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Introduction to Tally Prime

Tally Prime ©& financial accounting software 8 fS&T waFT small @1 medium size &
businesses # accounting I fAe—fhd waw & fore fasar AT 8 1 <79 8H accounts &7 Udh el
order # I rules &1 $RATA I3 tally # forgd & 9 2 accounting @& SITeT €1 919 Journal
entry, purchase, sales, income & expenses, creditors, debtors, Liabilities — assets etc. I8 Us
business @I accounting iR inventory T &I 93 A8 ¥ manage &xdl 8, foraa oy s+

%% features 817 2| Tally # &9 9ga & ol @& 61T accounting & &R @xa SHS! report TR &R
Tad €| Tally &1 s=aArer 100 9 21fdras <u # foar o &1 2 | Tally &1 =71 version Tally Prime 8, St
f% 2020 # lunch f&ar = o |

What is Accounts?

TP business & IRR H ST ) o9—<9 81 8, S= Ud account & U ¥ for@r e g | Purchases,
Sales, Ram, Mohan, Bank, Cash, Computer, Machinery, Furniture, Assets, Deposit, Interest,
Discount, Wages Etc. 5% Rahul us 12000 &7 & i7g Computer @Riar| I8l 4R 2 account € 1.
Computer 2. Cash g1 a3 ¥— Rahul us X 4000 & & Phone Mohan & SuR @< |

1. Phone (Fixed Assets) 2. Mohan (Sundry Creditors)

Rahul us X 24000 @1 & AC Suresh & @<l 15000 cash # § 33 iR 919! SUR o 3|
1. AC (Fixed Assets) 2. Cash 3. Suresh (Sundry Creditors)

Personal Account, Real Account, Nominal Account

1-Personal Account

I8 @ Sl {6 Afdd a1 |@vem @ 9™ 9 991¢ 9d &, 9 Personal Account (&fdTa @) dEdd & |
SR— Mohit, Rahul, Bank, Abc Company, Capital, Drawing etc.

2-Real Account

I8 WA Sl [l a%g a1 gafad afe & |FwId 8l & Real Account (adfde @Td) S8l © | Sii—

Cash, Computer, Machinery, Furniture, Assets etc.

3-Nominal Account

IE "W Sl aM—gl, Ma—ard, iR Ha—fakma & wwfaa 8 € Nominal Account (A & @)
PEAd § | 99— Interest, Discount, Wages, Purchases, Sales, Profit & Loss etc.




Golden Rules of Accounting

Personal Account
1- The Receiver (ar= dretn) Debit

2- The Giver (&9 aret) Credit

Sl e B 9T BRd & S Receiver H8T ST €, 3R 2 Debit # <1 Sirar 21 it «afdd 8 <d &
I Giver 38l 9 &, 3R 5= Credit 3§ &1 ST © |

Real Account
3- What comes in (3 aret) Debit

4- What goes out (ST= arem) Credit

Faard ¥ S aRIY S § S9 Debit # @1 O1am 2, ofR SIeih € 9 Credit # @1 @ 2

Nominal Account
5- Expenses and Losses (@4 iR g&¥r) Debit
6- Income and Gains (3ma iR @) Credit
Exercise 1
. Verma Purchased a computer in cash X 18000.
. Verma Purchased an Office Table X 3500 and Office Chair X 4000 in cash.
. Verma opened a bank account in HDFC bank by deposit cash X 50000.
. Verma Purchased stationery item in cash X 2000.
. Verma Purchased a mobile phone X 5000 from raj telecom oncredit.
. Verma withdraw X 10000 from HDFC Bank.
. Verma paid cash X 5000 to raj telecom.
. Verma received a bill of X 4500 from Sukun offset for printing office stationery.

. Verma withdraw X 4000 from HDFC Bank for personal use.




Introduction to Business Organizations

T business # Business organizations e —31eTT UdR & ofd—a+ R 8, 3R 39 IR R 8 H9
9 YPR ¥ classified f&ar S AHar &

[ Service organizations

[ Trading organizations

[ Manufacturing organizations
Service organizations

Service organizations oks organizations gl § I R% service provide &=l €, service
organizations # f&il 1 a8 @1 physical =<9 & g1 8, sHH % service & IR SR—
Teachers, Doctors, Advocate, Consultant etc...

Trading organizations

ST organization goods @ purchase and sale &=d €, af Trading organizations & <IR—Td AT
2| S ARG A6 BT 9F S AT B WIS AR IFH 91 profit Srsw & 915 IH =1 BT

Manufacturing organizations

Manufacturing organization row materials goods ¥ finished goods @I TR &=l 2|
Manufacturing organizations ¥ @< #al &I UH Ufhar & Sraid IR fhar oirar g, 94 9 #
trading organizations I9 ATl &1 TEH TF UG BT S ST © |

Ledgers, Groups and Voucher

<19 fdl transaction dh entry tally § @=d €, d |49 Ugel &4 39 #Acuiddl H oIl accounts g1 @
SHHT BH WAl WieHT g1 8 A Ledger S9HT BT & | 3R 919 981 entry SE 9R MM B, 99 &
@I ledger & 9T U=l B, a1 {5 SHST AHGEAd U & 99 g Biar 2| Tally % Cash (cash-
in-hand) 3R Profit & Loss account T ledger Ugel & &1 g1 2raT & | Tally # <@ &4 fair account
oI ledger 9910 €, A9 S 999 &4 tally § 9@ Group AT USdl 7, Wil & &9 S9& under H

setdxd g | & 4T ledger f&d group # SRR & foly Ugel 84 Group @& IR # 3iR ledger &«
YHR BT 8 F FHASAT BIaT 2 |

SI— Rahul 7 X 2000 office @1 rent feam | a1 I8 W foxm T U6 YR & @4 € df —
Debit: Rent, Credit: Cash (Ledger — Rent/Under — Indirect Expenses)

Rahul = X 2000 office &7 3 Tet month &7 rent faaT| a1 I8 W 3@ rent &1 ledger & a7 Fl &5
fUge #eIM 4 a9 g&1 &— Debit: Rent, Credit: Cash




Voucher T& 9&R & document 81T &, fS"7# &9 tally # St Y transaction &=d € S9! entry &4
T&% voucher R &xd €| Tally % ugal & &% voucher a9 10 €, 3@ f& entry # @9 1 voucher
T 39S forw g 9t YR @ voucher @ IR # uaT g1 @1f2y S 6 ST g T 2|

Pre-define Group in Tally

Primary Group
. Capital Account
. Loans Liabilities
. Current Liabilities
. Fixed Assets
. Investment

. Current Assets

. Miscellaneous Expenses (Assets)

. Suspense Account
. Branch Division
10. Sales Account
11. Purchase Account
12. Direct Income
13. Direct Expenses
14. Indirect Income
15. Indirect Expenses
Secondary Group
1. Reserve & Surplus (Capital Account)
2. Bank over Draft (Loans Liabilities)
3. Secured Loans (Loans Liabilities)
4. Unsecured Loans (Loans Liabilities)
5. Duties & Tax (Current Liabilities)

6. Provision (Current Liabilities)




7. Sundry Creditors (Current Liabilities)

8. Sundry Debtors (Current Assets)

9. Deposit Assets (Current Assets)

10. Loans & Advance Assets (Current Assets)
11. 26- Cash in Hand (Current Assets)

12. 27- Stock in Hand (Current Assets)

13. 28- Bank Account (Current Assets)

View the pre-defined Group in Tally Prime

Go to Gateway of Tally Prime > Chart of Accounts > Groups.

1. Capital Account — T& business @I start &1 @ forg SHH 1 4T oY Il 8, 99 &9 Yol @ran
I+ Capital Account @ed €, 3R Tally § 519 89 SwaT Ledger s91d € @ S99 Capital Account ds
under 3@d & | Yol fodt ft Bu # & Al 2 |

2. Loans Liabilities — 579 89 business @& U &l bR &1 @I$ loan oid €, dI $9 account &I
Loans Liabilities # wad 2|

3. Current Liabilities — 99 89 &9 999 & fou fofl YR &1 &I SUR od & o 59 TR &
account current liabilities & 3ra=erd 3 2 |

4. Fixed Assets — T% business @ T & o 84 &3 UHR & R Frfeqal @Rig 8l 8, o
— Computer, Telephone, A/C, Furniture etc... 3R g7 Fwufcadl &7 M | ofF—<d 1 Ja8i foar
ST Fhal | 39 UbR P accounts &I fixed assets & wad 2 |

5. Investment Account — 5@ g1 @M BAM & purpose I business & T &I dEl R M99 A T,
dl SEdT Wil investment account & RITT Wield 2 | 9 — Long term investment, Shares,
Mutual Fund etc...

6. Current assets — Uil \Efcqal fHdT oF—a AT 9 fhar T Idr 8, S 84 current assets
3@ g
7. Miscellaneous exp. Assets — Jg &3 UHR & @ & 7, Sl business & IR ¥ 3ffaRad &g &

9 § feu S g1 S— preliminary expenses (Company Logo, Stamp duties, Consulting
Charges)

8. Suspense Account — H-&1 &9 Tally § §B Entry &A1 & W &, A S9d! dofg I AN
financial reports Tad o Il € | d9 9 FHT <R B IRIT BT suspence account # ST < & |




9. Branch Division — Main Company @ gRT g0 731 3199 branch @& @&1d branch division group
# 3 o £ |

10. Sales Account — 519 g4 f&¥T goods or service @1 sale &= €, @ S9& @I sales account #
G £ |

11. Purchase Account — 19 &F fail goods @1 sale =1 & forv wdigd €1 & ¥ Purchase
account ¥ wad £ |
12. Direct Income — 9% TR & UIeT 31T I AR J 3l 8, 39 g9 direct income & v&d 2 |

13. Indirect Income — ] UHR & JAUeT M Sl AR I Ml 2, o9 Discount, commission
etc... 99 g9 indirect income ¥ v&Ed 2 |

14. Direct Expenses — W @d RS\t aoig | business @7 direct ®TIaT €A1 &, Sivi— transport,
Manufacturing exp. Etc... 39 %8 & account &I direct expenses H Y& & |

15. Indirect Expenses — ! U&R & 31Ucdel 3T & @I indirect expenses & 3=<IId g91¢ Wil 2 |
SI9— Rent expenses, salary expenses, discount expenses etc...

16. Reserve & Surplus — @™ ¥ 917 STH &I & @d reserve & surplus §91T SITd & |

17. Bank Over Draft — <19 d& <1 & 21fdra IR <91 o1 a1 SHdT Bank Over Draft @&d 2| (S &H
d% 9 @9 o ®)

18. Secured Loans — a1 U&R & JRfard o1 & @Id Secured Loans & 31<id 917 ST 2 |

19. Unsecured Loans — &l USR & o/ gRerd kU fSFdI Hig SN YT 9 8 SdI @l
Unsecured Loans @ 3= id 1Y I 2 |

20. Duties & Taxes — 91 UdR & B3I & @i Duties & Tax HI~id I1¢ S 2 |

21. Provision — 91 YR & fHT U Yrgem= & @i Provision & 3 g0 0 8, o— dad &
foru uraem, faRw @& forg graen |

22. Sundry Creditors — 5@ &4 f&ft 9 &0 97g & foru {5l YR &1 @I SUR ofd & aF SH@T
account sundry creditors @& ST IRTId open & & |

23. Sundry Debtors — 519 &1 f&l &7 o1 999 & v -l YR &1 @18 SuR <d &, a1 BT
account sundry debtors @ 3=aRTd open &R & |

24. Deposit Assets — 519 g4 el 9% & ol Security & 39 # U1 591 &= g, A1 99 account &1
deposit assets ¥ W 2 |

25. Loans & Advance assets — 59 g9 f¥il @l advance @ 34 § U1 2d & o S99 89 $9 account
WG 2 |

26. Cash-in-hand — I8 gdd-@@ 9 YR & cash & forv sware fhar ordr 21




27. Stock-in-hand — a1 group stock @& forg 8T 7 |

28. Bank Account — ¥l THR @7 $&I & @Td bank account group @ SRITd Wiel W ¥ |

Pre-define Voucher in Tally

I9 oI tally prime # 24 pre-define voucher g1d g difdd S 9 8 T4 common voucher g, {51
SRIATA T THT G4 YR & business H &IaT 2 |

Common Voucher

Contra, Payment, Receipt, Journal, Purchase, Sales, Debit Note, Credit Note.

Special Voucher

Stock Journal, Memorandum, Purchase Order, Sales Order, Delivery Note, Reversing Journal,
Receipt Note, Physical Stock, Payroll, Attendance, Job Work In Order, Job Work Out Order,
Material In, Material Out, Rejections In, Rejections Out.

View the Pre-define Voucher types in Tally Prime

Go to Gateway of Tally Prime > Chart of Accounts > Voucher Types.

1. Contra Voucher — 5/9 g% cash @1 bank-account # a1 bank-balance &I cash # a1 fik bank or
cash & = f&A1 yeR @ 313 transfer entry #=d g, A1 9 89 contra voucher #3&d 2 |

2. Payment Voucher — 519 g9 f&fl U&HR &1 B 4FTdM &= € @18 a1 cash § & am ik Cheque
I @ 39 entry & payment voucher # &4 § |

3. Receipt Voucher — 19 &% cash # a1 R cheque & gRT 941 U<t €A1 € AT S entry &I receipt
voucher & & § |

4. Journal Voucher — 9 voucher & SxHIdl 8 @8 UHR @I entry & &) & folg &_d & | o —
ST &A1 QYR < AT ofd & I Sundry Creditors or Debtors, Provision, Adjustment entry etc...

5. Purchase Voucher — 5@ g4 & goods @1 sale &= @ fo1g purchase &xd & d9 84 S9 entry
@I purchase voucher ¥ &< € |

6. Sales Voucher — 5ig &4 f&d goods 31 service &1 sale &xd & d 39 entry @ sales voucher #
axd B

7. Debit Note — 3m\dR &R 9 voucher & $xHTd purchases return entry @ forg o= €, I+ 5@
WIS §Y AT 1 B HROT F 9199 IR 2 |

8. Credit Note — 519 fd&T g A1l fadll HROT & 9109 1Al & o 9@ entry credit note voucher
W B T |




9. Stock Journal — 519 goods @I T& Godown ¥ &R godown # transfer &xd € a1 39 entry &I
stock journal voucher # &=d €|

10. Memorandum — 3R & &l entry @ &l W) RO § A€ @A B FMAISHAT &, O 99
entry @I 4 g9 voucher # & €|

11. Purchase Order — 519 &% B goods purchase & & forg item @7 list <= g1l & dF 89 SS9
entry &7 purchase order voucher # =T &= € iR ST print fare o list 9197 < € 1

12. Sales Order — 5@ R U ®I3 goods purchase @3- & foly &1 order 3mar 8, @ 98 entry
g9 39 voucher # T &Rd ¥ |

13. Delivery Note — sales order @ & dT& 19 84 goods customer &I delivered &= &1 & 9
g9 39 voucher &7 ST a4 £ |

14. Reversing Journal — 3FR &9 ®I3 AT entry &x=1 a1ed & forgar effect fw ¥ date # <&,

iy 99 date & 91 B9 entry &1 {0 report ™R ®13 effect =1 1 a1 S entry &1 €4 g voucher
H B |

15. Receipt Note — Supplier @' purchase order <9 & 915 W19 &4 ar goods YT & Sl 8, o9
IS entry A 4T voucher T &Rd 2 |

16. Physical Stock — <19 &¥ tally @ report stock summary 3R 3w godown # U physical stock
Q! B verify FR @1 SHRd BT § 99 &F $9 voucher &1 TN &Rd € |

17. Payroll — 519 &4 tally # payroll @1 entry &xd & | @ &4 01 voucher &1 S&HTA &xd 2 |

18. Attendance — payroll ¥ S$ employs & attendance @ & foU 81 9 voucher &1 S&rHTA
BT B |

Exercise 2
. Verma Started Universal Business Solutions by bringing in cash of X 300000.
. Verma Purchased a computer in cash X 18000.
. Verma Purchased an Office Table X 3500 and Office Chair X 4000 in cash.
. Verma opened a bank account in HDFC bank by deposit cash X 50000.
. Verma Purchased stationery item in cash X 2000.
. Verma Purchased a mobile phone X 5000 from raj telecom on credit.
. Verma withdraw X 10000 from HDFC Bank.
. Verma paid cash X 5000 to raj telecom.

. Verma received a bill of X 4500 from Sukun offset for printing office stationery.




10. Mr. Verma paid X 2800 by cheque towards office rent.
11. Mr. Verma paid X 700 in cash towards electricity Charge.
12. Mr. Verma issued a cheque of X 4500 for Sukun offset.

13. Mr. Verma withdraw X 4000 from HDFC Bank for personal use.
Financial Statements

Financial statements ¥ &4 business # & expenses, income, purchases, sales, assets,
liabilities etc... & aR # daily basis, monthly basis iR yearly basis v uar @rerar g | Financial

statements # AR WR trial balance, profit & loss account, balance sheet, cash book, bank
book, stock summary, statutory reports etc... 3 ¥ wfAa 2 | Tally esa entry &1 & a1€ I |41

&R I reports tally g &1 calculate &R o 7|
Trial Balance

% Trial balance # 1 ledger accounts @I calculate &% S9& balance @& @ for@r Srar g,
=7 3 columns g1 2 | Particular (account name), Debit, Credit.

Profit & loss account

Profit & loss account & &4 I Udl udl =eal & fd business # faa=r profit gam a1 R loss garm |
39+ 2 column BId €, expenses, income. Income &I expenses { € & 41 &4 Udl dofdl & fh
profit g3 a1 f loss gar |

Balance sheet

fef ¥t business # balance sheet @ 9gd importance &<l 2 @ f& balance sheet & &
business @ ardfa®s Refd &1 yar =efar 8 f& net assets 3R liabilities fa= 21 949 2 column g
g Assets, Liabilities.

Cash book

Cash book & &% I udr =erar 8 f& business & a1 cash T, foha=r mar &R fora=r g=r | 39 2
column 817 € Debit cash, Credit Cash.

Trial Balance

e Profit & loss account
e Balance sheet




Inventory Management

Inventory @1 21l g List of item. S1 f& &4 uar ® & Trading organization % goods @1 purchase
and sale &xd 2| Td business # goods I item BWRI YR & 814 &, 1 item different

company, different size, weight etc... @ g0 g, 99 manage @3- & forv &4 tally # Stock item,
Stock Group, Stock category, Unit of Measure, Godown create f&a < g1 99 &4
inventory @I =8 W manage X AdHd 7, IR IHI—9HI W Stock Summary @1 different
parameters TR set & stock &7 AT & check #R A& 2 |

What is Tax?

Tax U& 3ifard e & Sl government gRT bl aafdd a1 &6 R ST Il &1 S9d I8

government S9 U @I 919 Public R @4 &=l © | P & Haldd, G A I TAd F o Bl
YA 1 B W AT T T AT A Al & |

Types of Taxes

AT AT WIS B AN TIDbl § Tax HT A BT Bl 2 | Tax ISR gRT o o= &
TS & MR W, ¢ad @ Direct Tax and Indirect Tax # arer T3 7 |

Difference between Direct and Indirect Taxes

Direct Tax oks tax 81 & 1= @I aafad a1 wire= Wi government &1 pay &=dl & W¥i— Income
Tax, Property Tax, Stamp Duty etc... 39& fauRd indirect tax ar tax 810 € <afad ar dwres e

government &I 9 pay &@ I9&T Burden TR W shift = faar S & 94 89 # consumer &
AT ST B | SI¥— GST, VAT etc...

Introduction to GST

GST wW@7dr @ 91 9 §AR Q¥ 4 & URGaTdN] @R JUR & | 094 H g AR I WRBRI gRT
AU o X2 9 indirect taxes @ =Rid of foTg ¥ €1 GST &1 one-nation, one-tax 3R one-
market 8T ST B |

What is GST

GST &1 g1 7% Goods and Services tax g, Sl a¥qgall 3R Harell BT Wlad AR do IR T Sl
g, S @1 U& indirect tax g, 4 1-July-2017 &1 @] fosar wram o |

Type of GST

GST 4 YBR &I Bl 7 |

[ CGST (Central Goods and Services Tax)

[ SGST (State Goods and Services Tax )

0 IGST (Integrated Goods and Services Tax)

0 UTGST (Union Territory Goods and Services Tax)




GST Rate
0% 5% 12% 18% 28%

Exercise 3

1. Mr. Vijay Started Business by bringing in cash of X 500000.

2. Mr. Vijay opened a bank account in SBI bank by deposit cash X 300000.

3. Mr. Vijay purchased following items from Bansal Computer on credit.

All Stock items are placed in Lakhimpur Godown.

Item

M/B Gigabyte B560M

M/B ASUS B450F

M/B ESC H61 H2

SSD NVMe M.2 1TB Samsung
SSD NVMe M.2 1TB Gigabyte
GPU 4GB Gigabyte

GPU 2GB ASUS

1014
4
6
5

4

3

4

Rate

9500

8500

6000

11000

9000

8000

3800

GSTRate

18%

18%

18%

18%

18%

18%

18%

4. Mr. Vijay Sold following items from ABC Computer and received cheque.

Item

M/B Gigabyte B560M

M/B ASUS B450F

M/B ESC H61 H2

SSD NVMe M.2 1TB Samsung
SSD NVMe M.2 1TB Gigabyte
GPU 4GB Gigabyte

GPU 2GB ASUS

014
3
4
3
2
1
2

3

Rate

11000

10500

7000

13000

12000

10500

4200

GST Rate

18%

18%

18%

18%

18%

18%

18%

5. Mr. Vijay issued a cheque for Bansal computer of full settlement.

6. Mr. Vijay purchased following items from Sri Nath Info solution on credit.




Item GST Rate
M/B Gigabyte B560M 18%
M/B ASUS B450F 18%
M/B ESC H61 H2 18%
SSD NVMe M.2 1TB Samsung 18%
SSD NVMe M.2 1TB Gigabyte 18%
GPU 4GB Gigabyte 18%

GPU 2GB ASUS 18%

Terminology of Accounting

[ Trade (@mR) @™ HHM & S<I | goods &1 purchase 3R sale %=1 trade Hgaar 2 |

[ Profession (I=m) revenue earn &4 & forg fohar ar &g var ol g forg &9 4 ufdreror o
JMMILIHAT B &, UM FHEAd & |

[ Capital (I50) @R &1 Aiferd ST $UAT AT AT FFURT @TAR H oW TaT © S gl ded & | @R+
A B TR Uolt gedt B, iR B M W S 'edl 7

[ Drawings (3&RvT) @R &1 Alfeid o Aol Wd & o THa—0"a R &UR 3 S 99T a1 Jel
feIhTeTdl ® 8 SUBT JATERVT hecldrl © |

[ Revenue (1si%@) Goods o Service &1 market # sale &3+ TR SUJ S 3T B 2, 98 revenue
BHEAT T |

[ Bad Debts (Sad v1) @URY & SUR 99 T A1 & Y& IHH Debater (37R) I Uit & o 3
JATIeID TE! &, 3T 39 SYR DI IbH H A Sl 9l el 8l Ul & SH AR $T ad F 0T Ped o |

[ Closing Balance (WIftd & \Ha d&1dT) Al & a0 § 89X business ST Y goods, assets,
liabilities etc... 9a STdT 8, 3 8ART closing balance raT 7 |

[ Opening balance (=& 1) Business start @<d 983 89 business ¥ I 9 goods, assets
etc... @ € A1 R A1 & o | S A1 EART closing balance 99ar € 981 T 9l @ URW # ART
opening balance grar 2 |

[ Financial year (fa<ia a¥) India @1 financial year 1-April % start g1dr2 |

0 Wholesalers (2% =) wholesalers manufacturers 3 2 % #1eT @¥icd & 3R retailers &1
Jad g

[ Retailers (ga=r fasdr) retailers wholesalers & #ter @Ried & 3R consumer &1 9 £ |




