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Objectives: 

 

1. To provide basic knowledge of computerized accounting to deserving students under 

self– learning mode. 

2. To know the preparation of budget and vouchers 

3. To process purchase orders, sales order and salary payment 

4. To prepare the final accounts 

5. The student will get an employment after learning the paper 

Unit I :  Introduction to Tally ERP 9.0 – Creating Company: 

Meaning of Computerized Accounting – Importance – Computerized Accounting Vs 

Manual Accounting, Introduction to Architecture of TALLY ERP 9.0 – Creation of 

company – Select Company – Alter – Edit – Delete Company – Role and Importance of 

Functional keys 

Unit II : Ledger and Voucher Creation: 

Creation of groups – Various kinds of groups – Multiple and Single – Creation of 

ledgers 

– Various kinds of ledgers – Entering vouchers – Journal voucher, Purchase voucher, Sales 

voucher, Receipt voucher, Payment voucher 

Unit III : Creation of Cost: 

Introduction to cost – Creation of Cost Category – Cost Centre Category – Editing 

and Deleting Cost Centre – Usage of Cost Category and Cost Centres in voucher entry – 

Budget control – Creation of budgets – Editing and Deleting budgets – Reports – 

Reconciliation of Financial Statements. 

Unit IV: E-Accounting: 

Trial Balance, Trading Account, Profit and Loss Account, Balance sheet preparation 

Unit V : Inventories: 

Introduction to Inventories – Creation of Stock category – Stock group – Stock item 

– Editing and Deletion of stock items – Usage of stock in voucher entry – Stock voucher on 



purchase order – Customer and supply analysis – Stock Journal entries 

 

 

Text Book: 

1. A.K. Nadhani, Implementing Tally, BPB Publications 

2. Dr.P.Rizwan Ahmed, Tally ERP 9, Margham Publications, 2016. 
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Objectives: 

 

1. To provide basic knowledge of computerized accounting to deserving students under 

self– learning mode. 

2. To know the preparation of budget and vouchers 

3. To process purchase orders, sales order and salary payment 

4. To prepare the final accounts 

5. The student will get an employment after learning the paper 

Unit I :  Introduction to Tally ERP 9.0 – Creating Company: 

Meaning of Computerized Accounting – Importance – Computerized Accounting Vs 

Manual Accounting, Introduction to Architecture of TALLY ERP 9.0 – Creation of 

company – Select Company – Alter – Edit – Delete Company – Role and Importance of 

Functional keys 

Unit II : Ledger and Voucher Creation: 

Creation of groups – Various kinds of groups – Multiple and Single – Creation of 

ledgers 

– Various kinds of ledgers – Entering vouchers – Journal voucher, Purchase voucher, Sales 

voucher, Receipt voucher, Payment voucher 

Unit III : Creation of Cost: 

Introduction to cost – Creation of Cost Category – Cost Centre Category – Editing 

and Deleting Cost Centre – Usage of Cost Category and Cost Centres in voucher entry – 

Budget control – Creation of budgets – Editing and Deleting budgets – Reports – 

Reconciliation of Financial Statements. 

Unit IV: E-Accounting: 

Trial Balance, Trading Account, Profit and Loss Account, Balance sheet preparation 

Unit V : Inventories: 

Introduction to Inventories – Creation of Stock category – Stock group – Stock item 

– Editing and Deletion of stock items – Usage of stock in voucher entry – Stock voucher on 



purchase order – Customer and supply analysis – Stock Journal entries 

 

 

Text Book: 

1. A.K. Nadhani, Implementing Tally, BPB Publications 

2. Dr.P.Rizwan Ahmed, Tally ERP 9, Margham Publications, 2016. 
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          -      ERP 9 

Objectives: 

 

1. To provide basic knowledge of computerized accounting to deserving students under 

self– learning mode. 

2. To know the preparation of budget and vouchers 

3. To process purchase orders, sales order and salary payment 

4. To prepare the final accounts 

5. The student will get an employment after learning the paper 

Unit I :  Introduction to Tally ERP 9.0 – Creating Company: 

Meaning of Computerized Accounting – Importance – Computerized Accounting Vs 

Manual Accounting, Introduction to Architecture of TALLY ERP 9.0 – Creation of 

company – Select Company – Alter – Edit – Delete Company – Role and Importance of 

Functional keys 

Unit II : Ledger and Voucher Creation: 

Creation of groups – Various kinds of groups – Multiple and Single – Creation of 

ledgers 

– Various kinds of ledgers – Entering vouchers – Journal voucher, Purchase voucher, Sales 

voucher, Receipt voucher, Payment voucher 

Unit III : Creation of Cost: 

Introduction to cost – Creation of Cost Category – Cost Centre Category – Editing 

and Deleting Cost Centre – Usage of Cost Category and Cost Centres in voucher entry – 

Budget control – Creation of budgets – Editing and Deleting budgets – Reports – 

Reconciliation of Financial Statements. 

Unit IV: E-Accounting: 

Trial Balance, Trading Account, Profit and Loss Account, Balance sheet preparation 

Unit V : Inventories: 

Introduction to Inventories – Creation of Stock category – Stock group – Stock item 

– Editing and Deletion of stock items – Usage of stock in voucher entry – Stock voucher on 



purchase order – Customer and supply analysis – Stock Journal entries 

 

 

Text Book: 

1. A.K. Nadhani, Implementing Tally, BPB Publications 

2. Dr.P.Rizwan Ahmed, Tally ERP 9, Margham Publications, 2016. 
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    . 

Re-order Level                           Stock     
                                             Stock-
                                   . 

System Requirements 

     ERP 9-                       Pentium 4      
           Processor      256MB RAM      . Minimum Disk Space 
40GB. 

Particulars Recommended Configuration 

RAM For a 64-bit operating system: 4 GB or more 

Hard disk 30 MB free space to install the application 

Monitor resolution 1024 x 768 or higher 

Operating system Microsoft Windows XP SP2 (64-bit), MS Windows XP SP3 (32-bit), or later 

System                      9  ERP 9      . 
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                            : 

                                         
                          .                       
                            .                
                                           .     
                         .          ... 

Normal Account 
Real Account 
Personal Account            . 
Normal Account: 

        (Expense)              (Loses)           
(Income)            (Gain)         Normal Account     
           .     Debit/Credit                             
     . 

1. Debit all expenses and Loses 
2. Credit all Incomes and Gains 
Real Accounts: 

       ,                            Real Accounts 
                 .            Debit/ Credit             
                    . 

1. Debit what comes in 
2. Credit what goes out 

             ,                     
                 ,                    Real Account    . 
 

Personal Account: 
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              ,                            
                                      Personal Accounts 
                 . Capital Account    Personal Account          
           .     Account  Debit/Credit              
                     . 

1. Debit the benefit receiver 2. Credit the benefit giver 

                (Double Entry): 

                (Accountacy)                
           Double Entry            . Debit/Credit           
                     . 

                     Account       Ledger     
             .     Ledger                         
                                    .             
Sales Ledger, Purchase Ledger, Cash Ledger, Rent Ledger, Furniture Ledger     
                    . 

       Ledger                                    . 
             (Left hand side)     (Debil)                  . 
                  (Right hand side)     (Credit)            
       . 

Ledger Account         T                            T 
Account            . 

       Account Entry-   Debit      Credit           
                      . 
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Double Entry                                   Financial 
Statement                            Element-            
              .          ... 

Assets 
Liabilities 
Capital 
Income 
Expenses 
 
Assets: 

                                         
             Assets                  .             
                                                    
              Assets    .     Asset                   
            .           Current Assets      Non-Current Assets 
   . 

Current Assets          (Cash)                   
                       . Stocks, Sundry debtors ugg cash. 

Non Current Assets GTL Land, Building, Vehicles LODDILD Machinery       
                .                                 
     ?         . 

Liabilities: 

                                                 
                                       Liability     
           . 

Wages, Taxes, accounts payable, bonds, notes payables, long- terrn lease 
        Liabilitles                        .        
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                                    Current Llablities     
             . 

                                               
Long-term Liabilities or non-current liabilities                  . 

Capital: 

                                              
                      Capital                . 

Capital = Assets - Liabilities. 

Income: 

                                      Income     
              .     Income                   
             .     Revenue         Gain    . 

Revenue                                      
        Sales, dividents, interests, royalties      rent            
         .                                        
        . 

      Gain                                      
         .             Building, Land       Non Current asset     
                                          
          . 

Expenses: 

                       ,                       
                          Expenses     
             .                       Asset-  
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                     Capital Expenditure     
             . 

Definition given by A.A.A.: 

1966  American Accounting Association (AAA)            Accounting 
                        : "The Processof identifying, measuring and 
communicating economic information to permit informed judgemnets and decisions by the users 
of information'". 

                   accounting                    
                                                 
                                         
                                     . 

                    Account                  (Create 
Company): 

                     

 

                                          
                        .                           
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               ,             
9.                                                
                                                :  

 

   1:                                    
                  .  

   2:                                         :  

                                                    
 . 

                            
                                               
 . 

  3:                                                   
                      .  

   4:                       .  

http://vikupficwa.files.wordpress.com/2010/10/31-10-2010-pict-5.jpg
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5:                                                      
                                             
                  .          
                                                       
                                    .  

   
6:                                                      
           

                       Installation-                    
                                               
                         . 

                     .                    
             Inventory                     
                                                  
                 .                            
       Company Info                        Create Company 
                             . 

Company                          Company Creation     
                             .                        
field                              Company     
         . 
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Directory: 

             C:\Tally\Data     Directory Path, Default         . 
          folder-                              
                                          .     
                 Directory path-                     
        . 

Name: 

                                      
        .  

Name:  

     Name                                        
            .                                 
                                            
                .                Enter Key           
     Field             . 

Address: 

                                            
        . 

Statutory Complance for: 
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                          List of Countries        Popup 
Window      .      India, Indonesia, Malayia, Singapore, UK       
                    .                            
                                            , 
                    . India                  
        . 

       India                          State. Pincode, Telephone 
No:       Flold           .                  e-mail field   
cursor         . 

State: 

 State                                          . 
                                                . 

     :                            Popup List Window        
Item                             Arrow Key              
      Options                       .          
                       Item   Highlight            
      . 

Pincode: 

                            Pincode-                  . 

Telephone No: 

                                 . 

e-mail: 

          e-mail                         . 

Currency Symbol: 
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    Rs.     Default         .        Enter Key           
     field-              .              $       
Symbol                        . 

Maintain: 

     Accounts Only      Accounts with Inventory          
                .      Accounts Only                  
               Accounting                             
                             . 

 

      Accounts with Inventory                          Accounting 
               Inventory                   .       
      Stock                                        . 
            Accounts with inventory                          . 

Financial Year from: 

              Financial Year                     
                                              .      
                                                   
                          1             .         
1.4.2007                     . 

Books Beginning from: 

                                         
                                       . 
                                November      15        
                         15.11.2007              .       



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli  Page 44 
 

        financial year from -                                 
       Book Begining from                          . 

Tally Vault Password: 

     Password                              
                          .      Password    
                  . 

                                        . 
Password                                         ,       
                                                 
                        .                        
                     . 

Use Security Control: 

            Yes                     Name of Administrator, 
Password      Tally Audit Features                         
     .                  .                        . 
                   No                      . 

      Base Currency Information             Cursor      .      
        Currency Symbol        Amount (     )               
                                          . 

Base Currency Symbol: 

    Rs.            . 

Formal Name: 

    Indian Rupees            . 

Number of Decimal Places: 
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                  Digit                         
          .              Digt                    . 
         2             . 

is symbol suffixed to amounts: 

     Yes          Amoun         Rs.     Symbol      
              ,              100 Rs.          .     
Default   No                                      . 

Symbol for Decimal Pattern:     Palse          .        
                  . 

Show Amounts in Millions: 

 10                                      .     
Yes              Trial Ballance, Ballance Sheet          financial 
Report                                   .       No     
                                          . 

Put a Space between Amount and Symbol: 

     Yes          Amount      Rs.     Symbol            
         Space        .  

Decimal Places for Printing Amounts in Words: 

 Amount (        )                                
            Twenty Five Lakhs and fifty five paise            
                           Digit                   
                                 .              
                   . 

             Enter Key                 Accept Yes      
No                   .     Y                        
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          .                ---------                     
                               .                
                               Gateway of Tally     
     . 

Shut Company: 

 

                                           
               . F1: Shut Cmp                     
       .      Alt + F1 Key                              
           Open                       Close      
        .                                         
                            . 

 Shut Company                                   
                    Gateway of tally                 
    .          Company Info               . 

Company Info: 

 Company Info        Select Company, Create Company, Backup, Restore 
                  .          Create Company             
                                                 . 
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    Auditor, 20            Auditing                     
    20                                               
Create Company                          Account     
                    . 

Select Company: 

                                          
                                                   
                                                 
                         .      Select Company       
          . 

                                            
                                             . 
                                                 . 

                                Directory      
       C:\TallyData     Folder                    .     
folder                                               
                .                     folder-       
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                               folder-  path     
                                      . 
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    -2 

                         

     Group          

 Taily -                          ,                  
      Reserved account group                 Cash in hand (       
       ).               (Profit and loss)         Ledgers 
(       )               .                             
Group-                       .           
                    . 

      : 

              Our Company Private Limited                    
                         -             ,              . 
                  ,                                . 
                           Sales (      )      Account 
group                 Sub-group-                .     
     : 

     Sales group                Sub-group-   
             .         , Cloth group           
             Sub-group-         . Readymade             
              Ledger-             . 

     Group         : 

            Sales           Readymade             Account 
group-            .                                  
(    Our Company        )                   Accounts Info 
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(                      )                 Enter key -  
      . (     A     Key-              ).      Account 
Info     Menu                                 . 

 

     Group                  Enter       . (     G     
Key-        .)       Groups         Menu       .      
        Single Group               Create Group             
     Enter       . (     C     Key-        ). 

        Group creation                    . 

Name -                       Account group-                
                  . (                  Tab       ). 

 

Under -                 Account group-               Account group-
                          . 

 Alias -                        Alias              
         .        Account group                 
                         .         , Name        Admin- 
istrative expenses      Allas        Office expenses               .  
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     Allas                          F12-       ,     
Con- figuration     Menu-        Accts/inv Info                  Enter 
      . (     A       ).                       ( Allow 
ALIASES along with names            No              Yes     
                                     Enter key       . 
(       Enter          .         Enter key-               
      ). 

            Cloth      Account group-            .      
Name        Cloth               . Alias                 
        Enter       .        Under                  , 
    Accourt group-          Group-                      
         ,                 Tally-            Group 
                  .                  (Down arrow)        
     Sales Account           Enter       . 

Enter          ,                  Accept? Y or N          
      .      Y                                    
                       .          ,     Account group 
                   .     N             ,           
                      . 

            Readymade      Account group- .               
Cloth                       .                 
                         . (    Y                
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             ).      Name        Readymade     , Allas        
                 , Under                  .        
                      .                   Cloth 
                .                 (Arrow key    ) Enter 
                     Accept y or N        Y       . 
       Readymade      Cloth     Account Group-       
               . 

             Group-             ?      Display group      
          .            Display                  (     
D     Key -        ) Enter       .             
                    .      Arrow key           Readymade 
                 Enter       . 

      ,                 Readymade      Group-           
              .                .      Under        Cloth 
        .         Sales account         .           - 
Readymade      Group, cloth           , Cloth      Group, Sales 
account-                    . 

Group-              : 

              Group-                   ?          
       Alter                .               ,        
               .                 Group-            Enter 
         ,                       .  

                                  Enter            , 
Accept Y or N        Y         ,                 . 

                          . Reserved group      Tally-   
             Group-                     ? Name       
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            .         , Sales Account       Sales     
       . 

Group-ஐ            ? 

                  Group-                 .      Reserved 
Group-              . 

              Group-                          Group 
(     Ledger)                    . 

                              .             Alter 
                       .                      
      .          Cloth                  Enter       . 
                                      .        Al 
     D           kay       (           )           . 
     Group-               . 

Primary Group              ?: 

          Primary Group                       .       
                         ,         ,             
                            Group      Primary group 
      .        Group                        Group 
                            .     , Advanced Mode      
                      . 

       Advanced mode? : 

      F12            ,             Configuration      
Menu-        Accts/ Inv Into                          .) 
                 Allow ADVANCED Entries in Masters?        Yes     
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        ,         Enter key                        
           . 

      ,            Group creation                 . 
             ,                                  
                             .              Allow 
ADVANCED entries in Masters        Yes                   
        . 

 

. Net Debit / Credit Balances for Reporting -        Group-       
      Sub-group      Ledger-             (Balance)         
    . 

            Head Office Expenses      Primary group-  
          .                  Name        Head office expense 
             Enter       . Alas                      
       (Enter            ).        Under              
       Primary                  Enter       . (    Primary 
         Advanced mode-               ).  
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         -            , Does it affect Gross profits?        
           . (           , Nature of Group        Assets      
Lialibities            ,        ). 

 

  Nature of group                           {assets, lalibilites, income, 
expenses)                .                  Head office expense 
                                       .      Assets, 
Lilibities                    Group     Balance sheet-         . 
     income, expenses-          , P & L account-       .         
Head office expenses       expense                .      Nature of 
group        Expense                . 

                      , Does It affect Gross profits?        
           . (           , Nature of Group        Assets      
Lalibities            ,        ). 
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            Does It affect Gross profit?              .     
Group    ,                   (Trading Account)             
                  (Profit and loss account)               .     
Yes             ,     Group     Trading Account-         
        ; No       P&L account-                 .         
Enter         , Accept Y or N             Y            . 

        Esc      ,         , Display            ,     
            Head office Expenses                  Enter 
         ,                                     Group 
       

. 

     Group creation                    Group        
         . Under                         Group-     Parent 
group-             ,                      .        Esc 
               ,     Parent group-         ,                
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Group                .      Group             Alt-C (Alt      C 
    Key-   )       Under                         ,     
            Secondary                   .      Parent group 
                                    Group          . 

 

                      Imported         Group- , Books 
     Group                  . Books      Group       
              .      Group                , Name        
Imported              Enter       , Allas        Enter      
      .        Alt-C      ,            Secondary        
         .      Name        Books     , Under        Sales 
account            (Enter              )               
    .            Imported                      ?      
                 .     Under                            
Books                                 .           
    . 
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                                     . 

   Group-             

     Sales account           Computer         Group        , 
        Software, hardware      Training         Group-          
     .                            , Sales account       
    Computer                   . (                   . 
                  ,     Group           .) 

            Computer               Group            
           ?                                ,    
    Multiple Groups               Create                  . 
(     R     Key-         .)                         
        . 
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                                         Computer 
                   . Arrow key-                  
     Enter       .                                . 

 

            Under Group        Computer            
        .        Name of Group        Hardware     Type      
Enter       .             Under                Compu- ter 
           .            Software      (        Enter), 
             Network                .        
        .                       .               
                , Enter            . 

 

              Accept Y or N        Y              ,     
         Group-                 Computer           
              . 

                                (Multiple Groups-      ) 

Display      Alter           .        Display          . 
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        (Ledger)         

                                             . 
               Account group                         
    ,                                             . 
    , Lodger                                  .     
Ledger-                    Group                  
       . 

 

           Accounts Info            Lodgers             
     Enter       , (     L     Key       ).     ,     
11.1-       Lodger                . 

 

    11.1-       Single Ledger                   Create        
          Enter       . (     C     Key       ). 
      ,     11.2                                  
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(                                     -         , 
Name, Address                .    Account configuration F12       
          . 

 

    11.2-                                     
        . 

 Name    Ledger-                . 
 Under -        Ledger     Account group-               
                       .                   
Account group                  .     Account group 
          AII-C          Account group-              
              

 Opening balance -             (                     )      , 
    Ledger-                        .    Dr      Cr 
          .      ,              (Debit balance)      
              (Credit balance)        . 

                    Ledger-                   .     
Stationery         Ledger-  Indirect Expenses                     . 
    11.2-       Name        Stationery              Enter 
      . Alias                         Enter       . Under 
                 ,                      11.3-   
                . 
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     11.3-                            Indirect Expenses 
                 Enter       .        Opening balance        
(           ), 1500              Enter       .          
1500-         Cr      Dr           .     Dr          
       , C                        .      Dr     
          .                          11.4      
       . 

     11.4-              Total op.Bal                    
(Ledger)                                         , 
                                        . (    11.4-
                ).      , Difference                    
              .                 /    (Balance b/d)          
         .                    Dr (    11.4-           ) 
                            Cr                
                . 
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     11.4-   Dr     1500                     Enter 
         , Accept Y or N                 .        Y     
        ,     Ledger           . 

Ledger                     

     10.4-           . (   F12, Accts / Inv. info           
      ).          Add NOTES for Ledger Accounts, Use ADDRESSES for Ledger 
Accounts LDDDD Use Contact DETAILS for Ledger Accounts TLD Yes             , 
    11.2-       Ledger Creation         ,     11.5-        
           . 

 

     11.5-       Name, address                      
Ledger-                 .         , Stationery      Ledger-   
                      ,          ,                
                    .                           , 
            , e-mail     ,                            
            (Contact person)                          
             .      Notes            Led  -             
                             . (    11.5-       Name, 
address         Sundry debtors             (Personal)        
                   ). 
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         Ledger-                ? 

           11.1-       Display (Single ledger               ) 
               . (D      Key -         ).             , 
    11.6-                Ledger-               . 
       Cash       Profit & Loss A/c       Tally         
          .              Stationery                 . 

 

    11-6-       Stationery                  (Arrow key    ) 
Enter          ,     Ledger                             . 

         Ledger-ஐ       : 

          11.1-       Alter                .      
                         . 

   Ledger-                ?: 

     Group             Multigroup                 
     ?         Ledger             Multiple ledger          . 
            Account group-       Ledger-                
         .     11.1-       Multlple ledger               Create 
(     R)                  .     11.7-   Indirect Expenses 
              Ledger                    . 
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    11.7-                     10 Ledger              
                         .                       
Account group-       , F4      Key-          Account group-       
      . Tally                                       
     Account group-                        . 

 

   Ledger-          ,        

          11.1-       Multiple ledger                Alter 
     Display                     . 

       

                                     Tally           
        , Group         , Ledger                     
        .                             Ledger-           
                 .                  (Voucher) 
                                   .           
             .                                    . 
     Ledger-                                        
        .. 

2002 
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Apr: 1 XYZ                     . 90,000;       . 50,000;       
 .16,000                 ;                .40,000;      
              .15,000. 

2.               21,000                        
         . 

3          11,000                            . 

4        9,000                               . 

5        41,000                            . 

6         6,000                            . 

7          4,000                             .          
(      )               1,500.             (           ) 
 .2,000. 

8                        17,000     .                   . 
 .300,                         .1,500. 

9                                     .800.          
       .7,000.                        .500, 

10            .20,000.             .30.000  

11                               .4,000. 

12                        .8,000. 

13                     ,            ,              
                .  

14                               .2,000. 

15                       .2,000. 
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16                                                  
 .1,200. 

17                           .2,000. 

18                                .5,000. 

19                . 3,000 (      ),  . 4,000 (       ). 

20         .3,500                                 . 

21           . 9,500                               .  

22      1,500                       . 

          28 Ledger-        Tally-               . 
       Cash      Tally-             .    ,      
                 .                          . 

Ledger-        Account Group 
Indian Bank 
Capital Account 
Stock Account 
Building Account 
Purchase Account 
Purchase Returns 
Sales Account 
Sales Returns 
Somu A/c 
Kandan A/c 
Muthu A/c 
Ramu A/c  
Senthil A/c 
Electricity A/c 
Salary A/c 
Salary payable A/c  

Bank Accounts 
Capital Account 
Stock-in-hand 
Fixed Asset 
Purchase Account  
Purchase Account 
Sales Account 
Sales Account 
Sundry Creditors 
Sundry Debtors 
Sundry 
Sundry Creditors 
Sundry Debtors 
Indirect Expenses 
Indirect Expenses 
Current Lialibities 
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Typewriter A/c 
Advertisement A/c  
Insurance A/c 
Rent A/c 
Prepaid Rent A/c 
Interest A/C 
Discount received A/c  
Discount Given A/c 
Drawings A/c  
Loss by theft 

Fixed Asset 
 
Indirect Expenses 
Indirect Expenses 
Direct Expenses 
Misc. Expenses (Asset) 
Indirect Income 
Indirect Income 
Indirect Expenses 
Capital Account 
Stock-in-hand 

                  Account group             
          . Tally-            Account group-          
              . 

                      Ledger-                
             Ledger-     Opening balance       0         
          .                          Ledger-          
Opening balance             . 

Ledger-        Opening Balance       
Cash 
Stock 
Building 
Sundry Debtors 
Sundry Creatiors  
Capital Account 

90000 
50000 
16000 
40000 
15000 
181000 

 

                                    , Ledger-      
          .       Tay-                .          
                          . 
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1)       Alt-F1        Company Info      Menu-           . 
       Creat Company (     C)                  Enter 
      .               Company creation       ,     11.8-   
                       ,         Accept Y or N        Y 
                                     . 

 

2)      Account Info          , Account Info      Menu -   
          .           Ledger                    . 
     Ledgers                  Enter       , (     L     
Key       ).                    11.9-       Menu       . 
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3)           Opening balance         Ledger-              . 
       Ledger-   - Cash, Building, Stock, Sundry Debtors, Sundry Creditors      
Capital    .        Cash              Tally    
              .        Opening balance     .90,000     
      ,     11.9-       Alter                   . (     A 
    Key).          11.10-                  . 

 

     11.10-   Cash      Profit & loss A/c        Ledger-   
     Tally-                       .      Arrow key     
Cash                  Enter       .        Cash          
           .                        , Opening balance        
     90,000              Enter       .            Dr 
          .                     Enter       .         
Accept Y or N              Y         .        Cash Ledger-   
90,000                              . (              
11.11-       ). 
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          Building               .          11.9-   
    Create (Single Ledger)                 Enter       . (     
C).     Name        Building A/c     , Under        Fixed asset 
    , Opening balance        16000     ,             Dr 
       Y             .                              
Ledger-            . 

Name Under Opening Balance Dr/Cr 
Stock A/c 
Sundry Debtors 
Sundry Creditors 
Capital A/c 

Stock-in-hand 
Sundry Debtors 
Sundry Capital 
Creditors Account 

50000 
40000 
15000 
181000 

Dr 
Dr 
Cr 
Cr 

 

          Capital A/c     Lodger-             ,         
                   (    11.12) Total opening balance        Dr 
     C              196000                 . 
                            . 
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4)                     Ledger-                      . 
    ,     11.9-       Multiple ledger                   Display 
                 Enter       . (     1     Key).     , 
        List of Groups           Group-               .     
              Group      Ldeger              .         
         Group-              ,                    
        All items                  Enter       .        
       ,     11.13-                               Ledger-
                           . 

 

    11.9-           Alter                          
        . 

5)                                  Ledger          
        .     Opening balance            (0=Zero)     
         .                .  

Name Under Opening Balance 
Indian Bank A/c 
Purchase A/c 
Purchase Returns 
Sales A/c 
Sales Returns A/c 
Somu A/c 
Ramu A/c 

Bank Accounts 
Purchase Account 
Purchase Account 
Sales Account 
Sales Account 
Sundry Creditors 
Sundry Creditors  

0 
0 
0 
0 
0 
0 
0 
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Kandan A/c 
Muthu A/c 
Senthil A/c 
Electricity A/c 
Salary A/c 
Salary payable A/c 
Typewriter A/c  
Advertisement A/c 
Insurance A/c 
Rent A/c 
Prepaid Rent A/c 
Interest A/c 
Discount received A/c 
Discount Given A/c 
Drawings A/c 
Loss by theft 

Sundry Debtors 
Sundry Debtors 
Sundry Debtors 
Indirect Expenses 
Indirect Expenses 
Current Lialibities 
Fixed Asset 
Indirect Expenses  
Indirect Expenses 
Direct Expenses 
Misc. Expenses (Asset) 
Indirect Income 
Indirect Income 
Indirect Expenses 
Capital Account 
Stock-in-hand 

0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 

 

                        Ledger-     ,     11.9-  Multiple 
Ledgers          Display                   .     11.14-       
         Ledger-                 . 
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                                       .              
Ledger-                                           . 

VOUCHERS 

                      ,                  
            (Joumal)          ,                    (Ledger) 
                       . Tally-                  Journal 
                                Voucher       
                                   Ledger-        
       .                              . 

Voucher       

                              ,          
                             (Subsidiary Ledgers)      
                .             ,                      
        .        : 
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         -                            (Cash),  

            (Sales) -                            . 

                (Sales Retum) -                        .  

             (Purchase) -                  . 

                 (Purchase Return)                        . 

          (Journal Proper) -              . 

                    Voucher               .   , Tally-
       Voucher           : 

1. Receipt Voucher  

2. Payrnent Voucher 

3. Contra Voucher 

4. Sales Voucher 

5. Purchase Voucher  

6. Journal Voucher 

          Voucher-           ,                     
                                  .                 
6     Voucher-           , Tally-            Voucher-       . 
       23         -                      .)            
         6       Voucher-                 . 

1. Receipt Voucher: 
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    .                     (Cash)           (Bank) 
               . Tally        Voucher                  : 

Cr     Ledger-            
    .  
Dr Cash Bank account 

        ,                   5000-         4900      
       , 100                  .    Tally -        Voucher-   
                . 

Cr Ramu A/c              5,000 
Dr Cash A/c        4,900 
Dr Discount Paid A/c  100 
 
2. Payment Voucher: 
                               Voucher    . 
      ,                             (          ) 
               .         ,              ,          
               . Tally-       Voucher                   

Dr     Ledger-                   

Cr Cash bag Bank account 

        ,              1000                          . 
                   . 

Dr  Somu A/c   1,000 

Cr   Bank A/c        1,000 

3. Contra Voucher: 
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                              ,             
                                                
               (                        )        . 
                                    ,        
    .                (Funds) Transfer)          , Contra 
Voucher                     .     Tally Voucher     : 

Cr                  

Dr                   

        ,                       2000             .    
Tally-                    .  

Cr Canara Bank A/c 2000 

         Dr  Cash                  2000 

                              Voucher -          
    .         ,     1000                   , 2000      
                        ,        Voucher : 

Cr  Cash      3,000 

Dr. Canara Bank      1,000 

Dr  Vijaya Bank       2,000 

4. Sales Voucher: 

                                            . 
Tailly -       Voucher     : 

Dr           

     Cr             
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                               ,             / 
              .                                ,     
      Cash                 .                      
                            (         ,       
       )          . 

         ,              5000                   
       .      8                                  .      
                             .             1 
                         .            Tally-        
      : 

                         =  5000 

          (8         ) = 400  

      (1         )      = 50 

            .  = 5000+ 400-50 = 5350 

Dr Cash     5.350 
Cr Sales             5,000 
Cr Sales Tax           400 
Dr Discount    50 
 

5. Purchase Voucher: 

            (Purchase)                           
     Voucher    .              : 

Cr                          

Dr              
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     Cas Bank      .                          
                       Cash/Bank                    . 
             Purchase account           Ledger       
       . 

        ,             5000                    
         .                 10          Modvat     ,    
         Deliver charge-         Involce         .    Tally-   : 

Cr Kandan                5550 
Dr Purchase        5000 
Dr Delivery charges   50 
Dr Modvat          500 
 
6. Journal Voucher: 
                                             
Lodger Voucher                      Adjustment                
         .         ,          1000              
                 Voucher                 . 

Dr   Deprecition  1000 

Cr  Furniture          1000 

7. Debit Note (          ): 

     Voucher                                      
     .         :  

              (Purchase return). 
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                     Invoice –              
                 

                                                
          . (     ,                            ).  

 Tally        Voucher          ,     21.1        Debit/Credit 
Notes       Yes              (    12.1-       F11       .) 

 

Tally-       Voucher                 . 

Dr  Sundry Creditor 

Cr Purchase Return (Purchases) 

    Sundry creditor                                 
                         .         ,              
       1000                                   .     
       Voucher : 

Dr Somu A/c   1,000 
Cr Purchase return    1,000 
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8. Credit Note (          ): 

                                . 

                                       (Sales Return).  
                                         
           . (                            ).  

    Voucher      ,     12.1        Use Debit / Credit Notes      Yes 
             .     Voucher-           . 

Cr Sundry debtors 
Dr Sales Return (Sales) 
        ,                         1000                  , 
                       .     Voucher     : 
Cr   Ramu A/c  1,000 

Dr Sales return      1,000 

Voucher                         ? 

                   Voucher-             .             
                        ,                     
Voucher                           (            ) 
                           .              12.2-   
        .                                   
       . 

Voucher                ?: 

    Tally-                          Voucher-    
             .                                   
                       .           12.3-       Voucher Entry 
            . (     V     Key-        ). 



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli  Page 82 
 

 

                   ,     12.4-            Voucher Creation 
                .                       Voucher-    
              . 

 

    12.4-                                       . 
       (Voucher creation                ), Payment            
        .    Payment Voucher              .               
"No, 1'      Voucher-                         .        
Voucher-                              .        1-Apr. 2002' 
               .    Voucher-        (               ) 
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   .           F2             .                  
12.5-            Voucher date           . (   dd-mm-yyyy     
        .      Voucher                           
         . 

     By                                           
               ,      Space bar-                  
Ledger-               .         Ledger-                  . 
     Debit                               Enter 
         , To                       .      By      , 
To                      . (By       Debit        , To 
      Credit                                    ). 

        ,     By              Salary A/c                  
Enter            .                      (   Cursor      
      ) Debit               .         2000              
Enter          , Cursor            To                 
         .             Enter         .        Cursor, particulars 
            .      Indian Bank A/c               Enter 
                      ? Credit                2000     
      .          1500           Enter          .       
           To              Cash              Enter 
         , Credit        500            (   2000-1500    ). 
             Enter       .             ? 

        Cursor         Narration                   
     ?           -                     . Narration 
                                              .     
Ch. No.:      Cheque Number    .            Accept Y or N 
       Y             ,     Voucher           .     
         12.6-       . 
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    12.4-                         .     F4, F5. F6, F7, FB. 
F9, F10                     Voucher                Key-
      .         , F4                   Contra Voucher     
    .     I2.4-        F5 (Payment)    .  

Debit Note, Credit Note Voucher: 

    12.4-                      Voucher-             -   
    .                            ?     12.1.   Use Debi 
Credit Note              Yes             .      , F7 
        ,     2.7-                  .               
       ,       F8              12.8-             , F9 
             12.9-                    .         
          . 
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Voucher                                               
           Voucher-             .             Voucher-   
                                 post dated       
               .      Ctri      T (Ctrl-t)        Key-      
                      .      Particulars           Post-Dated 
          . 

Voucher-ஐ            ? 

                 Voucher-             ?          Voucher-  
        Voucher                           Pgup      
PgDn     Key-             .                Voucher 
          , Al-D (Alt      D) Key-              Delite Y or N 
                .        Y                  Voucher 
        . 

           ,     12.3-       Display,             menu-   
    Account Books,             Menu-       Ledger       
      .              Ledger-             Enter 
              Ledger-             Voucher-    
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           .         Voucher-  (Arrow key    )           Enter 
      .     ,     Voucher                    .        
AII-D           Voucher-         . 

Voucher-ஐ               ? 

                       Voucher-           Tally         
       ,                  .          1     50       
Voucher-                            .        45        
      Voucher- , Alt-D                ,              
                     ?                           
       .          Voucher-                     .      Alt-X 
(Alt      X key-  )           .                   Cancel 
Yes or No?           .      Y             ,     Voucher 
           . 

Voucher-         : 

 Voucher-                                       . 
       Voucher-                                   
            .                 ,             Voucher-   
                 ,                            . 
Tally    Voucher                                  Tally-   
          .                       Voucher-    
                         .     ,     12.3-       Menu-
            Account Info,         Voucher Types            . 
    ,     12.10-       Menu       . 
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    12.10-       Alter              (     A      Key). 
             Voucher-                  .       
        Voucher                   Enter          ,     
12.11                           . 

 

    12.11-       Method of voucher numbering        Automatic       
Tally         Voucher             .           Manual      , 
    Voucher                 . None                    
      .      Automatic      ,                   Starting 
Number              .                  : 

• Width of Numerical part -                             .  
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Prefill with ZERO       00001              . 

Restart Numbering -    Voucher                               
      1-                            .             
Yearly            . 

Prefix details -                Voucher                
            .         , Cash - 0001.     Cash       Prefix 
                . 

Sufix Details      Voucher                         
         .                         . 

 Restart Numbering, Prefix Details, Sufix Details u 2 Giren Applicable from      
                .    01-Apr-2002                .    
                    .                      Voucher 
                                         .      
    -            Frefix details-          . 

 

                     , 01-Apr-2002     30-Apr-2002          
Voucher-                              Apri     
      .         Marl           . 
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Voucher-    Print           ? 

    Tally-           Voucher-               Printer-   Print 
         .                F12     Configuration menu 
       ,              Printing                      . 
    ,            Voucher Printing     Menu       . 

 

           General          ,     -                  . 

 

    12.14-                             .     12.13-   
             Voucher-                . (         Journal) 
              ,                       . 
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    12.15-   Voucher-   Paper           .      Printer-    
             Paper                               .  

         , Voucher-  Print        ,             Voucher         
    All-P (Alt      P)         Key-             ,        
               .      Y              ,     Voucher Print 
       .                 Titling, page Nos, Preprinted, Quick format, 
Copies, Select printer                  .       Mouse     
                                                . 
                     . 

Bill-             : 

                                        
                                        
        .                                     .     
                     Credit Days      Credit period        . 
   30, 45, 60                     .                    
                     ,                      
        . 
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              .       10             (       
        )            .                             
             .                   Bill               
                  Bill-                              
     .                        , "                   
         Bill-          "              . 

 Tally -              Bi.                ,          B-   
                          .      F11      , Company Operation 
Alteration                 Maintain Billwise Details       Key     
          .       , F12      , Voucher Entry            Show 
Table of Bll Details for Selection, Show Bill-wise Details          Yes     
            .  
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    - 3 

             /           

                                       
                                       
              .                                     
                                               
                                   .     
                                               
                                   . 

                   

                                              
                     .                          
                             .                    
                                      
               .  

           ,                                      
                                             
                                              
                               .                  
                       .                        
                              
           .                                   
                                     . 

                              ? 

                                              :  
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                                  .  

                              

                         : 

1.                                                 
      .  

2.                                            
                                               
                                         
                   .                     
                                            
              .  

                                     
                                           
                                               
                .  

                       ? 

                                              
                                        
                                           
       .                                  
                                              
       . 

                               
                                          
                                             
                                           .    
                                         
          . 
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                                     .    
                                      
                                            
                                         
            . 

                                   
                                           
                                              
                                      
            .                                
                                            
                                       .          
                                         
                 .                       
                                             
                                    . 

                                                
     ? 

                                                 
                                  .             
                                                  
                                             
       . 

                                   
                                                 
                                                 
                                   . 

                                        ? 
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                   .                       
                                                 
                                          
                    .                                
                                            
            . 

                                                  
       .                                           
                                          
                                            . 

                                          
     

          9                              
                

   1: 
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   2:  

                                    . 
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                                .' 

 

                                  . 
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                                          . 

                                           
                          . 

                                    

   1: 

 Gat                              
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                                                   . 
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   2:  

                                               
                                               
               : 

                          

                               . 
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            : 

1.                          . 
2.                                               
                                           
                                             
                                       
      . 

3.                         ' Allo cate Non-                     
            . 

                                       : 
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                               : 

1.                           . 
2.                                       . 
3.                                  
              '    '                       . 

4.               . 
5.                                
                  . 

                                        : 

 

                     . 

                                     . 

                      

                                          
                         .               
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                     : 

1.                      ;                        
      . 

2.                                                 
                                      
                                               
        .                                  
      . 

 

                            . 

4.                         . 

                      

                                       
                 : 

1.                                               
      .,  

2.                                           
                                             
                                          
            . 

3.                          ,                 
                               .          
                       . 
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4.                           . 
5.                                         . 

     :                                    : 

1.                                         . 
2.                                   . 

                                                
                                          . 

                                 -            
                                         
                                 . 

                                    . 
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                         : 

1.                               -                 
                               .  

2.                                           
                               .              
                                       : 
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      . 
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                                  .           
                                            ). 

          9                                        ? 

                              ,             
                                         
                                               
                                             
                                             
          . 

                                    : 
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        . 

            

          
     

          
                  
                
              
                  
               
             
            
              
         
             . 

               -   
               : 

                 
                
               
             
               
              . 

              
            

                 
                  
       

           -
   

                  
                  
               
                  
                    
                
   .  

           -           
       : 

                 
                
               
              
                 
      . 

                
             
                 
             
           . 
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               . 

       : 

                 
                
               
                
              . 

              
                 
          . 

            
                  
              
                  
                . 

                                          : 
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                                                     : 

 

                                            
      .               ERP 9             .          
                                               
                                               
                                           
                                    .  

                                     
                                       
          ,                                          
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.                                             
                                            
                    . Biz Analyst                 
                                                   
              . 

              : 

                                         
                                               .    
                                                      
                                         . 

                                           
                                          
                                           
       .                                       
                                                 
                                              
           . 

                       : 

                              . 
                              . 
                                            . 
                                        . 

                                            
       

  .                     
  . 1 :         

               
        

                 
                        
                  

https://translate.google.com/website?sl=en&tl=ta&hl=ta&client=srp&u=https://bizanalyst.in/
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        .                        
           .        
                      
                      
                  
      .   

   2 :                
           
          

                   
                         
                 
                    
               . 

                 
             
                        
               
                         
            .       
                        
                  
                . 

                       
                    
                      
                  
            
     .                   
                        
                        
                 
                        . 

                         

https://tallysolutions-com.translate.goog/accounting/bookkeeping-software/?_x_tr_sl=en&_x_tr_tl=ta&_x_tr_hl=ta&_x_tr_pto=tc
https://tallysolutions-com.translate.goog/accounting/bookkeeping-software/?_x_tr_sl=en&_x_tr_tl=ta&_x_tr_hl=ta&_x_tr_pto=tc
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     .               
                   
                         
                   
                      
                . 

   . 3 :          
         
Vs.          

                   
                        
                     
                      
                    
    .               
                 
         . 

                  
            ;          
                       
                 
                       
                 
       -                
       . 

                               
                        
                     . 

   . 4 :           
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                   . 

                         
                          
                    
                
     .                 
                     
                      
                        
                         
                    
                        
        . 

        : TallyPrime                                .        
                                              
                                                      
                                 .       
                                             
                                    . 

   : 
   1                                               ) 

   2                                                 
           

                                    ? 

                                                     
                                    
                          .                
                                              
        . 

https://tallysolutions-com.translate.goog/tally/cost-centre-in-tally-erp-9/?_x_tr_sl=en&_x_tr_tl=ta&_x_tr_hl=ta&_x_tr_pto=tc
https://tallysolutions-com.translate.goog/tally/cost-centre-in-tally-erp-9/?_x_tr_sl=en&_x_tr_tl=ta&_x_tr_hl=ta&_x_tr_pto=tc
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        : 

   1 :                            .         
   2 :                                         

       
   3 :                                  . 
   4 :                                         
   5 :                                       

          
   6 :            : - 

                         
           ;                            
                 : 

   _ 

   2                                           
                          

   3                              
            

   4                           

   5               . 

              : 

   _ 

   2                                      
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   3                              
            

   4                           

   5               . 

             : 

   1                                         
                                         
       

   2                                       
                                     
                                 
                                     
        ) 

                                              ? 

   Tally.ERP 9,                                 
       .                                             
     : 

   1                              .                   
    ; 

   2                                                       . 

                                           
                               

                                               
                                                      
                                               

https://tallysolutions-com.translate.goog/tally-prime/?_x_tr_sl=en&_x_tr_tl=ta&_x_tr_hl=ta&_x_tr_pto=tc
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                      . 

                                                
                  . 

   1                                        

   2                                                             
       

   3                                               
                               

                                                 
                                                  
                                                   
    . 

              (Bank Reconciliation) 

                                       Bank 
Reconsiliation Statement                         .         
                                 ,               
                                     
               . 

                                       . 
                                            
              .                   Reconsilation          . 

           Bank Account  Open                 .       
                     . 
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                         .                 
(                )          ,      Pass book        
                       .         ,        
                               ,                   
                      .                            . 
    ,      Pass book-                               
                    .                                 
                 -                          
          (                   ),                  
      . 

                                              
        . Tally        Display        Account books     , Account 
books-   Cashv/Bank                     .                
                 (        , Indian Bank A/c)           . 
                (Arrow    ) Enter       .      Ledger Manthly 
Summary           .                             
                    Enter       .      Ledger Vouchers     
           .        F5     Key       .              , 
                      . 
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                     (Balance as per company books) 61,300         
    .                (Balance as per bank)             . 
                        .         , 2.4.2002         
21,000                           .            3.4.2002     
               Bank pass book-                       
             .     3.4.2002              Bank date        
2.4.2002-       21,000-                 .     ,          Bal- 
ance as per bank      21,000                .  
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        Bank pass book                          
      .               Voucher-             14.1-       
               .                          , F12       
         Show Recancliation Voucher also?        Yes           . 

                          Voucher     Reconsili ation      
                              .      F5 Reconsile     
                        Bank Date                     
                              . 

                Bank Reconsialiation Window                  
Balance as Per Company Book, Amount Not Reflected in Bank      Balance as per Bank 
                              .              
        ,                                 
                                    . 
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                  Bank Date                           
Reconsilation              .       Reconsiliation           Compnay 
Book- , Bank Book-                                . 
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   -4 

             

Trial Balance 

         Trial Balance            Ledger Account      Summary 
     Debit      Credit          Column                
           . 

      ERP 9   Trial Balance Report-                    Gateway of 
Tally            Display                          
        Trial Balance      Button                    
        . 
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    Group      Display            Ledger-                
                                

 

       Voucher                                 . 
                    F5- Led-Wise                   
      . 

              Ledger        Trial Balance            .       
                         . 
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                                         Balance-      
                          . 

Suspense Account: 

         Trial Balance-  Debit      Credit           
                                  . 

                                      
             Suspence Account               .         
        Difference           .       Temprorary Account    .     
                        .                       
                                    Account, Delete 
                 . 

 Credit Side                   Suspense A/C Credit         . 
     Credit Side                    Suspense A/C Debit 
        . 

Profit & Loss A/C 

                                            
                        Profit & Loss A/C           .     
    Net Profito Net Loss                            . 
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Profit & Loss A/C       Gateway of Tally                     
                  . 

 

                       Profit & Loss A/C           . 
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                                        Purchase Account, Indirect 
Expenses                                          
    . 

             Sales Accounts      Indirect Incomes           
                                . 

          ,                                  
         .         ,                               
      . 

                 Account                       
                        Transaction              ,       
           ,                                  
          . 
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            Purchase Account                             
             Group Summary                .     Purchase 
Account Group-                            Ledger     
             . 

 

            ledger-                                 
Ledger Monthly Summary                     . 

 

                                         
         Ledger-        Transaction                          
                .                    Graph-      
            Transaction                                
                                                
    . 

 

                                              Enter 
Key                  .                            
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      Voucher Entry               Ledger Vouchers             
     . 

                                         Voucher Entry     
          Enter Key                                 Voucher 
Entry     Modify               Open    . 

 Alteration     Open             Voucher entry              
8.6             .       Open          

 

 

       Voucher                                   
                               .           Voucher-  
                        .          Particulars, Amount, Narration 
                            . 

Delete           ? 
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             Voucher Entry                          
    Accounting Voucher Alteration                    Alt + D     
Shortcut Key                 Delete                
                      . 

Balance Sheet 

                             Balance Sheet    . 

 

Balance Sheet                      Gateway of Tally         
                                   . 

 Balance Sheet-              Liabilities-                
        Assets-                              . 

 Profit & Loss A/C-                    Balance Sheet-          
       Item -                



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli  Page 132 
 

 

              Group                   ,      
         Group     Ledger Monthly Summary      ,         
                      Voucher Entry                      
        . Edit        .                Delete-         . 
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                                  ?     Balance Sheet 
Report      Profit & Loss A/C      Trial Balance              Financial 
Report                                          . 

 Mannual    Balance Sheet-  Prepare                        
                                          . 
              . 

                         Accountant     Tally   
                           Balance Sheet       Financial 
Report                                         
                                    . 
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    – 5 

             

                                             
      .                     ?                 
                                          -      
      ,      ,                            ,            
            ,                       ,                 
                   . 

                  (       )                   
                       .         ,          1000 
                            ,                    
                 .     ,                    
         .                                           
               .                     .   ,    
                      ,                       
               Inventory               .                 
    Inventory                                        . 

Stock – Stock                                         
        .                                    
                            Stock       . 

Stock item - Stock -                             Stock item 
      . 

Unit of measure -                                      . 
                    ,      ,           . 
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                  -                                   
       .         ,                   ,       
                 .              ,          

Unit of measure -                                      . 
                    ,      ,           . 

Alternate units                                   
       .         ,                   ,       
                 .              ,         Unit of measure 
              , alternate units                        . 

Conversion factor - Unit of measurement         Alternate units         
                 Conversion factor              . 
        ,                     0.75           
             .     Corversion factor      0.75    . Unit of 
measurement-         , Conversion factor                Aner- nate 
units-              . 

Batch number –                                 .            
                                         Batch    
      .  

Stock group     Ledger-          Accounting group                
      , Stock items-  Stock group            .          - Eclairs, 
Maha Lacto         Chocolates     Stock group            . 

Stock category -   Stock group -                    .          - 
Chocolates, biscuits         Confectionary                . 

Physical stock -    Bank reconciliation                      .     
                   500                          
                         .     ,     500      
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         495            (510             .       500 
            ).     495      Physical stock     , 500      Book 
stock               .                 '         
          Phiysical stock take      Stock taking         . 

Stock journal - Stock items                         Stock journal 
      . 

Quotation -                              .      
                      .                         Quo- 
tation       . 

Delivery Note (Delivery challan) -                                
           .                                   
      DC       .  

Invoice-                      ,                  , Discount 
                          Invoice       .            In-voice 
                                         . 

Purchase Enquiry -                               
                                                
                                              . 
     Purchase enquiry        .                  
                     Quotation    .  

|Purchase order –                                      
   .                                               
          Purchase order    . 
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                                       .         
                                       . 

TALLY-   INVENTORY: 

                                               
Maintain        Accts-with-Inv                            
                  .      Tally     (                  ) 
Inventory                                             . 
    Accts Only                , Inventory                . 

                F11 (Features)      F12 (Configuration)           
    Inventory                               .      
                       . 

F11 : Features 

 

Integrate Accounts and Inventory -      Yes             , Inventory     
                    Stock-                     , 
        Profit & Loss A/c      Balance sheet                  
        . 

• Allow purchase order processing - Tally pub Purchase order            . 
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• Allow sales order proccssing -    Tally     Sales order            . 

Allow invoicing - Tally Invoice nab, Sales voucher- Invoicing                
             . (              Sales voucher-  Accounts-   

Separate Discount Column on invoice -    Allow invoicing        Yes          
            .         Sale voucher                   
                         .              Yes     
        ,               (Item rate) key        ,       (Discount) 
              Key        . 

Stock categories -                      Stock categories        
        .                     , Stock group            
                  .                            
     ,      Yes             , 

Maintain batchwise detals -                        Batch    
                          .      Yes              
      Batch               . Batch               , Involce 
                                           Batch 
                            . 

       x                                           ,        
              .                            
                          . 

Maintain multiple godowns Godown                        . 
             Godown            yes         . 

Use tracking number -        Delivery note, Receipt note                 
          ,     Yes         . 
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Use rejection note                                     
                               ,     yes         . 

• Use different and billed qty. -                       Bill      
            , Bill                             
            .           ?            500         
                            .      0               
                 .    490               Bill         
          .  

Track additional cost of purchase -                               
           (  ,             )                     
              (   Landed cost       )          . 

         16.1 -               SetModily other company features? 
               .      Yes             ,     16.2-   
               . 

 

Use multiple price levels for invoicing -    Invoice                  
                 Invoice                    . 
        ,                          - Wholesale     , Retail 
    , Stockist     ,                          
                         .                      
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(            ,                             ).      
         ,     15.3-                  .     16.3-   
     , 16,4-                       . 

 

Use excise rules for invoicing -                             
                           .     Yes             , 
    16.5-                                            . 

 

F12 Configuration: 

     F12                 Configuration Menu-        
                  .       Accts/inv Info               , 
    15.6-                  . 
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Use part numbers for stock items -                               
                         .                 
        ,          (Unique)                  . 

Use description for stock items -                                
    . 

• Use defult ledger -    Invoice                   Sales      Pur-
chase ledger-                             .  

Use alternate units -                                  .          
                    Tally                . 

• Allow std rates -                                    . 
                         

Allow component list -                                     
    .         ,                        ,        , 
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Refill,                 Components       .                 
       . 

• Use address for godowns -  

 

                , Configuration menu-        Invoice/orders entry 
              ,     16.7-                  . 

 

Use excise format -      Yes             ,       Invoice SumaguGuns 
Sino in PLA/RG23, Date and time of invoice, Date and time of removal         
        . 

Allow separate buyer and consignee - Buyer Tour gui, Con- signee            
             .                            
       ,                         .         , Head office 
     Buyer     , Branch office      Consignee             . 
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Inventory        : 

 Inventory                                Tally-       
                      .     Accounting              
     Ledger, accounting group                Tally-           
              ?             Inventory                 
               . 

                                     ,        
                   ,           ,               , 
                           .                 
                  .                                    
          Tally-           . 

       

    XYZ Limited                   (Supermarket)    .         
           .               ,               
                   . XYZ Limited      Godown-       . 
                                            (   
                 ), 

     - 1      - 2      – 3         
Food 
 
 
Food 
 
Food 
 
Madicine 
 
Medicine 

Provisions (     ) 
 
 
Instant Mix 
 
Beverages 
 
Tablets 
 
Syrup 

Dhal (    ) Spices 
Grains 
 
Vegetarian 
Nonvegetarian 
 
Pepsi Coke 
 
Antibiotic Painkiller 
 

Moong, Toor 
Cardamom, Clove 
Rice, Wheat 
 
Idly, VadaiChicken 
Masala 
 
Pepsi, Mirinda Coke, 
Fanta 
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Antacid Norflox, Amphiciln 
Combiflam 
Gelucil 

 

                              .                      
                       . 

Stock Group: 

                                        
        .           (Grains)                    .     
Grains                 (Provisions)                    . 
    Provisions      Food               .                   
        ?                              .          
                                              
                                         .      
       Stock group       .          2,      - 3              
Stock groups     ,      1-  Stock category                    . 
(     - 1-    Stock group              .     ,        Stock 
category-                                            
Stock category                   . 

Stock Category              ?  

Tally-              Menu-            Inventory Info       
         ,     17.1-       Menu       .          Stock 
Categories                ,     17.2-       Stock categories menu 
      . 
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           . (     Single stock category-       Create      
      .                                        ). 
                  ,     17.3-            Food      Med- 
cines                          ,         Accept Y or N 
       Y             . 

 

                            Stock groups               
           .      - 2               Stock group    .     
Stock group-            3-   Stock group         .           
Provisions, Instant mix, Beverages, Tablets      Syrups          2 Stock group 
          .          17.1        Stock groups       
      .     ,     17.4-       Stock groups     Menu       . 
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    17.4-       Multiple stock groups                      
              Stock group-                  .       Single 
stock group                                      . 
      Muttiple stock groups               Create (     R     Key) 
    Stock groups                             . 
          Under        All items                   
       .     17.5-                         ,         
Enter          , Accept Y ar N        Y           .        
          - 2     Stock group                . 
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    17.5-               Items are addable          ?     
Inventory-             Report-                    
                        (        )            
             .     Provisions     Stock group-        
        .                            .     
                    250                             
          ?     ,                       10,000 
                              .     Items are addable 
      , No             ,                       
      . 

         Provisions             Dhals      Spices        Stock 
group-              .          17.4-       Multiple stock group 
                  Create             .             
        Under        Provisions                .      , Name of 
stock group            17.6-                      . 

 

            Stock group-            Stock group-         
        .                       , Multiple stock groups 
           Display               ,     17.7-            
                 . 
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                                             . 
   Unit of measure       .         ,      ,      , Bottle 
        Unit of measure       .                              
            Unit of measure                          . 
                         . 

     /Stock Group Unit of Measure Alternate Unit 
Dhals 
Spices 
Grains 
Instant Mix 
Beverages 
 
 
Tablet 
Syrup 
Syrup 

KG (     ) 
KG (     )  
KG (     ) 
Grams (     ) 
Bottle of 200 ml 
Bottle of 300 ml 
Bottle of 500ml 
Number 
Bottle 
Bottle of 200 ml 
Bottle of 400 ml 

 
Bag of 70 KG 
 
 
 
 
 
Strip (1 strip = 10) 

 

                                              
     .        : 
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                          Unit of measurement         
        .         ,                         (1      2) 
                             . 

                                                
         .                     Simple unit     ,    
                      Compound unit      Tally-   
         . 

                                           .     , 
    17.1-       Units of Measure                        . 
       Units        Menu       . (    17.8).             17.8-
       Create               ,     17.9-            
       . 
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                                      .     17.9-   
                  ?  

Type -    Simple      Compound unit-        .                 , 
   Simple             .  

         -    Unit-                     .              
             KG     ,        LT                .  

Formal Name -                         .              , 
   Kilogram    . 

Number of decimal places                                 
       .     Kilogram -      3             .           
0.455                  (   455          ).              
    17.10-                     Accept Y or N        Y     
      . 

 

         Bag         Simple unit-                  
            .      Type       Simple     , Symbol       
Bg     , Formal name       Bags     , Number of decimal places 
       0                       .            Bag of 70 kg 
                .     17.9-       Type        Arrow key 
          .             ,     17.11-             
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      .          Compound                  Enter       . 
           .     17.12            . 

 

    17.12-   First unit           Bag    . (           Bags of 70 
KG               ).      Bg                  Enter 
      .        OI           70               .     
         17.13-       .      Second unit              .    
    17.14       .      Accept Y or N        Y'     
        . 

                                    unit-      
            .  
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     XYZ Limited-   Godown-                .          17.1-
       Godowns (     D)           .     ,     17.15-   
    Menu       .          Create                , 

 

    17.16-                  .          Godown-           
    .  

                                              . 
Primary, Main location         under                . Allow storage of 
Materials        yes                           .    Yes 
                  ,           Godown -              
         .     17.17-         Godown-        . 

 

 

Create Stock Item: 
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                          Tally-          
                            .          17.1-       
Stock items                     .          17.18-       
Stock item menu       .           Single stock item           
       Stock item                              . 

 

    17.18-       Create                 Stock item creation 
                .        17.19-       .     ,        
    17.19-                                        
                            . 
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    17.19-                                      . 
        

Name -                         .     17.19-   Toor Dhal     
    . 

Alias-                                 .            
                          .     Toor         . 

Description                                    .  

Part No.                                  .            
       Bar code                                 ,     
101         .                                   
-      ,                  Part No.           . 

Under -                     Stock group                
             .         Dhals                   . 

Category -                     Stock category               . 
             .                    Not applicable        
               .         Food                      . 

Remarks-                         Stock group-               
    .                            . 
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Units    Unit of measurement-         .          kg     
         . 

• Alternate units -         Unit of measurement                 . 
        Bg     ,              70 kg      
           .   ,                 kg       Bg       
         .          2 bg      , Tally            140 Kg 
              . 

Maintain in batches -     Batch                              . 
                                           Batch    . 
                             No                . 

Set standard rates                (                   ) 
                                   .      Yes     
         .     17.20-                  . (     
                  ).                 , 

 

Rate of Duty -                       .                   
      ,                     5%                      5 
             .                 Tariff classification      
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Excise chapter            .              9901.90     
           . 

• Set component (BOM) -                           No     
    . 

Costing method -                                    
        (Closing stock)              .               
          .                                 (Rate) 
          .                                   
                               .                 
               .       Costing method       .     
         , Avg. cost            . Space bar-         
          Costing methods                    .        
         ? 

 

           
At zero cost 
 
Avg. cost 
 
FIFO 

             .               .    Sample, 
       
 
                                    
             (Average),                   . 
 
|    First In First Out    .                     
              . 

 

 

           
Last Purchase 
Cost 

                     . 
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LIFO Annual 
 
Monthly Avg. 
Cost 
 
Std cost 

   Last In First Out    .                         
                                        . 
 
                          . 
 
         Set standard rate                   . 

Market valuation method -                                     
                     .              : 

           
At zero price 
 
Avg. price 
 
Last sale price 
 
Std price 

         . 
 
                             .         
         . 
 
    Set standard rate              . 

 

    Market valuation method      Costing method                   
                               .                   
                  . 

Ignore Diff, due to physical counting -          Physical stock taking        
        .     Book stock     , Physical stock            
         ,     Phiysical stock             Book stock-       
     .     ,             yos                    
          .    No                    . 

Treat all sales as new manufacture -             Trading       
              No             . Manufacturing        Yes 
            . 
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• Treat all purchases as consumed -               . 

Treat all rejections Inward as scrap -                                
                                   Stock               
       .      Yes                                    
Credit note             . Receipt note               . 

Opening balance -                      Tally-              . 
        1000              Enter          ,     17.12-   
               . (                        –        
                     .) 

 

    17.21-           .            1000               
                         .                       
                     . 500 kg        7 bag     
                  .                         33700    . 

                              Moong dhal         
            .                              
       .                                          , 
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Multiple stock items-       Display             .        17.22-   
    . 

 

 

Multi stock item                  ? 

            Multl stock items              Create        
                                   .                
    Medicine                                  .     
    Batch, expiry                                       
    .       Muttiple stock items            Create       
      .                         Under        Antibiotic 
                  .      Maintain in batches?              
      .      Yes               .      Track date of Mfg 
            Yes             .         Use expiry dates 
        Yes             . 

                             (Name of item)         . 
     Norflox 250               .      Category        Medicine 
                  .              Unit of measurement 
        .      No                   .        Opening qty. 
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(                        )         .      100     
          . 

    ,     17.23-       Godown                .           
               ). 

 

    17:23-                            .  

Batch                               .               
                .  

Mfg date                     .                      . 

Expiry date -                     . 

• Quantity -                 batch-                  .  

Rate -                  . 

Per -                                            . 

                (    17.23            ) Rate        
        .    5.10               ?             ?     
17:23-           .      100             510          
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    .   ,            510 + 100 -5.10          .     ,     
17.23-      Batch                                    
(5.00, 5.25). 

           Amox-250                             

           Multiple stock items-       Display    ,     17.24-   
                           . 

 

    Multiple stock items                ,       Partno, Description, 
Alternate units, Alter standard rates, Costing method, Market valuation method 
                               ?      Single stock item 
                    . Alter                      
               Norflox-250           Enter             . 
                      .              : 

Partno        A101             . 

• Description        250 milligram               . 

Alt units        St                   .         1 st = 10 No. 
            . 
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Alter standard rates        Yes           ,                
       ,     17.25-                       . 

 

Costing method       Std. cost     , Market valuation method       Std. 
price                    . 

•      100 No               (Quantity) Space bar            
            100                     17.23             
      .     Quality                        No     
               .          .     Alternate unit      St 
            . 60 No           6 St     , 40 No           4 
St             .      60 No           Space bar-  
          (60-       )       60               .        
         ,     17.25-                   . 
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Multiple stock items -                   , Single stock item        
   , Alternate unit                                       
       .               , Multiple stock items         opening quar- 
tity       0                ,       stock items         Opening 
quantity                     . 

Price List 

                         .                
                                .          17.1-   
    Irventory Info                Price List           
         .               , Price List            .       
Under group        Dhals                     .      Price 
level                         Colleges & Schools, Government 
              .                                 
              .                                 
                                 .     17.27-        
         . 
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            , Applicable from     ,                   (     
              Price list              )                
                .     01-Apr-2002         . 

     Quanities                                     
              .          17.28-                
      .  

 

    17.28-            ?                          . Moong 
dhal       100           200                           , 
         36                   .                    3% 
              .                            . 

         . 200                         ,              35 
                  .     17.28-   Cost price (            ) 
               . 

Reorder Level: 

                          Reorder level         
         .       ?                  10              
                  .                         
               .                               
         .                                      
                           .     ,                  
       .                                             



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli  Page 165 
 

                 .         ,     6           
                                             . 
    6       Reorder level    .  

    17.1-       Reorder levels               ,           
     Stock group                .     Tablets             
     Enter          ,     17.29-                  . 

 

    17.29-       Reorder level                            . 
Min order qty      ,                    Reorder level-   
                                              
                              . 

    17.29-       Reorder level        50               . (50 
                    ).          or consumption for last        
        .          1              Enter       .      
   Menu       .      Days, Months, Weaks, Years            . 
        ,          Months                  Enter       . 
        Whichever is                     Lower, higher     menu 
      .      (        ) Lower               Enter       . 
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     Rounding Methods                   Not applicable        
           .               : 

50 No or consumption for last 1 month whichever in lower 

           .              ?        Reorder level     
                    .          :      1                  
                      ,      50             -      
                        Reorder level    .         , 
     1                     25            , Reorder level 25 
(         50-           )    .                   75 
    , Reorder level      50    .         Min order qty         
   .               17.29-               ,     17.30-   
    . 

 

          inventory master-               .         Inventory-
       Voucher                 . 

INVENTORY VOUCHERS: 

     Accounting                                  . 
Tally             , Vouchers                  ?     Account- 
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Ing Vouchers        .         Inventory -                  
                 Inventory Voucher              .     
    Voucher-                              : 

1) Sales order -                                   
                         .      Sales order        . 

 2) Sales - Sales order                                    
                .  

3) Rejections in -                     .              
                               .  

4) Purchase order -                                    
                              .  

5) Purchase - Purchase order                               
     , 

6) Rejections out -                                      
             . 

Sales Order: 

                  Moong dhal 500        , Norflox-250 75 No 
        .        Moong dhal      01.05.2002     , Norflox-250 
     05.04.2002                 .            , Moong dhal 
1      35      , Norflox-250     5.10          . (     Price list). 
              30                  . (Credit period = = 30 
days). 

                          .       Tally           
            Voucher entry             .         F8 
      .                            List of sales voucher (    
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18.1)            Sales order                  Enter       . 
            Sales order            . 

 

                     Sales order                       
     .                          .              Party's 
A// Name        Somu A/c                  Enter       . 
    .     18.2-                  . (             ). 
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    18.2-  , Despatch to                             
             .      Buyer                    , 
          .          Despatch to       Buyer       
              . Terms of payment      Credit days    . Terms of 
Delivery                            . 

     Price level               Price list-                
Group-            .                      Retail       
             ,                      .      Order No 
                       .        Name of Item           
Space bar       .                       . Moong Dhal 
                 Enter       .                       
    Moong Dhal        Stock item                 Description. 
                      (    18.3).     Enter        
(     )                   . 

 

           18.4-                  .                 
        .                           . (       Schedule 
      ). 
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    18.4-                            : 

Due on                                             . 
01.05.2002-              .                       
      . 

     Godown        Space bar       .            Godown-
               .            500            Main location-   
    .                       .  

     Actual qty        500               . Billed qty-   500 
             .          Due on                 
        Enter         .                            
           . 

    Amount      16975         .        ?             
    : 500×35 - (500×35)×0.03 = 17500 - 525 = 16975    .        Enter 
        .        Accounting ledger-                     
                  .               18.5-       . 
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         Norfiox-250           Enter             .      ltem 
Allocation              18.6            .      Batch        
           . 

 

Due        05.05.2002               . 

Godown        Main location              . 

Batch        0302001               Enter       . Actual 
       60               .       Billed         
        .  
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Due on              05.05.2002     , Godown        Main location 
                . 

Batch        0303001              , Actual        15     , Billed 
       15                . Mfg. Date       Feb. 2002     
      . (Mar-2003                            ).      Due 
on        Enter       .                          . 

      ,       Name of item       , End of list               
     .         ,     18.7-                   . 

 

                    Sales order-  Print               , Print 
    Button-  (      ,             6-   ) Mouse-         . 
         18.8-                  . 
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    Y                   Sales order      Print        . 
          ,         File-                            
         Button      (                     Button (Qulck format) 
      Mouse            .        ,                
                  Button-  (   Slect printer          ) 
      .     .     18.9-                  . 

 

    Print to a file        Hios               ,         Fle Name 
                               .      Print Y or N 
                               .      Print Y or N 
       Y              ,                       File 
      ,          Sales order        . 
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Sales 

                                              
        .            , Voucher entry            F8 
                Sales                              
(    18.1).     Sales voucher                         Sales 
order                          .                  
(Direct sales)                     .                    
        . 

            (Direct Sales) 

    Sales order                           . Party's Name 
       Senthil A/c                    (            
            ).     ,     18.10-       Despatch detalls     
            (             ). 

 

    18.10-                  : 

Delivery note No; -    Delivery challan             .           
                       .      dt      Delivery challan         . 
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• Despatch Doc No. -                  . 

• Despatched thru -    Lorry service                 . 

Destination -                   , Godown        . 

Order No. -    Not applicable            .    Sales order        
      . 

Terms of payment    Credit period, advance        . 

• Terms of delivery -                   . 

Sales tax No. -                                  . 

SL.no. in  PLA/RG-23 -                       . 

     Price level                               .     
     Retail             Price list-                , 
                 .       Name of Item        Moong dhal 
                  .      Sales order-               , 
Description            .      Enter          , Itern allocations      
      . (    18.11).          Tracking number              Sales-  
                              .     Delivery Note-   
       100                         . 
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     Order No.        (   Sales order       ) Not applicable     
        .         Godown        Godown-1               
Enter       .      Achal qty        100               . (100 
Kg          ).        , Billed qty         100          
      .             Tracking No.            .      
                 Enter                          . 
     Item allocation         ,     18.12-                    . 

 

             Sales              Voucher                 . 
    Amount                             .       Enter 
         ,     18.13-       Accounting details            . 
             Sales      Sales ledger-         .          
               Enter                    . 
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         Bllwise            .          New Ret          
     Enter       . Credit days        30               . 
Amount-                     , Enter                    . 
     Veration)                                  , Accept Y or 
N       *           .                          Voucher 
            .  

                     Sales voucher                Invblce 
     ?     Invoice-       Print      ? Sales voucher          
             Pgup     Key       .     ,          
         Sales voucher                     .     Sales order print 
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                                     (invoice) print 
       . 

Sales Order           : 

            Sales order                           
        .       Sales voucher                    .     
    Party's A/c Name        Somu A/c                   . 
               Sales order                  ?         
Delivery note        New number                  Enter       . 
       New number                         .      101     
          .         Despatch DOC No., Despatched thru            
                           . 

        Order No.                         1      
               .                 Enter       . 
        End of list             .                Terms of 
payment, Terms of Delivery                                . 
    , Buyer's details                , Sales order-              
           . 

      Sales voucher                    Price level        Not 
appll- cable                   .          ,              
Sales order-        Price level-  Retail                  .     
      Retail             ,              Sales order        . 
     Not applicable                  Enter       .     
     ?     Sales order-                                
Voucher                                  ?        18.15-   
    . 



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli  Page 179 
 

 

    18.15-          Quantity                      
                           .     ,             Sales 
order-         .         ,     18.15-       Moong Dhal       
Actual qty      Billed qty          Item allocation         250     
      .           Voucher-              . 

Sales Order              : 

                        Sales order-               
      Tally           .      Tally-                  
    , Display → Statement of Inventory → Sales order summary           
        .                    Provisions             . 
        Dhals             .         Moong dhal       
      .          Sales order-           .      Quantity      
250           .          ,     Order         500-       
     Sales voucher     250             .               250 
        .      Enter         ,     18.16-            
      . 
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    18.16-   (-)250                .    Sale         . 
                (-)250                Enter         , 
    Sales vouchor-          . 

               (Sales Returns): 

                      10       Thoordhal        .      
   . 3kxg Thoor dhal-                        .            
          .              Rejections in       .        Sales 
voucher                 .     18.21-       Rojoctions In       
                         .       F8      ,       
Rejoctions in             .                         18.21-   
    Ro- jections In                . 
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Ledger account        Space bar       .          Ramu A/c       
             . Enter          , Customer's name and address 
                        Enter       .         Name of 
item        Toor dhal                   .          18.22    
               . 

 

    18.21-                 10kg               . (List of track- 
ing number          ).                 Enter       . 
       Godown-1               Enter         .         10 
      3     , Blled qty            10         3     
      .       Tracking No       , End of list               
Enter       .                                      . 
       Name of item                         Enter       . 
    Voucher sales return    . 
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Purchase Order 

                                             
        .                                    
        .                                         , 
      Purchase order                         .     
                                  ,         
                     . 

         ,              Amox -250       200 
                (           4.30     )     Purchase order 
          .      , Tally-                      Voucher entry 
      .         F9       . (   Purchase voucher).     ,     
18.24-       menu       .      Purchase order               
Enter       . 

 

                Purchase order                    .      
    Party Name        Somu A/c               Enter       . 
                       18.25             . (            . 
             Despatch to, Suppller              ). 
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    18.25-                                        
                 .                       Order No        
100 (                )               .         Name of 
item        Space bar      ,                    Amox-250 
                 Enter       .      Description      
      .                       Enter       .      Item 
allocation                .        18.26-        (   
          ). 

 

    18,26-                        .       Due date    . 
                                 .       . 

     Godown -                         .          Godown-
1                 . 
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Batch -      Any                    . New number           
   Batch                   .  

Actual qty -                      .     200     
        .     ,      20 ST                .    20 Strips 
       . 

Billed qty-              Enter       . Rate-      4.30         
      . 

• per -                  (                strip- ?)     
No                   . 

Disc -                              .     1         
      . 

• Mfg date -                         .  

Expiry date -            Expiry date-         . 

            Due on                     Enter 
         ,                                .        Amount 
                    Enter       .     , Accounting details      
      .     ,     18.27-            Purchase A/c            
     .                         . 
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      Name of item                               Enter 
      .        Narration                      , Accept Y or N 
      Y             .      Print           Print 
       .                        ,     18.28-             
       . 

 

Purchase: 

                    (Purchase)                   . 
         Purchase order                              
       .                       Purchase order            
                               . Purchase voucher-       
18.24-       Pur- chase                   . 

                    Party A/c Name                    
Somu A/c                   .                         
18.29-                   . 
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    18.29-       Order No.      Purchase order             . 
         100                    ?                 
     .             Consignee                 . 

                         Name of item        Space bar 
     ,             Amox-250                   .        
       Description        Enter       .         Item allocation      
      .            Tracking No.        100        
           .      Order No.                    100       
           . (    18.30)                   , Order No. 
       Not applicable        . 

 

                                   (Purchase order-       
                           )       .            
               Enter                        . Batch 16o 
       1ien Number               (       batch    



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli  Page 187 
 

                          ), Batch               . 
     Expiry date               .                      
18.31             . 

 

              Tracking No              , End of list     
             ,                                .     
Amount               Enter          , Accounting details      
      .      Purchase A/c              , Enter      ,      
             .  

                      Enter                . 
                                           
      Enter        ,            , Name of item        
                   .               18.32             . 
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            (                         Button) As voucher 
                   18.33            .    Accounting voucher 
   .       as invoice             ,     18.32       . 

 

 

           Print     Button     Print        . 

 


