TALLY PRIME - NOTES (THEORY) IN Q&A FORM
¢l UTSH — e (2AN) UST IR SWHUHA (1725

1. Q. Tally Prime &1 %?

A. Tally Prime U&% Accounting Software & S &dd™dl & Financial Transactions @I
Record @<+, Reports 911 3R Business &I Manage &= H Hgg axdl & |

Tally Prime is an accounting software that helps in recording financial transactions,

generating reports and managing business.

2. Q. Tally Prime & Wi Features FT & ?
A. + I AR GoR-Scll $eBH
» Multi-language ¥4I
» GST, TDS, TCS & fag dLarde
* Powerful Reporting

+ Data Security

« Bank Reconciliation

* Remote Access (Tally.NET)

« Easy and user-friendly interface
« Multi-language support

¢ Compliant for GST, TDS, TCS

* Powerful Reporting

« Data Security

* Bank Reconciliation

* Remote Access (Tally.NET)

3. Q. Tally Prime ¥ Company &4 d-11d & ?

A. Gateway of Tally R U |

Create Company fd&eu I+ |

Company &1 1 § |

Financial Year 3fR Books Beginning Date 3¢ &< |
Accept & |

O = 0 o =t

Go to Gateway of Tally.
Select Create Company.
Enter the Company name.

Set Financial Year and Books Beginning Date.

i

Accept.

qﬁﬁ‘i}’f Shortcut Keys

Note / Al : « Alt+ G : Go To Gateway

3 € hordr @ Foft @1 A A e Mt #X iR uidee #iv @ s st © Alt+M : Change Mode

Practice is the key to success. Do more and more practice and use shortcut keys. * Ctrl + A : Accept

e Ctrl + N : Create Voucher
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A. Ledger 3 Accounts 814 2 fS=d @t Financial Transactions LEDGER
Record U SId & | 991 - Cash, Bank, Sales, Purchase, Date | Particulars | Dr.
Sundry Debtors 311§ |

Ledgers are accounts in which all financial transactions

are recorded. For example — Cash, Bank, Sales,

Purchase, Sundry Debtors etc.

5. Q. Tally Prime & Voucher &7 gid 87?

A. Voucher T UHR &I Entry & | forad aream @ &9 fbedt +ff Financial Transaction @I
Record &Xd & | 919 — Sales, Purchase, Payment, Receipt 311f< |

Voucher is a type of entry through which we record any financial transaction. For example —
Sales, Purchase, Payment, Receipt etc.

6. Q. Tally Prime ® W& Vouchers H-®H | 8?2

A. Voucher Name | Shortcut Key ‘ Use / 39aRT
Contra F4 Cash 3fR Bank & &9 oi--a+
Payment F5 Hra= Fd & fog
Receipt F6 qifed (Receipts) & ferg
Journal F7 General Entries & forg
Sales F8 Sales Invoice 11 & farg
Purchase F9 Purchase Invoice &1 & felg
Debit Note Ctrl + F9 g® Bl Debit Note & farg
Credit Note Ctrl + F8 uTges Bl Credit Note & forg

7. Q. Tally Prime ¥ Groups &1 &Id &?

A. Group U& U&R &I Category Bid! & foaH THE UHfd & Ledgers & 3@ ST 2 |
ST — Sundry Debtors Group, Bank Accounts Group 37fg |

Group is a category in which ledgers of the same nature are kept.
For example — Sundry Debtors Group, Bank Accounts Group etc.

Hgcaguf Shortcut Keys
Alt + G : Go To Gateway
Alt + M : Change Mode
Ctrl + A : Accept

Ctrl + N : Create Voucher

Note / Al :
SR B Therd B Boit & | i F a1 dfdew Y 3R didawe SIS & IuaT &7 |

Practice is the key to success. Do more and more practice and use shortcut keys.

. s s »
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8. Q. Tally Prime ® Stock ltem ST &2

A. Stock ltem I aEg3iT I gl ST & T Wig-fagh
ey ¥ fopar rar & 3R ST Stock Maintain fasar

ST 81

Stock Item refers to the goods which are bought and sold

in business and whose stock is maintained.

STOCK ITEM

9. Q. Tally Prime ¥ Reports Y Q7

A. 1. Gateway of Tally & STY|
2. Display More Reports fdaed g |
3. Ul 3faLgeT & THR Report I |
4. Enter G&TU g7 Show Report TR faeid &1 |

1. Go to Gateway of Tally.

2. Select Display More Reports.

3. Select the required report.

4. Press Enter or click on Show Report.

Gateway of Tally

1 Display More Reports

Trial Balance

Profit & Loss Afc

Balance Sheet |
Stock Summary
Ledger Vouchers l I I '

Day Book

10. Q. Tally Prime ® Backup &9 @?

A. Gateway of Tally 9% STU |

Alt + K (Company) gd1d |

Backup faaea |

Backup T ¥ I 3R Accept Hr |

B w N~

Go to Gateway of Tally.

Press Alt + K (Company).
Select Backup.

Select the location and Accept.

P O NS

Note / T :

32T gl Hoherdl bl ol ¢ | s & Hfdw dfdey ¥ 3R eAidape
$ot &1 IuART HY |

Practice is the key to success. Do more and more practice and
use shortcut keys.

Hg@yof Shortcut Keys

e Alt + G : Go To Gateway
« Alt + M : Change Mode
e Ctrl + A : Accept

e Ctrl + N : Create Voucher
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11. Q. Tally Prime ® Restore &3 $%?

1. Gateway of Tally 9% ST |

2. Alt + K (Company) gdT1u |

3. Restore faeeg g |

4. Backup File &T Location g |
5. Restore @ 3R Accept & |

1. Goto Gateway of Tally.

2. Press Alt + K (Company).

3. Select Restore.
4
5

. Select Backup File Location.
. Restore and Accept.

12. Q. Tally Prime # Alter 3iR Create ® &7 3icR &2

A- Feature Create ‘ Alter
T g Ledger/Group/Item H
R =74 Ledger/Group/Item ST | qgﬁr i
edger/Group/Item iy
e ITEIT P | o9 T4T Ledger/Group/Item ST & EFGI it tﬂGﬂT L/ Group/Hem
= et Bl Bl
LIRUHE | a1 ST A1 € | HiofeT 2eT ST B |

Hiagel Customer Ledger T Address
LRI

13. Q. Tally Prime # Financial Year &1 82

Financial Year ag 3raftr gicft & foras
&9t & Accounts Maintain fFT 5d £ | START
S - 1 3d 4 31 A | 1 APRIL

Financial Year is the period for which
accounts are maintained. For example
- 1st April to 31st March.

14. Q. Tally Prime & Books Beginning Date ®1g?

Example =41 Customer Ledger ST

BO(SKS BEGINNING DATE

i \
Books Beginning Date dg aR@ gl & | Example: |
fora &= & g9 3199 Books of Accounts | af Books Beginning Date i
Y8 | 1@ deH g aaft |
L l D | Transactions 1 e & & !
] : |
Books Beginning Date is the date from |L Enter €111 |
which we start our Books of Accounts. | | TTTTTTTTTTTTTTT il
Note / i€ : TEU;Shgﬂ?rutGKeys
; : o « Alt + : Go To Gatewa
AT & Aoherdl <l Fofl ¢ | fers & sifties dfden o 3R Aidde it &1 IuanT & | . AL+ M :ChangeMOdey
Practice is the key to success. Do more and more practice and use shortcut keys.  Ctrl + A : Accept

» Ctrl + N : Create Voucher

Compiled by Jamal Sir, Mob.: 9935404262
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15. Q. Tally Prime # Voucher T 8idl 82

A. Voucher T TR &I Entry & oo aregm T 89
fasdt oft Financial Transaction @I Record @Rd ¢ |
ST — Sales, Purchase, Payment, Receipt 37f¢ |

Voucher is a type of entry through which we record

any financial transaction. For example — Sales,

Journal Voucher

Particulars Amount

Dr

Cr 't-.'

Purchase, Payment, Receipt etc. Narration: A O
16. Q. Tally Prime # Ledger &1 8? LEDGER

A. Ledger @ Accounts &ld & fSd @t Financial
Transactions Record fpUu &IT1d € |
S - Cash Account, Bank Account, Sales Acéount,

Purchase Account 3fc |

Ledger are accounts in whichpall financial transactions
are recorded. For example — Cash Account,

Bank Account, Sales Account, Purchase Account etc.

Cash Account

Date | Particulars | Dr. ()

17. Q. Tally Prime ® Receipt 3R Payment # &7 3id? &2 RECEIPT
. Amount : ¥ 5,000
A. Feature ‘ Receipt | Payment From  : Customer
: Date  : 01-04-2024
aref fau Y v & urd e fodt @Y e < e
&Y ITATTHY | TN Cash AT Bank A A e € | S99 Cash AT Bank A48 20 &
Shortcut Key F6 F5
Example Customer H Payment T ST Supplier &1 Payment @31

18. Q. Tally Prime H Contra Voucher &1 87

A. Contra Voucher &T 35T Cash 3i¥ Bank A/c & 9
-2 T & forg fsar ST € | S - Cash 9 Bank H
3 STHT AT 91 Bank ¥ Cash Reprear |

Contra Voucher is used for transactions between Cash
and Bank A/c. For example — depositing cash into bank
or withdrawing cash from bank.

Note / HiI€ :

37T & Thetdl ! Hoit & | s ¥ 3t Afdea &Y 3ik 2iidape S
&1 IUGNT B |

Practice is the key to success. Do more and more practice

and use shortcut keys.

1-Apr-24

Contra Voucher Monday

Particulars Amount
To State Bank of India A/c 10,000
By Cash A/c 10,000

Narration: Cash deposited into Bank.

‘e »

Agyqof Shortcut Keys

* Alt + G : Go To Gateway
* Alt + M : Change Mode
* Ctrl + A : Accept

e Ctrl + N : Create Voucher

Compiled by: Jamal Sir, ICE Patranga, Mob.: 9935404262
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19. Q. Tally Prime H Stock ltem &1 %?

A. Stock ltem 3 a5V gt & ST aa #
TE-FRIE BT § 3R et weid Maintain fasar
ST 8 |
S — Laptop, Mobile, Pen, Chair 371g |

STOCK ITEM
& Laptop
@& Mobile

Stock Item refers to the goods which are bought and
sold in business and whose stock is maintained.
For example — Laptop, Mobile, Pen, Chair etc.

20. Q. Tally Prime #® Units of Measure #18?

A. Units of Measure (UOM) foeit Stock Item <1 73T i Meaning
HIY &I SbTs 8l & | 9 — Nos, Kg, Ltr, Box, Pcs 313 Number
: . ! Kilogram
Units of Measure (UOM) is the unit used to measure the ¥
t
quantity of a Stock Item. For example — Nos, Kg, Ltr, ¢ s
o 8
Box, Pcs etc. p B
" Pcs Pieces

21. Q. Tally Prime ® Godown #13? KN

. & %
A. Godown T I Idl & STal dTe1/Stock SArg |
ST Stock B 3TT-31eT T X Maage 1 ST T 21
Y — Main Godown, Branch Gadjw.-n 3nfe |
Godown is a place where goods/stock are kept.

It helps to manage stock at different locations.
For example — Main Godown, Branch Godown etc.

22. Q. Tally Prime & Groups &7 g1d &7 301 difSr|
A. Group U& Category gt & forad w9 uapfd & Ledger & 511d & |
T8 Accounts &I Organize & # #gg Hdl g |

3$G18¥uT (Example):
Group Name Under (Primary) Group Name Under (Primary)

Sundry Debtors Current Assets Direct Incomes | Income
Sundry Creditors Current Liabilities Fixed Assets Fixed Assets
Cash=in-Hand Cash-in-Hand Loans (Liability) . Loans (Liability)
Bank Accounts Bank Accounts Loans & Advances (Asset)|  Current Assets
Sales Accounts Income Stock-in-Hand | Current Assets
Purchase Accounts E;tas-nses Duties & Taxes | Duties & Taxes

: Indirect Expenses ExPens:_es D! Provisions | Provisions |

Note / Hie : Hgaquf Shortcut Keys

ey & Aherdl & Hoft € | AP A e Maew B¥ 3R Aidae Fia @ v i) « Alt + G : Go To Gateway
« Alt + M : Change Mode

o Ctrl + A : Accept
e Ctrl + N : Create Voucher

Practice is the key to success. Do more and more practice
and use shortcut keys.
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A. Stock Group HHF UHR & Stock Items _ @ @
B Group F¥ ¥ g amaT SaT 2 | STOCK GROUP

Group Name Under (Prima Laptop ', Mobile
TH Reports BT ST 81 ST 2 | R {fomap! Group Group
SN - Laptop Group, Mobile Group, Laptop Group Primary g;gﬂ;
Furniture Group 31 | Mobile Group Primary
Stock Group is used to group similar Stock ltems. | Furniture Group Primary
It helps to generate reports easily. R i S
For example — Laptop Group, Mobile Group,

] Other ltems Group Primary Furniture Pen

Furniture Group etc. J Group 0 Group

24. Q. Tally Prime # Price List &1 gt 8?2

A. Price List &7 IUNT 3feR1-31eT Items i
Selling Price a1 Purchase Price Define @53

% forg fosar ST €1 Applicable For
&4 Multiple Price Lists 3t &1 Tba 2 |

All ltems
S — Retail Price List, Wholesale Price List |

All ltems
Price List is used to define Selling Price
or Purchase Price for different Items. @ Purchase All ltems
We can create Multiple Price Lists also. \ S
For example — Retail Price List, ° L Export Price List Sale All ltems

Wholesale Price List.

25. Q. Tally Prime & L.odown 31} Stock Location
H R SR E? ]

Godown Stock Location

Godown T& Physical Place Stock Location Godown & 3igt
EYeT & 78T Stock T ST 81 | U Specific 5718 @) gerfar 2 |

GODOWN

gk Company H Multiple U Godown H Multiple
Godown g §a5d # | Stock Location g1 Femd £ |
Example - Main Godown, Example — Rack No. 1,
Branch Godown Shelf No. 2, Floor No. 1

26. Q. Tally Prime  Batch 3iR Serial No. &1 8ld 82

A. Batch No. U& Group a7 Lot @1 Batch No. is used to identify a
Identify @3- & e gar g |1 group or lot of items. nll I m
Serial No. e Item @t Serial No. is used to identify virioll 05133
Unique uga™ & forg gar 2 | each item uniquely. Serial No.: SN10001
g Tracking 3R Warranty It is useful in tracking and Batch No.: BATCHOO1 Model  : ABC123
Management # 39zt grar | warranty management. Exp. Date : 31-12-2025 Warranty : 1 Year
Note / e : Heg@qof Shortcut Keys
eATH & T B ol & | s F i dfdew BY 3R vildawe ::“a ’g"T"Gate:aY
- t+ : Change Mode
SlsT T IIINT &Y |

Ctrl+ A : Accept
Ctrl+ N : Create Voucher
F1 : Help

Compiled by: Jamal Sir, IICE Patranga, Mob 9935404262

Practice is the key to success. Do more and more practice
and use shortcut keys.
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27. Q. Tally Prime ® Cost Category &I gt 872
A. Cost Category ¥ 81 Expenses &I Category & COST CATEGORY

%Y H Group &Id € difcs Reports 3T &

Cost Category Name | Under (Primary)

[EEARIRS I G ‘

3 — Purchase Cost, Freight, Packing Cost, Purchase Cost Primary
Labour Cost 3nfg | Freight Primary
Cost Category is used to group Expenses in Packing Cost P
Categories so that Reports can be generated

easily. Labour Cost Primary
For example — Purchase Cost, Freight, Other Expenses Primary
Packing Cost, Labour Cost etc. E

28. Q. Tally Prime # Voucher Types fée gd 82

A. Tally Prime ® &d 10 YR & Voucher Types 81d & 1 Payment € - YA w
fS1es gRT It @8 P Financial Transactions . 0 :
Record fpu o €1 2. Receipt 7. Debit Note (4]
There are 10 types of Vouchers in Tally Prime 3. Contra @ 8. Credit Note O

through which all types of Financial Transactions

4; Journal 9. Reversing Journal
are recorded. ’ C

5. Sales E 10. Memos E

29. Q. Tally Prime # Financial Year 1
Accounting Period &1 gid 82

Financial Year 1-Apr-2024 to 31-Mar-2025 FINANCIAL YEAR
A. Financial Year us ad @ srafes gt € forad ondt e = 12024-25
ta i 1 ths e
Transactions Record 8id &1 e = Apr-2024 to 31-Mar-2025
Accounting Period, Financial Year &I BI¢-8BI¢ Accounting Perlods = B
e . ! =

Months # Divide & 2 | Apr | May | Jun | Jul | Aug | Sep "na/n/nn
S8 — Financial Year: 1-Apr-2024 to 31-Mar-2025 | Oct | Nov | Dec | Jan | Feb | Mar

Accounting Period: April, May, June ... March

30. Q. Tally Prime & Masters 3iR Transactions &1 gld &2

A. Masters 37 ¥l STHER B Store e & Sl IR-GR RLSTHES ERAN-ACTIONS

Use BIdT & 919 — Ledger, Stock Item, Customer, @ Payment
Supp“er aﬂﬁ' o Receipt
Transactions AN Business & Daily Financial 5 Gt

Activities @1 Record @¥d & 19 — Payment, Receipt, ® Customer

Sales, Purchase 37fg | rEE e _@_ Sales -
Masters store all the information that are used @ Supplier B8 Purchase
repeatedly such as — Ledger, Stock Item, Customer,

Supplier etc. ’ Journal
Transactions record the daily financial activities and many more...

of our business such as — Payment, Receipt, Sales,

Purchase etc.

Note / Fife : Hgeyof Shortcut Keys
32T B Thotar &5t oft B 1 31w F 31w Ufdea =¥ 3R vicawe * Alt+G : Go To Gateway
« Alt+ M : Change Mode
P BT I B | |
P ; * Ctrl + A : Accept
Practice is the key to success. Do more and more practice S e AN Gl Voucher
and use shortcut keys. e F1  Help

Compiled by: Jamal Sir, IICE Patranga, Mob.: 9935404262
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27. Q. Tally Prime ® Budgets &1 81d &2

A. Budget ¥fe= & Income 3R Expenses T SALES BUDGET (APRIL 2024)
Estimate 8T & | $99 9 Compare
P Tohd ¢ b Actual Results g5 &

BUDGET
PLAN

Month Budgeted Sales (¥)

feha e § | April 1,00,000 o]
. . . ]

ST Business Planning 3R Decision May 120,000 =

Making 3T 81aT & | il B,

¥ - Monthly Sales Budget, Expense Budget. June 1,710,000 &

Budget is the estimated amount of Income and
Expenses in future. We can compare Actual
Results with Budget. It helps in Business Planning o
and Decision Making. For example — Monthly L Total 4,60,000 ‘

Sales Budget, Expense Budget.

@
28. Q. Tally Prime ® Cost Centre FTglaT 8 ? o o0
A. Cost Centre a8 Department @ Location gIdl & ST&l COST CENTERES m

July 1,30,000

Expenses Incurs 8 & | 399 &9 o9 T & 6 s e Y i
f&T Department T Location TR fasam &< garm | =Y SN Department Department
319 - Production Department, Sales Department, Py r Production
Head Office 37 | ® Salés D Sales ¥ "
. o*
: ; :
Cost Centre IS_ a Department or Location where\\ Purchiass Deparmeit | Puschinss : T
expenses are incurred. It helps us to know § o
how much expense is done in whichd Jeppriment Head Office Administration *
; : Purch Branch
or Location. For example — Prod e Deu;m?:m J?F;e
Branch Office Administration P ;
Head
Office

A Tally Prime & 317e YR @ Reports f&act € i Business @1 STHERI ¢4 H Hag &3d! & |
° o8 H®& Reports =1 R & -

Balance Sheet | Profit & Loss A/c Trial Balance Day Book | stock Summary ‘ Stock Ledger
|
v
P ¥ =
e | [
|
g Company 31
Financial Position ag fAfEaa smfar & ag Tt Ledger Accounts | T8 Tt Transactions 7E Tt Stock Items TE e Stock Item
I R 1 Profit @T Loss &I | = Debit 3% Credit I Date & AR M Summary @1 Detail Wise Record
(Assets = Liabilities Zuifet &1 Balance femamedt &1 gurfelt &1 et &1 Rt &1
+ Capital)
30. Q. Tally Prime ¥ Backup 3i¥ Restore &1 §la1 8 ?
ORIGINAL DATA BACKUP RESTORED DATA

A. Backup &I e & 37 Data @t T Copy S fSt Data

R T8 | Restore @1 Waerd & Backup Copy ¥ Data @ amad Tally
@M1 514 Original Data @14 4T Delete & S |

Backup means creating a copy of your Data to keep it safe.
Restore means bringing back Data from Backup Copy when the
original data is damaged or deleted.

Note / M< : Heaayof Shortcut Keys
37T & TehaTdl a5t Hoil & | 3T A a1faes dfdey =¥ 3k siidse Alt + G : Go To Gateway
F5h5T =BT 39T =T | Alt + M : Change Mode
Practice is the key to success. Do more and more practice Ctrl + A : Accept

Ctrl + N : Create Voucher
and use shortcut keys. = : Help

Compiled by: Jamal Sir, IICE Patranga, Mob.: 9935404262
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31. Q. Tally Prime ® Voucher Types f&dq gld &2

A. Tally Prime ¥ g1 14 H&R & Vouchers 8 & 14 TYPES OF VOUCHERS IN TALLY PRIME
et IUANT SIT-37eTT UhR & ﬁq—a—" G2 ferg Sr. No. | Voucher Type Used For Sr. No. | Voucher Type Used For
e e % ! 1 Payment Make Payments 8 Credit Note Purchase Return |
There are 14 types of Vouchers in Tally Prime 2 Receipt Receive Payments 9 Delivery Note Goods Delivery
used for different types of transactions. 3 Contra Cash/Bank Transfer | 10 Receipt Note Goods Receipt
4 Journal Adjustments 1 Rejections Out | Goods Rejected (Out)
VOUCHER 5 |Sales | Solesiwoice | 12 | Rejectionsin | GoodsRejected (in
6 Purchase Purchase Invoice 13 Stock Journal Stock Adjustments
v 7 Debit Note Sales Return 14 Physical Stock | Physical Stock Taking

Price Levels

A. Inventory Features Stock Management &t 3THH &41d & |
§T JULNT Stock &t Tracking 3R Control & forg i €1

32. Q. Tally Prime H Inventory Features @1 8? vk (,0: @ Multiple

Inventory Features # fA=1 enfAia & -
@ Stock Group (Stock Items ! Group HT) { INVENTORY

@ Stock Category (Item @1 Category 1) FEATURES
@ Units of Measure (Items I Unit Define &%) [

@ Godown / Stock Location (Stock ¥&A T T1)
@ Batch / Lot Info (Batch a1 Lot & TR Tracking)

@ Serial No. (Serial No. & 3R Tracking) Q E

Serial No.

@ Expiry Date / Mfg. Date (Expiry a1 Mfg. Date 3&1)

@ Multiple Price Levels (3/eTT-31efT Price T& g, .\ Godown / Stock Location  Batch / Lot Info

33. Q. Tally Prime & Costing Methods ®H-319 & &§?

o

A. Costing Methods @7 3931 St ek Valtiation & & forg fopar wman €1
Tally Prime ¥ H&rd: 4 chu%" Methods &d & -

COSTING METHODS
™ FIFO
™ LIFO

COSTING METHODS IN TALLY PRIME

Costing Method Explanation Used For [ Moving Average
I 1. FIFO (First In First Out) | S Stock Y& 31741, 98 Ugc! et | Perishable Goods, Expiry Items [} Standard Cost
|' 2. LIFO (Last In First Out) | St Stock &7 # 311, a8 Uger fFAdwscim| Specific Industry Requirements
l 3. Moving Average &7 Purchase % @15 Average Rate Calculate 81 £1 | General Trading Business
L 4, Standard Cost T Fixed Cost Define &% Valuation fa s | | Manufacturing Units

34. Q. Tally Prime ® Security Control &1 ? m

A. Security Control &I IFalT User 3R Data @t geei & forg foar S €| ® Admin & Create
& Tally Prime # 3ETT-31ET Users &1 3T6TTT-31677 Access Rights TUFIE - F==+ [ Alter
Security Control 3 & 27T - a User 1 o Delete
@ Create Users (U Users §4M1) ® User2 4 Print
@ Set Password (Password &) - 4 Export
@ Set Access Rights (Access & 3r7afd &A1) S Users [ Display Reports
@ Restrict Features (F8 Features &I &) 5
@ Data Security (Data 51 HI&T &) ]
Note / A€ : Agaaqof Shortcut Keys
areenTH €l Therdar &5 Heit & | afees | sifies Uffea =¥ 3w wiidse Alt + G : Go To Gateway
ESTST &7 IO BT Alt + M : Change Mode

Ctrl + A : Accept
Ctrl + N : Create Voucher
F1 : Help

Compiled by: Jamal Sir, IICE Patranga, Mob.: 9935404262

Practice is the key to success. Do more and more practice
and use shortcut keys.
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35. Q. Tally Prime ® Ledger &1 8T 82

qPg viH-oA I STHSRI Wt & | g8 fasht aafes, Ledger Type Example
BYHI, HAT T o 3t w1 @ E'IE é I 1. Cash / Bank Ledger Cash in Hand, SBI Bank
Ledger & feAT1 &1 Transaction Record

9 T 2. Sundry Debtors Ledger | Rahul Traders, Amit & Co.
& Hebl |
3 - Cash Le dger, Bank Ledger 3. Sundry Creditors Ledger| Shyam Suppliers, ABC Ltd.
Sundry Debtors Ledger, Purchase Ledger anfa 1 4. Purchase Ledger Purchase of Goods
Ledger is the record of all Accounts which contains 5. Sales Ledger Sale of Goods
cash transaction details. It is an acco.urlt of a person, 6. Expeuins Ledaee Rent, Salary, Electricity
company, goods or expenses etc. Without Ledger,
no transaction can be recorded. 7. Income Ledger Commission, Discount
For example - Cash Ledger, Bank Ledger, 8. Fixed Assets Ledger Furniture, Computer

Sundry Debtors Ledger, Purchase Ledger etc.

36. Q. Tally Prime & Voucher Entry @41 gidt £7

A. Voucher Entry @ Hecd giar & fselt off wepre & -2 VoucherType |  UsedFor | Shortcut Key VOUCHER ENTRY

&' Voucher & ATemd ¥ Record &34 | 8 Transaction Sales =T | F8 Voucher Type  : Sales

G Voucher & w0 & Save Bt £ 1 = Date : 01-May-2024
Purchase Purchase Invoice F9 _

& - Sales Voucher, Purchase Voucher, i Party Afe : Amit & Co.

2 Payment Make Payments F5 )

Payment Voucher, Receipt Voucher 31f2 | { Amount : 10,000

Receipt Receive Payments | F6

Voucher Entry means recording any type of P
Y Ly Contra Cash/Bank Transfer | F4 | m

transaction through a Voucher. Every Transaction
is saved in the form of a Voucher. doumist fawtaens i

1

|

i
For example — Sales Voucher, Purchase Voucher, Debit Note Sales Return | Ctrl + F9 _
Payment Voucher, Receipt Voucher etc. Credit Note Purchase Retun |  Ctrl + F8 J

1

37. Q. Tally Prime ¥ Inventory Flow & Tl 87
A. Inventory Flow H Stock @t &fle & vt fershl dep <1 It wfshar enfiet 8idi 2 |

1. PURCHASE

2. STOCK IN GODOWN 3. STOCK MAINTENANCE

5. REPORTS

1
Goods #t @iy Goods Godown ¥ Stock @t Tracking Stock 3R Profit #
{Purchase Voucher) & 3R Control fémar aman & (Sales Voucher) Reports & ATt &

38. Q. Tally Prime & Stock Item &% Create &¥d &7

A. Stock Item Create &% & foiu =1 Steps Follow = -
1. Gateway of Tally = Inventory Info. = Stock ltems 9% 511G |

STEPS TO CREATE STOCK ITEM

Gateway of Inventary Info. Stock Items

2. Create @ g Enter gad | Tally (Alt + G) {Alt+C)
3. Name, Under, Units of Measure, Opening Balance 31fg o | 1
4. Accept (Yes) Zamd 3R Save & | Telly Prime
39. Q. Tally Prime ® Follow Up Voucher 1 gl &2 FOLLOW UP VOUCHER

A. Follow Up Voucher 37 Parties % Outstanding Amount &I STH&RT &1 & SR Partiogtary Olistling 1) pages
&4 99 o € @1 f5e & 09 29 € | 98 Pending Payments @1 Track @A & — SUpdry Paeors {AMounCHecebEs) = |
- | Amit& Co. _ 12,500 | 05-May-2024 |
S - Sundry Debtors Follow Up, Sundry Creditors Follow Up. - Bandicutrs 8.0 i i

Follow Up Voucher shows the Outstanding Amount of Parties from whom we PNy S rel oe s W ot Ty i)

have to receive money or to whom we have to pay money. It helps in tracking | ShyamSuppliers | 15300 08-May-2024

pending payments. ABC Ltd. J 10,450 15-May-2024

For example — Sundry Debtors Follow Up, Sundry Creditors Follow Up. T - [
Note / 9le : Heeaquf Shortcut Keys

Alt + G : Go To Gateway
Alt + M : Change Mode

Ctrl + A : Accept

Ctrl + N : Create Voucher
F1 : Help

eI B Aherdl @51 ol & | Hfds F sifdes dfdes ¥ 3 oidee Sa & g & |

Practice is the key to success. Do more and more practice
and use shortcut keys.

LI L B
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A.
&7 3¢ Classify & & |

Stock Item Classification & 89 Stock Items &l
Search, Filter, Group 3 Report ® ST § Use

& AFE |

Classification &1 % 5w 93 Steps Follow ¥ -
1. Gateway of Tally = Inventory Info.

2. Stock Items — Create (3T Alter)

3. Stock Category ¥ Items & Group & |

4. Stock Group & 38R WX Classification &% |

5. Save @Y (Yes)

Tally Prime ¥ Stock Items @1 375 & Manage &4 @& forg

EXAMPLE OF STOCK ITEM CLASSIFICATION

Stock Group Stock Category
; Smartphones, Feature Phones,
hiokle Chargers, Earphenes
Laptops, Laptop Bags, Laptop
Laptap Chargers
§ Cables, Memory Cards,
Accessories
Power Banks
Others Screen Guards, Covers,
Adapters

Benefits:
+ Easy Search

« Better Stock Control

Accurate Reporting

. Q. Tally Prime # Batch / Lot No. 3R Serial No. &1 8id &?

Batch / Lot No. 31X Serial No. Stock Items @l Identify

DIFFERENCE BETWEEN BATCH / LOT NO. AND SERIAL NO.

3 Track 2 F folT Use 80 & |
Point Batch / Lot Nn Serial No.
BATCH / LOT NO. SERIAL NO. 1. Meaning | Group of Items ¥ Identify #a1 1 | & Individual Item 1 Identify a1 & |
* Batch/ Lot No. T Group of » Serial No. & Individual T Expiry, Manufacturing, Quality Unique Identity, Warranty, Tracking
Items i Identify #m & | Item T Unique Identify &% & | Control
» A Manufacturing Date, Expiry S/N { - 7% High Value ltems % fé 3. Example | Medicine, Food, Paints, Chemicals | Mobile, Laptop, TV, Camera
Date, Quality 17 & fom Use 1001 Use B &1
T gl 4. Nature Same Batch & & Items & &5 #1 | % ltem &7 3/ Serial No. 811 § |
- e - Medicine. Food I + Example - Mobile Phone, = 3 =
el s .|c|ne, iz, Laptop, TV, Camera 321 5. Tracking | Batch Wise Track & | Itern Wise Track &1a1 £ 1
Chemicals, Paints Et | L

| s

Use :
Batch / Lot No. 31T Serial No. & 89 Stock &I Proper Tracking, Expiry Control, Warranty 3f¥ Quality Maintain % S & |

46. Q. Tally Prime & Expiry Date / Mfg. Date &1 &1 SUalT 82

Expiry 1t & a1 fomehl Manufacturing Date ST 57641 81T € |

STOCK ITEM

Item I Mfg. Date | Expiry Date Use
398 & - Medicine ' O1-Jan-2024 | 31-Dec-2025 | Expiry # 98 Sellat ltem Name  : Medicine
@ Expiry 9 & T8t Items & Sell 41 Use &7 & € | | Milk Powder | 10-Feb-2024 : 10-Feb-2025 | Ol Stock 558 Use Mfg. Date  : 01-Jan-2024
@ Old Stock #1 Identify 3R Remove F¢ T £ | PR ' 15-Mar-2024 : 15-Mar-2026 | Expired hems Remove 3% | Expiry Date : 31-Dec-2025

@ Health, Safety 3R Quality Maintain &% F&d & |

_ Chemicals | 05-Apr-2024 | 05-Apr-2026
@ Accurate Stock Reports &1 T & | e e b |

Quality Control # frnz

Shelf Life Manage % |

Paints | 20-May-2024 | 20-May-2026

Use Examples:
Medicine, Food Products, Cosmetics, Chemicals, Paints anfg

47. Q. Tally Prime ® Multiple Price Levels 1 8d &2

Benefit:
Stock @ Quality Maintain et & ol Loss TR EME
Customer Safety 3R Business Reputation 3&ct i &1

EXAMPLE OF MULTIPLE PRICE LEVELS
Pnce Level Price Type Amount ()

A. Multiple Price Levels &1 3921 U & Stock ltem & fag sem1-amt
Prices Define @3 & &0 g1ar £ 1| 599 9 Different Customers, Wholesale Price 90000 | Bulk Buyers & ¥ ﬁ"‘!
Regions a1 Sales Conditions & HAJHN -7 Price Set & qHd % I | Z | Retail Price 1,000.00 General Customers & fag
Use Examples: | 3 | Dealer Price 950.00 Dealers & fom
Wholesale Price, Retail Price, Dealer Price, Discounted Price 312 | T i | y
B 4 Discounted Price 85000 | Special Offers & forg
Steps to Set Multiple Price Levels:
| 1. Gateway of Tally = Inventory Info. Benefit:

2. Stock Items — Create (47 Alter)
3. Price Level —+ Define & |

4. Price Amount Enter ¥ |

5. Save &Y (Yes)

Different Customers &I Tl Price e & |
Business ¥ Profitability 3fi7 Customer Satisfaction g1Hf agd £ |

Note / #ile : wgcaygof Shortcut Keys
AT € el &1 il | 31fees 4 31fees Ofaew =63 31T ofidese « Alt + G : Go To Gateway
ST T IYATT BT | = Alt + M : Change Mode
Practice is the key to success. Do more and more practice : g:;: : 3 gf::tzt\foucher
and use shortcut keys. . 9  Help
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48. Q. Tally Prime # Stock Valuation &1 8ld1 8?2
A. Stock Valuation &1 Aeeid Stock ltems =T Value Calculate F1 CLOSING STOCK VALUE (EXAMPLE)

STOCK VALUATION

St i oo e[| oty | st
Stock Valuation & W@ Points - ko e ks i s

@ Stock Value T % ¥ Calculate BT & | femH ity oo 2 |

@ Profit 3K Loss Tl Determine 81d £ | ltem C 30 Pcs 200 6,000 |

@ Balance Sheet § Closing Stock ! famam 2 1 | Total Closing Stock Value 17,000 |

& Different Costing Methods & Value Calculate g1 € | = B g

@ Reports # Tt smAer fBedt 2 1 @' Note: Closing Stock Value = Quantity x Rate (as per Costing Method)

49. Q. Tally Prime ¥ Costing Methods fam 3R ®19-319 9 819 &2

A_ Tally Prime # Stock Valuation &% & ferg 4 Costing Methods 8 & 1 | Costing Met? ‘ Moaning T Bancie
Costing Methods - FIFO ‘) OgA T8 7 Stock 9@ Use/ | Perishable Goods, | Food Items, Medicine
1. FIFO (First In First Out) Sell g Expiry ltems
2. LIFO (Last In First Out) LIFO ‘ wad a5 o wliw T Stock TBH | Specific Industry | Metals, Construction
3. Moving Average Use/Sell g & 1 Requirements Material
4. Standard Cost ﬂ Moving Average | &% Purchase % dIg Average Rate | General Trading Electronics, Clothing
i B Caleulate g 1 Business
ﬂ (e ﬂ Standard Cost | U Fixed Cost Set i &, 3l ¥ | Manufacturing Units | Production, Factories
— L Valuation 5 & | | )

* W&l Costing Method T4 Business & felg 9gd Important g § |

. Q. Tally Prime & Reports Preview 3R Print &3 &% 7
A. Reports Preview 3R Print &% & feig =i f27 Steps Follow ¥ -

o STEPS FLOW CHART ~

1. Gateway of Tally — Display — Reports 9% &1 | o e o e
2. Required Report Select &¢ 3fl¥ Enter &4 |

3. Report Screen W &= 3mm | o : = -> o

4. Preview @@+ & {610 (P) Press @¥ @1 Print lcon Click &9 | - _:

5. Printer Select &Y 3% Print (Enter) Press &% |
Gateway Display — Select Preview Print

Shortcuts: | of Tally Reports Report (P) (Enter)

ﬁ P : Print * Ctrl + P: Print with \ =4
* Alt + P: Page Preview

e Alt + E : Export Report

. Q. Tally Prime & Export 3R E-mail Reports &8 & §?

A. Reports %1 Export 317 E-mail =1 % o Steps Follow %Y - EXPORT OPTIONS

E-MAIL REPORT

1. Report Display ¥ |
2. Alt =+ E (Export) Press & | X E &, To : example@gmail.com
3. Export Format Select &X (Excel / PDF / CSV 311fe) | @ Subject : Sales Report
4. Location Select @+ 3ii% File Name Enter &Y | Excel PDF csy Mattags : Plaass fnd atiached
5. Save (Enter) =¥ | ssimnyact:
6. E-mail & & 810 E-mail Option Select g E/" =P  File Saved! o =

E-mail ID, Subject, Message Fill #%% Send ¥ |

Save Location
- - |9
52. Q. Tally Prime # Data Import &8 &d & ? S A B T

A. Tally Prime & Data Import %= & fe1Q Steps Follow & -

1. Alt + | (Import) Press &% a1 Gateway of Tally — Import — Import —
of Data T & | | = = _|__ —p * =

2. Import Format Select @< (Excel / XML / Tally Format) |
3. Import File Select & | Select Select Map Import Data
4, Map Fields 31 % férg o819 o7 f3u Options &1 Match &% | Import File Fields (Enter) Imported!
5. Import @¥ (Enter) 3iX 321 Verify %4 | \
Note / 7iie : Hgcagof Shortcut Keys
faeelt »ft Report, Export, Import, Print & E-mail & Ugci &3eT Data Verify @3 | = P : Print
=& 37 Accurate Data & =&t Reports aftz Effective Decisions 253 & A asean 1 = Alt + E : E>(_p0l‘tl .
Practice is the key to success. Do more and moare practice SR ChEale Ent pattibe i
= Alt + 1 : Import
and use shortcut keys. e Alt + P : Paae Setup
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53. Q. Tally Prime & VAT &7 & 3R 98 & &M &var &2

A. VAT (Value Added Tax) U Indirect Tax & 9 Goods @'
Value Addition (Sale) TR &I ST & | T8 Tax 3ifaw
TTges TR 9S4l & Afes 38 Government &1 Seller THT
FAE
Tally Prime # VAT Enable &%+ 4% Sales 3i1¥ Purchase
Transactions # VAT Calculate grdT & 3R Output VAT

KEY POINTS

@ VAT State Level Tax £ |
@ Goods &l Sale R AR gIAT & |
@ Input VAT Bt Set-off forar o w81

@ VAT Return File @51 3TTaees 2 |

(Customer & form mam) 3R Input VAT (85 Supplier &t
fezm) #1 Set-off FXH Net VAT Payable e wimar & 1

@& Reports Generate @t ST Tl & |

1. VAT WORKING (EXAMPLE) ey e 5
Seller ' Customer Government
=
Particulars Amount (?) — 2 il m
| Eal.eE Vzﬂue EBefore il 10,000 J Adds VAT Pays Invoice Seller Deposits
VAT @ 12.5% (Output VAT) 1250 | in Invoice | (Inc. VAT) VAT
1 = 28 —
L Fatal o tokce Viloe =0 Output VAT (Customer & o) - Input VAT (Supplier @ f&am) = Net VAT Payabie |

2. OUTPUT VAT (SALES SIDE) 3. INPUT VAT (PURCHASE SIDE) 4. VAT SET-OFF & NET VAT PAYABLE

9 89 Goods &I Sell & € df Customer 19 &9 Goods &I @iad & dl Supplier & &9 TSI VAT Supplier &1 T (Input VAT)
# VAT foren ST & | 58 Output VAT @6d & | VAT 20 81 39 Input VAT @8 £ | T Output VAT ¥ Set-off 3¢ Fd &1

Example: Example:
Sales Value 7 10,000 Purchase Value 7 8,000 Gutput VAT [Oh Sales] ¥1.250
VAT @ 12.5% 71,250 VAT @ 12.5% 71,000 Less: Input VAT (On PUrChases) ¥ 1,000
Total Invoice Value ? 11,250 Total Purchase Value ¥ 9,000 | Net VAT Payable ¥ 250

1
‘@/' Note: 3R Input VAT > Output VAT & @1 Difference Next Period & Carry Forward f&aT SiTaT & @1 Refund (State Rules & 3/ dR) e &ar 21

5. VAT CALCULATION FORMULA

VAT AMOUNT CALCULATION NET VAT PAYABLE CALCULATION

MC MR M-
7

VAT Rate
100

VAT Amount = Taxable Value x Net VAT Payable = Output VAT - Input VAT M+

ST,
& OQutput VAT = Sales O¥ o7 mar VAT
{(Customer & feran man)
e Input VAT = Purchases ¥ f&am mar VAT
(Supplier @t f&ar mar)

¢ Taxable Value = Goods @I Sale/Purchase Value
(VAT @I Blsw)

4
* VAT Rate = State gR1 Auffid Rate (Example: 12.5%) 1
0

6. WHERE VAT IS USED?
MANUFACTURING UNITS

)

Goods Manufacture X
Sell @ areft Companies/Units

SUMMARY

* VAT Goods & Sale 9% &P o a@1ell Indirect Tax 21
e Qutput VAT Customer ¥ ferar sirem & |

e Input VAT Supplier @ faar srer & |

e S @1 Set-off @& Net VAT Payable Fiasorar &1

e VAT Reports 3fI¥ Returns File &5¥AT 3iases § |

VAT REPORTING

e
&

VAT Return File =31
3 Reports Generate &A1

RETAIL BUSINESSES

=

Goods @ Retail o
Customers @ Sell e arel

TRADERS / WHOLESALERS

EH

Goods Purchase &b
Wholesale & Sell % amer

IMPORTANT

W VAT Enable &% & forg Company # F11 (Features) — Statutory & Taxation — VAT = Yes @ |
W ¢! Tax Rate, VAT Ledger 3ii¥ Classification Set &1 5%+l & |

W Invoice ® VAT 3re1 & f@man 4T & (Taxable Value + VAT = Total Invoice Value) |
¥ ®¢ Period ¥ VAT Return 9l §52 0¥ File &Y |

Shortcut Key wb e Note / A2 :

F11 Features _@_ VAT ! T8 a¥lds | Manage @31 ¥ Accurate Tax Calculation, Compliance
F3 : Company Alter 3P Penalty ¥ Tam@ BT 21

Ctrl + A : Accept Shany.
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A. GST (Goods and Services Tax) T Indirect Tax & St 391 & @1 KEY POINTS

T4l Indirect Taxes @I Replace &1 & | 48 & One Nation
One Tax System & =il Goods 3 Services &I Supply T FRL
BT

GST & &7 329 -

@ us aE (Uniform) Tax Systern ST |

@ Cascading Effect (Tax T Tax) &1 TR & |

& Supply Chain # Tax Credit & A1ezq & TR &7 & |

@ T Indirect Tax & 1

@ Supplies (Goods & Services) W TP 81 8 |
@ Central 3R State g4 Government BRI |
@ Tax Invoice T¥ GST Charged BT & |

@ Tax Credit System 39eTeEl £ (Input Tax Credit) |
@ GST Return File 37T a@H € | |
[/} Tally Prime # GST Enable &3 Manage Gl

@ =R B W, IReE i Rfsed s ST 2 1
1. GST STRUCTURE (mﬁﬂ'ﬂn
CGST ' SGST IGST @ e &
(Central GST) (State GST) (Integrated GST) Iritra State Supply
(3 T & 3ieR)
9_ oY CGST + SGST
=, |5
e Inter-State Supply
g T g1 ST ST 2 I TR R FET ST 8 Wmﬂ{mm{hnter—sme Supply) (U Wﬂqq}m)
3R %z wPR & foar Sar ? | 3tk TIoT TR @ R S g | Al Import T TR ST 31 a1 Import 92 IGST
WER B e smar g | A2

ps

.2_'. GST—aa—g*r_av@aT &

Goods @l Supply &

Services I Supply ™

Import of Goods W

=

E-Commerce Operator Services W

A - awgail it A, @R - Consulting, Repairing, fager & amE vRa d A E-Commerce Teiewid grr & =i arett
g, g anfg | Transportation, Banking 3T | T GST (IGST) &ar & | sl w GST @ Ea & 1
3. GST &Q & &var &2 (Flow) T
' . S 2 IETEY0T (T #):
Supplier Customer Supplier Govt. 3t Government Supplier 3 Goods @1 = 7 10,000
[Seiler) {BLI)‘EI‘] GST ST Hdl g - GST @ 18% = ¥ 1,800
g = 2 =5 m = m (9% CGST + 9% SGST)
Goods/Services B Goods/Services @iz & Collected GST L 2 TR (CGSTAGST) 3K Customer 3 3T ¥ 11,800 & |
Supply a@r g 3 ik R M GST & Input GST (Credit) =eT@= S (SGST) ; .
Invoice ¢ GST Charged Payment ST | Net GST Government @& 2 S A Supplier 7 Input Credit @@ Net GST
(Collect) FaT 1 S T 2 o) : Government 1 41 fasar |
4. GST COMPONENTS
’ — — —— — H&g @M (Benefits of GST)
| Component Full Form Applicable On Collected By Used For
; . . L ! v - &
Central Goods and Intra-State Supply L o
CGST e (Within Same State) Central Government | Central Govt. & &1 % forg © Cascading Tax 1 I
State Goods and Intra-State Supply @T9R 3t ot wiEsar § gwedr
SGST e i aduood) State Government | State Govt, & @i & forg o
Integrated Goods and Inter-State Supply IGST Settlement & TTem & © Input Tax Credit 31 #P1
IGST Sarvices Tax (Between Different States) | Central Government | o 5 o0 23 o 8 @ ursfRfar 3w s § gur
3R Import \
e . Shortcut Keys
+ GST U Indirect Tax & 5t Goods 3R Services W AT EATE | —ih— Note /e : i </
+ CGST + SGST (Intra-State}, IGST (Inter-State/Import) F A2 GST Compliance #ét w4 & o0 7 Invoice, 7 Tax rate, | £ 11 i Fuatiras
» Supplier GST Collect @3 2 3k Government @ w1 ST £ 1 Input Tax Credit 37 3% 52 Return Filing g S| F3 : Company Alter
« Input Tax Credit (ITC) & Tax Liability =% it & 1 Ctrl + A : Accept
o GST Return 3K Reports Filing sifitard & | L Alt + G : Go To Gateway
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CGST

A. CGST (Central Goods and Services Tax) U Indirect Tax 2 KEY POINTS - CGST

Sl YRd PR RT Central Level W @RI ST 8 | T8 © CGST 33 Intra-State Supply T AT a1 |

|
|
Tax a"_‘:'l'—"r Intra-State Supply (Qa’; E‘P[ g ﬂi 313_'2— 31_:' Eﬂ(_rﬁ o TE Central Government @7 Tax % | |
Supply) T AN 2T 2 | CGST &1 TUg (Collection) 3R | @ Tax Invoice T CGST 37 & Charged €l & | ‘

HeitF (Administration) Central Government &l & | © CGST =7 Rate T & AR Same T ¢ ‘

S SGST # BT & |
CGST @I SGST & Href fAerasy @] fbar s € | © CGST = s Central Government ‘ Central
. emIRET e | | Government Tax
1. CGST &gl @F] a1 8?2
Seller Buyer i Y 10 ;
o ; Different State (Inter-State Supply)
(]
(]
B 2 S sl |
(Intra-State Supply) H "‘@ 9
! -
Deihi Belly - CGST + SGST & | ! — IGST &Y, CGST @) =i
| ] \ )
2. CGST &1 3181 (Example) 3. CGST Calculation Formula
Sales Transaction (Delhi to Delhi) T E
CGST Amount = Taxable Value x CGST Rate
Particulars Amount () Rate W‘
| Taxable Value (Goods/Services) 10,000 - -
CGST @ 9% 900 9% m
[ 1 Taxable Value = % 10,000
SGST @ 9% 900 9%
| 2 . CGST Rate = 9%
| Terat imioics Valde: 1200 = CGST Amount = 10,000 x —> = ¥ 900
Tgl CGST 3R SGST g fAca $Te1 GST (18%) 1 & | i
4. CGST &4 Charge glaT 87
@ <@ Goods AT Services T & IS4 (Intra-State) H Supply =Y ST & | e
@ w4 Supplier 3R Customer @7 State U5 €1 8la1 & | i I i a2 Supply Intra-State & - CGST + SGST
@ Tax Invoice W CGST 3ie | Charged fa1 Siran 2 | af Supply Inter-State & — IGST (CGST 7€)
@ CGST &H9m SGST & o121 a9ran & (Equal Rate) |
5. CGST & H& @TH
S
/J @ =
g -
all I@ Z
Central Government Tax System & Tax Invoice 3i¥ Business Compliance Revenue Loss 3iX
@I Revenues f&erar ? | Transparency Eﬁ?ﬁ % | Reports Reliable ‘E?T’c‘l 'a | 3AEHE ‘zﬁ?ﬁ ‘3 | Tax Evasion &H E’IT-IT% |
6. Tally Prime & CGST &1 W4 (In Brief) s o o ,
5" 319 Intra-State Sale Voucher @1d & &1 — Intra-State . CGST Calculate Post in Ledger Show in Reports
« CGST Automatically Calculate 37 Apply g1 2 | Sale Voucher -, (Auto) Output CGST & Returns

« CGST Ledger (Qutput CGST) & Amount Post a1 & | R
« Reports ¥ CGST 3/ & féman |
-

Returns (GSTR-1) ¥ CGST =T Data Submit ErdT & |

-
H  al
SUMMARY IMPORTANT POINTS

CGST Central Government &7 Tax & | Same State (Intra-State) — CGST + SGST

g Pad Intra-State Supply T TR B E | Different State (Inter-State) — IGST (CGST Fg&f)

CGST + SGST = @ GST (Equal Rate) CGST Rate = SGST Rate (Same State)

CGST @7 w7 2R wae= Central Government &l & | CGST 3R SGST &F1 fAetwt Total GST &1 & (S 9% + 9% = 18%)
Tally Prime & CGST Automatic Calculate, Apply 3% Report 25T & | CGST Reports 31X Returns File @31 3Ma:as 2 |

00000
* %% %%
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54C. Q. IGST (Integrated Goods and Services Tax) T8 3N 98 FA FH BT 2?

A. iGsT (Integrated Goods and Services Tax) U& Indirect KEY POINTS - IGST

Tax & 51 &R Inter-State Supply (7 © IGST ¥ Inter-State Supply 3 Import & 7 €1 |

T W g8 UY) 3R Import of Goods/Services | @ |GST @1 g Supplier a2 |

WA AR | @ Tax Invoice W IGST Amount Charged BT 2 | 9 £ 9
/ -
: = - A
IGST 1 Heser (Collection) Central Government | @ !GST 1 Rate Central + State Rate (7 Total GST :
Rate) & &R £l &1 Maharashtra Karnataka
Pt % SR a1 A € 3o Y (State) Gl @ |GST 5151 Amount Central Government 1 ST 8, (Supplier) (Customer)
Settlement &5 ATEEH Y W ST £ | | e State @ Settle fowa i 1 Inter-State Supply

1. IGST &gl @vTar 82

Inter-State Supply

Import of Goods/Services

—_—
Uttar Pre!desh Tamil Nadu Outside India India
(Supplier) (Customer) (Supplier) (Cuestomer}
U 7159 ¥ g8Y 199 d Goods AT Services 1 Supply fager & Goods a1 Services ¥Ra § o1 W
L - IGST &R (CGST + SGST =&l &wirm) L - lesTefm
2. IGST &1 3418301 (Example) 3. IGST Calculation Formula
gaeai i aciioni Ko e e iaka) [ 1GST Amount = Taxable Value x IGST Rate |
Particulars Amount (¥) | Rate \ © 100
Taxable Value {Goodsf_Serwces}_m L. _10 ,000 | m
IGST @ 18% . 1,800 18% Taxable Value = ¥ 10,000
| Total Invoice Value 11,800 | - IGST Rate = 18%

-

18
IGST A t = 10,000 = 71,800
g1 IGST (18%) = CGST (9%) + SGST (9%) F axrax & | moun -

4.1GST A ma_ﬂmé? (Flow)

Supplier | : Customer IGST Collected | Central Government Settlement to State
(UP) (Karnataka) by Supplier - I
|
Goods/Services & | Goods/Services W il & Supplier IGST @1 TR IGST Central Central Government IGST
Inter-State Supply 7 & 3% IGST &1 Yy Government Government & 9T o1 3fea fewmn Hefta
| dRiGSTamadl FARI Deposit &1 &1 A BT | | State &1 Settle Fwdl &1

5. IGST % T&a @

0 ;Iii E @

Inter-State Trade Tax System & Tax Invoice 3itt Central 37 State & g Compliance 3 3T
®B AHH T E | Transparency &1l 1 Reports Reliable Ed &1 Revenue & Hel dea/l BT & | Tax Evasion SHEGIE |
6. Tally Prime ® IGST &1 W94 (In Brief) N ~ N N
+ Inter-State Sale Voucher @94 ¥ IGST Automatically Calculate Inter-State IGST Calculate Post in Ledger | Show in Reports
3w Apply 8T 1 Sale Voucher (Aute) (Cutput IGST) & Returns

IGST Ledger (Output IGST) & Amount Post BT & 1
Tax Invoice T% IGST 3/ & Show BT & |

Returns (GSTR-1) # IGST &1 Data Report Bidl 21
Payment 3% Reports 7 IGST =1 Wl Tracking &1 & 1 =

~ SUMMARY - IGST

IGST e Inter-State Supply 3% Import T #maT &1 L) Note / Tﬁz .

&

@ 1GST @ grae Supplier @<a & 3R Collection Central Government &l &1 =k - : B -
@ IGST Rate = CGST Rate + SGST Rate (Same Rate) S SL.IPPW Same State 3 81 af CGST + SGST :
© 3 Different State ¥ 81 a1 IGST o7 |
@

IGST &1 g1 Amount Central Government @1 STTaT &, @1¢ ¥ State &1 Settle AT & |
Tally Prime & IGST Automatically Calculate, Apply 3R Report 1 1
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55. Q. Tally Prime # Discount &1 glaT & 3R I8 8 W HRa18?

A. Discount () T€ f & 5 Seller 31
Customer @' Goods T Services it Sale T
FHEAL|
Tg PHI Customer BT WicaTed B4 3ilY
iferes fareht agr & g & ot @1
Discount 21 @8 ¥ f&an o apar & -

(1) Trade Discount (Invoice Value @t &4 &)
(2) Cash/Other Discount (Payment & THa)

KEY POINTS - DISCOUNT

@ Discount Sales @1 @g- & fow féan smar 21
@ 38 8390 Invoice Value & &5 @l & |

@ Trade Discount Taxable Value & wf&d ar &1

@ Cash Discount %ad Payment 17 f&an aman 2 1

@ Discount Amount B9 Expense HHT o1 2 |

1. DISCOUNT & W&bR

(A) TRADE DISCOUNT

g Discount Goods @1 Sale & THg fgar s 2 1
T7 Invoice Value P 1 H3al & 3R Taxable Value
eI |

E’ Example: 10% Trade Discount

2. TRADE DISCOUNT (EXAMPLE)

Sales Transaction (Trade Discount)

Particulars Amount (¥)
List Price (Before Discount) 10,000
Less: Trade Discount @ 10% 1,000
Taxable Value (After Discount) | 9,000
‘cesT@9% 0 | 80
| SGST @ 9% 80
._ Total Invoice Value 10,620

‘@ Note: Trade Discount Taxable Value 1 @58 H3dT ? |

4. DISCOUNT &3 &1 wear 8 ? (Flow)

(B) CASH / OTHER DISCOUNT

Tg Discount Payment 3 R f&ar i & |
TE Invoice Value IR FTE 3RR &l STerdl,
I8 AT | Expense BT 2 |

Example: 2% Cash Discount if Paid within 10 Days

3. CASH DISCOUNT (EXAMPLE)

Sales Transaction (Cash Discount)

Particulars Amount (T)
Invoice Value (Before Cash Discount) 10,620
| Less: Cash Discount @ 2% (if Paid within 10 Days) - 212
Amount Paid by Customer 10,408

@ Note: Cash Discount Invoice Value @Y @5 & &,
g Payment 3 T899 e & Rar smar g 1

Seller Goods / Services Trade Discount Tax Calculate gfar & Cash Discount Final Amount
& Sale ST €1 Invoice 9 & @l & - Discount 3 &15 aret! - Payment & T8 — Customer & W Blar 21
(Taxable Value &5) Value T | 3 d Deduct BT E |

o

5. DISCOUNT T ACCOUNTING TREATMENT

(A) TRADE DISCOUNT
g Sales & THT € Adjust TR Rarwmar § 1
Ledger: Sales Account Hmr frm e €1
E Income &1 FH HIAT R |
Example: Sales Account Dr. / To Customer (Net Amount)

(B) CASH DISCOUNT
& Payment & THT Expense AT ST & |
Ledger: Discount Allowed Account Dr.
To Customer / Bank
7% Profit & &8 T £ 1
Example: Discount Allowed A/c Dr. To Customer / Bank

6. TALLY PRIME H DISCOUNT &3 ENTER &3 ?

(A) TRADE DISCOUNT ENTER &% & a¥lss
+ Method 1: Item Creation ¥ Default Discount % =1ef
(et 2 Sale ¥ Automatic Apply 277)
+ Methed 2: Sales Voucher & Item Line 9% Discount % 21
Amount 2768 |
— TE Invoice Value ¥ Auto Adjust & ST |

® Discount &I WR @I BT & - Trade & Cash Discount.

@ Trade Discount Invoice Value 3117 Tax &1 &7 ST ? |

@ Cash Discount 3aeT Payment 9% 221 il 2 (Expense 81d1 & |
® Discount Tél # 27 97 Sales @l & 3fl¥ Profit o7 smw ugar 21

TaliyPrime

(B) CASH DISCOUNT ENTER &34 & it
* Payment Voucher (F5) # Discount % a1 Amount STH |
* TE Discount Allowed Account & Post 7T |

IMPORTANT

# Trade Discount = Sales @& 94 (Adjust in Invoice)
# Cash Discount = Payment @ ¥4 (Separate Expense)
W Always Check: Discount % / Amount, Taxable Value, Profit Impact

Compiled by: Jamal Sir, IICE Patranga, Mob.: 9935404262
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A. Price List 75 fore @it & Rl o ems

@ Selling Price @1 Group & TR gt faen @ ltems & Selling Prices 31eT-31e7 Group &

PRICE LIST

pi' CHAIR  ¥1,200

ST | fTT Define FRa & |

TR ATHT- AT Customers 1 -3 Rate W @ TS ltem F Multiple Prices Maintain &% T & | ﬁ TABLE 7 2,500

ltemns &=m & s gt @ Invoice # Price List Select 3565 Rates Apply 3 § 1 £ 1,800
Q Price List @ Manual Price Change & AETEEdl

U & ltem & &% Price List 591 Thd g 31T
EI & IR Invoice H Use &% Thd § |

¥12,000

&9 gl g |
@ Price List & Sales Process Fast 3% Accurate Sia1 &1

1. PRICE LIST @ &2
Price List U% Pre-defined Selling Price #t fore 2 &1 tems & forg &9 ot 2 1
= Group Wise (39 - Retail Customer, Whelesale Customer, Distributor 31f2) 2/Fmm Siam & |
F9 Invoice &FTd WHA B Price List Select @%d #, @l Items & Selling Price 381 % 38R Automatically Apply 81 9 2.

3 - ow - [ w00

Price List Create &% Group & ITER Invoice # Ratas Automatically
(Item @& Price Define &) Assign F{ Price List Select ¥ Apply & ST
2. PRICE LIST & W&R ‘ 3. PRICE LIST @Al 31801
Single Price List Multip|e Price List Price List Name Applicable For Example Items Example Rate
Price List @t ST - AT ol
7 8 Price List Grous Tl \, Retail Price List Retail Customers Chair 71,200
Customers % forg Customer Type & .
Use Eﬂfﬁ % I %q HellT-3e b | W Wholesale Price List Wholesale Customers Table Z 2,300
%6 Price List &S Sl & i | | .
.'. m Distributor Price List | Distributors Fan Z 1,650
4. PRICE LIST & Wrag
G <l V)
| Siel
N ==k -1
Customer Group & SRR Invoice &M @I THY Manual Price Change Sales Process Fast Business # Consistency
D'He":“ Prices @ & &9 e &1 WravaEaT TE et | 3R Accurate 21 & 1 aft wd g
HETE |

5. PRICELIST && &=rd €2 (Flow)
[ Step2 | [ Step3 ] | Step4 | [ Step5 |

Gateway of Tally — - Price List Name Under Groups — Items % - Save & |
Price List — Create Enter &Y | Required Group T | Selling Prices 319 4g Price List

ol ® Define ¢ | Invoi;:q:; lélse
888 "®
o ®

6. INVOICE # PRICE LIST & USE gIdl 7

Sales Voucher Party (Customer) Price Level [ Price List Items Add &¥ Rates Automatically
e = Select F =5 Select &1 = =B Apply 81 FIGR
SUMMARY IMPORTANT
@ Price List Items % Selling Price #1 Group Wise Define #33 @1 gfam &t 1 W Price List = Pre-defined Selling Price List
@ Invoice H Price List Select ®7% 9 Rates Automatically Apply 81 & £ | % Group Wise Price Maintain @391 36T €laT £ |
e . S o P R B e = - A O . i O U S | AR — e &
W 4B DUSINESS 921 rast, ACCUTNale s TgQanized @@= = S S0l oo ™ INVOICE 1 Wkl Frice Apply =<l t;l"lIQB"I BICI B 1

| Compiled by: Jamal Sir, IICE Patranga, Mob.: 9935404262
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57. Q. Tally Prime 3 BOM - Bill of Materials FT 211 & 31k T8 $ 19 a1 &2

A. BOM (Bill of Materials) 7a =t List 2veht & forerd KEY POINTS — BOM EXAMPLE

feslt Finished / Manufactured ltem & &9 & ® BOM # Finished Item 3f¥ 3% Components Finiahad wern: il
faw ®F-9 9 Raw Materials Ft smaegesar gidt (Items) Define f2y wrd & | :

£ 3iir 76! TN faht @Yt 8, TE Define fiam @ BOM & uar =erar & f& 1 Unit Finished Item
9 & fay 54 Items 3R et Quantity

ST 2 | # anagEal | ; ;
° S Raw Materials Required:
: BOM @& 18R o Manufacturing / Assembly | by
BOM & #ag & Manufacturing / Assembly &d EEGIIE RS P v * Wood Board 2 Nos.
HH4G Raw Materials & Consumption Automatically Increase BT € | | e Screw - 16 Nos.

et & a1 Finished Item & Production 21t 2 | © BOM & Multi Level (Sub-BOM) ¥t 81 T 21| } * Varnish = 0.5 Ltr.

1. BOM (BILL OF MATERIALS) F1 82
BOM U Pre-defined Structure 8101 & &t 78 aaram & f& fadt Finished ltem @1 a9 & fo0 -39 & Raw Materials
Components / Raw Materials 3% 37! @1 Quantity =1f&T | 98 Production / Manufacturing Process @ (Components)

Base Document &l 2 | - -
g ? E Manufacturing /

Finished Item
(End Product)

Assembly
2. BOM & &R
Single Level BOM | Multi Level (Sub-BOM)
BOM # =it Raw Materials &7 39anT @¢ds BOM # fdet Component ®F a1 & forg +ff .
Finished Item @ STl £ | ZE Components 2l JTasadsdl &dl & | @ NOTE
Example: Table @+ & fég #tel Wood Board, Example: Chair .
Screw, Varnish #fg @1 3gaim | f — Multi Level BOM &
s B | C!‘F" Sub Components %t
| Tabl
| Table AT =5 - 3R-3797 BOM &
| Seat | Back Rest I Legs | areaq A Define firg

| J ;:‘ ,_l__ [ I TRAE
g ? E @| E%] |,M g&} | Wood Sﬁck:

Wood Board Screw Varnish Foam Cushion

3. Tally Prime % BOM ! favrgand

= V4 o wd =
— Manufacturing/Assembly —©

Finished Item 3f% Components & Multi Level BOM T * T Stock Finished Item @1 BOM Reports & &7
Components Define Quantity (Per Unit) wmelE e Automatically Reduce Preduction Automatically Structure 3R Quantity
fery =me & 1 Define & St & 1 Bard BETE | Analysis T T&d £ |

4, Tally Prime ¥ BOM &% &1 &l 27 (Flow)
[ Step 1| [ Step4

BOM Create H¥ Manufacturing / BOM 3 37T Raw Finished Item Reports & BOM 3R
{ Finished Item & femg —’ Assembly Voucher Materials &t Consumption (End Product) -> Consumption &t
Components 3ftt Ft Pass FF Automatically gt 2 Automatically Stock # e w2
Quantity Define &% ) % Increase BIaT & —
o o —
® = =5 “©
5. BOM & &4
Accurate Production Raw Material &t #t '\-l Stack Control 37 Efficiency 3T Accuracy =1 Reports 3tz Analysis
Planning ¥ BT & cacuaeaditr [l costing sramadi e it Q. wwemt

IMPORTANT

BOM U @ "Wel ¥ Create &3 UY Manufacturing Process 3T 3 Accurate 81 ST § 1

Multi Level BOM ¥ 82 Component T 319-T-3194T Sub-BOM &A1 =1fe T |

BOM & f&AT1 Manufacturing / Assembly Process Manual 317 Error-Prone &1 Tehar & |

Tally Prime ¥ BOM & @19 Costing 3f¥ Inventory Management @gd @7 aftds 2 fibar s awar &1

* % % % %

Compiled by: Jamal Sir, IICE Patranga, Mo
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58. Q. Tally Prime & Purchase Order 321 8 & 31 7% 44 @ aveer 22

| A‘ Purchase Order (PO) U& Document BIATE KEY POINTS - PURCHASE ORDER PURCHASE ORDER E{
@l B AT Supplier / Vendor &1 PONo. : PO/24-25/001
uyer (5¥) upplier £ Viandor @ PO Vendor @ siw @ €, Order Confirm &% & forg | Hate . O1-Apr-2024
et Goods AT Items @1 @ieA & fog . ) _ : 01-Apr-
% | Q PO ¥ Items, Quantity, Rate, Delivery Date JITFQ' Supplier : ABC Traders
Define 81 1
Item Qty | Rate ‘ Amount
247 Items, Quantity, Rate, Delivery Date, & PO Pending Order & Track & o Hag il & |
- . Chair 20 Nos. 1,200 24,000
Terms & Conditions 311fg Define Ty @ma § 1 @ PO Vendor ERT Accept 593 T Goods Receive 5T = 2 | |
A Table 10 Nos. | 2,500 25,000
4% Future Purchase U@ Formal Request @ PO & GRN (Goods Receipt Note) 37 Invoice Match
Fan 15 Nos. | 1,800 27,000
greft & i 7% Vendor & 317 Supply &5 T T A | : |
T SR a7t € | @ Stock Planning, Budgeting 37 Material Requirement 3 frg vy Dite - 10-Hpna)id
T = P A i
PO agd 35T & | erms 00% Payment After Delivery
L. vy

1. PURCHASE ORDER &1 ?
Purchase Order U Pre-defined Document # @it Buyer RT Vendor @1 95T ST &, o Geods a1 ltems &ifed #1 Detail femam g1 21

T8 Vendor & o0 U Autherization g1 & f&F § ffSad Quantity 317 Rate T Goods Supply &% |

N

&

=) @ = -
Purchase Order Vendor Order Goods Receive &1 Suppligr Invoicet: Invoice @i
| Create &1 Accept &l 2 (GRN) g Verification & Payment
(8™ Vendor @1 Hoid &)
2. PURCHASE ORDER & @TH 3. PURCHASE'ORDER a‘”j@ Fields
, Field Name Description
- Requi Vendor @ Clari o G
E a;t::n ;::r:::l & O:ero':‘raﬁ ﬁf:g : PO Number Purchase Order &T Unique Number
PO Date Purchase Order @M $T Date
Supplier (Vendor) f& Vendor 1 Order 911 91 %81 §
kP i
) Stock Planning 3t *— | Pending Order & Items / Goods 3T Item / Goods @1 Order fdsar = w81 8
| f&%” Material Management o [ RO l
It | = Quantity farat Quantity Order St 2
Rate ufe Unit Rate
: Amount Quantity x Rate = Total Amount
b Invoice #N Goods / Budgating 81 Cost ty
—n Receipt & Match 2 I I Contrel ¥ TEE | Delivery Date Goods U T # Expected Date

T H Hag |

Terms & Conditions Payment Terms, Delivery Terms 37§

Remarks Additional Notes IT Special Instructions

4. TALLY PRIME ¥ PURCHASE ORDER &3 s-14? (Flow)

Gateway of Tally — Supplier (Vendor)

Create — x
lect &4
Purchase Order SEee
Select &Y &

Purchase Order Goods Receipt Mote (GRN)

(B9 Vendor &7 95w &) =5 Goods Receive B T
.l Create 8T & |
SUMMARY

00000

Purchase Order Future Purchase ¥ f#r? Vendor 281 W& s & |
IE Items, Quantity, Rate, Delivery Date 311f& Define @ § |

PO Pending Order Track @31 311¥ Planning ¥ Hag <1 & |
PO & GRN 3117 Invoice Match 531 30T 85 £ 1
I8 Business ¥ Contral, Flanning 3t Accuracy =g £ |

Items / Goods
Select T¥

-

. PURCHASE ORDER 3iR 3171 Documents T Relation

Supplier Invoice
Vendor Inveice AT &

-

=

Quantity, Rate, Save &Y 3R
= Delivery Date 3nfg = Purchase Order
Fill &3 Print / Share @4
Invoice Verification Payment
= (GRN & PO & Match) =5 (Payment Process)

Q

IMPORTANT
PO &9 & & Aigar 3% Tl Detail 3 wre &0 |
Vendor BRI Accept a5 man PO & Valid @ =man & |
Delivery Date 3T Terms @1 #oe w9 ¥ o anfég |
PO, GRN 32 Invoice 1 Match &%=1 Jga 5o B |
Tally Prime ¥ PO ¥ Business Process 9gd 3T 6idl & |

www.iicepatranga.com
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: r : ?
59. Q. Tally Prime H Receipt Note &I 211 8 31} I8 $A HH FaT &7 EXAMPLE - RECEIPT NOTE (GRN)

A. Receipt Note (GRN - Goods Receipt Note) T KEY POINTS - RECEIPT NOTE GRN No. : GRN/24-25/001

Document 1T & it Supplier (Vendor) & Goods Date : 10-Apr-2024

@ Supplier ¥ Goods Receive € & GRN a=ran wmr & |

i 81 o= 99 A E | Supplier  : ABC Traders
@ GRN # Items, Quantity, Rate, Date 31f& Define 8 & 1 ‘ : —

: Item Qty | Rate | Amount
g8 a1 & o ¥ Supplier § P1H-P1 § ltems, | @ RN @ am e Supplier Invoice (Bill) & Match ' : |
: hai Nos. | 1, 4,

et Quantity 3iR f5a Rate R Wt g4 | o A £ 1 Chow | BHom | CO || 24000

Py 3 dard Table 10 Nos. | 2,500 25,000
i i i GRN H Stock Automatically Update 1

9 Receipt Note & 3R WX Supplier Invoice - 15 Nos. | 1.800 7,000

Verify fasar St & ofR W@ Quantity & Rate Match @ GRN & Quality Check, Shortage/Excess 3R =

BH W & Payment fasam Sram & | Purchase Control 3T &1l € | Total Items : 45 Nos.

Total Amount - § 76,000

1. RECEIPT NOTE (GRN) & 82 o

Receipt Note (GRN) T% Pre-defined Document & @il Supplier ¥ Goods W 8 U3 &91@1 97 & | o
T8 Goods il Receipt @1 WHIUT &A1 & 3R Stock Update @9 & T14-W121 Invoice Verification 1 3R &1 & |

e - = - @
Supplier £ Goods Receipt Note Stock Automatically Payment @&
Goods Receive §% {GRN) Create T4 Update &rd1 &
2. RECEIPT NOTE & @T® 3. RECEIPT
Stock I Accurate = Supplier Invoice &1 Field | Description
Entry 3k Update :Q Match 3fi% Verify RN N Goods Receipt Note T Unique Number
I AT T B R | ;
LA | Date Goods Receipt Note &1 @t Date
pplier (Vend for Supplier & Goods W
- Shortage / Excess Purchase Control 3% I o Do e s iz il
ltems BT STHTS Quality Check ltems / Goods FI-®1 ¥ Items / Goods W &Y
forereht & 1 sl iy | - Quantity T Items B Quantity
¢ \ Rate ufd Unit Rate
__/" Inventory Management ‘ Payment Amount Quantity x Rate = Total Amount
3% Reporting @ g @ : [ ;
MY B Location / Godown | Goods & Location / Godown # W §¢
Remarks Additional Notes / Special Instructions

4. TALLY PRIME ¥ RECEI TE gA19? (Flow)
=

Gateway of Tally — Supplier (Vendor) Items / Goods 3R GRN Save &+ 3% Invoice 3 T
Create — Select &Y = Quantity / Rate ey Stock Automatically =P  GRN & T Match / Verify
Receipt Note (GR Enter &{ Update & &4 3 Payment &%

& pe S S @

5. RECEIPT NOTE 3i¥ 31=7 Documents &7 Relation

Purchase Order (PO) Receipt Note (GRN) Supplier Invoice (Bill) Invoice Verification Payment
(afg a=my &) = Goods Receive BF TR =p Supplier Invoice 3 1 = (GRN & Invoice Match) = Payment Process
Supplier @ Order GRN Create &% & GRN & Match @ & Quantity & Rate Match €1 T E
Send @ & -~ =t vty s 1 @
SUMMARY IMPORTANT

@ Receipt Note (GRN) Supplier # Goods Wt @1 warT # | # Goods Receive 81 & 93 GRM =T |

@ GRN ¥ Stock Update ¥ & 3 Invoice &1 Verify f&ar smar 2 | # GRN Details @1 W#l 3fik Complete Fill %Y |

@ GRN ¥ Shortage / Excess Control 3fR Purchase Management 3T &¥ai & | *  Invoice 3T 9% GRN & Match &1 7 4& |

@ GRN H& Quantity, Rate 3% Payment Process H Hag &%l & | # Match @Wift €91 W # Payment Process &9 |
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| 60.0. Taly Prime ¥ Sales Order a1 @t & 31 7 & @ et 87)

EXAMPLE - SALES ORDER
A' Sales Order (SO) T Document Eﬂ?ﬂ g il KEY POINTS - SALES ORDER Moy A »
. i SO No. : S0/24-25/001
Customer gRT Afl 71§ Goods T Services #t @ Customer ¥ Future Supply % & Order W & & | Daté - 12-Apr-2024 ﬁﬁ
Supply & fﬁq AT AT 8 | @ SO # ltems, Quantity, Rate, Delivery Date 31f% Party : ABC Retailers
Define 81 € 1
g waran & 5 Customer Y -3 it Items, i Item Qty | Rate | Amount
@ 5O Pending Order & %1 H Track BlaT £ 1 ) T
&t Quantity, T Rate W aile 59 Date &1 _ ) Chair 20 Nos. | 1,200 4,
@ SO &I Delivery / Invoice & Convert fasan = wasar # 1 -
. ?3 | Table 10 Nos. | 2,500 25,000
@ SO A Stock Reservation, Planning 3 Preduction
g e 2 Fan 15 Nos. 1,800 27,000
Sales Order ¥% Future Supply ®T Formal Reguest 5 - : . S
. @ SO ¥ Terms & Conditions, Payment Terms 317 Other Delivery Date : 20-Apr-2024
¥ =59 Busi # Planning, k
L HalF SIinNG; o8 Details ¥ Define @t &1 Wast £ | Terms : 100% Advance
Reservation 3R Delivery Scheduling ¥ #ag faerct & | \ J

1. SALES ORDER T 82

Sales Order U% Pre-defined Document & St Customer ERT M85 # Goods a1 Services 35 Supply & T Request & H9 # g=mar Aran & |
g Customer & Requirements ! Record Hval & 3 Business Planning, Stock Reservation 3R Delivery Management Hugg a1

@ =
o —
o —

- " — ~ W - 5
Customer & Sales Order Stock Reserve / Goods Supply / Delivery Invoice / Sales Bill
Order Tl &Y Create & Planning &% Ea Generate &%

2. SALES ORDER & & 3. SALES ORDER & ¥ Fields

- Field Name Description
Future Supply @ feg v—| Order Pending &
E Formal Record Fa & | E:_@ Track T@1 o §aT & | SO Number Sales Order @1 Unique NMumber
SO Date Sales Order &1 I Date

_ fér@ Customer @1 Order &
@H-@H =t Items / Goods Order @t 7€

Customer (Party)
Delivery Scheduling

Stock Reservation 3R 3R Management 3TEF

Planning o #2e et &1

Items / Goods

P d Quantity Ul Item P Quantity
Rate ufd Unit Rate
- Amount Quantity x Rate = Total Amount
. Terms & Conditions 3R
Sales Forecasting ¥R i Delivery Date Goods Supply % #l Expected Date
Business Planning H HETa® | Payment Terms Define
e o T 21 Terms & Conditions Payment Terms, Delivery Terms e

Remarks Additional Notes / Special Instructions

4. TALLY PRIME & SALES ORDER #¥ s91¢? (Flow)

[eep 4 | (sieps

Gateway of Tally — Customer (Party) Iterns / Goods 3R Delivery Date 3% Save &Y 3
Create — = Select & =3 Quantity / Rate =h Terms & Conditions =  Sales Order Print / Share
Sales Order Enter &% Fill @¥ Ea)
Select & 2
£ =
5. SALES ORDER 3iR 31 Documents @1 Relation
Enquiry / Quotation Sales Order (SO) Delivery Note (DC) Sales Invoice / Bill Receipt / Payment
(aTEw & oS / 3ifw) = Customer @1 Order =) Goods Delivery Erd = Invoice Generate & — Payment T =
Record Ed '
O, B E ®
SUMMARY IMPORTANT

Sales Order Customer % Future Requirements @1 Formal Record 2 I Sales Order 882 Hl Customer 31T Items 3 o &=md |

SO # ltems, Quantity, Rate, Delivery Date 3/ Terms Define &1d1 £ |
SO Pending Order & 9 # Track g1 & 31 Planning # #ag @&var & |
SO @t Delivery / Invoice # Convert flsar = @sar & 1

Sales Order # Business Planning 377 Stock Management g gt & 1

Quantity, Rate 317 Delivery Date |} Fill &Y |

Terms & Conditions 3T Payment Terms Clear 7 |

SO @ Time 9% Process &Y difts Delivery 3% Customer
Satisfaction A& =1 @ |

* % % %
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| . Y . > I8
| 61. Q. Tally Prime # Delivery Note &1 BT & 3R I8 ¥ T HaT &7 EXAMPLE - DELIVERY NOTE (DC)
' A. Delivery Note (DC - Delivery Challan) T& DC No. : DC/24-25/001 m

Document &IdT & it Customer @' Goods © Delivery Note SO (Sales Order) a1 e SO 3 # @ i & 1 | Date . 15-Apr-2024

. T =T Party : ABC Retailers
# Supply / Dispakch ¥ feam g (/] Delivery Note % Items, Quantity, Godown, Batch / Serial,
g Fardl & 6 FH-3H 4 Items, fFat MRP, Expiry #1f& @1 fdawor g & | ltem ‘ Qty ‘ Rate } Amount
Quantity Customer 1 #ft 75 £ | © DC %1 37N Goods Dispatch Tracking 3R Customer Cak  |0Be, {120 | 2000
Reference % o 2¥aT 2 1 Table 10 Nos. | 2,500 | 25,000

&€ aR Goods W Deliver & wIdl & 9 Fan 15 Nos. | 1,800 | 27,000
, @ DC & MR W T ¥ Sales Invoice Generate fFm AT 21 l )
Invoice &8 ¥ &=t &, gafer Delivery Total It . 45N
. @ Stock Dispatch 51 & Delivery Note & Inventory Reduce B £ | ettt .
Note ¥ Dispatch T Record ¥@T S & | Remarks  : Delivered through ABC Transport

1. DELIVERY NOTE & 87
Delivery Note U& Pre-defined Document & @i Customer @1 Goods Dispatch / Delivery & Twg fRar smar g 1 o

I Customer % Reference, Record Keeping 3R 3 Invoice sFF % foro sgarft gar £ 1
L
—b

[
~ My - 5 -

Sales Order Goods Pick & Pack Delivery Note (DC) Custo, Invoice @1g ﬁ
{If any) (Dispatch) Create &Y i Generate &3
2. DELIVERY NOTE & @ 3 DELIVERY& & Fields
Goaods Dispatch o Customer &t 2 Desctiphion
@1 |l Record - Dispatch #t Proof DGIN: Delivery Nate =T Unique Number
@ # 7Eg | firerelt & 1 OC Dat; Delivery Note &= < Date
stamer (Party) & Customer &1 Goods Deliver 4T £
™ invoice T A TER <. Stock Dispatch 71t # eference (SO No.) afe Sales Order & Linked & @ SO Number
v= Dispatc:g;e:ils ﬂ Inuentor_:ﬁ:}uarﬁc X Iltems / Goods FH-BHE W Items / Goods Deliver 4y
IqeTeE I Reduce
i Quantity UAF Item Fi Delivered Quantity
Godown %5 Godown & Goods Dispatch §¢
-—j Sales Tracking 3R ‘ Transport &9 Transport § Goods Hal 0
l_l_l Business Reporting ication T
¥ | Delivery Address Goods Deliver %% &1 Address
Remarks Additional Notes / Special Instructions
4, TALLY PRIME ERY NOTE HW (Flow)
Gateway of Tally — Customgr (Party) ltems / Goods 1T Godown, Batch/Serial, Save B¢ 3l
Create — - i Select & Quantity Enter &{ - Transport, Address e Delivery Note Print / Share
Delivery Mote O Fill =1 =5
Select &Y
& Fa o=
5. DELIVERY NOTE 3iR 3r=1 Documents @&T Relation
Sales Order (S0) Delivery Note (DC) Sales Invaice / Bill Receipt / Payment
(Optional) -p Goods Dispatch @7 = Invoice Generate &¥ = Customer & Payment
Customer &1 Order Record &% (DC Reference @) I &4
Record &Y e
~ B = ®

o

SUMMARY IMPORTANT
Delivery Mote Goods Dispatch @1 Official Record & | Delivery Mote frFT Sales Order 3 sft @=mar o 5 # 1

#g Customer @1 Goods 1 Delivery Proof &arm & | Invoice SFTY FHg DC &1 Reference W18t # |

Invoice @TE # &= & 8 g€ Reference Document & | Goods Dispatch & UB ltems &1 Availability 3f Stock Check @31
DC # Stock Dispatch 81 # Inventory Reduce 8left &1 Transport, Address 3fit 37=a Details WéT Fill &¢ 1

SO, DC, Invoice 317 Payment - 4 B3l Documents T g ¥ Linked 71 & | DC # Print Copy Customer / Transport @1 3 |

00000
2222

www.licepatranga.com
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62. Q. Tally Prime & 31 Hgayguf Topics HIH-HH & §7

A. OTHER IMPORTANT TOPICS OF TALLY PRIME

1. Company Information 3. Voucher Types 4. Advanced Inventory 5. Price Levels &

» Company @ & a1 THa1
Alteration % Tad & |
» Financial Year Change &3 ¥dd & |

* Security Control (TallyVault)
Activate &7 Tad § |

6. Taxation (GST)

* G5T Details Configure &4 |

* Stock Items 3% Ledgers &
GST Rate Set &% |

+ GST Returns (GSTR-1, GSTR-3B)
Tally Prime & Generate &7 |

11. Security Control

e User & Password Create &7 |

* User-wise Access Rights
Define &¥ |

o TallyVault # Data Security
Ensure &7 |

B. TALLY PRIME & ®& 39arft SHORTCUTS

Alt +G |

F1 Help
Alt + F2 Change Date
Ctrl + A Alter
Ctrl + D Delete
Ctrl + V Voucher
Ctrl + Enter Save
Alt+ P Print
Alt+ E Export
Ctrl + L

F2

F3

F4

FS

Use / Purpose
Go To Gateway of Tally

‘ F10

2. Ledgers

* Single, Group, Multiple Ledger
Create &7 8 § |
= Alter, Delete, Merge 3% 5d & |

» Opening Balance Enter &%

T « Voucher Classify 3tz
Numbering Configure &% |
7. Reports & Analysis 8. Bank Reconciliation

# P&L Afc, Balance Sheet,

Trial Balance %& |
* Sales, Purchase, Stock,
Outstanding Reports & |
+ Detailed Analysis with
Drill Down %3 1

12. Tally Add-ons

dor

o Tally Add-ons Install 3%
Use &4 |
* Useful Add-ons: Tally.NET

Services, Tally-on-Mobile,
TDS, Payroll 21 |

Receipt Voucher
Journal Veucher
Sales Voucher
Purchase Voucher
Other Vouchers

=

Alt + 1 Change Vouchers
Alt + O Import Data
Alt + Y Synchronise (Tally.NET)
‘ Ctrl+H Change Made (Add / Modify)
Ctrl + J Exception Reports
Alt + R Balance Sheet
Alt+T Trial Balance
Alt+D Day Book
Alt+ Z Stock Summary

* Payment, Receipt, Contra,
Journal, Sales, Purchase,
Credit Note, Debit Note 3f&
Vouchers T I9aiT &4 |

* Bank Statement Import &7 |
o Transactions Match ¥ |

* Unreconciled Items Identify
@4 31 Reconcile @Y |

13. Tally on Mobile

Use [ Purpose

Price Lists

4

+ Stock Groups, Stock ltems

te &4 |
Cre.a e + Different Price Levels Define % |
+ Units (Nos, Pes, Kgs, Ltr 3nf2)
Define 7 | * Price List @1 Items &1

+ Godown / Location Create &% | Selling Price Manage & |

» Batch, Serial, MRF, Expiry
Date Manage &Y |

» Party-wise Price Level Use & |

9. Budget & Cost Centre 10. Data

+ Cost Centre 3i17 Cost Ca .
Create &% | #F1

« Budget Create ¥ 3ftz

Actual vs Bud mparison
Analysis &% 3

gement
-_—
=
Backup (Ctrl + Alt + B)
e Data Restore &% |

e Split Company Data &% |

= Data Compression 3¢ |

15. Control Centre

-,

» Control Centre & Company
Create, Alter, Backup, Restore,
Split, Security Manage &% |

* Tally Prime @& Important
Shortcuts & & Fast & |

+ Gateway, Vouchers, Reports
3fkk Other Features &
Shortcuts @& 7@ |

» Multiple Companies @t
Efficiently Handle &% |

( C. TIPS FOR EFFICIENT USE OF TALLY PRIME |

@ Daily Data Entry @4 3% Data Up to Date ¥ |
@ Regular Backup # 3¢ Data Secure T |

@ Stock, Outstanding 3f¥ Cash Flow 9% Regular
Reports Analysis ¥ |

@ Shortcuts T I94T F A1fF F1H Fast 3R
Accurate 8 |

@ Security Control 3i1¥ User Rights Properly
Manage &¥ |

| & FAEFER 3 |

N T % G |

@ Tally Prime &t Latest Update 3R Features Q

END NOTE

eft urga (Tally Prime) Ue Powerful 3R User-Friendly Accounting Software & Sit

Business & ¥ Financial Activities &1 3, Accurate 3R Systematic @11 & | “P 7

59 g & Arenm 4 A 3

© 2 ursn =1 ufvem T fashand @ Sales Order, Delivery Note ma‘é%’

® Company Creation 31T Alteration @ GST, Reports 37 Analysis .

® Ledgers, Groups #? Veucher Entries & Data Management, Backup & Restore P&M

@ Inventory 3fR Stock Management @& Shortcuts 3 Advanced Features
—h © BOM (Bill of Materials) © 3k s HEEgel Topics

@ Purchase Order, Receipt Note
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