Chapter

Introduction Tally 9.0

Tally Solutions has released a new version of #@dlyT9 software. It is most
popular software for accounts and inventory managegmit offers different feature for
maintaining accounts. Tally 9 is integrated withoa of advanced feature like better data
migrating, fast data speed, payroll management, ,TDSS, job costing and point- of sale
invoicing etc.

Tally 9, a synchronized multilingual integrated im@ss accounting software,
enables to maintain accounts in any Indian langueigev it in other and print it in yet other
language of their choice. Targeted at SMBs, Tallyffers greater reliability, scalability,
accuracy and speed. It supports Unicode data wiglhs companies maintain data in any of the
Unicode supported languages.

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

FEATURES IN TALLY 9

1. Easy calculation of TDS (Tax Deducted at Source)

Using Tally 9 you can calculate TDS appropriately.

2. Negative Stock Warning in Journal Voucher

Create a stock item with an opening balance of idensble units and pass a
delivery note against it. using a Journal Vouchemrdcord a sales transaction tracking the
delivery note would display a warning message afatige stock even through a considerable

amount of stock was left over. The same has bedgreasked appropriately in Journal voucher.

3. Performance in Networking Environment

Tally 9 can work efficiently in a networking envirment, if the Server has
Windows XP and Clients have Windows 98 as the dppgyaystem, Tally performs efficiently
with improved data stability.

4. Interest calculation in Forex



A Sales transaction created using Forex currency brterest calculation,
calculates the Outstanding Forex Interest accyratel

5. Ledger Account

Tally now prints the address of the Sundry Delb@ygditor ledgers, while printing
a ledger account.

6. Ratio Analysis

If the Net Profit is lesser than the Return on Btaeent% or Return on Working
Capital, Tally displays the values with a negasign.

7. Maintain balances bill by bill

Altering a ledger created under Sundry Debtors wmd®y Creditors, by setting
Maintain balances bill to Yes affects only the stdd ledger and not the Group.

8. Migration Tool

Users may now migrate data to Tally 9, using thiyT@ata Migration Tool on
Tablet PCs and Desktop computers of higher procegsed.

9. Stock Journal

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

10. Purchase/Sales Order

The list of Party or Customer ledgers is displagpg@ropriately, while creating a
Purchase/ Sales order respectively.

11. Inventory Report

The Godown — wise Inventory reports mow displaysueate balance values
whereas multiple Godowns are maintained.

12. VAT (Value Added Tax)

You can calculate value added tax in tally 9.

13. FIFO Perpetual



Tally introduces a new method of inventory valuatlelFO Perpetual, which is
similar to LIGO Perpetual. The Normal FIFO tredts bpening balance of the financial year as
the terminating rate to apply for residual stocle® Perpetual takes all existing past data. Both
LIFO and FIFO Perpetual are capable of changingvtdaation when the company is split
unlike their ‘Annual’ versions, which are considten

14. Payroll

It has been integrated with accounts, in orderitopkfy Payroll processing.
Payroll can be configured to suit the requirementgarious types of organization.

You can now configure, align and automate simpledamplex payroll processes.
You can print pay slips, maintain salary/ wages attdndance/leave/overtime registers, and
generate Gratuity and Expat reports. You can ats@figure Payroll Data with cost centre
reports for business analysis.

15. POS Invoicing
POS Invoicing in Tally is equipped with ease of asel advanced capability to

simplify your retail operations. It efficiently aarhates the ‘check — out’ process, and allows you
to create invoices and collect payments from custsimn a matter of moments.

16. Multilingual Support

Tally comes with the World’s First Concurrent Miiitgual Business Accounting
& Inventory Management Software for small and mediwsinesses. The user interface for the
software is available in Hindi, Marathi, Gujar®engali, Kannada, Tamil, Telugu, Malayalam,

Hinglish (colloquial English) and Punjabi, and inaliasa Melayu and Bahasa Indonesia
allowing you to interact with Tally, in a languageyour choice.

INSTALLING TALLY 9

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

System Requirements

To install Tally, your system must meet the follagZiminimum requirements.

System Requirements Configuration




Processor

Intel Pentium IV and higher or equivialen

Memory

256 MB RAM or more

Free Hard Disk Space

40 MB Minimum (excluding tiad¢a)l

Monitor Resolution

Recommended 1024*768 or higher

Note: For better performance Tally Multilingual needs renxanemory (about

40MB of Free Hard Disk Space)

To install Tally in Windows NT/2000/XP/2003/XP SR25TA Workstation,

1. You need to have administrator/all rights (to ceeatrite, update, modify and
delete) on the Application. Data, Configuration &eshguage directory.

2. Ensure that the Operating System you use suppaily for Multilingual

support.

You can install Tally using one of the given method

Method 1:

* Double click install.exe form the CD.

Method 2:

e Click START from Windows.

 Select RUN.

e TYPE<CD drive>:/INSTALL.

* Press ENTER key.

Follow the instructions on your screen to installly.

1. The Tally Setup Wizard is displayed.




i Tally9.1 Full Setup %]

@ Welcome to the Tally9.1 Full
Setup Wizard

The Setup Wizard will allows wou to change the waw Tallws, 1
Full Features are installed on wour computer or even to
remowve Tallva, 1 Full From wour computer, Click Nexk o
continue or Cancel ko exik khe Setup Wizard.

[ Mexk = ] [ Cancel ]

2. Click Next to continue

3. The Installation wizard displays the License Agreain Read the license
agreement before you proceed. Click | Agree toinaet Click | Decline to stop setup or click

Back to go to the pervious screen.

i% Tally9.1 Full Setup <]

@ Welcome to the Tally2.1 Full
Setup Wizard

The Setup Wizard will allovs wou ko change the waw Tallva. 1
Full Feaktures are insktalled on wour computer or even ko
remove Tally2. 1 Full From wour compuker. Click Mext ta
continue or Cancel ko exit the Setup Wizard.

[ Mexk = ] [ Cancel ]




4. In the Installation screen, you may accept the ssiggl directories. Else click
Change Application Directory or Change data Directar Change Configuration Directory or
Change Language Directory the change the respatitieetory paths. Use Tab or the mouse to
change the path in any of the directories.

i Tally9.1 Full Setup Ed

@ Welcome to the Tally9.1 Full
Setup Wizard

The Setup Wizard will allow wou ko change the way Tally9. 1
Full Features are installed on wour computer or even to
remove Tallv3, 1 Full Fram wour compuker,. Click Mext ta
continue or Cancel ko exit the Setup Wizard.

[ Mexk = ] [ Cancel ]

APPLICATION DIRECTORY

The tally program files reside in this directory.

Data Directory
The Tally data resides in Data directory.

The default directory where data is stored is Qlylldata. To change click on
Change Data Directory button and enter the newcttirg.

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

Configuration Directory
Tally configuration files reside in this directorgpecify the path of the directory

where configuration files should be saved. It igally the same path as that of the Application
directory.



Language Directory
Tally Language files (.dct) reside in this diregtor

Specify the path of the directory where the Languiilgs will be maintained. It is
usually the same path as that of the Applicatioe®ory.

Note: If you are a multi-License User, select thenRrally License Server at
Windows Startup check box.

During installation, you are prompted to specifg gath and the OS files to install
the Indic languages.

5. Click Install Operating System Language Suppodrtable Language Support.
6. Select your Country name is Country Selection.

7. Select the Initial Startup Language from the Mhen you start Tally for the
first time, Tally will appear in the language seééztas the Initial Startup Language (screen).

i Tally9.1 Full Setup ]

@ Welcome to the Tally9.1 Full
Setup Wizard

The Setup Wizard will allovs wou to change the way Tally9, 1
Full Features are installed on wour compuker or even to
remove Tallv3, 1 Full From wour computer. Click Mext ta
conktinue or Cancel to exit the Setup Wizard,

[ Mexk = ] [ Cancel ]

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

9. The installation progress startup is displayedhasve below.



it Tally9.1 Full Setup

@ Welcome to the Tally9.1 Full
Setup Wizard

The Setup wizard will allove wou Lo change the way Tallv3. 1
Full Features are installed on wour compuker or ewven ko
remowe Tally3.1 Full From wour compuker.  Click Mlexk to
conkinue or Cancel ko exit the Setup Wizard.

[ Mexk = ] [ Cancel ]

10.Insert Windows CD to install language or Browse tfog i386 folder in your
system.

Note: You will be prompted to install the i386 larage support folder only if it is
not available in your system.

iz Tally9.1 Full Setup

@ Welcome to the Tally9e.1 Full
Setup Wizard

The Setup wWizard will allowve wou to change the waw Tallva, 1
Full Features are insktalled on wour computer or ewen ko
remove Tallwa. 1 Full From wour computer. Click Rlext ta
continue or CZancel ko exit the Setup YWizard.

[ Mexk = ] [ Cancel ]

11.Click Finish to complete Setup.

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

MULTILINGUAL FEATURE IN TALLY9



Tally comes with the World’s First Concurrent Miiitgual Business Accounting
& Inventory Management Software for small and medibusiness. The use interface for the
software is available in Hindi, Marathi, Gujard&engali, Kannada, Tamil, Telugu, Malayalam,
Hinglish (colloquial English) and Punjabi, and inalhsa Melayu and Bahasa Indonesia
allowing you to interact with Tally, in a languageyour choice.

Thus, Tally gives you tremendous freedom to mamngaicounts, as well as view
and print in any of the above mentioned Indian lages.

Tally enables you to enter data in one language leawé it transliterated into
different languages. You can generate invoicesgh@asge orders or delivery notes in different
languages after entering data for the same inferdift language.

Features of Tally Multilingual

Tally is a concurrent Multilingual software that

» Can display Tally in any language that the useroske from any screen in
Tally.

» Supports Translation of Pre-Defined Masters

e Support Translation for the allowed languages.

» Can capture data entered using the phonetic laegmagystem language.

» Can capture language specific Names and Aliases.

« Can print and display Report, Vouchers and Invoioesy language.

» Can copy text from Tally to Windows and vice vergge Ctrl + Alt + C to
copy and Ctrl + Alt + V to paste.

User Interface in Tally

The Tally interface displays in the language sel@s Initial Startup Language,
at the time of installation. For example, if yowbaelected Hindi as Initial Startup Language,
the Tally interface displays as shown



{c} Tally Solutions FZ-LLC, 1988 2006 TallyGold - Multi-User | F1: Select Grj
hittp:www tallys olutions.com Sl. No. : BM@ -~ 2007
L: Language K: Keyhoard H: Help
X
C t Period Current Date
List of Selected Companies
Name of Company Date of Last Eniry
Company Info.
Create Comparty
Backup
Restore
Quit
Calculator ODBC Server Ctrl + M
1 F12: Configure
|Company Info 9 - Release 1 (English) Thu, 5 Jan, 012 09:32:35

Company Information

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

(] Tally Solutions FZLLC. 19882006

TallyGold - Multi-User | F1: Select Cm)
hitpiwww tallysolutions.com SI. No. : BM@&:-2007
L: Language K: Keyboard H: Help
x|
Curert Period Current Date

List of Selected Companies

Narme of Gompany Date of Last Entry

Company Info.

Create Campany’

Backup
Restore

Quit

Calculator

ODBC Server

CIrl + N

Company Infa

F12: Canfigure
9 - Release 1 (English)

Thu, 5 Jan, 2012 09:32135

The Gateway of Tally screen is separated into sntiens, namely Title Area,

Horizontal Button Bar, Main Area (Ctrl + M), caleatbr Area (Ctrl + N), Button Bar and the
Bottom Pane.

The elements of the Gateway of Tally screen aréagxgd below:

Title Area

1C



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

Click on thehttp://www.tallysolutions.conlink on the top frame of the screen to
enter our website. The link appears in all scrderadly.

The Product type (Tally Gold, Tally Sliver, Tallyr@ze or Educational) and
Tally Serial Number appears on the upper-right enriihe software serial number is usually a
unique number.

Horizontal Button Bar

The Button, Print (Alt + P), Export (Alt + M), Upsal (Alt + O), Language (Ctrl +
L), Keyboard (Ctrl + K) and Help (Alt + H) can been in the Horizontal Button Bar.

Bottom Pane

The Bottom Pane contains the Version number, Reldetils (every ti8me a new
release of Tally is made, it is identified with éfefent release name like Release 3.14) and the
Current Date (the date configured in the compuiEne name of the day, date, month and year
is displayed in DD, MM and YYYY format on the rightand side.

System time (the time configured in the computgpears on the lower-right
corner in Hour: Seconds: Minutes (HH/MM/SS) format.

The Pate appears in the lower left corner in thedBo pane.
Close Button

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

Minimise Button

The Minimise button performs the standard Windowpefating System’s
function (windows 950nwords), allowing you to mina@ Tally and work on other applications.
To restore Tally, click on the Tally icon on thekbar.

Main Area (Gateway of Tally)

The Main Area is separated into two:

11



1. Left-hand side area
2. Right-hand side area

The left-hand side provides information on CurrEéetiod, Current Date and List
of Selected Companies (Name of the company anddteewhen last entry has been made).

The right-hand side displays the Company Infornmatimenu such as Select a
Company, Create a Company, Backup a Company ooRRestCompany and so on.

Hot Keys
Hot keys are capitalized and are red in color érih@l menu screens. Using the

Hot Keys in the Company Info Screen will take youhat particular screen or display the sub —
menus within that Option.

Calculator Area

Press [Ctrl + N] to activate the calculator. Cadtal Area is used for calculator
functions. Any type of independent calculation e&so be done using the calculator.

Button Bar

The buttons are designed to make the work eastifaster and faster and vary
from one screen to another based on the screetidnality. They appear on the right hand side
so the Tally screen and the inactive buttons aggeglt out. You can either click these buttons or
press the shortcut keys to access the relevardrscre

The following are some of the buttons and theircfioms:
Help (Alt + H) — To access Tally’s online context-sensitive help

F1: Select Cmp- To select the company from the list of companies @ccess
data from other data directories on the local syste through the network. You can also access
the Directory field by pressing [Backspace].

F12: Configure — To access the configuration settings to manage the
information entered in Tally. For example, you cmtess the General Configuration to set
country specific defaults, before creating a comnypan

Button where a character or function key is undediindicates that you have to
press underlined character or the function keyaleith [ALT] key.
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Button where a character or function key is douwlriderlined indicates, you have
to press the character or the function key alortg JGTR;] key.

* F1: Press the shortcut function key [E1] to sedecbmpany.

 F1: Press [ALT +F1] to shut a company

 F8: Press [CTRL + F8] to select the Credit Noteokmr

o Citrl + M: Press Ctrl + M to access the Gatewayalfy.

» Citrl + N: Press Ctrl + N to access the CalculatbBT Server frame.
Country Specific Configuration

The options available are Country Details, Style NE#mes, Style of Dates,
Configuration of Numbers and Other Options.

Go to Gateway of Tally > F12: Configure> General

List of Countries

Country Details

lse Accounting terminology of d India / SAARC India / SAARC
(SAART countries Include India, Pakistan, S Lanka, International

Bangladesh, Mepal, Bhutan and Waldives.)
Style of Names

Default appearance of Mames in Reports . Name Only

Default appearance of Stock ltem Mames in Reports © Mame Only
Style of Dates

Style of Shaort Date o odd-mmoyy

Separator used in Short Date : =

Configuration of Numbers

Decimal Character to use :
Thousands Separator to use = 0

Fut Sign before Currency/lUnit Symbaols ? No

Show numbers in Millions (and not Lakhs) ? No
Other Options

Show Monthly reports with Graphs ? Yes

llse separate Menu for Final Afc Statements ? No

Ignore errors & continue during data import ? No

(Applicable for mporting vouchers in XL format)
Export Base Currency Symbol along with Amount ? No
Show tables with Masters anly in Current Language ¢ Mo

The configuration settings of Country Details, Btgf Name, Style of Dates and
Configuration of Numbers are self-explanatory. Thene differences are in the use of terms
like VAT in Europe and Sales Tax in Asia and Amenchat have to be configured before
creating a company.
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CREATING A COMPANY

Creating a Company involves providing basic infaiiora about the company

whose books of accounts are to maintained in Tally.

Go to Gateway of Tally > (Alt + F3) Company infoCreate Company

(c) Tally Solutions FZ-LLC. 19882006 TallyGold - Multi-User
httpziiwww tallysolutions.com SI. No. : BM@~2007
Keyhoard H: Help
omp o ]

Directory C:\Tally$ Original\Data

Mame ABC Company

Mailing Mame ABC Company

Address 1215, Kingstate Road Surrey

Statutory compliance for : India

State Untar Pradesh

PIN Cade

Telephone Mo

E-Mail sales @accounts.com

Currency Symbol g

Maintain Accounts with Inventary

Financial Year from 1-4-2006

Books beginning from 142006

Tallyvault Password (i any)

(WARNING: forgetting your TaliyVaul password wil render your data unussbietl)

Use Security Contral No

Base Currency Information

Base Currency Symbol : Rs.

Formal Name Indian Rupees

Number of Decimal Places 2 Show Amaunts in Millions 7 No

Is Symbol SUFFIXED to Amounts ? No Put a SPACE between Amount and Symbal  ? Yes

Symbol for Decimal Portion : paise Decirnal Places for Printing Amaunts in Wards

Calculatar ODBC Server Cirl + N
>
Company Info. --=> Company Creation 9 - Release 1 (English) Thu, S Jan, 2012 09:42:03

Above is displayed an International Company Crea8creen. Note that the State

and PIN Code fields are not available.

The screen for India/SAARC would be:

(c) Tally Solutions FZ-LLC, 19882006 TallyGold - Multi-User
hrtpiwww.tallysolstions.com SI. No. : BM@& 2007
K: Keyboard H: Help
omp 0 X

Directary C:Tally? Original\Data

Mame ABC Company

Itailing Mame : ABC Company

Address © 1213, Kingstate Road Surrey

Statutory compliance for  : India

State Uttar Pradesh

FIN Code

Telephone Mo

E-Mail : sales @accounts.com

Currency Symbol Rs.

Waintain Accounts with Inventory

Financial Year from 142006

Books beginning from 142006

Tallyvault Password (if any)

(WARNING: forgeiting vour Tall/\Vault password will render your data unysablell)

Use Security Cantral No

Base Currency Informatien

Base Currency Symbal Rs.

Formal Name Indian Rupees

Number of Decimal Places 2 Show Amounts in Millions e

ls Symbol SUFFIXED to Amounts ? No Put a SPACE between Amount and Symi pt?
Symbol for Decimal Portion paise Decimal Places for Printing Amounts in W yvac o o
Calculator ODBC Server Ctrl + 1
1 >
|Company Info. —> Compamy_Creation 9- Release 1 (Enalish) Thu, 5 Jan, 2012 10:04:08
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A detailed explanation on each field is given:

Directory

The data path where you want the company to betexteia specified in the
Directory field.

This field is skipped by default when you create tompany in the data path
given in theTally.INI file. If you want to change it, use the backspleg and modify it to th
path require.

This is referred to as the Tally Anywhere conceptvkich is the ability to
create/load companies in separate directories.Ditextory field is displayed while selecting
Select, Create, Backup, Restore and Rewrite opfmma company. By default, the cursor will
skip the field, presuming that you wish to usedkéult data directory for your work. You may
press Backspace to give a new path and work fremeth

For example, the default Tally data directory cohkl C:/TALLY/DATA. You
may now wish to create a new company on C:/TALLYRIONAL, and some other companies
on C:/TALLY/BRANCHES. The next time, the defaultrectory displays C:/TALLY/DATA,
and if you wish to work on the data of your brargshepress Backspace and enter
C:./TALLY/BRANCHES for the directory name. This diggs the companies whose data is
stored in that location in the List of CompaniesuYtan even give the path of a network server
or any other storage device.

Name
Enter the name of the company whose books are bmpeged. If you are a

professional accountant and are maintaining thek®oof your clients, give the Client
Company’s name.

Mailing Name and Address

In addition to the Company Name, Tally provides fihglity to enter the Mailing
Name field. It displays the Company Name by defaXitu may change it as required, if the
mailing name is different form the Company Namee mailing name and address details are
picked up for inclusion in any report that needs ¢bmpany name and address as heading. For
example: Balance Sheets, Statement of Accountss@od.

Tally’s reports print the mailing name and add@sgiven:
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failing Mame . Rects Infotech Pwvt Ltd.
Address . ole sShastri Nager Dadabari
Fota Faj.

Tally does NOT restrict the number of lines for thddress details. Tally
accommodates all the entered information and \&lyicompresses the same.

Note:

1. In the space provided for the Address details, mesthe vertical compression
as compared to the Mailing Name field where thereorizontal compression.

2. You can specify any length for the mailing hame god are permitted to give
any number of lines for the address. The infornrmaisocompletely visible.

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

Statutory compliance for

Select the Country from the List of Countries. T®tatutory Features and Base
Currency Symbol are enabled in accordance withcthéntry selected. For example, if the
accounts belong to a company in India, the baseiccy would be Indian Rupees. The Base
Currency will appear with respect to the Countrigsied.

Selecting India from the List of Countries bringp a State, pin code and
Telephone No. field.

State

You can select the appropriate state from the firestblist.

PIN Code

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

Telephone

Enter the Telephone number.

E-mail Address

16



Enter the E-mail address that will be used to d-sh@tuments, reports and data
from Tally.

Currency

Currency symbol is the symbol of the base curretiwat is, the currency that will
be used to maintain the books of account.

The symbol Rs. appears by default for India/SAAR@MPanies and the field is
left blank for International Companies.

Maintain

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

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

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

Financial Year From

In most countries, the books of accounts of a compare maintained for a
stipulated period liked, 12 months, 15 months, sman. This stipulated period is referred to as
the Financial Year.

The stipulated period of the financial year is 1@nths in most countries. Tally
automatically considers 12 months from the dategivea here as the Financial Year.

For example, if you enter April 1, 2005 as the d#te Financial Year will be
from April to March ending with March 31, 2006.ylbu enter October 1, 2005 as the Financial
Year From then the financial year will be from Gmo 2005 to September 2006 ending with
30" of September every year.

Tally allows you to maintain data for multiple yedry changing the period (Alt +

F2) at the Gateway of Tally. In addition, you cdsoaspecify the date of actual establishment of
th company (date of incorporation )

Books Beginning From
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Tally presumes that you wish to maintain books frtme beginning of the
financial year. Hence, Tally displays the date giireFinancial Year From field automatically.

The date for Books beginning from can be changedase of companies, which
are incorporated in the middle of the year. If yoompany is new, you can opt to start the
books of accounts from the date of actual estailestt of the company (date of incorporation)
but close books according to the Financial Yeaspesified by you. Tally provides the required
flexibility in such a case by allowing you to gittee date when the books of accounts actually
began. Tally will open books from this date andselas on the last day of the Financial Year.

For example, if your company is established on Audlf, 2005, the opening
balances for all the accounts can be given as @u#tul9, 2005 even though the Financial Year
given is April 1, 2005 (April to March Financial 9. The company’s books will begin on
August 19, 2005 and close on March 31, 2006, whitdures smooth transition to the next year.

This concept can be applied even when you are tmgréo Tally from any other
system or from a manual accounting system on agyddeang the Financial Year. Close books
in that other system on the previous day and btayks on Tally from this day. You are allowed
to give opining balances of all Ledger accounttuitiog Revenue accounts.

Tally Vault Password

Tally Vault is an enhanced security system, whittbwass for encryption of the
company data. Encryption involves converting notynaccessible Tally information into
unrecognizable information, which can only be reosted by authorized persons.

Give a password here and repeat the same in theaRdéeld. This basically
results in the creation of an encrypted companyse&hiaformation is not accessible to users
other than the password holder.

Use Security control?

Set this to Yes, if you want to initiate a passwprdtected system to control
access to Tally data. Else, set this to No.

If you opt for security control, tally offers a cpnehensive password based access
control to different features to Tally based onhauty list created by the Administrator. (The
section on Security Control under Administer Talbntains details on authority lists)

Use Security Contral " Yes
Mame of Administrator . A
Password e Repeat i

Use Tally Audit Features '? No
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Name of Administrator, Password, Repeat

Assuming the Tally Vault Password and Use Sec@iytrol is set to Yes enter
the Name of Administrator, Password and Repedtarréspective fields.

Use Tally Audit Features

Tally Audit allows the administrator or an audifmofile user to track changes in
accounting information. If you wish to use thisiliég, select Yes. Tally Audit will be available
only to the administrator/auditor, through Display Statements of Accounts. It will be
discussed in greater detail under the Security I@bséction in Administer Tally.

On accepting the company creation screen, if youe hepecified Tally Vault
password, Tally prompts you to enter the Tally Yaalssword as appears:

Then Tally prompts you to enter the Name of User Rassword (if any).

Rects Infotech Pvt Ltd.

Company : ABC Company

Mame of User . Admir

1
Password (fany) - [
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After verification Tally imports the latest stateyomasters. Wait till the screen

shows that 100% of import is complete.

TallyVault Password (if any] : ™™

Use Security Contral : No

(WARNING: forgetting your Tahi/\Wault password will

Ctrl + i BN

Directory : C:\Tally? Original\Data
MName ABC Company
Mailing Name Agrawal Bhatia Chari Company
Address 123, 1st Floor
Bluestar Buliding
M.G. Road
Bnapgalore
Statutory compliance for  : India
State : Kamataka
PIN Code : 560001
Telephone Mo 1234567
E-Mail : abc@accounts.com
Currency Symbol : Rs.
Maintain . Accounts with Invento
Financial Year from : 142006
Books beginning from : 142006

Base Currency Symbol
Farmal Name
Number of Decimal Places

Symbal for Decimal Portian

Is Symbol SUFFIXED to Amaounts ? No

Rs.
Indian Rupees|

paise

0%

IMPORT
Statutory Masters

50%

100%

Amaunts in Millions ? No
SPACE between Amount and Symbal - ? Yes
al Places for Printing Amounts in Words © 2

This completes the Company Creation process iry Tall

An explanation on the field on the bottom of then@@any creation screen follows.

Base Currency Information

The Base Currency Information is found in the bottbrame of the Company
creation Screen. Base Currency is the currencyhitlwyour accounts would be maintained.
Financial statements are prepared in the base nayrby default and these are normally
required to be submitted to local statutory autiesi The Base Currency information in Tally

varies with the country selected for Statutory Cbamge.

You can recode transactions and raise invoicesorrign currency; and also
maintain bank accounts or ledgers in foreign exghaaxchange, when required.

|5 Syrmbol SUFFIXED to Amounts ? No

Base Currency 3ymbal  Rs.
Formal Narne  Indian Rupees
Humber of Decimal Places 12

Symbol for Decimal Portion ! paise

Base Currency Information

Show Amourts in Millons ? No
Put a SPACE between Amourd and Symbal - ? Yes
Decirmal Places for Printing Armourts in Words : 2

Base Currency Symbol

The currency symbol given earlier in the Compangdilon screen is displayed

here automatically.

20



Tally uses this currency symbol in reports, wheraaxessary.
Formal Name
Formal Name is the full name of the currency spedif

The Formal Name for the base currency is set toaamdRupees for Indian
Companies.

Number of decimal places

The number of decimal places for the base currdaacget to 2 by default.
However, you have the option of specifying up talecimal places. Indian currency has 2
decimal places whereas certain other countrieane§udecimal place and so on.

Show Amounts in Millions

This is useful for companies, which require repaytthe financial statements in
millions. This is possible only if Allow Multi- Cuency is enabled in F11: Features.

Is System Suffixed to Amounts
For countries, which specify the symbol after theoant (value) — this facility is

provided. For example, Yen is specified after theant (5000 Yen) unlike in India where the
symbol is specified before the amount (Rs.5000).

Put a space between Amounts and Symbol
This facility is provided to users who require acp between the amount and the
symbol. However, putting a space between the amahsymbol could give an opportunity for

misuse incase of cheque printing. Hence, the figyilio turn option on and off as required is
provided.

Symbol for Decimal Portion

Enter the symbol for decimal portion.

Decimal Places for Printing Amounts in Words

You can specify the number of decimal places famtprg the amount in words.
This number should be equal to or lesser than timber specified in Number of Decimal

places field in company creation or currency mastgeen which will appear in Invoice and
Cheque printing screen
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For example, if the currency is expressed uptocsna places, the numeric to be
printed in words can be restricted to 2 decimatesa

Note: The Name of the Company, cannot be translatetansliterated but will
appear in the Language created.

LOADINGA COMPANY

A newly created company loads automatically. Howgefar subsequent working,
you must load or select the company you want tckwwth from the List of Companies. (Select
and Load are synonymous). A company can be load&da ways:

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

Tally Loading the Company Automatically

When creating a company, Tally creates a sub-dingainder its\DATA directory
for the company. The directory is allotted a numhbeserial order starting with 0001 (example —
10001, 10002...100089....10020, etc these are systeeraied codes for the company).

In order to automatically load a company, Tally tabe configured appropriately
by setting the Tally.ini file (available in the TyHirectory).

Ensure that Default Companies is set to Yes andifgpthe company number
which has to be loaded automatically, for examipt&d = 10000

Note: You can specify any number here as per tf@nmation available in the
data directory (10000 or 10002 or 10003, etc)

Example of sub-directories created by Tally fofelént companies:
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LOADINGA COMPANY USING THE SELECT COMPANY
OPTION

In order to load a company using the Select Compuguiipn, disable the default
loading of a company in Tally.ini file. Set Defa@ompanies to No OR place a semi-colon
before Load = 0001 (company number — placing a saom means that the words following it
in that line would not be executed. Each line sgparate command).

On double —clicking the Tally icon, the appears as:

Current Period Current Date

List of Selected Cowmpanies

Name of Company Date of Last Entry

Select Company

Create Company

Backup
Restore

Quit

You can use the Select Company option in two wéysn the Company Info.
Menu OR by using the button F1: Select Cmp (avkelab the Gateway of Tally screen).

Select Company

Press Enter on Select Company or use the buttois&lgct Cmp. Tally displays
this screen.

Select Company

Directory D ChTallyg OriginalData
I

List of Companies

or-2006 to 31-Mar-2007
ABC Compary FI000T)  T-Apr-2006 to 371-Aar-2007
ABC Compary (00021 1-Apr-2006 to 371-Mar-2007
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Tally displays

1. Company Name (All the companies created are display
2. System — generated code for each company displayed

3. The Financial Year information relating to the nanbf years data present in
the company.

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

Select the required company to go to the Gatewayally for that company.

GATEWAY OF TALLY

Gateway of Tally is the screen that appears orcsetea company. The Gateway
of Tally menu differs based on the type of compaejected. An Accounts-with-Inventory
Company.

Gateway of Tally of an Account Only Company

The Gateway of Tally menu of an Accounts Only compappears as shown
below:

Curent Period Curent Date Gateway of Tally

142006 to 31-3-2007 Saturday, 1 Apr, 2006

List of Selected Companies Masters
Name of Company Date of Last Entry Accounts Info
Inventary Infa
ABC Company No Vouchers Entered
Transactions

Accounting Vouchers
InvenTory Youchers

Import
Import of Data
Reports
Balance Sheet
Profit & Loss Afc
Stock Summary
Ratio Analysis

Display
Multi Account Printing

GQuit

The Gateway of Tally screen is separated into $egtions- Title Area, Main Area
(Ctrl+M), Calculator Area (Ctrl+N) and the ButtoraB
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Main Area

The left side of the Main Area gives information on

1. Current Period — which is the currently loaded camys accounting period.

2. Current Date — This is the date of the last Voudietry for the selected
company.

3. List of Selected Companies — This displays the nahtee loaded company

The Main Area gives information on:

1. Creation of Accounting Master and Importing Mastdormation

2. Creation of Accounting Vouchers and Importing saction information

3. Viewing and printing financial reports using théarmation given in Master
and Transactions,

Button Bar

The Button Bar displays the following buttons (Keys

1. Help (Alt + H) — To access Tally’s online contexdrsitive help
2. F1: Select Cmp — To select a company

3. F1: Shut Cmp — To shut of close the company

4. F2: Date — To change the current date

5. F2: Period — To change the period

6. F3: Company- To select a different company

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

8. F11: Features — To access the Company featurescompany
9. F12: Configure — To access the configuration sgstin

Note: You cannot load companies with the same natmie same time. The

loaded or selected company will have to be shst ifir order to load the other company.
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Gateway of Tally of an Accounts-with-Inventory Com@any

The Gateway of Tally menu of an Accounts-with Inlgy company appears as

shown below:

Gateway of Tall

Current Penod
14-2006 to 3132007

Name of Company

ABC Company

List of Selected Companies

Current Date
Saturday, 1 Apr, 2006

Date of Last Entry

No Vouchers Entered

Gateway of Tally

Masters

Accounts Info
Inventory Info

Transactions

Arcounting Vouchers
ImvenTory Wouchers

Import
ImpOrt of Data
Reports
Balance Sheet
Profit & Loss Adt
Stock Summary
Ratio Analysis

Display
Multl Account Printing

Quit

Cirl + M E3

Company Info. Menu

The Company Info. (Information) menu appears asvshoelow::

Gateway of Tall

Current Period
142006 to 31-3-2007

Name of Company

ABC Company

List of Selected Companies

Current Date
Saturday, 1 Apr, 2006

Date of Last Enty

No Vouchers Entered

Gatewsy of Tal
Company Info.
Select Company

SHut Company

Create Company

Alter

Change Tallyvault
SPlit Company Data
Backup

Restore

Quit

Ctrl+ i B4

The menu options in the Company Info. are as faglow

Select Company
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Allows you to Select or load a company.

Shut Company

Allows you to shut a company.

Create Company

Allows you to create a company.

Alter

Allows you to alter a company.

Change Tally Vault

Allows you to secure the data by providing a Talbult password
Backup

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

Allows you to restore a data backup.

SHUT A COMPANY

Shut a Company is to unload it. It does not meah ybu have deleted it. Simply
select it again to load and work on it again.

You can shut a company in two ways- either usimgtthtton F1: Shut Cmp (Alt +
F1) or pressing Enter on Shut Company menu optiothe Company Info. Menu

The screen appears as shown below:
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Shut Company
ABC Compan

Select the company to be shut from the List of BrimCompanies.

ALTER A COM PANY

You can modify any information at any time thaset while creating a company.

1. Goto Gateway of Tally

2. Select F3: Cmp Info. (ALT+F3) from the button bar

3. Select Alter and press Enter and the screen appsaisown below:

Select ltam
Name of Compan

ABC Compan

Lis 3

ABC Compan foiy

CHl+M

Make the necessary changes in the required fi€ldshange the password if Use

Security Control is set to Yes:
4. Enter the Name of Administrator.

5. Enter the new password.

28



6. Re-enter the password in the Repeat field to canfir

7. Enter the Old Password and Accept the screendotak company

Use Securty Contrel -+ Yes
Name of Adrministratar  Admin
Passtiond o Repeat < ™
Use Tally Audt Features ?
DELETE A COMPANY

To delete a company, you have to load the compiesty f

1. Select F3: Cmp Info. (ALT+F3) from the Gateway @lly to proceed to the
Company Information menu.

2. Select Alter and press Enter.
3. Select the company to be deleted. The Companyahiter screen is displayed.

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

5. Press enter to delete the company.

Note: Deletion of a company is irreversible. The companyermanently deleted
from the system
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Chapter

Administration in Tally

SECURITY CONTROL

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

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

To create Security Levels

1. Go to Gateway of Tally, select F3: Cmp Info.> Cedatter Company
2. In the Company Creation screen set Use Securityr@do Yes.

3. Enter the Name of the Administrator.

4. Enter your Password and reenter the password fdicegion. The password is
not displayed for security reasons.

5. Accept Yes to save the changes made

USERS AND PASSWORDS

To create different users who belong to one or ndifferent Security Levels of
Types of Security

Go to Gateway of Tally, select F3: Cmp Info > Sé&guControl > Users and
Passwords.

The List of Users for Company screen is displayed.
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List of Users for Company

Mame: ABC Company

Mame of Lser Password [if any) Security Lewel

Data Entry |

A brief description of all the fields in the Listf dJsers for Company screen
follows:

Name: The selected company name is displayed wenatically.
Name of User: Enter the name of the user.

Password (if any): Enter the password if required.

Security Level: Select the security level form 8ecurity List.

Note: You need to create Security Levels beforetorg users or the default
security levels available viz. Owner and Date Entry

ALTERING/DISPLAYING USERS AND PASSWORDS AND
TYPES OF SECURITY

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

TALLY AUDIT

Tally Audit provides the capability to the admimgbr/auditor to track changes in
the accounts following his previous review. Changjeisvo areas are very important — changes |
Transactions or Vouchers and changes in LedgerdaviaSnly changes that affect the integrity
of a transaction are considered. For e.g. a chemtee narration does not affect the integrity of
a transaction and will not e considered as a chalgg material change in a voucher is logged.
The name of a ledger account if changed is matandlhence it would be tracked.
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Tally Audit feature should be enabled while cregitthe Company and creating
Security levels. Only a user designated as an@uditthe administrator can view the audit list
and act upon it.

BACKUP AND RESTORE

Backup

Tally has a flexible backup mechanism where in gan take a backup of the data
from virtually any storage medium into any otherden.

The more commonly used media are floppy drive, libs@ drive, zip drive, tape
drive, etc — installed either locally or on a netkvdn the screen, the source of the backup and
the destination of where it has to be stored havmetgiven and Tally will do as required.

Taking a Backup

The procedure for taking a backup is as follows

1. Go to Gateway of Tally, select F3: Cmp Info > Bazku
2. The Backup Companies on Disk screen is displayed.

3. To change either the Source or the Destinationspatbe the [Backspace] key
and change the path as required. Specify the pdttihe Source and Destination drives. Incase
we want to take a backup onto another system ométwork the Destination path will be
\\machinename\drivename\directorynarii@e process of backing up data begins when at lea
on company is selected for the same from the lfi€@ampanies. To stop selecting companies,
select the option End of List, which appears atitfpeof the selection list.

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

The Backup screen appears as:

p Companies on Disk
Select Companies to Backup

Source . C:iTallyd Original\Data

Degtination © A ABC Campany (10002) A 00510l 207
Name of Campany Husber

ABC Company (1000) el
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Note” If Tally Vault password is enables for a canp, Tally will allow you to
select only one company at a time from the listaftmackup.

BACKUP PRECAUTIONS

Data on a computer is vulnerable to all types @fadilties. Considering the same,
it is important that we do not overlook the impaxa of regular backing-up of data regardless
of the stability of the database. With a little ppiéng and forethought, we can ensure that
maintenance of the important data is continuoushasdle-free.

Depending on the volume of data entry, an approptackup mechanism will
have to be devised. One method of achieving it belby maintaining a backup directory in the
local hard disk or the server (external storageiangdch as the floppy disk, zip diskette can also
be used). We can have sub-directories for every afathe week under the main backup
directory and regularly take data backup in théof@ing manner depending on the day of the
week.

Monday — C:\TallyBackup\Monday

Tuesday — C:\TallyBackup\Tuesday and so on tilL&kty.

Note: Tally backup facility is not limited to the Hardidk drive alone. You can
backup data not other storage devices also

The above procedure ensures that there existsableetlata backup at any given
time. In order to use that reliable data backugpramg back the data from that existing data
backup you have to use the Restore option.

Important: It is preferable NOT to restore a backuafo the original data directory
primarily to ensure that No data is overwrittennientionally.

Restore
Restore literally means to bring back. Similar sxking up of data, Tally allows

restoring of data from any medium into any otheragje medium. The Restore Companies on
Disk screen is displayed as shown below:
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Restore CTompanies omnm Disk

Select Companies to Restore

Dhestination D AZWT allwyD v riginnallData

Source 2
M Srrres ofF Clorresa s s et

RESTORING DATA

The procedure for restoring data is as follows
1. Go to Gateway or Tally, select F3: Cmp Info > Resto
2. The Restore Companies on Disk screen appears.

3. The Source and Destination paths displayed in ¢thees are those that were
used last.

4. The Source field has to have the appropriate piaiththe path form which you
intend to bring back the previous data. Acceptirggath will read the contents of the particular
file and will then display the list of companiesadable.

5. Select as required and restore the data accordingly
RESTORE PRECAUTIONS

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

Activate Company Features (F11: Features)

The different features of a company can be seleateniodified by F11: Features
button. This button is available in almost all e of Tally as you might wish to modify it as
your requirements change. Unlike F12: Configurel:FZompany Features is specific to the
current company only. Therefore, each company maye hdifferent features active. For
example, a company in your group may need multietuary where as another company may
not. Configuration options, on the other hand, @ffdl companies maintained in the same Tally
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directory and setting configuration for one compamwi}l affect other companies in that data
directory.

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

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

Satewsay of Tally
Company Features

Accounting Features

Inventory Features

Statutory & Taxation

Quit

The menu consists of the following options.

. Accounting Features
: Inventory Features
“ Statutory & Taxation

There are various setting available under Accognieatures, Inventory Features

and Statutory & Taxation Features in Company OpmratAlteration screen, which determine
the information to be keyed in during transactiatire
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Chapter
3

Managing Groups
Ledgers and Vouchers

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

Go to Gateway of Tally > Accounts Info.

Gatewaia of TaJ'IJ!'Ii

Groups
Ledgers

Voucher Types

Quit

INTRODUCTION TO GROUPS

Tally follows the modern way of managing accountdled ‘Single Ledger’
concept of accounting. This is in direct contrasstuibsidiary Ledger Accounting. All financial
entries are made using ledgers or account headigekteaccounts are created to identify
transactions.

The single ledger concept avoids the need for sdgdrs and corresponding
control accounts in General Ledger. Tally allowsi yo group ledger information to generate
meaningful reports that are compliant with lawso@xs in Tally classify and identify account
heads according to their nature. This helps ingir#sg summarized information.
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Gateway of Tally > Accounts Info.>Groups

Satewsay of Tally .
Accounts Info. .

Single Group
Create
Drisplary
Alter

Multiple Groups
CReate
Dilsplay
AlTer

Quit

CLASSIFICATION OF ACCOUNT HEADS

Usually, grouping of accounts is dome only whenorepare needed. This may
result in delay in preparing the reports. Tallyp®aié you set up chart of accounts.

You can group the ledger accounts while creatirmthTally will enable your
reports and statements to reflect the desiredifi@gson at any point. In Tally, you can also re-
group the ledgers (with some minimal restrictioimg-classification is necessary. Re-grouping
becomes necessary whenever there is a change inathee of information, however, re-
grouping cab be done only by users who have asdrights.

At the highest level of grouping, accounts are sifasl are classification into
capital or revenue — specifically into assets, ilitddss, income and expenditure. Based on

mercantile accounting principles, Tally provideset of reserved groups and allows you to
modify their names or create subgroups.

Sub-Groups

A sub-Group behaves exactly like a group and iateceunder a group.
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Concept of Sub-Groups

Groups have a hierarchical structure. The main g@uaccounts that determine
the entire accounting and their presentation aeeafiset, liability, income or the expenditure.
There main groups ascertain whether a ledger affecifit & Loss Account as a revenue item
or if it affects the Balance Sheet.

The Reserved Primary Groups and subgroups are:

Primary Groups of Capital Nature

1. Capital Account

a) Reserves and Surplus [Retained Earnings]
2. Current Assets

a) Bank Accounts

b) Cash-in hand

c) Deposits (Asset)

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

f) Sundry Debtors

3. Current Liabilities

a) Duties and Taxes

b) Provisions

c) Sundry Creditors

d) Fixed Assets

4. Investments

5. Loans (Liability)

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

b) Unsecured Loans

6. Suspense Account

7. Miscellaneous Expenses (Asset)
8. Branch/Divisions

9. Sales Account

10.Purchase Accounts

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

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

A Discussion no Each of the Reserved Groups

1.CAPITAL ACCOUNT

This records the Capital and Reserves of the compdme ledgers that belong to
Capital Accounts are Share Capital, Partners’ @hpitc, Proprietor’s Capital Account and so
on.

Reserves and Surplus [Retained Earnings]

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

2.CURRENT ASSETS

Current Assets record the assets that do not bdlmgther Bank Accounts or
Case-in-Hand sub-groups.
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Bank Accounts

Current account, savings account, short tern deposounts and so on.
Cash-in-hand

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

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

Deposits (Asset)

Deposits contain Fixed Deposits, Security Depasit@any deposit made by the
company (not received by the company, which isaility).

Loans & Advances (Asset)
This records all loans given by the company andcades of a non-trading nature

(example: advance against salaries) or even fahage of Fixed Assets. We do not recommend
you to open advances to Suppliers’ account undeQGhoup.

Stock-in-hand
This group contains accounts like Raw Materials rkAin-Progress and Finished

Goods. The balance control depends on whether yve Belected Integrated Account-cum-
Inventory option while creating the company.

Integrated Accounts-cum-Inventory

This option has a significant effect on the Balar@eeet and Profit & Loss
Account. If set to Yes, it brings the stock/invagtbalance figures from the inventory records
and provides a drill down to the Stock registeosrifithe Balance Sheet.

You are not allowed to directly change the clodmadance of an account under

this group. You are allowed to pas transactionmuentory records and the account balances
are automatically reflected in the Balance Sheéllasing Stock.

Non- Integrated Accounts-cum-Inventory
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If integrated Account-cum-Inventory option is setNo, it ignores the inventory
books figures and picks up manually entered closiogk balances from the ledger account
created. This provides th facility to maintain acets separately and inventory separately.

You are not allowed to pass transactions if yowoaats that come under this
Group. It allows you to hold opening and closin¢ggbae only. Since no vouchers can be passed

for these accounts, they are the only accountwfoch the closing balances can be directly
altered (by an authorised user only).

3.CURRENT LIABILITIES

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

Duties and Taxes

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

Provisions

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

4.INVESTMENTS

Group your investment accounts like Investment inar8s, Bonds, Govt.
securities, long term Bank deposit accounts andrsoThis allows you to view the total
investments made by the company.

5.LOANS (LIABILITY)

Loans that a company has borrowed, typically legrgas loans.

Bank OD Accounts [Bank OCC Accounts]

Tally provides you with distinct types of Bank Acots,

Bank OCC Alc
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To record the company’s overdraft accounts with kiarFor example, Bill
Discounted A/cs and Hypothecation A/cs etc.

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

Secured Loans

Term loans or other long/medium term loans, which@btained against security
of some asset. Tally does not verify the existentehe security. Typical accounts are
Debentures, Term Loans, and so on.

Unsecured Loans

Loans obtained without any security. Example: Lo&osn Directors/partners or
outside parties.

6.SUSPENSE ACCOUNT

In modern accounting, many large corporations usgénse Ledger to track the
money paid or recovered, the nature of which isy@btknown. The most common example is
money paid for Traveling Advance whose details Wwél known only upon submission of the
TA bill. Some companies may prefer to open suclaets under Suspense Account.

Loans and Advances (Asset) group.

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

/.MISCELLANEOUS EXPENSES (ASSET)

This group is typically used for legal disclosueguirements such as Schedule VI
of the Indian Companies Act. If should hold incaggmn and per-operative expenses.
Companies would write off a permissible portiontloé account every year. A balance remains
to an extent that cannot be written off in Profitl&ss Account. Tally does not show loss,
carried forward in the Profit & Loss Account, undérs group. The Profit & Loss Account
balance is displayed separately in the BalancetShee

8.BRANCH/DIVISIONS

42



This maintains ledger accounts of all your companyranches, divisions,
affiliates, sister concerns, subsidiaries and soTally permits Sales and Purchase transactions
to take place with accounts. Just treat them ao#mr party accounts. If you wish to maintain
the books of a branch/division on your computer) youst open a separate company. (Tally
allows maintenance of multiple company accounts).

Revenue- Primary Groups

9.SALES ACCOUNT

You can classify your sales accounts based on [ahs sr type of slabs or type of
sales. This also becomes a simple mechanism fpa@on of Tax returns.

Examples:

® Domestic Sales

® Export Sales

Now under Domestic Sales open the following ledgers

® Sales (10%)

® Sales (5%)

® Sales (exempt)

You can even open an account as Sales Returns tvedgroup Domestic Sales to

view your net sales after returns (or the returay foe directly passed through Journal against
the specific Sales account).

10. PURCHASE ACCOUNT

This is similar to sales accounts, except for jipe tof transactions.

11. DIRECT INCOME [INCOME DIRECT |

These are Non-trade income accounts that affectésGRuofit. All trade income
accounts fall under Sales Accounts. You may alsw thes group for accounts like Servicing,
Contract Change that follow sales of equipment.

For a professional services company, you may netSages Account group at all.
Instead, open accounts like Professional Fees uhigegroup.
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12. INDIRECT INCOME [INCOME INDIRECT]

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

13. DIRECT EXPENSES [EXPENSES DIRECT]

These are manufacturing or direct trading experndesse accounts determine the
Gross Profit of the company.

14. INDIRECT EXPENSES [EXPENSES INDIRECT]

All administrative, selling or non-direct expenses.

Profit & Loss Account is a reserved primary accoumfally. You can use this
account to pass adjustment entries through jowmathers. For example, transfer of profit or
loss account to Capital or Reserve account.

Creating a Group

You can create multiple or single group from creapgion. In multiple group
creation, the sub-groups will automatically inhéhni¢é characteristics of their parent groups.

Go to Gateway of Tally > Accounts Info.> Groups pe&ite (under Single Group)

The Group Creation screen displays

Name of Group

Enter the name of the Group to be created. For pb@@mdministrative Expenses

Alias

Enter an alias name to allow access to the grouqy uke Alias in addition to its
name of leave it blank. For example, for Adminis#@ expenses, you can enter Office Expense

or even an alphanumeric code, say E001, as an alias

Under
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Specify under which existing (Parent) group the-slalssification is required. If it
iS a new primary group, select Primary (requirentérat new primary group is very rare, but the
option exists). You can also create a new Pareotby using Alt+C.

Note: Creation of new Primary Group is not allowedn Allow Advanced entry
in Masters is set to No in F12: Configure.

Additional Information

If a group (e.g. Printing) is created under Primaou must select the appropriate
option from the list whether it is an asset, lidpjlincome or expenses. If you select an income
or expenses you should specify whether it will elffilne gross profits or not by suitably setting
the option Does it affect Gross Profits? to Yes/No

You can use this concept when you wish to segregaie profits into Operative
Profit and Net Profit. This helps you when you wamtconsider other revenue accounts in
addition to Direct instead of Gross and Net Profit)

Normally, Tally calculates Gross Profit using OpeniStock, Purchase Accounts,
Direct Expenses, Sales Accounts, Direct Incomes @loding Stock only. To make other
accounts contribute to this, without classifyingdan these reserved heads, set this option to
Yes.

Group behaves like sub-ledger?
This option is applicable to Sundry Debtors groypy can set this to Yes to
display Sundry Debtors without Ledger break-uptatesments. Normally, Sundry Debtors will

have a large number of ledger accounts under ititareth be expanded during display to show
ledger balances. To disable this detailed dispthytss option to No.

Net Debit/Credit Balances for Repotting?

Setting this option to Yes will display either thet debit or credit balance in the
report (whichever is higher). If this is set to Nmth debit and credit balances will displayed in
the report.

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

Set this option to Yes if ledgers under this graupuld have percentages for

discounts/taxes to be used for invoice entry. Daits reflected while passing voucher entry in
Invoice mode, it uses the automatic calculatiorabéjy.

Method to allocate when used in purchase invoice

45



Select the appropriate allocation method from tbie this is used to allocate the
expense of the Item in the ratio of the quantityalue.

Buttons in single group screens

F3: Company

This button helps you to open a different compdnythe creation mode, you can
create groups in the other company. In alter mgda,can copy the information by accepting

the screen (enter or Ctrl+A). The old company’'soinfation remains. This feature is not
available in Display mode.

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

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

F11: Features

This allows you to set or modify the company feasur

F12: Configure

This enables you to set or modify configuratioriref master screen.

Note: Configuration changes affect all companied elmanges made in Features
affect only the current company.

Displaying and Altering Group

You can display and alter the Group in Single mod®lultiple mode.
Displaying a Single Group

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

Select the name of the Group from the List of Itefieu cannot make any
changes in Display mode.

Altering a Single Group
Go to Gateway of Tally > Accounts Info. > Groupg\ker (under Single Group)
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Select the Group that you wish to alter from thetlLof Groups. Make the
necessary changes and click Yes to save the changes

Displaying Multiple Groups

Go to Gateway of Tally > Accounts Info. > Group 3splay (under Multiple
Group)

Select the Group from the List of Groups to dispédythe Groups under the

selected Group or select All Items to display alb@s. The Multi Group Display screen lists
Groups and the corresponding details of the Groups.

Altering Multiple Group
Go to Gateway of Tally > Accounts Info. > Group #ek (under Multiple Group)

Select the Group for which you want to alter frame LList of Groups. In Multi
Group Alteration screen, make the necessary changeslick Yes to save changes.

Deleting a Group
Gateway of Tally > Accounts Info > Groups > Singlieér

The Delete function is performed through the sirgjteration mode. You cannot
delete groups form the Multiple Alteration mode.

1. Select the group to be deleted.
2. Press Alt+D to delete.

Note: You cannot delete a group if it is a resergemlip or a group has sub-groups
or ledgers in it.

Note: A new group created under primary will ndteet in reports until you pass
masters/transactions for that group.

Introduction to Ledgers

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

Ledgers can be created in single and multiple molskemultiple mode you can
create multiple ledgers at a time.

Creating a Single Ledger

The creation of Ledger depends on the featuresopbdior in the F11: Configure
screen before creating any Ledgers. You may cordigu set your Ledgers to enable or disable
advanced mode.

Tally automatically creates two Ledger accounts elgmCash (Under Cash-in-
Hand) and Profit and Loss Account (direct Primargcédunt). You need to create all other
accounts heads. There are no restrictions in Ledgeation except that you cannot create
another Profit & Loss A/C. Any number of Cash Acotsumay be created in any other name
like Petty Cash.

Creating a Ledger Accounts with minimal information:

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

Name
Enter the Name of the account. You can provideftiiename of the account.
Tally fits it all in. Press Enter to move to thexh&eld. Tally does not allow entry of duplicate

names. the uniqueness check is made here itself.

Note that punctuation and other non-relevant infdiom are ignored by Tally in
its recognition of a name. Thus, CST, C.S.T. ar8iT.are all considered as same.

Tally converts the first letter of all relevant wisrto upper case, which helps you;
speed up data entry. You need not bother aboutgamguthe case every time it is a different
word.

Alias

Enter an alias name if required. You can accesd #ugers using the original
name or the alias name.

Under
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All accounts must be classified under their appetprGroups. Select the Group
under which the Ledger is created from the LisGobups. To create a new Group from this
field press [ALT+C]

A Group is not important by itself, but becauseantrols the usage of Ledger
accounts. A wrong classification would affect tmeatment of the Ledger account in final
statements and during voucher entry.

You can, alter a Ledger account to change its gotagsification at any time.

Opening Balance

If yours is an existing company whose books youeatering onto Tally, Opening
Balance would be applicable in circumstances sgolwlgen the Ledger is an asset or a liability
and if it has a balance in the account as on theafebeginning of books in Tally.

Tally recognises normal accounting principles obitidalances for Assets and
credit balances for Liabilities. It accepts theawse for obverse balances. Revenue accounts
normally do not have balances. Tally, however, psryou to give balances even for such
accounts — You may be transferring your books omdly in the middle of the year and may
not have closed them in your earlier system. Hegoa, may specify whether the balance is
Debit or Credit. Simply D or C also would suffice.

Note: Use Ctrl + A at the field following which theformation in other fields do
not need to be changed.

Creating Multiple Ledgers

You can create multiple Ledgers at a time in thisdex You can first create a
Ledger under each group in single Ledger mode had the rest of the Ledgers in multiple
mode. Tally will set the settings of the Ledgerateel as default for other Ledger to be created
in multiple mode.

Go to Gateway of Tally > Accounts Info. > LedgersCreate (under Multiple
Ledger)

Multi Ledger Creation ABC Compan
Untler Group - O Allltems For 1-Apr-2006

§ho. | Name of Ledger Under Opening Balance [y

. |Ramji Lal and Sons sundry Creditors 15,00,000.00 Cr
. | Track Computers Sundry Creditars 25,00,00000 Kl

r3
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The Multiple Ledger Creation screen is displayedoref description on each of
the fields in the Multiple Ledger Creation screehadws:

Under Group

Select the name of the group under which you wacteate the Ledgers from the
List of Groups.

Below this field, the other fields are arrangedainable. The cursor rests at the
field Name of Ledger.

The other fields in the column are:

S. No

This is auto generated.

Name of Ledger

Enter the name of the Ledger

Under

This field defaults to the parent group selectedJmder Group. The selected
group in Under Group gets displayed here autombti@ad the cursor skips this column.
However, if you select All Items in Under Groupldiethe cursor does not skip this column and
you have the option to select the group. You caegnesreate a new group from this field by
pressing Alt+C.

Opening Balance

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

Dr

Specify whether the Opening Balance is Debit od@rdally follows the normal
accounting principals of accounting.

Note: While creating Ledgers in multiple mode, theld Cost Centers are
applicable, is set to Yes for Revenue accountsNmdor Non-Revenue accounts by default.
The field Inventory values are affected is set &s Yor Sales and Purchase Accounts and No for
the others by default.
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Method of Calculation

There are four methods of calculating a duty.

1. Duty Based on Items — Tax based on Item Rate

2. Additional Duty

3. On Total Sales

4. Surcharge on Tax

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

This type of account is suitable in cases whereettere differential rates of
duty/tax on items. In India, excise duty accountsild normally adopt this method. In the UK,
VAT accounts would do likewise. When creating ydoventory item masters, you might
specify Rate of Duty for each item. In your accobnbks, you would open a ledger for the
duty, possibly by the name VAT 17.5%or Excise DuB/5%. You will select this method to
instruct Tally to pick up the Rate of Duty spedifi@ your Inventory item master during master
during invoice entry. If one or more items existiwihe same rate of duty, then the amount is
calculated using the total. Otherwise, it is cadtedl on total sales. For example,

Your invoice lists,

ltem A (Rate 10%) for 10000/-

Item B (Rate 12%) for 15000/-

Item c (Rate 10%) for 18000/-

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

106 on 28000)- 28C0- (Ttem A & )
12% on 152C0- 1800~ (Item B)
Total Duty 4600:-

Additional Duty

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

On Total Sales

As the type suggests, duty will be calculated anttital of individual values of
the items. It does not consider the Rate of Dutgcded for each item in your inventory
masters.

It does not calculate duty on the current sub-tataess you have specifically
opted for it in the company features. Hence, the $eenarios could be as follows:

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

Item A 10000/-

Item B 15000/-

Tax 2% will be calculated at 2% on total sales BO@D/- = 500/- tax amount
following which you obtain a current sub-total &SD0/-.

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

If you opt for calculating on current sub-total:

The above Tax 4% will be calculated on 25500/- (B500) giving 1020/-.

Surcharge on Tax

Surcharge and Additional Duty are charged on theeatiately preceding entry. A
surcharge is treated as a percentage of the dusdleTally expects the preceding line in the
invoice to be the duty on which surcharge is tcéleulated.

Hence, in the above example if you have added e $archarge 10% it will

appear as:
ltem A 10000/-
Item B 15000-
25000/-
Tax 2% 500/-
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| Surcharge 10% | 50/- (10% of 500)

If your invoice is as below:

Item A 1000(0-

ltem B 15000/-
25000/-

Tax 2% 500/-

Surcharge 10 50/-(10% of 500

Addl. Surcharge8% 4/- (8% of 50)

During invoice creation, this figure is used toctddite tax amount based on the
method of calculation as well as specified in imung configuration

([F12] configure > Invoice Entry > Calculate tax current sub-total?).

Though invoicing has been discussed separatelyaater detail, we shall touch
upon relevant aspects here.

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

Tax here refers to VAT or sales tax. During vouahtry in Invoicing mode, you
may enter additional ledger accounts after givimg list of items in the invoice. Typically, the
ledgers would pertain to duties, taxes, delivergrgbs, other charges and discounts. Sales Tax
may be calculated on the total of item values,, Wizzentory sub-total, or you may specify it to
calculate on the immediately preceding sub- tdtathe latter case, the immediately preceding
sub-total could include any entry that you may hpassed, e.g. Delivery Charges. Tally does
not make any presumptions and would not verifagpropriateness or otherwise.

Normally, you would not answer Yes to this optidrhe facility of Surcharge
being available, the need to calculate on curremt-tetal is fulfilled by it. Hence, use it

sparingly, maybe only when you have both ExciseyDatd Sales Tax (on Excise Duty)
applicable on an.

Display or Alter a Ledger Account

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

Gateway of Tally > Accounts Info.>Ledgers > Singldlter > select
ledger
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Ledger Creation ABC Company
Hame D Tally Solutions Total Op. Bal.
Ess] N

12,052 00 Dr

50.500.00 Cr
Tifference

38, S48 a0 S

Under D Sundry Creditors
(Current Liabihities)

Flaintain balances bill-by-bill T Wes
Default Craedit Pernod :

Inventory walues are affected ? Mo

Cost centres are applicable “ Mo

Statutorny Information

Is Service Tax Applicable ? Mo
I=s TDS Applicable = Mo
Is TCS Applicable e Mo

Accept 7

COpening Balance | on 1-Apr-2006) : 5000000 Cr

Yes or Mo

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

Deleting a ledger account

You can delete a ledger from the alteration mod@tagsing <Alt>+<D>. Tally

does not allow deletion of accounts that have aetisns. Therefore, should you wish to delete
an account, which has transactions, you mustdetkdte all its voucher entries.

Interest Calculations

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

1. On outstanding balance amounts
2. On outstanding bills/invoices/transactions (Recgiaed payable)

Tally gives you an exhaustive capability to obtaiterest implications on both.
Activate Interest Calculations
Interest is a legitimate return on money investaed ehargeable in the business

world on loans and also on delayed payments. Istte@n be calculated on the basis of Simple
or Compound Interest.
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Tally allows you to obtain reports on interest cébed based on the instructions
you furnish. Interest figures are typically desinedhe following situations:

e On Outstanding Balance amounts.
« On Outstanding Bills/Invoices /Transactions (Reables and Payables)

The Activate Interest Calculation field is displdy@ the Ledger Creation screen
only if Activate Interest Calculations is set tosyia F11: Features.

Set this field to Yes for each specific ledger agtofor which interest is to be
calculated.

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

1. Go to Gateway of Tally > F11: Features > Set A¢avaterest Calculation to
Yes.>Set Use Advanced Parameters to No.

2. In the Ledger Creation screen set Activate InteGadtulation to Yes.

3. The Interest Parameters sub screen is displayddr Ere Rate and select the
interest style from the list.

Interest calculations on outstanding balances

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

You will have to alter existing ledger accountsp&rmit interest calculations on
them. The same operation will apply when creatinga ledger account.

Interest calculation on outstanding balances iswadtl for any ledger account.
You simply specify the interest rate and style atalation. Nothing is required to be done for
interest during voucher entry.

Let's take an example: Interest calculated on @otiihg Balances

1. Go to Gateway of Tally> Accounts Info.> Ledgers>tekl(Single)> Bank Ltd
(bank account)
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2. Set Activate4 interest Calculation to Yes.

3. On activation, the Interest Parameters must belsé&t. the basis on which
interest will be calculated for this Ledger account

4. Rate: This is the rate at which the interest habeaalculated. In this case,
specify 15%.

5. Interest Style: It is the basis on which the ratepplied. Of the four options,
select 365-Day Year.

6. Accept the screen.

You can now view the amount of interest that cdaddcharged by the Bank.

Report on Interest Calculated on outstanding balanes.
The Interest Calculations Report can be displayedpainted.

Go to Gateway of Tally> Display> Statements of Aauz> Interest
Calculations> Ledger> Bank Account

Interest calculation transaction by transaction

Activate and specify interest calculations in ledgeasters.

Transaction by transaction or Bill-by-bill interesalculation is permitted for
‘Party’ accounts like accounts falling under thewps Sundry Debtors and Sundry Creditors.

For example:

1. Alter a Customer account (under the group Sundrigt@rs or one of its sub-
groups).

2. Set Activate Interest Calculation to Yes. In théetast Parameters now you
have three lines to answer.

3. Set Calculate Interest Transaction-by-transactoYids.
4. Set Over-ride Parameters for each transaction to No

If set to No, you are not allowed to change intepasameters in voucher/invoice
entry. If set to Yes, you can change the interasimpeters during entry.

Report on Interest Calculated on outstanding transations/bills
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To view the Interest calculated

Go to Gateway of Tally> Display> Statements of Aagois> Interest
Calculations> Ledger> CP Ltd

The report is similar to the Bill-wise Outstandiggatement. The last column

gives the interest amount on the transaction. Selex line to be viewed in detail for its
calculations.

How to enter the calculated interest amounts?
Use Debit/Credit Note with Voucher Classes

Use Debit notes for Interest receivable and Créltites for Interest Payable.

Interest is calculated on Simple or Compound basid separate classes should be used for
them.

Set-up Debit/Credit Note Classes for interest entes
Set up Debit Notes. Credit Notes will behave theesavay.
Go to Gateway of Tally > Accounts Info.> Voucherpkg> Create/Alter
1. Alter the Voucher Type Debit Note.
2. Tab down to the field Class.
3. Type the name of the Class.
4. Type Simple Interest.

Likewise, create a Class — Compound Interest ahdYes to Amounts to be
treated as Compound Interest.

Accept the Voucher Type and return to the Gatewlayally. Create a ledger
account Interest Received under Group Indirectrimeo

Voucher Entry for booking Interest
1. Go to Gateway of Tally> Accounting Voucher> Voucligrtry

2. Select F7: Journal > Debit Note
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3. A Cost Centre Class is also selected if requiredcketting Expenses Class has
been selected here.

4. There are two situations for interest adjustment:-

Billwise interest

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

« Compound Interest— Amounts are auto-debited to the selected bilis. B
wise details will not appear in this case.

5. Interest on balances only
Bill-wise interest entry
Debit CP Ltd

Credit Interest Received

When you debit the party account, a list of bills vhich interest is applicable
pops up. Select the bills to adjust. Note that esleared bills appear.

Select the respective interest bills from the [$te debit amount is filled up with
the total. Select New Ref in the bill-wise allocais. In the interest sub-screen, ensure that the
rate of interest is 0. Now Credit Interest Receivdte amount is already filled in.

Your voucher will resemble the one below:

Accounting Voucher Creation ABC Compan

1-Apr-2006 |

Debit Note MNo.1
Ref Saturday
Particulars Debit Credit|
By CP Ltd 22,148.38
Cur Bal: 1,75.144.38 Dr
Mew Ref 1 22,148.38 Dr 1
22,148.38|

To Interest Received
Cur Bal: 22,148.38 Cr

22.148.38 22.148.38|

Marration,
Accept? |

Yes or No |/
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Entries for compound interest are exactly the sasnor Simple Interest where all
you do is select the Voucher Class Compound InteAdso the Bill-wise details popup sub-
screen does not come up as the amounts are adtietherbills.

Select Demo from the list and complete a Debit Note

Now display Outstanding for CP Ltd

Note the contents:

The Bill reference Demo/28/01 and Demo/31/01d aveices onto which interest
has been compounded.

A new Reference no 2 has been created for Simfaeeist due from CP Ltd.
Entries for Interest on Balances only

Again, the issues are Simple and Compound Interest

Compound Interest

Make the following entries in a Debit note with CGoound Interest. Voucher
Class Debit Bank Ltd the amount is automaticallgdi up with the calculated interest

Credit Interest Received

And nothing needs to be dome! The Bank Account een increased by the
amount of inte4rest due and the Income accounttefdést Received also credited.

Simple Interest
Make the same entry as above.

However, since it has the effect of increasing Bank Ltd account with the
amount due (compound effect), you must make a giugntry to reverse it. the reversal entry
would be something like this:

Debit Interest Receivable (a current asset account)
Credit Bank Ltd

Use a normal Journal voucher for this entry.
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We have to necessary go this route to take advarwéghe auto filling of the
interest amount which can appear only when we lisé8ank Ltd account in Debit Note in the
first place.

Interest Calculation Reports

Interest Calculation report are automatically prastlif the feature is activated In
F11: Features and the parameters are set for ¢hdiVledger accounts.

There are two types of reports, one pertainingiterest on balances of accounts
like loans, and the other interest on overdue icemi

Interest reports are available for individual ledgecounts as well as for Groups

Interest Calculation on Ledger Balances (e.g. Loas
You can get a report on the Ledger balances fontleeest calculated.

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

Select Account E.g. Bank Loan Account

Interest is re-calculated with every change in hegaoutstanding. The Cr in the
interest amount should not be confused to researblecome. It only means that it is payable
and is a Liability.

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

Specifying Closing Stock Values

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

To enter the closing stock as on a specific daia,must alter the ledger account.
Simply follow the ledger alteration procedure orfgom the Balance Sheet via Current Assets.

Go to Gateway of Tally> Balance Sheet> Current fsss&roup Summary

(On)
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Go to Gateway of Tally> Accounts Info.> Ledgerstekl(Single)

Assuming that you had a ledger account ‘Stock’ unlde group Stock-in-hand the
information would be as follows

lLedger Alteration ) . ’
H=arme I Stock Tomaml COp. Bal.

falias) 1. 590,75, MW 00 Dr
1, ek 23, 54T .00 Cr
L Fe R e

H£E BT, 5.5 .08 Lo

Linder D Stochk-In-Hamnd
et A aacsial

Opoening Balance [ on 1-Apr-22006F = 15,07 50000 Do

Clao=ing Balance 31 -Mawy 2006 @ 40 000 O TFr
1 fun-Z006 © G0 000 00 CFr

Accept 7

esor Mo

You are allowed to alter the opening balance ad a®lspecify/alter closing

balances on different dates. You would typicallg@fy Balance Sheet dates so that the Balance
Sheet reflects the amount of that date.

Effective Date for Reconciliation (Bank Accounts oly)

The Effective Date for Reconciliation is given fmrcounts falling under the Bank
Accounts Group (or Bank OCC a/c). By default ithe books beginning date.

This is the date from which you can reconcile ybank account in your books
with the bank statements. Normally, it would be loeks beginning date.

However, you can import data from a previous vergibTally or from any other
system (where the reconciliation process was natlable or was different). In that case, you
may not need to reconcile the bank account withr @k statements from the very beginning.
Give the date from which you want the reconciliatfacility to be activated. Then, previous
entries will not appear for reconciliation.
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Ledger Alteration
Mlarme CTribune Bank
(alizs)

Toxal Op. Bal,

1. 590.75, M 00 Dr
1, ek 53, 54T 00 Cr

N N T
B, B, 53,06 O

: Bank Accownrts
(tuarrsnt A ssats)

Effactive Cate for Reconcilimtion ™ 1-Apr-H0kG

Linder

Accept ?
Oponing Balance [ on 1-Apr-2006} : 183357 Cr Yesor Mo

Indirect Expenses

Particulars

Communication Expenses
Freight

Genral Maintenance
Labour Changes Paid
Printing & Stationary
Project Sales

Staff Welfare

Wages

Wages Payahle

DISPLAYING AND ALTERING LEDGERS

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

You can view the details of the Ledger Masters isplay mode. Display does not
permit any modification. However you can make cleghtp Ledger Masters in Alter mode.

Displaying a Single Ledger

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

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

Altering a Single Ledger

Select the Ledger from the List of Ledgers. The daxd Alteration screen is
displayed.

You are allowed to alter any information. Make tiexzessary changes and Accept
Yes to save.

Specifying Closing Stock Values of a Ledger accourthe group
Stock in Hand

This is possible only in Ledger alteration modeosiitlg stock values have to be
specified when accounts and inventory are not rated. Tally allows you to specify closing
stock values even if your books are integratedvdulld simply ignore the specified figure so
long as you maintain the integration. If and when gelect to separate the books, the specified
values would automatically be considered.

To enter the closing stock as on a specific daia,must alter the ledger account.
Simply follow the ledger alteration procedure orfgum the Balance Sheet via Current Assets.

Go to Gateway of Tally > Balance Sheet> Currentefss Group Summary

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

falias)

I Stock

1. 59075, {0000 Dr

1.0ep 3. 54700 Cr
Ry = Py —

Linder

=SB BT 5.3 O
Stock-lTmn-Hadd

s i A aasbal

Dpening Balaance [ on 1-Apr-2006F = 1,00 000 0 [Dxp
Clo=s=ing Balance 31 -Rlay 2006

A0 000 O CFr
A Jun-Z006E @ G0 000 O e

Accept 2

Yesor Mo

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

DELETING SINGLE LEDGER

You can delete a Ledger account from the LedgeerAlion screen by pressing
ATL+D Tally does not allow deletion of accountstthave transactions. Therefore, should you

wish to delete an account, which has transactipms must first delete all its voucher entries.
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DISPLAYING AND ALTERING MULTIPLE LEDGERS

DISPLAYING MULTIPLE LEDGERS

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

Select All Items from the List of Groups to viewethetails of all the Ledgers in

Tally. If you want to view the details of all theetlgers created under a Group select the Group
from the List of Groups. The Multiple Ledger Displscreen is displayed.

Altering Ledgers in Multiple Mode

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

Select any Group or All Iltems from the List of Gpsu The Multi Ledger
Alteration screen is displayed. Make the necesslaaynges and Accept Yes to save.

Note: You are not allowed to delete a ledger frtms tode. Select single alter
mode to delete.

Explanation on Buttons

F3: Company: To work with a different company. In the creatioode, you
can create cost categories in the other comparsitén mode, you can copy the information by
accepting the screen

(<enter> or <CtrI>+<A>). The old company’s infornmat remains. Not available in Display
mode.

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

F4: Parent: To move the cursor to the field ‘Under Group’
F4: New Parent:To bring up the list of Groups to select a neweparoup.
Zero Op Bal: To nullify (change to zero) all opening balancethiis group.

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

65



F7: Skip Parent: For faster data entry when you do not need to titeparent
Group. The cursor will not go to the column ‘Undérbggle to ‘Edit Parent'.

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

F9: Show Closing: Closing Balances replace Opening Balances. This is
available only in alter mode. Closing balance isaiterable and the cursor skips the field.

F10: Chg Sort: To display a column of sorting position indicesggle to
‘Skip Sort’. You may change display positions afder accounts under the group.

Groups, Ledger, Cost Categories, and Cost Cenfi@&nable you to switch to
these areas without having to quit from the cursenéen.
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Chapter

Cost Centres and
Cost Categories

A Cost Centre is any unit of an organization to ahhiransactions (generally,
revenue) can be allocated. When only costs or esqeeare allocated to these units, they are
referred to as Cost Centres. When profits are allsgated to these units, they become Profit
Centres. You can now obtain a Profit and Loss aticotieach such Profit Centre.

Cost Centre in Tally allows an additional dimensiona transaction where a
Ledger account indicates the nature of thee traiosadt does not readily disclose, except in the
narration field, which part of the organization viuagolved in the transaction.

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

Some examples of Cost Centers are

» Departments of an organization — Finance, Manufamu Marketing, and so
on.

* Products of a company.

* Individuals such as Salesman A, Salesman B.

USE OF COST CENTRES

You can classify Cost Centres just as how you ifladsGroup/Ledger accounts.
You can have Primary Cost Centres and severaldefdCost Centres under each Primary Cost
Centre.

Consider the following example.

Primary Cost Centres - Finance, Manufacturing, Manig.

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

Primary Cost Centre — Marketing

Under Marketing:

Salesman A

Salesman B

Salesman C

Allocate expenditure incurred on sales by the sadgs as well as the sales
generated by them, directly to their Cost Centfdé® allocation is done online at the time of
trdansaction entry. This prevents allocation profdeat the end of the period, when you find a

large number of transactions not allocated.

By allocating expenses and sales transactionsetedlesman, you are setting up a
valuable information system that tracks the pertoroge of your salesmen.

CREATING A SINGLE COST CENTRE

To create a Cost Centre, set Maintain Cost Cemtré&es in F11: Features. It is
advisable not to set More than ONE Payroll/Cose@aty to Yes, unless required.

By default, Tally activates the Cost Centre feaford_edger accounts under Sales
Accounts, Purchase Accounts, Expense and Incomsgro

Go to Gateway of Tally> Accounts Info.> Cost CestreCreate (Single Cost
Centre)

The Cost Centre Creation screen displays.

Cost Centre Creation

[ame - Bangalore

ELEL] > Head Office

Linder - O Primary Accept ?
Yesor No
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A brief explanation on each of the fields in thesC&entre Creation screen
follows.

Name
Enter the name of the Cost Centre in this field.&@mple, Bangalore.
Alias

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

Under

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

Note: Unlike Groups, you can allocate transactitmsPrimary Cost Centre.

However, you should do so when you do not have Go&t Centres under the Primary Cost
Centre. It is suggested that you allocate transastio the lowest levels (similar to ledgers).

DISPLAYING A SINGLE COST CENTRE

To display the details of Cost Centre masters

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

The Cost Centre Display screen appears. It is ragsiple to make any

modifications to the Cost Centre master in the Rigpnode. You can only view the details in
this mode.

Altering a Cost Centre
To alter an existing Cost Centre

Go to Gateway of Tally> Accounts Info.> Alter >date (Under Single Cost
Centre)

The Cost Centre Alteration screen appears. Makendeessary changes and
Accept to save.

Deleting a Cost Centre

69



You can delete a Cost Centre from the Cost Cenltieration screen by pressing
ALT+D.

You can delete a Cost Centre only if
* It does not have any Cost Centres created under it.

e Itis not used in any transactions.

EXPLANATION ON BUTTONS FOR COST CENTRES IN
SINGLE MODE

Groups, Ledger, Voucher Types

It enables you to switch to these areas withoutirigato quit from the current
screen.

F11: Features

To change company features.

F12: Configure
To change the configuration of master information.

Note: Configuration changes affect all companieshim data directory. Whereas
Features changes affect the current company only.

Altering a Cost Centre
To alter an existing Cost Centre

Go to Gateway of Tally> Accounts Info.> Alter > @te (Under Single Cost
Centre)

The Cost Centre Alteration screen appears. Makendeessary changes and
Accept to save.

Deleting a Cost Centre

You can delete a Cost Centre from the Cost Cenltiergion screen by pressing
ALT+D.

7C



You can delete a Cost Centre only if
» It does not have any Cost Centres created under it.

e Itis not used in any transactions.

COST CATEGORY

Cost Categories are useful for organizations tbaqtire allocation of resources to
parallel sets of Cost Centres. Such organizatiomgdwsually be project oriented.

Most organizations would not need Cost Categoridge proper use of Cost
Centres itself would offer the same benefits. @rtiegories could increase data entry work and
make it more complicated. Hence, before opting Goist Categories, evaluate whether you
actually need this option. Always attempt to fiise Cost Centres.

Use of Cost Categories

By using cost Categories you may allocate, in pelrad transaction to more than
one set of Cost Centres. The following examplesitiates the use of Cost Categories.

The Primary Cost Centres such as Marketing, FinandeManufacturing can now
be-long to a category — Departments.

The Salesman A, Band C can be Cost Centres urdategory — Executives.
Similarly, you can create4 a new Cost Category jd#ts’ under which Cost

Centres such as Airport construction, Road construcand Buildings may be created. The
classification appears as in the following matrix.

Cost Departments Executives Projects

Categories:

Cost Centres: Marketing Salesman A Airports cont.
Manufacturing Salesman B Roads const.
Finance Salesman C Buildings

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

Salesman A incurs conveyance expenses of Rs. 100@. has incurred it for
marketing, allocate this amount to the Cost Centr®arketing and his own Cost Centre-
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Salesman A. (Allocate this while entering a paymeoticher debiting Conveyance and
crediting Cash.). If the salesman now incurs expdos the project Buildings, allocate to the
Cost Centres — Salesman A and Buildings.

Allocate an expense to one or more Cost Centreis. bt essential to always
allocate expenses to all Cost Centres. If you ditianeate Cost Categories, you would have
been able to allocate the expense to either thed?rBuildings cost centre or Salesman A, not
to both.

You can obtain details of conveyance expenses reduby Salesman A on
Marketing as well as on the Buildings project wiyen have Cost Categories.

You cannot, however, extract a single report giviegails of marketing expensed
incurred by Salesman A on the Project Buildingseseh are different Cost Categories and
cannot be merged. If such reports are required,gjast create ledgers such as Conveyance-
Marketing which will help you generate the desireport.

By allocating expenses to parallel Cost Centresuddferent categories, you are
simply assigning the amounts to them; the amouas dmt increase. In the above example, the
conveyance of Rs. 1000 remains an expense of R afAly. Tally performs an automatic
reconciliation on real- time basis, saving youeffert of reconciling Ledgers and Cost Centres.

Note: Transactions are not allocated to Cost Categbreso Cost Centres only.

GREATING A SINGLE COST CATEGORY

To create a Cost Category, set Maintain Cost Cemtré/es in F11: Features and
the set More the@NE Payroll/Cost Category to Yes.

Cosl Prodnt Camras Mamagament

Maintzain Cost Centres T Yos
ze ost Sentre Tar Job Costing T N
hiare than OME Payrall f Cost Sategory 7 Yeg

Uge Pre-defined ©osl Cenire Allocelians during Entry ? INSTEEER

By default, it is set to No. Tally creates a sinGlest Category called Primary Cost
Category and allocates all Cost Centres createal, for enabling this feature, to this category.
You can create new cost categories, and alterxistireg Cost Centres to allocate them under
required Cost Categories.
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To create a Cost Category

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

The Cost Category Creation screen displays.

Cost Category Creation

Name " Product
(alias)
Allocate Hevenue ltems " Yes

Allocate Mon-Revenue ltems dNo |

A brief description on each of the fields in thes€C&ategory Creation screen
follows.

Name
Enter the name of the Cost Category. For exampde|URts.

Note: There is no sub-classification of Cost Categoand hence you do not find
an Under option. Though there is a Primary Cose@aty, it is not a parent of other categories.

(Alias)
Enter an alias if you wish to call the Categorydmpther name or even by a code

number. this field displays only if you set AlowS¥ANCED entries in Masters in Gateway of
Tally > F12: Configure> Accts/Inv Info. to Yes.

ALLOCATE REVENUEITEMS

Set this options to Yes, to allocate all salescpase, expenses and income related
transactions to Cost Centres that you create utideiCost Category. Normally, you would
enable this option. However, should you need tocalie only capital/non-revenue items only to
Cost Centres in that cost category, set this to No.

ALLOCATE NON-REVENUEITEMS
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You would, usually, disable this options by settingp No as most Cost Centres
need only revenue allocation. However, should yashwo allocate items of non-revenue
(capital) or Balance Sheet items, you may set Kes. Organizations increasingly incurred on
Cost Centres and measure them against revenueded®eeognizing this trend, Tally has
provided this option.

Note: Enable either revenue or non-revenue itemboth. Do not disable both.
Tally sets Yes, by default, for revenue items aid’dd Non-revenue items.

DISPLAYING SINGLE COST CATEGORY

To view the details of the selected Cost Categaagters from this mode

Go to Gateway of Tally> Accounts Info.> Cost Catege> Display (Under
Single Cost Category)

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

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

ALTETING SINGLE COST CATEGORY

To alter and existing Cost Category

Go to Gateway of Tally> Accounts Info.> Cost Catege> Alter (Under Single
Cost Category)

Select a Cost Category form the List of Categorlé®e Cost Category Alteration
screen displays. Make the changes in the requietsfand Accept to save.

Deleting a Cost Category
You may delete a Cost Category that does not hayecast centre under it from

the Cost Category Alteration screen. Use ALT+D etete it. tally does not allow deletion of a
Cost Category that has Cost Centres.

Buttons in Single Cost Category screens

Groups, Ledgers, Voucher Types

It enables you to switch to these areas withouirigato quit from the current
screen.
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F11: Features

To change company features. A detailed explanatiofeatures has been given in
the earlier section under Gateway of Tally.

Note: Configuration changes affect all companiefiereas Features changes
affect only the current company.
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Chapter
5

Introduction to Budgets

A budget is a plan prepared for the flow of fundsan organization. It contains
financial guidelines for the future plan of actimn a selected period of time.

A budget helps to refine goals and use funds effity. It provides accurate
information for evaluation of financial activitiegids in decision making and provides a
reference for future planning.

* Multiple budgets can be created for specific paesiin Tally. Budgets for
Banks, Head offices, Optimistic budgets, Realibticlgets, Pessimistic budgets, and so on can
be created. Departmental budgets like Marketingg@tsl Finance Budgets, and so on, can also
be created. Budget figures can be used in Talgptopare actuals and variances.

In Tally, you can create, alter and delete a budget

ACTIVATING BUDGETS FEATURE
To activate the Budgets feature in Tally:
e Select F11: Features > Accounting Features

e Set Maintain Budgets and Controls? to Yes.
* Accept to save.

CREATING A BUDGET

To create a Budget in Tally

» Go to Gateway of Tally > Accounts Info> Budgets>xeé&te

* In the Budget Creation screen enter a Name for adget.

» Select from the List of Budgets for Under field. Woan have a hierarchical

setup for budgets. In the List of Budgets, Primarat the top of the hierarchy and you can
create more primary budgets. Sub-budgets can lagecrender Primary budgets.
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* Enter the period of the budget in the From and i€lw$. The period entered
can be a month, a year or any other period.

* In Set/Alter Budgets of, select
* Groups — To create a budget for a Group of ledgeounts.
» Ledgers — To create a budget for Ledgers.

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

* Accept to save.

Cirl+ M B

Budget Creation

Name : Corporation Budget L‘""t i
ULCO 0 Primary | 0 Prima

Period of Budget Set [ Atter Budgets of
From | To Groups | Ledgers | CostCentres

1-Apr-2006  31-WMar-2007 No No No

BUDGET FOR GROUPS

Set Yes in the Groups field in the Budget Creatiditérations screen to set
budgets for a group or group of ledgers.

In the Group Budget screen, select a Group fromLike of Groups and enter
Account Name.

Enter the cost center for a group in Cost Centedec® Not Applicable, if the
budget is not for a particular cost centre, buttfiocompany.

In Type of Budget, select from the following tw@gs.

1.0n Nett Transactions
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Select this option to monitor the transaction antsumot the balances. Nett is not
of debits and credits for the specified period. esample, Nett transactions for Indirect
Expenses are the debit amount for the specifiesbghefter reducing the credits for the same
period. Opening and closing balances are not ceresid

2.0n Closing Balance

Select this option to monitor the balance of theoaats, not the transactions. For
example, balances of bank accounts, balances tfrdeb

Enter the budget amount in the Amount field.

Cirl+M K

Group Budgets Under 'Cotporate Budget'
(From 1-Ape-2006 fo 2 f-Wa-2007)

Account Name Cost Centre Type of Budget Amaount
Indlirect Expenses O Not Applicable On Closing Balance 1,50,000.00
Current Assets Tally Buildings On Closing Balance 20,00,000.00
Fixed Assets O Not Applicable On Closing Balance 30,00,000.00

BUDGET FOR LEDGER ACCOUNTS

Set Yes in the Ledgers field in the Budget Credtidlteration screen to set
budgets for ledgers.

In the Ledger Budget screen, select a Ledger fiwenList of Ledgers and enter
Account Name.

Enter the cost centre foe a group in Cost CentuelgBts can be created for ledger
accounts pertaining to a cost centre. For exampteEountancy Fees for Finance Group.
Accountancy Fees can be repeated for another aodtecsuch as a Branch. Select Not
Applicable if the budget is not for a particularsteentre, but for the company.

In Type of Budget, select from the following tw@gs.

1.0n Nett Transactions
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Select this option to monitor the transaction antsumot the balances. Nett is not
of debits and credits for the specified period. Y not expect to have a negative figure in
Revenue items which reflect the transacted amouhthere are negative figures, they are
adjustments. For example, an expense accountréikeltalways has debit entries unless there is
a reversal due to error or change to a customer.

Caution: When using Nett Transactions, the Buddesi@g Balances actually get
adjusted even if you have not selected this type. figures in the Profit & Loss Account reflect
the Closing Balance figures.

Note: To compare transactions against budgets,cedlyerevenue income and
expenses, select On Nett Transactions.

2.Closing Balance

Select this option to monitor the balance of theoaats, not the transactions. For
example, balances of bank accounts, balances tdrdeb

Note: To compare closing balance figures in firtateaments, especially Balance
Sheet items like assets and liabilities, selecsi@pBalances.

Enter the budget amount in the Amount field.

Ledger Budgets Under 'Cotporate Budget'
(From 1-4p-2006 to 31-Mar-2007)

Account Name Cost Centre Type of Budget Amount
Account Fee Finance On Nett Transactions 5,000.00
Advertising & PR Marketing Team On Nett Transactions i15,000.00

Apportionment of budget specified for periods morghan a month

» Ledger Budgets are apportioned for each month enbtksis of number of
days.

« Group Budgets do not get apportioned. Hence, BuldgeZurrent Assets does
not automatically flow to sub- groups.
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» Closing Balances Budget: Each month will have times budget value except
that the actual Opening Balance is taken into aticou

* Nett transactions Budgets specified for a periodeggially apportioned over
the period.

» Enter the budget amount for the specific ledger.

* You can set the Budget for as many ledger accastequired and accept to
save.

* Use Columns and Variance options to compare buipetes with actuals in
most statements.

BUDGETS FOR COST CENTRES

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

» Set Yes in the Cost Centres field in the Budgeta@oe/ Alteration screen to
set budgets for cost centres.

* In the Cost Centre Budget screen, select a Costr€&om the List of Cost
Centres and enter Cost Centre.

» Enter a budget figure in Expenses for the costreent

» Enter a budget figure in Income for the cost centre

« Enter Closing Balance.

» Enter more cost centres, if required, and acci®gave.

Cost Centre Buidgets Under "Cotporate Budget’
{Fram {-Ap=2006 o 3{-Ma=2007)

Cost Centre Expenses Income Closing Balance
Finance 15,000.00 5,000.00 10,000.00
Marketing Team 2,50,000.00 4,50,000.00 {5,00,000.00
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ALTER A BUDGET
You can modify a budget, using the alter option.
» Go to Gateway of Tally> Accounts Info> Budgets>eklt

* In the Budget Alteration screen, modify the fields required. Change the
period or change budgets of Groups, Ledgers antd@oters.

Budget Alteration ABC Compan

MName . Cotporate Budget

LInder - O Primary
Period of Buiget Set / Alter Budgets of
From | To Groups |  Ledgers | CostCentres
1-Apr-2006  31-Mar-2007 NN No No

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

DELETING A BUDGET
To delete a budget
» Go to Gateway of Tally> Accounts Info> Budgets>eklt

e Press Alt+D.

BUDGET VARIANCE

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

1. Budget Variance can be accessed from:

» Gateway of Tally> Display> Trial Balance to displdng Trial Balance screen.
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o Gateway of Tally> Display> Account Books> Group Snary and select a
group form List of Groups to display th Group Sunmynscreen.

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

3. Select from the List of Budgets for Budgets/Scenani

4. Three columns display Budget, Actuals and Budget \f@ance, respectively.
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Chapter
6

Introduction to voucher

A voucher is the primary online document for re@ogdransactions. Transactions
recording and analysis are greatly facilitated lbyihg specific formats for different types of
transactions. Tally provides 16 different predafimducher formats or what it calls predefined
types of vouchers. These are used for recordinguwstransactions. A payment voucher is used
for all types of payments, a receipt voucher foitygles of money receipts, a sales voucher for
recording sales transactions, and so on.

These predefined vouchers fulfill your normal traet®n needs. They pertain to
both accounting and inventory. Some of these vagoten also be used differently according to
the situation, e.g., sales vouchers can be usewaises, vouchers can be post-dated, etc. Such
use can be decided at the time of voucher entgelscting the appropriate button.

The predefined voucher types can be displayed|iasvia

Gateway of Tally> Display> List of Accounts> <Ct#x=\V> [Voucher Types]

List of Voucher Types
]

Contra

—redit Mote

Debit Mote

Delivery Mote

Jdournal

Mermorandum

Fayrment

Fhysical Stock

Furchase

Furchase COrder

Receipt

Feceipt Mote

Fejections In

Rejections COut

Fewersing Journal

Sales

Sdles Order

stock Journal

83



Tally acknowledges the special requirements of sasers for more voucher
types. These arise in cases like when you needdh®e voucher but in different names or
separate series of numbers.

Examples include Cash Payment Vouchers and Bank&atywouchers where the
relevant predefined voucher is Payment Voucher. ¥f@ay have two or more sets of Sales
Vouchers for different kinds of also transactiorgs €redit Sales, Cash Sales, etc.

You would need to alter a voucher type to changauliesetting for different
information appearing in vouchers. Using F12: @pme, you can further configure a voucher.

ALTER A PREDEFINED VOUCHER TYPE

Even if you do not need extra voucher types, yowld/amormally alter the
predefined voucher types to customize them accgrtiinyour needs, e.g., to control their
numbers.

Display or alter each voucher type (by pressingrent double clicking) after
Gateway of Tally> Display> List of Accounts> Ctrl+¥oucher Types

We shall create a new voucher type to explain tfierdnt features. It would also
be applicable to alteration of voucher types intiggredefined types.

CREATING A VOUCHER TYPE

Go to Gateway of Tally> Accounts Info.>Voucher TypEreate
Note: A new voucher type must assume the funcidrspredefined voucher type

The Voucher Type creation screen is divided inted¢hsections depending on the
various setting.

Voucher Type Creation ABC Compan Ctrl + bl S
Mame © Purchase Involce

fakiga)

General Pranimng Mams of Class

Type of woucher :Purchase Frint after saving Youcher T Mo
Sbbr :Purc

Mathod of Voucher FMumbering 7 Awtomatic

=8 Advance Configuration ? Yes

Li=e EFFECTIVE Daies for Youchars? Mo
Make 'Cptional' 3= default T Mo

U=se Common Marration 7 ves
rdarration= for sach antry T Mo

Accept ?

Yesor No

84



Name

Give the name of the new voucher type, e.g., Salesce.

General

Type of Voucher

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

Abbreviation

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

Method of Voucher Numbering

This is, perhaps, one reason for your opting ferew voucher type. There are
three methods available:

None

This will disable numbering of such vouchers. ltyselect this method, no further
information is required.

Manual

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

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

type.

2. If you face difficulty because transactions nowsexsimple create another
voucher type for preventing duplicates of subsetjueacher number
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No further information is required for manual numbg method.

Automatic

This method is both flexible and exhaustive. Useaitefully to give you your
desired numbering system. Select this option td &ty number the vouchers automatically for
you.

Use Advance Configuration

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

A further discussion on these options is necessary.

Use EFFECTIVE dates for vouchers?
Select Yes if you want to enter effective datesvouchers. You would opt for
this if you have instances where a transition urmb@sideration for overdue/ageing analysis is

recorded currently but will take effect from anathdate. If effective date is entered, the
overdue/ageing will be considered from the effextiate and not from voucher date.

Make Optional as Default

Setting this option to Yes, will set your VoucherQ@ptional Voucher by default.

Use common narration?

Select Yes to give a common narration for the entoucher. Tally vouchers can
have multiple entries. Hence, you may wish to givammon narration for all the entries of the
voucher or a separate narration for each entryoth. Select Yes even when you want both.

Select No if you do not want a common narration.

Example of common narration in a voucher:
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Accounting Voucher Creation ABC Compan
Mo. 1 1-Apr-2006
Saturday
Particulars Debit Credit
By Conveyance 100.00
Ondccaunt 100.00 Dr
To Cash 100.00
Marration: 100.00 100.00
Faid Taxi Fare
Accept ?
YesorNo

Narrations for each entry

Select Yes if you want to give a separate narratowreach entry of a voucher.
This would be applicable for a multiple entry voachvhere you want separate details for each

entry. Select Not if you do not want separate niemeor each entry.

Accounting Voucher Creation Ctrl + Il S
Mo, 2 1-Apr-2006
Saturday
Particulars Debit Credit
By Conveyance 100.00
Marration:  Faid Taxi Fare
By Telephone Expenses 350.00
Marration:  Far phone number 080-27532081 450.00
Tao Cash
450.00 450.00
Accept ?
Yesor No

Note: The option to create an Excise Voucher tyggears in the General section

if, the Excise feature is enabled in F11 features.

PRINTING

Print after saving voucher?



If you want to print every voucher after enterihgselect Yes, else select No. This
is suitable for an online environment where you tree Tally printed voucher as the formal
voucher. Remember, however, that the transacti@airé&ady recorded and posted and should
you wish to make corrections to the printed voucleu must alter the Tally voucher online
and print it out again.

Note: Depending on the Type of Voucher you havectedl to create or alter,
different printing features appear in this field.

Name of Class
You can create classes by entering the class nathésisection

If the Method of Voucher Numbering is set to Autdimathen and additional field
to set the advanced configuration for the Vouchgretappears. Setting this field to Yes,
Voucher Type Creation (Secondary) screen appears.

pe ABC Compan Ctrl + 1 kS
Starting Mumber K
Wyidth of Mumerical Part © 3
Prefill with ZERC ? No
Restart Numbering Prefix Details Suffix Details

Applic- Starti- Particula-| Applicable Fariculars Applicable Farticulars

ahle i bUrber rs Fram Fram

From

1-Apr-2006 1-Apr-2006

1-Apr-2006 1Yearly

Starting number
Give the number for the first voucher. Usuallysitli. You can set it to any number

you want. Tally will auto-increment from this numbfer subsequent vouchers. However, the
numbering of vouchers also depends on other vasahipplied by you, which follow hereafter.

Width of Numerical Part
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You may leave it blanks to let Tally automaticadlgjust the width according to th
number. however, for more aesthetically alignedklooreports, you may keep a fixed width,
e.g., 3.

Prefill with ZERO?

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

E.g. 001 1
010 10
PEU/001/06-07
PEU/1/06/07
PEU/1/06/07

Restart Numbering

Voucher Numbering may be restarted with the stgrtiomber (as specified) at
intervals selected by you- Daily, Monthly, Nevereg®kly or Yearly. You must give the date
whence numbering should restart under the fieldlisafon from. The date must be the first
day of the month. You may specify more than onet&edates. For example, should you wish
to renumber your vouchers form ol June 06 on ydaalsis, you must specify it in the next
field. this would retain the numbering system ia tferiod. If, however, you want to change the
numbers from the beginning from monthly to yeamgis, simple alter the first field itself.

Prefix Details

If you want the voucher numbers to be prefixed wibime fixed information, give
the information here. Examples of prefix details:ar

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

2. company info like ‘TSPL/

3. even fixed number series like '1000’

Note: The numeric portion begins immediately aftee prefix information.
Therefore, be sure to give a space or a slashr’Samne such character should you want a
separation, e.g. we have specified April/. Thelshasuld cause the voucher number to appear
as April/001. other-wish it would be April001. Thiscilitates simple usage for fixed number

series appearing as 200100001 where 2001 is tig,@ed 00001 is the starting number with a
width of 5, and with leading zeros.
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You can choose different prefix information for fdifent periods or let one
continue. The prefix continues from the date yountio& under ‘Applicable from ‘till the next
date that you may give under ‘Applicable from’. ldenwe have chosen to change the prefix
from April to May when the month changes. Pleage noowever, that if we omit to change the
prefix for the subsequent months (i.e. do not giMaplicable form’ date for the month), your
voucher numbers for even June, July etc would aomtit@ prefix ‘May/'.

Suffix Detalls

You can also give fixed suffix information for th@ucher number. The same
rules and effects as for Prefix Details apply.

VOUCHER CLASSES

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

Cost centre classes affect all voucher types.

Voucher Classes for Payment, Receipt and Contra Vahers

The primary intention of using classes for paymestgeipt and contra vouchers is
to enable data input in ‘single entry’ or list ratithan in Tally’s traditional double entry mode.
You can also use it to have a separate from fdn eash and bank account.

Let us take an example of a Payment Voucher.

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

(From Gateway of Tally> Account Info> Voucher Tyjpes

The item Name of Class is below Effective Dates Yamucher and above the
Numbering Table.

Give a name to the class by simply typing it, &grclays Band Payment. You
may create more than one class. Hence, you mighit twdhave one more for Cash Payment.

The Class Table

Exclude these Groups
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Groups other than Bank or Cash groups should natebected. This is used to
exclude Cash or Bank Groups that are not to be ims#us class to pay out the money. In out
example, we want to exclude Cash and Credit Cards.

Exclude these Groups

Groups other than Bank or Cash groups should neeleeted. You might exclude
a top level group but include its sub-group.

Ledger Name

Selecting the ledger account that will be useday @ut the money will eliminate
the need to select it during entry. In title casés BareSlays Bank. In a receipt voucher, you
will select the ledger account into which moniedl we received. You may even select ‘Not
Applicable ‘. The purpose of selecting ‘Not Applde’ will be to permit Single Entry mode and
at the same time relaining the option of selectiregaccount during entry.

Note: Exclude or include Groups are irrelevant wiien specify a Ledger Name
for which the class is created. They are usefulnyi select ‘Not Applicable’.

In case you do not require split payments, you c¢aueate only one class with
nothing in include/exclude Groups and without aagyger Name. A single class does not require
class selection and is a rapid way of using Sirgiry mode with full functionality of all
ledgers available.

Accept the class table and the voucher type aibera¥ou may use [CTRL] + [A]
combination.

PAYMENT VOUCHER ENTRY WITH CLASSES

Select Voucher Entry at the Gateway of Tally. PriéSs Payment. You have to
select a class or Not Applicable if no class igréesfor this entry. If Cost Centre Class has been
set, it can be selected too.

The entries will be made as

PURCHASE ENTRIES INVOICE MODE (WITHOUT CLASSES)

Purchase Voucher can now be created in Invoice myde can enter the
suppliers’ invoices in the same way as they ph{lgiegppear.

Set-up Invoice Mode entry for Purchase transactions
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1. Select F11: Company Features.

2. Select F1: Accounting Features.

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

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

5. Accept the screen using Ctrl+A.

ENTRY OF PURCHASE VOUCHERS IN INVOICE MODE

Select F9: Purchase. Select As Invoice button er@sRL+V. This button is a
toggle for Invoice and Voucher modes. You may wantuse the voucher mode for more

complex entries.

Entries are exactly like sales invoices and heneeat discussed.

ABC Compan!

Accounting Voucher Creation (Secondal

Purchase Mo. 1
Ref.: P01

Party's A/c Mame : Tally Selution
Current Balance ©

Purchase Ledger: Purchases

VAT Tax Class

31Mar-2007 |
Saturday

Name of ltem

Quantity

Rate per Amount

CD Rom Drives

Freight

Marration

50 nos 7,500.00 nos

50 nos

3,75,000.00 |

2% 7,500.00

Accept? |

Yes orNo |

The treatment of additional cost of purchase neéazorating.

ADDITONAL COST OF PURCHAESE

If it is desired to add the other purchase expehkedreight and import duty to
the cost of the item, you would have activated ap&on in F11: Company Features ‘Track
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Additional Costs of Purchases’. In voucher mode,atdditional cost details have to be filled in
after the allocation of each purchase item.

In Invoice mode, the treatment of additional casisstock items is automated by
altering the parent group master details of theeegps.

In Invoice mode, than one item is purchased whezeskpense that is incurred for
them is charged as a lump-sum. However, to givefi@ative cost including the expense to each
purchased item, you would earlier give additior@dts of purchase for each item. That method
though very flexible and practical could be tediod$at process is now automated and
allocation of the expense to stock item can be dona predefined basis.

The following set-up activity is required to be read out:

1. Alter the Parent Group of the expense ledger atsoe.g. Direct Expenses.
You will find a new option — Method to Allocate wihe&sed in Purchase Invoice. If you want to
appropriate the ledger accounts under this growghdck items by either Quantity or value, you
must select the option. Select Appropriate by @tyolut example.

p Alteration ABC Compan Ctrl + hi
MName . Direct Expenses
(alias) - Expenses (Direct)
Under . O Primary
Mature of Group 7 Expenses
Dioes it affect Gross Profits 7 Yes
Group hehaves like a Sub-Ledoer ? No
MNett Debit'Credit Balances for Reporting ? No .
Used for Calculation (eg. Taxes, Discounts) ? No sleeaion bilsiods
for Sales Invoice Ent .
( %) 0 Mot Applicable
Method to Allocate when used in Purchase Invoice gl O Not Applicable Aporopriate by GOt
Appropriate by Value
Mo Appropriation

Now if freight belongs to the group Direct Expenséise amount will be
apportioned by quantity, i.e., in the ratio of llf5however, the parent group does not have and
allocation method or is set to No AppropriatiorNmt Applicable, the amount of freight will not
be apportioned to the items and will simply remaithe financial books as expense.

Note: In Invoice mode, Purchases can be allocatétbst Centres only when Cost
Centre classes are used, i.e., you have to aldoatd purchases to cost centres if you are using
the invoice mode of entry. Using the voucher modleemtry for purchases allows manual
allocation of purchase to cost centres.
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Chapter

Currencies
(Multiple currencies and foreign exchange)

Many Organizations have transactions in more thare @urrency. Such
transactions have to be recorded either in the {fesae) currency or in the foreign currency. If
the transactions are recorded in home currency,rdbe at which the foreign currency is
exchanged should be recorded as well. At timesngad to record the transaction in the foreign
currency itself when you maintain the balance @& tioncerned account in foreign currency.
Tally uses the tern base currency for the curr@émeyhich your account books are kept. Foreign
Exchange is used interchangeably with foreign cuye The base currency is specified while
creating the company.

Tally makes it easy to manage multiple currencegomatic calculations of
exchange rates, automatic conversion of any cuwrersed to record a transaction to the
currency of the account, etc.

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

ENABLING MULTIPLE CURRENCY IN TALLY

Enable Multi-Currency feature to view and enterns@ctions in multiple
currencies.

1. Go to Gateway of Tally

2. Select F11: Features > Accounting Features> tolalisphe Company
Operations Alteration screen

3. Set Allow Multi-Currency? to Yes
4. Accept to Save.

Multi Currency feature is now enabled.

CURRENCIES MENU
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View the Currencies menu from Gateway of Tally >éwnts Info > Currencies.
Creating a Currency

Use ASCII Special Characters with [Alt] key combioa if our keyboard does
not have the symbol. Utilities like Character M&taft>All Programs>Accessories> System
Tools) in Windows shows the key combination for tnggmbols. This might be different on
some notebook computers, refer to the computegés msnual or the vendor.

You cannot assign a duplicate currency symbol foorapany in Tally.

The Key combinations for a few currency symbolsgven below:

1. Alt + 156 — Pound Sterling - £

2. Alt + 0165 — Japanese Yen - ¥

3. Alt + 0128 — Euro - €

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

To create a foreign currency

1. Go to Gateway of Tally > Accounts Info.> Currencié€sreate

Currency Creation ABC Compan
Symbol - Rial

Formal Marme . Omani Rial

Mumber of Decimal Places 2
show Amaunts in Millions 7 No

ls Symbol SUFFIXED to Amounts 7 No
Put a SPACE between Amount and Symbal ? Yes
symbol for Decimal Portion of Amount - haisa
Decimal Places for Printing Amaunts in Words ‘A

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

3. Enter the name of the currency in Formal Name.
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A formal name is required to distinguish differerurrencies with the same
symbols. For e.g. you have created two compani&C(And PQR) in Tally. ABC and PQR
have different set of currencies. ABC uses symbfdr$Australian Dollars and PQR uses the
symbol $ for U.S. Dollars. The formal name. distirglpes two different currencies with the
same symbol when you compare accounts of two compan

The company that is loaded first retains the oabsymbol for display purposes.
The other company’s currency symbol will be prefixeith the first letter/first letters (to make
it unique) of the formal name. Here, if ABC is lealfirst then the symbol $ is for Australian
Dollars and in PQR (loaded next) the symbol $ ifiged with the letter U (first letter of its
formal name).

e.g., US Dollars, Pound Sterling, Indian Rupeesaf@irRial, etc.

Note: You cannot assign a dupOlicate Formal Nama fmompany in Tally.

4. Enter the number of decimal places for the currenciumber of Decimal
Places. E.g. Currencies with 2 decimal placesgi&isa and currencies with three decimal places
like diner. There are currencies that do not haa@mdal places, e.g., Viethamese Dong

5. Tally has two formats for displaying an amount,.via millions and in lakhs.
1000000 (one followed by six zeroes) in millionsniat would appear as 1,000,000 and lakhs
would appear as 10, 00,000.

Selecting No means you want amounts to appear inkias.

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

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

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

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

9. Enter the number of decimal places for printing #mounts in words in
Decimal Places for Printing Amounts in Words. Thignber should be equal to or lesser than
the number specified in Number of Decimal Placelsfi

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

You can modify or delete a currency master using Aliter option. Rates of

Exchange can also be altered from here.

currency)

To alter a currency master:
1. Go to Gateway of Tally > Accounts Info.> Currenciédter

2. Select a Currency from the Currencies list (dispthyf there is more than 1

3. In the Currency Alteration screen alter detailsr@guired. For details see

Creating a Currency Master

Alteration
Symbol - AS
Formal Narme . Australian Dellar
Mumber of Decimal Places 22 Show Amaounts in Millions ? No
Decimal Places for Printing Amounts in YWords 22 Put a SPACE between Amount and Symbal ? No
Iz Symbol SUFFIXED to Amounts 7 No
Symbol for Decimal Portion of Amount : cent
Fates of Exchange
Standard Selling Buying
Date Specified Date Last Specified Date Last Specified

Rate Woucher Rata Rate ‘outher Rata Rate

|

DISPLAYING A CURRENCY

The currency Display screen displays the detaild eates of exchange for a

selected currency.

currency)

To display the Currency screen.

1. Go to Gateway of Tally > Accounts Info.> Currencid3isplay
2. Select a Currency from Currencies list (displayedhere is more than 1

3. Enter to view the details

DELETING A CURRENCY
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To delete a Currency
1. Go to Gateway of Tally > Accounts Info.> CurrencigSter

2. Select a currency from the Currencies list (dispthyf there is more than 1
currency)

3. Press Alt + D in the Currency Alteration screeulétete

Note: You cannot delete a Currency that has been ad in a voucher
transaction.

RATES OF EXCHANGE

Rate of Exchange is a feature wherein you can ehéerate of foreign currency
for a specific date. Foreign exchange variationsupevery day with different selling and
buying rates. Rate of Exchange helps you applydtesfor the given date in your transactions.

Alterafiun

Date for Rate of Exchange 1-Apr-2006

S.No. GuUrrency Gid. Rate Selling Rate Buying Rate
LastVoucher  Specified | LastVoucher  Specified
Rate Rate Rate Rate
1. | A% {Australian Doller) Rs. 15/A% Rs. 14.50/A%
2. | DN {Deutche Markd) Rs. 280,00 Rs. 30M Rs.2.90DM
3. | FFr {French Francs) Rs. 9.62/FFr Rs. 9.70/FFr Rs. 9.60/FFr
4. |US.5(US. Dollars) Rs. 1622154 Rs. 31.5.4 Rs. 2.9005.4

To open Rates of Exchange:
1. Go to Gateway of Tally > Accounts Info.> Currencidgates of Exchange
2. The Multi-Currency Alteration screen is displayed

3. Enter the date for which the exchange rate is apiple
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4. Enter the Standard Rate (optional) which is usedaloulate variances from
the actual transaction rates

5. Enter the Setting Rate (your setting rate)
6. Enter the Buying Rate (your buying rate)
7. Accept to Save

Note: Last Voucher Rate is displayed if any voudies been entered earlier.

SELLING RATE — SPECIFIED RAT

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

This is the rate obtained from the daily newspapegrour banker. If you input this
rate before any transaction entry, while enterirfgraign transaction, this rate will be brought
up by default. (You can still change the actuagy.at

The actual rate at which the currency was last usetisplayed and cannot be
changed.

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

BUTING RATE — SPECIFIED RATE

Buying Rate is your buying rate (as opposed to Isabkiying rate) used in
payment vouchers.

The actual rate at which the currency was last usetisplayed and cannot be
changed.

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

Note: Tally calculates Gain Loss in foreign exchangmsactions automatically
using the standard rates, specified rates andlacangaction rates
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Chapter

Inventory information

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

Go to Gateway of Tally > Inventory Info.
Note: The Inventory Info menu is displayed in Gagwof Tally, only select

Maintain Accounts with Inventory forma the Type ©@bmpany list in the Company Creation
screen.

STOCK GROUPS

Stock Groups in Inventory are similar to Groupg#\ctounting Masters. They are
helpful in the classification of Stock Items. Clifisations is based on some common behaviour.
Stock Group enable easy identification and repgrdhStock Items in statements.

You can group Stock Items under different Stock uproto reflect their
classification based on some common functionaliypuping enables you to locate Stock Items
easily and report their details in statements.

You can group the items of a particular brand ttvaet stock of all items of that
brand.

Consider that the Stock Items in your inventory @omy 3.5” disks, Maxell 3.5”
disks, Sony tapes, Maxell tapes, and so on. Cfetaiek Groups, Sony and Maxell, and classify
Sony products under the group Sony and Maxell ptsdunder Maxell. You now have ready
details of all Sony and Maxell products, duly cihed.

Create sub-groups under Stock Groups for deepéysasa

Go to Gateway of Tally> Inventory Info.> Stock Gpsu

CREATING A STOCK GROUP

Go to Gateway of Tally> Inventory Info.> Stock Gpsu> Create (under Single
Stock Group)
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The Stock Group Creation screen displays.

Stock Group Creation I

MName . Building Material

(alias)

Under - O Primary

Can Quartities of items be ADDED dYes |

A brief description on each of the fields in theo&t Group Creation screen
follows.

Name
Enter the name of the Stock Group to be createdeXample, Building Materials.

Under

Specify whether it is a primary group or a sub-groaf another group, by
selecting from the list. For example, Primary.

Press Alt + C to create a parent group, if you dibhave it in the list.

CAN QUANTITES OF ITEMS BE ADDED?

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

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

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

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

Category
ltems
Units
Godown
Vch Types

The buttons. Currency and Budget are available dntgu opted for the same in
F11: Features.

CREATIN MULTIPLE STOCK GROUPS

Go to Gateway of Tally> Inventory Info.> Stock Gpsu> Create (under Multiple
Stock Groups)

Multi Stock Group Creation
Under Group - O All tems
S.No. Name of Stock Group Under ltems are Addable
(Y/N)
1. | Finished Material 0 Primary Yes
2. | Raw Material 0 Primary Yes
3. | Aluminium Foll 0 Primary Yes
+.

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

A brief description on each of the fields in the IM&tock Group Creation screen
follows.

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

Under

If you select any group other than All Items in tdader Group field, then this
column is filled in automatically with the select@loup name and the cursor skips this column.
This speeds up data entry.

If you select All Items in the Under Group fielthetcursor does not skip this field
and allows you to enter the parent group of eachearh.

ltems are Addable? (Y/N)

This pertains to information on the Stock Items ty@u would create under this
Stock Group. The Stock Items created under thepgsbould have similar units to be ‘addable’.

Buttons specific to Multi Stock Group Creation screen

F4: Parent
To change the parent entered in the field Undeu@mhen you have sub- groups

created under it. the change affects all the sobjg created under the parent, meaning, they
would now belong to the new parent.

F8: Skip Details

If tems are addable is to remain the default, thatemain the same as specified
for the parent Stock Group, and use this buttore dirsor skips that column which speeds up
data entry.

From the Multi Stock Group Creation screen, you cegate any of the Masters
listed below with a single click.

« Category
e Items

e Godown

DISPLAYING AND ALTERING STOCK GROUPS

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

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

Select the Stock Group whose particulars you wandisplay from the List of

Groups. The Stock Group Display screen is displayads gives information only on the Stock
Group Master and not on any of the balances.

Altering Single Stock Group

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

Select the Stock Group from the List of Groups. Bteck Group Alteration
screen displays. Make the necessary changes aeptates to save.

You can delete a Stock Group only from the StocuprAlteration screen. Select
a stock group from the list and press ALT+D to tele

Note: You cannot delete a Stock Group if it has anlg groups or Stock ltems

created under it. You need to first delete the grdups and Stock Items to delete the Stock
Group.

Displaying Multiple Stock Groups

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

Select the Stock Group from the List of Groups. Mudti Stock Group Display

screen displays. It displays the entire sub grafgbe selected Group. If you select All Items
from the List of Groups, all the groups and subuproreated are displayed.

Altering Multiple Stock Groups

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

The Multi Stock Group Alteration screen displaysakd the necessary changes
and accept Yes to save.

Note: You cannot delete a Stock Group from multiplede
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Stock Categories

The concept of Stock Categories is similar to thfaCost Categories. Refer the
section on Cost Categories to understand the sityitdifferences.

Note: This option becomes available in the Inveniafo. Menu only if you Set
Maintain Stock Categories to Yes in F11: Features.

Stock Categories offers a parallel classificatidriStock Items. You can create
Stock Categories like Floppy Disks and Floppy Dréve

Consider the example given in the Stock Groupsi Would know bow many 3.5
“floppies of Sony and Maxell are in stock. To kndke total stock of floppy disks or any
alternative item that could be used, Stock Categonould be the best option to use. Create a
Stock Category called Floppy Disks and classifjnfeony 3.5” diskettes as well as Maxell 3.5”
diskettes under the same. Since the items areisuéstof each other, if one is out of stock, you
can offer the other of the same category.

Stock Query option available under Statements of Inventory é@aty of Tally >
Display) revels the strength of Stock Categories.

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

Go to Gateway of Tally> Inventory Info> Stock Categs

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

CREATING A STOCK CATEGORY

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

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

The Stock Category Creation screen displays.
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Stock Cateqgory Creation

MName " Tables

[alias)

LInder - O Primary Accept ?
Yesof No

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

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

Specify whether it is a primary category or a sategory of another category.
Select Primary from the list, if you do not havpaent group. Use ALT+C to create a parent if
you do not have the required category in the list.

Buttons in single mode stock category creation
* Groups

e |tems

+ Godown

e Budget

e Vch Types

* Units

e Currency

106



From the Stock Categories Creation screen, youcceate any of the Masters
listed above with a single click.

CREATING MULTIPLE STOCK CATEGORIES

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

Multi Stock Cateqory Creation ABC Compan

Under Category . O All ltems

S.No. Name of Cateqgory Under

1. | Software O Primary

2. | Electrical Equipment O Primary
1. *

A brief description on each of the fields in the IM&btock Category Creation
screen follows.

UNDER CATEGORY

Select the parent category under which you wanth#wve categories to be created.
If you select any category other then All ltemd,tlaé categories being created will be created
under the selected category. The column Underlledfin automatically with the selected
category and the cursor skips this column, whictuin speeds up data entry.

Selecting All Items gives you the flexibility of spifying the parent of each new
category created.

S No.

The serial number of the stock category is autegeerd.
Name of the category

Specify the name of the Stock Category.

Under
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If you have selected All Items in Under Categorguymust specify a parent
category in this column.

Buttons specific to Multi Stock Category screen
F4: Parent
To change the parent entered in the field Undee@iay when you have sub-

Categories created under it. The change affectb@lsub- Categories created under the parent,
meaning, they would now belong to the new parent.

F8: Skip Details

If the field under is to remain the same as spetifor the parent Stock category,
and use this button. The cursor skips that colurichvspeeds up data entry.

From the Multi Stock Category Creation screen, gan create any of the Masters
listed below with a single click.

» Groups
e Items

 Godown

DISPLAYING AND ALTERING STOCK CATEGORIES

You can display and alter Stock Categories frongl@iand Multiple mode.
Displaying Single Stock Category

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

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

The Stock Category Display screen displays for tpouiew the details entered in
Stock Category Master.

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

Select the Category for which you want to altenfrthe List of Categories. The
Stock Category Alteration screen displays. Makentheessary changes and accept Yes to save.

Deleting a Stock Category

You can delete a Stock Category only if it does mte any sub categories or
Stock Items under it.

Select a Stock Category from the list and press#DLTo delete it.

Displaying Multiple Stock Categories

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

Select the Category for which you want to view tiegails or select All Items to
view the details of all the Categories creatednftine List of Categories.

The Multi Stock Category screen displays. You ceawvthe entire details of the
Category and that of sub categories if any, in shreen.

Altering Multiple Stock Categories

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

Select the Category for which you want to altemfdhe List of Categories. The
Multi Stock Category Alteration screen displays.uYaan make changes in the Masters of the
selected Category and also of the sub categorgtsctSAll Item to make changes in any desired
Category Master as all the Categories createdispéagied in this screen.

Note: You cannot delete a Stock Category from plgtmode.

Delete a Stock Category

You can delete a stock category only if it doeshreote any children under it. The
children could be stock category or stock itemathb

Gateway of Tally > Inventory Info> Stock Categokesingle Alter
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Press [Alt] + [D] to delete the stock category
Note: You cannot delete a stock category form migtmode.
Stock Items

Stock Item refers to goods that you manufacturetrade. It is the primary

inventory entity and the lowest level of information your inventory. You have to create a
Stock Item in Tally for each inventory item thatuywant to account for. In other words, you
have to create a stock ledger account for eachatanTally calls it Stock Item.

Go to Gateway of Tally< Inventory Info. > Stockrtie

Creating a Stock Item

If you are creating Stock Items for the first tiniieis advisable to configure the

F12: Configure screen before creation any itemsu ¥y configure your groups to enable/
disable advanced mode.

Go to Gateway of Tally> Inventory Info> Stock IterSingle Create (under Single

Stock Item).

follows

Mame . Cement
{adiga)
Linder . Building Material
LInits : kKas
Quantity Rate per Value
Opening Balance g ]
A brief description on each of the fields in the& Category Creation screen

Name
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Specify the name of the Stock Item.

Under

Select the group from the List of Groups. If yourdd want to categories it under
any particular group that you created, choose Ryima

Press Alt+C to create a parent Group from thigifiel

Units

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

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

Opening Balance

If you already have stock of this item at the tiafecreating its account in Tally,
specify its balance particulars, i.e., quantitye rand value.

Buttons in single mode stock item creation

F3: Companies

To switch to another loaded company to create Steck.
e Groups

» Category

» Godown

e Budget

* Vch Types

* Units

* Currency

You may choose to create any of the masters ledbede with a single click of the
buttons.
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CREATING MULTPLE STOCK ITEMS

You can create multiple Stock items at a time usig option.

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

Multi Stock Item Creation ABC Compan Ctrl + M
Under Group - O All tems For 1-Apr-2006
S.No. MName of tem Under
Unlts Openlng Oty Rate ner Amount
1. |HP Laser Jet Frinter
Nos 50 Nos 9,500.00 Mos 4,75.000.00
2. [Molden Software
Nos 10 Nos 4,500.00 Mos 45,000.00
3. IModem Internet Accessries
Nos 35MNes  2,750.00 Mos 96,250.00
1. [

Under Group
Select the parent group under which you want tive items to be created. If you
select any category other than All Iltems, thanttedl new items being created, will be created

under this Group. Selecting All Items gives you tleibility of specifying the parent of each
new item created.

S No.

The serial number is auto generated.

Name of Item

Specify the name of the stock item. For example LE&srjet

Under

If you select All Items in Under Group field, yowst specify a parent group here.
Use Alt+C to create a new parent from. If you seke6Group in Under Group field, that group

displays automatically in this column.

Opening Balance
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If you already have stock of this item at the tiafecreating its account in Tally,
specify the balance particulars, i.e., quantitte end value.

Buttons in Multi Stock Item Creation screen

F4: Parent

To change the parent entered in the field Underu@rawhen you have items
categories under it. The change affects all thmstereated under the Parent, meaning they
would now belong to the new parent.

F8: Skip Details

To avoid the cursor entering the field Opening @tse this button. It toggles with
Edit Details, which allows you to enter the openiagails.

F9: Skip Category

Use this button to avoid the cursor entering thee@ary field. it toggles with Edit
Category, which allows entry of Category details.

From the Multi Stock Group Creation screen, you ceeate any of the Masters
listed below with a single click.

* Groups
o Category (if activated)

 Godown

DISPLAYING AND ALTERING STOCK ITEMS
You can display and alter Stock Items in Single enadd Multiple mode.
Displaying a Single Stock Item

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

Select the name of the Stock Item from the Liskt@ins. The Stock Item Display
screen display. You cannot make any changes irstineen.
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DIPALYING MULTIPLE STOCK ITEMS

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

Select a Group from the List of Groups to displéyttee Stock Items under the
selected Group, or select All Items to displaytladl Stock Items, as the case may be. The Multi

Stock item Display screen displays, listing thecgttiems and the corresponding details of the
Stock Items.

ALTERING A SINGLE STOCK ITEM

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

Select the Stock item you want to alter from thet laf Items. The Stock Item
Alteration screen displays. Make the necessarygdmand accept Yes to save.

You can delete a Stock Item only if you have n&du$ in any transaction entry.

Press ALT+D from the Stock Item Alteration screeml¢lete the Stock Item.

Altering Multiple Stock Items

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

Select a Group to alter the Stock Item under thectsd group. The Multi Stock
Item Alteration screen displays. Make the necesshaynges and accept Yes to save.

Note: You cannot delete a Stock Item from multipled.

Recorder Levels

Reorder Levels signifies the quantity of a Stoakritin hand. After reaching
which you must place orders for your supplies. ifhportance of Reorder Level arises from the
desire to have sufficient stocks to service custoorelers and, at the same time, not to
unnecessarily accumulate stock.

Therefore, the points to be considered while degidhe reorder levels are as
follows.

e The lead-time for supplies to deliver the stock
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» The delivery time specified by the customer.
» The stock-in-hand to satisfy orders in the meantime

In simple mode, Tally accepts the quantities tloat gpecify. In advanced mode. It
considers the past consumption patterns to suggesier levels. You can however, choose to
define your own reorder levels. You may also spethie minimum quantity of the item to be
ordered, either in simple or advanced mode.

The purpose of specifying reorder levels is to mbta report that indicates the
quantity of a Stock Item that you must order.

SPECIFYING REORDER LEVELS

Go to Gateway of Tally> Inventory Info> Reorder le¢v

Select a group of Stock Items from the List of Gaguto specify Reorder Levels
for the Stock Items in the Specify Recorder Legelzen.

For each item in stock you can define a ReorderelLand th Minimum Order
Quantity. If you click Simple Recorder button, tlvensumption alternatives will not be
available and hence you have to input the quastitie

Note: The Option Reorder Levels is displayed inlthventory Info. menu only if
Allow Purchase Order Processing is enabled in Féatures.

The Reorder level screen appears as follows:

Reorder Levels ABC Compan Ctrl + b ES
LUnder Group . Row Material For 1-Apr-2006
Mame of tem Advance Parameter far Reorder Level Advance Farameter for Minimum Order
Reorder (Consumplion for the lasi) Minimum (Consummaiion for the 1asf)
Quantity Period Criteria Order Period Criteria
Guantity
tem A
500 Mos ar 15 Days Higher 450 MNos ar 10 Days Higher
Timber
1,000 Mos ar 5 Weeks Higher S50 Mos ar 5 Weeks Eigher

Accept 7

Yesor Mo

The options that you have while defining Reordevdleand Minimum Order Quantity
for individual stock items are as follows.
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Reorder Level/Quantity
Enter the level/quantity in this field.
Advance Parameter for Reorder Level (Consumption fothe Late)

This field lets Tally calculate the reorder levetfer quantity based on the total
consumption in the past for a chosen period.

Period
The choices for periods are: Days, Weeks, Montlts Yaars. Note that it is not

the average consumption for the period but totasamption. Enter zero (0), if you do not want
Tally to calculate the reorder level based on tesamption of the item in the past.

Criteria

Choose whether you want the higher/lower of the,twe., input/calculated
level/quantity.

Rounding Method

Specify whether the calculated level/quantity mbst rounded and also the
method of rounding.

Minimum order quantity

You can specify the minimum order quantity required

ALTERING REORDER LEVELS AND MINIMUM QUANTITES

There are two ways of altering the Reorder Leveld ¢the Minimum Order
Quantities defined earlier.

1. Go to Gateway of Tally> Inventory Info> Reorder leés

Select the Group of the Stock Items from the LisBooups to display the Specify
Reorder Levels screen. Make the necessary changescaept Yes to save.

OR

2. Go to Gateway of Tally> Display> Statements of imeey> Reorder Status
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Select the Group of the Stock Items for which yoantvto make changes to
display the Inventory Reorder Status screen. Diolvn the fields Recorder Level/Minimum
Order Quantity to display the Specify Reorder Lev&reen. Make the necessary changes and
accept Yes to save.

OBTAIN REORDER STATUS AND QUANTITIES TO ORDER
Go to Gateway of Tally> Display> Statements of imeey> Reorder Status

Select a Group of Stock Items from the List of GruThe Inventory Reorder
Status screen displays.

Inventory Reorder Status ABC Compan
lterns Under: O Primary as at 1-Apr-2006 |
(all iterns) I}
Marme of item Clasing Fure Sale Mett Availabile Re-order Shortfall
Stock Orders Pending  Qrders Due Lewel
B more ...
Cement 10 Bogs 10 Bus

Gold 8 - Cd Rom
Gold B Cd Rom
IC Chips

em A 100 Mos 100 Nos 200 Nos 400 Mos
Maxell Disk 3.5
MEP 150

Picture Tubes
Sound Card
Television Flatorn
Timber 4580 Maos 450 Nos| 1,000 Mos aa0 Mos
vDou

This report gives you the reorder status of Stdekn$ categorized under the
selected Group.

Click the button A: Reorder Only to remove thoss for which there are no
orders to be placed.

A part form identifying the quantity to be ordergagu can move your cursor on
the fields and drill down for more information.

Name of Item

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

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

Press Enter on this field for details on the peggiarchase orders.

Sales Orders Due

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

Reorder Level

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

Short fall

Tally calculates this value.
Min Reorder Quantity

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

LOCATIONS/GODOWNS

Locations/Godowns are places where Stock Itemssemed. You can specify
names where Stock Items are stored such as waeshshedf, and so on. In a business, it always
becomes necessary to distinguish between the bildkonsite and in the warehouse. You can
do this by creating two separate godowns. Tally dabkfault Godown named Main Location.
You may even alter Tally’s default godown. Tallyripés creating any number of godowns,
which you can group and subgroup to match the tstreiGyou need.

Go to Gateway of Tally> Inventory Info.> Locatio@&/downs
Notel: The term Locations is displayed in the Ingen Info. menu if

International is selected in Use Accounting Terrfogy of in Gateway of Tally> F12:
Configure screen. If India/SAARC is selected, gt Godowns displays.
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Note2: You can create Locations/Godowns only if iiain Multiple Godowns is
enabled in F11: Features.

CREATING LOCATIONS/GODOWNS
You can create Locations/Godowns in Single modeMmitiple mode
Creating a Single Location/Godown

Go to Gateway of Tally> Inventory Info.> Locatio@®downs > Create (under
Single Godown)

The Location/Godown Creation screen displays:

Godown Creation

MName - Head Office

(alias)

SULCUNN O Primary |

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

Name

Specify the name of the Location/Godown.

Alias

Enter an alias name for the Location/Godown nahreguired.

Under

Specify the Location/Godown under which the Loaaf@odown is to be
categorized. Use Alt + C to create the parent Lion&Bodown if it is not in the list. Select

Primary, if it is not a sub Location/Godown of dycation/Godown.

119



Allow Storage of Materials

Tally permits you to create a Location/Godown, vehgou may not store
materials but treat it as a virtual Location/Godoisruseful in cases like Head Office, which
may have many different stock points under it #tate materials. Hence, Head Office acts like
a primary Godown. For instance, designate Londora asrtual Godown with Wimbledon
Warehouse, Harrow Warehouse and Brixton Warehosisila-Godowns. These sub-Godowns
will allow storage of materials.

CREATING MULTIPLE LOCATIONS/GODOWNS

Go to Gateway of Tally>Inventory Info.> Locationg/@wns> Create (under
Multiple Godowns)

The Multi Godown Creation screen displays:

Multi Godown Creation ABC Compan
Under Godown - 0 All ltems
SN, Name Under
1. [Warehouse Main Location
2. |Warehouse 1 Main Location
3. |Warehouse 2 0 Primary
..

Under
Select the parent group under which you want thve @edown to be created. If
you select any Godown other than All Items, thdrired new Godown being created, will be

created under this Godown. Selecting All Items giyeu the flexibility of specifying the parent
of each new Godown created.

S No

The serial number is auto generated.
Name
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Specify the name of the Godown.

Under
If you select All Items in Under field at the togou must specify a parent

Godown hers. Use All + C to create a new parennftbis field. if you select a Godown in
Under field, that Godown displays automaticallynia column.

DISPLAYING AND ALTERING STOCK LOCATIONS

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

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

To display a Multiple stock Lactation/Godowns dinae

Go to Gateway of Tally>Inventory Info.> Location®/@wns> Display (under
Multiple Location/Godowns)

To alter a single stock Lactation/Godown

Go to Gateway of Tally>Inventory Info.> Locationg/@wns> Alter (under
Single Location/Godown)

To alter a Multiple stock Lactation/Godowns atradi

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

You can delete a stock location via Single Locat#dter by pressing [Alt] + [D].
However, you cannot delete a stock location with-kcations. The lower levels must be
deleted first.

UNITS OF MEASURE

Stock items are purchased or sold on the basisuahtdqy. The quantity is
measured by Units. Hence, it is necessary to ctdais of Measure. You need to create Units
of Measure for all the Stock Items. You can havwapde units such as numbers, meters,
kilograms, and pieces or compound units like baxere, say, one box equals ten pieces.
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Go to Gateway of Tally > Inventory Info.> Units lieasure

Fatowa of Tails ..
Thventons fnfo. .

TInits
Create
Crisplay
Alter

Chuit

CREATING A UNIT OF MEASURE

Go to Gateway of Tally > Inventory Info.> Units ldleasure > Create

The Unit Creation screen displays

Linit Creation

Type D Simple
=il N g T=]
Formal HMarme @ Mumber

FMumber of Decimal Places : I}

A brief explanation on each of fields in Unit Crieatscreen follows.

Type

Symbols are of two types: Simple and Compound.

Simple units are considered as specified by yolly Jiast checks for duplication.
Tally defaults to Simple, and if you want to charigegCompound, use [Backspace] to go back

and select Compound from the Types of Units list.

122



Symbol

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

Formal Name

Specify the formal name of the symbol, e.g. Numbé&hss explains the symbol,
which is also used during the consolidation of dataifferent companies, where the symbols
might be the same but are assigned to differerts.uhe formal name will be used to match
them.

Number of decimal places

If you want to use the unit in fractions, say fokibgram you may have to use
grams as well, specify the number of decimal pla¢es kilogram, you would give three
decimal places to accommodate up to 999 grams.déawot normally want a decimal place for
units like numbers; you can specify 0 in such cases

Note: You can specify 0 to 4 decimal places. Thet Wh Measure cannot be
translated or transliterated but will appear inltheguage created.

Compound Units

A Compound Units is a relation between two Simplatél Hence, before you
create a Compound unit, ensure that you have alreahted two Simple Units. For example,
there are two Simple Units Nos (Numbers) and Doaz@h). Now define the relation between
Nos and Doz, as one dozen equals twelve numbers.

Note: Use the Up arrow or Backspace key to highligje Type field. Select
Compound from the popup menu.

Unit Creaﬁnn

Type 4 Compound |

Units with Multiplier F
(exarrpale; Sgs af FO000 o

Flirst Linit CSonversion Secolcy AT

Doz of 12 pcs
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Select Compound from the Types of Units in the TYipl. Select Doz in the
First Unit from the Units list. Enter 12 in the Ganmsion field and select Nos in the Second Unit
field. Accept Yes to save.

DISPLAYING AND ALTERING UNITS OF MEASURE

To display Units of Measure
Go to Gateway of Tally > Inventory Info.> Units lleasure> Display
Select the Unit of Measure you would like to vienarh the Units list. You can

select a compound unit or a simple unit from tigt. [The unit Display screen displays. In
display mode it is not possible to make any changes

To alter Units of Measure
Go to Gateway of Tally > Inventory Info.> Units ieasure> Alter

Select the Unit of Measure you want to alter frome tUnits list. The Unit
Alteration screen displays. Make the necessarygdgmand accept Yes to save.

You can delete a Unit of Measure from this scregpressing Alt + D. However,
you cannot delete a Unite of Measure that is plaat compound measure. You must delete the
compound measure first.

Price List

Price Lists are useful for orders and invoices. #mto-date price list helps in
decision making even at the lower levels of theaoization and quickens the sales process.
Tally assists in creating quantity based pricinghveomplex discount structure. Price Lists are
available only for inventory items and hence thatdes is available only for inventory and
invoicing are activated for the company.

You can have one or more price lists. You requiggarthan one price list, when

you have different price structures/levels for @lént purposes, usually, different groups of
customers requiring different discounts or deaiimdifferent products.

PRICE LEVELS

In Tally, you can assign specific price lists cdllerice Levels to customers, so
that only the relevant prices are used during eosftgrders and invoices.
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Before you begin to create Price Lists, you shodétide whether you want
different price levels. You might want differentiqe levels for various purposes, such as
different types of customers like wholesale cust@neetail customers, and export customers
and so on. Each customer type could have a diffelisnount structure.

Creating Price Levels
Ensure that you have set the company for Accouittsinventory.
Set the following fields to Yes in F11: FeatureB2: Inventory screen.

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

2. Set Use Multiple Price Levels to Yes.

Sales Managemant
Uza Multipla Prica Levals dYes

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

Company Price Levels

1. Export
2. Consumer

<M Dealer |

4. Press CTRL + A to accept the screen and returhddClompany Operations.
Alteration screen (F11: Features). Set the othBolp as required and accept yes to save.

ALTER PRICE LEVEL NAMES

Follow the same procedure to alter the name ofiee devel. You can simply
overwrite the names you specified previously ane she changes.
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ASSIGNING LEDGER ACCOUNTS TO PRICE LEVELS

Creating Price Lists in Tally provides an optionparty (debtor and creditor)
ledger accounts, with the help to which you camgagsg a specific Price Level to the account.
You can assign only one Price Level to an account.

You can choose the Price Level that you want t@gads the Ledger by selecting
the Price Level from the Price Levels list in thecihg Level Applicable field. Select Not
Applicable if you do not want to assign any Pri@veéls to the Ledger.

If you want assign Price Levels to ledgers creatmdier, alter the ledger account,
tab down to Pricing Level Applicable field and s#lthe applicable Price level form the list.

Ledger Creation ABC Compan

MNarme | CF Limited

Towal Op. Bal.

{alias)
Price Levels =
Lindar : Heamyan Custmor Limilred
(African Sustomsn 0 Mot Applicable

Fricing Level Applicahble :
M=intain balances bill-by-hill % wes Consumer

Diefault Cradit Pariod 3 Dealer
Inventory values are affectad T Mo E}{pl:ll“t

Zost centres are applicakbls T Mo

Sales Taxho.

Dponing Balance [ on 1-Apr-2006)

Tab down to Pricing Level Applicable and select &xpSet the other options
required. Accept Yes to save.

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

CREATING AND USING PRICE LISTS

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

Go to Gateway of Tally > Inventory Info.>Price List

Select a group from the List of Groups.
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Under Group

This is the Stock group of the Stock Items for vhyou want to define the Price

Lists.

Price Level

Select a Price Level to assign to the Stock Group.

Applicable From

Specify the date from which the Price List is apgltile

:I'he columns you see are as follows.

Sl. No

This column has auto-generated serial numbersbk the number of items in the
Price List.

Name of Item

This column has the name of the Stock Item. You dafme the Price List for
each item.

Quantities — From & Less Than

These fields are repeated for an item and begih aiblank for O items and end
with a blank for any number of items. This is usdéu quantity based pricing and discounts.
You can create a staggered quantity price struciturequired.

If you do not require quantity based pricing, ledw®m and Less Than fields
blank.

Rate & Discount (if any)

For each quantity band, give a specific price omiain the same price for all
bands, but define differnt5 discounts. You candifferent methods for different items.

Historical Details (Rate and Disc %)

If you have a different Price List on a date befitve Applicable From date, Tally
displays it here.
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Cost Price

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

Price Levels in Voucher Entry — Invoicing

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

To configure for preventing changes made to theedevel settings in a voucher

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

Configure invoices | DeliveryMotes § Orders

Accept Supplementary Details 7 Yes
(Adciraaa detaila, Deapatch Detaila aic )

Llse Commaon Ledger At far lterm Allacation 7 Yes
Llze Defaults for Bill Allocations ? Yes
Llse Excize Format ? No
Llse Additional Description(s) far ltem Mame ? No
Allow separate Buyer and Consignee names ? Yes

Exporters” Options

Specify Export Shipping details ? No

Specify Marks & Mos /Container Mo, ? No

Specify Mo, and Kind of Packages ? No
Other Options

Calculate Tax on current Sub-Total ? No

(efse cafoilations are an fnventon: Total onid
Complete Accounting Allocationa in CrderDelivery Mote ? Yes

Show turnover achieved with Customer ? No

Alloww modification of ALL fields during entry WANo |
Warn on Megative Stock Balance ? Yes
Honor Expiry Dates usage for Batches 7 Yes

Set Allow modification of ALL fields during entrytNo to prevent changes made
to prices. If you set it to Yes, you can overritle price already defined.

Consider the following example

1. Go to Gateway of Tally> Accounting Vouchers> F8teSa
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2. Select As Invoice

Voucher Creation Ctrl + M

No. 1 1-Apr-200¢
Ref.. SLO1 Saturday

Accountin

Party's At Name : Costomer
CumentBalance . 12480.00 Dr
Sales Ledoer: Sales

Name of ftem Quantity Rate per Amotm

Cement 10Bys  10Bgs 240,00 Bys 2400,00

During voucher creation, there is an additionddfierice Level and it is already
set for the selected party on the basis of assighmeade earlier (the cursor skips the field). if
you had not assigned any Price Level for the ledsmatier, the cursor moves to this field,
allowing you to make a choice. On selecting thelsitem and the quantity, the price is filled in
automatically and the cursor skips the Rate and #xmbelds also.
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Chapter

Voucher Entry

A Voucher is a document that contains details hancial transaction. For every
transaction, you can use appropriate Tally Voudbeenter the details into the ledgers and
update the financial position of the company.

Mainly there are two types of Voucher Entry:

e Accounting Vouchers

e Inventory Vouchers

You can set the configuration for entry to allowlyothose features, which you
require while entering vouchers.

In the Voucher entry configuration, Selectively setly those features to Yes.

(This is further explained under advanced usage).

Go to Gateway of Tally> F12: Configure> Voucher fignt

Accounting Veuchers

Skip Date field in Create Mode (faster entry!) dles |
=g Single Entry mode for PymitrRcptiContra * No
Show Inventary Details Y Yes
Show Table of Bill Details for Selection 7 Yes
Show Bill-wise Details 7 No
Show Ledger Current Balances 7 Yes
Show Balances as on Youcher Date Y Yes
Use PaymentiReceipt as Caontra Y No
Allowe Cash Accounts in Journals 7 Yes
Use CrbDrinstead of TorBy during entry Y Yes
Wiarn an Megative Cash Balance Y Yes
Fre-Allacate Bills for Payment'Receipt Y Yes
Allow Expenses/Fixed Assets in Purchase Youchers 7 Yes
Allowe Income Accounts in Sales Vouchers 7 Yes

Imemtory Vouchers

Lse Ref. Mumber in Stock Journal Y Yes
Wiarn an Megative Stock Balance Y Yes
Honor Expiry Dates usage for Baiches 7 Yes
Show Balances as on Youcher Date Y Yes
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VOUCHER CREATION SCREEN
This screen is divided into three parts
e Main Voucher Entry Area
« Button Bar Area

e Calculator Are

Main Voucher Area

% 1aly 9
{c) Tally Solutions FZ-LLC, 1988-2006 7— : TallyGold - Multi-User
hittp: www tallysoluations.com ﬁ S1. No. : BM@ ~2007
- F2: Date
F: Print E:Export |V E-Mail :Upload | | H: Keyboar H: Help ]
ACCO g Vo o eatio N A x
Ma. 1 1-Apr-2006 i Contia
Saturday
Particulars Debit Credit| "% Receipt
F7: Journal
Lir | —s Fi: Sales
F8: Credil Mote
F9: Puichase
E9: Debit Note
I tion: | —
arration v
T: Post-Dated
Caleulator ODBC Server Ctl+N =
A F11: Fealures
1 = Fi2: Conhipre
Gafeway of Ta“lly -- Accounting YoucHer Creation 9 - Release 1 (Enélish) |Wed, 1 Jan, 2003 060941 \Bljtton
v
|-
Toolbar > calculator Area
Area

Main Voucher Entry Area

The Main Voucher Entry Area is where you enteryallir transaction. This area
provides fields for Date, Ledger Name and Amountvali as additional pop-up screen
that are dependent on your voucher configuratiahthe nature of transaction you make.

Button Bar Area

131



The Button Bare Area displays buttons that progdek interaction with Tally.
Buttons that are relevant to current task are eubdhd the other buttons are disabled.

Calculator Area

The Calculator area provides the calculator fumstiovhere you can enter any
number of mathematical formulae for complex caltoies.

Mouse conventions

Command Action

Click Press the left mouse button

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

Choose Position the mouse pointer on the itemsdinl the left
mouse buttol

Select Position the mouse pointer on the itemdouble-click the
left mouse button.

pres: Use the keys on the keyboard in the combinatiomva

Switching between Screen Areas

The Main Voucher Entry Area is the active area lgjadlt on the Voucher
Creation screen. Press Ctrl+No to navigate to thleulator Area and press Crtl+M to toggle
back to Main Voucher entry Area. A green bar higihis the active area of the screen.

Note: Press Alt+C to use calculator when at amé&altt.

SPECIAL KEYS FOR VOUCHER NARRATION FIELD

ALT+R: Recalls the Last narration saved for thestfiedger in the voucher,
irrespective of the voucher type.

CTRL+R: Recalls the Last narration saved for a $igegoucher type, irrespective
of the ledger.

Checking the accuracy of the vouchers
To check the accuracy of the vouchers that you eatered:

1. Go to Gateway of the vouchers that you have entered
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2. Select F2: Period from Button Bar and enter théopefior which you want to
view Vouchers.

Note: It defaults to the current date only but yoay display all the transactions
for a particular period.

3. Select F1: Detailed
You can check the vouchers for correctness. Toeecba mistake, position the
cursor on the item where you have found the emadr @ress Enter. Tally displays the voucher

details for alteration. The alteration facility mubject to security and access rights. All
alterations are available for audit.

TYPES OF VOUCHERS

Tally is pre=programmed with a variety of accougtirouchers, each designed to
perform a different job.

The standard vouchers are:

=

Payment Voucher

2. Receipt Voucher

3. Contra Voucher

4. Sales Voucher

« Sales Orders

» Sales Vouchers/Invoices
* Delivery Notes

e Rejection In

5. Purchase Voucher
» Purchase Orders

e Purchase Voucher

» Goods Receipt Notes
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* Rejection Out

6. Journal Voucher

» Credit Notes

» Debit Note

e Journal

« Memo Voucher

* Reversing Journal
» Stock Journal

» Physical Stock

You can alter these vouchers to suit your requirdnmand also create new
vouchers.

For example, if you wish to distinguish betweenhcaad bank payment you can
create vouchers to do this.

The function of each voucher type is explained.

CONTRA ENTRY (F4)

According to accounting rules, Contra Entry isansaction indicating transfer of
funds from:

« Cash account to Bank account

» Bank account to Cash account

« Bank account to Bank account

To view the Contra Voucher Entry Screen:

1. Go to Gateway of Tally > Accounting Vouchers

2. Select F4: Contra from the button bar or press F4
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Note:

1. Use the buttons on the right-hand side of the scted=xplore the Potential of
Tally.

2. Press [Enter] wherever the cursor is placed to kim@aDepth of Tally!

CONTRA ENTRY — SINGLE ENTRY MODE

Contra Voucher creation screen appears in Singley Bode by default. You are
prompted to choose the account, which will recdive amount (the ledger that has to be

debited).
To view Contra Voucher creation screen in Singlay¥emode
Go to Gateway of Tally> Accounting Voucher > Seledt Contra
For example, to transfer funds from Cash Accourdaak Account:
1. Debit the Bank Account

2. Credit the Cash Account

The entry appears as shown.

Accounting Voucher Creation ABC Compan Ctrl + b B
Contra Mo, 1 1-Apr-2006 |-
Saturday |
Account © State Bank of India
e Ball 20,000.00 Dr
Particulars Amount|
Cash 20,000.00 |
oy Bl 200000000 Cr
Marration: 20.,000.00 |
Transfar of Funds From Cash Account to Bank Account
Accept? |
Yesor Mo |

The ledger selected in Account State Bank of Imglihhe destination ledger and it
is debited

135



Advantages of Single Entry Mode:

1. Faster data entry.

2. Selection of:

» Multiple Ledgers (to be credited ) with a Singledger (to be Debited) OR

* Multiple Ledgers (to be debited ) with a Single ged (to be Credited)

CONTRA ENTRY — DOUBLE ENTRY MODE

To select multiple Debit and Credit ledgers in theuble entry mode, set Use
Single Entry Mode for Payment/Receipt/Contra toilN&12: Configure.

Entering in Double Entry Mode
1. Go to Gateway of Tally > Accounting Vouchers
2. Select F4: Contra from the Button Bar or press F4.

The entry displayed in Single Mode appears asvalm Double entry mode:

Here cash is transferred from Cash account to Bank&unt.

Accounting Voucher Creation ABC Compan
Contra Mo. 1 1-Apr-2006
Saturday
Particulars Debit Credit
To Cash 20,000.00
By State Bank of India 20,000.00
Marration: 20,000.00 20,000.00
Transfar of Funds From Cash Account to Bank Account
Accept ?
Yesor No
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Use F2: Date to change the date of the voucher.

If you require Dr/Cr instead of To/By -> as expkghin the Configuration section,
activate the required feature in F12: Configure.

Accounting Voucher Creation ABC Compan

Contra Mo, 2 1-Apr-2006
Saturday
Particulars Debit Credit
Cr Cash 2.000.00
CurBai: 18,000.00 Cr
Or State Bank of India 2.,000.00

Cur Bal: 18,000.00 Dr

Marration: 2,000.00 2.000.00

Accept ?

YesorNo

1. In the above example, we have changed the dat¥ fp#l 2001 and we have
Dr/Cr instead of To/By.

2. As the Contra voucher is active, the Buttons of ofleer voucher types of
Payment, Receipt, Journal, Sales and Purchases#rkev

PAYMENT ENTRY (F5)

To view the Payment Voucher entry screen:
1. Go to Gateway of Tally > Accounting Vouchers
2. Select F5: Payment from the Button Bar or press F5

By Default, the Payment Entry screen appears iglSigntry Mode (The option
Use Single Entry mode for Pymt/Rcpt/Contra is eetés in F12: Configure).

For example, the company settles expenses of caneey staff welfare, postage
and stationery through cash all in one voucher. &ritey appears as shown below.
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Accounting Youcher Alteration (Secondal ABC Compan il
Payment No.1 1-Apr-2006 |
Saturday
Account : Cash
Cwr Bal: 23,000.00 Cr
Particulars Amount |
Conveyance 800.00 ||
Cur Bal: $00.00 Dr I
Staff Welfare 1,000.00
Cuwr Bal: 1,000.00 Dr b
Postage 400.00
Cur Bal - 400.00 Dr f
Stationery 800.00 ||
Cur Bal: $00.00 Dr
Marration: 3,000.00 |
Payment of Yoonveyance, Staff Weilfare, Postage and Stationery
Accept? |
Yes orNo ||

You are prompted to choose the cash or bank ledgech will pay the amount

(the credit ledger).

PAYMENT ENTRY — DOUBLE MODE

If you want the payment entries to be entered bt entry mode, then set Use
Single Entry Mode for Payment/Receipt/Contra toilNé12: Configure

To entry the payment entry in

Double Entry Mode,

Go to Gateway of Tally > Accounting Vouchers > Payment

A Payment entry entered in double entry mode apgpesmshown,

Accounting Voucher Creation ABC Compan
Mo, 1 1-Apr-2006
Saturday
Particulars Debit Credit
By Conveyance 800.00
iy Bl 800.00 Dr
By Staff Welfare 1,000.00
Cur Bal s 1,000000 Dr
By Postage 800.00
iy Bl 800.00 Dr
By Stationery 400.00
oy Bl 400.00 Dr
To (Cash 3.000.00
S Ba 23000000 Cr
Marration: 3.000.00 3.000.00
FPayment of Conwveyance, Staff Welfare, Postagr and
stationery Accept ?
YesorNo
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Advantages of Double Entry Mode

You can select any number of ledgers of ledgefsetaebited and credited in

the payment voucher.

You can view on the screen whether a ledger istel@bor credited thus

allowing you to cross- verify.

PAYMENT ENTRY — SINGLE NATTATION

If you want the narration details for every ledgeu debit or credit (Single
narration), you can configure Tally’s Narrationalkt accordingly.

To

1.

2.

3.

4

do so,

Go to Gateway of Tally >Accounting Information > Mzher Types > Alter
Select the required Voucher Type.

Enable the option Narrations for each Entry aneptthe details.

Return to Accounting Vouchers on Gateway of Talhd a&nter a payment

voucher as required.

Give below is an example of a Payment transactidim marrations for each entry:

Account: Cash
Cur Bal . 750.00 Cr

ABC Compan

31-Mar-2007 |
Saturtay

Particulars

Amount

Conveyance

Cur Bat: 500.00 Dr
Postage

Cur Bat: 500.00 Dr

Marration:

Postage and Conveyance Expenses

500.00

500.00

1,000.00°

Accept? |L

Yes or No |
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The entry consists of both common narration andatians for each entry. In case
of multiple debit/credit entries, you can give sendjne narrations separately for every ledger
account selected.

PAYMAENT / RECEIPT AS CONTRA

The Contra Voucher is used to indicate transféunés from

« Bank account to Cash account

« Bank account to Bank account

» Cash account to Bank account

However, for users who wish to use the PaymentReéckipt vouchers for this
nature of transaction, Tally has the flexibility défining Payment and Receipt behaviour as per
Contra voucher.

1. Go to Gateway of Tally > Accounting Vouchers

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

3. Activate the option Use Payment/Receipt as Conwta Yes in F12:
Configuration screen.

4. Accept the screen and save.

The Screen appears as shown.

Ctrl + M Ed

Accounting Voucher Creation

List of Ledger Accounts
o
Canara Bank

i Conwveyance
Particulars ekl
ol CanaraBank = | EF' |t_lrr1ItE|:|
Cur Bal: ostage
. Rent
Sales

Sales Tax @ 10%
Sales Tax @ 12%
Stationery

Steff Welfare
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If Use Payment/ Receipt as Contra option is séfdan F12: Configure screen,
the each and bank accounts will not be displayed.

Accounting Voucher Creation i Ctrl + M B3

List of Ledger Accounts

Canara Bank
_
Particulars Costamer
CP Limited
Dr Postage
CurBar: 1,300.00 Dr Rent
Sales

sales Tax @ 10%
sales Tax @ 12%
Stationery

stsff Welfare

WARN ON NEGATIVE CASH BALANCE

You can configure Tally to prompt you with a wamimhen the Cash ledger
reaches a negative balance.

To activate Warning on Negative Cash Balance:
1. Go to Gateway of Tally > Accounting Vouchers

2. Activate the option Warn on Negative Cash BalanzeYes on the F12:
Configure screen.

3. Accept the screen to save.
Example:

Let us assume a cash balance of Rs. 54000 andegulita make a payment of Rs.
55000 towards advertising expenses. This resubisn@gative balance.

The entry is displayed as:
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Accounting Voucher Creation (Secondal ABC Compan

Payment No. 2 31-Mar-2007
Saturday
Particulars Debit Credit
Dr Advertising Expenses 55,000.00
Cur Bal: 55,000.00 Dr
Cr Cash 55,000.00

Cur Bal: 55,000.00 Cr

Martation: 55,000.00 55,000.00

Accept ?

Yes or No

Tally prompts you with a box that displays the waghand also the credit cash
balance in RED colour. This will help you decideetler to proceed with the entry or not.

CHEQUE PRINTING

You can choose to print cheques directly from Talheques will be printed
while printing a Payment Voucher.

Enabling Cheque Printing
1. Go to Gateway of Tally > F11: Features > Accountiegitures
2. Set Enable Cheque Printing and Set/Alter ChequetifRgi Configuration to

Yes.
Company Operations Alteration screen appears agrsho

Other Features

Enable Cheque Printing ? Yes
set/Alter Cheque Printing Configuration AYes |

Once the option Set/Alter Cheque Printing Configjorais activated to Yes, you
will get the following screen.
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Company Cheque Details

Eanlz Accounts

Company Mame on Chegque @ ABC Company

Names of Banks § Canara Bank _JIMEESULELARE:

Canara Bank
State Bank of India

Company Name on Chaque:

To print the company name on the cheque for sigagbhurposes, mention the
name of the Company (for example, ABC Company)déi do not want Tally to print the
name, you can leave it blank. Many banks give casquth your company name printed.

Name of Banks
Select the Bank from the Bank accounts list

You will have to fill in the dimensions of th chegjuTally accepts user defined
cheque dimensions. Take the bank’s cheque bookremasure the dimensions of a cheque leaf
carefully in millimeters and fill in the above fornfou may need to correct it after trying out a
couple of cheques so that the positioning is ateufEhe placing of the cheque in the printer
also determines the printing. To avoid mistakes trould be made on photocopies of a cheque
before using an actual cheque leaf.

Cheque Printing Configuration
(AN Dimensions in mm only)
Width of Chegue . 158
Height of Cheque . 76
Distance of Date Line from Top Edge C 23
Starting Location of Date from Left Edge - 116
Distance of Party's Mame Line from Top Edge © 31
Starting Location of Mame from Left Edge 210
Width of Name area © 94
Distance of Znd Amt-in-words Line fram Top Edge . a0
Height {(gap) of Amt-in-words Line © 3
Starting Location of Amt-in-words from Left Edge 210
Width of Amt-in-wards area © 99
Distance of Amt-in-figures Line frorm Top Edge . 25
Starting Location of Amt-in-figures from Left Edge - 110
Width of Amt-in-figures ares B )|
Distance of Company Signature Bottormn Line fram Top Edge © 59
Starting Location of Signature from Left Edge - 120
*Width of Signature area - 35
* Height of Signature area 14
[ * mandatony to sawve configuration)
Salutation of 15t Signatary (if 2 signatories) . Directo
Salutation of 2nd or Single Signatory :
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Note: Salutation fields are for signatures and radiufollow the Company name
(for example, Director)

Note: All dimensions must be more than 0 for chegoebe successfully printed.

For ABC & Company
Director

If your cheque has two signatories, both can sgetifBoth could be the same
salutation or different. For example, one couldirector, the other could be Secretary.

Give details of whatever you are using currenthany banks will pre-print both
the company name and the salutation in which casecgn leave them blank.

You are now ready to print the cheque. Remembdrtths option is available
only for the banks for which you have Ledger ac¢oun

PRINTING CHEQUES

After making the desired setting to print the cheequ

Go to Gateway of Tally > Voucher Entry > F5: Payimen

Note: Cheque Printing option is available only ferBayment Voucher.

Name on the Cheque

You debit the party and give the bill referenceadstif any. Credit the bank for
which the cheque dimensions were set up. In thasmgke it is the State Bank of India. The

name of the Debited party account appears nekietdi¢ld Name on the cheque by default. You
can change the name on the cheque if necessary.

Cross Cheque using

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

144



Accounting Voucher Creation p y
Mo. 1 1-Apr-2006
Saturday
Particulars Debit Credit
By ABB Enterprises 1,250.00
Mew Ref 1 1,250.00 Dr
To State Bank of India 1,250.00
Mame on Chegque . ABB Emterprises
Cross chegue using * Alc Payee
Marration: 1,250.00 1,250.00
Ch. MNo. : 063172
Accept ?
Yesor Mo

Enter the Cheque Number (Ch. No.) and save the thev&oucher. Then, you
will get the Cheque Printing sub-screen appeashaan below:

Cheque Primnting

Printer : (Reln:h Paper Type : Letter
Ha. of Copies |

Primt Language : English (Prindng Cianans ionsl
Method : Reat Mode Paper Size : (8500 10937 or (216 mm & 279 mm)
Page Range s Al Prink Area : [250° 10987 or (216 ram % 279 g

Report Titles

Cheque Printing

Print ?

Yesor Mo

Select Yes to print the cheque.
RECEIPT ENTRY (F6)

Transactions accounting for money received arereditento Tally through the
receipt voucher.

To view the Receipt Entry screen:
1. Go to Gateway of Tally > Accounting Vouchers

2. Select F6: Receipt from the button bar or press F6
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Similar to Payment and Contra Vouchers, the Sirigry Mode appears for

Receipt Entry as well.
For example, if your company receives money fromuatomer for an earlier

transaction:

Credit the customer account and debit the Cashuatcib you receive cash or

Debit the Bank account where you need to deposiintbney, if you receive

cheque.
The entry in double-entry mode is displayed as shbatow:

Accounting Voucher Creation ABC Compan
Mo, 1 1-Apr-2006
Saturday
Particulars Debit Credit
Cr Interest 2.500.00
Cur Bal: 2.500.00 Cr
Dr State Bank of India 2.,500.00
Cur Bal: 2.500.00 Dr
Marration: 2.,500.00 2,500.00
Bank Interest creation
Accept ?
Yesor No

JOURNAL ENTRY (F7)

Journal entries are used to adjust the debit aaditcamounts without involving
the cash or bank accounts. Hence, they are refarrasl adjustment entries. To go to the Journal

Entry Screen:
1. Goto Gateway of Tally > Accounting Vouchers

2. Click on F7: Journal on th Button Bar or press EY k

For example, there may be entries made for inta@stued or interest to be paid.
If a party is involved in such a transaction th&ewill be:

1. Debit the Party

2. Credit the Interest Account
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The entry appears as shown below:

¢ Accounting Voucher Creation ABC Compan |
Journal Mo 1 1-Apr-2008
Saturday
Particulars Debit Credit
Dr Party 2,700.00
Cur Bal: 2,700.00 Dr
Cr Interest Account 2,700.00 |
Cur Bal: 2,700.00 Cr
Marration: 2,700.00 2,700.00
Accept?
Yes or No

Note: Journal entries are usually used for fingikmaof accounts.

CASH ACCOUNTS IN JOURNALS

Journals are adjustment entries, which do not wevdlash account and Bank
account. However in many cases companies use jourrsecount for day-to-day transactions
where Cash or Bank accounts are required.

1. Set Allow Cash Accounts in Journals to Yes in R&@nfiguration.
2. Go to Gateway of Tally > Accounting Vouchers> Selet. Journal

3. Press the spacebar at the Debit or Credit fields.

Accounting Voucher Creation ABC Compan

Journal

ABB Enterprises

Particulars AUVEH\SIHE EXEE!HSE!S

Conveyance
o8 CanaraBank | BTl

Cur sl Custamer
Interest
Interest Account
Party
Postage
Profit & Loss Al
Rent
Sales Tax @ 10%
Sales Tax @ 12%
Staff Welfare
State Bank of India
Stationery
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Note: All Cash accounts and Bank accounts are aspl in the List of Ledger
Accounts. Accordingly the journal entry has to bede

SALES ENTRY (F8)

Sales vouchers are used when the company sellsgoods to customers.

To view the Sales Voucher Creation Screen:
Go to Gateway of Tally > Accounting Vouchers >Sele8: Sales.

For example, the company sells some software dditcte this case, the company
has to account for Sales Tax separately, if taxbeas collected on the transaction.

The screen appears as shown below:

Accounting Voucher Creation Ctrl + M B
Sales Mo 1 1-Apr-2008
Ref.: 001 Saturday

ABC Compan

Debit Credit

Particulars
Dr Kings and Sens 5,400.00
Cur Bal - 5,400.00 Dr
Cr Software Sales 5,400.00
Cur Bal: 5.400.00 Cr
Primary Cost Category
Bangalore 5,400.00 Cr

5.400.00 5.400.00

Narration
Soid Software to kings & Sons
Accept?

Yes or No

When a sales transaction is made, a document idgtdhe transaction (item
name, text etc) has to be given to the buyer otodetf purchase by him. This document is
called “Invoice” or “Bill” or “Cash Memaq”. Tally povides the options creating Invoices.

ENABLING INVOICING
1. Set Allow Invoicing to Yes in F11: Features

2. The Sale Voucher Creation Screen appears as Inkgidefault.
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3. Go to Gateway of Tally > Accounting Vouchers > stle8: Sales

Sales entries can be made in the Voucher as whivage Formats.

Invoicing and sales invoicing are almost the samesaes voucher entry. The
advantage of using the invoice format for salesyeistthat it allows automatic calculations of
taxes and duties (ledger accounts classified uihdegroup ‘Duties & Taxes’).

To enable automatic calculations of taxes and glutie

1. Set Calculate Tax on Current Sub-total to Yes i:Flonfigure on the sales
invoice screen

2. Accept the screen to save the voucher.

The default Sales Invoice screen appears as shelawb

ABC Compan

Accounting Voucher Creation
List of Ledger Accounts
Ref. :

Party's Afc Mame : Customer
Current Balance

Sales Ledyer - [

Name of ltem Quanti

T e 1

When you start entering the voucher, Tally pronfptsthe Sales Ledger to be
allocated.

Any number of stock items or account ledgers candbected one after another to
enable faster data entry. To activate this:

1. Set Use Common Ledger A/c for Item Allocation tosYie F12: Configure on
the invoice entry screen.

2. Accept the screen to save the voucher.

TYPES OF INVOICE
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There are two types of Invoices:
Sales Item Invoice — allows you to select Itemsrfi@picing

Sales Account Invoice — allows you to select Ledgemvoicing

SALES ITEM INVOICE

Invoicing is generally used for sale of stock whigre details of the items sold are
listed. Selecting the Item Invoice allows you téesethe stock items that need to be invoiced.
Trading and manufacturing organizations commonéythss format.

On the Sales invoice screen, click on the buttemltnvoice which is displayed
on the Button Bar on the right side of the screm the Sales Item Invoice appears as the own
below:

Accounting Voucher Creation p Ctrl + M 4

List of Ttemns

Ref. :
0 Enc af List
Iterm One

Party's A/c Name : Customer _
Current Balance : R

Sales Ledger: Sales

Name of ltem Qua

Item One

Marration:

Tally’s Item Invoice mode displays the list of dtatems, which can be invoiced
as required.

Note: The Item Invoice button toggle with Accounvodice.

SALES ACCOUNT INVOICE

Sales Account Invoice is generally used by protesds such as doctors and
consultants who require to invoice for certain &gy provided such as consultancy charges,
professional fees.
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Trading and manufacturing organizations also use Atcount Invoice for
invoicing service changes.

On the Sales entry screen, click on Acct Invoictdsuwhich is displayed on the
Button Bar on the right-hand side of the screedisplay the Sales Account Invoice screen as
shown.

Accounting Vousher Creation

Ref - \
0 Endl af List
Advertising Expenses |
Interest i
Irterest Acourt |
Fostage |
Particulars Rert

5ales

Sies T 10%

Sales Taﬁn% \
|

Saff Welfare
Stationery :\

Paty's Al Narte - Sundrry Debtor One
Cureni Balance
Diles Ledger: Sales

Tally’s Account Invoice mode displays the list efdger accounts, which can be
invoiced as required. This is unlike Item Invoickese Tally displays the list of stock items.

Note: The Acct Invoice button toggles with Item dice.

SALES AND PURCHASE VOUCHER ENTRY

In  Accounts-with-Inventory Companies where Trackidumbers is NOT
activated

You do not get the voucher types Receipt Note aelivEry note in the Sales and
Purchase Voucher sub-menus.

In addition to the above particulars that are ajablie for all types of vouchers,
sales and purchase vouchers have special inveotmsiderations for accounts-with inventory
companies.

Sales and Purchase ledger accounts must have tioe @pe Inventory Values

Affected set to Yes for this section. Unless thigian is set to Yes in the Ledger creation
screen, it is not possible to make a Sales entayRurchase details.
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Similarly, sales and Purchase accounts affect tovgnHence, when you enter a
Sales or a Purchase Voucher, an Inventory Allonatifor sub-screen pops up as soon as you
enter the ledger requiring you to give inventogmtdetails.

The inventory details that you mention in an actimgnvoucher (like Sales and
Purchase Voucher), affects stocks by immediatetiatipg them, only if Tracking Numbers are
not activated in [F11]: Features.

The information that you need to give in the inweptallocation sub-screen
depends upon the features enables for the company.

UNCONVENTIONAL VOUCHERS

Unconventional Vouchers are the special voucheet #Hre used to record
provisional or non-accounting transactions. Use oomentional vouchers to remove
unnecessary entries from the main books of accoamidsmake information available. These
vouchers enable valuable reports in terms of pravad accounts and forecasting.

MEMO VOUCEHR

This is a non-accounting voucher and the entriedemssing memo voucher will
not affect your accounts. In other words, Tally sloet post these entries to ledgers but stores
them in a separate Memorandum Register.

Uses of Memo Vouchers

Making suspense payments

Consider a company gives its employee cash to lfigeosupplies, the exact
nature and cost of which are unknown. For thissaation you can enter a voucher for the petty
cash advance, a voucher to record the actual eikpemndietails when they are known, and
another voucher to record the return of surpluf.cas

However, a simpler way of doing it is to enter anvevoucher when the cash is

advanced, and then turn it into a Payment voudbrethie actual amount spent, when the details
are known.

Consider the following Example.

The Company pays its employed Rs. 500 as petty eastance for Office
Expenses.

The following entry has to be passed.
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1. Enter Date

2. Debit office supplies

Accounting Youcher Creation ABC Compan |
Memorandum  [sM] 31-Mar-2007 ||
Saturday
Particulars Debit Credit|
Cr Office Supplies 500.00
Cur Bal: 500.00 Dr
Cr Cash 500.00|
Cur Bal: 23,500.00 Dr |
Marration: 500.00 500.00|
Payment towards purchase of office supplies
Accept? |
Yesor No |

Vouchers not verified at the time of entry

If you do not understand the details of a voucloer gre entering, you can enter it
as a Memo voucher and amend it later when thelsleta available.

Items given on approval
Generally completed sales are entered into botksisl are given on approval, use

a Memo voucher to track and convert it into a prdpales voucher. You can delete the memo
voucher if the sale is not made.

MEMORANDUM VOUCHER REGISTER

To view all the memorandum vouchers:

Go to Gateway to Tally > Display> Exception Repoertslemorandum Vouchers.
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Sateway of Tally ..
Display Menw ...
Exception Reports

Mergative Stock
Megative Ledgers

CrveRdue Receivables
Crverdue Payahles

Mermorandum »oluchers
REwersing Journals
Cptional vouchers
Fost-Dated “wouchers

Guit

Note: You can also view memorandum vouchers fraerihy Book.
You can alter and convert a Memo voucher into aileggvoucher when you

decide to consider the entry into your books. Usengdrios to see the effect of Memo entries on
reports and statements.

OPTIONAL VOUCHER

This is also a non-accounting voucher. Unlike a Mewoucher, this is not a
separate voucher type. You can mark an existinghv@u(for example, a payment voucher or a
receipt voucher) as Optional. Press CTRL + L ackchn Optional from the Button Bar. This
button toggles with Regular. By marking a vouchgti@nal, the voucher does not get posted
anywhere but remains in the Optional Register

You can make a voucher type default to Optionatafi need to create a new
voucher type or alter an existing voucher type.

Go to Gateway of Tally> Accounts Info > Voucher Egp select a Voucher
Type> Set Make Optional as default to Yes.

Enabling Optional Vouchers
1. Go to Gateway of Tally

2. Select F11: Features> Accounting Features to dis@lampany Operations
Alteration screen
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3. Set Use Rev. Journals & Optional Vouchers? to Yes.

4. Accept the screen to save.
Use of Optional Vouchers

* If you do not want a transaction that is incompletdfect the accounts, you
can mark this as an Optional Voucher. Once theséretion is complete, modify the voucher and
post it as Regular Voucher. For example, Perforaiessinvoice. In fact, an optional sales
invoice prints as a Performa Invoice.

e Optional Vouchers allow you to see the impact ahsactions without actually
posting them.

» Optional Vouchers can be used to forecast futuless&or example, create a
New Voucher Type — Sales Forecast. Record futues gegiojections using this voucher type

Let us consider the following example.

On 30" June you want to view the Balance Sheet as ofytbda June rent is not
due for payment until the first week of July. Thability is not reflected in the Balance Sheet.
To overcome this, enter an Optional Voucher da@tJ8ine. The above entry is made as shown
below

1. Enter Date

2. Select Optional from the button bar

3. Debit Rent account

g Voucher Creation -

Ma. 1 1-Apr-2006 |

Saturday |-

Particulars Debit Credit|!

1

Dr Rent Account T75.,000.00 _|
Cur Ball 75000.00 Dr _I

Cr State Bank of India 75,000.00 |
Cur Bal: T5.000.00 Cr 1

1

Marration: 75.000.00 75,000.00 |-
Ch. Mo, : 1]
Accept? |-

YesorNe |
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When you view the Balance Sheet, generate a reyptrtthe Optional Voucher
included. The Optional Voucher should be alreadyndd as a Scenario. The voucher affects
the report temporarily. Once you quit the reposillyfdoes not retain the Scenario details. The
next time you view the balance sheet, it will notlude the effect of the Optional Voucher
unless you include it.

Note: Use Scenarios to see the effect of Optionakker entries on reports and
statements.

OPTIONAL VOUCERS REGISTER

You can view all optional vouchers in the OptioWalucher Register
Go to Gateway of Tally> Display> Exception Repor@ptional Vouchers

Note: You can view them from the Day Book as well.

REVERSING JOURNALS

Reversing Journals are special journals that atenatically reversed after a
specified date. They exist only till that date aare effective only when they are included in
reports like the Balance Sheet. These are useatenm reporting in the course f the financial
year where accruals are to be reported. Theseasaite usually short term and are cleared in
the subsequent period. However, to get a propeppetive, decision makes require the reports
with full impact of all aspects and transaction.

Activating Reversing Journals

To activating Reversing Journals
1. Go to Gateway of Tally

2. Select F11: Features> Accounting Features to disflampany Operations
Alteration screen.

3. Set Yes in Use Rev. Journals & Optional Vouchers?
4. Accept the screen to save.
An example is — the provision for depreciation. Bemtion is usually provided

for at the end of the year. However, including at fmonthly reporting would give a more
accurate status.
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Let us take another example:

On 30" June you want to view the Balance Sheet as ofytbdaJune salaries are
not paid until the first week of July. There isetbfore, a large liability, which would not be
reflected in the Balance Sheet. To overcome thisemer a Reversing Journal Voucher dated
30" June, which would look like this:

Accounting Voucher Creation ABC Compan Ctrl + h

Reversing Journal R 20-)un-200¢

Tuesday
Particulars Debit Credit
Dr Salaries 5,000.00
Cur Bal: 5.000.00 Dr
Cr Provisions 5,000.00
Cur Bal: 5000.00 Cr
Applicable Upto © 20 Jun-2005
Marration: 5,000.00 5,000.00
Salaries for the manth of July
Accept ?
YesorNo

When you view the Balance Sheet, Tally displays rédmort with the reversing
journals included. The voucher affects the repoly for that day, 30 June.

Application up to

This is the date up to which the Reversing Jouhalvailable for inclusion in a
scenario report. The Revering Journal can be ateetef a particular date and made Applicable
up to a different date. For example the deprecgiagintry could be dated October 1, 2005 and
applicable up to October 31, 2005. The journal Wwdl available for inclusion in a scenario for
any day from October 1, 2000 till October 31, 20B@vill not exist before I Oct and will be
reversed automatically after 80ct and consequently unavailable.

REVERSING JOURNAL REGISTER
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All vouchers are maintained in a Reversing JouRggister. These are no posted
to any books of accounts and cannot be includecegular report. They can only be seen
through a scenario.

Go to Gateway of Tally> Display> Exception ReporBeversing Journals

POST-DATED VOUCHERS

While entering vouchers, you can mark them as dastd. Tally will not update
the vouchers in ledgers until the specified datapigroached. This is useful to enter transactions
that take place on a regular basis. For examphouf pay for something by installments, you
can set up the payments in advance, and Tallyomi}y enter them in the ledgers as they fall
due.

Mark vouchers Post Dated by using CTRL+T or clickRost dated button from
the Button Bar. This button toggles with Current.

Post-dated Vouchers Register
All Post-dated vouchers are maintained in a Potged@oucher Register.
Go to Gateway of Tally> Display> Exception ReporBost-Dated Vouchers.

Difference in the treatment of Post-dated Vouchemdg other Unconventional
vouchers

The major difference between post dated vouchets @her Unconventional

vouchers is that post dated Vouchers affect redadaks of accounts on the date of the voucher.
Post-dated vouchers are not available for seleati@cenarios.

CREATING ACCOUNTING VOUCHERS IN TALLY

To view the Accounting Vouchers screen:

Go to Gateway of Tally> Accounting Vouchers

Note: The Voucher Entry screen display dependshenvioucher Configuration.
To go to the next voucher screen you can simplycémthe vouchers using the buttons from the

Button Bar or by using the Function keys.

Consider a simple payment voucher screen.
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Accounting Voucher Creation
Mo, 1 1-Apr-2006
Saturday |
Particulars Debit Credit|
By King and Sons 500.00
CurBal: 500.00 Dr
Onferaunt 500.00 Dr ]
Ta Cash 500.00 |
CurBal: 1,000.00 Dr
Marration: 500.00 500.00 |
Accept? |
YesorNo |

Type of Voucher

You need to check whether you are using the righiclier for the transaction.
You change the voucher type by selecting the n@e fsom the Button Bar.

In some cases, Sales, Punchers and Journal, aasvelhere you have created
your own voucher types. For example, under Paynieilty will display a List of Vouchers for
the type you select, from which you make a furttfevice.

Voucher Number

If you have set Method of Voucher Numbering to Aua#tic in Voucher Type
screen, Tally will automatically enter the vouchember enter the voucher number and if you

have set Method of Voucher Numbering to Manual,lyTallows you to enter the voucher
number manually.

Reference

You can enter a reference such as Purchase Ordeb&iwr Invoice Number in
the Ref: Field.

Note: Reference is not available for receipt anghpent vouchers.
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Date of Voucher

The date of the voucher you enter is displayedhattop-right of the Voucher
Creation screen. The date is taken initially frdme Current Date in the Gateway of Tally.
However, you can change the date to ensure vouchrergntered with the appropriate date
using the F2: Date button.

Note: You change the date using the F2: Date bditton the button bar.

NARRATIONS

You can type any comment that is appropriate ferttnsaction in Narrations.
You can configure Tally’s Narration details as per type of narration for the transaction. The
types of Narrations are:

¢ Common Narration — Common narration details for énére Voucher at the

end.
» Single Narration — Narration details for every delvicredit transactions made.

Enabling Narrations

Common Narration is enabled by default in Tally.

To activate Narrations on the voucher screen

1. Go to Gateway of Tally> Accounts Information> Voeci'ype> Alter
2. Select the required Voucher

3. set the option Narrations for each Entry to Yes

4. Accept the details.

5. Return to Accounting Vouchers on Gateway of Talhd anake a payment
voucher entry as required.

Following examples demonstrate a Payment transiti@t has both common

narration and narrations for each entry. The adgmnbf this being that you cha give single line
narration separately for every ledger account sediein case of multiple debit/credit entries.
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Accounting Voucher Creation

No. 1 1-Apr-2006

Saturday

Account ;. Cash
CLy Bal 25000000 Cr

Particulars Amount
Conveyance 500.00
Cur Bal s 1300000 D
On Accaunt 500.00 Dr
Natration o Convevance paid toemployse A
Postage 500.00
CurBal: 1.300.00 Dr
Natration : Postage expenses far the maonth of April
Marration: 1,000.00
Fostage and Conveyance Expenses
Accept ?
Yesor No

PARITCULRS TO/BY OR DR/CR

To/By or Dr/Cr

By default Tally displays To/By which can be chasge Dr/Cr.

1. Set Use Cr/Dr instead of To/By which can be chartgdor/Cr.
2. Accept to Save

Each voucher line displays a prompt of Dr/By foibideentries or Cr/To for
credits.

Note: Depending on the voucher type, Tally seleitiser Dr or Cr/ To or By.
Thereafter, you can change the prompt (if requilbsdyping over it witha D or C/ T or B.

PARTCULARS — LEDGER NAME AND AMOUNT

Ledger name and amount

After To/By or Dr/Cr, you enter the ledger nameattare already created and the
debit and credit amounts. To select a ledger, thpdirst letter of its name and Tally displays a
List of Ledger Accounts. The ledgers starting vilib typed letter are highlights. Only ledgers
suitable for the voucher type are displayed. As gotinue typing, the highlights reduce until a
match is found.

The first ledger name prompt depends upon the \arugpe.

161



For example, in a Payment Voucher you have to diektit a personal account like
a creditor or a nominal account like Rent. Hence e not allowed to enter Cash or Bank as
that would determine money received.

Note: In special case where in you have activated bDption Allow
Payment/Receipt as Control in the Voucher Confitjomayou are permitted to do so.

Likewise, in a Sales Voucher, you must first debpersonal account name like a
customer and not a nominal account name.

When you select the ledger, the current balancelisplayed (only if F12:
Configure is configured). When you enter the amptimd revised current balance is shown.
After selecting the next ledger, Tally suggestskiakancing amount as the value to enter, which
may be accepted or typed over. You cannot comphetgoucher entry until the debit is equal to
the credit.

VOUCHER CLASSES

Voucher Class is a method of automating accourdif@cations during Invoice
entry. It is a table for predefining the entries ke invoice entry a simple task. This is
particularly useful in sales invoicing where themoal ledger accounts, to be credited for each
item of sale is defined once. During voucher erttrg,accounting credits for items sold are done
automatically. Additional accounting entries likaxT Freight and other charges can also be
predefined to be brought up during actual invoicing

This will have restriction on a data entry operatoalter or modify the vouchers.
the total control tests with senior management ébtee class parameters. It also reduces
chances of errors during voucher entry. You calh &intinue to use Tally as before without
classes if you do not require it.

Classes can also be used to automate the rounffitigeovalues. The rounding —
off method can be preset when defining a clasa fare or for the entire voucher or invoice.

Voucher Class Permits:

1. Automation of entries to predefined ledger accaunts

2. Automatic rounding off to preset value limits.

INVENTORY VOUCHERS

INVENTORU Vouchers perform the same function in iimneentory system just as
accounting vouchers do in the accounting systemertory Vouchers are also means of
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entering transaction. Inventory vouchers recordréoeipt and issue of goods/stock, the transfer
of stock between locations and physical stock adjests.

If you have not integrated accounts with inventongentory vouchers will not
have any impact on the Balance Sheet stock figurkey will maintain the stock balances

separately.
To view Inventory Vouchers:

Go to Gateway of Tally > Inventory Vouchers

Configuration on Tally
Set the option Integrate Accounts and Inventoryde in F11: Features.

You can trace an entire transaction from the beggqne., goods transfer stage to
the financial accounting irrespective of integratsiatus.

For example, the purchase of stock can be trackmu the purchase voucher
through the receipt note, through invoice fromghpplier and also through eventual payment.

TYPES OF INVENTORY VOUCHERS

Tally is pre-programmed with Inventory Vouchers dérious natures, each
designed to perform a different task. The followitadple displays the standard Accounting
Vouchers provided in Tally and their correspondaajivation key combination and buttons.
You can either use the key combination given intdi#e below or the buttons on the Button
Bar.

Key Combination Buttons Voucher Type
ALT+F9 F9: Rcpt Note Receipt Note Voucher
ALT+F8 F8: Dely Note Delivery Note
ALT+F6 F6: Rej.Out Rejections Out
CTRL+F6 F6: Rej.In Rejections In

ALT+F7 F7: Stk Jrnl Stock Journal Voucher
ALT+10 F10: Phys Stk Physical Stock
ALT+F5 F5: Sales Order Sales Order

ALT+F4 F4: Purc. Order Purchase Order
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Set the option Use Tracking Numbers to Yes in FCbmpany Features to
activate Goods In Receipt Note and Goods Out Dsliote vouchers. Tally will assume that
goods are received along with Purchase VouchersGoatls are delivered along with Sales
Vouchers/Invoices. Activating Tracking Numbers denthat you may receive goods that are
not accompanied by a Supplier’s invoice, i.e. thaice will arrive separately and that you may
not deliver the goods along with the invoice but mvoice it later.

Note: In a voucher you are allowed to select Nopligable when the Tracking

Number sub-screen appears. This would update iomeimmediately between delivery notes
for stock delivered from different locations yownaaeate vouchers to do this.

RECEIPT NOTE VOUCEHR

This voucher type is used for recording goods kexzki

To view the Receipt Note Voucher:

1. Go to Gateway of Tally > Inventory Vouchers

2. Press the button Alt+F9 or Select the button F@atRiote from the button bar.
For example, consider the company receives nevk stmms from a supplier. If a

Purchase Order exists for that Supplier, selecOater Number from the List of Orders pop up
menu to bring up the order particulars automatcall

Receipt Note

Description Records receipt of new stock from suppliers

Details Recorded Reference, Ledger Account, Supplier's Name, Addrasd
Dispatch Details (If Accept supplementary Detajisian is set
to Yes in F12: configure), Name of Stock Item, kiag
Details, Godown, Quantity, Rate (Optional), Amount
(Optional), Narration.

REJECTIONS-IN VOUCHER (SALES RETURNS)

A Rejections In Voucher is used to record goodsdharejected and returned
back by the customer:

To view the Rejections In Voucher
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1. Go to Gateway of Tally > Inventory Vouchers

2. Press the Ctrl + F6

Rejections In Voucher

Description

Records receipt of goods from customers.

Details Recorded

Ledger Account, Customer's Name, Address (If Adc
supplementary Details option is set to Yes$-it2: configure),
Name of Stock Item, Tracking Details, Order detad®down,
batch details, Quantity, Rate (Optional), AmountpiiGnal),
Narration.

DELIVERY NOTE VOUCHER

The delivery Note Voucher is used for recordingdgdelivered to a customer.

To view the Delivery Note Voucher

1. Go to Gateway of Tally > Inventory Vouchers

2. Press the Alt + F8 or select the button F8: DelyeNoom the button bar.

For Example, the company delivers goods from Stockcustomer. If a Sales
Order exists for that customer, selecting the gppaite Order Number from the List of Orders
pop-up menu will automatically bring up the relevparticulars

Delivery Note

ep

Description

Records the delivery of goods to customers

Details Recorded

Reference, Ledger Account, Customer’'s Name, Addesss
Despatch Details (If Accept supplementary DetgilBam is set
to Yes in F12: configure), Name of Stock Item, Trackin
Details, Godown, Quantity, Rate (Optional), Amo

unt

(Optional), Narration.

REJECTIONS-IN VOUCHER (PURCHASE RETURNS)
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The Rejections out Voucher record goods that ajectedd and returned to
supplier.

To view the Rejections out Voucher
1. Go to Gateway of Tally > Inventory Vouchers
2. Press the Ctrl + F6 or Select the button F6: Raf.f@m the Button Bar

For example, the company returns items that hadqusly been taken into stock
from the supplier.

Rejections Out Voucher

Description Records return of goods to suppliers

Details Recorded Ledger Account, Supplier's Name, Address and Dudpat
Details (If Accept supplementary Details optiorsét to Yes in
F12: configure), Name of Stock Item, Tracking Distg
Godown, Quantity, Rate (Optional), Amount (Optign

o=

Narratior

STOCK JOURNAL VOUCHER

Stock Journal Voucher is used to record stock temssfrom one location to
another.

To view the Stock Journal Voucher:

1. Goto Gateway of Tally > Inventory Vouchers

2. Press the buttons Alt + F7 or Select the buttonStk Jrnl from the Button Bar

For example, the company transfers items of stoocknfthe warehouse to the
shop.

Stock Joal Voucher
Description Records the transfer of stock from one Locatioartother
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Details Recorded Reference, Name of Source and Destination LocatiNasne
of Stock Item, Godown. Batch, Quantity, Rate, Amoun
Narration

PHTSICAL STOCK VOUCHER

Physical Stock Voucher is used for recording actatk physically verified or
counted.

To view the Physical Stock Voucher
1. Go to Gateway of Tally > Inventory Vouchers

2. Select the button F10: Phys Stk form Button BaPi@ss Alt + F10

For example, Physical Stock is the stock found @mdacting a stock check. It is
not unusual that the company finds a discrepandwdmn actual stock and computer stock
figure. Physical vouchers will be useful for redogd purposes only if you have configured
inventory vouchers to ignore physical stock differes. If you have configured the vouchers so
that physical stock difference is not ignored, tl@intransactions subsequent to the physical
stock voucher will use the balance as mentiongddanvoucher.

Physicalb8k Voucher
Description Records the physical stock count as the new staldnbe
Details Recorded Stock Item, Locations, Batch details and Quantity.

ENTERING PURE INVENTORY VOUCEHRS IN TALLY
Selecting and Entering the Voucher
There are five kinds on inventory vouchers:

» Receipt Notes and Delivery Notes
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e Reception - in and Rejections — Out
« Sales Order and Purchase Order

e Stock journal

» Physical stock

Note: Vouchers involving pop-up screens depend wquotiiguration settings and
it will be assumed that these settings have betvased.

The basic procedure to enter voucher is:
1. Go to Gateway of Tally > Inventory Vouchers
2. Change the date if necessary.

3. Select the Voucher type form the Button Bar
ENABLEING F11: FEATURES

e Set Use Tracking Numbers to Yes to activate Dejidote and Receipt Note
vouchers.

» Set Use Rejection Notes to Yes to activate Rejestio and Rejections Out
vouchers.

» Set Allow Purchase Order Processing and Allow S@leter Processing to yes
to activate Purchase Order and Sales Order vouchers

A typical Receipt Note inventory voucher screenespp as shown below:

Voucher Creation ABC Compan Ctrl + M S
Receipt Note Mo, 1 1-Apr-2006
Fef. . RN_01 Saturday

Farty's Afc Mame : King amnd Sons
Current Balance
Furchase Ledger . Purchase

Mame of kem Cuantity Rate per Amount

tem A 100 Nos 10.00 Nos 1,000.00

O End of List

Marration: 100 Mos

Accept ?
Yesor No
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The screen is divided into three sections:
1. The Type, Reference and Date of the Voucher.
2. Party’s Particulars and Ledger Account.
3. Inventory Item Details.
o You can change the voucher type by selecting thaired type from the Button
ar.

Note: In some cases such as Receipt Notes (wharehgwe opted for Use
rejection notes in F11) you will see a pop-up serieem which you select the right voucher.

Type of Voucher

Select the Voucher required form the Button bar.

Prior to making a voucher entry, ensure that y@uusing the right voucher. You
can change the voucher type by selecting the npe ftpm the Button Bar. In some cases, like

receipt notes (where you have opted for Use Rejeatotes in F11: Features) you will see a
pop-up screen fro, which you can select the ap@atgvoucher.

Voucher number

Voucher numbering by default is automatic. It canelmtered manually by setting
it in Voucher Types.

Reference number

This is optional. You can enter a reference suclP@shase Order Number or
Supplier’s Delivery Note Number.

Date of voucher

The date of the voucher you are entering is diguagt the top-right of the
Voucher Creation screen. By default, this will he Current Date. You can change the date to
the transaction date.

Note: you can change the date using the F2: Daterban the Button Bar.

Ledger Account

There are no To/By or Dr/Cr in inventory vouchers.
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To select a ledger, type the first letter of itsneaand Tally will display a List of
Ledger Accounts. As you continue typing. The hights reduce until a match is found. Here
you usually need a supplier’s ledger account.

Supplier's name and address

Enter details of the supplier’'s name and addrebs @an be different from the
ledger name or can be the same. This informatiaise$ul when printing out the Goods Receipt
Note.

Name of the Item

From the pop-up list of Stock Item, select the Btihem that is being received. If
it is not in the list, create it using ALT+C.

Tracking Number

Set Use Tracking Numbers to Yes in F11: Featuraseritory Features

[tern Allocations far . ltem A

List of Tracking Numbers

Tracking No. : EEIE 0 New Number

0 hlat Applcable

The Tracking number is used to link the ReceipteNwith the Supplier’s Invoice
that will be received later. (Supplier's Invoice nscorded through the Purchase Voucher).
Hence, select the number which helps maintain itile Tally gives the Receipt note number
and the Reference number as default. However’ yay opt to give your own number, in which
case select NEW Number. if you not wish to giveracking number at all select Note
Applicable.

Tracking numbers link the different accounting Voeis with the inventory
vouchers as follows:

1. Receipt Note/Goods In vouchers are linked to Pwehéouchers

2. Goods Out/Delivery Note are linked to Sales VouBiheoice.
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3. Rejections-In is linked to Credit Note

4. Rejections-Out is linked to Debit Note

New Number

Enter a new number that is not in the list. You oar this number to reconcile,
while making a Purchase Voucher entry.

Not Applicable

You can select Not applicable if you do not waacking number. this may be
resorted in cases where you want to update stocksediately with this entry and no goods
inward entry is needed.

If you select Not Applicable in an inventory voucliewill update stocks and you
need not make a separate accounting/invoice entry.

Uses of the option Not Applicable
» If you need to raise a sales voucher/invoice thabmpanies the goods and do
not want to pas Goods Out entry, Not Applicablel wpdate stocks without the Goods Out

entry.

 When you record a purchase voucher and wish totepdeentory without a
separate Goods In entry, select Not ApplicablgHertracking number.

* The same applies to Debit Notes-Rejection Out ardliCNote-Rejection In.

 When you send out samples for approval, where ypual want to raise an
invoice.

* When you receive samples, but no invoice will b#hftoming.

CREATING A STOCK JOURNAL

A Stock Journal is used to transfer materials oclstfrom one location to another
location. Stocks can also be shown as consumednlbnly be produced without consumption
and production. Hence, it is not like other jousnahere debits and credits match.

You can specify quantities that are moved, theiesaand amounts. If standard
rates are entered in the Stock Item masters, thkyappear. In the target location, you can
specify additional costs incurred without actuadiifecting accounting at all. Only the stock
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value goes up. Hence, it is technically correct nghan expense incurred on production or
inward has been accounting for in th cost of theahi

To create a Stock Journal Voucher

1. Go to Gateway of Tally > Inventory Vouchers

2. Select the button F7: Stk Jrnl form the buttondrgoress Alt+F7

Inventory Voucher Creation ABC Compan Ctrl + 1 B3
Stock Journal Ma. 1 1-Apr-2006
Saturday
Transfer of Materials
Source (Consumption) Destination (Production)
Name of ltem Godown Name of ltem Godown
Quantity Rate Amount Guantity Rate Amount
MBP 150 Head Office Maxell Disk 3.5 Warehouse
1,347.00 1,347.00
Gold 8 - Cd Rom Head Office
459.00( Gold 8 - Cd Rom  YWarehouse
45900
1.806.00 Accept ?
Marration: Yesor No

The Stock Journal Screen has three parts-

1. The part at the top accepts general information.

2. The left-hand side accepts the Source Godown os@uoption Part.

3. The right-hand side accepts the Destination Godowthe Production Part.

You must furnish the common information requiredhia field that appears at the
top. You may elect to give information for only tledt or the right part or both.

COMMON INFORMATION

Reference, date and voucher number

Reference field will be displayed if this is opti@nactivated for the voucher. Give
a reference number, if required. Voucher numbeeddp upon the settings in Voucher Type.
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Source (consumption)

Select the name of the Stock Item and the Godowm fwhich it moves or where
it is consumed as well as the Quantity, rate anduei If the rate is specified in the Stock Item
master it will be displayed when you indicate ttearl name.

Note: the effect of entry in this part is to redsteck of the Items specified.

Destination (Production)

Mention the name of the item and the Godown to Wwhiee item is moved. If is
not necessary that the item names should matchaimes in the source part. This is because a
totally new Item could be produced out of the materconsumed. You can specify the rate of
the Item, Quantity and amount. If the rate is dpeatiin the Stock Item master, it will be
brought up when you indicate the Item name.

Note: The effect of entry in the Destination Parof increasing the stock of the
Items specified in this part.

Additional cost details

This is another interesting facility is availabler fthe Destination Godown
(Production). You can specify what additional costsre incurrent in moving goods to the
Godown or for producing them. Thought these costsstrictly accounting heads, they do not
get posted in the relevant nominal ledger accobntsadd to the cost of the Item. In the target
Godown, you can specify additional costs incurrethout actually affecting accounting. Only
the stock value goes up. Hence, it is technicatbtyrect where and expense incurred on
production or inward has been accounted for ircthe of that item.

After entering the amount for and Item, the follog/i Additional Cost Details
entry box pops up.

You may specify additional costs for transferring ppoducing the item. The
typically additional costs are wages, power, amigfit and so on. Ensure that you have ledger
accounts opened for the additional cost. Morecaeéditional costs entered for the ledgers, do
not reflect in the relevant ledger with the amaount only add to cost of the item.

Percentage (%-age)
You can specify the additional cost in percentaigi® cost of the item, in which

case enter the number, for example, 2 for 2% ofctiet of the item. You may, alternatively,
skip the percentage field and input an amount tlirec
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Actuals

This displays the total additional cost for theritand the effective cost per unit of
item/product produced.

HILL OF MATERIALS

A Bill of Materials is a list of constituent itenadong with quantity details that can
be allotted towards manufacturing a certain progdbgtproduct or likewise. This facilitates
immediate reduction in stock of the item automadiffcal his process of listing the items that
make up another item is made possible in Tallyrigbéng the Bill of Materials Facility.

Enabling Bill of Materials

This is useful for manufacturing organizations arah be set up through F12:
Configure. The Bill of Materials option now appearghe Stock Item Creation screen only after
entering a unit of measure in Units field.

1. Go to Gateway of Tally > F12: Configure

2. Select Accts/Inv Info from the Configuration Menu

3. Set Allow Component List Details (Bill of Materialt Yes

Master Configuration

Allowe ALIASES along with Mames T Yes
Allow Language ALIASES along with Mames ? Mo

Accounts Masters

Allow ADVARMCED entries in Masters 7 Yes
Add MOTES for Ledger Accounts T Yes
Llze ADDRESSES for Ledaer Accounts T Yes
Lse COMTACT DETAILS for Ledger Accounts T Yes

Imventory Masters

Allow ADVARMCED entries in Masters 7 Yes
Llse PART MLUMBERS for Stock terms T Yes
Llse Descriptian for Stock tems T Yes
Llze REMARIKE for Stock tems 7 Yes
Specify Default Ledger Allocation far Invoicing T Yes
Llze ALTERMATE UIMITS for Stock Items 7 Yes
Allow Std. Rates for Stock terms 7 Yes
Allowe Compaonent list details (Bill of Materials) T Yes
Lse ADDRESSES for Godowns AT |

174



A Bill of Material should be available while manafaring an item. This is done
through a stock journal. It is advisable to cremteew voucher type, say, Mfg Journal which is
based on Stock Journal

Stock Journal as Manufacturing Journal

Stock Journal vouchers have an options Use as aifisletnring Journal, in the
Voucher Type Creation screen which has to be séeto

1.

2

falisa)

pe Alteration
Harme : Stock Journal

Go to Gateway of Tally
Select Accounts Info. > Voucher Types > Alter

Select the Stock Journal Voucher from the Vouchgres

Set the option Use as a Manufacturing Journal ® Ye

Cirl + bl

Abbr,

Type of Woucher

General Pranting Mame of Class
: Stock Journ al Print after saving woucher ? Mo
2tk Jdrnl

Method of voucher KMumbaring T Autormatic

Use Advance Configuration 7 Mo

U=e EFFECTIVE Diales for Youchers? Mo
Make 'Cptional’

Marration T Yes
Marrations for each santry T No

U=se 3= a Manufacturing Journa I 7 ves

as default 7 No

Accept 2

Yesor Mo

When you use a Stock Journal as a Manufacturingndguthe Stock Journal

voucher entry
manufactured,

screen will be modified to accept Maamd Quantity of the product being
its list of components and additiauats of manufacture associated with it. for

and end-product item, if you have specified a bill material that contains the list of
components, this list will be brought up automdlycand filled in for the quantity of the end

product

CREATING A BILL OF MATERIAL

Bill of Material (BoM) is created only for thoseteims that are being assembled
in-house. For trading items, you do not need a BdNerefore, you need to specify a BoM at
the time of creating a Stock Item or when alteitagnaster.
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Let us create a new Stock Item Television Flataiad specify its BoM.
Go to Gateway of Tally> Inventory Info. > Stockrtie > Create

The Stock Item Creation screen is displayed below.

Stock Item Creation ABC Compan

Mame . Television Flatorn
(ELERY
SetiModify Default Ledgers for Invaicing 7 No
: Behaviour

Linder . Home Electronics e

. ) Costing Methad . Avyg. Cost
Units : Mos Market Yaluation Method . Avg. Price
Alternate Lnits O Not Applicable lgnore Diff. due to Physical Counting ? No

o Ignore Megative Balances ? No

?
M () ERiislees v L Treat all Sales as MNew Manufacture ? No
Set Components (Baohf Hles | Treat all Purchases as Consumed 7 Mo
Set Standard Rates ? No Treat all Rejections inward as Scrap ? No
Quantity Rate per Value
Dpening Balance

Some information like Batches, Alt. units etc. degheipon the company features,
configuration and invoicing set-up. For detailsfrehds other than Set Components (BoM) refer
to the Stock Item Creation section under Inventofgrmation.

The different for India/SAARC would be in the fielRate of VAT and
MRP/Marginal.

Stock Itemn Creation ABC Compan

MName . Television Flatorn Fart MHo.
fafea)
Description
Remarks
Sethodify Default Ledgers for Invoicing ? No
Under . Home Electronics Behaviour
Coasting Method T Avg. Cost
Categary " O Mot Applicable harket Waluation Method . Avg. Price
Units : Nos Ighare Diff. due to Physical Counting ? No
Alternate Units . O Not Applicable lgnare Megative Balances * No
Maintain in Batches 2 Mo Treat all Sales as Mew Manufacture 7 Mo
Treat all Purchases as Consumed ? No
Set Components (Bahl) ? No Treat all Rejections inward as Scrap * Mo
1more
Quantity Rate per Value
Opening Balance : Accept 7
Yesor Mo
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» Set the option Allow Component list details (Bifl aterials) to Yes in F12:
Configure.

» A pop-up list for the components appears which thabe entered as shown

below.

Coamponents of : Telewision Flatorn

LInit of manufacture 1 Mos
e oo o' Chuna ity
WL NMain Location 1 MNos
FPicture Tubes Main Location 1 Nos
1IC Chips NMain Location 1 MNos
Sound Card Main Location 1 Nos
Aerial nMain Location | 1 Mos |

Unit of Manufacture

Specify the appropriate number of the finished pombdtems hat will be made.
While manufacturing and recording through stock/ufacturing journal, record the item in
multiples of this unit of manufacture. The compadseare multiplied by the same factor
automatically. You are allowed to alter the compuséo reflect actual consumption, if there is
a change from BoM.

Note: Under certain circumstances, it is bettegit@ a larger unit of manufacture,
for example, per 1000 Pcs of nails, as raw mateaasumed for 1 piece of nail is in significant.

Item, Godown (Location) and Quantity

Enter the component name and quantity. If there ratdtiples Godowns or
Locations, specify the storage location for thenite

Enter the options for all appropriate fields foe gtock item and accept the screen.

MANUFACTURING JOURNAL ENTEY
1. Go to Gateway of Tally > Inventory Vouchers
2. Select the button F7: Stk. Jrnl or press Alt +F7

If you are creating a new voucher type Manufactydournal, a pop-up menu is
displayed with the options default Stock Journal Bfanufacturing Journal.
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Select Manufacturing Journal and the followingeser will be displayed.

Voucher Creation
Mammacture Journal plo 1 1-Apr2006
Ref Saturday
Manufacture of Materials
Mame of Prociuct . Television Flatorn Gooiowr, Head Office Teleision Gy 5 Nos
Batch Name : Mg O Expainy
Components {Consumption) Cost of Components : 2110 B3N s 10,554,145
Name of tem Godown ]'yﬂe Dqud(ﬂ: Cost ?-S.aqe
Qi antity Rate Amount
0 Enciof List
VDU He:ad Office Televizion
28 Mos  3.00MNos 125.00
Picture Tubes Head Office Television
aMos O0.8%Nos 25415
IC Chips Head Office Teleigion
A Mo {230000s 6,250.00
Sound Card He:ad Office Televizion
aMog 2200005 1,6745.00
Aerial Head Office Television Total Addl. cost o
1more ... | Effective Cost : 10,554.15
45 Mos 10,554 .15 | Effective Rate 2 2110 53N
Marration:

INPUT FIELDS

Reference Number

Enter a reference number, if required.

Name of Product

Enter the name of the Stock Item to be manufactured

Location

Enter the location where the Item is manufactuiidds location will show the
stock.

Quantity

Enter the quantity of the item to be manufactured.

Component (Consumption)
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The component list for manufacturing the produal #re proportionate quantity
of each component (based on the quantity spedifiethe product in BOM) is produced. For
each component, the default location is given asifipd in the BoM. The entire component list
can be altered, components added or removed aatidns amended.

Note: Any change made during this entry will nofeat the original Bill of

Material for this product. If you want to make pament change to the Bill of Material, alter the
Stock Item master information of the product.

Cost of components

The base cost of the components are automaticdthgdhand displayed on the
screen.

Additional cost components

Specify additional costs for producing an item. §éare typically wages, power,
and freight. Creating ledger accounts for the aaolul costs is a must. Moreover, additional
costs entered for the ledgers are not reflectatierrelevant ledger with the amount, but these
additional costs only add to the cost of the item.

% age

Additional costs can be entered in terms of pesggbf cost of components. For
example, 2 for 2% of the cost of components. You @lgo skip the percentage field and enter
an amount directly.

Total additional cost

This field displays the total additional cost for lkem.

Effective cost

This is the sum of the total cost of componentsautitional costs.

Effective rate

Effective cost per unit of item/product produced.

PURCHASE AND SALES ORDERS

Order Processing
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Order processing is the placing of orders with d§epp for purchase to be made
from the or receive orders from customers for thgpse of selling. In Tally, Order Processing
is linked to Inventories. This allows tracking bktorder position for a Stock Item. Using this

you can track arrival of goods ordered and alsotimdrethe ordered Stock Item are delivered on
time etc.

You can create Purchase and Sales Orders in Rallghase Orders (PO) can be
created, printer and sent to suppliers. Goods vedeare linked with the POs and Invoices.
Outstanding Purchase Orders should be monitoredkSSummary displays order position of
any item. The Purchase Order Book lists out alRbhechase Orders Placed.

Likewise, Sales Orders received are recorded iesS@rder Entry screen. These

details will be available during Delivery Note ahw/oicing. The order position in the Stock
Summary can be viewed. The Sales Order Book lis&ates Order received.

Enabling Purchase and Sales Orders

To enable Sales Order and Purchase Order vouchetrsate the following in
F11: Features.

1. Set Allow Purchase Order Processing and Allow S@leder Processing to
Yes.

2. Enable Use Tracking Numbers

Qrtler Progessing

Allow Purchaze Order Procassing 7 Yos
Allow 53185 Order Processing dYes

CREATING A PURCHASE ORDER
Purchase Order details depend on configuratiomgstt
To create a Purchase Order:

Go to Gateway of Tally > Inventory Vouchers> F4r®Wrder
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Voucher Creation ABC Compan ctrl + 1 EA 8

Purchase Order Mo, 1 1-Apr-2006 | -

Saturday |-

1

Party's Adc Mame : Indian Software Ltd Order Mao. D po 1

Curtent Balance : 1

AT Tax Class: Purchases @ 4% o

Name of ltem Cuantity Rate per Amount ]

Actual Billed i

!

tem A 10 Nos 10 Mos 100,00 Mos 1,000.00 _I

1

O End of List N
Marration: 10 Mos 10 Mos 1. 000.00

L i

Party’s A/c Name

Select the Supplier's name form the List of Leddecounts. Use Alt + C to
create a new account.

Order No

Enter the purchase order number. Configure the heautype through Accounts
Info > Voucher Types to set prefixes and suffix@sRurchase Orders. This particular Order No.
field is an additional field to record order numitfat is different from the voucher number. The
voucher number is automatically displayed heras ialso possible to change this number if
needed.

Name of the Item

Select the Stock Item that needs to be purchasedthe List of Stock Items. The
Item Allocations sub-screen is displayed. Enterdégils as show below.

Item Allocations for . Item A
For Order Mumber : po

Godown Cuantity Rate per Amount

Oue an 1 D-Rpor- 2006
Head Offica Telesision 10 Mos 10000 Mos 1.000.00

oue or [

181



Due on

Enter the due date for delivery to the item. Thisnitors outstanding deliveries.
The order can be split for delivery on differentefa If the order is split, give the due date ef th
first lot to be delivered. After selecting the resfive Godown and entering the Quantity, Rate
and Amount, specify the due date for the secondfltite whole lot is delivered at a time, Press
Enter in the Due on field to return to the VoucBeeation screen.

The cursor the returns to the Item field once agdow enter another item. If no
other item is required, press Enter in the blagldfto navigate to the next field. Press the space
bar to display the List of Ledger Accounts.

You can also specify other expenses like freigit,tb be charged if any in the
Purchase Order. The Tax and Expense has to exaslealger account or it may be created using
Alt + C.

Location

This field should be entered with required detdilswultiple-location feature is
enabled, otherwise it does not appear.

Quantity, Rate and Amount

Enter the quantity of the item required and ite rdihe amount is calculated, but it
can be modified to enable rounding off.

Additional Cost Details

Enter any additional cost incurred on the item h&hes can be either entered as a
percentage of th item cost or a fixed amount. tf select End of List. Additional costs increase
the value of the item, but they do not appear iedépntly in the nominal ledger account or
expense.

Next ltem
The cursor comes to the Item field once again amdgan enter another item to

order. If no other item is required, press entertlom blank field to take the cursor to the
tax/expense field.

Expense/Tax
Once the item details have been entered, specifytadabe charged and other

expenses like freight, if any. The tax or expenag o exist as a ledger account if they do not
exist, create it using Alt + C. Here, consider @xL7.5% that is charged on the item values.
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The order entry screen appears as shown below.

Inventory Voucher Creation ABC Compan

Purchase Order Mo, 1 1-Apr-2006

Saturday
FParty's A'c Mame : Indian Software Ltd Crder Mo, L po
Current Balance :
WATA ax Ciass. Purchases @ 4%
Name of ltem Cuantity Rate per Amount
Actual Billed
kem A 10 Nos 10 Nos 100.00 Nos 1,000.00
Vat @ 17.5% 17.50 % 1.750.00
Marration: 10 Mos 10 kos 2. 750.00
Narration

ALTERING A PURCHASE ORDER

To alter a Purchase Order
* Go to Gateway of Tally > Display > Day Book
OR

* Go to Gateway of Tally > Display > Inventory BookdPurchase Order Book
Make the necessary alterations and save.

DELETE A PURCHASE ORDER

To delete a Purchase Order Press Alt + D in thelfase Order alteration screen

This filed is optional. Enter necessary particukssut the order.

CREATING SALES ORDERS

Sales order entry is exactly like the Purchase Caéry. Sales Order details will
also depend on configuration settings.

To create a Sales Order:

183



Go to Gateway of Tally > Inventory Voucher> F5:&a0rder

Voucher Creation ABC Compan
Sales Order
0 End of List
Party's Alc Wame : Sun Manufacturing Co. Aerial 0 Mos
Current Balance © 5,200.00 Dr Cement 10 Bgs
Name of Item 0 Gold & - Cd Rom
otal GuldE Cd Rorn
IC Chips 0 Nos
A | Maxell Disk 3.5
MEP 150
Ficture Tubes 0 Nos
Sound Card 0 Nos
Television Flatorn 0 Nos
Tirnber 450 Nos
DL 0 Nos

Party’s A/c Name

Select the Customer’s name. press Alt + C to creaiew account.

Order No

The voucher number is automatically displayed. Yan change this number if
required. Enter the sales order number.

Name of the Item

Select the Item for which th order is to be plaéen the List of Stock Items.
Here, the Item Allocations sub-screen is displayed.

Enter the details as shown below:

ltem Allocations for @ Hem &
For Order Mumber : 51

Sodown Cluantimy Rate per Amowunrt
Actual | Billed

Dhe on 1-Apr-2006

Head Crfice Television 10 Rlos 10 rRos 1000000 MNos 1,00,000.00
cuwe on [IIIEG<NGNEG
Due on
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Enter the due date for delivery to the item. Thisnitors outstanding deliveries.
The order can be split for delivery on differentesa If the order is split, give the due date &f th
first lot to be delivered. After selecting the resfive Godown and entering the Quantity, Rate
and Amount, specify the due date for the secondflthie whole lot is delivered at a time, Press
Enter in the Due on field to return to the VoucBeeation screen.

The cursor the returns to the Item field once agdow enter another item. If no
other item is required, press Enter in the blarldfio navigate to the next field. Press the space
bar to display the List of Ledger Accounts.

You can also specify other expenses like freigit, tb be charged if any in the

Purchase Order. The Tax and Expense has to exastealger account or it may be created using
Alt + C.

Location

In case multiple location features are active thetd has to be mentioned.
Otherwise it does not appear.

Quantity, Rate and Amount

Enter the quantity of the item required and ite rdthe amount is calculated, but it
can be modified to round it off.

Additional Cost Details
There are no additional cost details for salesrsrdehey exist only for Purchases

as the values are added to the cost price. In @asales, additional cost needs to be entered
below the line along with tax.

Next Item

After completion of entering the first item, thersor comes to Item field once
aging and you can enter another item to ordehdfd is no other item, press Enter in the blank
field to take the cursor to the tax/expense field.

Expense/Tax

Once the item details have been entered, specifytaabe charged and other
expenses like freight, if any. The tax or expenag o exist as a ledger account if they do not

exist, create it using Alt + C. Here, consider @x1L7.5% that is charged on the item values.

The Sales order entry screen appears as shown.below
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Voucher Creation

Sales Order Mo, 1 1-Apr-2006 |-
Saturday |

Party's At MName © Sun Manufacturing Co. Qrder Mo. |

Current Balance 5200000 D
Name of tem Cuantity Rate per Amount |
Actual Hilled i
kem A 10 Nos 10 Mos| 10,000.00 Nos 1,00,000.00 |-
Vat i@ 17.5% 17.50 % 17,500.00 |
Marration: 10 Mos 10 Maos Accept? |
YesorMo |
Narration

This field is optional. You can give some particalabout the order.

INVOICE ENTRY

Invoicing or sales invoicing is almost similar @es voucher entry. You will use
the same voucher but select As Invoice option to tuinto a sales invoice. Purchase invoices
are recorded through normal Purchase Voucher enthit does not have the provision of being
converted into an invoice format for entry purpgssigiilarly, you can print the Purchase
voucher as a Purchase Invoice or even a Purchake.Or

The advantage of using the invoice format for sales$ purchase voucher entry is
that is enables automatic calculations of taxesdariges. This is possible for only those groups
for which used for Calculation is enabled under greup Duties and Taxes. This is also
possible for other groups for which the field Uded Calculation is enabled in the Group
Creation screen.

In recording both sales and purchase invoice d@etgdu can adjust accounting
and inventory balances and account for Taxes samedtusly.

The default invoice formats has various configamatoptions. Use them to print
your invoices as per requirements. It is not negs$o create new invoice formats. It is
recommended that you configure the default invaisger requirements. You can also design a
new invoice using Tally’s Definition Language (TDIReport Designer. TDL is quite and
advanced language with which you can create newrt®@and screens. You can even modify
existing reports and screens.

186



Settings for creating Sales and Purchase Invoice

1. Ensure that Allow Invoicing is set to Yes in Flleafures to create sales
invoice. This brings up another option. Set Segaliscount Column invoices to Yes if you
want a separate column for discounts in invoices.

2. To create purchase invoices, ensure that Allow ibeis set to Yes and also
Enter Purchases in Invoice Format is set to Ydslihi Features. If you want a separate column
for discounts in invoices, follow the procedureaédsed above.

3. Go to Gateway of Tally > Accounting Vouchers. Stleither sales or
purchase voucher. If you set Show Inventory Detml¥'es in F12: Configure, all inventory
details will be displayed on voucher screen.

4. While creating Ledgers under the group Sales amdhlase Accounts, ensure
that the option Inventory values are affected ids&es.

5. If you want tax accounts (under the group Dutie§ &es) to use automatic
calculation, ensure that the Percentage of Calounlas entered (For example, 17.5) and the
appropriate Method of Calculation is selected fribr@ pop-up menu in the Ledger Creation
screen. If it is to use Tax based on Item Rate) the Stock Item must have the rate specified.
For more details refer Ledgers.

PRINTING INVOICES AND VOUCHERS

To print any voucher or invoice, press ALT+P orcklon the button Print. You
can configure the voucher type to print automaljcafiter saving the voucher.

Voucher Printing

Priiter : (Meln:;) Paper Type : Letter
Mo. of Copies ;1
Print Languaige : English (Printing Cirmanaionsl
Method : Meat Mode Paper Size - (350 =1 0.987 or (216 rom s 379 me)
Page Range DAl Print Area - (350 x10.987 or 216 ram s 379 mr)
Report Titles
INVOICE
Print ?
Withowt Page Mumbers wr
Yes ol No
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Note: You can configure the printing options beesthg the appropriate buttons.
You can give additional information. Change titlé&int additional pages, change printer
settings.

The buttons Pre-Printer and Quick Format toggles Atain Paper and Neat
Format respectively. These are print specificatithrag you set. Pre-printed is for per- printed
stationery. Quick Format does not give fonts oeothiceties but is ideal for fast printing. Select
copies and give the number of copies to be prirBgddefault this is set to one copy. You can
set the number of copies in Invoice Printing Cowmfagion.

Go to Gateway of Tally> F12: Configure> Printing

View invoice as voucher and vice-versa

Once you create the invoice, you can view it asackier by simply displaying it
and clicking on the toggle button [As invoice] /dA/oucher] or pressing CTRL+V. The same
can be done with a sales voucher to be broughs @m anvoice

Display/Alter a Voucher/Invoice

You can display a voucher or alter it (subject taharity), by simply drilling
down any display screen.

For example, from the Balance Sheet, press Entéh@mroup Sundry Debtors,
then on the particular ledger, which brings upnitsenthly summary. Continue the selection
process till you see the list of vouchers and titvenvoucher itself. You may to alter a voucher
by going through the ledger display screen or thg Book.

Note: If you do not have the authority to alter @ueher, the voucher would be
brought up for display only.
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Chapter
10

Displaying Information from Tally

Tally’s Display of information is designed to alloas user get the maximum
benefit of the data that is entered. A user getslestic picture of the data and is also able to
present information using different options. Thepmse of compiling data is present it in
comprehensible accounting reports. On enteringvthechers, Tally uses the same data and
provides you with the management control reporeddition to all books and statements.

The display screens of Tally are dynamic and ictéra. They are not spooled
print files but are specially designed for the sareWhatever you see on the screen can be
printed as well depending upon your printer’s calpsds.

To view the Display Menu:

Go to Gateway of Tally> Display

The following screen displays

Satewsy of Taly .
Display Menu

Trial Balance
Dayw Boolk

Account Books
Statements of Accounts

Inventory Books
StatEments of Inventory
Cash/Funds Flow

List of Accounts
EXception Reports

Uit
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Gateway of Tally displays only the Balance Sheat &nofit & Loss Account
directly as these statements are considered thé impsrtant. All the other Tally reports are
classified into two broad categories, namely. Actmg reports and Inventory reports
conforming to the two major areas of operationschearea is further grouped into books and
statements.

The Cash and Funds Flow display too has not beampgd under Statements of
Accounts.

Trial Balance provides you a report on the accdaténces sorted by groups, for
all the accounts of the selected company. In otleds, the Trial balance displays a collection
of main groups and their closing balances.

The Stock Summary is a statement of stock-in-hand articular date and gets
updated every transaction so as to provide theotstock position.

The Ratio Analysis Statement is a single sheetrtapdicating the company’s
performance based on values and key indicators, av&elected period. This report gives a
manager an idea of the company’s financial conaliind where it is going in the short-term.

The Day Book contains all vouchers for the dayluding inventory vouchers. Its
purpose is to show you a day’s transactions, thoragh can display a report for any period
using Change period option.

The List of Accounts gives the tree structure dfyalr masters, namely, Groups,
Ledgers, Stock items, Cost Centers, Currencies, etc

Exception Reports are those reports that trackualusansactions or balances.

BASIC FEATURES OF DISPLAYING REPORTS

Tally creates the books of accounts and the firdngtiatement based on the
vouchers entered till date. You can then custoithigeappearance of reports as required.

For example, you can compare different companiesp@s of the financial year,
groups and ledgers.

Press Enter after highlighting the item in a reptrtnavigate to the next level of
detail till you reach an individual voucher. Sinnilg you can navigate back to higher levels by

pressing Esc. The special features available fdisplayed report are indicated on the button
bar, which can be operated by a single- click efrtiouse.

Accessing reports
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The Gateway of Tally menu provides access to elfitancial reports listed in the
Display Menu.

For example, if you want to view the Sales Regjster

Go to Gateway of Tally > Display > Account BooksSales Register. Tally will
display the report for the currently selected perio

Modifying Reports

On selecting a report, the screen displays. Modifg display to suit you
requirements using the appropriate buttons fortyutton bar.

If you select the buttons using the keyboard, threventions are:

F (n):- Press the F (n) key

F (n):- Press Alt + F (n)

F (n):-Press Ctrl + F (n)

Note: Here n is used as an example of a functigr(kg. F1, F2 and so on).
(Alt + F1) F1: - Detailed/Condensed

Adds a further level of detail to the report, ondenses the report.

F2: Period

You can change the period of the report by spewfyirom/To dates.

Change Period

Frorm d {1-4-2006
ToO - 31-3-2007
F3: Company

If you have more than one company select, thisonuénables you to switch
among them to display the new company data in the=ot screen format.
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F4: to F10:

The functions performed by these buttons vary freport to report.

F11: Company Features

This button is not related to displaying reports tousetting the options that affect
the voucher entry.

F12: Configure

This button is very relevant to displaying repaatsd enables you to define the
report specific options.

For example, depending on the report displayedcgsuspecify whether it should
be in horizontal or vertical format, show perceegshow gross profit, show opening and/or
closing balances, change the periodicity, changednting method, and so on.

For instance, if you want to view graphs with mdytteports:

1. Select the F12: Configure Button while in the Gatgwf Tally screen and you
will be taken to the Configuration menu.

2. select General and by default Show Monthly Repeitis Graphs under Other
Options is set to Yes. If this option is No sdbitYes.

Country Details
Usze Accounting termincology of . India / SAARC
(SAART countrtes include India, Fakistan, So Lanka,
Bangladesh, Nepal Bhutan and Maldives)
Style of Names

Default appearance of Mames in Reparts . Name Only
Default appearance of Stock ltem Mames in Reports . Name Only

Style of Dates

Style of Shart Date Cdd-mmyy
Separator used in Short Date S -

Configuration of Numbers

Decimal Character to use :
Thousands Separator to use .

Put Sign before Currency/Unit Symbols ? No

Show numbers in Millions (and not Lakhs) ? No
Other Options

Show Monthly reports with Graphs ? Yes

Usze separate Menu for Final Afc Statements ? No

lgnare errors & continue during data impart ? No

(Apphicable for impoting vouchers In XL format)
Export Base Currency Symbal along with Armount ? No
Shavw tables with Masters anly in Current Language  ? KECIER
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(Alt + F12) F12: Range

This button enables you to filter the informatioispdayed based on monetary
values.

For example, you can specify that you want Tallgigplay only Vouchers having
Batch Names greater than $5,000 in Day Book.

Range of Information in Report
{shaw only those lines satisfling the given canditions)

Voucher having Batch Name equal to $5000

Condition

O End of List
and
ar

(Ctrl + F12) F12: Value

This button enables you to filter vouchers.

For example, you can specify that you want vouchleasing Employee-
Attendance Entries with their Designation contegnati the details about the employee

Value to Calculate in Report
{calcuiate balances using Vouchers sabisfiing the given conditions)

Using Voucher having Batch Name greater than

Condition

O End of List
ancd
ar
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New Column (Alt +c)

This button enables you to add and display anotdodumn in the report to
compare information.

ABC Compan
Column Details

From (tlank for beginning) © 1-4-2008
To (blank for end)

Currency s

Methad of 5tock Yaluation © Default

Currencies

(0 Base Currenc
;3 L5 A )
{Indian Rupees]

Alter Column (Alt + a)

This button enables you to alter the details oéw ©olumn added previously, for
example, the date range. Select the column toteeedlby positioning the cursor on it.

Del Column (Alt + d)

Use this button to delete the column, which youlomger wish to have in the
report

Auto Column (Alt + n)

Use this button to add multiple columns to a report

For example, add columns for each month, or toraccodate other companies if
more than one company has been selected. You samale a total column.

Column Detatls
]
4 Week Month
Draily
Fortnighthy

Fefpeet Weing . rf'ﬂ%';ﬁf”?

Cluarterhy

stock Waluation Methods
Weekly

YRy

Auto Repeat Columns
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Report Specific options

Report specific options, if any are displayed & tottom-half of the screen and
can be amended as per requirements.

DISPLAY ACCOUNT BOOKS AND STATEMENTS

Books of account

Books of account record the transaction detailerasred. Although items are
posted too many different ledgers, Tally brings thi transactions of a particular category
together into a book of account for viewing anapinig.

For example, Cash Book records all the transacidfesting cash and the Sales
Book records all sales transactions.

Statement of Accounts

These pertain to cost centres and outstanding sisaljhe Statements of Account
are derived from individual transactions but arestatutory requirements.

Financial Statements

ABC Compan

Sales(@4%
ABC Company
Particulars 1-Apr-2006 to 31-Mar-2007
Transactions Closing

Dehit Credit Balance
Opening Balance
Agpril 1,200.00 120000 Cr
May 1,200.00 Cr
June 1,20000 Cr
July 1,200.00 Cr
August 1,200.00 Cr
September 1,200.00 Cr
October 1,20000 Cr
Novermber 1,20000 Cr
December 1,20000 Cr
January 1,200.00 Cr

February 1,200.00 Cr
1,200.00 Cr

Grand Total 1,200.00 1,200.00 Cr

2000

1000

Apr May Jun Jul Aug Sep Oct Nov Dec Jan Feb Mar

Financial Statements though derived from individtrainsaction tend to show
summary totals, ratios and statistics, analyzirmm@pany’s financial data in a wide variety of
ways. Financial statements include Balance Sheefit & Loss A/c, and Cash Flow Analysis
and form part of the statutory requirements in noosintries.
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1. All books are displayed as a monthly summary wigferong and closing
balances.

2. Select a month and press Enter to display all &eiens for the month. The
opening and closing balances as well as the tb&l transactions are displayed.

3. Select a transaction to bring up the voucher. Tovacher displays either in
alteration mode or simply displays depending orryameess rights.

Let us see some typical examples of how to disphaybooks of account and
financial statements. You will then be able to expent with other statements for yourself

VIEWING CASH/BANK BOOKS

To view the Cash/Bank Summary

1. Go to Gateway of Tally > Display > Account Book€ash/Bank Book (s)

ABC Compan

Bank Accounts
ABC Company
Particulars 1-Apr-2006 to 31-Mar-2007
Closing Balance
Debit | Cradit

Cash 54414583
Bank Accounts 7,17.255.97
Co-Operativ Bank Ld 5.46,701.72
Comporation Bank 555.00
Deposit Alc 22001125

Grand Total 13.21,404.80

2. If you have more than one bank account, selectan& account. Press Enter
to display the Ledger Monthly Summary.

3. Select F12: Configuration and activate the optibov with Graph to Yes.
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Configuration
Mett transactions anly ¥ No
show Closing Balances ¥ Yes
Show Percentages * No
Appearance of Names . Name Only
=cale Factor for “alues . Default
Feriodicity to use - Monthly
Show Average Details ¥ No

Graphs

=how with Graph  Yes

4. Highlight a month, press Enter and the Ledger Veuglscreen displays.

Ledger Vouchers ABC Compan! |
Ledger. Customer 1-Mar-2007 to 31-Mar-2007 ||
Date Particulars Weh Type  Veh No. Dehit Credit|-

31-3-2007 Sales Sales 1 1,56,000.00

31-3-2007 Sales Credit Note
31-3-2007 Sales Sales 2 2,250.00

Opening Balance ; T
Current Total . 1,58,250.00 3,12000|
Closing Balance:  1,55,130.00

5. All the vouchers for the selected month are listekss Esc to return to the
Ledger Monthly Summary screen.
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6. Select F12: Value to bring up the Value to CalailatReport screen.
a) Select Voucher Type from the Particulars menu.

b) In the Particulars menu, select Narration.

c) Inthe Range of Info. Menu select equal to.

d) Type Contra in the next field and press Enter.

e) In the Condition menu select End of List and pi&ster twice.

Value to Calculate in Report
(calculate halances ysing Vouchers satisfiying the given condiions)

Using Voucher having Narration equal to Contra

Condition
L ]
0 End of List
and

ar

7. In the display of the Ledger Monthly Summary thgufe are now reduced as
they show only Contra vouchers. To check this, tposith highlight bar over the July figures
and press Enter to display the details.

8. Press Esc until you return to the Gateway of Tialgnu.

DISPLAY BALANCE SHEET

The Balance Sheet is a report on the status dirthecial affairs of a company at
a given date. To view Balance Sheet:
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Go to Gateway of Tally > Balance Sheet

Balance Sheet ABC Compan

ABC Company ABC Company
Liabilities as at 30-Jun-2008 Assets as at 30-Jun-2006
| Current Assets 1497.349.18
Leans (Liability)
Current Liabilities
Profit & Loss A'c 22,148.38
Opening Balance
Current Penod
Diff. in Opening Balances 14,75,400.50
1 more ... 1 more ...
Total 14,97,549.18| Total 14,97,549.18

Press F12: Configuration and set the required petens to display the Balance
Sheet accounting to yore preferences.

Note: Balance Sheet gets updated instantly witlyetransaction voucher that is
entered and saved.

HORIZONTAL FORM OF BALANCE SHEET

The Balance Sheet screen is displayed in the Hulazdorm. See it in a Vertical
form by activating Show Vertical Balance Sheet #8Yn F12: Configuration

Confiquration

show Yertical Balance sheet dNo |
Profit or Lass, both as Liabilty ? No

show Percentages ? No
shaw YWorking Capital figures 7 No

Method of showing Balance Shest 7 Liabilities / Assets

Appearance of Names - Name Only
acale Factor for Yalues - Default
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Extract information form the Balance sheet usingoms available in the Button
Bar.

1. Select F1: - Detailed/Condensed to explode the sanmed information.

2. Change the date of the Balance Sheet using Faderi

3. Add up new columns and
1. Display a Balance Sheet for a different date tomam with current one
2. Display the Balance Sheet in a different currency
3. Display Budget figures and analyse the variances or

4. See the effect of different Stock Valuations onBladgance Sheet

ABC Compan

Column Details 211 Valuation Bdethods

Marme of Company ABC Compary At Zero Cost
From (biank for beginning) © 1-4-2006 i&geéﬂugt”ce
To (hlank for end) © 20-12-2008 { Avg. Price
Methad of Stack valuation - | NN | Ccreut

FIF O

Last Purchase Cost
Last Sale Price
LIFO Annual

LIFO Perpetual
Monthly Awvg. Cost
otd. Cost

Std. Price

INTERGRATE ACCOUNTS WITH INVENTORY

Effect on Balance Sheet and Profit & Loss Account

Integrate Accounts with Inventory in F11: Featunas a significant effect on the
Balance Sheet and Profit & Loss Account.
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» If Accounts with Inventory is set to Yes in F11:afdres, it has stock/inventory
balance figures are updated from the inventoryras;onhich in turn enables you to drill down
to the Stock Registers from the Balance Sheet.

« If the option Accounts with Inventory is set to Nl F11: Features, the
inventory books figures are ignored and closinglstzalances are entered manually.

Note: Stock records often contain compensating®raused by wrong allocation
to items. This feature of Tally enables the finaian of financial books without waiting for
reconciliation of stock that might take time.

DISPLAY PROFIT & LOSS ACCOUNT

The Profit and Loss Account shows the operatioesillts over a given period. It
lists out the Incomes and Expenditures based otimeary Groups of Tally and the Profit &
Loss Account in Tally is updated instantly with exéransaction voucher that is entered and
saved.

To view the Profit & Loss Account

Go to Gateway of Tally > Profit & Loss Account

Profit & Loss Alc ABC Compan

ABC Company ABC Company
Particulars 1-Apr-2008 to 31-Mar Particulars 1-Apr-2008 to 31-Mar
-2007 2007

Opening Stock (R Sales Accounts 1,200.00

Gross Profit clo 52,700.00| Purchase Accounts 53,000.00
Closing Stock

54,200.00 54,200.00

Indirect Expenses 1,24,775.00 Gross Profit b/f 52,700.00
Nett Loss 712,075.00

Total 1.24.775.00 Total 1.24,775.00

Note: The Profit & Loss Account is displayed acaogdto the configuration set
up for it in F12: Configure.

HORIZONTAL FORM OF PROFIT & LOSS ACCOUNT

The sample screen shown is in horizontal form wigcthe default display. You
can also set it up to display in vertical form.
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Using options in the Button Bar

1. Select F1: Detailed/Condensed to display more mé&tion or condense.
2. Change the date of the Profit & Loss Account ustdgPeriod.

3. Add new columns to

1. Display a Profit & Loss Account for a diffe3rnetrmel to compare with
the current one

2. display the Profit & Loss Account in a differentreency
3. Display a column with Budget figures and analyseaveces
4. See the effect of different Stock Valuations onRhnefit/Loss account.

5. Select and compare Profit & Loss of different comipa.
INCOME/EXEPENSE STMT INSTEAD OF P&L?

Account statements for Non-Trading Organizations

For Non-Trading accounts (e.g. Accounts of Chal@a®rganizations), the
Trading and Profit & Loss Statement are inappragria

In such cases, you may use Income & Expenditureoéat by setting
Income/Expense Stmt instead of P&L to Yes in FidatHres.

The Income & Expenditure Statement displays as show

Lincome & Expenature statement _____________________ amceompany ________________________________________ cuwH
ABC Company ABC Company
Particulars 1-Apr-2008 to 31-Mar Particulars 1-Apr-2008 to 31-Mar
-2007 -2007
Opening Stock Sales Accounts 1.55,130.0(
Closing Stock (IR Gross Loss clo 870.04

1.56,000.00 1,56,000.00

Gross L oss h'f §70.00| Indirect Expenses 21,648.3¢
Excess of Income over Expenditure 20.778.38

Total 21,648.33 Total 21,648.38

202



DISPLAY TRIAL BALANCE

Trial Balance is a report of all account balancetii®@ company sorted by groups,
l.e., it is displayed in a grouped form, comprismgin groups and their closing balances. You
can see that the debit and credit balance match.

In Tally, the matching of the Trial Balance is adgone conclusion since all
voucher entries are in Debit — Credit format angtialance at the entry point

To view the Trial Balance

Go to Gateway of Tally > Display > Trial Balance

Note: As per accounting principles, the Trial Balamloes not list Closing Stock.

Trial Balance ABC Compan

ABC Company |
1-Apr-2006 to 31-Mar-2007
Closing Balance

Particulars

Debit | Credt
Capital Account 50000 '
Current Liabilities 1.80,79,560.00 |
Current Assets 16,51,679.18 |
Sales Accounts 1.55,130.00
Indirect Incomes 1,00,10,000.00
Indirect Expenses 15,500.00 22,148.38)
26598,189.20

Diff. in Opening Balances

2,82,66,838.38 2,82,66.,838.38]

bl o -

Grand Total

Palanlatar

o Select F1: Detailed to break down the grouped méiion or simply drill
down a Group of further detail.

The screen appears as shown
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Trial Balance ABC Compan
ABC Company
Particulars 1-Apr-2006 to 31-har-2007
Closing Balance
Dehit | Credt
Capital Account 500,00 I
Conveyance 500.00 !
Current Liabilities 1,80,79,560.00 |
Duties & Taxes £R,880.00
Sundry Creditors 1,80,23,630.00 |
Current Assets 16,51,679.18
Opening Stock
Sundry Debtors 33027438
Cagh-in-hand 54414883
Bank Accounts 77725697
Sales Accounts 1,55,130.00{|
Safas 1,55,130.00);
Indirect Incomes 1,00,10,000.00 |
Profect Inspection Charges 7,00,10,000.00
Indirect Expenses 15,500.00 22,148.38|
Interest Received 22,148.38)
Fostage 500.00
Transportation Charges 15,000.00
Diff. in Opening Balances 2F5 99159 20
Grand Total 2,82,66,838.38 2,82,66,838.38 ||
LI N P - ARRA A e Ao b

» Select F5: Led-wise to list all ledgers and thésing balances.

The screen appears as shown

Trial Balance
ABC Company
Particulars 1-Apr-2008 to 31-Mar-2007
Closing Balance
Debit | Credit
i 1,500.00
Bark 156 506.64
Basic Salary B84 ,862.00
Basic Salary+DA 1334.00
Coweyance 14.204.00
Custamer 172000
DA 56657
Direct Expanses 5,050.00 i
Employee PF 22230500
Food Coupan A7 500.00|
HRA 12458.33
Ingut Credit on Capital Goods 56 5B
It AT 100.00
It VAT 1% 50.00).
It AT (4 2000
Input Yat on Opening Stock @12.5% 6,250.00 [
Input Yat on Opening Stock@4% 33333
Madical Allowance 325000
Prafassional Tax 200,001
Purchases 5,000.00 I
Purchases@@12.5% 37 500.00
§more ... |
Grand Total 362565.80  3.62.565.89]

» Select New Column to bring up the closing balarfoesnother date

The screen appears as shown
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Trial Balance
ABC Company ABC Company I
Particulars 1-Apr-2006 to 31-Mar {-Apr-2006 to 31-Mar
-2007 -2007
Closing Balance Closing Balance
Debit | Cradt Debit | Credit
500.00 500.00 !
Current Liabilities 1.80,79,560.00 100,79.560.00)
Current Assets 16,51,679.18 16,51,679.18
Sales Accounts 1,55,130.00 1,55,130.00|
Indirect Incomes 1,00,10,000.00 1,00,10,000.00|.
Indirect Expenses 15,500.00  22,148.38| 15,500.00 22,148.3%
D4, in Opening Balances 2HEAE0 15920 265,09 150 20 1
Grand Total 282,66.830.38 1,80.66,830.38 ] 2,82,66,838.3¢ 2,02,66,838.31|

DAY BOOK

To view Day Book
Go to Gateway of Tally > Display> Daybook

The Day Book lists all transactions made over di@dar day and by default
displays the last voucher entry date of a regutarctaer. It could also be set up to list all the
transactions made over a period.

Press F2: Period on the button bar or press the AkyF2.

All the transactions include all financial vouchersversing and memorandum
journals as well as inventory vouchers.

Consider an example:

Day Book for current date
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Day Book ABC Compan! Cirl + i B
Day Book For 3-Jul-2006 {

Date Particulars Yeh Type  Veh No Debit Amount _ Credit Amount|
Inwiards Gty OQutwards Qty|

2,144.00
3-7-2006 Basic Salary Payroll 20 2,144.00
3-7-2006 Basic Salary Payroll 21 2,144.00

Day Book for a period

Day Book 1-Apr-2006 to 31-Jul-2006 |
Date Particulars Weh Type  Weh o Debit Amount _Credit Amount|
Inwards Gty Outwards Qty|
-2008 Employee A - Absent Atiendance 1
1-4-2006 Employee A - Absent Rttendance 2
1-4-2006 Employee A - Absent Mtendance 3
1-4-2006 Employee A - Absent Rttendance 4
1-4-2006 Employee A - Absent Mtendance &
1-4-2006 Employee A - Absent Rttendance f
2-4-2006 Employee A - Absent Mtendance 7
2-4-2008 Basic Salary Payroll 1 22,000.00
2-4-2008 Basic Salary Payroll 2 1,545.00
2-4-2008 Basic Salary Payroll 3 1455.00
2-4-2006 Basic Salary Payroll 4 2,500.00
2-4-2008 Basic Salary Payroll & 16,666.67
30-4-2006 Basic Salary Payroll f (41,466.67 |
1-5-2006 Basic Salary Payroll 7 2,144.00 I
1-5-2006 Basic Salary Payroll i 2,144.00
1-5-2006 Basic Salary Payroll 9 2,144.00
1-5-2006 Basic Salary Payroll 10 2,144.00
1-5-2006 Basic Salary Payroll 11 2,144.00
1-5-2006 Basic Salary Payroll 12 2,144.00
2-5-2006 Employee A - Absent Mtendance g
2-5-2006 Employee B - Absent Mtendance 9
2-5-2006 Employee D - Ahsent Mtendance 10
2-5-2006 Employee F - Absent Mtendance 11
252006 Employes A - Absent tiendance 12
2-5-2006 Employes C - Absent Mtendance 13
17 more ... |

You can also filter the list so as to display trensactions of a particular voucher
type using F4: Chg Vch button from the button bar.

The screen appears as shown:
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Change Voucher Type ABC Compan

Aftendance
Caontra

Credit Note
VoucherType | DEOM Note

Journal

[ Memorandum
Payment

Payrall

Physical Stock

Purchase

Receipt

Rewversing Journal

Sales

Stock Journal

BOOKS AND REGISTERS

The objective of having books and registers inyralto pile up similar entries
into a single entity so that they are meaningfud,,eall cash entries in the Cash Book, all sales
entries in the Sales Day Book (called Sales Reyiste

The Tally transaction flow

A part from the subsidiary books, entries are &lsd under each Voucher Type.
Therefore, there will be as many registers as tasre/oucher types.

JOURNALS, DAY BOOK AND REGISTERS

Journal, Sales Register, Purchase Register, Detie Register, Credit Note
Register, Payment Register, Receipts Registerastdhe different kinds of Registers.

There are three ways to view various types of tess

1. From the Display menu

2. By changing the type of voucher from within a régis
3. From the Statistics page

Consider the Sales Register which includes mosteobptions.

SALES REGISTER (SALES DAY BOOK)
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Go to Gateway of Tally > Display > Account bookSales Register

The following screen displays.

Sales Register ABC Compan
Sales
ABC Company
Particulars 1-Anr-2006 to 3-Jul-2006
Transactions Closing
Dehit Credit Balance |

April 43.23 8320043 23.1382.00
Way 43.23 832.0043 23.1362.00
June

[ sz oo 2oz o
August

September 1
October
Movember
December
January
February
March

Grand Total

10‘
0

Apr May Jun Jul Aug Sep Oct Nov Dec Jan Feb Mar

By default, all registers display Monthly Summarithwtransactions and closing
balances. For Balance Sheet Accounts, opening ¢®iardisplayed at the top of the screen.

Select a month and press Enter to see the Salesh¥pRegister.
A list of all sales vouchers pertaining to the noybu selected displays. You can
use the options in the button bar to change thaladisaccording to your preferences. You can

change the period of the report as well as thehdefpinformation.

Use F12: Configure to see the report with some lbro& the following
information, namely Narrations, Bill ~wise detai®yst Centre details and Inventory details.

Click on F1: Detailed to view the report in detdil®rmat.

INVOICE PROFITABILITY

Display the Sales Voucher Register for a perioddbifing down a month and
change the period if required.

Select F2: Show Profit or activate the option Slermess Profit estimates to Yes
in F12: Configure.
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Voucher Register ABC Compan

List of All Sales Vouchers 1-Apr-2006 to 31-Mar-2007

Date Particulars Wch Type  Weh Mo, Transaction Gross Cost Gross %-age
Value Revenue Profit

1-4-2006 Customer Sales 1 4,800.00 4,800.00 12,000.00 (47.200.00 {1E000%

1-4-2006 Supplier Sales 2 1,500.00 1,500.00 15,000.00 {413,500.00 {AII00%

1-4-2006 Customer Sales 3 4,800.00 4,800.00 12,000.00 )7.200.00 [1500] %

1-4-2006 Supplier 4 1,500.00 1,500.00 15,000.00 )13,500.00 (1000 %

Total : 12,600.00 12,600.00 54,000.00 {141,400.00 [T %

The report now displays each invoice with
Transaction Value— Invoice value including taxes
Gross Revenue- Actual sale value minus taxes
Cost — Book cost of the product

Gross Profit — Amount of profit or loss on the sale
EXTRACT OF SALES REGISTER

When you are in the Sales Voucher Register, s&léctExtract from the button
bar.

The following screen displays.

Voucher Register ABC Compan
Extract of All Sales Vouchers 1-Apr-2006 to 31-Mar-2007
Particulars Debit Amount_Credit Amount
Sundry Debtors 9,600.00
Customer 9,600, 00
Sundry Creditors 3,000.00
Supplier 3,000.00
Sales Accounts 12,600.00
Sales(@4% 12,600.00
Grand Total : 1260000 12,600.00
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The Extract gives a break-down of the sales vosched groups them to provide
totals for each group and ledger used in all sateghers for the period. The information is
useful, when you want to know how much each groligustomers bought, what is the tax
component or what is the total value of each daldger.

Inventory- wise Extract of Sales Register
“ in the Sales Voucher Register select F6: Ettham the button bar
“  Go to F12: Configure.

“ Set Show Inventory-wise Extract to Yes to vidwe report of the details on
guantity and value.

The following screen display.

Voucher Register ABC Compan
Extract of All Sales Vouchers 1-Apr-2006 to 31-Mar-2007

Particulars Inwards Oty Rate  Amount|Outwardsdty  Rate  Amount

360 nos  35.00 12,600.00

Grand Total : 360 nos 3500 12,600.00

MONTHLY SUMMARY

When drilling down from a statement into any Groupdger, Stock item or Cost
center the screen displayed first is the Monthlynswary. Monthly Summary can also be
accessed from a voucher level screen with the bélghe button Monthly. The monthly
summary shows the opening balance for the yeartramdlists cash month’s total transactions,
inclusive of both debit (inwards for stocks) anedit (outwards for stocks) and finally each
month’s closing balance. Below the monthly summéryg bar chart showing the movement of
account.
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Use F12: Configure to display the monthly summaicoanting to your
requirements.

The options available on the button bar are vegfuldor configuring managerial
reports.

E. g. Use the New Column button to bring up the MbnSummary of another
ledger or object or the same object in another @mp

Press the button F5: Quarterly, to view the summedrguarterly figures.

Use the options in F12: Configure to view the dstan percentages, averages and
SO on.

Ledger Voucher Monthly Summary

The Ledger Voucher Monthly summary screen is diggeas shown.

Salea(@4%
ABC Company
Particulars 1-Apr-2006 to 31-Mar-2007
Transactions Closing

Dehit Credit Balance
Opening Balance
Agpril 1,200.00 200,00 Cr
May 200,00 Cr
June 200,00 Cr
July 200,00 Cr
August 200,00 Cr

October 200000 Cr
MNovernber 200,00 Cr
200,00 Cr
200,00 Cr
200,00 Cr

December
January

1
1
1
1
1
September 120000 Cr
1
1
1
1
February 1

1.200.00 Cr

Grand Total 1,200.00  1,200.00 Cr
2000
- ]_.
0
Apr May Jun Jul Aug Sep Oct Nov Dec Jan Feb War

COST CATEGORY MONTHY SUMMARY

The cost category monthly summary is displayedhemve. You can place the
cursor on any particular month, say October antdbwn for more details.
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ABC Compan

Category: Primary Cost Categony
Employee B
ABC Company

Particulars 1-Apr-2006 to 31-Mar-2007

Transactions Closing

Dehit Credit Balance

T Tmore
April 40,667.35 5,465.00 3520233 Dr
May 3520233 Dr
June 2,249.00 1445600 2304533 Dr
July 23)045.33 Dr
August 23045.33 Dr
September 23045.33 Dr
October 23045.33 Dr
Movernber 23045.33 Dr
December 23045.33 Dr
January 23045.33 Dr
February

March

Grand Total 42,966.33 19.921.00  23,045.33 Dr

Apr May Jun Jul Aug Sep Oct Nov Dec Jan Feh Mar

Stock Item Monthly summary

The screen will be displays as follows. If you wamtview the details for any
particular month you have to place the cursor emtionth and drill down.

Stock Item Monthly Summal ABC Compan!
Stock ltem
ABC Company
Particulars 1-Apr-2008 to 31-Mar-2007
Inwards Qutwards Closing Balance
Guantity  Walue  [Quantity  “alue | Quantity  Value
Opening Balance 10 nos
April 360 nos 12 60000 ()350
May (-)350 nos -}
June (1350 nos ()52 500.00
July (-1350 nos (-)52,500.00
August (-)350 nos (-)52,500.00
September (1350 nos  (-)52,500.00
October (1350 nos (-)52,500.00
Movember (1350 nos ()52 500.00
December (-)350 nos (-)52,500.00
January (-)350 nos ()52 500.00
February (1350 nos  (-)52,500.00
March (N0nos  ()B00.00 (-)360 nos
Grand Total (#10 nos _ {1500.00) 360 nos  12,600.00| (360 nos
0 1
Apr May Jun Jul Aug Sep Oct Nov Dec Jan Feb Mar

Cash and Funds Flow

Cash management is essential for any business. Eampanies, as they go into
liquidation, continue to make profits because @oiaency. Businesses shut down because of
lack of cash despite being profitable. Cash anddAtlow Statements aid in cash management
and are an important component of the managemeatats.
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Cash Flow

Cash Flow Statement is a chronological accounhefrhovement of cash in and
out of the business and includes all cash trarmactmade with banks also. When used with
banks also. When used with the Balance Sheet aofit Br Loss Account, the Cash Flow
Statement helps to assess the reasons for theedifles between net income and net cash flow
as well as the effect of cash/non-cash investingfenancing transactions.

To access the Cash Flow:
1. Go to Gateway of Tally > Display > Cash/Funds FloBash Flow

2. A Monthly Cash Flow Summary that shows the Cash &feent — inflow and
outflow for each month and the Nett Flow, displays.

Cash Flow ABC Compan

ABC Company
Particulars 1-Apr-2006 to 31-Mar-2007

Inflow Outflow Flow

Agpril 83,007.13 1,08,670.13 ()25,573.00
Ilay 86, 736.00 13,794.00 72942.00
June 86,736.00 13,794.00 7284200
July 453,368.00 6,887.00 36,471.00
August :
September
Qctober
Novernber

December

Grand Total 2.99.937.13 14343049  1.56,506.64
200000

100000

Apr May Jun Jul Aug Sep Oct Nov Dec Jan Feb Mar

3. Select a month and Press Enter to drill down. $d¢lex button F1: Detailed
form the button bar to see the cash flow for thanth.

For Quarterly Cash Flow:

e Change Period by pressing F2: Period and set thedpe.g., 1-4-05 to 1-12-
05.

o Select the option Auto Column from the button bar.
* You can also select Quarterly (or Monthly or anyestperiod) form the list

Columnar Cash Flow Statement

213



Cash Flow Summai ABC Compan

ABC Company ABC Company ABC Company ABC Company
1-Apr-2006 to 2-Apr-2006  3-Apr-2008 to 3-Apr-2006  10-Apr-2006 to 16-Apr I7-Apr-2006 to 23-Apr
-2006 -2006

Inflow of Cash:

Current Liabilities 47,200.00
9,477.80
Total 56.677.80

Outflow of Cash :
Indirect Expenses 1,04,657.33
Total 1.04.657.33
Nett Inflow (-}47,97953

FUNDS FLOW

While Cash Flow Statement is concerned only witbh¢d&unds Flow takes into
account, the movement of the entire working capitaincludes rise4 and fall in inventories,
creditors and debtors apart from cash and banksfdtement reveals the Sources of Funds and
how they were applied.

To access the Funds Flow:
1. Go to Gateway of Tally > Display > Cash/Funds Flewunds Flow
2. A Monthly Funds Flow Summary with the movement ajfriing capital for

each month displays. It shows the Opening and @doBalances of each month with a column
for Funds Flow.

Funds Flow ABC Compan
ABC Company
Particulars 1-Apr-2006 to 31-Mar-2007
Working Capital Funds

Opening Closing Flow
April 1,00000 (1,78638.00 (-)1,18,635.00
May (411863800 (J1.32432.00  (-113,794.00
June (1.32,432.00  (J1.46226.00  (-)13,794.00
July (91,46,226.00  (-)1,63,123.00 ()6 897.00

August {J1,53,123.00 (-11,53,123.00
5 i) o)

Sel el 00
Cctober (1,63123.00  (1,63,123.00
Novernber (19,63,123.00 ()1,63123.00
December (1,63123.00  (1,63,123.00
January (19,63,123.00 ()1,63123.00
February (1,63123.00  (1,63,123.00
March (J9,53123.00  (J47.62300 10550000
Grand Total 1,000.00  (-47.623.00  (}48,623.00
0 }__ I
Apr May Jun Jul Aug Sep Oct Nov Dec Jan Feh Mar
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Funds Flow Summal ABC Compan

3. Select a month and press Enter to drill down.

4. Select F1: Detailed to see the funds flow for thiected month.

Sources 1-May-2006 to 31-May Applications 1-May-2006 to 31-May I
-2006 -2008

ABC Company ABC Company

Total 13.794.00)
Opening Balance Closing Balance Whg Cap Increase
Current Assets 73938.00 Cr 87,732.00 Cr (413,794.00 |
Current Liabilities 44 700.00 Cr 44 700.00 Cr If
Working Capital 1,18,638.00 Cr  1,32,432.00 Cr (-)13,794.00

5. The Bottom of the screen displays the movement ankidig Capital.
You can drill down any line for further detail.

For Quarterly Funds Flow:

1. Change the period by pressing F2: Period

2. Set the period e.g., 1.1.04 to 1.5.04.

3. Select the button Auto Column from the button bar.

4. Else Select Quarterly (or Monthly or any other pdyifrom the list
Reconciliation of Bank accounts

Reconciling the company’s bank accounts with thekbds statement is a regular

task of accounting. In Tally, Reconciliation of Biaf\ccounts facilitates the following:

Ability to ‘check back’ the correctness of reconciiation
Tally uses Bank Date to mark against the voucher.

Fro instance, if you issue a cheque dhAril and your bank clears it on 19

April; you would set the Bank Date for the vouclsr 19" April. This means that when you
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need to ‘check back’ later, whether th entry maggdw is correct, you will only need to verify
the bank statement of the™.9

Recovering the reconciliation of any date

This is of crucial importance in Auditing. The BaReconciliation is one of the
per-requisites of auditing and verification of tkherrectness of accounts at the year end.
However, it is not a ‘real-time’ task, meaning aads do not do it on the first day of the next
year.

For e.g., the reconciliation made on*3Warch, should be ‘viewable’ even in
August, by when almost all the cheques would hauessequently been marked Reconciled.
Tally provides you with a facility of achieving thalso.

Bank accounts may have a different Starting Daterézonciliation purpose.
When you create a bank account, you are promptgi/éoan Effective Date for Reconciliation.
Normally, this would be the Books Beginning fromtelatself. However, you could have
imported data from a pervious version of Tally wonhi any other system (where the
reconciliation process was not available or wasedght). In that case, you may not want to
reconcile the bank account with your bank statemé&oim the very beginning. Give the date
from which you want the reconciliation facility tee active. Once you do this, pervious entries
would not appear for reconciliation, but would bken as a reconciled Opening Balance.

A quick experiment with Reconciliation will show yavhat it all means. Here is
how you go about it:

1. Bring up the monthly summary of any bankbook.

(You can choose a bank book form any of the folfmyviBalance Sheet, Trial
Balance, Display > Account Books > Cash/Bank Books)

2. Bring the cursor to the first month (typically Apriand press Enter. This
brings up the vouchers for the month of April. &inthis is a bank account, you can see an
additional button F5: Reconcile on the button lbathe right. Press F5.

3. The display goes to the Reconciliation mode, wicah be edited. The primary
component of the current screen is the column torkers Date.

4. The Reconciliation found at the bottom of the sorsleows:
1. Balance as per Company Books

2. Amounts not reflected in Bank
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3. Balance as per Bank

The Balance as per Company Books reflects the balas on the last date (in the
example, it is 30 April).

The Amounts not reflected in Bank are the debit @mddit sums of all those
vouchers, whose Bank Date is either BLANK, or LATERRN 30-Apr (i.e. these vouchers have
not yet been reflected in the bank statement).

The Balance as per Bank is the net effect to thekBBalance offset by the
amounts not reflected in the Bank — which must etiiebalance in the bank statement.

Note: Some discrepancies may persist due to entrégte in the bank statement,
which you have not yet entered in your book. Yowldoreconcile these manually, and print
your reconciliation.

As you mark the individual vouchers by setting Bamk Date, you will notice that
the Reconciliation at the bottom of the screen kagmating the changes. Once this process is
complete, press Ctrl + A or Enter as many timenesessardy to skip over the unmarked
vouchers and accept the screen.

The next time you opt for reconciliation; the sereksplays only those vouchers
that remain unrecognized. You can also display ketgthat are already marked as reconciled,
in case you need to edit the marking, by using EBtifigure.

Configuration

select vouchers to show . All Vouchers
Format : Condensed
show Billwise Details also 7 No

Show Cost Centre Details also ? Yes

Show Inventory Details also ¢ No

ohow Marrations also 7 No

Include Opening Balances Al lles |

(set a5 no' to remowve fram filtered reports

Appearance of Mames - Name Only
Sarting Method . Default

Set Show Reconciled Vouchers also to Yes to sesettonciled vouchers.

Note: It is not possible to reconcile opening batmand can be done only with
available physical transactions.
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Set Allow back dated Reconciliation to Yes to eriiank dates which are lesser
than the Voucher date.

Press Alt + P or click on the Print button to pgour reconciliation report.

Display Inventory Reports & Statements

Inventory in Tally operates in the same way as aoting with regard to
displaying, modifying and printing reports. Tallyererates inventory report based on the
vouchers entered to date. You can use the custdmiggorts to compare inventory data
between different companies, periods of the fingngar, and so on.

Highlight the item and press Enter to step downht® next level of detail in a
report. Report this process till you reach an imhlial voucher. Similarly, step back to higher
levels by pressing Esc. The special features alailfor the currently displayed report are
indicated on the button bar and can be selectddansingle click of the mouse.

This section highlights some special inventory saseand illustrates a basic level
of customization.

VIEWING STOCK SUMMARY

Stock Summary is a statement of stock-in-hand asa quarticular date. It is
updated with every transaction in real time and/oies the current stock position.

The statement can be drilled-down, as with all yraiports, and configured to
enable you to view different details, for instanttee total flow of total flow of stock can be
viewed with a single report.

Tally treats Stock Summary as one of the Primantestents and makes it
accessible directly form the Gateway of Tally.

To view Stock Summary

1. Go to Gateway of Tally > Stock Summary

2. The default display is of Stock Group balances.
3. Select Detailed to show another level of detail.

The detailed report will include sub-groups or &téeems (in cases where there
are no sub-groups), display as shown:
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Stock Summal ABC Compan Ctrl + M B4
ABC Company
Particulars 1-Apr-20086 to 31-Mar-2007

Closing Balance
Quantity Rata Walue

C0 Rom Drives

Frieght 7 .500.00
Stock Itern (-)360 nos

Grand Total {4310 nos 3,82,500.00

In the above illustration the stock groups Hardwamel Software contain stock
items and have closing balances.

The Stock Groups displays total quantities, asuthie of measure is the same for
all the stock items added. A grand total is alsailable as there is a single unit of measure for

all ‘addable’ items. If there were different ungs measure, then the grand total would not be
calculated and displayed.

STOCK FLOW (RECONCLIATION)

You can configure the Stock Summary Statementdplaly the flow of goods.

1. Select F12: Configure while on the Stock Summargest.
2. Set the Configuration as shown.

Configuration
Show Qluantities ? Yes
Show Rates ? No
Show “alues ? Yes
Show Opening Balance Y Yes
Show goods inwards Y Yes
Show goods outwards Y Yes
Show Closing Balance Y YWes
Show All lterms (incl. zero balance] 7 MNo
Show Consumption & Gross Profits ? No
Show using Alternate Units 7 Mo
Show Tail Units of Compound Units 7 Mo
Appearance of Stock ltem Mames : Alias Only
Appearance of Mames : Alias Only
Scale Factor for Walues : Default
Sorting Method : Default
Expand all levels in Detailed Farmat  INCE
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The Stock Summary displays the flow of stock, @pening Stock, Goods
Inwards, Goods Outward and Closing Stock, as shown.

ABC Compan

ABC Company
Particulars 1-Apr-2006 to 31-Mar-2007

Opening Balance Inwards Outwards Closing Balance
Quantity Walug Quantity Walug Quantity WValug Quantity Walug

CD Rorn Drives S0nos  3.75,000.00

Frieght 7 .500.00 750000
Stock ltem 10 nos 1,500.00 {110 nos (-)500.00 360 nos 12600.000 360 nos

Grand Total 60 nos  3,84,000.00 {110 nos {-)500.00 360 nos 12,600.00] (4310 nos  3,82,500.00 1

The report is quantitatively reconciled, i.e., Opgnquantity + Inward Quantity -
Outward Quantity = Closing Stock Quantity. Howewiis is incorrect for the values as the
Outward value displays Sale Values, not Cost. Thsi@g Stock Value is, however, based on
Cost and the Cost Method adopted for each itemuéd/&econciliation is possible if you are
using Consumption figures instead of Sales Value.

STOCK VALUCATION METHODS

The Stock Summary report with stock valuation mdtghoan be used to view the
effects of different methods on the value of stdékch stock item can be set up to have a
different stock valuation method. In some instaneeparticular method of valuation may be
required, for example, to assess the replaceméun wa saleable value of stock. Tally displays
stocks in any or all th valuation methods dynantycand simultaneously, without any
complicated procedure.

Suppose you want to use Last Purchase Cost methadsess the replacement
value and the Last Sale Price method for realizggalkeable) value.

In the Stock Summary screen, select the New Colbuatton on the button bar or
press Alt+C. The screen appears as shown below.

Select Last Sale Price from the Stock ValuationHdds list.
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Column Details A11 Valuation Methods

From (blank for beginning) @ 1-4-2008 At Zero Cost

To (hlank far end) : AL Zero Price
. Awvg. Cost

Mame of Group . O Primary v, Price

Methad of Stock waluation : [DEEDIL
FIFD

Last Purchase Cost
Last Sale Price
LIFO Annual

LIFO Perpetual
Monthly Avg. Cost
Std. Cost

Std. Price

The Stock summary report with Last Sale Price colaisplays as shown:

VIEWING STOCK ITEMS

1. Go to Gateway of Tally > Display > Inventory BookStock Item

You can also use the Stock Summary to view Stamkdt Place the cursor on the
item and press Enter.

2. Select an item from the List of Items.

3. Select F12: Configure. Tab down the Configuratioenm to Show with
Graph? Type y and press Enter

Select Bar and No. the particulars display withrapy of Goods Inwards and
Outwards (red for inwards, blue for outwards).

X
Stack ftem
ABC Company
Particulars 1-Apr-2008 to 31-Mar-2007
Inwards Outwards Closing Balance
Quantity  Value Quantity  “alue Quantity  Valus
Opening Balance 10 nos 1,500.00
Agril 360 nos 12 600.00|()350 nos (-)52,500.00
May ()30 nes ()52 ,500.00
June (350 nos ()52 500,00
July ()350 nos ()
September (350 nos (-
October (350 nos ()52 500,00
Movember (350 nos ()52 500.00
December (350 nos (-)52 500.00
January (350 nos (-)52 500.00
February (350 nos ()52 500,00
March ()10 nos (-)500.00 ()360 nos
Grand Total (410 nos __ (4500.00] 360 nos _ 12,600.00){)360 nos
0 ]—.
Apr May Jun Jul Aug Sep QOct Nov Dec Jan Feb Mar
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Stock Summal ABC Compan Ccirl + B
ABC Company
Particulars 1-Apr-2006 fo 31-Mar-2007
Outwards Closing Balance
Quantity Rate Walug Congumption  Gross Profit  Perc % Quantity Rate Walug

CD Rom Drives S0nos  7,500.00  3,75,000.00
Frieght 7 500.00
Stock ltem 360 nos 35.00 12 ,600.00 1,000,000 11,600.00 9206 %) (-)360 nos

Grand Total 360 nos 12,600.00 1,000.00 11,600.00 92,06 %| (J310 nos 3,82,500.00

STOCK QUERY

Stock Query report provides you all the informatédoout a particular item.

To create Stock Query:
1. Go to Gateway of Tally > Display > Statements afeintory > Stock Query
2. Select an Item from the List of Items. Tally uses Stock Category to display

Items of the same Category. This feature helpstgaascertain the availability and location of
alternative products to offer your customer.

Stock Quel ABC Compan Ctrl+M E3
Mame : CD Rom Drives Part No
Group : O Primary Category O Not Applicable
Closing Balance  : 50 nos Cloging Value 3,75,000,00
Cost Price : 1,500.00/n0s Std. Selling Price
Last Purchased on : @
Last Sold an : @
Godown / Batch Details ltems of the same Category
Godown Batch Quantity ltem Name Quantity Cost Sale Price

Main Location  Primary Batch 50 nos

Total 50 nos Total
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3. SelectF4: Item to switch to another Item.

ABC Compan

Mame . Stock tem Part Na. ||
Group : O Primary Category : O Not Applicahle
Closing Balance  : (360 nos Closing Value : T
Cost Price : Std. Selling Price : 15.00/nos
Last Purchased on : @
Last Sold on 2 1-Apr2006  Supplier 100 nos @  15.00/nos

Godown / Batch Details ltems of the same Category
Godown Batch Quantity Item Name Quantity Cost Sale Price

Miain Location  Primary Batch (360 nos

Total {360 nos Total

Additional Information:

1. Go to the Group Summary, select Software and gfé8s Range to limit the
display to Stock Groups having Closing Balance tgireihian 3000.

2. Explore the Locations report. Select On-site, cli€k Detailed, change the
period: 1-5-05 to 31-7-05, and use Auto Columnriodup the month-by-month figures

3. Auto Column feature gives you the facility to cheitle stock status using
different periods.

4. Bring up the initial display of each report and &s#er and Esc to drill-down
through the levels of detail and back again.

ANALYSIS OF INVENTORY MOVEMENTS

The Analysis of Inventory Movements is generated docounted transactions
only, unlike Stock Summaries and other statementsgere Goods Received but Bills not
Received and Goods Dispatched but Bills not Raigexl also considered. Thus Analysis
statements, are used generally for a comparativdystand not considered authentic for
Accounts or Inventory records.

Go to Gateway of Tally > Display > Inventory BookdMovement Analysis
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Satewsaly of Tally .
Display Menw

fventonys Boolis
Movement Analysis
Stock Group Analysis
Stock Iterm Analysis

Group Analysis
Ledger Analysis

Transfer Analysis

Cruit

Analyse stock movements by stock groups, categdmescial group or ledger.

MOVEMENT ANALYSIS (STOCK GROUP ANALYSIS)

Movement Analysis of a selected stock group displ#ye Total Inward and
Outward movement of all the items in a selectecclSt@roup. The quantities displayed are
Actual Quantities of movement (which, in some casesy be different from the Billed Qty in
the transactions.) The ‘Inward’ detail displays thigective Rate or Final Landed Cost of the
materials, after considering all overhead coste (S@luation of Purchases’). If the Effective
Rate varies from the Basic Invoice Rate of the madt it is highlighted. The Outward detail
displays the Basic Invoice Rate and Value of gamdd/transferred out.

Movement Analysis ABC Compan

ABC Company
Particulars 1-Apr-2006 to 31-Mar-2007

Inward Outward
Quantity Eff Aate  “alue Quantity Eff Aste  Value

3500 12,500.00 [}

[)i0nos 6000  (J50000| 3e0nos 3500 1260000
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ITEM MOVEMENT ANALYSIS

Gateway of Tally>Display >Inventory Books > Moveme&nalysis> Stock Item
Analysis.

ltem Movement Analysis is the next level of infotioa (press Enter on the Stock
Item or Display Inventory Books Stock Item Analysishis brings up the Party-wise/Transfer-
wise detail of Movements. The Inward detail disgl#lye Basic Invoice Rate and Effective Rate.

ABC Compan

Item Movement Analysis

Stock ftern
ABC Company
Particulars 1-Apr-2006 to 31-Mar-2007
Movement Values
Quantity  Basic Rate Effecthe Rate WValue

Movement Inward :

Suppliers

)00 50,0
)10 nos 50.00 00,00

Movement Outward :

Buvers .
Customer 160 nos 60.00 960000

Supplier 200 nos 15.00 3,000.00
360 nos 35.00 12 60000

This report helps you compare Purchase Costs adiffesent suppliers. For
example, supplier A may have a lower Basic Invdkege as Compared to Supplier B, though
the Effective Rate may be higher (perhaps due fi@rdnces in Taxes, Packing Costs, and
Freight Costs etc). Suppose a material is manufdtin-house as well as purchased, the
difference in Purchase Costs and In-house Costdbearhecked. Select multiple columns for
different periods, to view the changes in the BffecRate for purchases.

Press Enter on the Party Name or Stock Journal Nardesplay the transaction-
level details on Date of goods received/sold, Qtiast Basic Rates, Addl.Costs, and Effective
Rate for each transaction.

The default screen displays the Addl.Costs (if any)a single column. To view
the spread of costs, press F12: Configure andtseladgew Show Addl.Costs. This brings up
the bifurcation of all Additional Costs.

ITEM VOUCHER ANALYSIS

This report gives the value details of all trangand for a selected stock item from
a particular supplier or to a particular custontiels obtained from Movement Analysis Report
of a stock item.
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1. Go to Gateway of Tally> Display> Inventory Bookdtovement Analysis.
2. Select Item from List.

3. Select a Supplier (or Customer) from the item MogatrAnalysis.

Item Voucher Analysis ABC Compan -
Stock tem: Stock em 1-Apr-2006 to 31-Mar-2007 |
QutwardsUnder Ledger : Supplier

Date Particulars Quantity Basic Basic Al Total Eff Rate |
Rate Walug Cost WValue

Sales

Pp 100 nos (15.00/mos [ 1,500.00
1-Apr-2006 | Supplier 100 nos | 15.00/m0s | 1,500.00

Total 200 nos|15.00/mos | 3,000.00

The report displays every purchase from Tally Sohg. Bangalore during the
period specified with break-down of Basic Value autlitional Cost. To view full details of
Additional Cost, Press F12: Configure and set {hteaq.

The Item Voucher Analysis considers only billechgactions, not ones for which
invoices have not been raised.

Use F12: Configure foe more details.

STOCK CATEGORY ANALYSIS — MOVEMENT ANALYSIS

1. Go to Gateway of Tally > Display > Inventory Booksviovement Analysis >
Category Analysis.

2. Select a category, for example, spreadsheets.
3. Change period, if necessary

The Stock Category Analysis statement displaysitbeement of Stock Items of a
selected Stock Category.

The Inward and Outward movement of these two itemes summarized in the
Summary. Drill-down to bring up the Item Movememalysis for the selected item.
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LEDGER ANALYSIS

Ledger Analysis is similar to Movement Analysis,cegt that you can view
movements of the items for the selected Ledgert§Parhus, you get an ‘analyses of all
purchases made from a supplier, or all items swld tustomer. The next level of information
brings up the transaction level details.

TRANSFER ANALYSIS

When using different Stock Journals for each tretisa, transfer Analysis gives
the movement details for each type of Stock JourRlais is a very useful costing and waster
analysis tool. In non-manufacturing set ups, whiake Multiple Godowns, this report becomes
a quick check to verify that all transfer entriesvé entered correctly.

PRINTING REPORTS

Reports and documents generated through Tally'snsite display capabilities
can also be printed.

Printing is possible in two ways:
1. Using the Print (Alt + P) button and

2. Multi-Account Printing

Using the Print (Alt + P) button

You can choose to print directly from the screerrently displayed by selecting
the button PRINT (top-most button on the right-harte of the screen). This brings up the Print
Configuration screen for the report and new butiptions on the right-hand side of the screen.

You can change and alter the settings in the panfiguration screen

Printer — Click Alt + S (Select Printer) to changanter settings. This also
displays the default paper size that you havemsdhe printer.

No. of Copies- Click Alt + C (Copies) to specifyetmumber of copies to be
printed.

Print Language — Set Enable Multilingual Supportyes in F12: Configure and
click Alt + L (Print Language) to print in the langge of your choice.
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Method — Click Alt + F (Print Format) to select tpent format. A pop-up list
displaying the printing formats available in Talljhe formats provide are, dot-Matrix Format,
Near Format and Quick (Draft) Format. Here you salect either the per-printed or plain paper
to print out your reports.

Pre-Printed / Plain Paper:

By default, the Printing Configuration screen i$ &eprint on plain paper. The
print-out displays as shown.

To print on a per-printed invoice/ report, selem-printed (Alt+ R) and the Print
Preview screen display as shown.

Tally enables you to print the company details @ invoice/ report. You can
toggle between the two options to print using eithethod.

Page Range — Click Alt + G (Page No%) select the starting page number
and the page number range.

Paper Type — The paper Type can be set after yectsbe printer.
Paper Size — By default, the paper size in Taleisat 8.50 X 10.98 or 216mm X
279mm.

To alter the paper size to your requirements, s@lik€S (Select Printer).

A list of printers displays.

Select Printer Type

List of Prirters
]
Printer Name g Vicrosot Office Document Image Writer B MicroSoft Office Document Image Writer Nef(:

EXPORT OF DATA

Use Export option to export data (reports and statés) from Tally. The
exported data can be rearranged on a spreadshbééshed on the web or exported to another

company using Tally.
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Go to a repot or a statement and click on the Bxpotton or use ALT+E. The
export screen displays Export? Yes or No.

Exporting Profit & Loss

Language : Default (All Languages)
Format - XML (Data Interchange)
Output File Name : PandL.xml

Scale Factor for Values  : Default
Format . Detailed

Shiow Yertical Profit & Loss ? No

Show Percentages ? No Export ?
show with Grags Praft ? Yes

Yes or No

Press Backspace or No to navigate through thesfeetd alter the parameters
Language

This option enables you to export your report inglisth or any of the Indian

languages.
Exporting Profit & Loss Language
Lanquage 3 efault (All Lanquages Default (All Languages
Format » XML (Data Interchange) Restricted (ASCI Orly)

Output File Name . PandL.xml

Scale Factor for Yalues - Default
Format : Detailed
Show ertical Prafit & Loss ? No
Show Percentages 7 No

Shiowe with Gross Proft ¥ Yes

On selecting Default (All Languages) you can expar reports in any of the
Indian languages. However, the display languagddibe set to the respective Indian language.

On Selecting Restricted (ASCII Only) you can expatir reports in English.
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Note: If you have used the option Restricted (ASQHly) to export reports of a
company created in any of the Indian language, therexported data will appear with question
marks.

Format
Exporting Profit & Loss
Format
Linguage - Default {All Languages
Furr%atg ML (Data .".".Ite.f'l:'."".'a.".[lz:ejl A0l (Camme d.E”mitEd)
Output File Name - PandL.xml L WEbUb“Shm

Tally has three formats for export of data from BHpEXport and Upload options:

* ASCII
 HTML
« XML

By default, the exported file will be saved in thally folder on your computer.

To export to a different folder enter the path loé tdrive and folder in Output File Name.
Another program can be used to import the contemt the exported file or used as it is.

EXPORT FORMATS

Tally has three formats for export of data from BHpEXport and Upload options:

* ASCIlI (Comma-delimited)
* HTML (Web- publishing)
« XML (Data-interchange)

Formnat

ASCI (Comma delimited)

HThL (web-publishing
XML (data interchange
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ASCII

American Standard code for Information Intercharf@&Cll) is a plain-text
format, without any special formatting or fonts, which data is separated using commas.
Commonly used for email and all email programs, A®fata can also be easily worked upon
by other programs.

HTML

Reports in Hyper Text Markup Language (HTML) fornnatain their formatting
and fonts. They can be read using an HTML enabledjram, or using browsers such as
Microsoft Internet Explorer.

Resolution (Only in HTML format)

Resolution is based on the pixels used to formatréport. A higher resolution
gives a better quality of output. The Resolutiotti@p is available only in HTML format in

Tally.

Resolution A E0D 600

Eezclutions

1024 % 7BS Recormmended
1280 % 1024
G40 x 480 Mot Recormmended

XML

Extensible Markup Language (XML) is an extensiorH3fML, but the data can
be imported by other XML- aware systems. Using XMilally allows the user to exchange
information even with systems that do not run Talyn XML file from Tally has as XML
envelope and is formatted with XML tags, to enabiport into other systems. The destination
system requires reformatting of XML Style SheetSIX), based on the inherent style used in
Tally before importing the data. When two systems munning different versions of Tally,
XML data can be directly imported using the impoenu option, without any re-formatting.

Data from Tally in XML format can be imported byather system with ease in
lesser time.
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XML is fast emerging as the de facto standard féorimation exchange all over
the world. This format helps the user to collab®@td share information with others.

By default, the exported file will be saved in thally folder on your computer.
To export to a different folder enter the path loé tdrive and folder in Output File Name.
Another program can be used to import the contamh the exported file or used as it is.

IMPORT OF DATA

Data can be imported to Tally from other users aflyl Tally can also be
programmed to import data from other systems todeel as an integrated system.

Fro example, a Customer Contact Management Progwath, details such as
status of an order and last contact establishadbeamported to Tally. This imported data can
be merged into a report containing outstandingriza@s. When data is changed in the other
system, the change is also reflected in Tally.

To import data, Go to Gateway of Tally > Import2dta

(Zateway of Taly ...
Import of Data

Masters

Vouchers

Quit

IMPORT FORMATS

Only the Tally XML format is supported for import Data in Tally.
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Import of Vouchers

<T0nly Tally (XML) Format is Supported] >

Impart File Name (ML) g Tally8.1\DayBook.xml,

Tally (XML) Format

This option imports data in XML format. More on XML
SYNCHORONIZATION

Synchronization is the replication of data betwago or more locations that use
Tally. Data can be sent over the Internet, or prigate network system. Tally offers control
over the frequency of replication. Data can beicepdd after each transaction or updated at
specific intervals.

Synchronization takes place in a Client-Server ramvhent and can be initiated
only by the client. Data from the client is transéel to the server and from the server to the
client.

Replicating data is a single-click activity in Tyalbnce Synchronization is set up
between a server and its clients.
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Chapter
11

Introduction to Taxation

TEX DEDUCTED AT SOURCE (TDS)

Tax Deducted at Source (TDS) is one of the modeltécting income tax. The
buyer (Deductor) deducts the tax from the paymeaderto the seller (Deductee) and remits the
tax to the Income Tax Department within the stipedaime.

The buyers (Corporate and Non-Corporate) make paly(sech as Salary, Rent,
interest on securities, Dividends, Insurance Comsimis Professional Fees, Commission on

Brokerage, Commission on Lottery Tickets, etchim $ellers (Services) and deduct the requisite
amount form such payments towards tax.

The buyer files the TDS returns containing detailsthe seller and the bank,
where the TDS amount is deposited to the IncomeDepartment (TDS).

The Income Tax Department has prescribed the ferrmatfilling these returns
electronically, which the buyer does in a CD/floppy

TDS IN TALLY

TDS (Tax Dedicated at Source) in Tally provides a&ady-to-use and flexible
interface. It helps you to handle intricate casas @alculate the tax payable to the Income Tax
Department.

Tally calculates the tax of all parties/suppliefsene TDS deduction is mandatory.
It calculates the TDS automatically and prints Fb@# certificates, Forms 26Q, 26, 27 and
27A (Cover Note) for Quarterly / Annual Returnspas statutory requirement.

It allows the user to view and print various TD$ads, Challans and TDS
Outstanding statements.

FEATURES OF TES IN TALLY

The TDS functionality in Tally supports the follavg features:
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1. Simple and user-friendly

2. Quick and easy to set up and use

3. Accounting for tax on partial/full payment of bills
4. Flexibility for auto and manual calculation of TDS

5. Complete tracking of each transaction from deductmo
Payment.

6. Challan management and printing for prompt and &tedilling of tax

7. The Auto allocation feature prevents error-pron& @atry and helps track the
transactions faster.

8. From 16A management:

9. Can be printed for a transaction

10.Can be printed yearly

11.Allows multi-Party printing

12.Exporting of data in NSDL compliant TDS file format

13.Electronic format (e-TDS return) with Form 26Q, foR27 and Form 27A
which will be validated by the utility, provided lblyje government.

14.Generates Form 16A, TDS Challan, TDS Computatiod aDS Payable
reports.

TDS REPORTS

TDS Reports in Tally display the tax amount of #twncerned party/supplier.
Tally generates Form 16A and Form 27A and also ides/the printing option to print this
form. You can export the e-TDS forms (Form 26/F@&WiForm 26Q/Form 27Q) from Tally.
The exported file will be saved in the defined psplecified in the Output file name.

You can get the e-TDS file validated through NSDhéefy downloadable utility,
File Validation Utility (FVU) to verify whether the-TDS return file prepared by the deductors
conform to the prescribed format.

Go to Gateway of Tally> Display> Statutory RepoftBS Reports.
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Click on the TDS Reports option to display thedaling

Satewsay of Tally .
Displar Menw

Statutons Heports
TDS Reports
FrinT Form 164

ETDS Forms

Frint Form2 7 A

Guit

MIS REPORTS
The MIS Reports provide you with the TDS Outstagdin
To view the TDS Outstandings,

Go to Gateway of Tally >Display> Statements of Aagis> TDS Outstandings

TDS COMPUTATION

To view the TDS Computation report,

Go to Gateway of Tally> Display > Statements of &aats> TDS Outstandings>
TDS Computations
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p ABC Compan! I
TDS Computation 1-Apr-2006 to 30-Apr-2006 |

Particulars Amount Tax Rate Tax Surcharge | Surcharge Addl Addl Total TDS | Less: TDS | NetTDSto |
Paid Rate Surcharge |Surcharge (Cess) Deducted Deduct
[Payalle Till Date (Cess) Rate Till Date

1. The Particulars column provides you with the Narhéhe Party and its TDS
ledger names.

2. Amount Paid/Payable Till Date column displays tb&alt amount of the Bills
accounted or Payment made to the party

3. The Tax column provides the amount of TDS compudsdper the rate
specified in the tax column, which is displayedawethe TDS amount.

4. Surcharge is the total surcharge value computgeathe rate specified in this
column, which is displayed below the surcharge arhou

5. Addl. Surcharge (Cess) column displays the amountEducation Cess
applicable as per the rate specified in this coluwimch is displayed below the Education Cess
amount

6. Addl. Education Cess column displays the amounAdditional Education
Cess @ 1% as computed

7. Total TDS column displays the total TDS amountudahg all additional taxes

8. Less: TDS Deducted Till Date column provides theST@mount deducted till
date

9. Net TDS to Deduct column displays the TDS amounttgde deducted form
the bills accounted or payment made. If TDS is desthusing TDS journal and if the complete
amount of TDS due is deducted. This column will datplay any balance. Partial amount
deducted will display the balance amount of TD®daleducted in this column
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Press F12 or Click on the F12: Configure button.

Configuration

show FParty TDS PAR Mumber

In Show Party TDS PAN Number field enter yes, tepthy the
number in the report.

TDS Computation

ABC Compan

party’s PAN

1-Apr-2006 to 30-Apr-2006

Particulars

PAN

Amount
Paid
[Payable Till Date

ax Rate

Tax Surcharge
Rate

Surcharge

Addl
Surcharge
{Cess) Rate

Addl
Surcharge (Cess)

Total TDS

Less: TDS | Net TDS to
Deducted Deduct
Till Date

Click on the Print button or use ALT+P to Print fhBS Computation report. This
brings up the Printing TDS Computation configuratisub-form by which the user can
customize the appearance of the Ledger report.

Accept the TDS Computation configuration sub-form view the TDS

Computations report in print preview mode.

If the TDS payment is made to the government therh gpayment will not be
displayed in TDS Computation drill down report

TCS INTRODUCTION

TCS is the Tax Collected at Source by the sellelictor) from the buyer/lessee
(collectee/payee). The goods are as specified wsadion 206C of the Income Tax Act, 1961.
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If the purchase value of goods is , the amount lplaylay the buyer is X+Y, where
Y is the value of tax at source. The seller deposi{tax collected at source) at any designated
branch of banks authorised to receive the payment.

The seller, lessor or licensor, is responsible tha collection of tax from the

buyer, lessee or licensee. The tax is collectedséde of goods, on transactions, receipt of
amount from the buyer in cash or issue of chequadt dr any other mode, whichever is earlier.

Classification of Seller for TCS

Under TCS, a seller is defined as any of the falhou
» Central Government

» State Government

e Any Local Authority

* Any Statutory Corporation or Authority

* Any Company

* Any partnership Firm

* Any Co-operative Society

e Any individual/HUF whose total sales or gross rpteiexceed the prescribed
monetary limits as specified under section 44ABrduthe previous year

Classification of Buyer for TCS

A buyer is classified as a person who obtains gaodbke right to receive goods in
any sale, auction, tender or any other mode. ThaAfimg are not included:

* Public Sector Companies

» Center Government

» State Government

« Embassy of High Commission, Consulate and othedd Representation of a
Foreign State

* Any Club, such as social clubs, sports clubs ardikie

INTRODUCTION TO VAT
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VAT is a system of indirect taxation, which has éetroduced in lieu of sales
tax. It is the tax paid by the producers, manuf@asturetailers or any other de4aler who ad value
to the goods and that is ultimately passed ondatmsumer. VAT has been introduced in India
to ensure a fair and uniform system of taxationislefficient, transparent, revenue-neutral,
globally acceptable and easy to administer taxasgstem. It benefits the common man
(consumer), businessman and the Government.

VAT enhances competitiveness by removing the casgadffect of taxes on
goods and makes the levy of tax simple and seliledgry, ensuring flexibility to generate large
revenues.

The cascading effect is brought about by the ewjssitructure of taxation where
inputs are taxed before a commodity is producedthadoutput is taxed after it is produced.
This causes an unfair double- taxation. HoweveNAT, a set-off is given for input tax (tax
paid on purchases). This results in the overalliaden being rationalized and a fall in prices
of goods.

VAT makes the tax structure simple, hassle-free a&axgort-oriented. The
integration of VAT with Tally will help you in themooth functioning of your business and
eliminate the complications that might otherwisseain VAT.

CONCEPT OF VAT

The essence of VAT is in providing set-off for inpiax and this is applied
through the concept of input credit/rebate.. Thigut credit in relation to any period means
setting off the amount of input tax by a registededler against the amount of his output tax.
Value Added Tax (VAT) is based on the value additto the goods, and the related VAT
liability of the dealer is calculated by deductithg input credit from the tax collected on sales
during the payment period.

This concept is explained with an example, in tibenPutation of VAT section.

VAT works in two different ways:

1. If VAT-registered business receives more output ttzen the taxes paid as
input, they will need to pay the difference to @@mmissioner of Taxes (State).

2. If the input tax paid is more than the output takected,

* You can carry forward the Input credit and adjusigainst the output tax in
the subsequent months.

* You can have the Input Credit refunded to you key @overnment at her end
of the current or following year.
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e You can receive refunds for Input Credit on expavithin a period of three

months.

General terminologies used in VAT

Term Description

Input tax This is a tax paid on purchase

Output tax This is a tax charged on sales

Input Credit The amount of Input tax that is permitted to bedfétagainst
Output tax.

Composite Dealers with annual gross turnover not exceedingemdain

Dealers threshold (threshold-decided by the respective eS

Government) can opt for a composition scheme whetieby
will pay tax as a small percentage of their grasshadver.
However, retailers opting for this composition stiaewill not
be entitled to Input Credit.

The State Governments fix the periods and the pioes for
the payment of the lump sum.

btat

JUSTIFICATION OF VAT

VAT was adopted because the Sales Tax system iplegnand induces non-
compliance. It has been found to be a hindrandbereconomic growth of Industry, State and
the Country. This causes a huge loss of reventleetgovernment.

VAT also helps in eliminating the dreaded cascadifigct of Tax.

For instance, in the existing structure, inputs tareed before a commodity is
produced and the output is taxed after it is predudhis causes an unfair double taxation with
cascading effects. However, in VAT, as a set-offjiigen for input tax as well as tax paid on
previous purchases, overall tax burden will beoratlized and prices in general will fall. VAT
thus makes the tax system simple and transparent.
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Advantages of VAT over Sales Tax

e As VAT is a multi-point tax with set-off for tax ghon purchases, it prevents
repeated taxation of the same product.

« Simple and Transparent: In the Sales tax systenari@unt of tax levied on
the goods at all stages is not known. However, AT Vthe amount of tax would be known at
each and every stage of goods sale or purchase.

* VAT has the flexibility to generate large and bualysevenues, as it levies tax
on value additions.

e Zero rating of tax on exports is possible in caséAT

« Fair and Equitable: VAT introduces uniform tax sagcross the state so that
unfair advantage cannot be taken while levyingiéxe

» Procedure of simplification: Procedures relatefilliag of returns, payment of
tax, furnishing declaration and assessment are lifi@punder the VAT system so as to
minimize any interface between the tax payer aeddk collector.

» Ability to provide same revenue to the Governmertfi\ower rates of tax.

« Tax does not become a cost of doing business/.

VAT Rates

According to the White Paper, there are 550 categarf goods under the VAT
system. They are classified into the following fguoups, depending on the VAT rate:

VAT @ 4%
The largest number of goods (270) comprising ofidoascessity items such as

drugs and medicines, agricultural and industrigluis, capital goods and declared goods are
under 4% VAT rate.

EXEMPTED FORM VAT

There are about 46 commodities under the exempmeehary. This includes a
maximum of 10 commaodities that each stat wouldllmsvad to select, from a broader approved
list for VAT exemption. The exempted commoditiesluade natural and unprocessed products
in unorganized sector as well as items. Which egally barred from taxation.
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VAT @1%

This is for a specific category of goods like gdiyer etc.

VAT @12.5%

The remaining commodities are under the general Ya&& of 12.5%.

Note: The few goods that are outside VAT as a mattgoolicy would include

liquor lottery, tickets, petroleum products, as fireces of these items are not fully market-
determined. These items will continue to be taxaden the sales tax act of the respective states.

COMPUTATION OF VAT AND PROFIT

Raw Material
supplier
Price of Raw Materials =Rs.100
Input Tax Paid =Rs. 10
Setting Price =Rs.110

Supplier collects Rs.110 from the manufacture
and pays Rs.10 to the Government.

Manufacturer
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A. Cost of gods =Rs.100
B. Input tax paid = Rs. 10
C Total Purchase Cost =Rs.110
D. Product Price =Rs.120
E. Output Tax Charged =Rs. 12
F. Total Selling Price =Rs. 132
G. VAT payable (E-B) =Rs. 2
Profit (F-G-C) =Rs. 20
Retailer
A. Cost of gods =Rs.120
B. Input tax paid =Rs. 12
&, Total Purchase Cost =Rs.132
D. Product Price =Rs.150
E. Output Tax Charged =Rs. 15
F. Total Selling Price =Rs. 165
G. VAT payable (E-B) =Rs. 3
Profit (F-G-C) =Rs. 30
Consumer

The above diagram depicts computation of (10%) \GABach stage of business.
Hence, it is not the manufactures and retailerohiyt the consumer who has paid 10% VAT to
the government. The profits for manufactures atailezs thus remain unaffected.

VAT IN TALLY
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Features of VAT in Tally

VAT is completely integrated with Tally. The VAT rigtionality in Tally supports
the following features, making it easier for congiign:

e Quick & easy setup

» Fast & error-free voucher entry

» Pre-defined list of sales & purchase classification

» Complete tracking of each transaction till annealims.
* Printing of Tax invoice

VAT computation report

» Better VAT-returns management

* Monthly Return

ENABLING VAT

Go to Gateway of Tally >Accounts info.> F11: Feagip Statutory & Taxation.
Set Enable Value Added Tax (VAT) and Set/Alter VB€tails to Ye

Company Operations Alteration

Company: ABC Company

Statutory & Taxation

Enahle Dealer - Excise ? No Enable Tax Deducted at Source (TDS) ? No
Set/Alter Dealer - Excise Details ? No SetfAlter TDS Details ? No

Follow Excise rules for Invoicing ? No Enable Tax Collected at Source (TCS) ? No

Enable Value Added Tax (WAT) ? Yes Setfalter TCS Details 7 No
Set/Alter VAT Details ? Yes Enable Fringe Benefit Tax (FBT) ? No

Bkl Semien T 2 No Set/Alter FET Details ? No
Set/Alter Service Tax Details ? No

Tax Information

WAT TIN (Composition) 89745682134
WAT TIN (Regular)

Local Sales Tax Murnber

Inter-state Sales Tax Mumber

PAN f Income - Tax Mo,

Accept?

Fl: Accounts F2: Inventary (7B kil Yes or No

On enabling Set /Alter VAT Details to Yes, Tallylliprompt with VAT Details
Screen.
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VAT Details

Types of VAT Dealer

State . Karnataka
Cormposition
Type of Deal @ Reqular -
e ) Composition To Regular
Regular %AT Applicable From - 142006 T
VAT Details

» Select the State name.
e Set Type of Dealer? to Regular
» Enter the Regular VAT Application From date.

« Accept the screen to save.

Note: All Classification and Statutory forms shovinere are based on the
Karnataka State Model.

CONFIGURING LEDGER FOR VAT REPORTING

VAT Classification

The VAT Classification is a list of VAT rates, wihiaescribes the nature of the
Business Activity and the type of transaction. Ehare in-built in the system and will e updated
if and when any statutory changes take place.

* Input VAT @ 4%

e Input VAT @ 1%

* Input VAT @ 12.5%

e Output VAT @ 1%

o Output VAT @ 4%
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Output VAT @ 12.5%

» Purchases-Capital Goods

e Purchases-Exempt

» Purchases from unregistered dealers

Depending on the type of the business, type ofsaetion, and the statutory
requirements of your State, you will need to sethetappropriate classifications from the list
during Ledger creations, vouchers entries, etc.

The Sales and Purchase transactions are segrdgeted upon the classification

selected during voucher entry and shown in the \Gdimputation. In the VAT Computation
you can view the classification-wise VAT and Netlves.

LEDGER MASTERS

The VAT Classification will be displayed as a drdpwn list in the Ledger
Masters. Tally gives the flexibility to the useo, ¢ither have the classification selected in the
Ledger Master tagged to all transactions. Or, saldterent classifications each time during
voucher entries. This in explained in detail in Yfauchers and Transactions section.

The Ledgers that are affected by VAT are:

e Purchase Ledger

Sales Ledger

Duties and Taxes Ledger

Direct Expenses/Income

CREATING A PURCHASE LEDGER FOR VAT

The following additional fields pertaining to VATan be seen in the Ledger entry
screen.

Go to Gateway of Tally > Accounts Info > Ledger>e@&te/Alter
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Ledger Craation

Flarne " Purchases @4% Total Op. Bal.
faiias) )

Under : Purchase Accounts

Flaintain balances bill-by-bill T Mo

Inventory values are affected e YWes

Statutory Information
Used In %AT Returns ?* Yes

Accept ?

Opening Balance { on 1-Apr-2008} : ves or Mo

Used in VAT Return

Set this to Yes if you wish to select VAT/Tax cléssthis Ledger.

Note: Tally gives the flexibility to he user toledr have the classification selected
in the Ledger Master tagged to all transactionsédct different classification each time during
voucher entries. For more details refer Vouchetslansactions.

The rest of the Ledger creation process is the same default Tally.

In the above example we have selected a VAT claasibn of 4%.

VAT CLASSIFICATION-PURCHASE-EXEMPT

Let us take an example of a VAT exempted transadtedow.
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Ledger Creation

Mame : Purchases Exempt Total Op. Bal.
(== =1 :
Llnder : Purchase Accounts
Flaintain balances bill-by-hill ? No
Imventary walues are affected ? Yes
Statutorny Information
Lsed In AT Returns ? Yes

Used in VAT Returns

Set this to Yes and select Purchases-Exempt for/V#x class for this Ledger.

VAT/Tax Class ABC Compan'

0 Mot Applicable L
Consignment/Branch Transfer Inwarc
Imports il
Inter-State Purchases
Purchases @ 1%
Purchases @ 12 5%
Purchases @ 4%
Purchases - Capital Goods @ 12.5% |

Purchases - CaE\tal Goods % 4% |

Purchases From Composition Dealers |
Purchases - From Unrepistered Dealers
VAT/Tax Class Purchases - Others il

Accept the screen to save.

Creating a Supplier ledger

Create a ledger for the Supplier form whom you lauging the VAT exempted
item:
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Ledger Creation
Marme D Supplier Total Op. Bal.

[Eiies)

Under C Sundry Creditors
(Crurrent Lisbilities)

Accept ?

Opening Balance | on 1-Apr-2006) : Yes or Mo

Note: The TIN or Sales Tax number of the creditbickever applicable needs to
be entered in the Ledger.

If VAT is not enabled for your company, the TIN/8alTax No. field will be
replaced by Sales Tax No.

To learn about the actual transaction, refer toating Purchase Voucher (As
Invoice) for VAT section.

Creating a Sales Ledger for VAT

Like in the Purchase Ledger Screen, select tharejiW AT/Tax classification in
the Sales Ledger as well.

Go to Gateway of Tally > Accounts Info > Ledgerreate/Alter.
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Ledger Creation

l=s=ed In 2T Returns

Flarme ¢ Salvws @A Total Op. Eal.
(== =) N

500000 D

L el nce
E= Lol Y o o R e g

Under D Sales Accounts
FAAmintain balances bill-by-hkill T Mo
Inventory values are affected T ves

Statutory linformmation

T ves

Acceaept 7

COpening Ealance { on 1-Apr-2006) -

wWeaes or Mo

Used in VAT Return

Set this to Yes if you wish to select VAT/Tax cléssthis Ledger.

Note: Tally gives the flexibility to the user taleer have the classification selected
in the Ledger Master tagged to all transactionss€@ect different classifications each time
during voucher entries. For more details refer \fmus and Transactions.

The rest of the Ledger Creation process is the seme default Tally.

In the above example we have selected a VAT clb4%00

The rest of the settings are the same as in defaliit.

Creating a VAT Ledger under Duties and Taxes

The ledger for Input VAT is shown below:

Ledger Creation
MName D Input VAT@4%

(&ligs)

Total Op. Bal.

5,000.00 Dr

Difference
000,00 D

Unider

Type of DutyfTax
WaTiTax Class

faintain balances bill-by-hill

Inventory values are affected

Percentage of Calculation (eg 5)
Mlethod of Calculation

: Duties & Taxes
(Cuwrrant Liabiijties)

: WAT
H Input VAT @ 4%
? No

? Mo

? 4%
: On VAT Rate

ABC Compan

WATITAS Class

O Mot Applicable

INput AT @ 1%
INput WAT @ 12.59%

Output AT @ 1%

Output WAT @ 12 .5%

Output VAT & <%

Purchases - Capital Goods @ 12.5%

Purchases - Capital Goods @ 4%
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Type of Duty/Tax

On the selection of group Duties and Taxes, thefi3ax Types CST, others and
VAT, is displayed. Select VAT for VAT related traatdions.

Note: If you have VAT and TDS enabled, the listhalko include TDS.

VAT/Tax Class

Like in the Purchase4 and Sales Ledger, this isop down list containing the
VAT classifications. Select the appropriate clasatfon or select Not Applicable if you wise to
select the classifications at the Voucher level.

Percentage of calculation
This field will display the VAT rate that you seted in the VA/Tax class field.
Method of calculation

This will display On VAT Rate if you have selectadAT under Type of
Duty/Tax.

Output VAT

Ledger Creation ABC Company

MName : Output VAT@4% Total Op. Bal. VAT/TAD Class
(&lias)
5,000.00 Dr O Mot Applicable
Input VAT @ 1%
Diaranes Input VAT @ 12.5%
Input VAT @ 4%
5,000.00 br Output VAT @ 1%
Output VAT @ 12.5%
Output VAT @ 4%
) . Purchases - Capital Goods @ 12.5%
Lliedke - D‘:%ii:ﬂ?ﬂ;gi.ﬂ.es} Purchases - Capital Goods @ 4%
Type of Duty/Tax - VAT
AT Tax Class 4 Output VAT @ 4%
haintain balances bill-by-bill 7 No
Inventory values are affected ? No
Percentage of Calculation (eg &) ? 4%
Method of Calculation - On VAT Rate

On selection of CST
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Ledger Creation ABC Company
Mame . Cst on Sales Total Op. Bal.

raEfiigs)
5,000.00 Dr

Differehce
S,.000.00 D

Under . Duties & Taxes

(Ciurrent Lisbilities)
Type af Duty/Tas . CST
AT Tax Class o Inter-State Sales
FAaintain balances bill-by-hill 7 Mo
Percentage of Calculation (eqg 5] G Addditional Do
Method of Calculation B [*In Total Sales O o

Surcharge on Tax
Tax based on Item Rate

COpening Balance { on 1-Apr-2006) :

Type of Duty/Tax

On selection of CST for Type of Duty/Tax, you caglest either Inter-State
Purchases or Inter-State Sales for Tax Class. @oeeselect this, you need to manually enter
the Percentage of Calculation.

Method of Calculation

Once you enter the Percentage of calculation, séhecType of Duty from the
drop down list.

CREATING A VAT LEDGER UNDER DIRECT
EXPENSES/INCOME

Direct Expenses/income

The VAT/Tax Classification is selected in the sam&nner as for the Sales and
Purchase Ledger screen.

VAT/Tax Class ABC Compan

0 Not Applicahle
Consignment/Branch Transfer Inward
Imparts

Inter-State Purchases

Purchases @ 1%

a
Purchases @ 4%
Purchases - Capital Goods @ 12.5%
Purchases - Capital Goods @ 4%
Purchases - Exempt
Purchases From Composition Dealers
Purchases - From Unregistered Dealers
VAT/Tax Class Purchases - Others

Purchases @ 12.5%
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The VAT related fields in the Direct Expense ledgethe same as for Purchase
and Sales Ledger.

Ledger Creation
Mlarme . Freight Total Op. Eal.

=l ]
5.000.00 Dr

Tufferencs
S, D30, Q0 Dy

Under 7 direct Expenses

Statutorny Information
U=sed In 2T Returns 7 Mo

Accept 7

COpening BEalance { on 1-Apr-2006) : veas or Mo

The VAT related fields are same for Direct Inconszlger as well.

Vouchers and Transactions

The entire Data entry and Reporting architecture bssed upon VAT
Classifications selected during voucher entry.

The Vouchers that are affected by VAT are as fallow

* Purchase

e Sales

e Debit Note
* Credit Note
e Journals

Creating a Purchase Voucher (As Invoice) for VAT

Invoice can be classified into As Item Invoice a&®lAccounts Invoice. The VAT
functionality though, is the same for both.

Give below are examples of transactions in Itenoice with implementation of
VAT.
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As Item Invoice

The selection and display of the VAT classificaiom the voucher differ
according to the settings in the F12: Configurasoreen.

F12: Configuration screen

Configure Invoices / Delivery Notes / Orders

Accept Supplementary Details ? Yes
(Address Detalls, Despatch Details atc )

Ilse Common Ledger &fc for ltem Allocation Al No |
Use Defaults for Bill Allocations ? Mo
Ilse Excise Format ? No
Lse Additional Description(s) for ltem Rame ? No
Allow separate Buyer and Consignee names ? No
Exporters’ Options
Specify Export Shipping details ? No
Specify Marks & MNos /Container Mo, ? No
Specify Mo, and Kind of Packages ? Mo
Other Options
Calculate Tax on current Sub-Total ? Mo

felse calcuwiations are on Inventons Total only)

Caornplete Accounting Allocations in Orde/Delivery Mote ¥ Mo
Show turnover achieved with Customer ? No
Allowe modification of ALL fields during entry 7 No
Allowe selection of WAT Tax Class during entry ? Yes
2
2
2
2

Woarn on Mismatch in AT Rates No

Wy'arn on Megative Stock Balance ? Yes
Honar Expiry Dates usage for Batches ? Yes
Activate 'E1' ar 'BEZ' Transaction Mo

Use Common Ledger A/c for Item Allocation-NO

If you wish to use more than one ledger during acher transaction, you have to
set this to No. this way; you need to select adedgr every item during voucher entry. When
you set this to No, you can see the VAT/Tax Clastha header region of the screen if the
Allow Selection of VAT/Tax Class during entry fieisl set to Yes.

Allow Selection of VAT/Tax Class during entry?-YES

Once you select Yes, you have the option to séhecAT classifications in the
field VAT/Tax Class which is in header region oetWoucher Screen. If it is set to No, the
VAT/Tax Class will not be displayed in the vouclsereen and the classifications will be taken
from the Ledgers.

Consider the following examples
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« Example 1 : Purchase @4%

The following is the entry the purchase of item hew VAT classification is
Purchase @ 4%. This classification is selected faodnop down list at the header region of the
screen as shown below.

ing Youcher Creation ABC Compan

Purchase No. 1 1-Apr-2006
Ref. : 01 Saturday
Party's A/c Name © Supplier
Current Balance 10,100.00 Cr
YAT/Tax Class: Purchases @ 4%
Name of Item Quantity Rate per Amount
Stock Item 100 nos  100.00 nos 10,000.00
0 End of List
Marration: 100 nos Accept ?

Yes or No

Note: In the VAT/Tax Class field, there is an opticalled Note Application. You
can select this option if you need different clasations for each item during voucher entry.

You will to select the Duties and Taxes ledgerraftau are done with the entry of

all items

|
Accounting Voucher Creation ABC Compan H
Purchase Mo, 1 1-Apr-2006 |1

Ref. : 01 Saturday
Party's Afc Narme : Supplier _l
Current Balance . 10,100.00 Cr |
AT Tax Class: Purchases @ 4% H
Name of ltem Quantity Rate per Amount _l
|
Stock ltem 150 nos  100.00 nos 15,000.00 ]
|
Input VAT @4 4% 600,00 |
|
|
|
Marration: 150 nos Accept? '
Yes orNo |}
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It will now calculate the VAT amount and add itttee Amount to give you the
total.

F12: Configuration screen

Configure Invoices / Delivery Notes / Orders
Accept Supplementary Details ? Yes
(Address Detalls, Despatch Detalls et
Use Common Ledger Adc far ltem Allocation A No |
Use Defaults for Bill Allocations ? No
IUse Excise Format ? Mo
Use Additional Descriptioni(s) for lterm Mame ? Mo
Allow separate Buyer and Consignee names ? No
Exporters’ Options
Specify Export Shipping details ? No
Specify Marks & Mos. /Container Mao. ? Mo
Specify Ma. and Kind of Packages ? No
Other Options
Calculate Tax on current Sub-Total ? Mo
felse calcuwiations are an nventany Total onlsd

Caomplete Accounting Alocations in Order/Delivery Mote 7 No
Show turnover achieved with Customer ? Mo
Allowy rodification of ALL fields during entry ? No
Allow selection of AT/ Tax Class during entry ? Yes
Wi'arn on Mismatch in AT Rates ? Mo
Y'arn on Megative Stock Balance ? Yes
Honor Expiry Dates usage for Batches ? Yes
Activate 'BE1' ar 'BEZ" Transaction ? No

Use Common Ledger A/c for Item Allocation-Yes

When you wish to use the same Ledger for all iteme transaction, you can set
this to Yes. Thus, you need not select a Ledgen aae you enter an item during the voucher
transaction.

The following example to demonstrate the functignof Assessable Value is
shown by setting this field to Yes.

Assessable Value: It is the value on which VATasbe calculated. The value is
arrived at after making proper deductions towardad& discounts if any, and adjustments
towards Excise/ED Cess payable. It is up to the tsealculate this and enter it under the
Assessable Value column. This manual entry givexilllity to the user to make the
calculations as per the local statutory requiresent

As this example does not include discount or EXEiBe Cess taxes, the
Assessable Value will be Rs. 5000, which is retrtefrom the Amount column.
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Let us assume we have:

* Adiscount of Rs.200 on purchases
» Excise tax of Rs.800 (16% of 5000)
e ED Cess of Rs. 16 (2% of 800)

1. Subtracting the discount amount: 5000-200=4800
2. Adding the Excise tax amount:4800+800=5600
3. Adding the ED Cess amount : 5600+16=5616

Therefore, our Assessable Value amount is Rs. 5616.

VAT is now calculated on this amount automatically the selection of the tax
ledger (Rs,224), as shown below.

Accounting Voucher Alteration !
Purchase Mo, 2 31Mar-2007|)
Ref Saturday
Party's Adc Name : Supplier
Curent Balance . 15,040.64 Cr
Purchase Ledger: Purchases@id’
VAT Tax Clase Purchases@d’
Name of ltem (Ouantity Rate per Amount
Stock ltem 100 nos  50.00 nos 5,000.00 |
Marks
Nun Pakeges
5,000.00)
Discount {4200.00
Excise 16 % 800.00
Ed Cess 2% 16.00 |
Input VAT @4 1% 2464
Warration; 100 nos Accept? ||
YesoNo ||

The entrie3s are to be passed similarly for SamscWer and Credit/Debit notes.

 Example 2: Purchase-Exempt

This example is to demonstrate the working of Tafllythe VAT exempted
transactions and also to show the type and pattémeports generated for such transactions.

We are passing the following entry for the purchafsthe VAT exempted item.
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Accounting Voucher Alteration (Secondal ABC Compan

Purchase Mo, 2 31Mar-2007
Ref. Saturday

Party's A/t Name : Supplier

Current Balance 15,940.64 Cr
Purchase Ledger: Purchase

VAT Tax Class: Purchases - Exempt

Name of hem Quantity Rate per Amount
Stock ltem 50 nos  100.00 nos 5,000.00
Marks

Nun Pakeges

5,000.00
0 End of List
Marration: 50 nos Accept?
Yes or No

As it is exempt form VAT, this particular transacti does not affect the VAT
amount in any way. Similarly for Inter-state SaResichases.

Note: In the Voucher mode there is no option foted®n of the VAT
classification at the header region. Therefore MA& classification selected in the Ledgers will
apply always.

CREATING A SALES VOUCHERS (AS INVOICE) FOR VAT

Functionality of Sales Voucher is similar to thatpkined in the Purchase
Voucher. However, in order to understand the cateuh of VAT, let us take the following
example:

Accounting Voucher Alteration (Secondal ABC Compan

Sales Ma. 1 1-Apr-2006 ||
Ref. Saturday
Party's &fc Mame : Customer
Current Balance : 520.00 Dr
Sales Ledger: Sales
VAT Tax Class: Sales @ 4%
Name of ltem Quantity Rate per Amount
Stock ltem 80 nos 15.00 nos 1.200.00 |
0 End of List
Marration: 60 nog Accept?

Yes or No
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Assessable Value: The calculation is similar td &éxlained in Purchase voucher.
Printing Configuration

Printing Configuration screen after the additionnafw features will appear as

follows:
Purchase Printing Configuration
Title of Document B OEX INVOICE
(for Optiona! Voucher)  © PROFORMA INVOCE
Sub Title (if any) :

Height of Maormal Invoice (inches) 10 Simplefdoucher @ 10

Width of Mormal Inwaice (inches) : 7.50 SimpleMoucher : 7.50

Space to leave aon top (default 0.25) 025 SimpleMoucher : 0.25

Space to leave an left (default 0.5) : 0.50 SimpleMoucher @ 0.50
Mumber of Copies toe Print 1 Print Quantity Column ? Yes
Print in Simple Format " Yes Frint Actual Quantity Column 7 Mo
Print in »oucher Format 7 No Plili: e Columi v
Print Cost Allocations in “oucher Forrmet 7 Yes Print »AT %5 Column Y Yes
Print »oucher Reference " No Print Batch Details Y No
Print Crder Details " No Print Rate of Duty with terms Y Yes
Print %AT Analysis of ltems ? Yes : _ ; o
Print Campany's Tax Regn. Mumbers T Yes E::m ﬁ:?r;?;ﬁls after each lins o :E
Print Supplier's Tax Regn. Mumbers T Yes ’

Method to use for Stock Item Mame : Name Only
Jdurisdiction :

Tax Invoice

You will see the following new sections pertainiogV/AT in the Invoice:
Title of Document

This field prints the title entered in the VoucHempe Master.

E-mail

The e-mail address of your Company (as specifiethenCompany Master) will
also be printed in the Sales Invoice, Just belaatiidress.

VAT %

This column can be enabled by setting Print VAT 86oYtes in the Printing
Configuration screen. The rate of VAT form the VAlassification selected during voucher
entry is printed in this column.

VAT Analysis
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This field prints the VAT amount on the total NealWe. That is, Rate of VAT,
Assessable Value and VAT Amount is printed at tbidm right of the screen.

VAT Amount (In words)

Prints the VAT amount in words

Company’s TIN/LST No.

Prints the Company’s TIN or LST number.

Company’s CST No.

Prints the CST number entered in the Company master

Buyer's TIN/Sales Tax No.

Prints the buyer’s TIN or Sales Tax humber, astse may be

Date & Time

The field Print Date & Time in the Printing Configtion screen needs to be set to

Yes in order to print the date. However, in caseié& details are enabled the Date & Time is
printed regardless of the setting in the Printirapfiyuration screen.

Declaration

The declaration entered in the Sales Voucher typstét will be printer. If it is
not entered in the Sales Voucher type, Tally withpthe following line by default:

“We declare that this invoice shows the actual ¢ the goods described and
that all particulars are true and correct”.

If you do not require this, you can set Print destian to No in the Printing
Configuration screen shown above.

Generated by

By default the Generated by field will display Ths a Computer Generated
Invoice. However, you can change it if requiredisTib printed at the bottom of the Invoice.

Copies of the Invoice

261



For five or more copies of the Invoice, each cojilylve marled as follows:
Original-Original Buyer’'s Copy

Duplicate-Duplicate Seller's Copy

Triplicate — Triplicate Transporter’'s Copy

Quadruplicate-Extra copy

Fifth and above-Extra Copy

Creating / Altering Sales Voucher Type Master fé&x1V

New Fields

The following are the new fields added in the S&eacher Type Master.

Go to Gateway of Tally > Accounts Info> Voucher &gp Alter
Default Print Title

You can set the title the Tax Invoice in the Defdtrint Title field. This is helpful
since you need not change the title in Print camAgjon each time you use set it as Tax Invoice
for Local Sales and Bill of Sale for Retail Invoice

Is Tax Invoice

If Is Tax Invoice is set to Yes and the number @bies to be printed is more than
one then the copy type is printed as follows:

1. Original — Buyer’s Copy

N

. Duplicate — Seller’'s Copy

w

. Triplicate — Transporter's Copy

4. Quadruplicate — Extra Copy

(6]

. Extra Copy

If Is Tax Invoice is set to No, and the number apies to be printed is more than
one, then the copy type is printed as follows:
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1. Original

2. Duplicate

3. Triplicate

4. Quadruplicate — Extra Copy

5. Extra Copy
Declaration

Provision is made to enter the Statutory declanafiapplicable. The same will be
printed in the Tax Invoice.

Voucher Type Alteration ABC Compan
MName . Sales
{&lizs)
General Printing Name of Class
Type of Youcher . Sales Print after saving Youcher ? No Sales Class
Abbr. : Sale
Wethod of Youcher Mumbering ? Automatic
Default Print Title
Use Advance Configuration ? No |5 Tax Invoice 7 Mo
Use EFFECTIVE Dates for Vouchers 7 No Declaration :
Wlake 'Optional as default ? No
Use Cornmon Marration ? Yes
Marrations far each entry ? No
Use for Dealer Excise ? No

Note: If the declaration field is left blank, Tally’sethult declaration will get
printed in the Invoice.

[tem Master
Consider the Item Master shown below:

PAYMENT OF VAT IN TALLY

The Journal and Payment Voucher entries for thempay of VAT can be
demonstrated with the example shown below.
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As shown in the screen above, the Output Tax is7R6.00 and Input Tax is
Rs.424.64. The VAT payable is Rs. 25.6.

Journal entry

Accounting Voucher Creation ABC Compan {
Journal No.5 WVoucher Class : O Not Applicable 31-Mar-2007 ||
Saturday
Particulars Debit Credit|
Dr Outpou VAT 1% 100.00
Dr Output VAT 4% 600.00
Cr Input VAT @4 424.64|
Cr Vat Payable 27536 |
Marration: 700.00 700,00 |
Accept?
Yes or No

Note: The VAT payable Ledger is under the groupi@uand Taxes.

Payment Voucher Entry

r— = e = |

Accounting Voucher Creation ABC Compan i

Payment Mo.1 31-Mar-2007 |

Saturday

Particulars Debit Credit|!

Dr Vat Payable 275.36 i

Cr Bank 275.36 ||

|

|

|

|

|

|

|

Marration: 275.36 21536 |
Ch. Mo,

Accept? |.

Yes orNo ||
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The VAT payable Rs.275.36 is transferred to then@aBank account.
CREATING DEBIT NOTE/CREDIT NOTE FOR VAT

Punchers Returns-Debit Note

This is a Purchases Returns entry and you haveetthe Debit Note Voucher.

ing Youcher Creation ABC Compan L
Debit Note No. 1 31Mar-2007 |
Ref. : DNO1 Saturday
Party's Alc Marme © Customer
Current Balance
Purchase Ledger . Purchases
VAT/Tax Ciass. Purchases@i’
Name of ltem Quantity Rate per Amount
Stack ltem 10 nos 50.00 nos 500.00 .
Input VAT @4 1% 20.00|
MNarration: 10 nos Accept? |
Yes orNo |

Sales Returns — Credit Note

Let us take the example of a Sales Return. Herehgme to use the Credit Note

Accounting Voucher Creation (Duplication: ABC Compan!

Credit Note Mo, 1 1-Apr-2006
Ref. Saturday
Party's Afc Mame : Customer
Current Balance :

Sales Ledger: Sales

VAT Tax Class: Sales @ 4%

Name of ltem Quantity Rate per Amount

Stock tem 10 nos  150.00 nos 1,500.00

Qutput VAT 4% 4% 60.00

Narration: 10 nos Accept ?
Yes or No
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CREATING JOURNAL VOCUHER FOR VAT

If you need the Journal transactions for VAT Comagion (for example,
adjustment of Input credit, output tax, etc) yoll meed to make the following settings:

Go to Gateway Tally> Accounts Info> Voucher typere&te/Alter

The following screen is displayed

Voucher Type Alteration ABC Compan
Name - Journal
(alias)
General Printing Name of Class
| Type of Youcher : Joumnal Print after saving “Youcher ? No Vat Adjustment Class
| Abbr. dml
Method of Woucher Mumbering ? Automatic
Use Advance Configuration ? No
Use EFFECTIVE Dates for Youchers 7 No
Make 'Optional’ as default ? No
Use Caomman MNarration ? Yes
Marrations for each entry ? No
Accept?
Yes or No

Name of Class
You have to name the voucher class.

In the above example, we have named it as VAT Adjast Class. Once you
press Enter, the following screen is displayed.

ABC Compan
(lazs: Vat Adjustment Class

Usze Clags for VAT Adjustments WA lies |
Ledger account to yse

Use Class for Fdrex Gain/Loss Adjustment 7 No
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Use Class for VAT Adjustments

Enable the option Use Class for VAT Adjustment¥ &s, if you want the journal

entries to be included in VAT Computation.

JOURNAL ENTRIES

Let us consider a Purchase transaction and themease entry for adjustment of

Input credit.

The following screen displays a typical Purchasan$action.

Typical Purchase transaction

Accounting Voucher Creation

Purchase NO. 1
Ref. .

31-Mar-2007
Saturday

Debit Credit

Particulars

Cr Supplier
Or Purchases

10,100.00

10,000.00
100.00

Dr Input VAT

10,100.00 10.100.00

Marration:
Accept?

Yes or No

Reversal of Input Credit

1. Go to Journal voucher screen by selecting the buf®: Journal from the
button bar, which is on the right side of the soreeby pressing the F7 key.

2. You will see the following screen where you needéatect the Voucher class

created before.
3. Once you select this you can pass the typical seventry as display below:
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Voucher Type

Marme . Journal

Class g Vat Adjustment Class 0 Mot Applicable

Vat Adjustment Class

Voucher Class List

Once you select this you can pass the typical saventry as shown below

Accounting Voucher Creation
Journal No. 4 . 31-Mar-2007
WVoucher Class : O Not Applicable Saturday
Particulars Debit Credit
Dr Direct Expanses 5,050.00
Cr Purchases 5,000.00
Cr Input VAT 1% 50.00
Marration: 5,050.00 5,050.00
Accept ?
Yes or No

VAT Computation Report
The VAT Computation report will be displayed aswhdoelow.

Note: Rs.50 of the Input credit is reversed and/ @hé balance of Rs.50 can be
claimed.

Input Credit Adjustment for Capital Goods

Input Credit for Capital goods is available ovenaximum period of 36 monthly
installments (States have the option to reducetimeber of installments).

The entry for the Purchase of Capital Goods istrmae as in default Tally.
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Let us consider the following example for the atipent of the Input credit.

Purchase of Capital Goods for Rs. 500,000.

The Input Credit is Rs. 20,000, which will be aable over a period of 36
monthly installments.

That is, (20,000/36) =555.56

Hence, Rs.555.56 can be claimed in the first ima&it as Input credit.

The Journal entry for this is passed as shown helow

= .
Accounting Voucher Creation ABC Compan

Journal No.3 31-Mar-2007
Saturday

Particulars Debit Credit

Dr Input Creciit on Capital Goods 555.56

Cr Tax Paid on Capital Good
I Tax Paid on Capital Goods 555.56

555,56 555.56

Marration:
Accept?

Yes or No

INPUT CREDIT ADJUSTMENT FOR OPENING STOCK

Sales Tax paid on unsold stock at the end of fimhngear, i.e. prior to
commencement of VAT, is eligible to receive inpuedit on submission of the required
documents by the dealer. For this, a claim is tonbée to the VAT/ sub-VAT officer within 30
days of implementation of the Act. Once the assgssificer verifies it, the credit may be
adjusted or refunded in equal installments ovensixths.

JOURNAL ENTRIES
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In order to write off the Sales Tax incurred onsahg stock in the next financial
year, it is necessary to eliminate the tax chamgenfthe stock value of the current year.
Assuming the local purchases amount to Rs. 5700&ravRurchases @ 4% and Purchases @
12.5% are Rs. 2000 and Rs. 37500 respectivelytrémsaction can be journalized as follows,
selecting VAT Adjustment Class. (For more detaiisMAT adjustment class refer Journal)

Accounting Voucher Creation ABC Compan
Journal No. 2 31-Mar-2007
Saturday
Particulars Debit Credit
Dr Tax Recpverable 57,500.00
Cr Purchases@12.5% 37,500.00
Cr Purchases@4’% 20,000.00
Marration: 57,500.00 57,500.00
Accept?
Yes or No

Debit the Current Assets account Tax Recoverabte ahd credit the purchase
accounts.

Following the grant of relief by the Assessing cdfi, you can pass a journal entry
every month in the next financial (VAT) year, tgust the sales tax paid in the previous year.

To claim the installment credit at the end of eawnth, pass a journal entry upon
selecting VAT Adjustment Class.

Accounting Voucher Creation ABC Compan
Journal MNo. 1 31-Mar-2007
Saturday
Particulars Debit Credit
By InputVat on Opening Stock @12.5% 6,250.00

Cur Bal: 6,250.00 Dr
By ||'Ipl.“ Yaton Opening StOCk@}‘P&
Cur Bal: 3,333.33 Dr 3,333.33

To Tax Paid on Opening Stock

Cur Bal: 9.583.33 Cr 9,583.33

Marration: 9.583.33 9.583.33

Accept ?

Yes or No
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The amount of Rs. 57500 is broken into six equstlaiments of Rs. 9583.33 and
claimed at the end of each month.

VAT REPORTS

As per VAT Act, every registered dealer is requitednaintain proper Books of
Accounts and records for all sale, purchase andyatecon. And also VAT account-containing
details of Input and Output tax.

VAT Reports in Tally
VAT reports in Tally

e Statutory Reports

SALES REGISTER

Sales Register reports provide complete informatimsales turnover achieved for
a specific period.

To view the Sales Register screen

Go to Gateway of Tally> Display > Account Books>e&3aRegister

Click on Columnar button or press the F5 key tdeéne the columns and set the
required parameters of reports, ledgers or groapket shown individually or in a common
column.

Set Show Party’s’ Tax Regn. No. to Yes.

The Columnar Sales Register displays as below:

TIN/Sales Tax No.

The TIN Or the Sales Tax No. (Central or Localjh# Party is displayed here. As
there is only a need to enter either the TIN orShées Tax No. (Central or Local) at any point
of the transaction, and not both, one single feddves the purpose for all transactions (with or
without VAT). Thus, the TIN or Sales Tax number,igttever applicable, is entered in the
TIN/Sales Tax No. (Central or Local) field in tharB/ Ledger Master. This is picked up in the
Tax Invoice and displayed as shown above in thesS@ablumnar Register.

If VAT is not enabled for your company, the TIN/&alTax No/ column will be
replaced by Sales Tax No.
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VAT COMPOSITION RETURNS

e Introduction to Service Tax

Service tax is an indirect tax levied on certaitegary of services provided by a
person, firm, agency, etc. The Government of Ihdis. marked a set of services as taxable under
the service tax structure. The seller provides r@ic® and the responsibility of paying the
service tax to the government rests with the seller

Information on service tax

Currently, the rate of service tax on all the tdeakervices is 12%. Presently,
service tax is applicable on 97 categories of sebs/i A few of the listed services have an
abatement facility Service tax returns are to lezlfio the Commissionerate of Services Tax for
the fiscal half-year. Information on the registoati rules, list of services, rate of service tax,
forms, etc can be found on the official websitedervice tax-http://www.servicetax.gov.in/

SERVICE TAX FLOW

When you buy and sell services?

A person/firm providing a service that comes urttlerservice tax category has to
pay service tax. Service tax is to be shown seglgrat the invoice and is payable based on the
payment realized and not on the total amount shiovthe invoice. Similarly, when you bus a
service that falls under service tax category, gail service tax credit based on the payment
made. So, you pay service tax on the servicesyimatsell and get credit on the service tax
payable when you buy a service.

Adjusting credit?

While you pay service tax on sale of services ttmhe under the service tax
category, you can adjust service tax credit avadedpurchase of services (Buyer). This
deduction is called adjusting credit against sertax. The difference between the service tax
that you have to pay for selling services and thirise tax credit on purchases that can be
adjusted is the payable service tax.

Service tax (sales) that is adjustable againsticetax credit (purchases) is also
called availing input credit. Let us look at an exde.
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123 Telephone Company

LABC courier company
buys telephone service
fram 123 Telephone
company
ABC Courier zells ABC Courier gets Rz,
COurer services 145% credt on service tax

ABRC CourierServies

ABC courier has to pay
zervice tax of Rs. 250i-
for service pravided.

Customers

Service tax paid on services provided (B1 =Rz.250/-
Service tax credit an Payimert to telephone Company (&) =Rz 1450
Tatal zervice tax payable by ABC Courier Company  (B-2) =Rz 1051

Adjusting 100% credit & 20% credit

If your input service e (Purchase) can be direntated to the outpu8t service
(Sales) then you can use 100% credit adjustmetti@service tax payable. For example: If you
are providing a consultancy service over the phtme you can use the input credit from the
telephone charges to adjust against 100& of thevicee tax payable on your consultancy
service. If the input service is not solely usedtf® output service, then 20% credit adjustment
is applicable.

Input service e tax credit can be adjusted to batput service tax and output cess
(surcharge on tax). But input cess credit can pgssetl only towards output cess.

Assessable value

Service tax is calculated on the assessable vdlne.assessable value is the
service charge value minus abatement and expenses.

Abatement
The government has given a deduction on the valugetconsidered for service

tax on a few categories of services. For examplmescategories of services include material
value. A caterer has to procure materials to peefaod products and sell services. Service tax
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is charged on the total amount for the service @mels not include the rate of the materials
procured. Hence a deduction is provided. This deolucfrom the service charges to be

considered for service tax is called abatement.té&hant is either a percentage of the service
charges or a lump sum value.

Example:
a. Charge on Service Rs. 10,000/-
b. If an abatement of 30% is applied, then abatémen Rs. 3,000/-
c. Here, the assessable value -b) Rs. 7,00/-
Therefore, service tax @ 12% on Rs.7, 000/- R6/-8
Expenses

Expenses can be deducted from the total serviagelta get the taxable amount.

E.g. A technical consultant might travel to differéocations with respect to work.

The invoice is prepared as ‘consultancy’ and thedr expenses are included in
the total service charges. If supported by recoyds; can deduct the travel expenses are

included in the total service charges. If suppoligdecords, you can deduct the travel expenses
from the total service charge to derive the as®éssalue on which service tax is applicable.

FEATURES OF SERVICE TAX IN TALLY

Service tax integrated in Tally takes care of yservice tax transactions. It
eliminates error-prone information, incorrect raamte, penalties, interests, compliance issues,
etc. Service Tax in Tally needs a one-time confijan for service tax features to be activated.

« Tally tracks bill-wise (bill-by-bill) detail and daomatically calculates service
tax payable and input credit with the flexibility inake adjustments later.

e Service tax is part of a regular transaction. Imfation on service tax is
maintained and produced category-wise, which isdasory in service tax returns.

» Adjusts input credit towards service tax payable.
» Accounts for abatement and expenses
» Provision for exemption notification details.

* Built-in assessable value feature on which serntages calculated
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» Transfer earlier pending service tax payable arallaWe service tax input
credit in to Tally

 Reports are generated as per government suggestetf Print and file
reports:

« Management Information Services (MIS) reports: ®ervax Payable Report
and Input Credit Form.

EMABLING SERVICE TAX IN TALLY
To enable Service Tax,
Go to Gateway of Tally>F11: Features> Statutoryadtio

Set Enable Service Tax to Yes

Company Operations Alteration

Company: ABC Company

Statutory & Taxation

Enable Dealer - Excize ? No Enable Tax Deducted at Source (TDS) ? No
Setfflter Dealer - Excise Details ? No Setfflter TDE Details ? No

Follow Excise rules for Invoicing ? No Enable Tax Collected at Source (TCS) ? No

Enable “alue Added Tax (WAT) 2 No Set/Alter TCS Details ? No
SetiAlter VAT Details ? No Enable Fringe Benefit Tax (FBT) ? No

Enable Service Tax 7 Yes SetfAlter FBET Details ? No
Set/Alter Service Tax Details il Yes

Tax Information

Local Sales Tax Mumber
Inter-state Sales Tax Mumber :
PAMN / Income - Tax Mo,

F1: Accounts F2: Inventory F3: Statutory

Set Set/Alter Service Tax Details to Yes to ertter€ompany Service Tax Details

COMPANY SERVICE TAX DETAILS

The Company Service Tax Details screen in wherewitluenter the service tax
details. The name of the company is displayedeatdp followed by different fields.
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Company Service Tax Details Division

Senice Tax Registration Mo. . SRKAR043AACO69T Code . South/Bng;R/235
Date of Registratian - 10-May-2004 Marne - Bangalore
Assessee Code . ACR3M8KART23TIT Range
Type of Organisatian . Company - Resident Code . Bang/kar/0y67/05
Major Service Category Name . Advertising Agency Marme . Ban/Kar
Credit Adjustment(%a) : 20 Commissionerate

Code - 4056

MName . Robert Smith

Focal Bank Details
Focal Bank Code . UB1000901

Focal Bank Marne - Uniln Bank of India

Focal Bank Address #l Burrow Avvenue, Brigade Road, Rangalore

Company Service Tax Details

Service Tax Registration No. - Enter the regigirmnhumber allotted to you by
the Service-Tax Department.

Date of Registration —Enter the date of registration of Service Taxyfour
service.

Assessee Codeknter the code given to your company by in Servies
Department.

Type of Organization —In this field select the type of your organizatioom
the List of Organizations menu.

Association of Persans
Body of Individuals

Zompany  Mon Resldent
Company - Resident |

Co-rperative Society
Individuald IUT - Mon Resident
IndividualHUF - Resident
Local Authormy

Partnershlp Firm
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Major Service Category Name-Here you will find opis for different categories
that come under the service tax net. You mightrogiging two or more services in a company.
In such a situation, select the service categoay i the mainstay or forms the major part of
your business.

Select the relevant option from the List of ServiZategories that applies to your
company.

O Mot Applicable
Advertising of Space Or Time
Alrport Service
Air Transport of Passengers
Alr Trawel Agent
Architect
ATk Dperation and Maintenance
Alctioneer's SeErvICces
Authorized Service Station
Banking & Other Financial Serdces
Beauty Parlours
Broadcasting
Business Auxiliary
Business Exhibition
Business Support Services
Cable Dperators
Cargo Handling
Chartered Accountant
Cleaning Services
Clearing & Forwarding Agent
Commercial Training & Caaching Centre
Commissioning & Fepair Senvices
Construction
Constructan of Residential Complex
Consulting Engineer
Conwvention
Courier

0 more ...

Credit Adjustment (%) — By default this field is set to 20. Enter the
percentage of credit adjustment that you would tkavail.

Division
Code-Enter the code of the division in which yoompany falls.

Name — Enter name of the Division under which ycnmpany falls.
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Range
Code-Enter the code of the range of your company.

Name-Enter the name of the range under which yoonpany falls.
Commissionerate

Code- This is the code of the Commissionerate ofi&e Tax under whose range
the address of your registered premise falls.

Focal Bank Details

Focal Bank Code- The Commissionerate of Service dlbts a code to banks
nominated for payment of service tax in a particideea. This code is available with the
Commissionerate of Service Tax.

Focal Bank Name- This is the name of bank nominbtethe Commissionerate of
Service Tax to receive service tax payments inrtigodar area. This information is available
with the Commissionerate of Service Tax.

Focal Bank Address- Enter the address of the brahtte focal bank.

CREATING SALES LEDGERS FOR SERVICES

Go to Gateway of Tally > Accounts Info > Ledger€reate
1. Enter the Name of the Sales Ledger

2. Select the Group Sales Accounts in the field Under
3. Set Inventory Values are affected to Yes

Note: Set the Inventory Values are affected fi@dyes, if you are maintaining
service as item. For example: You sell consultartgnged by the number of hours.

4. Set Is Service Tax Applicable to Yes

278



Ledger Creation ABC Compan
rarne Advertising Consultancy Total Op. Eal.
=Ll )

Under I Sales Accounts

Inventory walues are affected T Yes

Statutorny Information
I= Service Tax Lpplicable i Yes

Opening Balance | on 1-Apr-2006} :

5. Select the Category Name from the List of ServiegeGories.

Categ Name ABC Compan

5
Advertising of Space Cr Time
Alrpart Senvice

Air Transpaort of Passengers
Air Travel Agent

Architect

ATM Operation and Maintenance
Auctioneer's Services
Authorized Service Station
Barking & Cther Financial Servces
Beauty Parlours

Broadcasting
Category Name Business Auxiliary
Business Exnibition
Busingss SUpport Services
Cafle Operators

Cargo Handling

Chartered Accountant
Cleaning Services

Clearing & Forwarding Agent
Commercial Training & Caaching Centre
Commissioning & Repair Senices
Construction

Construction of Residential Complex
Consulting Engineer
Corvention

Courier

Credit Card Related Services

69 more ... |

6. Accept the screen to save.

Note: Create a Service Tax ledger for each sepategory. For Example, if you
purchase services in two categories and sell sswcthree categories, create five service tax
ledgers

CREATING OUTPUT SERVICE TAX LEDGER
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To create an Output Service Tax ledger:

Go to Gateway of Tally > Accounts Info> Ledger> &lee

1. Enter the Name of the ledger

2. Select Duties & Taxes in the field Under

3. Select the Type of Duty from the List of Types aftia Tax.

4. Select the Category Name from the List of Servie&eGories

5. Set Inventory Values are affected to No.

Ledger Creation Dan
Marme D Output Service Tax - Advt Total Op. Bal.
Faiias) N
Under : Duties & Taxes
(CRurraent Lisbilties)

Type af Dty Tax I Service Tax

Category MName o Adwvertising Agency
Inventory values are affected T Mo

Accept 7

Opening Balance ( on 1-Apr-2006} : veas or Mo

6. Accept the screen to save

Similarly, you can create ledgers for Input Servie
CREATING A CUSTOMER LEDGER

To create a Customer ledger:

Go to Gateway of Tally > Accounts Info > Ledger€reate

1. Enter the Name of the ledger
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any

2. Select the group from the List of Groups

3. Set Maintain Balances Bill by Bill to Yes. Entertbefault Credit Period, if

4. Set Inventory Values are affected to No

5. Set Is Service Tax Applicable to Yes

Ledger Creation

ABC Compan' Cirl + b

MNarne . Creative Agency Total Op. Bal.
faligs) :
Und Sundry Dely Mailing Details
nder : Sundry Debtors N - =
(Current Assets) sme ¢ Cma e eeEws]
Maintain balances bill-by-hill ? Yes Addre ss
Default Credit Period :

Inventory values are affected 7 No State

FIM Code

Contact Person

Statutory Information Telephone Mo,
Iz Serice Tax Applicable ? Ea:‘l |
~Ielai :
Tax Information
PAR AT Mo,

Sales Tax Mo.
Service Tax Mo
Sewice Tax Reg. Dt.

Opening Balance { on 1-Apr-2008) :

6. Select the Type of Classification in the Exempietails screen.

Exemption Details

ABC Compan:

Exemption Details
Type of Classification - I

Matification Mumber

Classification

O Not Applicable
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Note: If Exempt classification is selected, thea totification number has to be
entered. The number will appear in the ST3 Halfriyeseturn of exempt section

7. Enter the Mailing Details

Ledger Alteration ABC Compan 1 |
Marne . Creative Agency Total Op. Bal.
ralizs) o
Urd = T el Mailing Details
nder : Sundry Debtors N - .
(B Al arme : Creative Agency
Faintain balances bill-by-bill ? Yes cldicss : #33.R.T.Nagar
Default Credit Perod : Bangalore
State : Karnataka
FIMN Code : 560052
Tax Information
Statutory Information PARM AT Mo - KAS89652
s Service Tax Applicable ? Yes Sales Tax Ho. © 458962
Service Tax No : 25698
Sewice Tax Reg. Dt. o 1-Apr2006
Accept ?
Opening Balance { on 1-Rpr-2008) : Yes or No

8. Accept the screen to save.
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Chapter
12

Introduction
To payroll

Tally Payroll is integrated with Accounting to giwbe user the benefits of
simplified Payroll processing and accounting.

Tally Payroll enables users to set up and implersalatry structures, ranging from
simple to complex, as per the organization’s rezugnts. Yes can also align and automate
payroll processes and directly integrate them withn stream accounting applications. Payroll
data can be viewed as part of the existing andigraible cost centre reports for business
analysis.

Tally Payroll also supports configurable formats fmayslip printing; flexible
salary/wage, attendance, leave and overtime regjigiatuity and Expat reports.

FEATURES OF TALLY PAYROLL

In keeping also supports configurable formats faygtip printing; salary/wage.
Attendance, leave and overtime registers; grataitg expat requirements of small to large
business enterprises.

» It allows seamless integration with Tally Accourithiere are no disconnects
between Payroll and Accounts.

» It offers Employee Groups — unlimited classificatiand sub-classification of
employees.

» | offer Pay Structures-ease of conformity, fastetrye and flexibility of non-
dependence.

» |t offers Pay Components- user —definable earnidgductions and others.
» |t offers a unique Auto-Manual payroll processiragiity.

» Itis independent of processing period restrictions
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» It offers Employee Groups, Pay structures and Bayponents.

» |t offers a unique Auto-Manual payroll processiagifity.

» It allows Arrears Calculation.

» It computes salary based on Attendance, Time, anddd Production.
« Tally Payroll helps in tracking of Loans and Advasc

» It provides calculation of Gratuity.

It allows you to drill down from any summary reptotdetailed levels, and till
the origination transaction, for a particular Payponent value.

* It provides configurable report formats.

* You can also process Payroll using the Multilingiealture in Tally.
Enabling Payroll in Tally

To enable Payroll in Tally

Go to Gateway of Tally>F11: Features>Accountingtéress.

Cost/Profit Centres Management

Maintain Payroll ? Yes
hlaintain Cost Centres ¢ No
lUse Cost Centre far Job Costing 7 No
hdare than OME Payrall / Cast Categary il Yes

lUse Pre-defined Cast Centre Allacations dunng Entry 7 No

« Set Maintain Payroll to Yes

* You can set More than ONE Payroll/ Cost Categoryfés if you wish to
process payroll for multi group of Employees.

FOUR EASY STEPS TO GENERATEA PAYSLIP
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The new enhanced Payroll in Tally requires mininedfort for accurate
processing. Setting up Pay Heads, Employee Grouppldyees, Salary Details and
attendance/Production Type is now a simple proegissTally’'s Four easy steps to generate a

payslip.
Step 1
Create Pay Heads

The components of structured salary are createdruPaly Head

Create the salary structure components in Pay AdadPay head creation in tally
is very user friendly. Tally allows creating anyngalex type of pay head.

Step 2

Create Employee Masters

Create an Employee master. Enter the requisite @&rapl Details & Employee
group by grouping employees under the function fheyorm; their department or designation.

Step 3

Create Salary Details

Create the applicable Salary Details for both Exyet Groups as well as
Individual Employees with earnings, deductions bhaslis of computation.

Step 4

Process Payroll and Generate the Payslip

Pass a Payroll voucher to enter all Earnings arduEt@ns in Payroll transactions
that are paid along with the salary Payslip foreatiployees

Generate the Payslip that provides employee asaselttendance details, itemizes
each component of the employee’s earnings and tledacand displays the net amount paid to

him for a given pay period. It also provides infation to the employees to how the net amount
was arrived at.

PAYROLL CONFIGURATION
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The Payroll Configuration can be enabled as shosiovio

Gateway of Tally> F12: Configure> Payroll Configtioa

Payroll Configuration

show Statutary Details ? Yes
show Passport & Yisa Details ? Yes
show Contract Details ? Yes
Infarmation in Payment Advice 4 Blease make the payrall transfer from above account

number to the below mentioned account numbers

towards employee salaries:

In the above screen;

 The option Show NI Number (for International comigsnonly) and Show
Statutory Details (for India/SAARC Companies onkan be set to Yes to enter the NI
details/PF, ESI and PF PAN details in the Emplajetils form and print the same information
in the Employee Payslip.

* The options, Show Passport & Visa Details and S@ontract Details, should
be set to Yes as shown, to display the Passpaé afid Contact Details in the Expat Reports. If
these options are set to No, then the Expat Repaetsu will not be displayed under Payroll
Reports. Some of the Information related to Empdoyassport such as Passport Number,
Passport Expiry date, Visa Number, Visa Expiry datetract Start and Expiry dates will not be
displayed at the creation of the Employee.

PAYROLL INFO.

The Payroll Info. allows you to set up the emplogegaults and standard payroll
information with common payroll fields used for @alating earning and deductions.

Go to Gateway of Tally > Payroll Info.
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Gatewsy of Tally .
Payroll Info.
Pay Heads

Employes Groups
Employees

Units (Work)
AttendancesProduction Types

Voucher Types

Guit

PAY HEADS

The salary components constituting Pay Structurescalled Pay Heads. A Pay
Head may be an earning, which is paid to an emplogea deduction, which is recovered from
his/her salary. The value of these Pay Heads doeildither fixed or variable, for each Payroll
period.

Pay Head Type
A Pay Head is categorized as Allowances, Deductori®eimbursements

In Tally Payroll, Pay Head types are provided inaural language for ease of
use, as follows:

1. Earning for Employees

2. Deduction from Employees

3. Employer’s Statutory deductions
4. Employer’s Statutory Contribution
5. Gratuity

6. Loans and Advances
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7. Reimbursement to Employees

While creating the salary payable ledger you canNet Applicable type which
will be used to post appropriate accounting entries

CALCULATION TYPES

The Calculation of the Pay Head is bases on itsuCaion Type.

Tally payroll allows following calculation methods

Note: The formula defined in Calculation Type vii# used for computation only
while using Payroll Auto Fill functionality in th@ayroll Voucher, and not in Manual entry

mode of Payroll voucher.

The following computational models are supporte@aiculation Types.
As Flat Rate
As Flat Rate is a Calculation where the value efRayroll head is a fixed amount

for a period. Pro-rated. In Tally the attendance lba of Payable days (Present) or loss of pay
(Absent) type.

On Production

On production calculation type is used to calcuthi Production incentive type
of Pay head. The production date can be entergdttemdance voucher against a Production

type.

As Computed Value

As Computed Value is used if the Pay Head valubased on a dependent
component. You will be able to define the dependamiponent by specifying the formula or
using the current sub- total or current earningl@duction total. You can also define the slab
either by percentage to value or the combinatica sfab.

Example:

HRA as 40% of Basic Salary

As User defined Value
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As User defined Value allows you to manually erttex value at the time of
processing the salary. This calculation type idulder Pay Heads that have variable values and
are not related to any attendance/production data.

CREATING AN EARNING PAY HEAD

To create an Earning Pay Head, Basic Salary, undeect Expenses:

Go to Gateway of Tally > Payroll Info. > Pay Head€reate

Pay Head Alteration ABC Compan
Marne . Basic Salary Total Op. Bal.
(alias)

Pay Head Info
Pay Head Type : Earnings for Employees
Under : Indirect Expenses
Appears in Payslip ? Yes
Marme to appear in Payslip . Basic Salary
Use for Gratuity ? No
Calculation Type : On Attendance
Attendance / Leave with Pay : O Not Applicable
Leave without Pay : Absent
Calculation Pernod : Months
Fer Day Calculation Basis : As Per Calendar Period
Rounding Info
Founding Method  : O Not Applicable Accept?
Opening Balance { on 1-Apr-2006) : . Yes or No

1. Enter the Name of the Earning Pay Head.

2. Select Earning for Employees as the Pay Head Type the List of Pay Head
Types.

3. Select the respective Pay Head Group Earnings fianlist for the field
Under.

4. select Yes from the list if you want the Pay headftect the net salary.

5. The Pay Head name entered in the Name field willeap in this field. You
can change the same, if required. The name entetbd field will appear on the payslip.

6. Select Flat Rate from the List of Calculation Types

7. Select the Calculation Period Type from the list.
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8. Based on the Calculation Period Type, you can saled enter the details for
Per Day Calculation Basis.

9. Select the Rounding Method from the list if appiilea

10.Accept to save the Pay Head.

Similarly, you can crate Earning Pay Heads for HRAnveyance and so on...

CREATING A DEDUCTION PAY HEAD

To create a Deduction Pay Head, Professional TaleruEmployees’ Statutory

Deductions:

Go to Gateway of Tally > Pay roll Info. > Pay Headreate

Pay Head Alteration

Mame

. Professional Tax

ABC Compan

Total Op. Bal.

(aiias)
1.59,23,42,340.00 Dr
Difference
1,509, 23, 42, 340.00 Dr
Pay Head Info Computation Info
Fay Head Type . Employees” Statutory Deductians Compute : On Current Earnings Total
Under : Current Liabilities Effective From Amount Slab Type (Value Basis
From Amount Upto
Appears in Payslip ? Yes 1-Apr-2006
Marme to appear in Payslip . Professional Tax 3,000.00| Value 0
3.000.00 4,999.99(Value 30
Calculation Type : As Computed Value 4,999.99 7.999.99 Value G0
. 7.999.99 9,999.99(Value 100
Calculation Penod : Months 9.999.99 14.999.99| Value 150
14,999.99 WValue 200

Rounding Method

Rounding Info

: O Mot Applicable

Opening Balance

{ on 1-Apr-2006) :

Accept?

Yes or No

1. Enter the Name of the Deduction Pay Head.

2. Select the Pay Head Type from the List of Pay Hegiks.

3. Select the Group from the List of Groups.

4. select Yes from the list if you want the Pay Headffect the net salary.

5. The Pay Head name entered in the Name field willeap in this field. You
can change the same, if required. The name enitethd field will appear on the payslip.
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6. Select the Calculation Type from the List of Cadtidn.

7. On selecting the Calculation type to ‘As Computédiue, a new field

Calculation Period appears which will be set to lherautomatically.

8. Select On Current Earnings Total from the listéodomputed On.
9. Specify the Slab Rate.

10.Select the Rounding Method from the list if apptiea

11.Accept to save the Pay Head.

Similarly, you can create a Deduction Pay HeadPfmvident Fund and so on
Note: If you are using any Pay Head component lgp@alculation Type As

Computed Value and Compute: On Current Earning ITethile defining Salary Detalil, the
sequence of the component has to be selected auglgrd

Creating Salary Payable Ledger

A Salary Payable account under the group Curreatilifies is used to credit the

total of Net Payable salary of all employees. Whalary is disbursed, this account is debited
and Cash or Bank account is credited.

To Create Salary Payable Pay Head under the graliett Expenses:

Go to Gateway of Tally > Payroll info. > Pay Head€reate

Pay Head Creation ABC Compan
Mame . Salary Payable Total Op. Bal.
(alizs) :
10,002.00 Dr
Difference
10,002,090 Dr
Pay Head Info
Pay Head Type : O Not Applicable

Under

: Current Liabilities

Accept ?

Opening Balance { on 1-Apr-2006} : Yveas or No
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1. Enter the Name of the Pay Head
2. Select Note Applicable from the List of Pay Heagp@éy
3. Select Current Liabilities from the list

4. Accept to save the Pay Head

CREATING GRATUITY PAY HEAD
To create a Pay Head Gratuity under Current Litdsli

Go to Gateway of Tally > Payroll Info. > Pay Hea@reate

Pay Head Creation ABC Compan

Name Gratuity Total Op. Bal.
(2las)
10,002.00 Dr
Difference
List of Pay Head Types 1000200 0
0 Not Applicatle
Pav Head Inf Deductions from Employees
ray Teat o Eamings for Employees

Fay Head Type I I  :ripiyces Sttty Deductions

|nider ; EmEIDEEer's Statutnii Contributions

Loans and Advances
Reimbursements to Employees

1. Enter the Name of the Pay Head
2. Select Gratuity from the List of Pay Head Types

3. Enter the Slab Rate Details for Gratuity Calculaiio the sub-screen
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Slab Rate details for Gratuity Calculation

Gratuity Days of a Month : 25
NHumber of Months Eligibility days for
From To Gratuity
Calculation per year
1 15 25
16 24 23
25

4. Select Current Liabilities from the list
5. Accept to save the Pay Head
Note: To use the Earning Pay Head for Gratuityudaton, set Use for Gratuity?

Field to Yes in the ledger creation screen (for Hagpds such as Basic Salary, HRA, and so on,
created under Indirect Expenses).

EMPLOYEE GROUP

Tally allows you to set up default (common) infotina for employees. An
Employee Group allows you to group employees gkl manner.

The Salary structure can be defined at the Empl@reep level. Referring to this
Group as a template and changing accordingly \asleebuilding all your employee records on
it.

For example, by department or function such as dtooh, Salas, Administration
and so on, or by designation such as Managersp\sspes, Workers and so on.

CREATING AN EMPLOYEES GROUP

To create Sales as an Employee Group,

Go to Gateway of Tally> Payroll Info.> Employee @Gps> Create (Single Group)
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Employee Group Creation

Category . Primary Cost Category

Mame . Sales

(alias) '

Under - O Primary Accept?
Yes or No

e Enter the Name of the Employee group.

» Select the group from the List of Employee Groups.
» Accept to save the Employee Group.

Creating Multiple Employee Groups

You can create multiple Employee Groups in this eaod

Go to Gateway of Tally> Payroll Info.> Employees>e@te (under Multiple
Groups)

The Multi Employee Group Creation screen displays.

Multi Employee Group Creation

Under Employee Group - O All tems

S, Categony Name of Employee Group Under
1. |Primary Cost Categary — [Accounts 0 Primary
2. |Primary Cost Catepory | Marketing 0 Primary
3. |Primary Cost Catepory - |R&D 0 Primary
. |Primary Cost Category | Suppart 0 Primary
EMPLOYE E
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The Employee Creation screen allows you to entsicbsetup information that
applies to the employees. Enter General Informatikeyment Details and Passport & Visa
Details.

CREATING AN EMPLOYEE
Creating single Employee

To create an Employee under the Employee groupsSal

Go to Gateway of Tally> Payroll Info.> Employeesre@te (Single Employees)

Employee Creation ABC Compan
Category . Primary Cost Category
Mame . Employes A
{alias) :
Under . Sales
{0 Primany)

Date of Joining - 15-Apr-2006

General Info Payment Details Passport & Visa Details
Employee Murnber  : Emp/1065 Bank Mame - HDFC Passport Mumber — © E567871
Desighation . Semlo Executive Branch . J.P.Nager Country of lszue . India
Function . Sales Bank Afc Number 000536987456 Passport Expiry Date © 12-Apr-2012
Location . Bangalore . “iza Mumber - S085963321
Gender - Male Statutory Details “iga Expiry Date - 18-Mar-2010
Date of Bitth . 15-Dec-1975 Emnl IT. PAN : AN239678PP
Blood Group s ar p?igiszm Mumber KA2816/14 Contract Details
Father / Mather Mame Ralll]l Mohan . ES| Number - ES13456 Work Permit Mumber - SEQ05986
Address . 23, 4%, Crose Balaji Layout :
Contract Start Date  : 6-May-2006
Subramanl Colony Cantract Expiry Date - 4.Apr.2010
Bangalore ontract Expiry Date : 4-Apr-
Karnataka-56 .
Contact Mumbers - 080222598 Accept 7
E-tlail ID : Ihugtallysolutions.
a . probhugtallysolutions.com Yes or No

“Enter the Name of the Employee; Select the Emmd@eoup in the field Under,
Enter the Date of Joining, the Employee Generarmation, Payment Details, Passport & Visa
Details and Accept to save.

CREATING MULTIPLE EMPLOYEES

You can create multiple Employees in this mode.

Go to Gateway of Tally> Payroll Info.> Employees>e@te (under Multiple
Employee)
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Multi Employee Creation

Under Emplyze Group © Sales

S, Categony Erployee Name Under Date of Joining
1. |Primary Cast Cateqory | Employee A Siles 1-Apr2006
2. |Primary Cost Category | Emplayes € 5ales {-Apr-2005
3. | Primary Cust Categary | Employes L Teles 1-Apr 200G
4. | Primary Cost Cateqary | Employes 0 ales 1-Apr2006

Salary Details

Salary Details is used to define a Pay Structuant&mployee or to an Employee

Group to speed up the entry of Individual Emplogdeay Structure.

Select the basic Pay Heads that applies most far gmployees and create as an
Employee Group. However, it is not compulsory fdF employees to have the same
compensation structures as of the Employee Grdupquired, a Pay Head element or its value
may be added, deleted or altered at Individual Eye# level.

Note: If the slab rate is not defined in the Pawdiehen you will get the full value

CREATING SALARY DETAILS FOR AN EMPLOYEE

MName
Under

Salary Details Creation

To create Salary Details for an Employee:

Go to Gateway of Tally> Payroll Info.> Salary Dédai create> Select the
Employee from the List of Employees/Group

Employee A (Emp/1065)

Sales
(0 Priran)

ABC Compan

Salary Details

Effective
From

Pay Head

Rate

Pay Head Type

Calculation Type

Computed On

1-Apr2006

Basic Salary
DA

HRA

Conveyance
Madical Allowance
Employee PF
Food Coupon
Professional Tax

22,000.00

800.00
1,250.00

500.00

Months

Months
Months

Months

Earnings for Employees
Earnings for Employees
Earnings for Employees
Earnings for Employees
Earnings for Employees

Deductions From Employees
Deductions From Employees
" Statutory Deducti

Lmploy

On Attendance

As Computed Value
As Computed Value
On Attendance

On Attendance

As Compunted Value
Flat Rate

As Compunted Value

Basic Salary
Basic Salary

Basic Salary+DA

On Current Earnings Total

Accept?

Yes or No
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1. Enter the Effective From date.

2. In the Pay Head field, the Start Type list displéy® option namely, copy
From Parent Value and Start Afresh.

3. If you select Copy From Parent Value, the Salaryaile defined for the
Employee Group to which the Employee belongs vpflear in the screen.

Note: If the Pay-Head details are available in gheent group then you will get
Copy from parent value, else you will get only Sfsresh.

4. If you select Start Afresh, you have to select Bagy Heads from the List of
Pay Heads and enter the User Defined rates if medjui

UNITS (WORK)

A Unit in Tally Payroll is similar to the Unit of Basure in Tally’s Inventory
module. In Payroll, Units are used to facilitatdcatation of a Pay Head value based on
Production, which in turn would be linked to Urstsch as Time, Work or Quantity.

Go to Gateway of Tally > Payroll Info. > Unit (WQrk

Sateway of Tally ...

Paﬁmﬁ fnfo, ..

Create

Quit
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Creating Units (Work)

In the Units Creating screen, select the Type af from the list. Select the
Symbol from the list.

A Simple Unit in Tally is a Single independent uarnd has no relationship with
other units, while a Compound Unit refers to twanflie Units having an arithmetical
relationship and is not a distinct unite.

In the case of Overtime, whose value is computesgdban Overtime Hours put in
by an employee, you would need to define Hr- Haumg Min- minutes as Simple Units and Hr
of 60 Min as a Compound Unit and set this unit ire@me Pay Head.

Unit Creation ABC Company

Type - Compound

Units with Multiplier Factors
(example; Kgs of 1000 gms)

First Uit Convarsion Seconhd Unit

Hr 0féo M

ATTENDANCE/PRODUCTION TYPE

The Attendance / Production type is used to retloedattendance and production
data. Bases on the component (Pay head) strucfore,can define multiple attendance /
production types.

Examples for attendance / production types aredfldays present or conversely,
No. of days Absent and production based such assHweorked, Number of Pieces produced.

Attendance/Production Type is associated with tag Read in employee’s Pay
structure. The variable data is entered in theniémce voucher for the payroll period.

Attendance/Production Type may also be definedienanchical groups whereby
Types having a common Unit are combined under &gooups.

The Attendance/Production Type may be Attendarnaedlewith pay, Leave
without Pay (if salary is to be paid based on numifedays attended) Paid Leave, Unpaid
Leave, Absent and Production type which can bedasePiece Production, Overtime House,
and so on.
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CREATING AN ATTENDANCE/PRODUCTION TYPE

Creating an Attendance/Production Type for Attendarte/Leave
with Pay

Go to Gateway of Tally > Payroll Info. > Attendaffeeduction Types > Create

Attendance/Production Type Creation

Marme - Paid Leave
(alizs) '
Lnder o O Primary
Aftendance Type . Artendance /Leave wi
Feriod Type . Days Accept ?
Yes or No

1. Enter the Name of the Attendance Type

2. Select Primary from the list for the field Under.

3. Select Attendance/Leave with Pay as the Attendagpe.
4. The Period Type appears automatically.

5. Accept to save the Attendance Type.

Similarly, you can create an unpaid Leave groupetkulLeave without Pay.

CREATING AN ATTENDANCE/PRODUCTION TYPE FOR
PRODUCTION

Go to Gateway of Tally > Payroll Info. > Attendaffeeduction Types > Create
1. Enter the Name of the Attendance Type
2. Select Primary from the list for the field Under.

3. Select Production as the Attendance Type.
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4. The Unit field will appear, select the approprigtee of unit from the list.
5. Accept to save the Attendance Type.

Similarly, you can create Box Production Attendamgpe

VOUCHER TYPES IN TALLY PAYROLL

Tally Payroll provides you with Payroll, Attendanaed Payment Voucher Types.
You may define a template called Voucher Classriolento automate and control usage of
ledger accounts and computed values to be posteda Ipowerful and configurable option that
enables you be define the rules of voucher entryafparticular voucher type. It also helps in
speeding up the process and minimizes data entrpdsting a voucher. However, creating a
Voucher Class is not mandatory.

PAYROLL VOUCHERS

In addition to the existing voucher types in Acctiig and Inventory module, two
new Voucher Types Attendance and Payroll are edablgeen Payroll Feature is activated in
F11: Features.

Go to Gateway of Tally> Payroll vouchers

Attendance voucher is used to record employeegniiince / Production data for
the Attendance / Production Types creates in Plaitabters. Such data may be entered as a
single Attendance voucher per payroll period ortipld vouchers as and when required within
a payroll period.

While generating the Payroll voucher, Tally autaoally picks up required data,
based on the period selected and computes thesponding value of Pay Heads, which are
linked to such Attendance / Production types.

Payroll voucher is a document to manually enter-ttme/ad-hoc payroll

transactions for individual employees; as well agrBll processing activity for all or selected
employees, using Auto Fill functionality.

Payroll Buttons

If Maintain Payroll option is set to Yes in F11;dferes, the payroll Buttons will
appear along with Accounts and Inventory buttongancher Creation screen on the button bar.

ATTENDANCE VOUCHE RS
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employees.

Attendance voucher allows you to enter Attendan®Owertime, Leave or
Production details. You can enter separate voudbersach day or a single voucher for a given
pay period, say a month, with aggregated Values. & also enter data for one or more or all

Similarly, one or more attendance types togetharsimgle voucher.

Attendance Voucher Entry — Manual Entry

Go to Gateway of Tally > Payroll Vouchers > F5:egkitlance

Aftendance Youcher Creation ABC Compan
Attendance iG] 1-Apr-2006
Saturday
Employee Name Attendance/Production Type Value  Unit
Employee A Absent CurBal: 1Days 1 Days
Employee B Paid Leave CurBal: 5 Days 5 Days
Employes C Box Prod CurBal: 0 Days 5000 Kg Days
Employee D LOP CurBal: 1Days 1 Days
Employee E Overtime Cur Bal: 0 Days 2400 Min Days
Employee F Box Prod Cur Bal: 0 Days 500 Kg Days
Employee G Box Prod Cur Bal: 0 Days 800kg Days
Marration:
Aceept ?
Yes or No
1. Click F2: Date to change the date
2. Select the Employee from the List of Employees
3. Select the Attendance/Production Type from the List
4. Enter the Value
5. Select End of List from the List of Employees.

6. Accept to save the voucher

ATTENDANCE VOUCHER ENTRY — AUTO FILL
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In the attendance voucher, you can use the A :dfauto Fill button to speed up

data entry process.

Auto Fill enables the user to fill all employees afselected Cost Category (if
more than one Cost Category is enabled) and/oleated employee group and enter value data
for selected type of Attendance/Production Typetliese employees.

Go to Gateway of Tally > Payroll Vouchers> F5: Atlance

1. Click F2: Date to enter the date.

2. Click A: Attd Auto Fill.

Cost Category
Employee/Group

Attendance/Production Type

Abseant
Basic salary
Box Prod
LOP
Orertime
Faid Days
Faid Leawve

Employee Filters

. Primary Cost Category
© Sales

Aute Fill Values

.
List of Attendance/Production Types
I
O Prima Days
O Frmahy Days
O Primans Days
O Frmany Days
O Primans Days
O Frmany Days
O Primans Days

3. In the Attendance Auto Fill screen, select the @eegory, if applicable.

4. Select the Employee/Group from the List of Groupgoyees.

5. Select the Attendance/Production Type from the list

6. Enter the Value against the Employee name.
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Attendance Voucher Creation ABC Compan
Attendance No. 2 2-Apr-2006
Sunday
Employee Name Attendance/Production Type Value Unit
Employee A Absent Cur Bal: 2 Days 1 Days
Employes A Absent Cur Bal: 2 Days 2 Days
Employes C Absent Cur Bal: 2 Days 2 Days
Employes L Absent Cur Bal: 2 Days 2 Days
Employes O Absent Cur Bal: 2 Days 2 Days
Marration
Accept?
Yes or No

7. Accept to save the Attendance voucher.

Note: Days with Loss of Pay (LOP) are treated &eductible with respect to an
Earning Pay Head type and as a Payable with respectieduction component. For Example:
An LOP is deducted from Basic salary which is amifey Pay Head. However, with respect to
a Deduction Component such as canteen expensef3ated as a payable.

PAYROLL VOUCHER

Payroll voucher is used to record Employees’ Paysmdated transactions. This
voucher may be used in two ways — Manual Entry/fAamwmated Entry.

Payroll Voucher entry — Manual Salary

To Crate a Payroll voucher manually,

Go to Gateway of Tally > Payroll Vouchers > Payktdlucher

Payroll Voucher Creation ABC Compan
Payroll Moo 1 2-Apr-20086 |
Sunday
Account . Bank
Cuwr Bal: 44.153.20 Cr
Particulars Amount
Primary Cost Category 44,153.20 DI
Employee A 44.153.20 Dr
Basic Salary 22,000.00 Dr Cur Bal 22,000.00 Dr
DA 11,440.00 Dr Cur Bal 11.440.00 Dr
HRA 13.376.00 Dr Cur Bai: 13,376.00 Dr
Conveyance 800.00 Dr Cur Bal §00.00 Dr
Madical Allowance 1,250.00 Dr Cur Bal 1,250.00 Dr
Employee PF 4,012.80 Cr Cur Bai 4,012.80 Cr
Food Coupon 500.00 Cr CurBal: 500.00 Cr
Professional Tax 200.00 Cr Cur Bal 200.00 Cr
Marration: 44.,153.20 Dr|.
1-may-2006 to 31-may-2006
Accept?
Yes or No |
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1. Change the Voucher date.

2. Select Salary Payroll from the List of Ledger Acotsu

3. Select the Employee from the List of Employeedmfield Particular
4. Select the Pay Heads and Enter the appropriatevalu

5. Select End of List and Accept the voucher.

Payroll Voucher — Auto Fill

To create a Payroll Voucher using the button A:rBllwAuto Fill,

Go to Gateway of Tally > Payroll Vouchers > Payxallicher

1. Select the Ledger Account (Cash/Bank/Salary Pay&iotem the list

2. Click A: Payroll Auto Fill

Employee Filters

From {blank for beginning] - 14-2006

T (blank for end) . 304-2006

Cost Category . Primary Cost Category
Emplayee/Graup - 0 All ltems

Payroll Ledger :

Note: Yes can calculate the Payroll Voucher foreskvor fortnight.
3. Enter the From and To date in the Employee Filtze&n
4. Select the Employee/Group from the List of Groupftoyees

5. Enter the User defined values if required
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Payroll Youcher Creation ABC Compan
Payroll No. 3 30-Apr-2006
Sunday
Account: Bank
Cur Bal: 55,.540.00 Cr
Particulars Amount
Primary Cost Category 22.406.53 Cr
Employee A
Basic Salary {41.466.67 Dr Cwr Bal: 20,533.33Dr
DA (411,440.00 Dr Cur Bal: 0.00 Dr
HRA (413,376.00 Dr Cur Bal: 0.00 Dr
Conveyance (453.33 Dr Cuw Bal: 746.67 Dr
Madical Allowance (483.33 Dr Cuw Bal: 1,166.67 Dr
Employee PF (44,012.80 Cr Cwr Bal: 0.00Cr
Food Coupon Cr Cur Bal: 500.00 Cr
Professional Tax Cr Cuwr Bal: 200.00 Cr
Narration 22,406.53 Cr
1-Apr-2006 to A0-Apr-2006

6. Accept to save the voucher
Note: A single payroll voucher can be used to gasses fro upto 100 employees

efficiently. For a company with more than 100 enyples, create a multiple payroll voucher for
every 100 employees.

PAYROLL REPORTS

To view Payroll Reports

Go to Gateway of Tally > Display > Payroll Reports

Satewal of Fals .
Display Menw ...
Payroll Reports
Statements of Payraoll

Attendance Sheet
ATtendance Reqgqister

Gratuity Report
EXpat Reports

Gt
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The Payroll Repots menu displays:
» Statement of Payroll

» Attendance Sheet

» Attendance Register

» Gratuity Report

* EXxport Report

STATEMENTS OF PAYROLL

Go to Gateway of Tally > Display > Payroll ReporStatements of Payroll

Satewsay of Taly ..
Dispiay Menu

Fayrall Reports .
Statements of Payroll
Paryslip
Pay Sheet

Fayroll statement
PayMent Advice

FayRoll Fegister
Employee Pay Head Breakup
Fay Head EmpLoyes Breakup

Chuit

» Payslip
» Pay Sheet

» Payroll Statement
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e Payroll Advice
» Payroll Register
 Employee Ledger Breakup

» Ledger Employee Breakup

PAYSLIP

A Payslip is a document issued to an employeeitbatizes each component of
earnings and deductions, and the net amount pa&htemployee for a given pay period. It
provides visibility to an employee of how the netaunt has been arrived at.

In Tally Payroll, the Payslip option of Display, yrall reports menu provides
users the facility to View the Payslip, configurentent and appearance bases on the
requirement and then Print the Payslip.

Go to Gateway of Tally > Display > Payroll ReportsStatement of Reports >

Payslip
Payslip for April-2006
Employee A

Employee Number . EmpA1065 PF Account Mumber KAZ816/14
Function : Sales Employee 1T, PAN ANZ39E73PR
Designation . Benior Executive Bank Details 000536987456, Hdfc, J.P.Nagar
Location . Bangalore ESI Nurmber ESI3456
Passport Details : Wisa Expiry Date
Attendance Details [ Value |

2 more ... |
Eamings Amount Deductions Amount
Basic Salary 20533.33| Employee PF
DA Food Coupon 500.00
HRA Professional Tax 20000
Corweyance 74667
Madical Allowance 1,166.67
Total Eamings 22 446.67| Total Deductions 700.00

Net Amount 21,746.67

CONFIGURATION OPTIONS IN PAYSLIP
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Click on F12: Configure button in the Payslip tsplay a configuration sub-form,
using which the user can customize the displaytipgrcontent and appearance to the Payslip.

Configuration

Show Wertical Payslip ? No
Show Employee Details ? Yes
Show Passpont Detalls ? No
Showe Wisa Expiry Date 7 No
Show Attendance/Production Details ? No
Show Attendance/Production Groups 7 Mo
Digplay AHendance/Praduciian Types in Tail Units ¥ No

Show ¥ear To Date VWalues 7 No
Remove Zero Entries ? No Tiisplay Mame Style
for Attendance/Production also 7 No
Alias (Mame)
Appearance of Mames # Name Only  BFNEE Orily

Mame [(Allas

The default settings for the configuration opti@me shown above. These options
are self-explanatory. The options, which are setds, will become visible in he Payslip. Select
No to exclude information, which is not requiredb®mon the Payslip.

Configuration options in: Pay Slip

Show Vertical Payslip-Set this option to Yes tagaliDeduction Part below the
Earning. Set it No to align them side-by-side.

ABC Compan

Payslip for April-2006
Employee A

Employee Number Emp/1065
Function Sales
Designation Senior Executive
Location Bangalore
PF Account Mumber KA2816/14
Employee |.T. PAN ANZIIB7EPP
Bank Details 000536987456, Hdfc, J.P.Nagar
ESI Number ESI3456
Earnings Amount

Payroli 1 2-4-2000 22,000.00) |
DA b
HRA
Conveyance TABET|

1 more ... |

Total Eamings 22,446.67 |
Deductions Amount
Employee PF I
Food Coupon 500.000
Professional Tax 200.00
Total Deductions 700.00
Net Amount 21,746.67|

Show Employee Details -Set this option to Yes to display Employee Details
as entered in the employee master.

308



Show Passport Details- Set this option to Yes to display the Passporalet

Show Visa Expiry Date-Set this option to Yes to display the Visa Expiry
Date.

Show Attendance/Production Details -Set this option to Yes to display
Attendance/Production data.

Show Attendance/Production Groups -Set this option to Yes to display
grouping of the Attendance/Production data as ddfimhile Types creation.

Display Attendance/Production Type in Tail Units? —For compound
units used in Attendance/Production Type, set fltag to Yes to display value of the
Attendance/Production Data in Tail unit and setdame to No to display data in Main unit.

Show Year To Date Values- Set this option to Yes to display cumulative
value of Attendance/Production data or Earning Bleduction data for the current Financial
Year.

Remove Zero Entries —Set this option to Yes to remove Earning/Deduction
data with Zero value from the Pay Slip

For Attendance/Production Also — Set this option to Yes to remove
Attendance data with 0 values from the Pay Slip.

Appearance of Name-You can select the appropriate appearance of name
from the Name Style list.

DETAILED/CONDENSED BUTTON

Click on Detailed button or press ALT+F1 to viewuste details of individual
Attendance and Pay Head values. This view displagsAttendance or Payroll vouchers from
which the data is picked in the current Payslipudter Number, Date and the Value of the
attendance or earning or deduction value is digglayThis is useful when multiple
attendance/payroll vouchers are entered duringdhge payroll period. The user can drill down
to the corresponding voucher directly from the Rpyscreen.

Click the Condensed button or press ALT+F1 agametorn to the normal mode.

Period Button
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By default, when you bring up the Payslip view, tReriod of Payslip —
Attendance and Payroll Vouchers data is set tceatimonth, and in most cases you don’t have
to change it. However, if required, you can chatige period of data and include multiple-
period payroll information to view/print a cons@teéd Payslip. As in all other Tally reports,
there is a great flexibility in terms of Period B&yroll processing as well as in the printing of
Payslip.

EMPLOYEE BUTTON

Using Employee Button (F4 Key), you can view ano@m@ployee’s Payslip from
the existing Payslip display screen.

PRINTING SINGLE PAYSLIP

Click on Print button or Press ALT+P from the Pgydlisplay screen to print
currently displayed Payslip. Tally will print theayslip in the format that is configured for
display.

PAYSHEET

Pay Sheet is a matrix report with category, grond employees cascading in
rows, and Pay Heads appears as columns. The defpalt contains all earnings and deduction
details for a given month or period with a numbkeojations t configure appearance of rows and
columns. Format of the Pay sheet report may beguned to serve as a Salary/Wage register as
required by the organization. The selection of aagy be filtered for given category or group
of employees.

Go to Gateway of Tally> Display> Payroll Reportstatsment of Reports> Pay
Sheet

ABC Compan
For All Employees 1-Apr-2006 to 30-Apr-2006

Particulars Basic Basic Conveyan- DA Gfdg HRA Madica! | Employee Food Professio- Total Total Net
Salary | Salary+DA ce Allowance PF Coupon nal Tax | Earnings |Deductions| Amount

Primary Cost Category
Sales
Employee A 20,533.33 746.67 1,166 67 500.00 200.00( 22.446.67 700.00 IEXRZTT
Employes A
Employes C
Employes L
Employes Q
Employee B 16 BBE.B7 533.33| BF66.67 10,133.33 83333| 3,040.00 36,833.33| 3,040.00| 33,793.33
Employee D
Employes E
Employee F
Employee G
anu

Grand Total 37,200.00 1,280.00| 8,666.67 10,133.33| 2,000.00| 3,040.00 500.00 200.00| 59,280.00| 3,740.00| 55,540.00
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CONFIGURATION OPTIONS IN PAY SHEET REPORT

F12: Configure button in the Pay Sheet brings ugpafiguration sub-form by
which the user can customize the display/printiogtent and appearance of the Pay Sheet
report.

Configuration

how Tet Amaunt’ Calumn A lles |
show Column SubTotals ! Yes
Femaove Zera Entries ¢ No
ohow Payslip Names for Ledgers ? Yes
Include Employee Groups & Categories 7 Yes

ohow Category/Group Total ¢ No
ohow Grand Total ? Yes
Farmat . Detailed
=how Employee Mumber 7 No
Expand all levels in Detailed Format ? Yes
Appearance of Names - Name Only
=arting Method . Default

« Show ‘Net Pay’ Column - Set the option to Yes to display the Net
Payable Column.

« Show Column Subtotals -Set this option to Yes to display the Sub-totals
of Earnings/Deduction columns.

« Remove Zero Entries — Set this option to Yes to remove
Earning/Deduction data with Zero value.

« Show Payslip Names for Ledgers Set this option to Yes to display the
Name to Appear in Payslip, defined in Ledger, a&sdblumn headings. Setting this to No will
display Ledger name.

 Include Employee Groups & Categories -Set this option to Yes to
display rows showing Category and Groups. Settthido to list only employee information.

« Show Category/Group Total — Set this option to Yes to display
Category and Group wise Totals.
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« Show Grand Total —Set this option to Yes to display Grand totalhe t
bottom of the report.

« Format — You can choose either Detailed or Condensed.

« . Show Employee Number -Set this option to Yes to display employee
number along with the Name

- Expand all levels in Detailed format? —Set this option to Yes to
expand all levels and display Employee details.tBetsame to No, to display summary report
for Category/Group

« Appearance of Name —You can select the appropriate appearance of
name from the Name Style list.

« Sorting Method — You can select the appropriate sorting method ftioen
list.

BUTTON FUNCTIONALITIES IN PAY SHEET REPORT

Detailed/Condensed Button

Use this toggle button (F1) to quickly change teport view from detailed to
summary and vice versa.

Period button
Using Period (F2) button, you can change the pefaydwhich the report is
viewed. Using this functionality, you can displayetreport any period such as Day, Week,

Fortnight, Month, Quarter, Half-Year or entire Year

Employee Filter Button

Similar to Payroll and Payment vouchers, using Exyg Filter button or clicking
on F7: Employee Filters button, the user can quiskllect employee/groups to be displayed in
the pay sheet report.

F4: Change Currency:

Click on F4: Change Currency button or press F4tkeshange the currency.

New Column
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Use this button (ALT+A), to add a column for anyhet Pay Head not part of the
default Pay Slip format. Such new column is addedtle right-hand side of the existing
columns.

Alter Column

Use this button (ALT+A), to replace an existingwmh in the report with a new
Pay Head column. The cursor should be position¢darcolumn to be replaced.

Delete Column

Use this button (ALT+D), to replace and existinducon in the report with a new
Pay Head column. The cursor should be positionetth@icolumn to be deleted.

Use above column buttons to customize the appearanearious Pay Heads as
columns as per requirement.

Printing Pay Sheet Report

Printing of Pay Sheet is done in a similar way ag ather report in Tally, by
Pressing ALT+P from the report display screen.

While printing the Pay Sheet report, choose armoaptd Increase the Line Height

(for each employee line) for he purpose of obtayrsignature of employee or fixing a stamp,
and use the printed report for manual salary dsaent or any other similar purpose.

PAYROLL STATEMENT

While Pay Sheet report gives you a readily avadlatdt of earning/deduction
columns and format, Payroll Statement Report allgaus to generate the report for a specific
Pay Head/Ledger.

Go to Gateway of Tally > Display > Payroll ReportsStatement of Reports >
Payroll Statement
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Payroll Statement

ABC Compan

For All Employees 1-Jul-2006 to 31-Jul 2006
Particulars Basic
Salay |
Marketing
Employee B 1
Employee D
R&D
Employee E
Ermployee G
Sales
Employes A
Employes C [
Employes L 2,144.00f
Employes Q 2,144.00
Suppert
Emplaoyee A
Employee F [
Tanu 2,144.00
Grand Tatal 437 00

Note: The button Functionalities in Payroll Statetesport is similar to Pay

Sheet report.

Configuration options in Payroll Statement report

F12: Configure button in the Payroll Statement ¢irup a configuration Sub-
form using which the user can customize the digptaying content and appearance of the
Payroll statement report.

Configuration

Remave Zero Entries

show Payslip Mames for Ledgers

Include Employee Groups & Categories
show Category/Group Total

Show Grand Total

Format

show Employee PF Account Mumber
show Employee | T. PAN

show Employee Bank Details

Show Employee Mumber

show Employee ESI Number

ohow Employee Passport Details
show Employee “isa Expiry Date
Expand all levels in Detailed Format
Appearance of Mames

=orting Method

Yes
Yes
Yes
No

Yes

Detailed
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
d Name Only |

. Default

o
]

Diisplay Mame 3

tyla

Alias (Mame)
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Remove Zero Entries Set this option to Yes to remove Earning/Deduction
data with Zero value.

Show Payslip Names for Ledgers Set this option to Yes to pick the name
entered in the Name to Appear in Payslip field @dger master screen. Set this option to No to
pick the name entered in the Name field of the leedgaster screen.

Include Employee Groups & Categories -Set this option to Yes will

display rows showing Category and Groups. Settimg to No will list only employee
information.

Show Category/Group Total —Set this option to Yes to display Category
and Group wise Totals.

Show Grand Total — Set this option to Yes to display Grand total e t
bottom of the report.

Format — Detailed or Condensed

Show Employee PF Account Number Set this option to Yes to display
employee PF Account number.

Show Employee IT PAN Set this option to Yes to display employee IT PAN
number.

Show Employee Bank Details- Set this option to Yes to display employee
bank detalils.

Show Employee Number- Set this option to Yes to display employee
number along side the Name

Show Employee ESI Number Set this option to Yes to display employee
ESI number.

Show Employee Passport Details- Set this option to Yes to display
employee passport details.

Show Employee Visa Expiry Date- Set this option to Yes to display
employee Visa Expiry date.
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Expand all levels in Detailed format —Set this option to Yes to expand all
levels and display Employee details. Set the samméd, to display summary report for
Category/Group.

Appearance of Name -You can Select the appropriate appearance of name
from the Name Style list.

Sorting Method - You can select the appropriate sorting method fitoerlist.

PAYMENT ADVICE

The Payment Advice repot is used to generate PayAwvice / Bank Transfer
letters for a specific bank account based on th@&pRayment vouchers posted to the account

Go to Gateway of Tally> Display > Payroll ReportStatement of Reports >
Payment Advice

Printing Payment Advice

Printer  (MedO:) Paper Type : Ad

No. of Copies B

Print Language : English {Printing Dimensions)

Method : Meat Mode Paper Size : {327 = 11.89" or 210 mm x 297 mrm)

Page Range LAl Print Area : {327 = 11.89" or 210 mm x 297 mrm)
Report Titles

Payment Advice

Withowt Date Range of Repor, Without Fage Numbers

From {blank far beginning) o 142006
Ta (blank for end) 3042006
Cost Category . O All ltems
Employee/Group . O All ltems
Bank Ledger :
Date Range to Print . From: 142006 To: 304-2006 .
Print ?
Sorting Method . Bank Details
Yes or No

Click Yes to display the screen.

PAYROLL REGISTER

Payroll register is a month- wish transaction sumymaport displaying vouchers
month-wise, akin to Display Statistics in the aatog module. Though the register primarily
displays Payroll vouchers, you can customize to aayl other voucher type by adding a new
column.
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Go to Gateway of Tally > Display > Payroll ReportsStatement of Report >
Payroll Register

Payroll Register ABC Compan

Payroll
ABC Company
Particulars 1-Aor-2006 to 3-Ju-2006
Transactions
Total Vouchers | (cancelled)

Anril f
Way fi
June i

August
September
October
Movember
December
January
February
Warch

Grand Total

Press F12: Configure button and set the AppearahBames and the Periodicity
to use as shown

Display Name Style

Configuration

Alias (Narme)

Appearance of Names [N IR | a5 Only

Peridicity to use . Monthly Mame iﬂxﬂaﬁi

You can drill down to a List of Payroll Voucher mgfs for a month and then to a
specific voucher, if required.
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Voucher Register ABC Compan! i
List of All Payroll Vouchers 1-May-2006 to 31-May-2006 |

Date Particulars Weh Type  Veh Mo, Dehit Credit|
Armnount Amaount |
7 2,144.00
1-5-2006 Basic Salary Payroll B 2,144.00
1-5-2006 Basic Salary Payroll 9 2,144.00
1-5-2006 Basic Salary Payroll 10 2,144.00
1-5-2006 Basic Salary Payroll 11 2,144.00
1-5-2006 Basic Salary Payroll 12 2,144.00

ATTENDANCE SHEET

The Attendance Sheet is similar to Pay Sheet repod displays a pre-formatted
report with columns, related to your attendancelpotion data.

Go to Gateway of Tally > Display > Payroll Repoftéttendance Sheet

For All Employees 1-Jul-2006 to 31-Jul-2006
Particulars Absent Box Frod LOF Overtime

Marketing 21,200kg 1 Days
Employee B 1 Days
Employee D

R&D 1 Days
Employee E 1Days
Employee G 150 Hr O Min

Sales 500 ke
Employes A
Employes ©
Ermployes L 1 Days 252 1ir O Min
Employes Q 500 kg 1 Days '

Support
Employee A
Employee F

Absent 5 Days

Accounts

Tanu

1 Days 1 Days

500 kg

1 Days

Configuration options in Attendance Sheet report
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Configuration button, F12 in the Attendance Sheehgs up a configuration sub-
form by which the user can customize the displayfimg content and appearance of the
Attendance Sheet report.

Configuration

Remave Zero Entries Ales

Include Employee Graups & Categones ¥ Yes
Show Cateqory/Group Total ? No

Include Group Attendance/Production Types ¥ Yes

Dizplay Attendance/Praductian Typas in Tail Units ¥ Yes

Format . Detailed
Expand all levels in Detailed Farmat ¥ Yes

show Employes Mumber ? No
Appearance of Names . Name Only
Sorting Method . Default

Include Group Attendance/Production Types- Set tiggon to Yes to Include
Group Attendance/Production Types in AttendanceeSteport.

Display Attendance/Production Types in Tail UnitsBet this option to Yes to
display the Attendance/Production Types in Tailtslni

ATTENDANCE REGISTER

This report is similar to Payroll register and digs the summary report of the
Attendance vouchers. The configuration and buttmctionality are the same as in other Payroll
Register reports.

Go to Gateway of Tally > Display > Payroll Repor#sttendance Register
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Attendence Register

Abtendance
ABC Company
Particulars 1-Apr2006 to 3-Jul2006 |-

Transactions
Tatal Vouchers| (cancelled) |-

Apil 7 s
hay
June
.0 9
August
September
October
Movember
December
January
February
MWarch

6 I}
8

Trwe Trm |

Grand Total

Press F12: Configure button and set the AppearahBames and the Periodicity
to use as shown:

Configuration
Alias (Name)
Appearance of Names - INEIUPYORTYAN | Aiias Only
Periodicity to use . Monthly [Mame [Alias

Shortcut keys in Tally
The shortcut keys appear in button names in th@ilar (right side of the Tally
screen). You can either click the button from thitdn bar or pres the relevant function key or
character underlined/double-underlined.

The buttons have a function key before the buttames (EgF1: Select Cmp)
which means you need to présk key (Function Key) to select the ‘Select Company’ sare

The buttons have an underlined character E8):Cmp Info), which means you
need to presALT +F3 to select the ‘Company Info’ screen.
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Some buttons have a double-underlined character VEGAs Voucher) which
means you need to preSIRL + V to select the ‘Voucher’ in voucher mode.

Function Key Combination

Windows Functionality Availability

F1 To select a company At all masters menu screen

F1 To select the Account Button At the Accountingou¢her
creation and alteration scre

F1(ALT+F1) To select the Inventory Button At the b&mtory/ Payroll

Voucher creation and alteration
screen

F1 (CTRL+F1)

To select Payroll Vouchers to alt

er - e Accounting/  Inventory
voucher creation or alteration
screen.

F2 To change the current date At almost all screens in TALLY
To select company inventonAtthe F11: Features screen
features

F3 To select the company At almost all screens in TALLY
To select Company Statutory |8At F11: Features screen
Taxation features

F4 To select the Contra voucher At Accounting / emory

Voucher creation and alteration
screen

F5 To select the Payment voucher At Accounting/éfriory

Voucher creation and alteration
screen

F6 To select the Receipt voucher At Accountingvelmory

Voucher creation and alteration
screen

F7 To select the Journal voucher At Accountingvelmtory

Voucher creation and alteration
screen

F8 To select the Sales voucher At Accounting / inoey

Voucher creation and alteration
screen

F8 (CTRL+F8)

To select the Credit Note vouche

r  Atdunting / Inventory
Voucher creation and alteratio
screen

=)

E9

To select the Purchase voucher

At Accountingémmory
Voucher creation and alteration
screen

F9 (CTRL+F9)

To select the Debit Note voucher

AtAunting / Inventory
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Voucher creation and alteration
screel
F10 To select the Reversing Jourpak Accounting / Inventory
voucher Voucher creation and alteration
screel
F10(CTRL+F10) To select the Memorandum At Accountitnventory
Voucher creation and alteration
screen
F11 To select the Functions apdtalmost all screen in TALLY
Features screen
F12 To select the Configure screen At almost atest in TALLY

Special Key Combination

Window Functionality Availability

ALT+2 To Duplicate a voucher At list of Vouchercreates a
voucher similar to the one
where you positioned the
cursor and used this key
combination

ALT+A To Add a voucher At list of Voucher — creates |a
voucher similar to the one
To Alter the column in columnarwhere you positioned the
report cursor and used this key
combination

Alters the column in all the
reports which can be viewed in
columnar format

ALT+C To create a master at a vouchét voucher entry and alteratign
screen (if it has not been alreadycreens, at a field where you
assigned a different function, akave to select a master from a
in report like Balance Sheetlist. If the necessary account
where it adds a new column to thikas not been created already,
report) use this key combination to
create the master without
To access Auto Value Calculatoguitting from the voucher
in the amount field duringscreen.
voucher entr
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At all voucher entry screens |n
the Amount fielc
ALT+D To delete a voucher At Voucher and Master
To delete a master (Single) alteration screens.
To delete a column in arnyMasters can be deleted subject
columnar report to conditions, as explained |n
(if it has not been alreadythe manual.
assigned a different function, as
explained above) All the reports screen which
can be viewed in columnar
format
ALT+E To export the report in ASCII, At all reparscreen in TALLY
ALT+1 To insert a voucher At List of Voucher — insert a
To toggle between item andoucher before the one where
Accounting invoice you positioned the cursor and
used this key combination.
At creation of sales and
purchase invoic
ALT+L To select the LanguageAt almost all screens ip
Configuratior TALLY.
ALT+K To select the KeyboardAt almost all screens ip
Configuration TALLY.
ALT+O To upload the report at yourt almost all screens in
website TALLY.
ALT+L To select language for TallyAt almost all screens ip
interface TALLY .
ALT+M To Email the report At almost all screens |in
TALLY.
ALT+N To view the report in automaticAt all the reports where
columns columns can be added
ALT+P To print the report At almost all screens |in
TALLY.
ALT+R To remove a line in a report At almost all reens in
TALLY.
ALT+S To bring back a line you removedt almost all screens in
using ALT+R TALLY.
ALT+U To retrieve the last line which {SAt almost all screens in
deleted using Alt+R TALLY.
ALT+V From Invoice screen to beindAt Invoice screen -> Quantity

Stock Journal screen

Field -> Press Alt +V to sele(

ot

the Stock Journal.
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ALT+W

To view the Tally Web browser.

At almost allscreens in

TALLY.

ALT+X

To cancel a voucher in Da

Book/List of Vouchers

yAt almost all screens i

TALLY.

ALT+R

To Register Tally

At almost all
TALLY.

screens

CTRL+A

To accept a form-whe3rever yq
use this key combination, th
screen or report gets accepted
it is.

screens |
where 3

DAt  almost  all
alALLY, except

before acceptin

1
apecific details has to be given

CTRL+B

To select the Budget

At Groups/ Ledger

Voucher
(Accounts Info) creation an
alteration screen

| tCos
Centres /Budgets /Scenarigs/
Types/Currencies

d

CTRL+ALT+B

To check the Company Statutg
details

npat all the menu screens

CTRL+C

To select the Cost Centre
To select the Cost Centre

At Groups/ Ledger

Voucher
(Accounts Info) creation an
alteration screen

At  Stock
Categories/
Reorder Levels/ Godown
Voucher Types/ Units @
Measure ( Inventory info
creation/ alteration screen

Stoc
Item

Groups/
stock

/ Cos
Centres /Budgets /Scenarigs/
Types/Currencies

[amd

5/
5/

CTRL+E

To select Currencies

At Groups/ Ledger /siC
Centres /Budgets /Scenaric
Voucher Types/Currencie
(Accounts Info) creation an
alteration screen

Xe)
DS/
S

CTRL+G

To select the Group

At Groups/ Ledger / C
Centres /Budgets /Scenaric
Voucher Types/Currencie
(Accounts Info) creation an
alteration screen

CTRL+I

To select the Stock Items

At Groups/ Ledgér Cost
Centres /Budgets /Scenaric

Voucher Types/Currencie

lost
s/
s

d

DS/
S
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(Accounts Info) creation and
alteration screen
CTRL+ALT+I To import statutory masters At all mencreens
CTRL+L To select the Ledger At Groups/ Ledger / Cost
To mark a Voucher as Optional | Centres /Budgets /Scenarios/
Voucher Types/Currencies
(Accounts Info) creation and
alteration screen
CTRL+O To select the Godowns At Stock Groups/  Stock
Categories/  stock Items/
Reorder Levels/ Godowns/
Voucher Types/ Units af
Measure ( Inventory info
creation/ alteration screen
CTRL+Q To abandon a form- wherever yofit almost all screens in
use this key combination, it quitSALLY
that screen without making any
changes to i
CTRL+R To repeat narration in the sap®t Creation/ alteration of
voucher type voucher screen
CTRL+ALT+R Rewrite data for a Compa From Gateway of Tally scre
CTRL+S Allows you to alter Stock ItemAt Stock Voucher Report and
master Godown Voucher Report
CTRL+U To select the Units At Stock Groups/ Stock
Categories/  stock ltems/
Reorder Levels/ Godowns/
Voucher Types/ Units of
Measure ( Inventory info
creation/ altertion scree
CTRL+V To select the Voucher Types | At Stock Groups/  Stock
To toggle between Invoice andategories/  stock ltems/
Voucher Reorder Levels/ Godowns/
Voucher Types/ Units af
Measure ( Inventory info
creation/ alteration screen
At creation of Sales/ Purchase
Voucher screen

Special Function Key Combination
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n

N

Windows Functionality Availability
ALT+F1 To close a company At all menu screens
To view detailed report At almost all report screen
To explode a line into itsAt almost all screens in TALLY
details
At you Inventory / payrol
To select Inventory voucher creation or alteratic
vouchers to altt screer
ALT+F3 To select the company infdAt Gateway of Tally screen
menu
To create/alter/shut a
Compan
ALT+F4 To select the Purchase Ordéxt Accounting / Inventory
Voucher Type Voucher creation and alteratiq
screen
ALT+F5 To select the Sales OrdefAt Accounting / Inventory
Voucher Type Voucher creation and alteration
screens
To view monthly anc
quarterly report At almost all report screen in
TALLY
ALT+F6 To select the Rejection OuAt Accounting / Inventory
Voucher Type Voucher creation and alteration
screens
To change the Sales Order
Voucher
ALT+F7 To select the Stock Journaht Accounting / Inventory
Voucher Type Voucher creation and alteration
screens
To accept all the Audit lists
At Tally Audit Listing screen
ALT+F8 To select the Delivery NoteAt Accounting / Inventory
Voucher Type Voucher creation and alteration
screens
To view the Columnar
report At Ledger Voucher screen
ALT+F9 To select the Receipt Notét Accounting / Inventory
Voucher Type Voucher creation and alteration
screens
ALT+F10 To select the Physical Stockt Accounting / Inventory

Voucher Type

Voucher creation and alteration
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screens
ALT+F12 To filter the information At almost all report screens
based on monetary value
CTRL+F1 To select payroll voucher fopAt Accounting / Inventory
alteration Voucher creation and alteration
screens
CTRL+ALT+12 Advanced config At Gateway of Tally

Key Combination used for navigation

Windows Functionality Availability
ENTER To accept anything you typ&ou have to use this key at
into a field. most areas TALLY
To accept a voucher or master At the receivables report -
press Enter a pending bill to
To get a report with furtherget transaction relating to this
details of an item in a report. | bill ( e.g. original sale bill
receipts and payments
against this bill, etc)
ESC To remove what you typed intédt almost all screens in
a field TALLY.
To come out of a screen
To indicate you do not want {o

accept a voucher or master.

SHIFT+ENTER

Collapse next level details

AT VouclrRegister screep
and Trial Balance report

SHIFT+ENTER

To explode a line into its detailtn almost all Reports:

At a Group/Stock
Group/Cost Category
/Godown/Stock  Category-
displays Sub Groups and
Ledgers/Stock Items/ Cost
Centres/ Secondary

Godowns/ secondary Stock
Categories

At a Voucher-displays it

[*2)

entries and narration
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[72)

At a Stock Item — display
the next level details

At Voucher Register screen|—
displays the next level details

At Trial Balance report -
displays the next level dete

CTRL+ENTER

To alter a master while makingt Voucher entry and

an entry or viewing a report

alteration screens

At all reports
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