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x.kuk (vdkmfUVax) & 

,dkmfUVax fdlh O;olkf;d laLFkk ds foÙkh; o"kZ ds lHkh izdkj ds ysu&nsu rFkk lkSns 

dk oxhZdj.k]laf{kfIrdj.k ,oa fo'ys"k.k djus dh dyk dks dgrs gaS ;k fdlh laLFkk ;k 

laxBu }kjk foÙkh; o"kZ ds lHkh izdkj ds lkSnks a ,oa ysu&nsuksa dk fof/kor] frfFkon ,oa 

lwphc) djds j[kus dks x.kuk dgrs gSA 

,dkmfUVax 'kCn O;olk; ls lEcfU/kr gS] D;ksafd ,dkmfUVax ds ek/;e ls O;olk; esa 

fofHkUu /ku lEcU/kh ekeys tqM+rs gaS] ftlls O;olk; dk lapkj cuk jgrk gSA vr% 

,dkmfUVax gesa lwpuk iznku djrh gS] ftlds ek/;e ls O;olk; esa fu.kZ; ysuk ljy 

gks tkrk gSA 

 

Mcy ,UVªh i)fr dk vFkZ & 

lHkh O;olkf;d lkSnksa dk nks Hkkx gksrk gS] tks MsfcV rFkk ØsfMV dgykrs gSA 

,dkmfUVax dh og i)fr ftlesa nksuksa i{k izR;sd lkSns ds fooj.k ds fy, fu/kkZfjr 

fu;e dk ikyu djrh gS] Mcy ,UVªh i)fr dgykrh gSA 

^^,dkmfUVax dh og if)fr ftlesa lkSnksa ds nks :i ;k igyw gksrs gS] ftlesa ,d igyw 

MsfcV rFkk nwljk ØsfMV gksrk gS] ;g i)fr Mcy eksM dgykrh gSA ,dkmfUVax es bl 

fu;e dk ikyu fd;k tkrk gSA**  

 

MsfcV rFkk ØsfMV dh lkekU; /kkj.kk 

fdlh Hkh O;olkf;d laLFkk ;k laxBu esa O;olkf;d lkSnksa ,oa ysu&nsu ds fy, de ls 

de nks i{k ;k ikVhZ dh vko';drk gksrh gS] lkekU;r% ;fn dksbZ ,d ikVhZ nsunkj gS] 

rks fuf'pr :i ls nwljh ikVhZ ysu nkj ds :i esa gksxh] ftls ge /kuh ¼ØsfMV½ rFkk 

_.kh ¼MsfcV½ dgrs gSA ysunkj ds fy, og /kujkf'k tks mlus izkIr fd;k gS] mldk 

nkf;Ro cu tk,xk] blh izdkj tks ikVhZ ns jgk gS] og jkf'k mlds fy, lEifÙk 

dgyk,xh ftls ge ^^ykbfcfyVh^^ rFkk ^^vlsV~l^^ ds uke ls Hkh tkurs gSaA 

vr% bl izdkj nsus okys dks ØsfMV ¼/kuh½ rFkk izkIr djus okys dks MsfcV ¼_.kh½ 

dgdj tkuk tkrk gSA  

 

MsfcV ¼_.kh½ dk vFkZ & 

MsfcV 'kCn ySfVu Hkk"kk ds ^^MsfcV~e** 'kCn ls fy;k x;k gS] ftldk vFkZ gksrk gS ‘due 

for that’ ]okLro esa MsfcV 'kCn ,dkmfUVax ¼x.kuk½ ds fu;eksa dks Li"V rFkk lqfuf'pr 

djrk gSA 

 

ØsfMV ¼/kuh½ dk vFkZ & 

ØsfMV 'kCn Hkh ySfVu Hkk"kk ds ^^ØsMj** 'kCn ls fy;k x;k gS] ftldk vFkZ gS ‘due to 

that’A ;g Hkh ,dkmfUVax ds izrhd ds :i esa tkuk tkrk gSA  

bls ¼MsfcV rFkk ØsfMV½ dks fuEufyf[kr mnkgj.k ds lgk;rk ls Li"V :i ls tkuk tk 

ldrk gS&  

1. jkt ,o dEiuh us #0 20000-00 udn jkf'k fiz;k dks Hkqxrku fd;k mijksDr 

mnkgj.k esa jkt ,ao dEiuh /ku dks Hkqxrku dj jgk gS] vr% ;g ØsfMV [kkrs ds 

:i esa tkuk tk,xk] tcfd fiz;k /ku izkIr dj jgh gS] blfy, og MsfcV 

vdkmUVdgyk,xhA 
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2. fiz;k us #0 20000-00 udn jkf'k jkt ,oa dEiuh dks ykSVk fn;k bl mnkgj.k 

esa fiz;k nsunkj gS] blfy, og ØsfMV vdkmUV,oa jkt ,oa dEiuh izkIr dj jgk 

gS] blfy, og MsfcV vdkmUVdgyk,xkA  

uksV&  

mijksDr mnkgj.k ds vuqlkj fiz;k us jkt ,oa dEiuh  }kjk izkIr /ku gh ykSVk;k gS] 

ijUrq fiz;k vdkmUV_.kh jgsxk] MsfcV rFkk ØsfMV orZeku lkSns ds vuqlkj ysunkj rFkk 

nsunkj ij fuHkZj djrk gSA 

 

,dkmUV~l ¼[kkrk½ & 

,d tSlh izd`fr okys ysu&nsu vFkok lkSns dk C;ksjk ,d LFkku ij j[kuk ,dkmUV~l 

dgykrk gSA fdlh ,d en esa gksus okys lHkh izdkj ds O;olkf;d ysu&nsu vFkok 

lkSnks dk lkj ftls ,d LFkku ij fy[kk tk, ,dkmUV~l dgykrk gSA ,dkmUV~l ds 

lexz xzqi dks ystj dgrs gSA 

 

 
 

ystj & 

fdlh dEiuh }kjk fdlh vU; dEiuh] O;fDr] laLFkk ;k vius gh fdlh vU; en ds 

lkFk fd;s tkus okys ysu&nsu vFkok lkSnkas dks ,d fo'ks"k izk:i es frfFkokj] fof/kor] 

,d Øe esa o;ofLFkr <ax ls fy[kk tkrk gSA ;g fo'ks"k izk:i gh ystj dgykrk gSA 

 

O;fDrxr [kkrk & 

,sls [kkrs tks okLrfod O;fDr] vokLrfod O;fDr vFkok O;fDr;ksa ds izfrfuf/k ls 

lEcfU/kr gksrs gS] mUgsa O;fDrxr [kkrs dgrs gSaA 

 

okLrfod [kkrs & 

okLrfod [kkrs eq[; :i ls nks izdkj ds gksrs gS ewrZ okLrfod [kkrs ,oe~ vewrZ 

okLrfod [kkrsaA fcfYMax] QuhZpj] dS'k] e'khujh bR;kfn ewrZ okLrfod [kkrksa ds 

mnkgj.k gS D;ksafd bUgsa ns[kk rFkk eglwl fd;k tk ldrk gS rFkk ;s lHkh oLrq,a 

HkkSfrd :i esa miyC/k jgrh gS] blds vfrfjDr dqN vewrZ okLrfod oLrq, gksrh gS 

ftUgsa ns[kk ;k Nqvk ugha tk ldrk vkSj ;s HkkSfrd :i ls miyC/k gksrs gSa] ijUrq O;kikj 

esa budk ;ksxnku ,oe~ iz;ksx gksrk gSA tSls VªsMekdZ] xqMfoy bR;kfnA 

Types of Accounts 

Personal Accounts 
(Individuals, Firms, 

Companies, Banks, 

Corporations, Statutory, 

Authorities etc. ) 

Real accounts  
(Assets-Such as Cash, 

Land & Building, 

Goodwill, etc) 

Nominal Accounts 
(Expenses & Losses, 

Incomes & Gains)  
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vr% HkkSfrd :i esa miyC/k ewrZ oLrqvksa ds [kkrs ,d HkkSfrd :i esa miyC/k u gksus 

okys vewrZ oLrqvksa ds [kkrs okLrfod [kkrksa ds vUrxZr vkrs gSA  

 

ukeek= ds [kkrs & 

izR;sd O;olk;h dks O;kikj esa dqN [kpZ djus gksrs gS rFkk mldh dqN vk; gksrh gSA ;s 

vk; O;; ds lHkh [kkrs ukeek= ds [kkrs dgs tkrs gSa D;ksafd ;s [kkrs dsoy ,d foÙkh; 

o"kZ ds fy, gksrs gS vkSj vxys foÙkh; o"kZ eas ;g iqu% 'kwU; izkjfEHkd jgfr;k ds lkFk ys 

tk;k tkrk gSA 

 

,dkmfUVax ds fu;e & 

 

1. tks vkrk gS og MsfoV rFkk tks tkrk gS og ØsfMV gksrk gSA 

2. izkIrdrkZ MsfoV gksrk gS rFkk nsus okyk ØsfMV gksrk gSA 

3. lHkh [kpsZ ,oe~ gkfu;k¡ MsfcV rFkk lHkh vk; ,oe~ ykHk ØsfMV gksrs gSA  

 

[kkrksa ds lehdj.k ds vk/kkj ij [kkrksa dk oxhZdj.k iwath ls lEcfU/kr [kkrs] lEifÙk ls 

lEcfU/kr [kkrs] nkf;Ro ls lEcfU/kr [kkrs] jktLo ls lEcfU/kr [kkrs] [kpksZa ls lEcfU/kr 

[kkrk] [kpksZ ls lEcfU/kr [kkrksa dk iqu% oxhZdj.k fd;k x;k gS rFkk ;s nks izdkj ds 

gksrs gSaA  

 

MkbjsDV ,DlisUlst ¼izR;{k [kpsZ½ & 

,sls lHkh [kpZ tks eky ds mRiknu ds nkSjku vFkok eky dh fcØh djus ;ksX; LFkku 

ij ykus esa fd, tkrs gS mUgsa izR;{k [kpsZ dgrs gSaA nwljs 'kCnksa esa ,sls lHkh [kpsaZ tks 

eky ds ewY; dks c<+k ldrs gSa mUgsa izR;{k [kpZs dgrs gSaA 

 

buMkbjsDV ,DlisUlst ¼vizR;{k [kpsZ½ & 

,sls lHkh [kpsZ tks fcØh ds nkSjku vFkok fcØh ds ckn fd, tkrs gS vFkok fcØh dks 

vkxs c<+kus eas fd;s tkrs gS mUgsa vizR;{k [kpsZ dgrs gSA ;s lHkh [kpZ eky ds ewY; ij 

dksbZ izHkko ugha Mkyrs vfirq 'kq) ykHk ?kVk nsrs gSA bu lHkh [kpksZ dks buMkbjsDV 

,DlisUlst vFkok vizR;{k [kpsZ dgrs gSA 

 

ystj & 

;g ,d fo'ks"k izdkj dk ys[kk gksrk gS tks fo'ks"k izk:i esa gksrk gS ftlesa ikjEifjd 

:i ls [kkrksa dk lEiw.kZ C;kSjk j[kk tkrk gS] rkfd blds ek/e; ls foÙkh; fooj.k cuk, 

tk ldsaA bl dkj.k ls bls  ^^cqd vkQ fizfUliy ,UVªh** Hkh  dgrs gSA ysu&nsu dk 

C;kSjk loZizFke tuZy esa fy[kk tkrk gS rFkk vc bls nwljs ys[kk ftls ystj dgrs gS] esa 

LFkkukUrfjr fd;k tkrk gSA tuZy ls ystj esa ysu&nsu ds C;ksjks a dks ys tkus dh 

izfØ;k iksfLVax dgykrh gSA 
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SJN Pvt. Ltd. 
Ledger A/c of: M/S Raj & Company 

 

Date Particular 
L. 
F 

Debit Credit Balance 
Cr/
Dr 

1-09-10 Sales Bill No. 123 14 2000.00  2000.00 Dr 

3-09-10 Sales Bill No. 128 14 3000.00  5000.00 Dr 

4-09-10 Receipt Cash 10  2500.00 2500.00 Dr 

5-09-10 Receipt Chq. 1234 18  8500.00 6000.00 Cr 

 

tuZy & 

;g ,d ys[kk gS ftlesa ysu&nsu vFkok lkSnk dk C;ksjk bl izdkj j[kk tkrk gS fd 

,d lkSns ds nkSjku ,d vFkok ,d ls vf/kd [kkrksa dks MsfoV fd;k tkrk gS rFkk blds 

fo:) ,d ;k ,d esa vf/kd [kkrksa dks ØsfMV fd;k tkrk gSA tuZy ,UVªh djus ds 

i'pkr bls lEcfU/kr ystj esa iksLV fd;k tkrk gS rkfd cSysUl izkIr fd;k tk ldsA 

 

IN THE BOOKS OF SJN Pvt. LTd. 

Journal 

 
Date Particular L.F Dr. 

Amount 
(Rs.) 

Cr. 

Amount 
(Rs.) 

01-01-

2010 

Furniture A/c                 ………. Dr. 

Machinery A/c               ..…….. Dr. 

Debtors A/c                  ……….. Dr. 

       To Capital A/c 

       To B/P A/c 

       To Creditors A/c 

 4000.00 

20000.00 

5000.00 

 

 

 

20000.00 

2000.00 

7000.00 

 

Ms&cqd & 

;g ,d izdkj dk ys[kk gS ftlesa fdlh O;olk; esa ,d fnu eas gksus okys ,oa lHkh 

ysu&nsu vFkok lkSnksa dk C;ksjk j[kk tkrk gSA blesa ,d fnu ds lHkh ysu&nsu dh 

lwph izkIr gksrh gSA ;g cqd dhfiax ds fy, lcls igyh cqd vFkok ys[kk gksrh gSA 

 

Qkbuy fjiksVZ & 

,dkmfUVax djus ds vusd mn~ns'; gks ldrs gSa] ijUrq lcls  eq[; mn~ns'; vfUre 

fjiksVZ izkIr djuk gksrk gS] D;ksafd buesa ls dqN fjiksVZ u dsoy O;olk;h ds fy, 

vko';d gS cfYd dqN ljdkjh foHkkx dks Hkh fjiksVZ tek djuh gksrh gSA dqN vfUre 

fjiksVZ fuEufyf[kr gS& 

 cSysUl 'khV  

 VªsfMax ,oe~ izkfQV ,.M ykWl vdkmUV 

 lsYl jftLVj 

 ijpst jftLVj 

 vkmVLVSfUMax fjlhoscy 

 dS'k cqd 
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 cSad cqd 

 cSad iquZeqY;kdu fooj.kA 

 LVkWd lejh bR;kfnA 

 

cSysUl 'khV & 

cSysUl 'khV ,d fooj.k gksrk gS ftlds ek/;e ls fdlh O;kikfjd laLFkk dh fdlh 

fnukad fo'ks"k esa foÙkh; fLFkfr dk irk pyrk gSA ;g fo'ks"k fnukad 8 og fnu gksrk gS 

tc vfUre ,dkmfUVax rS;kj dh tkrh gSA nwljs 'kCnksa esa ;g fdlh fo'ks"k fnukad ij 

fdlh O;kikfjd laLFkk ds nkf;Ro ,oe~ lEifÙk;ksa dk fooj.k gksrk gSA ;g ,d fooj.k gS 

ftlesa lHkh [kkrksa dh fnukad fo'ks"k esa 'ks"k /kujkf'k dks vfUre jgfr;k eku fy;k tkrk 

gS rFkk ukeek= ds [kkrksa dks O;kikfjd [kkrk rFkk ykHk&gkfu [kkrk esa LFkkukUrfjr dj 

fn;k tkrk gSA ijUrq O;fDrxr ,oe~ okLrfod [kkrksa ds 'ks"k /ku jkf'k;ksa dks vkxys 

foÙkh; o’kZ esa ys tk;k tkrk gSA 

 

O;kikfjd [kkrk & 

fdlh fooj.k dks lsYl rFkk ijpsl ds vk/kkj ij ldV ykHk vFkok ,dy gkfu Kkr 

djus ds fy, cuk;k tkrk gSA fdlh fo'ks"k vof/k ¼vkerkSj ij ,d o"kZ½ lEiw.kZ lsYl esa 

ls lsYl ds ewY; dks /ku nsus esa tks jkf'k izkIr gksrh gS mls gh ,dy ykHk dgrs gSA 

 

ykHk gkfu [kkrk & 

ykHk gkfu [kkrk ds }kjk O;kikj esa gksus okys 'kq) ykHk ;k 'kq) gkfu dks Kkr fd;k 

tkrk gSA 

lHkh [kpsZ ,oe~ vk; ftUgsa O;kikfjd [kkrs esa ugha Mkyk tk ldrk gS] mUgsa ykHk gkfu 

[kkrk esa Mky tkrk gSA ;s [kpZ vizR;{k [kpZ rFkk vk; vizR;{k vk; dgykrh gSA 

;fn lHkh ØsfMV i{k dk ;ksx lHkh MsfcV i{k ds ;ksx ls vf/kd gks] rks vf/kd gksus 

okyh jkf'k 'kq) dgykrh gS rFkk ;fn lHkh ØsfMV i{k dk ;ksx lHkh MsfcV i{k ds ;ksx 

ls de gks rks ;g deh 'kq) gkfu dgykrh gSA 

 

vuqikfrd fo'ys"k.k ¼jsf”k;ks ,ukyhfll½ & 

vuqikfrd fo'ys"k.k fooj.k ,d ,dy i`"Bh; ijQkjesal fjiksZV gksrh gS tks dh fdlh 

fo'ks"k vof/k ds fy, gksrh gSA blds ek/;e ls gesa dEiuh dh vusdksa egRoiw.kZ foÙkh; 

tkudkjh izkIr gksrh gSA mPpinklhu izcU/k vf/kdkjh bl fjiksVZ ds ek/;e ls dEiuh 

dh foÙkh; fLFkfr ds ckjs esa irk  djrs gS rFkk vYi vof/k esa dEiuh ds pkyu dh 

fn'kk r; djrs gSaA 

bl fjiksVZ ds fo'ys"k.k ls gh O;kikj dks pykus gsrq Hkfo"; dh ;kstuk,a cukbZ tkrh gSA 

vkidh lqfo/kk ds fy, dqN egRoiw.kZ fo'ys"k.k uhps fn;s x;s gSaA gkykafd ;g fo'ys"k.k 

gh dsoy ;kstuk ds fy, dkjd ugha gksrs gS oju vusdksa vU; dkjd gS ftUgsa ;kstuk 

cukrs le; fopkj esa j[kuk gksrk gh tSls cktkj fLFkfr] rkRdkfyd foÙkh; fLFkfr 

dEiuh dh fLFkfr] ljdkjh ikfylh] dPps eky dh miyC/krk] etwnjh dk ewY; rFkk 

miyC/krk vkfnA 
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lek;kstu & 

,sls lHkh ysu&nsu vFkok lkSns tks rkRdkfyd foÙkh; o"kZ ls lEcfU/kr gks ijUrq mUgsa 

O;kikfjd [kkrs esa lfEefyr u fd;k x;k gks] mUgsa lek;kstu dgrs gaSA bUgsa O;kikfjd 

[kkrs esa blfy, ugha lfEefyr fd;k tkrk gS D;ksafd buds fy, ys[kk esa dksbZ C;ksjk 

ugha gksrk gSA ,sls ysu&nsu esa lek;kstu dgykrs gS] tks O;kikfjd [kkrs esa LFkku ikrs 

rks gaS ijUrq rkRdkfyd foÙkh; o"kZ ls lEcfU/kr ugha gksrs gSA 

 

lek;kstu dh ,dkmfUVax& 

lek;kstu dh ,dkmfUVax ds fy, tuZy ,UVªh dh tkrh gSA bu ,UVªh;ksa dh 

,MtLVesUV dh ,UVªh dgk tkrk gSA lek;kstu dh ,dkmfUVax ds nkSjku dqN [kkrs ds 

cSysUl izekf.kr gksrs gS rFkk dqN u;s [kkrs [kksys tkrs gSA  

 

,esUMsM ryiV ¼Vªk;y cSysal½ &  

Lek;kstu ,UVªh ds dkj.k vusdks [kkrksa ds cSysUl ifjofrZr gks tkrs gSa rFkk vudks u;s 

[kkrs [kqy tkrs gS vkSj bl izdkj ryiV ¼Vªk;y cSysal½ cny tkrk gSA 

vr% ,d ,esUMsM ryiV ¼Vªk;y cSysal½ rS;kj fd;k tkrk gS rFkk lHkh vfUre fjiksVZ 

blh vesUMsM ryiV ¼Vªk;y cSysal½  ds ek/;e ls cukbZ tkrh gSA 

 

dqN egRoiw.kZ lek;kstu & 

ewY; âkl & 

xzkgd ds eky ds lkFk gh lkFk dqN lqfo/kk,a nsuh gksrh gSA ftuesa fQDlM ,lsV~l 

¼LFkkbZ lEifÙk½ dk iz;ksx fd;k gSA bl izdkj fQDlM ,lsLVl dk jktLo izkIr djus 

eas ;ksxnku gksrk gS ijUrq blesa lEiÙkh ewY; dk âkl gksrk gS ;g âkl vizR;{k [kpZ ds 

:i esa fy;k tkrk gSA fQDlM~ vlsV~l ds ewY; dk og Hkkx tks [kpZ ds :i esa ykHk 

gkfu [kkrs esa lek;ksftr gksrk gS mls ewY; âkl ;k Mijhfl,'ku dgrs gaSA foÙkh; o"kZ 

ds vUr eas fQDlM~ ,lsV~l ds ewY; eas gksus okyk dkYifud âkl Msijhfl,'ku dgykrk 

gSA 

Vsyh ij fQDlM ,lsV~l dh okmpj ,UVªh & 

 

okmpj & tuZy         fnukad 31-03-2010 

  MsfcV  ØsfMV 

Dr. Msijhfl,'ku ,dkmUV  5000-00   

Cr. QuhZpj ,.M fQDlpj ,dkmUV    5000-00 

  5000-00  5000-00 

 

Msijhfl,'ku lek;ksftr fd;k tk jgk gSA 

 

,ifjfl,'ku & 

xzkgd ds lqfo/kk nsus ds fy, vFkok O;kikj dks c<+kus ds fy, vusd ,slh LFkkbZ lEifÙk 

dk iz;ksx gksrk gS] ftudk ewY; le; ds lkFk c<+rk gS rFkk ewY; dh ;g o`f) ykHk 

gkfu [kkrs esa lek;ksftr dh tkrh gSA ;g o`f) ,ifjfl,'ku dgykrh gSA bls vizR;{k 

vk; ds :i esa ekuk tkrk gSA  
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okmpj ,UVªh  

okmpj& tuZy           fnukad 31-03-2010 

  MsfcV  ØsfMV 

Dr. yS.M ,.M fcfYMax ,dk0  5000-00   

Cr. ,ifjfl,'ku    5000-00 

  5000-00  5000-00 

 

,ifjfl,'ku ,MiLV fd;k tk jgk gSA 

 

izhisM ,dLisUlst & 

;fn vxys foÙkh; o"kZ eas vnk fd, tkus okys [kpZ dks pkyw foÙkh; o"kZ esa vfxze vnk 

dj fn;k tk; rks ;g ,d izhisM ,DLisUl dgykrk gSA  

izhisM dks djsUV ,isVl ekuk tkrk gSA 

 

okmpj  ,UVªh ¼izhisM ,DLisUl esa Hkqxrku½ & 

okmpj & isesUV          fnukad 24-03-201 

  MsfcV  ØsfMV 

Dr. izhisM jsUV A/c  3000-00   

Cr. jsUV A/c    3000-00 

  3000-00  3000-00 

izhisM jsUV vnk fd;k tk jgk gSA 

 

,ØwM bude ¼vnÙk vk;½ &  

;fn pkyw foÙkh; o"kZ esa izkIr gksus okyh vk; vxys foÙkh; o"kZ eas izkIr gksxh rc ,slh 

n'kk esa ;g vk ,ØwM bude dgyk,xhA ,ØwM bude dks de pkyw lEifÙk ¼djsUV 

vlsV~l½ ds :i esa fy;k tkrk gSA 

okmpj  ,UVªh & 

tuZy okmpj                fnukad 19-03-2010 

  MsfcV  ØsfMV 

Dr. ,ØwM deh'ku A/c  1000-00   

Cr. deh'ku fjfly cy A/c    3000-00 

  1000-00  1000-00 

deh'ku ,Øw fd;k tk jgk gSA  

 

okmpj  ,UVªh ¼vnÙk vk; dh izkfIr½  

tuZy okmpj                 fnukad 14-04-2011 

  MsfcV  ØsfMV 

Dr. ,ØwM deh'ku A/c     

Cr. dS'k A/c  1000-00   

  1000-00  1000-00 
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,ØwM deh'ku izkIr fd;k tk jgk gSA 

 

vkmV LVSf.Max ,DlisUlst & 

,sls [kpZ tks pkyw fofÙk; o"kZ esa ns; gS ijUrq bUgsa pkyw fofÙk; o"kZ esa vnk u djds 

vxys foÙkh; o"kZ esa vnk fd;k tk,xk] vkmV LVªSfUMUx ,DlisUlst dgykrk gSA vkmV 

LVSf.Max ,oa LisUlst dks pkyw nkf;Ro ds :i esa ys fy;k tkrk gSA  

 

okmpj  ,UVªh & 

okmpj   tuZy                    fnukad 31-03-2010 

  MsfcV  ØsfMV 

Dr. osts+t buoMZ A/c  6000-00   

Cr. vkmV LVSf.Max osts+t A/c    6000-00 

  6000-00  6000-00 

osts+t bUoMZ cdk;k gSA 

 

okmpj  ,UVªh & 

okmpj   isesUV                        fnukad 24-04-2011 

  MsfcV  ØsfMV 

Dr. vkmV LVSfUMax osts+t A/c  6000-00   

To. ;wfu;u cSad vkWQ bf.M;k A/c    6000-00 

  6000-00  6000-00 

psd ua0 345252 fnukad 24-04-11 

vkmV LVSfUMx osts+t vnk fd;k tk jgk gSA 

 

vuvuZM bude & 

fdlh pkyw foÙkh; o"kZ esa fdlh jkf'k dks vfxze eas izkIr fd;k tk, ijUrq blds cnys 

dh tkus okyh lsok,¡ vxyh foÙkh; o"kZ esa nh tk, rks ;g izkIr gksus okyh jkf'k vuvUMZ 

budke dgykrh gSA vuvUMZ bUde dks pkyw nkf;Ro ds :i esa fy;k tkrk gSA 

okmpj  ,UVªh ¼vuvUMZ vk; dh izkfIr½ & 

okmpj   fjftIV                       fnukad 28-03-2010 

  MsfcV  ØsfMV 

Cr. vuvUMZ bUlsafVo A/c    1000-00 

Dr. dS'k A/c  1000-00   

  1000-00  1000-00 

vuvUMZ bUlsafVo izkIr fd;k tk jgk gSA 

 

vuvUMZ bUlsfVo dk lek;kstu 

okmpj  & tuZy                           fnukad % 23-04-2011 

  MsfcV  ØsfMV 

Dr. vuvUMZ bUlsafVo A/c  1000-00   

Cr. bulsafVo fjlhoscy A/c    1000-00 

  1000-00  1000-00 
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vuvUMZ bUlsafVo dk lek;kstu fd;k tk jgk gSA 

 

vksifuax cSysUl rFkk Dyksftax cSysUl % 

,d O;olk; esa 31 ekpZ ds fnu izR;sd [kkrksa ds 'ks"k jkf'k dks Dyksftax cSysUl dgrs 

gSA ;gh cSysUl vxys foÙkh; o"kZ esa ys tk;k tkrk gSA izR;sd [kkrksa dk vkxs ys tk;k 

x;k ;g cSysUl vksifuax cSysUl dgykrk gSA 

vxys foÙkh; o"kZ dh ,dkmfUVax djus ds fy, lHkh [kkrksa ds vksifuax cSysUl dh 

lko/kkuhiwoZd ,UVªh dh tkuh pkfg, vU;Fkk ,dkmfUVax ij izfrdwy izHkko iM+sxkA 

 

Dyksflax LVkWd ¼vfUre jgfr;k½ dh x.kuk % 

 

uhps fn;s x;s vkadM+ks ds ek/;e ls vfUre jgfr;k dh x.kuk tcfd eky dks 20 

izfr'kr ds lQy ykHk dh nj ls cspk x;k gksA 

 

izkjfEHkd jgfr;k & 100000-00 

[kjhn & 500000-00 

izR;{k [kpsZ & 20000-00 

fcØh & 480000-00 

gy & 

xzkl izkfQV ¼ldy ykHk dh x.kuk½  
 

= ¼fcØh X % ldy ykHk½ /¼100 + % ldy ykHk½ 
 

 = (480000 x 20) /(100 x 20) 

 = Rs. 80000.00 
 

 

 

fcØh dk ewY; 

= ¼fcØh - ldy ykHk½ 

 = 480000-00&80000-00 

 = Rs. 400000.00 

vfUre jgfr;k  =  ¼izkjfEHkd LVkWd $ [kjhn $ MkbjsDV ,DlisUlst½ 

 

  =  ¼fcØh dk ewY;½ 

=  ¼100000$500000$20000½ & 400000-00 

=  Rs. 220000-00 
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Tally ¼VSyh½ & 

VSyh ,d ,dkmfUVax lkW¶Vos;j gS] tks fd lHkh O;olkf;d laLFkk ;k laxBu ds 

,dkmfUVax ds fy, ifjiw.kZ gSA ;g lkW¶Vos;j Mcy ,UVªh Hkkjrh; vads{k.k  iz.kkyh ij 

vk/kkfjr gSA 

VSyh ds vusd otZu gesa Øe'k% izkIr gq, gSA VSyh 4-0] VSyh 4-5] VSyh 5-4] VSyh 6-3] 

VSyh 7-2] VSyh 8-1] VSyh 9-0 bR;kfn] blds vykok gesa ,dy iz;ksxdÙkkZ ij vk/kkfjr 

rFkk cgq iz;ksxdÙkkZ ij vk/kkfjr ¼usVodZ ij vk/kkfjr VSyh½ otZu Hkh miyC/k gSA ge 

vko';drkuqlkj dksbZ Hkh otZu vius dEI;wVj ij Mky ldrs gSA VSyh ds otZu 5-4 ls 

izkjEHk gksdj 9-0 rFkk ERP rd miyC/k gS] ftlesa ,dkmfUVax ds nks izdkj miyC/k gksrs 

gS] igyk dsoy jkf'k dk fooj.k (Accounts only) nwljk jkf'k ds lkFk eky dk Hkh 

fooj.k (Accounts with Inventory)  VSyh ds iqjkus otZu DOS vkijsfVax flLVe ij 

pyrsa FksA u, otZu Windows vkijsfVax flLVe ij pyrsa gSA 

VSyh dks izkjEHk djuk & 

VSyh dks izkjEHk djus ds fy, LVkVZ (Start) vkWy izksxzkEl (All programs) VSyh 9-0 

(Tally 9.0) ij Øe'k% fDyd djsa ;k MsLdVkWi ij VSyh ds vkbdu ij Mcy fDyd 

djds Hkh VSyh dks izkjEHk fd;k tk ldrk gSA 

VSyh ij ,dkmfUVax djuk vR;Ur ljy dk;Z gS] bls djus ds fy, fuEufyf[kr pj.kksa 

dk ikyu djsaA 

1- dEiuh cukuk 

2- ystj cukuk 

3- xqzi cukuk ;fn vko';drk iM+s rks 

4- ekiu dh bdkbZ (Unit of Measure) cukuk 

5- eky ¼LVkWd½ dk xzqi cukuk 

6- eky ¼LVkWd½ ds vkbVe cukuk 

7- lHkh lkSnks dh okmpj ,UVªh djuk 

ckdh ds lHkh dk;Z tSls cSysUl 'khV] izksfQV ,.M ykWl] VªsfMax ,dkmUV] Vªk;y cSysUl 

LVkd lEkjh] vkmVLVSfUMax vkfn VSyh Loa; cuk dj nsrk gSA MsLdVkWi ij VSyh 

vkbdkWu ij Mcy fDyd djus ij igyh LØhu geas dEiuh bUQks :i esa izkIr gksxhA 

bl LØhu esa gesa dqN fodYi tSls lsysDV (Select) fØ,V (Create)] cSdvi 

(Backup), jh&LVksj (Restore) vkSj fDoV (Quit) izkIr gksrsa gaSA 
 
 

 
 

 
 
 

 
 

 
 

 
 
 

 
 

 
 

Home Screen of Tally (Company Info) 



Accounting Package 

 

11 

bl LØhu ij ge lsysDV cVu ij ,UVj dj lwph esa ls dEiuh dk p;u dj ds 

okmpj ,UVªh izkjEHk dj ldrs gS] ;k dksbZ ubZ dEiuh cuk dj ,dkmfUVax izkjEHk dj 

ldrs gSA u;h dEiuh cukus ds fy,&^fØ;sV dEiuh^ fodYi ij ,UVj djsa] fØ,V 

dEiuh ij ,UVj djus ls ,d QkeZ uqek LØhu [kqy dj vk,xh] ftlesa loZ izFke MsVk 

ikFk vFkkZr MsVk dks dgk¡ lqjf{kr j[kuk gS] og VkbZi djsa ¼igys ls MsVk MkjsDVjh  

"C : \ Tally\ Data" fu/kkZfjr gksrh gS] ftls bPNkuqlkj ifjofrZr ;k oSlk gh NksM+k tk 

ldrk gSA MsVk Mk;jsDVjh lqfuf'pr djus ds i'pkr~ Øe'k% dEiuh dk uke] i= 

O;ogkj dk irk] foÙkh; o"kZ bR;kfn lwpuk,¡ Hkjrs gaSA lwpuk Hkjrs le; dEiuh fdl 

ns'k ls lEcfU/kr gS] ,dkmfUVax dh i)fr foÙkh; o"kZ] [kkrk izkjEHk bR;kfn dk fo'ks"k 

/;ku j[kuk pkfg,A lHkh lwpukvks dks lko/kkuh iwoZd Hkjus ds ckn Hkyh Hkk¡fr tk¡p ysa 

vkSj vUr es ,UVj nckdj ,DlsIV djsa dEiuh rS;kj gks tk,xh vkSj ;g vU; dEifu;ksa 

dh lwph ds lkFk tqM+ tk,xhA 

 
 

dEifu;ksa dh lwph esa ls viuh dEiuh pqus vkSj ,UVj nck, vc dEiuh ,dkmfUVax ds 

fy, rS;kj gSA ;fn fdlh dkj.ko'k dEiuh ds fdlh lwpuk eas ifjorZu djuk gS] rks 

vYVj (Alter) ds ek/;e ls ge fdlh Hkh lwpuk esa ifjorZu dj dEiuh dks lq/kkj 

ldrs gSaA dEiuh dh lwpukvksa dks ifjofrZr djus ds fy, dEiuh dk p;u djds Alt 

+ F3 nck,a] nwljh lwph es ls Alter fodYi pqusaA dEiuh ds lwpukvkas dh lwph [kqy 

dj vk,xh ftles lwpukvksa dks ifjofrZr dj iwu% lso fd;k tk ldrk gSA 

 
 

 
 

 
Company creation screen 

 
Options in 

Company Info. 

 
Select company screen with list of the companies. 
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ystj (Ledger) & 

ystj dk vfHkizk; mu [kkrksa ls gS tks fdlh dEiuh ls dksbZ ysu nsu vFkok lkSnk djrs 

gSaA okLro esa ystj ,d fo'ks"k izk:i gksrk gS ftuesa ge fdlh ,d dEiuh ls fdlh 

vU; dEiuh] O;fDr] laLFkk vFkok viuh gh dEiuh ds fofHkUu vk; O;; ds en ;k 

fdlh vU; en ds lkFk fd, tkus okys ysu&nsu dk frfFknkj] fof/kor ,oe~ Øec) 

<ax ls C;ksjk j[krs gSaA 

ystj cukus ds fy, fuEufyf[kr pj.kksa dk iz;ksx djsa & 

xsVos vkWQ VSyh & ,dkmUV~l bUQks & ystj & fØ,V ¼,dy rFkk cgq ystj fuekZ.k 

fodYi lwph eas ls pquk tk ldrk gS½ ij Øe'k% ,UVj djsxsaA 

uksV & ;fn ,d izd`fr ds ,d ls vf/kd ystj gSa] rks bls ge cgq ystj fuekZ.k 

(Multiple Ledger Creation) ds ek/;e ls ,d ckj esa cuk ldrs gSaA eYVhiy ystj 

cukus esa ge ystj ls lEcfU/kr dbZ lwpuk ugha Hkj ldrsA 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 
 

 

 
Gateway of tally screen 

 
Gateway of TallyAccountsLedger 

 
Gateway of TallyAccounts Info. 

 
Gateway of TallyAccountsLedger  Create (Ledger 

Creation) 
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fofHkUu izdkj ds ystj tSls ipsZt ,dkmUV] lsYl vdkmUVvkfn cukus ds i'pkr~ gesa 

dqN dEiuh ls lEcfU/kr vko';drkvksa dks lfØ; djuk iM+rk gSA VSyh esa blds fy, 

F11 nckus ij rhu fo'ks"krk,¡ miyC/k gSA  

1- ,dkmfUVx Qhpj    

2-  buosUVªh Qhpj   

3-  LVSV~;wVjh Qhpj   

bu rhu Qhpj ds ek/;e ls ge vko';drkuqlkj fdlh fo”ks’k Qhpj dks lfØ; dj 

ldrs gSA mnkgj.k ds fy, & oSV] lfoZl VSDl] ,Dlkbt MsfcV@ØsfMV uksV] LksijsV 

fMLdkmUV dkWye] eYVhiy xksMkmu] ,Dpwvy ,oa fcYM DokfUVfV bR;kfn dks  

mijksDr rhu Qhpj ds ek/;e ls lfØ; dj ldrs gSA 

 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
 
 

 
 

 
 
 

 

ystj cukrs le; loZizFke ystj dk uke] ystj dk xzqi fu/kkZfjr djrs gS ¼xqzi ystj 

dk oxhZdj.k djrk gS] ;g xqzi VSyh esa iw.kZ fu/kkZfjr gksrk gS] tSls& lsUMªh ØsfMVj] 

lsUMªh MsVj] ,DlisUlst] buMk,jsDV bR;kfn½ dqN fo'ks"k izdkj ds ystj esa uke rFkk 

xzqi ds vfrfjDr dqN vkSj lwpuk Hkh nsuh gksrh gS ¼ftls vdkmUVQhpj }kjk lfØ; 

fd;k tkrk gS½ mnkgj.k ds fy, & 

1- ystj uke & Purchase@4% 

  

Gateway of Tally  (F11) Company 

Features  Statutory & Taxation (F3) 

 

 
Gateway of Tally  (F11) 

Company Features  
Gateway of Tally  (F11) Company Features  Accounting 

Features (F1) 

 
Gateway of Tally  (F11) Company Features 

 Inventory Features (F2) 
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 vUMj & Purchase Accounts 

 bUosUVªh oSY;w vQsDVsM & Yes 

 esUVsu fcy ckbZ fcy & Yes/ No 

 ;wt+~M bu oSV fjVuZ & Yes 

 Vat/Tax Class & Purchase @ 4% 

2- ystj uke & Sales Account 

 vUMj & Purchase Accounts 

 bUosUVªh oSY;w vQsDVsM & Yes 

 esUVsu fcy ckbZ fcy & Yes/ No 

 ;wt~+M bu oSV fjVuZ & Yes 

 Vat/Tax Class & Sales @ 4% 

3- ystj uke & Input VAT @ 4% 

 vUMj & Duties % Taxes 

 Vkbi Of Duty/ Tax & VAT 

 Vat/Tax Class & Input Vat @ 4% 

4- ystj uke & Outlent Vat @ 4% 

 vUMj & Duties & Taxes 

 Vkbi Of Dutyes  & VAT 

 Vat/Tax Class & Output @ 4% 

oSV (oSY;w ,sMsM VSDl) & 

gekjs ns'k ds izR;sd izns'kksa esa lsYl ¼fcØh½ ls lEcfU/kr VSDl dh ,d ubZ i)fr 

viukbZ tk jgh gS] ftls VAT ¼oSY;w ,sMsM VSDl½ ds uke ls tkuk tkrk gSA 

x.kuk VAT ds vuqlkj & 

Party – A nke & 90-00 

  ykHk & 10-00 

  ;ksx  & 100-00 

  VAT@4% & 4-00 

  dqy ;ksx  & 124-80 

 

Party – B nke & 104-00 

  ykHk & 16-00 

  ;ksx  & 120-00 

  VAT@4% & 4-80 

  dqy ;ksx  & 124-80 

 

Party – C nke & 124-80 

  ykHk & 15-20 

  ;ksx  & 140-00 

  VAT@4% & 5-60 

  dqy ;ksx  & 145-60 
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ikVhZ B dk & 

 ikVhZ A }kjk [kjhns x, eky dk nke  104-00 

 eky [kjhnrs le; fn;k x;k VSDl (Input VAT@4%)  4-00 

 ikVhZ B }kjk eky dks cspus dk nke &  124-80  

 eky csprs le; izkIr fd;k x;k VSDl (Output VAT@4%) 4-80 

nsus ;ksX; VAT vkmViqV VAT – buiqV VAT 

blh izdkj 

izkIr djus ;ksX; VAT = buiqV VAT – vkmViqV VAT 

bl mnkgj.k esa nsus ;ksX; VAT                        #0 0-80  

 ystj cukus esa tks LØhu vk,xh og fuEu gS &   

 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 

 

uksV& fdlh ubZ dEiuh esa gesa lHkh ystj cukus iM+rs gS] dsoy nks ystj dS'k (Cash) 

vkSj izksfQV ,.M ykWl (Profit & Loss) gesa VSyh }kjk cus cuk, izkIr gksrs gSA 

Group ;k leqg & 

tSlk dh ge tkurs gS] dh xzqi ;k leqg ystj dk oxhZdj.k gSA VSyh esa gesa lHkh 

egRoiw.kZ xzqi izkIr gks tkrs gS] ;fn fdlh dkj.ko'k u;k xqzi cukus dh vko';drk 

iM+rh gS] rks bls ge ^^,dkmUV~l bUQks & xqzi & fØ,V** ds }kjk cuk ldrs gSA ;g 

xqzi iw.kZ :i ls u;k xqzi u gksdj igys ls ekStqn xzqi dk gh u;k uke gksrk gSA bl 

xzqi dk uke u;k gksrk gS ijUrq vUMj xqzi esa igys ls ekStqn xzqi gh Mkyk tkrk gS] 

ftlls ,d xzqi ds nks Hkkx gks tkrs gSA 

mnkgj.k& dEiuh ds ysunkj Hkh lsUMªh ØsfMV~lZ gS rFkk dEiuh ds deZpkjh Hkh lsUMªh 

ØsfMV~lZ ijUrq nksuks dks ,d gh xzqi nsus ls dbZ leL;kvksa dk lkeuk djuk iM+ ldrk 

gS] blfy, deZpkfj;ksa ds ystj cukus ds fy, ,d u;k xzqi LVkQ uke ls cuk,xs 

ftldk vUMj xzqi lsUMªh ØsfMV~j gksxkA 

bUosUVªh & ¼LVkWd lEcfU/kr tkudkjh½ 

bUosUVªh eky dks O;ofLFkr djus dks dgrs gSA bUosUVªh O;oLFkkiu esa gesa xksnke esa eky 

ds vkus rFkk tkus] vfUre jgfr;k ¼vfUre foÙkh; o"kZ ds vUr esa eky dh fLFkfr½] 

bdkbZ] nke rFkk jkf'k vkfn dk fooj.k j[kuk iM+rk gSA 

 
Gateway of TallyAccountsLedger  

Create (Ledger Creation Purchase Account) 

 

 
Gateway of TallyAccountsLedger  Create 

(Ledger Creation Input Vat ) 
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bdkbZ ekiu cukuk (Unit of Measure) & 

xsVos vkWQ VSyh & bUosUVªh bUQks & ;wfuV vkWQ estj & fØ,V ij Øe'k% ,UVj djrs 

tk;saxsa &  

blesa gesa ekiu dh bdkbZ dk izrhd nsuk gksrk gS] fQj mldk okLrfod uke] n'eyo 

vad bdkbZ ds fy,] vUr esa lHkh lwpuk dh iq"Vh dj ,DlsIV dj nsrs gSaA 

 

 
 

 
 
 

 
 

 
 
 

 

LVkWd xzqi cukuk & 

xsVos vkWQ VSyh & bUosUVªh bUQks & LVkWd xzqi & fØ,V ij Øe'k% ,UVj djsaxsA lcls 

igys gesa LVkWd dk uke] vUMj xzqi] dSu DokuVhVhLt vkWQ vkbVEl ch ,MsM & 

"No" vUr esa lHkh lwpuk dks tk¡p dj ,UVj dj ds ,DlsIV dj nsaxsA 

  
 

 
 
 

 
 

 
 

 

 
 

LVkWd vkbVe cukuk & 

 

xsVos vkWQ VSyh & bUosUVªh bUQks & LVkWd vkbVe & fØ,V ij Øe'k% fDyd djsaA 

blesa gesa LVkWd dk uke] vUMj xzqi] bdkbZ Hkjdj ,DlsIV dj nsuk gSA 

 

 
 
 

 
 

 
 
 

 
 

 

 
Gateway of 

TallyInventory Info. 

Units of Measure 

 
Gateway of 

TallyInventory Info 

 

 
Gateway of Tally Inventory 

Info. 

Units of Measure  Create 

(Unit Creation) 

 
Gateway of 

TallyInventory 

Info Stock Groups 

 

 
Gateway of TallyInventory 

Info Stock Groups  Create 

(Stock Group Creation) 

 

 
Gateway of TallyInventory Info Stock Items 

 Create (Stock Item Creation) 

 

 
Gateway of 

TallyInventory Info 

Stock Items 
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O;olkf;d lksns ,oa ysu&nsu & 

O;kikj ds nkSjku O;olkf;d laLFkk ;k laxBu dqN [kjhn] fcØh] Hkqxrku o izkIrh vkfn 

ls lEcfU/kr lkSns djrs gaS] ftlls O;kikj vkxs c<+rk gS] bUgha ysu nsu ,oa lkSns dks ge 

O;olkf;d lkSns ds uke ls tkurs gSA 

VSyh esa ge bUgha lkSnks dh ,UVªh djrs gS] tks lkekU; ,UVªh ls dkQh feyrh tqyrh gS] 

lkekU; ,UVªh tks ekuoh rjhds ls fd;k tkrk gSA og ek/;e ftlds }kjk VSyh esa ,UVªh 

ikl dh tkrh gS mls okmpj dgrs gSA VSyh esa fofHkUu ,UVªh ds fy, fHkUu&fHkUu izdkj 

ds okmpj miyC/k gksrs gSA okmpj ,UVªh djus ds fy, xsVos vkWQ VSyh LØhu esa ls 

^^,dkmfUVax okmpj** fodYi dks pqus rFkk ,UVj nck,a vc okmpj dh LØhu [kqy dj 

vk,xhA fo'ks"k :i esa ftlesa gesa okmpj  dk uke ,oa uEcj] fnukad MsfcV rFkk 

ØsfMV ,dkmUWV ds fy, LFkku rFkk jkf'k Hkjus dh txg feyrh gS] ftlesa vUr esa 

laf{kIr fVIi.kh (Narration) fy[kus dk LFkku Hkh izkIr gksrk gS] lHkh lwpukvksa dks Hkjus 

ds i'pkr~ ,UVj cVu nckdj ,DlsIV dj nsrs gSA ,d ,UVªh djus ds rqjUr ckn bldk 

izHkko lHkh fjiksVZ~l eas iM+rh gSA 

okmpj  dk 

uke 

okmpj  cVu  

¼dh cksMZ esa½ 

okmpj  dk iz;ksx 

dkUVªk F4 dS'k ls cSad] cSad ls dS'k] cSad ls cSad] dS'k ls 

isfV dS'k] isfV dS'k ls dS'k 

isesUV F5 lHkh izdkj ds cSad }kjk rFkk udn Hkqxrku ds 

fy,A 

fjflIV F6 lHkh izdkj ds udn rFkk cSad izkfIr ds fy,A 

tjuy F7 lHkh izdkj ds lek;kstu ds fy, 

lsYl F8 lHkh izdkj ds udn o m/kkj fcØh ds fy,A 

ipsZt+ F9 lHkh izdkj ds udn o m/kkj [kjhn ds fy,A 

eseksjsUMe ALt + F10 LkHkh izdkj ds vLFkkbZ lkSnksa ¼tks vUrr% feVk 

fn;k tkrk gS ds fy,A½ 

ØsfMV uksV Ctrl + F8 fdlh vdkmUVdks vLFkkbZ :i ls ØsfMV 

djuk] fcØh fd;k x;k eky okfil ysus ds 

fy,A 

MsfcV uksV Ctrl + F9 fdlh vdkmUVdks vLFkkbZ :i ls MsfcV djuk 

[kjhns x, eky dks ykSVkus ds fy, 

fMysojh uksV Alt + F8 vkbVe dks fdlh ikVhZ rd igq¡pkus esa tks 

,dkmfUVax ij dksbZ izHkko ugha Mkyrk 

flflIV uksV Alt + F9 vkbVe dks fdlh ikVhZ ls izkIr djuk tks 

,dkmfUVax ij izHkko ugha Mkyrk 

ipsZt vkWMj Alt + F4 vkbVe dks fdlh ikVhZ lsa [kjhnus ls igys 

mldh iqf"V ds fy,A 

lsYl vkWMj Alt + F5 vkbVe dks fdlh ikVhZ dks cspus las igys 

mldh iqf"V ds fy, ftldk izHkko 

,dkmfUVax ij ugha iM+sxkA 
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uksV & 

1- VAT ds vuqlkj ,dkmfUVax djus dh fLFkfr esa lHkh [kjhn m/kkj gh gksxhA ;fn 

dkj.ko'k udn [kjhn gks jgh gS] rks bl n'kk esa nks ,UVªh dh tk,xh] ,d m/kkj 

[kjhn ds fy, vkSj nwljh udn Hkqxrku ds fy,A ;s nksuksa ,UVªh ,d gh frfFk esa 

dh tk,xhA 

2- VAT ds vuqlkj ,dkmfUVax eas rhu izdkj ds fcØh ds fy, vyx&vyx lsYl 

okmpj miyC/k gS] tks fuEu izdkj gSA 

 lsYl bUokWbl ¼viathfØr O;ikjh] TIN vuqIyC/k rFkk vfUre miHkksDrk m/kkj 

fcØh ds fy,½ 

 VSDl bUokWbl ¼iaftfØr O;ikjh] TIN mIyC/k½ 

 dS'k eseks ¼vfUre miHkksDrk dks udn fcØh dh n”kk esa½ 

 

 
 
 

 
 

 
 
 

 
 

 
 

  
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
Gateway of Tally Accounts Vouchers  F4 

(Contra) 

 
Gateway of Tally Accounts Vouchers  F5 

(Payment) 

 

 
Gateway of Tally Accounts Vouchers  

F6 (Receipt) 

 

 
Gateway of Tally Accounts Vouchers  F7 

(Journal) 
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Gateway of Tally Accounts Vouchers  F8 

(Sales) 

 

 
Gateway of Tally Accounts Vouchers  

Ctrl + F8 (Credit Note) 

 

 
Gateway of Tally Accounts Vouchers  Ctrl + 

F9 (Debit Note) 

 

 
Gateway of Tally Accounts Vouchers  

Alt + F4 (Sales Order) 

 

 
Gateway of Tally Accounts Vouchers  Alt 

+ F8 (Delivery Note) 

 

 
Gateway of Tally Accounts Vouchers  

F9 (Purchase) 
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okmpj  ,UVªh & 

okmpj  ,UVªh ds ek/;e ls ge lkSnksa rFkk ysu nsu ds fooj.kksa ¼fjdkMZ½ dh ,UVªh djrs 

gSA VSyh esa okmpj ,UVªh nks i)fr }kjk fd;k tkrk gSA 

 ,dy ,UVªh }kjk (Single Entry Mode) 

 f}rh; ,UVªh }kjk (Double Entry Mode) 

VSyh] lkSnks dh ,UVªh djus ds fy, igys ls flaxy ,UVªh eksM okmpj miyC/k djkrh gS] 

bl eksM esa ges fdlh fof'k"V ysu&nsu ds fy, mRrjnk;h [kkrs dks fufnZ"V djuk gksrk 

gS rFkk lkFk gh lkFk blds lkis{k MsfcV vFkok ØsfMV gksus okys [kkrs dks /kujkf'k 

lfgr crkuk gksrk gSA [kjhn ,oe~ fcØh ds fy, gesa VSyh esa okmpj bUokbl eksM esa Hkh 

feyrs gSA bUokbl eksM esa cus lsYl okmpj dks ge xzkgd dks bUVªwesUV ds rkSj ij ns 

ldrs gSA Mcy ,UVªh eksM eas geas MsfcV ,oe~ ØsfMV gkssus okys nksuks izdkj ds [kkrkas ds 

ckjs esa vyx&vyx mudh /kujkf'k ds lkFk crkuk gksrk gSA To/By vFkok Cr/Dr }kjk 

VSyh esa ØsfMV vFkok MsfcV dks bafxr fd;k tkrk gSA 

 
Gateway of Tally Accounts Vouchers  Alt 

+ F9 (Receipt Note) 

 

 
Gateway of Tally Accounts Vouchers  Alt 

+ F4 (Purchase Order) 
 

 

 
Gateway of Tally Accounts Vouchers  Alt + F10 (Memorandum) 
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okmpj  ,UVªh  dks ge viuh vko';drkuqlkj ,oe~ lqfo/kkuqlkj dLVekbt dj ldrs 

gSA dLVekbt djus ds fy, gesa dEiuh dkWUQhxjs'ku eas ifjorZu djuk gksxkA okmpj 

dkWUQuhxjs'ku rd tkus ds fy, F12 cVu nck,saA ,d fMLIys vk,xk bl  fMLIys esa 

gesa General fodYi dks lsysDV djds ,UVj djuk gksxkA dEiuh dh okmpj  ,UVªh 

dLVekbt djus dk fMLIys vk tk,xkA bl fMLIys essa ge viuh vko';drkuqlkj Yes 

vFkok No esa ifjorZu djsaxs vkSj vUr esa Lohdkj (Accept) djsaxsA okmpj  ,UVªh 

dLVekbt gks tk,xhA 

 
 
 

 
  

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 

Qkbuy fjiksVZ & 

 cSysUl'khV 

 izkWfQV ,.M ykWl vdkmUV  

 LVkWd lejh 

 jsf'k;ks vukfyfll 

cSysUl 'khV & 

cSysUl 'khV] fdlh dEiuh ds fdlh fo'ks"k fnukad dks mldh foÙkh; ekeyksa dh n'kk 

n'kkZrh gSA cSysUl'khV esa gesa nkf;Ro ,oe~ lEiÙkh ls lEcfU/kr [kkrksa dh lwph izkIr 

gksrh gSA VSyh esa tSls gh dksbZ okmpj ,UVªh dh tkrh gS cSysUl 'khV rqjUr gh viMsV 

gks tkrh gSA VSyh esa cSysUl'khV izkIr djus ds fy, dksbZ fo'ks"k izfØ;k ugha viukuh 

gksrh gSA cSysUl'khV ns[kus ds fy,A 

xsVos vkWQ VSyh & cSysUl 'khV 

 

izkWfQV ,.M ykWl vdkmUV ¼ykHk&gkfu [kkrk½& 

izkWfQV ,.M ykWl vdkmUV ds ek/;e ls fdlh fo'ks"k vof/k esa dEiuh ds vkijs'kuy 

ifj.kke n'kkZ, tkrs gSA blds vUrxZr dEiuh ds fo'ks'k vof/k esa vk; rFkk O;; ds Hkh 

[kkrksa dh lwph izkIr gksrh gS ftUgsa VSyh esa xzwi ds vk/kkj ij lwphc) fd;k tkrk gSA 

izkfQV ,.M ykWl vdkmUV okmpj  ,UVªh djrs tkus ij Lor% Rofjr <ax ls viMsV 

 
Gateway of Tally Accounts Vouchers  

Voucher Configuration (F12) 

 
Gateway of Tally 

Company Configuration 

(F12) 
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gksrh jgrh gSA izkWfQV ,.M ykWl vdkmUV dks izkIr djus ds fy, dksbZ fo'ks"k izfØ;k 

ugha viukuh gksrh gSA izkWfQV ,.M ykWl vdkmUV ns[kus ds fy,  

xsVos vkWQ VSyh & izkfQV ,.M YkkWl vdkmUV 

LVkWd lejh & 

LVkWd lejh fdlh fo'ks’k fnu dk miyC/k LVkWd dk fooj.k gksrk gSA ;g lejh] okmpj 

,UVªh djrs le; Lor% viMsV gksrh jgrh gS rFkk pkyw le; esa LVkWd dh fLFkfr n'kkZrh 

jgrh gSA bl fooj.k dks VSyh eas miyC/k lqfo/kk dk iz;ksx djds bls vko';drk ds 

vuq:i ifjofrZr djds ns[k ldrs gSA LVkWd ds vkokxeu dks ,d fjiksVZ eas ns[kk tk 

ldrk gSA 

VSyh LVkWd lejh dks ,d izkFkfed fjiksVZ ds :i esa ysrh gS vkSj bls lh/ks gh xsVos 

vkWQ VSyh esa miyC/k djkrh gSA 

LVkWd lejh dks ns[kus ds fy, 

xsVos vkQ VSyh & LVkWd lejh 

jsf'k;ks vukfyfll & 

jsf'k;ks vukfyfll ,d ,dy ijQkWjesUl fjiksVZ gksrh gS tks fd fdlh ,d vof/k ds 

fy, cu+h gksrh gSA blds ek/;e ls gesa dEiuh ds ijQkesUl ds ckjs esa egRoiw.kZ 

lwpuk,a ,oe~ lwpukad izkIr gksrs gSA dEiuh ds mPp inklhu vf/kdkjh bl fjiksVZ dk 

fo'ys"k.k djds Hkfo"; dh ;kstuk,a cukrs gSA jsf'k;ks vukfyfll ns[kus ds fy, 

xsVos vkWQ VSyh & jsf'k;ks vukfyfll 

VSyh QksVZ & 

VSyh ds fMLIys esU;w dks VSyh QksVZ Hkh dgrs gS VSyh QksVZ esa fuEu ds ckjs esa lwpuk,¡ 

izkIr gksrh gSA 

 vdkmUV 

 LVkWd 

 fcYl is;cy 

 VSDls'ku 

 vdkmUV dk fooj.k bR;kfnA 

VSyh QksVZ rd tkus ds fy, & 

xsVos vkQ VSyh & fMLIys ¼VSyh QksVZ½ 

VSyh QksVZ ds ek/;e ls vkSj vkxs tkdj fuEu egRoiw.kZ 

fjiksVZ izkIr dh tk ldrh gSA 

 lsYl jftLVj 

 ijpst+ jftLVj 

 oSV fjiksVZ                  

 Vªk;y cSysUl 

 dS'k cqd 

 Ms cqd 

 vdkmUV dk fooj.k bR;kfn 

 
 

 

xsVos vkQ VSyh & fMLIys 

¼VSyh QksVZ½ 
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Gateway of Tally Balance Sheet  Alt + F1 

 
Gateway of Tally Balance Sheet 

 
Gateway of Tally  Display  Accounts  

Ledger 

 
Gateway of Tally  Display  Accounts  

Ledger  Alt + F1 

 

 
Gateway of Tally Profit & Loss 

 

 
 

 
Gateway of Tally Profit & Loss  Alt + F1 
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Special Key Combination 
 

Windows Functionality Availability 

F1 To select a company 
To select the Accounts Button 

and Inventory buttons 

At all masters menu screen 
At the Accounting / Inventory 

Voucher creation and alteration 

screen 

F2 To change the menu period At almost all screens in TALLY 

F3 To select the company At almost all screens in TALLY 

F4 To select the Contra voucher At Accounting / Inventory Voucher 

creation and alteration screen 

F5 To select the Payment voucher At Accounting / Inventory Voucher 
creation and alteration screen 

F6 To select the Receipt voucher At Accounting / Inventory Voucher 
creation and alteration screen 

F7 To select the Journal voucher At Accounting / Inventory Voucher 

creation and alteration screen 

F8 To select the Sales voucher At Accounting / Inventory Voucher 
creation and alteration screen 

F8  
(CTRL+F8) 

To select the Credit Note 
voucher 

At Accounting / Inventory Voucher 
creation and alteration screen 

F9 To select the Purchase voucher At Accounting / Inventory Voucher 

creation and alteration screen 

F9  
(CTRL+F9) 

To select the Debit Note 
voucher 

At Accounting / Inventory Voucher 
creation and alteration screen 

F10 To select the Reversing Journal 
voucher 

At Accounting / Inventory Voucher 
creation and alteration screen 

F10 To select the Memorandum 

voucher 

At Accounting / Inventory Voucher 

creation and alteration screen 

F11 To select the Functions and 
Features screen 

At almost all screens in TALLY 

F12 To select the Configure screen At almost all screens in TALLY 

ALT + 2 To Duplicate a voucher At List of Vouchers – creates a 
voucher similar to the one where 

you positioned the cursor and used 
this key combination 

ALT + A To Add a voucher At List of Vouchers – adds a 
voucher after the one where you 

positioned the cursor and used this 
key combination. 
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ALT + C To create a master at a voucher 

screen (if it has not been 
already assigned a different 

function, as in reports like 
Balance Sheet, where it adds a 

new column to the report) 

At voucher entry and alteration 

screens, at a field where you have 
to select a master from a list. If 

the necessary account has not 
been created already, use this key 
combination to create the master 

without quitting from the voucher 
screen. 

ALT + D To delete a voucher 

To delete a master 

(if it has not been already 
assigned a different function, as 

explained above) 

At Voucher and Master (Single) 
alteration screens. Masters can be 

deleted subject to conditions, as 
explained in the manual. 

ALT + E To export the report in ASCII, 

SDF, HTML OR XML format 

At all reports screens in TALLY 

ALT + I To insert a voucher At List of Vouchers – inserts a 

voucher before the one where you 
positioned the cursor and used this 

key combination. 

ALT + O To upload the report at your 

website 

At all reports screens in TALLY 

ALT + M To Email the report At all reports screens in TALLY 

ALT + P To print the report At all reports screens in TALLY 

ALT + R To remove a line in a report At all reports screens in TALLY 

ALT + S To bring back a line you 
removed using ALT + R 

At all reports screens in TALLY 

ALT+ V From Invoice screen to bring 
Stock Journal screen 

At Invoice screen à Quantity Field 
à Press Alt + V to select the Stock 

Journal. 

ALT + W To view the Tally Web browser. At all reports screens in TALLY 

ALT + X To cancel a voucher in Day 

Book/List of Vouchers 

At all voucher screens in TALLY 

ALT + R To Register Tally At Licensing Menu in TALLY 

CTRL + A To accept a form – wherever 
you use this key combination, 

that screen or report gets 
accepted as it is. 

At almost all screens in TALLY, 
except where a specific detail has 

to be given before accepting. 

CTRL + B To select the Budget At Groups/Ledgers/Cost Centres/ 
Budgets/Scenarios/Voucher Types/ 

Currencies (Accounts Info) creation 
and alteration screen 
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CTRL  + C To select the Cost Centre 

 

To select the Cost Category 

At Groups/Ledgers/Cost Centres/ 

Budgets/Scenarios/Voucher Types/ 
Currencies (Accounts Info) creation 

and alteration screen 

At Stock Groups/ Stock Categories/ 
Stock Items/ Reorder Levels/ 

Godowns/ Voucher Types / Units of 

Measure ( Inventory Info)  
creation/alteration screen 

CTRL+ E To select the Currencies At Groups/Ledgers/Cost Centres/ 
Budgets/Scenarios/Voucher Types/ 

Currencies (Accounts Info) creation 
and alteration screen 

CTRL + G To select the Group At Groups/Ledgers/Cost Centres/ 
Budgets/Scenarios/Voucher Types/ 

Currencies (Accounts Info) creation 
and alteration screen 

CTRL + I To select the Stock Items At Stock Group/ Stock Categories/ 
Stock Items/ Reorder Levels/ 

Godowns/ Voucher Types / Units of 
Measure ( Inventory Info)  

creation/alteration screen 

CTRL + L To select the Ledger At Groups/Ledgers/Cost Centres/ 

Budgets/Scenarios/Voucher Types/ 
Currencies (Accounts Info) creation 

and alteration screen 

CTRL + O To select the Godowns At Stock Group/ Stock Categories/ 

Stock Items/ Reorder Levels/ 
Godowns/ Voucher Types / Units of 

Measure ( Inventory Info)  

creation/alteration screen 

CTRL + Q To abandon a form – wherever 
you use this key combination, it 

quits that screen without 

making any changes to it. 

At almost all screens in TALLY. 

CTRL + Alt + 
R 

Rewrite data for a Company From Gateway of Tally screen 

CTRL + S Allows you to alter Stock Item 
master 

At Stock Voucher Report and 
Godown Voucher Report 

CTRL + U To select the Units At Stock Groups/ Stock Categories/ 
Stock Items/ Reorder Levels/ 

Godowns/ Voucher Types / Units of 
Measure ( Inventory Info)  
creation/alteration screen 
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Ctrl + V To select the Voucher Types At Groups/Ledgers/Cost Centres/ 

Budgets/Scenarios/Voucher Types/ 
Currencies (Accounts Info) creation 

and alteration screen 

ALT + F1 To close a company 

To view detailed report 

To explode a line into its details 

At all the menu screen 

At almost all report screen 

At almost all screens in TALLY 

ALT+ F2 To change the system period At almost all screens in TALLY 

ALT + F3 To select the company info 
menu 

To create/alter/shut a Company 

At Gateway of Tally screen 

ALT + F4 To select the Purchase Order 
Voucher Type 

At Accounting / Inventory Voucher 
creation and alteration screen 

ALT + F5 To select the Sales Order 
Voucher Type 

To view monthly and quarterly 

report 

At Accounting / Inventory Voucher 
creation and alteration screen 

At almost all report screens in 
TALLY 

 

ALT + F6 To select the Rejection Out 

Voucher Type 

To change the Sales Order 
Voucher Type 

At Accounting / Inventory Voucher 

creation and alteration screen 

ALT + F7 To select the Stock Journal 
Voucher Type 

To accept all the Audit lists 

At Accounting / Inventory Voucher 
creation and alteration screen 

At Tally Audit Listing screen 

ALT+ F8 To select the Delivery Note 

Voucher Type 

To view the Columnar report 

At Accounting / Inventory Voucher 

creation and alteration screen 

At Ledger Voucher screen 

ALT + F9 To select the Receipt Note 

Voucher Type 

At Accounting / Inventory Voucher 

creation and alteration screen 

ALT + F10 To select the Physical Stock 

Voucher Type 

At Accounting / Inventory Voucher 

creation and alteration screen 

ALT + F12 To filter the information based 
on monetary value 

At almost all report screens 

CTRL + ALT 
+ F12 

Advanced Config At Gateway of Tally 

 

PgUp Display previous voucher during 

voucher entry/alter 

At voucher entry and alteration 

screens 
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PgDn Display next voucher during 

voucher entry/alter 

At voucher entry and alteration 

screens 

 

ENTER To accept anything you type 
into a field. 

To accept a voucher or master 

To get a report with further 

details of an item in a report. 

You have to use this key at most 
areas in TALLY 

At the receivables report – press 
Enter at a pending bill to get 

transactions relating to this bill 
(e.g., original sale bill, receipts and 

payments against this bill, etc) 

ESC To remove what you typed into 
a field 

To come out of a screen 

To indicate you do not want to 

accept a voucher or master. 

At almost all screens in TALLY. 

SHIFT + 

ENTER 

Collapse next level details At Voucher Register screen and 

Trial Balance report 

SHIFT + 
ENTER 

To explode a line into its details In almost all Reports: 

At a Group/Stock Group/Cost 
Category/Godown/Stock Category 

– displays Sub Groups and 
Ledgers/Stock Items/Cost 

Centres/Secondary 
Godowns/Secondary Stock 

Categories 

At a Voucher – displays its entries 
and narration 

At a Stock Item- displays its 
godowns and batch details 

At Voucher Register screen – 

displays the next level details 

At Trial Balance report - displays 

the next level details 

CTRL + 

ENTER 

To alter a master while making 

an entry or viewing a report 

At voucher entry and alteration 

screens 

At all reports 

 


