ACCOUNTING SOFTWARE
- PRACTICALS

Report Generation:

Generating Reports — Day books, Trial Balance, Final Accounts — Cash flow
&Fund flow Statements — Ratio Analysis — Usage of reference in payment &
receipt Vouchers — Voucher numbering — Invoicing — Printing Configuration
— Printing Vouchers — Invoices and Reports — Export and Import Data —
Seecurity Controls in Tally.
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Generating Reports :
Reports are used to show the balances or figures of various accounts heads or ledgers. Reports are used to understand the position of
the company and helps in decision making.

Day Books :

The Day Book lists all transactions made in 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 certain period. Transactions include all financial vouchers, reversing and
memorandum journals as well as inventory vouchers.

To view the Day Book

1. Go to Gateway of Tally > Display > Daybook . The Day Book will appear as shown below

2. Click F2: Period to change the period for which the Day Book is displayed.
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3. Click F4: Change Vouch to view Day Book for a particular voucher type.
4. Select the required Voucher Type to display. The screen appears as shown below:
5. Click T : Post - Dated to view the Post-dated Transactions report for the specified period.
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Trial Balance

A trial balance is a summary of all ledger balances, and helps in checking whether the
transactions are correct and balanced. If journal entries are error-free and posted correctly to the
general ledger, the total of all debit balances should be equal the total of all credit balances.
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1. Go to Gateway of Tally > Display > Trial Balance . The Trial Balance appears as shown below:
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2. Press F12 to configure the Trial Balance , as required.
3. Press Ctrl+A to accept




Configuration options in Trial Balance
The Trial Balance shows the flow of the accounts from the opening balance to the effect of

transactions on the closing balance.
Press F12 to configure. The Configuration screen appears as shown below:
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After the configurations have been set,
the Trial Balance appears as shown
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Loans [Lialsilitg 3.2 D0, 000,00 1208 8000 Cr
Lown Frov Bank 12 00 D00 00 72000000 00 &
Cupren Liakilities 30070000 Cr 1280 63 F5 24238005 50 150508625 O
Dhiptees & Taxas 1l L0 D [ e ¢ S 00 1 34 58 0S Cr
Sursdey Cradibon 3,16 /0000 Cr B 10183100 234 16 16X 50 230 22 A8 50 Cr
CET Delfarrad Aocou 320000 o, 200 O
fataresl Papable Account 16 27500 TE 275 00 Cr
Tax Dfarred ASC & 200 00 520000 Cr
Fimad Assers 2, 00 AL 00 2 000000 [k
Capdal Goods 2 100 00000 200 D00 W D
Currant fissets 113000000 By £ 3 55 006 (0 36 20 230 00 4.00,5.757.00 Or
Cipaning Siock S 55000 O S5 B50)00 O
Loans & Advances (Asaat) &5 0000 &5 0000 00 D
Sursdsy Deblos 15560000 0 309600100 1359288900 30537300 O
Casbrin-Hand 2100 Oy 905 D000 ¢ o B0 D0 S 53 D000 D
Bank Accounis SO0 0Dy 314900000 14517500 2552 F2500 Dr
CET Refund Grantad A 2 000000 2,000 O D
Entry Tasx 397500 475 100 3500 D D
Branch | Didsdons E,600,00 Cr E600.00 Cr
Branch’ Dassson 8,800 .00 Gr 8 60000 Cr
Sales Accoums 6,597 000,00 Cr SO0 256 25 200 48 265 00 15055875 Or
Sxles Bints s Mlake 1,02 500000 1,12 500,00 Cr
EBranch Transfor - Cutwssos &, 6F 000 00 Cr S5 00000 70200000 Cr
Exporis 2 R0 00000 2 50000 00 Cr
51 mvona ...
Gramd Tonal 05 17, 700, 50 7,08, 17, 700, 50




Receipt Notes in Trial Balance
When a receipt note transaction is entered with a tracking number, it affects the Trial Balance .

Go to Gateway of Tally > Display > Trial Balance > F5: Ledger-wise . The Trial Balance report appears
as shown below:

The values of Purchase Accounts (Bills to come) is displayed in the Debit field.

The values of Purchase Bills to Come is displayed in the Credit field.

The receipt note transaction does not affect ledger accounts, when it is entered without tracking number. It
IS an inventory transaction, hence Trial Balance is not affected . There will be increase in the stock

quantity and stock value.
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Group-wise Trial Balance in detailed mode
1. Go to Gateway of Tally > Display > Trial Balance > F5 : Ledger-wise > E5 : Grouped > F1 : Detailed .
2. Click E12 : Configure .
3. Set Expand all levels in Detailed Format? to Yes . The group wise Trial Balance appears.
4. To view the ledger details of the Sundry Creditors in detailed mode:
Select Sundry Creditors field.
Press Shift + Enter .
The group wise Trial Balance in detailed mode appears as shown below:
In Sundry Creditors group, the value of stock for which the receipt note is entered, but the purchase voucher is not yet accounted, is displayed
as Purchase Bills to Come under Credit .
In Purchase Accounts group, the value of stock for which the receipt note is entered, but the purchase voucher is not yet accounted, is displayed
as Purchase Bills to Come under Debit .
Note: In order to view the ledger details of the Sundry Creditors in detailed mode,
1. Go to E12 : Configure in group masters.
2. Set Group behaves like a Sub-ledger to No.
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Profit & loss A/c
1. Go to Gateway of Tally > Display > Profit & Loss A/c .

2. Click E1 : Detailed to view the Profit & Loss Account in detailed format. The Profit & Loss Account appears as shown below:

The Profit & Loss Account is generated and updated immediately from the date of opening of books till the date of last entry.
3. Press F2: Period to change the period as required.
The Profit & Loss A/c is in horizontal form, by default. You can view the report in vertical format by enabling the option Show Vertical Profit &
Loss by clicking F12: Configure . You can view additional information or toggle to another report using the options available in the button bar.
Click S : Schedule VI in the Schedule VI Profit & Loss A/c, as shown below:

ABRC Compamy 11-13 Orl + M B Schedube-v1 Profit and Loss Afc 10 Coamp F 1rl + M B
ABC Compary 1112 ABC Compary 111 Statement of Profit and Loss for the year endad 31-Mar.2012 in T (Fupses)
Particulars 1-Apr-2010 bo 31-Mar-2012 Particulars 1-Ape-2010 bo 51-Mar-2012 Particulars Hote b, ABC Company 11.12 ABC Company 10.11
1-Ape-2011 16 31-Mar-2012 1-Ape-2010 to 31-Mar-2011
Sales Accounts 432,59 616.20
Pisichase Accounts 2,74,43.682.50| Direct Incomes 56,550.00
Direct Expenses 43,000.00( Chosing Stock 75,54 29506 |
Gross Profit oo 2,17,81,930. HI TOTAL REVENUE [1 = H) 4 44,06, 16628 413,82 560,00
IR RO IV EXPEHSES
Indiract Expansos 73,30,923.75 Gross Profit b 2,17,81,930.40 B e e
it Prodiy 1|55|ﬂl-'ms indlrect Incemes 110,50, 000,00 Purchases of Stock-In.Trade 2,14,83,682.50 2,13,92,857.50
Changes in Inventories (39,02 446,62} 600,574,591
Employes Banefit Expenses 25.64,751.00 25,63,991.00
Finance Costs
Depreciation and Amostization Expenses
Dt Expraibed 48,08032. 1% 34,54, 27586
TOTAL EXPEMSES 2,89,05,159.63{ 1.40,71,738.27
V Profit belore Exceptional and Extraordinary Mems and Tax {11V} 1,550, 006,65 93,10,820.73
V1 Excepisonal Hems
Vil Profit before Extracrdinary Items and Tax 1,55.01,006.65 93,10,820.73
VIl Extraordinary ltems
1% Prodic Bafore Tax 1,55.01,006.6% 92,10,830.13
¥ Tax Expansa
Current Tax
Deferred Tax
Xl Profit{Loss) for the pericd from Continuing Operations{lX.X) 155,01, 0085, 65 43,10,830.73
Ml Profiti{Loss) from Descontinuing Oparations
XN Tax Expense of Discontinuing Operabons
Total 2,28..900.40) Total 2,28,31,530.40 | £ e . |




Balance Sheet

1. Go to Gateway of Tally > Display > Balance Sheet .
2. Press F12 to configure the Balance Sheet .

3. Press Ctrl+A to accept.
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e System Configuration : You can configure the options in balance sheet for method of showing balance sheet, format,
and other additional details. Go to Gateway of Tally > F12: Configuration > General. The System

Configuration screen appears as shown below:

Set Use Accounting terminology of to India/SAARC or International under the Country Details .

If you have activated India/SAARC , the Balance Sheet will display Sources of Funds, and Application of Funds .
And if you have activated International, the Balance Sheet will display Assets and Liabilities

e Show Vertical Balance Sheet : By default, the Balance Sheet screen is displayed in the horizontal form. However,
you can configure the Balance Sheet to appear in vertical form, by pressing F12: Configure, and setting the

option Show Vertical Balance Sheet to Yes .
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The Balance Sheet in vertical form appears as shown below:

Profit or Loss, both as Liability : Set this to No , to move the Profit & Loss Account to the Assets side of
the Balance Sheet .

Note: The Profit or Loss, both as Liability option is available in horizontal form.

e Show Percentages : Set this option to Yes in the balance sheet configuration screen. Press Alt+F1 to
view the detailed Balance Sheet . In Detailed mode, the Balance Sheet appears as shown below:

Each line is expressed as a percentage of the total amount of the Balance Sheet .

ABC Company ABC Company ABC Company
a5 at 3 ae- 2009 Liabilities &t gl 31 -Mae- 2000 Aeseis &t al 31 -Mae- 2000
Sources of Funds: Capital Account 24,00,500.50 363% [JETT PR 20000000 030%
Capital Account Fi L eNe) Capial Goods 2 00,000, 00
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Profit & Loss A 19057 04100 Sundry Craditors T30 22,704 50 Caskrin-Hand 74,53, 050.00
T Lows Alc 2.26,300.00 CST Dafemed Accoun 2,200.00 Bank Accounts 25,52 62500
; Intevest Paysbde Account 6, 275.00 CST Rafund Granted Ac 2,000.00
Covrard Pariod 0060 B 0 i
Tiax Dleredd Afc £.200.00 Entry Tax — 250000
Tetral w Branch | Divisloms 600,00 000% Unisdjusted Forex Gainfloss 12,558.00 D07%
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Suspense &'
Fized fAsseis 2 060 (D O Rafund Claim on EW‘TE
Waiking Capial AN Profit & Less Alc 3S1ET 400 5137 %
Unadjusted Forex Gainloss 12,558.00 Oparing Batance 236, 5300.00
Tetal 1755 0L Corrint P APLE0 20008
Total EEITTEN2E WD%| Total BE1.TTENORE 100'%




Show Working Capital figures : Using this option, you can set Balance Sheet to show working
capital values. Working capital is the difference between current assets and current liabilities.
Set Show Working Capital figures to Yes , to display current assets less current liabilities.

Select F1 : Detailed from the button bar. The Balance Sheet with working capital figures appears as
shown below:
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Cash Flow Statement

A cash flow statement concentrates on the transactions that have a direct impact on cash. It deals with the inflow and outflow of cash
between two Balance Sheet dates. That is, it explains the changes in cash position between the two periods. Here the term cash stands for cash and

bank balances.

Cash flow statements can also be used as receipts and payments statement. This is particularly useful for businesses such as Non Profit

Organizations where receipts and payments statements need to be generated.

1. Go to Gateway of Tally > Display > Cash/Funds Flow > Cash Flow .

2. Press Alt+F2 , change the period - From: 1-4-2008 to 30-9-2008. The Cash flow statement is displayed as shown:

For Quarterly Cash Flow statement:

e Change Period by pressing F2: Period and set the period, e.g., 1-4-08 to 30-06-2008.

e Select the option Auto Column from the button bar.

e You can also select Quarterly (or Monthly or any other period) from the list. The Cash Flow screen appears as shown below:

Cagh Flow ABC Campar

i« B

ABC Company

Partleulars 1-Apr-2008 to 30-Sep-2008

Cash Movemant Hatt

[l

| Quiow Flaw

v 80000
May 12,0000000

70262500 17637500

130000 11,28.950.00
Jurii 00000 30000 46470000
July 50000000 135910000 140830000
August 4 250.00 46,250.00
Soplembar
Grand Tatal 1.0 25000 M.65075.00 19,55175.00

Cash Flow ABL Co Cirl+ M
ARC Cumpang ABC Company

Farticulars 1-dpe-20008 to J-Jun- 2008 T-Sul-2008 b 30-Sap-2008
Cash Movement Hett Cash Mavement Hett
Wfiw | Oufiow | Flow Ifigw | Outfiow |  Flow

Agr- Jun 1400000 B05.975.00 1768 12500

Jul- Sep 15,45 25000 1359,100.00 18715000

Grand Tatal W74 00000 50597500 176802500/ 1546.250.00 13.50,100.80 187.150.00




Fund Flow statement :

A Fund Flow statement is a report, which explains the movement of funds during an accounting period. This
statement consists of two parts 1. Sources of funds 2. Application of funds

The difference between the two shows the net change in the working capital during the period. Only those
transactions that affect the net working capital of the firm, find place in this statement.

The Fund Flow statement is a supplement to the two principal financial statements. While supplementing the
position statement, it describes the sources from which additional fund were derived and for which these funds
were used. The transactions, which increase working capital, are sources of funds and the transactions, which
decrease working capital, are application of funds.

To view Funds Flow

1. Go to Gateway of Tally > Display > Cash/Funds Flow > Funds Flow .

2. Press Alt+F2, change period - From: 1-04-2008 to 31-8-2008. The funds flow statement is displayed as
shown below:



3. A Monthly Funds Flow Summary with the movement of working capital for each month is displayed. It
shows the Opening and Closing Balances of each month with a column for Funds Flow.

4. Select a month and press Enter to drill down.
5. Select F1: Detailed to see the funds flow for the selected month.

Fiirs Flow Cirl ¢ Fursds Fow Sumemar ABC Campa Cirl« o B
ABC Company BBC Company ABC Company
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Waiking Capital Funds L L
Opaning ] Closing Flow

Capital Accoun 1l Fioed Assats 2 00,000.50

j 102040000 9564 76462 833536462 Mett Profit BLZIBE
Miy 9364 TB462 1032138203 956,618 31
Jung 1,00,21,362.93 1,64,68,09770 §146,714.77
July 1,54 68,007.70 2410984553 764174783
August 24100 845,53 279,502 62 38.49.176.09
Grand Talal 102040000 1.79,59.031.62 2.60.20 521 82
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Ratio Analysis Report

Ratio analysis is a powerful tool for financial analysis. A meaningful analysis of a financial statement is made possible by the
use of ratios.

Ratios are a set of figures compared with another set. The comparison gives an understanding of the financial position of a
business unit. There are a number of ratios which can be computed from a single set of financial statements. The ratios to be
computed depend on the purpose for which these ratios are required. A single ratio may sometimes give some information, but
to make a comprehensive analysis, a set of inter-related ratios are required to be analysed.

The Ratio Analysis Report is divided into two parts, Principal Groups and Principal Ratios. The Principal Groups are the key
figures that give perspective to the ratios. Principal Ratios relate two pieces of financial data to obtain a comparison that is
meaningful.

Feimcigpaal Ftraar i o = g B T 21:-:.-9:-:31:-

= e FLanio =271 1
R e N ] et Lo B Al

S D D | O sl o b I et s 1.7 a

JOael T Dr Cirmrrme e A e . S T i e i ey e el il s =

JOCET D O | D B IE g uniiey Flantd o 0.1 L |

Fhosenm (L sl s i Ao+ faedlr Poncdla)

Cmrosms FPeof@r . B = L

O O | M FaolST e e e
O B ATy | O s el g O oesl T e N
| s O FES e Sl g O ks S el

3
fl'__."m-.r\-:l--:e .ﬂ-:l-:l-nl—l'.s-l?."h-\.-.ru-ﬂ-? E i el
e I T o TS =
Eamk foccaoan e
Bamwk a0 &S

1

Smarmclny Da bt rs 1

cdus il fodas]) b |
Suimmday Ceedicors -
Cdus il 8o T,
Sal-n-n- A e e s 1 .55
mr =S PoocouamBs L =__

a

1

8

B o _EE iR
!
T

- AL B0 Dir | R, Tummawrsr iy ooy 185 E1 daps
S--D--;l-: [EI P o LAF AT AT Fa Dr o e L=t e oL el S el et ]
e e e E R IR il [ T T TSy e

Wk Capitald TMisrreorwsn 0. 7S e ool Syttt Ao - et ool B
e e T, T = Rt i e T TR, | Farmirm = Wk, 1 agpital b= . -
Irrers: Pt a0 W LS RO sl 1.5 e ool o e etoaric iy el S

:
.




Payment voucher is used to record all bank and cash payments. For example, a company settles a creditor's bill by
cheque.

e GGo to Gateway of Tally > Accounting Vouchers > F5: Payment .

Payment voucher can be passed using Single Entry or Double Entry mode by configuring the setting Use Single
Entry mode for Pymt/Rcpt/Contra in F12: Configure .

For example : The company settles expenses of Conveyance, Staff \Welfare, Postage and Stationery through Cash in
one voucher. This entry can be passed in single entry mode where you will be crediting the Cash Ledger only once
and the entry appears as shown below:

When you have multiple debits and credits in an entry, double entry mode is the suggested way of passing the entry.

Accounling Woucher Cicalion

Tzt i LI reatic T Cirl + =
-Iﬂm-hln 1 1-Apr-2008 -mm-mo i 1-ApF-2008

Tugsday Tuesday

Accowit: Cash - Location A Particulars Deblit Credit

Cur Bt T, L0 Dy
Particulars Amount| By Conveyance 150.00
Cur Bgl 150 D
Conveyante 15000 By Postage 250.00
Cr Bzl 150,00 D Cur Bal 250000 Dr
250.00| | By Staft Weltars N
Cur Bl 250,00 Dy Cur Bl 200,840 D
Staft Weltare 20000 By Stationery 400,00
Cur Bl 20000 D Cur Gal L0000 D
Stationery 40000 To Cash - Location A E00.00
Cur Bgl 400004 Dir Cur Bl M, 50N Dr
To Cash - Location B 500,00
Cur Bl 24,5300 Dr

Marrabion Marrabion 1,000 §
, Wind o , o
Payment ipwands Corneyvance, Postage, Stan Weltare and Station ery AcceptT Payment ipwands Corneyance, Postage, Staf Wellane and Stationery | Accapt?



Recording a Receipt Entry

Any mone rcfceived from debtors aquinst sales Invoices or on Account and for all transactions where money is received
are’accounted or entered into Tally.ERP 9 using the Receipt Voucher.

e Go to Gateway of Tally > Accounting Vouchers.
e Select F6: Receipt from the button bar or press F6.

For example, if your company receives money from a customer for an earlier transaction say sales, and the same is passed
through a Receipt Voucher:

e Credit the customer account and debit the Cash account, if you receive cash or
e Debit the Bank account where you need to deposit the money, if you receive Cheques.

The entry in double-entry mode is displayed as shown:

s s il Wolchsed Cremlissm e

Pasrticulars Debit

To PR Debtors
o Egd S0, W D
Agsl Mel Salesl 00,0 S
Eny STazh - Location B Wi, G=0eD D0
Cur Bat 35,0000 Div

Marmse on Roaceipt . PR DFebiors

Blasrraban T DOy e B
] P

Fhecehed cash from PO Detbors Accept T




Receipt Entry Using Bank
1. Go to Gateway of Tally > Accounting Vouchers > F6: Receipt.

2. In F12: Configure set the option Use Single Entry mode for Pymt/Rcpt/Contra to Yes. The Bank
All P & Delow: Y ymuRep

ocations screen appears as S?IOWI’]

3. In the Received From field, the party name as defined in the ledger master appears by default . This

can be changed as the convenience of the user.
4. Select Inter Bank Transfer as the Transaction Type .
5. Specify the Inst.No , Bank , Branch and the Transfer Mode .
Accounting Features > Edit banking features
The completed Bank Allocations screen appears as shown below:

Bank illocations

AT

Carg
Cash
ChequemiD

Biank Alocations for . HOFC Bank

For. 10,000.00

Electranic Chegue
Sl Rrcabvad From Tranzactlen Typa

Amaant

Others
Same Bani Transfer Chirag Tradees Irter Biarie Transfer

drst Mo, o OB D45ET0S0 Inst. Dad
Bank Allacations fee | HDFC Bank
For 10,000.00

Recebend From Transaction Type

|Chirag Traders inter Bank Transfer ]
inst. Mo, Inst. Date : 2Apr2012  Bank Branch

1 MaprdH2 Bank

10,000.00
¢ ndin Cvasges Bk Bwch - CTENCTRXI T ronsfer Moda: NEFT




Printing Voucher Numbers in Ledger Voucher Report

To print voucher numbers in the Ledger Vouchers report and Daybook , enable the option Show Voucher
Numbers also? in Printing Configuration .

1. Go to Gateway of Tally > Display > Account Books > Ledger .

2. Select the required ledger and press Enter to view the Ledger Vouchers report.
3. Press P : Print and enable Show Voucher Numbers also? .

4. Press Ctrl+A to accept.

The voucher number will now appear when the report is printed.

Payment Voucher Printing Configuration

The printing parameters for the payment voucher can be configured in the Payment Printing
Configuration screen. You can set the size, margin of the voucher and decide the amount of information to print
in the payment voucher.

1. Go to Gateway of Tally > F12: Configure > Printing > Payment VVoucher . The Payment Printing
Configuration screen appears as shown below:

2. Enable the option Print company logo? to print the company logo in the payment voucher.

3. Enable the option Print Bank Transaction Details? to print the bank details such as transaction type,
Instrument number and date in payment voucher.

4. Enable the other options, if required.

5. Press Ctrl+A to save.



FPaymment Prinmnting Comnfigurationmn

Frnimnt company logo
Height of woucher {in imncheaes)
WiFidth of voucher {(inm iNnches)

PMargim omn top (default O_25)
FPMMarginmn omn left (default O_F75)%

Fawrment fMode on top of voucher
Frimt HBillwise [Detail=s
Frnnt Bill Due Date also
Frimt Due Date vwwith Credit Day=
Frimt Inerentory: Detaills
Frimt Bank Transaction CDaetail=
Frimt &l Dretails
Frimt Zost Centre S Employese Daetaills
Frimt for Cash/'Bank Ledgers also

Frimt space for Checked™erified by details
Frimt space for Frepared by details

Frimt marration

Frimt marration for each emntry

Frimt Armount im Forsign Currerncy”

Frimt Base Currency Sywmibol for Total

Frimt PM=iling FRNarmeae Instead of Ledger HRHNarm=
Forrmat to use for ledger marme
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Receipt Voucher Printing Configuration
Receipt Voucher for the Advance amount

Record a receipt voucher for receipt of advance amount by providing the bill-wise details as shown:

In the receipt voucher, click Alt+P : Print button followed by F12 : Configure button to configure the options to display due date in the printed receipt
voucher.

Receipt Printing Configuration

Frnnt company logo e
Hei1ght of woucher (im inches) S
Wiidth of voucher (im INches) -
Mlargim on top (default O _25% i
Bil-wise Delails for - Shyam and Co, .
Upto: ¥ 5,000.00 Cr Mrlargin on left (default O_F5) =

Typa of Raf Hame E:GD‘E‘""' Amoun E':‘ Rec=ipt mode on top of woucher Mo
et a.l;n.m?n!ﬂ] I Frint Bill-wises Details Wes
FPrnnt Eill Due Date also N es
| " R 193;:.';?'& o= FPrnnt Due Date with Credit Dasws N es

Wes
Wes
Wes

Frnnt lnventorny Detanls

Frnimnt Bank Transaction Details
Frint Adl Details

Prnm Cost Centre £ Emploves Detalls
FPrnnt for Cash/Bank Ledgers also

FPrnnt space for Checklked™enficed by detalls
FPrnint space for Prepared by details
Frnint Aorvount onm Foreign Cuarrenocys
Prnint Basse Currency Sywymbol for Total
Frint Maillimg Bame Instead of Ledger Hames
Format to use for ledger name

R I IRV VIR VIR VIR VIR R s
<

Marmme O llw

Formal Recaipt Printing Cornviig uratioan

FPrnnt companywy logo T Wes
~ B,000.00 Cr Height of receipt (in inches} S
Wiwidth of receipt (im inches) - 5
Mlargin on top (default O_25% S
FPrnnt Company™s PARST MNamiber Mo
FPrnmnt Banmnk Transaction Detainls Mo
Frnnmt Al Dretanls Mo
Frnnt party address T Wem
Frnmnt marration T Wes
Frimt marration for each sntry T Wes



Invoice, Delivery Note, or Order Configuration

For customise invoice, delivery notes, and other order vouchers using the options available in the Invoice Configuration screen. This involves
specifying or automatically allocating the invoice value to a bill reference.

1. Go to Gateway of Tally > F12: Configure > Invoice / Orders Entry . The Invoice Configuration screen appears as shown below:

2. Enable the required options.
3. Press Ctrl+A to accept.

Note: Depending on the options enabled in the Company Features screen, options are added in Invoice Configuration screen.

larwrsice Delivcery ot Order Wouchesr ©omfiguentiism

e pue=ral

Enable supplemeandssy details
FAddrens chedsils, chomnatch ofeits, oaho )

Allrey geparabe buyer ard Consignes Rames
Allrey mdsficalion of all fisfds dumng entry

Adlorew ladgars groupsd under promw s igan

s cormemaan bedger acoows for e alloc-alnmn
Lige defaultse for bill allocali=ons

Frovwide addilional descripfions for sloeck fsam nasmns
Frowide addiliconal descnpiions fos kdgss narms
Comeolidaie stock iteme with =ame nafes

Zhow compounsd onil of e based on rade

Sheorew Tull detanls of cormpound unet
Show lusneayer achieved wilh customer

Exp=rwrs” =

FProvide axport shipping defails
Frovwide marks aed rrombars’condsemer mo
Frovide member ard Kind of packages

Invweniany

S e on negalve stock balance

SRR ST S RN R
TE
ﬂﬂ==

e I

3 ) =

Mo
Mo

Mo
Mo
Mo
Mo

Mo
Mo
2 T8

YW'am on duplcabe crder nismber
Prowvide complete accourding allcc atbons in orderidelrmery rols
Siatiseiy

Caleulate tax SN curmend sub-botal

fedss caloplsbanns s on dmesalonys dobse anld
Al reediBcation of fax dedssls for WAT

F YWes
F N
T Yes

T N

T N



Export/Import Data - Masters and Vouchers

In Tally.ERP 9, export and import the entire data to a newly created company. You have to export the masters first and then the
transactions. Ensure that F11: Features of the exporting and the importing company are the same.

Export Masters

1. Go to Gateway of Tally > Display > List of Accounts .

2. Click E_: Export .

3. Press backspace to configure the export options.

e Select the Language .e Select the Format .e Enter the Export Location .e Enter the Output File Name .e Select the Type of
Masters to be exported.

e Set the option Include dependent masters? to Yes .

4. Enable Export Closing Balances as Opening , if required. The Export Report screen appears as shown below:

5. Press Enter to export.

The exported file is saved in the location specified.

Exporting List of Ledgers

Language . Default (All Languages)
Format : MML (Data Inferchange)
Export Location o DEDocs\TE Refresh themeireleaseuelease
Output File MName . Master.soml
Cpan Exported Folder ? Wes
Type of Masters o Ledgers
Iinclude dependent masters 7 YWes
Export Closing Balances as Opening 7 Yes Export ?
To Date 342015

Yeas or Mo




Export Vouchers recorded in a company, in different formats. Also choose the type of vouchers to export. Vouchers exported in XML format can be
imported into Tally.ERP 9 using the Import Vouchers option.

1. Go to Gateway of Tally > Display > Day Book . 2. Click F2: Period to change the period. 3. Click E_: Export . 4. Press backspace to configure
the export options.

e Select the Language .e Select the Format.e Enter the Export Location .e Enter the Output Filename .e Enable the option Open Exported
Folder? , if required.

5. Enable the following options, if required.

e Show Voucher Numbers also?e Show narrations?e Show bill wise details?e Show Cost Centre Details also?e Show inventory details?
e Show additional description of Stock Item? e Show Bank Details also? e Show Additional Details? e Show dependant Masters also?

6. Select the required Day Book entries in the field Select vouchers to show .

Exporting Day Book

.- 2 ITNOre

Excport Location S DT ally . ERP 9
DOutpart File Mame . DayBook >l
O pen Exported Folder 7T Wes

T eee 5 mMore

Show Woucher NMumbers also T Yes

Sihow narrations P Mo

Show bill wise details T MNo

Show Cost Centre Details also T Mo

Show imvaentory details 7 Mo

Show additional description of Stock tem 7 Mo

Show Bank Details also P Mo

Show Additional Details F Mo
Show dependant Masters also F N
Select vouchers to show DAl vouchers Export &

Yeas or No



Import Masters

The company features that were enabled while exporting the data should be enabled in the company in which the data is imported. For example, if
you want to import masters created in ABC Company to a new company - XYZ Company. The options Maintain stock categories and Maintain
batch-wise details must be enabled in ABC company before exporting the masters. To import masters into XYZ Company, you need to ensure that
both the options Maintain stock categories and Maintain batch-wise details are enabled in XYZ Company before importing.

1. Go to Gateway of Tally > Import Data > Masters .
2. Enter the name of the .xml file to be imported, if the file is located in the Tally.ERP 9 application folder.

3. Select the behaviour to define the method by which the existing masters in the company will be treated.

Combine Opening Balances : Select this option to import data of different branches and consolidate the opening balances. You can also select this
option when the opening balances of existing masters are Zero and need to be overwritten by the balances in the data being imported.

Ignore Duplicates : Select this option to import new masters along with the existing masters in Tally ignoring the duplicates.

Modify with new data : Select this option to replace the existing balances with those existing in the data imported and also override the other options
available in list of behaviours available. The Import Masters screen appears as shown below:

4. Press Enter to import.
Go to Accounts Info or Inventory Info to view all the masters that has been imported. You can also open the file Tally.imp located in the Tally.ERP 9
installation folder to view the import log.

Import Masters Behaviour
Oty Talty (ML) format is supnorte
(nly el (M ppoted) Combine Opening Balances
Mame of fle to be mported (AML] . Master.zml lgnare Duplicates

R R e A (M Combine Opening Balances Modify With new data




Import Vouchers

Import vouchers from one company to another in Tally.ERP 9. This could be due to the following reasons:

e Importing data from third party applications. e Migrating into a later release. e Data corruption/loss.

1. Go to Gateway of Tally > Import Data > Vouchers .

2. Enter the name of the .xml file to be imported, in the Import Vouchers screen, as shown below:

3. Press Enter to import.
Configure Import/Export Feature : Go to Gateway of Tally > F12: Configurations > General

Import Vouchers
(Only Tatly (XML) format Is supported)
Name of e fo be imported (AML)  : DEALRLSTUIN

ABC Compan

Cou ntm Details

Uze Accounting terminalogy of : India [ SAARC
(SAARC countries include India, Fakisfan, Sn
Larnka, Bangladesh, Nepal, Bhufan and

SH le of Names

Oefault appearance of Names in Reports . Mame Only
Oefault appearance of Stock [tem Names in Reports @ Name Only

Style of Datos
Style of Short Date o dd-mm-yy
Separator used in Short Date -
Configuration of Numhbers
DOecimal Character to use
Thousands Separator to use 1.
Fut Sign before Currency/Unit Symbols T No
Show numbers in Millions {and nat Lakhs) 7 No
Tahle Configuration

Use Commaon Table for Stock ltems 7 No
Usze 'Reducing List” for Tables 7 Yes

(Confains” Search)

Apply for all Columns T Yes

Show tables with Masters anly in Current Language? No
Import/Export Dptions
Ignore errare & continue during data impart 7 I
(Applicable for imporfing vouchers in XML format
FS0AF Reouest]
Cwverwrite vauchers during impart

fwhere voucher Remole GUID mafches]
Export Base Currency Symbol alang with Amount 7 No

7 No

Open file after export T Yes
Other Options

Show Manthly reports with Graphs T Yes

Use separate Menu for Final Afc Statements 7 No

Tally alert using beeps 7 Yes

Always show Info Panel 7 No




Security Control

Data Security has been a matter of concern to the Business Owner as most businesses depend on the confidentiality of the
information. To secure your business data, TallyPrime offers a variety security features. Password protect your company data,
define security levels for different users and do much more with the security feature in Tally. The administrator can give
different permissions to different kind of users based on the company's requirement. The company data can also be made
secure using encryption using TallyVault.

Secure Company Data with Tally Vault

Tally Vault is a feature in Tally.ERP 9 that will help the business to maintain confidentiality of information by encrypting the
data. Set the Tally Vault password while creating the company.

Note : Forgetting the password may render your data inaccessible.

1. Load the Company that need to be secured using TallyVault.

2. Go to Gateway of Tally . press F3 : Company Info > Change TallyVault

3. In the Change TallyVault screen select the required company from the List of Companies .

4. Enter the Password in the New Password field. Tally.ERP 9 displays the strength of the password entered depending on the
combination of alphabets, numbers and special characters.

Note: To understand the conditions that determine a Password's strength, click password strength indicator.

5. Re-enter the password to confirm in the Repeat New Password field.

6. Accept to change the TallyVault password.

7. Tally.ERP 9 displays a message Created New Company followed by the new company number, press any key to return
to Company Info. menu.

Once the company data is encrypted the name of the company and financial year will not be visible in the Select

Company screen.

Enable Security for your Company Data
Protect your company data while creating a company by enabling the option Use security control . Enter the Name of the
administrator and Password . This user name and password need to be provided every time you open the company.



Define Access Rights for a Security Level : create and assign security levels to allow specific access permissions to a user. To create
a new security level, you have to log in as an administrator.

1. Go to Gateway of Tally > F3: Cmp Info > Security Control > Types of Security .
2. Create a new security level in the List of Security Levels , as shown below:
3. Press Enter to view the Security Levels screen.
4. Assign the applicable security settings.
The Security Levels screen appears as shown below:
5. Press Ctrl+A to accept.
Create Users and Password : create users, assign security levels, restrict/allow remote access and local TDLs for the users created.
1. Go to Gateway of Tally > F3: Company Info > Security Control
2. Select Users and Passwords

The List of Users for Company screen appears as shown below:
3. Select the required Security Level from the Security List .

4. Enter the user’s name in the Username field.
5. Enter the password in Password (if any) field.

6. By default Allow Remote Access and Allow Local TDL is set to No and skipped for users not classified under Tally.NET User and
Tally.NET Auditor

7. Accept to create the user.



Assign Access Rights for Tally.NET user

You can give specific set of permissions for different kinds of users of you company data. This can be done in Security Levels.

e Go to Gateway of Tally > Alt+F3 > Security Control > Types of Security . In the Security Levels for Tally.NET User
screen, Tally.NET User appears in the Name of Security Level field.

Configure Password Policy

A good password policy will enhance data security and allow only authorized users to view financial data. In Tally.ERP 9, the
Administrator can set a password policy in place, which users will have to adhere to, while creating and managing passwords for
their company.

1. Go to Gateway of Tally > Company Info > Security Control > Password Policy .

The Password Policy for Company screen will appear as shown:
2. Enable Activate password policy .



UNIT -5
ACCOUNTS WITH INVENTORY

Inventory

Inventory is the total amount of goods and/or materials
contained in a store or factory at any given time. Store
owners need to know the precise number of items on their
shelves and storage areas in order to place orders or control
losses. Factory managers need to know how many units of
their products are available for customer orders. Restaurants
need to order more food based on their current supplies and
menu needs.

Stock Items in Tally

In Tally, stock items are referred to goods or services that a
company manufactures or trade.

Stock items in Tally can be created by two methods, i.e.
Single stock item, Multiple stock items.


https://www.tutorialkart.com/tally/what-is-tally/

Sum -1

Name of Items Opening
(013"

Music System  Sony Blue Ray Player Nos 10 25,000 250,000
Philips DVD player Nos |5 15,000 75,000
Sony 5.1 Music Nos 2 20,000 40,000
System

Television Sony 32 Inch Tv Nos 3 25,000 75,000
LG 32 Inch Tv Nos 4 20,000 80,000
MI 32 Inch Tv Nos |2 15000 30,000
M1 42 Inch TV Nos 2 20000 40,000




How to create single stock item in Tally

e Path: Gateway of Tally.ERP 9 > Inventory Info >
Stock Items > Single stock item > Create

e Step 1: From the initial screen of Tally, i.e.
Gateway of Tally, choose inventory info.

O: Upload K
at
1-4-2019 to 31-3-2020 Monday, 1 Apr, 2019
List of Selected Companies Masters
Accounts Info
Name of Company Date of Last Entry
Transactions

Tutorial Kart No Vouchers Entered

www.tutorialkart.com utities

Stock Summ.




Step 2: Next screen, choose “Stock items”

Gateway of Tally ....
Inventory Info.

Stock Groups
StoCk Categories

Units of Measure
GoDowns

Voucher Types

Copy Allocation Details

Quit

Step 3: Under single stock item, choose create.

Gateway of Tally ...
inventory Info. ...

Stock Items

Single Stock Item

Mulitiple Stock tems
CReate

Quit
www.tutorialkart.com




Step 4: In next screen, single stock
creation enter the following details.

Name: Enter the name of stock item

Alias: It can be short name of stock item or
another name or product id.

Under: Enter the stock group under which this
stock item to be specified

Category : Enter the stock category of stock item
Units: Units of measure to count the stock item

Opening Balance: Enter the opening balance of
stock item- Quantity: Enter quantity of stock item



https://www.tutorialkart.com/tally/stock-groups-in-tally/
https://www.tutorialkart.com/tally/create-stock-category-in-tally/
https://www.tutorialkart.com/tally/create-units-of-measure-in-tally/

Name
(alias)

Stock Item Creation

- Sony BlueRay Player
: Sony BRP25

Under

Category

Units

Statutory Information

. Music Player

www.tutorial

Rate of Duty (eg 5) 0

kart.com

:

Opening Balance

Rate per Value

Quit

o

Rate: When you are entering the rate values for stock item, a
new window opens as shown below. Update the following

details.
Godown: Choose Godown from the list of Godowns.

Rate: Enter the rate of stock item

Per & Amount values are automatically calculated based on

guantity and rate amount.



https://www.tutorialkart.com/tally/create-godowns-in-tally/

Stock Item Allocation

Allocations of : Sony BlueRay Player
for: 10 No's

Godown Quantity Rate per Amount

10 No's TN No's  2,50,000.00 )

www.tutorialkart.com

10No's 2,50,000.00

=

After entering the required details, press enter to continue. Choose “yes” to save
the details in Tally.ERP 9.

P: Print EE M: E-Mail O: Upioad S: TallyShop G: Language K: Keyboard K: Control Centre | H: Support Centre | H: Help
Stock Item Crestion

Name © Sony BlueRay Player

(alias) ° Sony BRP25

Under : & Primary Statutory Information

Category : Music Player

Units. : No's Rate of Duty (eg S) -0

www.tutorialkart.com

Quantity Rate per \'L
Opening Balance 2 10 No's 25,000.00 No's 2,50,00¢

Accept ?

Yes)or No

Q: Quit A: Accept D: Delete




How to create multiple stock items

Path: Gateway of Tally.ERP 9 > Inventory Info > Stock Items > Multiple stock items >
Create

Step 1: Under multiple stock items, choose create option as shown below image.

" 3 S: TallyShop G: Language K: Keyboard K: Control Centre |H: Support Centre | H: Help
Gateway of Tally

Current Period Current Date
1-4-2019 to 31-3-2020 Monday, 1 Apr, 2019

List of Selected Companies

Gateway of Tally ...
Inventory Info. ....

Name of Company Date of Last Entry

Tutorial Kart No Vouchers Entered

Single Stock Item

Create
Display

www.tutorialkart.com Alter

Multiple Stock ltems

(Ceate)
Display
AlTer

Quit




Step 2: In next screen multi Stock item

creation, enter the following details.

 Under group: To update the different types of stock items
with different category groups, choose under group as all
items.

* Now update all the required details — Name of item, stock
group, stock category, units, opening qty and rates.

5: TallyShop K: Keyboard K: Control Centre | H: Support Centre | H: Help
utori
Under Group o 0 All ltems For 1-Apr-2019
S5.NO. Name oT Item under Category
Units: Opening Gty Rate per Amount
1. | Philips Dvd Player Music System Music Player
No's 5 No's 15,000.00 No's 75,000.00
2. | Sony 5.1 Music System Music System Music Player
No's 2 No's 20,000.00 No's 40,000.00
3. | Sony 32 Inch Tv Television 32 Inches Tv
No's: 3 No's 25,000.00 No's 75,000.00
4, | LG 32 Inch Tv Television 32 Inches Tv
No's 4 No's 20,000.00 No's 80,000.00
5. | MI 32 Inch Tv Television 32 Inches Tv
No's 2 No's 15,000.00 No's 30,000.00
6. | MI 42 Inch Tv Television 42 Inches Tv
No's 2 No's 20,000.00 Ne's 40,000.00
7. www.tutorialkart.com
Q: Quit (| A: Accept )

Click on A:Accept to save the entered details in Tally.ERP 9 system.



.No Particulars

1 Capital 3,65,000

2 Building 1,25,000

3 Computer, Furniture 2,00,000, 20,000

4 Glass & Fitting 10,000

5 Cash 10000

6 Purchase of computer from service world
Computer 5 nos 40,000
UPS 1 No 6,000
Stabilizer 1 No 6,000
Printer 1 No 6,000

7 Sold Books of Accountancy 1000 Nos 280

8 Payment: EB 18,000

Salary 2,800
9 Drawing From the Bank 5,000




Step — 1 : Company creation Proced ures

Step — 2 : Ledger Creation — ALR : Account info — Led

Gateway of Tall
Accounts Info.

Masters

Accounts Info.
Inventory Info.
Transactions
Accounting Vouchers
InvenTory Vouchers
Utilities

ImpOri Data

BaNking

Reports

Balance Sheet
Profit & Loss Alc
Stock Summary
Ratio Analysis

Display

Quit

Groups
Ledgers

COst Categories
Cost Centres

Voucher Types

Quit

areway or 1any
Accounts Info.

Ledgers

Single Ledger

Create
Display
Alter

Multiple Ledgers

CReate
Display
AlTer

Quit

isplay

. |EB
Furniture

. | Glass & Fittings

. | Profit & Loss Alc

. [Purchase

. | salary

. | Sales

. | sBI
. | Service World

[Tally MAIN > Gateway of Tally —» Accounts Info,

——» Leclgers —» Multi Ledger Dizplay.

1,26,000.00 Dr
3,85,000.00

10,000.00
2,00,000.00

Fixed Assets.
Fixed Assels
 Primary
Purchase Accounts
Indirect EXpenses
Sales Accounts
Bank Accounts
Sundry Creditors

20,000.00 D
10,000.00 D

© Tally Solutions Pyt Ltd, 1388-2020

Step — 3 : Unit of Measure - IUC : Inventory info - Unit of Measure — Create

Type — Simple
Symbol — Nos

Formal Name — Number Accept Y/N ? Y

Gateway of Tally

Masters

Accounts Info.
Inventory Info.
Transactions
Accounting Vouchers
InvenTory Vouchers
Utilities

ImpOrt Data

BaNking

Reports

Balance Sheet
Profit & Loss At
Stock Summary
Ratio Analysis

Display

Quit

Gateway of Tall

Inventory Info.

Stock Groups
Stock Items

Units of Measure
Voucher Types

Copy Allocation Details

Quit

.fﬁ'.feri'fui Info.

Create

Quit

P:Print E: Export

Unit Creation

Type : Simple

Symbol : Nos

Formal name: Numbers

Mumber of decimal places: i}

M: E-Mail




Step — 4 : Stock creation - IR -

Name Unit
Books Nos
Computer Nos
Printer No
Stabilizer No
UPS No

Accept Y/N?Y

Procedures

Gateway of Tally

Balance Sheet
Profit & Loss Alc
Stock Summary
Ratio Analysis

Display

Quit

Party’s Name Service World

Name of the Item
Computer

UPS

Stabilizer

Printer

Accept Y/N?Y

Qty
5 nos
1 no
1 no
1 no

Gateway of Tally

Stock Groups Single Stock ltem
Stock ltems Create

Units of Measure

Multiple Stock Items

Voucher Types

CReate
Copy Allocation Details
Quit Quit

Inventory — Stock item — cReate

[ ryas a0
Gateway of Tall A, et i sian |
D " Stockltems |

Rate Amount i

40,0002,00,000 [
6,000 6,000
6,000 6,000
6,000 6,000




Step — 6 : Sales — F8
Ref: 1
To : Cash

Name of the item
Books
Accept (Y/N)?Y

Step — 7 : Payment - F5

Account : Cash

| ,m_mProceduare_w_

Qty Rate Amount
1000 Nos 280 2,80,000

Salary 28,000 D —
EB 18,000 Accept (Y/N) ? Y

Cash a/c Dr Rs.5,000
Bank a/c Cr Rs. 5,000

GP - 2,80,000
NP - 2,34,000
B/S - 8,17,000




Get the result
Profit & Loss A/C

G R T~ R = 2=

P: Print E:Expart I E-Mail O:Upload S:TallyShop G:Language K: Keyboard K:Control Centre | H: Support Centre |H:Help Condense

Profit & Loss Afc A2 Ctrl+ M E Period

A2 A2 E——
Particulars 1-Apr-2018 to 31-Mar-2019 Particulars 1-Apr-2018 to 31-Mar-2019 “ompany
Valuation
Schedule VI
Opening Stock Sales Accounts 2,80,000.00
Computer Sales 2.80,000.00
Printer Closing Stock 2,18,000.00
Stabilizer Computer 2,00,000.00
UPs - Printer 6,000.00
Purchase Accounts 2,18,000.00 Stabilizer 6,000.00
Purchase 2.18,000.00 uPs 6,000.00
Gross Profit c/o 2,80,000.00
~_4,98,000.00 4,98,000.00
Expenses (Indirect) (Indirect Expenses) 46,000.00| Gross Profit b/f 2,80,000.00
EB 18,000.00
Salary 28,000.00
Nett Profit 2,34,000.00

Mew Column

Alter Column

Alc Reports

Features

Configure
Total 2,80,000.00 =
. : ) y Range
Q: Quit R: Remove Line| U: Restore Line |U: Restore All | Space: Select
2 EE B = —
Ctrl + N Value
Tally MAIM --> Gateway of Tally --> Profit & Loss A/c @ Tally Solutions Pvt Ltd., 1988-2020 Wed, 28 Oct, 2020 |21:27:09

— i I e Y— ) I, '_
T B Y O - JK e | e e s



Balance Sheet

S5:TallyShop K: Keyboard K:Control Centre  |H: Support Centre |H:Help

G:Language

Balance Sheet ctrl+ M E]

A2 A2
Liabilities as at 31-Mar-2019 Assets as at 31-Mar-2019
Capital Account s AN Fixed Assets
Capital 3,65,000.00 Building 1,25,000.00
Loans (Liability) Gom,_oufer 2.00,000.00
il b 2,18,000.00 g‘;’”””&e - fg ggg gg
Sundry Creditors 2,16,000.00 . a8 & rHings I
urrent Assets
P“"g:}:‘ﬂ:.;}‘:‘;:;ce 23400000\ ™ o ing Stook 2.18,000.00
: Cash-in-Hand 2.49,000.00
Ep iR 1 Bank Accounts (-)5,000.00

Features

Configure

s
-

Value

Total 8,17,000.00
Q: Quit R:Remove Line| U: Restore Line |U: Restare All

8,17,000.00

Space: Select
Ctrl + N
Tally MAIN --> Gateway of Tally --> Balance Sheet 2 Tally Solutions Pt Ltd., 1988-2020 Wed, 28 Oct, 2020 |21:28:58

‘E || *‘ 9 e “ E| 09 | @_ S8 EN L@ . M




Statement of inventory

I[E] TallyERP O
S:TallyShop G: Language H:Control Centre | H: Support Centre Period

Stock Query A2 Ctrl + M Com pany
1

Mame - Computer Part Mo. :

Group : * Primary Category : * Not Applicable
Closing Balance - 5 Nos Clasing value - 2,00,000.00

Cost price - 40,000.00/Nos Standard selling price :

Costing method : Default Market valuation method : Default

Standard cost - 40,000.00Mos

Purchases Sales

Last purchased on - 31 Mar-2019 Senrice World 5 Nos @ 40,000.00/Nos Last sold on
Date Party Name Quantity Rate Disc % Amount Date Party Name Quantity Rate Disc %

31-3-2019 Service World 5 Nos  40,000.00 2,00,000.00

Godown /Batch Details Items of Same Category
Godown Batch Quantity  [ltem Name Quantity Sale Price

Main Location Primary Batch 5 Nos

Related Reports

T
S
S
—
S
S
S
—
S
S
—
—
I
TorTT

F9: Inventory Reports
Alc Reports
Features

_ Configure

Q: Quit

Ctrl + N

Tally MAIM --> Gateway of Tally --> Display Menu --> Statements of Inventory --» Stock Query © Tally Solutions Pvt Ltd., 1988-2020 Wed, 28 Oct, 2020 |21:31:34

2 8B 9 6 L2 M PE_| o B BN L@




Sum -3
Capital - 60000, Cash —40000, Closing stock — 20000
Insurance paid — 2000, Commission received — 12000,
Wages paid Rs. 3000
200 kg of wheat sold Rs. 15 per kg
150 pieces of colgate sold Rs. 15
100 pieces colgate sold Rs. 18
200 pieces of hamam sold Rs.12 each
300 pieces of Liril sold Rs.12 each.
500 kg wheat purchase Rs. 10 per kg
300 pieces of hamam purchased Rs.10 each
10 pieces of hamam taken for personal use
400 pieces of liril purchased Rs. 12 each
200 dozen pepsodent purchase Rs 10 each
500 pieces colgate purchase Rs. 12



TallyERPS
P:Print

Accounting Voucher Creation

Purchase

Supplier invoice no.: 1

E: Export I E-Mail O:Upload S:TallyShaop G:Language K:Keyboard K:Contral Centre

w

MNo_ 1
Date : 1-Apr-2018

H: Support Centre |H:Help

Party A/c name : Cash
Current balance
Name of ltem Quantity Rate per
Wheat 500 kgs 10.00 kgs
Colgate 500 Pcs 12.00 Pcs
Hamam 300 Pcs 10.00 Pcs W
Liril 400 Pcs 12.00 Pcs Sales
Pepsodent 200 Dzn 10.00 Dzn
* End of List
Narration: Accept ?
Yes or No

Lightshot

=

Your screenshot is copied to clipboard

+ N

1020 18:12:36

RN 13

QX

06-11



O . . Se & on & umoes

P:Print E:Export 11: E-Mail 0:Upload S:TallyShop G:Language HK: Keyboard K: Control Centre | H: Support Centre | H:Help

Accounting Voucher Creation 3

Sales Mo. 1
Reference no.:

Date
Party Alc name : Cash Company
Current balance - 20,800.00 Cr -
Name of ltem Quantity Rate per

Hamam 200 Pcs 12.00 Pcs
Liril 300Pcs 1200 Pes
Colgate 150 Pcs  15.00 Pcs
Wheat 200 kgs  15.00 kgs
Colgate 100 Pcs  18.00 Pcs

*+ End of List

Marration:

Yes or No

Features

R
ctrl+ N Configure

© Tally Solutions Pvt Ltd, 1988-2020 Fri, 6 Nov, 2020 18:17:02

Q: Quit A: Accept D:Delete X: Cancel

Tally MAIM --> Gateway of Tally --> Accounting Voucher Creation

EN . a 4o G17PM
orh 06-11-2020






How to Activate GST in Tally

* |In Tally, to use GST features, it is mandatory to activate or enable
GST. In Tally ERP 9, after activation of GST in features, all the
features which are GST related are available for all general
ledgers, stock items, and transactions.

e To activate GST in Tally, refer the following steps:

e Step 1: Click on F11: Features or press function key F11 under
Gateway of Tally.

S: TallyShop G: Language

O: Upload .
Current Period Current Date Gateway of Tally

1-4-2019 to 31-3-2020 Monday, 1 Apr, 2019

K: Control Centre| H: Support Centre| H: Help
Gateway of Tally Cerl + M

Masters

Accounts InTo.
Inventory Info.

List of Selected Companies

Name of Company Date of Last Entry
Transactions

Accounting Vouchers
Inven Tory Vouchers

No Vouchers Entered

Order vVouchers

unimes
ImpOrt Data
BaNking

Reports

Balance Sheet
Proft & Loss A/C
Stock Summary
Ratio Analysls

Dispiay

Quit

localhost: 9999

:::::::::::::::::

Tally. ERP 9



Step 2: Choose Statutory & Taxation or press function key F3

under company features option.

P: Print E: Export M: E-Mail 0O: Upload S: TallyShop | G: Language | K: Keyboard | K: Control Centre| H: Support Centre| H: Help Accounts
Gateway of Tally ceri+M A Inve

Current Period Current Date oy

1-4-2019 to 31-3-2020 Monday, 1 Apr, 2019 Add-Uns

List of Selected Companies

Gateway of Tally ....
Company Features

Name of Company Date of Last Entry
No Vouchers Entered
Accounting Features
Inventory Features
[ statulory & Tavation |
Add-On Fealures
Quit

Step 3: Enter the following details on the next screen, "Company Operation Alteration".
Enable goods and service tax: Specify 'Yes'.
Set/alter GST details: Specify 'Yes'.



P: Print E: Export M: E-Mail O: Upload S: TallyShop G: Language H: Keyboard K: Control Centre| H: Support Centre| H: Help

Company Operations Alteration

Statutory and Taxation

Enable Goods and Sermvices Tax (GST) ? Yes Enable Tax Deducted at Source (TDS) ? No
Set/alter GST details 4 Yes Setfalter TDS details ? No
Enable Value Added Tax (VAT) 7 No Enable Tax Collected at Source (TCS) ? No
Setfalter VAT details 7?7 No Set/lalter TCS details ? No
Enable excise ? No
Set/alter excise details ? No
Enable service tax ? No
Set/alter service tax details ? No

Tax Information

PAN/Income tax no. -

Corporate ldentity No_ (CIMN):

F1: Accounts F2: Inventory

F3: Statutony F&: Add-Ons

Step 4: The following screen will appear when we enable 'Yes' for Set/alter GST details.

ampany Gs1 Detalls

il + M

List of States

Andaman & Nicobar Islands

GST Details Andhra Pradesh
- Arunachal Pradesh
Assam
Bihar
d Andhra Pradesh | :
State Andhra Pradesh Chandigarh
Registration type : Regular Chhattisgarh
Assessee of Other Territory ? No Badra &&Nggar Haveli
. aman iu
GSTIN/UIN : Delhi
Applicable from : 1-Apr-2019 Goa
Periodicity of GSTR1 - Monthly Guijarat
§ ) Haryana
e-\Way Bill applicable ? Yes Himachal Pradesh
Applicable from : 1-Apr-2019 Jammu & Kashmir
Threshold limit includes . Invoice value Jharkhand
Karnataka
Threshold limit 50,000 Kerala
Applicable for intrastate ? Yes halfjsr:"lad\ipveeg N
- adhya Prades!
Threshold limit 50,000 Maharashtra
Enable tax liability on advance receipts ? No Manipur
5 more ... | Mgghalaya
Mizoram
Nagaland

11 more ...




Step 5: Update all the required details of GST, as shown below:

State: It will automatically display state name based on the state which we have updated
in the company.

Registration Type: In this, choose the GST registration type as "Regular" or
"Composition".

GSTIN/UIN: Specify the GSTIN (Goods and Services Tax India Number). This GSTIN can be
printed on invoices.

Applicable from: Specify the date that GST will be applicable for transactions.

Periodicity of GST: Specify the periodicity of GST as Quarterly or Monthly as per company
requirements.

e-Way bill applicable: In this, choose the Yes option.
Applicable from: Specify the date that e-way bill to be applicable from.

Threshold limit includes: This will be based on taxable/ invoice value and taxable goods
value/ exempt goods

Threshold limit: Specify the value of the amount of threshold limit allowed.
Applicable for intrastate: If it is applicable to our state, choose the option as "Yes".
Threshold limit: Specify the threshold limit

Enable tax liability on advance receipts: To activate tax liability on advance receipts,
choose the option as "Yes".

Set/alter GST rate details: To set or alter GST rate details at the company level, choose
the option as "Yes".

Enable GST classifications: To activate GST classifications, choose the option as "Yes”.



State

Registration type

Assessee of Other Territory

GSTIN/UIN

Applicable from

Perniodicity of GSTR1

e-Way Bill applicable
Applicable from
Threshold limit includes
Threshold limit
Applicable for intrastate

Threshold limit
Enable tax liability on advance receipts

Enable tax liability on reverse charge
(Purchase from unregistered dealer)

Setfalter GST rate details
Enable GST Classifications
Provide LUT/Bond details

GST Details

- Andhra Pradesh
. Regular

No

o 29ALAAAN2345A12
- 1-Apr-2019

: Monthly

? Yes

- 1-Apr-2019

. Invoice value

50,000

? Yes

50,000

? Yes

No

? Yes
? Yes

g No |




COST CATEGORY AND COST CENTRE

SUM : 1

The cost category is Madurai, Chennai, and
Bangalore.

Paid salary Rs. 35,000 to each branch of cost
category as following:

Administration -Rs. 15,000
Marketing - Rs. 10,000
Finance - Rs. 10,000




TallyERP 8
P: Print E: Export

Company Creation

Directory

—  TH waws- - A T

M: E-Mail

- C\UsersiPublic\Tally.ERP9IData

Name fCost1

Primary Mailing Details

Step-—-1
Company creation

0: Upload S: TallyShop G: Language K: Keyboard K: Control Centre | H: Support Centre | H: Help

ctel+ M
Books and Financial Year Details

1-4-2020
14-2020

Financial year begins from
Books beginning from

Mailing name

Address
TallyVault password (if any)
Repeat password :
Country - India (Waming: Forgetting TallyVault password will render your data inaccessible.)
State : 4 Not Applicable Use security contral 7 No
Pincode : (Enable security to avail TSS features)
Contact Details
Phone no.
Mabile no.
Fax no.
E-mail
Website

Security Control

Base currency symbol

Formal name

Suffix symbol to amount

Add space between amount and symbol
Show amount in millions

Base Currency Information

: MNumber of decimal places c 2
- INR Word representing amount after decimal . paise
7 No MNo. of decimal places for amount in words c 2
7 Yes
7 No

4 Quit

Tally MAIM --»> Company Info. --> Company Creation

Ctrl + N

@ Tally Solutions Pvt Ltd., 1988-2019 Mon, 5 Oct, 2020 23:54:30

(JlH= e B ——

11:54 PM

05-10-2020

> ‘E| 9



Step -2
Configuration of accounting features — F11

Maintain cost centre - yes
Maintain cost category - yes
Accept (Y/N) =Y

TallyERP9
E: Expott
Gateway of Taly Company Operations Alteration
Coment Penod Cament e
1400130 Tednestay, 1 g, N0 Company: Cost1
Tt Sk Compis Accounting Features
HeneofCopry Daef sty General Invoicing
r " Maintain accounts only 7 No Enable invaicing 7 Yes
Cost1 o Vouchers Entered Gafey of Tl
(\'I]]][\I.IITFHTIIN“ Integrate accounts and inventory 7 Yes Record purchases in invoice made 7 Yes
- Use Income and Expenses Alt instead of Profit and Loss Alc 7 No e GA T T E X 7LD
Record cradit nates in invaice made 7 No
il ency) [Qia Record debit notes in invoice mode 7 No
Aeounng Feahes )
Outetanding Management Budgets and Scenario Manag t
ey Fegures Miaintain bill wie dtails 7 Yes Maintain budgets and controls 7 No
Far non-trading accounts also 7 No o X
X Use raversing journals and aptional vauchars 7 No
Siiory & Taaln Activate interest calculation 7 No
Use advanced parameters 7 No Banking Features
Cost/Profit Centres Management Enzble cheque printing 7 Yes
Maintain payrall 7 No Setfalter transaction types 7 No
Maintain cost centras ?Em Setfalter banking features 7 No
Use cost centre for job costing 7 No Setfalter post-dated transaction featuras 7 No
Waintain mare than one payrall ar cost categary 7 Yes
Use pre-defined cost centre allocations in transactions 7 No Other Features
Show apening balance for revenue items in reports 7 No EhE e e 7 No
Maintain muttiple mailing details for company and ledgers 7 No
Set/alter company mailing details 7 No
Enable company laga 7 No
Wark changed vouchers 7 No
F1: Accounts F2: Inventory F3: Statutory F6: Add-Ons
© Taly Soltons Pt L, 1208~ Mon, 30t 20 ITaIIy MAIN --> Gateway of Tally --» Company Features --> Company Operations Alteration

8 o% 0N




Step-—-3
Ledger creation
A-Account info L- Multiple Ledger R - Create

Salary indirect expenses

Cash - cash in hand (default)
Profit &loss - Primary (default) Accept (Y/N)-Y

Note: If you want to put the amount go to ALT (alter) to make the
changes or put the value of Cash

r Tally.ERP 5 -

P: Print E: Export M: E-Mail O: Upload S: TallyShop G: Language K: Keyboard K: Control Centre | H: Support Centre | H: Help
Ledger Creation Cost 1 ceel + M
MName - Salary Total Opening Balang List of Groups
(alias) -

Bank Accounts
Bank OCC AJc
Bank OD AJc
Branch / Divisions
Capital Account

Mailing Details Cash-in-Hand
Under H Indirect Expenses Mame o Current Assets

Address Current Liabilities
Deposits (Asset)
Inventory values are affected ? No Direct Expenses
'I‘;ype of Ledger cabl : v Direct Incomes
t t i
ost centres are applicable ‘es T E Duties & Taxes

Expenses (Direct)
Expenses (Indirect)
Fixed Assets
Income (Direct)
Tax Registration Details Income (Indirect
Indirect Expenses
Indirect Incomes
Invesimenis
Loans & Advances (Asset)
Loans (Liability)

Misc. Expenses (ASSET)
Provisions

Purchase Accounts
Reserves & Surplus
Retained Earnings

Sales Accounts

Secured Loans
Stock-in-Hand

Sundry Creditors

Sundry Debtors

Suspense Afc

Provide bank details ? No

PAM/T Mo

Opening Balance (on 1-Apr-2020) :

1 more ...

0 Quit A: Accept D: Delete

-~ Ctrl + N

2 Tally Solutions Pvt Ltd., 1988-2019 Tue, 6 Oct, 2020 00:00:40

Tally MAIN --> Gateway of Tally --> Accounts Info. --> Ledgers --> Ledger Creation

- @ 1o



Step—-4
A-Account info O- Cost Category R - Create

Create Cost Category — Bangalore, Chennai,
Madurai

Tally.ERP 9 ad 4W

P: Print E: Export M: E-Mail ©: Upload 5: TallyShop G: Language K: Keyboard K: Control Centre | H: Support Centre | H: Help
555555555555 ltaration Cost 1 Ctrl + M_E3
DL Bangalore |
(alias) :
Allocate Revenue ltems ? Yes
Allocate Non-revenue items

Q: Quit A: Accept D: Delete

Ctrl + N
Tue, 6 Oct, 2020

Tally MAIMN --> Gateway of Tally --> Accounts Info. --> Cost Categories --> Cost Category Alteration @ Tally Solutions Pvt Ltd,, 1988-2019 00:05:30

—
1205 AM

06-10-2020



Step-5
A-Account info O- Cost Centre R — Create
(multiple) C- Create (Single)
 Banglore — Adm, Fin,Mar
Chennai—Ad, Fj, Ma

 Madurai — Administration, Finance, Marketing
Accept (Y/N) -Y

By 0 8
P PP

Tally MAIN > Gateway of Tally —> Accounts Info, > Cost Centres —> Cost G tion

entre Creatio . _ " © Tally Solutions Pyt Li
>0 e (HEWTE




Created cost centre through multiple
ledger

TallyERPO = o
P: Print E: Export M: E-Mail O: Upload 5: TallyShop G: Language K: Keyboard K: Contral Centre | H: Support Centre | H: Help

Multi Cost Centre Display Cost 1 ctrl+ M F
Under Cost Centre -4 All Items

:

Category |  Name of Cost Centre |

Chennai Ad

Bangalore Adm

Madurai Admininstration
Chennai Fi

Bangalore Fin

Madurai Finance
Chennai Ma

Madurai Madurai
Bangalore Mar

Madurai Marketing Primary

SCw@NG G R NES

R: Remave Line| U: Restore Line| U: Restore All
Ctrl + N




Step-—-6
Go to Accounting voucher
Salary paid using cost category and cost centre

Go to voucher press V button and press - F5 open the
window of Payment voucher

Go to enter the salary — enter the total value in debit
balance — enter the value with cost category and cost
centre

Paid Salary through payment voucher — F5

Chennai - Ad - 15000

Fi - 10000

Ma -10000 Accept (Y/N)-Y
Madurai — Admin - 15000

Fina - 10000

Mark -10000 Accept (Y/N)-Y
Bangalore — Administration - 15000

Finance - 10000

Marketing -10000 Accept (Y/N)-=Y



Tally.ERP @ * o 4
P Print E: Export m: E-Mail ©O: Upload 5: TallyShop G: Language K: Keyboard K: Control Centre |H: Support Centre | H: Help

Cost 1 ctrl + M 4

1-Apr-2020
Wednesday

Accounting Voucher Creation

Moo 1

Payment

Debit Credit

1.05.000.00

Particulars

By Salary

MNarration: 1,05.,000.00

X: Cancel

> Accounting Voucher Creation

Tally.ERP 9
P: Print E: Export M: E-Mail O: Upload 5: TallyShop G: Language
Cost Centre Allocations Cost 1
Cost Allocations for - Salary
Upto- F 35,000.00 Dr
Cost Category
Name of Cost Centre Amount
Chennai
Ad 9,000.00
Fi 12,000 00
Ma
35,000.00
Q: Quit
~ Ctrl + N
Tally MAIMN --=> Gateway of Tally --> Accounting Voucher Creation --> Cost Centre Allocations 2 Tally Solutions Pwt Ltd., 1988-2019 Tue, 6 Oct, 2020 00:38:32




Payment voucher entry

1: E-Mail 5: TallyShop G: Language K: Contral Centre | H: Suppart Centre

Accounting Voucher Creation Cost 1 Inven

Payment No. 3 Date

Particulars Debit

By Salary 35,000.00 Contra
Chennai

Ad 9,000.00 Dr

Fi 12,000.00 Dr eipt

Ma 14,000.00 Dr Journal

To Cash 35,000.00

Sales

Purch

Narration: 35,000.00 100 N0

Accept ?

Yes or No

Q: Quit D: Delete

X: Cancel

A: Accept
Ctrl + N
Tue, 6 Oct, 2020

|@ Tally Solutions Pvt Ltd,, 1988-2019

\ 123
EN . LT
O "o 06-10-2020



T =

M: E-Mail

Gatewav of Tally

Current Penod
1-4-2020 to 31-3-2021

Get the result
Go to Gate way of tally — select Display

Current Date
Wednesday, 1 Apr, 2020

List of Selected Companies

Name of Company

Cost1

Product

Tady

POWER OF SIMPLICITY

Tally.ERP 9

Version & Updates
Series A Release 6.5.2
(Latest)

Date of Last Entry

1-Apr-2020

Ctrl+ Alt + T

G: Language

License & Services
Educational Mode

Ctrl + Alt + L

K: Keyboard K: Control Centre | H: Support Centre | H: Help

Gateway of Tally

Masters
Accounts Info.
Inventory Info.
Transactions
Accounting Vouchers
InvenTory Vouchers
Utilties
ImpOrt Data
BaNking
Reports
Balance Sheet
Profit & Loss A/t
Stock Summary
Ratio Analysis
Display

Quit

Configuration Ctrl + Alt + F  Calculator
Gateway Tally: 2989

ODEBC Server 9000

1=

Shut ¢

Date

Period

Cmp Info

ctrl+ N F

Tally MAIN --> Gateway of Tally

» 5 ) r?_|

|@ Tally Solutions Pvt Ltd., 1988-2019

\E| 9o

‘ E rﬁ r@| EN

Tue, 6 Oct, 2020

0:39:50

i

- Omn



Go to select statements of accounts

Cmp
Gateway of Tally Shut Cmp

Current Perod Current Date
142020 to 31-3-2021 Wednesday, 1 Apr, 2020 Date

List of Selected Companies Period

Gateway of Tally ...
Name of Company Date of Last Entry Display Menu

Cost1 1-Apr-2020

Trial Balance Cmp Info
Day Book

Account Books
Statements of Accounts

Inventory Books
StatEments of Inventory
Cash/Funds Flow

Receipts and Payments

List of Accounts
EXception Reports

Quit

Product Version & Updates Ctrl+ At + T License & Services Ctrl + Alt + L Configuration Ctrl + Alt + F  Calculator ctel+ N F

7_ Series A Release 6.5.2 Educational Mode Gateway Tally:9999
_ﬁ (Latest) ODBC Server

POWER OF SIMPLICITY Features
Tally.ERP 9 Configure
Tally MAIN --> Gateway of Tally --> Display Menu Tue, 6 Oct, 2020 00:40:15

12:40 AM
06-10-2020

EN . L LI



Go to select the cost category
Display the report of cost category and cost
centre

RS . . - TEEEL L T

©: Upload S: TallyShop G: Language K: Keyboard K: Control Centre | H: H Cond
Cost Category Summary ctrl+ M E Period
Cost 1
Particulars For 1-Apr-2020
Transactions Closing
Debit [ Credit Balance

Bangalore 35,000.00
12,000.00
10,000.00
13,000.00

35,000.00

9.000.00
12,000.00
14,000.00

25,000.00 35,000.00 Dr
Admininstration 15,000.00 15,000.00 Dr
Finance 10,000.00 10,000.00 Dr
Marketing 10,000.00 10,000.00 Dr

Alter Column

Auto Column

R: Remove Line| U: Restore Line| U: Restore All | Space: Select | Space: Select All
Ctrl + N

: 12:41 AM
EN . my W
o~ 06-10-2020



Cost category & Cost Centre

Sum:2

Create the ledger from the following information and apportioned the expenses
using cost category and cost centre in Tally

Capital - 5,00,000

Cash deposited in IOB - 50,000

Purchase Goods from Siva - 25,000

Sold Goods to Latha - 20,000

Purchase Land & building - 80,000

Cost Category - Chennai, Madurai, Bangalore

Cost Centre - Marketing , Finance, Administration

Paid Salary to Chennai- 35,000, Madurai — 35,000, Bangalore — 35, 000
Paid rent to Chennai Rs. 8,000 - Factory -4,000 & Office - 4,000

Paid rent to Bangalore Rs. 10,000 - Factory -6,000 & Office - 4,000
Paid rent to Madurai Rs. 75,000 - Factory -40,000 & Office - 35,000
Paid EB Chennai Rs. 5,500 - Factory -3,000 & Office - 2,500
Paid EB Bangalore Rs. 7,500 - Factory -5,000 & Office - 2,500
Paid EB Madurai Rs. 4,000 - Factory -2,000 & Office — 2,000



Make the journal manually

Journal
Cr Ledger Under
creation | Groups

Cash a/c Dr 5,00,000

To Capital a/c 5,00,000 Capital Capital

|OB a/c Dr 50,000 |OB Bank

To Cash a/c 50,000

Purchase a/c Dr 25,000 Purchase Purchase
To Siva a/c 25,000 Siva S. Creditors
Latha a/c Dr 20,000 Latha S. Debtors
To Sales a/c 20,000 Sales Sales

Land & Building a/c Dr 80,000 L&B Fixed Assets

To Cash a/c 80,000



Voucher entry

All the transactions amount posted through
voucher

F4 — Contra
F5 — Payment
F6 — Receipt
F7 —Journal
F8 — Sales

F9 — Purchase



Configuration of tally for cost centre

Press F11 — Features —setYesto 2

options
1. Maintain cost centre - Yes

2. More than one cost category - Yes



Creation of cost category

Press AOR for single cost category

Create Cost Category -Bangalore
Chennai

Madurai

Tally.ERP 9
P: Print E: Export M: E-Mail O: Upload 5:TallyShop G: Language K:Keyboard K: Control Centre | H: Support Centre |H: Help
Cost Category Alteration Co 2 ctrl + M E]
Name -
(alias) -
Allocate Revenue ltems ? Yes
Allocate Mon-revenue items ? No
Q: Quit A:Mccept D: Delete
Ctrl + N
2 Tally Solutions Pwt Ltd., 1988-2020 Tue, 13 Oct, 2020

2:45 PM

-~ @ oo

13-10-2020



Create Cost centre

Press ACC for single cost centre

Create in each category with cost centre

Marketing
Finance
Administration
Factory

Office

Additionally create the ledger in Rent and EB
for make the payment



Display the report of Cost category and
cost centre

After finished the posting the amount through
the voucher

Bz B

Go to the gateway of tally |-~ =

Transactions
M| G

. Banga 5500 R

Adri ) 140000

O O I S p a y Fanty 110000 1000000

? 10000 1000000

laeng 1000 110000001

Ofie £50000 850000

Chennai f000 5000 0r
Go to statement of accounts |
Fact 1000 7000000
Fia 10000 1000000
Mk 120000 12000000
Of 650000 630000
| 1140000 QRGO e Gt
o to Cost centre >
Fa 2000 Q200000
Fn S00000 900000 0r
lr 10000 1000000 0[S
0f J1000 3700000 0r

Press Category of summary




Cost category Department

Cost centre Kolkata Purchase
Mumbai Sales
Chennai Administration

Paid telephone charges — Rs. 25,000

Paid travelling allowances — Rs. 30,000



Creation of cost category using
multilple

Tally.ERP 9 —
P:Print E:Export M: E-Mail O:Upload 5:TallyShop G:Language K: Keyboard K:Control Centre | H: Support Centre |H:Help
Multi Cost Category Display Abc Ltd ctrl + M B
S.No. Name of Category Allocations for
Revenue ltems Non-Revenue ltems
1. Branch Yes No
2. |Department Yes No
3. | Mobile No Yes No
4. | Name Yes No
5. | Primary Cost Category Yes Yes

R:Remove Line|U:Restore Line | U: Restore All

Q: Quit A: Accept D:Delete

Tally MAIN --> Gateway of Tally --> Accounts Info. --» Cost Categories --> Multi Cost Category Display



Creation of cost centre in each cost
category using multiple

P:Print E: Export M: E-Mail 0: Upload S:TallyShop G:Language K: Keyboard K:Control Centre | H: Support Centre | H:Help

Multi Cost Centre Creation Abc Ltd ctrl+ M E
Under Cost Centre o ¢ All ltems 8 Centres

$.No. Category Name of Cost Centre Under
1. | Branch Kolkatta + Primary
2. |Branch Mumbai + Primary
3. |Branch Chennai + Primary
4. |Name Mr. Ramesh + Primary
5. [Name Ms. Gomathi + Primary
6. [Name Mr. Kannan + Primary
7. | Department Purchase + Primary
8. | Department Sales + Primary
9. | Department Administration + Primary
10. | Mobile No 9564826766 + Primary

11. | Mobile No 6487516368 + Primal
12. | Mobile No 8654785135 D

Q: Quit A:Accept D: Delete R:Remave Line|U: Restaore Line |U: Restore All

Tally MAIN --> Gateway of Tally --» AccountsInfo. --> Cost Centres --> Multi Cost Centre Creation

y 9:34 AM
EN . @ |» "]

14-10-2020



Make the payment through the
payment voucher

TallyERPS

P:Print E: Export I E-Mail 0:Upload S:TallyShop G:Language K: Keyboard K:Control Centre
Accounting Voucher Creation Abc Ltd ctrl+ M F

MNo. 1 31-Mar-2019

H: Support Centre |H:Help

Payment

Account - Cash
GCur Bal-
Particulars

Telephone Charges
Cur Bal:

oo
—

Sa

Narration:

A:Accept D: Delete X:Cancel

--> Gateway of Tally --» Accounting Youcher Creation

9:45 AM
14-10-2020

EN T ° |l- li'



Make the payment on the cost
category and cost centre wise

[E] Tally.ERPE =
P:Print E: Export M: E-Mail 0: Upload S:TallyShop G:Language K: Keyboard K:Control Centre | H: Support Centre | H:Help

Cost Centre Allocations Abc Ltd ctrl+ M F

Cost Allocations for . Telephone Charges
Upto: F 2,500.00 Dr

Cost Category
Name of Cost Centre Amount

Q: Quit
Ctrl + N
Tally MAIM --> Gateway of Tally --» Accounting Voucher Creation --> Cost Centre Allocations @ Tally Solutions Pvt Ltd,, 1988-2020 Wed, 14 Oct, 2020 09:46:02

EN "1 © ~




The telephone charges paid through
the payment voucher on the basis of
cost category and cost centre wise

TallyERPS =
P: Print E: Export M: E-Mail 0: Upload 5:TallyShop G:Language K:Keyboard K:Control Centre | H: Support Centre |H:Help
Cost Centre Allocations Abc Litd ctrl+ M H

Cost Allocations for : Telephone Charges
Upto: ¥ 2,500.00 Dr

Cost Category
Name of Cost Centre Amount

Name
Mr. Ramesh 2,500.00

Branch
Kolkatta 2,500.00

Department

Purchase 2,500.00

Mobile No
6487516368 2,500.00

O Quit
Ctrl + N

Tally MAIN --> Gateway of Tally --> Accounting Voucher Creation --» Cost Centre Allocations @ Tally Solutions Pvt Ltd., 1988-2020 Wed, 14 Oct, 2020 |09:47:28

=
. 9:47 AM

EN o € o %

= 14-10-2020




Telephone charges paid using cost
category and cost centre

TalyERP9

P:Print E: Export Az E-Mail O: Upload S:TallyShop G:Language K: Keyboard K:Control Centre | H:Support Centre |H:Help
Accounting Voucher Creation Abc Ltd Ctel+ M El I
Payment No. 1 31-Mar-2019

Sunday

Account - Cash
Cur Bal: 2,500.00 Cr
Particulars Amount

Telephone Charges 2,500.00 -
Cur Bal: 2,500.00 Dr ipt
Name ’7
Mr. Ramesh 2,500.00 Dr —
Branch Sa
Kolkatta 2,500.00 Dr ’7
Department
Purchase 2,500.00 Dr
Mobile No
6487516368

Narration:

2,500.00

Featu

Co -
T Configure

Wed, 14 Oct, 2020 09:47:47

Q: Quit A: Accept D:Delete X:Cancel

Tally MAIN --» Gateway of Tally --> Accounting Voucher Creation 2 Tally Selutions Pvt Ltd., 1988-2020

9:47 AM
14-10-2020

EN . 0 |I- lil



Travelling allowances paid using cost
category and cost centre

Tall.ERP9
P:Print E: Export 0:Upload S:TallyShop G:Language K: Keyboard K:Control Centre | H: Support Centre | H:Help
Accounting Voucher Creation Abc Ltd ctrl+ M F

MNo. 1 31-Mar-2019

Payment

Account : Cash
Cur Bal: 5,500.00 Cr
Particulars
t v 1 more
Cur Bal: 2,500.00 Dr
Name

Mr. Ramesh 2,500.00 Dr Journal
Branch ,7

Kolkatta 2,500.00 Dr Sa
Department
Purchase 2,500.00 Dr
Mobile No
6487516368 2,500.00 Dr
Travelling Allowance 3,000.00
Cur Bal: 3,000.00 Dr
Name
Mr. Ramesh 3,000.00 Dr
Branch
Kolkatta 3,000.00 Dr
Department
Purchase 3,000.00 Dr
Mobile No
6487516368

Narration:

Featu

X:Cancel
T Configure

© Tally Solutions Pvt Ltd., 1988-2020 Wed, 14 Oct, 2020 |09:48:12

A:Accept D: Delete

--> Gateway of Tally --» Accounting Youcher Creation

9:49 AM
14-10-2020

EN T ° |l- li'



Tally.ERP 9

P:Print

Abc Ltd

Account - Cash
Gur Bal- 5,500.00 Cr
Particulars
t ... 1 more
Cur Bal: 2,500.00 Dr
Branch
Chennai 2,500.00 Dr
Name
Mr. Ramesh 2,500.00 Dr
Department
Purchase 2,500.00 Dr
Mobile No
6487516368 2,500.00 Dr
Travelling Allowance
Cur Bal: 3,000.00 Dr

Branch
Kolkatta 3,000.00 Dr
Name
Mr. Ramesh 3,000.00 Dr
Department
Purchase 3,000.00 Dr
Mobile No
6487516368 3,000.00 Dr
|
Marration: )
G Quit A:Accept D: Delete X:Cancel

ITaII],r MAIM --> Gateway of Tally --»> Accounting Voucher Creation 2 Tally Solutions Pwvt Ltd,,



If you want to seen the result
Go to display

Tall.ERP9

M: E-Mail 0: Upload S:TallyShop G:Language K: Keyboard K:Control Centre | H: Support Centre | H:Help Select Cmp

Gateway of Tally Shut Cmp

Current Period Current Date
1-4-2018 to 31-3-2019 Sunday, 31 Mar, 2019

List of Selected Companies

Gateway of Tally

Company
Abc Ltd 31-Mar-2019 Masters -
C
Accounts Info. E

Abc Ltd 31-Mar-2019 Inventory Info.
Jhijk No Vouchers Entered

Name of Company Date of Last Entry

Transactions
Accounting Vouchers
InvenTory Vouchers
Utilities

ImpOrt Data

BaNking

Reports

Balance Sheet
Profit & Loss Afc
Stock Summary
Ratio Analysis

Display

Quit

Featu

X: Cancel
- T Configure

© Tally Solutions Pvt Ltd., 1988-2020 Wed, 14 Oct, 2020 |09:55:31

9:55 AM
14-10-2020

EN T ° |l- li'




Sum : 4

Particulars Dr Cr
Capital 5,00,000
Cash 2,00,000

Furniture 50,000

Bank loan 2,00,000
Indian bank 1,50,000

Bank OD 1,50,000
Machinary 1,50,000

Motor car 75,000

Computer 1,25,000

Investment 2,00,000

Salary due 50,000

Sundry creditors

M/s Reliance Itd was Rs. 1,50,000 bill no. : 29

Sundry debtors

M/s Malhotra Itd was Rs. 60,000 bill no. : 30
M/s Unilever Itd was Rs. 40,000 bill no. : 31




Mr. Prakash Mr. Kavin
Basic pay Basic pay (k)
DA DA (k)

TA HRA (k)

Medical Allowance
Food allowance

Conveyance allowance
Medical allowance

Income and expenditure

Telephone charges
Postages

Interest received
Commission received
Wages

Fright charges




Transactions during the period
Telephone charges paid Rs. 1000
Postages paid Rs.1250.
Commission Received Rs. 1,000
Interest received Rs. 8000
Paid wages and freight charges Rs.700,& Rs.350
Goods purchased from Mr. Dolphin Itd was Rs. 1,20,000
Salary paid to Mr. Kavin as following basic pay Rs. 6000, DA
Rs. 2000, HRA Rs. 500, Conveyance allowance Rs. 700,
medical allowances Rs. 500.
Salary paid to Mr.Prakash as following basic pay Rs. 5,000,
DA Rs. 2,500, TA Rs. 1000, medical allowances Rs. 500, Food
allowance Rs.300
Goods sold to Ms. Ramani was Rs.1,50,000
Amount paid to M/S. Reliance Itd was Rs. 50,000 partly
settlement .
Depreciation of machinery @10%



Procedures

* Step-1: Create a new Company
Go to gateway of tally - Press Alt + F3
Go to creation of company
Open the new window
Put the name of the company press enter

e Step — 2: Configuration the particular
company features

Go to gateway of tally - Press F11

Select your accounting feature

Open the window, go to change the two options
Maintain cost centre — yes

Maintain more than one cost centre - yes



Procedures
e Step - 3: Create cost category using single or multiple.
Create following cost category
Mr. Prakash
Mr. Kavin
Income and Expenditure
* Step —4 : Create cost centre using single or multiple.
Crate following cost centre in each cost category

Mr. Prakash — Basic pay, DA, TA, Medical allowance,
Food allowance.

Mr. Kavin — Basic pay (K), DA (K), HRA, Conveyance
allowance, Medical allowance (K).
Income & Expenditure - Telephone charges, Postages,
Interest , received, Commissions
received, Wages, Fright charges.



(5| T_ally.ERPQ v

Cost category

P:Print E: Export M: E-Mail 0:Upload S:TallyShop  |G:language  |K:HKeyboard K:Cantrol Centre | H: Support Centre |H:Help
Multi Cost Category Display Ramu &Co Ctrl+ M B
§No.|  Name of Category Allocations for
Revenue ltems | Non-Revenue ltems
1. Income & Expenditure Yes
2. | Mr. Kavin Yes
3. | Mr.Prakash Yes
4, | Primary Cost Category Yes
TallyE

Multi Cost Centre Display Ramu &Co
Under Cost Centre . ¢+ All ltems
§.No. Category Name of Cost Centre Under
1. Mr.Prakash Basic Pa + Primal
2. | Mr. Kavin Basic Pay (K) + Primary
3. |Income & Expenditure Commission Received + Primary
4. |Mr. Kavin Convayance + Primary
5. | Mr. Kavin DA K + Primary
6. | Mr.Prakash DA P + Primary
7. | Mr.Prakash Food Allowance + Primary
8. |Income & Expenditure Fright Charges + Primary
9. | Mr. Kavin HRA + Primary
10. | Income & Expenditure Interest Received + Primary
11. | Mr.Prakash Medical Allowance + Primary
12. | Mr. Kavin Medical Allowance (K) + Primary
13. | Income & Expenditure Postages + Primary
14. | Mr.Prakash TA + Primary
15. | Income & Expenditure Telephone Charges + Primary
16. | Income & Expenditure Wages + Primary




Procedures

e Step—5: Create Ledger — Go to ALR (Single) or ALC
(Multiple).

Create ledger the following items

Income — Indirect income

Expenses — indirect expenses

Goods purchased from Mr. Dolphin ltd was Rs. 1,20,000
Purchases — purchase

Mr. Dolphin — Sundry creditors

Goods sold to Ms. Ramani was Rs.1,50,000
Sales — Sales

Ms. Ramani — Sundry debtors

Depreciation of machinery @10%
Depreciation — Indirect expenses



Create ledger with under groups

Items of ledger
Capital

Cash

Furniture

Bank loan
Indian bank
Bank OD
Machinery
Motor car
Computer
Investment
Salary due

M/s Reliance Itd
M/s Malhotra Itd
M/s Unilever Itd

Under groups
Capital

Cash in Hand
Fixed Assets
Loans Liability
Bank

Bank OD

Fixed Assets
Fixed Assets

Fixed Assets
Investment

Current Liability
Sundry creditors
Sundry debtors
Sundry debtors

Amount
5,00,000
2,00,000
50,000
2,00,000
1,50,000
1,50,000
1,50,000
75,000
1,25,000
2,00,000
50,000
1,50,000
60,000
40,000



Created ledger using multiple

TallyERP9

M: E-Mail S:TallyShop G:Language K: Control Centre |H: Support Centre |H:Help

Multi Ledger Display Ramu &Co ctrl+ M B

K: Keyboard

Under Group o+ All Items For 1-Apr-2018
§.Na. Name of Ledger Under Opening Balance DrCr
1. Bank Loan Loans (Liabili 2,00,000.00 Cr
2. |Bank Od Bank OD Alc 1,50,000.00 Cr
3. | Capital Capital Account 5,00,000.00 Cr
4. [Cash Cash-in-Hand 2,00,000.00 Dr
5. | Computer Fixed Assets 1,25,000.00 Dr
6. | Depreciation Indirect Expenses
7. | Dolphin Sundry Creditors
8. |Expenses Indirect Expenses
9. | Furniture Fixed Asseis 50,000.00 Dr
10. | Income Indirect Incomes
11. | Indian Bank Bank Accounts 1,50,000.00 Dr
12. | Investment Investments 2,00,000.00 Dr
13. | Machinery Fixed Assets 1,50,000.00 Dr
14. | Malhotra Sundry Debtors 60,000.00 Dr
15. | Motor Car Fixed Assets 75,000.00 Dr
16. | Profit & Loss Alc + Primary
17. | Purchase Purchase Accounts
18. | Ramani Sundry Debtors
19. | Reliance Sundry Creditors 1,50,000.00 Cr
20. | Salary Indirect Expenses
21. | Salary Due Current Liabilities 50,000.00 Cr
22. | Sales Sales Accounts
23. |Unliver Ltd Sundry Debtors 40,000.00 Dr

Q: Quit A: Accept D:Delete R:Remove Line|U: Restore Line | U: Restare All

A Ctrl + N
|| Tally MAIN --> Gateway of Tally --> AccountsInfo. --> Ledgers --> Multi Ledger Display © Tally Solutions Pvt Ltd., 1988-2020 Thu, 22 Oct, 2020

r O'" ©

23:17:04

11:17 PM

EN 5 m, U
L= 22-10-2




Step: 6 - Voucher entries

e After created ledger — Go to make the payment
and income & expenditure value through the
voucher with cost category and cost centre one
by one.

1. Payment voucher — F5 paid salary

E: Export S:TallyShop G:Language K:Control Centre | H: Support Centre

Accounting Voucher Alteration

Company

Particulars Debit

Contra

Dr salary 9,700.00
Cur Bal: 19,000.00 Dr
Mr. Kavin
Basic Pay (K)
DA K

HRA
Convayance
Medical Allowance (K)
Dr Salary 9,300.00
Cur Bal: 19,000.00 Dr Purchase
Mr.Prakash
Basic Pay
DA P
TA
Medical Allowance
Food Allowance
Cr Cash
Cur Bal: 1,86,700.00 Dr

Marration: 19.000.00

=




Voucher entries

2. Income — Receipt Voucher — F6
ey R T T T ==

S:TallyShop G:Language K: Keyboard K:Control Centre | H: Support Centre |H:Help

Accounting Voucher Alteration Ramu &Co
Receipt No. 1
Particulars Debit Credit

Cr Income 9,000.00 Contra
Cur Bal: 9,000.00 Cr Fo:Payment |

Income & Expenditure

Interest Received 8,000.00 Cr
Commission Received 1,000.00 Cr
Dr Cash 9,000.00

Cur Bal: 1,86,700.00 Dr

Narration: 9,000.00

Features

X:Cancel
Cirl+ N Configure

D Tally Selutions Pvt Ltd,, 1988-2020 Thu, 22 Oct, 2020 |23:06:08

O Quit A: Accept D:Delete

Tally MAIN --> Gateway of Tally --> Accounting Voucher Alteration

e 11:06 PM

= »] 5 ) 9 ' = N O 0



TallyERP 9

Accounting Voucher Alteration

Payment No. 1

Voucher entries

3. Expenses — Payment voucher - F5

S: TallyShop

G:Language
Ramu &Co

K: Control Centre

H:Support Centre | H:Help
ctrl+ M E

1-Apr-2018
Sunday

Imventory Vouchers
Date

Company

Particulars

Debit Credit

DOr Expenses

Cur Bal: 3,300.00 Dr
Income & Expenditure

Telephone Charges
Postages
Wages
Fright Charges

Cr Cash
Cur Bal: 1,86,700.00 Dr

Narration:

3,500.00 Contra

Journal

Sales

Purch

3,300.00

A:Accept D:Delete X:Cancel

--» Gateway of Tally --> Accounting Voucher Alteration




Voucher entries

4. Journal voucher entries — F7 for depreciation

Tally.ERP 9

5:TallyShop G:Language : ontrol Centre : Support Centre |H:Help

Accounting Voucher Alteration Ramu &Co

Ctrl+ M

1-Apr-2018
Sunday

Journal No. 1

Particulars Debit Credit

Dr Depreciation 15,000.00
Gur Bal: 15,000.00 Dr

Cr Machinery 15,000.00
Cur Bal: 1,35,000.00 Dr

Marration:

15,000.00 15,000.00

Featu
Q: Quit A:Accept D: Delete X:Cancel S

e Configure
© Tally Selutions Pvt Ltd,, 1988-2020 Thu, 22 Oct, 2020 23:10:21 S

Tally MAIN --> Gateway of Tally --> Accounting Voucher Alteration

11:10 PM
EN . [T
o ¥ 22-10-2020



Voucher entries

6. Sales voucher — F8

Tally.ERP &

Contra
Payment

Receipt

5:TallyShop G:Language K:Control Centre |H: Support Centre

Accounting Voucher Alteration Ramu &Co

Sales MNo. 1 1-Apr-2018
Reference no.: Sunday
Party A/c name : Ramani
Current balance - 1,50,000.00 Dr
Name of ltem Quantity Rate per
Sales
Marration: 1,50,000.00
Q: Quit A:Accept D: Delete X:Cancel

~

Tally MAIM --» Gateway of Tally --> Accounting Voucher Alteration

9

© Tally Solutions Pvt Ltd., 1988-2020

_— T

EN

r
Cn N
T Configure

Thu, 22 Oct, 2020 23:12:36

o

11:12 PM
22-10-2020




Voucher entries

7. Purchase voucher — F9

TallyERPY

S: TallyShop

Accounting Voucher Alteration Ramu &Co

Purchase MNo. 1 1-Apr-2018
Supplier invoice no.: Date : Sunday

G: Language K: Keyboard K:Control Centre | H: Support Centre | H:Help

Party Afc name : Dolphin
Current balance ©  1,20,000.00 Cr

Name of ltem Quantity Rate per ST

Journal
Purchase Sales

Marration: 1,20,000.00

. Features
g: Quit A:Accept D:Delete X:Cancel |
§ Ctrl + N onfigure

2 Tally Solutions Pvt Ltd., 1988-2020 Thu, 22 Oct, 2020 |23:15:50

Tally MAIM --> Gateway of Tally --» Accounting Voucher Alteration

“® rﬁ [ R - um  1LI5P
> 9 . O ™D 0200




Step : 7 Get the result

* Go to gateway of tally - Select P&L A/C

[Z] TanyerP 9

Profit & Loss Afc

5:TallyShop

G:Language

Ramu &Co

H: Support Centre

Particulars

Ramu &Co
For 1-Apr-2018

Particulars

Ramu &Co

For 1-Apr-2018 Compary

Purchase Accounts

1,20,000.00

Sales Accounts

Valuation

2dule VI

1,50,000.00

Purchase 1,20,000.00 Sales 1,50,000.00
Gross Profit c/o 30,000.00
1,50,000.00 1,50,000.00
Expenses (Indirect) (Indirect Expenses) 37,300.00| Gross Profit b/f 30,000.00
Depreciation 15,000.00 Income (Indirect) (Indirect Incomes) 9,000.00
Expenses 3,300.00 Income 9,000.00
Salary 19,000.00
Nett Profit 1.700.00
Mew Column
Alter Column
Total 39,000.00| Total
Q: Quit R:Remove Line|U: Restore Line |U: Restore All | Space: Select
-~ Ctrl + N

|| Tally MAIM --> Gateway of Tally --> Profit & Loss Afc

© Tally Solutions Pvt Ltd., 1988-2020

Thu, 22 Oct, 2020 23:38:04

M= o

1 "B

EN . gy e ¥




Step : 7 Get the result
* Go to gateway of tally — Select B/S

[E] TallyERPS

S:TallyShop G:Language K:Contral Centre  |H: Support Centre |H:Help
Balance Sheet Ramu &Co

Ramu &Co Ramu &Co ’T
Liabilities as at 1-Apr-2018 Assets as at 1-Apr-2018 SN
Valuation

Schedule VI

Capital Account SHELNTRN) Fixed Assets 3,85,000.00

Capital 5,.00,000.00 Computer 1,25,000.00

Loans {Liability) 3,50,000.00| Fumiture 50,000.00
Bank QCC Alc (Bank OD Afc) 1,50,000.00 Machinery 1,35,000.00
Bank Loan 2,00,000.00 Motor Car __ 7500000

Current Liabilities 3,20,000.00 Investments

Sundry Creditors 2,70,000.00 Investment __2,00,000.00
Salary Due 50.000.00 Current Assets X ’7

Profit & Loss Alc 1,700.00 Closing Stock
Opening Balance Sundry Debtors 2.50,000.00

Gurrent Period 1.700.00 Cash-in-Hand 1,86, 700.00
Bank Accounts 1,50,000.00

~

New Column

Alter Column

Configure
Total 11,71,700.00 11,71,700.00 ’7
Range
Q: Quit R:Remove Line| U: Restore Line |U: Restore All | Space: Select =
= = = = Valua
Ctrl + N Value
| Tally MAIN --> Gateway of Tally --> Balance Sheet 2 Tally Selutions Pvt Ltd,, 1988-2020 Thu, 22 Oct, 2020 23:40:18

11:40 P
22-10-2020

EN o @ mr ¥




Report of Cost centre & Category

Go to gateway of tally - Select Display
Go to select statement of Accounts
Go to select Cost Centres

Go to select Category Summary

([E] Tany.erP

5:TallyShop G:Language K:Keyboard K:Control Centre | H: Support Centre |H:Help
Cost Category Summary Ramu &Co

Ramu &Co
Particulars For 1-Apr-2018

Transactions [ Closing
Debit [ Credit Balance

Income & Expendi 3,.300.00 9,000.00
Commission Received 1,000.00
Fright Charges 350.00
Interest Received 8.000.00
Postages 1,250.00
Telephone Charges 1.000.00
Wages 700.00

Mr. Kavin 9 700.00
Basic Pay (K] 6.000.00
Convayance 700.00

2,000.00
500.00
500.00

9,300.00
5.000.00
2.500.00
Food Allowance 300.00
Medical Allowance 500.00
TA 1,000.00

Configure
Range

@ Tally Solutions Pvt Ltd., 1988-2020 Thu, 22 Oct, 2020 23:34:58

R:Remove Line| U: Restore Line |U: Restore All | Space: Select | Space:Select All
~ Ctrl + N

oMM




