space to leave on left (default 0.5) : 0.50 SimpleMfoucher @ 0.50 $h|5 f,\l/?ldtprlnts the tltle entered n the VOUCher
e Master.
Number of Copies to Print : Print Quantity Column ? Yes yp H
Print in Simple Format ? Yes Print Actual Quantity Column ? No E-mail
Print in oucher Format ? No Print Rate Column 7 Yes The e-mail address of your Company (as specified
Print Cost Allocations in Youcher Format 7 Yes Print AT % Column ? Yes B . : H
Print Voucher Reference ? No Print Batch Details ? No in the Corr_lpany MaSter) WI” aISO be prmted in the
Print Order Details ? No Print Rate of Duty with lterms ? Yes Sales |nVO|Ce, Just below the address.
Print “AT Analysis of ltems ? Yes 4
Print Company's Tax Regn. Numbers ? Yes ;:::: ﬁ:}:;;in;:ls after sach lins ; :: VAT %

(PUlAE3 EIIERD TS (REE: RIiees @ e This column can be enabled by setting Print VAT

Method to use for Stock term Mame : Name Only %to Yes in the Printing Config_u_rati(_)n screen. The
Jurisdiction : rate of VAT form the VAT classification selected

during voucher entry is printed in this column.

VAT Analysis

This field prints the VAT amount on the total Net Value. That is, Rate of VAT, Assessable Value and VAT Amount is printed at the bottom right
of the screen.

VAT Amount (In words)

Prints the VAT amount in words

Company’s TIN/LST No.

Prints the Company’s TIN or LST number.

Company’s CST No.

Prints the CST number entered in the Company master.

Buyer’s TIN/Sales Tax No.

Prints the buyer’s TIN or Sales Tax nhumber, as the case may be.

Date & Time

The field Print Date & Time in the Printing Configuration screen needs to be set to Yes in order to print the date. However, in case Excise
details are enabled the Date & Time is printed regardless of the setting in the Printing Configuration screen.

Declaration

The declaration entered in the Sales Voucher type Master will be printer. If it is not entered in the Sales Voucher type, Tally will print the
following line by default: “We declare that this invoice shows the actual price of the goods described and that all particulars are true and
correct”. If you do not require this, you can set Print declaration to No in the Printing Configuration screen shown above.

Generated by

By default the Generated by field will display This is a Computer Generated Invoice. However, you can change it if required. This is printed at
the bottom of the Invoice.

Copies of the Invoice

For five or more copies of the Invoice, each copy will be marled as follows:

Original-Original Buyer's Copy
Duplicate-Duplicate Seller's Copy
Triplicate — Triplicate Transporter's Copy
Quadruplicate-Extra copy

Fifth and above-Extra Copy

Creating / Altering Sales Voucher Type Master for VAT New Fields
The following are the new fields added in the Sales Voucher Type Master.
Go to Gateway of Tally > Accounts Info>Voucher Types> Alter

Default Print Title
You can set the title the Tax Invoice in the Default Print Title field. This is helpful since you need not change the title in Print configuration each
time you use set it as Tax Invoice for Local Sales and Bill of Sale for Retail Invoice.

Is Tax Invoice
If Is Tax Invoice is set to Yes and the number of copies to be printed is more than one then the copy type is printed as follows:
1.  Original — Buyer's Copy
2. Duplicate — Seller’'s Copy
3. Triplicate — Transporter's Copy
4. Quadruplicate — Extra Copy
5. Extra Copy
If Is Tax Invoice is set to No, and the number of copies to be printed is more than one, then the copy type is printed as follows:
1. Original
2. Duplicate
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3.
4.
5.

Triplicate
Quadruplicate — Extra Copy
Extra Copy

Declaration Provision is made to enter the statutory declaration if applicable. The same will be printed in the Tax Invoice.

Voucher Type Alteration ABC Compan

Note: If the declaration field is left blank, Tally’s default declaration will get printed in the Invoice.

- 105 -

MName . Sales
(alias)
General Printing Name of Class
Type of Woucher : Sales FPrint after saving “ouchar 7 No Sales Class
Abbr. : Sale
Method of Woucher Mumbering ? Automatic
Default Print Title
Use Advance Configuration ? No ls Tax Invoice 2 No
Use EFFECTIVE Dates for vouchers 7 No Declaration :
Make Optional' as default ? No
Us=e Commaon Marration ? Yes
Marrations for each entry ? No
Lse for Dealer Excise 7 No

PAYMENT OF VAT IN TALLY

The Journal and Payment VVoucher entries for the payment of VAT can be demonstrated with the example shown below.
As shown in the screen below, the Output Tax is Rs. 700.00 and Input Tax is Rs.424.64. The VAT payable is Rs.275.36.

Journal entry

Accounting Voucher Creation ol + 1 B
Journal ho. B owchar Class - O Not Applicable H-Mar-2007
Saturdsy
Particulars Debit Credit|
Or Outpou VAT 1% 100,00
Or Output VAT 4% £00.00
Cr Input VAT @4 424.84
Cr Vat Payable 275.36 |
Maration: .00 T00.00
Accept ?
Yes o Ne
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Note: The VAT payable Ledger is under the group Duties and Taxes.

Payment Voucher Entry

Accounting Youcher Creation ABC Campal cii+M E
Payment Ho 1 -Mar-2007
Saturciay
Particulars Debit Credit
[r Vat Payable 275.36
Cr Bank 275.38
flarrztinn: 7536 17536
Ch. Mo
Aceept?
fes o No

The VAT payable Rs.275.36 is transferred to the Cash or Bank account.
CREATING DEBIT NOTE/CREDIT NOTE FOR VAT

Punchers Returns-Debit Note
This is a Purchases Returns entry and you have to use the Debit Note Voucher.

Accounting Voucher Creation

Dobit Hota Ha. 1 JHNar-207 |
Raf : DN Saturday
Party's At Mame © Customer
Cunerl Balance ©
Purchase Ledger - Purchases
{87 T Glans Purchases@d®s
Hame of ltem Ouantity Rate par Amaum
Stock [tem 0nes 5000 nos 50:0.00
Inprt VAT it 4 % HA |
HNarration: 10 Mg Accept ?

Yas o No

Sales Returns — Credit Note
Let us take the example of a Sales Return. Here you have to use the Credit Note voucher.
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Accounting Veucher Creation {Duplication

Cradil Nole Mo, 1 1-Api-2006
Ref. : Saturday
Parly's &z Mame - Custemner
Grrent Halamee
Sales Ledger . Sales
VAT Taw Claas: Sales @ 4%
Name of lem Cuantity Rate per Amount
Stock em 10 nos 150,00 nos 1,500.00
Ouipat VAT 4% 1% G0.00
Marration: 10 nos Accept 7

Yes or Mo

CREATING JOURNAL VOCUHER FOR VAT

If you need the Journal transactions for VAT Computation (for example, adjustment of Input credit, output tax, etc) you will need to make the
following settings:

Go to Gateway Tally> Accounts Info> Voucher type> Create/Alter

The following screen is displayed:

Voucher Type Alteration ABC Compan
Mame Journal
(alizs)

General Printing Hame of Class
Type of Voucher . Journal Print ater saving “oucher ? No WVat Adjustment Class
Abbr s Jdenl

]

Method of “Youcher Mumbering Automatic

Use Advance Configuration ? No
Use EFFECTIVE Dates for Wouchers 7 Mo
Make 'Optional' as default ? Mo
Use Cormmon Marration ? Yes
Marrations for each eniry ? No

Name of Class

| Accept?
Yes or No
You have to name the voucher class.

In the above example, we have named it as VAT Adjustment Class. Once you press Enter, the following screen is displayed.

Voucher Type Class

Class : Vat Adjustment Class
Use Class for VAT Adjustments dles |
Ledger account to use

Use Class for Fdrex Gain/Loss Adjustment ? No

Use Class for VAT Adjustments
Enable the option Use Class for VAT Adjustments to Yes, if you want the journal entries to be included in VAT Computation.
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JOURNAL ENTRIES

Let us consider a Purchase transaction and then a reverse entry for adjustment of Input credit.
The following screen displays a typical Purchase Transaction:

Typical Purchase transaction

Accounting Voucher Creation ABC Compan Cirl + M
Purchase Ma. 1 1-Mar-2007
Ret.: Saturday
Particulars Debit Credit
Cr Supplier 10.100.00
Or Purchases
Cr Input VAT 10,000.00
100.00
Narration; 10,100.00 10,100.00
Accept?
Yes or Ho

Reversal of Input Credit
1. Go to Journal voucher screen by selecting the button F7: Journal Voucher Type
from the button bar, which is on the right side of the screen or by
pressing the F7 key. Name - Journal Voucher Class List
2. You will see the following screen where you need to select the
Voucher class created before. EEIN Vat Adjustment Class YW@
3. Once you select this you can pass the typical reversal entry as Vat Adjustment Class
display here:

Once you select this you can pass the typical reversal entry as shown below:

Accounting Veucher Creation ABC Company Cil+ M B3
| Journal  [{uRS ) - S1-Mar-2007
Voushar Ciass - O Hot Applicable Saturday
Particulars Debit Lredit

Dr Direct Expanses 5,050.00
Cr Purchases 5.000.00
50.00

Cr Input VAT 1%

5,050.00 5.050.00

Marration:

Aecept?
Yes or Ho

VAT Computation Report

The VAT Computation report will be displayed as shown below.

Note: Rs.50 of the Input credit is reversed and only the balance of Rs.50 can be claimed.

Input Credit Adjustment for Capital Goods
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Input Credit for Capital goods is available over a maximum period of 36 monthly installments (States have the option to reduce the number of
installments). The entry for the Purchase of Capital Goods is the same as in default Tally.
Let us consider the following example for the adjustment of the Input credit.

Purchase of Capital Goods for Rs. 500,000.

The Input Credit is Rs. 20,000, which will be available over a period of 36 monthly installments.
That is, (20,000/36) =555.56

Hence, Rs.555.56 can be claimed in the first installment as Input credit.

The Journal entry for this is passed as shown below:

Accounting Voucher Craation ABC Compan Cirl + bt INPUT CREDIT
| Journa R 1-Mar-2007 ADJUSTMENT FOR
sl OPENING STOCK
Farticulars Debit Credit )
Sales Tax paid on unsold
Dr Input Credit on Capital Goods 555.56 stock at the end of
Cr Tax Paid on Capital Goods 555,55 financial year, ie. prior to

commencement of VAT,
is eligible to receive input
credit on submission of
the required documents
by the dealer. For this, a
claim is to be made to
the VAT/ sub-VAT officer
within 30 days of
implementation of the
Act. Once the assessing
officer verifies it, the
credit may be adjusted or

) - | refunded in equal
Nanation; 9% SB% jpstallments  over  six
Aceept? months.
— JOURNAL ENTRIES

In order to write off the Sales Tax incurred on closing stock in the next financial year, it is necessary to eliminate the tax change from the stock
value of the current year. Assuming the local purchases amount to Rs. 57000 where Purchases @ 4% and Purchases @ 12.5% are Rs. 2000
and Rs. 37500 respectively, the transaction can be journalized as follows, selecting VAT Adjustment Class. (For more details on VAT
adjustment class refer Journal)

ing Voucher Creation : i+ B
o, 2 H=Mar-2007

Saburday
Particulars Debit Credit
Cr Tax Recpverable 57.500.00

Cr Purchases@iz.5% 37,500.00
Cr Purchases@d's 20,000.00
harrstion: 57 500.00 57 500.00

Accept ¥

Yes o Ne

Debit the Current Assets account Tax Recoverable A/c and credit the purchase accounts. Following the grant of relief by the Assessing officer,
you can pass a journal entry every month in the next financial (VAT) year, to adjust the sales tax paid in the previous year.
To claim the installment credit at the end of each month, pass a journal entry upon selecting VAT Adjustment Class.
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Accounting Voucher Craation

. 1 31-Mar-2007

Saturaay
Particulars Deblit Credn
By N Vat 0 Opening Stack @125% £,250.00

Cur Bzl 6,250.00 Or
B Input Vaton O pening Stockad?:

Cur Bal; 3,333.330r 33333
To Tax Paid on Opening Stock

Cur Bal: 9.583.33 Cr 9.583.33

harration: 9.5683.33 9.583.33 |

Aceept?

Yes o No

The amount of Rs. 57500 is broken into six equal installments of Rs. 9583.33 and claimed at the end of each month.
VAT REPORTS

As per VAT Act, every registered dealer is required to maintain proper Books of Accounts and records for all sale, purchase and production.
And also VAT account-containing details of Input and Output tax.

VAT Reports in Tally
. Statutory Reports

SALES REGISTER

Sales Register reports provide complete information on sales turnover achieved for a specific period.

To view the Sales Register screen

Go to Gateway of Tally> Display > Account Books> Sales Register

Click on Columnar button or press the F5 key to re-define the columns and set the required parameters of reports, ledgers or groups to be
shown individually or in a common column.

Set Show Party’s’ Tax Regn. No. to Yes.

TIN/Sales Tax No.

The TIN Or the Sales Tax No. (Central or Local) of the Party is displayed here. As there is only a need to enter either the TIN or the Sales Tax
No. (Central or Local) at any point of the transaction, and not both, one single field serves the purpose for all transactions (with or without
VAT). Thus, the TIN or Sales Tax number, whichever applicable, is entered in the TIN/Sales Tax No. (Central or Local) field in the Party
Ledger Master. This is picked up in the Tax Invoice and displayed as shown above in the Sales Columnar Register.

If VAT is not enabled for your company, the TIN/Sales Tax No/ column will be replaced by Sales Tax No.

VAT COMPOSITION RETURNS

NTRODUCTION TO SERVICE TAX

Service tax is an indirect tax levied on certain category of services provided by a person, firm, agency, etc. The Government of India has
marked a set of services as taxable under the service tax structure. The seller provides a service and the responsibility of paying the service
tax to the government rests with the seller.

Information on service tax
Currently, the rate of service tax on all the taxable services is 12%. Presently, service tax is applicable on 97 categories of services. A few of
the listed services have an abatement facility Service tax returns are to be filed to the Commissionerate of Services Tax for the fiscal half-year.
Information on the registration, rules, list of services, rate of service tax, forms, etc can be found on the official website for service tax-
http://www.servicetax.gov.in/

SERVICE TAX FLOW

When you buy and sell services?
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A person/firm providing a service that comes under the service tax category has to pay service tax. Service tax is to be shown separately in
the invoice and is payable based on the payment realized and not on the total amount shown in the invoice. Similarly, when you bus a service
that falls under service tax category, you avail service tax credit based on the payment made. So, you pay service tax on the services that you
sell and get credit on the service tax payable when you buy a service.

Adjusting credit?

While you pay service tax on sale of services that come under the service tax category, you can adjust service tax credit availed on purchase
of services (Buyer). This deduction is called adjusting credit against service tax. The difference between the service tax that you have to pay
for selling services and the service tax credit on purchases that can be adjusted is the payable service tax. Service tax (sales) that is
adjustable against service tax credit (purchases) is also called availing input credit. Let us look at an example:

123 Telephone Company

ABC courier company
buys telephone service
from 123 Telephone
company
ABC Courier sells ABC Courier gets Rs
courier services 145%- credit on service tax

ABC CourierServies

ABC courier has to pay
service tax of Rs. 2504
for service provided.

Custamers

Service tax paid on services provided (B) =Rs 250/
Service tax credit on Payment to telephone Company (A) =Rz 145/
Total service tax payable by ABC Courier Company  (B-4) =Rs.105/-

Adjusting 100% credit & 20% credit

If your input service e (Purchase) can be directly related to the outpu8t service (Sales) then you can use 100% credit adjustment on the
service tax payable. For example: If you are providing a consultancy service over the phone, then you can use the input credit from the
telephone charges to adjust against 100& of the service tax payable on your consultancy service. If the input service is not solely used for the
output service, then 20% credit adjustment is applicable.

Input service e tax credit can be adjusted to both output service tax and output cess (surcharge on tax). But input cess credit can be adjusted
only towards output cess.

Assessable value
Service tax is calculated on the assessable value. The assessable value is the service charge value minus abatement and expenses.

Abatement

The government has given a deduction on the value to be considered for service tax on a few categories of services. For example, some
categories of services include material value. A caterer has to procure materials to prepare food products and sell services. Service tax is
charged on the total amount for the service and does not include the rate of the materials procured. Hence a deduction is provided. This
deduction from the service charges to be considered for service tax is called abatement. Abatement is either a percentage of the service
charges or a lump sum value. Example:

a. Charge on Service Rs. 10.000/-

b. If an abatement of 30% is applied, then abatement Rs. 3.000/-

¢. Here, the assessable value is (a-h) Rs. 7.000/-
Therefore, service tax (@ 12% on Rs.7. 000/~ Rs. 840/-

Expenses

Expenses can be deducted from the total service charge to get the taxable amount.

E.g. A technical consultant might travel to different locations with respect to work.

The invoice is prepared as ‘consultancy’ and the travel expenses are included in the total service charges. If supported by records, you can
deduct the travel expenses are included in the total service charges. If supported by records, you can deduct the travel expenses from the
total service charge to derive the assessable value on which service tax is applicable.
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Service tax integrated in Tally takes care of your service tax transactions. It eliminates error-prone information, incorrect remittance, penalties,

interests, compliance issues, etc. Service Tax in Tally needs a one-time configuration for service tax features to be activated.

Tally tracks bill-wise (bill-by-bill) detail and automatically calculates service tax payable and input credit with the flexibility to make

adjustments later.

Service tax is part of a regular transaction. Information on service tax is maintained and produced category-wise, which is
mandatory in service tax returns.

Adjusts input credit towards service tax payable.
Accounts for abatement and expenses
Provision for exemption notification details.
Built-in assessable value feature on which service tax is calculated

Transfer earlier pending service tax payable and available service tax input credit in to Tally

Reports are generated as per government suggested format. Print and file reports:
Management Information Services (MIS) reports: Service Tax Payable Report and Input Credit Form.

EMABLING SERVICE TAX IN TALLY

To enable Service Tax,
Go to Gateway of Tally>F11: Features> Statutory & Taxation
Set Enable Service Tax to Yes

Company Operations Alteration

Enable Dealer - Excize

Set/Alter Dealer - Excise Details

Follow Excise rules for Invoicing

Enable Value Added Tax (WAT)
SetfAlter VAT Details

Enable Service Tax
SetfAlter Senvice Tax Details

Company. ABC Company

Statutory & Taxation

7 No
? No
? No
7 No
? No
? Yes
fall Yes

Enable Tax Deducted at Source (TDS)
Set/Alter TDS Details

Enable Tax Collected at Source (TCS)
Setfalter TCS Details

Enable Fringe Benefit Tax (FET)
SetfAlter FBT Details

Tax Information

Local Sales Tax Number
Inter-state Sales Tax Number
PARN / Income - Tax Mo

Set Set/Alter

Service Tax
Details to Yes to
enter the
7 No
b _ Company
5 Serw_ce Tax
5 e Details
? N
o COMPANY
SERVICE TAX
DETAILS

The  Company
Service Tax
Details screen in
where you will
enter the service
tax details. The
name of the
company is
displayed at the
top followed by

F1: Accounts F2: Inventory F3: Statuto
different fields.

Company Service Tax Details Division
Service Tax Registration Mo, SRKARO43AACOGIT Code : South/Bng:R/235
Date of Registration : 10-May-2004 Mame : Bangalore
Assessee Code : ACRS48KART723T9T Range
Type of Organisation Company - Resident Code : Bang/kar/0y67/05
Major Service Category Mame : Advertising Agency Mame : Ban/Kar
Credit Adjustment(%6) 20 Commissionerate

Code : 4056

Mame : Robert Smith

Focal Bank Details
Focal Bank Code UB 1000901

Focal Bank Mame
Focal Bank Address

: Uniln Bank of India

8 Burrow Avvenue, Brigade Road, Rangalore
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Service Tax Registration No. - Enter the registration number allotted to you by the Service-Tax Department.
Date of Registration — Enter the date of registration of Service Tax for your service.

Association of Persons
Body of Individuals

Cormpan MNon Resident
[=r=)
Ind
Ind

erative Society
ualdl U - Mon Resident
dual/HUF - Resident

LOCE| AUThorny
Partnership Firm

Ctrl +M B3|
List of Service Categories

0O MOt Applicable
Advertising Agent :
Advertising of Space Or Time
Airport Service

Air Transport of Passengers
Air Travel Agent

Architect

AT Dperation and Maintenance
Auctioneer's Services
Authorized Service Station
Banking & Other Financial SeErices
Beauty Parlours

Broadcasting

BuUsIiness Auxlliary

Business Exhibiion

Business Support Services
Cable Operators

Cargo Handling

Chartered Accountant

Cleaning Services

Clearing & Forwarding Agent
Commercial Training & Coaching Centre
Commissioning & Repair Services
Construction

Construction of Residential Complex
Consulting Engineer
Comvention

Courier

70 more ...

Assesses Code- Enter the code given to your company by in Service Tax Department.
Type of Organization — In this field select the type of your organization from the List of Organizations menu.

Major Service Category Name-Here you will find options for different categories that come under the service
tax net. You might be providing two or more services in a company. In such a situation, select the service
category that is the mainstay or forms the major part of your business. Select the relevant option from the List
of Service Categories that applies to your company.

Credit Adjustment (%) — By default this field is set to 20. Enter the percentage of credit adjustment that you
would like to avail.

Division
Code- Enter the code of the division in which your company falls.
Name — Enter name of the Division under which your company falls.

Range
Code- Enter the code of the range of your company.
Name- Enter the name of the range under which your company falls.

Commissionerate

Code- This is the code of the Commissionerate of Service Tax under whose range the address of your
registered premise falls.

Focal Bank Details

Focal Bank Code- The Commissionerate of Service Tax allots a code to banks nominated for payment of
service tax in a particular area. This code is available with the Commissionerate of Service Tax.

Focal Bank Name- This is the name of bank nominated by the Commissionerate of Service Tax to receive

service tax payments in a particular area. This information is available with the Commissionerate of Service
Tax.

Focal Bank Address- Enter the address of the branch of the focal bank.

CREATING SALES LEDGERS FOR SERVICES

Go to Gateway of Tally > Accounts Info > Ledgers > Create
1. Enter the Name of the Sales Ledger
2. Select the Group Sales Accounts in the field Under
3. Set Inventory Values are affected to Yes
Note: Set the Inventory Values are affected field to Yes, if you are maintaining service as item. For example: You sell consultancy changed by

the number of hours.

4. Setls Service Tax Applicable to Yes

Ledger Creation

Mams=s
i)

ABC Comparn

Advertising Consultancy Total Op. Bal.

Under

Inventory values are affected

Is Service Tax Applicable

Sales Accounts

7 Yes

Statutory Information
i Yos

Oopening Balance ( on 1-Apr-z2006} :
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5. Select the Category Name from the List of Service Categories.

Advertising of Space Or Tine
Aiport Sevice
Air Trangpart of Passengers
Air Travel Acgert
Architert
ATM Dperaton and Mantenance
AlICtOneErs Services
Althonzed 5endce Station
Banking & Qher Financial S erdces
Beauty Parlours
Broadtasting

Cateqory Name Business Auwdliary

S Business Exfikition

Business Support Services

Cable Operamrs
[ Handing
Chartered Accourtant
Cleaning Services
Clearing & Forwarding Agent
Commercial Trairing 8 Cozching Cenire
Cotarnizsinning & Repair S2rvices
Construcion
Construetion of Residertal Comples
Consuting Engineer
CanveEntdon
Courier
Creciit Card Related Servces

B9 mang ..,

6. Accept the screen to save.

Note: Create a Service Tax ledger for each service category. For Example, if you purchase services in two categories and sell services in
three categories, create five service tax ledgers

CREATING OUTPUT SERVICE TAX LEDGER
To create an Output Service Tax ledger:

Go to Gateway of Tally > Accounts Info> Ledger> Create

1. Enter the Name of the ledger
2. Select Duties & Taxes in the field Under
3. Select the Type of Duty from the List of Types of Duty/Tax.
4. Select the Category Name from the List of Service Categories
5. Set Inventory Values are affected to No.
Marme . Output Service Tax - Advt _ _Total Op. Bal.
tafaal : 6. Accept the screen to save
Similarly, you can create ledgers for Input
Service Tax
CREATING A CUSTOMER LEDGER
Under Duties & Taxes
(Current Liabilities)
Type af Duy/Tax : Service Tax To create a Customer ledger:
Category Marne : Advertising Agency
Irentonyiudliesy e affociod < No Go to Gateway of Tally > Accounts Info >
Ledgers > Create
1. Enter the Name of the ledger 281
2.  Select the group from the List of
Groups
3. Set Maintain Balances Bill by Bill to
Yes. Enter the Default Credit Period,
if any
4. Set Inventory Values are affected to
_ Accept 7 No
Sl RIR R s SR Yes o No 5. Setls Service Tax Applicable to Yes
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Ledger Creation ABC Compan CErl + kA
Marmne . Creative Agency Total Op. Bal.
(alias) :

Maliling Details
Under . Sundiy Debtors

™ O i
(Currert Asocta) IR0 : Creative Agency
Maintain halances hill-hy-hill ? Yes Ahdoreoa
Diefmult Credit Period :

Irventory values are affected 7 Mo State
FIM Code
Cortact Person

Statutory Infonmatioen Telephane Mo,

|z Sewice Tax Applicable il Yos Fax

E-Mail

_Tax Information
PAN /1T Mo, :

Sale= Tax MNo
Sorvice Tax Mo,
Serice Tax Reg. Dt.

Opening Balance (| on1-Apr-2008) :

6. Select the Type of Classification in the Exemption Details screen.

Exempiion Details
LT §.C.NotApplicanie

Exempt
oification Mum bar : Expart

Note: If Exempt classification is selected, then the Notification number has to be entered. The number will appear in the ST3 Half Yearly
return of exempt section
7.  Enter the Mailing Details

Ledger Altaration ABC Compan

= x|
Iarme . Creative Agency Total Op. Bal.
(aHgs) ;
Mailing Details
Under ; Sundry Debtors " e :
(Current Assots| ame sheative Adency
Maintain balances bill-by-bil ? Yes fdiress - #3%.R.T.Nagar
Diefault Credit Perod ; Bangalore
State : Karnataka
PN Cade : 560052
Tax Information
Statutory lnformation BAM 1T Mo, - KARBIGSZ?
Is Senice Tax Applicable 7 Yes Sales Tax No. | 458962
Service Tax hlo. . 25698
Serice Tan Reg Dt - A Apr-2 g
Accept 7
Opening Balance { on 1-Apr-2005) : Yes or No

8. Accept the screen to save.
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LESSON-12

PAYROLL

INTRODUCTION

Tally Payroll is integrated with Accounting to give the user the
benefits of simplified Payroll processing and accounting.

Tally Payroll enables users to set up and implement salary
structures, ranging from simple to complex, as per the
organization’s requirements. Yes can also align and automate
payroll processes and directly integrate them with main stream
accounting applications. Payroll data can be viewed as part of the
existing and configurable cost centre reports for business analysis.
Tally Payroll also supports configurable formats for pay slip
printing; flexible salary/wage, attendance, leave and overtime
registers; gratuity and Expat reports.

FEATURES OF TALLY PAYROLL

In keeping also supports configurable formats for pay slip printing;
salary/wage. Attendance, leave and overtime registers; gratuity
and expert requirements of small to large business enterprises.

o It allows seamless integration with Tally Accounts. There are
no disconnects between Payroll and Accounts.

o |t offers Employee Groups — unlimited classification and sub-
classification of employees.

o |t offers Pay Structures-ease of conformity, faster entry and
flexibility of no dependence.

e It offers Pay Components- user -—definable earnings,
deductions and others.

o |t offers a unique Auto-Manual payroll processing Facility.

¢ Itis independent of processing period restrictions.

o It offers Employee Groups, Pay structures and Pay
components.

o |t offers a unique Auto-Manual payroll processing facility.

o |t allows Arrears Calculation.

e It computes salary based on Attendance, Time, and Unit of
Production.

o Tally Payroll helps in tracking of Loans and Advances.

o |t provides calculation of Gratuity.

e It allows you to drill down from any summary report to
detailed levels, and till the origination transaction, for a
particular Pay component value.

e It provides configurable report formats.

e You can also process Payroll using the multilingual feature in
Tally.

ENABLING PAYROLL IN TALLY

To enable Payroll in Tally
Go to Gateway of Tally>F11: Features>Accounting Features.

Cost/Profit Centres Management

Maintain Payroll ? Yes
Maintain Cost Centres ? No

Use Cost Centre for Job Costing ? No

Mare than ONE Payroll / Cost Category il Yes |

Use Pre-defined Cost Centre Allacations dufing Entry ? No

. Set Maintain Payroll to Yes

e You can set More than ONE Payroll/ Cost Category to
Yes if you wish to process payroll for multi group of
Employees.
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FOUR EASY STEPS TO GENERATEA PAYSLIP

The new enhanced Payroll in Tally requires minimal effort for
accurate processing. Setting up Pay Heads, Employee Group,
Employees, Salary Details and attendance/Production Type is now
a simple process with Tally's four easy steps to generate a payslip.

Step 1

Create Pay Heads

The components of structured salary are created under Pay Head.
Create the salary structure components in Pay head. The Pay head
creation in tally is very user friendly. Tally allows creating any
complex type of pay head.

Step 2

Create Employee Masters

Create an Employee master. Enter the requisite Employee Details &
Employee group by grouping employees under the function they
perform; their department or designation.

Step 3

Create Salary Details

Create the applicable Salary Details for both Employee Groups as
well as Individual Employees with earnings, deductions and basis of
computation.

Step 4

Process Payroll and Generate the Payslip

Pass a Payroll voucher to enter all Earnings and Deductions in
Payroll transactions that are paid along with the salary Payslip for all
employees Generate the Payslip that provides employee as well as
attendance details, itemizes each component of the employee’s
earnings and deductions, and displays the net amount paid to him
for a given pay period. It also provides information to the employees
to how the net amount was arrived at.

PAYROLL CONFIGURATION

The Payroll Configuration can be enabled as shown below:
Gateway of Tally> F12: Configure> Payroll Configuration

Payroll Configuration

Show Statutory Details ? Yes
Show Passport & Visa Details ? Yes
Show Contract Details ? Yes

Infarmation in Payment Advice

In the above screen;

e  The option Show NI Number (for International companies
only) and Show Statutory Details (for India/SAARC
Companies only) can be set to Yes to enter the NI
details/PF, ESI and PF PAN details in the Employee
details form and print the same information in the
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Employee Payslip.

e  The options, Show Passport & Visa Details and Show Contract Details, should be set to Yes as shown, to display the Passport, Visa
and Contact Details in the Expat Reports. If these options are set to No, then the Expat Reports menu will not be displayed under
Payroll Reports. Some of the Information related to Employee passport such as Passport Number, Passport Expiry date, Visa
Number, Visa Expiry date, contract Start and Expiry dates will not be displayed at the creation of the Employee.

PAYROLL INFO.

The Payroll Info. allows you to set up the employee defaults and standard payroll information with common payroll fields used for calculating
earning and deductions. Go to Gateway of Tally > Payroll Info.

Gateway of Taly .. PAY HEADS
The salary components constituting Pay Structures are called Pay Heads. A Pay Head may be an earning,
Eanvtesds which is paid to an employee, or a deduction, which is recovered from his/her salary. The value of these
Emp:oyee Groups Pay Heads could be either fixed or variable, for each Payroll period.
mployees

Pay Head Type
Units (WWoarks . . . .
At?;iéan?:;f:;:rnductmn Types | A Pay Head is categorized as Allowances, Deductions or Reimbursements. In Tally Payroll, Pay Head
types are provided in a natural language for ease of use, as follows:

Voucher Types N
1. Earning for Employees

T 2. Deduction from Employees
3. Employer's Statutory deductions
4.  Employer's Statutory Contribution
5. Gratuity

6. Loans and Advances
7. Reimbursement to Employees
While creating the salary payable ledger you can use Not Applicable type which will be used to post appropriate accounting entries.

CALCULATION TYPES

The Calculation of the Pay Head is bases on its Calculation Type.

Tally payroll allows following calculation methods Note: The formula defined in Calculation Type will be used for computation only while using
Payroll Auto Fill functionality in the Payroll Voucher, and not in Manual entry mode of Payroll voucher. The following computational models
are supported in Calculation Types:

As Flat Rate: As Flat Rate is a Calculation where the value of the Payroll head is a fixed amount for a period. Pro-rated. In Tally the
attendance can be of Payable days (Present) or loss of pay (Absent) type.

On Production: On production calculation type is used to calculate the Production incentive type of Pay head. The production date can be
entered in Attendance voucher against a Production type.

As Computed Value: As Computed Value is used if the Pay Head value is based on a dependent component. You will be able to define the
dependent component by specifying the formula or using the current sub- total or current earning or deduction total. You can also define the
slab either by percentage to value or the combination in a slab. Example: HRA as 40% of Basic Salary

As User defined Value: As User defined Value allows you to manually enter the value at the time of processing the salary. This calculation
type is useful for Pay Heads that have variable values and are not related to any attendance/production data.

CREATING AN EARNING PAY HEAD

To create an Earning Pay Head, Basic Salary, under Indirect Expenses: Go to Gateway of Tally > Payroll Info. > Pay Heads > Create

Name Basic Salary Total Op. Bal.
(tiz=)

Pay Head Info
Fay Head Type Eamings for Employees
e

Und Indirect Expenses
Appears in Payslip ? Yes
Mame to appear in Payslip : Basic Salary
Use for Gratuity 7 Mo
Calculation Type : On Anendance
Attendance f Leave with Pay : O Mot Applicable
Leave without Pay Absent
Calculation Perod : Months
Poar Day Calculation Basis As Por Calendar Poriod

Rounding Info L
Rounding Method - O Mot Applicable | Accept T

Opening Balance { on 1-Apr-2006) : | Yas nr Na
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1. Enter the Name of the Earning Pay Head.

2. Select Earning for Employees as the Pay Head Type form the List of Pay Head Types.

3. Select the respective Pay Head Group Earnings from the list for the field Under.

4. Select Yes from the list if you want the Pay head to affect the net salary.

5. The Pay Head name entered in the Name field will appear in this field. You can change the same, if required. The name entered in
this field will appear on the payslip.

6. Select Flat Rate from the List of Calculation Types.

7. Select the Calculation Period Type from the list.

8. Based on the Calculation Period Type, you can select and enter the details for Per Day Calculation Basis.

9. Select the Rounding Method from the list if applicable.

10. Accept to save the Pay Head.
Similarly, you can crate Earning Pay Heads for HRA, Conveyance and so on...

CREATING A DEDUCTION PAY HEAD

To create a Deduction Pay Head, Professional Tax under Employees’ Statutory Deductions:
Go to Gateway of Tally > Pay roll Info. > Pay Head > create

Pay Head Alteration
Name . Professional Tax Total Op. Bal.

(=lizs)

1.59.23.42.340.00 Dr

Difference
1,560,723, 42, 340,00 Dr

Pay Head Info Computation Info

Pay Head Type © Ewplayees” Stamutory Deductions Caompute © On Current Earnings Total

Under : Current Liabilities Effective From Amount | Slab Type |Value Basis
Fiaun Amount Upia
Appears in Payslip ? Yes 1-Apr-2006

Mame to appear in Payslip : Professional Tax 3.000.00| Value (1}
3,000.00 4,990,990 Value 30
Calculation Type . As Computed Value 4,999.99 7,999.99| Value &0
. . 7,999,909 9,999,990 Value 100
Ldkcyilatn EEnbd “Monihs 9,999.99|  14,999.99|Value 150
14,999 99 Value 200

Rounding Info

Rounding Method : O Mot Applicable Accept?
Opening Balance { on 1-Apr-2006) : Yec or No

1. Enter the Name of the Deduction Pay Head.

2. Select the Pay Head Type from the List of Pay Head Types.

3. Select the Group from the List of Groups.

4.  Select Yes from the list if you want the Pay Head to affect the net salary.

5. The Pay Head name entered in the Name field will appear in this field. You can change the same, if required. The name entered in

this field will appear on the payslip.
Select the Calculation Type from the List of Calculation.
On selecting the Calculation type to ‘As Computed Value, a new field Calculation Period appears which will be set to Months
automatically.
8. Select On Current Earnings Total from the list to be Computed On.
9. Specify the Slab Rate.
10. Select the Rounding Method from the list if applicable.
11. Accept to save the Pay Head.
Similarly, you can create a Deduction Pay Head for Provident Fund and so on.
Note: If you are using any Pay Head component having Calculation Type As Computed Value and Compute: On Current Earning Total, while
defining Salary Detail, the sequence of the component has to be selected accordingly.

N o

Creating Salary Payable Ledger

A Salary Payable account under the group Current Liabilities is used to credit the total of Net Payable salary of all employees. When salary is
disbursed, this account is debited and Cash or Bank account is credited.

To Create Salary Payable Pay Head under the group Indirect Expenses: Go to Gateway of Tally > Payroll info. > Pay Heads > Create
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Marme Salary Payable Total Op. Bal.
(ali=s)
10.002.00 Dy
Difference
10,002.00 Dr
Pay Head Info
Pay Head Type : O Not Applicable
Undar 2 Current Liabilities
Accept?
Opening Balance (on 1-Apr-2006) : Yes nr Na

Enter the Name of the Pay Head

Select Note Applicable from the List of Pay Head Types
Select Current Liabilities from the list

Accept to save the Pay Head

Eal ol

CREATING GRATUITY PAY HEAD

To create a Pay Head Gratuity under Current Liabilities:
Go to Gateway of Tally > Payroll Info. > Pay Head > Create

Pay Head Creation ABC Compan
Name —: Gratity Total Op. Bal.
(aliag)
10,002.00 Dr
Difference
List of Pay Head Types 100w
0 hat Applicable =
av Head I Oeductions from Employees
Al Earmings for Employees

Pay Hoad Tpe TR o= Siatiory Deductns

{Undr : EmEmEEer‘s Statutu% Contributions

Loans and Advances
Reimbursements t Employees

4. Select Current Liabilities from the list
5. Accept to save the Pay Head
Note: To use the Earning Pay Head for Gratuity calculation, set Use for Gratuity?

1. Enter the Name of the Pay Head

2. Select Gratuity from the List of Pay Head
Types

3. Enter the Slab Rate Details for Gratuity
Calculation in the sub-screen

Slab Rate details for Gratuity Calculation

Gratuity Days of a hMonth . 25
Number of Months Eligibility days for
From To Gratuity
Calculation per year
1 15 25
16 24 25
25 — ]

Field to Yes in the ledger creation screen (for Pay Heads such as Basic Salary, HRA, and so on, created under Indirect Expenses).

EMPLOYEE GROUP

Tally allows you to set up default (common) information for employees. An Employee Group allows you to group employees in a logical
manner. The Salary structure can be defined at the Employee Group level. Referring to this Group as a template and changing accordingly will

ease building all your employee records on it.

For example, by department or function such as Production, Salas, Administration and so on, or by designation such as Managers,

supervisors, Workers and so on.
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CREATING AN EMPLOYEES GROUP

To create Sales as an Employee Group,
Go to Gateway of Tally> Payroll Info.> Employee Groups> Create (Single Group)

Employee Group Creation

Category . Primary Cost Category . Enter the Name of the Employee group.
Name . sales . Select the group from the List of Employee Groups.
{alias) : e  Accept to save the Employee Group.
Creating Multiple Employee Groups
Under - O Primary Accept ? You can create multiple Employee Groups in this mode.
o Go to Gateway of Tally> Payroll Info.> Employees> Create (under Multiple Groups)

The Multi Employee Group Creation screen displays:

ABC Compan:
\Under Employee Group - O All items
§.o, Category Name of Employee Group Under
1. | Primary Cost Category Accounts D Primary
2. | Primary Cost Category Marketing 0 Primary
3. | Primary Cost Categary R&D 0 Primary
4. | Primary Cost Category Support 0 Primary
EMPLOYEE

The Employee Creation screen allows you to enter basic setup information that applies to the employees. Enter General Information, Payment

Details and Passport & Visa Details.

CREATING AN EMPLOYEE

Creating single Employee

To create an Employee under the Employee group, Sales:

Go to Gateway of Tally> Payroll Info.> Employees> Create (Single Employees)

Employee Creation

Category © Primary Cost Category
Name . Employes A
(alias) !
Under : Sales
O Priman
Date of Jaining o 15 Apr-2006

Employes Mumber

D signation

Furnetion

Location

Gender

Date af Bith

Bload Group

Father / Maother Name
Address

Contact Hurmbers
E-Mail ID

“Enter the Name of the Employee; Select the Employee Group in the field Under, Enter the Date of Joining, the Employee General

General Info

Emp/1065

. Semlo Executive

Sales
Bangalore

- Male

15 Dec 1975

Car

Ranm Mohan

23, 4%, Crose Balaji Layout
Subramanl Colony
Bangalore

Kamataka 56

080222538
probhugrtaliysolutions.com

Payment Details

Bank Name . HDFC
Branch . J.P.Nager
Bank Ade Nurmber : 000536987456

Statwtory Details

Employes LT PAM ANZ3967BPP
PF Account Murrber . KAZB16/14
ES| Number . ES13456

Information, Payment Details, Passport & Visa Details and Accept to save.

Visit us at: www.sarvaindia.com

Licensed by Govt. of India

Fasspon & Visa Details

Passport Mumber
Country of Issue
Passport Expiry Date
‘¥iza Mumber

“isa Expiry Date

ES67871

 India

12-Apr-2012
5085963321

©18-Mar-2010

Contract Details

Wark Perrmit Mumber @

Cantract Start Date
Contract Expiry Date

SE005986
6-May-2006
4-Apr2010

Accept?

1SO 9001:2015 Certified
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SARVA EDUCATION (SITED) (Running- An I.T & Skill Advancement Training Programme)

CREATING MULTIPLE EMPLOYEES

You can create multiple Employees in this mode.
Go to Gateway of Tally> Payroll Info.> Employees> Create (under Multiple Employee)

Creation

Under Empioyee Group - Sales

Sho Category Enployee Name Under Date of Joining
1. |Primary CostCategory | Employee & Sales 4208
1. |Primany CostCatepary | Employes © 383 I-dgr-200E
3. |Primary CostCatepary | Employes L 533 [-Aar-2006
4, |Primary CostCategory | Employes O Sales -4

CREATING SALARY DETAILS FOR AN EMPLOYEE

To create Salary Details for an Employee:
Go to Gateway of Tally> Payroll Info.> Salary Details> create> Select the Employee from the List of Employees/Group

Salary Details

-121 -

Salary Details is used to define a Pay Structure to an
Employee or to an Employee Group to speed up the
entry of Individual Employee’s Pay Structure. Select
the basic Pay Heads that applies most for your
employees and create as an Employee Group.
However, it is not compulsory for all employees to
have the same compensation structures as of the
Employee Group. If required, a Pay Head element or
its value may be added, deleted or altered at
Individual Employee level. Note: If the slab rate is not defined in the Pay Head then you will get the full value.

Sal Detalls Craation ABC Compal Ctrl + W
Mame : Employes A {Emp 10465}
Under . Sales
0 Prirssnd
Salary Devalls
Effective Pay Head Rate Fer Pay Head Type Calculation Type Computed On
Fram
1-Ap r- 200G
Basic Salany 2200000 Mowths | Earrings for Emgloyees On Artemdance
DA Earnings for Employees As Comprrted Wailue Basic Salary
HRA Earnings for Employees As Comprrted Value Basic Salary
Conveyance $00.00) Momths | Earnings for Employees On Atterrdance
Madical Allowance 1.250.00( Months | Earnings for Employees On Artemdance
Employes PF Deductions From Employess As Competed Valuse Basic Salary+DA
Food Coupon 50000 Months | Deductions From Employees Flat Rate
Professional Tax Emyrloyees” Serietory Deductions As Comprted Vaine Ot Carereret Exenitgs Total
Accept ¥
Tes o Mo
1. Enter the Effective From date.
2. Inthe Pay Head field, the Start Type list displays two option namely, copy From Parent Value and Start Afresh.
3. If you select Copy From Parent Value, the Salary Details defined for the Employee Group to which the Employee belongs will

4.

UNITS (WORK)

appear in the screen. Note: If the Pay-Head details are available in the parent group then you will get Copy from parent value, else
you will get only Start Afresh.
If you select Start Afresh, you have to select the Pay Heads from the List of Pay Heads and enter the User Defined rates if required.

A Unit in Tally Payroll is similar to the Unit of Measure in Tally’s Inventory module. In Payroll, Units are used to facilitate calculation of a Pay

Head value based on Production, which in turn would be linked to Units such as Time, Work or Quantity.

Go to Gateway of Tally > Payroll Info. > Unit (Work)

Gateway of Taily ...

Paﬁ.'oh‘ Info. ...

Create

Quit

Creating Units (Work)

In the Units Creating screen, select the Type of unit from
the list. Select the Symbol from the list.

A Simple Unit in Tally is a Single independent unit and has
no relationship with other units, while a Compound Unit
refers to two Simple Units having an arithmetical
relationship and is not a distinct unite.

Visit us at: www.sarvaindia.com Licensed by Govt. of India

Unit Creation

Type

. Compound
Units with Multiplier Factors

ABC Company

(example: Kgs of 1000 gms)

First Unit. Conversion

Heoooreo NN _

Second Unit Units
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In the case of Overtime, whose value is computed based on Overtime Hours put in by an employee, you would need to define Hr- Hours and
Min- minutes as Simple Units and Hr of 60 Min as a Compound Unit and set this unit in Overtime Pay Head.

ATTENDANCE/PRODUCTION TYPE

The Attendance / Production type is used to record the attendance and production data. Bases on the component (Pay head) structure, you
can define multiple attendance / production types.

Examples for attendance / production types are No. of days present or conversely, No. of days Absent and production based such as Hours
worked, Number of Pieces produced. Attendance/Production Type is associated with the Pay Head in employee’s Pay structure. The variable
data is entered in the Attendance voucher for the payroll period.

Attendance/Production Type may also be defined in hierarchical groups whereby Types having a common Unit are combined under logical
groups. The Attendance/Production Type may be Attendance/leave with pay, Leave without Pay (if salary is to be paid based on number of
days attended) Paid Leave, Unpaid Leave, Absent and Production type which can be based on Piece Production, Overtime House, and so on.

CREATING AN ATTENDANCE/PRODUCTION TYPE

Creating an Attendance/Production Type for Attendance/Leave with Pay
Go to Gateway of Tally > Payroll Info. > Attendance/Production Types > Create

Attendance/Production pe Creation

MName . Paid Leave 1. Enter the Name of the Attendance Type
(2izs) : 2. Select Primary from the list for the field Under.
3. Select Attendance/Leave with Pay as the Attendance Type.
e - O Primary 4. The Period Type appears automatically.
5. Accept to save the Attendance Type.
Attendance Type . Attendance /Leave with Pau
(Flial=l R (= - Days Accept ? Similarly, you can create an unpaid Leave grouped under Leave without
Yes ar No Pay

CREATING AN ATTENDANCE/PRODUCTION TYPE FOR PRODUCTION

Go to Gateway of Tally > Payroll Info. > Attendance/Production Types > Create
1. Enter the Name of the Attendance Type
2. Select Primary from the list for the field Under.
3. Select Production as the Attendance Type.
4.  The Unit field will appear, select the appropriate type of unit from the list.
5. Accept to save the Attendance Type.

Similarly, you can create Box Production Attendance Type

VOUCHER TYPES IN TALLY PAYROLL

Tally Payroll provides you with Payroll, Attendance and Payment Voucher Types.

You may define a template called Voucher Class in order to automate and control usage of ledger accounts and computed values to be
posted. It is a powerful and configurable option that enables you be define the rules of voucher entry for a particular voucher type. It also helps
in speeding up the process and minimizes data entry for posting a voucher. However, creating a Voucher Class is not mandatory.

PAYROLL VOUCHERS

In addition to the existing voucher types in Accounting and Inventory module, two new Voucher Types Attendance and Payroll are enabled
when Payroll Feature is activated in F11: Features.

Go to Gateway of Tally> Payroll vouchers

Attendance voucher is used to record employees’ Attendance / Production data for the Attendance / Production Types creates in Payroll
Masters. Such data may be entered as a single Attendance voucher per payroll period or multiple vouchers as and when required within a
payroll period. While generating the Payroll voucher, Tally automatically picks up required data, based on the period selected and computes
the corresponding value of Pay Heads, which are linked to such Attendance / Production types.

Payroll voucher is a document to manually enter one-time/ad-hoc payroll transactions for individual employees; as well as Payroll processing
activity for all or selected employees, using Auto Fill functionality.

Payroll Buttons
If Maintain Payroll option is set to Yes in F11; Features, the payroll Buttons will appear along with Accounts and Inventory buttons in Voucher
Creation screen on the button bar.

ATTENDANCE VOUCHERS

Attendance voucher allows you to enter Attendance, Overtime, Leave or Production details. You can enter separate vouchers for each day or
a single voucher for a given pay period, say a month, with aggregated Values. You can also enter data for one or more or all employees.
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Similarly, one or more attendance types together in a single voucher.

Attendance Voucher Entry — Manual Entry
Go to Gateway of Tally > Payroll Vouchers > F5: Attendance

Attendance Voucher Creation (
Attendance Mo 1 1-Apr-2006
Saturday
Employee Name Attendance Production Type Value Unit
Employee A Absent Cur Bat T Days 1 Days
Employee B Faid Leave Cur Bat 5 Days 5 Days
Employes C Box Prod Cur Bat 0 Days 5000 Kg Days
Employee D LOF Cur Batt 1 Days 1 Days
Employee E Owerfime Cur Bat 0 Days 2400 Min Days
Employee F Eox Prod Cur Bzl 0 Days 00 Hy Days
Employee G Box Prod Cur Bat 0 Days 800kg Days
Marratian
Accept?
‘fes o No
1. Click F2: Date to change the date
2. Select the Employee from the List of Employees
3. Select the Attendance/Production Type from the List
4. Enter the Value
5. Select End of List from the List of Employees.
6. Accept to save the voucher

ATTENDANCE VOUCHER ENTRY — AUTO FILL

In the attendance voucher, you can use the A: Payroll Auto Fill button to speed up data entry process.

Auto Fill enables the user to fill all employees of a selected Cost Category (if more than one Cost Category is enabled) and/or a selected
employee group and enter value data for selected type of Attendance/Production Type for these employees.

Go to Gateway of Tally > Payroll Vouchers> F5: Attendance

1. Click F2: Date to enter the date.
2. Click A: Attd Auto Fill.

Employee Filters

Cost Category : Primary Cost Category
Employee/Group : Sales

Auto Fill Values
Attendance/Production Type q_ |

List of Attendance/Production Types

Absent

Basic Salary O Primary Days
Box Prod O Primary Days
EER O Primary Days
Orvertime O Prirmany Days
FPaid Days O Prirmany Days
Paid Leave O Primany Days

In the Attendance Auto Fill screen, select the Cost Category, if applicable.
Select the Employee/Group from the List of Group/Employees.

Select the Attendance/Production Type from the list.

Enter the Value against the Employee name.

o Uk w
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Attendance Voucher Creation p Ctrl + M

Atlendance Mo, 2 2P 2006

Sunday

Employes Name Attemdance/Production Type Value Unit
Employes & Absem Cir Bal: 2 Days 1 Days
Employes A Bbzent Cur Bal: 2 Days ¥ Days
Employes € Abszent CurBal: 2 Days 2 Days
Employes L Abszent CurBal: 2 Days 2 Days
Employes O Absent Cur Bal: 2 Days I Days

Marradion

Accept T
Tes o Ho

7. Accept to save the Attendance voucher.
Note: Days with Loss of Pay (LOP) are treated as a Deductible with respect to an Earning Pay Head type and as a Payable with respect to a
deduction component. For Example: An LOP is deducted from Basic salary which is an Earning Pay Head. However, with respect to a
Deduction Component such as canteen expenses, it is tr3eated as a payable.

PAYROLL VOUCHER

Payroll voucher is used to record Employees’ Payroll related transactions. This voucher may be used in two ways — Manual Entry and
Automated Entry. Payroll Voucher entry — Manual Salary
To Crate a Payroll voucher manually, Go to Gateway of Tally > Payroll Vouchers > Payroll Voucher

| Payroil ____ JH] 2-Apr-2006
Sunday
ACCOUNT . Bank
Cur Bal . dd. 1530 Cr
Farticulars Porm vt
Primary Cost Category 44, 152,20 Dr
Employes & 4+, 753.20 Br
Basic Salary 2200000 Dn Cur Gl 22,000 e Dy
oA 11.440.00 Or Cur Bl - 17,44, 00 Dor
HEA 13,376.00 Di Cur Cal. 13, 376,00 L
Comveyance 800,00 Di Cur Bl FO0.00 L
Madical Allowance 125000 Di Cur S&) . T 25000 £
Employae PF 401280 Cr CurBal. 407280 Lr
Foad Cowpon 500,00 Cx Cur Bal. SO0, 00 G
Profassional Tax 20000 Cr CurEs): 200,00 L
Rlarration 44,153,280 br
1-May-2006 to 31-may-2008 ——
Accept 7
¥és or He
]

Change the Voucher date.

Select Salary Payroll from the List of Ledger Accounts.

Select the Employee from the List of Employees in the field Particular
Select the Pay Heads and Enter the appropriate values

Select End of List and Accept the voucher.

arpwWNE

Payroll Voucher — Auto Fill

To create a Payroll Voucher using the button A: Payroll Auto Fill, Go to Gateway of Tally > Payroll Vouchers > Payroll voucher
1. Select the Ledger Account (Cash/Bank/Salary Payable) From the list
2. Click A: Payroll Auto Fill

Employee Filters Note: Yes can calculate the Payroll Voucher for a week or fortnight.
;mrgl(blsr;kfordheginmng) 3:]‘_“;0]%2 3. Enter the From and To date in the Employee Filter Screen
Cuus(t g';tEUUrre” ) e 4.  Select the Employee/Group from the List of Group/Employees
e . w gory 5.  Enter the User defined values if required

Employee/Group . 0 All ltems
Payrall Ledger :
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Payroll Vousher Creation ! ABC Compa ! Cirl + M B
| Payroil [ 30-Apr-2006
SUray
ACCOUNt - Bank
CurSal: 550K Cr
Particulars Amount
Primary Cost Category 22.406.53 Cr
Employee &
Basic Salary $1A6E6T Dr CurBal: 2053333 Dr
DA (11000 Dr Cuy Bsl. 0000 Dr
HRA& (1337000 Dr Car Sal 0 000 Dr
Colveyance (453,33 Dn CurBal. 740,67 Dr
Madical Allowance (48333 D Cur Ba) . 1,166.67 Or
Employes PF {J4.012.80 Cr CugBal: 000 Cr
Foad Conpon Cr CusBal: 500.00Cr
Professional Tax Cr Cur Bal; 200.00 Cr
[arratian’ 2240653 Cr
1-Apr-2 006 0 0-Apr-2006

6. Accept to save the voucher
Note: A single payroll voucher can be used to pass entries fro upto 100 employees efficiently. For a company with more than 100 employees,
create a multiple payroll voucher for every 100 employees.

PAYROLL REPORTS

. Saotewsay of Taihy
To view Payroll Reports Dispionys Aderrs
Go to Gateway of Tally > Display > Payroll Reports Fayrall Repaorts

The Payroll Repots menu displays: Statements of Payroll
e  Statement of Payroll R e
Attendance Sheet ATtendance Register

Attendance Register Gratuity Report
Gratuity Report EXp ot Zepoits
Export Report

o uit

STATEMENTS OF PAYROLL

Go to Gateway of Tally > Display > Payroll Report > Statements of Payroll

Gateway of Tally ... . Payslip
Display Menuw ... . Pay Sheet
Payroll Reports ... e  Payroll Statement
Statements of Payroll . Payroll Advice
. Payroll Register

pPaysiip . Employee Ledger Breakup
Pay Sheet . Ledger Employee Breakup
PaYroll Staternent PAYSLIP

PayMent Advice
A Payslip is a document issued to an employee that itemizes each component of earnings and

PayRoll Register deductions, and the net amount paid to an employee for a given pay period.

Employee Pay Head Breakup It provides visibility to an employee of how the net amount has been arrived at.
Fay Head EmpLoyee Breakup
In Tally Payroll, the Payslip option of Display, Payroll reports menu provides users the facility to
View the Payslip, configure content and appearance bases on the requirement and then Print the

Quit )
Payslip.

Go to Gateway of Tally > Display > Payroll Reports > Statement of Reports >Payslip
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Payslip far April- 2006
Employee A

Ermployes Mumbar : Emp/1065 PF Accaunt Mumbar T AIBIEA Y
Funciion : Bales Employas | T. PAN  AM2EETIRP
Dasignation : Senior Executiva Bank Details : D005369B7 456, Hdfz, JF. Magar
Location : Bangalore: ESI Hurmber : ESI3456
Paszpart Details : Wiza Expiry Date :
Mttendance Netails [ Value |

Fmore ... |
Earnings Amoum | Deductions Aot
Basic Salary 20,533.33|Employee PF
04 Food Coupan R00.00
HRA, Professional Tax 200.00
Coreyance TdRET
WMadical &llowance 1 1B E7
Total Eamings 22 ME6T | Tatal Deductions 70000

Hot Ao umt 21,7146.67

CONFIGURATION OPTIONS IN PAYSLIP

Click on F12: Configure button in the Payslip to display a configuration sub-form, using which the user can customize the display/printing
content and appearance to the Payslip.

R The default settings for the configuration options are shown above.

Show Vertical Payslip > No These options are self-explanatory. The options, which are set to Yes,

Show Employee Details ? Yes . . . . . .
Show Passport Details 7 No will become visible in the Payslip. Select No to exclude information,
Show Visa Expiry Date ? No . . . .

Show AttendancesProduction Details 7 No which is not required to be on the Payslip.

Show Attendance/Production Groups ? No
Display Atendance/Pmduction Types in Tail Units 7 No

Show Year To Date “alues ? Mo . i . i i
Remove Zero Entries ? No .
furAHEndancéfF'roduchnn also 7 No Conflguratlon Optlons In' Pay Sllp

Alias (Marme)
Alias Only
MNarne (Alias

It Show Vertical Payslip-Set this option to Yes to align Deduction Part
below the Earning. Set it No to align them side-by-side.

Appearance of Names

ABC Compan Cil+ W
Pzl for Al l-2006
Employee &

Emplayes Numbar + EmpttO5S

Funciion . Jales

Designatian . Seniar Executive

Localion . Bangalars

PF Szzaunt Murmber o KAZEIEN

Erployas | T. PAK . BpCETEPR

Bank Detaile . 0053867456, Hitic, J.P.Magar
EEI Hurnber ESC4EE

Eatnlngs [ Armount

Faprel 1 242005 22,0000
D&
HRA
Canveyance 746 67

T mEIE

Total Eainings 22667

Deductions Amouni

Employes PF
Food Coupon 500.00
Prafessional Tax 200,00

Total Deductions F00.00
Het Amount 21.746.67
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Show Employee Details — Set this option to Yes to display Employee Details as entered in the employee master.

Show Passport Details — Set this option to Yes to display the Passport Details.

Show Visa Expiry Date- Set this option to Yes to display the Visa Expiry Date.

Show Attendance/Production Details — Set this option to Yes to display Attendance/Production data.

Show Attendance/Production Groups — Set this option to Yes to display grouping of the Attendance/Production data as defined while

Types creation.

e Display Attendance/Production Type in Tail Units? — For compound units used in Attendance/Production Type, set this flag to Yes to
display value of the Attendance/Production Data in Tail unit and set the same to No to display data in Main unit.

e Show Year To Date Values — Set this option to Yes to display cumulative value of Attendance/Production data or Earning and Deduction
data for the current Financial Year.

e Remove Zero Entries — Set this option to Yes to remove Earning/Deduction data with Zero value from the Pay Slip

e For Attendance/Production Also — Set this option to Yes to remove Attendance data with O values from the Pay Slip.

e Appearance of Name- You can select the appropriate appearance of name from the Name Style list.

DETAILED/CONDENSED BUTTON

Click on Detailed button or press ALT+F1 to view source details of individual Attendance and Pay Head values. This view displays the
Attendance or Payroll vouchers from which the data is picked in the current Payslip. Voucher Number, Date and the Value of the attendance
or earning or deduction value is displayed. This is useful when multiple attendance/payroll vouchers are entered during the same payroll
period. The user can drill down to the corresponding voucher directly from the Payslip screen.

Click the Condensed button or press ALT+F1 again to return to the normal mode.

Period Button

By default, when you bring up the Payslip view, the Period of Payslip — Attendance and Payroll Vouchers data is set to current month, and in
most cases you don't have to change it. However, if required, you can change the period of data and include multiple period payroll
information to view/print a consolidated Payslip. As in all other Tally reports, there is a great flexibility in terms of Period of Payroll processing
as well as in the printing of Payslip.

EMPLOYEE BUTTON
Using Employee Button (F4 Key), you can view another employee’s Payslip from the existing Payslip display screen.
PRINTING SINGLE PAYSLIP

Click on Print button or Press ALT+P from the Payslip display screen to print currently displayed Payslip. Tally will print the Payslip in the
format that is configured for display.

PAYSHEET

Pay Sheet is a matrix report with category, group and employees cascading in rows, and Pay Heads appears as columns. The default report
contains all earnings and deduction details for a given month or period with a number of options t configure appearance of rows and columns.
Format of the Pay sheet report may be configured to serve as a Salary/Wage register as required by the organization. The selection of data
may be filtered for given category or group of employees.

Go to Gateway of Tally> Display> Payroll Reports> Statement of Reports> Pay Sheet

Sheet ABC Compan Ctr + b4 E4
For All Employses 1-Ap 200G 10 F0-Ap 2006
Particulars Bl Basic COE S D Gidg HRu& Msclizsd | Employes Food Frofessio- Tatal Total Het
Saisny | Salary+DA ) A Mawancs PF Ll nal Tas Earnings |Deductions | Aunount

Prlimany Cost Cateyony
Sales
Employee A 2053239 T4E BT 1,1EEEV =00.00 20000 22 44667
Employes A
Employes -
Ermployes L
Employes 01
Emplayaz B 16 BE6.B7 £33.33| B,BEBET 10,133.33 BE33.33| 3,0dD0O0 36.833.33 30000 3379333
Emplayaa O
Emplayas E
Employas F
Employag &
Tanu

Grand Tatal 37 20000 1280.00| 8.666.67 10,135,335 2000.00] 304000 S00.00] 20000 59.280.00

CONFIGURATION OPTIONS IN PAY SHEET REPORT
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F12: Configure button in the Pay Sheet brings up a configuration sub-form by which the user can customize the display/printing content and
appearance of the Pay Sheet report.

Continuratian e Show ‘Net Pay’ Column — Set the option to Yes to display the Net Payable
il Ll Column.

e Show Column Subtotals — Set this option to Yes to display the Sub-totals of
Show et Amount’ Calumn A les | Earnings/Deduction columns.
Shaw Coluran SubTotals ? Yes e Remove Zero Entries — Set this option to Yes to remove Earning/Deduction
Remave Zera Entries ? No data with Zero value.

Show Payslip Names for Ledgers ? Yes e Show Payslip Names for Ledgers — Set this option to Yes to display the Name
Include Employee Groups & Categories ? Yes to Ap_pea_lr in Payslip, defined in Ledger, as the column headings. Setting this to
Show Category/Group Total ? No No will display Ledger name. ) ) ) )

Show Grand Total ? Yes e Include Employee Groups & Categories — Set this option to Yes to display

rows showing Category and Groups. Set this to No to list only employee
i . information.

Format - Detailed e Show Category/Group Total — Set this option to Yes to display Category and
Show Employee Numhe; ? No Group wise Totals.
Expand all levels in Detailed Format 7 Yes e Show Grand Total — Set this option to Yes to display Grand total at the bottom
Appearance of Names . Name Only of the report.
Sorting Method - Default e Format — You can choose either Detailed or Condensed.

e Show Employee Number — Set this option to Yes to display employee number

along with the Name.

e Expand all levels in Detailed format? — Set this option to Yes to expand all levels and display Employee details. Set the same to No, to
display summary report for Category/Group

e Appearance of Name — You can select the appropriate appearance of name from the Name Style list.

e Sorting Method — You can select the appropriate sorting method from the list.

BUTTON FUNCTIONALITIES IN PAY SHEET REPORT

Detailed/Condensed Button
Use this toggle button (F1) to quickly change the report view from detailed to summary and vice versa.

Period button
Using Period (F2) button, you can change the period for which the report is viewed. Using this functionality, you can display the report any
period such as Day, Week, Fortnight, Month, Quarter, Half-Year or entire Year.

Employee Filter Button
Similar to Payroll and Payment vouchers, using Employee Filter button or clicking on F7: Employee Filters button, the user can quickly select
employee/groups to be displayed in the pay sheet report.

F4: Change Currency:
Click on F4: Change Currency button or press F4 key to change the currency.

New Column
Use this button (ALT+A), to add a column for any other Pay Head not part of the default Pay Slip format. Such new column is added on the
right-hand side of the existing columns.

Alter Column
Use this button (ALT+A), to replace an existing column in the report with a new Pay Head column. The cursor should be positioned in the
column to be replaced.

Delete Column
Use this button (ALT+D), to replace and existing column in the report with a new Pay Head column. The cursor should be positioned on the
column to be deleted. Use above column buttons to customize the appearance of various Pay Heads as columns as per requirement.

Printing Pay Sheet Report

Printing of Pay Sheet is done in a similar way as any other report in Tally, by Pressing ALT+P from the report display screen.

While printing the Pay Sheet report, choose an option to Increase the Line Height (for each employee line) for he purpose of obtaining
signature of employee or fixing a stamp, and use the printed report for manual salary disbursement or any other similar purpose.

PAYROLL STATEMENT

While Pay Sheet report gives you a readily available set of earning/deduction columns and format, Payroll Statement Report allows you to
generate the report for a specific Pay Head/Ledger.
Go to Gateway of Tally > Display > Payroll Reports > Statement of Reports >Payroll Statement
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Payroll Statement ABC Compa Chil + 1 E38

For All Employees 10l 2006 to 31-lul-HilG
Particulars Haae
Salary

Marketing

R&D

Sales

Suppor

Tanu

Employee B
Employes O

Employes E
Employes &

Employes &
Employes &
Employes L
Employes &

Ermplayes A
Employes F

2,44.00)
2,14400

214400

Grand Tatal

I AT? 0

Note: The button Functionalities in Payroll Statement report is similar to Pay Sheet report.

Configuration options in Payroll Statement report

F12: Configure button in the Payroll Statement brings up a configuration Subform using which the user can customize the display/printing
content and appearance of the Payroll statement report.

Remove Zero Entries

Show Payslip Names for Ledgers ? Yes
Include Employee Groups & Categories ? Yes
Show Category/Group Total ? No

Show Grand Total ? Yes
Format - Detailed
Show Employee PF Account Number 7 Yes
Show Employee |.T. PAN ? Yes
Show Employee Bank Details ? Yes
Show Employee Number ? Yes
Show Employee ES| Number ? Yes

Show Employee Passport Details ? Yes
Show Employee Visa Expiry Date ? Yes
Expand all levels in Detailed Format 7 Yes

Configuration

? Yes

Appearance of Names :
Sorting Method . Default

L]

L]

L]

L]

Alias (Name)

Alias Only

display summary report for Category/Group.
e Appearance of Name — You can Select the appropriate appearance of name from the Name Style list.
e Sorting Method — You can select the appropriate sorting method from the list.

PAYMENT ADVICE

The Payment Advice repot is used to generate Payment Advice / Bank Transfer letters for a specific bank account based on the Salary
Payment vouchers posted to the account Go to Gateway of Tally> Display > Payroll Reports> Statement of Reports > Payment Advice

Visit us at: www.sarvaindia.com

e Remove Zero Entries: Set this option to Yes to remove

Earning/Deduction data with Zero value.

e Show Payslip Names for Ledgers — Set this option to Yes to pick the

name entered in the Name to Appear in Payslip field in Ledger master
screen. Set this option to No to pick the name entered in the Name field
of the Ledger master screen.

e Include Employee Groups & Categories — Set this option to Yes will

display rows showing Category and Groups. Setting this to No will list
only employee information.

e Show Category/Group Total — Set this option to Yes to display

Category and Group wise Totals.

e Show Grand Total — Set this option to Yes to display Grand total at the

bottom of the report.

e Format — Detailed or Condensed Show Employee PF Account Number —

Set this option to Yes to display employee PF Account number.

e Show Employee IT PAN- Set this option to Yes to display employee IT

PAN number.

e Show Employee Bank Details — Set this option to Yes to display

employee bank details.

e Show Employee Number — Set this option to Yes to display employee

number along side the Name.

Show Employee ESI Number- Set this option to Yes to display employee ESI number.

Show Employee Passport Details — Set this option to Yes to display employee passport details.

Show Employee Visa Expiry Date — Set this option to Yes to display employee Visa Expiry date.

Expand all levels in Detailed format — Set this option to Yes to expand all levels and display Employee details. Set the same to No, to
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Printing Payment Advice

Printer : (Ne0O:)
No. of Copies il

Print Language : English
Method : Meat Mode
Page Range : All

Paper Type : Ad

(Printing Dimensions)
B.27" x 11.63") or 210 mm x 237 mm)
@27 x 11.68% or 210 mm x 257 mm)

Paper Size :
Print Area :

Report Titles

Payment Advice

Without Date Range of Report, Withowt Page Numbers

From {blank for beginning) 142006
To (blank for end) : 3042006
Cost Category . O All tems
Employee/Group . O Al tems
Bank Ledger :
Date Range to Print : From: 142006 To: 3042006 Print 2
Sorting Method . Bank Details
Yes or No

Click Yes to display the screen.

PAYROLL REGISTER

Payroll register is a month- wish transaction summary report displaying vouchers month-wise, akin to Display Statistics in the accounting
module. Though the register primarily displays Payroll vouchers, you can customize to add any other voucher type by adding a new column.

Go to Gateway of Tally > Display > Payroll Reports > Statement of Report >Payroll Register

Payroll Register

ABC Compal Cil+h B
Fayroll
ABC Company
Particulars T-Apr-2005 to 3-Julk2006
Transactions
Totzl Vouchers | (cancelled )
April fi
May il
June i}
August
Septernber
October
Howembzr
Decernber
January
Fabiruary
March
Grand Total

Press F12: Configure button and set the Appearance of Names and the Periodicity to use as shown

rla

Configuration

Appearance of NMames
Periodicity to use

: Monthly

You can drill down to a List of Payroll Voucher reports for a month and then to a specific voucher, if required.
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cti+W B

Voucher Register

List of All Payrell Vanchers 1-May 2006 to 31-May-2006 |
Dane Paniculars WehType  Woh Mo, Debit Credit

Amount Arnourit |

152006 Basic Sala 7 2,144.00

152006 Basic Salary Payrell 8 214400

152006 Basic Salary Payrell 9 21400

152006 Basic Salary Payroll 10 2,144.00

1-5-2006 Basic Salary Payroll 1 204400

1-5-2000 Basic Salary Payrell 12 244400

ATTENDANCE SHEET

The Attendance Sheet is similar to Pay Sheet report, and displays a pre-formatted report with columns, related to your attendance/production
data. Go to Gateway of Tally > Display > Payroll Reports > Attendance Sheet

Attendance Sheet ABC Compan

Fou All Employees 1-Jul-Z2006 10 31-Jul-Z006
Particulars Chertime

Absent Box Frod LOF

Marketing
Employee B
Ermployee D

RAZD
Employee E
Employee G

Sales

1 Days

1 Days

21 ,200ka

500 kg

1 Days

ADays

150 Hr O iy

Employes A
Ermployes © 1 Days 1 Days
Employes L 1 Days
Employes & S0 by 1 Days
Support
Employes A
Employee F
Absent S Davs
Accounts
Tanu

1.255 Hr 0 Min

SO0 ky

1 Days

Configuration options in Attendance Sheet report

Configurati
Configuration button, F12 in the Attendance Sheet, brings up a configuration Subform by Sl

which the user can customize the display/printing content and appearance of the |Remove Zero Entries ?
Attendance Sheet report. Include Employee Groups & Categaries ? Yes
Show Category/Group Total ? No

Include Group Aftendance/Production Types ? Yes

Include Group Attendance/Production Types- Set this option to Yes to Include Group Display Atiendenca/Pradction Types n Tad Units 7 Yes

Attendance/Production Types in Attendance Sheet report. Format - Detailed
Expand all levels in Detailed Format — ? Yes

Display Attendance/Production Types in Tail Units? — Set this option to Yes to display | Show Employee Number ? No

the Attendance/Production Types in Tail Units. ATEREeR e ¢ ikt ol
Sorting Method . Default

ATTENDANCE REGISTER
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This report is similar to Payroll register and displays the summary report of the Attendance vouchers. The configuration and button
functionality are the same as in other Payroll Register reports.
Go to Gateway of Tally > Display > Payroll Reports> Attendance Register

Attendence Register

ARendance
AEC Company
Particulars 1A 2006 10 3-Jul-2005 =

T

Total Youchers | (cancelled ) |+

April 7 -
May il
June a
e _°_Hi
August

September
Orciober 14
Hovembar
Derermber 1l
Jenuer I

g

Fehiuary I
March I

Grand Total

Press F12: Configure button and set the Appearance of Names and the Periodicity to use as shown:

Display Name Style

i

Configuration
Appearance of Names :

Periodicity to use : Monthly

Alias (Name)
Alias Only
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The shortcut keys appear in button names in the button bar (right side of the Tally screen). You can either click the button from the button bar
or pres the relevant function key or character underlined/double-underlined. The buttons have a function key before the button names (Eg: F1:
Select Cmp) which means you need to press F1 key (Function Key) to select the ‘Select Company’ screen the buttons have an underlined
character (Eg: F3: Cmp Info), which means you need to press ALT +F3 to select the ‘Company Info’ screen. Some buttons have a double-
underlined character (Eg: V: As Voucher) which means you need to press CTRL + V to select the ‘Voucher’ in voucher mode.

FUNCTION KEY COMBINATION

Stock Joumal screen

Field -= Press Alt —V ta select
the Stock Journal

Windows Funcdonality Availability _ — _ -
T1 To salect a company At all rmsters menn sereen o view the Tally Wab browsar At almost  all  screens o
Fl To select the Account Button At the ounting  Voucher
creation and alteration screen
El(ATT+F1) To select the Inventory Button At the Inventory' Pavroll AT T-F
Voucher creation and alteration S—
scresn CIEL=a
F1(CTEL-F1) To select Payroll Vouchers to alter | At the Accounting’ Inventory
wvoucher creaton or alteration
SCIERIL CIFLAE
E2 To change the curent date At almeost all sereens m TATTY
To select company inventory [ At the F11: Features screen
features
E3 To select the company Atalmost all screens m TATLY Theck the Compam T P ——
To select Company Statutory & | At F1l: Features screen )
Taxation features select the Cost Cantre At Groups
4 To select the Contra voucher At Accoumting Inventory To select the Cost Centre
Joucher creation and alteration
B3 To select the Payment voucher oumting / Inventory
oucher creation and alteration At Stock
sCTERTL Camegories
E6 To select the Feceipt voucher At Accounting / Inventory Feonder  Lan
Toucher creation and alteration \"I‘:“h_ﬂ k
screen e
E7 To select the Joumal voucher oumting ¢ Inventory CIoL+E To select Cimmencis:
wr creaton and alteration
2 To select the Sales voucher oumting / Inventory
her creation and alteration
CTEL+HZ> To select the Group
F2(CTEL-ES) To select the Credit Note voucher oumting  Inventory
oucher creation and alteration
SCIeen
j=] To select the Purchase voucher At Accomting ¢ Inventory
Woucher creagon and alteration T To s2iect tie Siock Trems
SCIeen
EO(CTRI~FS) To select the Debit Mate voucher At Accovmting ¢ Inventory
(Accounts Info) creation and
il a‘ll v mbc])Er_e_]m'_v soreens 1 ;L.temucu Scree];
e Amoumt Geld
ALT-D To delete a voucher At Woucher and  Master CTRI+ATT-I To mport statutory masters At all menu screens
Todeletea mﬂ_“i . i (Singl CTFI+-L To select the Ledger At Groups
Ta delete " cohmn im  any To mark a Voncher as Optional Cenfres
HInAr TEpOTt . Voucher
it has not been already Ca - PRt .
assigned a different function. as (Accounts Info) creation and
explained abowve) All the reperts screen which alteraticn screen
can be viewed in cohumnar
format CTEL+D To select the Godowns At Stock  Groups Steck
Categories stock Ttems.
To expornt the report in ASCIT. At all reports screen in TATTY Reorder Levels
To msert a voucher At List of Voucher — Insert a Voucher Twpes
To toggle between item  and | voucher before the one where Measure { nventory mnfo)
Accounting invoice wvou positioned the curser and creation’ alteration screen
used this kev combination. CTELQ To abandon a form- wherever vou [ At almost all screens m
N use this key combination. it quits | TATTY
At creation  of sales  and that screen withowt making amy
E— — 1—}"‘-":]3"‘5‘9 Lovoies . changes ta it
ALTL E.‘;ﬁ;’:i?;n the  Language :?E_\u_n],;‘:‘m“ all  sereens in CTFL~E. To repeat narration m the same [ At Creafon” alteratom  of
AITK To  select the TKeyboard|At almost all screens in AT ;(,md}er type . - voucher screen
Confievration B TALLY. 7 L vewmite data for a Company Promﬂmhe'n:m of Tally screen
AT 0 To wpload the repom af youwr | At almost all  seresms  m CTEL+5 Allows wou to alter Stock Item | At Stc»c](1 Woucher Feport and
website TALLY. _ master _ {;‘mdowu Voucher Feport
T To select Lnguage for Tally | Af_ almost all  seeems CTRL+U To select the Units At Stock  Groups’  Stock
inferface =T T TAarry Categones stock Ttems.
ATT+M To Email the report At almost  all  screens  in %ECT‘%ET L_l,_e‘.‘ela _EzOdC-
TALLY. oucher Vpes mts of
ATT+N Ta o the Teport in automatic | At all the reports where Measure { Inventory info)
columns columms can be add: creaton’ alteradon screen
ALT+P To prmt the report At almost all screens CTEL+W Ta select the Vourher Types At Stock  Groups'  Stock
TAILY To toggle between Imvoice and | Categeries stock I
ATT-F To remove a line In a report At almost all scresns Vancher Peorder Levels Codoy
TATLY. WVoucher Twpes' TUnits
ATT+S Ta 'ad_t:,il_i_;l:;; a line you removed ?E\J_Ln':‘]:\mst all  screens  in Measure [ tll‘.'emor_\-
usins AT T+R - Y. creati . .
ALT+U To retrieve the last Line which is [ At almost all screens in creation’ alieradon scsen
deleted using Al-E TAlLy. At creation of Sales’ Purchase
ATT+V From Invoice screem to being | At Invoice screen - Cuantity

Voucher screen
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SPECIAL FUNCTION KEY COMBINATION

Windows Functionality Availability
ALT-F1 To close a conpany At zll men soresns
Toview detaled repart At zlmost 21l report sereen
To explode 2 lme mto 15 | At almest 20l soreens m TALLY
detals
At wou Ivenfory © paviell
To  celeet  Ioventory | voucher cmaton or alteranon
vouchers 1o alter SRRl
ALT-F3 To select the company mfo | At Gateway of Tally sereen
men
To  create’sltershut 2
Company
ALT-F4 To select the Purchase Order [ At Accounning Loventory
Voucher Tvpe Voucher creztion and alteration
SCTRENS
ALT-F: To seleet the Sales Order | At Accounting ' Inventory
Voucher Tvpe Voucher creztion znd alterztion
SCTRENS
To wiew monthly and
quarterly report At almost 21l report seresn in
TAILY
ALT-F& To zelect the Rejecnon Out | At Accounting ' Inventory
Woucher Tvpe Voucher creztion and altershon
SCTRENS
To change the Sales Order
Voucher
ALT-F7 To select the Stock Joumal | At Accounting ' Inventory
Voucher Tvpe Voucher creztion znd alterztion
SCTRENS
To accept all the Audit bhet
At Tally Audit Listing screen
ALT-FE To select the Delrvery Note | At Aceounting !/ Invventory
Voucher Tvpe Voucher creztion znd alterztion
SCTREIS
To wiew the Columnar
report At Ledeer Voucher sersen
ALT-F% To select the Recept Note | At Accounting / Inventory
Voucher Tvpe Voucher creztion znd alterztion
SCTRENS
ALT=F10 To zelect the Fhyzcal Stock | At Accounting / Inventory
Voucher Tvpe Veaucher creztion and alterzton
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SCIBEnT
ALT-F1Z Te flter the wformaten | Atalmest zll report soreans
bazed on mwonet
CTRL+F1 Te select pavroll At Accounnng * Inventony
alteraton Waoucher creation mnd zlters
sereens
CTRL+ATT-12 Advanced confiz At Gatewszy of Tally
Kev Combinarion used for navigaron
Windows Functionality Availability
ENTER To accept amytunz vou type | You have to we this kev at
o z fisld. mostaveas TALLY
To accept 2 voucher or master | At the receivables repert -
press Enter 2 pending bill 1o
To get 3 report with firther | get tansachon relating fo fus
details of an ttem m 2 report. bill { ez onginal sale bl
receipts  and  pavments
agamst thes bl etc)
E5C To remove what you tped wmto | At almest all soresms
a field TALLY.
To come out of a screen
To indicate vou do not want to
accept 3 voucher or master,
SHIFT-ENIER Collapse naxt level datails AT Veucher Ragzister coreen
znd Tnzl Balanes report
SHIFT-EWIER To explode a lme into 1ts detauls | In almost all Reparts
At 3 Group Stock
Croup/ Cost Category
Godown Stock Category-
1zpla Sub
Catezonss
At a Veucher-displays im
entries znd namaton
At 2 Stock Item — displays
the next lavel detzls
At Voucher Regster soreen —
displays the next level detarls
At Tnal Balance meport —
displays the nextt level detanls
CTRL+ENTEER To alter a master while mabme [ At Voucher enfy  and
an eniTy of VIEWILNE A report alteration screens
At all reporis
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