
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



UBAA33 - COMPUTER APPLICATION -II TALLY (ALLIED) 

Objective 1. To introduce the students to the fundamentals of computers and familiarize 

them with the jargon commonly used by computer literates. 2. To introduce the students 

with some basic tools and applications in MS office. 3. To enable them in preparing report, 

presentation, and calculation effectively and analyze data for decision making using data of 

different kind. 4. To introduce the student to the Tally and its applications and thereby 

empowering them.    

 Semester III         No. of Credits 4  

UNIT – I  

Data analysis using spread sheets (MS EXCEL), sorting data, editing data, converting data.  

 UNIT –II 

 Deriving simple univariate (single variables) tables, presentations using bar chart, pie 

chart, and histograms, Deriving mean, median, mode and standard deviations.  

 UNIT III  

Exporting the data from MS EXCEL to SPSS, inserting new variables in SPSS, Deriving 

cross tables with multiple variables, Chi square, ANOVA, Regression output.  

UNIT IV  

Basics in TALLY – installation and overview of the important terminology.  

UNIT V  

Creations, Entering transactions and preparation of Tribal balance and final accounts, 

ratio analysis and comparative analysis.  

Text & Reference:  

1. Naamrata Agarwal, ―Financial Accounting using Tally‖, dream tech publisher New 

Delhi, 2003. 2. K.K. Nidhani, Implementing Tall 

Text & Reference: 1. Naamrata Agarwal, ―Financial Accounting using Tally‖, dream tech 

publisher New Delhi, 2003.  

2. K.K. Nidhani, Implementing Tally. 

 

 



 

 

UNIT – I  

Data analysis using spread sheets (MS EXCEL), sorting data, editing data, converting data.  

 

DATA ANALYSIS 

  This section illustrates the powerful features Excel has to offer to analyze data. 

1 Sort: You can sort your Excel data on one column or multiple columns. You can sort in 

ascending or descending order. 

2 Filter: Filter your Excel data if you only want to display records that meet certain 

criteria. 

3 Conditonal Formatting: Conditional formatting in Excel enables you to highlight cells 

with a certain color, depending on the cell's value. 

4 Charts: A simple Excel chart can say more than a sheet full of numbers. As you'll see, 

creating charts is very easy. 

5 Pivot Tables: Pivot tables are one of Excel's most powerful features. A pivot table allows 

you to extract the significance from a large, detailed data set. 

6 Tables: Tables allow you to analyze your data in Excel quickly and easily. 

7 What-If Analysis: What-If Analysis in Excel allows you to try out different values 

(scenarios) for formulas8 Solver: Excel includes a tool called solver that uses techniques 

from the operations research to find optimal solutions for all kind of decision problems. 

9 Analysis ToolPak: The Analysis ToolPak is an Excel add-in program that provides data 

analysis tools for financial, statistical and engineering data analysis. 

Want to learn more about data analysis in Excel? You can find related examples and 

features on the right side of each chapter 

https://www.excel-easy.com/data-analysis/sort.html
https://www.excel-easy.com/data-analysis/filter.html
https://www.excel-easy.com/data-analysis/conditional-formatting.html
https://www.excel-easy.com/data-analysis/conditional-formatting.html
https://www.excel-easy.com/data-analysis/charts.html
https://www.excel-easy.com/data-analysis/pivot-tables.html
https://www.excel-easy.com/data-analysis/tables.html
https://www.excel-easy.com/data-analysis/what-if-analysis.html
https://www.excel-easy.com/data-analysis/solver.html
https://www.excel-easy.com/data-analysis/analysis-toolpak.html
https://www.excel-easy.com/data-analysis/analysis-toolpak.html


 

 

 

TO SORT A RANGE: 



• Select the cell range you want to sort. ... 

• Select the Data tab on the Ribbon, then click the Sortcommand. ... 

• The Sort dialog box will appear. Decide the sorting order (either ascending or 

descending). ... 

• Once you're satisfied with your selection, click OK. ... 

• The cell range will be sorted by the selected column. 

 



 

 

 



UNIT –II 

 Deriving simple univariate (single variables) tables, presentations using bar chart, pie 

chart, and histograms, Deriving mean, median, mode and standard deviations 

 

CONVERT DATA INTO A TABLE IN EXCEL 

 

DATA PRESENTATION - BAR CHARTS 

 



 

Use a pie chart to show the size of each item in a data series, proportional to the sum of the 

items. When you need a pie chart in a presentation, use PowerPoint to create it or, if you 

prefer, create the chart in Excel, and copy it into PowerPoint (see Copy an Excel chart to 

another Office program). 

 



 

 

UNIT III  

Exporting the data from MS EXCEL to SPSS, inserting new variables in SPSS, Deriving 

cross tables with multiple variables, Chi square, ANOVA, Regression output.  

TO OPEN YOUR EXCEL FILE IN SPSS: 

1. File, Open, Data, from the SPSS menu. 

2. Select type of file you want to open,Excel *.xls *.xlsx, *.xlsm . 

3. Select file name. 

4. Click 'Read variable names'  if the first row of the spreadsheat contains column 

headings. 

5. Click Open. 

If the data you want to read does not start in the first row of the spreadsheet, enter the cell 

range in the Opening File Options dialog box. 



If the data you want to read is not on the first sheet of the file, select the sheet you want to 

read. 

If all of your data is string data, you probably tried to read the first row as data when it 

really contains headings. 

The most common reason for failure is submitting Excel data sheets which are too 

complicated, for example containing TWO rows of field titles instead of one, or which 

include subtotals, charts or other material. SPSS will only read a rectangular array of data 

(with an optional ONE row of field titles at the top). 

What is a Chi Square Test? 

 

There are two types of chi-square tests. Both use the chi-square statistic and distribution 

for different purposes: 

 A chi-square goodness of fit test determines if a sample data matches a population. For 

more details on this type, see: Goodness of Fit Test. 

 A chi-square test for independence compares two variables in a contingency table to 

see if they are related. In a more general sense, it tests to see whether distributions 

of categorical variables differ from each another. 

 A very small chi square test statistic means that your observed data fits your 

expected data extremely well. In other words, there is a relationship. 

 A very large chi square test statistic means that the data does not fit very well. In 

other words, there isn‟t a relationship. 

Back to Top 

What is a Chi-Square Statistic? 

The formula for the chi-square statistic used in the chi square test is: 

 

The chi-square formula. 

Correlation Coefficient 

 

Correlation coefficient formulas are used to find how strong a relationship is between data. 

The formulas return a value between -1 and 1, where: 

 1 indicates a strong positive relationship. 

 -1 indicates a strong negative relationship. 

https://www.statisticshowto.com/goodness-of-fit-test/
https://www.statisticshowto.com/what-is-a-categorical-variable/
https://www.statisticshowto.com/probability-and-statistics/chi-square/#top
https://www.statisticshowto.com/wp-content/uploads/2013/09/chi-square-formula.jpg


 A result of zero indicates no relationship at all. 

 

What is Analysis of Variance (ANOVA)? 

 

Analysis of variance (ANOVA) is an analysis tool used in statistics that splits an observed 

aggregate variability found inside a data set into two parts: systematic factors and random 

factors. The systematic factors have a statistical influence on the given data set, while the 

random factors do not. Analysts use the ANOVA test to determine the influence that 

independent variables have on the dependent variable in a regression study. 

One-Way ANOVA Versus Two-Way ANOVA 

There are two types of ANOVA: one-way (or unidirectional) and two-way. One-way or 

two-way refers to the number of independent variables in your analysis of variance test. A 

one-way ANOVA evaluates the impact of a sole factor on a sole response variable. It 

determines whether all the samples are the same. The one-way ANOVA is used to 

determine whether there are any statistically significant differences between the means of 

three or more independent (unrelated) groups. 

A two-way ANOVA is an extension of the one-way ANOVA. With a one-way, you have one 

independent variable affecting a dependent variable. With a two-way ANOVA, there are 

two independents. For example, a two-way ANOVA allows a company to compare worker 

productivity based on two independent variables, such as salary and skill set. It is utilized 

to observe the interaction between the two factors and tests the effect of two factors at the 

same time. 

 

 

 

 

 

https://www.statisticshowto.com/what-is-the-pearson-correlation-coefficient/


UNIT IV  

Basics in TALLY – installation and overview of the important terminology.  

 

 

 

 



 

 

 

Basic Guide to use Tally ERP 9. Release 6 for GST 

Updated on May 22, 2019 - 01:03:40 PM 



With the GST implementation, various accounting software such as ClearTax and Tally 

are available to help you prepare your books in alignment with GST rules. In this article, 

we will guide you how to use Tally ERP 9. Release 6 for GST. You can also integrate your 

Tally ERP 9 solutions with ClearTax GST. 

In order to use Tally, following steps must be followed: 

 Create a company 

 Enable GST features 

 Ledger creation 

How to create a company 

 Go to Gateway of Tally > Alt + F3 > Create Company 

 Enter the basic information, i.e., name, mailing name and address of the company, 

currency symbol etc. 

 In the „maintain field‟, select Accounts Only or Accounts with Inventory as per the 

company requirements. 

 In the Financial Year from, the first day of the current financial year for e.g., 1-4-

2017 will be displayed by default, which can be changed as per requirement. 

 Enter the Tally Vault Password if required. 

 Press Y or Enter to accept and save. 

Enabling GST features in Tally 

 Go to Gateway of Tally > F11: Features > F3: Statutory & Taxation 

 In the screen you will find following options  

 Enable goods and service tax (GST): Yes 

 Set/alter GST Details: Yes. 

 This will display another screen where you can set GST details of the company such 

as the state in which company is registered, registration type, GSTIN number etc. 

 Press Y or Enter to accept and save. 

LEDGER CREATION 

https://cleartax.in/s/tally-solutions-erp-9-integration-with-cleartax-gst
https://cleartax.in/s/tally-solutions-erp-9-integration-with-cleartax-gst
https://cleartax.in/s/tally-solutions-erp-9-integration-with-cleartax-gst
https://cleartax.in/s/tally-solutions-erp-9-integration-with-cleartax-gst


 After creating a company and activating GST features, you need to create ledgers 

that will enable you to pass accounting entries in Tally. 

 Here are the following steps : 

 Go to Gateway of Tally > Accounts Info > Ledgers > Create 

 Enter the Name for the ledger you want to create such as purchase, sales, state tax, 

central tax, integrated tax, stock item names etc. 

 Select the appropriate group to which such ledger belongs for example state tax 

under duties and taxes group. 

 Enter the other related information required and press Y or Enter to accept and 

save. 

 How to create different vouchers ? 

 Step 1 : Open the vouchers screen using the following direction : 

 Gateway of Tally > Accounting Vouchers 

 Step 2 : In this step, we can choose the voucher we want to create. Here‟s is the list : 

F4 : Contra 

: 

• For recording money deposited into or withdrawn from the bank, or 

• For recording any sum transferred between two accounts in the same company. 

F5 : 

Payment 
This voucher is used for payments made by the business. 

 

F6 : Receipts 
• For recording any income earned by the company (sales, rent, interest, etc.) and 

• For recording the proceeds received from Sundry debtors. 

https://cleartax.in/s/how-to-create-purchase-invoice-in-tally-erp-9-release-6-for-gst
https://cleartax.in/s/how-to-create-sales-invoice-in-tally-erp-9-release-6-for-gst


F7 : Journal 

• For recording all adjustment or due entries such as prepaid expense, accrued 

income etc., 

• For recording purchase of assets 

• For recording Input tax reversal entries, reverse charge entries under GST 

F8 : Sales This is used for recording all the sales made by the company 

F9 : Purchase 
This is used for recording all the inventories purchased by the company in the course of 

business. 

 

UNIT V  

Creations, Entering transactions and preparation of Tribal balance and final accounts, 

ratio analysis and comparative analysis.  

Basic concept of accounting 

 

Accounting: It is an art of recording, classifying and summarizing in significant manner 

and in terms of money, transactions and events which are of financial character and 

interpreting the results thereof. 

 

Business transaction: A business transaction is “The movement of money and money‟s 

worth form one person to another”. Or exchange of values between two parties is also 

known as “Business Transaction”. 

 

Purchase:        A purchase means goods purchased by a businessman from suppliers. 

 

Sales:               Sales is goods sold by a businessman to his customers. 

 

Purchase Return or Rejection in or Outward Invoice:         Purchase return means the 

return of the full or a part of goods purchased by the businessman to his suppliers. 

 

Sales Return or Rejection out or Inward Invoice:    Sales return means the return of the 

full or a part of the goods sold by the customer to the businessman. 

 

Assets: Assets are the things and properties possessed by a businessman not for resale but 

for the use in the business. 

 

Liabilities:       All the amounts payable by a business concern to outsiders are called 

liabilities. 



 

Capital:           Capital is the amount invested for starting a business by a person. 

 

Debtors:          Debtor is the person who owes amounts to the businessman. 

 

Creditor:         Creditor is the person to whom amounts are owed by the businessman. 

 

Debit:              The receiving aspect of a transaction is called debit or Dr. 

 

Credit:                        The giving aspect of a transaction is called credit or Cr. 

 

Drawings:       Drawings are the amounts withdrawn (taken back) by the businessman 

from his business for his personal, private and domestic purpose. Drawings may be made 

in the form cash, goods and assets of the business. 

 

Receipts:         It is a document issued by the receiver of cash to the giver of cash 

acknowledging the cash received voucher. 

 

Account:         Account is a summarized record of all the transactions relating to every 

person, every thing or property and every type of service. 

 

Ledger:           The book of final entry where accounts lie. 

 

Journal entries:          A daily record of transaction. 

 

Trail Balance: It is a statement of all the ledger account balances prepared at the end of 

particular period to verify the accuracy of the entries made in books of accounts. 

 

Profit: Excess of credit side over debit side. 

 

Profit and loss account:          It is prepared to ascertain actual profit or loss of the 

business. 

 

Balance Sheet:            To ascertain the financial position of the business. It is a statement of 

assets and liabilities. 

Types of accounts 

 

Personal account:       Personal accounts are the accounts of persons, firms, concerns and 

institutions which the businessmen deal. 

 

Principles:                                           Debit the receiver 

                                                            Credit the giver 

 

 

 



Real Account:             These are the accounts of things, materials, assets & properties. It 

has physical existence which can be seen & touch. 

 Ex. Cash, Sale, Purchase, Furniture, Investment etc. 

 

Principles:                                           Debit what comes in 

                                                            Credit what goes out 

 

Nominal account:       Nominal account is the account of services received (expenses and 

Losses) and services given (income and gain) 

Ex. Salary, Rent, Wages, Stationery etc. 

 

Principles:                                           Debit all expense/losses 

                                                            Credit all income/ gains 

Tally 7.2 

Tally is a complete business solution for any kind of Business Enterprise. It is a full 

fledged accounting software. 

 

Procedure for creating company in Tally 

            

            Double click on Tally icon on desktop. Alt+F3 Company info-Create company. 

 

Accounts Only: To maintain only the financial accounts of the company. Inventory (stock) 

management is not involved in it. 

 

Account with Inventory:      This is the default option, which allows maintaining both the 

financial account of the company as well as the inventory of the company. 

 

Select Company:       We can choose the company which is already created. 

Shortcut key - F1. 

 

Shut Company:         It is used to close the company which is opened. Shortcut key - 

Alt+F1. 

 

Alter:              It is used to make alterations in the company creation like name, date, maintain etc. 

 

Quit:            Exits from Tally. 1. Click on quit button. 

                                                      2. Esc, Esc, Esc and enter. 

                                                      3. Ctrl+Q 

 

Short cut keys 

 

Alt+F3                        Company information menu 

 

Enter                           To accept information typed into a field. 

                                    To accept a voucher or master. 

                                    To get a report with further details of an item in a report. 



 

Esc                              To remove what has been typed into a field. 

                                    To exit a screen. 

 

                                    To indicate you do not want to accept a voucher or master. 

 

Ctrl+A                         To accept a form wherever you use the key combination the screen or report will be 

accepted as it is on this screen. 

 

Ctrl+Q                         It quits the screen without making any changed to it. 

 

Alt+C                          To create a master at a voucher screen. 

When working within an amount field presses Alt+C to act as a calculator. 

 

Alt+D                          To delete a voucher. 

                                    To delete a master. 

 

 

 

Ctrl+Enter                   To alter a master while making an entry or viewing report. 

 

F2                                Date 

 

Alt+F2                        Change period 

 

Alt+F1                        To see detail 

 

F11                              Features company 

 

F12                              Configuration options are applicable to all the companies in a data 

directory. 

 

Ctrl+N             Calculator screen. 

 

Ctrl+V             Voucher mode (Cr. Dr) 

                                    Invoice mode (name of item, rate, quantity, and amount) 

Gateway of tally-Accounts info-Group 

Bank account                                                                    Bank  Account 

Bank Od account                                                              Branch/division 

Capital account                                                                 Cash in hand 

Current asset                                                                     Current liability 

Deposit                                                                              Direct expenses 

Direct income                                                                    Indirect expense 

Indirect income                                                                 Duties and tax 

Fixed asset                                                                                    Investment 

Loans and advance                                                           Loan (liability) 



Miscellaneous expenses                                                    Provisions 

Retained earning                                                               Reserves and surplus 

Purchase account                                                              Sales account 

Secured loan                                                                     Stock in hand  

Sundry debtor‟s                                                                Sundry creditors 

Suspense                                                                           Unsecured account 

Meaning: 

 

Current asset:            

It is converted into cash with in a year. Ex. Bills receivable 

 

Direct expenses:         

These are the expenses which are directly related to manufacturing of goods. 

Ex. Wages, factory rent, heating, lighting etc 

 

Indirect expense:       

These are the expenses which are indirectly related to manufacturing of goods. 

Ex. Salary, rent, stationery, advertisement, printing 

 

Depreciation:                         Decrease the value of the asset.          

 

Sundry debtors:                    The person who is the receiver or customer 

 

Sundry creditors:      The person who gives or supplier. 

 

Expenses Outstanding or Unpaid expenses or Expenses due: 

            Expenditure incurred during current year but the amount on which is not yet paid. 

(Added to the expenditure on the debit side and entered on the liability side.) 

 

Income received in advance or Income received but not earned 

            Income received during the current year but not earned or a part of which relates 

to the next year. (Deducted form the concerned income on the credit side and entered on 

the liability side) 

 

 

 

 

Prepaid advance or Expenses or Prepaid expenses 

            Expenditure paid during current year but not incurred or a part of which relates to 

the next year is called expenditure prepaid. (Deducted form the concerned expenditure on 

the debit side and entered on the assets side) 

 

Income outstanding or income earned but not received or Income accrued 

            Income outstanding means income earned during the current year but the amount 

on which is not yet received (added to the concerned income on the credit side and entered 

on the asset side) 



 

Gateway of Tally-Accounts info-ledger-create 

 

 

 

Ledger Group 

Opening stock Stock in hand 

Purchase Purchase account 

Purchase return Purchase account 

Fright charges Direct expenses 

Carriage inwards or Purchases Direct expenses 

Cartage and coolie Direct expenses 

Octroi Direct expenses 

Manufacturing wages Direct expenses 

Coal, gas, water Direct expenses 

Oil and fuel D 

irect expenses 

Factory rent, insurance, electricity, lighting and heating Direct expenses 

Sales Sales account 

Salary Indirect expenses 

Postage and telegrams Indirect expenses 

Telephone charges Indirect expenses 

Rent paid Indirect expenses 

Rates and taxes Indirect expenses 

Insurance Indirect expenses 

Audit fees Indirect expenses 

Interest on bank loan Indirect expenses 

Interest on loans paid Indirect expenses 

Bank charges Indirect expenses 

Legal charges Indirect expenses 

Printing and stationery Indirect expenses 

General expenses Indirect expenses 

Sundry expenses Indirect expenses 

Discount allowed Indirect expenses 

Carriage outwards or sales Indirect expenses 

Traveling expenses Indirect expenses 

Advertisement Indirect expenses 

Bad debts Indirect expenses 

Repair renewals Indirect expenses 

Motor expenses Indirect expenses 

Depreciation on assets Indirect expenses 

Interest on investment received Indirect income 

Interest on deposit received Indirect income 

Interest on loans received Indirect income 



Commission received Indirect income 

Discount received Indirect income 

Rent received Indirect income 

Dividend received Indirect income 

Bad debts recovered Indirect income 

Profit by sale of assets Indirect income 

Sundry income Indirect income 

Loan from others Loan Liabilities 

Bank loan Loan  Liabilities 

Bank overdraft Bank OD 

Bills payable Current Liabilities 

Sundry creditors Sundry creditors 

Mortgage loans Secured loans 

Expense outstanding Current Liabilities 

Income received in advance Current Liabilities 

Other liabilities Current  Liabilities 

Capital Capital account 

Drawings Capital account 

Cash in hand Cash in hand 

Cash at bank Bank account 

Fixed deposit at bank Deposit 

Investments Investments 

Bills receivable Current asset 

Sundry debtors Sundry debtors 

Closing stock Stock in hand 

Stock of stationery Current asset 

Loose tools Fixed asset 

Fixtures and fittings Fixed asset 

Furniture Fixed asset 

Motor vehicles Fixed asset 

Plant and machinery Fixed asset 

Land and building Fixed asset 

Leasehold property Fixed asset 

Patents Fixed asset 

Goodwill Fixed asset 

Prepaid expenses Current asset 

Income outstanding Current assset 

 

Trading account: Buying and selling of goods. 

 

Dr.                     Receiving aspect                                                                    Giving 

aspect    Cr. 

Direct expenses Amount Direct Income Amount 



To Opening stock xxx By Sales xxx 

To Purchases 
xxx 

By (-)Sales 

return 
xxx 

To (-)purchase return 
xxx 

By Closing 

stock 
xxx 

To Freight charges xxx    

To Cartage and coolie xxx    

To Lorry hire xxx    

To Manufacturing expenses xxx    

To Wages xxx    

To Factory rent, fuel power xxx    

To Gross profit (transfer to profit and loss 

account) 
xxx 

   

 

To Profit and loss account: Actual profit and loss of the business 

Indirect expenses or 

payments 

Amount  Indirect income or receipts Amount 

To Salary xxx By Gross profit xxx 

To Postage and Telegram 
xxx 

By Interest on investment 

received 
xxx 

To Telephone charges xxx By Interest on deposit received xxx 

To Rent paid xxx By Interest on loans received xxx 

To Rate and taxes xxx By Discount received xxx 

To Insurance paid xxx By Discount received xxx 

To Interest on bank loan xxx By Rent received xxx 

To Bank charges xxx By Bad debts received xxx 

To Printing and stationery xxx By Net loss xxx 

To Discount allowed xxx    

To Advertisement     

To Carriage outward 

(sales) 

    

To Depreciation on assets     

To General expenses     

To Traveling     

To Bad debts     

To Net profit     

 

 

Balance sheet: Actual financial position 

 

Liabilities Amount Assets Amount 

Bank loan xxx Cash in hand xxx 

Bank overdraft xxx Cash at bank xxx 

Bills payable xxx Fixed deposit at bank xxx 



Sundry creditors xxx Investments xxx 

Expenses 

outstanding 
xxx 

Bills receivable 
xxx 

Capital xxx Sundry debtors xxx 

(-)drawings xxx Closing stock xxx 

Net profit xxx Stock of stationery xxx 

  Furniture xxx 

  Plant machinery xxx 

  Land and building xxx 

  Motor vehicles xxx 

  Prepaid expenses xxx 

  Income outstanding xxx 

 

Alt+F3 Company Creation 

Gateway of tally-Accounting voucher 

 

F4        Contra:            Records funds transfer between cash and bank accounts. 

                                    Deposit into bank or Opened bank account   Cr. Cash 

                                                                                                                        Dr. Bank 

                                    Withdraw form bank                                      Cr. Bank 

                                                                                                                        Dr. Cash 

F5        Payment:         Record all bank and cash payments. 

                                    Paid or Give                            Dr. 

                                                                                                Cr. Cash/bank (in case cheque) 

F6        Receipt:           Records all receipts into bank or cash accounts. 

                                    Received or Borrow or Take   Cr. 

                                                                                                Dr. Cash/bank (in case cheque) 

F7        Journal:            Records adjustments between ledger accounts. 

F8        Sales:               Records all sales. 

                                                                                                Dr. Cash/party (incase of credit-

party) 

                                                                                                Cr. Sales 

F9        Purchase:         Records all purchase. 

                                                                                                Cr. Cash/party (incase of credit-

party)                                                                                                           Dr. Purchase 

 

 

 

Journalize the following transactions 

 

1.      Commenced business with cash Rs.10, 000.                                

2.      Deposit into bank Rs. 15,000                                                       

3.      Bought office furniture Rs.3,000                                                 

4.      Soled goods for cash Rs.2,500                                         

5.      Purchased goods form Mr X on credit Rs.2,000 

6.      Soled goods to Mr Y on credit Rs.3,000 



7.      Received cash form Mr. Y on account Rs.2,000 

8.      Paid cash to Mr X Rs. 1,000 

9.      Received commission Rs. 50 

10.  Received interest on bank deposit Rs. 100 

11.  Paid into bank Rs. 1,000 

12.  Paid for advertisement Rs.500 

13.  Purchased goods for cash Rs. 800 

14.  Sold goods for cash Rs. 1,500 

15.  Paid salary Rs. 500 

 

Gateway of tally-Account info-Ledger-Create 

Gateway of tally – Accounting voucher 

To view-         Gateway of tally-Accounts info-Ledger-Multiple ledger Alter-All 

items      (for ledger) 

                        Gateway of tally-Display-Day book-Alt+F1 (to see 

detail)               (Accounting Voucher) 

 

 

  



  



Sl.No Key Voucher Ledger Group 
Type of 

account 
Principles Amount 

1 F6 Receipt 

Cr. Capital Capital 

account 
Personal Giver 10,000 

Dr. Cash Cash in 

hand 
Real Comes in 10,000 

2 F4 Contra 

Cr. Cash Cash in 

hand 
Real Goes out 15,000 

Dr. Bank Bank 

account 
Real Comes in 15,000 

3 F5 Payment 

Dr. Office 

furniture 

Fixed asset 
Real Comes in 3,000 

Cr. Cash Cash in 

hand 
Real Goes out 3,000 

4 F8 Sales 

Dr. Cash Cash in 

hand 
Real Comes in 2,500 

Cr. Sales Sales 

account 
Real Goes out 2,500 

5 F9 Purchase 

Cr. X Sundry 

creditor 
Personal Giver 2,000 

Dr. purchase Purchase 

account 
Real Comes in 2,000 

6 F8 Sales 

Dr. Y Sundry 

debtors 
Personal Receiver 3,000 

Cr. Sales Sales 

account 
Real Goes out 3,000 

7 F6 Receipt 

Cr. Y  
 

Giver 2,000 

Dr. cash Cash in 

hand 
Real Comes in 2,000 

8 F5 Payment 

Dr. X  
 

Receiver 1,000 

Cr. Cash Cash in 

hand 
Real Goes out 1,000 

9 F6 Receipt 

Cr. commission Indirect 

income 
Nominal 

Credit all 

income 
50 

Dr. cash Cash in 

hand 
Real Comes in 50 

10 F6 Receipt 

Cr. Interest on 

bank deposit 

Indirect 

income 
Nominal 

Credit all 

income 
100 

Dr. Bank Bank 

account 
Real Comes in 100 

11 F4 Contra 

Cr. Cash Cash in 

hand 
Real Goes out 1,000 

Dr. Bank Bank 

account 
Real Comes in 1,000 

12 F5 Payment Dr. Indirect Nominal Debit all 500 



Advertisement expenses expenses 

Cr. Cash Cash in 

hand      
Real Goes out 500 

13 F9 Purchase 

Cr. Cash Cash in 

hand 
Real Goes out 800 

Dr. purchase 

Cr cash 

Purchase 

account 
Real Comes in 800 

14 F8 Sales 

Dr. cash Cash in 

hand 
Real Comes in 1,500 

Cr. Sales Sales 

account 
Real Goes out 1,500 

15 F5 Payment 

Dr. salary Indirect 

expense 
Nominal 

Debit all 

expenses 
500 

Cr. Cash Cash in 

hand 
Real Goes out 500 

 

VOUCHERS IN TALLY.ERP 9 

 

 

 
 

As a business owner, you have to continuously record transactions for the purpose of 

accounting, inventory management and statutory compliance. 

If you are already using Tally.ERP 9, then like many other users of Tally, you must be 

quite acquainted with vouchers that are available in Tally.ERP 9. However, if you are new 

to Tally.ERP 9, then we would like to take you through the basic vouchers to make it 

easier for you. 

Below is an outline of the commonly used vouchers in Tally.ERP 9 with details on how to 

use them. 

Accounting vouchers in Tally.ERP 9 

Sales Voucher in Tally 

The Sales Voucher is most widely used by the users of Tally.ERP 9 , it is a type of 

accounting voucher. Depending on the nature of your business, it can be created in the 

Invoice mode or Voucher mode. In the Invoice mode, you can print and provide a copy of 

https://tallysolutions.com/tally-erp9/


the invoice to your customers. The Voucher mode can be used when you want to basically 

record transactions for statutory purpose only, and when you don‟t necessarily have the 

need to print and share the information with your customer. Tally.ERP 9 gives you the 

flexibility to address different needs. 

Purchase Voucher in Tally 

The Purchase Voucher too can be recorded either in the Voucher or Invoice mode based 

on the nature of business operations. It comes under accounting vouchers in Tally.ERP 9. 

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

purchase transaction? What if you have entered all the details and decide to change the 

mode in the last second? TallyERP 9 helps you to convert a voucher into an invoice, or vice 

versa, without expecting you to re-enter the details. It auto adjusts to your preference. Just 

use the Toggle button. 

You can add more details by enabling options. Press F12 to do so. 

Payment Voucher in Tally 

The Payment Voucher in Tally.ERP 9 lets you provide all types of details when creating it. 

While making payment to a party you can provide details such as the instrument number, 

and even print the cheque. As soon as you pass a Payment Voucher, you can print the 

corresponding cheque. To see the list of cheques which need to be printed, go to Banking 

and click on Cheque Printing. 

Tally.ERP 9 supports over 500 banks from both India and abroad. After making the 

payment, you can generate a Payment Advice in Tally.ERP 9 and share it with your 

supplier as it will update him with the details of all your payments. 

Receipt Voucher in Tally 

When you create a Receipt Voucher, Tally.ERP 9 prompts you to take a look at all the 

pending invoices for which payments are yet to be received. As and when your customer 

makes a payment, you can record details such as against which invoice the payment is 

made; whether you received the payment by cash, cheque or via NEFT/RTGS; and what 

the instrument numbers are. You can even email this information to your customer. This 

way, you will never lose track of the payments. 

Contra Voucher 

Contra Vouchers are generally used by businesses to withdraw cash from banks or to 

deposit cash in banks. With Tally.ERP 9 you can also generate a cash deposit slip. 

Tally.ERP 9 also provides the denomination of notes to let you track and take a print of 

the same at the time of depositing money. 

Journal Voucher 

The Journal Voucher is used by businesses for multiple purposes, based on their business 

types. Some accountants use them for purchases and sales as well. Both accounting and 

inventory Journal Vouchers are available in Tally.ERP 9. The Inventory Journal 

Vouchers can be used to adjust inventory or for movement of inventory from one godown 

to another. 

Credit Note Voucher in Tally 

The Credit Note Voucher is used generally for a sales return. By default, the Credit Note is 

not enabled in Tally.ERP 9. It can be enabled by pressing on F11 and configuring the 

Features. While passing Credit Note, you can refer to the original invoice number as well. 

Upon selection of a party, Tally.ERP 9 will by default show you all the invoices which have 

been raised against the particular party for easy reference. 

https://tallysolutions.com/gst/debit-note-credit-note-in-gst/


Debit Note Voucher in Tally 

A Debit Note is used for purchase returns. With Tally.ERP 9, a user can either pass a 

Debit Note as a voucher or as an invoice where the inventory values also get affected. The 

Debit Note Voucher can be enabled by pressing F11 and configuring the Features. You can 

provide details of the original invoice numbers as well. 

Inventory vouchers in Tally.ERP 9 

Physical Stock Verification 

During physical stock verification, in cases of changes in the inventory count, one has to 

update the changes in books as well. It comes under Inventory vouchers in Tally.ERP 9. 

Generally, businesses do this either on a monthly, quarterly or yearly basis to match the 

stock in hand with stock available as per the books. With Tally you can simply create a 

voucher to adjust the inventory. 

Material In and Material Out Voucher 

The Material In and Material Out vouchers are available in Tally.ERP 9 to track 

inventory sent for job work and inventory received after job work. By using these 

vouchers, you can easily get an overview of inventory across all job works. Enable these 

vouchers by pressing F11. 

Delivery Note and Receipt Note Vouchers in Tally 

As the name suggests, the Delivery Note Vouchers can be used to record the delivery of 

goods. Sometimes, they are also referred to as Delivery Chillan‟s. While passing a Delivery 

Note, you can provide transporter details such as lorry number, dispatch document 

number, bill of lading, and so on. Similarly, you can create a receipt notes as and when you 

receive consignments from suppliers. 

Order Vouchers in Tally.ERP 9 

Purchase Order and Sales Order Vouchers in Tally 

Many businesses receive purchase orders from their parties or place orders to their 

suppliers. Purchase Order or Sales Order Vouchers can be passed using Tally.ERP 9 to 

keep a track of the complete order cycle. 

The Purchase Order and Sales Order Vouchers in Tally.ERP 9 simplify order processing 

for businesses. Businesses typically receive purchase orders from their parties or place 

orders to their suppliers. While passing these orders, you can provide details such as by 

when would the order be processed, rates, and so on. Later as and when required, you can 

partially fulfill an order and track the remaining order, or you can even pre-close the 

order. 

THEORY 

BASIC UNDERSTANDING OF ACCOUNTING 

 

Lesson Objectives 

  

On completion of this lesson, you will be able to understand Principles and concepts 

of Accounting Double Entry System of Accounting Financial Statements 

 

 

1.1 Introduction 

  

Accounting is a process of identifying, recording, summarising and reporting 



economic information to decision makers in the form of financial statements. 

Financial statements will be useful to the following parties: 

  

Suppliers 

  

Customers 

  

Employees 

  

Banks 

  

Suppliers of equipment‟s, buildings and other assets 

  

Lenders 

  

Owners 

  

 

1.1.1 Types of Accounts 

There are basically three types of Accounts maintained for transactions : 

  

Real Accounts 

  

Personal Accounts 

  

Nominal Accounts 

 

Real Accounts 

  

Real Accounts are Accounts relating to properties and assets, which are owned by 

the business concern. 

 

Real accounts include tangible and intangible accounts. For example, 

  

Land 

  

Building 

  

Goodwill 

  

Purchases 

  

Cash 

 

Personal Accounts 



  

Personal Accounts are Accounts which relate to persons. Personal Accounts include 

the follow- ing. 

  

Suppliers 

  

Customers 

  

Lenders 

  

Nominal accounts 

  

Nominal Accounts are Accounts which relate to incomes and expenses and gains 

and losses of a business 

 

concern. For example, 

  

Salary Account 

  

Dividend Account 

  

Sales 

  

Accounts can be broadly classified under the following four groups. 

  

Assets 

  

Liabilities 

  

Income 

  

Expenses 

  

The above classification is the basis for generating various financial statements viz., 

Balance Sheet, Profit & Loss A/c and other MIS reports. The Assets and liabilities 

are taken to Balance sheet and the Income and Expenses accounts are posted to 

Profit and Loss Account. 

 

 

1.1.2 Golden Rules of Accounting 

  

Real Accounts Personal Accounts Nominal Accounts 

  

Debit What Comes in The Receiver Expenses and Losses 

  

Credit What Goes out The Giver Incomes and Gains   



 

 

1.1.3 Accounting Principles, Concepts and Conventions 

  

The Accounting Principles, concepts and conventions form the basis for how 

business transactions are recorded. A number of principles, concepts and 

conventions are developed to ensure that accounting information is presented 

accurately and consistently. Some of these concepts are briefly described in the 

following sections. 

 

Revenue Realization 

 

According to Revenue Realisation concept, revenue is considered as the income earned on 

the date, when itis realised. As per this concept, unearned or unrealised revenue is not 

taken into account. This concept is vital for determining income pertaining to an 

accounting period. It reduces the possibilities of inflating incomesand profits. 

 

Matching Concept 

 

As per this concept, Matching of the revenues earned during an accounting period with the 

cost associated with the respective period to ascertain the result of the business concern is 

carried out. This concept serves as the basis for finding accurate profit for a period which 

can be distributed to the owners. 

 

Accrual 

Under Accrual method of accounting, the transactions are recorded when earned or 

incurred rather when collected or paid i.e., transactions are recorded on the basis of 

income earned or expense incurred irrespective of actual receipt or payment. For example, 

a seller bills the buyer at the time of sale and treats the bill amount as revenue, even 

though the payment may be received later. 

 

The cash basis of accounting is a method wherein revenue is recognized when it is actually 

received, rather than when it is earned. Expenses are booked when they are actually paid, 

rather than when incurred. This method is usually not considered to be in conformity with 

accounting principles and is, therefore, used only in select situations such as for very small 

businesses. 

 

Going Concern 

 

As per this assumption, the business will exist for a long period and transactions are 

recorded from this point of view. 

 

Accounting Period 

 

The users of financial statements required periodical reports to ascertain the operational 

and the financial position of the business concern. Thus, it is essential to close the accounts 



at regular intervals. viz., 365 days or 52 weeks or 1 year is considered as the accounting 

period. 

 

Accounting Entity 

 

According to this assumption, a business is considered as a unit or entity apart from its 

owners, creditors and others. For example, in case of a Sole Proprietor concern, the 

proprietor is treated to be separate and distinct from the business, which he controls. The 

proprietor is treated as a creditor to the extent of his capital and all the business 

transactions are recorded in the books of accounts from the business stand point. 

 

Money Measurement 

 

In accounting, only business transactions and events of financial nature are recorded. Only 

trans- actions that can be expressed in terms of money are recorded. 

 

 

1.1.4 Double Entry System of Book Keeping 

 

As per Double Entry System of book-keeping, all the business transactions recorded in 

accounts have two aspects - Debit aspect (receiving) and Credit aspect (giving). For 

example, when a business acquires an asset (receiving) and pays cash (giving) for it. This 

accounting technique records each transaction as debit and credit, where every debit has a 

corresponding credit and vice versa. 

 

FEATURES OF DOUBLE ENTRY SYSTEM OF BOOK KEEPING 

 

THE DOUBLE ENTRY SYSTEM OF BOOK KEEPING COMPRISES OF THE 

FOLLOWING FEATURES : 

  

Every business transaction affects two accounts 

  

Each transaction has two aspects, i.e., debit and credit 

  

Maintains a complete record of all business transactions 

  

Helps to check the accuracy of the accounting transactions, by preparation of trial 

balance Helps ascertaining 

 

profit earned or loss occured during a period, by preparation of Profit & Loss 

Account 

  

Helps ascertaining financial position of the concern at the end of each period, by 

prepara- tion of Balance 

 

Sheet 



  

Helps timely decision making based on sufficient information 

  

Minimizes the possibilities of fraud due to its systematic and scientific recording of 

business transactions The following chart explains the way in which accounting 

transactions are recorded in the Double Entry systemand financial statements are 

prepared. 

 

Figure 1.1 Double Entry System 

 

 

1.1.5 Mode of Accounting 

 

Accounting process begins with identifying and recording the transactions in the books of 

accounts i.e., the first step in the Accounting Process is recording of transactions in the 

books of accounts. Accounting identifies only those transactions and events which involves 

money and is sorted based on various source documents. 

 

The following are the most common source documents. 

  

Cash Memo 

  

Invoice or Bill 

  

Vouchers 

  

Receipt 

  

Debit Note 

  

Credit Note 

 

Voucher 

 

A voucher is a document in support of a business transaction, containing the details of 

such trans- action. 

 

Receipt 

 

When a trader receives cash from a customer against goods sold by him, issues a receipt 

con- training the name of such customer, details of amount received with date. 

 

Invoice or Bill 

 

When a trader sells goods to a buyer, he prepares a sales invoice containing the details of 

name and address of buyer, name of goods, amount and terms of payments and so on. 



Similarly, when the trader purchases goods on credit receives a Invoice/bill from the 

supplier of such goods. 

 

Journals and Ledgers 

 

A journal is a record in which all business transactions are entered in a chronological 

order. A record of a single business transaction is called a journal entry. Every journal 

entry is supported by a voucher, evidencing the related transaction. 

 

Account 

 

An account is a statement of transactions affecting any particular asset, liability, expense 

or income. 

 

Ledger 

 

A Ledger is a book which contains all the accounts whether personal, real or nominal, 

which are entered in journal or subsidiary books. 

 

Chart of Accounts 

 

A chart of accounts is a list of all accounts used by an organization. The chart of accounts 

also displays the categorization and grouping of its accounts. 

 

Posting 

 

Posting is the process of transferring the entries recorded in the journal or subsidiary 

books to the respective accounts opened in the ledger i.e., grouping of all the transactions 

relating to a par- ticular account to a single place. 

 

Accounting Period 

 

Generally, the financial statements are generated for a regular period such as a quarter or 

a year, for timely and accurate ascertainment of operating and financial position of the 

organization. 

 

Trial Balance 

 

Trial balance is a statement which shows debit balances and credit balances of all Ledger 

accounts. As per the rules of double entry system, every debit should have a 

corresponding Basics of Accounting credit, the total of the debit balances and credit 

balances should agree. A detailed trial balance has columns for Account name, Debit 

balance Credit balance. 

 

1.1.6 Financial Statements 



 

Financial statements are final result of accounting work done during the accounting 

period. Financial statement serves a significant purpose to users of accounting information 

in knowing about the profitability and financial position of the organization. Financial 

statements normally include Trading Profit and Loss Account, Balance Sheet 

 

Trading Account 

 

Trading refers to buying and selling of goods. The trading account displays the 

transactions per- training to buying and selling of goods. 

 

The difference between the two sides of the Trading Account indicates either Gross Profit 

or Gross Loss. If the credit side total is in excess of the debit side total, the difference 

represents Gross Profit. On the other hand, if the total of the debit side is in excess of the 

credit side total, the difference represents Gross Loss. 

 

Such Gross Profit / Gross Loss is transferred to Profit & Loss Account. The Gross Profit is 

expressed as : 

 

Gross Profit = Net Sales – Cost of Sales 

 

Profit and Loss Account 

 

The profit and loss account helps to ascertain the net profit earned or net loss suffered 

during a particular period. after considering all other incomes and expenses incurred over 

a period. This helps the company to monitor and control the costs incurred and improve 

its efficiency. In other words, the profit and loss statement shows the performance of the 

company in terms of profits or losses over a specified period. 

 

The Net Profit is expressed as : 

 

Net Profit = (Gross Profit + Other Income) –

 (Selling and Administrative Expenses + Depre- 

 

ciation + Interest + Taxes + Other Expenses) 

 

A key element of the Profit and Loss Account, and one that distinguishes it from a balance 

sheet, is that the amounts shown on the statement represent transactions over a period of 

time, while the items represented on the balance sheet show information as on a specific 

date. All revenue and expense accounts are closed once the profit and loss account is 

prepared. The Revenue and Expenses accounts will not have an opening balance for the 

next accounting period. 

 

Balance Sheet 

  

The balance sheet is a statement that summarises the assets and liabilities of a 



business. The excess of assets over liabilities is the net worth of a business. The 

balance sheet provides infor- mation that helps in assessing 

  

A company‟s Long-term financial strength 

  

A company‟s Efficient day-to-day working capital management 

  

A company‟s Asset portfolio 

  

A company‟s Sustainable long-term performance 

  

The balances of all the real, personal and nominal (capital in nature) accounts are 

transferred from trial balance to balance sheet and grouped under the major heads 

of assets and liabilities. The balance sheet is complete when the net profit/ loss is 

transferred from the Profit and Loss account. 

1.1.7 Transactions 

  

A transaction is a financial event that takes places in the course or furtherance of 

business and effects the financial position of the company. For example, when you 

deposit cash in the bank, your cash balance reduces and bank balance increases or 

when you sell goods for cash, your cash balance increases and your stock reduces. 

 

Transactions can be classified as follows : 

 

Receipts – cash or bank, Payments – cash or bank,  Purchases,Sales 

 

 

1.1.8 Recording Transactions 

  

The important aspect of accounting is to record transactions promptly and 

correctly to ascertain the financial status of a company as on a particular date. 

  

Generally, the business transactions may be of the folowing nature : 

  

Purchase of goods either as raw materials for processing or as finished goods for 

resale Payment of expenses incurred towards business Sale of goods or services 

Receipts (in Cash or by Cheques),Payments (in Cash or Cheques) 

 


