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» Tally T & (What is Tally)

Tally T Most Popular “Accounting Software g fSIE#T 921 AT/ Transactions

Allowed in a Linear Line Yards raT g S Tally
Solution Private Limited % =T 9 1986 #
QATH ra< MAAHT AT I o A TATHT o
TR FATIT AT ST T&ATAT SNTA T, (FATeF)

H Raa g |

: Tally
: Solutions

: Enterprise resource

Tty

H
POWER DF SIMPLICITY &
H

planning company

Solution Private Limited in 1986 by Shyam ‘i

headquartered
located.)

in Bangalore, (Karnataka)

% = fer foarT Srat 2 |

w= Tally is used to perform accounting related

= Tally is a Most Popular "Accounting Software ®

whose full name is Transactions Allowed in a :

i Tally Solutions Pvt. Lid. is an Indian multinational

Linear Line Yards which was created by Tally

: technology company, that provides enterprise

tallysolutions.com

resource planning software. It is headquartered in

: Bangalore, Karnataka. The company reports thatits

Sundar Goenka and his son Bharat Goenka, _ o4 :
- software is used by more than 1.8 million customers.
1S i Wikipedia :

i Customer service: 1800 309 8859

Tally T ZewTer et ot =ramm, Foe, 3% ar |

Founded: 1986

s . d i Headquarters: Bangalore, Karnataka, Indi
LR TFA | Accounting T [ TAT bl gy | oo Jangaiore, famaai, i

! Founders: Shyam Sunder Goenka, Bharat Goenka

Type of business: Private company limited by shares §

tasks in any business, company, bank or government offices.

Accounting: 5, THTT AT LRI TFALN H THI 3l oI-a T (gena-Fhare @,
S HAST T il T I THISTENT Fgd & (oraH e 9T 5 <8 & Work 9T
2 (Accounting is the process of maintaining, managing and managing the
transactions of money in banks, shops or government offices, which includes

many other types of work.)

Tally 5 ST st T Trfer, fAerett T T0fer, 39 @1 6T ToF ST & are-are
@Tar T Description it $ff Entry #T SITeft g 5% @19t a%g % Work &7 &=t o
Manage FFIT ST T4 3T 918 § 39 @7 AT Recipt =TT ST 9 |
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= In Tally, the amount deposited, withdrawn amount, complete information of
that account as well as description of accounts is also entered which can be easily
managed by all kinds of work and can be viewed or received later.

Tally ATFEAIT T TEAHTA RIS H AT FTHT ] FL 6 (70 6T Jram
g FA1T T ToAT Tt STTeh |T< FHTAT &l AT & FT aaT o (Tally software is
used to do accounting related work because it easily does all your work without
any mistake.)

P Tally Version

Tally 4.5 was the first version of Tally. It was released in 1990.
Tally 5.4 was the second version of Tally.

Tally 6.3 was the third version of Tally.

Tally 7.2 was the next version of Tally.

Tally 8.1 was the next version of Tally.

The next version was Tally 9.

The next version of Tally is ERP 9

The latest version of Tally is Tally Prime...

ERP = Enterprise Resource Planning (39 S9T&« J1SIT)

TALLY = Transactions Allowed in a Linear Line Yards (T& fifRa< Area a1e
H oIF-3 & AT B)

P Tally Prime - Official Features

e Invoicing & Accounting: Tally Prime makes it amazingly simple to create
and record invoices. Optimized invoice components, host of
configurations, multiple billing modes and so on. makes Tally Prime really
molding to your business. The wide variety of Tally Prime’s features
makes it a simple accounting system.

e Inventory & Management: The features of Tally Prime’s make it one of
the most flexible systems for optimal inventory management. Features
such as go down management, multiple stock valuation, manufacturing,
batch and expiry date, job costing etc., and the powerful inventory reports
make inventory management a cakewalk.
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e Insightful Business Report: Tally Prime comes with more than 400
business reports which are readily available with powerful insights that will
allow you make informed decisions. Tally Prime’s amazing flexibility
allows you to slice and dice your reports and look at them the way you
want, the way it works for your business.

e GST/Taxation: With Tally Prime, you can generate GST compliant
invoices such as tax invoice, bill of supply etc. in seconds and file accurate
GST returns always. What’s more? You can automatically generate e-
invoice and print invoices with IRN and QR code instantly. Using Tally
Prime’s features, you can also manage TDS, TCS and payroll statutory
such as PF, ESI and employee income tax.

e Credit and Cash Flow Management: By increasing the efficiencies in
accounts receivable, accounts payables, inventories, and several other
areas of business, Tally Prime helps you optimize cash flows. Tally
Prime’s insightful reports help you to be on top of your cash flow.

e Multi — Task Capabilities: Tally Prime supports multi-tasking and helps
you handle the day-to-day interruptions. You are in the middle of the sales
invoice but want to record another new sale? Or in the middle of making a
payment entry but want to refer to outstanding report before proceeding?
Using Tally Prime, you will be able to handle many such situations without
the hassle of switching between multiple instances of Tally or the worry of
losing your progress.

e (o to Features: With Tally Prime, discovering insights just got easier.
This is made possible with Tally Prime’s new and powerful search bar
called “Go To”. Using Go To, you can search and find the things you didn’t
know Tally could do for you and discover new insights to run your business
better.

¢ Banking: Tally Prime comes with a wide range of banking features/utilities
that help you manage all your banking needs easily. Using Tally Prime’s
banking features such as auto bank reconciliation, pre-defined cheque
formats, cheque management, e-payments etc. makes banking an effortless
task.

e Access Business Data Online: Tally Prime gives you the ability to view
business reports online from the comfort of a web browser, wherever you
are with the promise that your data will always rest with you.

SHARMA COMPUTER & TYPING INSTITUTE TALLY




SHARMA COMPUTER & TYPING INSTITUTE

e Secure Data: We understand that your business data is sensitive and
ensure that you will always remain in custody of it. With multiple user
access control and feature-based security levels ensure that access to your
data is restricted based on your choice.

P Tally Prime Downloading & Installing

Step (1) Visit official website: tallysolutions.com

Step (2) Click on download button

asagen X | B Cersduticnd - tulate: X | @) Sunsisssste]: ¢ X W oot Whfos Wi X 4 v = R
) & C ) @ biywiscoscon/bwnioe AN 6 i
M' Products v Spport Partnes v Resourcesy AboutUs »  BUYNOW  DOWNLOAD
I
-H TallyPrime

Experience a new-age business management software for new'-age businesses
Naw with e-invoicing capability

Ly TailyPrime (R 20.1)

Note: Sepocrts Windaws 7 or el
0N NECOMMNB0RE 3731 Cordp!
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Step (3) Now, open this setup & Run

/

£ setup (1).exe
N

Down

Note: Supports Windows 7 or fater 64 &
on recommended system configuratior

B TallyPrime
. A

P Verem | & Ow

« C O & stschticostomiman

—_—
O3 TP ame Setnp Mages x
frtall Applicanon
Apphamon TalyMime
Nelvare : 201
Appiicanan Patn 1 C\Program Pl Tay@rime (7]
Ci Configure O Mare Armom. 1= itad|
h |
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Now, Installing...

¥ Mmuoe X | @ Cewecubboon tufinet | @ SoxSibete milite & X B Dowrist Wene Tiyfe x4 . a

¢ 4 C () & tdlymhsomesmissaniond e r »IAQ

m' Products v  Support  Pariners v Resoarcese AboutUs v BUYNOW  DOWNLOAD

ExJouﬁmsww - Ls

fesstalling
appicanon TallyPrime
Retease H 28 §

Appiicaton Path ¢ C\Program Files\Tallyirime |2

Instalieg

Appiration : Ulybrme
Release 1 201
Apphication Fatn ¢ C\Program Fies\TallyPrime (2}

Apphrtation Shortcut “TaltyPrims ()" can be found on your deskiop
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After Starting Tally Prime, Allow Access

L

(\ L} " res of this
Wreteem

e

Appacal 3 Defender Prened s bodes sovw feakres of TabPrew on o pubic o proe
s
L thare
e
DbArer Tady Sokstors Py, L
Coumvy Tety C: frogram Sex b (2] ey e
Accounti
Ao TAlPorw 10 COrTencats @ fwes wovats
OINy

\ [TPovete stz scth sw vy hore or work reteort

Bl retovrka, 305 an Srae 1 avper ts e o€y et recomeerded
beimae Bxae retrarks ofen e Wi o reo secsty}

Licenss
Uratie tn 000054 thw Configumn Tally Gateway Sorvt Gacathost 9399)
Salect one of the ilowng options
Conteve 0 Lse Licares Rascsvue DRIl
E0uanon s Moos From 1w Edsbeg Licenis Dot L

STa g Tally T 9ge(l aT€ Open ¥ & a1 AT 9T I AT oo o7d g o

ZH TRl U fasheT FT Choose FEAT 2raT g (When we open Tally for the first
time, we have these four options in which we have to choose any one option.)
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Option (1) Continue in Educational Mode: 37T 3T9T Learning Period g a7
TH ACeT™ | Tally T Continure F< AT ST 3T Tally FT H@AT A8 @ AT
ST T 3T Tally T H g Agl A & af “Continue in Educational Mode”
T TEAHTA L F11eh I [SoAe Sht § | ST 3T H AT & AATAT Fils GO
3Afcer choose FXT g dT = forT smaaT License it ST&ea g2t oo @diear
T=ar 8 | 3l 29T “Education Mode” #T ZEAHTT F¥eh gt Tally Prime €@
912 § License Key &g &1

= If you have a learning period, then continue Tally with this option, that is, if
you want to learn Tally or you do not know anything about Tally yet, then use
“Continue in Educational Mode” because it is absolutely free. If you choose any
option other than this option, then for this you will need a license which has to be
purchased. Right now, we will learn Tally Prime only by using "Education
Mode", later we will buy License Key.

ST gH ToheT et AT T o (o1T HTH FTAT [ HL a3 T 3§ a<h License @&
ST TR S TTL FHUAT T 1T TTAfad St § =2 foram o7 & |

= When we start working for any company or shop, then at that time we will buy
the license so that the data of many companies can be entered in tally every day.

Option (2) Use License from Network
Option (3) Reactivate Existing License

Option (4) Active New License

AT ST gHANT 3% | Tally T 8@ <4 7 912 # Single License Key @4
ST 3T TH Activate F¥ <37 | gHANT 3THT 28 Educational Mode 9% & Continue

H4T (When we will learn Tally well, then later we will buy Single License Key
and activate it. We will continue it on Educational Mode only.)
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Educational Mode # Continue F & T 3MTeh ATHA T UAT Window TAHT
ATINTT @1 AMTH Select Company IT Create Company F¥ & {10 &gl ST |
Tally % 7Y HaH TgdT & TH graTl g Company Create FIAT FATTh THE (64T 29
Tally ® s ot Data Entry 951 #< ehd |

= After continuing in Educational Mode, such a window will open in front of
you where you will be asked to select Company or Create Company. The first
thing inside Tally is to create a company because without this we cannot do any
data entry in Tally

» Company Create FTAT 91 STEL[ 872

FAAT AT THTTT & g FATTh 29 ST AT Data Entry T a1 foher ot o forw
T T Tally Tl FATAT ST&T gIAT g FAi1eh <At § agd |TL HAAT a7 ST Tohel &
| St g9 Tally ® 91 a91d & af 89 a@f Company Name, Mailing Address,
Email, Phone Number, Fax, Country, State, Address TATR Fill Up AT @Tﬂ %’
S Complete FX F aT& ZHTIT ha+T Create B SITAT ¢ | T BH Hael T af d1%
FLAT BIAT § S 971G gH H FHUH[ % [o1U iz HT Entry F T g | TF MEHT
T HTL FHOAT HT Data Entry F¥ ThaT g SHTT g€ T o (070 gH STeAT-3TT
FAT ST AR T qTrk T a7 IHT | UT foham SI7 &eh o g6 A1 8 |

Spectly Path
Eebec) hact Dnve

Clliverd Putabct TallyPrivne Duiae
*up

SHARMA COMPUTER & TYPING INSTITUTE TALLY




SHARMA COMPUTER & TYPING INSTITUTE

» Company ¥ adTd 872

Step (1) FaI# 98T 3T Create Company 9% a1 &< (First you click on Create
Company)

CtbumrvSetlict T abyirime'dana
"

. A

Stelp (2) Create Company 19X @& ¥ & 9T AT qTHA %w, UaT Windows

Open BT TSTEH STIRT STO AT o aTY H % AT o1 g7 (After clicking
on Create Company, you will have such a window open in front of you, in which
you will have to give some information about your company.)

Campary Oota Path Chllsers'PablichFallyPrimeiliot
Comgpany Name { | Femos! yes begming fom 1apedt
stirag A
Maiing Mame Beoks buggerany hom 1Ape 1
Address
Seate * Not Applicabin
Caumy tndia
Pincods
Telaphare 7 Grosp Compury

Matele
Fax
Eaw
Wabnis

Base Curescy symbol t
Foomal name ™R
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Step (3) ATLI-ATLT & Tab & AT T Details Fill w2 (Fill the complete details
with Tab one by one.)

e Financial Year &7 fgar & 312 2rar g o<t o | gaerw 2o iy Ao ¥, forsg 4,
I AT 9 6T TAtd (Period of one Year) T Fgd &, (o189 A8l & IILTH 3T HATS
FA G A GH A ¢ | THT H 29 FY AT forar Smar 8 | 9 # fhege 78 1 st
2021 ¥ ¥ 31 HTH 2022 T BraT & | (NOW)

= 3T OTH T Hael & {70 ST dF Details 8 39 Fill #¥ | T SR Fill
FAT s STELl Al g, AL QL SATARILL AT I g a7 39 Fill F¥ % g (Fill
whatever details you have for your company. It is not necessary to fill all the
information, if you have all the information between you, then you can fill it.)

x Company Create F¥d T9F Financial Year &7 &TH & <@ o i FaATH 907 §
FI9-T Financial Year 9 ¥&T g | Tally Default Financial Year SaT 31T 3117 39

ot Continue F¥ & g

While creating a company, look at the financial year carefully to see which
financial year is going on at the present time. Tally will tell the Default Financial
Year, you can continue...

Appearance of Create Company

1. Directory : It displays location to store your current company.

1. FER®T - g 3MUD! ITHM BT BT TR PR & T R T&fRid Bl 5

2. Name : This is used to define name of company to maintain account.

29M : 3BT UGN WA §HIE I & fe1T U o 1 DI GRUTNT B &
forg fosa e 31

3. Mailing Name : This is used to define owner’'s Name of company.

3. AfRAT BT ATH: T8 HUT P Hifered P 19 ! URHIINT H & o seaara fPar S g |

4. Address : This is used to define address of company where your company
establish.

4.9al - g U B Ud B GRHTT PR & o1T IuaRT bt Sl & et a1
SO I FA R
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5. Country : This is used to define country name of where your company
establish.

5. G¥ . U 9Ig1 MY U bl RITYAT & G & AH bl URHTNT B & forg
ST foba |

6. State : This is used to define state name where your company establish.

6. I - g T P A9 B! uRHIRT B & forw samra foar oirar & &gl
YT HU R BT B

7. Pin code : This is used to define pin code of that location where your company
establish.

7. ®rs - % 39 VM & U7 I &I aRYId w7 & forg Sui fosan e g
ST 3T HU-T VAT PRl

8. Phone No. : This is used to define telephone no. your company mobile no of
owner's.

8. B . : SUDHT SUIRT T 18R DI GRUINT I o fTT foram STt g1 S
HUH! BT HISTSd TR Hifcrd o |

9. Mobile No. : This is used to define mobile no of owner’s.

9. HieTge . : 3D JUINT HIfeTeh & HSTSe HaR DI TRUIT B & fore fobar Sl
g

10. Website : This is used to define web-site of company.

10. AT . I U DI 99 WIST DI URHTG B P FIT 7anT far S g |

11. Email Id : This is used to define email id of company.

11. 30T TS S : T HUA b SHA NSS! DI URHTIG HRA P FIT TaRT fbar S |

12. Financial Year : This is used to define financial year to maintain account.
12.1%?\1?1%13? . U8 WTd & I W & o1 foxita an &t afRkunfia == o forg gam
ICRICIGING]
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Step (4) 99 % Fill FI & a12 = Accept Button H Yes ¥ (After filling
everything, click Yes in the Accept Button below.)

Comparry Data Pate CoAlmay et Pubsbics Tl hy Prios \data

Componry lame MECI CONPUTER INSTITUTE Foascial year baginang dom 1A

Bosks begnrng fom VApe 23
Mydrg Hare
P

A

Stae * Net Applicable

Cogriry Indea

Groug Company

Accept FTT % FT& TaaT a1 Successfully Create 2T STV | F® Extra Features
ST 3T Enable F¥AT AT8d & 99 “Yes” F¥ @ahd g A+74T “N0” Tg7 & | gH 9
Need F SITET a12 | AT TH “Yes” or “No” F¥ T g |

More Datads

c created X
(Enabie the f0atums a5 fer pouy Dsmoss ool

Company: RECI COMPUTER INSTITUTE

Show more fesdaws Ne

Accownting Taxsson

N rties Accoures Y Enatde Costls antl Servces Tax JGST) Y
Lraske B8-wise srtry Yeu Enable Tax Deructed pt Sonce (105) Ha

lremetory

Muartias ety Yiu

teguate ACcoumts wih inventory
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Step (5) ATY Features &1 Enable AT Disable F¥ o aT& TH | Accept 7 (After
enabling or disabling all the features, accept it as well.)

GST Registration Dataliy

Stpw * Not Apphcadle
Regatration typs Rogutar
Assessas of Other Tentory o

GET ippbcitie bam 1Age 21
GETRAUN

Poedcty of GETRY Nomy
Addizonal Footeres

Setiotter GST rate detads
Ercatds tax kateity an adhance nespts

(Purchame Ao srragadewd desle)
Enatés GST Classfications

No
Ko
Enatle tax batalty on reverae charge ho
Ko
Prowds LUTBosd detaly L

GST Details

Invoice Featies

o'y Bet apphcable Yo
Appticabls fom LR TP A
Theshols keat mchates Invoice valos
Thieabede ket 51,000
Apgiicabie oo Intiastato Yes

Thuashal lent 9.300

Prem o ¥iay BVl wih imoice N

eimaarng apphcathe No
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created successtully.
(Enatie the fakins Al gor piiy Dussass s |
Company: NECICONMPUTER INSTITUTE

Show more featams o

Accowting Taxaton
Mairtan Accaunes Eratis Goats mn Seevces Tae (G5T)
Enatks Bt antry Enath Tax Dasuctad o Source (TDS)
Irwomory
Martms rnverctory
Weogeate ACCoums wih Ineantory

arerm%W%TallyPrime%WWW%@{%@%%@W
Edit 37 f2=fte a7 ST 9%har g (Now you can see that your company is visible
inside Tally Prime, which can be edited or deleted again.)

SHARMA COMPUTER

AND TYPING INSTITUTE

N
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AR TTRALTRAR Y Sabarbay Y Ap 22

MECT CONPUTER WSTITUTE Ny Vouehwers Evvtated

2rm
Srwet of Actaaets

Voo hen
Dy Daax

Saoe Shent
Frok & Lows A

Ve Axsvie

Donginy Nee Regons
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» Company & Rename IT Delete & F<d &7

Step (1) Alt + K ¥¥ ¥ aIT Company Menu & ST (Press Alt + K or go to
Company Menu)

TallyPrime ~ MANAGE

EDU

Gateway of Tz

K: Company Y:Data Z:Exchange

Create
Alter
ChanGe F3

1-Apr-23 to 31 Select Alt+F3 Saturday, 1
SHut Ctri+F3

OMLIME ACCESS

NEClcompy  COnnect No Voucher

ReMote Access
Browser Access

COMNFIGURE

Features F11
SEcurity

TallyWault

ONline Access

Step (2) T&T I¥ AT Alter option T faTeh =¥ (Here you click on Alter option)

Stelp (3) Alter STe I A Fee o 918 T UAT (@IS VT STgt & AT I

FIAT ®T Delete IT Rename F¥ T&hd g (After clicking on the Alter option,
something like this will appear from where you can delete or rename your
company.)
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= TBI H T T HIT Il Rename AT Delete FT Thd & | FAAT &l Delete FL

& forT Keyboard & Alt + D 99 %< (From here you can Rename or Delete your
company. To delete the company, press Alt + D in the Keyboard.)

Crmepawry Name NECTCOMPUTER INSTITUTE | Finkecl pesr bgoving Yo AP
Flosks begrnng bum Vapr s
Mxdog Hare NI COMPUTER INSTITUTE . » Apr
Addriss
St * Not Applicatie
Crmartry India
Pascode
Talwstone
Motda
Fax
Emal
Weasie
Baye Currency wymbol L4
Foomal rame INR
T T 1
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I<: 3T AT Tally § T8 AT FUAT 94T T@T g T et o F9=1 & Delete 3T

Rename F¥A | Tgel 39 HAAT [ Select FHTAT ZIFIT S 1% &l 3T 34 Delete
IT Rename F¥ T ¢ |

= If you have created many companies in Tally, then before deleting or renaming
any company, you have to select that company, only then you can delete or
rename it.

» Company T Change, Select IT Close & FI?

ST SATA AT o STva< agd 1L ATl
AT fordT @ ST o9 3T 3H Delete T
Close #¥AT dATgd & AT T el T@x

TallyPrime MANAGE

EDU K: Company

Gateway of Tally

HOAT B BT FAT AT &2 v
ad . Alter
ChanGe

Select
SHut

= Ifyou have created a lot of company in
tally and now you want to delete or close
it or want to work in any other company?

Q. &9t Change FX (How to

change company)

Step (1) T& FHO+T & TAL HA4T § S
FATT  Company Change X+ forw
Company Menu ® SITU IT Alt + K 39 &%
(To switch from one company to another

I.e. to change Company, go to Company
Menu or press Alt + K.)

1-Apr-21 to 31-

AlO COMPUTI

OMNLINE ACCESS

COnnect

ReMote Access
Browser Access

CONFIGURE

Features
SEcurity
TallyVault
ONline Access

F3
Alt+F3
Ctri+F3

F11

Step (2) Change option 9% fa<teh < T fare H F3 99 &< (Click on Change

option or press F3 on keyboard)

Note: FIAT Tl TAFE FLA & o0 Frare § Alt + F3 U9 FL 3 FI1 7 Shut

T Close T o o7 Ctrl + F3 I/ &< (To select the company, press Alt + F3
on the keyboard and press Ctrl + F3 to Shut the company.)
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» Tally Prime & Ta & (T8 91 w8 7147

Step (1) FaTe H Alt + K 9 ¥ (Press Alt + K on the keyboard)
Step (2) F¥aTe H F3 I9 %< (Press F3 on the keyboard)

T A IVIVIE R U IvIr T U T 1L

= Create Cbmpany T fer T AT UF I Ao T FT A g (\I(ou' can

create more than one company by clicking on Create Company)
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P FYT I & 9TS 39 Features &I %8 Enable 3T Disable &<

e T #T Features &I Enable IT Disable F¥AT A8 & S 91T &l open T

IHF 9T HArE § F11 527 99 %< | 317 59 Feature T On T Off F¥AT 124 &
ERSCETIEY

= Open the company whose features you want to enable or disable, then press
the F11 button on the keyboard. You can turn the feature “On” or “Off”.

Company: AIO COMPUTER 208t
Show mom featues No

Accounting

Martan Accounts B
Enable Bil-mise ontry

Taxation
| Enstie Goods and Servces Tax (GST) No
Yes Enable Tax Deducted at Sowrce (TDS) No
Invantory
Martan imventory Yes
Integrate Accounts with inventary Yes

TH I YT o [oT0 ST T g Y Yes FT i | ST AT gHTL AT o (o0 STt
ol § 39 No &f & |

= We will do yes to what is necessary for our company. Whatever is not necessary
for our company, we will keep it no.
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=AY AT9F Features FT Enable IT Disable 3 & %I'Q show more features H
STTehT “Yes” &Y |

= To enable or disable more features than this, go to show more features and
do "Yes".

Enable Goods and Sseaces Tax (GST)

Enabie Tax Dedocted at Source (TDS)

Show more features T Yes F¥ 3 oT2 T3 AT 1Y features T T o ey
ATTLTHAT AT Yes AT No FT Thd & (After showing Yes to Show more
features, all the features have been opened in front of you WhICh you can do Yes

L}

or No according to your need.) CUOULVIED U 4 LG IN

,\

: Yes
Show alf features > No
Accounting Taxation
Martan Accounts : Enable Goods and Senices Tax {GST)

Enable Bill-wise entry z Enable Tax Deducted at Source (TDS)
Enable Cost Centres z Enable Tax Cofected at Source (TCS)

Inventory Online Access

Martan imvertory z Enable Browser Access for Reports -~ Yes
Integrate Accounts with inventory = Enabie Tally NET Semces for Remote Access & Synchronisaton - No
Enable mutiple Price Lewels z
Enable Batches - e

Mairiain Exgiry Date for Batches Enable mxstiple addresses
Use Discoert column in imvoices = Mark modified wouchers
Use ssparate Actual and Siled Quantity columns in imices - Na
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» Golden Rules of Accounting (S/@i% ¥

7, TR AT LRI SFALL H T ] -3 HT

Rerma-frama @, SH s FI AT THT A }’ Vs
THTSIT Fgd & [oTaH 3 |l Hg ag & Work ) b‘“
A 2 | —~ Pl

= Accounting is the process of maintaining,

managing and managing the transactions of

money in banks, shops or government offices, which includes many other types
of work.

TT: TRTSTET foha= T gId & (What are the types of Accounting)

STL: THRTSTENT AT TR 6 gl &

(1) Personal Account (SITRRTT @TAT): - ST TS TohelT 1<k, ol a7 FoRet

TEAT § S[ET 2l AT Personal Account FgaTaT & (The account which is associated
with any person, company or any organization is called Personal Account.)

Examples: Verma Account, Bank Account, Drawing Account, Dinesh Traders
Account, Financial Account, Institution Account TeATR |

= fmTa €T #T1 fA99 (Rule of Personal Account)

qT Aol &0 917 (Debit The Receiver)
< AT &I ST (Credit The Giver)

= ST 2ATh Fg T F3d § Sve Receiver gl SITdT g 3 3w Debit # @T STaT
g | ST =A<k F® ad 8, 35 Giver FT JTaT g 3T 35 Credit § T@T STAT ¢ |

= Those who receive something are called receivers and they are kept in Debit.
The person who gives something is called a giver and is kept in credit.)

IQTGLUT: {ET [ 1000 FF3T 347 74T, 7E 1000 F997 o T&T & 98 Receiver gaT

AT 372 Debit § T@T ATARIT (Madan was given 1000 rupees, Madan is taking
1000 rupees, he became a receiver, so he will be kept in Debit.)
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AT & 1000 FIAT ITH AT | T9Ter 1000 F4AT T 2T & a8 Giver g3l | THIAT

3¢ Credit fam SITATT (1000 was received from Gopal. Gopan is giving 1000
rupees, he is a giver. so, they will be credited)

TI<: ST =TT @Tdl 8§ Accounting f3FIT STTAT 8 97,979 aTel @Td T Debit a7

< AT @I &l Credit AT SITaT § (When accounting is done in personal
accounts, the receiving account is debited and the giving account is credited.)

(2) Real Account (ITEafas @TAT): - UAT Account ST Fael HO{<Y & ¥ {ed gid
2 (An account that deals only with property)

JaTg 0l Building Account, Land Account, Cash Account, Furniture A/C, Stock
A/C TaTfR

Freatas «@T F1 [A99 (Rule of Real Account)

STT 3T I Debit (Debit what comes in )

STT ST 3 Credit (Credit What goes out)

ST & Fa9TT H ST JqU AT & 39 Debit § T&@T ST4T 8 ¥ =@|mT T AT
FEU SATAT & 39 Credit § T@T SITAT 8 (The things that come in business are kept
in Debit and the things that go out of business are kept in Credit.)

IETEL F qHH.....

AT | 1000 T TTH g3 AATq 1000 FIAT 3T LT g TET I Debit § @7
STTAT § TR THA o g1 T&T o= [ AT & | TS 1 97 Lal § 29T 3¢ Credit § T@T
STTATT |

= 1000 rupees were received from Raman i.e. 1000 rupees are coming, so it is
kept in Debit but the watch has been sold in Raman's hand. The clock is going,
so it will be kept in credit.
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e T8 Account ® STT WY F¥ITT AT a%q Business ¥ ATt & AT 38 @Td %I Debit
LA 8, 3T ST FFITd AT a7 Business & ATEY STt & dT S&ahT Credit T STTaT
g AT "1 ATAT & IH Sfae Y A AT ATAT & IH hise "

= In this account, whatever property or item comes into business, then its account
Is debited, and the property or item that goes out of business is credited, that is,
debit what comes and credit what goes.

(3) Nominal Account (RTHHTH T @TAT): - ATH IT g1 & [ T3 I Nominal
Account FZd g gAY «eal H, Nominal Account S8 Account &l FgT SITAT g o+
Income (3T 3T Expenses (T=) & a< § for@m ZAT Lgdr % |

(The account related to profit or loss is called Nominal Account. In other words,
Nominal Account is said to be the account in which income and expenses are
written.)

Jalgl: Salary A/C, Interest A/C, Insurance A/C, Commission A/C

I<: ST Nominal Account § Accounting FoRIT STTAT & AT “=43 3T gT & @Td
FT e FLA 8, ST AT TAT ATH o GTd &l Al Fd &

Rule of Nominal Account (ATHHTT @TAT &1 fAFW)

T @= U gri=t i 919 (Debit all expenses and losses)

T et U AT} 7 ST (Credit all incomes and gains)
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» Accounting & T F TaTH S ITF AT

W1 ST (Trade) FFr g7 STaT 82

ST ATH HHTT 6 3297 F AT AT TECAT T 57 AT (6T AT FgATdT &
(Buying or selling of goods for the purpose of earning profit is called business.)

TI: AT (Profession) T 87

I A9 i 1 & forw B wm #g ot #1f ar arae s 7w Pre
Training (T3 TTT&TT) T SALTFHAT Zl & IH TAT Fgd & (Any work or means

done to earn income which requires pre training is called profession.)

T: ST (Business) 8 Figa 87

3 e off statutory (F&THH) FTF ST AT IT ATH T FLA F 3297 T FohaT
TAT BT I AGHT Figd o | SH Aqid aeq HAT HT FF-[90 7, s, TagH,
FEITHAT, AT ATTQ A 8 | SHIL H ST g SATATL S JT o a1 | Fqrar A7
T ot =HT % TeaT od g |

= Any statutory work which is done for the purpose of obtaining income or profit
Is called business. Under this, buying and selling of goods, services, banks,
transport, companies, production etc. What we told above about business and
profession, they also come under this.

T AT-aF (Transaction) = ﬁ%l’ %’7

ST HAATT H ATA, {&T AT HAT & IRETF HAgE AT AEE-TETH Al oAd-a

Fgd & | = Financial Transaction HT Fgd & FT1Teh TH T H ATIT SATAT ¢ |

» Transaction is the mutual transaction or exchange of goods, money or services
in business. It is also called Financial Transaction because it is measured in
currency.
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T TS A2 (Cash Transaction) = ﬁﬁ' 'g?

ST I | HT QLA qIAATT AT SITAT g T IH 798 -3 Fgd & (When the

transaction is paid immediately, it is called a cash transaction.)

T IUTT A9-a (Credit Transaction) & Fgd 82
ST ST ST e H 77 SITaT 8 97 36 39T oIF-39 Fgd & (When payment

Is made in future, it is called a credit transaction.)
T AT (Goods) & Fga 8§72

I Tore areq 1 FF-Ta A1 AT 36T STt 2 A7 AT 2 | /e o6 Siaaid aeqsi
o fAwTor g 9T gt arntt, ot A sl 7 e o o gy ot et

z|
= Goods that are bought, sold or traded are goods. Goods include raw materials,
semi-finished materials or finished goods obtained for the manufacture of goods.

T: 9 (Purchase) & Fga 82

ST 9 & 3297 | ATIE H AT AT AT 77 T Gl Fgaral & (Goods
purchased in business for the purpose of selling are called purchases or
purchases.)

Ale: AT § {1 &Kl e 7T IUTE GU&T o7 Thal g o g7 Cash

Purchase/Credit Purchase Fgd g (In business, goods can be bought in cash or on
credit, which we call Cash Purchase / Credit Purchase.)

w: fasT (Sales) f&r Fgar 82

I TRelT AT =TI § &S AT 79 FHIT 6 3297 | =7 T3AT gf ar 39 &

Fgd = (In any business, if any goods are sold for the purpose of earning profit,
then it is called sale.)

T SATITE | /T T A1 AT IYTT 9T AT TohaT g o1 Cash Sales/Credit Sales

gl oraT & (In business, goods can be sold on cash or credit which is called Cash
Sales/Credit Sales.)
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T: Revenue (T57<) &8 Figd §72

S UHT TSAT ST AT TaT HAT3l o (6 | TTF gial g U Haard # fad-
STt = hameaTal | T8 g arell T STE-FRaraT, s97e, FHT9 ST
«ff Revenue AT g |

= Revenue is the amount received from the sale of goods or services and from
the day-to-day activities of the business such as rent, interest, commission, etc.

W M (Income) FFer Fga &2
3L AT 2 AT W5 A1 S AT g7 FATET § q2r AT (Income) FEATAT &

(Whatever money he has earned, whether an individual or an organization, is
called income.)

Income ¥ TohT:-

(1) T&T& 3T (Direct Income):- Direct Income THT 3T g ST 29 2AF€TH | #Ter
AT foreht (Goods Sale) FLA i THT BIdl g | SIH - TTx GHTLN Tk TS &l
T ¢ A T H TG gU AT O &l A HoT 44 T JATGH ST U HI 55F

T I=d ¢ (Direct Income is the income that we get after selling the goods directly
in the business. For example: - If we have a stationery shop and the wholesale
price of a pen kept in the shop is Rs 44 and we sell that pen for Rs 55.)

(2) AT T (Indirect Income):- T TIHTT & STATAT ST AT Th S

BT § 98 AT AT FgeATdl § STH- ST ST T A [ [T G ATAT
RUEUEE R G

= Any additional income other than the main business is called indirect income,
for example, if you have rented your shop, then it is indirect income.

W: 3T (Expenses) FIT g2

ST Torelt ofF =af<h a1 W9Te T =T 98 99 & ST g9 I FIH & Td Fg wd
FURCE ]

= The expenditure of any person or organization is the money that we spend
while doing something towards our work.

TE A THLH A 5
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(1) Y& 1T (Direct Expenses):- T&T HTd & TEITET ST W €& &= i & af
T ST FwgdATd @ (Any direct expenses related to the main work are called
direct expenses.)

(2) ATTE =49 (Indirect Expenses):- §7 T o AATAT AT ST AT &H il &

T ATTA T FZATAT § (Any expenditure other than main work is called
indirect expenditure.)

T SATST (Interest) FT g2

ST ST g/ [T & &St oI & AT Fol & @ q SH el 90T % STANT & Ja&of §
FSl ol ATl &l U [ d &% 8 ITahel 6 &9 H g 19T aAT 92aT ¢ o8 gq

TS FiEd 2 |
= When we take a loan or give a loan from someone, in return for the use of that

loan amount, the lender has to pay some amount as a consideration at a fixed rate,
which we call interest.

TI: e (Discount) & g7 ST1aT 872
3L AT % T Sif AT (Concession) & SITAT § 99 e Fad & (The

concession which is given by the trader is called discount.)

T8 & T AT gl &

(1) AT 93T (Trade Discount):- ST AT 99d T97 DIEED T Attract
T o ToIT 9T & o | Fg T FH AT adT g (07" ATATH 95T Fgd § |

w= While selling the goods, the trader reduces some amount in the value of the
goods to attract the customer, which is called trading discount.

(2) THE FET (Cash Discount): - TITRAT & ATHT TAF TTEH &l T A2
STATE T ITATH e ol AT T hl ST & | 3 ATgeh (HT%Id ST & I8l
BT AT T < T 3Y g (Sehrse faa7 Srar € S Cash Discount FgT SITAT 8
|
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= According to the merchants, each customer is provided with the facility to
make payment in a fixed period. If the customer makes the payment before the
specified period, then he is given some discount which is called Cash Discount.

W FHISTA/START (Commission) FIT &2

I Toret T =ai=r T Feur i fardt &7 10 33T & T3 IHIE T TTd%e f=oAT

SITAT & IH FHIH Fgd & (Any person or organization is given some reward in
return for doing some work, it is called commission.)

T 4T (Services) fFd Fgad §2
3L T s SAT<h ST L AL TGS T TAFITTT T T Sk T <qT g ar

T ¥aT g (When a person comes to your house and fixes a faulty electrician
machine, then that service is)

T*q: UTg® (Customer) e chgl SITdT %’)
3T g ISTEH 9T 99d g AT gAT<T Customer FgaTaT g (The person with whom

we sell the goods is called our customer.)

w; AT (Supplier) B e 2

S gH ST 7Tt @iad § 39 Supplier F&d g (The goods from whom we buy
are called Suppliers.)

w: ISiT (Capital) 3T 872

3L IS A G (A & ST AT Sqe AGETT | AT Fled 6 (o g |
ST & fofT a7 3 it St ai%ead? | Capital Account T T Ledger (Il

GTqT) IAdT @ (oreH |1 Transaction Save 7T SITd % |

= Capital is the amount of money that the owner invests in his business for doing
business. For information, let me tell you that in Tally software, a ledger (book
account) of Capital Account is created in which all the transactions are saved.
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T AR (Assets) T @HT %’)

I FHYAT F 99 ST T Cash, Bank Balance, Property, Land, Stock IT Products

2Id & 3 Assets Fgd

= Whatever Cash, Bank Balance, Property, Land, Stock or Products is with the
company is called Assets.

T: TASR T (A (Liabilities) T &2

ST Tg UH uHT fasheq grar g S ¥ fT@rqr g it F9er @i Capital , Assets |
Loans , Taxes , Current Cash 3Tf< T U Balance Sheet T S@&< ¥ ST9 Teh T
Fuet it fasiT fRafa T 8 i 391 Performance @7 8 | =HT & &A1& &
IR 3% Aifehe | Hoer F3d ¢ |

= This is an option that shows that by looking at a Balance Sheet of the
company's Capital, Assets, Loans, Taxes, Current Cash, etc., to know how the
company's financial position is and its performance. Accordingly, people invest
in the share market.

W1: Tot @TaT (Ledger) AT graT 872

ST AT | B4 1ol Transaction T Ledger & T @ SITAT & SA1d 3T

FIAT s TTHIT GLET @ a1 ool § gl SEeh[ fordT ST |

= Transactions in business are written in the ledger itself, that is, if the
company has bought any goods, then it will be written in the ledger itself.
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- Assignment-1_______

Assignment — 1
20 X 5= 100

What is Tally Prime? (<t 9129 =T 87)

Explain the Tally Prime features? (=t ST® =T ferersaraii i =amedr #Y)

What is accounting? (THTSTET 4T 5?)

How to Download & Install Tally Prime? Write the steps. (ST STSH &7

F TTIAATS 3T TE(A h? T [o79)

5. How can we use tally Prime without license? (27 fo=T sITz8® ¥ &<t 2w
FT STANT FF T Tohel 87)

6. Name the website from where we can download tally? (39 S| T ATH
AT ST & g0 TT SIS L Toha 22)

7. Explain about Education Mode. (TS[<TH HIE & a1 | FdT0)

8. How to delete company in Tally Prime? Write the steps. (ST STS® & 9+t
FH feefte w2 93T forg)

9. What is real account? (FTeatash @TaT #47 8?)

10.What is purchase? (73 F4T 8?)

11.After creating a company, how to enable or disable its features? (F9=
ST o Ta 39 Features &1 ¥ Enable AT Disable &%)

12.What is income? (31T =T 8?)

13.What is trade? (SATITY F4T 27?)

14.Explain about Tally Version. (<=t oS« & oT¢ | aqT0)

15.Why: is it necessary to create a company in Tally? (Tally § Company

H w e

Create FTAT F7 ST&L §7)

16.What’s cash Transaction? (A¥T% &9-a7 {h¥ Fgd 87)

17.How many kinds of Accounting? Explain (SF@Te+ fha= T&1X & gId 872
)

18.What is trade discounts? (ATITRF EELERI 2?)

19.Create a new company in Tally Prime with the name NECI COMPUTER

INSTITUTE 3 ATH | &t TS & Uk &9 a7
20. What is indirect income? (3TSFeT 3T 4T §?)

SHARMA COMPUTER & TYPING INSTITUTE TALLY




SHARMA COMPUTER & TYPING INSTITUTE

» Tally ik Accounting ¥ IR & S+ % s1< Tally 1 Home
Screen €

Tally Prime H 9T fhUe 3 & a1 T vAT fawwn s 7= & = # sy
fEmT T |

= After creating a company in Tally Prime, something like this will be shown to
you in the picture below.

Tally Prime All Menu

Close Button

Maximize

[ Minimize

CUMRENT CaTE i c“w'
Thursany, 1.Ape2021
Ko Voachess Extared
oot
At
CHart of Accounts
Vouchon
H Dy Book
Ta”y Prim EDU 5-"'"9
E falance Sheet
§H$| W : Tiokt & Loss Alt
AT R At
Tally Prime &7 ey More R
Education Mode an
HIAATEE i
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» Gateway of Tally (=t &T LT §TX)

Tally Prime %7 Open F¥d &l 3TT=T Right Side & “ Gateway of Tally” T sfieere
f@Ts 3qT & o Bal § &A1 T J997 R gl S1av g STal & Tally § 9% F19
T 0% AT 3T 6T ST 2 | TA< o5&l § “Gateway of Tally” 9 SIWIg g Sgl ool
# T e I BT ST AN HA F TAH LA

= As soon as you open Tally Prime, you see the option of "Gateway of Tally" in
the right side, which is called "Tally's entrance™ in Hindi, from where the whole
work in Tally is started and ended. In other words, “Gateway of Tally” is the

place where everything starts in Tally and that is where everything ends.

St R Cumapnt oare
1Apr-2t 0o 31 -Mar 22 Tharsgay, § Apr- 2021

L ) | TR
AlD COMPUTER ZONE No Vouchen Entarod 0 :

Crouts
Alker
CHart of Accourts

Vouchers
Day Book

oS

Hatance Shaet
Proft & Loas Alc
Stock Summary
Rato Analysis

Duaplay Mo Rupans

Tally § FTH % | T8 %, A1S11 ol ST AT dgd Sedl g Sff o= H

STThT FqTaT 74T ¢ (Before working in Tally, it is very important to know
some things which have been told to you below.)

SHARMA COMPUTER & TYPING INSTITUTE TALLY




SHARMA COMPUTER & TYPING INSTITUTE

Tally- fg=ra/orn

Accounts- TTd1/U® A Aftd
Commerce- ATIR/ATO

Single entry system- T&d Ufaf® yomrett
Double entry system- gig<! ufafy worret
Journal entry- Si-d ufafy

Ledger- @TdT 981

Configuration- G=q0T

Features- fa=twamg/gfaurd

Unit- SPTs

Group- 9%

Creation- gf¥/a=1

Trial balance- & 2y

Trading account- ITUR QTdl
Capital account- Ui @TaT

Profit/ loss account- @TH/gT @TaT
Balance sheet- 3if3® fagT
Expanse- faR

Income- 31T

Gains- Y

Drawing- i

Transactions Allowed in a Linear Line Yards

A9-39 TP QP @71 TS A SrgHfa

Deposit- STHI
Withdraw- F&TeT
Salary- aa+1

Wages da-/Helget
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Bankrupt- fearferar
Assets- Uy

Fixed assets- 3 Huft
Depreciation- 3[d{ca+
Liabilities- g«
Purchase- @IgAT
Sales- faspt/aamT
Voucher- arg@/RIgT
Purchase account- %g @Tdl
Sale account- faspa @rar
Purchase voucher- %9 RIgT
Sales voucher- fawg fugT
Purchase return- %9 aroit
Sales return- fassa aro=it
Payment voucher- 3a+ fIgT
Receipt voucher- WIf& gt
Contra voucher- 3% fagr
Journal voucher- STa3 fRigT
Cash- d&¢q
Cash account- ¢ @TdT

Bank account- S @TdT

Purchase of goods- AT 31 Wl

Sale of goods- AT @t faswt
Debtor- Bfit/¢AgR
Creditor- A eR
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Supplier- 3myfdwat
Buyer- sha1/fassar
Customer- Ul
Share- fg=am
Partnership- ITgigRl

Land- 4f¥
Current assets- AT TUfAT

Outstanding- IHRIT

Prepaid- 3Rd/sHT Advance- 3ifm
Loan- 3YR

Tax- dX

Duties- &dai

Opening stock- UIR® HSR
Sundry- fafau/fafim

Credit- 3YRR

Debit- STHT

Accountable- 3tRart
Accountancy- TETHH/AET HRIGAl
Accountant- AETHR/YR
Accounting entry- A& Ufaf®
Accounting principal- a@i® fiRya/wur=rart
Accounting standard- §@i®- AF®
Accounting system- SGi®H+ YoITelt
Accounting data- AEIHT FHHR
Accountability- sTaTaegt
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Account book- ®ETdT 98}

Upward- SR @ 3R

Downward- 1 &1 3R

Invoice- dte1® ST

Pay- aa+1/g®TI

Payable- ¢4/STHT $=AT Sl §Tfd g1 gHM aRg
Payer/ payee- YTd&dl/ AaTaT
Transaction- @-¢

Payment- Y

Statutory- Jifafi®s

Inform- SdTHT

Financial- srfd&/fadta

Financial year- fa=itg ad

Current account- dT¢f @T1dl

Fixed account- STt @rat
Business- ATUR

Basic accounting turn- Td A& a_t
Restore- GARITUT ST

Main pane- T3 e /qaki!

Right main pane- /T 481 Had/Udd!
Left main pane- ST4T YT B/ TaRil
Appearance- 3uffa/f@mae
Version- E¥&R0I/FT

Currency symbol- &1 Udi®

Inventory- GHi/HSR

Info- STH®RI
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Suspense account- §ﬁ%ﬂ@1ﬂ1

Immovable- €A

Immoveable assets- 3ad Jufxl
Security- gI&T Protection- IR&T
Secured loan- Tzféra Hur
Unsecured loan- 3RIRfara wur
Holds- THS1/RS 31
Directory- f3R®T

Director- fFq=®

Net worth- $d &0

Regional- &g

Regional manger- &9 ya4 waf

Regional language- &3 Ut
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Accounts Only
&

Accounts with
Inventory

Accounts Only : - f&3T S0t a1 3Mgfcerdl § A1 WRIGT 1 o941, dfdhd Accounting
WS T 9 MW AT DI STHBRI TG SI<1 el 8, A 3 Accounts only HEd g, STH
Had B! BT AH-8HT, F AW A=A fare S |

Accounts Only: - Buying or selling goods from any company or supplier ® but it is not
necessary to keep information about the goods purchased or sold in the accounting,
theniit is called accounts only, it will show only the profit-loss of the company, the total
balance amount.

Tally Prime o Company ST THT §HR ATHA PS Y UDIR b Features 3d 3, fored
Accounting o Yes 3@ BN 3R S T Features @I Off TWT BT, FRIBT Shortcut
Key F11% |

While creating a company in Tally Prime, we come across some of these types of
features, in which yes has to be kept in the accounting and all the other features have
to be kept off, the shortcut key of which is F11.
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»»»»»»»

Company created successfully Eﬂef & dlq 99 d¥g Pl Window Screen ﬁ'@é aTIT ﬂﬁ
arsmarg ot ¥ F11F Show HIIHA B |

Such a window screen will appear after the company created successfully, otherwise
you can still show it from F11 later.

Cowrparg created successtuly
e P Natwns b o yo
oovpany. Alo Compunr Loow
Acccestry ey
dortom b e Oy wed &
Coate © T ot Tas Catecie
Custic ww - " wte Vi At
ey
Lt
Lrw Accoss
ache Bowow pet
v Tety 151 — -
el
‘-
e
- -
* o - )

-9 (W) -
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Accept @R & §1G AR Window Screen TR S Company §H- 10T 4T 98 fq@Ts ¢
suuill

g 20 T ) Terodey, 21 Ma 200

Kby Compuaer Ponn Mo Voax e Emmrnd

Neta -y
Swiwres oot
Pyoi § Lass A/

N

Doy Mose Baguma

3{q AR A Gateway of Tally ITH Tally ST J&T §R ot ST, R gHENT fobait ot
Voucher IT Ledger T S ¥ g, &9 o dTel! 91d &, g9 o Company o Company
features Yes/No &1 J%1 H IUPBT YU TS, 3T gHAN Uh-Udh PIDb Accounting
Vouchers & SR H SH&H U1 B |

Now the main door of the Gateway of Tally will be opened in front of us, so that we
can go to any voucher or ledger, it is worth noting, the company in which we will do
yes/no company features will have an effect on it, now we will get information about
accounting vouchers one by one.

(1) Contra Voucher (F4)

(2) Payment Voucher (F5)

(3) Receipt Voucher (F6)

(4) Journal Voucher (F7)

(5) Sales Voucher /Invoice (F8)

(6) Credit Note Voucher/Sales Return (ALT+F6)
(7) Purchase Voucher (F9)
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(8) Debit Note Voucher/Purchase Return (ALT+F5)

CONTRA VOUCHER (F4):- 3rga¢ fargr

A. CASH TO BANK :- 309 T 3T &1 30 B Bank Account & STHT B & |
B. BANK TO CASH :- 309 Bank Account & 9¢ 303 Aedad & |

C. BANK TO BANK :- 3{U Bank Account ¥ 30 gt fargit Tﬁ Bank Account T
ST Transfer BT |

This is used to transfer self-amount transfer such as Deposit in Bank, Withdraw
from Bank, Transfer amount from one bank to Other Bank.

For example: -Cash deposit in state bank of India. Rs.-50000/

Contra Voucher

Description | Records funds transfer between cash and bank a/c.

Voucher Entry Account Amount Amount
State Bank of India
(Bank Accounts)
Petty Cash
(Cash-in-hand)

Credit

Debit

In Voucher entry mode: - Press F12: Contra Configuration and set the following to
Yes:

% Skip the Date field in Create Mode (Faster Entry)
% Use Cr/Dr. instead of To/By during entry | <
% Warn on Negative Cash Balance

% Show Ledger Current Balances
+»» Show Balances as on Voucher Date
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Gateway of Tally == Alter == Ledger & - & &1G Ledger Creation
Window gd ST, fSeT Shortcut Key ALT+C 8 |

. R e

Operteg Batwes  [on 1M 2] | 209000 Oy

Ledger Creation window @ & a1¢ 3Ty &l I W Ledger &I ST HPHd & |

Ledger’'s Name

Under

Supplier’'s (Purchase Party’s)

Sundry Creditor

Buyer’s (Sales Party’s)

Sundry Debtors

Purchase A/c Purchase Accounts
Sales A/c Sales Accounts
Cash A/c Cash In Hand

Bank A/c (SBI, PNB, BOI etc.)

Bank Accounts
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Gateway of Tally Voucher Contra Voucher (F4) sl y&R 9 g4

9 Y ‘\ kY \‘
S Voucher & 99 A18d § O Jhd g, Had 39 Voucher 1 Select B A |

e 3T DI Tally prime ¥ $& IRV AHGRT AR TG I[T 8NN, S Ledger ST
TG BT Hedqul g g |

e You always have to remember some special information in tally prime, which is
quite important when creating ledger.

. 3&‘%{@% Goods & Items TRIedT IT 9] %’ @ ITb AH BT Ledger d¥dT Goods

& Items & ATH BT 3T — 3T Group & Under ST Usdrg, 39
B9 Ledger B SR &1 Thd § TT Purchase 3fIR Sale & Voucher # Ht &9 9&d
gl

e If any person buys or sells any goods & items, then his name has to be made
under a separate group of ledger and the name of goods & items, we can make
it by going to ledger or even in the voucher of purchase and sale.

e For example: - 3fHd Wﬁﬂﬁ@ﬂ’d D ﬁ&lﬁ PHR D 99 gl g, fhdTa
e 5000/ B9R BT /T 3R T 6000/ TR H o Sl 8, TgT WR 31fHd $AR
I 3% T Tie-fow! HR Iwarg, sundry creditor (purchase), sundry debitor
(sale) cash 4l bank.

e For example: - Amit Kumar buys the book and sells it to Sumit Kumar, the book
price is 5000/- Bought and priced at 6000/ On thousand, Amit Kumar can buy
and sell in three ways: sundry creditor (purchase), sundry debtors (sale) cash or
bank.

Debit/Credit

SERY] ﬁ'sc gid gedt %...Debit (Whenever an asset decrease. Debit)
SERY] ﬁ'sc gufd gl %...Credit (Whenever an asset increases. Credit)
Cash Balance - 10,000/ Bank Balance - 1,000/

Cash Deposit - 3000 —> SBI Bank 3,000/
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Cash Balance - 7000 Bank Balance - 4,000/

Cash A/c Debit Rs.-3000/

To SBI Bank A/c Credit Rs.-3000/

Bank Statement

Transaction | Instrument Id Narration Debit Credit Balance
Date

31-Jul-2022 UPL221210068050/CR/SARIT - 1000.00 2535.00
A/PYTM/mocomput/UP1

02-Aug-2022 UPI/221477807834/DR/Saheb 1200.00 - 1235.00
/SBIN/q77703584/viresh

04-Aug-2022 UPLI221660560666/DR/EURON 479.00 - 756.00
E/ICIC/euronetgp/UPI

08-Aug-2022 468910110013346:Int.Pd:01 -05-2022 to 02- - 19.00 775.00
08-2022

07-Aug-2022 UPI/221961859432/CR/SARIT - 1000.00 1775.00
A/PY TM/aiocomput/UP1

08-Aug-2022 UPLI222094873745/DR/EURON 99.00 - 1676.00
E/ICIC/euronetep/UPI

11-Aug-2022 UPL222384966459/DR/Mr AM 80.00 - 1596.00
A/CBIN/gR0171313/viresh

12-Aug-2022 UPI/222483283677/DR/GAYTR 255.00 - 1341.00
I'SBIN/bechusah(/UPI

18-Aug-2022 UPI/223015539519/DR/Anish /UTIB/gpay- 40.00 - 1301.00
1120/UPI

21-Aug-2022 UPL223360333402/CR/SARIT - 1000.00 2301.00
A/PYTM/ asocomput/UP1

23-Aug-2022 UPI/223515767841/DR/EURON 99.00 - 2202.00
E/ICIC/euronetep/UPI

25-Aug-2022 UPI/223737433782/DR//CBIN /nk114745- 350.00 - 1R52.00
/viresh

27-Aug-2022 UPL/223924872906/DR/DUMMY 500.00 - 1352.00
/SBIN/401338203/UPI

. ——

1. CASH TO BANK: - 309 e 3T &1 U7 8l Bank Account & ST Bd §

For example: -Cash deposit in state bank of India. Rs.-50000/

Account Debit Credit
State Bank of India 50000/
To Cash Account 50000/

s,

Single Entry se)
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2. BANK TO CASH: - 3709 Bank Account ¥ 9% ¢ 303 fhTad ¢ |

For example:-Withdrawing money from the State Bank of India for petty cash.

Account Debit Credit
Cash Account 20000/
State Bank of India 20000/

Sani Bard of lndm
Ow B X

Vb
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3. BANK TO BANK :- 30 Bank Account ¥ 30 gl ot §¥I§ Bank Account H ¥UJ
Transfer HAT |
For example: - 3. Transfer Central Bank of India to State Bank of India Rs.-5000/

Account Debit Credit
Central Bank of India 10000/
State Bank of India 10000/

Portenions Lrver

Saoie Ferd of ledm 10,000 %0

Contra Voucher &1 Entry CORLCER:] form Lrolk:

Gateway of Tally== Display More Reports (D)== Account Book (A) ==

Contra Register (T), Then Alt+F1

Lo A Coote Ve LT T f
Jae  Padoan Vel Tppe Vet Debit (et ) \ogher Tine
tragi Avaz -
Mz Cah (o 1 e
Sizte Berk of hndia 00030 0r
(om 2

Mz Sz Bask ol bz

(e AN
24221 e Bask ol e : 50000
Certa Berk e 1650000 Cokre
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Purchase Voucher (F9)

Purchase Voucher: - SU&1 STANT 30 3MYfddbdl 4 WRIG A-g Gof H & el
a1 SITaT § It Shfee R AHeRI, Tdhe, TAITH gRI, §& Jb gRT|

This is used to enter purchase transaction from your supplier i.e. creditors on credit,
by cash, ATM, by bank cheque.

Purchase Voucher

Description Records all purchase

Voucher Entry Account Amount Amount

Supplier's ledger A/c

(Sundry Creditor) Credit

Purchase A/c for Due
(Local Purchases)

(Purchase Accounts) Debit

For example:-1. Purchase from Hero motor Rs.-20000/ motorcycle

on credit.
Account Debit Credit
Hero motor A/c 20000/-
Motorcycle A/c
20000/-
(Purchase A/c)

gl W Sl WG Due I AT, S %Creditﬁ?ﬁW%ﬂmﬁ Ledger
7T, foRIehT 84 Sundry Creditor & Under T 3T |

Here, the purchase that will be due, on the credit of the company, the ledger will be
made in the name of the supplier, which will keep us under the Sundry Creditor.

Goods Purchase Due & faig it Ledger@ﬁ"ﬂﬁ'&"ﬂ Purchase Account @ Under ST,
Purchases oI YR ¥ DI, Due & T & Purchase A/c Due, TG & foT T SUAl
3R §% GRT A& AT ATM BT TIRT HR Fdhd @ |
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We will make the ledger for goods purchase due under the purchase account, the
purchases will be made in three ways, the purchases are made a/c due for the due, the
cash for the cash and the cheque or ATM can be used by the bank.

For example: - 1. Purchase from Hero motor Rs.-20000/ motorcycle on credit.

Accounting invoice m—)

Sales Voucher (F8)

Sales Voucher: - 39T IUINT 3P ATEH ! facht dde gof P & ford fbar <1 g
I shfee W, 7S gRT, TITH gRT, §b APh §RI SAGR] DI |

This is used to enter sales transaction to your customer i.e. debtors on credit, by cash,
by ATM, by bank cheque.

For example:-1. Sales to Honda motor Rs.-25000/ motorcycle on credit.

Account Debit Credit
Honda motor 25000/-
Motorcycle A/c
25000/-
(Sales A/c)
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8T IR STl Sale Due &1 ST, HHAT H UTEH b 10 ¥ Ledger T, ORIH! 81 Sundry
Debtors & Under H 3@ |

Here, the sale that will be due will be made in the name of the customer in the
company, ledger will be made, which will keep us under sundry debtors.

Goods Sale STH! & ﬁ'I'Q ST Ledger T Y BH Sales Account & Undel EHT@ Sales
dH UBR T B, Due & fIT F Sale A/c Due, TG & folT TG TUAT 3R S GRT < T
ATM T TN R bd ¢ |

We will make the ledger for the due of the goods sale under the sales account, the
sales will be done in three ways, the sale A/c due for the due, the cash for the cash and
the cheque or ATM can be used by the bank.

Accounting Invoice m—) ..o

tmman 20000
v, e r e 2400 2.4 2001

Sales Voucher

Description Records all sales

Voucher Entry Account Amount Amount

Buyer's ledger A/C.

(Sundry Debtors) Debit

Sale A/c for Due
(Local Sales)

(Sales Accounts) Credit
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Purchase Voucher 3R Sales Voucher @1 Entry Pl - o fau dau 1,

Gateway of Tally >Profit & Loss A/c. >Purchase A/c. or Sales A/c.

Accounting Invoice H Purchase 3fR Sales @R BT Profit & Loss Pl THAT 3§,
As Voucher # Purchase 3iR Sales &3 forgqa g1 wIfch TRIg %ﬁﬂ'{ Purchase A/c 3R
S1fes I & U Sale A/c BT ITIART B, TG WRIG-fod! o foTT Cash A/c. & Bank A/c
D1 IGAT B |

By purchasing and selling in accounting invoice, we understood profit & loss. Now, we
will buy and sell in as voucher in which we will use Purchase A/c for the due of the
purchase and Sale A/c for the due of the sale, cash A/c. & Bank A/c for cash purchase
and sale.
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For Example: - 1. Purchase from India P.LTD. Rs. -2000/- on credit.

Account Debit Credit
India P.LTD. A/c. 2000/-
To Purchase A/c. 2000/-

oo

P
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Account Debit Credit
Cash A/c. (NTPC) 5000/-
To Purchase A/c. 5000/-

For Example: - 3. Purchase from ONGC Rs.-3000/- by SBI cheque.

Account Debit Credit
SBI A/c. (ONGC) 3000/-
To Purchase A/c. 3000/-

Purchase Voucher @1 Entry & 3@+ & o Gaa &

Gateway of Tally == Display More Reports (D)== Account Books (A)==
Purchase Register (P)

Sale Voucher &1 Entry ! ¢ & forg 9T &,

Gateway of Tally == Display More Reports (D)== Account Books (A)==

Sales Register (S)
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Sales Voucher

For Example:- 1. Sales to BPCL Rs.-2500/-on credit.

Account Debit Credit
BPCL A/c. 2500/-
To Sales A/c. 2500/-

if
]
¢

[ §

"

| §

i

§
L

3 ¥
2

. |

For Example:- 2. Sales to HPCL Rs.-4000/- on by cash.

Account Debit Credit
Cash A/c (HPCL A/c) 4000/-

To Sales A/c. 4000/-
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For Example:- 3. Sales to Royal P.LTD. Rs.-7000/- on by SBI Bank

cheque.
Account Debit Credit
SBI A/c. (Royal P.LTD) 7000/
To Sales A/c. 7000/

Partcsion

O Seote Bank of e
O B 0000 In

O &
G Nabm Ay
Ow Su
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Payment Voucher (F5)

Payment Voucher: - WB’C@"TW lﬁwém‘fﬁaﬁm% 3R AeR &I
YT B & o foaT ST 8, (CASH & BANK)

This is used to enter any type of expenses and paid to creditor. (CASH & BANK)

Payment Voucher

Description Records all bank and cash payments
Voucher Entry Account Amount Amount
Ledger A/c paid
India P.Ltd Debit
(Sundry Creditor)

Bank or cash Account
State bank of India

(Bank Account) Credit

For example: - 1. Paid to India P.LTD. Rs. - 2000/- by cash.

Account Debit Credit
India P.LTD. A/c 2000/
To Cash A/c. 2000/

Double Entry s
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Payment Voucher

Description Records all bank and cash payments
Voucher Entry Account Amount Amount
Ledger A/c paid
Conveyance Debit
Postage

(Indirect Expenses)
Bank or cash Account
Patty Cash
(Bank Account)

Credit

For Example: -2. Conveyance Rs.-300 and Postage Rs.-500/-

Conveyance Rs.-300/-Dr (dTgH)
Postage Rs.-500/-Dr (ST)

To Petty Cash A/c. Rs.-800/

Arverr

Porteniors

P — o0
O a3

Poage 0%
ER———r

Single Entry )
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Payment in Single Entry mode By-Cash

Payment in Double Entry mode By-State Bank of India

.......

Double Entry s ...

s 000 [T
Covmpmrs & Frvimg P 1a 525 Bk fhs 8000 VD,

For example: -3. Paid to Telephone Bill Rs.-27000/-

Warn on Negative Cash Balance: -

q AHRIAD ADBS Y TR a1 F12 YA BHIRHIRR | 81 B & 107¢ e foar
AT g, ol b QAN Y §, l S&TeRUl & o, B2 AvR T H B1g QY MY 81 8l &,
ST & & oY Rs.-27000 ¥TY &1 YT [T SIHT & | YT B &I Ufchar 7,
<t UTsd Ufaff WHR Hd 999 T dda-1 HarRid bRl |

Tally Prime display if the cash balance is NIL when Warn on Negative Cash Balance is
set to Yes in the F12 Payment Configuration. For example, a cash ledger account has
no balance. A payment of Rs.-27000 towards Telephone expenses is to be made. In
the process of making the payment, Tally Prime displays a warning at the time of
accepting the entry.

Payment Voucher ! Entry &1 ¢ & fog H&u #,

Gateway of Tally == Display More Reports (D)== Account Books (A)==
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Payment Register (Y)

Account Debit Credit

Telephone Bill A/c 27000/

Partcalans Doty Creem

v Twwpbore 261 R wxam
O Bu' IV 0000 In

RECEIPT VOUCHER (F6) m

RECEIPT VOUCHER :- 39 Voucher &1 AA@d STIR (Business ) H U & UTG T gidl
&, For eFRIfRT €1 i | W §IAT g, (i) Cash in Hand (ii) Bank T STHT BId §, T8 S-RTIT
Eb_epﬂ?[ ) m% Y Bt W IER (Sundry Debtors) g1 91 ( Goods) & Sales I
B S GFRIRT U Bl B, ST Entry Receipt Voucher H &1 ST B |

RECEIPT VOUCHER:- This voucher means to receive money in business, in which the
money is received in two ways, (i) Cash in Hand (i) is deposited in the bank, this amount
can come from anywhere, such as from my debtors or from the sales of goods.
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Receipt Voucher

Description Records all receipts info bank or cash accounts
Voucher Entry Account Amount Amount
Ledger account Receiving
BPCL .
(Sundry Debtors) Credit

Bank or cash account
Petty Cash

(Bank Account) Bbit

For Example: -1. Receive from BPCL Rs.-2500/- by cash.

Account Debit Credit
Cash Account 500/
To BPCL 500/

2 0000w In
A B 0 <1

Double ENtry
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Account Debit Credit
State Bank of India 2000/
To BPCL 2000/

For Example: -2. Receive from BPCL Rs.-2000/- by Bank cheque.

!g!m 3 N 2

Teads
Partcatan Doty Creem
r Mgt mwo

Al b 1 Lo 4
In Saste Dawt of bnka 200
T

R man
Sooww bew OFCL iy 0008 by 359 Chonme 'OV

Ledger account receiving
Bank Interest

(Indirect Incomes) Credit

Bank or cash account
Deposit Account Debit
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For Example: - 1. Receives a bank interest has been credited to its deposit
account Rs.-2000/-

Account Debit Credit
State Bank of India 2000/
Bank Interest A/c. 2000/

!!!! L) 1 N
Tnarsy
Particsions Doty Creen

£r Mack buwrest Ax mwo
Sw 1000

O Bw' 1.000.04 7
O M Banh of bk Loam
Owr a0 v

M
Swcerws 0 bt s 588 W 2000 RX0Y

oo e

Receipt Voucher &t Entry &1 4@ & o dag o,

N L
You o

Gateway of Tally == Display More Reports (D)== Account Books (A)==

Receipt Register (R)
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Journal Voucher (F7)

SIDT ST ¢GR GRT dHGR Bl YT fbU 7T TH-¢1 Hu-t & JarieH, FfEa

RufRigl & Hed BT SaqedH, Wil aroa, foyeRY ot a1 3 v b e 21

Account Debit Credit
India P.Ltd 5000/
To BPCL 5000/

This is used to adjustment of the transactions company as paid to creditor by debtor,
devaluation the value of fixed assets, purchase return, sales return etc.

For example: - 1. Paid to India P.LTD by BPCL Rs-5000/
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Journal Register (J)

For Example: -1. Purchase Laptop from Reliance Mart Rs.25000/-

Particulars Debit Credit
Laptop A/C. 25000
Reliance Mart A/C. 25000

(Laptop A/c under - Fixed Assets)

(Reliance Mart A/c under - Sundry Creditors)

||||||

Cor & .00 O
b el MH Hrmm <y

...........

s 00 M pv
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For Example: - 2. Depreciation the value of Laptop Rs.-5000/-

-
9 My 000111 VR
You o

Debit Note Voucher/Purchase Return (ALT+F5)

Debit note voucher (ALT+F5):- WC{C@"TW HWWW% &Iﬁ'ﬂﬁfﬂe{
7 fYF TS B W B/RIG e & o got A o fore fopan Sirar g |

Debit note voucher (ALT+F5):- This is used to enter for purchase returns when
goods damage or over-charging by a supplier.

For example: - 1. Purchase return to Hero motor Rs.-2000/-
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Account Debit Credit

Hero motor A/c. 2000/
To Purchase A/c.
(Purchase return)

2000/

v Bers Mot L w
Cw O 1

Debit Note Voucher ! Entry ! &4 & fog Taa &,

Gateway of Tally == Display More Reports (D)== Account Books (A)==

Debit Note Voucher

Records debit note entry for purchase returns or over-charging

Description by a supplier
Voucher Entry Account Amount Amount
Supplier's ledger account
Hero motor(Sundry Creditor) Debit

Purchase A/c
(Purchase Accounts) Credit
(Local Purchase)
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Debit Note Register (D)
Credit Note Voucher & Entry &1 3% & fou G&u H,

Gateway of Tally == Display More Reports (D)==> Account Books (A)==

Credit Note Register (E)

Credit Note Voucher

Records credit note entry for sales returns or customer over-
Description charging

Voucher Entry Account Amount Amount
Buyer's ledger account
Honda Motor
(Sundry Debtors)

Credit

Sales A/c
(Sales Accounts) Debit
(Local Sales)

Credit Note Voucher/Sale Return (ALT+F6)

Credit Note Voucher (ALT+F6):- 3IHT IUUNT 3{TUP U I Ay arad} g5l o &
forg o SiTa 8, o Are & a1 Ties ST TTad akics O SYfef &bt 718 off |

Credit Note Voucher (ALT+F6):- This is used to enter sales return from your
customer, when goods damage or stock that was incorrectly supplied.
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Account Debit Credit
Honda Motor A/c 2000/
To Sales A/c. (Sales return) 2000/

For example: - 1. Sales return from Honda motor Rs.-2000/-

Parteslan
O Mords Motse

On dermet
D Sales A




SHARMA COMPUTER & TYPING INSTITUTE

Balance Sheet: - T8 9fthd U B SAcIRAl 3R gRAURME & &4 H Ifha Hu-t o

fo<ita Rufa weRRid Har gl

Balance Sheet: - It displays financial condition of active company as Liabilities and

Assets of active company.

Process

% Gateway of Tally > Balance sheet (B)

Lol Acxwer 1wl Baven

Leamdboddnd L Ao
Curvest Libnes 000000 Froda & Lo A

[

Tatsl LEEOMC00 Total

Process to change appreance of Balance Sheet > Press (F12)

(aewas 4 g l@avm 120000 &0 Demg Baae

% Again set Yes/No as your required

122,000 cO

ax

< Raets
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— - e

Configuration
Show Percentages :
Exclude Accounts with zero Closing Balance : No
Format of Report : Condensed
Show Vertical Balance Sheet - No
Show Loss also under Liabilities - No
Method of showing Balance Sheet - Liabilities / Assets
Display name for Ledgers and Groups - Name Only
Show Base Currency - No

Profit and Loss A/c:- WWWM%W‘H eﬁvaﬁﬁwé@r Eﬂ?{
f¥e0), T TH 3R 811, Fd T 3R Yg TH sﬁvaﬁmﬂﬁw&mmw%

Profit and Loss A/c:- This is used to display Profit And Loss Statement of active
company such as total purchase, sales, gross profit and loss, total expenses and net
profit and loss.

Process

% Gateway of Tally > Profit And Loss A/c

Tocal A Tarel 00
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Display: - It provides some menu-item such as Trail Balance, Day Books, Account
Books, Statement of Accounts, Inventory Books, Statement of Inventory, Cash/Funds
Flow, Receipts and Payments, List of Accounts, Exception Reports, Quit.

Process

% Gateway of Tally > Display

Trial Balance:-ﬁmm,gﬁ?ﬁwaﬁﬁm@ﬁﬂjﬁﬁ@w
3TN 8, S a1 o 2w R a7 e 3R Bige e gl |

Trial Balance: - Trial Balance is a scheduled of list of the balance both debit and credit,
which so either the balance or total of debit and credit.

Process

% Gateway of Tally > Display More Reports > Trail Balance

Flast Basen 24000 %0 4800 00 0008 8 (v Masivy
Curvent Aanwty 120,000 90 0% 4100000 4130000 13200680 I

Sedes Alcoeam 7N 4 a0 o0 wKamo
Pachone Arcvarh 17,000 % 290 (0 15,008 9 (v
Indhinct Incomes 200000 20080 Cr
Nabowit | agme s 10N R )
L i o . )

Giand Total 1oL 000 L0, 500 00

Day Book: - I8 I A-¢ &1 UefRid &ar g It fow fafy a1 eafy & aft as<R
e o faept, @Rie, YidH, Jete, BT, SHd oNfd |

Day Book: - It displays all transaction i.e. all voucher transaction of particular date or
period such as sales, purchase, payment, receipt, contra, journal etc.

Process

% Gateway of Tally > Display More Reports > Day Books
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Accounts with Inventory: - WG’C@‘TE\W SIS CH (HIA BT A1H), Wﬁgﬁ%‘ (pcs,
dozen, box, fHelUE, dieR), Tih-THg, e, ¥idk-Jull, &, T i & 1y ot faxita
I P §HTE I8 & foru o Sl 81 3-d ¢l XWaaiferd & Wiy Wl Kb WiaH 3R WKl
T DI § B BI TTUHT HRAT ¢ | SHICE §H HE Ahd & 1 g-dc! aral W cait BT e
faaRTelt B gore g |

Accounts with Inventory: - This is used to maintain all financial transaction with stock

items (goods name), Unit of measure (pcs, dozen, box, kg, liter), Stock-group, Godown,
Stock-category, rate, quantity etc. Account with inventory automatic calculates
opening stock and closing stock value. So, we can say that Accounts with inventory is
the more powerful working mode of Tally.

Process to set Accounts with Inventory

% Gateway of Tally > Press F11 > Accounting Features >Set "Yes” to Maintain Inventory.
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3R USR] A8 @ GST, TDS 3R VAT SATC Yes B Jbd g, Alc 9 & T Up-
T Accounting features Yes HRAT B ST GIT |

If you want, you can yes GST, TDS and VAT etc. But it will be very easy to yes one by
one accounting features to learn.

Inventory Info: - I8 $& T 3FCH S Wi WG, Widh ATScH, AT B IHTs, AR
TR, Tl A0, e Ja™ axdl &

Inventory Info: - It provides some menu-items such Stock Groups, Stock Items, Unit

of Measure, Voucher Types, Stock Categories, Gowdowns.

Process

% Gateway of Tally > Inventory Info

Stock Group: -I8 3-d¢| 37! U &1 iR B, O SUdNIahdl Tidh- 313eH HT a1 THE
T AT BT GHG ST 6, ORI ST HI-1 WRie SR fosht & o ITanT el g1 Si:
- Tal, INTEX, HP, MICROSOFT, Fifdsa 3fife; ufka @aeh) SR HiaT Ko IHg UG Rid
B

A. Stock Group: - It is the part of inventory info menu in which user create new group

of stock-item i.e. group of goods that your company use for purchase and sales. Like:
- LG, INTEX, HP, MICROSOFT, NOKIA etc. alter (Change) and display existing stock

group.

% Gateway of tally > Create > (Inventory Masters) > Stock Group

B. Stock Categories: -8 3-d¢! 3! U &1 98 o €, Ford Iuaherdl gRI Wi
3{TSCH Bt -5 ATORT T & oY ITNT faa Tl § o Ut gRT Biale, ARG, AR,
fifex anfe S fosp) ok Tie & frw Suai &vd § 3R Hieier @i A0 &) 9aad §
(@) 3R velRfa FRA g |
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B. Stock Categories: - It is the part of Inventory info menu in which is used to create

new categories of stock item by user that use by company for sale and purchase such
as keyboard, mouse, monitor, printer etc. and alter (Change) and display existing stock
categories.

Process

% Gateway of tally > Create > (Inventory Masters) > Stock Categories

C. Unit of Measure: - T8 $-d¢] 3! T+ &1 98 oW &, SHHI YA 3 a&g il & AT
®I 8 SHTS I o foTe T ora €, S foep! iR Wi WR SUANT &xd ©, oY fdh PCS,
framms, umH, STy 3nfe 3R AT &t Hiviel 318 &I i §ead ¢ @ga) ok UeRRid #va
gl

C. Unit of Measure: - It is the part of inventory info menu. This is used to create new

unit of measurement of goods that use at sale and purchase such as pcs, kg, gram, box
etc. and also alter (Change) and display existing unit of measurement.

There are two types of unit of measurement. (IITqﬁ Eaﬂéfﬁ UhR ﬁ@?ﬁ%)

1. Simple Unit: - 3951 IGAIT fashl/adie S foaiumm, Sist, Pcs 3nfe &t d1gA & fer
TP 3AScH Bl Uhd 3hTs S P [T BT STl B

1. Simple Unit: - This is used to create single unit of stock item to measurement at
sale/purchase such as kg, pair, pcs etc.

Process

« Gateway of tally > Create > (Inventory Masters) > Unit of Measurement

2. Alternate Unit: -WW@WW%WWHW%WWW%
Y % 12 pes. H Y TH oA, 2 pes T SRISR(WSH SIST ), 1000 TTH BT TS fbal e

2. Alternate Unit: - This is used to create relation between two simple units such as

one dozen of 12 pieces, par of 2 pieces, one kg of 1000 grams etc.
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Process

% Gateway of tally > Create > (Inventory Masters) > Unit of Measurement >
Stock Item Creation > Alternate units

D. Godown: - I8 39¢! 37! T &1 o &, o g9 Me™ &1 791 ®IF s §, JAaa
PIAIRT, TeT I 1S SR SRevdl & 3UR Faad g 3R UaRid #d g

D. Godown: - It is the Part of inventory info menu, in which we create new location of

godown, alter and display according to needs such as Royal complex, Patna complex
etc.

Process

% Gateway of tally > Create > (Inventory Masters) > Godown

E. Stock Items: - I8 $-dc! 3! O &1 TR &, fod i 3{1ged &1 741 A1 &M,
TiSlel XCld 3M8cH &I dgaH 3R UefRid e & oI IudiT fasar St g of faspt 8iR
TRIE B YD B DT AN BT &, T AT 1100 HiaTsd, AIfdbaT 55055 HIG=d,

CTeT AT 341 1 HR, I U T 01 BR, Telolt Tdse! <lat 197, Teloll Tds el ciat 217 9
AT BT ATH §1Y |

E. Stock Items:-It is the part of inventory info menu, in which is used to create new
name of stock item, alter and display existing stock item that use your company of sale
and purchase l.e. create name of goods such Nokia 1100 mobile, Nokia 55055 mobile,
Tata nexon EV1 car, Tata punch CO1 car, LG LED TV 19", LG LED TV 21".

Process

% Gateway of tally > Create > (Inventory Masters) > Stock Item
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Name /B
(alias) =
Under : ¢ Primary Statutory Details
Category = ¢ Not Applicable GST Applicable - * Applicable
Units : * Not Applicable Set/Alter GST Details - No
Type of Supply - Goods
Is inclusive of duties and taxes
Rate of Duty (eg 5)
Quantity Rate per Value
Opening Balance
— —

3{q gHANT JH B Group, Category, Unit 3R e & §91d 5 |

Now we will understand how to build groups, categories, units and warehouses.

PURCHASE
Group Stock Item Name Category Unit Godown
Nokia Nokia 1100 Mobile Pcs. Patna
Nokia Nokia 55055 Mobile Pcs. Gaya
Tata Tata nexon EV1 car Car Pcs. Jamshedpur
Tata Tata punch CO01 car Car Pcs. Delhi
LG LG LED TV 19" v Pcs. Bhopal
LG LG LED TV 21" v Pcs. Punjab
Sony Camera Px-05 Camera Pcs. Mumbai
Parle-G MRP 5 Parle-G Biscuits Box Mumbai
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Patanijali Patanjali Salt 1 Kg. Salt Kg. Goa
Patanjali Patanjali Biscuits MRP 5 Biscuits Box Haridwar
Haldiram Haldiram Namkeen mix Namkeen Pocket Jaipur
PURCHASE
Stock Item Name Group Category Unit
Parle-G MRP 5 Parle-G Biscuits Box
Parle-G MRP 10 Parle-G Biscuits Box
Parle-G C+ MRP 15 Parle-G Chocolates Box
Sugar Sugar Qnty
SALES
Parle-G MRP 5 Parle-G Biscuits Pcs.
Parle-G MRP 5 Parle-G Biscuits Pcs.
Parle-G C+ MRP 15 Parle-G Chocolates Pcs.
Sugar Sugar Kg.
GOPALGANJ
GSTIN 10AERPG1234H1z7
Invoice No. 1241 Date: 14/07/2022
Name: Raj Kumar Address: Dumariya
. . . Net Rate HSN Taxable
Item Particulars Qnty. Unit/Packing per Unit Code GST Rate Taxable Total
Box o 12.30
Parle-G MRP 5 5 (125 Pes) 102.50 1234 12% +102.50 574
Box 22.08
Parle-G MRP 1 184.00 1234 129 18.24
ane 0 3 (60 Pcs) 8 3 % | 4184.00 618
Parle-G C+ Box 0 22.44
MRP 15 6 (60 Pcs) 187.00 1234 12% +187.00 1238.64
Sugar 2 Qntl 3800.00 1234 5% 190 7980

SHARMA COMPUTER & TYPING INSTITUTE TALLY




SHARMA COMPUTER & TYPING INSTITUTE

+3800.00

Total Amount

Process to Alternate Units:-

% Gateway of tally > Create > (Inventory Masters) > Unit of Measurement > Stock Item

Creation > Alternate units

“Stock item Creation Nz

Name Parle-G MRP 5

(@'ras)

Under Parle .G Swstutory Details

Coluinry Chcels GST Applicable * Applicable

Unts pcs Set/Ater GST Details No

Altemate unis Box Good

where 1 Box= 25 pcs Type of Supply 2
. Repoting UQC * Not Applicable

Is inchusive of dutres and taxes No
Rae of Dty (eg 5) o

Accept ?

Quantity Rate per Value
Opeming Balance

Order Processing in Tally Prime

SR YehHUT &1 Ty SMYfeferaratt o) Wea a1 9o & foIw Ugeh! T SIS U A
& T Smew 37 A 71 o urgH H, TR MR 39 A Jo1 g3 §1 3iTeR MRRf &t
JUINT TR T TP 3 B fTex (U B ¢h TR Idhd §, 9 [ 318X fby T
T 3T TE € a7 a1 3R I8 Y ofF Fabhd § b 3ffex Iud W faafkd fg e § a1 =& |

Order processing refers to placing orders with suppliers for purchasing them or
receiving orders from customers for selling. In Tally Prime, Order Processing is linked
to inventories. Using Order processing you can track the order position of a stock item,
Know whether the goods ordered have arrived or not and also know whether the

orders have been delivered on time.
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1. Purchase Order Processing 2. Sale Order Processing
(a) Purchase Order (CTRL+F9) (a) Sales Order (CTRL+F8)
(b) Receipt Note (ALT+F9) (b) Delivery Note (ALT+F8)
(c) Rejection out (CTRL+F5) (c) Rejectionin (CTRL+F6)
(d) Purchase Voucher (F9) (d) Sale Voucher (F8)

(e) Debit Note (ALT+F5) (e) Receipt Voucher (F6)

(f) Payment Voucher (F5) (f) Credit Note (ALT+F6)

1. Contra Voucher (F4)

2. Payment Voucher (F5)

3. Receipt Voucher (F6)

4. Journal Voucher (F7)

5. Purchase Voucher (F9)

6. Debit Note Voucher/Purchase Return (ALT+F5)

7. Sale Voucher (F8)

8. Credit Note Voucher/Sales Return (ALT +F6)

>

K/
*

GG SIS (CTRL + F9): - &1 A1 B MYfd & fw smqfdferdion & Ty oM e
ST &, < g, AES, Yl & IR 3M1fe & f[aaR0), WG e I & A1y
I fohdT ST B, Ueh IR 19 I T U 81 offd &, <l Wkig e RRg Ale # a1
Wi A § 3fia) faaRur & forw ¢ foran ot §, Sifsk &t fRUfA &l Wi IR
THIF H <l S Aohdl & | TRIG ST gRdeT 9+t Wi o™ & qiag el g

D)

% Purchase Order (CTRL+F9) :- When the order is placed with the suppliers for the
supply of goods, the details of items, quantities, date of receipt etc., are mentioned
along with the Purchase Order Number. Once these goods are received, the
Purchase Order is tracked for the order details in the receipt note or in the purchase
invoice. The order position can be seen in the stock summary screen. The purchase
order book lists all the purchase orders placed.
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& BT HR:- ¢ R 1 IuanT e (R e / feelia’t ie) &1 3-1eh deifad fol
P 1Y ¢ B & T fpaT ST B 1 T8 SMHAR W ATer &1 81t §, forges gy eeft
30 f9d P! Sheal g1 AfG 3T U AT I HRd 6, dl S-dc! g Bl USc foha
SITQ, WA o1 a0 31U 9 I1aH & A f9d 9 &xd §, 79 0@ HISC g

3UScC gl B S|

« Tracking Number: - Tracking Number is used to track the challans (receipt

note/delivery note) with their respective bills. It is normally the Challan number with
which tally links its bill. If you pass a challan, inventory books will be updated but
accounts books will not be updated as long as you pass the bill against this challan.

Process to open purchase order voucher screen:-

% Gateway of Tally > Vouchers > Press F10 (Other Vouchers) > Show Inactive >

Type or select Purchase Order. OR

List of Voucher Types

Create
Show Inactive

List of Voucher Types

Accounting Vouchers

Create
Hide Inactive

Accounting Vouchers Contra =4
Contra =] Crec_lit Mote Alt+F6
Credit Note Alt+F6 Debit Note Alt+FS
Debit Note Alt+F5 #:*::E'Endum Fr
Journal 7 o
Payment £5 FPayment F5
Purchase E9g Purchase 9

: Receipt F6
gecmpt - Reversing Journal
Tif - Sales F8

Inventory Vouchers
Delivery Note Alt+F8 it Abde i AltEE
Ph‘y’sicﬂl Stock Cirl+F7 Material In
Receipt Note Alt+9 Material Out
Stock Journal Alt+F7 Physical Stock Ctil+ET

I — RECEiPt NOte A}HFQ
Rejections In Cirl+F6
. Rejections Out Cirl+F5
You need to activate the Purchase Order voucher type. Stock Journal Al+FT
Order Vouchers
Activate now? Job Work In Order

Job Work QOut Order
Purchase COrder Girl+F9
aale ITOET T T &

Payroll Vouchers
Attendance
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% Gateway of Tally > Voucher Type > Type of select Purchase Order. OR

Name Purchase Ordu@

[a\as)

TeComser o

Note: -This is used to any Voucher Type alterations.

General Printing Name of Class
Pant voacher after savng No

Sebact typs of vouchss Perchase Order Dedaul jurisdiction
ADDrevaton Purc Ordet
Actwate this Vouchsr Type ) W;si =
Method of voucher numbering Astomatic

Use advanced configuration No
Use effectve dates for vouchers No
Allow zeroval sed transactons No Set/ater declaration No
Make this voucher type as ‘Optional by defaull = No
Allow nartatson ir voucher Yes
Enable cefaull accounting allocatons No
voce To Waudher Na. Dot s
Aio Computer Zone 1 1-May-2
Estns ModeTerms of Payment
GSTIMAIN: 10ABCDE1224B121 Cash
State Mame : Bihar, Code ;10 Pafamnos Mo, & Date. O Fafaminions

_ _ SRM-1 Bank

Consignee {Ship o) Dizpaiched gmugh Destinagon
Aio Computer Zone Bus Patna
Fatnz Tarmes of Dediveny
GSTIMAIN : 10ABCDE1ZI4B1E] 10
Stae Mame : Bihar, Code : 10
Supplier {Bil fmm)
Shree Ram Mobile
WMotihari
GSTINAUIN : 10ABCDETZ24B 1M 1
Stae Mame : Bihar, Code : 10
EI Der=morpiian of Goads Dhuer an Cuaniity 5.3'.-!_' 2%y Arnauni
Mo
1 |Nokia 1100 T-Ngp=21| 1M pes| 100000 pos 1,060, DR 04D
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Step: - 1. Purchase Order Entry

g‘ ' g
Teeite,

-
Paty &z v Shres Aam Vkin 6
Ot 3¢ A
Fea e mh Frrinae AN
Marna of here Qawery Wate pw Arory
okl 110 e LB por 1RO
L e
Oeder Devalls

Madzvlem: of =aymem: Cash

DOther Ridasncas Hank

Tanms of ity 30 Tays

Receipt Datails

Dixzenith oty Mutvecyiin

Dezznavo~ Dumariya

Camer Naraidzert Mr.Kusnar

Bl o'l w1 GRA Mo Couring Sweview w1 Jan

Mator Vehoin N ‘BRE1368

weme

[P 190
b ams yow pevsime N -

Purchase Order &' Entry &I &+ & fog &g H,

% Gateway of Tally >Display More Reports (D) >Statement of
Inventory (E) > Purchase Order Outstanding (P) > All Order (O)

y - ¢ 4 E:Expoe Eqve Pt
Orcer Decak Alo Cemputet Zong x
Purchase Crders{Oue Oaly) 1-2pr21 to 1-May-2t
Dsts Ordar Name of om Odesd  Balance Hae  Vake Do o
Namber Ouantty  OQuarddty  (Disc %) ]

JParchase Orders Outrtanding:

T4y 21 SRT  Mokls 1100 Wipes Wopcn 1 M0 10000000 Merd!
Fare {4 dapsi
To Stwee Sam Vobde

Wiper 1 par 100,000

Purchase Order Clutstandings
Stock Group
StoCk Category . - 3 3 3
g oate Tﬁ-{E o g T FHTH TN AL, FAH AV, T Az
T @ g% ¢ |
Group g
Ledger
— Note:-You can see one by one view Stock Group,
raers
Stock Category, Stock Item and Group.
Quit
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Receive and Store Goods - (Receipt Note ALT+F9)

(HT UTW B 3R WR )

TRIE ST TR0 |, qOsT fafafer smefra axgait &t wfty oiR HeRA §1 o B
T UTd BT & o Ry e ansen I, faavur @fe 1S 8, 71U &1 ShTs 3R A7
faTeT 81 U HA aral faHET sgfdeat o aram (REP o) R defifd @'ie s
TReAT B} JAT WIS TS WISA & 1Y Hl g dlich I8 T fohar o T o Are 1
TR feam TR T | AT T hRA b T Hid S¥dTael TRIG T B

In the purchase order processing, second activity is the receipt and store of ordered
items. When a goods received then the Receipt note shows the item number,
description (if any), Unit of measurement and the quantity. The receiving department
compares the purchase order number referenced on the supplier's Invoice (receipt
note) with the purchase order file to verify that the goods were ordered. Source
document for receiving goods is the purchase Challan.

Step: - 2. Receipt Note Entry

ey Dwepein
- Man e
S~ LMy 21 Covan Bntewecey )
- M
) et Jemin

A

< Gateway of Tally > Balance Sheet > Current Liabilities > Press Alt+F1 > Sundry
Creditor
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Note: - Pre-Close OrderBﬂﬁaaﬂﬁ%, ERCR 31Ia52l dI3<} 100 Pcs. Wfﬁ GﬁTgﬂﬁ

X/
°

SHARMA COMPUTER & TYPING INSTITUTE TALLY

U Wi & 90 Pcs. AT ST 81, @ 10 Pcs. Pre-Close 3 Ibd g 1 §1¢ H SITRT 3iTex
FRIAPAG |

Note: - Pre-close order we can pre-close when the purchase order voucher is of 100
pcs. And we have 90 pcs. Goods left in stock, and then we can pre-close or re-order

later.

W-TIST 3HiaR; - BRI 3G AR & URaa Al I Y-l 3ifex de W fadd B
T (ALT+W) TETY | fihR g A BT BRI gof DY 3R [FaR0r TR & &1 aR@ | )1
3T TE B fear T B

Pre-Close Order: - From the alteration mode of Purchase Order Voucher click on Pre-
Close Order button or Press ALT+W Then enter the reason for closure and date accept
the details. The entire order has been cancelled.

Puschese Créersius Only) 1-Ape2! to 2dan2t

cam
Cae Oriee Mawe of Ram Ortend  Selace Rae Vshe  Cha )1 ach b
Naxi Quserty Cusably (s % [ne——
Tarchass Oodery Ourandag s [rve
Jdn 2t s Wasis 10w Wges  Mpes LON0 WERM 2a2r
B Bewe Naw Uiee (Ookepy || P

DI bty | 208 pes
2D L

x:  \ipa 900 00

Purchase Ossers|Dae Otiy) VA 2% o DA 31

Do Ovder  Www of bee Otwnd  Salence PeClas [ T Wales  Dwce
e Gty  Camesty Zaet; Melecs  Dec % mereae

Frrrtss Ordirs Oprrindeg:
21 MY ek TR0 Wmr  TWpes s 100000 VAAMOE T4

Prpn b Py Comam Tow i, (oot o

Step: -2.a) Pre-Closed order
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% Gateway of Tally >Display More Reports (D) >Statement of
Inventory (E) > Purchase Order Outstanding (L) > All Orders (O) >
ALT+W (Pre-Closed order)

< SRABIA: -o1F AT B SRABR FHx 371 SI1a 8, Al SR I FHEH! Bl Rebre
HIAT g N 3MYfeiepdl gRT AT a0y @A & o Jeud 811 & 918 3Ry fhu TR &

% Rejection out: -When goods are rejected, the Rejection out records the
adjustments being requested after the supplier agrees to take back the goods.

Step: - 3. Rejection out Entry

5:4 ' Mt
By

Lobpe becimen Sepphiors Wane st Advem
hree Nam Metde Shees Ham Wobte

Vataw

Narna od Inew Usaniy L Arevar

Nobia 1100 10 pen 100038 pes 10,000 00
T

Ve 1l pes "R xa 00X

% Gateway of Tally >Display More Reports (D) >Statement of Inventory (E) >
Purchase Order Outstanding (P) > All Order (O) > Rejections Out
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Step: - 4. Purchase Voucher Entry - Purchase from Shree Ram Mobile Rs.-

80,000/- on credit.

~~~~~~

Potetat Mgy

% Gateway of Tally >Display More Reports (D) > Account Books (A)

> Purchase Register (P)

Step: - 5. Debit Note Voucher/Purchase Return Entry Rs.-5000/-
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Step: - 5. Payment Voucher (F5) Entry by cash.

- n00e 0

Step: - 5.(a) Payment Voucher (F5) Entry by SBI cheque.
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2. Sale Order Processing
(a) Sales Order  (CTRL+F8)

(b) Delivery Note (ALT+F8)

(c) Rejection in (CTRL+F6)

(d) Sale Voucher (F8)

(e) Receipt Voucher (F6)

(f) Credit Note/Sales Return (ALT+F6)

Sales Order: - I U® g B 3T &, Sl (o] MEH GRI & IMIG [ddRd B b fo1g
foraT ST 31 U 39 AR W 3M3cH TS, AT, HIHa, 3R ot Bt 39 Taf & IR A
SR ]MH ¢ |

Sales Order: - It is an order takes by a customer for deliver some product. A generally
contains information about item numbers, quantities, prices, and other terms of the
sale.

Delivery Note/Dispatch of Goods:- faeh! 3T Wﬁ@ﬁmﬂ%ﬁm
BIGR B TSR BT T3 axgall B fScllaRt &1 o1 PIs faa=or fovan S &, df faaror Aie
3TgeH FeR, f3arur @fe Pig BN, AT B g1=al 3R Me™ ¥ FHeTal S arefl 71T &I
I 81 faaRur AU faswa o™ Wear &1 o faavur Hic & 91y &l g, 7 o,
e ara 39 foT fsd 9 snew & faeme faaRka feu o B

Delivery Note/Dispatch of Goods:- The second business activities in Sale order
Processing are delivery of the ordered items to the buyer. When a delivery is made
the delivery note shows the item number, description (if any), Units of measure and
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the quantity to be removed from godown. The delivery department compares the sales
order number with the delivery note. Let us assume, the following goods are delivered

against the previous sales order on the same day.

SALE 5 ORDER
Ao Computer Zone Woucher Ha. Darted
Patna 1 F-May-21
GSTINUIN: 10ABCDE1ZI4B1 MadeTenms of Payment
Stake Mame . Bihar, Code : 10 Cash
Buyer's Rel Order Ma. O Plesfermnoes
oMP-1 Bank
ConsEignes (Ship o) Dizpant ched $S1mugh Desstination
Om Mobile P.Ltd Ship Siwan
‘Sihwan Tarme of Delivery
GSETINUIM : 10ABCDE1234W 151 30 Days
Stz Mame : Bihar, Code - 10
Buyer {Bill o}
O Mobile P Ltd
‘Shwan
GSETINUIM : 10ABCDE1234W151
Stz Mame . Bihar, Code @ 10
= Dher=cripion of Goods HEMN/ SAT Dhuer an Cuan ity Flogie e Armouni
Mo
1 |Nokia 1100 T-Jun-21 M pcs 1.500.00| pos T, el Do
Tonid 30 pes T 75,000.00
Armourt. e mprablie {0 words ) E &OFE
INR Seventy Five Thouwsand O niy
Tor Alo Compuler Zone
Ao borised Sigresony
This is a Competer S enerated Doownent
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Step: - 1. Sale Order Entry

- oy
- bt &

Narna of beey Oawery L Arvyww

okl 110 e 1 5W00 por 0000

e

Mt s

Sale Order &1 Entry &1 gE+ & fog J&q T,

% Gateway of Tally >Display More Reports (D) >Statement of
Inventory (E) > Sales Order Outstanding (L) > All Order (O)

 Order Detals : x Peod
Sales Qroers(Dee Crty) Thpe-21 1o 1-May-21
Corgay
One Over Mare of e Ordernd Ealace REe Vo D9 19k fee
Nerbe Gawty Owaedly DS Jrvedee)
Saiin Qeders Ounnandag: Puckze Ovdes
N2t WP Mokia 194 Wocr Upos 1500 Q06N Mwd -
Froe: Oom Mo P (11 (dopg) X
e s 1 Sy
N Wpos nan 4 O

SHARMA COMPUTER & TYPING INSTITUTE




SHARMA COMPUTER & TYPING INSTITUTE

TTe:-3T UF-Udh Fileh 2idh 9z, Teieh AT, T Aeed ¥ 998 <& 99d 3 |

Note:-You can see one by one view Stock Group, Stock Category, Stock Item and
Group.

o T ISR - TR AW ¥R & IR Al J H-Faiel 3H1eR g R faad
H AT (ALT+W) TaTT | FAR &g T3 T HRUT Gl Y 3R [JaR0 WHR FHRA BI aRIg |
TRT TR IE, IR a1 T 8|

% Pre-Close Order: - From the alteration mode of Purchase Order Voucher click on
Pre-Close Order button or Press ALT+W Then enter the reason for closure and date
accept the details. The entire order has been cancelled.

Step: -1.a) Pre-Closed order

% Gateway of Tally >Display More Reports (D) >Statement of
Inventory (E) > Sales Order Outstanding (L) > All Orders (O) >
ALT+W (Pre-Closed order)

S3les OrdorsiDus Oniy) 1Agr21 10 2Map-11
Date Order ~ Mame ol o Crderet  Balance Pre{izen Nett Fate  Vake Oue on
Manbeo Qurty  Quartity Quetty Baluce (D S foverdee)
Saber Ovders Outwanding:
Iap2t OWPL Nokla 110 Hps Yo 10 pes Wpes 15000 500098 2Mapd!
18 dupsl
Region for PeLloow T e, Ceand o M2t
Dpes Dpen Wps W 7500009

————————
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Step: - 2. Delivery Note Entry

Delivery Note ®! Entry &1 ¢ & fow dau &,

% Gateway of Tally >Display More Reports (D) >Statement of
Inventory (E) > Sale Bills Pending (B) > All Order (O)
% Then (ALT+F1) fully details information

Sales 8108 Pending Covpate lene L

e
Sales Bils Penting TRpr21 to 2May-21
Corpary
Datz  Tracking Nave of dan wul Pendy R VO (4 Qurk ber

N Qutyy OQuawdy Dxc¥
Goodt Deltvered bt Bills mot Mde Puctais B
W2t Natiy 1906 Ups Mpa TEEN WNR  Feing

Te O Weble PLY
Py Dol 1 Sx:@ 10N
Ugps  Npar 0000
- - -

Rejection In

o T SRAIDI: - fahT TR TRIRDRUN H AR ATGHIRI iy AT ! SRATBR HA
& fou 81 -3, I1a & T R 1 o 1 W8 GRT SRAIBR B a1 S Haval
2| Tt aeg O st AT Bt AT UTed & o T STt SMTefRid foeu 7 & a1 efawra o

3faR AIE T R IR | 519 AT Pl SRABR B (1 Al &, O adaR H SRdipia
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AT gRT ATd 9199 o4 & ol 9gdd 811 & dlg 3R1Y fdbu S I8 IS &l
f¥eplE FHeell B

*
°e

Rejection in: - The Third business activity in the Sale order processing is to reject
Goods. Sometimes, a whole or part of the goods may be rejected by a customer.
For receiving a quantity of goods different from what were ordered or receiving
damaged or inferior goods. When goods are rejected, Rejection in voucher records

the adjustments being requested after the business agrees to take back the goods.

Rejection In &I Entry Dl o% o fou dau 4,

** Gateway of Tally >Display More Reports (D) >Statement of
Inventory (E) > Sale Orders Outstanding (P) > All Order (O)

Then (ALT+F1) > Select, Rejection In fully details information.

Step: - 3. Rejection in Entry

b B wivaw Conbunme's Wawe wnd o
O Motde 7 Lad Ovm Makde I Lot
T

Siene of been Quasay L esaw

LU AL )P0 1 80099 pee

Mwrraton

Tohpr2t 16 1un-21

Sales Orders(Due Cnly)

Da% Osder  Nome of bem Ovied  Baloace Rar Volm Do
Numbder Coartty Quantiy a5 (overdae)

Sales Orders Ounanding:

eyt OMPL Nokla 190 M Spa 13000 1500 2he2
For. Om Moe P LY (10 doy

e d! Roatimd |

4

=
Hiarl! eyl 1 A oce
Spct
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Step: - 4. Sale Voucher Entry -Sales to Om Mobile P.LTD, Rs.-52,500/ on credit.

bl 1T W LAN00 ey wwaw

Sale Voucher &1 Entry ! ¢ & forg 9T &,
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Gateway of Tally == Display More Reports (D) ==y Account Books (A)mmp

Sales Register (S)

Receipt Voucher (F6)

RECEIPT VOUCHER :- S Voucher &1 Ad@d TR (Business ) H 0Y 1 U &1 gl
&, e eFRIfRT &) ¥ies @ U §IT 8, (i) Cash in Hand (i) Bank § STHT 81T 8, U8 Y=RIRT
Eh_sﬁ@f ot 3 m% o B R ¢TeR (Sundry Debtors) T 7 AT ( Goods) & Sales I
B S GFRIRT U Bt B, I Entry Receipt Voucher H &1 ST B |

RECEIPT VOUCHER:- This voucher means to receive money in business, in which the
money is received in two ways, (i) Cash in Hand (ii) is deposited in the bank, this amount
can come from anywhere, such as from my debtors or from the sales of goods.

Step: - 5. Receive from Om Mobile P.LTD. Rs.-25000/- by cash.

Portienlons Lrvrew

O Matde P LM o
~rls .

O B 750000 >
gt et | 00 )

Receipt Voucher &t Entry &1 g8 & fog 9T 1,

Gateway of Tally == Display More Reports (D)== Account Books (A)==>
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Receipt Register (R)

Step: - 5. (a) Receive from Om Mobile P.LTD. Rs.-20000/- by SBI
Bank cheque.

Porresiors Srvvee

O Mande Pl P
- B 5000 Iy

At s

Credit Note Voucher/Sales Return & Entry & 35+ & forg deu o

Gateway of Tally == Display More Reports (D)== Account Books (A)==
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Credit Note Register (E)

Day Book: - 98 9} aF¢H Ueiid &rdl §, I faviy fafy a7 safy & a9ed & It
IR o Wi, faeht, YraM, Rfiy, i, sHa s |

Day Book:-It displays all transaction i.e. all voucher of transaction of particular date or

period such as purchase, sales, payment, receipt, contra, journal etc.

Process

< Gateway of Tally > Display More Reports (D) > Day Book (D)

Then (ALT+F2) > Change Period, all vouchers details information.

Change Period t

From 142021

6 [GEE

00,08 Cy

F0.000.00 Oy

2000000 Or

1. 500,00 D«

20.300.08 Cy

S Dt

8 dg 3 Y M

[y N Ty -

et Gty Odmew

P L ' 130,000 W0
[ ' e
Payrean 2 B m
It S ! Avam

et ' 20,000.80

S D ' Pe0e

P o ' 7.0

Recripr i »m 0

Saen ' 12,50 0

foft Wt Voucher I flic A & ﬁl’Q I tl?ﬁ 39 Voucher &1 Click &Y |

To print any voucher, first click on that voucher.

Print

Title
REPORTS

Printer

Paper Size
CuRrent Ctri+P Print area

Others MNumber of Copies

: Receipt Voucher

. AnyDesk Printer

- Letter (8.50" x 10.98") or (216 mm x 279 mm)
o (787" % 10.39") or (200 mm x 264 mm)
1

- Configure

CoNfiguration | |

| Preview P Print
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Process

< CTRL+P > Preview (i) > ALT+Z (Zoom)

Assignment

Business starting for total amount Rs-20000/ thousands only.
Cash-in-Hand - Rs.-2000/
State bank of India - Rs.-3000/

Punjab national bank - Rs.-15000/

Total Amount = Rs.-20000/

1. Purchase from Shree Ram Mobile 5 Pcs. Nokia 1100 with rate per
pieces Rs.-1200/ and 2 Pcs. Vivo Y95 with per pieces rate Rs.-7000/

2.Sales from Om Mobile P.LTD, 5 Pcs. Nokia 1100 with rate per
piecesRs.-1400/ and 2 Pcs. Vivo Y95 with per pieces rate Rs.-7300/

3. Paid to Shree Ram Mobile Rs.-10000/ by Punjab national bank.
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.......

Total 920008 Total 8.200.00

4. Receive from Om Mobile P.LTD, Rs.-6600/ by State bank of India.

5. Paid to Shree Ram Mobile Rs.-5000/ by Om Mobile P.LTD.

6. Deposit in State bank of India Rs.-1500/ by cash.

7.Sales return from Om Mobile P.LTD, 1 Pcs. Nokia 1100.

8. Purchase return from Shree Ram Mobile 1 Pcs. Nokia 1100.

Answer Sheet

Dumariya

Balance Sheet
1-Apr-21 to 31-Mar-22

Liabilities as at 31-Mar-22 Assets as at 31-Mar-22

T o CUTTENt ASSeis 20, 00,00
Closing Stock
Loans (Liability) Sundry Debtors 8,600.00
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GST

Goods and Service Tax (d¥q t{'d | PR)

1.1 Introduction to Tax (¥ Udh qﬁ?l'q)

g WBHR P13 § SNl TFel T SUAE U I HId ThA Pi olcl! ¢ | H Hg Ahd g (b
TR R B TF 3R Hg WBHR GRT T 7T Th Ol YUR g1 g IRBR Sl A
TR | ST WBHR S R AT §, S8 Tl S, TS, 9 Iadle Yo, UH
RO, THSIIHE! SR HARSH &R M g

It is the Income of the government which is collected either directly or indirectly source.
We can say that a tax is a financial charge imposed by State and Central Government
of India. The main taxes that the Central Government imposes are income tax, customs
duties, central excise, CGST, central sales tax, and service tax. The taxes that the State
Government imposes are stamp duty, SGST, state excise; land revenue, SGST and
entertainment tax.

1.2 Types of Tax (P & UPR)
HRAYT (B ) I B &l A § faufsra fesar mn g1

The taxation structure is divided into two categories.

1.2.1 Direct Tax (UcA& )
Y& B T VT 2, Sl forel) Uep g} afdd & SR HR 1 I (3ifaw g o1 ey

Hat g, 3R o foodft oy =ufeq R wmaRd Tl fpar S Iodr 81 S 3y,
TRYTITeRT HR, T8 B AT

A direct tax is one in which the incidence (ultimate Liability) of tax lies to the same
person & which cannot be shifted on another person. E.g. Income Tax, Municipal Taxes,
House Tax etc.
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1.2.2 Indirect Tax (STUHE HT)

3 IR T T 8, o o= ) <R (@1a1Ra) T aafad W g 7 ok o @i
i R RIMIARG fobdT S FobdT 81 9 Siwgel, 3¢, Hoadt, Tess, 9idy ¢y 3 |

An indirect tax is one in which the incidence (Liabilities) of tax lies to the one person &
which can be shifted on another person. E.g. GST, VAT, CST, Excise, Service Tax etc.

1.3 VAT - Value added tax (&9 aftid )

dc T8 fas! o W1 &1 ufawioH ]| a8 FAwtarsil, Sared!, W fadharsil ar fad
30 SIR GRT YA a1 Ta1 R 8, S 71 & | Hed sitedl & 3R I8 3idd: SuHiadr
&I UG foraT STTaT |1 98 IS0 & IoTd & W Hidl | 9 U g | 9 YUlTel! 1 YRd |
YAD T & FTHI faht B BTl Dl Sgaich: U fordn 717 7|

VAT It is the replacement of the Sales Tax structure. It is the tax paid by the
manufacturers, producers, retailers or any other dealer who add value to the goods
and that is ultimately passed on to the consumer. It is one of the major sources of
revenue to the state. The VAT system was introduced in India by replacing the General
sales tax laws of each state.

1.4 Introduction of GST (\_rﬂt{ﬂﬁ Cal tlﬁ?l'q)

SIeEc! a0 ¥ Th 3Ue B g o RIHTR aegsif 3R Farsfi uR Mg 7 Sfdemier
A, axgedl SR Yarell & AT, faept 3R wud W, AP TR W TS & dgd aldl o
TSIeT a1 H TXI37t 3R TAT37 TR SfeT ¥ = TSI 8 | Siewe! avgasil 3R Jarsif
3l & fag Fuifd &R @ Th 90 R R S1uURd Te Jafdd R § 3R 98 @ud &
sifew fig )R g 71 3myfd e & foh! a1 Tlie & Ud® oRUI H, I8 HR dhise umel!
& WEH Y 7 aftfd axgeft & Jarsfi )R U forar S g

GST is basically an indirect tax that brings most of the taxes imposed on most goods
and services, on manufacture, sale and consumption of goods and services, under a
single at the national level. In the present system, taxes are levied separately on goods
and services. The GST is a consolidated tax based on a uniform rate of tax fixed for
both goods and services and it is payable at the final point of consumption. At each
stage of sale or purchase in the supply chain, this tax is collected on value-added
goods services, through a tax credit mechanism.
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1.5 Difference between VAT & GST (@< 3R Sigqdl & 9 o1 3idR)

d¢ 3R STget g vces R 8, foreT agr Sifam IuHiad &) RiTafd FHRa1 g | Afdh
dc 3R ST A1a &1 fosht a1 3Mgfd & Tod IR Yeob vl | Afce R off de 3fiR sheadt
T g qWE P IR 3| FB AR ST UPR g--

VAT and GST are both indirect tax whose burden shift final consumer. But VAT and
GST will charge on the value of sale or supply of goods. But still, there are many
differences between the VAT and GST. Some of the differences are as follows:

1.5.1 Valuation of Goods - VAT (ATl &1 Hedih)

3c P TUAT & o, B9 39 (o] Hed & YR R Hed Ad &1 IS Yo 3R I g
IR A § 3G B 3R I I&d b (Total Price) & A HI AEH B 9T STl
21 TG Yeh 3R d¢ TRBR P oig A AT oIl 8, 3R e s g3 o R} fad
D1 ol H|

For calculating VAT, we take the value on the basic of its sale price. Both Excise duty
and VAT will add in market price and on same gross value goods was sold to customer.
Excise duty and VAT was gone in the pocket of Govt. and rest in the pocket of business
person.

JETERUT & foTE:- T TifoTe o ot +ft axg &1 9T Hed - 12,000 0 § 9iR I1E Yo
-2000 39 § 3R dc -3000 ¥9 g R Ues® ¥ fordr S arell ged 3.-12000+%.
2000+%. 3000 = B .-17,000 B

For Example: - Suppose Market value of any goods is Rs.-12,000 and excise duty is
Rs.-2000 and VAT is Rs.-3000. Then value which will be taken from customer is Rs.-
12000+Rs. 2000+Rs. 3000 = Total Rs.-17,000.

1.5.2 Valuation of Goods - GST (HTd &1 Hedidh)

Siterdt: Sieadt & A 8 9t a1 &1 gl faan Tan 8, Fhad Siewd! A IR Yo A
3R AT & oo H gf BT | IaTeR01 & fore 1 aiford o awgsif &1 SR 94 - 12,000
FUY § 3R LI 12% & aF 12000 ITT + 1440 JUY (12,000 BT 12%) = H 13,440.
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GST: In case of GST, All taxes removed, only GST will charge on Goods & add in the
value of Goods. For example suppose that market value of goods is Rs.-12,000 and
GST is 12% then Rs.12000+Rs. 1440 (12% of 12,000) =Total 13,440.

< agaii Bt fasht uR I T oA 8, Jafe avgen Shv Aareil iR Siewd avmar Sran
gl

VAT is charged on Sale of Goods while GST is charged on goods & services.

% e 9! A Bt U R R 01 & It IR a1 I o AT foept & forg & S i
g, dl =TSt fobaT ST 81 agan & faaRur & 3ifam =Ror § gegai ok Jareit R ohugd
ST ST g | dc Tfed Ps U H B! JHI foram &1 g1 7 iR shiwgdt & Try faeag
fPar S IEI R

VAT is charged on sale of goods immediately up on preparation of Sale Invoice or
immediately when goods are moved for sale. GST is charged on goods and services at
the end stage of distribution of goods. Many indirect taxes including VAT are being
eliminated and merging with GST.

% URA ® GST 1 July 2017 H) HRd EXDR §IRT A fobar 1 |
GST in India was implemented by the Government of India on July 1, 2017.

+ GST Full form - Goods & Service Tax. In which goods means (goods).
GST Full form - Goods & Service Tax. fSRTH Goods T HAWE HIA BT 3 |

Partition of Tax between State and Central.

TS 3R &5 & §1g B BT fFUSH)

% d¢ T, $Had Iod WMBHR P I B! ST & BTl o forg ST [T 31 UTed 3 &l
IPR g, Al SHewe 7, Sheadt &1 gl I T 8 7y 4 U fosht & forg & wely
H UhA i S|
In VAT, only state govt. has right to get its whole share for welfare of state’s public
but in GST, Entire amount of GST will be collected into two parts for every sale from
same state.

+» CGST (Central Goods and Service Tax)
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g T T3 ST G BT 31T ERTT 3R TWETfeId U ¥ g IRHR &b Wd H STH 81
SITET |

It will be half of given GST rate and will be automatically deposit in Central
government account.

+» SGST (State Goods and Service Tax)

g STTCT X BT YT I 3R TTeId U J Iod IRBR P JTd H STHT T S|

It will be half of given GST rate and will be automatically deposit in State government
account.

% IGST (Integrated Goods and Service Tax)

e ol T & g T o 8l @ X1 Siuwet mseieddl Tra § ST ENT, o g

RPR BT Q2|

If sale will be out of same State, whole GST will be deposit into IGST account which is
Central government account.

+» Taxation on Provided Services (Ugld Gl Tl'st Jqr3ii TR PRIUT)

SITEdt ¥ Ugd, SHR UI d¢ 3R JaT &R U, fory e ¥ foran it o1, wiifes de axgait
& 1T § 3R a1 R Ja1 F o B, el shugdt aegail & Tr-gry Aareit 3 & forg
g1 qarsif & forg, Shuaet ax 12% 3R 18% 3R 28% Bl Wahd! §, S Harsil B Jhid R
Sfcafad 81 SreTer arsil iR 15 Hid) shiwadt aanm|

Before GST, we had VAT and service tax which was taken separately as VAT is for goods
and service tax is for service while GST is for both goods as well as services. For the
services, GST Rate may be 12% and 18% and 28% which are mentioned on the nature
of services. Most services are coming under 15% GST.

1.6 GST CODE - GST identification number)

GIead HIS - ST Uga I8

SEYd! & dgd Uoiierul & aral I+ Tauiis sl &) T ARy ugam we
e &t onul, Y ShugeismseT a1 Siegd) ugae I8 & U # ST o dl g
SITTAANETT 15 37} o7 U fARIY HIS 8, S U BTN I JiaT Sl 8, S AR
3R U 3enfd I 15 3feh! & SHUTSISMEE (G Ud JaT o Ugd TR &1 TR
1 Uy = fear mn g -
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All the business entities registering under GST will be provided a unique identification
number known as GSTIN or GST Identification Number. GSTIN is a 15 digit unique code
which is assign to each taxpayer, which will be State-wise and PAN-based. The
structure or format of 15 digits GSTIN (Goods and Services Tax Identification Number)
will look like below:-

15 digits GSTIN (Goods and Services Tax Identification Number) Format or
Structure

10 ABCDE1234F i 5l
( State code ) PAN Card Number of the Number of
2 Digits Manufacture/Traders registration Digit detect errors
xporters/Dealers within state
State Code [IIIIIITStatel N state Code [N State

01 Jammu Kashmir 06 Haryana
02 Himachal Pradesh 07 Delhi
03 Punjab 08 Rajasthan
04 Chandigarh 09 Uttar Pradesh
05 Uttarakhand 10 BIHAR

For example: - 10ABCDE1234F2Z5

1.7 GST Registration Limits for Businesses
(aaTdl & fore Ssfread deftemvor )
GST RYE & TR 40 ARG F AP FTAHT THINGR aled HRITR & [ GST RS

HRAT IR B | UTSt 8Tk RITR & 4l & e eaier ot Tr 20 a9 Tt 712 | |
Ugd U8 T HHT: 20 TRI 3R 10 ARG g1 Bt 2t |

According to the GST Council, GST registration is mandatory for businesses with an
annual turnover of more than Rs.-40 lakh. The turnover limit for hilly and post-eastern
states has been kept at 20 lakh. Earlier this limit used to be 20 lakh and 10 lakh
respectively.
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1.8 HSN code in GST

HSN (Harmonised System of Nomenclature) IS HEW SHIHROIRM (WCO) §RI
faepRId T Ig3e 2Ny SIRTPTT IJTE ATHBRUT § | HRA H, HSN HIFST BT IUANT aed
o ITG Yoo, AT Yo 3R IAod Jod aftfd & (d¢) B & ded [odT ol § 3R 3fd
Jadre / axgaft & arifervur & forg avg 3R JaT R (GST) BT & dgd Ht ST B &1
TRATd g1 390 B 5,000 T BT J0 A | TAH B8 3P| & Bl gRT AT U
8, Th B! 3R dlfdhes TRa-T H ogafyd § 3R HIH GFifchul U & & forg arst
RE I TR ot gRT 9afid g1 <o STa198 IR HSN B8 UIftd BT ghT 3R

STt e WRd T 39! o it &= 81ft 1 HSN &8 & T da™ITSe-https://cbic-
gst.gov.in/gst-goods-services.html AN BN |

HSN (Harmonised System of Nomenclature) is a multipurpose international
product nomenclature developed by the Word Customs Organization (WCO). In India,
HSN coding is currently used under Excise, Customs and State value added tax (VAT)
laws and is now also proposed to be used under Goods and Services tax (GST) law, for
classification of products/goods. It includes around 5,000 commodity groups. Each
recognized by a six digit code, organized in a legal and logical structure and is
supported by well-defined rules to achieve uniform classification. The HSN code needs
to be declared on the tax invoice and also to be reported while filling the GST returns.
Login website-https://cbic-gst.gov.in/gst-goods-services-rates.html for HSN
Codes

Turnover up to 5 Crores - 4 digits HSN/SAC Codes
Turnover above 5 Crores - 6 digits HSN/SAC Codes

HSN codes of 8 digits are mandatory only in cash of export and
imports of goods.

HSN - Harmonised System of Nomenclature

SAC - Service Accounting Codes
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1.8 GST rates for Goods: - If the government wants, it can change the GST rate.

@RBR 918 A GST &R H TRTd IR Febell 8)

INOGSTIN TS GsTI  12% GsT 18% GsT__ [NZEIGSTN
Milk Spices Butter Note Books Automobiles
Eggs Tea Ghee Cakes Motorcycles
Fish Sugar Tooth Powder Jams Dishwasher
Salt Paste Bio-Gas Sauces ATM

Sindoor Namkeen lodine Soups Chocolates
Natural Honey Soyabean Umbrella Ice Cream Toothpaste
Besan Milk Powder | Sewing Machine Camera Liquid Soap
Printed Books Face Masks Lpg Stove Hair Oil Photocopier
Newspapers Pizza Bread Coloring Books Smartphone Fax Machines
Prasad Sabudana Picture Books Soap Monitor screen
Fresh fruits & Frozen Fruits & Preserved
Vegetable Vegetable Vegetable Juice Vegetable

1.9 GST Enabling

> Gateway of Tally > Select Company (F3) > Press F11 > Taxation

ey Gaves Timden l‘
e e e
* et -
Taxaton
e e 3 {-
ne “
. «
.
Codben Liiowm
Eratse Beow .
rute "W v e L | -
Pageskt
Nawran b
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frubie e 233 0cmme N
Vi custidbin] n bo N
S ——
L ——
9 ST Datalls
AT Ragiaty ations Deanitn avirkon | mats e
Tne Hihw o Wiy IV apphe wole Yo
Fongatintion by Hrguise Arplicatae from tAp Y
Adsersae of Othet Termery Mo Thiwahoid it mchindes Involce vatee
CINT appbiathe Yum 1A Thieshasd linst %0 000
asmiun SOADCOE 12 ViKY Applc abie for mtimnisin You
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aMe L
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1. Type of Purchase (Purchase Accounts)

(1) Purchase Exempt
(2) Purchase Interstate Exempt
(3) Purchase GST
(4) Purchase IGST (Integrated Goods and Service Tax)
1. Purchase Exempt: - forg a¥d 3R I (Service) Pl WG W ﬁs‘ i :Iﬁbf [GRIGII Epf

3R o g9 3 B I8 B T Bl O el gAR foeR ) @ 9k g1 fagR & fadt
lﬁﬁlﬁ@aﬁ@?@m@ervice)a’ﬁmﬁ@@l

Purchase Exempt: - The goods and services which are not taxed and which we have
purchased in our own state, such as the company is from our Bihar and we have
purchased goods and services from any district of Bihar.

For Example:-Purchase Exempt Invoice

Invoice Date = 01/05/2021

Invoice Number = 1744

Party A/C. Name = Shivam Super Market
Party Address = Gopalganj near Bank Of

India, Bihar-841423
GSTIN Number = 10ABCDE1234B171

Item Name | HSN Code GST Rate Qty. Rate Amount

SHARMA COMPUTER & TYPING INSTITUTE TALLY




SHARMA COMPUTER & TYPING INSTITUTE

Besan 1.kg 1209 0% 10 KGS. 320 3200
Salt 1.kg 1209 0% 10 KGS. 180 1800
Total 5000

2. Purchase Interstate Exempt: - forg ayd 3R AaT (Service) P W R ﬁ'st 1 &
TR T 81 3R gHA el gk oy § WiiE &1 B, O BT gURT f9gR 301 § iR 8H

JWR-US (UP) & ot +ft Foral & g SiR JaT (Service) B WG B TS |1 |

Purchase Interstate Exempt: -The goods and services which are not taxed and we
have purchased from another state, such as the company is from Bihar and we have
purchased goods and services from any district of Uttar Pradesh (UP).

For Example:-Purchase Interstate Exempt Invoice

Invoice Date

Invoice Number

Party A/C. Name

01/05/2021
1729

Aman Fruits

Party Address = Karan Nagar, Jammu & Kashmir
India, Pincode-190010
GST Number = 01AABBC1478R1ZC
Item Name | HSN Code GST Rate Qty. Rate Amount
Grapes G1 1002 0% 20 KGS. 760 15200
Mango M1 1002 0% 20 KGS. 750 15000
Total 30200
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3.1 Number of Decimal Place €—

TallyPrime MANAGE
EDU K:Company
Unit Creation (Secondary)

Type : Simple
Symbol : pecs
Formal name : Pieces

Unit Quantity Code (UQC) : PCS-PIECES
Number of decimal places :@

Number of Decimal Place
Kgs =3
Qtl = 2
iy oY DS W Pcs =0

3.2 Tax Ledger: - To create an Input CGST @ 6% and Input SGST @
6% Ledger.

9 Configuraticn F12

Alow HENISAL detals Yes
St typa af goos No
Enstls Reverse Crange cakcuation No
Sat Palgbls Inpul Crozit Ne
Seec: Valustio Type No
Show al GET Tax Types Yas
L Y
,,,,, tde e =
- Yor o *é 257 Dwends tr Soct heen
Gands Semmmung $3%
& - N SAC Dt
ot wioe
— — - On ltem Rate
- Ovenin On Value

LR O Vabaw

..... Tanabbe

= Type 2

e+ us

ey . * Unknown

ots | B

Exempt
Nil Rated

I Taxable
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3.3 Tax Types Ledger: - To create an Input CGST, Input SGST, Output
CGST, Output SGST, Input IGST and Output IGST all ledgers under

Duties & Taxes.

TallyPrime MANAGE
EDU K: Company

Ledger Alteration

MName | Input CGST

(alias)

Under

Type of duty/tax
Tax type

Percentage of calculation

Rounding method

- Duties & Taxes

G < ——
- Central Tax <Gm—

0%

- # Not Applicable Gm—

List of Duties/Taxes

G5T
Others

(Current Liabilities)

3.4 Round off

TallyPrime MANAGE

EDU K: Company
Ledger Alteration

Name . Round Off
(alias)

Under

Type of Ledger

Rounding method
Rounding limit

Statutory Details

Is GST applicable
Set/Alter GST Details

Include in assessable value calculation for

SHARMA COMPUTER & TYPING INSTITUTE TALLY

>f

Central Tax CGST
Cess

Integrated Tax  |GST
State Tax SGST

* Mot Applicable
Downward Rounding
Mormal Rounding
Upward Rounding

. Indirect Expenses

- Invoice Rounding @
: Normal Rounding @G

-1

. * Not Applicable
- No

Type of Ledger

* Mot Applicable
Discount
Invoice Hounding

List of Rounding Methods

- # Not Applicable

>

Downward Rounding
Mormal Rounding
Upward Rounding
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3. Purchase GST: - f5T9 9% 3iR JdT (Service) P WG W 5%, 12%, and 18% T 28%
U Big it PR AT 81 3R S 5 30 B Isg | T 71, O I AR fogR &t
%@qumasmlﬁﬁﬁ@aﬁ&ﬁ?w(Sewice)ﬁmaﬁﬁaI%ﬁ?ﬂ_&f%
T A IR TY UHR Y A1 ] |

CGST+SGST @I € a 4t Tax Rate & 50%-50%

Purchase GST: - Any tax on the purchase of goods and services of 5%, 12%, and
18% or 28% and which we have purchased in our own state, such as the company is
from our Bihar and we have purchased goods and services from any district of Bihar.

CGST + SGST are also 50%-50% of the tax rate.

For Example:-Purchase GST Invoice

Invoice Date = 02/05/2021
Invoice Number = 1003
Party A/C. Name = Raj Telecom
Party Address = Patna, Bihar-800014
GSTIN Number = 10ABCDE1234B1Z1
Item Name | HSN Code GST Rate Qty. Rate Amount
Sa':::"g 8517 12% 6 PCS. 7142.85 | 42857.10
Nokia G21 8517 12% 6 PCS. 7589.28 45535.68
Total Value 88392.78
Input CGST 5303.57
Input SGST 5303.57
Round Off .08
Total Taxable Value 99,000.00
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4. Purchase IGST: - 5T a% 3R JdT (Service) B WG W 5%, 12%, and 18% TT 28%
0 DIz W HR AT 81 3R S g0 foradt gaR Iy ¥ Wi |1, o ST gERY fagR
D1 § 3R 89 ITR-UST (UP) & fpaft oft frat § 9 3R AT (Service) B! WIS &1 18 1),

ST RED WICH R IYUPR I AT @ |

IGST &7TdT & a T Tax Rate & 100%

Purchase IGST: - The goods and services which are purchased by 5%, 12%, and 18%
or 28% are taxed and which we have purchased from another state, such as the
company is from Bihar and we have purchased goods and services from any district of

Uttar Pradesh (UP), in such purchases, the tax is levied in this way.
IGST is also 100% of the tax rate.

For Example:-Purchase IGST Invoice

Invoice Date = 02/05/2021

Invoice Number = 1004

Party A/C. Name = Amit Ply King Company

Party Address = Housing Board Amritsar Punjab

India, Pincode-848486

GSTIN Number = 03DZRDE1474R1ZU

Item Name | HSN Code GST Rate Qty. Rate Amount

Ply 18mm 1585 18% 40 SQF. 142.85 5714
Ps\/’fislﬁ]e 1585 18% 80 SQM. 88.74 7099.20
Total 12813.20
Input IGST 2306.37

Round Off 43
Total Taxable Value 15120
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Purchase GST Rate &1 Entry &I % & forg Gag #,

Step-1. > Gateway of Tally > Display More Reports (D) > Account
Books (A) > Purchase Register (P) or Sales Register (S)

Step- 2. >Related Reports (CTRL+0) > GST- Tax Analysis (ALT+A) >
ALT+F1

s
T S Vanrert
. Reacont
Nvras 4 lbrn Daweiy Sote Arerer
i
Serviang V% Spes 1SR pes Y TR N P
ki G Spen TSIE e S0
- -
byt € soel s
My 4 L8
FOAND o
Vg Vo
» Databa
é e epare
oy
Fa0 D

Ll of Retated Repots

GST - Tax Anwyws
Stock Quary

GST - Tax Asodysis

Taxale Valen  Tax rate Dty Tax Vahiw

wmn RUCURT] |
Samanyg S10 @940 Press ALT+F1 < L2880 AR
Nokoa G779 @) H$5NW 5664 8

Kemar Traders.
GST . Tax Anatysn

Tnxaile Value  Taxconte  Dusy(Tax Vidos

Purchme Taxaldn sran MLET 4

857 10 st
an 8
) &. 5
Nodos G2 1) S350 ML 20
ere Vi | Puachase Vave 45535 88 | E55 8
Conkat P I
State T & 214
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5. Purchase Exempt & Purchase GST Entry with Purchase Voucher.

$ﬂ-ﬁ—$ﬂ-ﬁ€ﬁaﬁ (Goods/Items) WW%WW@ Purchase Voucher H Purchase
Exempt, Input CGST, Input SGST T Input IGST T IUTNT STHI-3HET Tax Rate & 1Y
FAT ST 5, Forad axg &1 ge off = 8t 8 $iR GST Rate 5%, 12%, 18% T 28%
arat ot ad 1t =i gt 8, S Bt TH Purchase Voucher # Entry AT USdl AL
Ygl Purchase Exempt, Input CGST, Input SGST &I ST H, FoRIH Purchase Ledger

& Under, 8H Purchase A/c cakecull

Sometimes we have to use Purchase Exempt, Input CGST, Input SGST or Input IGST in

the same purchase voucher to buy goods / items with different tax rates, including
discounts of the item and also goods with GST rate of 5%, 12%, 18% or 28%. Which
has to be entered into a purchase voucher, we will use Purchase Exempt, Input CGST,

Input SGST, in which under the Purchase Ledger, and we will keep purchase A/C.

G ST Involce

W Trmders

e lym

GETINUING 10ABODET 2341 i1
Glote Neme  Biher, Code 10
TMail viess he shani@dgmell com

Conmgnes (Ship to)
Ko Traders

[ume iym

amall | vires s shan i@omell com

GERTINUIN 10ARCOR12MVY K1
Niate Name Mihw, Code 10

Supplier (B rom)

Involoe No

(B linr invoios Ne & D s
1006 gt LJuldd

Dawa
Joubtd

e i memn e

Burag Komar
Gopuigen|
Slate Name Bihw, Code 10
Bl Des cription of oo MONBAL Quantity Nata | per Amount Taxable Canval Tax ™ Tow|
N Valug Rotel Amount [Hate [ Amount | Amouol
1| Bl GpE e 1002 B.000 kg Pl LT 14076 148768 O% 0% 14078
2| Bugar o 1002 10,000 kge 9968 | s a6 60 960 50| 2 &% 080 |2 00% LA LALE M
3 | Ghee @ 2% 1009 10.000 kgs | B0B 90| son (EENT nevons| 6% mInee| o%| BWEN| 1007083
A | Bupact s 1006 20000 kpyn| 70080 | wim 16,010 00 1801000 O%| 1,380 80| 4| 1,380 50 17,711 80
£ | Cheoolate s (b2 0% 1o0e 20,000 kyw| BI85 won e 2002076] 14%| 200808 14% | 206803 2040481
TTAETEERR
nput CGST 470000
Mput Nasr ENLURL
L 1
] Descrpton of Gooas HISAL|  Quantity Rxe per Amount T abie Cenaal Tax State Tax Tota
L8 voror [RMe] Aroud TRafel Smvod | Aot
ROUND OFF 0%
T otal 75000 ko= € 54, 754 .00 45,1585 4788 4, 78488
Amount Chargeatie (n words ) INK F ity F our Thousand Seven Hundred Softy ¥ our Ondy E&OQOE
“Taxabie Coatry Tou Sige T Tols
—1T xj_ﬂ!!;,:_“ﬁml_ - o Ameunt | Tas Amount
168757 ] [
38.50| 250% 898 250% 886 1982
a9 85 6% 53099 o 30 99 1407068
‘;'"D'(”}.)i 0% 1.350 90 ™ 1;;8“‘) :\“’11
2062075 1% 28003 14% e 277608
Tota: | 45185 16 i £ i S5110%
Tax Anowl (n sens INR Nine Th i Five ¥ Seven and Seventy Sx pase Only
Compary 's GSTINUIN
for Surmg Kumar
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2. Type of Sales (Sales Accounts)

(1) Sales Exempt

(2) Sales Interstate Exempt

(3) Sales GST

(4) Sales IGST (Integrated Goods and Service Tax)

1. Sales Exempt: - forg ad 3R T (Service) ﬁﬁﬁtﬁﬁg i B3 qfrT'ITI?lT 63[ 3R

S 89 307 €Y IeT H st i 81, I HHl gURT f9gR @i & 3R 84 fagR & foreft off
ﬁlﬁ@faﬁ GﬁT@Tﬂ(Service)ﬁﬁﬁﬁTrscEﬁl

Sales Exempt: - The goods and services which are not taxed and which we have sold
in our own state, like the company is from our Bihar and we have sold goods and
services from any district of Bihar.

For Example:-Sales Exempt Invoice

Invoice Date = 01/06/2021

Reference Number = 2001

Party A/C. Name = Royal Super Market
Party Address = Motihari, Near Bank Of

India, Bihar-841424

GSTIN Number = No
ltem Name | HSN Code GST Rate Qty. Rate Amount
Besan 1.kg 1209 0% 8 KGS. 400 3200
Salt 1.kg 1209 0% 8 KGS. 200 1600
Total 4800
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2. Sales Interstate Exempt: - o a¥d 3R Jar (Service) ! fasht R PIg off FR &l

T 81 3R gh ot gk Xroa & fospt 3t g1, S H30i! g fagR &1 § 3R 81 STk~
TSR (UP) & faail oft foral O axg 3R JdT (Service) B faeht B 1T BT |

Sales Interstate Exempt: - The goods and services which are not taxed and we have
sold in another state, such as the company is from Bihar and we have sold goods and

services from any district of Uttar Pradesh (UP).

For Example:-Purchase Interstate Exempt Invoice

Invoice Date

Reference Number

Party A/C. Name

01/06/2021

2002

Jay Fruits

Party Address Delhi, Moti Nagar
India, Pincode-110015
GST Number 07AABBC147D1H1
Item Name | HSN Code GST Rate Qty. Rate Amount
Grapes G1 1002 0% 15 KGS. 800 12000
Mango M1 1002 0% 15 KGS. 850 12750
Total 24750
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3. Sales GST: - f5T9 a¥q 3R T (Service) B! faehl WR 5%, 12%, 3R 18% TT 28% FTTH
®Is Hl B a1 81 SR S gH 39 g1 Ia H At &1 81, O i g R o1 @
ﬁﬁ%%%ﬁmﬁﬁﬁ@mﬁervice)ﬁﬁﬁﬁﬁIE’H?‘R‘@'%W
AR TSR A A |

CGST+SGST &Il € al 4 Tax Rate & 50%-50%

Sales GST:- The sale of goods and services which attracts any tax of 5%, 12%, and 18%
or 28% and which we have sold in our own state, such as the company is from our
Bihar and we have sold goods and services in any district of Bihar. The tax in such sales

is as follows.

CGST + SGST are also 50%-50% of the tax rate.

For Example:-Purchase GST Invoice

Invoice Date

Reference Number =

Party A/C. Name =

02/06/2021

2003

Rahul Telecom

Party Address = Siwan, Bihar-841414
GSTIN Number = 10ABCDE1234B121
Item Name | HSN Code GST Rate Qty. Rate Amount
sa'::(‘)'“g 8517 12% 5 PCS. 7500.58 | 37502.90
Nokia G21 8517 12% 5 PCS. 7999.99 39999.95
Total Value 77502.85
Output CGST 4650.17
Output SGST 4650.17
Round Off 19
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Total Invoice Value

86,803

4. Sales IGST: - 5T a¥q 3R T (Service) B faHT TR 5%, 12%, 3R 18% TT 28% TTA
B8 off B AT B 3R o e fpelt g Iou H ) Y 7T 8, S i gER fagR
®I § 3R 0 IWR-US (UP) & fohaft off fora & o 3R TaT (Service) Ft fahl &1 718 &),
ST RE P TP ARSI USRI AR |

IGST &7TdT & a I Tax Rate & 100%

Sales IGST: - The goods and services which are sold at 5%, 12%, and 18% or 28% are
taxed and which we have sold in another state, such as the company is from our Bihar
and we have sold goods and services from any district of Uttar Pradesh (UP), Tax in
such sales is as follows:

IGST is also 100% of the tax rate.

For Example:-Purchase IGST Invoice

Invoice Date

Reference Number =

Party A/C. Name =

Party Address

02/06/2021

2004
Sunking Ply

UP, Vijay Nagar

GSTIN Number = 09ABCDE1234U1P1
Item Name | HSN Code GST Rate Qty. Rate Amount
Ply 18mm 1585 18% 30 SQF. 199.99 5999.70
PB\//fiEL%e 1585 18% 70 SQM. 149.87 10490.90
Total 16490.60
Output IGST 2968.30
Round Off .10
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Total Taxable Value

19,459

5. Sales Exempt & Sales IGST Entry with Sales Voucher.

$ﬂ-ﬁ—$ﬂ-ﬁ6ﬁaﬁ (Goods/Items) ICEAC TG %IEW?T Sales Voucher H Sales Exempt,
Output CGST, Output SGST T Output IGST BT IUTNT S{T-3{CHT Tax Rate b AT HRAT
Tsdl g, foras axg & ge it i 8t § 3R GST Rate 5%, 12%, 18% AT 28% arai oft
a¥yd t SNfAE Bict 8, ST &1 UF  Sales Voucher H Entry AT Usdl 8, 9 eI Sales
Exempt & Output IGST BT ST B, FoRH Sales Ledger & Under, 9 Sales A/c @1

W |

Sometimes we have to use Sales Exempt, Output CGST, Output SGST or Output IGST
in the same sales voucher to sell goods / items with different tax rates, including
discounts of the item and also goods with GST rate 5%, 12%, 18% or 28%. Which has
to be entered into a sales voucher, we will use Sales Exempt & Output IGST, in which

under the Sales Ledger, and we will keep Sales A/C.

— -
Tax Inwoice

Kumar T raders

Deasrnsri

GET INAUIM: 10ABCODE 1334w 1H 1
Stz Mams : Bihar, Cods - 10
E-M 5il : wireshsshsnif gmail . com

Irrecyices Mo,

]

Draxtesc
A-Aug21i

Drarlivery MWase

ModeTarm=s of Pajymenit

Fefomenos Mo, & Dot

2006 dt. 1-Avg 31

Orferr R mn o

Cornmignee (Ship o)
Rawvi Kumar

Rajasthan, Pushikar
GST INAIIM :
Sta= Mams

OEABCDE1Z34R 1N
: Rajasthan, Cods | OE

Buyer's Order Ma

Dt el

Di=praich Doc Mo

Dredirwerry Mioter Daser

Dri=prasi chherdd Fimug by Dre=siima@on
Terrrmes of Dediweny
Bunper (Hill ia)
Rawi Kumar
Flajssthsn, Pushksr
GST INAJIN 1 MBABCDE1ZI4R TN
St Mams : Rajasthan, Cods : &
51 Drescripntion of Soad= HEMSAC Chuan ity Flope ) S
Mo
1 | Salt @ Exempt 1002 5.0 kgs 5000 kgs 25300+
Z | Sugar 5% 1002 A10.0:00 kgs 10000 kgs 1,000 O
2 | Ghee @12% 1003 15 0400 kgs 9999 kgs 10, 45985
4 | Supar & 18% 1045 20000 kas A50.50] kg= 17010000
S | Chocolates E&EZ8% 1006 30000 kgs 00 00| kgs Z2, 50000
£1.2559.85
Owrpur iGST 10, 671.78
Tota T3.000 kgs T 61,931.63
Armount Changeatie (i worcks) E &0 F
IMR Sixty One Thousand Mine Hundred Thirty One and Sixty Three paise Onby
HEN ST T s s Imdercpatesd Tax Tk
o e e Arncsani Tome Armewuri
1002 25000 )
1002 1000040 5% 5000 5000
1003 10499485 12%, 1259 98 1.259 98
1005 1701000 18% 3,08 1.80 3,081.80
1008 2250000 2H% B 30000 B 300 00
Total S1.Z539.85 10657178 1057178
Tow Arnowrd (i wod=) - [NR Ten Thousand Six Hundred Seventy Cne and Seventy Eight paise Onhy
Dhescdowrasfion Tor Fuemesr Tie 0

W descliame thmit $his inwvoice shoas the acual pricoe of the

Sanborad Siogrosony

This is a Comnpuier Generated rvoices
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Capital Account

Yol @TeT: - I8 T UTUiie 99g € of 39 998 8 9 UHR & Gol @1d 411 §, S
PAR 258 AR T B § 3R §H T8 ¢ SUR &1 9 & 7Y §H HeeR 2o 4
(Credit) q\Trﬁ d, d8 q\ﬁﬁ e 1 §% gRT gH U g, q\Trﬁ CARCIIS Receipt Voucher o
Capital Account gIRI Hltdﬁﬂ:ﬂ\ﬂlwn [

For Example: - KUMAR TRADERS (Proprietor)

MAHABIR TRADERS (Partner)

Capital Account: - This is a primary group that creates all types of capital accounts in
this group, like Kumar Traders is one of our companies and we want to take credit
capital from MAHABIR Traders to increase the business, that capital is received by us
in cash or bank, capital receipt of capital will be received by capital account in receipt
voucher.

3.Receipt Voucher

For Ex. -1 Receive from MAHABIR Traders Rs.-200000/- by Cash (Capital).

Account Debit Credit
Cash 200000/
To Capital Account 200000/

Partcabus e

Caghssd A 20 000 0
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For Ex. -1 Receive from MAHABIR Traders Rs.-300000/- by PNB

Bank cheque.950020 (Capital).

Account Debit Credit
State Bank of India 300000/-
To Capital Account 300000/-

Stotn Hank of bebe

trever
080 W
Baok Aocatons b State Bank of India
For 30000000

Tramsaction Type Acrvcmunt
|Cheue TO 3 %) ) )

s? No 0020 e VAsg N

B - Punjab National Bank

Tatsl TRMSN

Totas

T340
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< Payment to Sundry Creditor Cash & Bank Cheque
% Gateway of Tally > Balance Sheet (B) > ALT+F1 > Sundry Creditor

Anan Frets XN
AU PLY KNG COMPANY LN
LERED SN
Swan Sepe Mkt SN
Seg Kiny M
Aecournng Amrarar (carea, Traaers x
Vi et mo Bael -
Cohy
Levaw

Partealon
ANET PLY KNG COMPANY

.oy
Age B 1004 19,1208 Oy

Son| Korwnr
w3

35 AW
Agst B 105 3475000 Dy
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<+ Receive Payment to Sundry Debtors Cash & Bank
Cheque.

% Gateway of Tally > Balance Sheet (B) > ALT+F1 > Sundry Debtors

Peiticulars

_
9
Swoy Dadbo A
Kurat Trades bk
e 2ig -
; . e
{iasing Babon
D i
oo
iy frn AT v
Rabd T %AW
S Karwy stag
Py Sipwr Vb e
Susia Pl 10
: [ oo | -
1 e 2 x
[ Lum it
......
> b “
.......
llllll .y et i
Soyed Waper Marke s
Gor B 4
A et 1 M0
"
x
g 2t
Sevuy
Leves
PR T
v
Daug 2t
Sarzay
2t Gk
reca Anan
Ratval Tebecaw Mim
“8a' 4
7ot 3 B O
Aoz E Bood of rue Cotn
rorery Averer -
Serming Py nAnw
Cor il
A 154990 O
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4. Credit Note Voucher/Sales Return (ALT +F6)

% Closing balance before Sales Return
% Gateway of Tally > Balance Sheet (B) > ALT+F1 >Closing Stock

SHARMA COMPUTER & TYPING INSTITUTE TALLY
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++» 5. Debit Note Voucher/Purchase Return (ALT+F5)

Patp b v Al Tebocom

Ladoet sceae Prrctuae Heaaw
Nswna 1 d hore

e
b Gt

Pe—pA
byes B08T
ROUND OFF

Note: - 378 81 List of Stock Items & Samsung
$10 3fR Nokia G21 &I Quantity (pcs) :@
fears < |

Note: - Now we will not see the quantity (pcs)

of Samsung S10 and Nokia G21 in the list of
stock items.
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List of Stock ltems

1 Orurge Ve

Neteas Mepmn

Feu Duss

Create
¢ End of List
Besan 1kg 2.000 kgs
Butter
Chocolates @28% 0.000 kgs
Galaxy Mote 5
Ghee @12% 0.000 kgs
Grapes G1 5.000 kgs
Mango M1 5.000 kgs
Nokia G21 > 0 pcs
Ply 18mm 10 SQF
PWVC Pipe 3/4 inch 10 SQM
Salt 1kg 2.000 kgs
Salt @Exempt 0.000 kgs
Samsung S10 > 0 pcs
Sugar
Sugar @5% 0.000 kgs
Supari @18% 0.000 kgs

e —
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Discount (QC)

< O TEH! DI ATIRT §RTATA B B H fardt Hf YR B el &1 SAfd af Sl g ot
I A B ST gl ST | | oI axqsf &1 foeht & YR R ATd & v 3 8
Fe DI A & At 7, A 3T HATIR B HET Ol &, Al 9IF SaR] BI Seal Y
¥ o AT ) Pl § $© Fe DI AR & I €, O 3 e Fe FHel Sl gl

When customers are allowed any type of deduction in the price of goods by the
businessman then that very thing is called discount. When some discount is allowed
in prices of goods on the basis of sales of the items, that is termed as trade discount,

*

but when debtors are allowed some discount in prices of the goods for quick payment,
that is termed as cash discount.

Process to active Discount column in invoices:-
> Press F11

> Inventory

> Set (Yes) Use Discount column in invoices

Company: Kumar Traders
Show more fealres Yea
Show alf features Yeu
Accounting Taxation
Mantan Accounts Yes Enable Goods and Servces Tax (GST) Yes
Enable Sill-wase entry Yes Enable Tax Deducted & Sowrce (TDS) No
Enable Cont Centres No Enable Tax Collected ot Source (TCS) Nao
Enable inferest Calculation No Ensble Value Added Tax (VAT) No
Enable Excise No
Snventory Enable Semvice Tax No
Martan inventory Yes
Intagrate Accounts with Inentory Yes
Enatls mutipie Price Levels No Online Access
Enabie Batches No Enabie Browser Access for Reponts Yes
Mantan Exp tr Batche : Eratis Tally NET Sences lor Rernote Access & Synchromsston - No
Enabie Job Order Processing No
Enatle Cost Tiacking No Payroll
Enatile Job Costing No Maiitain Payrol He
Use Descount calumm n imoices .n nable Fayr tatitor N
Use separate Actuad and Billed Quantity colurmns in ivoicss o Others
Enable mulhiple addresses Mo
Mark modéed vouchery Na
Note: - Purchase invoice: Discount Receive - Indirect Income. (Total Amount)
Sales invoice: Discount Paid - Indirect Expenses. (Total Amount)

SHARMA COMPUTER & TYPING INSTITUTE TALLY




SHARMA COMPUTER & TYPING INSTITUTE

1. Items wise Discount in Purchase Invoice with GST

Sesper lrmea ta Y008 [ Asgat T
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2. Invoice wise (Total Amount) Discount in Purchase Invoice with GST

. x Cate
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3. Items wise Discount in Sales Invoice with IGST
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% Note: - 3F GHANT 3 TTHT it UgH & T Invoices Entry Bt BRI UTE &R Tt 6,
YD 3FT Duties & Taxes @I fAWR ¥U ¥ U, {599 GSTR-1, GSTR-2, & GSTR-
3B 31X B2B Invoices, B2C (Large) Invoices & B2C (Small) Invoices Pl STHBRI UTd

S |

Note: - Now we have almost got information about all invoices entry in Tally Prime,
further we will understand the duties & taxes in detail, including GSTR-1, GSTR-2, &
GSTR-3B and B2B Invoices, B2C (Large) Invoices & B2C (Small) Invoices.

% Process to Duties & Taxes:-
<+ Gateway of Tally > Balance Sheet > Press Alt+F1 > Duties & Taxes

ursat Tiaden Wurraw Tinders
Lishilities naltaed Avsens TR Carraiy
Cagtal Account L0000 00 Cunet Assats 16592045
Captal A% 506000 40 Caorg Sk 10885 9
Lowrn [Liskidy) Sty Deien 6231306
Cask nland Nree
(mc“l"r':: v-— e MLUBIT o) Accowts 29654 00
Seady Crodton R
Proie & Loms Alc 55400 bt
Downo Baance
! e 1338
.o -

[Dutes & Toves .
Kamvat Traden Loty
Particulan Lo d1 s agd! —
Choving Bl =
Dbt Ot
Lokt wein
epa CGST me Mooty
w357 1%
wad 3657 UM
Output COST gInu
Oupe G -9 b
Dutpat SCST EIN
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% GST Reports:-
> Gateway of Tally > Display More Reports > STATUTORY > GST
Reports

e — Sateway of Taly

Display More Reports
GST Reports |
regte
Kee = T Blalance
Qane of Accountz oy Book
Cash Flaw —1 GSTR-1
¥ unds Flow GSTR-2
Vaucturs GSTR-3B
Dy B Account ook
Sttemants of Accounts :
e-Way Bill
= Inwentary Booes Challan Reconciliation
Bl mems of wentivy
GST Annual Computation
Palancs Shast

arrmmat GAT RegOtn GST Rate Setup
R0 Anadyss Map UoM - UQC
EXcostion Neparty Update Party GSTIM
Disstey Mare Ragerts : .
Analynis & Vil ataon

Out Quit
us

% GSTR-1:- faw! Tl aer & TSGR 39 < o1l 8, o1 &1 g4 Afe-1 H fava a¥g
ﬁ%ﬁﬁ%%ﬂaﬁsﬁﬁﬁﬁm@% 3R foram g Registered STl &I
aﬁﬁﬁﬁﬁ%eﬁvmaﬁ Unregistered?ﬂ"ﬁﬁaﬁaﬁﬁﬁaﬁ% 3R
T Tax fordn &, 3 9 STH&RY 89 GSTR-1 H U B & |

GSTR-1: - Sales related data is given in it, such as how much item we have sold in a
month, how much item has been returned to us, and how much we have sold the item
to registered people and how much we have sold the item to unregistered people,
and how much we have taken tax, We get all this information in GSTR-1.

& GSTR-2:-Purchase TafId 3MThST B BRI STH I STl §, ST b1 H AleT H fha
I 1 VRIG DI &, fha-1 9 89 Wi B! AU &1 8, 3R {1 g4 Registered AN
@raaﬁaﬁ@ﬁaﬁ%sﬁ?mmsnﬁ Unregistered Fﬁ"ﬁﬁﬁﬁﬁ@ﬂ?{aﬁ% 3R fora
A Tax e, 3 @uft &R 88 GSTR-2 A UM B § 1

GSTR-2: - Purchase related data is given in it, such as how much item we have
purchased in a month, how much item we have returned the purchase, and how much
we have purchased the item from registered people and how much we have
purchased the item from unregistered people, and how much we have paid tax, We
get all this information in GSTR-2.
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GSTR-3B:-Tg8 U& A W-8yor 7, forad @uft arest smufd, 37ge eoa shfge (1¢) &1

®,
L4
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aIdT, R STdT BT Tal T 7T 3R YA fhT T 1 1 JRI UK o St g
STgdeR-38t R ¥ Usd fap! 3R 9Yc o Hise fJaRu BT Swgclam-1 3R
SHUTCISMR-26t o 91y e fobar s =g

GSTR-3B:-It is a monthly self-declaration to be filed, for furnishing summarised details
of all outward supplies made, input tax credit (ITC) claimed, tax liability ascertained
and taxes paid. The sales and input tax credit details must be reconciled with GSTR-1
and GSTR-2B every tax period before filling GSTR-3B.

GSTR-9:- 34 ST & dgd Uoiidrd Ut FHRerarsdl gRT aIfad fan ST Siaxae g |
3OH fohu T Tt aTet STyt &1 faaRuT M &; Tenuwe], THoiwe! SR STgoigde!
o fafte o el & SfTd faiia oy & GRME Ui 94t 3fraeds 3y, 3ae Syf
o1 faavur wfira B, 9t ol a1 3mie e GHudetem -1, ShuacisR -2 T 3R
TSR -3 &) &1 G4 g

GSTR-9:- It is required to be filed by all taxpayers registered under GST. It contains
details of all external supplies made; all outward supplies received during the financial
year under various tax heads like CGST, SGST and IGST, include details of inward
supplies, combining all monthly or quarterly returns (GSTR-1, GSTR-2A and GSTR-3B).
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% GSTR-1, B2B Invoices:- B2B Sales &1 HAAd Business to Business Sales Bidl % foram
Supplier’s it GsTH qﬁﬂ% g 3R Buyer's W st qﬁﬁﬁ 81 3R g & UM GSTIN
TR BT A1RT 3R 3 Pt fopt faradt +ft a0 & 61 112 21, 39 bR &1 faeh! & Entry
B2B H fawrg ¢t 3 |

GSTR-1, B2B Invoices: - B2B sales means business to business sales, in which
supplier's is also registered in GST and buyer's is also registered in GST and both
should have GSTIN number and the goods have been sold in any state, then the entry
of such sales appears in B2B.

*¢* GSTR-1, B2C (Large) Invoices:- B2C (Large) Sales &1 Hddd Business to Consumer /
Unregistered Sales giar g, fSaa Supplier’s GSTﬁﬁGﬂW@?ﬂ 3R (Buyer's) U
W@?ﬂ%ﬁmﬁ famt pI AT 2.5 W@W@?ﬂ%@?@'@ Invoice H fora
g(—l\i X H a¥d CARKE Tlg ﬁ Sl 9 YbR CARCEAR] Entry B2C (Large) Invoices H
ferg ot & 1
GSTR-1, B2C (Large) Invoices: — B2C (Large) Sales means for Business to Consumer/
Unregistered sales are in which the supplier's is registered with GST and the (Buyer's)

consumer is unregistered, in which the sales limit is more than 2.5 lakh and the goods
have been sold in another state in the same invoice, then the entry of such sales
appears in B2C (Large) Invoices.

+* GSTR-1, B2C (Small) Invoices:- B2C (Small) Sales T Hddd Business to Consumer /
Unregistered Sales giar g, A Supplier's GSTfftiTrﬂWEﬁ?lT 3R (Buyer's) YT
3{Getigrd giaT g, foram fosh! & T 2.5 ARa W 3ifer §1a7 2.5 IRg ¥ &H 81 3R T &1
Invoice § qu%fﬁ@?ﬁaﬁﬁﬁﬁ’ﬁ@ Fﬁ%ﬂWﬁﬂlﬁWﬁ Entry B2C (Small)
Invoices & f@TS Gl B 1

GSTR-1, B2C (Small) Invoices: — B2C (Small) Sales means Business to Consumer/
Unregistered sales, in which the supplier's is registered with GST and the (Buyer’s)
consumer is unregistered, in which the sales limit is more than 2.5 lakh or less than 2.5
lakh and the goods have been sold in their state in a single invoice, then the entry of
all such sales is seen in B2C (Small) Invoices.
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GSTR-1

> Gateway of Tally > Display More Reports > STATUTORY > GST
Reports > GSTR-1 > Press F2 > Change Period
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GSTR-3B

¢ SRR v o Feest
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Change Period

From ©o 142021
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Y - 2021-22 Tax Paniod - Septamber(Q Status - Fled e Date - 111072021

ADD RECORD DETAILS

4A, 48, 6B, 6C - B28 Invoices SA - B2C (Large) Invoices 7 - B2C (Others)

0 0 1

OA, BI, BC, BD - Nl Rated 98 - Credit / Debit Notes on - Credit / Debit Notes TIA(1), 11IA(2) - Tax Liabllity
Supplies (Registered) (Unregistered) (Advances Received)

1I8(1), 118(2)  Adjustment 17 - HSN wise summary of
of Advances outward supplies

AMEND RECORD DETAILS v
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Print Configuration

¢ To set GST configuration in Tax Invoice.

¢ In Print configuration, under Statutory Details, set the following configuration.

¢ Show Item-wise GST details to Yes to display the GST details according to Item.

e Show GST Analysis to Yes to display the GST Analysis Report at the bottom of the
Invoice.

¢ Show HSN/SAC column to Yes to display the HSN/SAC column in the Invoice.
Step-1

% Gateway of Tally == Display More Reports (D) == Account Books (A)m=
Purchase Register (P) or Sales Register (S)
Step-2

% CTRL+P > C: Configure >Print Configuration

Navns of bre Davery fote v Averee

Sarviemg AW Spes 1A per TR
b G S TSR e S0
CRE Too il

s COM saess
T ‘ I RL + P L
FTAMD CFF we
Charge Ve
Mae Dot
Priot Hlodsted Repart
Title GST Invoice Y e
Faa Dase
Preta Ay Owsk Prewr
Paper Sze Lot B0 « M o (26 own n 719 oy
Pant ared (787" x %39 or (200 mvm x 264 o
Numger of Copes v '
Canf\gure Proves .
e -
A | v 0000

Print Configuration
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hange

Print Configuration
We can set an showtiore | | B STIRIRAT B
y Voucher Details
. H Use Simple Involos format No
configuration as Use Voucho format No SR fobat ot
Show Chacked by & Variad by
1 Show Frepared by N WW ﬁ @-E-
per reqUIrement Show Serial No Yes <
& f‘t ‘th tt Show Quantity Yes .
Show Quantity with Alternate Unit Yes W W %’
arter ese Ing Show Altarmatae Unit In separate column No l
. . Show Actual Quantity No
of configuration, Show Rate Yo HIPTRIA Pt
Show Bill-wise details No *
Show Cost Allocations in Vouchsr format No
Press Esc and Show Batoh detals You IAfeT & 91
Show Godown Namae No !
Show Godown Address No 4
Press P key to Show Part No No I'IEIE'I@E' Sﬂ?ﬁﬁ
. h Show Additional Descriptions for Stook ltems  Yes
Show Additional Descriptions for Ledgers No EETQ- W
Prl nt t € GST Migplay nama for Stock Itams Name Only |q
. . Show Narration No
Invoice shown in || sty Detaii el 1 e A
Show Rate of Duty for Stock ltems No
. . Show tem-wise GST details Yeus
following figure. Show G&1 Rate (in %) & I?ﬂl Esc 3R U9
Show HEN/SAC Yoo
Show GST Analysia Yes > .
S HBISAL detals P il gAY |
Show s-Way Bill No Yes
Header Information
Titla GST involce
Subtitle (if any)
Title (for Optional Vouchers) INVOICE
Qptimise printing to save paper No
Choose details ta show second page onwirds No
Company Detalls
Show Company Nama Yoa
Show Company Address Yos
Show Tax Registration No (TRN) Yes
— - —
G 5T Invoice
Imvoice Mo Dated
e ; a2

GSTIN/UIN: 10ABCDE1 234V K1
State Mame : Bihar, Code - 10
E-Mail : vires hs shani@gmail. com

Supplier Invoice No. & Date.

1003 dt. 2-May-21

Other References

Consignee (Ship to)

Kumar Traders

Dumar iya

e-mail : vires hs shani@gmail. com

GETIN/UIM : T0ABCDE1Z234W1 K1
State Mame: : Bihar, Code: 10
Supplier (Bill from)
RajTelecom
Patna
State Mame : Bihar, Code: 10
=] Description of Goods HEN/SAC | Quantity Rate | per Amount T=xable Central Tax State Tax Total
Mo Value Rate| Amount |Rate| Amount Amount
1 | Samsung 510 i Gpos| 714285 pos| 4285710 4285710( €% 257143 €% | 257143 4799938
2 |Nokia G21 BEAT Gpos| TEE525| pos| 4553568 4553588 0% | 272214| 8% | 272214) H0 55988
BB 38278
Input CGST 530357
Input SG5T 530357
ROUND OFF 0.08
Totsl 12pcs F99,00000| 5828278 520357 5.303.57
Amount Chargesble(in words)  INR Ninety Nine Thousand Cnly E&CE
Taxable | Central Tax State Tax Tatsl
Walue | Rate Amount Rate Amount Tax Amount
8838278 5%. 5,303.57 8% 530357 10 60714
Total: B8 39278 5,303.57 5,303.57 10,607.14
Tax Amount (inwords) © INRTenThousand Six Hundred Seven and Fourteen paise Only
Company's GSTIM/UIN : 10ABCDE12348 171
for Raj Telecom

Authorised Signat:
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> Assignment
Journal Voucher Transaction

(1) Purchase Furniture From Harish Furniture Mart Rs.25000/-

Particulars Debit Credit
Furniture A/C. 25000
Harish F-Mart A/C. 25000

(Furniture A/c under - Fixed Assets)

(Harish Furniture A/c under — Sundry Creditors)

(2) Purchase Laptop From Rajesh Computer Rs.15000/-

Particulars Debit Credit
Laptop A/C. 15000
Rajesh Computer A/C 15000

(3) Depreciation of Furniture Rs.5000/-

Particulars Debit Credit
Depreciation A/C. 5000
Furniture A/C. 5000

(Depreciation A/c under - Indirect Expenses)
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(Furniture A/c under - Fixed Assets)

(4) Rent Outstanding Rs.20000/-

Particulars Debit Credit
Rent A/C. 20000
Rent Outstanding A/C. 20000

(Rent A/C. under - Indirect Expenses)

(Rent Outstanding A/C. under - Current Liabilities)

(5) Salary Outstanding Rs.10000/-

Particulars Debit Credit
Salary A/C. 20000
Salary Outstanding A/C. 20000

(Salary A/C. under - Indirect Expenses)

(Salary Outstanding A/C. under - Current Liabilities)
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Transaction
Journal Voucher Payment Voucher
Debit Note Voucher Contra Voucher
Credit Note Voucher Purchase Voucher
Sales Voucher Receipt Voucher

» How to identify the correct voucher for
transaction in Tally Prime:-

(1) Q-130d B gH AUR YRY HRA & o 1,00,000 TH AR FUAT G Yot (Capital) AT

Ans - Receipt Voucher

(2) Q-5 3Ud B AT 20,000 BOIR JUAT State Bank of India § TE STHT B WTal Wil |
Ans - Contra Voucher

(3) Q.- 63U DI IH FAR BT 2000 IR FUIT IUR & |

Ans.- Payment Voucher

(4) Q.- 10 30 & AUR & folT 5000 IR FUAT BT HIA TG BT |

Ans.- Purchase Voucher

(5) Q.- 6 30 B §HA Sl A WIS UT, IJhT ST HIST 100 FUAT TG fea |

Ans.- Payment Voucher

(6) Q.- THA I HIS TSI AT I, 7 U Dl 7000 BIR TYIT | e 97 feam |

SHARMA COMPUTER & TYPING INSTITUTE TALLY




SHARMA COMPUTER & TYPING INSTITUTE

Ans.- Sales Voucher

(7) Q.- 10 39T &I A State Bank of India FT 20,000 §R TTT BT A& HR HICR AZfhdl
w3idl |
Ans.- Payment Voucher

8 Q-1 néa?reiﬁ TﬁTs’:[ Eb;f, 3 HIE DI Salary 5,000 89IR ®UT State Bank of India &
EERAN

Ans.- Payment Voucher

(9) 1 1S &I gHA S HTdt ol Afaa &l =M oy ¥ feaar oT, 3RIP ¢y U g8 I9dT
Commission 5,000 B9IR ¥UAT 9 gRT YT g3, ST 44 State Bank of India & @Td H
ST foha |

Ans.- Receipt Voucher

(10) Q.- 1 U3 &I A Super Market ¥ 10,000 R TTT BT HIA SR WG |
Ans.- Purchase Voucher

(11) Q- 153 & §H Sl Super Market & 10,000 B9R ¥UAT T AT WIS U1, I 15 A
DI AE ¢34 Bl 15,000 TR SUAT H o fear |

Ans.- Sales Voucher

(12) Q.- 8\ S 15,000 BOR ¥UAT &1 AT HIg ¢8d ¥ ST T, 98 WRIE g1 ¥ Al ¢8d =
g9 5 U &I 919y P faaT |

Ans.- Sales Return (Credit Note Voucher)

(13) Q-8 Il'sc &I Asha Enterprises I g‘qﬁ 30,000 &SIR YUYl dhT Furniture 3YIR WRiar |
Ans.- Journal Voucher

(14) Q.- B9 ST 15,000 TR TAT BT AT HIGH ¢od I odT YT, 8 TG g 4 Al ¢y =
B9 5 7 Bl a9 R fear, S gHA 1 13 &Y 10,000 TSR 39T H Supar Market 3 TIaT
T, Y g9 Ay Wl fear |

Ans.- Purchase Return (Debit Note Voucher)

(15) Q.-1 Hs B! §HA State Bank of India ¥ I& §RI 5000 B9R IUAT T AT |

Ans.- Contra Voucher
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(16) Q.- BH 3P <8 ¥ S Commission 5000 FSIR ¥UT BT A T G317 UT, I8 12 7
aﬁ%m Dishonouréﬁmmﬁ% Bounse @WGTCIH ST T

Ans.- Journal Voucher

Golden Rules of Accounting

(1) Personal Accounts ( &I @Td )
(2) Real Accounts ( IR @rd )
(3) Nominal Accounts (HATHHIA & WId )

1. AfRITd GTdl & ﬁl’({ g (Rules for Personal Accounts):-
U 91 i Sfde & (Debit the Receiver)
aef Tl Bl pfse A (Credit the Giver)

2. dRdfd® @rdl & ﬁl’({ o= (Rules for Real Accounts):-
| a¥d IR A GH'EG'\Q Sfae & (Debit what comes in)
Wi ad¥d AR 3 Vg, 3 pfee B (Credit what goes out)

3. ATHHE & GTdl & ﬁl'l'{ am (Rules for Nominal Accounts):-
it @t Td ETEI'CI-T &1 Sfae & (Debit all expenses & losses)
It Mg 3R @Hl B Hhfse & (Credit all income & gains)
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