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POWER OF SIMPLICITY

Tally.ERP 9 at a Glance
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Lesson 1: Complete Book-keeping

Tally.ERP 89 maintains all books of accounts starting from record of vouchers to ledgers efc. You
can use different types of vouchers like payment, receipt, sales, purchases, receipl notes, defivery
noles and adjustment entry vouchers like joumnals, debit & credit notes. Tally ERP 8 inherits the
principle of double entry system of book keeping and thus reduces possibilities of emrors during
voucher antry.

1.1 Simple & Easy Voucher Entry

TallyERP © provides flexibility o use predefined voucher types, comprising of accounting and
inventary woucher types o record varous business fransactions, It also allows you to use
Keyboard shoncut Keys as well a5 mouss operations during voucher entry.

1.1.1 User-defined Voucher Types

TallvERP 8 provides predefined vouchers and also alfows you to create different types of
vouchers and recard, classily & segregate vouchers as per your reguirements. For e.g, you can
further classily paymsnt vouchers, by creating voucher types with the names Bank Payment and
Cash Payment.

To create a new Voucher Type,
Go fo Gateway of Tally > Accounts Info. = Voucher Type = Create

o Enter the Voucher name

o Specily the Type of voucher

o Specify the Method of numbering

o Activate or deactivate the other functions as required
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1.1.2 Flexible Voucher Numbering

Tally FRP 9 salso zllows you to set the voucher numbenng as per your needs, which is either
automatic or manual or none. Further, you can also assign @ Prefix / Suffix or both along with the
Voucher number and define the periedicity of restarting Voucher numbers during entry i.e., either
from the beginning of every day, monih, wesk_ year or never.

From the above Voucher Type Creation [ Alteration screen,

o Specify the Method of Voucher Numbering

Figure 1.2 Types of Mumbering

o Specily the Advance Configurations for Voucher Numbering, as re::lufred "-,
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Figare 1.3 Advance Confipurmnons for Vascher Mumbening

1.1.3 Flexible classification of &ccount Heads | Chart of Accounts

In Tally.ERP %, there are 28 predefined groups which are widely used in Chart of Accounts of
many trading organizations. Cut of these, 15 groups are Primary Groups and the remaining 12
are Sub-Groups. Amang the 15 predefined groups, 9 Groups are Balance Sheet items and the
remaining & groups are Profit & Loss Alc items. However, you may alzo after the nomenclature
of these predefined 2B Sroups.

Tally. ERP & allows you to define Account heads and groups as per your requiremeants, thereby
facilitating muliple structural grouping. The flexibility & ease of creating user-defined Account
Heads and groups (Chart of Accounts) as per nature of business or business practice makes
Tally. ERP 9 to suit businesses across industries, verticals and geographies without changing the

way they do their business.

For Eg., You can have deblors based on geographies viz., Morth Debtors, South Debtors, East
Oebtars & West Debtors and further subgroups based on states ie., Kamatake Debtors, Mahar-
ashira Deblors, Tamil Nadu Debtors. The states can also be classified inl::u'-::-ilties and so on.
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1.2 Books & Registers

Tallv.ERF 9 provides you capability to generale varcus books and registers for any spedific
period viz., month, date, and yvear and as on date. in Tally. ERFP 8, once voucher entry is made, the
transactions are automatically & immediately in the Day Book and other Books of Accounts
without any additional effort. Tally. ERP & allows you lo maintain and generale all primary books of

accounts and registers like

Cash Book

Bank Book
FPurchase Register
Sales Register
Joumzl Kegister
Dabit Naote Reqisler
Credit Mote Register
=eneral Ledger

O O O O O g g

1.2.1 Cash Book

To generate Cash Book,
o to Gateway of Tally > Display > Account Books > Cash / Bank Book(s)

o Select ihe required Cash Ledger Acocount
o Prass Enter an the required month 1o view Cash lransactions tor a maonth
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1.2.2 Bank Book

To generate Bank Book,

Go to Gateway of Tally > Display > Account Books > Cash / Bank Book(s)
o Seiect the raquired Bank Account
o Press Enter on the required manth ta view Bank transactions for & maonth
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1.2.3 Purchase Register
To generale Purchase Register,
Fa o Gateway of Tally = Display > Account Books » Purchase Regisier
o Press Enter on the required month 1o view Purchase Transaclions for a month
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1.2.4 Sales Register

T generate Sales Register,
Go lo Gateway of Tally = Display = Accourtt Books > Sales Register

o Preszs Enter on the required manth to view Sales Transactions for 8 month
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1.2.5 Journal Reqister

To generale Journal Register,

Figure 1.7 Sales Register

Go to Gateway of Tally = Display > Account Books > Journal Register > Jourmnal Register
o Press Enter on ihe reqguired month {o view Joumal Eniries for a mondh,
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1.2.6 Debit Note Register

To generate Debit Mote Register,

Go to Gateway of Tally = Display = Account Books > Journal Register = Debit Note Register
o Press Enter on the required month lo view Debil Molas for a month.
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1.2.7 Credit Note Register
To generate Credit Note Reqgister,
Go to Gateway of Tally » Display > Account Books > Jourmnal Register » Credit Note
Register
o Press Enter on the required month to view Credit Motes for 8 month or prass F2 and spec-

ify the period
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1.2.8 Day Book

To generate Day Book,
Go fo Gateway of Tally > Display = Day Book

Specify the required pericd to view transactions EI'!EE-'__[E!_d.fD_I" that particular day, 'ﬁi'lpeh and }rear ur
for any specified period. A W ARAEr g
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1.2.9 General Ledger

As discussed earlier, you can define the Chart of Accounts i.e. - maintain groups, ledoer masters
etc., a5 required by your business and maintain detailed ledger system, for both Parsonal and
Maminal Accounts.

1.3 Statements of Accounts

Tally. ERP & provides you capabifity to generate, print, mail or upload various Financial Statements
and reports viz., Balance Sheet, Profit & Loss Afc, Trial Balance, Cash Flow, Fund Flow, Receiva-
bies, Fayabies & Siock Statements and so on,

1.3.1 Receivables and Payables Management

Accounis Recsivables are the amounis that you are to receive from the sundry debtors while
Accnunis Payables are the amounts you have to pay to sundry creditors. Tallv ERFP 9 provides
compigete bill wise information of amounts recewvable as well as payable, eithar on parly wisa,
group wise or Billwise. This featune tracks hilis, painenlsfremeipls including gdvances on ane-to-
ong basis, e i ’ A
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Ta view Qutstandings:
o Set Maintain Bill-wise Details 1o Yes in F11: Accounting Featuras

o o o

Create & Party (Ledger A/c) under Sundry Debtors [ Sundry Creditors group
Sl Maintain balances bill by bill 1o Yas for the parties during ledger creation
Go to Gateway of Tally > Accounting Vouchers = Sales (F8) or Purchase (F3) accord

ingly and enter the transaction by specifying a Bill reference No. along with due dales for

the amount 1o be recaived or paid in the Bill Allocation

& for screen{you can also break up

the amount inta multiple reference numbers with different due dates)

Jo view Receivables | Payables Reports
Go to Gateway of Tally

fto view due to the comparny)
The report dizpiays bill-by-bill oulstanding for alt the parties with the pending amount alongwith

the due date.
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» Display > Statement of Accounts > Qutstandings = Receivables
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o wview gmounts pEvable by wour company sefect Payables i fhe Out-
standings meny. You oan alsa loggls befwesn Payables or Receivables
repts. by chcking F4

To view individual Party wise outstanding,
o

Salect Ledger in the Outstandings menu,
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Figure | 13 ledsor Chatstandings Hepon

You will get a report displaying bill-by-bitl details of all outstandings for the concermned party along
with the total outstanding amaunt. You can a
in tha buttan bars, o
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To View Group Quistanding Reports:
o Select Group in the Qutstandings menu and then select the specific group or sub group.
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You can also view Ageing Analysis of Qustandings, by defining varicus ranges of perieds and
view outstanding across the specified time slabs. For eg., you can specify 0 to 30 days, 30 1o 45
days and 45 lo 75 days and so on.

To View Ageing Analysis Report
Go to Gateway of Taily > Display >0Outstandings =Recelvables or Payables
o Select F6 (Age wise)
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Complete Book Keeping
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Figure 118 Agcing Analvsis

Repont

You may also view the Ageing Analysis report by due date or by bill date.

1.3.2 Group Summaries

The group summary statement shows the closing balanses of the accounts of a selected group for
a specified period up to the current date. The default view is that of sub-groups within a group.

To view Group Summary,
¢ to Gatoway of Tally > Display > Account Books > Group Summary

o Select a Group {Sundry Debtors f Sundry Creditors or any olher group or you may select
Primary to display summary for all the groups)

o Press 4lt+F1 for detailed view
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1.3.3 Columnar Reporis

Tally ERF & provides columnar reports for transactions of Sales. Purchase and Joumal as well as
specific Ledgers and Cash / Bank Books.

To view Columnar Reports,
Zo to Gateway of Tally > Display > Account Books
n  Select a register (Sales/PurchaselJourmal)
Cirill doawn to the List of Vouchers

o Fress FS to view columnar reports as shown in the figure below (This is an option to
choose the ledger accounts or configura the columns to contain the rqquimd infarmation)
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Different type of reports can be generated for each of the primary slatement! repert generated in
Tally. ERFP 2. [t is to be noled that TallyERP 8 provides the columnar comparison of data for

different pericds and budgets only for the Group Summary.

1.4 Credit Limits

Tally. ERP 2 provides you with the fealure o sel threshoid limits for the trading transactions with
your Sundry Debtors. On setting the Credit Limits, transactions beyond the specified limit are
restricied. This feature is very significant in reducing polential bad debis,

To activale Credit lmits,
a Sel Maintain Budgets & Controls to Yes in F11: Accounting Featuras

A ] !
Te set Credit limits, ; ";"f’”rm,-‘,l i, Ill"* [h '
Go fo Gateway of Tally = Accounts Info. = Lndgq@: ‘qtredf! Limi‘?.g, |V ,
£ = Dr. "“'i SENTHILKUIAR
a  Select the required Group. ,I.: i R ;: ;

n  Specify the Credit limit for each ledger accﬂiﬁl qg;:l the ap@@wmmmm# BicaL ,L FLNDATION
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You oEn alsn define the Credit Limfis e inchadua)! ledger accaurs al he
fime of ereation Alteration, in the Ledger Master screen

1.5 Bank Reconciliation

Tally. ERF 2 provides you the facility to reconcile the transactons of your Bank Book with the Bank
Statement and instantly displays the Balance at Bank and as per the Bank Book, this facility sig-
nificantly helps in planning your payouis. The reconciliation of bank tra_rlﬁgmiﬂr‘l using the
reconciie feature ig very simple and easy (o u Jﬁ%iﬂ:gg}zy entering the date of Ele Bif f credil of a

aficailar transactian in the Bank. h ¥ g 3
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o to Gateway of Tally > Display > Account Books > CasfvBank Book

[u]

Select the reqguired Bank Account and press Enter on the reguired month {or F2 and

specify the required period from which you want to reconcile your bank accounis)

Press F5: Reconcila

Enter the date of clearing (dale an which he transaction s being debited ( credited) from
the Bank Statement.
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Figure 120 Bank Bocenchaeon Repan

Aller reconciliation, you may also loggie to ather reports, by pressing the relevant buttons from

the Buiton Bar

You may aisg specdy the effective date of reconciligtion in lhe Bank
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1.6 Flexible Reporting

Taliv.ERF 9 can be used fo generate financial repors, accounting reports, inventory repors,
statutory reports and management control reports.

1.6.1 Bird's eye View/! Drill Down Display:

Tally. ERF %'s unique features provide yvou with the reguired information at a glance. For example-
Ralio Analysis and Statistics provide you with wealth of information for decision making in a single
SCrEer.
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The Statistics showing list of mastars and vouchers will appear as shown :

aifsics

Limerial Ll

Hirrvsrmal Enimiprisss

linlwsansl Enisgaloe

T¥pes & Vewmehars 1o 2008 2 3 i Typews ol hecaunis | -Apr 200080 16 31-Rar .
e L] 1) |
|
WQW =
Bl Paymment ¥ Ladqas b )
Crmmpmroial bunice 0 el Cmrgardes i
o iy I il i bonll o =1
Caedh Hote 3 Slech Givwps 2 |
etlr Wige i Taeck Cawgariss 11
Tisfiemiy Mrts o= 1:":]" i -‘F'
AT e, . ool rwma F
EK:-E-“IHW IE Weechia Typea .:"_:
Jsurnal n: R .
s d 3 Camncs £
NN AT : Eudgaim & Scmnarfas 7
by Jearnal - Afwensdance-Paducilan Types 5
Pt ey *E Empsligas Glaups 3
Fayiall EH :E"Ipl!"l" E
Pragsical Sinck [} |
Purchiase = |
P chase Do M |
Racuipl 114 1
Racpipd Moy . 1
Rejecwans In I 1
Rt | cnasirs Oin E,
Rasvwining Junimal 1 E
Salax n7
Salas Omlar I F
Srack Raidsil
Teval 1000

1.6.2 Drill Down Display

Frugre 1 33 Sanshics

Tally. ERF 2 allows you to drill down from any report toits various lower levels till the vouchar level.
For e.g. you can view a Balance Sheet repor and seled a required group from it and dnll down 1o
the voucher leval. Any changes made by you in the voucher (Le. if allowed by current security
levelz), are refllected raal fimea at all levels,

1.6.3 Date based Reporting

In Tally.ERF 9, you can generale reports by selecting a particular date or a date range. You can
also compare nepons of two selecled perinds, months or financial years. Repers in Tally ERF @
are generated based on the fransaction date and not an the date of actual entry thereby ensuring
accurate representation of information. Tally.ERP 9's unigue and zimple approach to recencile
bank statements is based on dafe of tranzaction and realisation. s
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1.6.4 Voucher and Cheque Printing

Tally. ERF & provides you with a facility 1o print all lypes of vouchers, You can print 8 vouches on
save of you can print it later. 1t is also possinle to pnnt tormal recasipis and cheques. The raal
heneafit for 3 user is that you issue cheques to parties only after accounting the paymeant transac-

tions

To acfivate Cheque printing,

Go to Gateway of Tally = F11: Features > F1: Accounting Features
o Set Enable Cheque Printing 1o Yes
o Enable Set/alter Cheque Printing Configuration to Yes

o Enter lhe Company Name on the Chaque (if cheque is nol preprinted wilth Company
MHame;}

o Enter the Bank Mame {as created in the Ledgers)

Chinpany Lieque Datalls | I

Corrpary hama con Chooue ntesirsill Elivaipuiees
| O Emiof List

Hasnres o barks g cuank__ BEEEECE=

L Bank Credl L

Fipnre |23 Cowpeany Chegue Detsils Sonsen

o Enter lhe Cheque Dimensions
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