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Corporations, Statutory, Goodwill, etc)

Authorities etc. )

Wam?ﬁmﬁﬁrmwﬁwﬁﬂweﬂmmé’r%mma%
1oy fhy ST4@iel. olf—a+ 312dT diel &l Ush a9y urey 9 fafder, fafded,
U Y H gHIRAd o I forar Srar 2| I8 a9y urey 81 ool $eddl ¢ |

fdgd il —
U gL Sl ardide afdd, saRdide Jfdd slgdr afdadl @ ufae 9
JHEMIT B0 8, S IfdaiTd Wd Hed o |

IS Wd —

IRAfAd @A 7 9 9 & UBR D B T YA dRadd @ UaH SR
qrIfde @ | fdfesT, wHR, dw, 7RI gefe qd ardfde @ral &
ISRV 2 Wifh $= <@ JAl A8gd [HAT S Fhal & a1 I T4 9K
Aiftes ®u # Sueel W& B, g9 AfRad §B rfd dNafdd awqu Bk ©
ST <@ a1 B3 7T&1 S AT 3R I HIfdd ©U | SUAl Bl &, TR AR

H BT NI T WANT BT & | S ¢ AT, Jefdel s |




Accounting Package

3 Hifaes wY H I A IR D @I [P Hildd wd H AL 9 B
Il I RS & WA aRAfAd Wial & T 37 2 |

AEE B W —

TS ATARN B AR H HF @I A 8Id & AT D! §Y 3 8l g | A
AT I & AU W AHIE D W e OId & Fifdh I WA dad U faxi
9y & oI B 2 3R oFTel foRTg a9 4 I8 Y T URM™H JBfadl & |1 of
ST ST 2§ |

THefT & | —

1. O a1 © 98 Sfde T S SIdr © 98 Hhisc Il © |
2. YIdddl Sfde BT € OAT S dTall Hhisc BT ¢ |
3. it @ vaw it Sfae qor wft emy van o #fse B

Gl & FAHIGIOT & IR R QIdl BT GATHRT Yol | FRI-Hd @, TRl |
[HET G, IR AT @, ok GOaHERd @7, e S
Gran, Tdt W R @ral & g e fhgr AT e der A 1 UGR ©
BId ¥ |

ST (eI (T @) —
U 9 W ST AT & STEH, $ QNI I1d] HIT B 9 dRe Iy I

W AW H Py I T T JIE @d ded © | gAN Rl H U 99 @d Sl
ATl @ Hod DI 961 Adhd 5. I8 Ucde] Wd HEd o |

E@@WW(@WH@)—
v 9T Wd ST faphd SRF 3irar e & 91e fhu ST © st T @l

AT 9™ H Y T4 T4S= Ve WY $Ed 2| I 9l Wd Al B g W
DI UAd T8l SlciansiUg g M TSl od & | 397 Gl Tl Pl gASISNaC
TRTIRISH 1T UET W HEd ¢ |

q{

ZITS'WWHC’DN?Hm&IISldléﬁﬁ@ﬁulwqﬁ&dl%wm
WU -Gl BT U FRT IET MGl 8, difd g9d Aedg 9 iy fdaror g9y
ST 9D | 39 DR W W IH % UfNIud ol W1 ®Ed Eal
SRT FAUH St | forRar SIrar 8 e 919 39 g ol O ook ded &, H
RIAIRT fHar S 81 9Hd 9 ook H oFd—<ed & &Rl P
gfehar TIRET dgodl 2 |




Accounting Package

SJN Pvt. Ltd.
Ledger A/c of: M/S Raj & Company

Date Particular II': Debit Credit Balance (I:)rr/
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 Chqg. 1234 | 18 8500.00 6000.00 | Cr
S —

IJg UPh i@l § OTIH oF—<d Jdr Al & ORI 39 UBR W@, Satie &
TP I & SR TP [qdT Uk 3 3Mfdd Wrdi ®f sfde fhar &iar & @1 sas
foog T 1 th H e @Al Bl Bfee fhar S 81 Sl Wl BT B
qedTd 39 GHERId ook ¥ ke fhar Srar € dife dog ura fhan o1 9 |

IN THE BOOKS OF SIN Pvt. LTd.

Journal
Date Particular L.F Dr. Cr.
Amount Amount
(Rs.) (Rs.)
01-01- Furniture A/c .4 Dr. 4000.00
2010 Machinery A/c ... DBr. 20000.00
Debtors A/c . Dr: 5000.00
To Capital A/c 20000.00
To B/P A/c 2000.00
To Creditors A/c 7000.00
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IR Tl
arSTR— ST cl feT® 31.03.2010
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Home Screen of Tally (Company Info)
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Company creation screen

ST DLFANA F BT BT I 3R Tex SdY 31d HHIAT TDISCT &
forg IR 2 )T fedl sRoae AT & BT o § uRadd wAr g, ar
ey, (Alter) @ e | B4 fhdl ot gaar H uRadd &R & dl JaR
ABA © | DA DI Gl Bl aRaiid &1 & o7y S BT o= R Alt

+ F3'qq) gad gl 4 9 Alter [y g+ | Sl & ARl o ol gl
TR MG RSTqH el o1 uRafdd o= O |9 fHar S |adr 2 |

(1] L

Sencl Lamdanrs
BHLE Coenpany
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Select company screen with list of the companies.
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Gateway of tally screen

SR (Ledger) —
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2| IRad H ook TP a9y Urey BT ® e fodl v s | fsl
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(Multiple Ledger Creation)“@ HeU¥) U 9R H g1 Fhd 8 | Aecludl ook
T | B ook 9 SRR/ s AT T8l IR A |
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STaOR INfo.
Vouwchear Types

Qur = Vabegbvis
Capred Acooamt B0 Cana Ao
Gateway of Tally=>Accounts Info. lsse S—
| Tan dvimaton

Single Ledger

Creat S
reate e e

i Deerang Nuarde e W Ay o m J
Display - — [ L T

Alter lins
Multiple Ledgers e — —_— — "':,E:;

CReate Gateway of Tally->Accounts—>Ledger - Create (Ledger

el Creation)

Quit

Gateway of Tally=>Accounts—>Ledger
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Features (F1)
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Gateway of Tally 2 (F11) Company Features
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BTy —
Sael doy HaCS —
e faa 918 fad —
IoTs 37 de Red -
Vat/Tax Class —
2. oloR 9™ —
BTy —
SAel Aoy AHACS —
e faa 918 fad —
Iofs 37 de Red -
Vat/Tax Class —
3. oloR 9™ —
3sX —
crgy Of Duty/ Tax —
Vat/Tax Class —
4.  ooR 9™ —
3sX —
<rg9 Of Dutyes —
Vat/Tax Class —

92 (IoYg VS <) —

Purchase Accounts
Yes

Yes/ No

Yes

Purchase @ 4%
Sales Account
Purchase Accounts
Yes

Yes/ No

Yes

Sales @ 4%

Input VAT @ 4%
Duties % Taxes
VAT

Input Vat @ 4%
Outlent.Vat @ 4%
Duties & Taxes
VAT

Output @ 4%
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Gl IR — 145.60
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FhIS A9 9941 (Unit of Measure) —

ﬁﬁ_méﬁ—ﬁﬁm—qﬁzﬁﬁw—mwmzww

SR —
Sl
3Hh

Inventory Info.
Create

wI0ck BTLURs

Sinck Fems

Urils Cf fease

Woucher Iyaes

ok Quit
Gateway of Gateway of

Tally=> Inventory Info Tally=> Inventory Info->.

Units of Measure

P g 9T —

N AI9E PI SHIS BT Udid o1 8T ®, R SH$T aRafdd -, TIHAd
SHE & forg, o H O g & I R TR IR < B |

Tyhe : Blmple
Symonl - Pes

Fomal ke @ Fizces

Humrber of Decimal Plar=s
Accept ?

Yas of Na
Gateway of Tally=> Inventory
Info->.

Units of Measure - Create
(Unit Creation)

Aed i ol — T S — D qu — fhYC/UREHAI: TR BT | I
Ugd B Wd H AW, S U, b MG, B 3msew § USs —
"No" 3 # T T Bl S PR T &R, & YaRIC B < |

Bingle Bteck Graup
crage Ne:r*'—; Computer \
fakas] |
Hultipks Stock Greups ‘
Unoer : U Primary
CReat
0an Guzantiies of tems o= ADDED Accept?
Gt Yes ot No
Gateway of Tally=>Inventory
Gateway of Info> Stock Groups = Create

Tally=> Inventory
Info> Stock Groups

(Stock Group Creation)

Ted 3 Cell’— Sd<l S — ICld 3MMgcH — fhUlc W HH;: facdd Y|

SHHEH Wi BT M, 7S YU, SHs IR TRIC HR AT & |

SJN Pyt itd

Btock ltem Creation
Name  Key Board
e}
8ing € Stock ltem
Creze R s
nis Pes

Multipte Etock Items

CReate

Quit
Openkyg Bataxe
Gateway of
Tally-> Inventory Info>
Stock Items

Quantey

Tax Infnimation
Fate of Daty (ag &) ]

Commaddy Code

Rate per W Aecepts

Yes o Xo

'Gateway of Tally->Inventory Info> Stock Items
-> Create (Stock Item Creation)
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Gateway of Tally=> Accounts Vouchers —)

Gateway of Tally> Aceounts Vouchers 2> F7
F6 (Receipt)

(Journal
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Gateway of Tally-> Accounts Vouchers > F8 Gateway of Tally> Accounts Vouchers >
(Sales) F9 (Purchase)

A W 7/ a

g?:fiv?:% OEIaéI%T\I) ,:‘ccounts Vouchers _) Gateway of Tally=> Accounts Vouchers > Ctrl +
(Cre ote) F9 (Debit Note)

e e
Rt

Gateway of Tally-> Accounts VVouchers 2>

Alt + F4 (Sales Order)

Gateway of Tally> Accounts Vouchers > AIt
+ F8 (Delivery Note)



LT o B e okl
oy A T L Taant W b A Ty S CT G, - m TotyCobd Mombim | ()
|
|

SaSUwaiyegs Mlaisiscasns o ,MA 3 z N0 S v nen e B 2 ot T
[3 \ [ i ney 1 » .

o - n L -

"

Accounting Package
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Gateway of Tally> Accounts Vouchers > Al Gateway of Tally> Accounts Vouchers > Alt
+ F4 (Purchase Order) + F9 (Receipt Note)

Pl

L L
v"u

Lapman 4 1y Sasnn | p— et ] Ton 2 ow o

Gateway of Tally=> Accounts Vouchers = Alt + F10 (Memorandum)
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e Uhel Ul KT (Single Entry Mode)

o fgdra U= g1 (Double Entry Mode)
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PSR TGl Bl FH (Ul AMAWIBATTAR UgH GIAITTAR HICATSS DR Fahe]
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Accounting Youchers

Configuration
Skip Date field in Create Mode (faster entryl) i Yes
Use Single Entry mode for Pymt/Rept/Contra 7 Yes
Shaw Inventory Details ? Yes General
Show Table of Bill Details for Selaction ? Yes Numeric Symbols
Show Bill-wise Details ? Yes
Expand into multiple lines ? Yes AcCcts / Inventony Info.

Show Ledger Cuarrent Balances 7 Yes
Show Balances as on Youcher Date 7 No Youcher Entry
Use Payment/Receipt as Contra 7 Ho Invnice / Orders Entry
Allow Cash Accounts in Journals ? No o
Lse CrDr instead of To/By during entry ? No Printing
WWarn on Negative Cash Balance 7 Yes
Pre-Allocate Bills for Payment/Receipt ? No Connectivity
Allow Expenses/Fixed Assets in Purchase Wouchers ? Mo Licensing
Allow Income Accounts in Sales “Vouchers ? No

Shop

Inventory Youchers

Quit
Use Ref Mumber in Stock Journal ? No
Warn an Megative Stock Balance 7 Yes
Haonaor Expiry Dates usage for Batches 7 Yes
Show Balances as on “oucher Date 7 Ho Gateway Of Ta”ye

Company Configuration
Gateway of Tally=> Accounts Vouchers - (F12)
Voucher Configuration (F12)
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L2y

Gateway of Tally - Display > Accounts > Gateway of Tally > Display > Accounts
Ledger Ledger > Alt + F1
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Special Key Combination

Windows Functionality Availability
F1 To select a company At all masters menu screen
To select the Accounts Button At the Accounting / Inventory
and Inventory buttons 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 scfeens in TALLY
F4 To select the Contra voucher |At Accounting / Inventery 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 To select the Credit Note At Accounting / Inventory Voucher
(CTRL+F8) voucher creation and alteration screen
Fo To select the/Purchase voucher|At Accounting / Inventory Voucher
creation and alteration screen
F9 To select'the Debit Note At Accounting / Inventory Voucher
(CTRL+F9) voucher creation and alteration screen
F10 To select theyReversing Journal | At Accounting / Inventory Voucher
voucher creation and alteration screen
F10 To select the Memorandum |At Accounting / Inventory Voucher
voucher creation and alteration screen
F11 To select the Functions and At almost all screens in TALLY
Features screen
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| At voucher entry and alteration
screen (if it has not been screens, at a field where you have
already assigned a different to select a master from a list. If
function, as in reports like the necessary account has not
Balance Sheet, where it adds a [ been created already, use this key
new column to the report) combination to create the master
without quitting from the voucher
screen.
ALT + D To delete a voucher At Voucher and Master (Single)
alteration screens. Masters can be
To delete a master deleted subject to conditions, as
(if it has not been already explained in the manual.
assigned a different function, as
explained above)
ALT + E To export the report in ASCII, At all reports screens,in TALLY
SDF, HTML OR XML format
ALT + 1 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 At all’reports screens in TALLY
website
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 At all reports screens in TALLY
removed using’ALT + R
ALT+ V From Invoice screen to bring | At Invoice screen a Quantity Field
Stock Journal screen a Press Alt + V to select the Stock
Journal.
ALT + W, 1 To view the Tally Web browser.| At all reports screens in TALLY
ALT + X To cancel a voucher in Day At all voucher screens in TALLY
Book/List of Vouchers
ALT +R To Register Tally At Licensing Menu in TALLY
CTRL + A To accept a form — wherever At almost all screens in TALLY,
you use this key combination, | except where a specific detail has
that screen or report gets to be given before accepting.
accepted as it is.
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<nfo) creation

and alteratign 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 Steck 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 At all the menu screen
To view detailed report At almost all report screen
To explode a line into its details| 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 At Gateway of Tally s€reen
menu
To create/alter/shut a Company
ALT + F4 To select the Purchase Order |At Accounting / Inventory Voucher
Voucher Type creation and alteration screen
ALT + F5 To select the Sales Order At Accounting /Inventory Voucher
Voucher Type creation and alteration screen
At almost all report screens in
To view monthly and quarterly TALpLY
report
ALT + F6 To select the Rejection’Out [At ACcounting / Inventory Voucher
Voucher Type creation and alteration screen
To change the/Sales Order.
Voucher Type
ALT + F7 To selectthe Stock Jeurnal |At Accounting / Inventory Voucher
Voucher Type creation and alteration screen
At Tally Audit Listing screen
To accebt all the Audit lists Y g
ALT+ F8 To.select the Delivery Note |At Accounting / Inventory Voucher
Voucher Type creation and alteration screen
At Ledger Voucher screen
Tolview the Columnar report g
ALT +F9 To select the Receipt Note At Accounting / Inventory Voucher
Voucher Type creation and alteration screen
ALT +.F10 To select the Physical Stock |At Accounting / Inventory Voucher
Voucher Type creation and alteration screen
ALT + F12 | To filter the information based At almost all report screens
on monetary value
CTRL + ALT Advanced Config At Gateway of Tally
+ F12
PgUp Display previous voucher during| At voucher entry and alteration

voucher entry/alter

screens
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PgDn Display next voucher during At voucher entry and alteration
voucher entry/alter screens
ENTER To accept anything you type | You have to use this key at most
into a field. areas in TALLY
To accept a voucher or master | At the receivables report — press
To get a report with further t Er:]ter ?.t i penld'tf‘r? th” Eﬁ.gleat.”
details of an item in a report. ransactions refating to this bl
(e.g., original sale bill, receipts and
payments against this bill, etc)
ESC To remove what you typed into| At almost all screens,in TALLY.
a field
To come out of a screen
To indicate you do not want to
accept a voucher or master.
SHIFT + Collapse next level details At Moucher Register screen and
ENTER Trial Balance report
SHIFT + |To explode a line into its details In almost all Reports:
ENTER At @ 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 + To alter a master while making | At voucher entry and alteration
ENTER an entry or viewing a report screens

At all reports




