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Unit |
Interface and Company Management:

Introduction to Tally ERP9 - Creating a Company - Altering and Deleting
Company — Data Security: Security Control Setup - User Security Control, Multi
Language, Export, Import, Backup and Restore: Export and Import Formats - Data
Backup and Restore - Masters - Ledgers: Understanding Ledgers - Creating Ledgers
- Creating Multiple Ledgers - Altering and Deleting Ledgers — Groups: Creating
Groups - Altering and Deleting Groups - Bill wise Debtors and Creditors Ledgers:

Configuring Bill wise Details

Unit Il
Default Vouchers:

Payment Voucher - Receipt Voucher - Contra Voucher - Journal Voucher,
Day Book: Day Book Reports - Altering and Deleting Transactions, Cheque Printing:
CTS Cheque Printing System, Masters : Inventory: Understanding Inventory -
Integrating Accounts and Inventory - Stock Group - Go down and Locations - Stock
Category - Units of Measure - Stock Items - Manual Stock Valuation without

Inventory.

Unit 1l
Purchase Order Processing:
Purchase Order Process - Purchase Order Voucher - Receipt Note

(Inventory) - Rejection-Out Voucher, Sales Order Processing: Sales Order Process -

Sales Order Voucher - Delivery Note (Inventory) - Rejection-IN Voucher , Debit and

Credit Notes, Bank Reconciliation, Manufacturing Vouchers: Bills of Materials - Job
Costing, Tax Deducted at Source (TDS): Understanding TDS - Creating TDS
Masters - TDS Payment - Tax Reports and Tax Forms, Payroll Accounting:
Understanding Payroll - Pay Heads and Categories - Employee Details and Salary
Details - Attendance Entries - Salary Payment — Pay sheet and Pay Slips
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Unit IV
Goods and Services Tax (GST):

Activating Tally in GST - Setting Up GST (Company Level, Ledger Level or
Inventory Level) - GST Taxes & Invoices - SGST, CGST & IGST - Creating GST
Masters in Tally, Purchase Voucher with GST: Updating GST Number for Suppliers -
Intra-State Purchase Entry in GST (SGST + CGST) - Inter-State Purchase Entry in
GST (IGST) - GST Purchase Entry for Unregistered Dealer in Tally - Reverse
Charge Mechanism Entry for GST in Tally, Sales Voucher with GST: Updating GST
Number for Suppliers - Intra-State Sales Entry in GST (SGST + CGST) - Inter-State
Sales Entry in GST (IGST) - Printing GST Sales Invoice from Tally ERP9 Software,
GST Reports and Returns: GSTR 1 in Tally - GSTR 1 Return Filing.

Unit V
Interest Calculations (Auto Mode):

Activating Interest Calculations, Point of Sales, Budgets and Controls: Budget
Masters and Configurations - Budget Reporting and Analysis, Cost Centers and Cost
Categories: Cost Centers - Profit Centers, Purchase and Sales Reporting: Analyzing
Purchase and Sales Register - Analyzing Debit and Credit Note - Overdue Payables

and Receivables - Outstanding Reports and Printing, Stock Analysis and Reports:

Stock Registers - Stock Valuation - Stock Transfer Report - Negative Stock Report -
Record Physical Stock and Shortage - Stock Entry without Perpetual Inventory,
Financial Reports: Trial Balance - Profit and Loss Account - Balance Sheet - Working
Capital - Cash Flow and Fund Flow Statements, Printing Reports: Sales Invoice -
Printing Payment and Receipt Vouchers - Printing Various Other Reports -
Miscellaneous: Inserting Vouchers - Duplicating Entries - Split Company Data -

Merge Tally Companies, Shortcut Keys
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Unit |
COMPUTER ACCOUNTING WITH TALLY

Unit | Interface and Company Management:

Introduction to Tally ERP9 - Creating a Company - Altering and Deleting Company —
Data Security: Security Control Setup - User Security Control, Multi Language,
Export, Import, Backup and Restore: Export and Import Formats - Data Backup and
Restore - Masters - Ledgers: Understanding Ledgers - Creating Ledgers - Creating
Multiple Ledgers - Altering and Deleting Ledgers — Groups: Creating Groups -
Altering and Deleting Groups - Bill wise Debtors and Creditors Ledgers: Configuring

Bill wise Details

Introduction

ERP 9 is one of the most popular accounting software used in India. It is
complete enterprise software for small & medium enterprises. Tally ERP 9 is a
perfect business management solution and GST software with an ideal combination

of function, control, and in-built customisability.

Tally is popular accounting software developed by Tally Solutions Pvt. Ltd. It
is widely used by businesses for managing their financial transactions, invoicing,
inventory management, and other related activities. Tally provides an intuitive and
user-friendly interface that simplifies complex accounting processes for users.

To put in simple words, Tally is an ERP accounting software with its latest
version being Tally.ERP 9. This software has the combined power of the financial
accounting system and inventory management system. Being popular accounting
software, Tally.ERP 9 makes it easier for businesses to manage their day-to-day
transactions, sales, debts, etc while eliminating the risk of manual errors. The best
part, Tally.ERP 9 can be integrated with a host of other business applications such
as payroll, sales & finance, inventory, purchasing, etc.

Tally is an ERP accounting software package used for recording day to day

business data of a company. The latest version of Tally is Tally ERP 9. Tally ERP 9
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Software is one acclaimed financial accounting system and inventory management
system with power computer. Tally.ERP 9 is one best accounting software that can
integrated with other business applications such as Sales, finance, Purchasing,
Payroll, Inventory, etc. Tally software stores all the business transactions of each
account in detail. Tally ERP 9 follows double entry accounting system and hence
eliminates and rectifies possible errors.

Features of Tally

1. Tally ERP 9 supports multi languages, so it is called as multi-lingual tally software.
Accounts can be maintained in one language and reports can be viewed in another
language.

2. You can create and maintain accounts up to 99,999 companies.

3. Using payroll feature, you can automate employee records management.

4. Tally has feature of synchronization, the transactions maintained in multiple
locations offices can be automatically updated.

5. Generate consolidated financial statements as per requirements of company.

6. Managing single and multiple groups are very important features of tally.
Versions of Tally

1. The first version of Tally was Tally 4.5 and it was released in 1990’s. It is a MS-
Dos based software.

2. The second version of Tally was Tally 5.4 and it was released in 1996. It was a
graphic interface version.

3. The next version of Tally was Tally 6.3 and this Tally version was released in
2001. It is a window based version and supports in printing and implemented with
VAT (Value Added Tax).

4. The next version of Tally was Tally 7.2 and it was released in 2005. This version
was added with new features of Statutory complimentary version and VAT rules as
per state wise.

5. The next version of Tally was Tally 8.1 and it was developed with a new data
structure. This version was added with new features of POS (Point Of Sale) and
Payroll.

6. Due to bugs and errors, a new version of Tally 9 was released in 2006. It has
maximum features like Payroll, TDS, FBT, E-TDS filling, etc.
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7. Tally.ERP 9 is the latest version of Tally and released in 2009. This latest Tally
ERP 9 package offering maximum features for small business industries to large
business industries. It also updated with new features of GST (Goods & Services
Tax).

Advantages of Tally ERP 9

1. Tally ERP 9 software is a low cost of ownership and it can be easily implement
and customize.

2. Supports multi operating systems such as Windows & Linux and can be installed
on multiple systems.

3. Tally software utilizes very low space for installation and the installation of tally is
an easy method.

4. 1t is built in backup and restore, so the user can easily backup all companies data
in a single directory, in a local system disk.

5. Supports all types of protocols such as HTTP, HTTPS, FTP, SMTP, ODBC, etc.
6. Supports multi languages including 9 Indian languages.

The data can be entered in one language and you can generate invoices, Po’s,

delivery notes, etc in other language.

The interface of Tally is designed to be interactive and easy to navigate. It
consists of different modules and screens that allow users to access various

functionalities. Some of the key modules in Tally include:

Gateway of Tally: This is the main screen that appears when you launch Tally. It

provides access to different modules and features of the software.

Accounting Vouchers: Tally allows users to create and manage various types of

accounting vouchers such as payment vouchers, receipt vouchers, journal vouchers,
sales invoices, and purchase invoices. The interface for creating vouchers is
straightforward, with fields for entering relevant information such as ledger accounts,

amounts, and narration.
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Inventory Management: Tally enables businesses to manage their inventory
efficiently. The software allows for the creation of stock items, tracking stock
movements, and generating reports related to inventory. The interface for managing

inventory includes options for item creation, stock adjustments, and stock transfer.

Financial Statements: Tally provides comprehensive financial reporting capabilities.
Users can generate various financial statements like balance sheets, profit and loss
statements, cash flow statements, and trial balances. The interface for generating
financial statements includes customization options to select the desired period and

format.

In addition to the interface, Tally also offers company management features that
allow users to create and manage multiple companies within the software. Users can
create new company profiles, set up financial year details, define chart of accounts,
and configure other company-specific settings. The company management features
in Tally make it convenient for businesses to handle multiple entities or divisions

within a single software environment.

Overall, Tally's interface and company management features contribute to its
popularity among businesses of all sizes for effective accounting and financial

management.

Tally ERP

Tally ERP9 is an advanced version of the Tally accounting software developed by
Tally Solutions Pvt. Ltd. It is comprehensive business management software that
integrates various functionalities such as accounting, inventory management,
invoicing, financial reporting, taxation, and more. Tally ERP9 is widely used by
businesses to streamline their operations, ensure accurate financial management,

and comply with regulatory requirements.

The software offers several features and capabilities that make it a powerful tool for

managing business processes.
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Here are some key aspects of Tally ERPO:

Accounting: Tally ERP9 provides robust accounting capabilities, allowing users to
maintain accurate financial records. It supports various accounting principles and
practices and offers features such as ledgers, vouchers, cash and bank
management, cost centres, and budgeting.

Inventory Management: Businesses can efficiently manage their inventory with
Tally ERP9. It enables users to create and track stock items, set reorder levels,
manage stock transfers, and generate inventory reports. The software also supports
batch tracking, multi-location stock management, and bill of materials.

Invoicing and Billing: Tally ERP9 simplifies the invoicing and billing process. Users
can create professional-looking sales invoices, purchase orders, delivery notes, and
other transactional documents. It supports multiple currencies, tax calculations,
discounts, and payment tracking.

Financial Reporting: Tally ERP9 offers comprehensive financial reporting
capabilities. Users can generate a wide range of financial statements such as

balance sheets, profit and loss statements, cash flow statements, and trial balances.

The software provides customization options for reports, allowing users to analyze

financial data in a format that suits their needs.
Taxation and Compliance: Tally ERP9 helps businesses comply with tax
regulations. It supports various tax calculations, including GST (Goods and Services
Tax) in countries where it is applicable. The software enables users to generate tax
reports, file tax returns, and maintain compliance with tax laws.
Multi-company and Multi-currency Support: Tally ERP9 allows businesses to
manage multiple companies within a single software instance. Users can create
separate company profiles, maintain independent financial records, and generate
consolidated reports. The software also supports transactions in multiple currencies,
making it suitable for businesses operating internationally.

Overall, Tally ERP9 is versatile business management software that offers a
wide range of features for accounting, inventory management, invoicing, financial
reporting, and taxation. Its user-friendly interface and robust functionality make it a

popular choice for businesses of all sizes and industries.
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How to Use Tally.ERP 9 Software?

To set up Tally, all you need to do is — download, install, activate and start
transacting on it — it is as simple as that. For customizing the Tally software or
integrating it with other existing business applications, you would require the help of
an experienced
Tally.ERP 9 has outgrown from the concept of just accounting software to managing
statutory compliance by updating statutory files available at Tally solution website.
Today one can operate Tally remotely using Tally.net features, process payroll and
many more features are updating regularly by Tally solutions. The most recent
improvement is GST) with compatibility from version Tally.ERP 9
For now, here is a step-by-step guide on how to work on Tally.ERP 9.

Step 1 - from the official Tally website. There is a
30-day trial version that you can opt for to better understand how the Tally software
works before purchasing a premium package. Another option for how to use Tally is

using it in the Educational mode. This, however, comes with restricted features.

Step 2 — After installation, you'd come across different navigation tools that will help

you to access different functionalities. Here, it is important to note that in Tally,
everything has a keyboard shortcut. The key is usually displayed next to the option,
and learning about these short-cuts will help you to boost efficiency and productivity.
Step 3 — Irrespective of whether it is a trial version or a paid version with a license, to
use Tally, you need to ‘create a company.’ In the menu section, select ‘Create a
company.’ This will take you to a screen wherein you need to fill in the details about

your company.
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Choose ‘Accounts info’ if you are just using Tally to manage your accounts.

Choose ‘Accounts with inventory’ for the menu if you are using Tally for

inventory management as well.

Choose your preferred currency.
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v Enter the start of your financial year, plus the start date for the books.
v Also, don'’t forget to turn on the ‘Auto backup.’” This will ensure you have a

copy of the details for future needs.

Creating a Company
To create a company in Tally ERP9, you need to follow these steps:

Launch Tally ERP9: Open the Tally ERP9 software on your computer by double-
clicking the Tally ERP9 icon.

Open Company Creation Screen: Once Tally ERP9 is launched, you will see the
Gateway of Tally screen. From the Gateway of Tally, press "Alt + F3" or click on

"Company Info" in the top menu and select "Create Company".

Enter Company Details: In the Company Creation screen, you will be prompted to
enter various details about the company. Some of the key information you need to

provide includes:

Company Name: Enter the name of your company.
Mailing Name: Specify the name that will appear on documents like invoices and

reports.

Address: Enter the address details of your company.

Financial Year: Set the financial year for your company.

Starting Date of Books: Specify the starting date for maintaining books of accounts.
Base Currency: Select the base currency for your company.

Maintain: Choose the type of accounts you want to maintain, such as only accounts
or accounts with inventory.

Configure Additional Settings: After entering the basic company details, you may
need to configure additional settings based on your requirements. This may include
setting up security controls, enabling features, defining cost centres, activating taxes,

etc. Configure these settings as per your business needs.
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Save and Create Company: Once you have entered all the required details and
configured the necessary settings, click on the "Accept" button or press "Ctrl + A" to
save the company details and create the company in Tally ERP9.

Once the company is created, you can start using Tally ERP9 to perform
various accounting and business management tasks for the newly created company.
You can create ledgers, enter transactions, manage inventory, generate reports, and
perform other operations based on your business requirements.

Note: It's important to note that the steps may vary slightly depending on the version
and configuration of Tally ERP9 you are using. The instructions provided here are
based on the general process followed in Tally ERP9.

How to create a company in Tally.ERP 9?

To create a company in Tally.ERP 9

Steps Actions Instructions to be followed

Step 1 To open Tally Software Double click on tally icon from
your desktop.

Step 2 To go to Create Company To do this Select Create
Screen company from the Company

Info. Menu using up and down
arrow key and press Enter Key.

To fill up the Details in In this company creation

Company Creation Screen screen, you should enter all the
details of the company that you
been asked for.

Detalils to be filled in company creation screen
Directory
It is nothing but the data storage location. The tally directory will store all data you
entered in Tally ERP
9. Anyway, by default, the data storage will be inside the installation folder.
Name
In this field, we are required to type the name of the company, for example. XYZ
INC.
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Primary mailing details
v" Mailing name
In this field, we are required to type the name of the company, for
example. XYZ INC.
v' Address
In this data field, we are required to enter the address of the company.
v Country
Here we are required to select the country from the list in which the business
Operates.
v State
In this data field, we have to select the state in which we would comply with
statutory laws
v" Pincode
Pincode of the location where the office exists.
Contact details

v" Phone no

Enter the Company contact number which we would like to display on Invoices
v" Mobile no

Enter the Contact number of Managing Person to whom any queries related to

Invoicing or Deliveryof product, complaint in the product could be reached to
v Fax No
Enter the Fax number to which any confirmation statements, ledger copies
etc., could be sent and received
v’ E-mail
Enter the company’s email address to which any product inquiry and other
communications could be made.
v' Website

Enter the company’s web address if any

Altering and Deleting Company
Altering and deleting a company

To alter or delete a company in Tally ERP9, follow these steps:
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Launch Tally ERP9: Open the Tally ERP9 software on your computer by double-
clicking the Tally ERP9 icon.

Select the Company: From the Gateway of Tally screen, select the company that
you want to alter or delete. You can choose the company from the list of available
companies.

Altering a Company:

a. To alter the company, press "Alt + F3" or click on "Company Info" in the top menu
and select "Alter".

b. In the Company Alteration screen, you can modify the details of the selected
company, such as company name, address, financial year, base currency, etc.
Update the necessary information as required.

c. Once you have made the necessary changes, click on the "Accept" button or
press "Ctrl + A" to save the alterations.

Deleting a Company:

a. To delete the company, press "Alt + F3" or click on "Company Info" in the top
menu and select "Alter".

b. In the Company Alteration screen, select the option "Delete" instead of "Alter".

c. A confirmation prompt will appear asking if you want to delete the company.
Confirm the deletion by selecting "Yes".

d. Please note that deleting a company is a permanent action, and all data
associated with the company, including ledgers, transactions, inventory records, etc.,

will be permanently removed from Tally ERP9. Therefore, exercise caution while

deleting a company and ensure that you have a backup of the data if needed.

Save Changes: After altering or deleting the company, Tally ERP9 will save the
changes automatically. You can now proceed with selecting another company or
exiting the software.

Remember to exercise caution when making changes to companies or deleting them
in Tally ERP9, as it can have a significant impact on your business data. It's always a

good practice to take regular backups of your data to avoid any accidental loss.
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How to Alter Company in Tally
After creation of company in tally, the given company information can be alter/

modify/ change as per requirements.

Step 1: To Alter company in Tally: Gateway of Tally >> Press Alt+F3 > Alter

| | S: TallyShop| G: Language| K: Keyboard| K: Corkl Centre! H: Sugourt Cenve| H: Help

Gatwwivy of Tally

Current Penod Current Date

1.4.2018 to 31.3.2019 Sunday, 1 Apr, 2018 Gateway of Tally

List of Selected Companies

Name of Company Date of Last Entry Select Company

Tutorial Kart fo Vouchers Entered
SHut Company

Create Company

(Alter

Change Tallyvault
SPIlit Company Data
Backup

Restore

Quit

Version AUpdstesCiei s Alt + T License & Services Clrl + AL ¢ L Configurstion Cirl ¢ AL + 7 Calculotor

M Click here Click here Click here

L Ll To See Details | To See Details | To See Details
Tally. ERP 9

Step 2: Under list of companies, choose the company name (Tutorial Kart) and click

on name of company to alter.
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S: TallyShop| G: Language| K: Keyboard| K: Conlral Certre| H: Support Centre| H: Help

Select Ttem Tutorial Kart

Name of Company

Tutorial Kart

List of Companies

Vernion B Updates Obcl + AL+ T Ligaviin B Services Chel + AL + L Canfiguration Ciel & Al + F Caleulatar

M Click here Click here Click here

el L To See Details | To See Details | To See Details
Tally.ERP 9

Step 3: On company alteration screen, add and modify the required details and use

Ctrl+ A options to save the details. Here we have added contact details of phone

number.
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Company Altersticn cerl+ M

Name

- Tutorial Kart
Books and Financial Year Details

Primary Mailing Details

- Tutorial Kart
- Amaravathi
Vijayawada

Mailing name
Address

Country - India
State : Andhra Pradesh

142018
: 142018

Financial year begins from
Books beginning from

Security Control

Use security control 7 No
(Enable secunty fo avail TSS fealures)

Pincode

Phone no.
Maobile no
Fax no.
E-mail
Website

- 522020
Contact Details

08645 - 888888

- admin@tutorialkart.com
- www. tutorialkart.com

Base Currency Information

Mumber of decimal places -2
Word representing amount after decimal  : paise
No. of decimal places for amount in words - 2

Base curmency symbaol 4

Formal name - INR
Suffix symbol to amount 7 No
Add space between amount and symbol  ? Yes

Show amount in millions ? No

2 Quit

How to delete company in Tally ERP 9
If you delete company in Tally, it removes the complete information of company from
hard drive, all the files and directories that are associated with company will be
deleted permanently and it cannot be reversed.
To delete company in Tally ERP 9: Gateway of Tally > Alt+F3 > Alter > Alt+D.
Step 1: After using Alt+F3 keys, the company information screen displays on the
screen. Here the delete option will be not available. Click on alter option.

Computerised Accounting with Tally
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pioad | S: TallyShop| G: Language! K: Keyboard| K: Cobel Centre| H: Sugpert Cenire| H: Help

Current Penod Current Date

1.4.2018 to 31.3.2019 Sunday, 1 Apr, 2018 Gateway of Tall

List of Selected Companies

Name of Company Date of Last Entry Select Company

Tutorial Kart No Vouchers Entered
SHut Company

Create Company

(Alter

Change TallyVault
SPIit Company Data
Backup
Restore

Quit

License B Services Oorf ¢ AN + L Configurstios Oirl + AL+ F

Click here Click here Click here

LI L To See Details | To See Details | To See Details
Tally. ERP 9

Now selection company and click Alt+D and click on YES option to delete the

company in Tally ERP 9.
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guane| K: Keyboard| K: Conirol Cenire| H: Suppot Canie| H: Help

Company Alberstion

Q: Quit

How to shut company in Tally ERP 9
Shut a company in tally does not mean that delete a company, it means close. After
you work with company, press Alt+F1 if you choose more than one company or

choose Quit button to close the present company.

Data Security:

Data security is a critical aspect of any business, and it is important to protect
sensitive information from unauthorized access, loss, or theft. When using Tally
ERP9 or any other software, there are several measures you can take to enhance
data security. Here are some key considerations:

User Access Control: Implement proper user access control within Tally ERP9.
Assign user roles and permissions based on job responsibilities to restrict access to
sensitive data. This ensures that only authorized personnel can access and modify

company information.
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Password Management: Enforce strong password policies for Tally ERP9 users.
Encourage users to create unique and complex passwords and regularly change
them. It is also recommended to enable password encryption and protect Tally ERP9
data files with secure passwords.

Data Backup and Recovery: Regularly backup your Tally ERP9 data to ensure that
you have a copy of critical information in case of data loss or system failure. Store
backups in secure locations, both onsite and offsite. Test the backup and recovery
process periodically to verify its effectiveness.

Secure Network and Infrastructure: Maintain a secure network infrastructure for
Tally ERP9. Implement firewalls, antivirus software, and intrusion detection systems
to protect against external threats. Regularly update software and apply security
patches to mitigate vulnerabilities.

Data Encryption: Consider encrypting Tally ERP9 data files to protect them from
unauthorized access. Encryption ensures that even if the data is compromised, it

remains unreadable without the decryption key. Tally ERP9 may offer built-in

encryption features or you can use third-party encryption tools.

Physical Security: Ensure physical security measures for the systems and servers
hosting Tally ERP9. Restrict physical access to authorized personnel, secure server
rooms, and use surveillance systems to prevent unauthorized entry.

Regular Updates and Maintenance: Keep Tally ERP9 software up to date with the
latest versions and security patches. Updates often include bug fixes and security
enhancements that address known vulnerabilities.

Employee Awareness and Training: Educate your employees about data security
best practices and the importance of safeguarding sensitive information. Train them
on using Tally ERP9 securely, recognizing phishing attempts, and adhering to
company data security policies.

Compliance with Data Protection Regulations: Depending on your location,
ensure that your data practices comply with applicable data protection regulations
such as the General Data Protection Regulation (GDPR) or other regional

requirements.
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Data Audit and Monitoring: Regularly audit and monitor Tally ERP9 data usage,
user activities, and system logs. Implement logging mechanisms to track any

suspicious activities and promptly investigate and address any security incidents.

By implementing these data security measures, you can enhance the protection of
your business data when using Tally ERP9 or any other software. It's important to
regularly review and update your security practices to stay ahead of emerging

threats and ensure the ongoing security of your data.

Security Control Setup

To set up security controls in Tally ERP9, you can follow these steps:

Launch Tally ERP9: Open the Tally ERP9 software on your computer by double-
clicking the Tally ERP9 icon.

Enable Security Controls: From the Gateway of Tally screen, press "Alt + F3" or
click on "Company Info" in the top menu and select "Security Control".

Create User Groups: In the Security Control screen, you can create user groups to
define different levels of access and permissions. User groups allow you to
categorize users based on their roles and responsibilities within the organization. For
example, you can create user groups like Administrator, Manager, Accountant, etc.
Assign Security Levels: After creating user groups, assign security levels to each
group. Security levels determine the permissions and access rights for users
belonging to a particular group. Specify the access rights for each security level,
such as viewing, creating, modifying, or deleting vouchers, reports, masters, etc.
Create Users: Once you have set up user groups and security levels, you can
create individual user accounts. Assign each user to the appropriate user group
based on their job roles. Specify the login name, password, and other details for
each user.

Set Password Policies: Tally ERP9 allows you to define password policies to
enforce strong password management. Specify password parameters such as
minimum length, complexity requirements, password expiration, and password
history. Enable password encryption to ensure that user passwords are securely

stored.
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Configure Security Options: Tally ERP9 provides additional security options that
you can configure as per your requirements. These options include features like
enabling or disabling the alteration of masters, blocking the deletion of vouchers,
enabling audit features, and more. Review these options and select the appropriate

settings to enhance security.

Save and Apply Security Controls: Once you have configured the necessary
security controls, click on the "Accept" button or press "Ctrl + A" to save the
changes. Tally ERP9 will apply the security controls and enforce the specified
access rights for user groups and individual users.

It's important to note that the setup and configuration of security controls may vary
depending on the version and configuration of Tally ERP9 you are using. The
instructions provided here are based on the general process followed in Tally ERP9.
Always refer to the Tally ERP9 documentation or consult the user guide for your
specific version for detailed instructions on setting up security controls.

User Security Control

Security control

(1 Tally Vault password (if any)

This data filed is for security purpose. By enabling this field, Tally ERP 9 Convert
tally data into an encrypted format. To encrypt means convert data from recognised
format to unrecognised format.

By entering the Tally Vault password we can prevent unauthorized access of

company data. Now in Latest Tally ERP 9, There is a password strength indicator,

which will help you to set a strong password. Red colour indicates a weak password

whereas peach-orange colour: fair, Yellow is good and Green colour indicates a
strong password.

CAUTION: FORGETTING TALLY VAULT PASSWORD WILL RENDER THE DATA
INACCESSIBLE

Use security control?

Enabling this data field, we will get complete control over the data, we can assign

users for specific purposes, for example :
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We can assign data entry operators who can access only voucher entry
screens.
We can assign billing clerks who can access only Sales invoice voucher
We can assign Financial managers who can access financial data’s and
reports as the administrator control his access. In this data field, we will be
asked the administrator name and password.
Base currency information
Base currency symbol In this data field, the currency symbol of the country is
auto selected based on the country of origin fed by you in the previous data
field. There is no need to change this data field if you are using the same
currency for accounting.
Formal name
This is the formal name of the currency selected in the previous field
Suffix symbol to amount?
This data field will ask you whether currency symbol is required for example:
prior to amount like $4,500
Add space between amount and symbol?
This data field is like $ 4,500 space in between currency symbol and amount.
Show amount in millions?
If we set this data field to Yes, Tally will display the amount in millions that are in the
Balance sheet or other reports. Amount for example 100,00,000 will be shown as 10.
[One million equals 10,00,000].
< Number of decimal places
It is a general practice to use 2 decimal places, for example :

v’ for using Paisa in Indian currency we use 2 decimal place.

v’ for using cents in American dollar currency we use 2 decimal places

% Word representing amount after decimal
This data field is used in printing, in Indian currency decimal portion is said to be
Paisa. Set this field as per your formal name of decimal value in your currency. For
USD it is cents. Hundred cents makeover dollar.

% Number of decimal places for amount in words
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If we set this data field to 1 decimal places in Indian currency, then while printing 75
Paisa. Will print as seventy Paisa, if we set this to 2 decimal places, then it will print
second fraction like seventy-five

Paisa.

To save the details entered in company creation screen

If you have entered all the details and after verifying it seems to be right, then you
have to accept the screen by pressing Enter and again Enter to accept and save the
details.

Note: If we have enabled the Tally Vault password, then in the next screen it will ask
the Name of the user and Password details. After entering these details, Tally ERP 9
will create a company and direct you to the Menu Gateway of Tally Where you can

create masters and enter transactions.

To set up user security control in Tally ERP9, follow these steps:

Launch Tally ERP9: Open the Tally ERP9 software on your computer by double-
clicking the Tally ERP9 icon.

Select the Company: From the Gateway of Tally screen, select the company for
which you want to set up user security control. You can choose the company from
the list of available companies.

Enable Security Control: Press "Alt + F3" or click on "Company Info" in the top
menu and select "Security Control".

Create User Groups: In the Security Control screen, create user groups based on
the roles and responsibilities within your organization. For example, you can create
user groups like Administrator, Manager, Accountant, Salesperson, etc. Click on

"Create" to add a new user group.

Set Security Levels: Assign security levels to each user group. Security levels
determine the access rights and permissions for users belonging to a specific group.
Specify the level of access for each security level, such as viewing, creating,
modifying, or deleting vouchers, masters, reports, etc. You can set security levels by

clicking on the respective user group and selecting the appropriate access rights.

Computerised Accounting with Tally Page 24




DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

Create Users: Once you have defined user groups and security levels, create
individual user accounts. Assign each user to the relevant user group based on their
job roles. Specify the login name, password, and other details for each user.

Set Password Policies: Tally ERP9 allows you to set password policies to ensure
strong password management. Specify password parameters such as minimum
length, complexity requirements, password expiration, and password history. You
can configure password policies by clicking on "Password Policy” in the Security
Control screen.

Apply Security Controls: After setting up user groups, security levels, and creating
users, click on the "Accept" button or press "Ctrl + A" to save the changes and apply
the security controls. Tally ERP9 will enforce the specified access rights and
permissions for each user based on their assigned user group and security level.

It's important to note that the process of setting up user security control in Tally
ERP9 may vary slightly depending on the version and configuration of the software.
The instructions provided here are based on the general process followed in Tally
ERP9. Always refer to the Tally ERP9 documentation or user guide for your specific

version for detailed instructions on user security control setup.

Multi Language

Tally ERP9 supports multi-language functionality, allowing users to work with the
software in their preferred language. This feature is particularly useful for businesses
operating in multilingual environments or for users who are more comfortable
working in a specific language. Here's how you can enable and use the multi-
language feature in Tally ERP9:

Launch Tally ERP9: Open the Tally ERP9 software on your computer by double-
clicking the Tally ERP9 icon.

Language Configuration: From the Gateway of Tally screen, press "F1" or click on
"F1: Select Company" to access the Company Info menu. Here, you can configure
the language settings.

Select Language: In the Language Configuration screen, you will find a list of
available languages. Choose the language you want to work with by selecting it from
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the list. Tally ERP9 supports multiple languages, including English, Hindi, Tamil,
Telugu, Malayalam, Gujarati, Bengali, and more.
Save Language Settings: After selecting the desired language, click on the
"Accept" button or press "Ctrl + A" to save the language settings. Tally ERP9 will
apply the chosen language throughout the software interface.
Work in the Selected Language: Once the language settings are saved, you can
start working in the selected language. The entire Tally ERP9 interface, including
menu options, buttons, and labels, will be displayed in the chosen language.
Please note that while the user interface can be displayed in the selected language,
it may not automatically translate your company data. You will need to input or
import data in the respective language manually.
Tally ERP9 also provides the flexibility to switch between languages as per your
requirements. You can repeat the above steps to change the language at any time.
It's important to mention that the availability of specific languages may depend on the
version and configuration of Tally ERP9 you are using. Make sure to check the
supported languages in your particular Tally ERP9 installation.
Export, Import, Backup and Restore
Exporting, importing, backing up, and restoring data are important operations in Tally
ERP9 that allow you to manage and safeguard your business information. Here's a
breakdown of each process:
Exporting Data:
To export data from Tally ERP9, open the company for which you want to
export data.
Go to the relevant section, such as Ledgers, Vouchers, Masters, or Reports.
Select the specific data you want to export, such as a ledger or a voucher
entry.
Use the export options provided within Tally ERP9, such as CSV (Comma
Separated Values), Excel, or PDF formats, to export the data to a desired
location on your computer or external storage device.
Importing Data:
+ To import data into Tally ERP9, open the company where you want to import
the data.
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Ensure that the data you want to import is in a compatible format, such as
CSV or Excel.
From the Gateway of Tally screen, go to the relevant section where you want
to import the data, such as Ledgers or Masters.
Use the import options provided within Tally ERP9 to browse and select the
data file you want to import.
Follow the on-screen prompts and mappings to ensure the data is imported
correctly.

Backing up Data:
To create a backup of your Tally ERP9 data, open the company you want to
back up.
From the Gateway of Tally screen, go to "Company Info" and select "Backup".
Choose the backup location where you want to save the backup file. It's
recommended to use an external storage device or cloud storage for backup
purposes.
Specify a filename for the backup and save it. Tally ERP9 will create a backup
file containing all the company data.

Restoring Data:

+ To restore data in Tally ERP9, open the company where you want to restore

the data.
From the Gateway of Tally screen, go to "Company Info" and select "Restore".
Browse and select the backup file (.zip format) that you want to restore.
Follow the on-screen prompts to restore the data. Tally ERP9 will replace the
existing data with the restored data from the backup file.
It's important to regularly perform data backups to prevent data loss and have
a contingency plan in case of any unforeseen events. Additionally, ensure that
you carefully review and verify data before importing or restoring to avoid any
discrepancies or errors.
Please note that the exact steps and options for exporting, importing, backing
up, and restoring data in Tally ERP9 may vary slightly depending on the
version and configuration of the software. Always refer to the Tally ERP9
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documentation or user guide for your specific version for detailed instructions
on these processes.

Export and Import Formats

+ Tally ERP9 supports various export and import formats that allow you to

transfer data to and from the software.

Here are some commonly used export and import formats in Tally ERP9:
Export Formats:

CSV (Comma Separated Values): This format is widely used for exporting
data from Tally ERP9. It stores tabular data with each field separated by a
comma. CSV files can be opened and edited in spreadsheet software like
Microsoft Excel.

Excel: Tally ERP9 allows you to export data directly to Microsoft Excel format
(.xIs or .xlIsx). Excel files offer advanced formatting options and can be easily
manipulated and analyzed using Excel's features.

PDF (Portable Document Format): Tally ERP9 allows you to export reports
and documents to PDF format. PDF files retain the formatting and layout of
the original document and can be easily shared or printed.

HTML (Hypertext Markup Language): Tally ERP9 provides the option to
export data and reports in HTML format. HTML files can be viewed in web
browsers and are useful for sharing data online or incorporating it into web

pages.

Import Formats:
CSV (Comma Separated Values): Tally ERP9 supports importing data from CSV
files. You can create CSV files in spreadsheet software or export data from other

applications in CSV format and import it into Tally ERP9.
Excel: Tally ERP9 allows you to import data from Microsoft Excel files. You can

prepare the data in Excel, save it in a compatible format (.xIs or .xIsx), and import it
into Tally ERP9.

Computerised Accounting with Tally




DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

XML (eXtensible Markup Language): Tally ERP9 supports importing data in XML
format. XML files contain structured data and are commonly used for exchanging
data between different systems.

ODBC (Open Database Connectivity): Tally ERP9 provides ODBC connectivity,
allowing you to import data from external databases that support ODBC. This
enables you to directly import data from databases like Microsoft SQL Server,
MySQL, Oracle, etc.

Tally XML: Tally ERP9 has its own XML format for data interchange. You can export
data from Tally ERP9 in XML format and import it back into the software.

When exporting or importing data in Tally ERP9, it's essential to ensure that the data
is properly formatted and mapped to the appropriate fields to maintain accuracy and
integrity.

Please note that the availability of specific export and import formats may depend on
the version and configuration of Tally ERP9 you are using.

Import
The main purpose of Import is to read and make use of the data produced by same

application or another application. Tally.ERP 9 has the ability to import data that is in
xml/sdf format. The data can be produced by another Tally.ERP 9 or by another
application. The xml that is used for importing should be as per the Tally.ERP
9 schema if the same has to get imported to Tally.ERP 9.

Export

Data is exported from software so that it can be used by another application for data
sharing. Export also helps in representing the data in various formats as per the
user's requirement. In Tally.ERP 9 the data can be exported to SEVEN formats
[ASCII (Comma delimited), Excel (Spreadsheet), HTML (webpublishing), JPEG
(Image), PDF (Portable Document Format), XML (data interchange) SDF (using SDF
Utility)].

'Export and Import Data & Vouchers'@ Tally.ERP 9

We will now learn about Tally.ERP 9’s export and import capabilities, which
enables Tally.ERP 9 to interact globally. Statements and data from Tally.ERP 9 can
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be exported to other programs like spreadsheets and databases. Only data

from Tally.ERP 9 can be imported and not data from other systems.

1. Export of Data

You might need to export information for different purposes, viz:
: To re-impart data into another company run on Tally ERP 9.
: To export data out to be used by other programs.
2. Exporting Masters
Step 1:
Go to Gateway of Tally.ERP 9 > Display » List of Accounts > click on Export.

: Tally ERF 9 first asks for the export format. The different formats are, ASCIl, EXCEL, HTML and
XML. The filename extension will take the default format.

Exporting List of Ledgers

Language

Farmat

Export Location
Cutput File Name

ASCI (Comma delimited)

Excel (Spreadsheet)

HTRL (web-publishing
data interchange

I
Type of Masters . Ledgers

: For example, since we have selected XML, the filename displayed will be Master.xml
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Exporting List of Ledgers

Language : Default (All Lar T —
Farmat D XML (Data fnter Type of Masters
Export Lacation : C:\Tally.ERP9

Output File Mame - Master.xml All Acctg. Masters
All Inventory Masters

All Masters

All Statutary Masters
Budgets & Scenarios
Cost Categories
Cost Centres
CUrrencies

Type of Masters : Godowns

Groups

Ledgers

SEral Mumbers
stock Categories
Stock Groups

stock Items

Tariff Classifications
LInits

Youcher Types

Type of Masters — Any of the mentioned master types can be

exported. Select All Masters and accept it to Export.

3. Exporting Data for Re-import into another Company

Step 1: Exporting Daybook

Go to Gateway of Tally > Multi Account Printing > Daybook > click on Export.
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Exporting Day Book

Language . Default {All Languages)
Farrmat o XML (Data Interchange)
Expont Lacation . C:\Tally.ERP9

Dutput File Mame . DayBook.xmil

Format . Condensed
Show “oucher Numbers also ? No
Show Marrations also ? No
Show Billwise Details also ? No
Show Cost Centre Details also ? No
Show [nventary Details also ? No

Select vouchers to show . All Vouchers

Show Forex Transactions ? No Yes No

-

: Tally. ERFP 9 first asks for the language. Select Default (All Languages), then convert it into the export

format. The different formats are: ASCIl, EXCEL, HTML and XML. The filename extension will take
the default format. For example: Selecting ASCIl, results in the filename being displayed as
Daybook.txt.

: Accept to export, Data exported from a company can be imported into another.

4. Import of Data [Importing Master]

Step 1: Importing Masters

T Return to the Gateway of Tally.

T Shut National Traders and load Indus Enterprises (Ensure that it has the
same financial year as the current company National Traders).

T Select Import of Data > Masters

T Type in the file name. The name and path of the source file should match.
In this case the current directory is in use, hence you do not need to give
the path.
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Import of Data Mational Traders Ctrl + ™
Echaviour

Combine Opening Balances

ghore Duplicates
Modify with new data

Import of Masters
(Ondy Tally (ML) Format s Supported)
Impar Fila Mame (L) Master.xml

Treatmant of entries already axisting Maodify with New Data

The opening balance can be modified from the exported source file. Carefully select, Modify with new
data.

: Verify that the import is completed successfully.

The opening balance can be modified from the exported source file. Carefully

select, Modify with new data.

T Verify that the import is completed successfully.
Note :
Data can be imported from the previous version, provided the Import filename is in

the XML format, since Tally.ERP 9 supports only the XML Format.

5. Import of Data [Importing Vouchers]
T Return to the Gateway of Tally.
T Select Import of Data > Vouchers.
T Give the filename Daybook.xml.

T Check the statistics after import.

6. Export to Excel

Tally.ERP 9 now comes with the functionality, wherein all reports can be exported to
Microsoft Excel spreadsheet. This feature enables you to export any report
generated by Tally.ERP 9 into Excel.

To export the Trial Balance,
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Go to Gateway of Tally > Display
> Trial Balance
T Click on Export.

P: Print E: Export W E-Mail 0: Upload (5 Languatrol Centre| H: Suppart Centre H: Help
Trial Balance MNational Traders Ctrl + 1

National Traders
Particulars 1-Apr-2009 to 31-hMar-2010
Closing Balance
Debit | Credit

Capital Account 2.50,00
Loans (Liability) 53,03
Current Liabilities 14.46 .45

Fixed Assets 1,00,000.00 12,50
Current Assets 44,78,232.20

Sales Accounts 42,13,64
Purchase Accounts 14,27 875.00

Direct Incomes 1,00
Direct Expenses 1,370.00

Indirect Incomes 3,43
Indirect Expenses 10,663.83 4,00
Profit & Loss Afc 3207

Grand Total 60.18,141.03 60,18.14

T Select Restricted (ASCII only).
T Select Excel (Spreadsheet) in Format.

T Type the name of file for Output File Name as required.

T Specify other details.
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Exporting Trial Balance

Language
Farmat

Export Location : . HTML (web-publishing
Output File Name . TrialBal.xls ML (data interchangd

Output Sheet Name . Trial Balance
Update existing file  Yes
Euxcel (Spreadsheel) Formatting @ Yes

with Caolour . No

Scale Factor for Values . Default
Show Opening Balances 7 No
Show transactions ? No

Show Closing Balances Y Yes
Show Percentages 7?7 No

Wethod of information . Grouped
Farmat . Condensed

Expand all levels in Detailed Format 7 No
Show ALL Accounts (incl. Empty Afcs) 7 No

T Click Yes for Export.

T By default, the exported report in Excel format is saved in the Tally.ERP 9
folder. Open this file using MS-Excel to view the report.
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Microsoft Excel - TrialBal.xls =10 x|

@J File Edit Wiew Insert Formatb Tools  Data  window
Help  Adobe FDF - &

=1
B |

A -
A

I National Traders

Particulars 1-Apr-2009 to 31-Mar-2010
Closing Balance

Dehit | Credit

Capital Account 250000.00

Loans (Liability) 53033.33

Current Liabilities 1446450.50

Fixed Assets 100000.00 12500.00

Curremnt Assets 4478232.20

Sales Accounts 4213647.50

Purchase Accounts 1427875.00

Direct Incomes 1000.00

Direct Expenses 1370.00

Indirect Incomes 5439.70

Indirect Expenses 10663.83 4000.00

Profit & Loss Al 32070.00
Grand Total 6018141.03 601814103

W 4 » WiTrialBalance /|| | LIJ:‘

Ready RN o

OO0 |~ | LD R —

You can export data or report from Tally.ERP 9 in any one of the standard available

formats. You can select the required format before exporting the data and based on

the format selected you need to specify the resolution, page size and formatting.

You can also export the data in non-editable formats such as JPEG and PDF
formats. The JPEG format has dual facility, where the user can store the file in

printable format or as an image.

Export Formats in Tally
ASCII (Comma Delimited)
By selecting the ASCII (Comma Delimited) format, you can export all the reports or

data from Tally.ERP 9. The data exported is converted to plain text separated with
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commas and stored in a file with the extension .txt. This file format is widely used for
sending data using e-mail.

Excel Spreadsheet

You can export data and reports generated in Tally.ERP 9 to Excel by selecting
the Excel (Spreadsheet) format. The data is put in columns and the file is saved
with the extension .xIs. You can also export data with formatting and background
colour as it appears in Tally.ERP 9. You can set the formatting and background
colour in the Export Report screen. The Excel file can be sent as an attachment and

also used to generate graphs for better presentation.

Note: Export to Excel is compatible with Microsoft Office 97 or higher versions only.
Tally.ERP 9 exports the data faster when Excel (Spreadsheet) Formatting is set
to No .

HTML (Web Publishing)

On selecting the HTML (Web Publishing) format, Tally.ERP 9 exports the data in
HTML format retaining the colours and formatting. The file name has an extension
html. It can be sent as an attachment and read using an internet browser. It is

recommended that you choose a higher resolution for better quality output.

JPEG (Image)

On selecting this format the specified report is exported as an image file which is
stored with an extension .jpg in the specified folder. The image file generated is non-
editable, platform independent and supports the highest level of compression. You
need to specify the paper orientation and paper size. If you are opting to store the
report on a User defined or customised paper size, you need to specify the page
width and height in millimetres. This image file can be mailed as an attachment to a
recipient, viewed using an image viewer and printed.

PDF (Portable Document Format)

When you select PDF ad the format for export, t he report is converted to a PDF
document which is independent of the application software, hardware and operating

system. This document can be viewed using the Adobe Acrobat Reader commonly
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known as the PDF Reader. On exporting the data using PDF format, the file is stored
in the specified location and assigned the extension .pdf . While configuring the
system to export data to PDF it is necessary for you to specify the paper orientation
and paper size. On opting to store the report with User defined or customised paper
dimensions, you are required to specify the page width and height in millimeters.
This PDF file can be mailed as an attachment to the desired recipient and viewed

using the Adobe Acrobat reader or PDF reader.

XML (data interchange)

Extensible Markup Language (XML) is an extension of HTML. Using XML, data can
be imported by other systems. An XML file from Tally.ERP 9 has an XML envelope
and formatted with XML tags to enable import into other systems. The destination
system requires re-formatting of XSLT (XML Style Sheets) based on the inherent
style used in Tally.ERP 9 before importing the data. When two systems are running

different versions of Tally.ERP 9, XML data can be directly imported using the import

menu option, without re-formatting.

How to backup and restore data in Tally.ERP9?

Tally is an ERP accounting Software used by many professionals for their
accounting purpose. In Tally, all the transactional and accounting records are saved
in your storage media, be it an external hard drive or Internal hard drive assembled
in your laptop or desktop.

To avoid data loss in Tally one should take the backup of tally data that ensures data
protection against data loss. Users can create a backup and restore Tally data with
help of given solution.

Backing up data of accounting in Tally

Following is the step by step process to procure the backup of the Tally data.

Step 1. Go to Gateway of Tally (GOT) and Click on the F3: Company Info or Press

Alt+F3 > Click on Backup to view the Backup Companies on Disk screen.

Computerised Accounting with Tally




DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

Step 2: Select Backup from the Gateway of Tally (GOT). The “Back-up Companies
on Disk” screen, Source field contains the current data path. By default, the folder

path of users existing company data gets displayed automatically.

Step 3: In the Destination field, specify the path where you want to take the
back-up of Tally data. The destination data path can be on the same device as the
source, on another external device or even a storage space on the network.

Step 4: Select the required company from the “List of Companies” for backup. Select
“All items” to back up data of all the companies.

Step 5: Press “Ctrl +A” to initiate the backup process.

Restoring back up of accounting Data in Tally
At times, when the data of any concerned company is lost or corrupted, users can

restore the last backed up data using the Restore option in Tally.ERP9. By following

this, step by step process to restore the Backup of the Tally data.

Step 1: Go to Gateway of Tally (GOT) and Click on the F3: Company Info or Press

Alt+F3 > Click on Restore to view the Restore Companies screen.
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Step 2: Select Restore from the Gateway of Tally (GOT). The “Restore Companies”
screen, Source field contains the back-up folder path.

Step 3: In the Destination field, specify the path where you want to restore the
backup of Tally data.

Step 4: Select the required companies from the “List of Companies”. Select “All
items” to restore data of all companies.

Step 5: Press “Ctrl +A” to restore the data backup.

Backing up of Data Automatically in Tally

There is another possibility of backing up of data automatically. There are 3 aspects

for this;
« Enable
o Configure and
e Restore
Enable Auto Backup
Step 1. Gateway of Tally (GOT) > Click on F3: Company Info > Click on Create or
Alter
Step 2: Enable Auto Backup to “Yes”
Skip to content

How to backup and restore data in Tally.ERP9?
How to backup and restore data in Tally.ERP9?

Tally is an ERP accounting Software used by many professionals for their

accounting purpose. In Tally, all the transactional and accounting records are saved
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In your storage media, be it an external hard drive or Internal hard drive assembled
in your laptop or desktop.

To avoid data loss in Tally one should take the backup of tally data that ensures data

protection against data loss. Users can create a backup and restore Tally data with

help of given solution.

Backing up data of accounting in Tally

Following is the step by step process to procure the backup of the Tally data.

Step 1: Go to Gateway of Tally (GOT) and Click on the F3: Company Info or Press

Alt+F3 > Click on Backup to view the Backup Companies on Disk screen.

Step 2: Select Backup from the Gateway of Tally (GOT). The “Back-up Companies
on Disk” screen, Source field contains the current data path. By default, the folder

path of users existing company data gets displayed automatically.

Step 3: In the Destination field, specify the path where you want to take the back-up
of Tally data. The destination data path can be on the same device as the source, on
another external device or even a storage space on the network.

Step 4: Select the required company from the “List of Companies” for backup. Select
“All items” to back up data of all the companies.

Step 5: Press “Ctrl +A” to initiate the backup process.
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Restoring back up of accounting Data in Tally

At times, when the data of any concerned company is lost or corrupted, users can
restore the last backed up data using the Restore option in Tally.ERP9. By following
this, step by step process to restore the Backup of the Tally data.

Step 1. Go to Gateway of Tally (GOT) and Click on the F3: Company Info or Press

Alt+F3 > Click on Restore to view the Restore Companies screen.

Step 2: Select Restore from the Gateway of Tally (GOT). The “Restore Companies”
screen, Source field contains the back-up folder path.

Step 3: In the Destination field, specify the path where you want to restore the

backup of Tally data.

Step 4: Select the required companies from the “List of Companies”. Select “All
items” to restore data of all companies.
Step 5: Press “Ctrl +A” to restore the data backup.
Backing up of Data Automatically in Tally
There is another possibility of backing up of data automatically. There are 3 aspects
for this;
o Enable
o Configure and
o Restore
Enable Auto Backup
Step 1: Gateway of Tally (GOT) > Click on F3: Company Info > Click on Create or
Alter
Step 2: Enable Auto Backup to “Yes”
Configure Auto Backup
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Step 1: Gateway of Tally (GOT) > Click on F12: Configure > Click on Data
Configuration

Step 2: Specify the path to store backup data (Created due to Auto backup)

Restore Auto Backup

Step 1. Gateway of Tally (GOT) > Press Ctrl + Alt + K

Step 2: Change backup path, if required

Step 3: Select Company to restore backup

Step 4: Select backup version to restore

Step 5: Press “Y” to Overwrite

Restore Auto Backup -1

Step 1. Gateway of Tally (GOT) > Click on F3: Company Info > Click on Restore
Step 2: Select required Company

Step 3: Select Auto backup version

Step 4: Press “Y” to restore data from backup

Data Backup in Tally ERP9
This is one of the most useful options in Tally.ERP9, every company
should use this option weekly basis or ten days once, because if any Tally

related file was lost, then you have to record all missing business

transactions again in Tally, it will take time to record again, instead of this

if you would have been taken data backup frequently then you can easily
restore the recent data file and you will continue with the current
transactions.

Path: Gateway of Tally -> (Alt+F3) Company info -> Backup
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Gateway of Tally ....
Company Info.
Select Company

SHut Company

Create Company

Alter
Change TallyVault
SPlit Company Data
Backup

Restore

Quit
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Backup Companies on Disk

Select Companies to Backup

Source - C:Wsers\Public\Tally. ERPA\Data'wisdom
Destination : D:\wm 02.20.2017

Name of Company Number

Wisdom Media (10001)

Click on YES to accept

In the above screen select the destination where you want to save the
backup file and need to choose a company from the list for which company

data you want to take backup.

Generally date wise will save the data backup file so, you can easily find

recent dated backup file and you can restore the same in Tally.

Data Restore in Tally ERP9

This is one of the important options provided by Tally.ERP9. Generally in
real time environment due to many reasons like data corruption, system
crash and other technical issues there may be a chance to lose Tally

related data files, due to this you have to take data backup frequently
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otherwise you have to record all missing transactions again. To avoid this
problem, companies will take data backup and restore the recent dated

data backup file when the file was lost.

Path: Go to Gateway of Tally ->(Alt+F3) Company info -> Restore

Gateway of Tally ....
Company Info.
Select Company

SHut Company

Create Company

Alter

Change TallyVault
SPIit Company Data
Backup

Restore

Quit

Once you click on restore option in the above screen, then the below

screen will appear, here you have to select recent dated back up file.
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Restore Companies on Disk Wisdom Media

Select Companies to Restore

Destination @ C:\Users\Public\Tally.ERP9\Data\wisdom
Source D:\wm 02.20.2017

Backup Auto Backup

Name of Company Name of Company Number Backup Version

Wisdom Media 4 End of List

Click on YES to accept

Creating Ledgers in Tally

Creating a Ledger
A ledger helps you to record all the transactions of different accounts. You can

create a separate ledger for different accounts that you do business with. This will

provide more clarity if you need information on transactions of a particular account in

the future. There are two types of ledgers here; ‘Cash’ and ‘Profit & Loss Account’.
To create a new ledger;

Step 1 — From the Gateway menu, select ‘Accounts info.’
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r Nenien A Besase b6 2
fady |

Taly MAN > Gatoway of Tatly

Step 2 — Next, click on ‘Ledgers’ followed by ‘Create.” Here, you can create a single

ledger or multiple ledgers as per your needs.

W Kayhoard B Contred Contae || Suppert Cantre - Halp

srent Feeod Cumwre Date
142020 0 31320 Wednasday. 1 Apr, 2020

List of Selected Companies

7— Carinn A Resmann 66 2
faly |
Tally

Taby MAN <> Gateway of Tally > Accounts infe. - » Groups € Taly Sohmions Pt Ltd, 1988-2020

Step 3 — After creating a ledger, you also need to choose which group a particular

ledger will be assigned to. You can select a group from the given ‘List of Groups.’

Computerised Accounting with Tally




DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

K Kaybomo [ Contoof Contew  |1; Support Cantre & Help
st +

pre
Capinal Account Total Opening Balance

Detain e el
Capital A ¢ Cash-in-Hand
Current Assets
Curront Liabates
ertary vallet we aflected Deposits (Asset)
DOwect Expenses
Direct Incomes
.'”::; Applic able . Duties 8 Taves
' Bo Expenses
Expenses (Dwect)

Tax Registration Details

PANIT No

Purchase Accounts
Reserves & Surplus
Retaned Eamngs

Opening Balaace ( on 1 Apr.2020)

€ Tay Sohstions Pt L1d, 19882000

Step 4 — Also, for easy identification, always enter a name for your ledger so you

know what it contains.

* Keybowd B Comol Cortow  |{ Suppest Contrw 11 Halp

Total Opening Balance

Maifing Detaite
Novel Health Produces

Martain baianc os il by bib
Oetaul credt penca
Check for coedit dnys dumng vauches ertry 7
\nvemtary vaues e affactes ?

PANAT No

Opening Balance ( on 1 Aps 2028

Step 5 — Lastly, enter the opening balance. For a bank account, the opening balance
in the ledger would be the current amount in your account. For an amount owed to

you by a client or a contractor, the starting amount would be what they owe you. For

example; 10,000/-
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Create Single Ledger in Tally.ERP 9
How to create single ledger in Tally
step by step procedure:
Note: we are going to create ledger Axis Bank Account under Bank Account.
The date that required for ledger depends upon the features opted by us. If the
settings of accounting features (F11) of company were “NO” for all options, than the

ledger screen provides with minimal information.

Tally.ERP 9 automatically creates two ledger accounts i.e. Cash in Hand and Profit &

Loss Account. We can create the ledger accounts as per requirements of an
organization. We cannot create another profit & loss account in tally, and we can

create any number of cash accounts with different names (Petty Cash).

How to create ledger account in Tally ERP 9
Path: Gateway of Tally —> Accounts Info —> Ledgers —> Single Ledger —> Choose
Create

Step 1: From Gateway of Tally Screen, click on accounts info
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Gatevway of Tally

Accounts Info. )
nventory Info.

Transactions
Accounting Vouchers
Inven Tory Vouchers
Ord Er Vouchers

L | rti =n
Import Data
BaMKing

Reports
Balance Sheet
Profit & Loss Afc
Stock Summary
Ratio Analysis

Display
Quit
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Step 2: In the next screen, choose “Ledger”

Gateway of Tally ...
Accounts Info.

Voucher Types
S Tatutory Info.

Quit

Step 3: In the next ledger screen, choose the option create under single ledger
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Galeway or 1any ...
Accounts Info. ...

single Ledger

Display
Alter

Multiple Ledgers

CReate
Display
AlTer

Quit

Step 4: On ledger creation screen, update the following details
Name: Enter the name of ledger account, and the name should be unique.

Under: Choose the group name from list of group, that pertains to ledger account.
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nint E ( M: | ‘ Jpload | 5: TalyShop| G: Language| K: Keyboard| K: Corkuel Cestre| H: Support Centre} H: Help
Ledger Crestion Tutorisl Kart Ctri+ |

Name Axis Bank Account
(atias) Axis

2,00, 000. OCEDr

[
Unaer . Bank OD AJc -

(Loana (Liability)) 2:2:2.. . Axis Bank Account
Set OD limit
Bank Account Detalls ey e = ,
A/c holder's name - Tutorial Kart State : Andnra Fradesh Incode :

Alc ne. - 90110055798488 Contact person : Adarsh Kumar
IFS code uTIB000006S ® no :

Bank name -4 Not Applicable
Branch : Vijayawada -mall
I

BSR code CC to Or any)
Waebsite

Senk: Contigeraiion GSTIN/UIN

Set cheque books 7 No
Set cheque printing configuration? No

Sel/aler senice 12x detalls 7 NO

Opening Balance ( on 1.Apr2018) : 2,00,000.00 Dr

Q: Quit | A: Accept| D: Delets | ]

Ctrl + 0

After maintaining all the required details, choose Yes option under Accept to
save the configured details in Tally.ERP 9.
How to display single ledger in Tally

After creation of single ledger account in Tally, you view the details of ledger by

choosing the option display. Refer below steps how to display single ledger

Path: Gateway of Tally —> Accounts Info —> Ledgers —> Single Ledger —> Choose

Display
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Gateway of Tally

Masters

Transactions Accounts Info.
Accounting Vouchers
inven Tory Vouchers
OrdEr Vouchers

Grou
Utilities
ImpOt Data Ledgers single Ledger

BaNking "

g (Bspiy)
Balance Sheet AIta

Profit & Loss Alc
Stock Summary
Ratio Analysis voucher Types Multiple Ledgers

R STatutory Info. CReate
Quit Display
Quit AlTer

Quit

Choose the ledger account from list of ledgers

S: TallyShop| G: Language| K: 1ayboard | K: Cortro Centee| H: Seppor Cestie| H: Help

Tutorial Kart
‘ Name of Ledger
P

ABC Limited
Axis

Cash

Profit & Loss A/c
Tech Solution

www.tutorialkart.com
Vetsion K Updates Crl + At « T Licesse & Services Clrl ¢ Ak o L Configuration Clrl + AlL + ¥ Calculater CiieN O

Now the complete details of ledger account display in the screen as shown below

image.
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Ledger Display Tutorisl Kart

MHanme D Axls Bank &ccount
fatlaa} Axle

2,00,000.00 Or

mail
Under . Bank OD Afc -
(Loans (Liabuifyl) :“:g:g". Axls Bank Account

Set OD llmit

ider - Country Cindla
AlG no. e name  30110039738.488 State - Ananra Fradesn

IFS code DU
Bank nams - Contact parson CAdarsh Kumar

Branch © Wijayawada
BAaR codse

Bank Conflouratkon

Het chegue Dooks T Ho

et chegue priming configuration™ Mo Vabalte
GSTIMNAJIN

Setfaler senice 1ax datalls T No

COpaning Balance | on 1-Apr2018) : 2,00,000.00 Dr

How to Alter Single ledger in Tally

Path: Gateway of Tally —> Accounts Info —> Ledgers —> Single Ledger —> Choose
Alter
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Gateway of Tally

Masters
Accounts Info.

NLory 0.

Transactions Accounts Info.
Accounting Vouchers

OrdEr Youchers

Utiltiea
impOrt Data éeﬂf-fs ) Single Ledger

BaNking Create

Reports Displa
Balance Sheet [ Alter II
Profit & Loss Afc -

L k mima i
et Anatrsts” Voucher Types Multiple Ledgers

- CReate
Olnpiay STatutory Info. Display
Quit AlTer
Quit
Quit

On select ledger screen, choose the ledger account from the list of

ledgers

S: TallyShop| G: Language| K 1eyboard | K: Contrl Cente| H: Sigped Cente| H: Help

Tutorial Kart
‘ Name of Ledger
.. |
List of Ledgers

ABC Limited
Axis

Cas

Profit & Loss A/c
Tech Solution

www.tutorialkart.com
Version A Updates Chel + Al + 1 License A Services Chrl ¢ AR 4 L Configuration Clrd 4 Ak + F Calculnator SRR - ]
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Now modify/ alter the required details for ledger account and click on
A:Accept to save the changed details in Tally ERP 9.

Ledger Alberation Tubarial Kark

Hama DAxs Bank AcCouUunt
raias) Aol s

Undar . Bank OD Afc Mall Detalla
Loans (Liabifityi) R;:!"r;sa Asiles Bank Sooount

Bat OO Imit

Countr S indla
ﬁg 23'_““ name : ;‘hﬂ"‘“ FERTL State Andnra Fradesn Fincode -
uT

IF8 coda . 1 BODOODE
Bank name : 4 Not Applicable Contact pergon s Adarsh Kumar
Branch CVilayawada PrRoné o .
BSR code Z rMoblle no. -
Bank Conflouration Cax no.
E-mall
Sat cheque Books 7 You CC to (I anv)
Set cheque printing configuration? Mo Vabsiie
GETIMNAUIM

Selfalier semice 1a< datalls T No

Cpening Balance | on 1-Apr-2018] @ 2,00,000.00 Dr

Q: Quit | A: Accept D: Delete

we shall learn how to create ledgers (multiple ledgers) in Tally.ERP 9. After creation

of groups, you can create ledgers under groups in Tally.

Step 1: Go to Gateway of Tally and Choose Accounts Info.
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(zateway of Tally

Masters
(Accounts Info. )
Inventory Info.

Transactions

Accounting Vouchers

Inven Tory Vouchers

COrdEr Vouchers
Utiities

ImpCrt Data

BaMKking

Reports

Balance Sheect
Profit & Loss Afc
Stock Summary
Ratio Analysis

Display
Quit
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Step 2: Under account info, choose the option Ledgers

Accounts Info.

Groups
Ledgers

M

Voucher Types
S Tatutory Info.
Quit

Step 3: Click on create under multiple ledgers option to create multi ledgers in Tally
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Gateway of Tally ...
Accounts Info. ...

single Ledger

Create
Display
Alter

Multiple Ledgers

{R CReate

splay
AlTer

Quit

Step 4: On multi ledger creation screen, enter the following details
Under Group: Choose the Bangalore Debtors under the list of groups, however you

can search group by entering the group name in the given under group text field.
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jace| K: Keyboard| K: Contol Carlre| H: Sppot Ceete’ H: Help

Multi Ledger Crestion Ceel + M B

Under Group : List of Groups

= — A e
§.No. Name of Ledger - Bangalore Debtors

Enter group name m\ BanRRants - -
1' _I.m; !;Dm l‘i\c list of “' Bank OCC NC
groups /‘ Bank OD Alc
/ Branch / Divisions
—_— Capital Account
Cash-in-Hand

Current Assets
Current Liabilities
Deposits (Asset)
Direct Expenses
Direct Incomes
Duties & Taxes
Expenses (Direct)
Expenses (Indirect)
Fixed Assets
Hyderabad Debtors
Income (Direct)
Income (Indirect)
Indirect Expenses
Indirect Incomes
Investments
Loans & Advances (Asset)
Loans (Liability)
www.tutorialkart. com 15 more .., l
Q: Quit |A:Accep( D l'v|-'»‘ : R J R U: R |

Cint = N

Groups

Step 5: Under Group: Bangalore Debtors screen, update the following details.
Name of Ledgers: Enter the name of ledger that you like to create in Tally

Under: The under group field will be automatically filled by Tally as Bangalore
Debtors (As we are creating ledgers under Bangalore Debtors).

After entering the details, press enter to continue. You will get messages

as Accept: Yes or No, choose Yes to accept the updated details in Tally.ERP 9.
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P: Print M: E-Mail | O: Upload

Multi Ledger Creation Tuborial Kart

Under Group . Bangalore Debtors

(1)
N

Name of Ledger Under

. | ABC Limited Bangalore Debtors
. | Tech Seolution Bangalore Debtors

Q: Quit | A: Accept| D: Delete

Successfully we have created multiple ledgers in Tally ERP 9.

How to display Multiple Ledgers in Tally.ERP 9
After ledgers are created in Tally application, we can check multiple ledger by
choosing the display option.

Path : Gateway of Tally —> Accounts Info —> Ledgers —> Multiple Ledgers (Display).
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Gateway of Tally

Masters

Accounts Info. Gateway of Tally ....

“Tnventory info Accounts Info.

Transactions Gateway of Tally ....
Accounting Vouchers Accounts Info_ ____

Inven Tory Vouchers
OrdEr Vouchers ﬁrm LEdgEI’S
mes ( Ledgers

ImpOrt Dala _
Banking single Ledger

Reports Create

Balance Sheet Display
Profit & Loss Al Alter

S10CK Summary Voucher Types
Ralio Analysis

Diapley STatutory Info Multiple Ladgers
Quit CReate

Quit (_Display )
AlTer

Quit

On select group screen, choose the group name “Bangalore Debtors” from

the list of groups.

| Select Group Tutorial Kart
Name of Group
P
List of Groups

! Allltems
Bangalore Debtors
Bank Accounts

Bank OCC Alc

Bank OD Alc

Branch / Divisions
Capital Account
Cash-in-Hand
Current Assets
Current Liabilities
Deposits (Asset)
Direct Expenses
Direct Incomes
Duties & Taxes
Expenses (Direct)
Expenses (Indirect)
Fixed Assets
Hyderabad Debtors

22 more ... |
Product Varsioo A Updates Clel + Al o T | License A Services Ctel + AR 4 L Configuration Clrl + Alt + ¥ Calculatar i+ N B

Now the multi ledger screen displays as shown below.
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[E] Tally.ERP 9:9000 =] =
P: Print E: Export |M: E-Mail | O: Upload | 5: TallyShop| G: Language| K: Keyboard | K: Contrl Cenlre| H: Suppod Cesize| H: Help
Multi Ledger Display Tutorial Kart
Under Group : Bangalore Debtors For 1-Apr-2018 3
|— Hew Parent
§.No. Name of Ledger Under Opening Balance DrfCr |—
1. ABC Limited Bangalore Debtors B
2. | Tech Solution Bangalore Debtors |—
|[
|[
|[
|[
|[
|[
|[
[
|_ Groups
Q: Quit | A: Accept| D: Delete R: Remoe Line| L)z Restoe [ing| LDz Restore A |_ —
Yy |— Features

Note: In this display mode, users are not allowed to modify any changes. For this
user are required to choose the alter option.

How to change/ alter multi ledgers in Tally ERP 9
The path for alter multiple ledger is same as create and display. Through this alter
mode, you can change the details as per the requirements.
Path: Gateway of Tally —> Accounts Info —> Ledgers —> Multiple Ledgers —> Choose
Alter.
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Gateway of Tally

Masters

[Accounts Info. -
\'i’nvcn'[orﬂnfﬁ
Transactions

Accounting Vouchers
Inven Tory Wouchers
OrdEr Vouchers

Utlties
ImpOrt Data
BaNking
Reports
Balance Sheet
Profit & Loss Adc
Stock Summary
Ratio Analysis
Display

Quit

Gateway of Tally ....
Accounts Info.

Gateway of Tally ...
Accounts Info.
Ledgers

Single Ledger
Create
Display
Alter

Voucher Types

Muitiple Ledgers

STatutory Info. CReate

Display

Quit (Aler |

Quit

From the list of the groups, choose the required group name for alteration.

Select Group

Tutorial Kart

Name of Group
e
List of Groups

4 All ltems

Bank Accounts
Bank OCC Alc
Bank OD A/c
Branch / Divisions
Capital Account
Cash-In-Hand
Current Assets
Current Liabilities
Deposits (Asset)
Direct Expenses
Direct Incomes
Duties & Taxes
Expenses (Direct)
Expenses (Indirect)
Fixed Assets
Hyderabad Debtors

22 more ... |

Product Version & Updotss Cirl 4 Alt « 1 License & Services Chrl + Alt + L Configuration Cird + Alt + § Calcuistor

On multi ledger alteration screen, you can update the following details

Add or delete the ledgers
Opening Balance — Dr/Cr
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Multi Ledger Alteration Tutorial Kart ctrl+ M B

Under Group . Bangalore Debtors For 1-Apr-2018

Name of Ledger Under Opening Balance DrfCr

. | ABC Limited Bangalore Debtors
. | Tech Solution Bangalore Debtors ]

www.tutorialkart.com

Q: Quit | A: Accept| D: Delete|

Press enter and accept the details to save in Tally.

How to delete ledger in Tally

You can delete any ledger in Tally, if balance does not exist in that

particular ledger.

Path: Gateway of Tally -> Accounts Info -> Ledgers -> Alter (Single

Ledgers)
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Ledger Alteration

Delete ?

During the above ledger alteration screen press Alt+D to delete the ledger

account.

How to Create Multiple Groups in Tally ERP9

Creation of multiple groups in Tally is very useful and time saving option.
You can create multiple groups in the same screen by using the below

path.

Path: Gateway of Tally -> Accounts Info -> Groups -> Create (Multiple

Groups)

Select the group under which group you want to create groups like, Under

— Sundry Creditors

Enter the group names under Name of Group
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The | Wame of Group

1. | Crwdiboers - Raw Watarial
2. | Crwditdsri - Coinaumabled

Press Enter to save the screen

Displaying Multiple Groups in Tally ERP9
Path: Gateway of Tally -> Accounts Info -> Groups -> Display (Multiple
Groups)

Click on display, then the below screen will appear

Select the group from the list of groups or select all items to
display all groups.

How to Alter Multiple Groups

Select the group from the list of groups for which group you want to
alter.

Path: Gateway of Tally -> Accounts Info -> Groups -> Alter (Multiple
Groups)

Click on Alter
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You can alter the group as you required and click
on Yes to save the screen.
Based on requirement you can create number of main groups and sub-

groups for the reporting purpose.

Delete ?

During the above group alteration screen press Alt+D to delete the

group

Click on Yes to delete the group

Bill wise Debtors and Creditors Ledgers

Tally is a widely used accounting software in India that offers various features to help

businesses manage their finances efficiently. One such feature is the 'Bill Wise
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Details' feature, which allows businesses to track their outstanding payments and

receipts in a systematic manner.

What are Bill Wise Details in Tally?

Bill Wise Details is a feature in Tally that helps businesses track their outstanding

payments and receipts by linking them to specific invoices or bills. When a business

receives a payment or makes a payment, it can be linked to a specific invoice or bill

using this feature. This makes it easier for businesses to track which invoices or bills

are pending and which ones have been paid.

How to use Bill Wise Details in Tally?

Using Bill Wise Details in Tally is a simple process. Here's how you can use it:
1. Go to the 'Accounting Vouchers' section in Tally.

. Create a new payment or receipt voucher.

2
3. In the voucher, select the 'Bill-wise Details' option.
4

. Enter the details of the invoice or bill to that you want to link the payment or
receipt. This includes the invoice or bill humber, date, amount, and party
name.

5. Save the voucher.
Once you have linked the payment or receipt to a specific invoice or bill, Tally will
automatically update the bill-wise details report. This report shows a summary of all
the outstanding payments and receipts linked to each invoice or bill.
Benefits of using Bill Wise Details in Tally
1. Better cash flow management: By tracking outstanding payments and
receipts in a systematic manner, businesses can get a better understanding of
their cash flow. This helps them plan their finances more effectively and avoid
cash flow problems.
Improved accuracy: Linking payments and receipts to specific invoices or
bills ensures that the accounting records are accurate. This reduces the risk
of errors and ensures that the financial statements reflect the true financial
position of the business.
. Easy tracking of outstanding payments and receipts: Bill Wise Details

makes it easy for businesses to track their outstanding payments and
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receipts. This reduces the time and effort required to manually track payments
and ensures that no payments are missed.
. Faster dispute resolution: In case of any disputes related to payments,

businesses can easily track the invoice or bill and resolve the dispute faster.
Bill Wise Details in Tally:
Bill Wise Details is a useful feature in Tally that can help businesses manage their
finances more efficiently. By linking payments and receipts to specific invoices or
bills, businesses can track their outstanding payments and receipts in a systematic
manner. This helps them improve their cash flow management, ensure accuracy in
accounting records, and resolve disputes faster. Therefore, businesses should
consider using this feature in Tally to streamline their accounting processes and
improve their financial management.
'Bill wise Details' hence can be used to track the details of any already made or due
payments and also to generate payables or receivables reports with minimum effort.
How to activate: Go to Gateway of Tally > Press - F11: Accounting Features > Set
‘Yes' to 'Maintain Bill wise Details
In Tally.ERP 9, you can generate bill-wise debtors and creditors ledgers to track
outstanding payments and receipts for each transaction. Here's how you can set up
and use bill-wise ledgers in Tally.ERP 9:
Enable Bill-wise Details: Go to Gateway of Tally > F11: Features > Accounting
Features. Under the 'Bill-wise Details' section, set 'Yes' for the option 'Maintain bill-
wise details'.
Create Debtors and Creditors Ledgers: Create the required debtors and creditors
ledgers under the 'Sundry Debtors' and 'Sundry Creditors' groups, respectively. Go
to Gateway of Tally > Accounts Info > Ledgers > Create. Enter the necessary details
such as name, address, and contact information.
Enable Bill-wise Details for Ledgers: While creating or altering the debtor or
creditor ledger, set 'Yes' for the option 'Maintain balances bill-by-bill".
Record Transactions with Bill-wise Details: While recording sales or purchase
transactions, enter bill-wise details. In the voucher entry screen, press 'Alt+B' to
enable bill-wise details. Enter the relevant bill references, amounts, and due dates

for each transaction.
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View Bill-wise Reports: Tally.ERP 9 provides various bill-wise reports to track
outstanding payments and receipts. Some of the important reports include:
Outstanding Receivables: Go to Gateway of Tally > Display > Account Books >
Outstanding > Sundry Debtors. This report shows the bill-wise details of outstanding
receivables from debtors.

Outstanding Payables: Go to Gateway of Tally > Display > Account Books >
Outstanding > Sundry Creditors. This report displays the bill-wise details of
outstanding payables to creditors.

Bills Receivable/Payable: Go to Gateway of Tally > Display > Account Books >
Bills Receivable or Bills Payable. These reports provide a summary of all bills
receivable or payable, along with their due dates.

Receivables/Payables Ageing Analysis: Go to Gateway of Tally > Display >
Account Books > Statements of Accounts > Outstandings > Receivables/Payables

Ageing Analysis. This report shows the ageing analysis of outstanding receivables or

payables.

These steps will help you set up and utilize the bill-wise debtors and creditors
ledgers in Tally.ERP 9 to track and manage your outstanding transactions more
effectively.

How to activate Bill wise Accounting in Tally.ERP 9?

It just takes few steps to activate this feature in Tally.ERP 9

Computerised Accounting with Tally




DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

To set Maintain Bill wise Details to Yes in F11: Accounting Features
window

To create a Party (Ledger A/c) under Sundry Debtors / Sundry Creditors
group

To set maintain balances bill by bill to Yes for the parties during ledger
creation

From Gateway of Tally = Accounting Vouchers > Sales (F8) or Purchase
(F9) accordingly and enter the transaction by specifying a Bill reference
No. along with due dates for the amount to be received or paid in the
Bill Allocations for the screen (we can also break up the amount into
multiple reference numbers with different due dates)

To generate various types of Bill wise summary report in Tally.ERP 9
Generally, to view Receivables / Payables Reports, we have to proceed to Gateway

of Tally > Display > Statement of Accounts > Outstandings > Receivables (to view

due to the company). This report displays a bill by bill outstanding for all the parties

with the pending amount along with the due date.
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Individual party wise - Bill wise » Select Ledger in the Qutstandings menu

outstanding » We will now get a report displaying bill-by-bill
details of all outstandings for the concerned
party along with the total outstanding amount

Group Outstanding report - Bill To View Group Outstanding Report, select Group in
wise outstanding the Outstandings menu and then select the specific
group or sub group

Ageing analysis report - Bill wise We can also view Ageing Analysis of
outstanding Outstandings, by defining various ranges of
periods and view outstanding across the
specified time slabs
Such as 01o 30 days, 30 to 45 days and 4510

75 days and so on
To View Ageing Analysis Report, go to
Gateway of Tally > Display = Outstandings =
Receivables or Payables

» Select F6 (Age wise)

Specify ageing methods and the periods

How to maintain bill wise detail for receivable and payable in Tally or
Tally.ERP9 ?

Step 1. Press F11 (Company Features)- > F1 (Accounting Feature) -> Maintain Bill
Wise

Details — YES.

Step 2. Now Create a Party (Ledger A/c) under the group ‘Sundry Debtors’ as well
as one under group ‘Sundry Creditors’, and also activate ‘Maintain balances bill by

bill’ for all the Parties while you are in Ledger creation mode.
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Step 3. Make a Voucher Entry from ‘Gateway of Tally’ -> Select Sales or Purchase
Voucher.

Now, while entering the transaction, the user can specify a Ref. no with due date for
the amount or break it up by giving multiple ref no with different due dates. There are
four types of reference given below:

Types of Reference

New Reference:

It is used when you make any purchases or sales entry.

Against Reference:

It is used when you have to pay or receive amount against credit bill.

Advance Reference:

Use this option when you paid or received amount as an advance from or to party. In
other words, It is used in case of advance receipt or payment entry.

On Account:

It is used when you don’t have any idea of any bill wise detail.

Step 4. To view the reports follow the procedure given below:

Select ‘Display’ (in Gateway of Tally menu) -> Select ‘Statement of Accounts’ ->
Select ‘Outstanding’ -> Select ‘Receivables’ (in case you want to see amount due to
the company) -> Select any particular group. The report displays bill by hbill
outstanding for all parties along with the pending amount as well as the due date.

In case user wants to see the amount payable by the company then select the option
‘Payable’ under the menu ‘Outstanding’. The user, once he has selected either
Payable or Receivables can toggle between the two reports by clicking F4 function
key.

Step 5. For individual Party wise outstanding Report:

Select ‘Display’ (in Gateway of Tally menu) -> Select ‘Statement of Accounts’ -> -
>Select ‘Ledger’ option under ‘Outstanding’. This report gives a bill-by-bill display of
all outstanding for the concerned party along with the total outstanding amount.

For a display of total outstanding for all parties -> select ‘Group’ in the menu
‘Outstanding’ and then select any particular group or sub-group.

Step 6. Tally gives Age wise Analysis Reports and hence keeps the user informed

for the range of period the bills have been outstanding. The user has the luxury of
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defining the Ageing periods as per his needs. e.g. 0 to 30 days, 30 to 45 days, 45 to
60 and so on. The procedure for displaying the report is given below. The aging
analysis gives flexibility to do ageing by due date or bill date.

Select ‘Display’ (in Gateway of Tally menu) -> Select ‘Statement of Accounts’ -> ->
Select ‘Outstanding’ under Display menu -> select ‘Receivables ‘ or ‘Payable’ press

F5 (age wise) -> select method of ageing -> specify the periods.

Configuring Bill wise Details in Tally ERP 9
To configure bill-wise details in Tally.ERP 9, follow these steps:
Enable Bill-wise Details: Go to Gateway of Tally and press F11 or click on

"F11: Features" in the toolbar. Then select "Accounting Features" from the list.

Set Options for Bill-wise Details: In the Accounting Features screen, scroll
down to find the "Bill-wise Details" section. Ensure that the option "Maintain bill-wise
details" is set to "Yes."

Enable Bill-wise Details for Ledgers: After enabling bill-wise details
globally, you need to enable it for specific ledgers. To do this, go to Gateway of Tally
and select "Accounts Info" from the menu. Then choose "Ledgers" and select the
desired ledger (e.g., Sundry Debtors).

Configure Ledger Details: In the ledger creation or alteration screen, set the
option "Maintain balances bill-by-bill* to "Yes." You can also specify the default bill-

wise method (e.g., "Use Single Entry") if required.

Save the Ledger Details: After configuring the necessary options, press
Ctrl+A or click on "Accept" to save the changes made to the ledger.

By following these steps, you have successfully configured bill-wise details in
Tally.ERP 9. Now, whenever you record transactions involving the ledger with bill-
wise details enabled, you can enter the relevant bill references, amounts, and due

dates to track outstanding payments and receipts accurately.

Unit Il
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Accounting Vouchers in Tally.ERP 9
Sales Voucher in Tally

The Sales Voucher is most widely used by the users of TallyErp-9, it is a type
of accounting voucher. Depending on the nature of your business, it can be created
in the Invoice mode or Voucher mode. In the Invoice mode, you can print and
provide a copy of the invoice to your customers. The Voucher mode can be used
when you want to basically record transactions for statutory purpose only, and when
you don’t necessarily have the need to print and share the information with your
customer. Tally.ERP 9 gives you the flexibility to address different needs.
You keep track of sales entries every time you make a sale of a service or product.
The sales voucher is used to document the sales in a tally.
In tally, it is among the most commonly used vouchers of accounting. Invoice mode
and Voucher mode are the dual accounting modes available under sales vouchers.
Either one can suffice. Under Invoice mode, you can take a printout of your invoice
for the client. You can enter a transaction in Voucher mode for statutory purposes
without having the invoice sheet printed out.
Tally ERP 9 is a software high in adaptability. With the Toggle button, you can switch
the transaction mode, and your display will be modified with the necessary details,

making it more user-friendly.

Purchase Voucher in Tally

The Purchase Voucher too can be recorded either in the Voucher or Invoice mode
based on the nature of business operations. It comes under accounting vouchers in
Tally.ERP 9.

Purchase Vouchers

You create a purchase entry every time you avail of a service or buy a product. This
is documented in the tally via the purchase voucher.

Also said to be among the most commonly used vouchers. Similar to the sales
voucher mentioned above accounting has two modes under purchase vouchers:
voucher mode and invoice mode.

You are free to use any one of the two, whatever you deem appropriate. You can

take a printout of the invoice sheet you issued/issued by the party.
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Transactions can be entered under Voucher mode for statutory purposes, and these
need not be printed. Users can also modify the transaction mode, much like in Tally’s

sales voucher.

Suppose you change your mind and decide to change the mode when entering

details of a purchase transaction? What if you have entered all the details and
decide to change the mode in the last second? Tally ERP 9 helps you to convert a
voucher into an invoice, or vice versa, without expecting you to re-enter the details. It
auto adjusts to your preference. Just use the Toggle button. You can add more
details by enabling options. Press F12 to do so.

Payment Voucher in Tally

e The Payment Voucher in Tally.ERP 9 lets you provide all types of details when
creating it. While making payment to a party you can provide details such as the
instrument number, and even print the cheque. As soon as you pass a Payment
Voucher, you can print the corresponding cheque. To see the list of cheques which
need to be printed, go to Banking and click on Cheque Printing. Tally.ERP 9
supports over 500 banks from both India and abroad. After making the payment, you
can generate a Payment Advice inTally.ERP 9 and share it with your supplier as it
will update him with the details of all your payments.

Tally has all of the features needed to complete this payment transaction. You can
access all of the relevant information, such as the bank name, instrument number,
available balance, and so on. You may also take a printout of the cheque after the

payment voucher is updated with the information.

To access the cheque list that must be printed, simply navigate to ‘Banking’ in the

software and select ‘Cheque printing’.
Approximately 500 Indian banks and other nations are supported by Tally ERMO9.

You may share the receipt for updating with your vendor when the payment has

been received.
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Receipt Voucher in Tallye

When you create a Receipt Voucher, Tally.ERP 9 prompts you to take a look at all
the pending invoices for which payments are yet to be received. As and when your
customer makes a payment, you can record detail such as against which invoice the
payment is made; whether you received the payment by cash, cheque or via
NEFT/RTGS; and what the instrument numbers are. You can even email this
information to your customer. This way, you will never lose track of the payments.
You can document the transaction using the receipt voucher after the payment is
received. You will also get notified about any outstanding payments from your
customers.

After receiving payment, you can immediately enter the information and keep track
as well as choose a mode for payment, such as cash or cheque. Receipt Vouchers
allow you to maintain transparency of sales between you and your customers.
Contra Voucher

e Contra Vouchers are generally used by businesses to with draw cash from banks
or to deposit cash in banks. With Journal Voucher The Journal Voucher is used by
businesses for multiple purposes, based on their business types. Some accountants
use them for purchases and sales as well. Both accounting and inventory Journal
Vouchers are available in Tally.ERP

A contra voucher comes in handy when anyone or both sides of entry have
involvement of cash, bank, or multiple banks.

It is used to document any cash deposit, withdrawal, or transfer between the various

types of accounts in accounting available on Tally. You may also create a cash

deposit slip that specifies the monetary denominations used in the process.
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The Inventory Journal Vouchers can be used to adjust inventory or for movement of
inventory from one go down to another.

Credit Note Voucher in Tally

e The Credit Note Voucher is used generally for a sales return. By default, the Credit
Note is not enabled in Tally.ERP 9

Debit Note Voucher in Tallye

A Debit Note is used for purchase returns. With Tally.ERP 9,a user can either pass a
Debit Note as a voucher or as an invoice where the inventory values also get
affected. The Debit Note Voucher can be enabled by pressing F11 and configuring
the Features. You can provide details of the original invoice numbers as well.
Journal Voucher

A contra voucher comes in handy when anyone or both sides of entry have
involvement of cash, bank, or multiple banks.

It is used to document any cash deposit, withdrawal, or transfer between the various

types of accounts in_accounting available on Tally. You may also create a cash

deposit slip that specifies the monetary denominations used in the process.

Credit Note Voucher

A sales return transaction can call for a Credit note entry. Under usual
circumstances, this voucher comes deactivated by default.

By hitting F11 and customizing features in invoicing, you can activate the credit note
voucher. To maintain a record of these transactions, you can make use of the
original sales invoice against which this entry is passed.

Upon choosing a party you will land upon the window that will display the list of
invoices against which the credit note voucher is used.

Similar to a sales voucher, a Credit note voucher can be availed under either invoice
mode or voucher mode.

Debit Note Voucher

You can pass debit and credit note entries whenever there is a purchase return

transaction or sale.
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The activation process begins by hitting the f11 button and configuring its features.
The original purchase invoice against which the entry is passed can be used as a
point of reference to enter a record of such transactions.

You can access the list of invoices against which the debit note voucher is applied by
simply selecting the name of a party. Like many others on the list, a debit note
voucher can be obtained in invoice mode or voucher mode.

Creating a Voucher

One of the perks of using Tally.ERP 9 is that it comes with several pre-configured
types of vouchers. A voucher is a document that records the details of a financial
transaction and is used by businesses for multiple purposes such as sales, deposits,
everyday expenses, etc.

To create a voucher, you need to;

Step 1 — From the Gateway menu, choose “Accounting Vouchers.”
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Step 2 — Next, from the right-hand-side menu, select a voucher option from the

available list.
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Contra Voucher (F4): This is used when money is deposited or withdrawn
from the bank. Or when money is transferred between 2 accounts in the same
company.
Payment Voucher (F5): This is used for payments made by the company.
Receipt Voucher (F6): This is used for any income made by the business;
interest, sales, etc.
Step 3 — Lastly, you need to fill the required details based on the type of voucher you
created. You also need to choose which ledger the voucher will be attached to. Plus,

enter the names of the parties involved as well as the date.

You can use a Payment voucher to record cash and bank payments
using Single Entry or Double Entry mode.
In this section

Cash payment in Single Entry mode

Bank payments in Single Entry mode

Payments in Double Entry mode

Provide narration for each ledger in the payment voucher
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Cash Payment in single entry mode
In business, you can pay daily wages, regular business expenses like
stationery, printing, postage, and other miscellaneous expenses, or
payments to your suppliers with cash as it is an instant payment method. In
TallyPrime, you can record such cash payments in single entry mode. If you
are unfamiliar with the accounting rules, you can use the single-entry mode
of accounting. Once vyou select the ledgers correctly, TallyPrime
automatically records your transaction as per the accounting rules.
Suppose you want to make payment through Cash for Conveyance and
Telephone expenses incurred in your business. You need to select Cash
account under the Account field and under Particulars select the conveyance
and telephone accounts and enter the respective amounts. Similarly, you can
make payments to your suppliers. You have to select your supplier account
under Particulars, and you can record the transaction.
In the below example, let’s record cash payment for Conveyance and
Telephone expenses in single entry mode.
1. Open the Payment Voucher in single entry mode.
a. Press Alt+G (Go To) > Create Voucher > press F5 (Payment).
Alternatively, Gateway of Tally > Vouchers > press F5 (Payment).
. Press Ctrl+H (Change Mode) > select Single Entry.
. Select the Cash account, and Expenses account.
. In the Account field, select the Cash ledger.
. Under Particulars, select the Conveyance and Telephone
ledgers, and enter the corresponding amounts.
. Accept the screen. As always, you can press Ctrl+A to save the
payment voucher.
Bank Payments under Single Entry Mode
You can make bank payments and record them using the Payment voucher.
In the Receipt voucher, select the Bank account under the Account field and
expenses or party ledger under Particulars. You can make payments for
more than one expense or to more than one supplier through a single

voucher in case they are sister concerns.
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Select more than one Transaction Type and allocate the amount to each
Transaction Type by providing the required details. In this case, let us make
payment for Furniture purchased.

. Open the Payment Voucher and in single entry mode.

. Press Alt+G (Go To) > Create Voucher > press F5 (Payment).
Alternatively, Gateway of Tally > Vouchers > press F5 (Payment).

. Press Ctrl+H (Change Mode) > select Single Entry.

2. Press F12 (Configure) and set the option Set Ledger-wise Bank
Allocations during voucher creation to Yes, to view the bank details
defined in the party ledgers.

. Select the Bank account and Furniture account.

a. In the Account field, select the Bank ledger.

b. Under Particulars, select the Furniture ledger, and enter the
corresponding amount.

. Provide the bank details in the Bank Allocations screen.

. Select the required Transaction Type.
The Transaction Type is by default set to Cheque in the Bank
Allocations screen. You can change it as needed, for example, e-Fund
Transfer, Electronic Cheque, and SO on.
If you do not find the required Transaction Type, select Show More in
the Transaction Types list and press Enter.
You can configure the Bank  Allocation screen, by
pressing F12 (Configure).

. Accept the screen. As always, you can press Ctrl+A to save the
payment voucher.

Similarly, you can do payments towards capital expenditure also.

Payment in Double Entry Mode

You can record your payments using double entry mode in TallyPrime. In
double entry mode, you need to decide which account to debit and which
account to credit. You can use double entry mode if you are familiar with the

accounting rules. Suppose you are making a payment for your regular
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business expenses. You need to debit the expense ledgers one after the
other along with their corresponding amounts and credit the cash, bank, or
petty cash account from where you are making the payment.
You can record all entries in double-entry mode by selecting the ledger to be
debited and credited correctly. In TallyPrime, you can also convert a
payment voucher to a Journal Voucher by pressing F7, and you can see the
entry in the double-entry mode under the Journal Voucher as well. In this
example, we are recording payment of regular business expenses through
Petty Cash.
1. Open the Payment Voucher in double entry mode.
a. Press Alt+G (Go To) > Create  Voucher > press F5 (Payment).
Alternatively, Gateway of Tally > Vouchers > press F5 (Payment).
. Press Ctrl+H (Change Mode) > select Double Entry.
. Select the Bank/Cash accounts and Party or Expenses accounts.
. Debit the Expense ledgers and enter the corresponding amounts.
. Credit the Petty cash ledgers, and enter the corresponding amounts.
. Accept the screen. As always, you can press Ctrl+A to save the

payment voucher.

You can use a receipt voucher to record cash and bank receipts. You can
record using Single Entry or Double Entry mode.
In this section

¢ Cash receipts in Single Entry mode

¢ Bank receipts in Single Entry mode

¢ Receipts in Double Entry mode

I : in Sinal I

In business, you might want to record receipts for Commission, Bank

Interest, Discounts Received, Receipts from Customers, and so on.
TallyPrime allows you to record such cash receipts using Receipt Voucher in
single-entry mode. You can use a single-entry mode of accounting if you are

unfamiliar with the accounting rules. Once you select the ledgers correctly,
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TallyPrime automatically records your transaction as per the accounting
rules.
Suppose you want to record receipts through Cash for Commission. You
need to select the Cash account under the Account field, and under
Particulars, select the Commission Received ledger and enter the respective
amount. Similarly, you can record receipts from your customers. You have to
select your customer account under particulars, and you can record the
transaction.

1. Open the Receipt Voucher in single entry mode.

a. Press Alt+G (Go To) > Create Voucher > press F6 (Receipt).

Alternatively, Gateway of Tally > Vouchers > press F6 (Receipt).

. Press Ctrl+H (Change Mode) > select Single Entry.

. Select the Cash account and Income account.

. In the Account field, select the Cash ledger.

. Under Particulars, select the Income Iledgers, and enter the
corresponding amounts.

. Accept the screen. As always, you can press Ctrl+A to save the
receipt voucher.

Bank receipts in Single Entry Mode

You can receive bank receipts and record them using Receipt
Vouchers. Select the Bank account under the Account field and
income or party ledger under Particulars. In the Bank Allocation
screen, you can specify the transaction type as well as other details
such as the instrument number if you received the funds by cheque.

. Open the Receipt Voucher in single entry mode.

. Press Alt+G (Go To) > Create Voucher > press F6 (Receipt).
Alternatively, go to Gateway of Tally > Vouchers >
press F6 (Receipt).

. Press Ctrl+H (Change Mode) > select Single Entry.

. Press F12 (Configure) and set the option Set Ledger-wise Bank
Allocations during voucher creation to Yes, to view the bank details

defined in the party ledgers.
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. Select the Bank account and Party account.
a. In the Account field, select the Bank ledger.

. Under Particulars, select the Party ledgers, and enter the
corresponding amounts.

. Provide the bank details in the Bank Allocations screen.

. Select the required Transaction Type.
The Transaction Typeis by default set to Cheque in the Bank
Allocations screen. You can change it as needed, for example, e-Fund
Transfer, Electronic Cheque, and SO on.
If you do not find the required Transaction Type, select Show More in
the Transaction Types list and press Enter.

. Accept the screen. As always, you can press Ctrl+A to save the

Voucher.

Bank receipts in Single Entry mode

You can record your transactions using double entry mode in TallyPrime.
In double entry mode, you need to decide which account to debit and which
account to credit. You can use double entry mode if you are familiar with the
accounting rules.

Suppose you are recording a receipt for an Interest Received. You need

to debit the Cash or Bank ledger with the corresponding amount and credit

the Interest Received account. You can record all entries in double-entry
mode by selecting the ledger to be debited or credited correctly. In
TallyPrime, you can also convert a receipt voucher to a Journal Voucher by
pressing F7, and you can see the entry in the double-entry mode under the
Journal Voucher as well.

1. Open the Receipt Voucher and select the double entry mode.

a. Press Alt+G (Go To) > Create Voucher > press F6 (Receipt).
Alternatively, go to Gateway of Tally > Vouchers >
press F6 (Receipt).

. Press Ctrl+H (Change Mode) > select Double Entry.

2. Select the Bank/Cash account and Income account.
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. Credit the Income or Party ledgers and enter the corresponding
amounts.
b. Debit the Cash or Bank ledgers, and enter the corresponding amounts.
3. Accept the screen. As always, you can press Ctrl+A to save the
receipt voucher.
Use Payment or Receipt Voucher as Contra Voucher
The Contra Voucher is used to indicate transfer of funds from the following
modes:
Bank account to Cash account
Bank account to Bank account
Cash account to Bank account.
Cash account to Cash account.

When you are passing a Payment voucher, you do not get the Cash and
Bank Ledgers for selection in the list of Ledger Accounts on the Debit side and
when you are passing a Receipt voucher, you do not get the Cash and Bank
Ledgers for selection on the credit side.

However, for users who wish to use the Payment and Receipt vouchers for this

nature of transaction, Tally.ERP 9 has the flexibility of defining Payment and

Receipt behavior as per Contra voucher.

To use payment/receipt voucher as a contra voucher,

1. Goto Gateway of Tally > Accounting Vouchers.

2. Select F5: Payment from the Button Bar or press Fb5.

3. Set the optionUse payment/receipt as Contrato Yes in F12:

Configuration screen.
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Payment Standard Configuration

General Options

Skip Date field during creation(faster entry)
Use single entry mode for pymt/rept/contra

Use payment/receipt as contra
Use Cr/Dr instead of To/By during entry
Warn on negative cash balance
Show table of bill details for selection
Show bill final balances
Show bill-wise details
Expand into multiple lines
Show ledger current balances
Show balances as on voucher date
Show Ledger Final balances
Print Cheque after Saving Voucher
Confirm each cheque before print

Bank Allocations Options

Use defaults for bank allocations
Use Auto Cheque Numbering
Allow Selection of Cheque Range
Show remarks
Show E-mail

Press F12 for more oplions.

4. Click Accept to save.

Refer to F12: Configuration in Tally.ERP 9 for more details.

If the option Use Payment as Contra is set to Yes in the F12: Configure screen,

the cash and bank accounts will be displayed for selection.
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Artertising

Particulars Cash - Lotation B

Computer
&y I Comeyance

Courier Charges

Customear A
Ciettor A

Dedtor B

Debtor C

Interest Receiable
Labour Changes
LM & Comparry
Liocal Bank

Local Duty

Local Purchase
Local Sales
Pastage

PLR Debtors
Prafessional Income
Prafessional Sendces
Purchase

Sales

Staff \Welfare
Stationery

Supplier A

HYE Cowners

Mafratian

If the option Use Payment as Contrais set to Noin the F12:

Configure screen, the cash and bank accounts will not be displayed.

Computer

ComEyance
Courier Changes

Ey I Customer A

Dieibtor A

Dentor B

Debtor C

Interest Receable

Labour Charges

LMN & Comparry

Local Duty

Local Purchase

Local Saes

Pastage

PQR Deblors

Professional Incoms

Professional Senates

Furchase

Sales

Staft Wellare

Statonery

Supplier &

WL Couers

Particulars
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In Tally Prime, the voucher must be activated to record. However, one can also
deactivate the voucher if not needed. To activate/deactivate vouchers, go to
= Gateway of Tally> MastersChart of Accounts> Voucher Types> Select
Voucher Type and then Press Enter.
Now you can enable the option, “ACTIVATE THIS VOUCHER TYPE
“into YES
= Accept the screen or you can press Ctrl+A to save.
To record a new voucher, go to Gateway of Tally> Transactions> Vouchers.
Payment voucher:
Payment voucher in accounting vouchers in tally records all business transactions
related to Payment. Any payment made by the company through cash, cheque,
online payment or any other mode comes under this voucher type. To record

transactions, click Gateway of tally> Transaction> Vouchers> Press F5.

Z: Exchange O:lmport E:Export M:E-mail P:Print
® £2:Date |«
1-Apr-21
Thursday 3 Company |¢

Account
e B ez F4:Contra
Particulars Amount
F7:Joumnal

Fi: Sales

|«
|«
F6:Recaipt ‘r
|«
|«

F9:Purchase

F10: Other Vouchers

F:Autofil
H: Change Mode

|: More Details

L: Optional

Post-Dated

Stat Adjustment

Narration:

F12: Configure

Receipt Voucher:
The Receipt voucher under accounting vouchers in tally records all money
transactions received by the company. The amount received could be in the form of

cash, cheque or online. When an accountant makes a receipt voucher in Tally Prime,
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all the invoices with pending payments pop up as a reminder. To record this

transaction, go to Gateway of tally> Transaction> Vouchers> Press F6.

Mas Clecvroncs »
1Apr21
Thursday

Particulars

Contra Voucher:
In contra voucher, all the company’s transactions include deposits or money

withdrawal from its bank account. The entry is made in this voucher if the amount is
transferred from bank to bank or cash to cash. To record such transactions, go

to Gateway of tally> Transaction> Vouchers> Press F4.

Accourming Voochee Cresson Mar Ermctronies

T 1
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Purchase Voucher:
In this voucher, all the transaction related to company purchases is recorded. The
purchase can be made in cash or borrowed or in the form of goods and services. To

record the transaction, go to Gateway of tally> Transaction> Vouchers> Press F9.

Recoumting Voucher Crostian Wax Eleckomes x

|__Purchaso L3R 1-Apr-21

Supplier Invosce No e Thursday

Company
Party Alc nai
Purchase ledger

Name of ltem pe; Amount

Sales Voucher:

It is one of the most used accounting vouchers in tally. Accountants can create two

different formats, such as invoice and voucher in this type. Sales voucher records all

sales transactions of the company in credit or cash. In vouchers, one can store
transactional records electronically and print them for customers. To record this

transaction, go to Gateway of tally> Transaction> Vouchers> Press F8.
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Name of em

Debit Note

When a company returns the purchased commodity, it is recorded in these

accounting vouchers in Tally. An accountant can also record interest calculations in

this voucher. To record such transactions, go to Gateway of tally> Transaction>
Vouchers> Press Alt+ F5.

Accoumtion Voucher Creation x Dat
| Debit Note  IIPEER] List of Ledger Accounts nacc
Party Alc name Cash

Ledger account

Name of ltem
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Credit Note

When a company returns the sold commodity, it is recorded in these accounting
vouchers in Tally. An accountant can also record Transactions related to sales
returns and interest calculations in this voucher. To record such transactions, go

to Gateway of tally> Transaction> Vouchers> Press Alt+F6.

Max Eloctoscs

List of Legger Accounts

Cash

Name of lem

Journal
In Tally’s inventory and accounting vouchers, users can use it as an optional voucher
in Tally to make sales and purchases. An accountant can also use it to adjust or

transfer stock from one warehouse to the other and for tax calculations and tax

adjustment entries. To open this voucher, go to Gateway of tally> Transaction>

Vouchers>Press F7.
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LISt of Ledger Accounts

Particulars Local Taxes
Profit & Loss Alc
Sales

Cheque Printing in Tally.ERP9

To enable Cheque Printing in Tallyv.ERP 9,

1. Go to Gateway of Tally > F11: Accounting Features
2. Set Enable Cheque Printing to Yes
3. Set/Alter Cheque Printing Configuration to Yes.

Once the optian Set/Alter Cheque Printing Configuration is activated to Yes, you will get
the below screen.

The screen appears as shown :

Other Features

Enable Cheque Printing
Set/Alter Chegue Printing Configuration

Allow Zero valued entries
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Company Cheque Details

Barlz Accounts
Company MName on Chegue : ABC Company
1 End of List
Naries of Bartks d Local Bank ____________|II:ERPECHET
Bank-Saving AT
Local Bank

Company Name on Cheque:

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.ERP 9 to print the name, you
can leave it blank. Many banks issue 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.ERP 9 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.
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Cheque Printing Configuration
(AN Dirmensaions in mrm onl

YWidth of Chegue - 158
Height of Cheque . 76

Distance of Date Line from Top Edge 023
Starting Location of Date from Left Edge . 116

Distance of Party's Mame Line from Top Edge S 31
otarting Location of Mame from Left Edge 10
Width of Mame area - M

Distance of 2nd Amt-in-words Line from Top Edge . 90
Height (gap) of Amt-in-words Line 05

Starting Location of Amt-in-words from Left Edge 10
Wyidth of Amt-in-words area D99

Distance of Amt-in-figures Line from Top Edge o 25
otarting Location of Amt-in-figures fram Left Edge - 110
Width of Amt-in-figures area S 41

Distance of Company Signature Bottom Line from Top Edge 59

Starting Location of Signature from Left Edge c 120

*Width of Signature area © 35

* Height of Signature area 14
[ * mandaton to save configuration)

=alutation of 1st Signatary (if 2 signatories) - Managing Director
oalutation of Znd or single Signatory :
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MNote:

1. Salutation fields are for signatures and naturally follow the Company name (for example,
Director)

2. Ensure that you have not left any field blank other than the salutation fields. Trial and
error (s the anly way to get the printing in the right positions. Change the set-up a couple
of times to set it right. This is necessary to enable printing on Cheques correctly on
different sizes of Cheques used by different banks

Printing Cheques

To print the cheque after making the required settings,
Go to Gateway of Tally > Voucher Entry > F5: Payment

Name on Cheque

Debit the Party Ledger and give the bill reference details if any. Credit the bank for which the
cheque printing is enabled. 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 waords used - Account payee. You may change it if
required.

Cross Cheque using?

This is filled in by the most common words used - Account payee. You may change it if
required.

Saturday

Farticulars Cradit

By Supplisr &
Cur Bl 46,53, 504,00 Cr

Agsit Rel 12

To Lecal Bank
Cur sl 40, 20,000,089 v

[ame on Cheque Suppller &

|Cross cheque uting 7 Alc Payee . l
Narration i [ LT
Ch. No. |DE9TES
Accept?

Yes o Ne

Note: Cheque Printing feature is available only from the Payment voucher.

» Enter the Cheque Number (Ch. No.) and save the Voucher. Then, you will get the Cheque
Printing sub-screen appears as shown below:
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Cheque Printing

Printer : RnD Printer (Mel1:) Paper Type : 8.5%13
Mo. of Copies A

Print Language : English (Printing Dirmensions)
Method : Meat Made on Pre-printed Paper Paper Size : [.50" x 1253% or [216 mim x 330 mm)
Page Range : All Print Area : 319"z 12.63%) or [208 mim x 322 mm]

Report Titles

Cheque Printing

fwith Print Praview)

Select Yes to print the cheque.

The printed Cheque appears as shown :
_AcPayee 30-Aug-2008

Supplier A

Twenty Five Thousand Only & 000 .00

for AEC Company

Managing Direcdor Secrefar:,-‘

Masters : Inventory: Understanding Inventory
Inventory features in Tally ERP 9
In Tally ERP 9, Inventory features consist of configurations related to inventory
transactions and reports.
Inventory features are subdivided into 7 functions, which are as follows:
General
Storage and Classification
Order processing

Invoicing
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5. Purchase Management
6. Sales Management
7. Other features
How to start Inventory features
o Path: Tally Main -> Gateway of Tally -> F11: Features -> Company Features -

> Inventory Features or click on F2: Inventory.

Tally.ERP 9 [~

P Print E: Export O: Upload | 5: TallyShop| G: Language| K: Keyboard| K: Contrel Certre| H: Supgert Ceslre| H: Help

Gatewsy of Tally el +M B

Current Penod Current Date
1-4-2018 to 31-3-2019 Sunday, 1 Apr, 2018

List of Selected Companies

Gateway of Tally ...
Name of Company Date of Last Entry Company Features

No Vouchers Entered
Accounting Features

Inventory Features

Statutory & Taxation

Add-On Features

Quit

Version & Updirbes Chrl + At + T Licends B Services Gl + At + L Confguration  Cid + Al + F Calculator Cirl + N

M Click here Click here Click here

L To See Details | To See Details | To See Details
Tally.ERP 9 15

Tally MAIM --> Gateway of Tally --> Company Features © Tally Solutions Pvt Ltd,, . Thu, 7 Jun, 20]12:9

How to enable Inventory features
We can enable or disable the options for day to day business transactions using the
inventory features. After executing the inventory features, the following screen will

display:
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Lomegany. Tulonal Kam
[ Feabhires

Game=rnl Inwas|cheg
Integrate accounts and imentony KTl Ensble invoicing

Ensble zerc-valued tranzsctions 7 No e e
Use debit end credit notes

Storage and Clewmificallon Record credit notes in invoice mode

Maintain multiple - 2 No u Record d;:hl;rl:ﬂﬂsnllrl cnl\rnlca -I'I'l-'.l-ﬂﬂ-
" mn in imvoic
Maintain stock categories T Ho h MSpNES SAcOoUN colL s

Maintain batch-wise details 7 Ho Purchase Managemen

== e ) e Track sdditional costa of purchases
Uze separate actual and billed guantity columna 7 Ho
Sales Wanagement

Ovdér Procoming
P In Use multiple price levels T No

Enable purchase order proceasing 7 Ho
Enable sales order processing 7 Ho Dther Features
Enable job order proceasing 7 Na Use tracking numbers (enables delivery and receipt notes)? No
(Enzides tho oph Rlzinimin i) S
1.:: m:nh:; = S ﬁ:ﬂh-’ﬂs Use rejection inward and outward notes 7 No
Usze material in and out vouchers 7 No

Use cost tracking for atock item 7 No

O Quit | A: Accept

General
Integrate accounts and inventory: If we want to include stock or inventory
balances in inventory records, then choose this option as Yes.
Enable Zero-value transactions: If we want to allow the zero-value
transactions, then choose this option as Yes.

Storage and classification
Maintain multiple godowns: If we have more than one storage location and
godowns for storing the materials, then enable this option.
Maintain stock categories: If we want to define or maintain stock categories,
then enable this option.
Maintain batch-wise details: If we want to maintain batch-wise details for
stock items, then enable this option.
Set expiry dates for batches: If we want to maintain the expiry dates for
batches, then choose this option.
Use separate actual and billed quantity columns.

Order Processing

< Enable sales order processing: If we want to define sales orders, then

*

enable this option.
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Enable job order processing: If we want to define the job orders, then
enable this option.
Enable purchase order processing: If we want to define job orders, then
enable this option.
Invoicing
Enable Invoicing:
Record purchases in invoice mode
Use separate discount columns in invoice
Use credit or debit notes:
Record debit notes in invoice mode
Record credit notes in invoice mode
Purchase Management
< Track additional costs of purchases
Sales management
< Use multiple price levels
Other features
Use material in and out vouchers
Use rejection inwards and outward notes
Use tracking numbers
Use cost tracking for stock item
After enabled or disabled the features, press ctrl+A or choose A: Accept to save the
details.
Inventory in Tally ERP 9
Inventory means stock; the trader's sells are called goods. Inventories include the
purchases, sales of stock or stock movements. The closing stock of a particular year
becomes the opening stock of the next year.
Closing stock = Opening stock + Purchase — Sales
Stock consumption = Opening stock + purchase — Closing stock
Gross profit = Sales + Closing Stock — Opening stock + Purchase
Company maintain --> Accounts with inventory

Financial year -->
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Step-1
Normal Opening Balance

Accounts Info--> Ledger --> Single Ledger --> Create

Step -2

Stock group:

Gateway of tally -> Inventory info -> Stock group -> Single group -> Create Stock
group is enable easy identification and reporting of stock item in statement. Head of

the stock item is called stock group.

Stock Group Creation
Stock Groups
Stock ltems

Units of Measure Under : 4 Primary

Can Quantities of tems be ADDED
Voucher Types

Quit

Units of measures:
The stock purchased or sales of quantity based. The quantity is measured by units.
Units creation is most important in stock item. You need to create units of measures
for all the stock items. Gateway of tally --> Inventory info --> units of measures -->

create
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Typa . Simple
Symbaol . nos

Formal Mame : Mumbers

Mumpber of Decimal Places :E

How many number of decimal place accept in stocks?
Only 4 decimal place accept in stock.
Stock items:
The stock item is refers to the good of trade. Stock ledger account is created for
each items and tally calls this accounts of stock items.

Gateway of tally -> Inventory Info-> Stock items -> create.

Hirre

faiias}

. Stock In Hand Tet Indormadicn

. NoE
Taiif Chrasi falon ¥yt Applicubic

Fute ot Dany (e 5} o

I}uurllll]; Rale  pen Walue
Cpenng Haknee 150 nos HH nae I5,000.0n

Inventory Sum 1

The following would be recording in journal using double entry system. Do the
posting process from journal entries and prepare the Trial balance, Trading a/c,
Profit & loss a/c and balance sheet with inventory maintain in the books of M/s.
ISPAT CO for the following year 2001 to 2002.
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Particular Cr
Capital 400000
Royalty payable 70000
Cash 120000

Bank 0/D

CICI Bank

Bills payable

Furniture & fittings

Bills receivable

Land & buildings

Loan fram Ravi (unsecured loan)

STOCK IN HAND:

Sony TV 15n0s Rs.5500
Sony I-pad 15n0s Rs.500
Lenovo laptop 7nos Rs.12000
Micro max phone 8nos Rs.2000
TRANSACTION DURING THE PERIOD:
1. Purchased on credit from Mr. CITIZEN for the followings
e LC-10121 calculator 20nos Rs.1200
e USB 17nos Rs.2300
« Laptop battery 22nos Rs.2100 bill no:236 (35 days)
2. Withdraw from bank for office use Rs.5000
3. Purchased on credit from Mr. Micro Max for the followings
e Phone display 20nos Rs.500.Bill no: 12 (25 days)
4. Deposit into bank Rs.10,000
5. Sold goods on credit to Mr. BENN for the followings
e Sony TV 10nos Rs.7500
e Lenovo laptop 4nos Rs.15000.Bill no: 34 (15 days)
6. Return goods to Mr. CITIZEN for the followings
e LC-10121 calculator 3nos Rs.1200
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e Laptop battery 2nos Rs.2100 again bill no:236
7. With Draw for Proprietors Own Use Rs.7000
8. Sold Goods to Mr. NETWORK for the followings
o Laptop Battery 15n0s Rs.3000
e Phone Display 12nos Rs.750 bill no: 67 (24 days)
9. Paid Salary Rs.5000
10. Received Interest Rs.7500
11. Return by Goods Mr. BENN for the followings
e Sony TV 2nos Rs.7500
e Lenovo Laptop 1nos Rs.15000. Again bill no: 34
12. The Stock of LC10121 calculator 3nos transferred to Chennai branch.
13. After Stock Verify the manual inventory the stock of Sony I-Pad 10nos only

Answers:

opening balance 550,000
Gross profit 35,400
et profit 37,3000

Balance sheet £,92,400

Company Creation

To create a company named "Ms. Ispat Co" in Tally.ERP 9, follow these steps:

e iory SoeniPusic Taly SRFY Ot Beshs and §laaneiel Veor Dessild
Weallopnt o §ee’ oy 14
Povrary Maling Lesorls O Mo e} \anma

My b Co frtly Coreroh

s
Taendl Macu
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Open Tally.ERP 9 software on your computer.
Click on "Create Company" option on the startup screen or press the key
combination "Alt+F3" to open the "Company Info" menu.
In the "Company Info" menu, select "Create Company" and press Enter.
In the next screen, you need to enter the basic information of the company,
such as the name of the company, address, city, state, country, and pin code.
In this case, enter "Ms. Ispat Co" as the name of the company.
After entering the basic information, select the appropriate option for
the "Maintain" field. The options available are "Accounts only,"” "Accounts
with inventory,” and "Accounts with payroll." Select the option that is
appropriate for your business.
Next, select the appropriate option for the "Financial Year" field. You can
select "Calendar Year" or "Financial Year" based on the requirement of
your business.
In the "Base Currency" field, select the currency that is used in your
business. You can choose from a list of currencies available in Tally.ERP 9.
Select the appropriate option for the "Books" field. You can
choose "Maintain only  Accounts" or "Maintain  Accounts  with
Inventory" based on your business requirement.
In the "Statutory Compliance" field, select the option that is applicable to
your business. You can choose"GST," "VAT," "TDS," or "Excise" based on
the requirement of your business.
Finally, enter the Administrator details such as name, email ID, and password.
The administrator is the person who has full access to the company data.
e Press Enter to save the company details.
Your company "Ms. Ispat Co" has now been created in Tally.ERP 9. You can now

start entering transactions and managing your business with Tally.ERP 9.

Ledger Creation

To create a ledger for capital of Rs.400,000 in Tally.ERP 9, follow these steps:
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|

|EF ' I | ©: 4 S:TallyShop 1 K:Keyhd
Ledger Creation Ms/ al Co
Mame Capital Total Opening Balas
{alias)

Mailing Details
Name Capital
Address

Under Capital Account

Inventory values ara affected 7 No
Country India
Siate Tamil Nadu Pacode

Provde bank detads ? No
lax Registration Details
PANAT Me

Regstrabon lype Regular
GSTINUIN

Sat/alter GST datails

Opening Balance (on 1-Apr-2022) ;: 4,00,000.00 Cr

Go to Gateway of Tally and select "Accounting Info."
Select "Ledgers" from the list of options.
In the "Ledgers" menu, select "Create" to create a new ledger account.
Enter the name of the ledger as "Capital” and select "Capital Account” as
the group.
Enter the opening balance of Rs. 400,000 in the "Opening Balance" field.
Select the appropriate date for the opening balance. This will be the date on
which the capital amount was invested.
Select "Save" to create the ledger account.
The capital account with an opening balance of Rs.400,000 has now been created in
Tally.ERP 9. You can use this account to record any capital-related transactions
such as investments, withdrawals, or profits/losses. The balance in this account will

be used to calculate the overall net worth of the company.
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- : G K: Keyboard
Ledger Creation M=/ Ispat Co

| Total Opening Balance

5,50,000.00 Dr
5,50,000.00 Cr

Mailing Details
Under Unsecured Loans Name %

{Loens (Ladiify)) Address
Irmmory values are afacted 7 No

Coumtry

Prowde bank cetails ? No
Statutory Information

Inchide in assessable value calculation for ¢ Not Applicable Tax Registration Details

PANAIT No
Ragizstration type
GSTINUIN

Satfsliter GST datails

Opening Balance (on 1-Apr-2022) -

Stock Group Creation

To create a stock group for "In Stock in Hand" in Tally.ERP 9, follow these steps:

Stock Group Creation

Name - Stock in Hand
(alias)

- ¢ Primary

Should guantities of items be added
Set/alter GST Details
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Go to Gateway of Tally and select "Inventory Info."
Select "Stock Groups" from the list of options.
In the "Stock Groups" menu, select "Create" to create a new stock group.
Enter the name of the stock group as "In Stock in Hand."
Select "Primary" as the group under which the stock group will be created.
Select "Save" to create the stock group.
The "In Stock in Hand" stock group has now been created in Tally.ERP 9. You can
use this stock group to categorize your inventory items that are currently in stock and
are not sold yet.
Stock Unit Creation

To create a stock unit for "Nos" in Tally.ERP 9, follow these steps:

(» o
P: Print

Unit Creation
. Simple
Symbol - nos

Lo

Formal name - Nun

Unit Quantity Code (UQC): NO Accept ?

Number of decimal places: 0

Yes or No

Go to Gateway of Tally and select "Inventory Info."
Select "Unit of Measure" from the list of options.
In the "Unit of Measure" menu, select"Create" to create a new unit of
measure.
Enter the name of the unit of measure as "Nos" and select "Simple" as the
type.
« Select "Save" to create the unit of measure.
The "Nos" unit of measure has now been created in Tally.ERP 9. You can use this
unit of measure for items that are sold or purchased in whole numbers, such as
bottles, boxes, or pieces.
Stock Item Creation
To create a stock item for "Sony TV" with a quantity of 15 and a rate of Rs. 5500 in

Tally.ERP 9, follow these steps:
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! S: TallyShop
Stock Item Creation

Name - Sony TV
(alias)

. Stock in Hand Statutory Information

o GST Applicable ¢ Applicable
Set/alter GST Details 7 No

Type of Supply - Goods

Rate of Duty (eg 5) -0

Quantity Rate per Valu Accept ?
Opening Balance 15nos  5,500.00 nos 82,500.0

Yes or No

Go to Gateway of Tally and select "Inventory Info."
Select "Stock Items" from the list of options.
In the "Stock Items" menu, select "Create" to create a new stock item.
Enter the name of the stock item as "Sony TV."
Select "In Stock in Hand" as the stock group for this item.
Enter the details of the item, such as its unit of measure. In this case, you can
create a new unit of measure called "Nos" if it doesn't already exist.
Enter the opening quantity as 15 and the rate as Rs. 5500.
Select "Save" to create the stock item.
The "Sony TV" stock item has now been created in Tally.ERP 9. You can use this
stock item to track inventory levels and transactions related to this product.
Transaction Entry
1.Purchased on credit from Mr. CITIZEN for the followings
e LC-10121 calculator 20nos Rs.1200
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USB 17nos Rs.2300
Laptop battery 22nos Rs.2100 bill no:236 (35 days)

To record the purchase on credit from Mr. Citizen for the items "Calculator”,

"USB", and "Laptop Battery" with the given details in Tally.ERP 9, follow these steps:

Go to Gateway of Tally and select "Accounting Vouchers."

Select "F9: Purchase" to record a purchase transaction.

Enter the details of the transaction, such as the date, supplier, and bill number
(in this case, bill no 236 with a credit period of 35 days).

Select "Calculator" as the stock item and enter the quantity as 20 and the
rate as Rs. 1200.

Select "USB" as the stock item and enter the quantity as 17 and the rate
as Rs. 2300.

Select "Laptop Battery" as the stock item and enter the quantity as 22 and
the rate as Rs. 2100.

Select the appropriate ledger account for the purchase, such as "Purchase
Account."

Select "Save" to record the transaction.

The purchase on credit from Mr. Citizen for the items "Calculator”, "USB", and

"Laptop Battery" has now been recorded in Tally.ERP 9. You can use the purchase

report to track the amount owed to Mr. Citizen and the stock item report to track the

guantity and value of these items in your inventory.
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2. Withdrawal from the bank for office use of Rs. 5000
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To record a payment withdrawal from the bank for office use of Rs. 5000 in
Tally.ERP 9, follow these steps:

Go to Gateway of Tally and select "Accounting Vouchers."

Select "F5: Payment"” to record a contra transaction.

Enter the date of the transaction and select the bank account from which the

payment is being withdrawn.

Enter the amount of the withdrawal, which in this case is Rs. 5000.

Select the "Drawing" ledger accounts from the list of ledger accounts

under "Debit" and enter the amount of Rs. 5000.

Select the "Cash" ledger account from the list of ledger accounts

under "Credit" and enter the amount of Rs. 5000.

« Select "Save" to record the transaction.

The payment withdrawal from the bank for office use of Rs. 5000 has now been
recorded in Tally.ERP 9. You can use the bank statement report to track this

transaction and the cash book report to track the payment made.
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4. Deposit into bank Rs. 10000

To record a deposit into the bank for Rs. 10000 in Tally.ERP 9, follow these

Go to Gateway of Tally and select "Accounting Vouchers."
Select "F4: Contra" to record a contra transaction.
Enter the date of the transaction and select the bank account in which the
deposit is being made, in this case, the "ICICI Bank" account.
Enter the amount of the deposit, which in this case is Rs. 10000.
Select the " ICICI Bank " ledger account from the list of ledger accounts
under "Debit" and enter the amount of Rs. 10000.
Select the" Cash " ledger account from the list of ledger accounts
under "Credit" and enter the amount of Rs. 10000.
e Select "Save" to record the transaction
The deposit into the bank for Rs. 10000 has now been recorded in Tally.ERP 9. You
can use the bank statement report to track this transaction and the cash book report

to track the payment made.

Detit Cowet

E000.00

5. Sold goods on credit to Mr. BENN for the followings
e Sony TV 10nos Rs.7500
e Lenovo laptop 4nos Rs.15000.Bill no: 34 (15 days)
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To record the sale of goods on credit to Mr. Benn for the following items - Sony TV
10 nos Rs.7500 and Lenovo Laptop 4 nos Rs.15000 with bill no 34(15 day) in
Tally.ERP 9, follow these steps:

Go to Gateway of Tally and select "Accounting Vouchers."

Select "F8: Sales" to record a sales transaction.

Enter the date of the transaction and select the "Mr. Benn" ledger account

from the list of ledger accounts under "Account Name" under the "Party A/c

Name" section.

Select the "Sales" ledger account from the Ilist of ledger accounts

under "Name of Item" under the "Particulars" section.

Enter the quantity sold, which in this case is 10 nos for Sony TV and 4

nos for Lenovo laptop.

Enter the rate of each item sold, which in this case is Rs. 7500 for Sony TV

and Rs. 15000 for Lenovo laptop.

Tally will automatically calculate the total amount of the sale, which in this

case is Rs. 1,05,000 for Sony TV and Rs. 60,000 for Lenovo laptop.

Under "Bill-wise Details," select "New Ref" to create a new bill.

Enter the bill number as "34" and the due date as "15 days."

Select "Save" to record the transaction.
The sale of goods on credit to Mr. Benn for Sony TV 10 nos Rs.7500 and Lenovo
Laptop 4 nos Rs.15000 with bill no 34(15 day) has now been recorded in Tally.ERP
9. You can use the sales register report to track this transaction and the outstanding
reports to monitor the payments due.
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6. Return goods to Mr. CITIZEN for the followings

LC-10121 calculator 3nos Rs.1200
Laptop battery 2nos Rs.2100 again bill no:236

Aomye o
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To record the return of goods from Mr. Citizen using a debit note for the

following items - Calculator 3 nos Rs.1200 and Laptop Battery 2 nos Rs.2100 with
bill no 236(35 day) in Tally.ERP 9, follow these steps:

Go to Gateway of Tally and select "Accounting Vouchers."

Select "Ctrl+F9: Debit Note" to record a debit note transaction.

Enter the date of the transaction and select the "Mr. Citizen" ledger account
from the list of ledger accounts under "Account Name" under the "Party Alc
Name" section.

Select the "Sales Return” ledger account from the list of ledger accounts
under "Name of Item" under the "Particulars" section.

Enter the quantity returned, which in this case is 3 nos for the calculator and 2
nos for the laptop battery.

Enter the rate of each item returned, which in this case is Rs. 1200 for the
calculator and Rs. 2100 for the laptop battery.

Tally will automatically calculate the total amount of the debit note, which in
this case is Rs. 7500.

Under "Bill-wise Detalils,"” select "New Ref" to create a new bill.

Enter the bill number as "236" and the due date as "35 days."

.Select "Save" to record the transaction.

The debit note for the return of goods from Mr. Citizen for the following items -
Calculator 3 nos Rs.1200 and Laptop Battery 2 nos Rs.2100 with bill no 236(35 day)

has now been recorded in Tally.ERP 9. You can use the sales register report to track

the original sales transaction and the debit note register report to monitor the returns.
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9. Paid Salary Rs.5000

To create a paid salary entry in Tally ERP9 for Rs.500 with cash payment,
you can follow these steps:
Open Tally ERP9 and select the company in which you want to make the entry.
Go to the Gateway of Tally and click on Accounting Vouchers.
In the Accounting Vouchers screen, select Payment Voucher.
In the Payment Voucher screen, fill in the following details:
Date: Enter the date on which the payment was made.
Account: Select the account from which the payment was made. In this case,
it would be Cash.
Debit: Select the Salary ledger from the list of ledgers and enter the amount
as Rs.500.
Credit: Select the Cash ledger from the list of ledgers and enter the amount
as Rs.500.
Once you have filled in all the details, save the voucher by pressing Ctrl+A.
The entry for paid salary of Rs.500 is now created in Tally ERP9 with debit to Salary
ledger and credit to Cash ledger.
Note: Make sure you have created the Salary and Cash ledgers in Tally ERP9

before making the entry.
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10. Received Interest Rs.7500

o Den £-Expot t-E Ml

To create a Received Interest entry in Tally ERP9 for Rs.7500 with cash
receipt, you can follow these steps:
Open Tally ERP9 and select the company in which you want to make the entry.
In the Accounting Vouchers screen, select Receipt Voucher.
In the Receipt Voucher screen, fill in the following details:
Date: Enter the date on which the receipt was received.
Account: Select the account in which the receipt was deposited. In this case,
it would be Cash.
Debit: Select the Received Interest ledger from the list of ledgers and enter
the amount as Rs.7500.
Credit: Select the Cash ledger from the list of ledgers and enter the amount
as Rs.7500.
Once you have filled in all the details, save the voucher by pressing Ctrl+A.
The entry for Received Interest of Rs.7500 is now created in Tally ERP9 with debit to
Cash ledger and credit to Received Interest ledger.
Note: Make sure you have created the Cash and Received Interest ledgers in Tally
ERP9 before making the entry. Also, ensure that the interest income is correctly

recorded in your books based on the terms of the investment or loan agreement.
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Return by Goods Mr. BENN for the followings
Sony TV 2nos Rs.7500
Lenovo Laptop 1nos Rs.15000. Again bill no: 34
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To create a credit note for a return of goods in Tally, you can follow these

Open Tally and go to the Accounting Voucher menu by pressing "F7".

Select "Credit Note" as the voucher type.

Enter the current date as the voucher date.

In the "Party A/c Name" field, select the name of the customer who returned
the goods (in this case, Mr. BENN).

In the "Particulars” field, select the name of the item returned (e.g. Sony
TV) and enter the quantity returned (e.g. 2 nos).

Enter the rate of the item (e.g. Rs. 7500) and Tally will automatically calculate
the total amount.

Repeat step 5 and 6 for the second item (Lenovo Laptop) by selecting the
item and entering the quantity and rate.

In the "Bill-wise Details" section, select the original bill number (e.g.
34) against which the credit note is being issued.

Enter a narration to describe the reason for the credit note (e.g. "Goods
returned by Mr. BENN").

Verify that the total amount of the credit note matches the amount being

credited to the customer's account.
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Press "Ctrl+A" to save the credit note entry.

To create an entry in Tally ERP 9 for the transfer of 3nos of LC10121
calculators to the Chennai branch, you can follow these steps:

Open Tally ERP 9 and go to the Inventory Vouchers menu by pressing "Alt+

F7".

Select "Stock Journal" as the voucher type.

Enter the current date as the voucher date.

In the "Source Godown" field, select the godown from which the stock is

being transferred.

In the "Destination Godown" field, select the godown to which the stock is

being transferred (in this case, the Chennai branch).

In the "Name of Item" field, select the calculator item.

Enter the quantity of items being transferred (e.g. 3 nos).

Enter the rate of the item if applicable.

Tally will automatically calculate the total value of the transferred stock.

Enter a narration to describe the reason for the transfer (e.g. "Transfer of

3nos of calculators to Chennai branch").

Press "Ctrl+A" to save the stock journal entry.
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Once the entry is saved, Tally ERP 9 will update the stock ledger for the source

godown to reflect the reduction of 3nos of calculators, and the stock ledger for the

destination godown to reflect the addition of 3nos of calculators. This will ensure that

the stock balances at both locations are accurate and up-to-date.

Once the credit note is created, the customer's account will be credited with the total

amount of the returned goods, and the original invoice will be adjusted accordingly in
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To create an entry in Tally ERP 9 for the physical verification of 10nos of Sony

I-Pad, you can follow these steps:

Open Tally ERP 9 and go to the Inventory Vouchers menu by pressing "Alt+
F7".

Select "Physical Stock" as the voucher type.

Enter the current date as the voucher date.

In the "Name of Item" field, select the Sony I-Pad item

Enter the actual physical quantity of the item counted during the verification
(e.g. 10 nos)

Enter the actual rate per item if applicable.

Tally will automatically calculate the total value of the physical stock counted.
Enter a narration to describe the reason for the physical stock verification
(e.g. "Physical stock verification of 10nos of Sony I-Pad").

Press "Ctrl+A" to save the physical stock entry.
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Profit and Loss

Tally.ERP 9 is a popular accounting software used by businesses for managing their

financial transactions. Profit and loss in Tally ERP 9 is calculated based on the

transactions recorded in the software.

To calculate profit and loss in Tally ERP 9, follow these steps:

Record all your business transactions in Tally ERP 9, including sales,
purchases, expenses, and incomes.

Once you have recorded all the transactions, go to the ‘Display’ menu and
select ‘Profit & Loss Alc’ to view the profit and loss statement.

The profit and loss statement will show the revenue earned by the business
and the expenses incurred during a specific period. The difference between
revenue and expenses will give you the net profit or loss for that period.

You can also view the profit and loss statement for a specific period, such as
a month or a year, by selecting the relevant period in the software.

Tally ERP 9 also allows you to customize the profit and loss statement by
adding or removing specific accounts, depending on your business

requirements.

Overall, Tally ERP 9 makes it easy to calculate and manage profit and loss

statements, helping businesses make informed financial decisions.

el L Eaxooe v ENa e s 3 lehyStas 4 Cowel Cante
Pt 6 Lok A ¢

Vo g (o
Farvieuinrs For Ao JU2

Opaning Sk LS e A 1aes
ook i Hardd 5000 ® s
Pt Aoy LIS Sewa
el ] ' r T -
Pt ase Netss 7.9
(s Prvde o .00 09|
1.9 e 4o
adrect Dapei 30aene
Gatyy o N

Wer Ny V2N »

Computerised Accounting with Tally Page 124




DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

Balance Sheet

A balance sheet is a financial statement that provides an overview of a company's

financial position at a particular point in time. In Tally ERP 9, a balance sheet can be

generated using the following steps:

Record all your business transactions in Tally ERP 9, including sales,
purchases, expenses, and incomes.

Once you have recorded all the transactions, go to the ‘Display’ menu and
select ‘Balance Sheet’ to view the balance sheet.

The balance sheet will show the company's assets, liabilities, and equity.
Assets are the resources owned by the company, such as cash, inventory,
and property. Liabilities are the obligations owed by the company to others,
such as loans and accounts payable. Equity represents the residual interest in
the assets of the company after deducting liabilities.

The balance sheet should always balance, meaning that the total assets
should equal the total liabilities and equity.

Tally ERP 9 allows you to customize the balance sheet by adding or removing
specific accounts, depending on your business requirements.

You can also generate a comparative balance sheet for multiple periods,

allowing you to track changes in the company's financial position over time.

Overall, Tally ERP 9 makes it easy to generate and manage balance sheets,

providing valuable insights into a company's financial health and helping businesses

make informed financial decisions.
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Integrate accounts with inventory in F11: Features
On enabling the option “Integrate Accounts with Inventory” in F11: Features
(F1: Accounting Features), the final output will reflect on the Balance Sheet and P/L
Account of the concerned organization.
With the Inventory function being enabled in Tally.ERP9, the user possesses the
option to choose closing stock balance from inventory records or from the

(S)tock(L)edger account.
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Now, there are 2 scenarios that need to be done based on the options.

Scenario 1: If the option “Integrate accounts with inventory” is set at “Yes” in F11.:
(A)ccounting Features or Inventory Features, the stock or inventory balance figures
will automatically be updated from the inventory records.

Scenario 2: If the option “Integrate accounts with (I)nventory” is set at “No” in F11.:

the inventory values are ignored, and the (C)losing (S)tock balances have to be

maintained manually.

Inventory Accounting & Management

Let’s take for example a company that deals in some kind of a product (goods) and
is a user of Tally.ERP9 of all its accounting transactions. This software has ()
Inventory capabilities in built and is developed to cater to manufacturers, distributors

and wholesalers or traders.
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Distributors

Manufacturers

Tally.ERP9

Tally.ERP9 broadly allows the users to record all types of (I)nventory transactions
using (G)oods (R)eceipt notes, (D)elivery notes, (S)tock journals, manufacturing
journals and physical stock journals.
Below are some of the features briefly with respect to manufacturers, distributors and
wholesalers or traders. Following up next, will explain how to access some of the
elements of accounting and (R)eports.
Manufacturers:
Bill of Materials and Manufacturing Journals, to record material conversions
Compound Bill of Materials support, for units that contain assemblies
Multiple locations in F11: Features (for instance, godowns)
Excise for manufacturers, including all documentation and invoice details
Item cost estimation
Distributors & Wholesalers:
« Multiple price lists, with effective dates of applicability
« Use multiple units of measure (like for exampleKilo-Grams&Grams)
e Dual units of measure (say for exampleKilo-Gramsand bags, to support
variations, typically seen in commodities)
Traders:

« High speed billing, with support for Point of Sale (POS) printers
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Barcode support
Automatic application of taxes
Service billing &GST
Integrated sales return in bills
Print bills (and any other documents) in the customer’s language
Common:
By entering the figure manually, the user can choose to de-link the computed
inventory value to automatically appear in your financial statements.
Stock ageing reports, to identify slow and non-moving stocks
Invoice profitability reports to keep a pulse on sales
Multi-currency transactions —buy and sell across the world with integrated
Forex (foreign exchange)including gain or loss calculations
Physical stock take records to adjust physical vs. actual stocks
Maintain batch & expiry details.
Now it is time for the explanation of flow chart for the elements of accounting and
some important reports as mentioned earlier
Creation of Bill of Material (BOM)
Step 1: Select Inventory information
Step 2: Then, select Stock Item
Step 3: Click on “Create”
Step 4: Then, in items creation screen, click on F12 and activate Bill of Material
(BOM) for Item.
Creation of Manufacturing Journal
Step 1: Select Inventory information
Step 2: Then, select Voucher Types
Step 3: Click on “Create”
Step 4: Specify the name of the Journal (specifically the Manufacturing Journal)
Step 5: Select type of voucher “Stock Journal”
Step 6: Then, activate the option “Use as a Manufacturing Journal”

Step 7: Finally, save the screen
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Entering a Manufacturing Journal
Step 1: Select Voucher entry
Step 2: Then, select Alt + F7 i.e. Stock Journal
Step 3: Opt for Manufacturing Journal
Step 4: Select the finished product that needs to be manufactured or assembled
Step 5: Specify appropriate Quantity
Stock Ageing Analysis
Tally’s previously stock analysis or Stock Ageing enables the user to calculate the
age of stocks in hand in accordance with their date of purchase (default functionality)
and value. This feature assists the management in deciding the production schedule
and also monitors how fast inventory of various stock items are moving to and from.
The user can select the style of ageing by selecting the option “Ageing Style”.
Following is the procedure of Stock Ageing Analysis.
Step 1: Select (G)ateway of Tally (GOT)
Step 2: Click on (D)isplay
Step 3: Select (I)nventory Books
Step 4: Click on Ageing Analysis
Step 5: Select F6 option for changing period
Step 6: Select Alt + S for changing ageing style
Step 7: Select Alt + B for Expired Batches only
Creating a Location or Godown
A godown is a place where stock items are stored. You can specify where the
stock items are kept. You can obtain stock reports for each godown and account
for the movement of stock between locations/godowns. You can create
Locations/Godowns in Single mode and Multiple mode
Creating a Single Location/Godown
To create a Location/Godown
1. Go to Gateway of Tally > Inventory Info. > Locations/Godowns > Create
(under Single Godown). The Location/Godown Creation screen is

displayed as shown:
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Godown Creation

Name - Chennai
(alias)

Under - 1 Primary

Allow storage of materials 7 Yes
Set job/project for job costing - 0 Not Applicable

Use for:

Our stock with third party ? No
Third party stock with us ? No

Accept ?

¥es or No

Specify the Name of the Location/Godown.

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

4. Specify the Location/Godown Under which the Location/Godown is to be
categorised. 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.

Use for: This section is provided in Tally.ERP 9 Release 3.0 where users
can create the godowns to store:
The stock of the company lying with third party like Consignment Agent,
Bonded Ware house, Job worker, and so on.
= Or
Third Party stock lying with the company in case company has received the
stock for Job Work or acting as consignment agent or for any other reason.
Our Stock with Third Party: Set this option to Yes if the godown is used to
account the company's goods lying with the third party.
Third Party Stock with us : Set this option to Yes if the godown created is
used to account the goods received from third party and the stock of third
party should not affect the company stock value.
Creating a Single Location/Godown — Advance Mode:
Advance Mode indicates enabling certain options in Inventory master
configuration screen in order to add or remove field which require in Godown

Master.
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In  the Godown  Creation screen, press F12: Configure  (Godown
Configuration) screen is displayed as shown.

Godown Configuration

Allow aliases along with names i Yes
Allow language aliases for names ? No

Use addresses for Godowns ? Yes

Use Addresses for Godowns: Setting this option to Yes enables
the Address field in Godown Master
Accts / Inventory Info. Configuration
1. Goto Gateway of Tally > F12: Configure > Accts /Inventory Info.
2. Allow Advanced Entries in Masters: Setting this option to Yes enables
the Allow  Storage of  Materials option in  Godown  Master.
The Location/Godown Creation in Advance Mode screen is displayed as
shown.

Godown Creation

MName - Godown A
(alias)

Address o Mo.31,
Mew Colony Street,
Chennai 600105
Tamil Madu,
India

Under . Chennai

Allow storage of materials ? Yes
Set job/project for job costing . 0 Not Applicable

Use for:

Our stock with third party ? No
Third party stock with us ? No

Accept ?

¥Yes or No
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A brief description of each additional field in Godown Creation screen is given
below.

The field Address is a Multi-Line Field. You can enter the Address for
Godown.

This option Allow storage of materials is used for deciding whether
storage of material is allowed in this Godown or not. The Godown for which
the Allow Storage of Materials is selected as No, will not appear in the
Godowns list, during Voucher entry.

For example,
Godown A is under Chennai Location. Here, Chennai is a Location and
Godown A is a place where material is stored.
For Chennai, Allow Storage of Materials is set to No, since this will not store
the material. During Entry, Chennai will not get listed in the List of Godown.
For Godown A, Allow Storage of Material is set to Yes, since this will store
the material. During Entry, Godown A will get listed in the List of Godown.
Creating Multiple Locations/Godowns

1. Go to Gateway of Tally > Inventory Info. > Locations/Godowns > Create

(under Multiple Godowns). The Multi Godown Creation screen is

displayed as shown below:

Hulti Geodown Creation
Under Godown

ik Hame Under

. |Gedown B |chennai
. | Godawn € {Bangalkne

Select the parent group under which you want the new Godowns to be
created in the field Under Godown. If you select any specific Godown other
than All Items, then all the new Godowns will be created under that Godown.
Selecting All ltems gives you the flexibility of specifying the parent of each
new Godown created.

3. Specify the Name of the Godown.
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4. If you select All Items in the field Under Godown, you must specify a
parent Godown here. If you select a specific Godown in the field Under
Godown, that Godown will be displayed automatically in this column.

Creation of Single stock item

Use the following path to create single stock items in Tally.

Gateway of Tally — Inventory Info — Stock Items — Single stock item —
Create

Step 1: Go to Gateway of Tally and then Choose Inventory Info.

Step 2: Choose Stock items under Inventory Info.

Gateway of Tally
Inventory Info.

Stock Groups
StoCk Categories

Units of Measure
GoDowns

Voucher Types

Copy Allocation Details

Quit

Step 3: Choose "Create" under the Single Stock Item.
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Gateway of Tally
Inventory Info. ...
Stock Groups

Single Stock Group

Multiple Stock Groups
CReale

Step 4: Enter the following details on the next screen, "Single Stock Group
Creation".

Name: Specify the name of the stock item.

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

Under: Specify the stock group under which this stock item is to be specified.
Category: Specify the stock category of stock items.

Units: It specifies the units of measure to count the stock items.

Opening Balance: Specify the opening balance of the stock items.

Quantity: Specify the quantity of stock items.
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| soex news owmton _______________________________________________________________________________________________ cnruf
Hame . Sony BlueRay Player
falas] Sany BRP2S

EL TR E.‘lrdmlibﬁ

Rase of Duty {eg 5} ]

Opaning Balanca

Rate: When we are entering the values of the rate for stock items, a new window
opens. Update the following details, as shown below:
Godown: Under the list of Godowns, choose Godown.
Rate: Specify the rate of stock items.
Based on the quantity and rate amounts, per and amount values are

automatically calculated.

K: Conlrgl Cantra  H: Support Canire | H: Halg|

Stack Tbem Alacstion

Allocations of . Sony BlueRay Plaper
far: 10 No's

[ Rate  per Amaunt

10 o's FITTIC Wa's  2,60.000.0 ]
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After specifying all required details, press enter to continue. In Tally

ERP 9, choose 'Yes' to save the details.
3 TalySnop K: Keyboard K- Controd Cantra | H- Susport Casire | B Help

Sony BlueRay Player
* Sony BRFES

I Primary Statutory Information
Wiisic Plager

Ho's Rate of Dusy 29 5) 0

Rale i L'F
Opening Balanos 2600008 Ha's 2,500,004

'4 Lut i ocmpl |

Creation of Multiple Stock Items
Use the following path to create multiple stock items:
Gateway of Tally.ERP 9 > Inventory Info > Stock Items > Multiple stock items >
Create
Step 1: Choose the "Create" option under multiple stock items, as shown below.
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5: TallyShop G K Keybosd K: Contrel Cendre | H: Support Ceatre | H: Help

Current Penod Current Date
1-4-319 1o 31-3-202 Monday, 1 Apr, 3018

List of Selected Companies Gateway of Taily

imveniory info. ...
Dl o L Sy Stock Ttems

Mo Vouchers Emered

Singhe Stock Mem

Create

Nisptay
ARer

Multizie Stock Rems

5 play
AlTer

Quit

Step 2: Enter the following details in the next screen, "Multi Stock Item
Creation".
Under group: Choose under group as all items to update the different types of
stock items with different category groups.
Now update all the required details: Specify the name of items, stock group, stock

category, stock units, stock opening qgty, and rates.

5; TallyShop gua; K: Keyboard K: Confrol Centre | H: Support Cantre  H: Help

Under Group 1 Alllfems Faor 1-Apr-201%

580, Mame of [bem Calegory

R&a

. | Philps Dvd Playar Music System Wussc Flayer
15,000.00

. | Somy 5.1 Music Sysiem Music System Music Player
20,000.00

. | Somy 32 Inch Ty Telavsion 32 Inchas T
25,000 00 '

. | LG 32 Inch Tv Televsion 32 Inches Ty
20,000.00

5 | M1 32 Inch Ty Talavsion 32 Inchas Tv
15 000,00

. | MI42 Inch Tw Televzion 42 Inches Ty
20,000.00

o Ol ] |

In the Tally ERP 9 system, click on A: Accept to save the entered details.

A Guide on How to Maintain Accounts With or Without Inventory in Tally ERP 9
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All business firms must learn how to maintain inventory in Tally or use a method
to maintain accounts in ledgers and journals. However, when one speaks of
accounts, you refer to a separate ledger and what it shows. In Tally, we can maintain
accounts and deal with the inventory and stock. Thus we can also deal with the
trading and manufacturing accounts by creating an account statement with the
inventory. Besides the firm's accounts, you can make the inventory to display the
inventory master account concurrently with the items/group of items dealt with, stock
entries, and more. Let us see how we can do this.
Choosing the mode of accounting operations:
Here's how you configure the options available in the three modes.

e Maintain accounts only

e Accounts integrated with inventory option

« Accounts and Inventory maintained separately option
When you select 'Accounts only', no inventory details are added. If you do not have
any purchase entry in Tally without inventory or inventory transactions, you can use
the maintain accounts option by setting the option to 'Yes'.
To enable the options in maintaining stock in Tally ERP 9, you must change the
settings to 'Yes' and press Ctrl+A to accept the changes made. For example, set the
Maintain Accounts only tab to '‘No' and click Ctrl+A to use inventory features.
If you select the accounts with the integrated inventory option, your next step should
be to set the menu for the inventory information and its details.
Setting the inventory information menu:
The 'Inventory Info' menu is a 'master inventory list with details like Stock Items,
Groups, Measurement units, etc., which can be displayed, altered, or created to
display the master inventory details.
To see the display of the inventory info, you use the Tally gateway and set the F11
tab query 'Maintain Accounts only' to ‘No'. Under the F11 tab, select the accounting
features listed under the F1 tab to see the display of inventory info.

e« The F11 tab sets the features and the settings for the transaction entries.

e The F12 tab helps you configure your master inventory information.

Remember, the default settings here are set to ‘No' and need to change it to

'Yes' to enable features configuration of the inventory info creation and details
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displayed. Clicking on the F12 tab anywhere in the Tally menu heads straight

to the configure tab.
What are Inventory Stock Groups?
The 'stock groups' help classify the various Stock Items based on product type,
brand, quality, and more in an inventory. Putting all items under such stock groups
enables you to easily undertake tasks like entering closing stock in Tally ERP 9 and
reporting and locating the stock items when drawing up an accounting statement.
How to create a ‘Stock Group”?
Since the Stock Items are grouped based on common features like product type,
brand, etc., in the closing stock in Tally, you will need to create your stock group list
under the master inventory. First, head to the Tally Gateway, choose the Inventory
Info tab using F11, select enable or 'Yes' to get the accounts with inventory option,
and then choose the Stock Group tab under F1.
Here, you need to choose the 'Create’ tab under the single stock group option and
enter your stock group's name (Ex: Grade One/Two/Three). You can also create
additional names ‘'under' this group using the 'Alias' option (Ex: Under '1/11/111
Primary group).
Ensure you choose a sub-group, parent group, primary group, etc., from the
dropdown options. If it is not mentioned in your stock group, create the stock group
using the Alt+C command.
The next field to specify is the 'Should item quantities be added'? Note that items
should have the same measurement unit to be grouped. You cannot club items with
'pcs' as the measure with items having 'kgs' as the measure. Entering your stock
items under this single group ensures that all these items clubbed together under
this group will be added together in the inventory.
The next query here is whether to Alter/Set the GST details. Click 'Yes' if you wish to
enable the option and define the GST rate applicable.
Click enter tab to save the information. If you find some items do not belong to this
group, you can go back and reconfigure your options for these items under a

different group.
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Creation Button Commands:
In the creation screen of the stock group, you can use the button commands as

follows.

Short cutButton Details
keys
C-button forCreate a Stock

Ctrl+C
Category Category

Create
U-button for a
Ctrl+U ) Measurement
unit _
Unit
I-button for anCreate a Stock

Ctrl+l
Item Item.

Create  various
types of
vouchers. Note
that the voucher
and godown

V-button for a
options are

type of
available on your

vouchers
display, only if
you select these
features from the
F11 ‘Set

Features’ tab.

O-button for aCreate one or
Ctrl+O
godown many Godown (S)

How to create multiple groups?

Tally's ERP 9 is most popularly used and has a create option wherein you can create
a single group or multiple groups under the Create Stock Groups option tab. It is
used to change the closing stock value, which automatically reflects in the P&L

statement when integrated with the accounts.
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If you follow the same procedure to create a multiple stock groups option, you have
to create 'under' multiple groups as your option instead of creating a single group.
From the Groups Listing shown below, you have to select the parent or primary
group and then enter the name of your stock group. (Ex: Brand A, B, C).

Selecting a specific group and not the 'All Items' in the 'Under’ tab helps enter
data speedily. The column's 'Group Name' selected is auto-filled with the cursor
skipping the chosen column. Thus brand names allocated can be grouped under
Group 1, 11,111 etc.

Selecting 'All Iltems' ensures that the cursor permits you to manually enter the parent
group for each selected brand or group.

Note that the 'Should Item Quantities be added?' option permits you to enter or not
enter the units and whether to add this feature in the how to add closing stock in the
Tally section.

Groups Button Options:

Here's a quick table for the button options in the how to enter closing stock in Tally,
the shortcut keys, and its details under the multiple Stock Group creation procedure.
Short cut keys Button Details

Ctrl+C C-button for Category Create a Stock Category

Ctrl+U U-button for a unit Create a Measurement Unit

Ctrl+l I-button for an Item Create a Stock Item.

Alter parent group for all the
Ctrl+F4 F4-tab for parent group _
subgroups under it

CtrI+O O-button for a godown Create many Godown (S)
To hasten data entry, and auto-
set the ‘Should Item Quantities
be Added?’ option to Yes.
If you set this to “No” then
clicking the F8 tab helps edit

F8-tab to Skip Details

details.
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Display or Alter Stock category:

The process is simple, and once you are in the Master Stock screen, you can
use the button options and display them to your CD writer, CRT or Monitor. Using
the 'All Items' and 'List of Groups' options, you can work in any group, subgroup,
category, or subcategory, etc., provided these features have been enabled on the
initial F11 settings screen. Remember, F12 can be used to configure settings.

Single or multiple alter or display:

Shortcut key Button option Details

Ctrl+G G button for Group Displays Stock Group.
Ctrl+l | Button for Item Displays Stock Item.

U Button for Measure _
Ctrl+U _ Displays Measurement Unit
Unit
Ctrl+O O Button for Godown Displays Godown.

V Button for Voucher and
Ctrl+Vv _ Displays types of vouchers
its types.

F4 Button for Parent
Ctrl+F4 Displays Stock Group.
Group

Ctri+G G Button for Groups Displays Stock Item.

Use to alter column details as
_ the cursor will skip names

F6 Button to skip names
under the Stock Category

names.

Use to alter items under the
F7 Button to Skip Parent parent with cursor skipping the
parent name.
Note that deleting any stock category in the 'Alter' option means that you must
first delete all items and subgroups under it.
The above discussion on the Tally ERP software solution is relevant to how to
maintain company accounts in Tally without or with the inventory options. Thus using

Tally for inventory resolves all issues of maintaining the inventory. Stock Items
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addition, display, altering, etc., all follow the same procedures and basic button

options laid out above.
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Unit I

Purchase Order Processing: Purchase Order Process - Purchase Order Voucher -
Receipt Note (Inventory) - Rejection-Out Voucher, Sales Order Processing: Sales
Order Process - Sales Order Voucher - Delivery Note (Inventory) - Rejection-IN
Voucher , Debit and Credit Notes, Bank Reconciliation, Manufacturing Vouchers:
Bills of Materials - Job Costing, Tax Deducted at Source (TDS): Understanding TDS
- Creating TDS Masters - TDS Payment - Tax Reports and Tax Forms, Payroll
Accounting: Understanding Payroll - Pay Heads and Categories - Employee Details

and Salary Details - Attendance Entries - Salary Payment — Pay sheet and Pay Slips

Purchase Order Processing in Tally ERP9

Purchase order is a document, issued by the buyer to the supplier for
supplying of goods and services. Purchase order contains details of PO
number, PO date, quantity, rate of each item, unit of measure, shipping

method and payment terms etc.
You can able to see the outstanding purchase order reports in Tally ERP9.
How to enable the purchase order processing in Tally ERP9

Path: Gateway of Tally->F11 Features ->Inventory Features-> Allow

purchase order processing: Yes
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Inventory Features

General
Integrate Accounts and Inventory
Allow Zero valued entries

Storage & Classification
Maintain Multiple Godowns / Excise Units
Maintain Stock Categones

Maintain Batch-wise Details
(set Expiry Dates for Batches)

Use different Actual & Billed Qty

Order Processing
Allow Purchase Order Processing

Allow Sales Order Processing

Allow Job Order Processing
(Note : Enables Maintain Muitiple Godowns
and Use Matenal In/Out)

PO Creation

Invoicing
Allow Invoicing
Enter Purchases in Invoice Format

Use Debit/Credit Notes
Use Invoice mode for Credit Notes
Use Invoice mode for Debit Notes

Separate Discount column on Invoices

Purchase Management

Track additional costs of Purchase

Sales Management
Use Multiple Price Levels

Other Features

Use Tracking Numbers (Delivery/Receipt Notes)
Use Rejection Inward/Outward Notes

Use Material In/Out

Use Cost Tracking for Stock Item

Path: Gateway of Tally -> Order Vouchers -> Click on Purchase order

Gateway of Tally

Masters

Accounts Info.
PayroL| Info.
lnventory Info.
QuicK Setup

Transactions

Accounting Vouchers
InvenTory Vouchers
OrdEr Vouchers
PaYroll Vouchers
Utilities
ImpOrt of Data
BaNking
Reports

Balance Sheet
Profit & Loss A/t
Stock Summary
Ratio Analysis
Display

Quit

Computerised Accounting with Tally

Page 146




DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

Click on E4: Purchase Order

Purchase Order Creation

Enter party A/c name: Pavan Traders

Enter purchase order no: 2

Select the name of stock item from the list of stock items

Enter quantity of item

Enter rate of item

Press enter to save the screen

Invoice posting (Goods received against purchase order No: 2)

Accounting Entry

HP Computers Dr 5,40,000
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CGST Dr 48,600
SGST Dr 48,600

To Pavan Traders 6,37,200

ﬁ;g; E!J{- aa V. Sep-2ond
Fricey

Suppler iwgece na.. M6 Date - 1 Sap 017

Farty e nary ] Pavan Teaderi
Cumest Dalince 1,65, 480.00 Cr
Purchase ledger  Pachasesif10%
Hame of Rem e S

HP Cossggastio i 1F Hza 4500000 Hed

CGST
SGET

Provde GSThe- Wy Bl detali You

Haraton

Order Details

Cirder Mo(s) Other Reference(s)
2 dt. 1-Sep-207

Supplier's Details
Consignee ABC Company Supplier Pavan Traders
Address Address

How to Check Purchase Order Outstandings in Tally

Path: Gateway of Tally -> Display -> Statements of Inventory -> Purchase
Order Outstandings

Click on purchase order outstandings and check the status of order.
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Gateway of Tally
Display Menu ..
Statements of Inventory

STock Query
COst Estimation

SAles Order Outstandings
Purchase Order Outstandings

Reorder Status

statistics

Quit

Payment Entry (F5)

Pavan Traders Dr 6,37,200

To Bank Account 6,37,200

ORDER PROCESSING IN TALLY ERP9

Order Processing in Tally ERP 9, categorized into Purchase Order Processing,
Sales Order Processing and Job Order Processing.

PURCHASE ORDER PROCESSING:

Purchase Order Processing is placing orders to suppliers (or) Sundry creditors for
purchasing goods/stock from them.

The following vouchers are required to do Purchase order processing.

1. PURCHASE ORDER : (ALT + F4):
Purchase order voucher can be used to place order with supplier (sundry
creditors) for purchasing goods at a given price and pre-determined time.

. RECEIPT NOTE - (ALT + F9):

Receipt note is the inventory voucher and it can be used to enter stock/goods
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which our company received against Purchase Order (order number must be
there
. REJECTIONS OUT: (ALT + F6)

This voucher can be used to return goods against receipt note. If the goods
that we received against purchase order falls under bad quality / damaged,
then the stock will be return. And can be enter that transaction in Rejections
Out.

SALES ORDER PROCESSING:

Sales order processing is receiving orders from Sundry Debtors / Customers for sale

of the goods.

The following vouchers are required to do sales order processing.

1. SALES ORDER : (ALT + F5):
Sales order voucher cab be used to enter orders received from customers /
sundry debtors to sale of the goods

. DELIVERY NOTE : (ALT + F8):
Delivery note can be enter delivery of goods to customers / sundry debtors
against the sales order .

. REJECTIONS IN (CTRL + F6):
When the stock / goods returned against the delivery note challana, that

transactions cab be enter in Rejections in Voucher.

PURCHASE ORDER PROCESSING

1. Company placed an order to RAJ COMPANIES for purchasing goods
with order no: PO/Raj/300 for the following goods.
Computers 10 pcs @ Rs.25000/-
Laptops 05pcs @ Rs. 30,000/-
Mobiles O5pcs @ Rs. 14,000/-

Tabs 10pcs @ Rs. 11,400/-
. Company received the goods from RAJ Companies against purchase order
no: PO/Raj/300 and Challana no: Ch/Raj/300 and stored at Rajam godown
Computers 10 pcs @ Rs.25000/-
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Laptops 05pcs @ Rs. 30,000/-
Mobiles 0O5pcs @ Rs. 14,000/-
Tabs 10pcs @ Rs. 11,400/-

. Company returned the following goods to Raj Companies due to damages
against challana no: Ch/Raj/300. (ref no: RO/Raj/001)
Computers - O4pcs
Laptops -02pcs
Mobiles 02pcs
Tabs — 01pcs

SOLUTION
STEP: 1
e Press F11 for company features —
e Press F2 for Inventory Features

Storage and Classification:

Maintain Multiple Godowns — Yes

Order Processing:

Enable Purchase Order Processing : YES
Enable Sales Order Processing : YES

Other Features:

Use Tracking numbers (enables delivery and receipt notes)? YES

Use rejection inward and out ward notes ? YES

Invertory Features

Feugrate sccounts and mastory Erable irvowcing

Erable 2000 valued transachons Record purchases in invoce mode
Use dotnt and credt notes

S10rage and Classfication Record cedd notes in invoice mode

G;;‘:"_._;n M Record debi!l notes in invoice mode

Maingasn S10Ck CARQONes Use separate drecount CoRNmn in invoices

it ey S e Purchase Mansgement
Set exprry datos for batchos it +
Use separate actusal and biled Guartty colamm Troek o
Saies Manegement

e Use mult lovels
Enable purchase order processing PP

Enable salos order processing
Enable wob order u«-_-_l_mo* Use trackng numbers (enablos defvery and receipt notes )

(E nables the op
and Use metered in and out 9 Use repechon imnward and outward notos
Use matenal in and out vouchors

Use cost tracking for stock iteen
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STEP: 2

Gateway of Tally — Order Vouchers — Press ALT + F4 for purchase order
Party Alc Name - (ALT + C )
Name : RAJ COMPANIES
Under : Sundry Creditors
Maintain balances bill by bill : YES
press enter_Accept- yes — Press Enter

Supplier’s Details : Enter supplier’s details here and state , sales tax number
etc

Order Details

Mode / terms of payment : enter our terms of payment to supplier here
(Example: Single term)
Terms of Delivery : Example : Single Term

Receipt Details

Dispatched Through . Example

Destination : Rajam

Order No: pb/raj/ 300

Purchase Ledger - ALT

Name : Purchase

Under : Purchase Accounts
Inventory values are affected : yes

Name of Item : + C
Name : Computers
Under: Electronics

Units . Pcs
Accept — Yes (Press ENTER)

Item Allocations for Computers
Godown - ALT -
Name: RAJAM

Quantity : pcs
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Rate : 25,000
Press Enter

Create the remaining items and enter the quantity , rate also

TOTAL PURCHASE ORDER VALUE : 5,59,000/-

Purchase Order . L] [ Wipr-2020)

Wednesdiy

Party Alc name Raj Companies Order no pb/ raj ! 300
Tuwmnoawver Currenf balance
Purchace exoger Purchase A.C

| Name of Hem Cusantity Rate por DucS Amount

Computers 10PCS 2500000 PCS 2,50,000.00
Laptops 5PCS  30,000.00 PCS 1,50,000,00
Mobiles 5PCS  5,00000 PCS 45,000.00
Tabs 10PCS 1140000 PCS 1,14,000.00

T 5,59,000.00

Namabon

STEP: 3

Press ALT + F9 for Receipt Note voucher

Reference no: Ch/ Raj/ 300 — Press ENTER

Order No(s) : Pb/raj/ 300 — End of List — Press Enter

Name of Item

All the items which are in purchase order and against purchase order appears
automatically here.
Select Tracking number : CH/RAJ/300 for every item

Total Receipt Note

5,59,000/-
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No 1
Reterence no.  chiraj300

Party A'c name Raj Companies
Twnover Current balance

Twno
Purchase ledger Purchase AC

Name of item

Computers
Laptops
Moblles
Tabs

! End of List

Namabon

Step: 4

Press ALT + F6 for Rejections Out

Ledger Account : Raj Companies

Supplier’'s Name & Address: Raj Companies
Name of

Computers

Laptop

Mobile

Tabs 01pcs

Total Value : 2,16,400/-

Computerised Accounting with Tally

Rate per Disc™

)PCS 2600000 PCS
5PCS 30,000.00 PCS
S 900000 PCS
-5 1140000 PCS
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|_Rejections Out LR

| £ s Name and Address

Raj Companies , Rli' Companies -

Name of item ; “Quantity Rate per Disc

Computers 4 PCS 25,000.00 PCS

Tracking No. ~ chiray300 CroorNo. pb/raj/ 300 Due on 1. Ap.2020
4PCS 2500000 PCS

Laptops 2 PCS 30,000.00 PCS

Tracking No. - chiray300 Order No. pb/rag/ 300 Due on 1Ape2020
2PCS 00000 PCS

Receipt Note in Tally.ERP 9: A Guide to Efficient Inventory

Receipt Note is a feature in Tally.ERP 9 that allows businesses to record the receipt
of goods or materials from a supplier. It is an important part of inventory
management that helps businesses to maintain accurate stock records and update
accounting information.

When a business receives goods from a supplier, they create a Receipt Note in
Tally.ERP 9 to record the details of the receipt. The Receipt Note includes
information such as the date of receipt, supplier details, purchase order details, and
the details of the goods received. Once the Receipt Note is saved, Tally.ERP 9
updates the stock records and accounting information based on the details provided.
Receipt Note is a crucial feature in Tally.ERP 9 that helps businesses to keep track
of their inventory and manage their stock effectively. By recording the receipt of
goods, businesses can maintain accurate stock records, track their inventory levels,
and prevent stock discrepancies. It also helps businesses to keep track of their
purchase orders and supplier transactions, which is important for accounting and
business operations.

In summary, Receipt Note is a feature in Tally.ERP 9 that helps businesses to record
the receipt of goods or materials from a supplier. It is an important part of inventory

management that helps businesses to maintain accurate stock records and update
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accounting information. By using Receipt Note in Tally.ERP 9, businesses can
effectively manage their inventory, track their purchase orders and supplier
transactions, and improve their business operations.

In summary, the Physical Stock feature in Tally.ERP 9 helps businesses to perform
physical stock verification and maintain accurate inventory records. This feature is
important for businesses that need to manage their inventory accurately and ensure
that their financial reporting is correct.

Receipt Note Voucher

Example
Receipt note received from Mr.Tranced
o Tally Software 10 packs Rs. 15000 (w-2,G-2,M-6)
o ms-offfice software 15 packs Rs. 17000 (w-3,G-4,M-8)

(SR & Gpmn (rite = 34 T DETE H =y

Go to Gateway of Tally and select "Inventory Vouchers" under "Inventory
Info" from the "Vouchers" menu.

Select "Godown Transfer" voucher type.

Enter the voucher date, which is the date of the transfer.

In the "From Godown" field, select the godown from which the items are
being transferred.

In the "To Godown" field, select the godown where you want to track the

items.
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In the "Particulars” field, select"Purchase Accounts"” from the list of

ledgers.

Enter the details of the first item transferred, which is "Tally Software 10

packs Rs. 15000 (w-2,G-2,M-6)".

Enter the quantity transferred in the "Quantity" field, which is 10 packs in this

case.

In the "Rate" field, enter the rate per pack, which is Rs. 15000.

In the "Amount" field, the total amount will be automatically calculated as 10

packs x Rs. 15000 = Rs. 150000.

In the "Tracking Number" field, enter a unique tracking number to identify

this transfer.

In the "Godown" field, select the godown where the items are being tracked.

Enter the details of the second item transferred, which is "MS-Office

software 15 packs Rs. 17000 (w-3,G-4,M-8)".

Enter the quantity transferred in the "Quantity" field, which is 15 packs in this

case.

In the "Rate" field, enter the rate per pack, which is Rs. 17000.

In the "Amount" field, the total amount will be automatically calculated as 15

packs x Rs. 17000 = Rs. 255000.

In the "Tracking Number" field, enter the same tracking number as for the

first item to link both items together.

In the "Godown" field, select the godown where the items are being tracked.

Save the godown transfer voucher.
Once the godown transfer voucher has been saved, the items will be transferred to
the tracking godown and linked to the tracking number you provided. You can view
the tracking details by going to the "Inventory Info" menu, selecting "Godowns" and
then selecting the tracking godown. Here you will be able to see the quantities of
Tally and MS-Office software in the tracking godown, along with the tracking number

to identify their source.
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Delivery Note in Tally.ERP 9: A Guide to Streamlining Sales and Inventory

In Tally.ERP9, a Delivery Note is a document that is created to record the delivery of
goods from one location to another. It is usually created by the supplier or the seller
to document the delivery of goods to the customer or the buyer.

Here are the steps to create a Delivery Note in Tally.ERP9:

Go to the main menu and select "Inventory Vouchers."
Select "Delivery Note" from the list of available vouchers.
Enter the details of the customer or the buyer, such as the name, address,
and contact information.
Enter the details of the goods being delivered, such as the quantity,
description, and unit price.
Select the ledger accounts for both the customer and the goods being
delivered.
« Save the Delivery Note.
Once the Delivery Note is saved, it can be printed and given to the customer as
proof of delivery. The information entered in the Delivery Note can also be used to
create other documents, such as an invoice or a receipt.
In Tally.ERP9, the Delivery Note can also be used to update the stock records and
the accounts records. When a Delivery Note is created, it updates the stock records
to reflect the reduction in stock due to the delivery of goods. It also updates the
accounts records to reflect the sale of goods and the accounts receivable from the
customer.
Example
Delivery Note issued To Mr. Motorala Pvt Ltd
e CPU 6nos Rs. 17000 (w-1,G-2,M-6)
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Calculator 30nos Rs.1000 (w-7,G-10,M-13)

To create a godown tracking number in Tally ERP 9, follow these steps:

Open Tally ERP 9 and select the "Inventory Vouchers" option from the
"Gateway of Tally" menu.

Click on "Alt + F7" or select the "Delivery Note" option from the list of
inventory vouchers.

In the "Delivery Note" screen, select the "Godown" field and choose the
appropriate godown from the list of available godowns.

Enter the details of the items being delivered in the "Item Allocation" section.
For example, for CPU 6nos at Rs. 17000, enter "CPU" in the "Name of
Item" field, "6" in the "Quantity" field, "17000" in the "Rate" field, and "W-1,
G-2, M-6" in the "Godown Details" field.

Similarly, enter the details of the 30 calculators being delivered at Rs. 1000
each with their respective godown details.

Once you have entered all the details, save the Delivery Note.

To generate a godown tracking number, go to the "Display” menu and
select "Statement of Inventory" and choose "Godown Summary".

Select the appropriate godown and the date range, and click on "Show" to
generate the report.

The report will show the opening balance, receipt, issue, and closing balance
for the selected godown. The Delivery Note details will be included in
the "Issued" section, along with a unique tracking number that Tally ERP 9
will automatically generate.

You can then provide this tracking number to Mr. Motorala Pvt Ltd as a

reference for their delivery.
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Note: Make sure to set up the appropriate ledgers and stock items in Tally ERP 9
before creating the Delivery Note. This will ensure that the details are accurately
recorded and can be easily tracked later.

Rejection Outward in Tally.ERP 9

Rejection Outward Voucher

£ Enpari o 1 Upkossy

In Tally.ERP9, a Rejection Outward Note is a document that is used to record
the return of goods by a customer or buyer to the supplier or seller due to rejection of
the goods. This document serves as evidence of the returned goods and is
necessary to keep track of the stock and the value of the returned goods.

Here are the steps to create a Rejection Outward Note in Tally.ERP9:

Go to the main menu and select Inventory Vouchers.

Select Rejection Outward from the list of available vouchers.

Enter the details of the customer or the buyer, such as the name, address,

and contact information.

Enter the details of the rejected goods, such as the quantity, description,

and unit price.

Select the ledger accounts for both the customer and the goods being

returned.

e Save the Rejection Outward Note.
Once the Rejection Outward Note is saved, it can be printed and given to the
customer as proof of the returned goods. The information entered in the Rejection
Outward Note can also be used to create other documents, such as a debit note or a

credit note.

Computerised Accounting with Tally Page 160




DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

In Tally.ERP9, the Rejection Outward Note can also be used to update the stock

records and the accounts records. When a Rejection Outward Note is created, it

updates the stock records to reflect the increase in stock due to the return of goods.

It also updates the accounts records to reflect the decrease in the sale of goods and

the accounts payable to the customer.

Example

Rejection Outward to Mr.Tranced followings item

Tally Software 5 packs Rs. 15000 (M-1)
ms-offfice software 3 packs Rs. 17000 (w-1,G-1,M-1)

To create a godown tracking number in Tally ERP 9 for the rejection outward

of items to Mr. Tranced, follow these steps:

Open Tally ERP 9 and select the "Inventory Vouchers" option from
the "Gateway of Tally" menu.

Click on"Alt + F8" or select the "Rejection Out" option from the list of
inventory vouchers.

In the "Rejection Out" screen, select the "Godown" field and choose the
appropriate godown from the list of available godowns.

Enter the details of the items being rejected in the "ltem Allocation” section.
For example, for Tally Software 5 packs at Rs. 15000, enter"Tally
Software" in the "Name of Item" field, "5" in the "Quantity" field, "15000" in
the "Rate" field, and "M-1" in the "Godown Details" field.

Similarly, enter the details of the 3 packs of MS-Office software being

rejected atRs. 17000 each with their respective godown details.
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Note:

Once you have entered all the details, save the Rejection Out voucher.

To generate a godown tracking number for the rejected items, go to
the "Display” menu and select "Statement of Inventory” and
choose "Godown Summary".

Select the appropriate godown and the date range, and click on "Show" to
generate the report.

The report will show the opening balance, receipt, issue, and closing balance
for the selected godown. The Rejection Out voucher details will be included in
the "Issued" section, along with a unique tracking number that Tally ERP 9
will automatically generate.

You can then provide this tracking number to Mr. Tranced as a reference for
the rejected items.

Make sure to set up the appropriate ledgers and stock items in Tally ERP 9

before creating the Rejection Out voucher. This will ensure that the details are

accurately recorded and can be easily tracked later.
Rejection in Tally.ERP 9

In Tally.ERP9, Rejection In is a document that is used to record the receipt of

rejected goods from a customer or buyer. It is created by the supplier or the seller to

document the return of goods due to rejection by the customer.

Here are the steps to create a Rejection In voucher in Tally.ERP9:

i* P

£ Enpen

Go to the main menu and select Inventory Vouchers.
Select Rejection In from the list of available vouchers.
Enter the details of the customer or the buyer, such as the name, address,

and contact information.
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Enter the details of the rejected goods, such as the quantity, description,
and unit price.
Select the ledger accounts for both the customer and the goods being
returned.
e Save the Rejection In voucher.
Once the Rejection In voucher is saved, it can be printed and used as proof of the
returned goods. The information entered in the Rejection In voucher can also be
used to create other documents, such as a debit note or a credit note.
In Tally.ERP9, the Rejection In voucher can also be used to update the stock
records and the accounts records. When a Rejection In voucher is created, it
updates the stock records to reflect the increase in stock due to the return of goods.
It also updates the accounts records to reflect the decrease in the sale of goods and
the accounts receivable from the customer.
Example
Rejection In by Mr. Motorola followings item
e CPU 2 nos Rs. 17000 (w-1,M-1)
e Calculator 5nos Rs.1000 (w-1,G-1,M-3)
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To create a godown tracking number in Tally ERP 9 for the rejection in of items by

Mr. Motorola, follow these steps:

Open Tally ERP 9 and select the "Inventory Vouchers" option from
the "Gateway of Tally" menu.

Click on"Alt + F9" or select the "Rejection In" option from the list of
inventory vouchers.

In the "Rejection In" screen, select the "Godown" field and choose the
appropriate godown from the list of available godowns.

Enter the details of the items being rejected in the"Iltem Allocation” section.
For example, for CPU 2 nos at Rs. 17000, enter "CPU" in the "Name of
Item" field, "2" in  the "Quantity" field, /b>"17000" in the "Rate" field,
and "W-1, M-1" in the "Godown Details" field.

Similarly, enter the details of the 5 calculators being rejected at Rs. 1000 each
with their respective godown details.

Once you have entered all the details, save the Rejection In voucher.

To generate a godown tracking number for the rejected items, go to
the "Display” menu and select " Statement of Inventory" and
choose "Godown Summary".

Select the appropriate godown and the date range, and click on "Show" to

generate the report.
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« The report will show the opening balance, receipt, issue, and closing balance
for the selected godown. The Rejection In voucher details will be included in
the "Received" section, along with a unique tracking number that Tally ERP
9 will automatically generate.

You can then provide this tracking number to Mr. Motorola as a reference for
the rejected items.
Note: Make sure to set up the appropriate ledgers and stock items in Tally ERP 9
before creating the Rejection In voucher. This will ensure that the details are

accurately recorded and can be easily tracked later.

Sales Order Processing in Tally ERP9
Sales Order Processing in Tally ERP9

Sales Order Processing in Tally ERP9

Tally is one of the most popular accounting software that can help in tracking each
and every sales order and invoice that are generated.

What is Sales Order?

Sales Order is an order placed by a customer for the delivery of specified goods at a
given price and at a predetermined time. At the time of receiving the order from a
customer for the specified category of goods that needs to be supplied, the details of
the items, quantity of how much goods need to be supplied, date and place of
delivery, etc. are provided with the Sales Order Number. Finally, after the delivery of
the goods, the same Sales Order is again tracked for the Order Details, either in the
Delivery Note or in the Sales Invoice.

Enable Sales Order in F11 -> Features
To enable Sales Order in Tally.ERP9, click on F11: Features (F2: Inventory
Features).

In the Order Processing section, set Allow Sales Order Processing to “YES”, to
create Sales Order. This feature can also be used for pre-order closure of sales
order.

So what is F11: Features (F2: Inventory Features)?

F11 [F2] : Inventory Features in Tally.ERP9 enables user to set the Inventory
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Features

for

the

transactions.

Go to Gateway of Tally and select F11: Features and then click on F2: Inventory.

General
Integrate Accounts and Inventory
Allow Zaro valued antries

Storage & Classilication
Maintain MuRllipgle Godowns
Maintain Stock Categories

Maintain Batch-wisa Detads
{set Expiry Dates for Batches)

Usa different Actual & Billed City

Order Processing

Allow Purchase Order Processing
Allow Sales Order Processing

Allgw Job Order Processing
(Wote . Enables Maintain Mulhiple Godowns
and Use Materal inOur)

Comgpany. ABC Company

Inventory Features

Invodcing
Allavs Irvaicing
Erter Purchases in Imoice Format

Uge Dabit/Cradst Mates
Use lnvoice mode for Cradit Hotes
Lize invoice moeda for Dabit Motes

Separate Discount column on kmmices

Purchase Management

Track additional costs of Purchase

Sales Management
Use Multiple Price Lavels

Crther Features

Lize Trackmng Mumbsars {DelmeryFaceipt MNotes)
Use Rejection Inward/Outward Noles

Use Material In/Out

Track Stock ltem Cost

) ¥ caF ad  ad )

F1: Accounts

F1: Statutory

F4: Tally RET Fi: Audit

Enter SO (Sales Order) Sales Order Entry is done by the following steps.

Go
Click

Then press

to

Alt

+

F5

Gateway of

Inventory

or click on Sales

Tally.

Vouchers.

Order.

Select the Customer's name from the List of Ledger Accounts.

Press Alt

+

C

to

create a new

account.

* The Order number is automatically displayed. Generally, it will take

the Voucher number as Order No. The user can change this number if
required.

» The user can also configure the voucher type for Sales Order, to get
the Suffix and Prefix for the sales orders.
» The user can configure by following these steps (Go to Gateway of

Tally-> Accounts Info / Inventory Info->Voucher Types->Alter->Sales
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order->Set Yes to Use Advance Configuration).
 Select the particular Item on which the order has to be placed from
the List of Stock Items given in the drop down.
* Enter the due date for the Delivery of the items. This helps in
monitoring the outstanding of the Delivery of the items.
* Enter the quantity of the item and its rate. The amount will be
calculated automatically.
* The narration is optional. User can give some particulars about the
order, if required.
Goods Receipt Note
The purpose of Receipt note is to record the goods received from the supplier.
To configure receipt note;
» Go to Gateway of Tally, select F11: Features and then click on F2:
Inventory.
 Set Use tracking numbers that enables delivery and receipt notes to Yes.
* Press Ctrl + A to accept.
» Go to Gateway of Tally and then click on Inventory Vouchers
* Click on F9: Receipt Note.
* Click on F12: Configure.
» Set Accept Supplementary details to Yes.
* Press Ctrl + A to accept.
Enter Sales Invoice
Sale is the most crucial part of every business. Sales entry or sales voucher entry is
a part and parcel of daily tasks. Sale is considered as the main income stream of an
organization as it generates revenue for the organization causing an increase in the
benefits manifold. Be it salary of employees, growth and expansion of organization,
etc.
Users need to follow some basic steps to enter Sales Invoice in Tally. ERP9.
« Start with, Go to Gateway of Tally and then select Accounting Voucher
* Then click on F8 button. This represent Sales
» Change the date if needed by pressing F2 or date button.

* Click on Accounting Invoice button if no stock is involved in the sale, or click on
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Item Invoice if stock items to be selected.

* Here we need to enter the Reference Number, the Name of the Party or Client,
Sales Ledger, Name of the item, the Quantity and the Rate in case you have chosen
item invoice.

* Following that enter Reference Number, Party Account Name, Particulars, Rate
and Amount in case you have chosen accounts invoice.

» Write the narration for the transaction and save the voucher.

Reporting of Sales Order

Sales Order Summary statement provides the users with detailed information on the
outstanding sales orders.

To access Sales Order Outstanding,

» Go to Gateway of Tally (GOT).

+ Select Display and click on Statements of Inventory.

» Then click on Sales Order Outstanding.

A menu bar has been provided to make the navigation much easier to the users.

Gateway of Tally ...
Display Menu ....
Statements of Inventory ...

Sales Order

Stock Group
StoCk Category
Stock ltem

Group
Ledger

All Orders

Quit

Let us briefly understand about each of the following reports mentioned
above.
Sales Order -> Stock Group

This report displays the Sales Order Outstanding summary of all or a selected Stock
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Group.

To view Sales Order Stock Group Outstanding summary:

» Go to Gateway of Tally and click on Display.

* Click on Statements of Inventory and select Sales Order Outstanding.

* Now click on Stock Group.

Sales Order -> Stock Item

Sales Order -> Stock Item report displays the Sales Order Outstanding summary of a
selected Stock Item.

To view Sales Order Stock Item Outstanding summary:

* Go to Gateway of Tally and click on Display.

* Click on the Statements of Inventory and select Sales Order Outstanding.

* Now click on Stock Item

Sales Order -> Group

This report displays the Sales Order Outstanding summary of a selected Group.
To view Sales Order Group Outstanding summary:

» Go to Gateway of Tally and click on Display.

* Click on the Statements of Inventory and then select Sales Order Outstanding.

* Now click on Group

Sales Order -> Ledger

The Ledger Report displays the Sales Order Outstanding summary of a selected
Ledger.

To view Sales Order Ledger Outstanding summary:

» Go to Gateway of Tally and select Display.

* Click on the Statements of Inventory and select Sales Order Outstanding.

* Now click on Ledger

Sales Order -> All Orders

All order report displays the Sales Order Outstanding of all the orders which are
pending. Sales Order -> All Orders report provides information on the order number,
date on which the order was made, party details, ordered Quantity, undelivered
order, rate, value of ordered stock, due date for delivering the goods and the number
of days overdue. Additionally, it provides information on goods delivered but orders

not received.
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To view All Orders:
* Go to Gateway of Tally and click on Display.
* Click on Statements of Inventory and select Sales Order Outstanding.

* Now click on All Order

Sales Order Processing in Tally ERP9
Sales Order Processing in Tally ERP9

Sales Order Processing in Tally ERP9

Tally is one of the most popular accounting software that can help in tracking each
and every sales order and invoice that are generated.

What is Sales Order?

Sales Order is an order placed by a customer for the delivery of specified goods at a
given price and at a predetermined time. At the time of receiving the order from a
customer for the specified category of goods that needs to be supplied, the details of
the items, quantity of how much goods need to be supplied, date and place of
delivery, etc. are provided with the Sales Order Number. Finally, after the delivery of
the goods, the same Sales Order is again tracked for the Order Details, either in the
Delivery Note or in the Sales Invoice.

Enable Sales Order in F11 -> Features

To enable Sales Order in Tally.ERP9, click on F11: Features (F2: Inventory
Features).

In the Order Processing section, set Allow Sales Order Processing to “YES”, to
create Sales Order. This feature can also be used for pre-order closure of sales
order.

So what is F11: Features (F2: Inventory Features)?

F11 [F2] : Inventory Features in Tally.ERP9 enables user to set the Inventory
Features for the transactions.

Go to Gateway of Tally and select F11: Features and then click on F2: Inventory.

Computerised Accounting with Tally Page 170




DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

Comgpany. ABC Company

Inventory Features

General Invoicing
Integrate Accounts and Inventory Allavs Irvaicing
Allow Tero valusd entries Enter Purchases i Imoice Format

Uge Dabit/Cradst Mates
Storage & Classilication Use lnvoice mode for Cradit Hotes
Maintain Mulliple Godowns Lize invoice moeda for Dabit Motes

Maintain Stock Categories Separate Discount column on kmmices
Maintain Batch-wisa Detads. Purchase Management

{set Expiry Dates for Batches)
Usa different Actual & Billed City

) ¥ caF ad  ad )

Track additional costs of Purchase

Sales Management

Order Processing
Use Multiple Price Lavels

Allow Purchase Order Processing
Allow Sales Order Processing Othar Faaturas

Allow Job Order Processing Lize Trackmng Mumbsars {DelmeryFaceipt MNotes)
iiate E':'?:'"” Maintain Muttiple Godowns LIse Rajaction Inward/Outward Hotas
and Use Materal inOur) o
Use Matenal In/Cut

Track Stock ltem Cost

F1: Accounts 2 ¥ F1: Statutory F4: Tally HET F3: Audit

Enter SO (Sales Order)
Sales Order Entry is done by the following steps.
* Go to Gateway of Tally.
* Click on Inventory Vouchers.
» Then press Alt + F5 or click on Sales Order.
* Select the Customer’s name from the List of Ledger Accounts.
* Press Alt + C to create a new account.
» The Order number is automatically displayed. Generally, it will take the Voucher
number as Order No. The user can change this number if required.
» The user can also configure the voucher type for Sales Order, to get the Suffix and
Prefix for the sales orders.
» The user can configure by following these steps (Go to Gateway of Tally->
Accounts Info / Inventory Info->Voucher Types->Alter->Sales order->Set Yes to Use
Advance Configuration).

* Select the particular Item on which the order has to be placed from the List of Stock
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Items given in the drop down.

* Enter the due date for the Delivery of the items. This helps in monitoring the
outstanding of the Delivery of the items.

* Enter the quantity of the item and its rate. The amount will be calculated
automatically.

* The narration is optional. User can give some particulars about the order, if
required.

Goods Receipt Note

The purpose of Receipt note is to record the goods received from the supplier.

To configure receipt note;

» Go to Gateway of Tally, select F11: Features and then click on F2: Inventory.

» Set Use tracking numbers thatenables delivery and receipt notes to Yes.

* Press Ctrl + A to accept.

» Go to Gateway of Tally and then click on Inventory Vouchers

* Click on F9: Receipt Note.

* Click on F12: Configure.

» Set Accept Supplementary details to Yes.

* Press Ctrl + A to accept.

Enter Sales Invoice

Sale is the most crucial part of every business. Sales entry or sales voucher entry is
a part and parcel of daily tasks. Sale is considered as the main income stream of an
organization as it generates revenue for the organization causing an increase in the
benefits manifold. Be it salary of employees, growth and expansion of organization,
etc.

Users need to follow some basic steps to enter Sales Invoice in Tally. ERP9.

« Start with, Go to Gateway of Tally and then select Accounting Voucher

* Then click on F8 button. This represents Sales

» Change the date if needed by pressing F2 or date button.

* Click on Accounting Invoice button if no stock is involved in the sale, or click on
Item Invoice if stock items to be selected.

* Here we need to enter the Reference Number, the Name of the Party or Client,

Sales Ledger, Name of the item, the Quantity and the Rate in case you have chosen
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item invoice.

* Following that enter Reference Number, Party Account Name, Particulars, Rate
and Amount in case you have chosen accounts invoice.

» Write the narration for the transaction and save the voucher.

Reporting of Sales Order

Sales Order Summary statement provides the users with detailed information on the
outstanding sales orders.

To access Sales Order Outstanding,

* Go to Gateway of Tally (GOT).

+ Select Display and click on Statements of Inventory.

» Then click on Sales Order Outstanding.

A menu bar has been provided to make the navigation much easier to the users.

Gateway of Tally ...
Display Menu ...
Statements of Inventory ...

Sales Order

Stock Group
StoCk Category
Stock Item

Group
Ledger

All Orders

Quit

Let us briefly understand about each of the following reports mentioned
above.
Sales Order -> Stock Group
This report displays the Sales Order Outstanding summary of all or a selected Stock

Group.
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To view Sales Order Stock Group Outstanding summary:

* Go to Gateway of Tally and click on Display.

* Click on Statements of Inventory and select Sales Order Outstanding.

* Now click on Stock Group.

Sales Order -> Stock Item

Sales Order -> Stock Item report displays the Sales Order Outstanding summary of a
selected Stock Item.

To view Sales Order Stock Item Outstanding summary:

* Go to Gateway of Tally and click on Display.

* Click on the Statements of Inventory and select Sales Order Outstanding.

* Now click on Stock Item

Sales Order -> Group

This report displays the Sales Order Outstanding summary of a selected Group.
To view Sales Order Group Outstanding summary:

» Go to Gateway of Tally and click on Display.

* Click on the Statements of Inventory and then select Sales Order Outstanding.

* Now click on Group

Sales Order -> Ledger

The Ledger Report displays the Sales Order Outstanding summary of a selected
Ledger.

To view Sales Order Ledger Outstanding summary:

* Go to Gateway of Tally and select Display.

* Click on the Statements of Inventory and select Sales Order Outstanding.

* Now click on Ledger

Sales Order -> All Orders

All order report displays the Sales Order Outstanding of all the orders which are
pending. Sales Order -> All Orders report provides information on the order number,
date on which the order was made, party details, ordered Quantity, undelivered
order, rate, value of ordered stock, due date for delivering the goods and the number
of days overdue. Additionally, it provides information on goods delivered but orders
not received.

To view All Orders:
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» Go to Gateway of Tally and click on Display.
* Click on Statements of Inventory and select Sales Order Outstanding.
* Now click on All Order
Delivery Note Voucher
The Delivery Note Voucher is used for recording goods delivered to a customer.
To pass the Delivery Note voucher,
1. From F11: Inventory Features, Enable the option Use Tracking Numbers
(Delivery / Receipt Notes).
2. Go to Gateway of Tally > Inventory Vouchers
3. Press Alt+F8 or select the button E8: Dely Note from the button bar.
Under F12: Configure (Delivery Note Configuration) set Accept
Supplementary Details to Yes.

Dalivery Note Configuration

General Options Statutory Options

Accept supplementary detasls 7 EEE Calculate tax on curent sub-total
(Address detals, despalch delfails, &lc.) (else calculations ang an inventory fodal only)
Activate E1 or E2 transaction(VAT)

Ho

Yos Other Options
Ho

Yes Complate Accounting Allocations in Order/Delvery Mote 7 Yes
Ho Show tumover achieved with customer 7 No
No Allow modification of all the fiekds during entry 7 Yes
Ho Caleulate MRP on billed quantity 7 Yes
Ho Wam on negative steck balance ? Yes
Ho Usze expired batches for 3l stock Rems 7 Yes

Allow separate buyer and consignee names

Use comman ledger Alc for tem allecation

Use defaulls for bill allocations

Use addisonal descnplions) for item name

Use pre-closure order details

Use additsonal description(s) for ledger narme

Consolidate stock items with same rafes

Show compound unit of tem based on rate
Show full details of compound wmt

Exporters’ Options Show batches with Zero quantity 7 Yos

Specify export shipping details
Specify marks and nos fcontainer no
Specify no. and kind of packages

wd wmd ) wmd wd wd wd owmd wl

For more details on Delivery Note configurations refer Voucher Entry

Configuration.

For example, the company delivers goods to Customer A. 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.
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List of Orders

0O End 0 List

Crder Mofs) XM © O rew pumiber

"
0 Kot .“{ﬁll[ alle

Recelpt Datalls

Despateh Doc. Mo
Despatehed thisugh
D sition

Buyer’s Details
Buirgemn Customaen i
Addeess

Sales Tax No

Once you accept the Order details, the cursor will move to Name of
Item column. On pressing Enter, the ‘Iltem Allocations screen is displayed.
You may select an existing Tracking number or create a new Tracking Number.
Tracking number is the reference to have a link between transactions. For eg: if
Tracking Number is selected in the Delivery Note, this will automatically display

the details of the items in the Sales Invoice.
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Iterm Allocations for . Rem A

uwamtity Rate per Amount

Trachung Mo, - 1 Chvkar Moo 07 (e e 1-Ape- 0
Sres 1000 nos EEETED

5.00 nos

The Delivery Note Voucher after completion will appear as shown :

ofy Vouches Ciealion AE Compan Cirl + B
| Delivery Hete  LLR 1-Apy 2008
Rl Tuesday
Party’s Afc Mame : Costomen &
Dorarf Balancs
Haame of R

Chipamtiny Rate per flmponi

fem A 500 nos 150,080 mos 750,00

0 Endl of Lt

Marration
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Party’s A/lc Name

Select the Party Ledger from the List of Ledger Accounts to whom goods are
delivered.

Name of Iltem

Once we select the Order Number from the List of Orders, the item name will be
displayed automatically.

Quantity, Rate and Amount

Since the Order number is selected from the List of Orders, quantities, rate and

amount will be displayed automatically.

Rejection in Tally.ERP 9

In Tally.ERP9, Rejection In is a document that is used to record the receipt of
rejected goods from a customer or buyer. It is created by the supplier or the seller to
document the return of goods due to rejection by the customer.

Here are the steps to create a Rejection In voucher in Tally.ERP9:

[LLel] b g

Go to the main menu and select Inventory Vouchers.

Select Rejection In from the list of available vouchers.

Enter the details of the customer or the buyer, such as the name, address,
and contact information.

Enter the details of the rejected goods, such as the quantity, description,
and unit price.

Select the ledger accounts for both the customer and the goods being
returned.

Save the Rejection In voucher.
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Once the Rejection In voucher is saved, it can be printed and used as proof of the
returned goods. The information entered in the Rejection In voucher can also be
used to create other documents, such as a debit note or a credit note.
In Tally.ERP9, the Rejection In voucher can also be used to update the stock
records and the accounts records. When a Rejection In voucher is created, it
updates the stock records to reflect the increase in stock due to the return of goods.
It also updates the accounts records to reflect the decrease in the sale of goods and
the accounts receivable from the customer.
Example
Rejection In by Mr. Motorola followings item

e CPU 2 nos Rs. 17000 (w-1,M-1)

Calculator 5nos Rs.1000 (w-1,G-1,M-3)

» g |0 e

To create a godown tracking number in Tally ERP 9 for the rejection in of
items by Mr. Motorola, follow these steps:

e Open Taly ERP 9 and select the "Inventory Vouchers" option from
the "Gateway of Tally" menu.
Click on"Alt + F9" or select the "Rejection In" option from the list of
inventory vouchers.
In the "Rejection In" screen, select the "Godown" field and choose the
appropriate godown from the list of available godowns.
Enter the details of the items being rejected in the"Iltem Allocation” section.
For example, for CPU 2 nos at Rs. 17000, enter "CPU" in the "Name of
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Item" field, "2" in the "Quantity"” field, /b>"17000" in the "Rate" field,
and "W-1, M-1" in the "Godown Details" field.
Similarly, enter the details of the 5 calculators being rejected at Rs. 1000 each
with their respective godown details.
Once you have entered all the details, save the Rejection In voucher.
To generate a godown tracking number for the rejected items, go to
the "Display” menu and select "Statement of Inventory” and
choose "Godown Summary".
Select the appropriate godown and the date range, and click on "Show" to
generate the report.
The report will show the opening balance, receipt, issue, and closing balance
for the selected godown. The Rejection In voucher details will be included in
the "Received" section, along with a unique tracking number that Tally ERP
9 will automatically generate.
You can then provide this tracking number to Mr. Motorola as a reference for
the rejected items.
Note: Make sure to set up the appropriate ledgers and stock items in Tally ERP 9
before creating the Rejection In voucher. This will ensure that the details are

accurately recorded and can be easily tracked later.

Debit Note and Credit Note in Tally ERP9
In simple words about Debit and Credit notes, when there are purchase
returns and sales returns in any business, debit note used for purchase

returns and credit note used sales returns.

Example, ABC Company sold goods worth of Rs.50,000 to XYZ
Company, After checking the goods, XYZ company
has returned damaged goods worth of Rs.20,000 to ABC company. Here
XYZ Company issue debit note to ABC Company.
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Debit Note in Tally ERP9

This note will use for purchase returns; it is issued by a buyer to a seller

debiting to his account and requesting for credit note.

How to Activate Debit Note and Credit Note in Tally ERP9

Path: Gateway of Tally -> F11 Features -> Accounting Features

Use debit and credit notes: Yes

Invoicing
Enable invoicing
Record purchases in invoice mode

se debit and credit notes
Recaord credit notes in invoice maode
Record debit notes in invoice maode

Budgets and Scenario Mlanagement

Maintain budgets and controls
Use reversing journals and optional vouchers

Banking Features

Enable cheque printing
Set/alter transaction types
Set/alter banking features

Set/alter post-dated transaction features

Other Features
Enable zero-valued transactions

Maintain multiple mailing details for company and ledgers
Set/alter company mailing details

Enable company logo
Mark changed vouchers

Example

ABC Company has purchased 6 HP Computers from Ram Enterprises
worth of each is Rs. 45,000 with GST@18% (CGST@9% and SGST@9%).
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Entry
HP Computers Dr 2,70,00

CGST Dr 24,300

SGST Dr 24,300

To Ram Enterprises 3,18,600

ABC Company has returned damaged 3 Dell Computers to Ram
Enterprises, here you should post the below debit note entry in Tally
debiting to supplier A/c and crediting to HP Computers.

Debit Note Entry in Tally ERP9

Ram Enterprises Dr 1,06,200

To HP Computers 90,000

To CGST 8,100

To SGST 8,100

MNo 2
Oaginal inmowce no.. M

Paty A name Ram Enteeprises
Curmped & 40,98,050.00 Cr
Puchase ledgw  Purchases@18%
Name of Bem Qusantity Rate per Dac S Amcant

HP Compusers 2 Noa 45.000.00 Nos

CGST
SGST
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Credit Note in Tally ERP9
This note will use for sales returns, it is issued by a seller to buyer in

different situations informing that his account is credited.

Example: ABC Company has sold 8 Dell computers to Rajesh & Co
each@ Rs.55,000 with GST@18% (CGST@9% and SGST@9%).

Entry

Rajesh & Co Dr 5,19,200

To Dell Computers 4,40,000

To CGST 39,600

To SGST 39,600

Rajesh & Co has returned 2 damaged Dell Computers to ABC Company,
here you should record the below credit note entry.

Credit Note Entry in Tally ERP9
Dell Computers Dr 1,65,000
CGST Dr 14,850
SGST Dr 14,850

To Rajesh & Co 1,94,700
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o 2
2Aug 2007

wty A name  Rojosh & Co

Cumeed balasce  28,61,804.09 Dr

Sates Wdger Salos@1?

Tama of Rem Quantity Rate per D

Dell Computers 3 Neos 55.000.00 Mos
Drscount

CGst
SGST

Bank Reconciliation Statement (BRS) is a statement that reconciles the
balances between the bank statement and the book of accounts. Many times, the
balances as per bank statements and cash books do not match. That is when the
role of the Bank Reconciliation Statement (BRS) came into the limelight.

What is the Importance of Bank Reconciliation in Tally

BRS in Tally is ideal for the higher management to reach out to the bank if the
difference between cash book and passbook is not justified. The bank may have
passed the entries that do not pertain to the company. With BRS, transactions can
be easily tracked, and it helps the auditor find how old the unreconciled balance is so
that they can have an overall view of the business. Even if a situation occurs when
the cashier tries to inflate the bank balances, the Auditor can get a true picture by
viewing the BRS.

There are many ways to reconcile the BRS. There is various software available in
the market that provides Bank reconciliation features. As a result, we are seeing a
shift from the manual process of making the BRS to the electronic method. However,
the principle of making the BRS remains the same. The manual process of making a
BRS will take days, given the volume of transactions. It is always advisable to use
software tools such as BRS in Tally ERP 9 to prepare BRS.
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What differences can occur in Bank Reconciliation?

1. Cheques: The Company may have issued the cheque, but the vendor may not
have presented it for payment. Similarly, the cheque deposited in the bank might not
have gotten cleared. The maximum time which a bank takes to clear a cheque is 3
days. The entries in the books of transactions cannot stop since the accountant
continues to pass the entries. To keep a check on the unreconciled amount, the
cashier prepares a Bank Reconciliation Statement. Once the cheques get cleared,
the amount moves from the BRS to the books of transactions of the account. In
business lines, issuing post-dated cheques is a common practice. The entries about
the post-dated cheques get passed in the books of accounts. But since it's a post-
dated cheque, it will not appear in the bank statement unless its date arrives.
Consequently, these cheques will lie unreconciled in the BRS.

2. Interest Entries: The bank provides interest income on the fixed deposits. This
income, at times, does not tally with the income recorded in the books. Also, the
interest on loan figures may not match. This is because the bank has a different
method for the calculation of interest. This practice varies from bank to bank, and the
interest gets recorded monthly or daily.

3. Bank charges: Bank debits its charges on account of the service provided by it.
The management of the company may not agree with these charges. Hence, the
same may still show in the BRS till the matter gets resolved.

4. Forgotten Mandates: The Company might have given the bank some standing
instructions. These may include instructions to transfer the funds as per the
requirement to the chosen account. But the accountant might forget those mandates
at the time of passing entries in the books.

5. Stale Cheques: The Company may have issued cheques to its vendors. But if the
vendor fails to encash the cheque within 3 months of the cheque date, it becomes
stale as per the RBI mandate. As a result, a new cheque has to be issued.
Otherwise, the accountant needs to reverse the payment entry and record the
corresponding liability. This entry gets passed against the appropriate ledger. Until
the reverse process is not done, the previous balance will continue to appear in the
BRS.
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What is the structure of the Bank Reconciliation Statement?
« The first thing to note on how to prepare a Bank Reconciliation Statement is
evaluating the balance of cash as per books or as per bank statements.
After that, matching every transaction is necessary, as shown in the books or
the bank statement. The idea is to reach the actual balance as per the bank
statement if you start the balancing process as per the books of accounts.
On the other hand, balance the amount as per books of accounts if you start
with balance as per bank statement.
The cashier does the addition or deletion of amounts accordingly. He ticks every
transaction shown in both bank statements and that in books of accounts. The
reconciliation process continues until the target balance gets reached.
Why do we need tally?
Tally is Enterprise Resource Planning (ERP) software generally used for
bookkeeping and accounting purposes. It works with the Windows platform and
is used for payroll management, banking, accounting, inventory
management, GST reconciliation, and many other financial needs of the company. It
is multipurpose software designed to meet bookkeeping needs with ease. Therefore,
it can be asserted as a one-stop solution for all managing accounting needs of a
business.
The manual process of making a BRS can be easily streamlined using Tally ERP 9.
BRS in tally ERP 9 offers ease of use, especially when there is a huge volume of
transactions. When the transactions are numerous, then matching every bank
transaction becomes a challenging task. It offers both auto and manual reconciliation
features. With the aid of Tally ERP 9 Bank reconciliation, the preparation of BRS
becomes seamless.
How to use Auto Reconciliation Function in tally?
First Activate Auto Bank Reconciliation in Tally ERP 9
Step 1: Start with the gateway of Tally. Then select accounts info.
Then click onthe ledger.If the bank ledger is already created, then click

on alter else, click create.
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Gateway of Tally ....
Accounts Info.

Groups

Ledgers

Voucher Types

Quit

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

Ledgers

Single Ledger

Create
Display
Alter

Multiple Ledgers

CReate
Display
AlTer

Quit

Step 2: Choose Yes in the option to Set /Alter Auto BRS configuration
Step 3: Press enter and accept the changes as required. After that, click on the

Accept button at the bottom.

Computerised Accounting with Tally Page 187




DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

How to use the Auto Bank reconciliation statement for preparing Bank
Reconciliation in Tally?

Step 1: Start with the gateway of Tally. Then select banking out of the available
option in the utility head.

Step 2:Then click on bank Reconciliation out of the options available.

Gateway of Tally ....

Cheque Printing
Cheque Register
Bank Reconciliation
Deposit Slip

Payment Advice
PosT-dated Summary

Quit

Step3: The list of banks will appear on your screen. If a bank name does not appear
on the screen, there might have been some issue with the ledger creation. You might
not have designated the concerned ledger as a bank account ledger. Go to the alter

ledger option from the gateway of the tally. Do the necessary changes as desired.
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INUIIE VI VIR =Suysr

s
List of Bank Ledgers

Ledger Name Account No.

1
Advance to High Court - SBI
Axis Bank Ltd ( Barrackpur Branch )
Bank - East Coast
FDR Vijay (7218033110000162)
FDR Vijay Bank ( 721802751000177)
FDR With Kotak Bank
FDR With Union Bank
HDFC Bank (Julious Baer)
| HDFC Bank Ltd - 5020012036319 (Tollygunge
HDFC Bank Ltd - 50200016272546 (Fort
| HDFC Bank Ltd (DP & PAO) - 50200035824232
' Indusind Bank A/c- 0015602702050
Ing Vysya Bank Ltd A/c 553011000090
' KOTAK BANK SWEEP IN/JOUT
KOTAK BANK SWEEP IN / OUT (E-MALL)
Kotak Mahinbdra- 4111205767 (E-Mall) 4111205767
Kotak Mahindra - 03232010001810 03232010001810
Kotak Mahindra Investments Ltd.
Oriental Bank of Commerce Alc- 10491010022140
Punjab National Bank Alc -0210002100003698
State Bank of India (Alipore, Closed)
| State Bank of India - Aruna
. State Bank of India (C/Br. 34826449480)
| State Bank of India (MGP)- Alc-766616
State Bank of India (Park Street) 00000010945133919

28 more ... |

Step 4: Click on the bank statement button on your right. Alternatively, you
can press the Alt B keys. It will have the same effect.
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Ledges 1CICI BANK LTD - 000605031688 1Apr-2014 50 10-Fed-2021

Oste Parth W instrumant Oate  Hack Date Dabt

102018 ICICH BANK LTD ESCROW AC - 000605031669 3 s0200 I 05,00,000,00
9102010 RS REALTY & INFRASTRACTURE LTD- H.O. o 5102018
-2018 M & M Foundations “ 2 $10-2018
132018 S0 Constructon Clo Sandip Das) - L 510-20%
9102015 JOKNSON LIFTS PYT.LTD. C 102018
732020 Cash C 632020
17102920 1CICI LENDER ESCROW ACCOUNT : 000605033758 > RIGS 171300

Step 5: Specify the Directory path. This path is the address of the bank
statement. Select the supported option from the File type option on the Top. This will

ensure that only supported versions appear before you.

Directory C:\Program Files\Tally\Tally.ERP9 File Type All
{Supported formal(s) for selected Bank: )

File: Naame: - |
; List of Files : C:\Program Files\Tally\Tally. ERP9
File Name System Date

Bills xIsx 20-Jun-2019 28.07 KB xisx
dsd xis 8Feb-2021 985KB xis
GrpSum.xisx 8-Feb-2021 27.74 KB xlsx
intxis 19-Jun-2019 1497 KB xis
iny xis 19-Jun-2019 11.40KB xis
PandL xisx 15-Dec-2020 27.12KB xisx
pur.xis 18-Jun-2019 1166 KB xis
ge xis 14-Dec-2020 10.55KB xIs
req.xis 13-Jan-2021 1336 KB xis
tallycfg tsf 8-Aug-2021 361.56 KB  tsf
tally.ini 8-Aug-2021 1.27TKB i
tallywin32 dat 6-Apr-2018 1.25MB  dat
taltywin.dat 6-Apr-2018 1.95MB  dat
TALLY xisx 9-Dec-2020 179.64 KB  xisx
tdifunc log 8-Aug-2021 0 bytes log
TDS Contractor Emall xis 9-Dec-2020 16.98KB xIs
TDS contractor HO xis 9-Dec-2020 1678KB xIs
TDSxis 9-Dec-2020 16.02KB xIs
TrialBal xisx 26-Sep-2018 1480 KB xisx

Step 6: Once you have selected the correct file, then click on it. After that, an
auto-run will take place. Once the reconciliation takes place, a notification of success
reconciliation will appear. At the bottom of the screen, the following details will
appear.

Balance as per Company Books: The balance in the company's book as per the

latest accounting date will appear.
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Amounts not reflected in Bank: Those amounts are, to date, not reflected in the
bank statement. They can be there in the bank statement after the reporting date.
Amount not reflected in Company Books: The entries missing in the books of
accounts and within the reporting date will appear here.

Balance as per Bank: This should tally with the balance per book if there is no
mismatch.

Step 7: The Bank Reconciliation Statement with the bank statement will appear. You
will view the list of entries from the bank statement that are not yet accounted for in
the company's books of accounts.

Step 8: Start the reconciliation process by passing entries of the transactions
contained in the bank statement. If those entries do not pertain to the company, then

leave it as unreconciled.

£0ger ICICI WB-HIRA : 54 1-Apr-2014 10 10-Feb-2021 IS

Date Pacticelars Veh Type Tcaraction T at N e Date Lok Date Debit

& 5202! KICH - MASTER COLLECTION ESCROW ACCOUNT: 000605033751 Conma : ALARR L
5.1.2021 1CICI LENDER ESCROW ACCOUNT : $00€05033755 Conta C ye 5 21
. 3,80.777.60

" S " 31
13CT - MASTER COLLECTION ESCROW ACCOUNT: 000606033751 Conva Ch 0 TGS 29,70.641.80
KICH - MASTER COLLECTION ESCROW ACCOUNT: 000695033751 Contra c D RTGS £ 1,23.645.90
ICICI LENDER £ SCROW ACCOUNT : 000605033748 Convra Croqee 5 2%
KICH - MASTER COLLECTION ESCROW ACCOUNT: 000895033751 Contra
1GCH - MASTER COLLECTION ESCROW ACCOUNT: 000688033751 Contra

§ 12021 13CH - MASTER COLLECTION ESCROW ACCOUNT: 000828033751 Contia C TGS 2 1

S‘ 'u21 KICH - MASTER COLLECTION ESCROW ACCOUNT: 000638033751 Conten Cregue TGS x 1 ”00"400
1 ICICI LENDER ESCROW ACCOUNT : 000805033748 Contra . RIGS 2 2

Select Amount not reflected in the company books. Then click on the
reconcile unlinked button. This will show the most appropriate transaction from the
company's books of accounts. Select the most suitable transaction via the space bar
and press enter button. The BRS will get reconciled.

If there are no transactions in the company's book for the unreconciled amount, you
will have to pass separate voucher entries. To do this, click on the create
voucher button or Alt C.

Alternatively,

You can select the appropriate bank ledger from the display menu of the gateway of

the tally.
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For that, click on display and select Account books. Then select the ledger
option.

Choose the bank you want to reconcile.

Then click on the reconcile button on your left. As a result, the bank
reconciliation statement will appear on your screen.

Enter the date of clearing from the bank statement. Fill this in the bank date
column.

Also Read: How to do Payroll Management in Tally ERP 9

How to change the details once fed into the BRS?
Step 1: From the gateway of tally, select the display option. Then select account

books. Consequently, press on the Cash/Bank book.

Gateway of Tally ....
Display Menu ....
Account Books
Cash/Bank Book(s)
Ledger
Group Summary

Group Vouchers

Sales Register
Purchase Register

Journal Register

Quit

Step 2: Select the required bank account from the list of ledgers
appearing on the screen. Also, select the required period for which the reconciliation
will be altered. Press the F5 button. This will redirect to the reconciliation screen.
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[ Dok AcCorts
RDB Reaky & infrastroctare
Limited. {Regont Crown)
For L Age 2021
Cloaing llalance
Dwdt 1 Cre

Step 3: Press the F12 button to reach the configuration option. Select "Yes" against
the dialogue — Show also reconciled transactions.

Configuration

Select vouchers to show - All Vouchers
Show narrations ? No
Show Remarks also ? No
Show Reconciled Transactions also d Yes
Allow back dated Reconciliation ? No
Show Payment Favouring/ Received From ? No
Show difference in bank balance ? Yes
Show all Unreconciled Transactions Till Date ? Yes
{Auto reconciliation will always happen till date)
Show all unlinked transactions (Amount not reflected) ? Yes

Step 4: The reconciled transactions with the bank will open up. You can alter the
reconciliation sheet as per your requirement.

Important Point to Consider while Using BRS in Tally ERP 9

1. You must ensure that the excel file starts with the column heading on the first
row. All the other details must be there without any empty spaces.

2.  The amount column for both withdrawal and deposit must contain '0" for nil or

empty values.
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3. If any are opening unreconciled balances, then you have to reconcile them
manually.
Printing of BRS in tally
The user may print the bank reconciliation statement. This is usually done to meet
the record-keeping needs.
Start with the gateway of the tally.
Then select banking.
After that, opt for Bank Reconciliation. The list of banks will appear on the
screen. Choose the required bank for reconciliation. The bank reconciliation
statement for that particular bank will appear on the screen.
Then click on the print button. Alternatively, you can press the Alt and P

buttons to gather. The Printing screen will appear.

Date P e Trasaacece Type natrument Mo et

452000 SK NaMUl HOSs2eA & Jetmin Sultana-PH-2 FL-ISC
142020 Suhrid & Mitall Roy-PH-2 Flat

192020 Knshna Pada Roy & Chastall Biswas (4104)
192020 Machuses Das &9G

4952020 Sanyay Kumar Ral
£52020 Pressjit Das
X

102029 MEGA ENTERPRISE

0502000 Abul Ansar (6/4D)

952000 PATWA BROTHERS TEXTILES PYTLTD
£9200 M Tech international

-11.2020 SO Construction C/o Sandip Das)
11500 Ankt Kumar Bothea

411200 Ronat Gupta

0112000 Prstam Das

Important Points to remember when printing BRS in Tally
In the Select Vouchers to show, select all vouchers. You can also customise as per
your needs. There are a host of other options available. These are:
Show narration also: Select this option if you want the narration to appear in the
print result.
Show remarks also: Select this option if you have given some remarks earlier and

want them to appear in the print result.
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Show Forex details also: If there are any Forex transactions in your business, you
can make them appear in the print statement.

Show reconciled transactions also: If you want the list of reconciled vouchers,
then select this option.

Show payment received from: This gives the details of the recipient and source of
payment. Click yes if you want it to get the view of the same.

A small box will appear in the bottom right corner. Click yes to proceed.

You can track any mismatch between the books of accounts and the bank
statement via the BRS, even when the bank balances fluctuate daily. If required, an
accountant can make the BRS daily through which cash defalcation and shortages
can be tracked. It provides a simplified view of the differences between the balance
per book and bank statement. Bank Reconciliation in tally ERP 9 offers numerous
options to the users. These include auto reconciliation, recheck, and rectification of

past transactions, and many more.

Create Bill of Materials for a Stock Item

A Bill of Materials is a list of constituent items

along with quantity details that can be allotted ~ Related topics

for the manufacture of a certain product, by- ~ Manufacturing Journal with

product or likewise. This facilitates immediate BOM

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.
Bill of Material (BoM) is created only for those items that are being assembled
in-house. Therefore, you need to specify a BoM at the time of creating a Stock
Item or while altering the stock item. For trading items, you do not need a BoM.
Setup Bill of Materials

e Go to Gateway of Tally > F12: Configure > select Accts/Inventory Info.

e Set Enable component list details (Bill of Materials)? to Yes .
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Master Configuration

Provide aliases along with name
Provide language aliases for name

Accounts Inventory

Prowvide advanced information in masters 7 Allow advanced entries in masters

Prowde addresses for ledger accounts Prowide part numbers for stock items
Provide contact details Add description for stock items
Add notes for ledger accounts Add remarks for stock tems
Add description for ledger accounts Use alternate units for stock items
Enable standard rates for stock items
Specify default ledger allocation for invoicing
Enable component list details (Bill of Matenals)
Provide address for Godowns

e Go to Gateway of Tally > Inventory Info > Stock Items > Create.
e Press F12: Configure (Stock Item Configuration)and setEnable

component list details (Bill of Materials)? to Yes.

Stock ltem Configuration

Provide aliases along with name
Provide language aliases for name

Allow advanced entries in masters

Allow MRP/Marginal for stock items

Allow inclusive of tax for stock items

Provide part numbers for stock items

Add description for stock items

Add remarks for stock items

Specify default ledger allocation for invoicing
Use alternate units for stock items

Enable standard rates for stock items

Enable component list details (Bill of Materials)

For a Stock Item you can create
e A Single BOM
e Multiple BOM
e Single/Multiple BOM with Type of Item.
Single Bill of Material for a Stock Item
Single BOMcan be created for a stock item where you

use standard set of inputs to manufacture finished goods.
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Let us create a new Stock Item Television and specify BoM.
1. Go to Gateway of Tally > Inventory Info. > Stock Items > Create
2. In Stock Item Creation screen
o Enter the Stock Item Name , select the appropriate Stock Group and
specify the appropriate Unit of Measurement in Unit field
0 Set Component List: To create the component list required to

manufacture the Finished goods enable this option to Yes

Stock em Creation C cirl + M E

Mamea © Televislon
(asvaal

LarErs e
Ramankd
Sl ety duleull [GagedE o7 ifiting

Lindar I Primary Ssanstory Inkormation B herviour
Categony I Mot Applicablo
Casting mathod Ay Ciost
! i
Units Hors 5 Excisa SApphcable 7V Applicablo Markat stion fvg. P

Setfalter encise detalsd Mo
St componants (BOM. 7 Mo ignoss difisencs du o phyic sl cooatiag? No
Sl elasdad it 7 Na Ignars negatve Baane s 5 ha
Enabis coul trecking 7 Ho VAT Applr atse I Applicatla Treat all cales as new mawdaciure 7 No
Sallamar VAT detsls 7 Mo Traal all purchases as consumad 7 N
Trant sl rajections imwaed &g serap 7 No

Quantity Rate per
Opening Balance

The Set Components List option will not displayed in Stock Item master on
enabling the configuration option Allow Component list details (Bill of
Material) ,option will display in item master only on entering/ specifying the
unit of measure in the Units field.
3. Press Enter to view Stock Item Multi Components (M BOM) screen
4. In Stock Item Multi Components (M BOM) screen
o Under Name of BOM specify component list Name - Standard and

press enter to view Stock Item Components (BOM) screen
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BOM List of - Television

Hame of BOK

5. In Stock Item Components (BOM) screen:
BOM Name : By default the BOM Name specified in Stock Item
Multi Components (M BOM) screen will be defaulted and
application will not allow to move the cursor to BOM Name field.
Components of : In this field application displays the Name of the
Stock Item for which the components are defined.
Unit of manufacture : Specify the appropriate humber of finished
product that will be manufactured by using the components
identified in the component list.
Item : In this field identify the raw materials which are required to
manufacture the finished goods
Godown : If there are multiple Godowns or Locations, specify the
storage location of the items from where the items will be used for
manufacture.
Note: The godown option will be displayed only when Maintain multiple
Godown feature is enabled in F11: Features (Inventory Features)
e Quantity : In this field mention the quantity of Raw Material required to
manufacture the finished goods.
Observe to create 1l Television we require5 different inputs.
The Quantity of inputs consumed to manufacturer finished goods

is 1 each of 5 different inputs.
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BolM Mame Standard
Components of Television
Unit of manufacture 1 nos

Item Godown Cluantity

Picture Tube Raw Material Godowm 1 nos
PCB Main Board Raw Material Godowm 1 nos
TV Tuner Card Raw Material Godowm 1 nos

Auto Amplifier Raw Material Godoum 1 nos

Stereo Speakers  Raw Material Godown [ EEEGELES)

e Specify other required details in the stock item master and accept the screen.
6. Creating Manufacturing Journal for a Stock Item with Single Bill of Materials .
All the manufacturing transactions can be accounted through a Stock
Journal.
v To record manufacture of finished goods in Stock Journal -
Alter the Voucher  Type by setting the optionUse as a
Manufacturing Journal to Yes . Or
v' Create a Manufacturing Journal under Stock Journal by setting
the option Use as a Manufacturing Journal to Yes.
Note: Bill of Material should be created before accounting the manufacture of an
item.
7. Go to Gateway of Tally > Inventory Vouchers
8. Select the button F7: Stk. Jrnl or press Alt + F7. If you have created a new
voucher type Manufacturing Journal , a pop-up menu will be displayed with

the options default Stock Journal and Manufacturing Journal.

Computerised Accounting with Tally Page 199




DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

Voucher Type

# Manufacturing Journal
List of Types

Manufacturing Journal
Stock Journal

Select Manufacturing Journal to view the Manufacturing Journal voucher
creation screen

Name of Product : Select the product which needs to be manufactured from
the List of Items.

BoM Name : In this field the BoM created for the stock item will be displayed
automatically with one more option Not Applicable .

Note: The list of Raw materials required for the manufacture of finished goods will
be displayed in Components (Consumption) side based on the BOM
defaulted.

e Godown : Select the godown where you would like to place the produced
goods.

Note: Godown option will be displayed only when Maintain multiple
Godown feature is enabled in F11: Features (Inventory Features)

Quantity : In this field specify the quantity of finished goods manufactured.
Components (Consumption) : In this section the components required to
manufacture the finished goods will be displayed automatically based on the
components defined in the BoM.
Quantity of Raw material will be defaulted based on the quantity
requirement defined in the BOM multiplied by the Quantity of finished
goods manufactured. The completed Manufacturing Journal is

displayed as shown
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Inwventory Voucher Creation L Curl + M B
| Wanutacturing Joarrs LI 1Jan-2011
Saturday

Manulacure ol Materials

Name of Producd - Televiskon Baofd Hams - Stndard Giogonn. Finished Goods Godown Qi 10 nos
% of Cost allocation 100 %
Compaonents {Con plion} Co-Products | By Prodwcts | Scrap

Hamie of Hem Godown Hama of llom Godown % of Cost
Cuantity Rane Aol allocation Quantity Amoun

Pictura Tubo Forw Viateral Gadewn 1 End of List

10 mos 25000005 25, 00000
PCB Main Board  Faw Mateial Godewn

10 s 7, 500.0050g 1500000
TV Tuner Card Farw Matersal Goddewns

10 mgs T80 Mhos T 80000
At Amplilies P Witeil Godéonst

i mas 1,200 00hos 12, 000000
Steres Speaker P Vil Gadien

10 nos 2000000 20,000.00

Cost of Components ;
Type of Add. Cost Séeage

< End of List

Total Addl Cost _—
Effectra Cost 749.500 00
Allocaten 1o Frimary Rem 4,500.00
Effectivg Rate for Primany item T.950.00

Haration

Multiple Bill of Material for a Stock Item

Multiple BOM can be created for a stock items where you use varying set of
components to manufacture a specific finished goods based on the availability of
goods or customer requirements.

The facility to create Multiple Bill of Materials for Stock Item has been provided
in Tally.ERP 9 Release 3.0. Where you can create multiple BOM with different
component list for a stock item & appropriate BOM can be selected in the
manufacturing Voucher.

This feature will be useful where you are using different components to
manufacture the same stock item based on the customer requirement

Example: Customer A wants Televisionto be manufactured with specific
brand of Picture Tube. Whereas other customers has not specified any such
specifications. In this scenario ABC Company needs 2 BOM, one for Customer
A as per his component specification & other may be a standard BOM for all other

customers.
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To create multiple Bill of Material
1. Go to Gateway of Tally > Inventory Info. > Stock Items > Create
2. In Stock Item Creation screen:
% Enter the Stock Item Name , select the appropriate stock group and specify
the appropriate unit of measurement in Unit field
Set Component List : To create the component list required to manufacture
the Finished goods enable this option to Yes and press Enter to view Stock
Item Multi Components (M BOM) screen
In Stock Item Multi Components (M BOM) screen, under Name of
BOM specify component list Name - Customer A and press enter to
view Stock Iltem Components (BOM) screen.
= |If BOM is specifically created for a specific customer/sale you
can enter the customer or sale name in Name of BOM field to
identify the BOM while recording manufacturing transaction.
In Stock Item Components (BOM) screen: BOM Name : By default the
BOM Name specified in Stock Item Multi Components (M BOM) screen
will be defaulted and application will not allow to move the cursor to
BOM Name field.
Components of : In this field application displays the Name of the Stock Item
for which the components are defined.
Unit of Manufacture: Specify the appropriate number of finished product that
will be manufactured by using the components identified in the component list.
Item : In this field identify the raw materials which are required to manufacture
the finished goods
Godown: If there are multiple Godowns or Locations, specify the storage
location of the items from where the items will be used for manufacture.
Quantity: In this field mention the quantity of Raw Material required to

manufacture the finished goods.
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| Bol Name Customer A |
Components of Television
Unit of manufacture 1 nos

Item Godown Cluantity

| Picture Tube - BPL | Raw Material Godowm 1 nos

PCB Main Board Raw Material Godowm 1 nos
TV Tuner Card Raw Material Godowm 1 nos

Auto Amplifier Raw Material Godoum 1 nos

Stereo Speakers  Raw Material Godown [ EEEGELES)

Press Enter to save the Stock Item components for BOM - Customer
A and to view Stock Item Multi Component screen
v" In Stock Item Multi Component screen enter the second Bill of
Material name- Standard in Name of BOM field
v' In Stock Item Components (BOM) screen specify the Unit of

Manufacture, Item, Godown and Quantity details as shown

BolM Mame Standard
Components of Television
Unit of manufacture 1 nos

ltem Godown Quantity

Picture Tube Raw Material Godoum 1 nos
PCB Main Board  Raw Material Godoum 1 nos
TV Tuner Card Raw Material Godoum 1 nos
Auto Amplifier Raw Material Godowm 1 nos

Stereo Speakers

BOM LISt 2! Television
Hame of BOK

Customer A
Standard
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Note: In the above scenario for Stock item - Television we have created 2 BOM .
Similarly you can create multiple BOM with different component list for the
stock items.

3. Specify other required details in the stock item master and accept the screen.

Manufacturing Journal for a Stock Item with Multiple Bill of Materials

1. Name of Product : Select the product which needs to be manufactured from
the List of ltems.

2. BoM Name : In this field Tally.ERP 9 displays the BOM List for selection
of BOM , as multiple BOM are created for the finished goods.

Inventory Voucher Creation ABLC Comp Ctrl + M B

Ho. 1 1-Jan-2011

Saturday
Manufacture of Materials BoM List
Wame of Product - Television Bold Hame Mol App

%- of Cost allocation 100 %

Compoments (Consumption) L s wye Twrreer | SETAR
Name of ltem Godoan Mame of e Godown % ol Cost
Quantiy Rata alipcation Quantity  Rate Amgant

Picturé Tube - BPL Rar Ml Gotiwn
PCH Main Board R Kkl Gotien
TW Tumner Card Frr Wbl Godimn

Auta Amplifier Frar il Goigmn

Sterec Speaker RNkl Godien

Note: The list of Raw materials required for the manufacture of finished goods will
be displayed in Components (Consumption) side based on the BOM
defaulted.

3. Godown : Select the godown where you would like to place the produced
goods.

Note: Godown option will be displayed only when Maintain multiple
Godown feature is enabled in F11: Features (Inventory Features)

4. Quantity : In this field specify the quantity of finished goods manufactured.

5. Components (Consumption) : In this section the components required to
manufacture the finished goods will be displayed automatically based on the
components defined in the BoM.

Quantity of Raw material will be defaulted based on the quantity
requirement defined in the BOM multiplied by the Quantity of finished goods

manufactured.
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Tmvwisnt Woucher Creation ARC Compa Cirl + M B

Waisachuring Jeers: [LIR 1~Jan-2011

Saturday
KManulacoure ol Materials

Name of Froduet - Televiskon Bold Hams - Customar A& Giogown. Finished Goods Godown Qiy
% of Cost allocation [

Compaonents {Can plion} Cao-Products | By -Prodwcts | Scrap
Hame of ltem Godown Hame of ltem Godown % of Cost
Quarn ity Rate Ao #location Quantity  Rale  Amowm

Picture Tube - BPL Row Maietal Gadown 1 End of List

10 mes 28000005 28, 000.00
PCB Main Board FawMalsial Gadewn

10 s 7, 50000503 15,000.00
W Tuner Card Farw Mitevaal Goddewn

10 mgs T80 Mo T 50000
Ainte Amphilies P Mhittal Gokiwst

1 nos 4 200 00hos 12, 00000
Stered Speakar  Faw Vet Gadten

10 nos 2000 00N 20,000.00

Cost of Components :
Type of Add. Cost Séeage

< End of List

Total Addl Cost B |
Effective Cost 2. 50000
Allscaten 1a Frimary Rem =2,500.00
50 nos 22 500 00| Efective Rate for Primary itom 8 25000

Single/Multiple Bill Of Material with Type of Item
In some of the manufacturing processes along with the finished goods, Co-
Products or By-Products or Scrap may be produced.
In this scenario while defining the BOM for the Finished goods, you may want to
identify the inputs which are consumed to manufacture Finished goods &
the By-products /Co-Products/ scrap manufactured.
Now in Tally.ERP 9 Release 3.0, you can create the BOM by selecting &
identifying the components as consumption, By-Product/Co-Product/ Scrap.
Let us take the case of manufacture of Sugar and create the BOM for the stock
Item.
To create Bill of Material with Type of Item
1. Go to Gateway of Tally > Inventory Info. > Stock Items > Create .
2. In Stock Item Creation screen:
s Enter the Stock Item Name , select the appropriate Stock Group and specify
the appropriate Unit of Measurement in Unit field.
% Set Component List : To create the component list required to manufacture
the Finished goods enable this option to Yes and press Enter to view Stock

Item Multi Components (M BOM) screen.
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3. In Stock Item Multi Components (M BOM) screen:
o Under Name of BOM specify component list Name as - Standard.

BOM List of - Sugar
Hame of BOR

4. In Stock Item Components (BOM) screen,
% In F12: Configuration, enable the option Define Type

Component for BOM to Yes.

Configuration

Defre Type of Comgenent i DO [ Yos |

On enabling the configuration option Define Type of Component for
BOM in Stock Item Components (BOM) screen a new column Type
of Item will be displayed.
BOM Name : By default the BOM Name specified in Stock Item Multi
Components (M BOM) screen will be defaulted and application will not allow
to move the cursor to BOM Name field.
Components of : In this field application displays the Name of the Stock Item
for which the components are defined.
Unit of Manufacture: Specify the appropriate number of finished product that
will be manufactured by using the components identified in the component list.
Item : In this field identify the raw materials which are required to manufacture
the finished goods
Godown : If there are multiple Godowns or Locations, specify the storage

location of the items from where the items will be used for manufacture.
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Type of Item : In this field select the appropriate type for the item selected.
By-Product : Select this classification for the stock items which are produced
as By-Product of finished goods

Component : Select this classification for the Raw materials /inputs which are
used or consumed for the production of finished goods.

Co-Product : Select this classification for the stock items which are produced
as Co-product of finished goods

Scrap : Select this classification for the stock item produced as scrap in the

process of manufacture of finished goods.

Bol Name Standard
Components of Sugar

Unit of manufacture 1T r
List of Component Type

Item Godown Type of Item

Sugar Cane Raw Material Gocown

By-Product

Co-Product
Scrap

e Quantity : In this field mention the quantity of Raw Material required to

manufacture the finished goods or the Co- Products/ By-Products /scrap
manufactured.

Note: Cursor will not move to Rate (%) column when the Component
Type selected is Consumption .

e Rate (%): In this field you can specify the percentage of cost of
components to be considered to determine the cost of production of Co-
products/By-Products/Scrap .

Note: If the Component Type selected is Co-product/By-Product or Scrap,
cursor will move to Rate (%) column to define the percentage of cost of
production of Co-product/By-Product or Scrap.

The completed Stock Item Component (BOM) screen for Stock Item -

Sugar appears as shown
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Bold Mame . Standard
Components of sugar
Unit of manufacture 17T

Item Godown Type of Item Quantity Rategy

Sugar Cane Raw Material Godown Component 4T
Lime Raw Material Godown Component 20 KG
Bagasse By-Product Godown By-Product 17

Molasses By-Product Godown By-Product

Observe to manufacture Sugar, Sugar Cane & Lime are identified
as Raw materials (Component) . Bagasse & Molasses are identified
as By-Products .

Note: When the Manufacturing Journal is recorded to account the manufacture
of Sugar using the above created BOM the stock items identified
as Component will be displayed under Components
(Consumption) section. The stock items identified
as CoProduct/ByProduct or Scrap will be displayed under Co-
Products/By-Products/Scrap section

% Press Enterto save the Stock Item components for BOM -
Standard and to view Stock Item Multi Component screen. If
required you can create the second BOM for the stock Item

% Specify other required details in the stock item master and accept

the screen.

Manufacturing Journal for a Stock Item with single/Multiple BOM created with

Component Type

In Manufacturing Journal voucher:

e Name of Product : Select the product which needs to be manufactured
from the List of Items.
¢ BOM Name : In this field the BoM created for the stock item will be

displayed automatically with one more option Not Applicable .
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For Stock Item Sugar we have created only one BOM, hence that BOM is
defaulted. If Multiple BOM are created application displays the BOM list for

selection

Inventory Voucher Creation

No. 2

Name of Product © Sugar

Manufacture of Materials

Bold Name  [EETREICINNN < ot

%- of Cost allocation

9.25%

Ctrl + M B

1-Jan-2011
Saturcay

I adle

Components (Consumption)

Co-Products / By.Products / Scrap |

Name of Item Godonn

Quantty | Rate

Name of Item Godown

% of Cost

Rate Amount

allocation Quantity

Sugar Cane Raw Materl Godemn Bagasse By Produt Godom 0.50 %

Lime R Materd Godemn Molasses BypPadct Godom 025%

Note: Based on the BOM selected

* The list of Raw materials required to manufacture finished goods will be

displayed in Components (Consumption) side

*The By-products & scrap produced during the manufacture will be

displayed under Co-Products/By-Products/Scrap side

The default of Raw Materials & Co-Products/By-Products/Scrap will be

based on the Component Type defined in BOM.

e Godown : Select the godown where you would like to place the produced
goods.

be

Godown feature is enabled in F11: Features (Inventory Features)

Godown option  will displayed only when Maintain multiple
e Quantity : In this field specify the quantity of finished goods manufactured.
e Components (Consumption) : In this section the components required to
manufacture the finished goods will be displayed automatically based on
the components defined in BoM.
Quantity of Raw material will be defaulted based on the quantity
requirement defined in the BOM multiplied by the Quantity of finished
goods manufactured.
e Co-Products / By-Products / Scrap : In this section the co-products/ by-

products/scrap produced during manufacture of finished goods will be
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displayed automatically based on the components defined & Component
Type defined in BOM
Quantity of Co-Products / By-Products / Scrap will be defaulted based
on the quantity defined in the BOM multiplied by the Quantity of finished
goods manufactured.

e % of Cost : In this field, the percentage specified in Rate (%) column for
the By-products/Co-Products or scrap while creating BOM will be

defaulted. The % of Cost will be considered to determine the cost of

production of Co-products/By-Products/Scrap .

T=Jar=2011
Saturday

Manulacture of Material
Name of Proguct - Sugar Bl Mame . Sasndard Giodonn. Finished Goods Godown Qi
%. of Cost allocation 99,25 %

Compaonents {Consumption) Co-Products | By Prodwcts | Scrap
Hame of tem Godown Hame of ltem Godown % of Cost
Qe ity Rate Aumeint sllocation Quantity  Rme

Sugar Cane Farw Marteal Godewn Bagasse By Frodut (ardeen 0.50 %
A0T 0000007 16,00, 000,00 10 TE50T 805000

Liirme: P Material Godewns Molasses ByFoduet Gadown 0.25 %
200 KG 50.00KG 10.000.00 1000 s 4004 403000

Cost of Componends :
Type of Add. Cost Séeage

< End of List

Total Add Cost S —
Effactive Cost 16.10.000.00
Allscaten 1o Frimary Ram 15,97 825 00
16.10.000 00| Effpctive Rats for Pimary e 1,509,792 50

Haration

Tax Deducted at Source (TDS)
TDS means Tax Deducted at Source. The concept of TDS was introduced in the
Income Tax Act, 1961, with the objective of deducting the tax on an income, at the
source of income. It is one of the methods of collecting Income Tax, which ensures
regular flow of revenue to the Government.

Enable TDS
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You can enable the TDS feature in Tally.ERP 9, provide surcharge details, record
transactions and generate the required reports and returns.
1. Go to Gateway of Tally > F11: Features > Statutory & Taxation .
2. Set Enable Tax Deducted at Source (TDS)to Yesin the Company
Operations Alteration screen.
3. Enable the option Set/alter TDS detailsto display TDS Deductor

Details screen.

5 iy Eperalsens Aleraliss

Compary. National Enterprizses
Staiutory and Taxation
Enable Goods and Serdces Tax (GST) 7 Mo Enable Tax Deducted at Source (TDS)

Setiaher GST detats T Mo Set/shter TDS details

Enable Value Added Tax (VAT) T Mo Enable Tax Collected at Sauece (TCS)
Sellaher VAT détmls 7T M Satfaler TCS detmls

Enabde excise T Mo
Setiaher sucise details 7 No

Enable sandce tax 7 Mo
Setaher senice b detads T Mo
Tau Informatisn

PANARcome Lax ng

Carpaiate lantity Mo (CIM])

F1: Aceounts  F2: Inventory |

4. Press F12 .

e Set Enable surcharge and cess details for TDS to Yes .

Configuration

Show all Deductor types
Enable surcharge and cess details for TDS

Provide alternate contact details

Press Ctrl+A to save.
5. Enter the TAN registration number.
6. Enter the Tax deduction and collection Account Number (TAN) .
7. Select the Deductor Type.

8. Enter the Deductor branch/division.
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9. Enable the option Set/alter details of person responsibleto display
the Person Responsible Details screen. Enter the relevant details:

Person Responsible Details

Name - Mahesh
Son/daughter of - Suresh

Designation - Manager
PAN - AAAAA1234E

Flat no. - #24

Name of the premises/building : Priya Arcade
Road/Street/Lane - Hosur Main Road
Area/Location - Bommanabhalli
Town/City/District - Bangalore

State - Karnataka
Pincode - 560068

Mobile no. - 999999999
STD code - 080
Telephone

E-mail ID d mahesh@email.com |

(Note: All the above delails will be used in Challan, Forms & Returns)

Note:
¢ In Release 6.5.5 and later versions, you can enable the TDS features for a
company located inLadakh. You can select the State as Ladakh in
the Person Responsible Details screen.
¢ The name of new union territory Dadra & Nagar Haveli and Daman & Diu is
provided in Release 6.6.3. All masters with Daman & Diu and Dadra &
Nagar Haveli are automatically updated with the name of new union territory.

10. Press Enter . The TDS Deductor Details screen appears.
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11. Set Ignore IT Exemption Limit for TDS Deduction to:
e Yes , if you don't want to consider the IT exemption limit.
e No , if you want to consider the IT exemption limit.
12. Set Activate TDS for stock items to:
e Yes , if you want to define TDS rate in stock item.
e No , if you do not want to define TDS rate in stock item.

13. Set Provide surcharge and cess details to Yes . This option appears only
when you have set Enable surcharge and cess details for TDS to Yes in
the configuration screen.

14. Enter the surcharge and cess details for each deductee status. You can

enter the required surcharge slab details with the applicability date.

TDS Surcharge Details

Residential Status Deductee Status Applicable | Surcharge |Exemption | Cess Rate Sec.Ed.Cessé
Date Rate Limit Rate

NonResident
Individual/HUF - Non Resident
1.4.2020

Co-Operative Society - Non Resident
1.4.2020

Company - Non Resident
1-4.2020

Press Ctrl+A to save the details.
Surcharge in Releases 6.6.1 and Lower Releases
In Release 6.6 and earlier, as there was only one surcharge amount with

corresponding tax rate, the same was supported as shown below:
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TDS Surcharge Details

Company - Mon Resident : 2%  Exemption limit : 1,00,00,000.00
Individual/HUF - Mon-Resident : 10 % Exemption limit : 50,00,000.00

Cess and Secondary Education Cess Rates

Cess : 2%

Seconday Education Cess g 1%]

Configuring TDS Masters

The application migrates all the TDS nature of payments which were used in your

previous version of Tally.ERP 9. Those Nature of Payments which were never

used will not be migrated by default.

Note: When the Nature of Payment was selected as Any in the expense ledger,
and specified when recording the transaction directly in the previous version,
then that TDS Nature of Payment have to be created manually.

Configuring TDS Nature of Payments

The TDS Natures of Payments which have not been migrated, will have to be

created.

To create TDS Nature of Payment

1. Go to Gateway of Tally > Accounts Info. > Statutory Info. > TDS Nature of
Pymts > Create
. Enter the Name .
. Enter the Section number.
. Enter the Payment Code .
. Enter the Rate of TDS.
. Enter the Threshold/exemption limit .

All other tax configurations made in the expense ledgers, party ledgers, and duty

ledgers will be retained.

Hence, you can get started with recording transactions.
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What is Payroll?
Payroll is simply an aggregation of total amount of wages paid by the company to its
employees. It is one of the most significant expenses for businesses; hence it is very
complicated expense for companies to process. Processing payroll slips is a very
time consuming task and can be prepared weekly, semi - monthly or monthly
depending upon the resources which the company has in its reserve.
Payroll accounting
Payroll accounting is an accounting function within the organization that looks into
the management, recording, determination, and analysis of the compensation of the
employees. In addition, they work towards calculating taxes and benefits along with
the salary given to the employees.
The payroll feature also provides management related information, statutory forms
and reports in the prescribed formats such as: Pay Slip, Payroll Statements,
Attendance and Overtime Registers. Gratuity, Provident Fund (PF), Employee State
Insurance (ESI), National Pension Scheme (NPS).
How do we process Payroll Accounts?
Companies usually hire payroll services from third parties by way of outsourcing
which make the process of accounting for payroll and easy and effortless task.
Payroll service provider manages multiple tasks such as tax obligations, employee’s
time calculation, preparing checks and salary report management. It eventually
reduces the operating cost of the business.
Salient Payroll features in Tally.ERP 9
e Payroll accounting in Tally offers the benefits of simplified Payroll
processing and accounting due to its added benefit of integration with
accounts.
The Payroll module in Tally.ERP 9 reports comprehensively as it has user
defined classifications and sub classifications. This might be associated with
the employees, employee groups, pay components, departments etc.
The payroll module also lets flexible and user defined criteria for users.
It also offers the facility to create user defined earnings and deductions pay
heads.

The module lets us use unlimited grouping of Payroll Masters.
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Supports production/attendance/time based remuneration units which are
user defined production units.
It offers all-inclusive cost centre as well as employee wise costing reports.
Ensures timely and precise processing of salary along with employee
statutory deductions and employer statutory contributions with the help of
predefined processes.

« It helps generate statutory forms and challans for EPF & ESI as prescribed.

e The payroll module helps in tracking the loan details of employees as well.

How to enable payroll feature in Tally ERP 9

We can enable payroll in Tally.ERP 9 from the Cost/Profit Centers Management

section under F1: Accounting Features parked under “F11”: Company Features

Panel.

To enable Payroll in Tally.ERP 9:

Step 1 Go to Gateway of Tally > F11: Features > F1: Accounting Features.

Step 2 Tab down to Cost/Profit Centers Management section.

Step 3 Set the option Maintain payroll to Yes.

Step 4 Set the option Maintain more than one payroll or cost category to
Yes, to allocate employee cost by creating separate employee
categories.

Step 5 Press Enter to accept and save, and return to the Gateway of Tally
screen.

Now at Gateway of Tally.ERP 9 we can see Payroll Info master next to Accounts

Info. With this now we can process payroll accounting by creating Employee master,

and then creating payroll units, creating pay heads and defining the salary structure

and tax related to these components.

How to generate a payslip in Tally.ERP 97

We can generate a payslip in Tally with just 6 simple steps:

Step 1 The first step is to create employee master.

Path for employee creation: - G.O.T. (Gateway of Tally) -->

Payroll Info --> Employees --> Create (Single).

Path for employee group creation: - G.O.T. (Gateway of
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Step 6

Tally) --> Payroll Info --> Employee Group --> Create (Single).
We are here required to enter the requisite Employee Details &
Employee group by grouping employees under the function they

perform such as their department or designation.

The next step in this process is to create payroll units.

Path for attendance/ production types creation:- G.O.T.

(Gateway of Tally) --> Payroll Info --> Attendance/ Production
Types --> Create.
Here we are required to brief on Attendance/Production type which

will be used to record the Attendance and Production details.

In this step we will create pay heads for salary components.

Path for pay head creation: - G.O.T. (Gateway of Tally) --> Payroll

Info --> Pay Heads --> Create.
All the components of structured salary are created under Pay
Head. Pay head creation in Tally ERP 9 is very user-friendly as it

allows creating any complex type of pay heads.

At this stage we will journalize or record salary details.

Path for salary detail creation: - G.O.T. (Gateway of Tally) -->

Payroll Info --> Salary Detail --> Create
Here we will key into the Tally ERP 9 system the details of salary
applicable for both Employee Groups as well as Individual

Employees with earnings, deductions and basis of computation.

Path for voucher creation: - G.O.T. (Gateway of Tally) --> Payroll

Voucher --> Press “Ctrl + F5” and then press “Ctrl + F4” to open
payroll voucher: and finally Press “Alt + A” to auto fill information.
This is the final step in the process to pass payroll voucher

Here we will be required to enter all Earnings and Deductions in
payroll transactions that are paid along with the salary payslip for all

employees.

To generate the payslip created.

Path for view report of payroll: - G.O.T. (Gateway of Tally) --
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>Display --> Payroll Report --> Statement of Payroll
Finally we have to generate the Payslip which will provide details of
employee such as attendance details, and we will also see that
Tally ERP 9 system itemizing each components of employee’s
earnings and deductions, and displaying the net amount paid to him
for a given pay period.
Pay Heads and Categories - Employee Details and Salary Details - Attendance
Entries - Salary Payment — Pay sheet and Pay Slips
Generating Pay Slips (Payroll)
The new enhanced Payroll in Tally.ERP 9 offers fast and easy salary processing.

The Payroll process is a five-step procedure in Tally.ERP 9.

5 Easy steps to Payroll

'

Create
Employee
Masters

Employee
Masters

Step 1: Create employees , employee groups and employee categories

Create the employee masters, add employee details. categorize employees
based on their projects or office location, and add organizational groups that best

represent their job functions such as m arketing, R&D, sales, or accounts .
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Step 2: Create Payroll Masters

Payroll masters represent various the Payroll Units and the
Attendance/Production Type used in your organization. For example , Payroll
Units could be Simple or Compound while the Attendance Type could include
Present and Leave without Pay.

Step 3: Create Pay Heads

Pay heads represent the different components that constitute a salary structure.
You can add any complex type of pay head with ease in Tally.ERP 9.
Step 4: Create Salary Details

Create the applicable salary structure for employees and employee groups.

Step 5: Process Payroll and Generate Pay Slip

Record a payroll voucher that represents the various heads such as PF, ESI and
PT towards which employees and the employer contributes.

Generate the pay slip, which includes attendance details, provides a listing of
each component of the employee’s earnings and deductions, and displays the
net amount paid to the employee for a given pay period. Employees can use the
pay slip to understand how the net amount is calculated.

Pay Sheet Report (Payroll)

Pay Sheet is a matrix report which displays cascading records of category,
groups, and employees a rows, and Pay Heads as columns. The default report
contains details of all earnings and deduction for a given month or period with a
number of options to re-configure the appearance of rows and columns.

If you reconfigure the format appropriately, the pay sheet report can serve as a
Salary and Wage register. You can also filter the report data based on a given
category or group of employees.

View Pay Sheet

1. Go to Gateway of Tally > Display > Payroll Reports > Statements of

Payroll > Pay Sheet .

Employes Filters i o Ctrl + M B
Hame of Employee § Groug List of Emplovees / Gro

ASminSIration
Afay Kumar
R&D
Srinbras R
Umeesh K
Wiy Kumar N
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2. In the Employee Filters screen,

3. In the Name of Employee/ Group select the required Employee Group from

For sl employess 1 My 020 b
Particulars Applicability i Enterfainme- Loave Trovel | Varable Pay
Al Al ance Azgaglance

Tax Regimé

& MO ... ==
Administration
Aygary Kamar
igay Kismar N
RA&D
Snnnas R
Umagh K

Gaard Total 3.40,000.00 9.000.00

4. Scroll towards the right to view other detalils.
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Pay Sheeot National Enterprises Ctrl + M

For all employees 1-May.2020 to 31.May.2020
Particulars Leave Travel | Vanable Pay Total Employee’s Professional Total Net Amount

Aszstance Eamings PF Tax Deductions

Contnbution
e12%

— ... 5 more

Primary Cost Category w 40.800.00 6349!2 00 5

Administration 19.200.00 26,372.00 45972.00] 1,83,022.00
Ajay Kumar 9,600.00 14,734.00 24,534.00 90,465,
Vijay Kumar N 9.600.00 11,638.00 21,438.00 92,562.
R&D 21.600.00 37.570.00 59,570.00] 2.01,430.
Sorvvas R 10,800.00 17,186.00 28,186.00 99,814,
Umesh K 10.800.00 20,384.00 31,384.00 1,01,616.

Grand Total

Configuration options in Pay Sheet report

1. Use the F12: Configure button in the Pay Sheet to access a configuration
sub-form that you can use to customize the display or printing content and
the appearance of the Pay Sheet report.
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Configuration ‘ Appearance

Appearance of Pay Head Types
Show 'Net Amount’ Column ? Deductions
Show Column SubTotals ? Earnings
Show Gross Salary Details
Show Grand Total
Show Attendance Details

Display production types in tail units
Show Employees By Categories & Groups 7

Show Category / Group Total

Show Category / Group in Columns

Show Serial Number
Remove Zero Entries Employees
Format - Detailed

Show Employee Number ? No

Show Employee Bank Details ? No

Show Tax Regime - Yes

Show Income Tax Number (PAN) ? No

Show Aadhaar Number ? No

Show Universal Account Number (UAN) ? No

Show Employee PF Account Number ? No

Show Employee Designation ? No

Show Employee Function ? No

Show Date of Joining & Resignation  ? No

Expand all levels in Detailed Format  ? Yes
Appearance of Names : Name Only
Display employee name as - Name Only
Display pay head name as - Payslip Name
Sorting Method : Default

2. In the Appearance of Pay Head Types field , Select an option to indicate if
you want the report to include only Earnings, Deductions, or All Pay Heads

3. Set the Show ‘Net Amount’ Column option to Yesto include the Net
Amount Column.

4. Set the Show Column SubTotals option to Yes to include the sub-totals of
Earnings/Deductions columns.

5. Set the Show Pay Slip Names for Ledgers option to Yes to include
the Name to Appear in Pay Slip, defined in Pay Heads, as the column
headings. Setting this to No will display Pay Head name.
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6. Set the Show Gross Salary Details option to Yes to display Pay Head-wise
Gross Salary details. This displays all Pay Heads that have the Income
Type set to Fixed in the Pay Head Master.

7. Set the Show Grand Total option to Yes to display Grand total at the bottom
of the report.

8. Set the Show Attendance Details option to Yes to include details of the
employee's attendance.

9. Set the Display Production Types in Tail Units option to:

e Yes to include the Production Data in Tail Unit for compound units used in
Production Type.
e No to include the Main Unit for compound units used in Production Type.

10. Set the Show Employees By Categories & Groups option to Yes to
include the rows of categories and groups. Setting this to No lists only
employee information.

11. Set the Show Category/Group Total option to Yes to display totals for
categories and groups.

12. Set the Show Category / Group in Columns option to Yes to display
Category and Groups in Columns. You can set this option to Yes only when
the option Show Employees By categories & Groups is disabled.

13. Set the Remove Zero Entries Employees option to Yesto remove
employee records that have Zero Earnings/ Deductions.

14. Set the Format option to either Detailed or Condensed .

15. Set the Show Employee Number option to Yes to display the employee
number along with the employee name.

16. Set the Show Employee Bank Details option to Yes to display the Bank
Name and Account Number of the employees along with the employees’
names.

17. Set the Show Tax Regime option to Yes to display the tax regime of the
employee in the pay sheet.

18. Set the Show Income Tax Number (PAN) option to Yes to display the
employee's IT PAN number.
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19. Set the Show Aadhaar Number option to Yesto display employee's
aadhaar number.

20. Set the Show Universal Account Number (UAN) option to Yes to display
employee's PF universal account number.

21. Set the Show Employee PF Account Number option to Yes to display the
employee's PF Account number.

22. Set the Show Employee ESI Number option to Yesto the display
employee's ESI number.

23. Set the Show Employee PR Account Number option to Yes to display the
employee's Permanent Retirement Account Number.

24. Set the Show Employee Designation option to Yesto display the
employee's designation.

25. Set the Show Employee Function option to Yes to display the employee's
job function specified under General Information.

26. Set the Show Date of Joining & Resignation option to Yes to display the
employee's dates of Joining and leaving the organization.

27. Set the Expand all levels in Detailed format option to Yes to expand all
levels and display all relevant details of the employee. Set the same to No,
to generate a summary report for a Category or Group.

28. Set the Appearance of Employee Names . Select the appropriate names
from the Display Employee Name Style list.

29. Select the appropriate Sorting Method f rom the list.

Button options in Pay Sheet report

e F1: Detailed/Condensed : Use this toggle button ( F1) to quickly shift
between the detailed and summary views.

e F2: Period : Use the Period (F2) button to change the time frame of the
report. You can generate the report for a day, week, fortnight, month,
quarter, half-year, or the entire year.

e CtrI+F7: Employee Filters : Use the Employee Filters button or click F7 :
Employee Filters, to quickly select employees/groups that you want to
include in the pay sheet report.
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e C : New Column : Use this button (Alt+C) to add a column to include any
other Pay Head that is not included in the default Pay Slip format. The new
column appears on the right-hand side of the report.

e A . Alter Column : Use this button (Alt+A) if you want to replace an
existing column in the report with a new Pay Head column. Position the
mouse cursor in the column that you want to replace.

e D : Delete Column: Use this button (Alt+D) if you want to delete an
existing column in the report. Position the cursor on the column that you
want to delete.

e P : Print: You can print the Pay Sheet 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) to allocate space for the
employee's signature or to affix a stamp, and use the printed report for
manual salary disbursement..

e M : E-Mail : You can E-Mail the Pay Sheet by pressing Alt+M from the
report display screen.

e E : Export: You can export the Pay Sheet by pressing Alt+E from the
report display screen.

Display Employee Names in Another Language

You can view employee names in different languages in the Pay Sheet report.

Note: Release 5.0 onwards, Tally.ERP 9 does not support dictionaries for multiple
languages, by default. In order to display the names in the required language,

you need to download the required .dct files (language files) to Tally.ERP 9.

1. Go to Gateway of Tally > G: Language .
2. Select the required language, for example, Hindi.
3. Go to Gateway of Tally > Display >Payroll Reports > Statement of

Payroll > Pay Sheet .

4. Select the required Employee Categories and Employee Names .
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ACME Distributors Ctrl + M
1.9%.2016 9 30.9%.2016
Basic Boous Comveyance Overtime Pay | Vanable Pay

QR ..
10,000.00|  5,000.00 1,000.00| 12,000.00}

5,000.00 2.000.00 1,000.00
20,000.00 5.000.00 1.000.00 10,000.00)
50,000.00|  10,000.00 5,000.00 25,000.00
10,000.00 2,000.00 5.000.00
10,000.00 1,000.00 10,000.00
12,000.00 2,000.00 1,000.00 8,000.00

50,000.00 2,000.00 10,000.00 25,000.00

1,67.000.00 14,000.00

The Paysheet report displays the employee names in the selected language.
Record Salary Payments (Payroll)
You can pay salaries from payroll vouchers or use the payroll vouchers to create
the liability, and salary can be paid using a payment voucher.
1. Go to Gateway of Tally > Accounting Vouchers > F5: Payment .
2. Press F2 to change the Voucher Date .
3. Click A_: Payroll Auto Fill.
4. Select the Salary in Process for field.
5. Enter the From and To dates.
6. Enter the required Voucher Date .
Note: The Voucher Date can be different or outside the period specified in
( From and To fields). For example, the voucher date for salary payment for
April can be 2.05.20009.
7. Select the appropriate Employee Category .
8. Select the Employee/Group from the List of Employees/Group .
9. Select the appropriate Bank/Cash Ledger from the List of Ledger
Accounts.
Note: If the bank selected is enabled for e-payments in the master, you can
select any of the e-payments methods
10. Select the appropriate Payroll Ledger from the List of Ledger Accounts .
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Payment Auto Fill

Process for - Salary Payment
From (blank for beginning) - 142013
To (blank for end) - 30-4-2013
Voucher Date - 30-4-2013
Employee Category - Primary Cost Category
Employee/Group -4 All Items
Bank / Cash Ledger - HDFC Bank

Payroll Ledger 8 Salary Payable

Note: If the salary payment is done through cash, you can select Cash in
the Bank/Cash Ledger field.
11. Press Enter to accept the Payment Auto Fill screen, and return to the

payment voucher.

Accounting Youcher Creation National Traders Pvt. Ltd.
|___Payment  LURIT

Payroll autofill (Salary payment)
Account . HOFC OD A'c

Cur Bsl 1.63.955.20 Cr

Particulars

Salary Payable
Cur B4 20,793.00 Dr
Primary Cost Catogary
Ajay 2483200 i
Mahesh 81,987.00 D«
Rahul 1632300 Dt
Suresh 11.997.00 Dr
Vijay Kumar 24,368.00 Dy

Narration
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12. Press Enter to save.
Create Attendance or Production Vouchers (Payroll)
You can use the attendance voucher to enter attendance, overtime, leave, or
production details. You can enter separate vouchers every day or a single
voucher for a given pay period, say a month, with aggregated values. One
voucher can store data on all employees, and multiple attendance types.

You can also process the salary payment manually similar to Attendance

Voucher creation .

Attendance Voucher — Manual Entry
1. Go to Gateway of Tally > Payroll Vouchers > Ctrl+F5: Attendance .
2. Click F2: Date to change the date.
3. Select the employee whose attendance you want to record from the List of
Employees .
4. Select the Attendance/Production Type from the list.
5. Enter the Value .
6. Select End of List from the List of Employees.

Attendance Voucher Creation
Attendance No. 1

Employee Name Employee Number Attendance/Production Type

Employee A 0065 Absent
Employec B 0067 Absent
Employee C 0069 Absent
Employee D 0072 Absont
Employee Q 0076 Absent
Employee A 0065 Overtime /. 5 0.00 Hrs
Employee B 0067 Overtime {1+ 0.00 Hrs
Employee C 0069 Overtime { 1-0.00 Hrs
Employee D 0072 Overtime C I* 3-0.00 Hrs
Employee Q 0076 Overtime (. 2-0.00 Hrs

NWataa WNON - aO

Narration
Attendance detads for Apnl 2013 without using Auto-Sil
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7. Press Enter to save.
Attendance Voucher using Auto Fill
In the attendance voucher, you can use the A : Payroll Auto Fill button to speed
up the data entry process.
Using Auto Fill , you can fill all employees of a selected Employee Category
(if more than One Payroll Category is enabled) and/or a selected Employee
Group and enter data for selected type of Attendance/Production Type for these
employees.
. Go to Gateway of Tally > Payroll Vouchers > Ctrl+F5: Attendance .
. Click F2: Date to enter the date.
. Click A_: Attd Auto Fill button .
. Enter/Alter the Voucher Date , if required.
. Select the appropriate Employee Category .
. Select the Employee/Group from the List of Group/Employees.

. Select the Attendance/Production Type from the list.

1
2
3
4
5
6
7
8

. Enter the required number of days in the Default Value to Fill field ( for

example , 0 days for absent and 26 days for present).

Attendance Auto Fill

Voucher Date - 30-4.2013
Employee Category - Primary Cost Category
Employee/Group -4 All Items

Auto Fill Values

Attendance/Production Type - Absent

Default Value to Fill - 0 Sorting Methods
(Value entered above will be prefilled for all the Employees ‘
Sort by # Employee Name - Empioyee Name

9.In the Sort by field, select the Sorting Method based on which the
employee details should appear in the voucher. You can use Employee
Name or Employee Number as the sorting method.
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10. Enter the Value against the Employee Name.

Allemdance

Wascher Creation ABC Compo

i vondonce LR

Cirl + M

30-Apr-2M3
Tugsddy

Employes Nama Emgployas Humber Atendance/Production Typs

Value Unit

Employes A
Employes B
Employes C
Employes O
Employes G

Hamration

006S Absant
D067 Abvsont
6% Absarnt
Do Absont
TG Abgant

Attendance dotails for Apel 2013 using Attendance Auto fill

0 Days
1 Days
1 Days
2 Days
0 Days

11. Press Enter to save the attendance voucher.

Similarly, you can record the details

Leave , Overtime or Production usi

Configuration options
Click F12: Configure to change the default view for the attendance voucher.

ng Attendance Auto Fill.

Attendance Configuration

Skip Date field in Create Mode (faster entry!)
Show Resigned / Retired Employees

Show Balances as on Voucher Date

Show Employee Mumber

of Paid

e Skip Date field in Create Mode (faster entry!): Set this option to Yes to

skip the date selection field, for faster data entry. By default, the Date of

Last Entry is set as the voucher date.
e Show Resigned/Retired Employees: Set this option to Yes to include the

resigned/retired employees also du

ring the voucher entry.

e Show Balances as on Voucher Date: Set this option to Yes to include

the Current Balance as per the voucher date for each employee.
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e Show Employee Number : Set this option to Yes to include the employee

number during the voucher entry.

Computerised Accounting with Tally Page 231




DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

Unit IV Goods and Services Tax (GST): Activating Tally in GST - Setting Up GST
(Company Level, Ledger Level or Inventory Level) - GST Taxes & Invoices - SGST,
CGST & IGST - Creating GST Masters in Tally, Purchase Voucher with GST:
Updating GST Number for Suppliers -Intra-State Purchase Entry in GST (SGST +
CGST) - Inter-State Purchase Entry in GST (IGST) - GST Purchase Entry for
Unregistered Dealer in Tally - Reverse Charge Mechanism Entry for GST in Tally,
Sales Voucher with GST: Updating GST Number for Suppliers - Intra-State Sales
Entry in GST (SGST + CGST) - Inter-State Sales Entry in GST (IGST) - Printing GST
Sales Invoice from Tally ERP9 Software, GST Reports and Returns: GSTR 1 in Tally
- GSTR 1 Return Filing

UNIT IV
To use Tally.ERP 9 for GST compliance, you need to activate the GST feature. Once
activated, GST-related features are available in ledgers, stock items, and

transactions, and GST returns can be generated.

Activate GST for Regular Dealers
1. Open the company for which you need to activate GST.
2. Press F11 > F3.

Comgany. Mational E

Statutory and Taxstion

Enabls Goods and Seraces Tax (GST) 7T Yo Enabde Tax Deducted ot Sowce (TDS)
Sellalter GST detals 7 Yos Set'aiter TDOS ditails

Enabls Value Added Ta (WVAT) T Yos Enable Tax Collected at Source (TCS)
Sotialter VAT delails 7 Yes Seliaiter TCS details

Enabis gxcrin 7 Ne
Selisier axdeia Satils 7 N

Enabée serace tax 7 No
Setialler serace tax details 7 No

Tax Information

PahAncome lax no. - ARACCHGIH
Comporate ldentity No. (O] U2222229001 T3 23456

F1: Accounis F¥ Imwniony Fb: Add-Ons

3. Enable Goods and Services Tax (GST) - Yes .

Computerised Accounting with Tally Page 232




DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

4. Set/alter GST details - Yes . The GST Details screen appears.

5. State - shows the State name as selected in the Company Creation screen.
This helps in identifying local and interstate transactions according to the
party's state.

The State can be changed in the GST Details screen and this change will
affect the company master. Once the company's state is changed the existing
transactions will have an effect. To inform users of this effect, a warning

message appears when state name is changed.

Cirl + M B
List of States

G5T Details

[Maharashera, |
Regestration typa Reqular
Assessan of Othwr Termitony 7 Ho
GST applicable from 1-Apr- 1Y
GSTINAUIN
Peniodicity of GSTR1 Monthiy
a-Way Bill applicabls ¥ You
Agpplcable from 1-pr NS
Threshold limit smcludes Inwoice value
Thenshild ks 50,000
Appcabie for intrastate 7 Yo
Thera s hecled lemit 50,000
Ennble ta linbilty on advance receipts 7 No
Enable tax liabiity on reverse charge 7 No
(Fusctraze fom usreguriend divaler
Setialter GST rate details 7 Ho
Enable GST Classhcations 7 Ho

Provide LUT/Bond details 7 Ho [ SatelIn it e
thien YO fransactions.
IVECE prnling, Fepoats and
retums will be impacted

(press any key)

6. Set the Registration type as Regular .

7. Set the option Assessee of Other Territory to Yes , if your business unit in
located in the Exclusive Economic Zone (other territory).

8. Specify GST Applicable from date. GST will be applicable for your
transactions from this date onwards.

9. Specify the GSTIN/UIN for the business. This can be printed in the invoices
as required. You can specify this later.

10. Select the Periodicity of GSTR1 as Monthly or Quarterly , based on your

business turnover.
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11. The option e-Way Bill applicableis set to Yes, with the Applicable
from date and Threshold limit .

12. Select the value to be considered for e-Way Bill for the option Threshold
limit includes .

13. Set the option Applicable for intrastate to Yes , if it applies to your State
and enter the Threshold limit .

14. Set the option Enable tax liability on advance receipts to Yes to activate
calculation of tax liability on advance receipts. This options is disabled by
default.

15. Set the option Enable tax liability on reverse charge (Purchase from
unregistered dealer) to Yes to activate calculation of tax liability for reverse
charge on URD purchases. This option is disabled by default.

16. Enable the option Set/alter GST rate details? to enter the GST details at
the company level.

17. Set the option Enable GST Classification? to Yes, to create and use the
classifications in GST Details screen of masters.

18. Set the option Provide LUT/Bond details? to Yes, to enter the LUT/Bond
No. , and Validity period.
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GST Details

State

Registration type

Assessee of Other Temtory

GST applicable from

GSTINUIN

Penodicity 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)

Set/alter GST rate details
Enable GST Classifications
Provide LUT/Bond details

: Karnataka
- Regular

7 No
» 1-Jul-2017
- 29
- Monthly

? Yes
- 1Feb-2018

: Invoice value

50,000
7 Yes
50,000
? No
7 No

Accept ?

Yes or No

19. Press Enter to save.

Activate GST for Composition Dealers

1. Open the company for which you need to activate GST.

2. Press F11 > F3.
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Comgany. Mationsl E

Statutory and Taxation

Enabls Goods and Seracas Tax (GST) T Yo Enable Tax Deductad ot Sowce (TDS)
Selialter GST detads 7 Yas Setialtes TDS détals

Enabls Valus Sdded Tax (VAT) T Yo Enabde Tax Collected af Source (TCS)
Sotialter VAT details T Yos Selfaiter TCS details

Enabis guirie 7 Na
Setiper exdria Satils 7 Ne

Enable sensce tax 7 No
Sellafler serace Lax detals 7 No

Tax Information

PANARcome lax nd. - AAACCHG1H

Comporate kdentity No. (O] U2222229001 TR0123456

F1: Accounts FI: Immniory

3. Enable Goods and Services Tax (GST) - Yes .

4. Set/alter GST details - Yes .

5. The State field helps in identifying local and interstate transactions according
to the party's state. If you change the state here, the company details will get
updated.

. Set the Registration type as Composition .

. Set the option Assessee of Other Territory to Yes , if your business unit in
located in the Exclusive Economic Zone (other territory).

. Specify GST Applicable from date. GST composition will be applicable for
your transactions from this date onwards.

. Specify the GSTIN/UIN for the business. This can be printed in the invoices
as required. You can specify this later.

10. Tax rate for taxable turnover appears as 1% . This rate is applied on your
transactions to arrive at the taxable value.

Note: If you are changing the registration type from regular to composition, the
applicability date of GST regular registration will be retained. You can change
the date as required.

11. Based on your business type, select the Basis for tax calculation . For
outward supplies, the total of taxable, exempt and nil rated will be considered
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as the Taxable Value . For inward supplies, the total value of purchases
made under reverse charge will be considered as the Taxable Value .

GST Details

State - Karnataka
Registration type - Composition
Assessee of Other Temtory ? No

GST applicable from - 1-Jul- 2017
GSTINAUIN - 29

Tax rate for taxable turnover 1%
(From 1-Jul-2017)

Basis for tax calculation  Taxable, Exempt and Nil rated values|

e T T
e-Way Bill applicable

Applicable from

Threshold limit includes Taxable value

Threshold limit |

Applicable for intrastate 7 Yes

Threshaold limit - 50,000

Enable tax rate for purchase ? No
(Includes purchases under reverse charge)

e Taxable, Exempt and Nil rated values - the tax will be calculated on
the:
Total of taxable, exempt and nil rated sales.
Total of purchases attracting reverse charge.
e Taxable - the tax will be calculated on the:
Total of only the taxable sales.
Total of purchases attracting reverse charge.
Click L : Tax Rate History to provide the history of Tax Rates with the
corresponding Applicable From date and Basis for Tax Calculation.
12. The option e-Way Bill applicableis set to Yes, with the Applicable
from date and Threshold limit .
13. Select the value to be considered for e-Way Bill for the option Threshold

limit includes.
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14. Set the option Applicable for intrastate to Yes , if it applies to your State
and enter the Threshold limit .
15. Set the option Enable tax rate for purchase (Includes purchases under
reverse charge) to:
e Yes, to enter the GST rate in the ledgers and stock items for calculating
GST in transactions.
e No, to specify the GST rates in each transaction for calculating GST.
16. Press Enter to save.
You can record transactions using the ledgers with GST details, and print invoices
with GSTIN.
Setting Up GST Rates
Quickly set up GST rates for your company, stock item-wise or stock group-wise,
using the GST Rate Setup option. You must enable GST in your company to
provide GST rates. You can set up GST rates at the company level, stock group
level, stock item level, ledger group level, and ledger level. You can also set the
GST rates for a particular price range/slab for multiple stock items.
To set GST rates for stock groups and stock items
1. Go toGateway of Tally > Display > Statutory Reports > GST > GST
Rate Setup.

‘GST Rats Satup Triage Limited ctrl + M 0
Stock Group - Il Primary

Particulars Applicable HSN/ISAC Taxability — Ilegaed Tax Cential Tax State Tax Cess
From

(S6784332)  (Taxable) (16%) (5% (9%)
(23456786  (Taxable) (18%)  (9%) (9%)
(67655444)  (Taxable) (10%) (%) (5%)

Note:
* Stock group has itemns with mulitple tax rates. A single tax rate cannot be set for this stock group
| GST rate details in brackets are derved from company ¢r steck-group, as configured

Note: Brackets indicate that tax rates are captured from the company or

stock group level.
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2. Select the stock group or stock item, and press Alt+S to provide the
applicable tax rates. You can press Spacebar to select multiple stock groups

or stock items. Set the tax rates and save.

Tax Rate Details

Classffication § Undefined

(Note: when the tax delails are set using classification it ignores the direct
tax information below)

Tax Details
Taxability - Taxable

Tax Type Rate
Integrated Tax 18 %

Cess %

The rate entered for integrated tax will be equally divided between

central tax and state tax.
To view the history of tax rate changes, press Alt + L.
To specify further GST-related details, click F12: Configure.

In order to remove a tax rate, use the option Ctrl+C (Clear Rate). You can clear
rate of multiple items or groups by selecting them using Spacebar. You can also
clear rate from items under a group and automatically infer tax details recorded at

group level to sub-groups and items using the option F: Enforce Rate.

Under GST in Tally Prime, you can create accounts for various taxes (central tax,
state tax, UT tax, integrated tax, and cess), for which you must create GST ledgers
or tax ledgers for each tax type. The GST that your company pays in the normal
course of business, are the number of ledgers that you must keep so that each tax

has its own set of records.
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The correct information should be submitted when creating these ledgers, and the
steps to do so are outlined below.
Central Tax Ledger
1. Gateway of Tally> Create > type or select Ledger.
Alternatively, press Alt+G (Go To) > Create Master > type or select Ledger.
Group it under Duties & Taxes.
Select GST as the Type of duty/tax.

Select Central Tax as type.

Ledger Creation
Name Central Tax
(alias)

Total Opening Balance

Mailing Details
Name
Address

Under Duties & Taxes
(Current Liabilities)

Type of duty/tax GST
Tax type Central Tax

Percentage of calculation 0%

Rounding method * Not Applicable

Banking Details

Provide bank details

Tax Registration Details
PANAT No

Accept ?

Opening Balance ( on 1-Apr-20) : Yes or No

1. Press Enter to save.
Similarly, you can create ledgers for state tax, integrated tax, and cess by selecting

the relevant Tax type under GST.
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Cess Ledger

You can create separate cess ledgers for quantity and value to print the breakdown
of these values in the invoice. Please note that the previous transactions will be
impacted by changes to the existing cess ledgers.

1. Gateway of Tally> Create > type or select Ledger.
Alternatively, press Alt+G (Go To) > Create Master > type or select Ledger.
Group it under Duties & Taxes.

Select GST as the Type of duty/tax.

Select Cess as the Tax type.

Select the valuation type as:

Based on Quantity to calculate cess on quantity.

Based on Value to calculate cess on the assessable value.

Ledger Creation National Enterprises.
Name Cess on Quantity Total Opening Balance
(alias)

Mailing Details
Under Duties & Taxes

(Current Liabilities) Nams

Address

Type of duty/tax GST List of Valuation Types

Tax type Cess

Valuation type [Based on Quantity|| ¢ Any
l Based on Quantity
Rate per unit 0 Based on Value

Rounding method ¢ Not Applicable
Banking Details
Provide bank details
Tax Registration Details
PAN/T No

Opening Balance (on 1-Apr-20) :

6. Press Ctrl+A to save.

Note: Set the Valuation Type to Any to use it as a common ledger.
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UT Tax Ledger
You can create the UT tax ledger if your company is located in a union territory or if
you are an Assesses of Other Territory and have enabled this option in the Company
GST Details screen.

. Gateway of Tally> Create > type or select Ledger.

Alternatively, press Alt+G (Go To) > Create Master > type or select Ledger.

. Group it under Duties & Taxes.

. Select GST as the Type of duty/tax.

. Select UT Tax as the Tax type

Ledger Creation
Name UT Tax Total Opening Balance

(alias)

Mailing Details
Name
Address

Under . Duties & Taxes
(Current Liabilities)

Type of duty/tax GST
Tax type UT Tax

Percentage of calculation 0%

Rounding method + Not Applicable

Banking Details

Provide bank details

Tax Registration Details
PANAT No

[
Accept ?

Opening Balance  ( on 1-Apr-20) : | ves ot No

Press Enter to save.

Create GST Ledgers

Under GST in Tally Prime, you can create accounts for various taxes (central tax,
state tax, UT tax, integrated tax, and cess), for which you must create GST ledgers

or tax ledgers for each tax type. The GST that your company pays in the normal
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course of business, are the number of ledgers that you must keep so that each tax
has its own set of records.
The correct information should be submitted when creating these ledgers, and the
steps to do so are outlined below.
Central Tax Ledger
1. Gateway of Tally> Create > type or select Ledger.
Alternatively, press Alt+G (Go To) > Create Master > type or select Ledger.
2. Group it under Duties & Taxes.
3. Select GST as the Type of duty/tax.
4. Select Central Tax as the Tax type.

Ledger Creation
Name Central Tax
(alias)

Total Opening Balance

Mailing Details
Name
Address

Under Duties & Taxes
(Current Liabilities)

Type of duty/tax : GST
Tax type : Central Tax

Percentage of calculation 0%

Rounding method * Not Applicable

Banking Details

Provide bank details

Tax Registration Details
PAN/T No

Accept ?

Opening Balance ( on 1.Apr-20) : Yes or No

1. Press Enter to save.
Similarly, you can create ledgers for state tax, integrated tax, and cess by selecting

the relevant Tax type under GST.
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Cess Ledger
You can create separate cess ledgers for quantity and value to print the breakdown
of these values in the invoice. Please note that the previous transactions will be
impacted by changes to the existing cess ledgers.
1. Gateway of Tally> Create > type or select Ledger.
Alternatively, press Alt+G (Go To) > Create Master > type or select Ledger.
. Group it under Duties & Taxes.
. Select GST as the Type of duty/tax.
. Select Cess as the Tax type.
. Select the valuation type as:
Based on Quantity to calculate cess on quantity.

Based on Value to calculate cess on the assessable value.

Ledger Creation National Enterprises.
Name Cess on Quantity Total Opening Balance
(alias)

Mailing Details
Under Duties & Taxes

(Current Liabilities) Nams

Address

Type of duty/tax GST List of Valuation Types

Tax type Cess

Valuation type [Based on Quantity|| ¢ Any
l Based on Quantity
Rate per unit 0 Based on Value

Rounding method ¢ Not Applicable
Banking Details
Provide bank details
Tax Registration Details
PAN/T No

Opening Balance (on 1-Apr-20) :

6. Press Ctrl+A to save.

Note: Set the Valuation Type to Any to use it as a common ledger.
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UT Tax Ledger
You can create the UT tax ledger if your company is located in a union territory or if
you are an Assesses of Other Territory and have enabled this option in the Company
GST Details screen.

. Gateway of Tally> Create > type or select Ledger.

Alternatively, press Alt+G (Go To) > Create Master > type or select Ledger.

. Group it under Duties & Taxes.

. Select GST as the Type of duty/tax.

. Select UT Tax as the Tax type

Ledger Creation
Name UT Tax
(alias)

Total Opening Balance

Mailing Details
Under . Duties & Taxes

(Current Liabilities) Name

Address
Type of duty/tax GST
Tax type UT Tax

Percentage of calculation 0%

Rounding method + Not Applicable

Banking Details

Provide bank details

Tax Registration Details
PAN/T No

[
Accept ?

|
Opening Balance (on 1-Apr-20) : |  Yes or No

Press Enter to save.

Creating GST (CGST/SGST/IGST) Ledger in Tally. ERP9
J Go to Gateway of Tally > Accounts Info. > Ledgers > Create.
In Under, select Duties & Taxes.

J Select GST as the Type of duty/tax.

J Select State Tax as the Tax type.

Record Purchases under GST - Local, Interstate, and Fixed Assets
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Once you activate GST in your company, you can record the purchase of goods
and services (inward supply) that attract GST using a purchase voucher. You can
provide unique voucher numbers for your purchase vouchers, and use a new
series of voucher numbering.

Local purchase

The purchase of goods or services from a supplier in the same state attracts
central tax and state tax.

1. Go to Gateway of Tally > Accounting Vouchers > F9: Purchase .

Accounting Voucher Creation National Enterp Ctrl + M

No. 2 5Jul. 2017
Supplier mvoce no.. 25 Date = 2Jul. 2017 Viéedensday

Party Alc name Indigo Computech
Current balance 10,83,194.80 Cr
Purchase ledger | Purchase

Name of ltem Quantity Rate per Amount

Dell Personal Computer 22 Nos 22,990.00 Nos 5,05,780.00
Haier 1 Ton Split Air Conditioner 20 Nos 18,999.00 Nos 3,79,980.00
8,85,760.00

Central Tax 98,717.00
State Tax 98,717.00

Narration 10,83,194.00

Supplier invoice no.: Enter the sales invoice no. of the supplying party.
Date: Enter the date on which the sales invoice was passed by the
supplier.

2. In Party A/lc name , select the supplier's ledger or the cash ledger.

3. Select the purchase ledger applicable for local taxable purchases.

4. Select the required items, and specify the quantities and rates.

5. Select the central and state tax ledgers.
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You can view the tax details by clicking A: Tax Analysis. Click E1:

Detailed to view the tax break-up.

Particulars Taxable Valee  Tax rate DutyiTax Valus

G5T Datails

Hem Vialve [ Purchase Value 5,05 780.00 |
CGST
SGETAUTGST

Haser 1 Ton Spiif Air Congifioner
Nem Vadve [ Purchase Valse 3 79 95000 )
CEET
SEETAUTGST

Mismatch in Central Tax and State/UT Tax values
If the Central Tax and State/UT Tax values do not match in the transaction, a

warning message appears as shown:
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Accounting Voucher Creation National Enterprises Ctrl + M B

|___Purchase _JIIK 2Feb-2020

Supphier imvoice no.. FM29 Date = 2Feb 2020 Sunday

Party A/¢c name Prithvi Enterprises
Current balance
Purchase ledger . Purchases

Nome of Item Quantity Rate per

Mobile Phones 10 unit  7,500.00 unit

Central Tax
State Tox

Central Tax and State Tax
values do not maich

(Verify Central Tax and State
Tax amount In All+A° Tax
Analysis)

Prowde GST/e-Way Bil details? Yes

Narration

S e

The same information will appear in the following screens:

e In the Tax Analysis screen as a note, as shown below:
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Tax Analysis Nal ional Ente

ax Ana
Particulars
GST Details
Purchase Taxable
Mobie Phones
ltem Valve ( Purchase Value 75.000.00) 000.00

Central Tax
State Tax

Note. Central Tax and State Tax values do not malch

e The warning message will appear when you press Alt+P to print
the voucher.
The GST portal will not accept the GST returns if:

e The value of State Tax does not match with Central Tax value.

e The value of UT Tax does not match with Central Tax value, when a Union
Territory is selected in the company's State field, or the company is an
assessee of other territory.

This message will appear when there is a mismatch in Central Tax and State/UT
Tax values, in transactions recorded in the invoice mode of purchase, debit note,

and credit note. You need to correct the GST rates and values, as applicable ,

before saving and/or printing the invoice.
Interstate Purchase
The purchase of goods or services from a supplier from another state attracts

integrated tax.
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e Follow the steps used for recording a local purchase transaction , with the

following changes:
o Select the purchase ledger applicable for interstate purchases.

o Select the integrated tax ledger.

Accounting Vouscher Creation

| Purchaso LA S-Jul-2017

Suppher wress no. | Wesdrorg dirg

Party Aft rama PTS Tech Solutions
Cureni balance
Purchase ledger | Interstale Purchase

Harme of Raem Queantity Rale per Aol

HP Pavilicn AlllnOne Computer 3 Nos 2320000 Nos 6,56, 000,00
Dl Peersonal Computer 253 Nos 20,930.00 Nos 5,24, 150,00
12.20,150.00

Integprated Tax 219,735.00

Harration 14_40,485.00|

Depending on the location of the supplier, you can record a local or interstate

purchase transaction with the applicable GST rates.
Purchase of Fixed Assets
You can record taxable or exempt purchases of fixed assets (capital goods).

1. Go to Gateway of Tally > Accounts Info. > Ledgers > Create .
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Ledger Creation Pational Enterprises M
Elachineny Todal Dpening Balance

Mailing Details

Mama Hachinerny
Address

Juniar Fised fssets

e ory valuet ané afiscied ? No

Courndry India
Statutory Information Stale Hamataka

& 5T Apphcable 1 Applicahle
SelfaRer =51 Delals * Yes
Type of Supply Goods

Prowide bank defails Ho

Tax B ration Details
PANAT Mo
Set/shter GST detaile 7 Mo

Opening Balance [ on 1-lul 2017) :

2. Group it under Fixed Assets .
3. Select the required Nature of transaction . You can select the following natures
of transaction for capital goods:
e Imports Exempt
e Imports Taxable
e Interstate Purchase Exempt
e Interstate Purchase From Unregistered Dealer - Services
e Interstate Purchase Taxable
e Purchase Deemed Exports - Exempt
e Purchase Deemed Exports - Taxable
e Purchase Exempt
e Purchase From SEZ - Exempt
e Purchase From SEZ - Taxable
e Purchase From SEZ (Without Bill of Entry) - Exempt
e Purchase From SEZ (Without Bill of Entry) - Taxable
e Purchase From Unregistered Dealer - Exempt
e Purchase From Unregistered Dealer - Nil Rated
e Purchase From Unregistered Dealer - Taxable

e Purchase Taxable
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4. Select the Nature of goods as Capital Goods .

GST Details National Enterprises
GST Details for Ledger:
Machinery

HSN/SAC Details

Description : Machinery
HSMN/SAC : 84017181 .
Mature of transaction : Purchase Tazable Nature of Goods
Mature of goods 4 Capital Goods I Not Applicable
Capital Goods
Tax Details

Taxability : Taxabhle
Tax Type Valuation Type

Integrated Tax Based on Value
Central Tax Based on Value
State Tax Based on Value
Cess Based on Value

5. Accept the GST Details screen.
6. Press Enter to save.
% Record the purchase of fixed asset

1. Go to Gateway of Tally > Accounting Vouchers > F9: Purchase .
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Accounting Youcher Creation National Enterpri es

|___Purchase LY

Suppler invoice no.. POO1 Date  3-Jul2017

Particulars

Pratvl) Traders

Cur Byl 5,671,500.00 Cr
New Ref P001 44800000 Cr
¢ Machinery

Cuwr Bal 3,50,000.00 Dr

Central Tax
Cur Bal 49,000.00 Dr

State Tax
Cur Bl 49,000.00 Dr

Narration

2. Click F12: Configure > F12: Advanced > set Allow expenses/fixed assets in
purchase vouchers to Yes .

3. Enter the Supplier invoice no. and Date .

4. Credit the party ledger, and enter the fixed asset value inclusive of tax.

5. Debit the fixed asset ledger and enter the assessable value.

6. Debit the tax ledgers and enter the tax amount.

7. Press Enter to save.

Computerised Accounting with Tally Page 253




DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

Update Party GSTIN/UIN

Quickly update the GSTIN/UIN details for your parties group-wise from the
Update Party GSTIN/UIN report. You can also provide this at the individual
party ledger level. Use the Import Party GSTIN tool to import GSTINs for
several parties in one-go.

To update party GSTIN or UIN

« Gateway of Tally > Display More Reports > Statutory Reports > GST

Reports > Update Party GSTIN.

Alternatively, press Alt+G (Go To) > type or select Update Party GSTIN >

and pressEnter.

Name of Ledger . ¢ All ltems + All items
Bank Accounts

Bank OCC A/c
Bank OD A/c
Branch / Divisions
Capital Account
Current Assets
Current Liabilities
Deposits (Asset)
Fixed Assets
Gift Coupons
Loans & Advances (Asset)
Loans (Liability)
SD Other States
SD Panvel
SD Turbhe

| Secured Loans
Sundry Creditors
Sundry Debtors
Unsecured Loans

Select Group National Enterprises X
Name of Group -Te All ltems Llst of Groups |

Select the group and ledger for which you want to update the
GSTIN/UIN.
In the Update Party GSTIN/UIN screen, enter the GSTIN/UIN number
for each party.
PressF12 (Configure), set the option Show other territory to Yes if the

party is belongs to Exclusive Economic Zone (other territory).
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Update Party GSTIN/UIN

SI. no

Hira Ente.
Karan
Raj E
Shiv
Sodex

h
o

Press F8 (All Ledgers) to list All Parties.
Once you have updated the GSTIN/UIN for your parties, you can print the

GSTIN details in your invoices for filing returns.

Import Party GSTIN
The Import Party GSTIN add-on helps you update GSTIN details of all

parties at once from Microsoft Excel. It is very useful if you have the GSTIN
information of all parties outside TallyPrime and want to import the
information to update the party ledgers in TallyPrime.
Note: You need to export existing party information to MS Excel using
Update Party GSTIN, and use this MS Excel file to fill in the GSTINs that you
want to import.
To install the Import Party GSTIN add-on
e Download the Import Party GSTIN add-on from the Add-ons
section here.
In TallyPrime press F1 (Help) > TDL & Add-On > F4 (Manage Local
TDLs).

TDL Configuration

Load selected TDL files on startup
TDL Path File Name Load TDL

C:\Program Files\TallyPrime ImportGSTIN.tcp Yes
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In the TDL Configuration screen, set the option Load selected TDL
files on startup to Yes.

Select or Specify the path of Add on in File Selection field.

Accept the screen. As always, you can press Ctrl+A to save.

Import Party GSTIN appears under GST Reports.

Gateway of Taily

JRRENT DATE
Saturday, 26-Sep-2020
National Enterprises 26-Sep-20

GSTR-1

GSTR-2

GSTR-3B

e-Way Bill

Challan Reconciliation
GST Annual Computation
GST Rate Setup

Map UoM - UQC

Update Party GSTIN
Import Party GSTIN

Quit

To import party GSTIN details

Gateway of Tally > Display More Reports > Statutory
Reports > GST Reports > Update Party GSTIN.

Alternatively, press Alt+G (Go To) > type or select Update Party
GSTIN > and press Enter.

Select All Items in the Name of Group and Name of Ledger fields in
Select Group screen and press Enter. The Update Party GSTIN/UIN
screen lists all parties without a GSTIN.

Press Alt+E (Export) to export the information in excel format.

Open the exported file, specify GSTIN details for the parties, and save
the file.

In TallyPrime

Gateway of Tally > Display More Reports > Statutory
Reports > GST Reports > Import Party GSTIN.

Specify the name of the MS Excel file to be imported in the field Name
of the file to be imported (Excel).

Specify the name of the sheet containing information in MS Excel file

in the field Sheet name.
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Import Party GSTIN
(Only Excel format is supported)

File path . C:\Program Files\TallyPrime

Name of file to be imported (Excel) . tally.xlsx
Sheet name . Sheet1

Accept ?

Note: The excel file should remain closed during the import process.
Yes or No

e« Press Enter to import.
When the import is completed, the MS Excel file opens and displays the
message Data imported successfully.
Note: Ensure the party names are not altered in the MS Excel file
exported from TallyPrime. Also, the name of Country, State and
Registration Type specified in the MS Excel file must match the
spellings given in TallyPrime.
To correct errors in the imported data
e Open the MS Excel file and check for a sheet called Errors. If this
sheet is there, it means that some data was incorrect for some parties
and has not been imported into TallyPrime
Check and make necessary corrections in the Errors sheet. Save the
file.
Import the file again, and specify the sheet name as Errors. The

corrected information is imported this time.

Import Party GSTIN
(Only Excel format is supported)

File path . C:\Program Files\TallyPrime

Name of file to be imported (Excel) . tally.xlsx
Sheet name . errors

Accept ?

Note: The excel file should remain closed during the import process.

Yes or No

Intra-State Purchase Entry in GST (SGST + CGST)
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If your business is GST registered, then the supplies consumed by
your company that are taxable will incur GST. In TallyPrime, you can record
taxable purchases under GST for the purchase of goods and services using
a purchase voucher and it will take care of everything right from the tax rates
to tax returns and so on.

Tax for Local and Interstate purchases: In TallyPrime, you can record
local or interstate taxable purchases under GST by selecting the tax
ledgers — GST and SGST/UTGST for local purchases and IGST for interstate
purchases.

Calculate appropriate GST: TallyPrime will calculate GST based on the
GST rates defined by you and make sure that the voucher complies with the
rules and regulations of the GST governing department. TallyPrime also
provides you with the facility to view tax analysis while recording a voucher
for a detailed understanding of taxation.

Purchases under Multi-GSTIN: In case you have multiple registrations,
TallyPrime provides the flexibility to handle supplies using multiple GSTINs
of your company, record supplies with different tax rates in the same invoice,
and modify the assessable value of purchases.

Purchases under GST in reports and returns: Once you record a purchase
invoice with GST, you can see the transaction in the Eligible for Input Tax
Credit section of GSTR-3B. TallyPrime will also show your total ITC which
you can adjust as required.

Record Local Purchase of Goods and Services

In your business, you can get supplies from a local party or a party from a
different state. A GST purchase is identified as a local or interstate
according to the location at which the goods or services are going to be
consumed. In TallyPrime, you have the flexibility to select the Place of
Supply under Party Details while creating vouchers for purchases under
GST. Once the right place of supply is selected, the rest of the transaction
remains the same for local and interstate supplies. You can also view the
Tax Analysis while passing vouchers for purchases under GST to have a

detailed understanding of the taxation inferred in the voucher.
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Local purchase of goods

You can record a local purchase of goods in TallyPrime, using a Purchase
voucher in Item Invoice mode.
. Open a purchase voucher in the Item Invoice mode.
. Press Alt+G (Go To) > Create Voucher > press F9 (Purchase).
Alternatively, Gateway of Tally > Vouchers > F9 (Purchase).

. Press Ctrl+H (Change Mode) and select Item Invoice.

If you have created multiple registrations in TallyPrime Release
3.0 or later, then to change the registration,
press F3 (Company/Tax Registration) > type or select the
Registration under which you want to create the voucher and
press Enter.

. Enter the Supplier Invoice No. and Date.

. Provide the supplier details.

. Party A/c name: Select the supplier or cash ledger. Enter Dispatch
Details and Order Details, as needed.

. Place of Supply: Select the location where the goods are supplied.
This is prefilled with the State entered for your company. For local
purchases, ensure that the Place of Supply is same as the state of
the supplier, under Party Details.
You can also enter Receipt Details and Order Details if required. If

you do not see these options, enable them from F12 (Configure).
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Party Details

Supplier (Bill from) -|Akshaya Traders WB
Mailing Mame . Akshaya Traders WB
Address :

State . West Bengal
Country o India

GST Registration type - Regular
GSTIMAIIM - 194

Place of Supply . West Bengal

1. In Purchase ledger, select the common purchase ledger.
Ensure that GST applicability is set to Applicable. However, if you
want to define GST rates at Purchase Ledger level refer
to Create/Update Sales & Purchase Ledgers As Per GST Rate. To

know more about how hierarchy works in TallyPrime refer
to Apply GST Rate and HSN/SAC Details in the Company.
. Enter stock item details.

. Name of Stock ltem: Select the stock item.
For GST to be calculated in the voucher, ensure that the stock item is
configured with the correct GST Rate.

b. Specify Quantity and Rate.

Voucher Alteration i x
imm No. 1

Supglier Ivoice No.: LPG-01 Date : 1-Nov-22 Wednesday
Party A/c name  : Akshaya Traders WB

Current balance 9,44,000.00 Cr

Purchase ledger  : Purchase

Current balance 8,00,000.00 Dr

Name of ltem Quantity Rate per Amount

Bajaj Microwave 100 no  8,000.00 no 8,00,000.00

SGST % 72,000.00
CGST % 72,000.00

Provide GST/e-Way Bill details : No

Marration: 9,44,000.00
Local purchase.
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Select the tax ledgers — central tax and state tax, for local purchase.

GST will be calculated based on the CGST and SGST rates defined in the

stock item ledger.

Tax Analysis National Enterprises

GST - Tax Analysis

Party Details :

State - West Bengal
Registration Type : Regular

Place of Supply - West Bengal
Particulars HSN/SAC Taxable Value Tax rate Duty/Tax Value

Local Purchase - Taxable 8,00,000.00 1,44,000.00
Bajaj Microwave 151000 8,00,000.00 1,44,000.00

Total 1,44,000.00

1. If you want to view Tax Analysis, press Ctrl+O (Related Reports)
> GST Tax Analysis. Press Alt+F5 (Detailed) to view the detailed
breakup of the tax.
If you are in TallyPrime Release 2.1 or earlier, then you can see
the GST — Tax Analysis report by pressing Ctrl+l.

2. As always, press Ctrl+A to save the voucher.
Similarly, you can use Voucher mode if you have good knowledge of
accounting entries. If you want to post your purchase entry in Dr/Cr or By/To
format you can use this mode

Local purchase of services

You can record a local purchases under GST for the purchase of services in
TallyPrime, using a Purchase voucher in Accounting Invoice mode.
. Open a purchase voucher in the Accounting Invoice mode.
. Press Alt+G (Go To) > Create Voucher > press F9 (Purchase).
Alternatively, Gateway of Tally > Vouchers > F9 (Purchase).
. Press Ctrl+H (Change Mode) and select Accounting Invoice.

If you have created multiple registrations in TallyPrime Release
3.0 or later, then to change the registration,
press F3 (Company/Tax Registration) > type or select the
Registration under which you want to create the voucher and

press Enter.
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. Enter the Supplier Invoice No. and Date.
Your supplier issues you a Sales invoice which you will be entering as
Purchase voucher. Supplier Invoice No. and Date is from that Sales
Invoice received from your supplier.

. Provide the supplier details.

a. Party A/c name: Select the supplier or cash ledger.

. Place of Supply: Select the location where services are supplied.This
is prefilled with the State entered for your company. For local
purchases, ensure that the Place of Supply is the same as the state
of the supplier, under Party Details.
You can also enter Receipt Details and Order Details if required. If

you do not see these options, enable them from F12 (Configure).

Party Details

Supplier (Bill from) -| Akshaya Traders WB
Mailing Name : Akshaya Traders WB
Address =

State : West Bengal
Country : India

GST Registration type : Regular
GSTIN/UIN : 19A

Place of Supply . West Bengal

1. Enter Particulars details.

a. Select the service purchased ledger.
For GST to be calculated in the voucher, ensure that the service is
configured with the correct GST Rate.

. Specify the Amount.

. Select the central and state tax ledgers for local purchase
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Accounting Voucher Alteration s X
No. 3 3-Nov-22

Supplier Invoice No - LPS-01 Date : 1-Now-22 Thursday|

Party A/lc name  : Akshaya Traders WB

Current balance 9,55,800.00 Cr

Rate per

Consultation Charges 10,000.00
SGST % 900.00
CGST % 900.00
Marration: 11,800.00
Local purchase.

GST will be calculated based on CGST and SGST rates defined in the

service ledger.

If you want to view Tax Analysis, press Ctrl+O (Related Reports) >
GST Tax Analysis. Press Alt+F5 (Detailed) to view the detailed breakup
of the tax.
If you are in TallyPrime Release 2.1 or earlier, then you can see

the GST - Tax Analysis report by pressing Ctrl+l.

GSTR 38 National Enterprises. x

GST Registration 194 For 3-Nov-22
Status : Not Signed

Particulars Voucher Count

Total Vouchers 1
Included in Return 1
Mot Relevant for This Return

Particulars CGST

Return View

3.1 Tax on Outward and Reverse Charge Inward Supplies
3.2 Interstate Supplies
4 Eligible for Input Tax Credit
A Input Tax Credit Available (either in part or in full) . 1,800.00
B. Input Tax Credit Reversed
C. Met Input Tax Credit Available (A) - (B) 1,800.00
D. Other Details
1. ITC reclaimed which was reversed under Table 4(B)(2) in earlier tax period
2. Ineligible ITC under section 16(4) and ITC restricted due to PoS rules
5 Exempt, Nil Rated, and Non-GST Inward Supplies
6.1 Interest, Late Fee, Penalty and Others

1. If you are in TallyPrime Release 2.1 or earlier, you can see the GST —
Tax Analysis report by pressing Ctrl+l.
2. As always, press Ctrl+A to save the voucher.

You can see the transaction under Eligible for Input Tax Credit of GSTR-
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GSTR38 E x

GST Registration  : 198 For 3-Nov-22
Status Not Signed

Particulars Voucher Count

Total Vouchers d
Included in Return 1
Mot Relevant for This Return
Uncertain Transactions (Corrections needed

Particulars Taxable CGST
Amount

Return View

3.1 Tax on Outward and Reverse Charge Inward Supplies
3.2 Interstate Supplies
4 Eligible for Input Tax Credit
A Input Tax Credit Available (either in part or in full) 900.00 1,800.00
B. Input Tax Credit Reversed
C. Met Input Tax Credit Available (A) - (B) 900.00 1.800.00
D. Other Details
1. ITC reclaimed which was reversed under Table 4(B)(2) in earlier tax period
2. Ineligible ITC under section 16(4) and ITC restricted due to PoS rules
5 Exempt, Nil Rated, and Non-GST Inward Supplies
6.1 Interest, Late Fee, Penalty and Others

Record Interstate Purchase of Goods and Services

In your business, you can get supplies from a local party or a different
state. Purchases under GST are identified as local or interstate purchases
according to the location at which the goods or services are going to be
consumed. Hence, for an interstate purchase, ensure that the Place of
Supply is different from the state of the supplier, under Party Details. and not
the seller’s location specified in the Party Ledger. In TallyPrime, you have
the flexibility to select the Place of Supply under Party Details while creating
the voucher. Once the right place of supply is selected, the rest of the
transaction remains the same for local and interstate supplies. You can also
view the Tax Analysis while passing a voucher to have a detailed
understanding of the taxation inferred in the voucher.

Interstate purchase of goods

You can record an interstate purchase of goods in TallyPrime, using a
Purchase voucher in Item Invoice mode.
1. Open a purchase voucher in the Item Invoice mode.
a. Press Alt+G (Go To) > Create Voucher > press F9 (Purchase).
Alternatively, Gateway of Tally > Vouchers > F9 (Purchase).

Press Ctrl+H (Change Mode) and select Item Invoice.

If you have created multiple registrations in TallyPrime Release
3.0 or later, then to change the registration,
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press F3 (Company/Tax Registration) > type or select the
Registration under which you want to create the voucher and
press Enter.

2. Enter the Supplier Invoice No. and Date.

. Provide the supplier details.

. Party A/c name: Select the supplier or cash ledger. Enter Dispatch
Details and Order Details, as needed.

. Place of Supply: Select the location where the goods or services are
supplied.

Under Party Details if the Place of Supply is different from the State
address of your supplier, then only the purchase is considered as
interstate under GST. It is to be noted that in Purchase
vouchers, Place of Supply is picked automatically as the state of your
company.

You can also enter Receipt Details and Order Details if required. If
you do not see these options, enable them from F12 (Configure).

. In Purchase ledger, select the common purchase ledger.
Ensure that GST applicability is set to Applicable. However, if you
want to define GST rates at Purchase Ledger level refer
to Create/Update Sales & Purchase Ledgers As Per GST Rate. To

know more about how hierarchy works in TallyPrime refer
to Apply GST Rate and HSN/SAC Details in the Company.

. Enter stock item detalils.

. Name of Stock ltem — Select the stock item.
For GST to be calculated in the voucher, ensure that the stock item is
configured with the correct GST Rate.

b. Specify Quantity and Rate.

Select the tax ledger — interstate tax, for interstate purchase

Computerised Accounting with Tally Page 265



https://help.tallysolutions.com/tally-prime/gst-master-setup/get-started-with-gst/#apply-gst-hsn-sac-sales-purchase-ledger
https://help.tallysolutions.com/tally-prime/gst-master-setup/get-started-with-gst/#apply-gst-hsn-sac-company

DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

’ Accounting Voucher Alteration

No. 4
Supplier Invoice No_: IPG-01 Date 2-Nov-22

X

3-Nov-22

Thursday|
Party A/c name Sheetal Enterprise

Current ¢ c 59,000.00 Cr
Purchase ledger Purchase
Current b 8,50,000.00 Dr

Name of Item Quantity Rate per Amount|

Computer Cables 10 no 5,000.00 no 50,000.00

IGST 18 % 9,000.00

Provide GST/e-Way Bill details

Narration:

59,000.00
Interstate purchase

GST will be calculated based on the IGST rate defined in the stock item
ledger.
If you want to view Tax Analysis, press Ctrl+O (Related Reports)
> GST Tax Analysis.
Press Alt+F5 (Detailed) to view the detailed break-up of tax.
If you are in TallyPrime Release 2.1 or earlier, you can see the GST -
Tax Analysis report by pressing Ctrl+l.
1. As always, press Ctrl+A to save the voucher.

2. As always, press Ctrl+A to save the voucher.

Tax Analysis National Enterprises

GST - Tax Analysis

Party Details :

State : West Bengal
Registration Type Regular

Place of Supply : Karnataka
Particulars HSN/SAC Taxable Value Tax rate Value

Interstate Purchase - Taxable 50,000.00 9,000.00

Computer Cables 520941 50,000.00 9,000.00
(Source of GST Rate Details : Company)
(Source of HSN/SAC Details : Company)
Item Value ( Purchase Value 50,000.00 ) 50,000.00
IGST 9,000.00

9,000.00

As always, press Ctrl+A to save the voucher.
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Interstate purchase of services

You can record an interstate purchase of services in TallyPrime, using a
Purchase voucher in Accounting Invoice mode.
. Open a purchase voucher in the Accounting Invoice mode.
. Press Alt+G (Go To) > Create Voucher > press F9 (Purchase).
Alternatively, Gateway of Tally > Vouchers > F9 (Purchase).

. Press Ctrl+H (Change Mode) and select Accounting Invoice.

If you have created multiple registrations in TallyPrime Release
3.0 or later, then to change the registration,
press F3 (Company/Tax Registration) > type or select the
Registration under which you want to create the voucher and
press Enter.

. Enter the Supplier Invoice No. and Date.

. Provide the supplier details.

. Party A/c name: Select the supplier or cash ledger.

. Place of Supply: Select the location where services are supplied.
Under Party Detalils if the Place of Supply is different from the State
address of your supplier, then only the purchase is considered as
interstate under GST. It is to be noted that in Purchase
vouchers, Place of Supply is picked automatically as the state of your
company.

. Under Particulars, enter the name of service purchased, and specify
the Amount.

. Select the tax ledger — interstate tax, for interstate purchase

Accounting Voucher Alteration National Enterprises x
Purchase No. 5 | 4-Nov-22|

Supplier Invoice No.: IPS-01 Date Friday

Party A/c name Sheetal Enterprise
Current baance 70,800.00 Cr
Particulars Rate per Amount

Consultation Charges 10,000.00
IGST 18 % 1,800.00

Narration: 11,800.00
Interstate purchase
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GST will be calculated based on the IGST rate defined in the stock item
ledger.
If you want to view Tax Analysis, press Ctrl+O (Related Reports)
> GST Tax Analysis.
Press Alt+F5 (Detailed) to view the detailed break-up of tax.
If you are using TallyPrime Release 2.1 or earlier, then you can

view GST — Tax Analysis report by pressing Ctrl+I.

GST - Tax Analysis

Party Details :
State Karnataka
Registration Type Regular

Place of Supply West Bengal
Particulars HSN/SAC Taxable Value Tax rate Duty/Tax Value

Interstate Purchase - Taxable 10,000.00 1,800.00

Consultation Charges 151000 10,000.00 1,800.00
(Source of GST Rate Defails : Company)
(Source of HSN/SAC Details : Company)
Purchase Value 10,000.00
IGST 1,800.00

1,800.00

1. As always, press Ctrl+A to save the voucher.
Record Inward Supply from Unregistered Dealers

Enable tax liability on reverse charge

To calculate liability and input tax credit on purchases made from
unregistered dealers, set the option Enable tax liability on reverse charge
(Purchase from unregistered dealer) to Yes, in the Company GST Detalils
screen. This will activate the reverse charge calculation for the applicable
period.

Update party ledgers

1. Gateway of Tally > Alter > type or select Ledger > and press Enter.
Alternatively, press Alt+G (Go To) > Alter Master > type or
select Ledger > and press Enter.

2. Select the required party ledger.

. Select the Registration type as Unregistered.
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J S Enterprises Total Opening Balance

Mailing Details
Under Sundry Creditors

(Current Liabilities) Name J S Enterprises

Address 5th Block

Maintain balances bill-by-bill Yes Jayanagar
Default credit period Bangalore
Check for credit days during voucher entry : No

Specify credit limit 5 State Karnataka

Country India

Pincode

Banking Details

Provide bank details

Tax Registration Details

PAN/IT No

Registration type [Unregistered || * Unknown
GSTINUIN e

Regular
Set/Alter GST details No Unregistered

Opening Balance (on 1-Apr-20) :

Save the ledger.

Configure purchase ledger for reverse charge applicability

1. Gateway of Tally > Alter > type or select Ledger > and press Enter.
Alternatively, press Alt+G (Go To) > Alter Master > type or
select Ledger > and press Enter.

2. Select the required purchase ledger.

. Specify GST applicability.
v Set the option Is GST Applicable to Applicable.
v Enable the option Set/Alter GST Details.
. Provide GST details.
v Press F12 (Configure) > set the option Enable Reverse Charge
calculation to Yes > and save the configuration screen.
v In the GST Details screen, set the Taxability to Taxable.

v Set ls reverse charge applicable to Yes.
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1. Enter the GST rates.

G5T Details for Ledger:
Transportation Services (by Road)

HSN/SAC Details
Description
HSMSAC

Mature of transaction - * Not Applicable

Tax Details

Taxability

Is reverse charge applicable

Tax Type
Integrated Tax
Central Tax
State Tax
Cess

Note: If a reverse chargeable service is created as a stock item, set
the option is reverse charge applicable to Yes in the GST Details

screen of stock item.

2. Save the purchase ledger.

Record Inward Supply

You can do inward supply of goods or services from unregistered dealers
in the same state or other states.

Record inward supply from unreqgistered dealers (intrastate)

1. Gateway of Tally > Vouchers > press F9 (Purchase).
Alternatively, press Alt+G (Go To) > Create Voucher >
press F9 (Purchase).

. Press Ctrl+H (Change Mode) to select the required voucher mode
(Accounting Invoice, in this case).

. For Party A/c name, select the party ledger with Registration
type set to Unregistered.

4. Select the purchase ledger enabled for reverse charge.

5. Press Ctrl+O (Related Reports) > type or select GST - Tax

Analysis to view the tax details.
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If you are on TallyPrime Release 1.1.3 or earlier, follow the step:
Press Ctrl+l (More Details) > type or select GST - Tax
Analysis to view the tax details.

Press Alt+F5 (Detailed) to view the tax liability under reverse charge.

Press Esc to

invoice appears as shown:

Press Ctrl+A to save.
You can print the GST analysis of taxable purchases under reverse
charge made from unregistered dealers, when the option Enable tax
liability on reverse charge (Purchase from unregistered dealer) is set
to No in the Company GST Details screen.

Record inward supply from unregistered dealers (interstate)

You can record purchase of taxable, exempt, and nil rated supplies of goods from
unregistered dealers using the following natures of transaction:

e Interstate Purchase From Unregistered Dealer — Taxable

e Interstate Purchase From Unregistered Dealer — Exempt

e Interstate Purchase From Unregistered Dealer — Nil Rated
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e Interstate Purchase From Unregistered Dealer — Services
You can record purchase of services from unregistered dealers using the natures
of transaction — Interstate Purchase From Unregistered Dealer — Services.
1. Gateway of Tally > Vouchers > press F9 (Purchase).
Alternatively, press Alt+G (Go To) > Create Voucher > press F9 (Purchase).
. Press Ctrl+H (Change Mode) to select the required voucher mode
(Accounting Invoice, in this case).
. For Party A/c name, select the interstate party ledger with Registration
type set to Unregistered.
. Select the purchase ledger in which the options:
Nature of transaction is set to Interstate Purchase From Unregistered
Dealer — Services.
Type of Supply is set to Services.
. Press Ctrl+O (Related Reports) > type or select GST - Tax

Analysis to view the tax details.

If you are on TallyPrime Release 1.1.3 or earlier, follow the step:
Press Ctrl+l (More Details) > type or select GST - Tax
Analysis to view the tax details.

Press Alt+F5 (Detailed) to view the tax liability under reverse charge.

GST - Tax Analysis
Particulars Taxable Value Tax rate Duty/Tax Value

Interstate Purchase From Unregistered Dealer - Services 85,000.00

Transport Services 85,000.00
Purchase Value

Press Esc to return to the purchase invoice. The

purchase invoice appears as shown:
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Transport Services

Press Ctrl+A to save.

Raise Tax Liability
You can view the liability payable on such purchases from unregistered

dealers for each tax period.
1. Record a purchase from unregistered dealer. In the purchase ledger,

set the option Is reverse charge applicable is set to No.

Accounting Voucher Alteration (Secondary) National Enterprises
Purchase No.
art ises

x|

1. Save the purchase invoice.
2. Gateway of Tally > Display More Reports > GST Reports > GSTR-

3B.
Alternatively, press Alt+G (Go To) > type or select GSTR-3B > and

press Enter.
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=
1-Apr-20 to 30-Apr-20
Voucher Count

Taxable Amount Tax Amount

taxable persons and UIN holders

xempt, nil rated and non-GST inward supplios
d Late fee Payable
Liability and Input Credit to be booked
6,000.00
ard Supplies 0.00
0.00

A U, 4 Against Purchases 0.00
Purchass Against Advance from Pravious Pariods 0.00

of shown for Input Credit to be Booked. Drill down for values

Press Enter on URD Purchases to view the liability on purchase
from unregistered dealers.

2. Press F12 (Configure) and set Show eligible Input Tax Credit to Yes.

GSTR3B - Reverse Charge - Liability and ITC National Enterprises x|
Vouchers of URD Purchases 1-Apr-20 to 30-Apr-20
(Threshold limit : 5000 / day)

Date Supplier Name Vch Type Vch No. Supplier Inv Supplier Inv  Taxable Amount| Total Tax Total Eligible
No. Date Tax

25Apr20 50,000.00 6,000.00 6,000.00
Kanak Enterprises Purchase 50,000.00 6,000.00 6,000.00|

Total 50,000.00 6,000.00
Summary of Tax Liability
Tax Details Total Liability Liability/ITC Booked Balance Liability

Tax Rate  Tax Type Taxable Amount  Tax Amount Taxable Amount  Tax Amount Taxable Amount  Tax Amount

6%  Central Tax 50,000.00 3,000.00 50,000.00 3,000.00
6%  State Tax 50,000.00 3,000.00 50,000.00 3,000.00

1. Press Alt+J (Stat Adjustment) to record a journal voucher for increase
in tax liability and tax credit, report this transaction to the department
as a self-invoice. The value of this transaction appears in GSTR-3B
report. For this, you need to debit and credit the same tax ledgers by
entering the tax values.

2. Select the options as shown below:
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Stat Adjustment

Type of duty/tax 2 GST
Nature of adjustment . Increase of Tax Liability & Input Tax Credit
Additional Details - | Purchase from Unregistered dealer

Debit and credit the tax ledgers. Enter
GST Rate and Taxable Value for each tax ledger.
2. Set the option Provide GST Details to Yes.
3. Select the Type of Input.

Press Enter to save.
Purchase return in the same month — At the end of the month, the
liability will be raised and input credit will be claimed on all the
purchases, based on the daily exemption limit. This report will show
purchase and debit note only if it is in the same month.

Purchase return in subsequent month — The report Purchase from URD
— Reverse Charge Liability will show only the debit note if it is in the
next month. Tax has to be reversed only on the value of purchase
returns, as the liability and tax credit would have been calculated in the

month in which the purchase was made.
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Record Tax Payments

1. Gateway of Tally > Vouchers > press F5 (Payment).
Alternatively, press Alt+G (Go To) > Create Voucher >
press F5 (Payment).

. Press Ctrl+F (Autofill) > select Stat Payment > select Payment

Type as Recipient Liability.

Autofill

Type of transaction . Stat Payment
Tax Type : GST
Payment Type - | Recipient Liability

Period From : 1-Apr-20 To 30-Apr-20 Advance
Recipient Liability

Regular

of Payment

[

Select the bank from which the payment will be made.
2. Select the central and state tax ledgers.
. Enable the option Provide GST details to enter the bank details.
If the bank details are not available, you can enter them later in

the Challan Reconciliation report.

. In the Bank Allocations screen, select the ledgers, enter the amount

and provide the payment details.

Er—

Press Enter to save

Record purchase returns

Consider a purchase invoice recorded for purchase from unregistered

dealer as shown below:
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J S Enterprises

Purchase From Unregistered Dealor

The tax liability gets calculated and displayed in the GST - Tax
Analysis screen (press Ctrl+O (Related Reports) > type or select GST -
Tax Analysis) as shown below:

GST - Tax Analysis

Particulars Taxable Value Tax rate Duty/Tax Value

Purchase From Unregistered Dealer - Taxable 70,000.00 12,600.00
Optical Mouse 70.000.00 12,600.00
Item Value { Purchase Value 70.000.00 ) 70,000.00
Central Tax 6,.300.00
State Tax 6,300.00

Note: Amount of tax subject fo reverse charge

As per Calculation 12,600.00
As per Transac! tion

Note: If you are on TallyPrime Release 1.1.3 or earlier, follow the
step:

Press Ctrl+l (More Details) > type or select GST — Tax Analysis to view
the tax details.

When the purchase returns happen either partially or fully after filing

returns, record a debit note to reverse the transaction to the extent of
goods returned.

Record debit note

If the purchase returns happen partially, record the debit note to the extent it
is reversed.
1. Gateway of Tally > Vouchers > press F10 (Other Vouchers) type or

select Debit Note > and press Enter.
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Alternatively, press Alt+G (Go To) > Create Voucher >
press F10 (Other Vouchers) > type or select Debit Note > and
press Enter.

. In Party A/c name, select the party from whom the original purchase
was made. Enter the Original Invoice No. and Date of the purchase
transaction against which you are recording the current purchase
return.

. Select the Nature of Return, and the Supplier’s Debit/Credit Note

No. and Date in the Statutory Details screen.

Additional Details : Purchase From Unregistered DREER =2

Reason for Issuing Mote 3 * Iot Applicable

Supplier's Debit/Credit MNote Mo. 01-Sales Retumn

02-Post Sale Discount

03-Deficiency in senices

04-Correction in Invoice

05-Change in POS

06-Finalization of Provisional assessment
07-Others

The tax liability gets calculated and displayed in the GST - Tax
Analysis screen (press Ctrl+O (Related Reports) > type or select GST -

Tax Analysis) as shown below:

You can raise the liability for purchase from unregistered
dealers after considering purchase returns.
Record Inward Supply | GST Reverse Charge (RCM)
Under reverse charge, you can account for advance payments, inward supply of
taxable services, cancellation of advance payments, and purchase returns. The

transaction details are captured in GSTR-2 and GSTR-3B report.
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Set up for Inward Supply Under Reverse Charge
You can set up the following for inward supplies under reverse charge:
e Stock items

e Service ledgers

Configure Stock Item
1. Go to Gateway of Tally > Inventory Info. > Stock Items > Alter > select the
stock item.
2. GST applicability.
» |Is GST Applicable? - Applicable .
» Set/alter GST details? - Yes .
3. Set GST Details .
v Press F12: Configureand setEnable reverse charge
calculation? to Yes .
Taxability - Taxable .
Is reverse charge applicable? - Yes .
Enter the GST rates.
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GST Details National Enterprises

GST Details for Stock ltem:
Used Cars

HSN/SAC Details

Description . Used Cars
HSN/SAC : 99120000

Is non-GST goods ? No

Tax Details

Calculation type . On Value
Taxability . Taxable

s reverse charge applicable  ?
Is ineligible for input credit ? No

Tax Type Valuation Type Rate

Integrated Tax Based on Value 28 %
Central Tax Based on Value 14 %
State Tax Based on Yalue 14 %
Cess Based on Value 0 %

Note: If a reverse chargeable service is created as a stock item, set the option Is
reverse charge applicable? to Yes in the GST Details screen of stock item.
» Enter the GST rates.
4. Save the stock item.
Configure Purchase Ledgers - Services
1. Go to Gateway of Tally > Accounts Info. > Ledgers > Alter > select the
purchase ledger.
2. GST applicability.
e Is GST Applicable? - Applicable .
e Set/alter GST details? - Yes .
3. GST details.
s Press F12: Configure and  set Enable reverse charge
calculation? to Yes .

% Taxability - Taxable .
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> Is reverse charge applicable? - Yes .
> Enter the GST rates.

GST Details mational Enterpri
5T Details for Ledger:
Transport Services (by Road)

HSN/SAC Details

Description
HSM/ZAC

Mature of transaction : [ Not Applicahle

Tax Details
(Frafm f-Juk20797)
Taxability : Taxahle

s reverse charge applicable  ? KR
Tax Type Valuation Type

Integrated Tax Based on Yalue
Central Tax Based on Yalue
State Tax Based on Yalue
Cess Based on Yalue

Note: If a reverse chargeable service is created as a stock item, set the option Is
reverse charge applicable? to Yes in the GST Details screen of stock item.
« Enter the GST rates.
4. Save the purchase ledger.
Record Inward Supply Under Reverse Charge
You can record inward supply of:
e Goods
e Services
Record inward supply of goods
1. Go to Gateway of Tally > Accounting Vouchers > F9: Purchase .
2. Enter the details as required.
oClick A: Tax Analysis>F1: Detailedto view the detailed Tax

Analysis report that displays the reverse charge amount
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Tax Analysis Mational Enterprises Cirl + M B

Particulars Taxahle Walue  Tax rate DutyTax Valus

G5T Datails

Purchase Taxahle

Ll G (960 200000
Ko Vel | Purchase Valve & 7500000 )
Contral Tax
Slate Tax

Note: Amount of fax aubpect to sverss change
s per Caloulation
#s per Transaction

Press Esc to go back to the purchase voucher.

-Aug 1T
Suppher weze i 20 Date - dAwqg 2017 Friday
Party At reimai Excel Traders

Curmant batance 195, 95000 Cr
III;mu of Hem [punnl‘ﬂ]r Rate par

Used Cars 5 Mos 15000 Nos

[ End of List

Provide GST details Na

Maration

3. Press Enter to save.
Record inward supply of services
You can create invoices to track the purchase of services attracting reverse
charge.
1. Go to Gateway of Tally > Accounting Vouchers > F9: Purchase .
2. Enter the details as required.
oClick A: Tax Analysis>F1: Detailedto view the detailed Tax

Analysis report that displays the reverse charge amount.
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Tax Analysis Mational Enterprises

Particulars Taxahle Walue  Tax rate DutyTax Valus

G5T Datails

Purchass Taxahle

Transpod Seraces (by Road
Furchiss Valse
Caonteal Tax
State Tax

Note: Amount of tax subyect bo sverss Chanpe

Ax per Caloulation 1506000

fs per Transaction

Press Enter to save.
Raise the Tax Liability and Claim Tax Credit
1. Go to Gateway of Tally > Display > Statutory Reports > GST > GSTR-3B .

2. Press Enter on Reverse Charge Inward Supplies . You can raise the tax

liability for the amount shown in this report.

Matiomal Enterprises
1Aug 2017 1o 31 Swg 20T

ek Type 2 Supplier bnd Supplar e Tazable Vabee| Contral Tax Itegrated Tax|  Coes Total Tax
Mo, Dhadm

126 500.00
Puechase B 75 D00.00

Tatal 8,00,500.00] 1,02 050,00, 1,07,030.00]
Semmary of Tax Liabiliyy

Tax Details Total LiakilingT1C Liakbiling1TC Booked Balance LiabilingTTC 1o be Booked
Tax Hate  Tax Type Tazathe Value Tax Amsus Taxable Valee Tax Amaunt ITC Taxakle Value Tax Ampount Inc

6% Contral Tax 12550000 753000 1255000 753000 7 530,00
14% Central Tax 67500000 94.500.00 B 0000  RS00000 3450000
6% State Tax 12550000 753000 12550000 753000 7 530,00
14% State Tax 67500000 5450000 EF50M000 S450000 9450000

2,114 060.00_2.04 06000

Click J_: Stat Adjustment .
4. Debit and credit the tax ledgers.
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Lisod for. Increase of Tax Liability & nput Tax Credit
(A ctionel Detals: Puschase widsr reverss change)

Particulars

Or Cantral Tax

Cw Bal 97,637.50 Dr
Or Cantral Tax

Cuwr Bal 9T7,637.50 Dr
Dr State Tax

Cw Bsl 97,637.50 Dr
Dr State Tax

G Bal 97,637,500 Dr
Cr Central Tax

Cur Bal 97,837.50 Dr
Cr Central Tax

Cur Bal 97,837.50 Dr
Cr State Tax

Cur Bgl 97,837.50 Dr
Cr Stabe Tax

Cur Bal 97,837.50 Dr

Marrabion

Press Enter to save.

Note: While recording a separate journal voucher for Increase of Input Tax
Credit on Purchases under Reverse Charge, enable the option Provide
GST Details and enter the period for which the tax credit is being claimed.

Record Payment of Tax

1. Go to Gateway of Tally > Accounting Vouchers > F5: Payment .

2. Click S : Stat Payment and enter the required details as shown.

Statutory Payment

Type of Payment
Tax Type : GST Jbe Lol

Period Fram - 1-Aug-2017 Ta I Any

Payment Type dRegular __ NENERLE
Recipient Liabili

Reqular

Payment Type: Set the type of payment as Recipient Liability .

3. Account : Select the bank from which the payment will be made.

4. Select the central and state tax ledgers.

5. Provide GST details: Enable this option to enter the bank details. If the bank
details are not available, you can enter them later in the Challan

Reconciliation report.
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6. In the Bank Allocations screen, select the ledgers, enter the amount and

provide the payment details.

B-Bep-2017
Tuesday
Stalutory paymenl for. GET
(Paymeend Type Raciuant Liabaityd

Accownt . Bank of Imdia
Cur Bl 98T, TR0.00 Dy

Farticulars

Central Tax

Cur Bal 1,02,030.00 Dr
State Tax

Cur Bal 1,02,030,00 Dr

Fronide GST oetalls TosE

Mamration

7. Press Enter to save.
Manage Purchase Returns Under Reverse Charge
When purchase returns happens either partially or fully:
Record debit notes
Go to Gateway of Tally > Accounting Vouchers > Ctrl+F9 . If the purchase
returns happens partially, record the debit note to the extent it is reversed as

shown below:

Diehit Hoie Mo, 1 1-Sep-2017F

Ongnal wance o 2 Orignal Imeoice 01, @ 28ug 217 Friday

Party At nami Pratbi] Traders
Cuwand halance 7,25, 500,00 Cr

Panticulars

Transpon Sendices by Road)

Prvide GST details Tos

Marration
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Mature of Return

01-Sales Return
| 02-Post sale discount
03-Deficiency in service
Additional Details : Purchas 04-Correction in imvoice
05-Change in POS
Mature of Retumn I | Oc-rinalization of Provisional assessment

Supplier's Debit/Cradit Note Mo 07-0Others

The tax liability gets calculated and displayed in the Tax Analysis screen (click A :

Tax Analysis in the above debit note) as shown below:

Particulars Tawahble Walue  Tax rate DutyTax Walue

GST Dutails

Purchass Taxakhle

Transport Seraces (by Road)
Purchpss Valus
Cantral Tax
Slate Ta

Node: Amound of tax subpect 1o reverse charge

Ax per Caloulation 1.440.00

fs per Transaction

Press Esc to return to the debit note, and save the debit note.
Reverse the tax liability to the extent of purchase returns
1. Go to journal voucher, click J : Stat Adjustment , select the:
« Nature of Adjustment - Reversal of Tax Liability .
« Additional Details - Purchase under reverse charge .
2. Record the voucher as shown below:
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Uised for Rewversal of Tax Liabiligy
A chabhiomel Dafals Puschsss woder Reverse Change)

Particulars

Or Cantral Tax

Cr Tax on Reverse Charge
Cur Bl 1,440.00 Cr

Masrabon

3. Press Enter to save.
Reverse the tax credit to the extent of purchase returns
1. Go to journal voucher, click J : Stat Adjustment , select:
e Nature of Adjustment - Reversal of Input Tax Credit .
Additional Details - Purchase under reverse charge .

2. Record the voucher as shown below:

Tuesdany
Used for Rewersal of Input Tax Credit
PR chobrAcmss Dhatails Furcihsss wodker Revarss Chanpe)

Particulars Credit

Or Tax on Reverse Charge
- Bl B A000 Cr

PMESTAmon

Press Enter to save

Recording GST Sales and Printing Invoices

Once you activate GST in your company, you can record the sale of goods and
services (outward supply) that attract GST using a sales voucher. Ensure that you
provide unique sequential voucher numbers for your sales vouchers.

In Tally.ERP 9, you can record sales in the item invoice mode or in the accounting

invoice mode.
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Local Sales

The sale of goods or services to customers in the same state attract central tax
and state tax.

To record alocal sales using item rate

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

| No. 26 5Jul-2017 |
Reference no.. 2144 Wednesday

| Party Alc name Anand Traders
Current balance 44 Dr
Sales ledger GST Sales

Name of ltem Quantity Rate per

Haier 1 Ton Split Air Conditioner 3 Nos 21,999.00 Nos
Dell Personal Computer 13 Nos 27.500.00 Nos
HP Pavilion All.In-One Computer 5 Nos 29,990.00 Nos

Central Tax
State Tax

6,83,267.16

In Party A/c name , select the customer ledger or the cash ledger.
3. Select the sales ledger.
4. Select the required items, and specify the quantities and rates.
5. Select the central and state tax ledgers.
You can view the tax details by clicking A: Tax Analysis. Click F1:

Detailed to view the tax break-up.

s MNational Enterprises
Taoe Anabysis

Taxable Valse  Tax rote Doty Tax Value

GST Dweails

Sabkes Taxable AAT D0

Haser 1 Ton Spbif Ak Condiioner (241583 10) &5 G9T.00
Mem Valve [ Sales Valoe 65 997 00 )
Contral Tex
State Tar

Drefl Pevsons! Compurer 3, 57, 500.00
Hem Valve [ Seles Value 3,57, 500.00 )
Cantral Tax
State Tar

P Pagwaticn Al-In-One Compoder (S47 130700 T. 49 550 00
Mem Vailve [ Sales Valoe 1,49 85000 )

Total 1,008 B2016

6. In the sales invoice, press Alt+P to print the invoice in the required format.
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For multiple copies :
Press Alt+P and then Alt+C to select the number of copies.
Print

0 Al

Number of Copies ! N_Dt fcabie

Extra copy
Original

_ Quadruplicate
Type of Copy goan Triplicate

Number of Copies -2

Note: When you are printing multiple copies of the invoice, only the page number
of the current invoice will be displayed, and not the number of the copy. For
example, if you want to print 3 copies for an invoice (original, duplicate, and
triplicate), then in the print preview, the page number would be displayed as 1
of 1, and not 1 of 3.

For services, original copy for buyer and duplicate copy for supplier will be printed

in the invoice.

For goods, original for buyer, duplicate for transporter and, triplicate for supplier

will be printed in the invoice. If you do not want to print the transporter's copy,

then disable the option Print transporter's copy? in the sales Invoice Printing

Configuration screen.

Printed Invoice Format

As per GST guidelines, details such as the applicable taxes and tax rates, and the

GSTIN/UIN of the company and the customer will be captured. After selecting the

state in the ledger master, the state name and the state code will be captured in

the printed invoice. Depending on your requirements, you can include additional

details in your invoice by clicking F12: Configure .

To ensure that company GSTIN is printed on the sales invoice:

e Specify GSTIN under Set/alter GST details? in
company F11 > F3 features.
e In the Voucher Printing screen of the sales invoice, press F12 and set:
s Print Company GSTIN Number? to Yes .
s Print Iltem-wise GST details? to Yes , to print the GST invoice in

landscape orientation with tax breakup for each stock item.
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Tax Invoice (ORIGINAL FOR RECIFIENT)

Hational Emterprses Irvvoi e Mo, e-ay Bill Mo. | Dated

Blommanahiall, Bangalore 26 S-Jub2017

GSTIMAN: Z230FGRY1111422 Debvery Note Mode/Tenn s of Payment
State Name | Kamataka, Code : 29

Supplier's Ref. COther Reference(s)
Fakal

Biryar Bluryar's Ondar Mo, Dated

Anand Traders -
P R Redly Complex Despatch Dacument No Delivery Note Date

Hozar Main Road, Garsbha palya, Bomm anahali, __
GSTINAUIN T 208MPCT142381 23 Despatched through Destination

State Mame : Kamatals, Code : 29

Temms of Deivary

Descriplion of Goods HSMGAC | Quantity Amiount Confral Tacs e T Total
Rate | Amnount | Amount Aot
Haier 1 Ton Split Air Conditioner 84158310 3Ho= 65,997 .00 14% | 9,238 58 923958 SB447616
Diedl Personal Computer 813010 13Hos 35750000 9% 3247500 JATSO00| 421 B650.00
HP Pauilion Aldn-Orne Compuies B M0 SHos 4,43, 950,00 % [13.435.50 13,43550 | 1,76,941 00
57344700

5491008
5491008

Total 21 Nos ?EMI267 46| 57344700

Amount Chargeable (inworcks)  INR Six Lakh Eighty Three Thousand Two Hundred Sixdy Seven and Sixteen paise Only

Tavenbde Central Tax

[ At Gl
B5397 00|  14% 823959

507450 00 ot 4557050

Totak | 5.73A47.00 54510.08

Teu Amourt (inwords) - IHR One Labkd Hine Thouwsand Eight Hundred Twenty and Sixteen paise Only

Declargion for National Ererprises
(We declare that this irmoece shoee the achual pace of the goods descrbed and that all
partioulars are frue and correct.

Aarthiot s ad Signatory

Thizis a Compader Generated Invoice

To print the party's contact details in the pre-printed format
1.Go toGateway of Tally>F12: Configure > Printing > Advanced
Configuration.
2. Set Reduce space between address and item name/particulars? to No .

Advanced Configuration

Reduce space between address and item name/particulars il To
nabling this ophion will not prnt the confact delails of the parfy
in pre-printed format.)

Retnieve paper size for non-standard printers

Enable bitmap mode of printing
(Sel to Yes, in case of overdapping fext in the prnfoutf)

3. Press Ctrl+A to accept.
To record sales with MRP

1. Go to Gateway of Tally > Accounting Vouchers > F8: Sales .
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cupcher Creation Matiomal Eabess = Carl + M BN
MNo. 4 10 - Jul- 2017
Feference no | ath2651 Mcnday

Party Afc name KR Entesprises

Dl Personal Computer
MR S Margina. 26,200

State Tax
Caneral Tax

Click A : Tax Analysis to view the tax details. To view the detailed tax

break-up, click E1 : Detailed .

T funa 5 Hational Enterprises Cird + M B
Tax Analysis

Farticulars Taxable Valse  Tax rali Dty Tax Value

G5T Matails

Sakes Taxable
Sandals Outdoor (GST rale on MRS

. Plam Value les Valse
Canfral Tax Lo

Slate Tar

Sandals Pacly Wear [GET rafe on MRF @ 420MNos)
Mem Valve [ Sales Value 3900000 )
Cantral Tas 2.50%
Stode Tax 2.50%

Stock Bem . Sandals Owidoor
Consder addtional expensaincoms ledger bor slab rate calculabon  [[EN

Hatar Tax Type  Integrated Tax Cantral Tax State Tox [
Grieater than Up b Rate Rabir Rate Valuation Type Rate

1] 500 Taxablo 5% 2.50 % 2.50 % Based on Value 0 %
500 Taxabbo g% | % 9% Based on Value 0 %

The MRP of a stock item is considered for GST rate calculation when slab
rates are applicable. However, the tax amount still gets calculated on the
selling price of the item.
In the highlighted case, the rate per unit is the MRP of Rs 550, which appears
in the slab range of Rs. 500 and above. Therefore, GST gets calculated at
18%.
To record sales based on item rate
1. Go to Gateway of Tally > Accounting Vouchers > F8: Sales , and record

your sales entry.
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.
14 Sl 2007
Rederence no . 5 Foday

Paty Alc mame
Cumant oalance

Sandals Office Weas
¥ RAa g

Cantral Tac
Stabe Tax

Flamration

|
Click A_: Tax Analysis to view the tax details. To view the detailed

click E1 : Detailed .

MNaticomal Enterprises
Toaw Amatysis

Taxable Valuee Tax rate Dty ' Tax WValue

girwoar (GST on e me & TO0MNos)
e [ Sales Valve 7000000 )
=

Stock hem © Sandalks Office Waear
Consider addaional expensalincams ledger for slab rate calculatson - [REE

2 Hate 0 Ta=x Type Integroated Tox Coantral Tax State Fox Cass
Greater than Up o Rate Rare Rate Valuation Type

] 500 Taxabae s | 2.50 % 2.50 % Based on Value
SOM Taxable 18 % oW 9% Based on Value

In the highlighted case, the rate per unit is the item rate of Rs 450, which appears in

the slab range of Rs. 0 to 500. Therefore, GST gets calculated at 5%.
Sales of Goods and Services in a Single Invoice
You can record the sales of both goods and services in the same invoice by
selecting the required sales ledger and GST ledgers (state tax and central tax for
local sales; integrated tax for interstate sales).

e ticns Matiomal Enterprises

Y
Salos Ho Z-dul 20NT
Reference no.. 2455 Sumday

Party Afc mame

Cumant balance

Sales ledger

Hame of Mem ‘Quantity Rate per

Ceat Loocm 17 Tebeless Bike Tyre, Fronmt 1 Mos  1.033.00 Mos
Ceat Focen 17 Tubeless Bike Tywe, Reas 1 Mos  1.033.00 Mos

Installation and Labour Change
State Tax
Ceneral Tax
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You can view the tax details by clicking A : Tax Analysis . Click E1 : Detailed to
view the tax break-up

Particulars Taxable Valee Tax rate DutyiTax Valus

G5T Details

Sales Tanable

Instalabon and Labour Charge
Sales Valve
Cpniral Tar
Sate Tar

Cosld Toom 17 Tubsless Bios Tyrs, Front
Hem Valve [ Sales Value 1,033.00)
Canlra Tax
Slate Tax

Ceal Zoom 1T Tubeless Bike Tyre, Rear
Mam Valvs [ Sales Vales 105300 )
Confral Tar
Slate Tar

Sales in the Accounting Invoice Mode
When you maintain only accounting transactions (but not inventory of your
goods), or when your company deals with services, you can use the accounting
invoice mode for recording your local and interstate sales.
To record GST sales in the accounting invoice mode

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

2. Click I: Accounting Invoice.

1-Jal- 2017
Referancs o J242 Saturday

Party Ale rame Kumar - Radiant Lotus Socisty
Curant balance

Pariculars

HAumvou et

Veg Thali - Diwali Special 55,000.00
Waitar Sg . 1,500

Sy

040
LCantral Tax &, DS, )
State Tax 5, 085,00

66, 670.00 |
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3. Select the required goods/service ledgers, and specify the quantities and
rates. Alternatively, press Alt+C to create the ledgers.
4. Select the central and state tax ledgers for local sales and the integrated tax
ledger for interstate sales.
Depending on the location of the party, you can record a local or interstate sales
transaction with the applicable GST rates, and print the invoice. You have the
choice of using item invoice or accounting invoice according to your business

requirements.

Local & Interstate Supply of Goods and Services with GST

You do business to earn revenue by selling goods or services and to track
such revenue you need to record transactions once you sell goods or
services. If you are a registered dealer, then you need to pay tax for the
goods or services sold. You can supply goods or services to both registered
and unregistered consumers. After you have recorded the sales transactions,
you can print the invoices, including the GST details.

The GST invoice must have details like the Name, address, and GSTIN of
the supplier and registered buyer, Name of the item or service, Unique Tax
Invoice Number, HSN/SAC codes, GST rates and more.

Tax for Local and Interstate sales: In TallyPrime, you can record taxable
sales with GST using a sales voucher. Depending on the location of the
supply, the sale of goods and services can be classified as either local or
interstate. Central and State taxes (CGST and SGST) are applicable when
you sell goods or services within the state, whereas Integrated tax (IGST) is
applicable for interstate sales.

Calculate appropriate GST: GST is calculated based on the GST rates
defined by you in the master. You can also define an HSN/SAC for your
stock item. TallyPrime provides you with the option to view the tax analysis
to see the accuracy of your entry.

Multi-GSTIN: If you have business in multiple locations, you may be

assigned multiple GSTINs for each location. TallyPrime provides you with
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the facility to record the supply of goods or services for any specific GSTIN.
This is not applicable for Rel 2.1 and earlier.

Record with multiple tax rates in a single invoice: In GST, different tax
rates are applicable to different goods and services. If your business
provides a mix of goods and services in a single invoice, then it may also
have multiple tax rates applied to the invoice. In TallyPrime, you can record
the supply of goods and services with multiple tax rates in a single invoice.
You need to correctly define each item’s GST rates to calculate the tax
amount.

Override assessable value: The assessable value of goods and services is
the amount on which the GST payable is determined. You can override the
assessable value in TallyPrime and calculate the GST amount on the
overridden value. Along with the assessable value, you can also override the
HSN/SAC of the stock item.

Sales to buyer, delivery to consignee: While recording the supply of
goods and services, the buyer may ask you to deliver the goods or services
to a different address or to a different person. In that case, you can mention
in the party details in TallyPrime, the details of both buyer and consignee.
You can also send the sales invoice to your buyer and delivery details to the
consignee.

Use Voucher Class for sales: You can create a voucher class for sales with
details like sales ledger, tax ledger along with their tax rates and additional
ledger if any. Later you can use the same voucher class to record the supply
of goods and services. You do not have to select the tax ledgers separately,
as it automatically considers the ledger mentioned in the voucher class.

GST Portal View: TallyPrime Release 3.0 presents your GST-related data
just as you can see it on the GST portal, which helps you visualise how the
data appears on the portal when you upload at the end of the return cycle.
You can check the GST Portal view of Invoice before exporting the
transaction to the portal. This is not applicable for Rel 2.1 and earlier.

GST sales in reports and returns: Once you record the sales invoice with

GST, you can see the transactions in GSTR-1.
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Record Local Supply_of Goods and Services

When you supply goods or services to a local party, such sales is a local
supply of goods or services under GST. You identify the supply of goods or
services as local based on the Place of Supply. If the Place of Supply is the
same as your company address, then it is a local sale. TallyPrime enables
the option to select the Place of Supply in the Party Details screen while
creating the voucher. Once you select the right place of supply, the rest of
the transaction remains the same for both local and interstate supplies. For
local sales, you need to use CGST and SGST ledgers to determine the tax
amount. You can also view the Tax Analysis while passing a voucher to have
a detailed understanding of the taxation inferred in the voucher.

Local supply of goods | Item Invoice mode

When recording the sale of goods, choose cash or bank for cash sales and
the party ledger for credit sales. In TallyPrime, you can record sales of
goods or stock items using the Item Invoice mode, and specify the stock item
details, quantity, and rate. In the Party Details screen, the Place of Supply is
prefilled with the party ledger state. If the Place of Supply is the same as
your company states then the sales transaction is recorded as a local supply
of goods. To record the tax for local sales, you must use the CGST and
SGST ledgers.
1. Open the Sales Voucher in the Item Invoice mode.

. Press Alt+G (Go To) > Create Voucher > press F8 (Sales).
Alternatively, Gateway of Tally > Vouchers > press F8 (Sales).

. Press Ctrl+H (Change Mode) > select Item Invoice.
If you have created multiple registrations in TallyPrime Release
3.0 or later, then to change the registration,
press F3 (Company/Tax Registration) > type or select the
Registration under which you want to create the voucher and
press Enter.

. Specify the buyer details.
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a. Party A/c name: Select Cash or Bank for cash sales and the party

name for credit sales, and press Enter.
You can create the Party A/c on the fly by pressing Alt+C.
The Dispatch Details screen appears.

. Dispatch Details: Enter the Dispatch Details, as needed and
press Enter.
You can choose to enable the options for Order Details by
pressing F12 (Configure).
The Party Details screen appears.

. Party Details: You can update the buyer details while recording the
transaction and print the same in the invoice.
The Place of Supply field is prefilled with the party ledger state. You
consider a sale as a local sale under GST if the buyer is from the

same state as your company state.

Your regular customer may need specific details, such as the address
with the landmark, alternative contact number, and so on, to appear in the
printed invoice. In such cases, create the party account with the required

details and select the same party account in the Buyers field.

Party Details

Buwyer (Bill to) - [ Skyline Enterprise
Mailing Mame . Skyline Enterprise
Address o 62, 10th Main Rd
HMT Layout., PE&T Colony
RT Magar

State : Karnataka
Country o India

SGST Registration type @ Regular
GSTIMNAJIMN - 29

Flace of Supply . Karmmataka

a. As always, you can press Ctrl+A to save and proceed.
In the Sales ledger, select the common sales Iledger.
Ensure that GST applicability is set to Applicable and that no GST
rate is defined.

2. Enter stock item details.
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a. Name of [tem: Select the stock item.
For GST to be calculated in the voucher, ensure that the stock item is
configured with the correct GST Rate.

. Specify Quantity and Rate.

In case you do not see the required item in the list, you can create the

stock item on the fly by pressing Alt+C.

. Select the tax ledgers CGST and SGST for local sales.
GST is calculated based on the tax rates defined in the stock item
ledger.

If you are selling goods with the same GST rate then you can define
the GST rate at the time of creating the company. In such cases, the GST
gets calculated based on the rate defined when creating the company.

4. To view the Tax Analysis, press Ctrl+O (Related Reports) > GST Tax
Analysis. Press Alt+F5 (Detailed) to view the detailed breakup of the

tax.

. Provide Narration, if needed, and press Ctrl+A to save the sales
voucher.

. Print the invoice.

. In the sales voucher, press Ctrl+P.
Alternatively, press Alt+P (Print) > Current.
. In the Print screen, press C (Configure) to configure the print options

for your invoice, if needed.
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= To change the printer, C (Configure) > press F6 (Printer) > select a
printer from the List of Printers > and press Enter.
To print multiple copies of the invoice, press F5 (No. of Copies) and
press Enter. You can also select the Type of Copy (for example,
Original, Duplicate, or Triplicate, as needed).

= To view the GST breakup of each item, go to C (Configure) >

set Show Iltem-wise GST details as Yes.

Tax Invoice

National Enterprises Invoice No. Dated

129, Tth A Cross Rd, 1 10-Oct 22

V.V Nagar, HMT Layout, Delivery Note Mode/Temms of Payment
Dinnur, Ganganagar
GSTIN/UIN: 28/ Reference No. & Date. Other References
State Name : Kamataka, Code : 29 1 dt. 10-Oct-22
Consignee (Ship to) Buyer's Order No Dated
Skyline E nterprise

62, 10th Main Rd

HMT Layout, P&T Colony

RT Magar

GSTINUIN e Terms of Delive
State Name . Kamataka, Code : 29 v
Buyer (Bill to)

Skyline E nterprise

52, 10th Main Rd

HMT Layout, P&T Colony

RT Magar

GSTIN/UIN o 28

State Name . Kamataka, Code : 28
Place ofSupply . Kamataka

sl Description of Goods Quantity Rate Amount Taxable CGST SGET/AUTGST Total

Mo Value Rate | Amount |Rate [ Amount Amount

Apple 13 Pro Max 51 5Nos| 9659000 404,995.00| 454595.00| 6%|29,600.70| 6% |20,600.70| 55439440
2 |Google Pixel 6 Pro 8517 2Nos|E572000 131,440.00( 131.44000| 8%| 7,88540| 6% | 788540 14721230

626,435.00

37,586.10
37,586.10

Dispatch DocNo. Delivery Note Date

Dispatched through Destination

Total 7 Nos T 701,607.20| 626,435.00 37,586.10
Amount Chargeable (in words) INR Seven Hundred One Thousand Six Hundred Seven and Twenty paise Only E.&0OE

Taxable CGST TUTGST Total
Value Amount Amount Tax Amount
626,435.00 37,586.10 37,586.10 75,172.20
Total: 626,435.00 37,586.10 37,586.10 75172.20

Tax Amount (in werds) :© INR Seventy Five Thousand One Hundred Seventy Two and Twenty paise Only

Dedaration forNational Enterprises
We deciare that this invoice shows the actual price ofthe goods described and that all
particulars are true and correct.

Authorised Signatory

Thig is a Computer Generated Invoice

a. Press | (Preview) to check the invoice before printing if needed.
b. Press P (Print) to print the invoice.

To know more, refer to Print GST Details in Invoice

You can generate an e-Ilnvoice and e-Way Bill, if needed. To know more

about e-Invoice and e-Way Bill, go to e-Invoice using TallyPrime and e-Way

Bill using TallyPrime.

Computerised Accounting with Tally Page 299



https://help.tallysolutions.com/tally-prime/gst-regular-sales/gst-sales-tally/#print-gst-details
https://help.tallysolutions.com/tally-prime/e-invoice-tallyprime/e-invoicing-in-tallyprime/
https://help.tallysolutions.com/tally-prime/e-way-bill-tallyprime/india-gst-e-way-bill-tally/
https://help.tallysolutions.com/tally-prime/e-way-bill-tallyprime/india-gst-e-way-bill-tally/

DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

The same transaction you can record using As Voucher mode if you are
familiar with the double entry mode of accounting. If you record

transaction in Voucher Mode, it appears as below.

| Accounting Voucher Creation National Enterprises

TS o 1
|Reference No 1

701,607.20)

Now that you have recorded a local supply of goods with GST, you can see the
transaction in the Local Supplies under Outward Supplies of GSTR-1. To
know more about GST Returns, refer to GSTR-1.
If you are in Rel 2.1 and earlier, you can view the transaction in the Local
Sales under Outward Supplies of GSTR-1.

Local supply of services | Accounting Invoice mode

When recording the sale of services, choose cash or bank for cash sales and
party ledger for credit sales. In TallyPrime, record sales of services and the
total amount using the Accounting Invoice mode. An accounting ledger is not
required as there is no stock item to allocate. In the Party Details screen, the
Place of Supply is prefilled with the party ledger state. If the Place of Supply is

the same as your company states then the sales transaction is recorded as a
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local supply of services. To record the tax for local sales, you must use the
CGST and SGST ledgers.
. Open the Sales Voucher in the Accounting Invoice mode.
. Press Alt+G (Go To) > Create Voucher > press F8 (Sales).
Alternatively, Gateway of Tally > Vouchers > press F8 (Sales).
. Press Ctrl+H (Change mode) > select Accounting Invoice.
If you have created multiple registrations in TallyPrime Release 3.0
or later, then to change the registration, press F3 (Company/Tax
Registration) > type or select the Registration under which you want
to create the voucher and press Enter.
. Specify the buyer details.

. Party A/c name: Select Cash or Bank for cash sales and the party
name for credit sales, and press Enter.
You can create the Party A/c on the fly by pressing Alt+C.
The Dispatch Details screen appears.
. Dispatch Details: Enter the Dispatch Details, as needed and
press Enter.
You can choose to enable the options for Order Details by
pressing F12 (Configure).
The Party Details screen appears.
. Party Details: You can update the buyer details while recording the
transaction and print the same in the invoice.
The Place of Supply field is prefilled with the party ledger state. You
consider a sale as a local sale under GST if the buyer is from the same
state as your company state.
Your regular customer may need specific details, such as the address with the
landmark, alternative contact number, and so on, to appear in the printed
invoice. In such cases, create the party account with the required details and

select the same party account in the Buyers field.
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Party Details

Buwyer (Bill to) :[ Skyline Enterprise
Mailing Mame : Skyline Enterprise
Address o 62, 10th Main Rd
HMT Layout. P&T Colony
RT Magar

State : Karnataka
Country o India

GST Registration type - Regular
GSTIMSIMN - 29/

FPlace of Supply . Karnataka

. As always, press Ctrl+A to save and proceed.

. Enter Particulars details.

. Select the service ledger.
For GST to be calculated in the voucher, ensure that the service is
configured with the correct GST Rate.

. Specify the Amount.

Create the service ledger on the fly by pressing Alt+C.

. Select the tax ledgers CGST and SGST for local sales.

GST is calculated based on the tax rates defined in the service ledger.
If you are selling services with the same GST rate then you can define the
GST rate at the time of creating the company. In such cases, the GST gets
calculated based on the rate defined when creating the company.
4. To view the Tax Analysis, press Ctrl+O (Related Reports) > GST Tax
Analysis. Press Alt+F5 (Detailed) to view the detailed breakup of the

tax.
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Provide Narration, if needed, and press Ctrl+A to save the sales voucher.
Print the invoice.
In the sales voucher, press Ctrl+P.
Alternatively, press Alt+P (Print) > Current.
In the Print screen, press C (Configure) to configure the print options
for your invoice, if needed.
To change the printer, C (Configure) > press F6 (Printer) > select a
printer from the List of Printers > and press Enter.
To print multiple copies of the invoice, press F5 (No. of
Copies) and Enter. You can also select the Type of Copy (for example,
Original, Duplicate, or Triplicate, as needed).
To view the GST breakup of each item, go to C (Configure) > set Show

[tem-wise GST details as Yes.

Tax Invoice
National Enterprises Invoice No Dated
129, 7th A Cross R4, 2 11-Oct-22
. W Nagar, HMT Layout, Delivery Note Wode/Terms of Payment
Dinnur, Ganganagar

CETINUIN. 26, Reference No_ & Date Other References

State Mame : Kamataka, Code : 29 2 dt. 11-0ct22

Consignee (Ship 1o} Buyers Order No Dated

Skyline E nterprise

62, 10th Main Rd

HMT Layout, PAT Colony
Nagar

Dispatch DocHo. Delivery Note Date

Dispatched through Destination
GSTIN/UIN 28 + e
State Name : Kamatska, Code 29 srmsatDelvens
Buyer (Bill to)
Skyline E nterprise

62, 10th Main Rd

HIT Layout, P&T Colony

GSTIN/UIN 28

State Name : Kamataka, Code: 29
Place of Suppl : Mamataka

5] Fariculars Ganti a T oun Taxable SCEST/UTGST
Mo Value ount |Rate | Amount

1 Re pairing Charges 10,000.00 6% 600.00

Total % 11,200.00| 10,000.00 600.00 600.00
Amount Chargeable (in words) INR Eleven Thousand Two Hundred Only

Taxable | CGST I SGET/UTGST I Toi

Value Rate | Amount | Rate Amount | Tax
| 10.000.00] 5% | 600.00] 500.00 | 1,
Total: [ 10,000.00] I 600.00 | I 600.00 | 1

Tax Amount (in words} : INR One Thousand Two Hundred O nly

for National Entel

This is a Computer Generated Invoice
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1. Press | (Preview) to check the invoice before printing if needed.
2. Press P (Print) to print the invoice.

To know more, refer to Print GST Details in Invoice

You can generate an e-Invoice and e-Way BiIll, if needed. To know more about
e-Invoice and e-Way Bill, go to e-Invoice using TallyPrime and e-Way Bill using

TallyPrime.
Recording GST Sales and Printing Invoices

Once you activate GST in your company, you can record the sale of
goods and services (outward supply) that attract GST using a sales
voucher. Ensure that you provide unique sequential voucher numbers

for your sales vouchers.

In Party A/c name , select the customer ledger or the cash ledger.
3. Select the sales ledger.
4. Select the required items, and specify the quantities and rates.
5. Select the central and state tax ledgers.
You can view the tax details by clicking A: Tax Analysis. Click E1:
Detailed to view the tax break-up.
In the sales invoice, press Alt+P to print the invoice in the required format.
For multiple copies:
Press Alt+P and then Alt+C to select the number of copies.

Number of Copies

Extra copy
Qriginal

) Quadruplicate
Type of Copy goan | Triplicate

Number of Copies D2

Note: When you are printing multiple copies of the invoice, only the page
number of the current invoice will be displayed, and not the number of the
copy. For example, if you want to print 3 copies for an invoice (original,
duplicate, and triplicate), then in the print preview, the page number would be

displayed as 1 of 1, and not 1 of 3.
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For services, original copy for buyer and duplicate copy for supplier will be printed
in the invoice.
For goods, original for buyer, duplicate for transporter and, triplicate for supplier
will be printed in the invoice. If you do not want to print the transporter's copy,
then disable the option Print transporter's copy? in the sales Invoice Printing
Configuration screen.
Printed Invoice Format
As per GST guidelines, details such as the applicable taxes and tax rates, and the
GSTIN/UIN of the company and the customer will be captured. After selecting the
state in the ledger master, the state name and the state code will be captured in
the printed invoice. Depending on your requirements, you can include additional
details in your invoice by clicking F12: Configure.
To ensure that company GSTIN is printed on the sales invoice:
e Specify GSTIN under Set/alter GST details? in
company F11 > F3 features.
e In the Voucher Printing screen of the sales invoice, press F12 and set:
» Print Company GSTIN Number? to Yes .
» Print ltem-wise GST details? to Yes , to print the GST invoice in
landscape orientation with tax breakup for each stock item.
To print the party's contact details in the pre-printed format
1.Go toGateway of Tally>F12: Configure > Printing > Advanced

Configuration.

2. Set Reduce space between address and item name/particulars? to No .

Advanced Configuration

[Reduce space between address and item name/particulars ?Im
(Enabling s oplion will not print the confact details of the parfy
i pre-prnted format.)

Retrieve paper size for non-standard printers

Enable bitmap mode of printing
(Set fo Yes, in case of cverdapping fext in the prirtout)

3. Press Ctrl+A to accept.
To record sales with MRP
1. Go to Gateway of Tally > Accounting Vouchers > F8: Sales.
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Accomnting Vouscher Creation

No. 4 10 Jul 2017
Refeence no.. athdes] Monday

Party Afc rama KR Enterprises
Cumani balance 10,84, 400.00 Dr
Sales ledged Sales

Haame of Rsm Chrantity Ralé  par

Dell Persanal Compuier 25 Nos 25,.500.00 MNos
WRP Mg 2200 00Mon

State Tax 57,375.00
Central Tax 57,375.00

7,57, 260.00

Select the Party A/c name.

3. Select the stock item for which MRP details have been set in the stock item
master.

4. Select the applicable GST ledgers. Tax will be calculated on the assessable
value based on the item rate in the invoice.

5. Press Enter to save.

Note: In the invoice, to modify MRP for the applicable stock item, ensure the

following:

¢ In the stock item master: In the MRP Details screen, set the option Allow
MRP modification in voucher? to Yes .

¢ In the invoice: Press F12, and set the option Allow MRP modification in
voucher? to Yes . Now you can set the MRP in the invoice for the stock item
in which MRP is applicable.
The Modify MRP Rate screen appears. Accept the

predefined MRP/Marginal or enter the amount required.

To print MRP in the sales invoice
1. On the sales voucher, press Alt+P to open the Voucher Printing screen.

% Press F12 to open the Invoice Print Configuration screen.
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% Print MRP/Marginal Column? - Yes .
% Press Ctrl+A to accept.
2. Press Enter to print. The printout of the sales invoice appears as shown
below, with the MRP/Marginal column.
Interstate Sales
Sale of goods or services to a customer in another state attract integrated tax.
To record an interstate sale

e Follow the steps used for recording a local sales transaction . The only

difference is that you have to select the integrated tax ledger instead of
central tax and state tax.

Sales of Items Following Slab Rate

When GST is based on slab rates, calculation of tax is based on either MRP or

item rate. The slab rate needs to be set in the stock item master .

To record sales based on MRP
1. Go to Gateway of Tally > Accounting Vouchers > F8: Sales , and record

your sales entry.

12-Jul 2017
Referenoe no 4 Weednriday

Party Ale nama KR Enterprises

Cumpni balance - 16,80.840.00 Dr
Sales ledges Sales

NHamse of Miem

i WRP  Marginal. 55000V pcs I
Sandals Party Waar
I W Magral -Elml

Cantral Tax
State Tax

Harration

Click A : Tax Analysis to view the tax details. To view the
detailed tax break-up, click E1 : Detailed .
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Particulars Taxabbe Valee Tax rofe DutyiTax Valus

G5T Dwtails

Sabes Taxable

|_Sandals Qutdoor (GST rate on MRP @ S50pes) |
m Vavoe | sakes Walos 3000000 |

Cantral Tax

State Tax

Sandal's Parly Wear (GST rafe on MRF @ 420Nas)
iam Valve [ Sales Value 30.000.00)
Canfral Tar
State Tax

-,

Stock em . Sandals Ouidoor
Connider addthional expensaincomes ledger tol slab rate calculabon m

Rate Tax Type  Intograted Tax Cantral Tax State Tax Coss
Greater than Up to Hate Rate Rate Valuation Type  Rale

[i] 500 Taxable 5% 2.50 % 2.50 % Based on Value 0%
00 Taxable 8% | % 9% Based on Value ]

The MRP of a stock item is considered for GST rate calculation when
slab rates are applicable. However, the tax amount still gets calculated on the
selling price of the item.

In the highlighted case, the rate per unit is the MRP of Rs 550, which appears
in the slab range of Rs. 500 and above. Therefore, GST gets calculated at
18%.
To record sales based on item rate
1. Go to Gateway of Tally > Accounting Vouchers > F8: Sales , and record

your sales entry.
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14-Jul 2017

Relerence no: 5 Fnday

Party Afc rame KR Enterprises
Cumant balance 16,89, 840.00 Dr
Sales ledged Sales

Haam of Mism

WP Margra. T40.00MNos

Sandals Office Wear
! Margeal.

Cantral Tax
Stave Tax

Click A_: Tax Analysis to view the tax details. To view the detailed tax break-up,

click E1 : Detailed .

Particulars Taxable Value Tax rate DutyiTax Value

G5T Details

Sandals Rainwear (GST on ifem e & T0OMNs)
Mam Viades [ Sales Valoe T0L000.00 )
Cantral Tax
Sfate Tax

Sandals Offce Wear (GET o e rale

Stock hem . Sandals Office Wear
Consider additional expenssfincome ledger for slab rate calculation - [JEN

Rave Tax Type  Integrated Tox Cantral Tax State Tox Cass
Greater than Up po Fate Rare Rate Valuation Type

] 500 Taxable 5% I 2.50 % 230 % Based on Value
S04 Taxable 18 % 9% 9% Based on Value

In the highlighted case, the rate per unit is the item rate of Rs 450, which
appears in the slab range of Rs. 0 to 500. Therefore, GST gets calculated at
5%.

Sales of Goods and Services in a Single Invoice

You can record the sales of both goods and services in the same invoice by

selecting the required sales ledger and GST ledgers (state tax and central tax for

local sales; integrated tax for interstate sales).
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Accounting Voucher Creation
Sales 2-Jul- 2017
Reference no.. k35 Sunday

Party Al nama Mr Kumar
Cumrenf balance SET.60 Dr
Sales ledges Sales

Hadrvir of Miim Chranlity Ralé  pei

Ceat Loom 17 Tubeless Bike Tyre, Front 1 Hos 103300 Nos
Coat Foomm 17 Tubebess Bike Ty, Rear 1 Mos  1,033.00 Mos

Installation and Labour Change
State Tax
Cantral Tax

Hamration

You can view the tax details by clicking A : Tax Analysis .

Click E1 : Detailed to view the tax break-up
Sales in the Accounting Invoice Mode
When you maintain only accounting transactions (but not inventory of your
goods), or when your company deals with services, you can use the accounting
invoice mode for recording your local and interstate sales.
To record GST sales in the accounting invoice mode
1. Go to Gateway of Tally > Accounting Vouchers > F8: Sales.

2. Click I: Accounting Invoice.
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Referensce no: J242

Party Al rame Humar - Radiant Lotss Society
Cumpni balanoe
Poamiculars

Ve Thali - Diwali Special
Waiter Services

Cantral Tax
Stabte Tax

MHamration

. Select the required goods/service ledgers, and specify the quantities and rates.

Alternatively, press Alt+C to create the ledgers.
4. Select the central and state tax ledgers for local sales and the integrated tax
ledger for interstate sales.
Depending on the location of the party, you can record a local or interstate sales
transaction with the applicable GST rates, and print the invoice. You have the
choice of using item invoice or accounting invoice according to your business
requirements.
GSTR-1 Report in Tally.ERP 9
GSTR-1 has to be filed by a taxable person registered under GST. GSTR-1

returns can be generated from Tally.ERP 9 in the JSON format , and uploaded to

the portal for filing returns.
You need to file GSTR-1 returns:

e Every month, for aggregate turnover exceeding Rs. 1.5 crores.

e Every quarter, for aggregate turnover up to Rs. 1.5 crores.
GSTR-1 includes the details of all outward supplies of B2B invoices, B2C
invoices, adjustments to sales made in debit/credit notes, exports, nil rated
invoices, advances received with tax adjustments.
To view the report in the format provided by GST

e Go to Gateway of Tally > Display > Statutory

Reports > GST Reports > GSTR-1 . The report displays the data for a
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month or quarter depending on the Periodicity of GSTR-1set in
the Company GST Details screen.
If the report is not appearing in the format shown below, press Alt+V .
Note: You can press Alt+V in GSTR-1 report to change the view from return format
to summary view and vice-versa.

e Specify the required reporting period by pressing F2 .

For a company whose State is selected as Ladakh , if you set the period

as Dec 2019 to Jan 2020, the Periodical View screen will appear with

the return period and corresponding GSTIN.

GSTIN/UIN applicable from 1-Jan-2020.
GSTIN/UIN (prior to 1-Jan-2020) in the scenario of head office forming part
of Ladakh from 1-Jan-2020. A single GSTIN was applicable for head office
and branch offices located in Jammu & Kashmir until 31-Dec-2019. When the
location of head office changed to Ladakh with effect from 1-Jan-2020, the
company's GSTIN would have got changed to Ladakh. This would mean a
fresh registration for the branch office in Jammu & Kashmir. Hence, to enter
the fresh GSTIN received for the branch office in Jammu & Kashmir, you need
to press F12 and enable the option Show GSTIN/UIN (prior to 1-Jan-2020)
for Jammu & Kashmir.

In the above Periodical View screen, select the Return Period and the

report will open for the corresponding GSTIN.

e You can generate the report with the line HSN/SAC Summary by enabling
the option Show HSN/SAC Summary?

e You can generate the HSN/SAC Summary report with only the description
or HSN or both, based on the grouping set in the option Group vouchers
by.

e If HSN/SAC description is not specified in the masters, you can set Use
stock item/ledger name as HSN/SAC description when not

specified? to Yes . The stock item or ledger name will appear as the
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HSN/SAC description.
By default, the transactions having voucher numbers more than 16
characters, including special characters ("-" and "/") are not exported to the
e-return formats.
Click F12: Configure to change the settings, if required and view the
report with the relevant transactions.
In the return format view, there are two sections in the report:
e Returns summary - a snapshot of the business operations in the given
period.
e Particulars - structured as per the offline tool provided by the department.
To view the report in summary view
e Go to Gateway of Tally > Display > Statutory Reports > GST > GSTR-
1. If the report is not appearing in the format shown below, press Alt+V .
Displays the local and interstate transactions grouped on GST and non-
GST outward supplies.
In the summary view, there are two sections in the report:
e Returns summary - a snapshot of the business operations in the given
period.
e Particulars - displays the taxable value and tax amount from outward
supplies considered in the returns.
F12: Configure
How break-up of net values? : Enable this option to display Gross Value,
Returns, and Addition/Deduction values in detailed mode of the report. This option
is disabled by default.
Show tax types in separate columns? : Enable this option to view all GST tax
types in separate columns. This option is enabled by default. When this option is
displayed, tax amount is displayed in a single column without the Central Tax,
state tax and integrated tax break-up.
Export vouchers with voucher number more than 16 characters? . Enable
this option to export the transactions having more than 16 characters, including

special characters ("-" and "/") to the template.
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Allow tax difference up to: It is set to 0. You can change it as required to ensure
the relevant transactions are included in the returns.
Actual tax versus computed Tax: Based on the tax difference value allowed,
you can include the relevant vouchers.

Greater: Vouchers with actual (transaction) value greater than the computed

value are included in the returns.

Greater or lesser: Vouchers with actual (transaction) value greater or lesser

than the computed value are included in the returns.

Lesser: Vouchers with actual (transaction) value lesser than the computed

value are included in the returns.
File GSTR-1
With Tally.ERP 9, you can file GSTR-1 in three easy ways: by generating JSON
from Tally.ERP 9, by using the GST Offline tool, or by filing directly on the GST
portal.
GSTR-1 includes the details of all outward supplies made in a given period.
Tally.ERP 9 exports GSTR-1 returns in the latest format compatible with ver 2.0 of
validation APIs used in offline tool.
Check the following video for details on filing GSTR-1 using JSON created from
Tally.ERP 9:
File GSTR-1 in any of the following three methods:

e By generating JSON file from Tally.ERP 9

e By using the GST Offline tool

e By filing your returns directly on the GST portal

Prerequisites for filing GSTR-1

e Internet connectivity: This is required for uploading the JSON file,
downloading the offline tool, and filing returns.

e Microsoft Office: For exporting data to MS Excel, GSTN recommends MS
Excel 2007 or later (if you are using the GST Offline Tool and MS Excel for
filing returns).

e To comply with GST rules and file accurate returns, ensure that the tax

values of sales are equal to or greater than the computed values.
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Tax liability on advance receipts

e For businesses with an annual turnover of up to Rs. 1.5 crores, there is no
need to pay tax on advance receipts from customers. To support this, the
calculation of tax liability on advance receipts has been disabled by default
from Release 6.1.1.

e The values of tax liabilities on advance receipt from customers will not be
included in the GSTR-1 returns by default. Such transactions will appear
under Not relevant for returns in the GSTR-1 report.

e For businesses with turnovers above Rs. 1.5 crores, you can enable the
option Enable tax liability on advance receipts in the Company GST
Details screen.

Generate the JSON file from Tally.ERP 9

Generate GSTR-1 returns in the JSON format

1. Go to Gateway of Tally > Display > Statutory Reports > GST > GSTR-1 .

2. F2: Period: Select the period for which returns need to be filed.

3. F12: Configure: To view the export options for HSN/SAC details,
enable Show HSN/SAC Summary?

4. Press Ctrl+E .

5. Select JSON (Data Interchange) as the Format .

Export HSN/SAC details even if UQC is not available? - Yes , to export
transactions where UQCs are not available. For such transactions, you
have to map the units of measurement of the stock items to related UQCs
in the MS Excel or CSV file. For more details, click here .

e Export HSN/SAC details not included for other reasons? - Yes, to
export transactions that are not included in the HSN/SAC Summary due
to various reasons. You have to enter this data directly on the portal.

Note: The options Export HSN/SAC details even if UQC is not
available? and Export HSN/SAC details not included for other
reasons? will appear only when the option Show HSN/SAC Summary? is
set to Yes in the GSTR-1 report.
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If the data is exported without enabling the option Show HSN/SAC
summary? in the configuration screen of the GSTR-1report, the HSN
summary of the exported output file will be blank.
e Allow Export of :
» All Vouchers: Select this option to export all the transactions that
have been already filed on the GST portal.
» Only New Vouchers: Select this option to export the transactions
that are not filed on GSTN portal.
6. Press Enter to export.
Upload the JSON file generated from Tally.ERP 9 to the portal for filing
returns.
Upload of GSTR-1 JSON file fails when HSN summary has negative quantity
If the HSN summary of GSTR-1 has negative quantity, the upload of JSON
generated from offline tool or from Tally.ERP 9 is failing. Until the issue is
resolved by GSTN, you can do the following:
1. Open the JSON generated from Tally.ERP 9. You can open it in Notepad.
2. Go to the section "hsn”.
3.Go to the tag"qty" and remove the negative sign. Repeat this for
each "qty" that has a negative sign for taxable value and tax amount.
4. Save the JSON.
5. Upload it to portal.
6. In the portal, go the section HSN Summary.
7. Add the negative sign against each of the quantities that has taxable value
and tax amount (which was removed from JSON).
File GSTR-1 returns
1. Press Ctrl+0O from GSTR-1 report.
2. Log in to the GST portal.

Computerised Accounting with Tally Page 316




DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

Goods and Services Tax

GST Law Downloads -

Login
® indicates mandatory fields

Ursermanie =

Password*

LOGIN

@ First time login: If you are logaging in for the first ome

Click Services > Returns > Returns Dashboard .

SV

4 Goods and Services Tax

SEervices - GST Law Search Taxpayer « Help -

Registration Ledgers Returns Payments User Services Refunds

Peturns Dashboard Transition Forms

ITC Forms

You can navigate to yvour chosan page through navigation
panal given balow

RETURN DASHBOARD > CREATE CHALLAM »

WVIEWY NOTICE(S) AMD ORDER(S) »

Select the Return Filing Period, and click Search.
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% Goods and Services Tax

P
Dashboard i Search Taxpayer « Help ~
Dashboard Returns

File Returns

Financia! Year* Return Filing Period*®

2017-18 November

Option Form for Quarterly Return filing by Normal Taxpayer

Whether your aggregate turnover during FY 2016-2017 was upto Rs. 1.5Crores?:
If you have registered after 1st July 2017, do you expect your aggregate turnover during Fy 2017-
2018 to be upto Rs. 1.5Crores?

e Yes NO e

Would you like to opt for quarterly filing of tax return:

® Yes NO -t

Select Yes or No based on your turnover to file Monthly or Quarterly returns. If

you want to opt for quarterly returns, then set the 2nd option to Yes .

6. Click SUBMITS.
7. Click PREPARES OFFLINE.

GST Law Search Taxpayer = Help =

Dashboard - Retumns '+ English

File Returns
scheme by f g IRtirmation n Farm G5 effective date of withdrawal between 1st July to 20th Sep 2017.

* Indicates Mandatory Fields

Financial Year® Return Filing Pericd®

Details of outward supplies ol goods Table 6A of FORM G5TR1 Auto Dralted details (For view only)
or services GSTR2A
GSTR1

PREPARE ONLINE PREPARE OFFLINE PREPARE ONLINE PREPARE OFFLINE m

Monthly Return
GSTR3B

PREPARE ONLINE PREPARE OFFLINE

Click Choose File to import the JSON file generated from Tally.ERP 9 or

the offline tool.
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4% Goods and Services Tax

Dashibxoard Services - GST Law Search Taxpayer -

Offline Upload and Download for GSTR1

he online portal for only those recornds which fail. Please download the enmor il it in the OffEne tool to correct the same. After making requined oo
Invoice Upload

—fe- | Choose File | Mo file chosen

Upload History

Referencs id Status Erraor Report

c—:c:\-’r!ea Error in processing request. Please Upload Again.

- - File could not be uploaded! Download the latest version of Offline tool to generate the JSON
I file or ensure to validate your uploaded file against the template published at Specification
Occurrad : Partal

&S] MA

Q7 122017 15:56:18 Processed MA

Once your JSON file is uploaded successfully, you will be notified by a
message.

9. Verify the uploaded details after the time specified in the GSTR screen.
You have to manually enter the

details  for Nil  Rated
Supplies and Documents

Issued by referring to the table-wise format

of GSTR-1 , because these details do not get directly uploaded to the portal.
10. Go

to Services > Returns > Returns Dashboard ,

and click Prepare
Online .

Dashboard Services - GST Law Search Taxpayer = Help -

Dashboard © Returns @ English
File Returns

ted out from the composition scheme by filing intimation in Form GST CMP-04 stating the effective date of withdrawal between 15t July to 30th Sep 2017.

* Indicates Mandatory Fields
Financial Year®

Return Filing Period*

2017-18

Details of outward supplies of goods

Table 6A of FORM GSTR1
OF SErvices

Auto Drafted details (For view only)
GSTRZA
GSTR1

PREPARE ONLINE PREPARE OFFLINE PREPARE ONLINE PREPARE OFFLINE

Maonthly Return
GSTR3B

PREPARE ONLINE PREPARE OFFLINE
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Go to the 8A, 8B, 8C, 8D - Nil Rated Supplies page, and enter the

:‘% Goods and Services Tax

Dashboard Services = GST Law Search Taxpayer = Halp =

Dashbhoard © Raturns - GSTR-1 © NIL-RATED @ English

84, 8B, 8C, 8D - Nil Rated Supplies z

[tem Details

Description Nil Rated Exempted{Other than Nil rated/non- Non-GST
Supplies {T) GST supply) (%) Supplies {(T)

Intra-state supplies to

registered person #1000

Intra-state supplies to

unregistered person

Inter-state supplies to
registerad person

Inter-state supplies to
unreqgisterad person

BACEK

Go to the 13 - Documents Issued page, and enter the details.

13 - Documents Issued

Total Docs Cancelled Docs

1 ]
Met Issued Docs

1

. Submit your returns and e-sign.
Export GSTR-1 returns in the MS Excel or CSV
1. Go to Gateway of Tally > Display > Statutory Reports > GST > GSTR-1.

2. F2: Period: Select the period for which returns need to be filed.
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3. F12: Configure: To view the export options for HSN/SAC details,

enable Show HSN/SAC Summary?

4. Press Ctrl+E .

5. Select Excel (Spreadsheet) or CSV (Comma delimited) as the Format.

Export HSN/SAC details even if UQC is not available? - Yes, to export
transactions where UQCs are not available. For such transactions, you
have to map the units of measurement of the stock items to related UQCs
in the MS Excel or CSV file. For more details, click here .

e Export HSN/SAC details not included for other reasons? - Yes, to
export transactions that are not included in the HSN/SAC Summary due
to various reasons. You have to enter this data directly on the portal.

e Allow Export of:

% All Vouchers: Select this option to export all the transactions that
have been already filed on the GST portal.

% Only New Vouchers: Select this option to export the transactions
that are not filed on GSTN portal. To avoid overwriting the existing
files with the new transactions, use a different MS Excel file name.

6. Press Enter to export.

If you have selected the CSV format, Tally.ERP 9 will create separate CSV
files for each table in GSTR-1. These files need to be imported into the GST
Offline Tool.

Note: If $ symbol appears in the data exported to MS Excel, generate your data in
the CSV format. If you want to continue in the MS Excel format, go to
the Trust Center Settingsin MS Excel, and add the location where
Tally.ERP 9 is installed on your computer. Click here for more information.
For information regarding the mapping of unit of measurement (UOM) when
the UQC is not available, click here .

If the errorinternal Error Report GSTR 1 Export File 41194-
00004.cap appears, click here to view the cause and solution.

For more details on the information captured in each column of the e-return

template, click here .

Import data and generate the JSON file
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1. Open the GST Offline Tool. Ensure that you download and install the latest
version of the GST Offline Tool. Click here for more details.
2. Click NEW.

Offline Tool

Upload new invoicefother data for return Open Downloaded Return file from GST portal Open Downloaded Error file from GST portal

Instructions

NEW button: To upload new invoice/other data for neturn, OPEN button: Te open return file downloaded from GST portal to OPEN button: To open error file downloaded from G5T portal to
Taxpayer can upload invoice data as many times as needed, accept, reject, modify and add missing inveice details. correct the invoice data rejected by GST system,

Overview

The Offline Tool version 2.2.1 has been designed to enable taxpayers to prepare GSTR-1 and GSTR-2 return by adding invoice and other details and by taking action on the auto-drafted
counterparty submitted details in the tool in offline mode(without internet).

The Offline Tool version 2.2.1 supports

GSTR-1: New Invoice and Other details Addition/Deletion

Registered Business to Registered Business (B2B), Business to Consumer inter-state for amount exceeding Rs 2.5 Lakhs (B2CL), Business to Consumer less than Rs. 2.5 Lakhs (B2CS), Exports, Credity Debit Note
(CONR) and Credity Debit Note for unregistered Persons (CONUR), Advances (AT), Advance Adjustments (ATAD)) and HSN Summary. The data for sections Nil Rated/ other Exempted/ Non GST and Documents issued
has to be entered on the GST portal directly,

GSTR-2:
A. Missing Invoice (New and Sawed) and Other details addition/Deletion
Registered Business to Registered Business (B2B), Unregistered Person to Registered Business (BZBUR), Import of Services (IMPS), Import of inputs/Capital Goods from Overseas/SEZ (IMPG), Credit/ Debit Note
{CONR) and Credity Debit Note for unregistered Persons (CONUR), Advances (AT}, Advance Adjustments (ATAD), Supplies from composition taxable person and Nil supplies (Exemp), ITC reversal/reclaim (ITCR)
and H5N Summary. 150 credit received will be induded in G5TR 2 on the portal and will be part of preview,
B. Take Action (Accept, Reject, Pending and Modify) on submitted counterparty details

Provide the required details, and click PROCEED .

and Services Tax Offline Tool

File Returns

* indicates required fields
GST Statement/Returns® GSTIN of Supplier* Finandial Vear®

GSTR1 2017-18

Tax Period® Aggregate Turnover in the preceding Finandal Year* Aggregate Turnover- April to June, 2017*

February

Is SEZ Taxpayer?®
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. Click IMPORT FILES

2017-18 February

IMPORT FILES DELETE ALL DATA CLEAR SECTION DATA m

Select Section®  B2B Invoices - 44, 4B, 4C, 68, 6C hd =3
* indicates required fields
SReceiver GSTIN/UIN* SReceiver Name Sinvoice No. * $Invoice Date™® STotal Invoice #Place Of Supply Supply Type ™ Invoice Type ™ Reverse  Applicable %

Value(®)* Charge Tax Rate

w

<

Mote: Please do not mention the E Commarce Tin while declaring your outward supplies in the worksheets b2b, b2cl, b2cs, bZba, blcla, b2csa as the related provisions are not yet notified.

Click IMPORT EXCEL , and select your file

I8 GETR Retums

Goods and Services Tax Offline Tool 2017-18 | February

Import Data Using Excel and CSV Import

Import Returns - All sections in one Go

| IMPORT EXCEL

Import Returns - One section at a time

Select Section

Select

| BACK VIEW SUMMARY

Note: If the tool shows a warning that some invoices contain invalid input, you can
ignore it and proceed. This happens when you do not have transactions in
the given sections.

To export the return details in the CSV format, select the name of the table
in Select Section under Return Import — One section at a time, and
click Import CSV . You have to individually import files for each section.

6. Click YES on the warning message, and click VIEW SUMMARY .
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Warning

Are you Sure you want to save data?

. Click GENERATE FILE.
The offline tool generates a JSON file that has to be uploaded on the GST
portal.

Log in to the GST portal and file your GSTR-1 returns.

Computerised Accounting with Tally Page 324



https://help.tallysolutions.com/docs/te9rel66/Tax_India/gst/#file_gstr1

DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

Unit V Interest Calculations (Auto Mode): Activating Interest Calculations, Point of
Sales, Budgets and Controls: Budget Masters and Configurations - Budget Reporting
and Analysis, Cost Centers and Cost Categories: Cost Centers - Profit Centers,
Purchase and Sales Reporting: Analyzing Purchase and Sales Register - Analyzing
Debit and Credit Note - Overdue Payables and Receivables - Outstanding Reports
and Printing, Stock Analysis and Reports: Stock Registers - Stock Valuation - Stock
Transfer Report - Negative Stock Report - Record Physical Stock and Shortage -
Stock Entry without Perpetual Inventory, Financial Reports: Trial Balance - Profit and
Loss Account - Balance Sheet - Working Capital - Cash Flow and Fund Flow
Statements, Printing Reports: Sales Invoice - Printing Payment and Receipt
Vouchers - Printing Various Other Reports - Miscellaneous: Inserting Vouchers -

Duplicating Entries - Split Company Data - Merge Tally Companies, Shortcut Keys

Interest Calculation

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. With Tally.ERP 9 you can obtain reports
on interest calculated based on the configurations made. Interest is calculated on
outstanding receivables or payables.
Enable interest calculation

1. Click F11 > F1 (Accounting Features).

2. Set the option Activate interest calculation to Yes.

3. Press Ctrl+A to save the Company Operations Alteration.
Calculate interest in simple mode
Interest calculation on outstanding balances is allowed for any ledger account.
Configure the interest rate and style of calculation in the ledger master to start
calculating interest on outstanding amounts. Interest on outstanding balances

can also be calculated transaction-by-transaction .

1. Go to Gateway of Tally > Accounts Info. > Ledgers > Alter (Single) > XY
Bank (bank account)
2. Set Activate interest calculation? to Yes . The Interest Parameters screen

appears.
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3.In the Calculate Interest Based On? Field select the Date Type, as
required.

4. Set Include transaction date for interest calculation. This can be
enabled For Amounts added and/ or For Amounts Deducted.

5. Enter the Rate of interest.

6. Select the Interest Style, as required. The rate of interest will be calculated
on the basis of the interest style applied.

Note: If the interest style selected is 365-day Year, then the interest will be
calculated for 365 days irrespective of the number of days in the calendar
year. If Calendar Year is selected as the interest style, then the rate of
interest will be calculated on 365 days or 366 days, depending on the number
of days as per the calendar.

7. Select required details in other fields of Ledger Creation screen.
8. Press Ctrl+A to save.

Calculate interest transaction-by-transaction

Interest calculation can be done Dbill-by-bill for accounts grouped

under Sundry Debtors and Sundry Creditors.

1.In the party ledger alteration screen, set Activate interest
calculation? to Yes . The Interest Parameters screen appears.

2. Set Calculate Interest Transaction-by-transaction? to Yes .

3. Set Override Parameters for each Transaction? to Yes to change the
parameters during voucher or invoice entry.

4. Enter the rate of interest in the field Rate .

5. Select the Interest Style, as required. The rate of interest will be calculated
on the basis of the interest style applied.

Calculate interest in advanced mode

The advanced parameters are used when interest rates change periodically.

Number of days, balance type, and applicable from date to be considered for

interest calculation can be configured using advanced parameters.

Enable advanced parameters

1. Go to Gateway of Tally > F11: Features > Accounting Features

2. Set Activate interest calculation? to Yes .
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3. Set Use advanced parameters? to Yes .
4. Press Ctrl+A to accept the changes.
Set advanced configuration for a party
1.In the party ledger master set Calculate Interest Transaction-by-
Transaction? to Yes to calculate interest for each transaction.

. Set Override Parameters for each Transaction?toYesto display
the Interest Parameters screen while recording the transaction. The defined
parameters can be modified during voucher entry.

3. Set Override advanced parameters? to Yes.

4. Enter the Rate of interest.

5. Select the Interest Style, as required. The rate of interest will be calculated
on the basis of the interest style applied.

. Select the balance on which the interest has to be calculated. Interest can be
calculated on credit balance, debit balance or both credit and debit balances.

. Select the Applicability of the interest as required. If Past Due Date is
selected, then the number of days after which interest has to be applied can
be specified.

8. Select the date from which interest is applicable in the Calculate from field.

9. Select the rounding method applicable in the Rounding field. Select Not
Applicable for saving values as is without rounding off.

10. Define multiple slabs with different rates and applicability.
The Interest Parameters screen with multiple slabs appears as shown
below:
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Interest Parameters

Calculate Interest Transaction-by-Transaction ? Yes
Owvernide Parameters for each Transaction ? Yes
Owernide advanced parameters ? Yes

Rate: 5 % per 365-Day Year on Debit Balances Only
Applicability : Past Dve Date by 10 days Calculate From © Date Specified During Entry
Rounding - < Not Applicable

Rate : 10 % per 365-Day Year on Debit Balances Only
Applicability - Past Due Date by 60 days Calculate From - Date Specified During Entry
Rounding - < Not Applicable

Rate : [ % per on

11. Press Ctrl+A to accept the configuration.

12. Press Ctrl+A to save the ledger.
In case of the above configuration, interest will be calculated at 5% starting from
10th day after due date and at 10% starting from 60th day after due date.
Similarly, multiple slabs can be configured with different interest style,
applicability, calculate from and rounding.
Calculate interest on Group
The Group Interest Calculation statement is a list of all accounts and sub-
groups belonging to the selected group that displays the current balance in each
account or sub-group and the total interest.

1. Go to Gateway of Tally> Display > Statements of Accounts > Interest

Calculations > Group

2. Select a Group, E.g. Loans (Liability)
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Liogns (Liabwity)

ABRC Company
Farticulars 1-2pe- 2000 bo 31 -bae- 20080
linaiest Caloulation
CL Balance Irf erel

Bark Loaa Accoun

Gramd Toral 4,80.000.00 Cr_65.023.23 Cr

Liogns (Liabwity)

ABRC Company
Farticulars 1-2pe- 2000 bo 31 -bae- 20080
linaiest Caloulation
CL Balance Irf erel

Bark Loaa Accoun

Gramd Toral 4,80.000.00 Cr 6502323 Cr 7
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3. Press Enter to drill down to the Ledger level Interest report.
Calculate interest on Ledger Balances
You can get a report on the Ledger balances for the interest calculated.
1. Go to Gateway of Tally > Display > Statements of Accounts > Interest
Calculations > Ledger
2. Select an Account, for example, Bank Loan Account. The Ledger

Interest report appears as shown below:

Ledger : Bank Loan Account 1-Apr-2008 to 28-Feb-2009

Balance  From: To: Total Days Rate % Interest

50,000.00 Cr 3i-Mar-X08 15-Apr-2008 18 da 12 % 23583 Cr
41,500.00 Cr 18-Ap-2008 1-Oct-2008 166 days 12 % 2,264.88 Cr
20,000.00 Cr 1-0Oct-2008 31-Dec-2008 21 days 13.50 % 1,009.73 Cr
30,000.00 Cr 31-Dec-2008 28-Feb-2009 59 days 20 % 2969.88 Cr

Grand Total 4,540,368 Cr

View interest amount on invoices
You can calculate interest on each invoice for the period it is outstanding, wholly

or partly. Transaction by transaction or bill-by-bill interest calculation is permitted

for party accounts like accounts under the groups sundry debtors and sundry

creditors. For interest calculation on each bill, Bill-wise details should be enabled
for the company and the party.
The Ledger Interest report displays the interest calculated for the ledger
selected. If a part of the amount is settled, then interest is calculated only on the
amount pending to be repaid.
1. Go to Gateway of Tally > Display > Statements of Accounts > Interest
Calculations > Ledger.
2. Select the required ledger. The Ledger Interest report appears as shown

below:
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L r Interast AL Conpany

Ledger - Shanthi Traders 1-Apr-2015 to 4-Aug-2015

Date  Ref No Cpesning Pending Inberest
Amgunt Amount

o015 81 16281250 Or 162812500 277975 Dr

162812 50 Or 1,62812.800¢ 2. 779.75 Dr

Click E1 : Detailed to view the calculation and period.

Ladger [nterat ABC Compasmy

Ledger - Shanthi Traders 1-Apr-2015 to 30-Aug-2015

Date Rel Mo Qpening Pending Inferes]
Amount Amount

e B 18201250 0r 182802500 4,081.08 Dr
1,82 81250 Dr 4 hm-25 T5-Jan-2005 27547 Dr
1,82 812 50 Or Thhe-2075 X0-Aug-20T8 1 3,606 .51 Dr
s 103 15, 750,00 Dr  15,750.00 Dr 17476 Or
15,750 00 D HS5-dem-X015 15AueXis ) 11003 Dr
15, 75000 O 1542005 A0-Aug-2015 i 64 73 Dr
B-demlis 113 1,41, 400000 Or 1,41, 400.000r  1,250.04 Dr
1,41 400 00 Dr Fial-X05 Zaug 20 GOT 8BS D
141 400 00 Dr 2log NS I0Aup 0TS 271 18 0r
Wdmdd 121 1.01,000.00 D 1,01,000,00 Dr TO562 Dr
107,000 00 D 10Jd-2015 20-Aug-2015 ; T05 62 D¢

440 062 50 Or 44096280 Dr 622140 Dr
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L r Interest AL Company

Ledger . Shanthi Traders 1-Apr-2015 to 4-Aug-2015

Date  Ref No Cpening Pending Inberest
Amount Amaunt

Dadun05 51 16281250 0r 162812500 277975 Dr

162 812 50 Or 1,62812.800r 2. 779.75 Dr

Note: In case if part of the amount is settled, the interest is calculated on the

remaining balance.

Now check the interest amount due.

Ledger Interest [
Ledger: XYZ Agency 1-Apr-2008 ta J0-Sep-2008

Date Ref. No Cpering Pending Il reEst
Amount Amgunt

TApr-N0E  FURNDE 15000000 Cr 13000000 CF  4,84037 Cr
9, 30.000 00 Cr 000 10 Sep-2008 157 doys : £040.37 Cr

SMapi0e  PURMDZ 88,000.00 Cr 8200000 ¢ 1,909 48 Cr
£8.000 00 Cr 40u-3000 H05a-0008 52 days % 1,000 48 C

Gundooé  FLIRS 36,000,000 Cr 38,000.00 Cr B74 63 Cr
36,000.00 Cr 16-ful2M00 T05ep-2008 76 days % 674,63 Cr

TJUlI008  PURNTA 70,000.00 Cr 70.000.00 Cr £04 11 Cr
7000000 Cr Folap 0l DSl 35 days 604 11 Cr

324 000 [0 Cr 32400000 Cr E,028.43 Cr

Note: The Cr in the interest amount indicates that it is a liability.
The interest liability and expense can be accounted by recording a journal entry.

Interest can also be recorded using debit notes and credit notes with voucher
class.
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Point of Sale
Point of Sale transaction may take place at a retail shop, a check-out counter in a
shop or any similar location. The various POS equipment used in retail outlets are
cash registers, card readers, and barcode scanners. In Tally.ERP 9, you can
record a POS invoice in single or multiple payment modes, print it using a POS
invoice printing device, and view the list of POS transactions in reports. You can
also create a voucher class for POS, to automate ledger allocation in the invoice.
Record a POS Invoice
When you need to raise a bill for a POS transaction, you need to create a POS
invoice voucher type in Tally.ERP 9 and use it to record transactions.
1. Open the voucher type screen and select the type of voucher.

a. Gateway of Tally > Inventory Info. > Voucher Types > Create.

b. Enter the Name for the voucher type, for example POS Invoice.

c. Set Sales as the Type of Voucher.

d. Provide the voucher numbering details as needed.

2. Enable the voucher type for POS transactions.
a. Set the option Use for POS invoicing to Yes.
b. Enter Print Message 1 and Print Message 2, as required, to be printed at
the bottom of the POS invoice.
c. Enter the Default Print Title, as required.

Computerised Accounting with Tally Page 333



https://help.tallysolutions.com/docs/te9rel66/Creating_Masters/Accounts_Info/Methods_of_Voucher_Numbering.htm

DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

Voucher Type Creation Mational Enterprises

Mame . POS Invoice
(alas)

Genaral Printing Name of Class
Select type of voucher Sales Print voucher after saving 7 Yes
Abbrestation Sale

Methed of vaucher numbering 7 Automatic
Use for POS invoicing 7 Yes
Use advanced configuration ? No Message to print (1) Thank You!

Message to print (2) Visit Again!

Allow narration in voucher Dusfault title to print POS Invoice
Provide narrations for each ledger in vouchar

Enable default accounting allocations

Set/Aler Default Accounting Entries Sel/alter declaration

Accept the screen. As always, you can press Ctrl+A to save.
3. Open the POS invoice screen and provide the details of stock items.
a. Gateway of Tally > Accounting Vouchers > F8 (Sales) > POS Invoice .
b. You can set the Party A/c Name to Not Applicable when the buyer
details are not known. If you know the buyer details, you can select the
same.
c. Select the Sales ledger.
. Select the stock item. By default, the Quantity appears as 1. You can
press Backspace and change it, if needed.
. The Rate will be auto-filled, if available for the stock item. However, you
may choose to enter the Rate.
4. Specify the payment details.
e By default, Cash appears as the mode of payment. When you receive
cash, enter the cash Tendered. The Balance amount, if any, will appear.

Computerised Accounting with Tally Page 334




DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

Accounting Voucher Creation Mational Enterprises

POS Invoice Mo 1

Party Afc name: * Mot Applicable
Sales Ledger - Sales
Name of lem Quantity Rate por Amount

Stationery Kit 1 Bax  2,500,00 Bemes 2,500.00
Glass Ant Showpiece 1 Mos  4,000.00 Nos 4,000.00

T 650000
* End of List

Cash 6,500.00 Cash tendered 7,000.00 Balance
| Narration

Accept the screen. As always, you can press Ctrl+A to save.

Click here to see the possible F12 configurations for POS Invoice.

6. Print the invoice.
a. Press Alt+P .
b. Press Alt+S (Select Printer) and select the POS printer.
c. Press Alt+F (Print Format) and select the required format.

d. Press Enter to print.
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 National Enterprises

POS Invoice
Bill No. 1 Time : 12:05 hrs
Date . 4-5-2020
Sl Description Qty Rate Amount
Batch Mfg Dt. Exp Dt
1 Stationery Kit 1 2,500.00 2500.00
2 Glass Art 1 4,000.00 4000.00
Showpiece

Total < 6500.00
Cash : 6500.00
Cash Tendered : 7000.00
Balance : 500.00
Total Paid 6500.00

Thank Y ou!
Visit Again!

You can print the POS invoice with the relevant information using the
required paper size.
Record POS Invoice with Multiple Modes of Payment
You may want to select different payment modes while recording a POS invoice.
In Tally.ERP 9, you can select multiple modes of payment.
1. Open the POS invoice screen and provide the details of stock items.
a. Gateway of Tally > Accounting Vouchers > F8 (Sales) > POS Invoice .
b. You can set the Party A/c Name to Not Applicable when the buyer
details are not known. If you know the buyer details, you can select the
same.
c. Select the Sales ledger.
d. Select the stock item. By default, the Quantity appears as 1. You can
press Backspace and change it, if needed.
. The Rate will be auto-filled, if available for the stock item. However, you

may choose to enter the Rate.
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2. Select the modes of payment and enter the amount.
e Press Ctrl+P ( Multi Mode Pymt). The multi mode payment options
appear.

Gift Voucher - You can select only the ledgers created
under Sundry Debtors /Sundry Creditors. Select the gift
voucher ledger created under these groups.
Credit/Debit card and Cheque - Select the bank ledgers.
Cash - Enter the cash Tendered , if applicable.

The Balance amount, if any, appears.

Accounting Voucher Creation Hational Enterprises ctrl + M B
| POS Invoice [T A May-2000
Monday
Party Afc name: * Mot Applicable
Sales Ledger © Sales
Mame of lem Cuantity Rate per

Stationery Kit 1Box  2,500.00 Box
Glass Art Showphece 1Moz  4,000,00 Mos

* End of List

Gift vouchers Amazon Gift Voucher 300000

Credet/debet cand Bank Credit Card 2.750.00 Cad no. i

Chegue * Not Applicable

Cazh Cash 750,00 Cash tendered 1,000.00 Balance

[Narration

Accept the screen. As always, you can press Ctrl+A to save.
4. Print the invoice.
a. T he Voucher Printing screen appears.
If you want to print it later, you can press Esc to skip it. When you need to
print the POS invoice, open it in alteration mode and press Alt+P (Print).
b. Press Alt+S (Select Printer) and select the POS printer.

c. Press Alt+F (Print Format) and select the required format.
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Mational Enterprises

POS INVOICE
Bill Mo. o1 Time 1915 hrs
Date o 4-5-2020
3l Description Qty Rate Amount
Batch Mig Dt Exp Dt
1 Stationery Kit 1 250000 2500.00
2 Glass Art 1 4,000.00 4000.00
Showpiece

Total 650000
Gift Voucher : 3000.00

_=Cr/Dr Card : 2750.00
=Card No TOXXXX XXXX XXXX 1100
=Cash : 750.00

= Cash Tendered : 1000.00

= Balance : 250.00

Total Paid £500.00

You can print the POS invoice with the required details.

Faster Data Entry for POS Invoice

The payments for POS invoices are generally made by cash, gift vouchers,
cheques/drafts, or credit/debit cards. In Tally.ERP 9, you can create a voucher
class for POS invoice with the required modes of payment. These payment
modes will be prefilled in the invoice on selecting the voucher class. This will help
you to quickly record a POS invoice with the required modes of payment.

In this section

e Create POS Voucher Type with Voucher Class

e Record a POS Invoice with Voucher Class

Create POS Voucher Type with Voucher Class
In Tally.ERP 9, you can create a voucher class with the required modes of
payment, which can be used to quickly record the transactions.

1. Enter a name for POS invoice voucher class.
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a. Gateway of Tally > Accounts Info. > Voucher Type > Create (create a
POS invoice voucher type, if not available) or Alter (open the POS invoice
voucher type if you had created it earlier).

b. Enter a name for the voucher class under Name of Class .

c. Press Enter to view the Voucher Type Class screen.

2. Define the voucher class details.

a. The options Gift Vouchers , Credit/Debit
Payment , Cheque/DD , Cash will be enabled.

b. Select the ledgers for each.

Gift Vouchers - Selectthe ledgers grouped under Sundry
Debtors or Sundry Creditors .

Credit/Debit Card Payment - Select the bank ledger grouped
under Bank account or Bank OD/OCC .

Cheque/DD - Select the bank ledger grouped under Bank
account or Bank OD/OCC .

Cash - Select the ledger grouped under Cash-in-Hand .

c. Select the sales ledger to be prefilled in the invoice, and enter the
percentage of allocation.

Note: If you want to use this voucher class to calculate sale value inclusive of tax,
you can enter a lesser percentage for sales ledger and allocate the remaining
percentage for tax. For example, if the tax is 14%, you can enter the
percentage for sale as 87.72% (which is (100*100)/114) and the remaining
percentage (12.28% (which is 100*14)/114) for tax ledger.

d. Select any additional accounting ledgers to be pre-defined in the invoice,
with the Type of Calculation . This is applicable only if you want to enter
additional expenses, like transportation charges, which will be added to

the item value.
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Voucher Type 55 Hational Enterprises
Class: POS
Darfanht Ledger Accounts for POS levoice
Enable Ledger Hame

Gt Vouchers Ye:  Amaron Gilt Voucher
CreditDekst Card Payment Yes  VISA Card
ChequeDD Yes HODFC Bank

Cash Yes Cash

Defauit Accounhng Allocatens for 8l items i [nvoice (except for the items specdied below]
Lsdiger Mams Percemage % Hourding Rourding  Ovemde using
Methad Livrivd B Dafaull 7

Sales 100 % No

Addiional Accounding Endres (e.g9. Tares / Dther charges] lo be added in Invoice
Ledger Nams Type of Calculation  Value Rounding Mathed  Rounding  Flemaove
Basis Limit  if Zeto 7

* End of List

3. Press Enter to return to the Voucher Type Alteration screen.
4. Accept the screen. As always, you can press Ctrl+A to save.
Record a POS Invoice with Voucher Class
Using the voucher class, you can record a POS invoice with the required modes
of payment.
1. Open the POS invoice voucher type with voucher class.
a. Gateway of Tally > Accounting Vouchers > F8 (Sales).
b. Select the POS invoice voucher type > select the POS voucher class.
The modes of payment with the corresponding ledgers will appear.
2. Enter the transaction detalils.

a. You can set the Party A/lc Name to Not Applicable when the buyer
details are not known. If you know the buyer details, you can select the
same.

b. Select the stock item. By default, the Quantity appears as 1. You can
press Backspace and change it, if needed. The sales ledger selected in
the voucher class will be allocate to the stock items.

c. The Rate will be auto-filled, if available for the stock item. However, you
may choose to enter the Rate .

3. Enter the values against the applicable modes of payment.
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Accounting Voucher Creation Hational Enterprises Ctrl + M

POS Invoice  IILEF Voucher class: POS 15-May-2020
Frridany
Party Afc name: * Not Applicable

Name of ltem Quantity Rate per Amount

Stationery Kit 1Box 2,500.00 Box 2,500.00
Glass Ant Showpiece 2Mos 4,000,000 Nos 8,000.00

10,500.00

Gift vouchers Amazon Gift Voucher 2,500.00
Credit/debst cand VI5A Card T.970.,00 Card no 120011001111
Cheque HOFC Bank

Cash Cash 30.00 Cash tendered 50.00 Balance
| Narration

What you see on the screen can vary based on your choices.
Press F12 (Configure) to change the options and F11 (Features) to enable or
disable features.
4. Accept the screen. As always, you can press Ctrl+A to save.

Note: You can record POS invoices with different actual and billed quantities by
enabling the option Use separate actual and billed
quantities in F11 (Features) > F2 (Inventory).

POS Register

POS Register lists all the POS invoices. You can drill down from each POS

invoice to view the invoice details.

1. Gateway of Tally > Display > Accounts Books > POS Register .

POS Register alional Enterprisaes ol + M B
List of All POS Vouchers 1-Apr-2013 1o 8-Apr-2013

Date Vch Type Gift Criedit/Dabit Chasue Cash Taotal
Vouchers | Card Pymt

1-4-2013 POS Invoice 27 250.00
34-019 POS Involca 32,000.00( 15,000.00
4-4-201% POS Involce 12,350.00
54-2013 POS Ivwolce 500,00 15,000.00( 15,000.00
8-4-2013 POS Involce .500.00 20,000.00( 10,000.00

Total 43.000.00( 659120
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Note: The POS Register will be available only if the option Use for POS

Invoicing is enabled in the POS Voucher Type , and at least one transaction

has been recorded.

2. Press Alt+F1 (Detailed) to view the report in detailed mode.

3. Press F12 (Configure) and set the options as needed.

Click here to see the possible F12 configurations for POS Reqister.

Options

Show Extract of

Register

Descriptions
Display the transaction details based on accounting
groups and ledgers, with corresponding debit and

credit values.

Show Inventory-wise

Extract

Display only the transaction details based on stock
groups and stock items, with corresponding Inward
Qty , Rate and Amount .

Show Columnar

Register

Invokes the Columnar Register Alteration screen,
where you can set the options as needed and view the

report with the voucher details in separate columns.

Show Gross Profit

estimates

Display the Gross Profit and Cost columns, with
percentage of profit and the calculation of the cost of

stock item.

Show Cost based on

stock valuation

Display the Cost based on the stock valuation method
selected in the stock item. This option can be enabled
only if Show Gross Profit estimates is setto Yes .

Format

Display the report in a detailed or condensed view.

Show narrations

Display the narration entered in the POS invoice.

Show inventory details

Display the stock item quantity, rate and value.
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Show additional ) N o
o Display the additional description entered for stock
description for stock| . o
] items in the POS invoice.
items

Appearance of Stock| Display the stock items by selecting the

Item Names required Display Name Style .

Display the party/bank ledger names by selecting the
Appearance of Names . .
required Display Name Style .

Display the stock items based on the required Sorting

Sorting Method
Methods .

e For example, if you setShow inventory detailstoYes, you can
view the List of All POS Vouchers with inventory details.
4. Press Alt+F12 (Range Filter) to filter the POS invoices based on a range of
parameters, such as party name, buyers name, cost centre, cost category
and so on.

Range of Infoermation in Report
(Fulter fo view only those ines thal satsly the below condiians)

Voucher  having (I

Attendance Types
Batch Name

Billed Qtty

Bill Name

Buryer Hame

Cost Category

Cost Centres

Date

Employees
Employees-Altendance Entries
Excise Book Name
Excise Sernal Number
Fawvouring Name
Godown Hame
Instrument Amount
Insinument Date

15 more ... |

You can view all the POS transactions in the POS Register .
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Budget Management
What is Budget Management?
Budget management is an effective tool for organisations to better manage their
expenses and costs. It is traditionally the domain of financial managers and
controllers, but certainly as important for procurement management.
Business organisations determine how much financial scope is available for
expenditure based on budgets making it an indirect factor for quality. And thereby
making an accurate estimate of costs to be allocated by budget holders
organisations are able to control expenditures and not be faced with any surprises.
Benefits of Budget Management for Businesses

o Contributes towards better cash management.

e Helps control financial results.

e Increases financial clout and performance measurement.

e Enhances cost awareness within organisations.
Four Keys to a Successful Budget Management Application

Key No. Name of the key Explanation

Key No. 1: Building a forecast andBefore imposing any budget, we need to
budget for the year. first set one up in its most basic form. i.e.,
to figure out what the costs should look

like based on expected revenue.

To make sure accurateUnderstanding actual spending is only
book keeping doable if the transactional data behind the
scenes is recorded correctly.
It becomes important to make sure that
the bookkeeper is on the same page with
regard to the transactions and the
appropriate account charts they fall into. It
can be accounts of costs that were
incurred by a specific department or
group.
Say, if you take a client out to lunch to
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Key No. 3:

Key No. 4:

Tracking of actuals Vs.

Budgets

close a deal, then this should be
categorized as a sales expense. Similarly
if you buy lunch for employees in the
office, then this would fall under
meals/entertainment in your operations
budget.

The bookkeeper needs to classify these
types of transactions differently and
consistently. Otherwise, we will not be
able to accurately track spending per
department, resulting in inaccuracies and

misinformed decisions.

In order to enforce budgets, we need an
easy way to track each department’'s
actual spending’s versus planned
spending. It becomes important here to
not complicate this process.

There are numerous amount of robust
systems to help with this; however, those
systems are usually not necessary for
many small- or mid-sized companies
because they are very process-intensive
and expensive.

The requirement is to build a system that
is easy to maintain, and simple to enforce
such as Tally.ERP 9.

Setting up of timelt is important to complete the financials

periods to set thebefore setting up the budget for any given

Budgets

Computerised Accounting with Tally
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We can’t hold departments accountable

for their budgets when we haven’t
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completed the books for that time period.
If the plan is to close out the books every
quarter, then asking the departments to
set a monthly budget is unfair: because
their financials are not in place for them to

make a proper estimate.

How to Enable Budgets in Tally.ERP 9?
To enable Budgets in Tally.ERP 9:

Step 1: Gateway of Tally > F11: Features (Accounting Features)

Step 2: Set ‘Maintain Budgets and Controls’ to ‘Yes’
How to Create Budgets in Tally.ERP 9?

With Tally, we can create Budgets for an individual ledger account, groups of ledger

accounts and Cost Centers or for all of them. Let’s say that, we can create budgets

for traveling, advertisement, operations etc.,

To follow the steps below to create Budgets in Tally.ERP 9:

Step 1:
Step 2:
Step 3:
Step 4:
Step 5:
Step 6:

Gateway of Tally > Accounts Info. > Budgets

Select ‘Create’ > Press ‘Enter’

Enter budget name in the ‘Name’ field.

Select ‘Primary’ in ‘Under’

Specify the ‘Period of Budget’ in ‘From:’” and ‘To:’

For Group Budget: -

Let us that we want to track all expenses; we can create Financial
Budget as shown below:

Step 1: Set “Yes’ under ‘Group’ in ‘Set/ Alter Budgets of > Press
‘Enter’

Step 2: In ‘Group Budgets’ screen, select the required Group in
‘Account Name’

Step 3: Select the appropriate ‘Type of Budget’

Step 4: Enter budget ‘Amount’

Step 5: Accept the screen.

For Ledger Budget:
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Step 1: Set ‘Yes’ under ‘Ledger’ in ‘Set/ Alter Budgets of’ > Press
‘Enter’
Step 2: In ‘Ledger Budgets’ screen, select the required Group in
‘Account Name’
Step 3: Select the appropriate ‘“Type of Budget’
Step 4: Enter budget ‘Amount’
Step 5: Accept the screen.
For Cost Centre:
Step 1: Set ‘Yes’ under ‘Cost Centers’ in ‘Set/ Alter Budgets of’ >
Press ‘Enter’
Step 2: In ‘Cost Centre Budget’ screen, select the required Cost
Centres and enter ‘Expenses’ for each Cost Centre (Income and
Closing Balance can also be entered if required)
How to Alter or Delete a Budget in Tally.ERP 9?
In Tally.ERP 9, we can make changes to Budgets as per our requirement. To do
these we have to follow the steps listed below :
Step 1: Gateway of Tally > Accounts Info. > Budgets > Alter and;
Step 2: To press ‘Alt + D’ on the budget alteration screen to delete the budget.
How Tally Displays the Budget and Variances in it's Budget Management Report
Once a budget is created, it can then be displayed in the new columns in financial
statements such as Balance Sheet, Profit & Loss Account etc. Users of information
can use this handy feature to compare budgeted figures against the actual figures.
Let us include the created Group Budgets in Trial Balance and view the variance.
Step 1: Gateway of Tally > Display > Trial Balance
Step 2: Press ‘Alt + B’ or click on ‘B: Budget Variance’
Step 3: On the Variance Analysis screen, select the appropriate Budgets > Press
‘Enter’
Now, the report has columns for Group Budget, Actuals, and Budget Variance to
display and to make comparison and calculate the variances under each budget item
head.

Computerised Accounting with Tally Page 347



https://tallysolutions.com/tally-prime/

DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

Create Budgets for Cost Centres
The purpose of a budget is to control expenditure. You can create multiple
budgets in Tally.ERP 9, each for a specific purposes. If cost centres are enabled
for the company, then budgets can be created for cost centres.

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

2.1 nthe Budget Creation screen, enter a Name for your budget.

3. Enable budgets for groups , and ledgers if required.

Mame - Corporate Budget

Under - 1 Primary

Period of Budget Set/ Alter Budgets of
From: | To: Groups | Ledgers | Cost Centres

1-Apr2008  31-Mar-2009 Yes Yes Yes

4. Set the option Cost Centres to Yes to view the Cost Centre Budget screen.
5. Enter a budget figure in Expenses for the cost centre.
6. Enter a budget figure in Income for the cost centre.
7. Enter Closing Balance .
The Cost Centre Budget screen appears as shown below:

ABC Compa

Cost Centre Budgets Under 'Corporate Budget’
{Frorn 1-Apr-2008 to 3-Apr-2008)

Cost Centre Expenses Income Closing
Balance

Financial Department 15,000.00 5,000.00 10,000.00
Marketing Department 25,000.00 4,000.00 21,000.00

Press Enter .

9. Press Enter to save the budgets created.

Purchase and Sales Ledgers
Purchase or sales ledgers are required for trading, repacking or in manufacturing
products. Sales and purchase account groups are revenue accounts and are used

in the profit and loss account.
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1. Go to Gateway of Tally > Accounts Info. > Ledgers > Create .

2. Group it under Purchase Accounts for purchases or Sales Accounts for
sales.

3. Select Yes for the option Inventory values are affected? if your company
maintains accounts with inventory.

The Ledger Creation screen appears as shown below:

Ledger Creation
Toial Opening Halance

Mailing D etails
Undar Purchass Accounts:

rrveniory values ane affecied ? Yas

Frovide bank detaile Ho

Tax Registration Details
FAarAT Mo

Opening Balance [ on 1.8pr2016) =

Note: You can link inventory with accounts like customs duty, or direct

expenses related to purchases such as freight inwards.

To get the options for cost centre and interest calculationin the Ledger
Creation screen, you have to enable the following options in set the option
in F11: Features > Accounting Features :

e Set Maintain cost centresto Yes.In the ledger master, set the
option Cost centers are applicable? to Yes i f any of the transactions
need to be allocated to any particular cost center.

e Set Activate interest calculation to Yes to enable interest calculation
automatically based on the interest rate and style of calculation specified.

e Set Use advanced parameters to Yes to enable the advanced parameters

for interest rates that change from time to time.
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Analyzing the Purchase and Sales Register in Tally.ERP 9

Analyzing the Purchase and Sales Register in Tally.ERP 9 involves reviewing the
recorded transactions related to purchases and sales in the software. This analysis
can provide valuable insights into your business's financial health, inventory
management, and sales performance. Here's how you can approach the analysis:

Transaction Volume and Value: Start by examining the total number of purchase and
sales transactions recorded in the register during a specific period. Compare the
transaction volume and value to previous periods to identify any trends or significant

changes.

Inventory Levels: Analyze how purchases and sales transactions have affected your
inventory levels. Look at the opening and closing stock quantities to determine if your
inventory is being managed efficiently. High levels of unsold stock could indicate

overstocking, while low levels could indicate potential stockouts.

Purchase Analysis:

Supplier Performance: Identify your top suppliers based on the total value of
purchases. Evaluate their performance in terms of timely deliveries, quality of goods,
and pricing.

Purchase Patterns: Analyze the frequency of purchases from different suppliers.
Are there regular purchases or sporadic ones? This can help in negotiating better
terms with suppliers.

Purchase Returns: Examine the number and value of goods returned to suppliers.
This could indicate issues with product quality or incorrect orders.

Sales Analysis:

Customer Analysis: ldentify your top customers based on the total value of sales.
Evaluate their payment patterns, creditworthiness, and overall contribution to your
business.

Sales Patterns: Analyze the seasonality or trends in your sales data. Identify peak

periods and slow periods to better plan your operations.
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Sales Returns: Examine the number and value of products returned by customers.
This could highlight product quality issues or customer dissatisfaction.

Gross Profit Margin: Calculate the gross profit margin by subtracting the cost of
goods sold (COGS) from total sales revenue and expressing it as a percentage. This

helps you understand the profitability of your sales after accounting for direct costs.

Profitability Analysis: Compare the gross profit generated from sales to the total
expenses incurred, including operational expenses and overheads. This analysis

gives you insights into your overall profitability.

Debtors and Creditors Analysis:

Aging Analysis: Review the aging of outstanding customer invoices (accounts
receivable) and supplier invoices (accounts payable). This helps in managing cash
flow and identifying potential collection or payment issues.

Credit Terms: Analyze the average credit period you provide to customers and the
credit period you receive from suppliers. Adjust these terms based on your business
needs.

Discounts and Offers: Study the impact of discounts, promotions, and offers on
sales and purchases. Assess whether these strategies are effectively driving

business growth.

Cash Flow Impact: Analyze how purchases and sales are affecting your cash flow.
Understand the timing of cash inflows and outflows to ensure you have enough

liquidity to meet your obligations.

Key Performance Indicators (KPIs): Define and track relevant KPIs such as
inventory turnover ratio, debtor turnover ratio, creditor turnover ratio, and sales

growth rate to measure the overall health and performance of your business.
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Debit and Credit Notes

Debit and Credit Notes are important accounting documents used to record
adjustments to financial transactions. In Tally ERP 9, a popular accounting software,
you can easily create and manage Debit and Credit Notes. Let's dive into how to

analyze and use them:

Debit Note:
A Debit Note is issued by a buyer to a seller when they need to request an increase
in the amount of goods returned or a decrease in the invoice amount due to various

reasons, such as damaged goods, incorrect pricing, or quantity discrepancies.

To create a Debit Note in Tally ERP 9:

Go to Gateway of Tally.

Select "Accounting Vouchers."

Choose "Debit Note" from the list of voucher types.

Fill in the necessary details such as the party's name, ledger account, item details,

guantity, rate, and reasons for the Debit Note.

Credit Note:
A Credit Note, on the other hand, is issued by a seller to a buyer to reduce the
amount payable due to adjustments in the transaction, such as overcharged

amounts or goods returned by the buyer.

To create a Credit Note in Tally ERP 9:

Go to Gateway of Tally.

Select "Accounting Vouchers."

Choose "Credit Note" from the list of voucher types.

Enter the relevant details like the party's name, ledger account, item details, quantity,
rate, and reasons for the Credit Note.

Analyzing Debit and Credit Notes:
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Transaction Reconciliation: Debit and Credit Notes help in reconciling transactions

by providing a clear record of adjustments made to invoices or bills.

Financial Reporting: Debit and Credit Notes impact financial statements. Debit
Notes might affect accounts payable, while Credit Notes could affect accounts
receivable. Analyzing these notes provides insights into changes in financial

positions.

Inventory Management: Debit Notes might be related to returned goods, impacting

inventory levels. Credit Notes can indicate goods returned to the supplier.

Tax Compliance: Debit and Credit Notes might impact tax calculations. Analyzing

them helps ensure accurate tax reporting.

Vendor/Client Relationships: Frequent use of Debit and Credit Notes might
indicate issues in vendor-client relationships, requiring further analysis and

resolution.

Audit and Accountability: Analyzing these notes ensures that financial records are

accurate and transparent, which is crucial for audits and maintaining accountability.

Cash Flow Management: Debit and Credit Notes can influence cash flow.
Analyzing them helps in understanding how adjustments affect the company's cash

position.

Operational Efficiency: Patterns in Debit and Credit Notes might reveal operational
inefficiencies or quality control problems, prompting corrective actions.

In Tally.ERP 9, which is accounting software widely used for managing financial
transactions and records, you can manage overdue payables and receivables using

the following steps:
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Overdue Payables:

Create Purchase Vouchers: Whenever you make purchases from your suppliers,
create purchase vouchers in Tally.ERP 9. Make sure you enter the due date for

payment in the voucher.

View Outstanding Reports: To see the list of outstanding payables, go to Display -
> Statements of Accounts -> Outstandings -> Payables. This report will show you the

details of your pending payments, including due dates.

View Ageing Analysis: Tally.ERP 9 also provides an Ageing Analysis report that
categorizes payables based on the number of days overdue. You can access it by

going to Display -> Statements of Accounts -> Outstandings -> Ageing Analysis.

Overdue Receivables:

Create Sales Vouchers: When you make sales to your customers, create sales
vouchers in Tally.ERP 9. Enter the due date for the receipts.

View Outstanding Reports: To see the list of outstanding receivables, go to Display
-> Statements of Accounts -> Outstandings -> Receivables. This report will display
the details of pending receipts along with due dates.

View Ageing Analysis: Similar to payables, you can access the Ageing Analysis
report for receivables as well. Go to Display -> Statements of Accounts ->

Outstandings -> Ageing Analysis.

Reminder Letters: Tally.ERP 9 allows you to generate reminder letters for overdue
receivables. You can use the Mailing feature to send automated reminders to your

customers.
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Overdue Receivables Report
View Overdue Receivables report
e Go to Gateway of Tally > Display > Exception Reports > Overdue

Receivables

Hills Chil €1andng Cirl « 4 B3
Bills Recwivable 1-Apr-2008 to 30-Sep-2002

Date el WO Fartys” Ham#e Pending Dwean Cwerdie
Amount Dy sy

Customer-Chennal 10, 25000 I-hay- 0005
Customer - Bangalore 650000 %208
Custamer -Delhi 10, 000,00 26-Jun 2005

Date: The date of Invoice entry is displayed here.
Ref No. : Invoice number will be displayed here.
Party’s Name: The name of the party from whom bills are due as of
the specified period is displayed here.
Pending Amount: The amount which is pending/due as on period
specified will be displayed.
Due on: The due date of receipt of the amount will be displayed.
Overdue by days: According to the period specified, Overdue by
days will be displayed. By default it will calculate overdue days from
the date of ‘Due On’.
Configuration options in Overdue Receivables report
e Press F12: Configuration and set ‘Include Post-Dated Transactions’,

‘Show Opening Amount’ to Yes.
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Configuration

Inzlude Post-Dated Transactions il Yes,_

show Opening Amaount ? Yes
show overdue using Bill Date 7 No

Fange of Bills to show . Owverdue Bills
show City Info in Detailed Farmat ? Yes

Appearance of Names : Name Only
Soring Method . Default

hils Dut slandrg airip Cirl+ M3
Bills Receivable 1=4pr-2008 to 20-Sep-2008

Date Fel No l':'l|:|l.'l'lll'|l::| Penc ng Pasl-Dalea Fmnal
Ampunt Amoung Amound  Balance

1 50000Cr 250000 250000 Dr
10250000 10,250.00 2000.00C7 8,250.00 Dr|
Casdnmes - Banggalone 6500000 630000 & 200,00 Dr
Customer -Diedhi 10000000y 10,000.00 1000000 Cx

25350000 28 50.00 200000 Cr 27 250100 v |

Opening Amount: The total amount of bills which are due against a party
will be displayed here. For example, in the above screen, for customer-
Bangalore, total Invoice amount is raised for Rs. 5,000/-.

e Pending Amount: The amount which is due from the party will be

displayed here. For ex: out of total amount of bill, i.e., Rs. 5,000/, if the
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party pays Rs. 1,000/-, then Rs. 4,000/- (5000-1000) will be displayed
under pending amount.

e Post-Dated Amount: In the above screen, the period is selected from 1st
April 2008 to 30th September 2008. On 2nd May 2008, Customer-
Chennai is having Pending Amount of Rs. 10,250/- but customer-Chennai
has given the Post-Dated cheque for Rs. 2,000/, i.e., cheque dated after
30th September 2008. And if you wish to view the details of this customer
with Final Balance (Pending Amount — Post-Dated Amount) as on 30th
September 2008, you need to enable ‘Include Post-Dated Transactions’ in
F12:Configuration.

e Show overdue using Bill Date: In F12: Configuration screen set Show

overdue using Bill Date to Yes.

Configuration

Include Post-Dated Transactions ? No

show Opening Amaunt 7 No
show overdue using Bill Date i Yes_

FRange of Bills to show . Owverdue Bills
show City Info in Detailed Farmat ? Yes

Appearance of Mames . Name Only
=oring Method ;. Default
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| Eills Qutslamging ______________________________________ ABCCompanyy ___________________________________________ Cirl+u [
Bills Receivable 1-Apr-2008 to 30-Sep-2008

Date Fef. No Partys” Mame Pending Dus on Aed B
Amount Oy

Customer-Chennai
Custamer - Bangalore
Customer -Delhi 10,000.00 3-Jun 200

28 280.0:0

When you enable ‘Show overdue using Bill Date’ , you can view the

ageing days due by ‘Bill date’.
For example, in the above screen. Bill Date is on 01.04.2008 and Due on
date is on 01.05.2008, when you set the option ‘Show overdue using Bill
Date’ to Yes, it will calculate the ‘Age of Bill in Days’ from the date of Bill
not from the due on date.

e F4: Payable: This is the button to toggle to view the due of bills Payable
and Receivable. If you wish to view the bills payable from this screen, then
press F4: Payable button.

Hlls Dutslanding REC Compa Cri+ B
Bills Receivable 1-4pr-2008 to J0-5ep-1008

Date Fef ho Partys” Name Pending DUz on &eC
Amaunt ¥ Darys

Customer - Bangalare 2.500.00 |-Aor-

Custamer-Chennal 10.250.00 1My 2008
Customer - Bangalore 6.500.00 ¥l 2008
Customer -Delhi 10,000.00 b 2000

When you enable ‘Show overdue using Bill Date’ , you can view the

ageing days due by ‘Bill date’.
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For example, in the above screen. Bill Date is on 01.04.2008 and Due on
date is on 01.05.2008, when you set the option ‘Show overdue using Bill
Date’ to Yes, it will calculate the ‘Age of Bill in Days’ from the date of Bill
not from the due on date.
F4: Payable: This is the button to toggle to view the due of bills Payable and
Receivable. If you wish to view the bills payable from this screen, then press F4:

Payable button.

| Ehlls Qutstamging ______________________________________ ABCCompany _________________________________________ Cti:n [
Bills Recelvable 1-Apr-2008 to J)-3ep-2008

Date Fef Mo Partys” Mame Panding Due on deo5
Amount

.00 |-Aor- X008
00 1242008

Customer-Chennai 10,250
Customer - Bangalore §.500.00 26-Jure 2006

Customer -Delhi 10,000.00 1dr 200

F6: Age wise : Press F6 button to view the report — Ageing by
Bill date or Ageing by Due Date .

Ageing Analysis Ageing Methods

-
Method of Ageing i Ageing by Bill Date i Ageing by Bill Date

Ageing by Due Date

Physical stock voucher is used to record the quantity of actual stock of
a particular stock item. Sometimes, when you count or map your stocks
manually, you may find that your stock summary showcased in TallyPrime is
not matching with your physical stock. This situation might occurs, when you
forget to enter sales or purchase transaction or you have started using
TallyPrime in the middle of the financial year. You need to correct your stock
summary, so that the error gets rectified and the accurate fact gets reflected
in your stock summary. But, even before the investigation is done and
correction is made, you can pass a physical stock journal in TallyPrime to
correct the count of your stock to avoid any future mistake. Now TallyPrime,
will accept the value that you have entered for the particular stock item and
will balance the stock by either accepting the difference value as inward or

outward entry of your particular stock item.
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This physical stock register in TallyPrime summarises the stock adjustments
made during the reporting period. An analysis of the stock recorded in the
register gives you an insight into the causes of discrepancies to ensure that
timely action is taken. In the inventory books, the actual balance of stock in
hand as on the date of voucher entry is shown and the difference in stock is
automatically added as inwards or outwards as the case may be. The cause
of discrepancy can be recorded in the narration field of the physical stock
journal voucher.
Physical Stock Register showcase the total stock adjustments made during a
particular period. An analysis of the total number of physical stock vouchers
recorded in the register for a particular month can give you an insight into the
discrepancies and you can take timely action.
e Press Alt+G (Go To) > type or select Physical Stock Register> and
press Enter.
Alternatively, Gateway of Tally > Display More Reports > Inventory

Books > Physical Stock Register.
National Enterprises
Go To

Physical Stock Register

Create Voucher
Create Master
Alter Master
Expand All
Show More
Registers
Physical Stock Register
Monthly Physical Stock Register

Physical stock register displays a list, showing the number of vouchers

in each month.
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By accessing Vouchers, you can press Ctrl+F7 for (Physical Stock) to

view and analyse the differences between the Stock in Books and Physical
Stocks.

1.

a.

Record a Physical Stock Voucher.

Press Alt+G (Go To) > Create Voucher > press Ctrl+F7 (Physical
Stock).

Alternatively, Gateway of Tally > Vouchers > press Ctrl+F7 (Physical
Stock).

. Enter the physical stock details as a post-dated entry and accept the

voucher.

. Compare between Physical stock and stock in books.

. Press Alt+G (Go To) > type or select Stock Summary > and

press Enter.

. Press Alt+C (New Column). The Column Details screen is displayed.

. Enter the date provided in the physical stock transaction in the From &

To field.

. Press Ctrl+Ato accept. A new column is added in Stock

Summary report displaying the post-dated entries.

. Export the report.
. In the Stock Summary report, press Ctrl+E (Export).
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. Select Excel (Spreadsheet) in Format field.
Press Ctrl+A to accept and export the report.

. Open the Excel file.

. Define a formula in the Excel sheet to calculate the difference. For
example, assume that the physical stock is in column A and book value
in column B. The difference can be calculated in column C by defining
=al-bl in column D.

In Tally.ERP 9, a perpetual inventory system is a method of managing inventory
where inventory quantities and values are updated in real-time as transactions occur.
However, if you are not using the perpetual inventory system and want to make a

stock entry, you can follow these steps:

Go to Gateway of Tally: Open Tally.ERP 9 and navigate to the Gateway of Tally.

Select the Voucher Type: Depending on the type of stock entry you want to make,
select the appropriate voucher type. Common voucher types for stock entries include
"Purchase," "Sales,"” "Receipt,” "Delivery Note," etc. For this example, let's consider

a "Purchase" entry.

Create a New Voucher: Click on the voucher type you want to use (e.g.,

"Purchase"). This will open a new voucher entry screen.

Enter Details: Enter the necessary details for the voucher. This will typically include

the supplier's name, date of the transaction, and other relevant information.

Enter Stock Items: In the voucher entry screen, you will see a section to enter stock
items. Here, you can enter details like the stock item's name, quantity, rate, and

amount. You can add multiple stock items if needed.

Save the Voucher: Once you have entered all the relevant details, save the voucher
by pressing "Ctrl+A" or using the relevant option in the menu.
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Repeat as Needed: Repeat the above steps for any other stock entries you need to

make.

It's important to note that without using the perpetual inventory system, you'll need to
manually update your inventory records and stock balances separately. This means
that the stock quantities and values won't be automatically adjusted based on these
entries as they would be in a perpetual inventory system.

Financial Reports: Trial Balance - Profit and Loss Account - Balance Sheet

Balance Sheet is one of the most important financial statements prepared by a
business firm. It's like a one-stop shop for gauging the financal status and position of
a company. The financial details of the balance sheet helps the business and the
external stakeholders to evaluate the financial performance of the business on a
given date. Preparing a balance sheet in Tally.ERP 9 is an important skill to master
in any Tally course.

Just like every other report, the source to preparing a balance sheet is from the
transactions accounted in the firm’s books of accounts. In the process of preparing
the balance sheet, the maker needs to prepare other financial statements which will
help gather the accounting data.

The major steps of preparing a balance sheet are as follows :

Prepare Preparing \ Prepare
Ledger Trial ‘ P/L
Accounts Balance Account

Balance
Sheet

a/’

Preparing ledger accounts

From the first transaction accounted in the journal book (a book where day to day
transactions are recorded), the accountant must prepare an account statement for
each ledger to determine the closing balance. This is because, a ledger account may
have several transactions and there is no way that journal book will reflect the
current balance of each account.
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A ledger account of a fictitious company ‘Sundaram Pipes, Fittings and Motor

Pumps’ are as follows :
Name of Ledger

—
List of Ledgers

Basic Salary

Canteen Deduction

Cash

Computers

Conveyance Expenses

Crompton Greaves Consumer Electricals Lid
Deepak Sales Corporation
Discount

EDLI Contribution @ 0.5%
Employee's Contribution to ESI
Employee's PF Contribution @ 12%
Employer's Contribution to ESI
Employer's EPS Coniribution @ 8.33%
Employer's PF Contribution @ 3.67%
ESI Payable

Export Sales

Forex Gain/loss

Furniture and Fixture

Gratuity

GST Purchases

GST Sales

HDFC Bank Account

38 more ... |

Creating trial balance

Trial balance provides a snapshot of all the ledger accounts. It presents all ledger
accounts with closing balance posted from individual ledger accounts statement. The
format of trial balance consists of the Debit column and Credit column in which the
closing balance of each ledger accounts is posted.

The main rule is that the total of debit balance in trial balance should match the total
of credit balance. Only when it matches, it is assumed that the posting and ledger
accounts are mathematically correct. The purpose of preparing trial balance is to
ascertain whether recording and posting of ledger accounts are correct.
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The procedure to create a trial balance in Tally is as follows :

[ Tally.£rP 9

| M: E-Mail O: Upload K K: Control Centre | H: Support Centre | H: Help Detailed
— ~ B Period

Sundaram Pipes, Fittings and Co =z
Motor Pumps s
Particulars 1-Apr-2018 to 30-Sep-2019 Group
Closing Balance Ledger-wise

Debit | Credit

Vouchers
Capital Account 1,00,00,000.00
Loans (Liability) 15,16,598.36
Current Liabilities 1,06,72,128.60

Fixed Assets 38,00,000.00
Investments 38,05,245.90
Current Assets 1,66,21,542.10

Sales Accounts 1,48,32,995.00
Purchase Accounts 1,01,54,000.00
Indirect Incomes 8,11,800.00
| Indirect Expenses 39,67,421.71 LXAKIALY © New Column

Unadjusted Forex Gain/Loss 7.550.00 TR

Auto Column

Budget Variance,

Inventory Reports
Alc Reports

Features

Grand Total 3,83,48,209.71__3,83.48,209.71 Coohous

‘Q Quit R: Remove Line| U: Restore Space: Select

Range

Value

Making trading and profit & loss account

Profit and loss accounts is prepared to ascertain the profitability of the business. This
consists of 2 sections which are : Trading account and Profit & Loss Account. Many
businesses combine these two in a single statement as a convention. Others,
especially those into manufacturing segment prefer to prepare separately.

Trading Account shows the resulting value of buying and selling of goods including
the direct cost associated with it. It shows the gross profit or loss without taking the
operational expenses and incomes into account.

On the other hand, Profit & Loss Account shows you the net profit considering the

gross profit/loss and all the indirect expenses and income.
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(&) rally.erP 9
M: E-Mail O: Upload

Sundaram Pipes, Fittings and
Motor Pumps
Particulars 1-Apr-2018 to 30-Sep-2019

Particulars

Sundaram Pipes, Fittings and
Motor Pumps
1-Apr-2018 to 30-Sep-2019

Opening Stock 25,43,925.00
Purchase Accounts 1,01,54,000.00|
Gross Profit c/o 38,10,527.75

1,65,08,452.75|

Indirect Expenses 34,60,283.96
Nett Profit 11,62,043.79)

Sales Accounts
Closing Stock

Gross Profit b/f
Indirect Incomes

1,48,32,995.00
16,75,457.75

1,65,08,452.75

38,10,527.75
8,11,800.00

46,22,321.75

R: Remove Line| U

Final step — Preparing the balance sheet

| Space: Select

Detailed
Period
Company
Valuation

Schedule VI

New Column

Alter Column

Auto Column

Configure
Range

Value

Now that all the above statements have been prepared, it's time for the final step — to

prepare a balance sheet. All the ledgers which are non-revenue in nature need to be

considered. In other words, all the ledgers expect the one which has been already

considered for Trading and Profit & loss account should be considered for the

balance sheet.

| M: E-Mail 0: Upload S: TallyShop G: Language

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

Brokerage & Other Expenses (-)100.00

Capital Account 68,000.00

TallySchool 5,00.000.00
Loans (Liability)

Duties & Taxes 56,401.62
Sundry Creditors 2,82,318.00
TDS Payable 9,000 00

Horizontal Balance Sheet
in Tally ERP 9

TallySchool
Liabilities as at 31-Mar-2020 Assets

Account LR Fixed Assets

Computer
Investments

Share Investment
Current Assets

Current Liabilities 3,47,719.62| Closing Stock

Loans & Advances (Asset)

Sundry Debtors

Cash-in-Hand

Bank Accounts

Advance Under Reverse Charge

Closing Stock - Current Assels
Profit & Loss Alc

Opening Balance

Current Period

TallySchool
as at 31-Mar-2020

6,06,210.00
1,18,052.00
(-13,21,802.00
1,800.00
80,000.00

2,78,94534
93,214.28

8,000.00

51,200.00

4,84,260.00

3,72,159.62

9,15,619.62| Total

9,15,619.62
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The balance sheet is mostly prepared after the closure of the financial year as per
‘tradition’. But these days with modern-day business requirements, the balance
sheet is looked upon as one of key financial statement for decision making.

Preparing balance sheet is not easy. It requires a lot of time and efforts in identifying,
preparing and verifying the accounting data. To make the processes easier, most
businesses are using accounting software which automatically generates the
balance sheet along with various other financial statements. Tally is one of the best

accounting software addressing major accounting needs.

Working Capital - Cash Flow and Fund Flow Statements
INTRODUCTION
Tally.ERP 9 provides us the capability to generate numerous advanced and critical
Management Information System Reports and analytical tools, thereby facilitating
better management, effective control and well-informed decisions.
Following are the some of analytical reports in Tally.ERP 9:

Cash Flow Statement

Fund Flow Statement

Ratio Analysis

Budgeting & Controls

Bank Reconciliation Statement

Working capital, cash flow, and fund flow are important financial concepts that help
businesses manage their financial resources effectively. In Tally ERP 9 (as of my
last knowledge update in September 2021), you can generate Cash Flow and Fund

Flow Statements to analyze the financial health of your business.

Here's how you can work with these concepts in Tally ERP 9:

Working Capital:

Working capital refers to the difference between current assets and current liabilities.
It represents the funds available to cover day-to-day operational expenses. Tally

ERP 9 allows you to monitor your working capital by generating various reports.
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To generate a Working Capital report in Tally ERP 9:

Go to the ‘Gateway of Tally'.

Select 'Display’ from the main menu.

Choose 'Cash/Funds Flow' and then 'Funds Flow'.

You can customize the report to view working capital details.

Cash Flow Statement:

The cash flow statement shows the inflows and outflows of cash and cash
equivalents over a specific period. It helps you understand how cash is being
generated and used in your business operations.

To generate a Cash Flow Statement in Tally ERP 9:

Go to the 'Gateway of Tally'.

Select 'Display’ from the main menu.

Choose 'Cash/Funds Flow' and then 'Cash Flow'.

You can customize the report to view cash flow details.

Fund Flow Statement:

The fund flow statement tracks the movement of funds (both long-term and short-
term) within a business during a specific period. It helps you understand how funds
are raised and utilized for different purposes.

To generate a Fund Flow Statement in Tally ERP 9:

Go to the 'Gateway of Tally'.

Select 'Display’ from the main menu.

Choose 'Cash/Funds Flow' and then 'Funds Flow'.

You can customize the report to view fund flow details.

Remember, the steps and options might vary slightly based on the version of Tally
ERP you're using. It's always a good practice to refer to the user manual or guides
provided by Tally Solutions for the most accurate and up-to-date instructions.
Additionally, Tally ERP 9 also allows you to generate various other financial reports,
such as balance sheets, profit and loss statements, and more, which can provide a

comprehensive view of your business's financial performance and health.
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Cash Flow Statement
Tally.ERP 9 facilitates generation of Cash flow statement, which displays the
movement of cash flow viz., cash inflows and cash outflows (both, cash and bank) for a
given period. The report also displays the net flow for any period.
To view Cash Flow Summary:

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

% Select a month and press Enter.

CTAURR

To generate Daily Cash Flow Statement, press F4. To view information on the
average cash inflow /out flow for any period, activate Show Average Details in F12:
Configure.
Fund Flow Statement
Tally.ERP 9 facilitates generation of Fund Flow Statement, which displays the
sources of the
Funds and their applications. This report clearly indicates the movement in
sources and application of funds impacting the business’s working capital and cash
position. It includes operational funds, increase and decrease in inventories, creditors/
debtors.
To view Fund Flow Statement:

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

+ Select any month and press Enter.
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Ratio Analysis

Ratio Analysis is an indicator of the operating performance of a business. In
Tally.ERP 9, we can generate Ratio Analysis report providing information on critical
ratios (viz., operating cost percentage, return on working capital and so on) in a single
report.

To view Ratio Analysis Report:

1 Go to Gateway of Tally > Ratio Analysis.
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Budgeting & Controls
Tally.ERP 9 helps us to create Budgets for different periods and compare the actual
financial performance vs budgeted figures and generate variance reports. We can
define budget values for each Group as well as for Ledgers.
To enable Budgets:
% Go to Gateway of Tally > F11: Features > F1: Accounting Features.
% Set Maintain Budgets and Controls to Yes.
To create Budgets:
» Go to Gateway of Tally > Accounts Info. > Budgets > Create.
» Specify Name for the Budget.
» Specify Date range for the budget.
» Set Yes to Groups'/ Ledgers and assign budget to selected groups/ledgers.
To view Budget Reports:
Select any report (i.e., Balance Sheet or Profit and Loss A/c or Trial Balance).
Press Alt + C (New Column).
Specify details for period, Currency and Method of Stock Valuation.
Select the created budget name for Types of Value to show.

Set Show Variance to No.

. e

Upbermal Letzipihien 4

o
AR T
°y

uk]

Variance Analysis
In Tally.ERP 9, we can view Variance Analysis Report which provides information on

the difference between the actual vs the budgeted figures.
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To view Variance Analysis report, set Show Variance to Yes from the above Insert
Column
(Alt+C) screen or follow the steps given below:
% Go to Gateway of Tally > Display > Trial Balance/Account Books (Group
Summary).
% Select Budget Variance (Alt + B).
% Select the Type of budget and press Enter.

NEN YT

rand Leral 1234.000.50 20008000 €305406471 RE4I 400109 IE AR | 1211400

Bank Reconciliation Statement
Tally.ERP 9 provides us the facility to reconcile the transactions of the company’s
Bank Book with the Bank Statement and instantly displays the Balance at Bank and as
per the company’s Bank Book.
To view Bank Reconciliation Statement:

> ## Go to Gateway of Tally > Display > Account Books > Cash/Bank Book.

> i Select the required Bank Account and press Enter on the required month.

> ## Press F5: Reconcile.

> #f Enter the date of clearing (Bank Date), date on which the transaction is

being debited/ credited, from the Bank Statement.
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Printing a Sales Invoice

Press Alt+P or click Print button to print any Invoice/voucher. You can also
configure to print the voucher automatically after saving, set the option Print
voucher after saving to Yes in the voucher type master to automate. This is
applicable to the vouchers/invoices created using that particular voucher type.

Voucher Printing

Printer : Wacrosolt KPS Dotument Wrier PORTPROMPT) Paper type: Ad
Number of copies al

Print language : English (FPrinting dimensions
Print format : Meat Mode on pre-printed paper Paper size: [B.27 x 11.69% or (10 men & 257 mm)
Range of pages te print: All Print area : [B.247" x 11.69%) or 210 men & 237 mm)

Report Titles

TAX INVOICE
Print ?

(with Print Preview)
Without company address, Without company CIN, Without company website, Wit Yes or No

Note: You can configure the printing options, by selecting the appropriate buttons.
You can give additional information, change titles, print additional pages, and
change printer settings.

Buttons specific to sales invoice printing options
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Shortcut .
Button Behavior
Keys

AL To select the language in which the Invoice is
+
to be printed.

Alt+ To preview the Invoice

AT To change the Report Titles or to print the
t+
default title on the invoice

Alt+G To select the Page range for printing

Alt+R To change the method of printing

Alt+F To change the print format/mode

To increase/change the number of copies to
Alt+C print, and also to choose the type of copy to
be printed

S Alt+S To change/select the Printer

The buttons Pre-Printed and Quick Format toggle between Plain
Paper and Neat Format respectively. These are print specifications that you set.
Pre-printed is for pre-printed stationery. Quick Format does not give fonts or other
niceties but is ideal for fast printing.
In the invoice printing configuration, set the print options as desired. You can
configure the invoice as per your requirement. The options depend on the
various F11: Features and F12: Configure parameters that have been set for
your company and for the voucher either by you or by the administrator.
Print voucher after saving
To print the voucher automatically after saving.

e Go to Account Info. / Inventory Info. > Voucher Types > Alter .

e Set the option Print voucher after saving to Yes .
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Woucher Type Alleration Maticnal Lnterprises

MWame - Sales
(alias)

General Printing
Salect typa of voucher - Sales Print voucher afier saving El Yes |
Abbreviation : Sale

Method of voucher numberi 7 Automatic (Manual Override)
Prevent duplicates - 7 Yes Use for POS invoicing ? No

Use advanced configuration 7 No Do fanlt tithe to prink . Tax Invoice
D fault bank . # Mot Applicalile
Detau jurisdiction :

Use effective dales for vouchers 7 Ho
bake this voucher type as ‘Crptional’ by default ? Mo

Allow NATALon in vouther 7 Yes
Provide namrations for each ledger in voucher 7 No Sel/alter declaration

Enable default accounting allocations ? Ho
SetiARer Defaull Accounting Entries 7 Mo

Printing Reports: Sales Invoice - Printing Payment and Receipt Vouchers in

tally ERP 9
To print reports like Sales Invoices and Payment/Receipt Vouchers in

Tally.ERP 9, you can follow these steps:
Printing Sales Invoice:

Launch Tally.ERP 9 and open the company for which you want to print a Sales
Invoice.

Navigate to the 'Gateway of Tally' screen.

Go to 'Display’' > 'Account Books' > 'Sales Register'.

Select the appropriate Sales Ledger or Party Ledger.

Set the required date range for the invoices you want to print.

Press 'Enter' to view the list of sales invoices.

Identify the invoice you want to print and select it.

Press 'Alt+P' or click on the 'Print' button (icon with a printer) to print the

selected invoice.

Printing Payment/Receipt Vouchers:
Open Tally.ERP 9 and access the company for which you want to print

Payment/Receipt vouchers.

Computerised Accounting with Tally Page 375




DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

Go to the 'Gateway of Tally'.

Choose 'Display' > 'Account Books' > 'Cash/Bank Book'.

Select the cash or bank ledger for which you want to print payment or receipt
vouchers.

Specify the required date range for the vouchers you want to print.

Press 'Enter’ to view the list of payment and receipt vouchers.

Identify the voucher you want to print and select it.

Press 'Alt+P' or click on the 'Print’ button (printer icon) to print the selected

voucher.

Introduction to Printing Reports

Reports and documents generated through Tally's extensive display capabilities
can also be printed. The print options in Tally.ERP 9 are flexible and very easy to
use. By default Tally.ERP 9 will identify and list all the Printers installed in the
system (can check in Devices and Printers). While Printing the Reports you have
to select/set the Printer Name. The Printer selected will be considered as primary
printer. If you want to change the selected printer, in Printing screen
press Alt+S and select the appropriate Printer from the List of Printers .

Printing can be done in two ways

e Using the Print ( Alt + P ) button: You can obtain a printed version of the
screen that is displayed by selecting Print from the button bar menu. This
brings up new button bar options and the Print Configuration screen for
the report, which displays Print ? Yes or No . Select Yes to print the report
using the options specified on the screen. Select No to change the print
options before printing.

e Using Multi-Account Printing option: Multi-account printing is used to print
the primary books of accounts like the Cash and Bank Books, Account
Ledgers, Sales and Purchase Registers instead of selecting the accounts
one at a time and pressing Alt+P . This facilitates to print one account at a
time, all accounts or all accounts in a selected group. Before printing, the
date range and other selections can also be set up.

Both these methods yield the same output.
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Types of Print Configuration Options
Common printing options affect the printing of all reports and are changed by
selecting the appropriate button from the button bar.

e Print Language : Print the report in a language of your choice, click L :
Print Language or press Alt+L , the List of Languages appear. Select the
required language to print the report.

e With Preview : To view the report in print preview mode before printing,
click I : With Preview or press Alt+l . The print preview screen appears.
Press Alt+Z or F4 to zoom in to 100% screen.

You can also zoom in or out print previews from this screen using the shortcut
keys:
% '+'and’-"’
% Ctrl + scroll wheel (mouse wheel)
% Shift + scroll wheel (mouse wheel) for horizontal scrolling
Let us consider an example of viewing the print preview of Form ER1. The

following image depicts Form ERL1 in four different sizes of zoom in.

210 2,210
Duty Paya ble ate of Duty Payable Provisic
juty ( assessn
iecific) number (i
(11) (12) (13)
7,900.00

(12) i 158.00

72.00

7,900.00
158.00

1,200.00
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e Titling: To change the report title click T : Titling . The Report Title screen
appears
» The default report title appears in the Title field. Enter the required
title in the Title field.
Enter the required Sub-Title in the Sub-Title field.
By default Print with Company Name is set to Yes . In case you do
not want to print the company name on top of the page set this field
to No
By default Print with Company Address is set to Yes . In case you
do not want to print the company address name set this field to No .
By default Print Date Range of Report is set to Yes . Set this field
to No in case you do not want to print the date range.
By default Print Page Numbers in Reportis set to Yes . Set this
field to No in case you do not want to print page numbers.
e Page Nos: To specify the page number and page range click Ctrl+G: Page
Nos or press Ctrl+G . The Page Range to Print screen appears
v By default the Page Numbering Starts from is set to 1 . In case you
want to begin the page numbering from a specific number. Enter
the required number in Page Numbering Starts from field.
v' By default the Page Range is set to All . The page range field will
also accept the following parameters
Keywords Details
Print all the
All/Every pages in a

range

Is used in
conjunction
with  other

keywords

Prints the
Pages e
specified
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pages

Numbered/Numbers

Is used in
conjunction
with  other

keywords

Excluding/Exclude/Except/without/Not

Exclude
numbered
pages from

printing

Odd/Front

Prints all
Odd Pages

Even/Back

Prints all
Even

Pages

To/ Upto / Uptill / till

Prints  all
pages to
the
specified

pages

From/beg/Beginning/Starting/First/Initial

Starts
printing
from the
specified

page

End/Ending/Last/Final

Prints till
the ending
or the last
page
specified

Computerised Accounting with Tally

Page 379




DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

The above keyword can be used in combination to achieve the desired result
while printing a report, let us look at the possible combinations with an example in
the table shown in multi-part printing.

e Pre-Printed/ Plain Paper : To select between pre-printed and plain
stationery click R : Pre-Printed or press Alt+R

e Print Format : To select the required print format click F: Format. The
available print formats are Dot-Matrix Format, Neat Mode and
Quick/Draft. To know more on the print formats click the available link
under More.

e Copies : Specify the number of copies to be print by clicking C : Copies or
press Alt+C .

e Select Printer: To change the printer click S: Select Printer or
press Alt+A . On selecting the required printer, the printer properties
window appears. Click Paper/Output to change the paper size.

View Report Details

e Press S pacebar to select a record.

e Press Shift+Ente r to display bill-wise/inventory details, cost center, ledger
narration & voucher narration used in the voucher for the selected ledger.
On printing the report, the exploded details will be printed.

e Right click to hide the exploded details.

If there are report specific options available for a report, they are displayed in a
sub-screen when the print option is selected. You can change options before
taking a final print.
Duplicating entries in Tally.ERP 9 can be useful in various scenarios, such as
when you need to create similar transactions or when you want to save time
by copying and modifying existing entries. Here's how you can duplicate
entries in Tally.ERP 9:

Single Voucher Entry Duplication:
a. Open Tally.ERP 9 and go to the company where you want to
duplicate the entry.
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. Navigate to the appropriate voucher entry screen (e.g., Sales,

Purchase, Payment, Receipt, etc.).
c. Locate the entry you want to duplicate.

. Press Alt + 2 (or use the "Duplicate” button, if available) while the
entry is selected.

. Tally will create a new voucher entry with the same details as the
original entry.
Modify the necessary fields as required (e.g., date, amount, ledger
accounts, etc.).

. Save the duplicated entry.

Multiple Voucher Entry Duplication:
a. Open Tally.ERP 9 and go to the company where you want to

duplicate the entries.

. Navigate to the Display menu and select the appropriate Reports
(e.g., Day Book, Ledger, etc.).

. Use filters or search options to display the transactions you want
to duplicate.

. Select the transactions you want to duplicate (you can use the
Spacebar key to select multiple transactions).

. Press Alt + 2 to duplicate the selected entries.
Tally will create new voucher entries with the same details as the
originals.

. Modify the necessary fields as required.

. Save the duplicated entries.

Remember, the steps might slightly vary based on your specific Tally.ERP 9
version and configuration. Always ensure you have a backup of your data

before making any changes.
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Split Company Data in Tally ERP 9
Split is another useful tool to manage the volume of your data. If your business
prefers to start on a fresh note every financial year, then you can split your
data and maintain a fresh batch every year. Once all your transactions are
recorded, reviewed, and closed for the year, you can proceed to split the data.
This will help you maintain your books neatly for the purpose of audit, tax
compliance, and so on.
Further, if you have many parties or vendors, and you have recorded
numerous transactions over time, it will be reflected in the size of your
company data. If you have maintained all your data in a single block or folder
over the years, it might become difficult to manage or share with anyone.
Therefore, it would be a good idea to split the data into manageable pieces.
Alternatively, if you want to start a fresh company with the same masters,
ledgers, and company features, but without splitting your data, then you will
have to create a new company, set the same features for the company, and
import the masters from the previous company. You can avoid all of these
steps by just splitting your data, which will provide you with two or more
companies with the same configuration.
Before you split the data
e« Account for your unadjusted forex gains/losses, if any, by recording
journal entries.
Verify if any purchase/sales bills are due. Check the Profit & Loss Alc
and inventory statements (purchase/sales bills pending). You have to
account for them in the respective party accounts or in the bills pending
account.
o Take a backup of your data.
« Verify the company data to ensure that no errors occur during splitting.

Verify Company Data

Before splitting the data, the Verify feature automatically detects any errors in
the data, and allows you to correct them quickly.
1. Gateway of Tally > Alt+Y (Data) > Split > Verify Data, to open

the Verify Company Data screen.
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Natonal Enterprises
Verify Company Data

ompa
|

National Enterprises

(After venification, you can see the errors that might occur
while splitting Company Data.)

1. Select the required company, and press Enter to proceed.

If there are any errors, the List of Errors screen will appear, where you can

correct the errors easily.

List of Errors.

List of Errors

Voucher Has Stock ltems with Incorrect Batch Allocationf/ltem Cost Tracking

Split Company Data

1. Gateway of Tally > Alt+Y (Data) > Split > Split Data, to open the Split
Company Data screen.

National Enterprises i
Split Company Data List of Companies

R —— - | - All 7
Company Name metlonal Enterprises l m:‘j asl;d.":ls:iepons ;;&3

Spit from 1.Sep-20
(This will be set as the Financial Year beginning date for the new Company.)
(You can select a date between 2-Apr-20 and 1-Apr-21, Recommended date is 1-Sep-20)
The following Companies will be created
Name of First Company National Enterprises - ( from 1.Apr-20 )
Name of Second Company . National Enterprises - ( from 1-Sep-20 )

Select the required company from the List of Companies.
Enter the required date in the Split from field, and press Enter to
proceed. The Split from date is considered as the beginning of the
current financial year.

Once the company data is split, two separate companies will be created,

without affecting the original data.
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| Quseway of Tany

1Ape.20 10 31.Mar.21 Tuesday, 1-Sep.2020

Gateway of Tally

National Enterprises - (from 1.Sep.20) No Vouchers Entered

Create
Consohdated - All Reponts 30-Mar-14 ARer

National Enterprises No Viouchers Entered CHart of Accounts
National Enterpnses - (from 1-Ape-20) No Voechers Entersd
National Entarprises - (from 1-Sep-20) No Vouchers Entered

Vouchers
Day BooK

BaNking

Balance Sheet

Profit & Loss Alc
Stock Summary
Ratio Analysis
[Dxsplay More Reports

Qunrt

If required, you can rename these companies, and also record entries or alter

any data.

Merge Companies with Different GSTINs

TallyPrime now comes with the flexibility and ease to merge your existing
companies with different GST registrations into a single company, where you
can view all the details of different GSTINSs.

Your business might be using multiple GST registrations (GSTINs) for multiple
branches or units, which are an integral part of your own company. To cater to
your special needs, TallyPrime comes with the multi-GSTIN feature, which will
help you to conveniently maintain all your GST registrations within a single
company. What’'s more, you also have the flexibility to merge these existing
companies with different registrations into a single company.

For example, if you have been maintaining two different companies for two of
your branch offices with different GST registrations, then you can easily merge

both these companies into a single company. After that, you can simply
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continue to maintain these two branches as two registrations under your main
company.

To merge the companies, you only have to export the masters and transactions
from the existing companies and then import them into the current company.
That’s it. You are good to go!

All your details will automatically appear under the specific registrations, and
you can proceed to record your transactions, as usual, for the required
registration.

Prerequisites | What You Need to Do Before Merging the Companies
To ensure a smooth and seamless merger of all your companies into a single
company, you have to complete a couple of prerequisites, which include the
following activities.

« Migrate company data: The multi-GSTIN feature will only be available
from TallyPrime Release 3.0 onwards. Therefore, if your companies
were created in an earlier release, then you have to migrate the
companies to TallyPrime Release 3.0 or later.

Refer to the Migrate Company Data topic to know more about

migration to Release 3.0.

Update Voucher Number Series: Once you migrate your company
data to TallyPrime Release 3.0 or later, the name of the voucher series
will be retained as Default for all the companies. However, it is
essential to maintain unique voucher number series for each of your
registrations, before merging your companies. Therefore, it is
recommended that you rename the voucher number series
appropriately for each of your registrations. For example, if you have a
Karnataka registration and a Tamil Nadu registration, then you can
rename the voucher numbering series as KA Registration and TN
Registration, respectively.

Refer to the Create Voucher Numbering Series section of the Getting

Started with GST in TallyPrime topic to know more about voucher

numbering series.

Computerised Accounting with Tally Page 385



https://help.tallysolutions.com/tally-prime/data-management-tally-prime/migrate-company-data-tally/
https://help.tallysolutions.com/tally-prime/gst-master-setup/india-gst-start-using-gst-compliance-tally/#gst-voucher-numbering-series
https://help.tallysolutions.com/tally-prime/gst-master-setup/india-gst-start-using-gst-compliance-tally/
https://help.tallysolutions.com/tally-prime/gst-master-setup/india-gst-start-using-gst-compliance-tally/

DIRECTORATE OF DISTANCE AND CONTINUING EDUCATION

Manonmaniam Sundaranar University

Export Masters & Transactions of Existing Companies
Once you have migrated your data to TallyPrime Release 3.0 or later and
updated the voucher numbering series, it is time to export the masters and
transactions for all the companies that you want to merge.
For example, if you have two companies, National Enterprises -
Karnataka, with Karnataka registration, and National Enterprises — Tamil
Nadu, with Tamil Nadu registration, then you can export the data from these
two companies, and import them into the main company, say, National
Enterprises — HO.

1. Open the required company.

2. Export the masters of your company:

a. Press Alt+E for Export > Masters.

Gibens

BET R
Marters
Trandassaes

oM bguration

The Export sub-screen appears.

Expart

Trpe of Masters
Inchuie depadent masiers
Esgorl Cliiing Ealancui. i Dpaning

Fils Fremal
Eszot i
Faider Farh
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b. Press C (Configure) to update the export settings.

The Export Configuration screen appears.

Export Configuration
Type of master |

List of Configurations

Show More

Report Details

Type of master All Masters

Include dependent masters No

Export closing balance as opening balance No

Jlosing balance as or . Apr-22

Export Settings

File Format XML (Data nterchange)

\gital Signature i A¢

Export to Local drive
Folder Path C\Prograe Faes | TakyPrime (139)
File Name Master.xml

. Select All Masters as the Type of master.
This will ensure that all the masters in your company are exported.
. Select XML (Data Interchange) as the File Format.
Update the other export settings, as per your preference.
. Press Ctrl+A to accept and return to the Export sub-screen.
Press E (Send) to export.
The exported file will be saved in the selected Folder Path.
Export the transactions of your company, using the same steps by which
you had exported the masters.
Similarly, repeat the procedure for all your GST registrations. You can rename
the exported files, as needed, to avoid any confusion.
Import Existing Masters & Transactions into the Main Company
Once you have exported the masters and transactions of the required
companies, you can easily import them into the main company where you want
to maintain the different registrations.
1. Open the company where you want to import the details.
2. Import the masters of your company:

a. Press Alt+0O for Import > Masters.
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MPANY DATA

Masters

Transactions

Bank Details
GST Returns

CoNfiguration

The Import Masters sub-screen appears.

Impart Maxters
Oy Taky XU forrest i sazporied)

D:GmOrwe - Taby Soumom Pyl LidDeskieg Data
Master uml
Tedty wih rvew dats

. Specify the File path where your exported masters file is located.

. Under File to import (XML), select the file that has to be imported.
Under Behaviour of import if master already exists, select Modify
with new data.

. Press Ctrl+A to import the masters.
The details from the imported masters will appear in the main company.

. Import the transactions of your company, using the same steps by which
you had imported the masters.

Similarly, repeat the procedure for all your GST registrations.
Now you can check the details of the imported registrations from the Master
Alteration screen, by pressing Alt+G (Go To) > Alter Master > GST

Registration.

Master Alteration

Lnt of GST Registrations

Create

Back
Karnataka Registration
Tamil Nadu Registration
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Similarly, you can check the details of the imported transactions by referring to

the Day Book and other reports.
o

Dy Bock For t-pe-22

Parvasas WATge  Wihe = W Condt vt
0 Cutwarh Oty

a3z e

TA22 By

22 Bugem Evberpenes

£

Further, if you drill down to the transactions, then you can see the details of the GST registrations.

v

Once the import is complete, you can proceed to record your transactions for

all your registrations with great ease, from the same company.

Tally Shortcut Keys
Tally ERP 9 shortcut keys make your Tally accounting work faster, simpler, and
easy. accounting software is known for easy-to-use and convenient
Tally function keys. Tally ERP shortcut keys enables users to use their Tally account
easily and more efficiently.
Knowing Tally ERP 9 all shortcut keys is the best solution to boost your speed.
Tally ERP 9 shortcut keys are primarily used to enter fast transactions and cut down
our efforts. Tally shortcut keys list can used to operate, analyze, and report the
financial statements. Shortcut keys in Tally ERP 9 enable users to analyze the
statements for fast decision making.
What is Tally ERP?

Tally ERP 9is admired software for enterprise resource planning used by

professionals.
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They use Tally for handling company’s accounting, inventory control, order
management, tax management, payroll, banking, and many other specifications.
All day-to-day processes are supported by the application, from tracking invoices
to creating different MIS reports.
The newest version of Tally, which was released in 2009, is Tally ERP 9.
A tally short key provides a range of features for small and large businesses.
What do you mean by using shortcut keys in Tally ERP application?
The attention is drawn to list of keyboard shortcut keys for Tally ERP 9, as shortcut
keys in Tally ERP 9 software utilizes the keyboard functionality to run, journalize, and
record the financial statements generated for the users. Tally function keys helps via

the financial statements to take fast decisions.

The keyboard shortcut key is about a series of one or more keys that can be used to
trigger a function without touching a mouse. As a substitute to mouse clicks or
contentious usage Enter Key. Tally ERP 9 shortcuts can trigger any command in

this application.

There is alist of shortcuts for practically all functions in Tally ERP 9. Tally
keyboard shortcuts allow accessing the program without using the mouse. Tally
shortcut keys list will facilitate you in speedy data entry, quick navigation, easy

processing of reports, easy printing, data export-import, etc.

Important Shortcut Keys in Tally ERP 9

Shortcut _
Actions
Keys

F1 Select or open the company using this key.

+

Ctrl+ F1 | This key could be used for selecting a payroll voucher
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from the Accounting screen or Inventory voucher.

To change the date.

F3 Tax Properties and selecting the company for selecting
the corporate statutes.

F4 For selecting the Contra Voucher.

F5 To select the payment client.

F6 To select a Receipt Voucher.

F7 To select a Journal Voucher.

F8 To have a choice of Business Voucher.

Ctrl + F8 | To select a Credit Note Voucher.

F9 To select any Purchase Voucher.

Ctrl + F9 | To initiate Selection of Debit Note Voucher.

F10 To select any Reverse Journal Voucher.

Ctrl
F10

To initiate selection of Reminder Voucher.

F11 For selecting Screen Functions.

F12 To go to the Configuration Screen.

Alt + 2 To initiate use for Duplicate Voucher.

Alt+ A Adding the voucher to change to make a change in the
t+
center of the column report.

Alt+B To check Outstanding balances.
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To create a master on voucher screen (This will work only

if you have not changed the function for the same).

To remove the Voucher or Delete the Master. Remove the

table in the column report using this key.

For exporting the reports in ASCII, Excel, HTML, PDF,
XML format.

To Insert Voucher/ Changes Between Items and
Accounting.

For Selecting Language Configuration.

For making keyword configurations.

To Upload Reports.

To arrive at the Language Selection for Tally ERP 9.

For Deleting any message.

For Displaying Messages in Automatic Columns.

To initiate Printing of the Report.

For Removing Line from Report.

To check the Public Return of the Line Removed with Alt
+ R.

To Get the Last Used Line which was also removed

before.

For Connecting invoice Screen with Stock Journals
Alt +V
Screen.

Alt + X To cancel Voucher in Daily List or Voucher List.
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Alt + R For Registering your Tally ERP 9.

Ctrl+ B For accommodation of Budget.

Ctrl + Alt

. To Check the Statutory Details of the Company.
+

Ctrl+ C For choosing the Cost category.

Ctrl + E To select any currency.

Ctrl + G For selecting Group.

Ctrl + H To take help from Help & Support Center.

Ctrl + | For Selecting the Items in Stock.

Ctrl + Alt

I For Implementation of Legal Masters.
+

Ctrl + K For Logging in to Remote User Http://Tally.Net

Ctrl + L For ledger selection.

Ctrl + O For checking the Godowns in Tally Selection.

Ctrl+ Q | The Screen exits and is left without Changes saved.

Ctrl+ R Helps you to Return directly to the Voucher Type.

Ctrl + Alt

R To access the Company’s Data.
+

Ctrl + S To Change the Master of the Attack Items.

Ctrl + U For Selecting any Unit.

Y To initiate Selection of Voucher Types and Wiring
rl +
Between Billing and Goods.
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Ctrl + K For connecting directly to the Control Center.

To access the Help Center directly where You Can Send
Ctrl+H Questions Directly to the Tally erp9 developer and tally

executives.

Alt

To view the Voucher Display.
ENTER

Alt+ S To forsee the Financial Report.

Alt + F1 For Detailed News.

Alt + F2 | To Change the Period.

Alt + F3 | To modify company information.

Alt + F4 | To select the Trading order Type.

Alt + £5 For Selection of Sales order. Also, to gain Monthly and
+
Quarterly display.

For the selection of the order. To select or reject the
Alt + F6
voucher type.

For Choosing an additional Vehicle Type to Accept all
kind of Tests.

Alt + F7

Alt + F8 For initiating the Display of Columnar Report.

Alt + F9 For the selection of External Paper Type.

Alt + F10 | To select the Physical Vehicle Type.

Alt + F12 | For filtering of Money Value information.

Alt + J For the selection of Job Work Out Order Voucher.
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For selecting Job Work in Order Voucher.

For selecting a Form.

To Switch to Calculator.

To generate ratio.

To look for stock.

To go to P&L.

To go to the Balance Sheet.

To go to Trial Balance.

For developing Order Voucher.

For developing Inventory Voucher.

Ctrl + Alt

For going to Advanced Configuration.
+ F12

oy Helps Displaying the Previous Voucher When You
=P Change the Voucher.

baD Helps to display the Next Voucher While Changing the
n
J Voucher.

Esc _
To Exit.
Enter

Q + Enter | For Quitting.

ENTER To Accept Anything in a Field.
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ESC For Clearing the Entry.

Shift +
ENTER

To Condense Next Level of Details.

CTRL + | To change the Master While Entering or Displaying a
ENTER Message.

GST Ready software shortcuts on Tally

Shortcut )
Actions
Keys

Alt +J To get Statutory Adjustment Vouchers.

Alt+S For availing Statutory Payment Voucher.

CTRL + O | For opening GST portal.

CTRL + E | To export any return.

CTRL + A | For viewing it accepted for as it is.

Conclusion:

The above-mentioned list of Tally all shortcut keys including shortcut keys in Tally
GST could be helpful to users. Tally shortcut key help in using your Tally account
easily and with pace. Tally ERP 9 all shortcut keys can be used for any business

operations.
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