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1.0 Objectives

After completing the study of this unit you will---
know briefly about Computer Networking
read about the Network Hardware
study the Types of Networking
come to know Uses and Advantages of Internet
learn about the Distinction between Internet arichiret
study the Various Concept of Networking
learn about the Creation of E-mail Account

1.1 Introduction

The Internet is what we call a meta-network, tBaainetwork of networks that spans the globe.
It's impossible to give an exact count of the nunmddenetworks or users that comprise the Interiet,
it is easily in the thousands and millions respetyi. The Internet employs a set of standardized
protocols which allow for the sharing of resourcasmong different kinds of computers that
communicate with each other on the network. Thésedsards, sometimes referred to as the Internet
Protocol Suite, are the rules that developers adioewhen creating new functions for the Internet.

1.2 Subject Explaination

1.2.1 Uses of Networking

The Internet is simply a network of hundreds ofugends of computers all over the World,
connected in a way that lets other computers a¢néssnation on them. So if a computer is connected
to the Internet, in principle, it can be connectedany other computer on the network. Today, the
Internet comprises more than 45000 regional, natiand international networks, which connect more
than 30 million people in over 200 countries. Thigludes organizations, schools, universities,
companies, governments, groups and individuals. Trternet can be used as a supplement to
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traditional instructional methods. To complementieature, instructors may ask students to find
specified Web sites to gain more in-depth knowledigeut a particular topic. An instructor may also
ask students to search the Internet for informatoanservices offered in a particular location. In
preparation for a class topic such as diversitydeits may be asked to search the Internet to learn
about different ethnic groups or populations ak.ri§he Internet may also be used to replace the
traditional classroom lecture. A number of coursesbeing developed in which portions of the course
or the entire courseware offered via the Intermée instructor may place course notes on Web pages,
may create a video recording of a live lectureviewing on the Internet, or use combinations ofthe
ideas.

By the turn of the century, information, includiagcess to the Internet, will be the basis for
personal, economic, and political advancement. gdular name for the Internet is the information
superhighway. Whether you want to find the latesaricial news, browse through library catalogs,
exchange information with colleagues, or join ifively political debate, the Internet is the tobat
will take you beyond telephones, faxes, and isdla@mputers to a burgeoning networked information
frontier. The Internet supplements the traditiotwalls you use to gather information, Data Graphics,
News and correspond with other people. Used skillfuhe Internet shrinks the world and brings
information, expertise, and knowledge on nearlyrggebject imaginable straight to your computer.

1.2.2 Network Hardware

The geometrical arrangement of computer recoursasiote devices and communication
facilities is known as network hardware or netwstkucture. A computer network is comprised of
nodes and links. A node is the end point of anydinan a computer, a terminal device, workstation o
an interconnecting equipment facility. A link iscammunication path between two nodes. The terms
“circuit” and “channel” are frequently used as sypms for link. A network structure determines which
element in a computer network can communicate wabh other. There are three basic network
structures Star, Bus and Ring.

A) Star Network: The most common structure or topology known as re¢twork is characterized by
communication channels emanating from centralizedputer system as shown in the following figure.

-

Figure 1.1 : Star Network

That is, processing nodes in a star network intareot directly with the central system. Each
terminal, small computer or large main frame cammumnicate only with the central site and not with
other nodes in the network. If it is desired togmait information from one node to another, it &en
done only by sending the details to the centrabnpadhich in turn sends them to the destinationtahk s
network is particularly appropriate for organizasahat require a centralized data base or a ¢ieptia
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processing facility. For example, a star networkyrba used in banking for centralized record keeping
in an online branch office environment.

B) Bus structure: This structure is very popular for local area netsoln this structure or topology, a

single network cable runs in the building or cam@rsl all nodes are linked along with this

communication line with two endpoints called thesbor backbone. Two ends of the cable are
terminated with terminators. Bus structure is shawiie figure 1.2.
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Figure 1.2 : Bus Structure

C) Ring Network: This is yet another structure for local area neksoin this topology, the network
cable passes from one node to another until aks@de connected in the form of a loop or ring.réhe
is a direct point link between two neighboring ned€hese links are unidirectional which ensures tha
transmission by a node traverses the whole ring @mes back to the nodes, which made the

transmission.
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1.2.3 Types of Network

A) Local Area Networks: A local area network is best defined in terms @&f purpose it is meant to
serve rather than in terms of how it does it. Aalcarea network is primarily a data transmissiosteay
intended to link computers and associated devigdsna restricted geographical area; however many
suppliers propose to include speech in their systdihe linked computers and related equipments may
be anything from full scale mainframe computingteyss to small desktop office workstations,
terminals, peripherals etc.
The main attributes of present day local area nddsvcan be summarized:-
- Inexpensive transmission media.
- Inexpensive devices (modems, repeaters and traesct interface to the media.
- Easy physical connection of devices to the media.
- High data transmission rates.
- Network data transmissions are independent ofdtesused by the attached devices, making it
easier for devices of one speed to send informatiatevices of another speed.
- A high degree of inter-connection between devices.
- Every attached device having the potential to comoate with every other device on the
network.
- There is seldom a central controlling processorctvipiolls the attached devices on the network.
- In the majority cases, each attached device héatsdpes not process) messages intended for
other devices as well as for itself.

Components of a LAN

i. File Server : A network file server is a computer system usedHe purpose of managing the
file system, servicing the network printers, hamglnetwork communications and other functions. A
server may be dedicated in which case all of ilc@ssing power is allocated to network functiomst o
may be non-dedicated which means that a part ofstheers functions may be allocated as a
workstation or DOS-based system.

ii. The network operating system :It is loaded into the server’'s hard disk alonghwibe system
management tools and user utilities. When the systeestarted, NetWare boots and the server come
under its control. At this point, DOS or Windovgsno longer valid on the network drive, since it is
running the network operating system or NetWareyeheer most DOS/Windows programs can be run
as normal.

iii. Workstations : Workstations are attached to the server througm#twork interface card and the
cabling. The dumb terminals used on mainframes midcomputer systems are not supported on
networks because they are not capable of processitigeir own. Workstations are normally intelligen
systems such as the IBM PC. The workstation camladsa diskless PC, wherein loading of operating
system takes place from file server. In short, & BCAN card= a workstation.

iv. Network interface card: Every device connected to a LAN needs a Netwoskiate card (NIC) to
plug into the LAN. For example, a PC may have aheHEtet card installed in it to connect to an
Ethernet LAN.

v. Network Cabling: Ones the server, workstations and network interéaeds are in place; network
cabling is used to connect everything together. Mlost popular type of network cable is the shielded
twisted-pair, co-axial and fiber optic cabling.

B) Other Networks

1. Wide Area Networks: Wide area networks (WAN) include all the netwonksich are involved in
transporting information from one geographic lomatio another. The scale is much greater than in
local network. A wide area network will almost alygabe employed whenever the information in
electronic form on cables leaves the site, evérigfonly to cross over the street to anotherdng.



2. Storage Area Networks:A storage area networks (SAN) is a dedicated, abtytmanaged, secure
information infrastructure, which enables any-tg-arterconnection of servers and storage facility.

3. Metropolitan Area Networks: A Metropolitan area networks (MAN) is some wherénsen a LAN

and a WAN. The terms MAN is sometimes used to refemetworks which connect systems or local
area networks within a metropolitan area. MANSs laased on fiber optic transmission technology and
provide high speed interconnection between sites.

4. Campus Area Networks:When number of computers are connect in a campgeshter then its
called as Campus area networks (CAN). In other vibedconnectivity between two LAN in a same
campus means CAN.

5. Wireless Networks:Mobile computers, such as notebook computers aréasiest growing segment
of the computer industry. Many of the owners ofstheomputers have desktop machines on LANs and
WANSs back at the office and want to connected &@rthome base even when away from home or en
route. Wireless networks have many uses. A commeri®the portable office. Wireless network are of
great value to fleets of trucks, taxies, busesrapdir-persons for keeping in touch with home.

C) Global Networking: Today, network computing goes way beyond LANs andN4 to a global
level. The concept of ‘Global Village’ is now indke reality. The global networking ideal is the
simple, powerful idea of people around the worldireecting to the network on which they can share
ideas, exchange information and access endledsagiecresources.

1.2.4 Internet

By the turn of the century, information, includiagcess to the Internet, will be the basis for
personal, economic, and political advancement. gdular name for the Internet is the information
superhighway. Whether you want to find the latesaricial news, browse through library catalogs,
exchange information with colleagues, or join ifively political debate, the Internet is the tobat
will take you beyond telephones, faxes, and isdla@mputers to a burgeoning networked information
frontier.

The Internet supplements the traditional tools wyse to gather information, Data Graphics,
News and correspond with other people. Used skillfuhe Internet shrinks the world and brings
information, expertise, and knowledge on nearly rgvsubject imaginable straight to your
computer. The Internet links are computer netwaiksver the world so that users can share reseurce
and communicate with each other. Some computeres dhaect access to all the facilities on the Inggrn
such as the universities. And other computers,pigately-owned ones, have indirect links throwgh
commercial service provider, who offers some op#the Internet facilities. In order to be conmetto
Internet, we must go through service suppliers. Maptions are offered with monthly rates. Depending
on the option chosen, access time may vary. Trexrlet is what we call a meta-network, that is, a
network of networks that spans the globe. It's isgiule to give an exact count of the number of
networks or users that comprise the Internet, bisteasily in the thousands and millions respetyiv
The Internet employs a set of standardized prosoadiich allow for the sharing of resources among
different kinds of computers that communicate watch other on the network. These standards,
sometimes referred to as the Internet ProtocoleSaite the rules that developers adhere to when
creating new functions for the Internet.

The history of the Internet is closely tied to theS. Department of Defense. The military was a
leader in the use of computer technology in theD$36and saw the need to create a network thaticoul
survive a single network computer malfunction. ®7@s, the Advanced Research Project Agency
(ARPA) developed a network that has evolved intdaios Internet. The network was named
ARPANET and had many objectives that are stillvefe today.

What is Internet
The Internet is difficult to define. In some wayss like an information services, because it
offers e-mail, bulletin boards, and informatiorrietal services that can access file directoried an
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databases around the world. Internet usage caedoeesas a company requires. It is important tarput
place the appropriate tools and procedures to @rat®rmation assets. It is also important, howeve
not to overreact and incur unnecessary costs dfidutties. In other word the vast collection oten-
connected networks that all use the TCP/IP prosoand that evolved from the ARPANET of the late
60s and early 70s. The Internet now connects niare 1 lac independent networks into a vast global
internet.

Modem: Modem stand for Modulator /Demodulator. In the despform, it is an encoding as well as
decoding device used in data transmission. Itde\ace that converts a digital computer signal gio
analog telephone signal and converts an analoghefe signal into a digital computer signal in ada
communication system. Modems are used for handlaig streams from a peripheral device to the
CPU and vice versa through the common carrier nétwdodems are required to tele-communicate
computer data with ordinary telephone lines becaoseputer data is in digital form but telephone$n
are analogue. Modems are built with different rangfetransmission speed.

The speed of modems is measured in Kbps (Kilogetssecond). Today a 112.5 kbps modems
is standard and is available from Rs. 1500 to 30@€@ending on the features available. Modems in
turn are connected to receivers that can actuallgrty of the several types of devices such a coenput
multiplexer etc.

Uses of Internet

Internet’s uses are many and depend on the inmovafithe user. The common uses of the internet can
be classified into three primary types which amasarized below:-

1. Communication: Communication on the internet can be online orirdéfl When some users connect
to a single server or an on-line service at theestime, they can communicate in an “online chat”.
This can be truly “many to many” as in a room fiflpeople talking to each other on peer to peesbas
Alternatively, the users send e-mail to each othleich can be read by the receiver whenever he/she
finds the time. This is off-line communication, blone to one” or “one to many”. Similarly, it is
possible for users to get together electronicallywhose sharing common interests in ‘usenet’ gsou
The users post messages to be read and answeoglteby at their convenience, in turn all of whieimc
be read and replied to by others and so on.

2. Data Retrieval: For meaningful data retrieval availability of dataat has been complied from
various sources and put together in a usable feramiessential prerequisite. On the internet alarg
number of databases exist. These have been pulhé¢odry commercially run data providers as well as
individuals or groups with special interest in parar areas. To retrieve such data, any user ngeds
know the address/s of such Internet servers. Tlpemting on the depth of information being sought,
different databases have to be searched and rdginfermation compiled. The work involved is
similar to a search process in a large libraryepkdhat this Internet library is immense, dynamic,
because of regular updating and entirely electronic

3. Data ProcessingData processing is a new opportunity that Inteh@est made possible. Information
that needs to be made available to others canrbafded to specific addresses, posted in a Uséeet s
or kept on display in a special site. Internet disages by social pressure, sending of unsolidted
mail.

Advantages of Internet

1. Information on the business and services is plaoedn assembled fashion in a common
location.

We can communicate with our friends online as aglbffline.

Access to this information is provided at reasoealolsts.

We can read all reputed newspaper.

A mechanism for immediate feedback from consumelsisiness partners is provided.

If we have any products then with the help of ingrthe advertise or sell of the products is
possible immediately e.g. ebay, quikerr

The cost of information delivery to internal andesral sources is reduced.

Employee access to significant amounts of inforomais increased.
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9. We can visit to various website for searching tiferimation which we want.

10. Job opportunities are also open with the help tdriret.

11.We can see new, old movies, listen new releasecnassivell as old song.

12.Internet provides a large some of information.

13. With the help of internet one can download updaieigs of the syllabus, for study.

14. An efficient means of updating and disseminatingent information to customers and internal
staff is provided.

15. Customized information to consumers is delivered.

1.2.5 Distinction between Internet and Intranet

Internet is the worldwide interconnection of allatcommunication devices that have a valid IP. On
the other hand, intranet is a privately owned pathe internet under which only a selected nundser
IPs are allowed to communicate. Intranet is commarded in connecting computers of a certain
organization to remain connected and don’t faceiaigyference from the IPs outside the intranetsiVo
of intranet accessing modes refer to the websitthe@brganization which can only be accessed by its
employees who have a user name and password. Hovilesevebsite and the servers for this purpose
form the essential information technology foundatior the company. Thus, the website enables a
network for its employees to connect irrespectivetheir location and time. The website, though
available through the internet methods, is not sgibé& unless a gateway is provided for data e>gdan

Internet is a collection of websites that are fagbnnected to each other in every possible maaner
readily accept new users to be registered irresgect the fact that they are employees of that
particular organization or not. The information iggthon the internet is unbound in terms of location
type of data exchanged. Even though the interrgula®ry organizations of various countries have
some restrictions on the internet, the potentialindérnet exploitation is multifold extra than the
network limited intranet.

Internet Intranet

l.Internet is network of Computers which|id.Intranet is network of Computers designed
open for all. for a specific group of users.

2.Internet itself contains a large number| d?.Intranet can be accessed from Internet|but

intranets. with restrictions.

3.Unlimited number of users. 3.Limited number cEls.

4.Visitors traffic is unlimited. 4.Limited visitorsaffic.

5.Contains unlimited source of information. 5.Camga only specific group purpose
information.

6.Collection of various LANs, WANs and6.Mostly any of LAN or MAN or WAN.
MANS.

1.2.6 Networking Concepts

1. WWW: The World Wide Web (also referred to as WWOWW3) is the fastest growing area of the
Internet that provides access to large amountsfofration located on many different servers. The
Web also provides access to many of the servicaitahle on the Internet.

2. Browser: A browser is a software application fetrieving, presenting and traversing information
resources on the World Wide Web. A web browseraan be defined as an application software or
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program designed to enable users to access, eetaied view documents and other resources on the
Internet.
3. Search Engine: Search engine means what we yshtenter it in the space and we get all the
information related with that subject matter. Shagogine also a website. There are so many search
engine e.g. www.google.co.in www.yahoo.com www.esii www.bing.com
4. Web site: It is a address of that company wiipkrate such website. Websites are accessible for
each and everyone. One website contains minimunwaiipages and maximum more than thousands
of WebPages. Following are some types of websim fivhich one can easily understand the purpose
of the website.

EDU- Educational sites

COM-Commercial sites

GOV-Government sites

NET- Network administrative organizations

MIL-Military sites

ORG -Organizations
5. Web Page: Web pages are created by using hypengakup language (HTML). HTML lets the
creator of a web page specify how text will be tigpd and how to link to other web pages, filesl an
internet services
6. Client Server: The client—server model is anrapph to computer network programming developed
at Xerox PARC during the 1970s. The model assigresaj two roles to the computers in a network:
Client or server. A server is a computer systent Hedectively shares its resources; a client is a
computer or computer program that initiates contattt a server in order to make use of a resource.

7. Broadband: The term broadband refers to the \iaedwidth characteristics of a transmission
medium and its ability to transport multiple sighaind traffic types simultaneously. The medium can
be coax, optical fiber, twisted pair or wirelegscbntrast, baseband, describes a communicatioensys
in which information is transported across a sirajlannel.

8. ISP: Internet Service Provider- An institutidmat provides access to the internet in some form
usually for money. For example, in India VSNL ig tinternet Service Provider.

9. Dialup Service: Dialup internet service is avgar that allows connectivity to the internet thgbua
standard telephone line. By connecting the telephime to the modem in your computer and inserting
the other end into the phone jack, and configutirgcomputer to dial a specific number provided by
your internet service provider (ISP) you are aldleatcess the internet on your computer. Dial up
internet service is provided through several ISP.

10. Domain Name: A domain name is an identificatstnng that defines a realm of administrative
autonomy, authority, or control on the Internet.nizn names are formed by the rules and procedures
of the Domain Name System (DNS). Domain names &e#l un various networking contexts and
application-specific naming and addressing purpdsegeneral, a domain name represents an Internet
Protocol (IP) resource, such as a personal compused to access the Internet, a server computer
hosting a web site, or the web site itself or atineoservice communicated via the Internet.

11. Domain Code: A domain authorization code isn&ue 6- to 32-character code assigned to a
domain. It is designed to prevent fraudulent orutih@rized transfers. This code is an extra safety
feature, similar to a credit card verification coolePIN for your domain, that helps ensure that the
customer transferring the domain is indeed the owhéat domain.

12. HTML: The coding language used to create Hgx@rdocuments for use on the World Wilde Web.
HTML looks a lot like old fashioned typesetting epdvhere we surround a block of text with codes
that indicate how it should appear. Additionally, HTML one can specify that a block of text, or a



word, is linked to another file on the Internet. MI files are meant to be viewed using a World Wide
Web client Program, such as Netscape Navigatatriat Explorer or Mosaic.

13. @ (at): It is read as ‘at’ or ‘at the rate’ at® meaning of this symbol is ‘at an address’.sThi
symbol is mainly used in e-mail address. The syn®pbsse between user name and domain name.
14. FTP: File Transfer Protocol- A very common noetlof moving files between two internet sites.
FTP is a special way to login to another Interriet f®r the purpose of retrieving and/or sendingsi
There are many Internet sites that have establipbbtically accessible repositories of material tten

be obtained using FTP.

15. PPP: Point to Point Protocol- Most well knoveregprotocol that allows a computer to use a regula
telephone line and a modem to make TCP/IP conmexctiad thus be really and truly on the Internet.
16. TCP/IP: Transmission Control Protocol/InterRedtocol- This is the suite of protocols that dein
the Internet. Originally designed for the UNIX oping system, TCP/IP software is now available for
every major kind of computer operating system. €adrhly

17. URL: Uniform Resource Locator- The standard wayive the address of any resource on the
Internet that is part of the World Wide Web. A URIoks like this:

http://www.nmu.ac.in/seminare.html

18. Chatting: Internet Relay Chat (IRC), the othethod for Internet conversation, is less common
than talk because someone must set up the Chatebeatiters can join in. Chat sessions allow many
users to join in the same free-form conversatisoaily centered around a discussion topic. Whersuse
see a topic that interests them, they type a cordrt@join and then type another command to choose a
nickname. Nicknames allow people in the sessidmtbus on IRC Networks or Channels.

1.2.7 Electronic Mail

Even with the multimedia excitement of the Web,cElenic Mail (email) is the most frequently
used application of the Internet. Many people whoehaccess to the Internet at school, home, and
work, use the Internet for no other purpose thasetwd and receive email.

According to International Data Corporation (ID@n an average day in the year 2000, 5.1
billion emails are sent in the US and 8.2 billionndwide. By 2005, 11.5 billion emails will be sent
each day on average in the US and 26.1 billiondwvade. It's all very easy. We create the messagg, |
onto the Internet, and send it. The message fossdo our Internet Service Provider’'s mail server,
which in turn sends it to the recipient’s mail sErvOn the way our message may go through several
servers, each reading the domain name in ordeyutie it to the appropriate server. The message then
remains in the recipient’s mail server until heuests it by “checking his mail.” Each email address
send is made up of certain components that heli ibto the proper recipient.

E-mail is an asynchronous form of communicationanieg that the person whom we want to
read our message doesn't have to be availables girdtise moment we send our message. This is a
great convenience for both we and the recipient.

send and receive mail messages
save our messages in a file

print mail messages

reply to mail messages

attach a file to a mail message.

To use Internet e-mail successfully, we must unidads how the names and addresses for
computers and people on the Internet are formaldtering this technique is just as important as
knowing how to use telephone numbers or postalesdds correctly. Fortunately, after we get the hang
of them, Internet addresses are usually no moreplexmthan phone numbers and postal
addresses. And, like those methods of identifyingeeson, an organization, or a geographic location-
usually by a telephone number or a street addietsnet addresses have rules and conventions for
use. Sample Internet Address: username@ gmail.com
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The Internet address has three parts:
1.a user name [“username” in the example above]
2.an "at" sign (@)
3.the address of the user's mail server [gmahe example above].

Sometimes it's useful to read an Internet addiggsysername@gmail.com) or a domain name
from right to left because it helps us to determiriermation about the source of the address.

Creating Mail account

Electronic mail is an increasingly utilized techogy which has become the primary means of
communication for many organizations and individu&lectronic mail on the Internet provides quick,
cost-effective transfer of messages to other E-osels worldwide. This is probably one of the fsiste
and most convenient ways of communicating. The éurf the ever so popular Khakhi uniform clad
Postman has been reduced considerably with théabilty of the E-mail facility to Indians in most
cities.

There are a handful of private E-mail service patevs in a few of the metros in India who
provide exclusive Email facility. When one takes laternet connection with any Internet Service
Provider he gets an exclusive E-mail address. \&gbh E-mail address the subscriber gets a certain
amount of Disk space on the server on which hebkas registered. There are various domain name or
website which provide free of cost e-mail facilitike gmail, yahoo, rediffmail, AOL, Hotmalil, etc.
following are the steps to create E-mail Id:-

Open the website in Internet Browser evguw.gmail.com

Click on “create an account”

Just fill the all information like name, desired dhte of birth, sex, security question, etc.
The mark “I accept the term” and click on “create@unt”

The message displays that “congratulation your @acs create”, then click on “show my
account”.

arwNE

Activities on e-mail account

1. Composing message: With the help of the Inteonetvser, it is possible to compose messages in an
attractive way with the help of various fonts. dt also possible to spell-check the message before
finagling it.

2. Replying to the mail received: It is possible@ply to any mail received by merely using thepty
facility available on the Internet Browser. Thigifay also allows one to send the same reply tdhs
recipients of the original message. This faciligsults in saving of a lot of time in terms of
remembering addresses, typing the subject matter.

3. Address Book: This is an electronic form of Aelslk Book wherein the following features can be
saved: Name, Full name, E-mail Address, Name o&mrgtion to which the person belongs, The
destination of such person etc.

4. Printing of Message: It is possible to print sages received as well as sent. Thus, if a persmisw
to keep a hard copy of any message, it would bsilplesfor him to do so.

5. Offline Editing/Composing/Reading: One doesimote to be connected to the Internet all the tione t
be able to read/edit/compose messages. This isyaimportant feature which many people do not
make use of. Ideally, one should log onto the he@grdownload all the messages onto one’s own hard
disk and then disconnect from the Internet. Oneeuser is offline, he should read all the messtgss
have been received. Even composing one’s own messaditing the same or replying to messages
received.
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6. Forwarding of Messages: It is possible to forvany message received from say Mr. A to Mr. S
without retyping the message.

7. Transfer of Data Files: An important use of Brenail is the ability to send/receive data file&rtam

a client. For example, at the time of consolidatddmccounts of a client, the data files contairfingl
accounts of the branches of that client can beimddavia E-mail and after consolidation and
finalization, the same can be sent back to thet§idoranches for closing entries etc. This wowsuit

in considerable saving of time, energy and money.

1.3 Questions for Self Learning

Q.1 What do you mean by Computer Networking?
Q.2 What is Network Hardware?

Q.3 Explain Ring Structure in brief?

Q.4 What are the uses of Internet?

1.4 Summary

The Internet is simply a network of hundreds ofutsends of computers all over the World, connected
in a way that lets other computers access infoonain them. Today, the Internet comprises more than
45000 regional, national and international netwowksich connect more than 30 million people in over
200 countries.The geometrical arrangement of coemgetcourses, remote devices and communication
facilities is known as network hardware or netwstkucture. A computer network is comprised of
nodes and links. A network structure determinesctvhelement in a computer network can
communicate with each other. There are three hasiwork structures Star, Bus and Ring. LAN,
WAN, MAN are some types of Networking.

The Internet is difficult to define. In some waytss like an information services, because it affer
mail, bulletin boards, and information-retrievahsees that can access file directories and da&sbas
around the world. Internet usage can be securea@sngany requires. Internets uses are many and
depend on the innovation of the user. Further theeevarious advantages which describe the negessit
of internet. Electronic Mail (email) is the moseduently used application of the Internet. Manygieo
who have access to the Internet at school, hontewark, use the Internet for no other purpose tean
send and receive email.

1.5 Glossary
Network - Set of Connections, Group, Set-up
Type - Kind, Category
Uses - Make use of, Utilize

1.6 Bibliography
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2.Shannon, Susan (2010pmputer Networking and Networkkdew York: Nova Science Publisher.
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5.Chaudhari, A. N., Beldar, M. S., Zope, P. M. &ate, U. M. (2008)Computing Skills ‘Tally’
Jalgaon: Prashant Publications
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1.7 Exercise

Q.1 What is Internet? Explain the Advantages cérimet?

Q.2 Explain the different types of Network?

Q.3 Describe in details the types of Networking?

Q.5 Explain distinction between Internet and Inét&n

Q.6 Discuss some Networking Concepts?

Q.7 What do you mean by email? Explain the proceddicreating email?
Q.8 What are the advantages of email?
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Unit 2: Introduction to Computerized Accounting

Contents
2.0 Objectives
2.1 Introduction
2.2 Subject Explaination

2.2.1 Computerized Accounting

2.2.2 Readymade and Customized Software

2.2.3 Features of Accounting Packages

2.2.4 Advantages of Accounting Packages

2.2.5 Disadvantages of Accounting Packages

2.2.6 Manual Accounting and Bookkeeping Systes

2.2.7 Comparison between Manual and Computexd Accounting
2.3 Questions for Self Learning
2.4 Summary
2.5 Glossary
2.6 Bibliography
2.7 Exercise

2.0 Objectives

After completing the study of this unit you will---
study the Computerized Accounting
read about the Manual Accounting and Bookkeepirsje3ys
know briefly about Readymade and Customized Soéwar
come to know Advantages and Disadvantages of AccayRackages
learn about the Features of Accounting Packages
understand the difference between Manual and Caenipat Accounting

2.1 Introduction

Accounting has rightly been termed as the languafgéusiness. The basic function of a
language is to serve as a means of communicatiatounting also serves this function. It
communicates the result of business operationsutiows parties who have some stake in the business,
viz., the proprietor, creditors, investors, Goveemtnand other agencies. Though the accounting is
generally associated with business but it is ndy bosiness which makes use of accounting. Persons
like housewives, Government and other individud$® anake use of accounting. The committee on
terminology set up by the American Institute of i@iexd Public Accountants formulated the following
definition of accounting in 1961:-

“Accounting is an art of recording, classifying aswWimmarizing in a significant manner and in terrhs o
money, transactions and events which are in plasitof a financial character and interpreting the
result thereof”

As per definition, accounting is simply an art etord keeping. Every record keeping system
includes suitable transactions and events as welear summarization of ready reference. Esséytial
the transactions and events are to be measurednis tof money. The transactions and events must
have atleast in part financial characteristics.

Debit and Credit:-

Debit-credit rules stand as follows:-
Increase in assets:- debit.
Decrease in assets:- credit.
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Increase in liability:- credit
Decrease in liability:- debit.
Increase in capital:- credit.
Decrease in capital:- debit.
Expenses:- debit.
Incomes:- credit.

2.2 Subject Explaination

2.2.1 Computerized Accounting

Computerized accounting consists of all processasiputer software and hardware, as well as
databases, that a firm uses to record operatingitees in real-time. Computerized accounting is
important because corporate operating transaciom®ften substantial, and the accounting staff may
not have the ability to record such activities e@alrtime. They also implement such procedures to
ensure that financial statements are accurate anglete.

1. A company may hire a specialist, such as an infiomaystems consultant or a certified public
accountant, to help set up computerized accousgatgms.

2. A computerized accounting system debits asset atsoand credits liability accounts to
increase their balances. A bank may use such eamystrecord trading transactions.

3. A computerized accounting system debits expenseuats and credits revenue accounts to
increase their balances. An insurance company ns&ythis system to record claims and
premium transactions.

4. An accountant uses a computerized accounting sysigmepare financial statements, such as
income statements, balance sheets and statemezastofiows.

2.2.2 Readymade and Customized software

The growth of any organization brings with it inasengly complex data management needs.
Some organizations choose to develop custom satwahouse to handle their data management
needs. Other organizations choose to employ readiyroa commercial off-the-shelf software instead.
Readymade software offers organizations several &#yantages, which makes it an attractive
alternative, but can also present severe disadyasiteReadymade accounting software’s are those
which are developed by for the public and they g&lr right to the public issuing license copythe
buyer or trader. E.g. Tally in various version,éntory Tracking Software, SAP, DacEasy, WIinCA etc.
while customized software are those developed fodests, professors, doctors and teachers by
university and colleges etc. e.g. Muneem softwaas develop by North Maharashtra University for
TYB.Com Syllabus.

2.2.3 Features of Accounting Packages

The introduction of computerized accounting syste@mvides various features such as speed
and accuracy of operation, and, perhaps most irapilyt the ability to see the real-time state o th
company’s financial position. A business that lipgraded to a computerized accounting system
cannot return to paper based accounting systenpiéal computerized accounting package will offer
a number of different facilities.

On-screen input and printout of sales invoices.

Automatic updating of customer accounts in thesskddger.
Recording of suppliers’ invoices.

Automatic updating of suppliers' accounts in thechases ledger.
Recording of bank receipts.

Making payments to suppliers and for expenses.

Automatic updating of the general ledger.

Automatic adjustment of stock records.

ONoOakwNE
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9. Integration of a business database with the acaayptogram.
10. Automatic calculation of payroll and associatediest

Computerized accounting programs can provide inséports for management, for example:
* Aged debtors’ summary — a summary of custoam@ounts showing overdue amounts
* Trial balance, trading and profit and loss@mt and balance sheet
* Stock valuation
* Sales analysis
* Budget analysis and variance analysis
* GST/VAT returns
* Payroll analysis

2.2.4 Advantages of Accounting Packages

1. Cost Saving:- Readymade software can providesa saving advantage. The software company
already assumed the costs of the software develaipiikeis frees the purchasing organization from the
fiscal investment of software development, as vesdl the lost man-hours involved with custom
application development. The man hours not spensadtware development instead go toward other
organizational goals.

2. Time:- In-house software development takes tifife2 program must go through a design phase to
ensure that all the necessary features and fursctimake it into the final product before development
let alone implementation, even begins. Installaiod implementation of readymade software typically
takes a fraction of the time involved with softwaevelopment, as the software comes ready to linstal
out of the box.

3. Support:- Software companies typically provideesal types of support for readymade software. The
software provider handles development of securéicipes and updates to keep the software stable.
Depending on the software and the company, softwareders will often provide on-site training and
technical support during implementation, as welirese limited on and off-site technical supporeaft
implementation.

4. Track Record:- One key advantage of readymattea@ for many companies is the track record.
Existing software implemented successfully at othgjanizations provides a level of assurance about
the quality of the software. In some cases, so#wampanies will put potentials customers in touch
with existing customers. This allows an organizatio ask relevant questions about the functionality
the software from experienced users.

5. Incomplete Functionality:- Some organizationtlseor readymade software that only partially
meets their needs. They choose packages that meg fbem to alter their existing processes to
accommodate the limits of the software. This ofgemerates losses in efficiency and productivity. In
some cases, an additional software purchase beawessary to fill the gap, limiting the cost sagin

of readymade software.

6. Incompatibility:- Incompatibility with existingorograms in an organization's system can make
readymade software a complete waste of money. Eweisoftware company claims a given piece of
software will work with specific other pieces offtseare, it often plays out differently in practicéhis
proves especially problematic when the readymadigvace conflicts with legacy software that must
remain in the system.

7. Obsolescence:- Some software companies phasgdates and support for old versions of software
when they develop new versions. The developmenewof versions of readymade software often forces
organizations into a painful choice. The organ@atinust upgrade to the new version or deal with an
unsupported, obsolete version of the software.

2.2.5 Disadvantages of Accounting Packages

Often enough we talk about computerized accountsgthe most wonderful thing for
businesses. Many people wonder how they got byowitit. Using software for accounting has become
so common that only a few of us have considereddibadvantages of using computers to perform
accounting tasks. However, those disadvantagesidb e
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1. Expense:- Accounting systems are expensive nigtto purchase, but also to maintain. Software
changes and there may be new versions to purcgsrating systems also change and they can be
expensive, especially for a small business. If enmater stops working, then it needs to be fixed,
incurring costs and delays in processing accourmifaggmation.

2. Training:- When getting a new accounting systtrare is always time and energy spent in training.
After a system is bought, then about every year wensions are released with changes that may need
some extra training getting used to. Some folksjasenot "computer people” and takes them lots of
time to be able to use a system. Many times pandilpaper are just faster.

3. Dependency:- Computerized accounting is depeéndenmachines and other software to work
properly. Often enough if one thing is wrong wikie ttomputer, then there is no access to the saftwar
and work cannot be done. Then time and expensienakved in getting all the system and software up
and running. But then, maybe the printer stops wgtkrThere are many inter-dependent pieces in this
puzzle of a computerized accounting and relianci ®®0% of the time is not realistic.

2.2.6 Manual Accounting and Bookkeeping Systems

Manual accounting systems, although less commoaytade still the primary choice of record
keeping for some small businesses. In other casesnaial bookkeeping regime may be maintained in
addition to a computerised system, and thus proardadditional layer of internal control mechanism
for the business. Manual accounting and bookkeegpystems are the traditional form of maintaining a
business’s accounts and records. They involve kgegrious ledgers and files which typically inctud
a cash book, sales and purchase day books andgasttysheets. Although the use of basic manual
bookkeeping systems requires little knowledge @ iskaccounting, they are still the preferred hrod
of accounting for those who have used them in Hw.p

Advantages of using manual records and books incled

1. Correcting Errors

Correcting entries might be easier with manualesystas opposed to computerized ones which
can leave messy and complicated audit trials féetele or changed entries. With the traditional spok
it is simply a case of erasing the erroneous antdyreplacing it with the corrected one.
2. Data Corruption

The risks of corrupted data are much less with rabaystems. There have been cases where
months and years worth of data have been lost r@swdt of computerized file corruption. Keeping
manual books can avoid this problem, particulaflyhe records are stored securely in a fire proof
environment.
3. Duplicate Copies of Data

Problems with having duplicate copies of hene accounting records are generally avoided with

traditional bookkeeping. The ease of transportadioth backing up of computerized accounting systems
may sometimes confuse the user. This can resalh iout of date data set being erroneously judged as
being the most recent version and result in incetephccounting records.

2.2.7 Difference between Manual and Computerized Aounting

Before the advent of fast and cheap computersuatog traditionally was processed manually
with all transactions recorded in columnar papers kept in voluminous binders. Once computers
became popular and software affordable, accourtisgs moved into this medium, where concepts
stayed the same but mechanics changed from pappregrams.

Accounting is an important part of every companysiBesses are required to keep books on
their credits and debits. So which is best for ybusiness idea - people or software? As many
professional accountants and auditors state - atioguis a language of business which is accepted i
all developed and developing countries. Every campapplies accounting because it is generally
accepted that companies have to reveal certaimmdiah and management information to the
government and public users and of course becacseuating is indispensable tool in business
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decision-making process. With the development ddrimation technologies there were developed
many computer products (software) that make acooyirts easy as ABC for those who uses them.
From this point accounting can be divided into tivasic categories: those which apply manual
accounting and those which prefer computerized watong systems. This paper is targets the main
features of manual and computerized accounting;, tlemefits and shortcomings, and their comparison

1.Speed :The most glaring difference between traditional anthputerized accounting is the speed of
operations. With an accounting program, data igredt once and it is saved. The program provides
management with reports in a speed never dreamssibp® in the traditional days. No more waiting
days or weeks to know whether your business is mgaki profit. Using computerized accounting,
information can be accessed in a matter of min@ese data is available in the system, it can leel us
in reports, queries and analysis.

2.Accuracy: Computerized systems have drastically increasedracyg of calculations when compared
to the traditional, manual system, in which colurhad to be added up, numbers moved from one page
to the next, and trial balance and financial staeis1 manually compiled. If errors occurred, many
hours had to be spent trying to find and correeirth With accounting software, this problem is
eliminated. In the case of accounting spreadshadting simple formulas still may be needed, big it
an easier and more accurate process. Efficiencg tweugh the roof when a computerized system is
used.

3.Costs: The traditional manual accounting system with paped pencil is cheaper than the
computerized version, in which a firm needs a compusoftware, printer and other expenses
associated with a system. The manual system maly fwoismall businesses up to a certain point, but
with the affordable costs of computers and softwamany firms are opting for the computerized
system. They are easy to use, and finding expextermployees to run the system is not a hurdle.

4. Backups: When using a manual system, the risk of losing dsiteeal. If important papers are
damaged or destroyed, that work may have to beeated. Copies of the original work can be made,
but that could be expensive and time-consuming.oAnting on a computerized system offers the
choice of saving work on a CD, portable or extetveald drive, flash drive, or even online. Many f‘rm
back up data every night as a precaution. If somgthappens the next day, the data can be restored
from the backup.

5.Considerations:Using a computerized accounting system keeps alle@fnformation organized and

in one place & the computer hard drive. Finding andessing information on an accounting software
program is much easier than the traditional metl&pecific data can be found using system functions.
For example, finding information about a vendor amanual system could take many steps and
significant time. The same process in a computérgestem most likely would yield the information in
a snap, with less confusion and aggravation.

2.3 Questions for Self Learning

Q.1 What is Computerized Accounting?

Q.2 Explain Readymade Software and Customized &oétm brief?
Q.3 What do you mean by Manual Accounting?

Q.4 What are Advantages of Manual Record and Books?

2.4 Summary

Accounting has rightly been termed as the langudidrisiness. The basic function of a language is to
serve as a means of communication. Accounting séswves this function. Computerized accounting
consists of all processes, computer software andwaae, as well as databases, that a firm uses to
record operating activities in real-time. Compuwed accounting is important because corporate
operating transactions are often substantial, hedatcounting staff may not have the ability toordc
such activities in real-time. The growth of any amgation brings with it increasingly complex data
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management needs. Some organizations choose ttopexestom software in-house to handle their
data management needs. Other organizations cho@sagloy readymade or commercial off-the-shelf
software instead. Readymade software offers orgtaizs several key advantages, which makes it an
attractive alternative, but can also present sedisalvantages.

The introduction of computerized accounting systemsvides various features such as speed and
accuracy of operation, and, perhaps most impoytatitle ability to see the real-time state of the
company’s financial position. Manual accountingtsyns, although less common today are still the
primary choice of record keeping for some smallilesses. In other cases a manual bookkeeping
regime may be maintained in addition to a compseerisystem, and thus provide an additional layer of
internal control mechanism for the business. Maraw@lounting and bookkeeping systems are the
traditional form of maintaining a business’s acdswend recordsBefore the advent of fast and cheap
computers, accounting traditionally was processadually with all transactions recorded in columnar
papers and kept in voluminous binders. Once compuiecame popular and software affordable,
accounting tasks moved into this medium, where eptsstayed the same but mechanics changed from
papers to programs.

2.5 Glossary
Package - Software, Set of Commands, Ready for use
Features - Skin Texture
Errors - Mistake, Fault
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2.7 Exercise

Q.1 What is Computerized Accounting? Explain thatéee of Accounting Packages?
Q.2 Describe in details the Advantages of Accogniiackages?

Q.3 What are the Disadvantages of Accounting Pasg

Q.4 Explain in details the Manual Accounting ancdBeeping System?

Q.5 Describe difference between Manual and ComjzetAccounting?
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3.7 Exercise

3.0 Objectives

After completing the study of this unit you will---
know briefly about Tally Software 9.2
read about the Features of Tally Software
study how to create a New Company
come to know different types of Groups
learn about the Account Masters
know about feeding of Opening Balances

3.1 Introduction

Tally, the products of Peutronics Pvt. Ltd. is @&mufsiendly accounting software. It facilitates
various kind of accounting solutions in a very shifigd format. One can use it intelligently to meeir
company’s accounting needs by using different @spéthe package. Tally — the flagship product
(which started as a simple bookkeeping system, édisyago), is today a comprehensive, integrated
solution — covering several business aspects oérdarprise. These include Accounting, Finance
Management, Receivables/Payables, Inventory Acauyintinventory Management; BoM based
manufacturing inventory, multi-location/multi-cun@y\multi-unit handling, Budgets and Controls,
Cost and Profit Centre’s, Job Costing, POS, Groamgany consolidations, Statutory Taxes (Excise,
VAT, CST, TDS, TCS, FBT, etc), Payroll Accountirad other major and minor capabilities. It has
served as an ERP for small enterprises over thel@agears.
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Packed with many features and other minor up gi@aatfrom its earlier version Tally 8.1,
Tally solutions has launched it with a bang. Tallyew eye catching site has been revamped fotft wi
an international flavor, as the product is for mamguntries. Tally 9.2 is one of the acclaimed
accounting software with large user base in Indiak&oad, which is continuously growing. There is
good potential of tally professionals even in sma¥ins and the new features VAT, TDS, TCS, Job
Costing, Brach Transfer, Service Tax, Payroll ate. added into 9 versions. Tally 9.2 is vast sa#wa
covering lot of areas for various types of indesti& loaded with options. So, every organizatioadse
a hardcore tally professional to exploit its fudpabilities & functionality to implement tally.

About Tally Software
Tally Accounting Software is powered by the profaig technology - C:MuLate (Concurrent
Multi-lingual Accelerated Technology Engine).
It's easy to use, with dynamic features designesinplify day-to-day business operations.
Yet it offers comprehensive accounting structurehwinventory, statutory processes, data
synchronization capabilities.
It also has the ability to go globally with busisgsansactions sans language or geographical
barriers.
While Tally Software is robust, its user interfao@kes it easy to learn and straight forward to
use.
Tally Account Software offers a range of inventaptions from simple inventory and stock
management to advanced including invoicing, purehaslers, discount column in invoicing,
flexible units of measure, stock query and multgteck valuation methods.
Tally Account Software includes Drill down displagpmplete bookkeeping options, flexible
classification of accounts, general ledger, accouateivable and payable, bank reconciliation
and more operating with speed, flexibility and pelhelp.

3.2 Subject Explaination

3.2.1 Features of Tally Software

Concurrent Multi-lingual capability — allows you &xpand your business beyond geographical
boundaries without worrying about language barri¥msi can maintain your accounts in one language,
view reports in another language and send invdizg®ur customers in yet another language, ahat t
press of a button.

1. Payroll — lets you automate the management of yauployee records including visa and
employment contract management. This feature dfsoscautomatic calculation of salaries and
payslip generation.

2. Job Costing — enables you to generate profitabsdiatements for each project executed,
including financial and material resource apporients, wherever applicable.

3. POS Invoicing — allows faster data entry and pmmton 40 column continuous stationery. It
also provides barcode support.

4. Flexible Financial Periods — allows you to breakagvirom inflexible accounting years and
perform all accounting functions in Tally for tinperiods that suit your convenience.

5. Unlimited Companies — allows you to create and ta&nup to 99,999 companies,
concurrently.

6. Data Synchronization — helps you synchronize arghtgdata across multiple locations. This
enables fast and easy exchange of business informaetween offices and branches, across
various geographies.

7. Consolidation of Companies - enables grouping ofiganies and provides consolidated reports.
Changes done in any constituent or branch compenyaatomatically updated in the grouped
information.

8. Unlimited levels of classification — facilitatesdiger classification and re-classification as
required. It also enables easy viewing and analggisnformation; thus helping you make
informed decisions.
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9. Advanced MIS — helps you compare information in esrdo understand and analyse
performance levels for various periods or divisiotlishelps you study and understand the
buying patterns of customers, so that you can adapour resources to specific segments,
periods or customers. It also helps you analysk flew situations.

10. Drill Down Facility — helps you drill down or ingtdy update from any report — starting from
the Balance Sheet down to Vouchers, or vice versa.

3.2.2 Starting Tally

There are various options to run or execute Talhgpam.
1. Double click on Tally icon on Desktop.

Or
2. Click on start button, select “Run” and then eritally 9.2.exe.
Or
3. Click on start button, select all program, onedisplays, select “Tally 9.2” from the list.

Note:-

Use the Up or Down arrow keys)(or ( ) to navigate through fields.
Use Enter key to select or skip any field or item.

Use the Esc key to return to Gateway of Tally framy Sub-menu.

B Tally 9
(¢) Tally Solutions FZLLC, 19862006

=]

TallyGold - Multi-User | F1: Select Cm|

hittp:(wwee tallysolutions.com

SI. No. : BM@-~2007
L: Language K: Keyboard H: Help

] |
Current Period Current Date

List of Selected Companies

MName of Company Date of Last Enty

Company Info.

Select Company

Create Company

Backup
Restore

Quit

Calculator ODBC Server

Ctrl + N

F12: Configure
9 - Release 1 (Englsh) 5at, 9 Jun, 2012 13:24:41

Corpary Info,

Figure 3.1 : Tally Starting Screen

3.2.3 Gateway of Tally

Whenever we click of Tally application the firsethig appears is the “Company Info.” and after
selecting a existing company the new screen apgpdaateway of Tally. The Gateway of Tally screen
is divided into four parts such as Product InfoliogtWork Area, Button Bar and Calculator.
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2 Tally 9 =]
(c) Tally Solutions FZ-LLC, 1988-2006 TallyGold - Multi-User | F1: Select Cm|
F1: Shut Cmp
http:/wvews.tallysolutions. SI. No. : BM@-~2007
p:/wvews.tallysolutions.com 0. : BU@ = I
L: L K: Keyhoard H: Hel
L: Language K: Keyboar H: Help 2 Parod
Current Period Current Date Gateway of Tally
142010 to 3132011 Thursday, 1 Apr, 2010 F3: Cmp Info
List of Selected Companies Masters
Name of Company Date of Last Enty Accounts Info
Inventory Info.
College No Vouchers Entered
Transactions
Accounting Youchers
InvenTory Vouchers
Import
ImpOrt of Data
Reports
Balance Sheet
Profit & Loss At
Stock Surmmary
Ratio Analysis
Display
Quit
Calculator ODBC Server Cirl+N
F11: Features
1 N F12: Configure
Gateway of Tally 9 - Release 1 (English) Sat, 9 Jun, 2012 13:44:49

Figure 3.2 : Gateway of Tally

1. Product information:- The top bar consists of product information whghows information about
developer company, software version, software kadaber, single or multiple users, system, day,
date and time etc.

2. Work Area:- the work area at Gateway of Tally is broadlyasepe into two sections left and right
side. The left hand side consists of current compeme, current period, current date, list of deléc
companies and date of last entry. While on thet fiigimd side displays the menu pop-up from where the
instructions to Tally are given.

3. Button Bar:- Buttons appearing in the button bar provide kj@#Eccess to different options. Button
Bar is context sensitive, different buttons appeardifferent screens. The active buttons are shiown
solid color, and inactive buttons are shown in gralpr.

4. Calculator:- When you start Tally, the calculator is remaimsctive. While working with Tally at
any given movement you can either work at work areavith calculator. To activate the calculator
press CTRL+N and for working in work area press C¥R keys.

3.2.4. Exit from Tally
In Gateway of Tally press CTRL+Q key to Exit fronallly. One can also Exit from Tally by
selecting option Quit from the Gateway of Tally &m and then selecting Yes Option in next Screen.

3.2.5 Creating Company

Step: 1. In Gateway of Tally press ALT+F1 key tdeerCompany Info menu. Under company info,
choose the option Create Company and press the lE&yen the keyboard.
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B Tally 9 (=1 ]

(c) Tally Solutions FZ-LLC, 1988-2006 TallyGold - Multi-User

hitp:/iwwew tallysolutions.com 51 No. : BM@--2007

Directory
Name

Mailing Name
Address

Statutory compliance for - India

State

PIN Code
Telephone o
E-Mail

Currency Symbol : Rs.

Iaintain

Financial Year from 142010
Books beginning from : 142010

Tallyauit Password (if any)
(WARNING: forgetting your TallyVault password will render your data unusableli)

Use Security Control Ho

K: Keyboard H: Help

. elTally9.0'Data

: O Not Applicable

: Accounts with Inventory

Base Currency Symbol Rs

Formal Mame

Number of Decimal Places 2 Show Amounts in Millions ? No
Is Symbol SUFFIXED to Amounts ? No Put a SPACE between Amount and Symbol ~ ? Yes
Symbol for Decimal Portion paise Decimal Places for Printing Amounts in Words @ 2

Base Currency Information

Indian Rupees

Calculator

1 >

ODBC Server Cirl+N

Gateway of Tally --3 Company Info, --> Company Creation 9 - Release 1 (Enalish) Sat, 9 Jun, 2012 14:04:22

Figure 3.3 : Creating Company

Step: 2 In the Company Creation dialogue box enter compiatails as shown in figure 3.3.

[Press Enter to go to next field]

Name- Enter the name of Company. “Ganesh Co.LTD”

Mailing Name:- Enter the mailing name of company. “Ganesh CQLT

Address- Enter the address of company. “MIDC, Jalgaon.

Statutory Compliance for:- Put the name of Country. “India”.

State:- Enter the name of state e.g. “Maharashtra”

Pin Code- Pincode of the address of the company. “425001”

Telephone Number- Enter the contact number of the company. (02223456

Email:- Write the mail id of Company e.g. ganesh@yahoo.c

Currency Symbol:- In our country “Rs” is currency symbol.

Maintain :- Here a pop-up window will appear from that b&tlect accounts only option if the
business does not deals with any inventory tramse;t and select accounts with inventory
option for to maintain the financial books as vedlinventory details.

Financial Year From:- Type the starting date of the financial year.

Books Beginning From- Type the actual date on which the business bas Istarted but this
date should be a latter date than the starting daténancial year. This is compulsory
information to be given.

Use Security Control- This is a very attractive feature of Tally whisats up authority level
that decides the right of the user for data maaiph. Type your name as administrator and
give password. The password is case sensitive.

Step 3: Base Currency Information:-

The bottom of screen is for currency informatiorcdnese Tally supports multi currency. It has

ability to deals with foreign exchange and can @whthe reports in the currency desired. The base
currency is usually your country’s currency in whigou may desire to record the transactions.

Base Currency Symbaol The symbol type here will be used in reports $,8JS Rs. etc.
Formal Name- Enter the full name of currency e.g. Indian Rege

Number of Decimal Pieces This signifies the fractional part of a currendy India the
fractional part is ‘Paise’ so type 2 for an Ind@ompany.

Is Symbol SUFFDED to Amounts- If company is Indian type NO because we usesiRsibol
as prefix e.g. Rs. 10000.

Symbol for Decimal Portion:- It is paise by default.
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Show Amounts in millions- Enter Yes if you want the amounts to be in roris.

Put a SPACE between Amount and Symbol Enter Yes if you want a space between the
symbol and the first or last digit in amount. d=g. 10000.

Decimal Places for Printing Amounts in Words- While printing, the decimal places in
amounts in word two, in case of Indian Companies.

Once you file all the fields press Enter the dialedpox appears Accept? Yes or No. Press Yes
to accepts all the entries and if you press No there is a chance to edit the information about
company.

Alteration in Company Details

Step 1:- In gateway of Tally press ALT+F1 to getngpany info menu.
Step 2:- In Company Info select Alter option.

Step 3:- Tally now displays the list of Companiestthave already started.
Step 4:- Select the company that you want to alerpress the enter key.

(c) Tally Solutions FZ-LLC, 1988-2006 TallyGold - Multi-User
http:/iwww tallysolutions.com S1. No. : BM@-~2007
H: Keyboard H: Helg

Name i [Eanesh Co.LTD.

Mailing Name Ganesh Co.LTD.

Address : MIDC Jalgaon

Statutory compliance for - India

State : Maharashtra

PIN Code 425001

Telephone Mo, 02572223456

E-Mail ganesh@yahoo.com

Currency Symbol : Rs.

Maintain : Accounts with Inventory

Financial Year from 142012

Books beginning from o 142012

Use Security Gontral No

Base Currency Information

Base Currency Symbol 3

Formal Mame Indian Rupees

Number of Decimal Places 2 Show Amounts in Millions ? Yes

Is Symbol SUFFIXED to Amounts ? No Put a SPACE between Amount and Symbol ~ ? Yes
Symbol for Decimal Portion paise Decimal Places for Printing Amounts in Words @ 2
Calculator ODBC Server Crl + N
1 >
(Gateway of Tally - Company Info. --> Campany Alteration 9 - Release 1 (Englsh) 5at, 9 Jun, 2012 14:21:01

Figure 3.4 : Alteration of Company

Step 5:- Alternation screen displays as shownguaré 3.4.

Step 6:- Once you alter to the fields press Eerdialogue-box appears Accept? Yes or No. Press Ye
to accepts all the entries and if you press No there is a chance to edit the information about
company.

Deletion of Company

Step 1:- In gateway of Tally press ALT+F1 to getnp@any info menu.

Step 2:- In Company Info select Alter option fotadi®n of company.

Step 3:- Tally now displays the list of Companiestthave already started.

Step 4:- Select the company that you want to altelelete and press the enter key.

Step 5:- Tally now displays alteration screen yan gress ALT+D for Deletion of Company.
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(c) Tally Solutions FZ-LLC, 1988-2006 TallyGold - Multi-User

hitp:/iwwew tallysolutions.com 51 No. : BM@--2007
K: Keyboard H: Help

Delete ?

Calculator ODBC Server Cirl+N

1 >
(Gateway of Tally - Company Info. --> Company Alteration 9 - Release 1 (Engish) 5at, 9 Jun, 2012 14:32:22

Figure 3.5 : Deletion of Company

Selecting of Company

Step 1:- In gateway of Tally press ALT+F1 to getnpany info menu.

Step 2:- In Company Info select company and pressrE

Step 3:- Tally now displays the list of Companiestthave already been created.
Step 4:- Select the company that you want to worknd press the enter key.

3.2.6 Hierarchy of Account groups and ledgers

In Tally you may organize Accounts Ledgers and @som hierarchical way. There is no limit
on depth of nesting number of Group/sub Groupsramdber of Ledger Accounts that can be placed
under a Group/sub Group. In Tally organized repwiith control totals at each level. Only Ledger
Accounts are transacted in Vouchers. Account Gralgpeot participate in any voucher (they are used
to organize the Ledger Accounts). You Debit or @Grad_edger in any Voucher in Tally ERP.

3.2.7 Reserved Account Groups

As soon as you create a Company Tally auto cregatesdefined Account Groups called
Reserved Groups having specific properties and vi@han the system (these Groups cannot be
deletedO to maintain consistency and integrityhef accounting system representing Assets Lialsilitie
Income and Expenditure. Of these Tally Reservedodwt Groups are top level primary Groups. All
the child Groups and Ledgers inherit the specifapprties of the parent Reserved Group.

3.2.8 Account Group of Balance Sheet

Tally Software has Account groups that appear ilaBa Sheet. There are two parts in balance sheet
one is liabilities and another is assets. Henceethee different groups of ledger for liabilitiescbassets
side.

Account Groups of Liabilities

The Group of Liabilities of Balance Sheet are Shbwlow:

1.Capital: This is a primary Group that contains the Captad Reserves & Surplus of the Company.
Ledger Accounts for Owners Capital may be placedeurCapital Account group is Share Capital
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Partners Capital Accounts Proprietors Capital Aotoembers Capital A/c etc. Separate Ledgers
may be created for Equity capital Preference Cbhpfaetc in Tally.

2.Reserves & Surplusit's child group to Capital Account. All Reserveddunts are placed under this
group . Common examples are: General Reserve CRait®rve Investment Allowance Reserve Share
Premium Account etc.

3.Loans (Liabilities): All loans taken by Company should be placed h&edly ERP ERP creates
reserved sub-groups

4.Bank OD Accounts:While Current Bank A/c should be placed under GurAssets Bank Overdraft
and Cash/Credit Accounts availed under hypotheedidl Discounting etc. operated on a day-to-day
basis should be placed under this group. Thoughethank accounts may be a kind of secured loans to
allow transactions in Payment Receipt and Contracters like normal Bank Accounts. The ledger
accounts under this groups participate in the Vergln same manner like ledgers placed under Bank
Accounts as explained later.

5.Secured Loans:Debentures Term Loans secured Loans taken fronksBRmancial Institute etc.
against security should be placed under this group.

6.Unsecured Loansioans from outside Parties Directors Friends aeltes Deposits etc should be
placed under this group.

7.Current Liabilities: This group normally constitutes a large numbeiLediger Account and Sub
Groups and is subdivided into sub-groups: Dutie§akes Provisions and Sundry Credit@Duties

and Taxes: This sub-group is for all Excise Sales and othead& Taxes. This head normally
constitutes all the Duties & Taxes that you collecpay through Sales & Purchase transactions whose
balance will appear in Balance Sheet . ExampleSates Tax , Excise Duty, Marketing Fee, Purchase
Tax etc.

9.Provisions: It is place for all sorts of Provisions . Placeiar Provisions as applicable. However
Depreciation Provided should go under Fixed Assets

10.Sundry Creditors: Place the ledger accounts of all Trade Creditassppliers . If you sell to or
purchase from same party create only one ledgeuat@and place under Sundry Debtors or Sundry
Creditors Group .

Account Groups of Assets

The Group of Assets side of Balance Sheet are Sheaw:

1.Fixed AssetsThis constitutes all the Fixed Assets like ImmoeaBtoperties Trade Rights etc Work-
in-progress etc. Fixed Assets may have severalrsupg for each type of assets if you wish to have
separate Ledger Accounts for individual Assets. Yoay keep the figures of Original Cost and
Accumulated Depreciation for Fixed Assets sepayatel

2.Investments:Place here all Ledger Accounts related to InvestsmenShares Bonds Govt. Securities
and Investment in other companies.

3.Current Assets: It constitutes Reserved Sub Groups: Stock-in-hBegosits Loans & Advances
Cash-in-hand Bank Accounts Sundry Debtors. You lshplace individual Ledger Account under the
appropriate subgroups and avoid placing any Ledmectly under primary groups Current Assets.
4.Stock-in-hand: create all ledger Account for Closing Stock unttes group. Normally you should
create separate Ledger Accounts for Raw Materiadskvih-process and finished and Finished Goods
as required.

5.Deposits (Assets)Place all the Deposit made by the Company likeedFideposits Security deposits
Deposits with Electricity dept Deposits in othengmanies Rental Deposits etc. Under this Group.
6.Loans and Advanced :Place all Loans & Advances of non-trading natureegi. Examples are
Advances against Salary loans to Employee AdvatacEBsed Assets Suppliers etc.

7.Sundry Debtors: Place the ledger accounts of all customer / coessinif you sell to same party
create only one ledger account and place underrgebtors Group.

8.Bank Accounts:Place the ledger accounts of saving and currexuadt.

9.Cash in hand:Tally creates Cash Ledger under the group Castaiml. You can also create Other
Cash ledger under this group if necessary.
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3.2.9 Account groups of Profit & Loss account

Tally Software has Account groups that appear ofiPand Loss Account. There are two parts
in profit and loss account in Tally. One is relatedTrading or Manufacturing Activity and another i
related to Income and revenue. Hence there arerelift groups of ledger under profit and loss actoun
1.Purchases:lt is the primary group that consist the Purchade€ompany. Ledger Accounts of all
purchases may be placed under Purchases group.
2.Sales:lt is the primary group that consist the Sale€ompany. Ledger Accounts of all Sales may be
placed under Sales group.
3.Direct Income: It is also the primary group that consist the Birencome of Company. Ledger
Accounts of all Direct Income may be placed untiex group.
4.Direct Expensesilt is also the primary group that consist the BlirExpenses of Company. Ledger
Accounts of all Direct Expenses may be placed unhisr group. Such as Manufacturing Expenses,
Labour Charges etc.
5.Indirect Income: It is also the primary group that consist the fedi Income of Company. Ledger
Accounts of all Indirect Income may be placed unbhelirect Income group. Such as Commission,
Discount etc.
6.Indirect Expenses:lt is also the primary group that consist the ledirExpenses of Company.
Ledger Accounts of all Indirect Expenses may beguaunder Indirect Expenses group. Such as Salary,
Advertisement, Administrative Exp.etc.

3.2.10 Account Masters — Group & Ledger

Groups

A group is a collection of related ledgers, for.éRyinting & Stationary’, ‘Rent’ etc are ledgers
under the group ‘EXPENSES’. In Gateway of Tallyes¢lAccounts Info, in the Accounts Info menu
select Groups. Groups are further classified int@l8 Groups and Multiple Groups. In Single Group,
only a single group can be created whereas undéwipléuGroups various sub-groups can be created
under a primary group.
Single Group Creation
Step 1:- To create single group, select Createrudithgle Group menu and press Enter.
Step 2:- In Group Creation dialogue box, in thédfidame, type ‘Customers’ and press Enter. Skip the
field Alias. (Press the Enter key to skip the f)eld
Step 3:- In the next field Under, type the alphal®tand select Sundry Debtors from the List of
Groups displayed on the right side of the screehpaiass Enter.
Step 4:- In the last field Group behaves like a-Betdiger? Type Yes.
Step 5:- Press Enter to accept the group details.
Step 6:- Press the ESC key once. You will get asages Quit Yes or No. Press Enter key to quit the
Single Group Creation dialogue box.
The screen returns to the Groups menu. Press tGek&to return to Gateway of Tally.

Multiple Groups Creation
Step 1:- To create multiple group, select CreatteuMultiple Group and press Enter.
Step 2:- In Multiple Group Creation dialogue baxthe field Under Group, type the alphabet °
S’ and select Sundry Creditors from the List of @r@nd press Enter.
Step 3:- In the Field Name of Group, type in thstfgroup name as Creditors and press Enter.
Type the second group name as Suppliers.
Step 4:- Press Enter to accept multiple group detai
Note:- Tally provides with a list of groups alreadyisting in the software so we need not any more
groups.
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Ledgers

In Gateway of Tally, select Accounts Info. In thecdunts Info menu select Ledgers. Ledgers
are further classified into Single Ledgers and Mldt Ledgers. Multiple Ledgers are used to create
more Accounts under a single group. Note:- Tallpvides with two standard Ledgers of Accounts,
which are Cash A/c and Profit & Loss A/c.

Single Ledgers
Step 1:- To create single ledger, select createruBohgle Ledger and press Enter.
Step 2:- In Ledger Creation dialogue-box, type slwapital in the Name field and press Enter to

skip the field Alias and go to the next field.
Step 3:- In the field Under, type the alphabet &0 select Capital Account from the List of

Groups displayed on the right side of the screen.
Step 4:- In the field Inventory values are affe@dgpe No and press Enter.
Step 5:- In the Opening Balance field, press Easano opening balance is available to be

entered. Press Enter once again to accept thenseiesn the message Accept Yes/No appears.
Note:- Similarly create various single ledger aadsuequired. Refer to the List of Ledgers. Thddfie
“Inventory values are affected?” does not appeatewdreating multiple ledgers. Hence, all accounts
under Purchase and Sales Accounts should be indiNydentered in the Single Ledger Creation
dialogue box and for the field inventory values affected? Type Yes.
Step 6:- Press ESC key once and then press Entéo kgiit and return to the previous menu.

i.e. Ledger menu.

List of Ledgers

Name of the Account to be Credited Under Group

Share Capital Capital Account
State Bank of India Bank Account

Mr. X (Creditor) Creditors

Interest on Investment Indirect Income
Loans from SBI Unsecured Loan
Purchased Items Purchase Accounts
Sale of Items Sales Accounts

Multiple Ledgers

Step 1:- In ledgers menu, to create Multiple Ledsgdect Create under Multiple Ledgers and
press Enter.

Step 2:- In Multiple Ledger Creation dialogue bimxthe field Under Group, type the alphabet
‘C’ and select Customers from the List of Groupspthyed on the right side of the screen.

Step 3:- In the field Name of Ledger, type the actmame as ‘XYZ Ltd" and press Enter key.
Notice the group name ‘Customers’ appears in tled {nder. Press Enter to skip the Opening
Balance filed.

NOTE: Similarly type all other Customers from thistlof Ledgers.

Step 4:- After entering all the required ledgercaods under Customers, press Enter key to
accept the entries and return to the previous menu.
Similarly create various multiple ledger accoumtguired. Refer to the List of Ledgers.

List of Ledgers

Name of the Account to be Credited Under Group
ABC Ltd Customer

XYZ Ltd. Suppliers
Computer Fixed Assets
Furniture Fixed Assets
Advertising Indirect Expenses
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Bonus to Staff Indirect Expenses

Display Expenses Indirect Expenses
Donation to Institute Indirect Expenses
Electricity Charges Indirect Expenses
Interest on Loan Indirect Expenses
MD’s Salary Indirect Expenses
Showroom Rent Indirect Expenses
Staff Salary Indirect Expenses
Telephone Expenses Indirect Expenses
Investment In Government Security Investment
Investment in Shares of S Ltd. Investment

Step 5:-Press the ESC key to return to Gatewayathy.T

Step 6:- To view all the groups and ledgers that g@ated- In Gateway of Tally select Display.
In the Display menu select List of Accounts. Scduln the list to view the entire list. Verify
with the list of accounts given to you. Press ti&CHey to return to Gateway of Tally.

3.2.11 Feeding of Opening Balances
While creating and altering Ledger account Opetdatance can be feed up as debit balance or
credit balance depend upon the group selected.

3.2.12 Feeding of Closing Stock Value

Step 1:- In Gateway of Tally choose Inventory Infenu, select Stock Items and press Enter.
Stock Items are further classified into Single Kttiems and Multiple Stock Items.

Step 2:- In Single Stock ltems select Create ardspthe Enter key.

Step 3:- In Stock Item Creation dialogue-box, ia Name field type Santro and press Enter.

Step 4:- Skip the alias and Description field.

Step 5:- When you select the filed-Under, a LisGodups appears on the right side of the
screen. Select Primary in the List of Groups.

Step 6:- Similarly for the field Category, selecitMpplicable.

Step 7:- In the field Units select Car and preseEn

Step 8:- In Set Standard Rates? Field type Yepegss the Enter key. You will now see a
screen for Stock Item. Here you are required terettie Standard Cost (i.e. the Purchase Price)
and the Standard selling price for that stock item.

Step 9:- In Standard Cost Column, press Enter tmaecept the date 1-Jan2012 in the
Applicable From field. In the Rate field, type tRerchase Price (per unit) as 310000 and press
Enter. Notice that in the Per field the unit Capears automatically.

Step 10:- In Standard Selling Price Column, pregefEo accept the date 1-Jan2012 in the
Applicable From field. In the Rate field, type tBales Price (per unit) as 350000 and press the
Enter.

Step 11:- Press Enter to accept the Standard Batt®ed for the stock item and come back to
the Stock Item Creation dialogue box. Skip the GueBalance field and press the Enter key to
accept the item details.

NOTE:- Similarly enter the remaining three sto@mt from the assignment along with their applicable

rates. Press ESC key to return to Gateway of Tally.

3.3 Questions for Self Learning

Q.1 What do you mean by Tally 9.2?

Q.2 Explain the procedure of Alteration in Comp®swetails?
Q.3 Explain Hierarchy of Account Group and Ledgebiief?
Q.4 What are the different types of P&L Groups?
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3.4 Summary

Tally, the products of Peutronics Pvt. Ltd. is @mfsiendly accounting software. It facilitates wars
kind of accounting solutions in a very simplifiearinat. Tally Software packed with many features and
other minor up gradations from its earlier versialy 8.1, Tally solutions has launched it with any.
Tally's new eye catching site has been revamped ¥ath an international flavor, as the productas
many countries. Tally 9.2 is one of the acclaimedoanting software with large user base in India &
abroad, which is continuously growing.

There are various options to run or execute Tatlygmm such as double click on Tally icon on
Desktop or click on start button, select “Run” @hdn enter “tally 9.2.exe. Whenever we click oflyal
application the first dialog appears is the “Compénfo.” and after selecting a existing company the
new screen appear is Gateway of Tally. The Gatevawlly screen is divided into four parts such as
Product Information, Work Area, Button Bar and @édtor. In Gateway of Tally press CTRL+Q key
to Exit from Tally. One can also Exit from Tally Isglecting option Quit from the Gateway of Tally
Screen and then selecting Yes Option in next Screen

In Tally you may organize Accounts Ledgers and @soin hierarchical way. There is no limit on depth
of nesting number of Group/sub Groups and numbedreoiger Accounts that can be placed under a
Group/sub Grouprally Software has Account groups that appear ilaBze Sheet. There are two parts
in balance sheet one is liabilities and anotheassets. Hence there are different groups of lefiger
liabilities and assets sid&@here are two parts in profit and loss account @yl One is related to
Trading or Manufacturing Activity and another idated to Income and revenue. Hence there are
different groups of ledger under profit and losscamt. While creating and altering Ledger account
Opening Balance can be feed up as debit balance=dit balance depend upon the group selected.

3.5 Glossary
Software - Program, Set of Commands
Groups - Category in which ledger consists of
Ledger - Account
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3.7 Exercise

Q.1 What are the Features of Tally Software?

Q.2 Explain the steps for Creation of Company?

Q.3 Describe in details the Account Groups of BedaBheet?
Q.5 Discuss some Ledgers of Balance Sheet?

Q.6 Write the steps for creating Single Ledger?

Q.6 Give an detailed account of Feeding of CloSitark Value?
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Unit 4: Voucher Entry

Contents

4.0 Objectives

4.1 Introduction

4.2 Subject Explaination
4.2.1 Basic Vouchers
4.2.2 Types of Vouchers
4.2.3 Voucher Alteration
4.2.4 Voucher Deletion
4.2.5 Cancellation of Voucher
4.2.6 Voucher Number
4.2.7 Singles mode voucher entries
4.2.8 Voucher Printing
4.2.9 Displaying Voucher List
4.2.10 Day Book
4.2.11 Ledger

4.3 Questions for Self Learning

4.4 Summary

4.5 Glossary

4.7 Bibliography

4.6 Exercise

4.0 Objectives

After completing the study of this unit you will---
read about the Basic Vouchers of Tally
come to know different types of Accounting Vouchers
study about how to Alter a Voucher
know briefly about Voucher Number
learn about the Voucher Printing
know about Day Book and Ledger

4.1 Introduction

Voucher is a document containing the details sdadaction. For every transaction, a voucher is
to be entered in tally through voucher entry. Agding Voucher option is available at the Gateway of
tally. To input any data into tally, you must us&aucher. Inputting date through the voucher entry
mode may be called creating a voucher or vouchiey.en

Tally already have 18 types of vouchers. You caate additional voucher types. You can also
create voucher class which is pre-defined tabletahps to automate voucher entries, expenditutig/ en
and minimize errors. While making a voucher enitrynust have two states of transaction, Debit and
Credit. As tally follows Double Entry system of acmting, both debut and credit aspects of the
transaction must be enter. The total amount oftdaiist be equal with the total amount of credit in
transaction.
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4.2 Subject Explaination

4.2 .1 Basic Vouchers

There are two commonly used basic vouchers in akyAccounting Voucher and Inventory Voucher.
These vouchers reflected on Gateway of Tally Scueeler the Heading Transactions.

{c) Tally Solutions FZ-LLC, 1988-2006

hittp:/iwveve tallysolutions.com

51 No. : BMi@-~2007

2 Tally 9 =1 ]

TallyGold - Multi-User | F1: Select Cm|

F1: Shut Cmp

F2: Date

L: Language H: Keyboard

Current Penod Current Date Gateway of Tally
14-2009 to 31.3-2010 Wednesday, 1 Apr, 2009
List of Selected Companies Masters

Accounts Info

Mame of Company Date of Lest Entry Inventory Info

F.Y.B.Com. o Vouchers Entered Transactions

Accounting Vouchers

MVENT Ory VOUCHETS
Impert

ImpOrt of Data
Reports

Balance Shest

Prafit & Loss Al

Stock Summary

Ratio Analysis

Display

Quit

H: Help

FZ: Period
L

F3: Cmp Info

Calculator ODBC Server

1 >

Ctrl + N

F11: Features

F12: Configure

Gateway of Taly 9-Release 1 (Engish)

Fri, 22 Oct, 2010

14:56:33

Figure 4.1 : Gateway of Tally

Accounting Voucher

Accounting voucher contain entries related to anting transactions. The accounting vouchers
option can be found on the right side of the Gatewfalally menu. To create an accounting voucher,

undertake the following steps:

1. Click on Accounting Voucher under Transactionsha Gateway of Tally menu as displayed in
figure 4.1. The Accounting Voucher Creation scregpears in Figure 4.2. In Tally the
Accounting Voucher Creation Screen is divided itlicee parts: Main Voucher Entry Area,

Button Bar Area and Calculator Area, which detadsdelow.

Main Voucher Entry Area: You enter all transactions here. It includesdage, the name of

the ledger, the amount, and pop-up screens degeadigour voucher configuration.

Button Bar Area: It displays various buttons for quick interactiwith Tally.
Calculator Area: In this area, you can enter any number of matiieaidormulae for complex

calculations.
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B Talty 9
(g} Tally Solutions FZ.LLC, 1988.2006

hittp:/iwveve tallysolutions.com
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Or I

Cr

Marration:

F6: Receipt

F7: Joumnal

F8: Sales
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T: Post-Dated

Calculater

1 >

ODEC Server

Ctrl + N

F11: Features

F12: Configure

(Gateway of Tally > Accounting Youcher Creation

9 -Release 1 (Englsh)

Fri, 22 Oct, 2010 15:58:56

Figure 4.2 : Accounting Voucher

Here we understood the different parts of the Aotiog Voucher Creations screen, let us
continue with the Accounting Voucher. Creation $areve had created in Step 1 and learn how

to add information in the various options preserit.i

2. Enter the name of the account beside the Accoutib@pTo do so, select an account name

from the List of ledger Accounts pop-up window.

3. Next, Enter the name of items under particularsd®®o, make use of List of Ledger Accounts

pop-up menu.

4. Under the Amount option, type the amount for thieted items. The total amount of items
automatically credited to current balance.

5. After entering amount, the cursor reaches underNbeaation Option. Briefly explain the
relevant information about the voucher. Otherwmess the enter key and click on Yes to create

an Accounting Voucher.

Inventory Voucher

This is the second type of Voucher and can be faumide Gateway of Tally menu. Following is the
detailed steps to create an Inventory Voucher.

1. Click on the Inventory Voucher option under Trarigaxs. An Inventory Voucher Creation
screen appears as in figure 4.3.
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(¢) Tally Solutions FZ-LLC, 19882006 TallyGold - Multi-User | F1:
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P: Print

E: Export M: E-Mail 0: Upload H: Keyboard H: Help
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Transfer of Materials
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T: Post-Dated

Narration:
Calculator ODBC Server Cirl+N

1 >

F11: Features
F12: Configure

Gateway of Tally > Inwentory Voucher Creation 9 - Release 1 (English) Fri, 22 Oct, 2010 15:59:49

o gk

Figure 4.3 : Inventory Voucher

The screen is divided into two parts, Source (Comzion) and Destination (Production), which
detailed as below.

Source (Consumption) You can record the date of items that are conslumeler this section.
Destination (Production): You can record the date of items that are produceder this
section.

Here we understood the different parts of the IbwanVoucher Creations screen, let us
continue with the Inventory Voucher. Creation Soree had created in Step 1 and learn how to
add information in the various options under Sour&@onsumption) and Destination
(Production).

Under the name of item option, enter the name atean from the list of items pop-up menu.
This pop-up menu appears when the cursor reacluss the name of item option.

Next, enter the name of godown under the godowiopEor that, make use of list of godowns
pop-up menu. This pop-up menu appears when cugsches under the Godown option.

Type the total quantity for item under the quantiption.

Type the rate of per quantity under the rate option

As soon as the cursor reaches under the amoundnoplially calculates and display the
aggregate amount for the selected item.

After entering information under Source (Consumptiche cursor moves under Destination
(Production). In order to enter information undezsbnation (Production), repeat steps 1 to 5
and enter same information provided earlier un@er& (Consumption).

Now type some brief information about the Inventeoycher under the narration option.

Click on yes to create inventory voucher.

4.2.2 Types of voucher

In manual account books, all transactions are owzbin primary book, which can be further

divided into cashbook, journal. Journal is subdeddnto following subsidiary books called Sales Boo
Purchase Book, Debit Note, Credit Note and Propernal.

Tally is pre-programmed provides a variety of actimg vouchers, each designed to perform a

different job such as Contra Voucher, Payment VeucReceipt Voucher, Journal, Sales voucher,
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Purchase Voucher, Debit Notes, Credit Notes, Memoc¥er, Physical Stock, Purchase Orders, Goods
Receipt Notes, Rejection Out, Rejection In, Stocukrdal, Reversing Journal. The standard vouchers
are as follows.

A) Contra Voucher (F4)

Gateway of Tally > Accounting Vouchers > selectiy Contra > displays the Contra voucher
entry screen. As per accounting rules, Contra Bataytransaction indicating transfer of funds from

1. Cash account to Bank account
2. Bank account to Cash account
3. Bank account to Bank account

Contra Entry screen appears in the Single Entry Moyl default. You are prompted to choose
the account, which will receive the amount (the id&dxlger). For example, you wish to enter the
transaction of cash deposited into Bank Accounty lgave to debit the Bank Account and credit the
Cash Account > the entry appears as shown in figure

1-Apr-2010
Thursday

Account . HDFC Bank
Cur Bal - 60,000.00 Dr
Particulars Amount

Casl 10,000.00

h
Cur Bal: 0.00 Cr

Marration: 10,000.00
being cash deposited

Accept ?

Yes or No

Figure 4.4 : Contra Voucher

B) Payment Voucher (F5)

Gateway of Tally > Accounting Vouchers > selectify: Payment > displays the Payment
voucher entry screen. Payment transactions cannbered using Tally's Payment Voucher. The
Payment Entry screen appears in Single Entry Modeefault (as the option "Use Single Entry mode
for Pymt/Rcpt/Contra” is set to YES > in F12: Confie from Payment Voucher). For example, the
company paid expenses of conveyance, staff sgtmstage, Furnitures and stationery through cash.
The entry is displayed as shown in figure 4.5.
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" Accounting Youcher Alteration (Seconda
Mo 1 1-Apr-2010
Thursday
Account: Cash
Cur Bal ;. 4,450.00 Dy
Particulars Amount
Postage Exp.A/c 550.00
Cur Bal: 550.00 Dr
Marration: 550.00
being cash paid
Accept?
Yes or No

Figure 4.5 : Payment Voucher

C) Receipt Voucher (F6)

Gateway of Tally > Accounting Vouchers > selectl, we get the Receipt voucher screen.
Similar to Payment and Contra vouchers — the Siggiey Mode appears for Receipt Entry as well.
Accounting transactions for money received areredtento Tally through the receipt voucher. For
example, your company receives money from a cugtdorean earlier transaction. The customer
account has to be credited and if cash is receivddbit the cash account. If cheque is receivedt deb
the bank account where you will deposit the reaksieeque. The entry is displayed as shown in figure
4.6

Accounting Youcher Creation
Ma. 1 14-May-2010
Friday
Account: Cash
Cur Bal: 6,650.00 Cr
Particulars Amount
Rakesh Sharma 5,550.00
Cur Bal: 0.00 Cr
O Account 5,550.00 Cr
MNarration: 5,550.00
heing cash received
Accept ?
Yes or No

Figure 4.6: Receipt Voucher
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D) Journal Voucher (F7)

Gateway of Tally > Accounting Vouchers > selectiig, we get the Journal voucher screen.
This is the separate voucher entry and which ispdetaly different from Contra, Payment and Receipt
vouchers. Non cash and non Purchase, Sale accguraitsactions can be recorded in Journal Voucher.
Therefore their are many accounting entries whighpass Journal Vouchers whose list are as follows

Fixed assets purchase on credit

Adjustment entries

Rectification entries

Depreciation entries

Provision Creation entries

Entries of Tax payable

Given of Goods as Sample or Gift's entries.

All voucher which will not go to any other accoungfivouchers.

While doing voucher entry in Journal voucher Dedid Credit ledger should be respective
apply through accounting ruleéBhe entry is displayed as shown in figure 4.7

] Voucher Creﬁtion
Journal MNo. 1 14-4May-2014
Friday
Particulars Debit Credit
Or Depreciation Aic 13,500.00
Cur Bal: 13,500.00 Dr
Cr Machinery A/c 13,500.00
Cur Bal: 76,500.00 Dr
Marration 13,500.00 13,500.00
being depreciation charged @15%
Accept ?
Yes or No

Figure 4.7 : Journal Voucher

E) Sales Voucher (F8)

Gateway of Tally > Accounting Vouchers > selecti?®, we get the Sales voucher screen.
Through this voucher entry you can create saleitevof goods sold. In this voucher the detailshef t
items sold are listed in it. Selecting the Itemdice allows you to select the stock items to beiced.
This format is more commonly used by trading andnuficturing organisations. While doing
transaction the name of the party must be youroowst or sundry debtor and after this entry whose
ledger are going to debited because he had gaotheés and sales ledger was credited. If goodsisold
cash the party name must be cash only.
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Following are the detail steps to record sales kieuc

1. Enter the date of sale

2. Enter the ref; if any other wise skip it

3. Select party account name from pop up window. ffeitv one then
self by pressing ALT+C.
Select the type of sale. Like sales @ 4%, sale® @4 etc.
Select the vat tax class, Like 4%, 12.5% etc.
Select the item to be sold from pop up window @isitems).
Enter the quantity to be sold.
Enter the rate of item.
More items are there, then repeat the procedune &do 8.
10 After items are over then enter.
11.Select the corresponding tax ledger from pop ugloimn
12.Add any packing & forwarding charges or freight iges if any.
13.Enter addition or subtraction amount for roundifdgotal value.
14.Enter the narration / Remarks if any.
15.Press enter to accept the details.

©oo N OA

The voucher entry is displayed as shown in figu&e 4

g Voucher Creatioh
Mo. 1

Ref. :

Party's Afc Mame : Rakesh Sharma
Curtent Balance 5.550.00 Dr
Sales Ledger : Sales Alc

VAT Tax Class: Sales @ 12.5%

create the party there it

18-Sep-2010
Saturday

Name of [tem Quantity

Rate per

Amount

Cement 80 Bag

Qutput Vat 12.5% Afc

230.00 Bag

12.50 %

18,400.00

2,300.00

Marration 80 Bag

20,700.00

Figure 4.8 : Sales Voucher

F) Purchase Voucher (F9)

Gateway of Tally > Accounting Vouchers > selectifj we get the Purchase voucher screen. Through
this voucher entry you can record purchase Invoicgoods received. This voucher having details
about the items purchases and which are listed Belecting the Item Invoice allows you to sekbet
stock items to be received. While doing transactiwa name of the party must be your supplier or
sundry creditors and after this entry their ledaer going to credited because they supply the gaods
purchase ledger was debited. If goods sold in #asparty name must be cash only.
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Following are the detail steps to record purchaseckier
1. Enter the date of purchases
2. Enter the ref; if any other wise skip it
3. Select party account name from pop up window. ffeitv one then create the party there it
self by pressing ALT+C.
Select the type of purchase. Like Purchase @ 4%hBse @ 12.5% etc.
Select the vat tax class, Like 4%, 12.5% etc.
Select the item to be purchases from pop up windisiof items).
Enter the purchases quantity.
Enter the rate of item.
More items are there, then repeat the procedune &do 8.
10 After items are over then enter.
11.Select the corresponding tax ledger from pop ugloimn
12.Add any packing & forwarding charges or freight iges if any.
13. Enter addition or subtraction amount for roundifigodal value.
14.Enter the narration / Remarks if any.
15.Press enter to accept the details.
The voucher entry is displayed as shown in figuée 4

©oo~No O A

g Youcher Creation

Purchase Mao. 1 1.Sep-2010
Ref : Wednesday

Party's A/c Name . Oriental Cement Ltd.
Current Balance :

Purchase Ledger: Purchases A/c

VAT Tax Class. Purchases @ 12.5%

Name of ltem Quantity Rate per Amount

Cement 500 Bag  200.00 Bag 1,00,000.00

Input Vat 12.5% 12.50 % 12,500.00

Marration: 500 Bag 1,12,500.00

Figure 4.9 : Purchase Voucher

G) Memo Voucher (F10)

Gateway of Tally > Accounting Vouchers > selectigl+F10 you can get the Memo voucher
in your screen. This is a non-accounting voucher tie entries made using memo voucher will not
affect your accounts. In other words, Tally does pmst these entries to ledgers, but stores thea in
separate Memorandum Register. You can alter angdecba Memo Voucher into a regular voucher
when you decide to bring the entry into your books.

For making suspense payment entries, you can use@meucher. For example, consider that a
company gives its employees cash to buy officeicstaty, the exact nature and cost of which are
unknown. For this transaction you can enter a veubtr the petty cash advance, a voucher to record
the actual expenditure details when they are kn@md,another voucher to record the return of ssrplu
cash. But in a simpler way of doing you can entbteano voucher when the cash is advanced, and then
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turn it into a Payment voucher for the actual antapent, when the details are known. For Example,
The Company pays its employee Rs. 9000 as petty adgance for Office Stationery. The following
entry can be passed as shown in figure 4.10.

Accounting Youcher Croation AR Compan ctrl + M B
| #emorandum EI 1-Apr-2009
ey
Particulars Debit Credit
Or Office Supplies Account 8,000 060
Gur Bl 9.6 Dy
Cr Cash 9.000,0:0

Cur Byl LAT0NLO0 Dr

rarration 9, CHO 0o 9,000,00

Figure 4.10 : Memo Voucher

H) Debit Note Vourcher

Gateway of Tally > Accounting Vouchers > selecti@gl+F9 you can get the Debit Note
voucher in your screen. Debit Note is a documesudd to a party stating that you are debiting their
Account in your Books of Accounts for the stateds@n. It is commonly used in case of Purchase
Returns, increasing and decreasing in price, angragxpenses incurred by you on behalf of the party
etc. Debit Note can be entered in voucher or Irvonode.

Debit note voucher would not available by defailou need to enable the feature in F11:
Accounting or Inventory features. For Examplegabds return to supplier, the entry can be passed a
shown in figure 4.11.

Accounting Veucher Creation Cirl + 4 B3

Debit Hote Mo. 1 I Mar-2011
Ref. Thursday

Used for: Others

Party's Afc Name © Oriental Cement Ltd.
Current Balance 1.12,500.00 Cr
Purchase Ledger : Purchases Alc

VAT Tax Class: Purchases @ 12.5%

Name of ltem Quantity

Rate per Amount

Cement 10 Bay  200.00 Bagy 2,000.00

Input Vat 12.5%

Narration:
goods da ags returned

12.50 %

250.00

10 Bag

2,250.00

Figure 4.11

: Debit Note Voucher
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I) Credit Note Vourcher

Gateway of Tally > Accounting Vouchers > selecti@gl+F8 you can get the Credit Note
voucher in your screen. Credit Note is a documssued to a party stating that you are creditedun o
Books of Accounts for the stated reason. It is eamly used in case of Sales Returns, increasing and
decreasing in price, any discount allowed to theypetc. Credit Note can be entered in voucher or
Invoice mode.

Credit note voucher would not available by defa¥lbu need to enable the feature in F11:
Accounting or Inventory features. For Examplegabds return from party, the entry can be passed as
shown in figure 4.12.

Accounting Youcher Creation Ctrl + M ER

Credit Note No. 1 15-May 2009
Ref. Friday
Used for: Others

Party's A/c Name : Rakesh Sharma
Curent Balance

Sales Ledger : Sales 12.5%

WAT/ Tax Class: Sales @ 12.5%

Name of Item Quantity Rate per Amount

Cement 6 Bags  205.00 Bags 1,230.00

Qutput Vat 12.5% 12.50 % 193.79

Marration: 6 Bags 1,383.75

Figure 4.12 : Credit Note Voucher

4.2.3 Voucher Alteration
Tally allows you to alter entered voucher on amyetj there are mainly two stage were you can
alter the voucher.

1. Alteration during voucher entry mode:-

While at creation of voucher screen by just presstage Up key, the preceding voucher will
appear on the screen in alteration mode. Agairsprg$age Up key, so you bring scroll all voucledrs
that date and by pressing Page Down key you caug Iméxt voucher of that date for alteration. It can
be continue until there are no voucher on that.datgu want to alter voucher for another datet jus
change the date by pressing F2 and you can sbeWNdoucher by Page Up and Page Down key and
make alterations. After necessary alteration ofcheu press CTRL+A to save quickly or press enter
continue followed by Save Yes button.

2. Alteration during display mode:-

You can alter your voucher under any display omicuch as Day Book, Ledger
Account, Purchase Register, Sales Register, Balaheet, Profit and Loss Account. For alteration you
have to search out the voucher and press entelt @wtomatically under alternation mode and yoa ca
make changes in it. After necessary alterationonicher press CTRL+A to save quickly or press enter
continue followed by Save Yes button. After comiplgtthe process you will find your self on the same
stage with the changed voucher on the screen too.
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4.2.4 Voucher Deletion

Tally does not allow you to delete multiple vouchat ones. Your can delete one voucher at a
time. Select the desired voucher and press engedifiplay the voucher in alteration mode and press
ALT+D and press Yes or press enter key as displdyliowing image.

Accounting Youcher Alteration

Delete 7

Yes or Ne

Figure 4.13 : Voucher Deletion

You can also delete voucher under various displatyon by just highlight your voucher and
press ALT + D. Ones the voucher is deleted, itoisegforever you do not have undelete or recycle bin
concept in tally.

4.2 5 Cancellation of Voucher

Apart from deleting any voucher, vouchers can digocancelled. While using automatic
voucher numbering, you can option to cancel a veualsing ALT + X, to keep the sequence of
subsequent voucher number intact and informatiothefcommon narration. The cancelled voucher
will not retain Accounting and Inventory Transaaso It is useful for Sales vouchers. Vouchers with
manual numbering or where no voucher numberingséxiican also be cancelled. Cancellation can be
done in Alteration mode and Display mode.

4.2 .6 Voucher Number

Tally will enter this for you if you have set-upetivoucher type to do it. If it is to be entered
manually, do so. There are basically 3 optionsumhibering the vouchers.
1. Automatic : Select for system-generated incremental numbe@mngselecting it, you have to further
specify.

- Starting Number: Give starting number, normally 1, for the firstwaber. You can restart
number every month or year or continue the samewver.
Width of Numerical Part: To get aligned look in reports, specify maximunathi
Prefill with zero: say yes to fill-up the numbers with zeros to magethe width you enter
at width of numerical part. No will leave the spddank.
2. Manual: Select manual to input voucher number during veuemtry.

Prevent Duplicates Say Yes to trap if you enter an existing vouahember.

3.None:When you do not wish any voucher numbering, seleae.
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4.2.7 Singles mode voucher entries

Voucher can be entered in single and double entgle. To toggle between Single Entry and
Double Entry mode, you can be change the settirgy Siagle Entry mode for Pymt/Rcpt/Contra to
Yes/No in F12 configuration. It is so easy Enteuslers in single entry mode rather than in Tally's
traditional double entry mode. While Payment voucbE single entry it just ask the debit ledger
multiple times as consider credit ledger singleetisuch as cash or bank. It is completely opposite i
receipt voucher that it consider cash or bank fitdside preserve it for single ledger and asklicre
side ledger multiple times considering that créust giver in receipt voucher.

Advantages of single entry mode
1. Itis necessary when there is a single debit anitipteicredits in an entry.
2. Faster data entry
3. Distinguish between single entry and double entoglen

Buttons in a typical Entry Screen

- F2: Change Date :- Use this button to change tte afehe voucher
F3: Change Company:- This would allow you to switclanother-loaded company and enter a
voucher in it. Therefore, you can, almost simultarsgly enter vouchers for more than one
company.
F4: Contra Voucher :- To create a contra voucher.
F5: Payment Voucher :- To create a payment voucher.
F6: Receipt Voucher :- To create a receipt voucher.
F7: Journal:- This is split into Journal, Debit Betand Credit Notes.
F8: Sales:- To create sales voucher.
F9: Purchase:- To create purchase voucher.
F10: Memos:- To create memorandum or Reverse Jodouher.
Post Dated:- To mark the current voucher post dated
Optional:- To mark current voucher optional. Togghgth regulars.
F11: Features:- To change company features.
F12: Configure:- To change the various configuratio

4.2.8 Voucher printing

Tally allows you to print voucher from so manygss. Before printing voucher you have to
configure the dimensions and details of voucher gan set the size, top margin of voucher, leave
space on voucher for signature / verification psgand decide the amount of information you wish to
print.

Payment Printing Configuration

Height of “oucher {inches) :
Width of “oucher (inches) .5
Space to leave on top (default 0.25) : 0.25
Space to leave on left (default O.75) ;DTS
Fayment Mode on Top of “oucher 7 No
Print Bill-wise Details ? Yes
Frint Inventary Details 7 No
Print Cost Centre £ Employes Details 7 MNo
Space for Checked™erified initials 7 Mo
Frint Foreign Currency Symbol on Chegue 7 No
Print Marratian 7 Yes
Frint Marration for each entry 7 Yes
Print Amount in Foreign Currency 7 No

Figure 4.14 : Voucher Printing Configuration
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As per figure 4.14 voucher Print Page setup costaiaight, width, Top margin and left margin. By
default, Height is set as 7 inch, width is set asch, Top margin is set as 0.25 inch and Left nmaig
set as 0.75 inch.

A) On-line voucher printing

Tally provides online voucher printing after sayithe voucher. After creation of new voucher
or alteration of old voucher it ask for saving vbecthen Press Yes and immediately it will directly
send to print memory and your computer demand Yesattual printing of voucher. Then after
pressing Yes you will have printed voucher in yband, the printer must ready at that stage. But for
printing voucher online you have to configure yooucher type and set Yes for Printing after saving
option. The configuration setting is available at ccAunts Info>Voucher
Type>Alter>Payment/Receipt/Sales/Purchase. You seinyour desire voucher such as sales for
printing so tally can print online after saving gveales voucher.

B) Multi voucher printing

Tally also allows you to have a multiple vouchenting feature in printing menu. This feature
is used for printing multiple voucher based onvbacher numbers. You can give the rage for voucher
numbers, which you want to print. Multi Vouchermimg feature is available at Gateway of tally>Nult
Account Priting>Multi Voucher Priting>Voucher Tyaad then desire range which you want to print.

Figure 4.15 : Multi Voucher Printing
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4.2.9 Displaying voucher list

To check the accuracy of voucher entered, oneeofrtAny ways is to select voucher list as Day
Book or ledger account from the Display menu. TBettect F2: Period from the button bar and enter
the period of display.

4.2.10 Day Book

The day book is a list of all transactions foraatigular day, by default the current date. It can
list all the voucher for a period. Vouchers inclualefinancial voucher, reversing and memorandum
journals as well as inventory voucher. Day bookarpavailable under display menu.

Figure 4.16 : Day Book

As per figure 4.16, all the voucher entered wplpaar in display of Day Book with Date,
Particular, Voucher Type, Voucher Number and thewmh of voucher. The detailed day book can be
view by pressing ALT+F1. Day book can also be veecific type of vouchers, by pressing F4 list of
voucher type appears select desire voucher to dambook.

4.2.11 Ledger Account

Tally provides Ledger account display having tratisas of particular ledger, Opening &
Closing Balance. To view the Ledger Vouchers, GG#teway of Tally > Display > Account Books >
Ledger > Ledger account e.g. Commission accoung [idt of vouchers for the current month is
displayed. You can change the period using F2:0Bdsutton, as required. You can also view ledger
account as Daily, Weekly, Monthly, Quarterly, H&Early or Yearly.
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Figure 4.17 : Ledger Account

As per figure 4.17, all the voucher entered int gaticular ledger will appear in the screen with
Date, Particular, Voucher Type, Voucher Number,iDamount and credit amount of voucher and with
opening and closing balance of that ledger. Ledgeralso be view various range options, by pressing
ALT + F12.

4.3 Questions for Self Learning

Q.1 What do you mean by Voucher?

Q.2 Explain the Basic Voucher types?

Q.3 What is Payment and Receipt Voucher?
Q.4 What is singles mode voucher entries?

4.4 Summary

Voucher is a document containing the details ahadaction. For every transaction, a voucher Iseto
entered in tally through voucher entry. Accountifmucher option is available at the Gateway of tally
To input any data into tally, you must use a vouchgputting date through the voucher entry mode
may be called creating a voucher or voucher efithgre are two commonly used basic vouchers in
tally are Accounting Voucher and Inventory Vouch&ccounting voucher contain entries related to
accounting transactions. The accounting vouchetisropan be found on the right side of the Gateway
of Tally menu. Inventory Voucher is the second tgfé/oucher and can be found in the Gateway of
Tally menu which applicable to feed data relatetht@ntory or Stock.

Tally is pre-programmed provides a variety of asctmg vouchers, each designed to perform a
different job such as Contra Voucher, Payment VeucReceipt Voucher, Journal, Sales voucher,
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Purchase Voucher, Debit Notes, Credit Notes, MermocYer, Physical Stock, Purchase Orders, Goods
Receipt Notes, Rejection Out, Rejection In, Stomlrdal, Reversing Journal. Voucher can be entered
in single and double entry mode. To toggle betw@rmgle Entry and Double Entry mode, you can be
change the setting Use Single Entry mode for Pyopi//®ontra to Yes/No in F12 configuration. It is so
easy Enter vouchers in single entry mode rather itndally’s traditional double entry mode.

4.5 Glossary
Voucher - Receipt, Document
Type - Kind, Form, Category
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4.7 Exercise

Q.1 What are voucher types in Tally?

Q.2 What do you mean by Voucher alteration?

Q.3 Explain distinguish between deletion and cdatieh of voucher ?

Q.4 How Voucher printing can be done? Explainypses and process?

Q.5 Explain in detail Multi Voucher Printing?

Q.6 What is day book? Write the procedure of digpdaybook on screen?
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Unit 5: Trial Balance and Final Accounts
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5.0 Objectives

After completing the study of this unit you will---
know briefly about Trail Balance and Final Accounts
read about the Exploded and Ledger-wise Trail Badan
study how Balance Sheet appears in Tally Software
come to know Primary and Detailed Balance Sheet
learn about the Detailed and Vertical form of Rrafid Loss Account
know about Income & Expenditure Statement

5.1 Introduction

Tally provides various accounting reports basedtentransactions or voucher entered. The
report can be view as per our requirement and ptasen scheme. You can also view report on the
screen as well as print on the paper. Followintpésdetail list of reports of your company provided

tally software.

Account Books Final Accounts Other Reports

Cash Book Trial Balance Bank Reconciliation
Bank Book Balance Sheet Exception Reports
Ledger Accounts Profit & Loss A/c List of Accasn
Purchases Register Trading Account Sales Ordek B
Sales Register Ratio Analysis Purchase Order
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Journal Register Cash Flow Statement Fund Flate®ent

Mainly there are two reports i.e. Balance Sheet Rrofit & Loss A/c which will available at
Gateway of tally menu. And remaining reports aldéeaat Display option of Gateway of tally menu.

Figure 5.1 : Tally Report

5.2 Subject Explaination

5.2.1 Trial Balance

The Trial Balance report provides account balalisteng for all accounts for the company
sorted according to groups. Therefore the TriabBe¢ is displayed in groups i.e. the Trial Balaisce
displayed in grouped form with main groups andrtledosing balances. The fact that the debit and
credit balances match proves the arithmetic acguoddhe entries. In tally, the matching of Trial
Balance is a foregone conclusion as all voucheriesntire in the debit and credit format and must
balance at the entry point. Note that as per adoaymprinciples, The Trial Balance does not list
Closing Stock because it is part of final accourd &nal account can be prepared with the helpiaF t
balance. As mentioned earlier trial balance cavid& from the display menu as shown in figure 5.1.
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Figure 5.2 : Trial Balance

As per figure 5.2 Trial Balance displays the ¢is@all primary groups on the left, Closing Debit
and Credit balances on the right side. You can dodvn a Group for further details of that parteul
group. To view the all primary groups and theirdmales press button F4 from the button toolbar.

5.2.2 Exploded Trial Balance
Trial Balance can be view exploded format or dedsiormat select F1: Detailed button to break
down the grouped information to another level. His tformat further sub-groups of main group will

displayed with their closing balance informatioreethg the net format as shown in figure 5.2 the
detailed format is always better to find the coreew fare view of the company’s financial record.
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Figure 5.3 : Trial Balance — Detailed

5.2.3 Ledger-wise Trial Balance
Ledger-wise trial balance can be view by presb&fon from button toolbar, to have the ledger

wise information of closing balances of the compdnythis format all ledger having closing balances
Debit or Credit will displayed of the particulartda
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Figure 5.4 : Trial Balance — Ledger Wise
5.2.4 Balance Sheet

Balance Sheet is a statement of assets and tiebibf a firm or what its owns and what it is
owes, as on a given date. In a Balance Sheet,sdeisaand liabilities are equal to each other.yTall
provide correct and matched balance sheet becaissagon the transactions or voucher in it. Ba¢ganc
Sheet reveals the financial position of a busirsssseflected by the accounting records and contains
list of assets, liability an capital items as ormgigen date. Tally provides Balance Sheet option in
Gateway of Tally menu.

A) Primary Balance Sheet

Tally provides Balance Sheet in horizontal formath Double column by default. Balance
Sheet has Liability side and their balances indefe of screen and on the right side it has Asmeds
their closing balances as in common general acoayptincipals. Tally provides primary groups ireth
Balance Sheet with closing balances that callechdy Balance Sheet as per figure 5.5.
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Figure 5.5 : Primary Balance Sheet

B) Detailed Balance Sheet
Balance Sheet can be also view in detailed fosakct F1: Detailed button to break down the

detailed group wise information and sub-group dgsalances. You can further drill down to selected
group for the required ledger information. DetaiBdlance Sheet is useful to view the comparative

financial position of the firm.

Figure 5.6 : Detailed Balance Sheet

Balance Sheet can also be view in vertical forthabugh F12:Configure button of button
toolbar by giving YES to Show Balance Sheet in MaitFormat.

5.2.5 Closing stock value entry through Balance Ske
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In Tally 9, the value of closing stock displayedtie Balance Sheet is based on the Costing
Method defined for each Stock Item in the Stocknlt®laster. But if you are not maintaining the
accounts with Inventory then you have to prepamlSof goods account under the group Stock-in-
hand into ledger creation option. The general glacof accounting is to value the stock at purehas
cost or market value, whichever is lower. Tallyl®ws you to enter the closing stock value manually
in that ledger with date of stock. Then it will @t to all final accounts i.e. Balance Sheet, Trgdind
P&L account.

5.2.6 Profit and Loss Account

Profit and Loss Account is also called Income Stant. It shows the net profit or net loss
resulting from the operations of business durirggdpecified period of time. The items appearingre
in the nature of revenue. Tally provides the Praritl Loss account with combined Trading Account of
the company. Profit and Loss Account can be viemwéosious period by press F2 for Period.

Figure 5.7 : Profit and Loss Account

A) Detailed Profit & Loss Account

Profit and Loss Account can be also view in dethibrmat select F1: Detailed button to break
down the detailed group wise information and sulisgrand ledger closing balances. You can further
drill down to selected group or ledger for the rieggh information. Detailed Profit and Loss Accoisit
useful to view the comparative Income positionhaf tompany.
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Figure 5.8 : Detailed Profit and Loss Account

B) Vertical Profit & Loss Account

Profit and Loss Account can be also view in veltiormat through F12:Configure button of
button toolbar by giving YES to Show Profit and kosccount in Vertical Format. In vertical format it
shows sales account first then deduct cost of gsoldsand find out the gross profit and after deidgc
Revenue expenses or indirect expenses, you catheeet profit of the company as shown in figure
5.9.

Figure 5.9 : Vertical Profit and Loss Account
5.2.7 Income and Expenditure Statement for Non-Traithg Units.

For Non-Trading accounts like accounts for Chal@aOrganizations, the Trading and Profit
and Loss Statement are irrelevant. You need ammecand Expenditure Account. You should activate
the feature in F11. Setting the option Income ardefises statement instead of P&L as to YES. The
profit and loss account is now displayed as Incam Expenditure Statement.

5.3 Questions for Self Learning

Q.1 What is Trail Balance?

Q.2 Explain Exploded Trail Balance in brief?

Q.3 What do you mean by Detailed Balance Sheet?

Q.4 Explain the procedure of displaying Verticabftr& Loss A/c?
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5.4 Summary

Tally provides various accounting reports basedtentransactions or voucher entered. The
report can be view as per our requirement and ptasen scheme. One can also view report on the
screen as well as print on the paper. Mainly tlaestwo reports i.e. Balance Sheet and Profit &Los
Alc which will available at Gateway of tally menAnd remaining reports available at Display optidn o
Gateway of tally menu. The Trial Balance reportyides account balance listing for all accounts for
the company sorted according to groups. Theref@dtial Balance is displayed in groups i.e. thalTr
Balance is displayed in grouped form with main g®and their closing balances. Trial Balance can be
view exploded format or detailed format select Eletailed button to break down the grouped
information to another level. In this format funtteub-groups of main group will displayed with thei
closing balance information.

Balance Sheet is a statement of assets and tiebibf a firm or what its owns and what it is
owes, as on a given date. In a Balance Sheet,sdeisaand liabilities are equal to each other.yTall
provide correct and matched balance sheet bectisepon the transactions or voucher in it. Tally
provides Balance Sheet in horizontal format withuble column by default. It has primary groups in
the Balance Sheet with closing balances therefasecalled Primary Balance Sheet. Balance Sheet ca
be also view in detailed format select F1: Detailrdton to break down the detailed group wise
information and sub-group closing balandesofit and Loss Account is also called Income Stegat.

It shows the net profit or net loss resulting frdra operations of business during the specifiecbdef
time. The items appearing in are in the natureegénue. Tally provides the Profit and Loss account
with combined Trading Account of the company.

5.5 Glossary
Balance Sheet - Stability, Position
Profit - Earnings, Proceeds, Income
Loss - Expenses, Defeat
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5.7 Exercise

Q.1 Distinguish between Exploded and Ledger-wisal Balance?
Q.2 Explain Primary Balance Sheet and Detailed igac&5heet?
Q.3 How Closing stock value entry through Balanbee$?

Q.4 What is Profit and Loss Account? Its typesaity?

Q.5 How Income and Expenditure Statement prepata!y?
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Unit 6: Report Printing
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6.7 Exercise

6.0 Objectives

After completing the study of this unit you will---
read about the Report Printing
know briefly about Printing Configuration
study how Report appears on Screen and printingaper.
learn about the Account Book Printing
come to know Journal, Cash Book and Bank Book Repaoiting
know about Final Accounts Printing

6.1 Introduction

One can print any report directly from tally. by want to print report you have to go through
Multi Account Printing option from Gateway of Tallyenu. There is another way for printing report
that if you want to print report which you are @ntly displaying so just press Print button frora tbp
of the Button Bar Menu. This brings up new buttam bptions and the Print Configurations screen for
the report, which ask Print? Yes or No. If you seMes, the report will be printed using the opsion
specified on the screen. If you selected No, yau d@ange the options before printing. Tally’'s neat
printing is just completely neat. Print out of arvoice and you would not consider using preprinted
stationery at all.

There are two ways of printing reports.
1. As a print button or ALT + P key combination is diéplay screen. Remember, it will not a print
screen. It is just special printing and printedorgp would fifer from display. Tally takes
advantage of a printers capability and uses to miagi originality in print out.
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2. As a printing menu option through Gateway of Talypu can print multiple reports at a time
through this options.

6.2 Subject Explaination

6.2.1 Printing Configuration

The printing option allows you to configure thenpimg parameters of a Voucher, Invoice and
Statement layouts before final printing. Therefdi@s option consists of several menu items with
various printing options. This various options a#oyou to configure printing of reports. To set the
printing configuration press F12 and you have gpnfition menu on your screen. Then select print
option for printing configuration as shown in figus.1.

Figure 6.1 : Printing Configuration

In the option printing there is so many other optis menu available for their configuration and
better printing.

General Printing Configuration

This configuration helps you to configure the prigtscreens for the reports and transactions.
This configuration is applicable for all print repo

Figure 6.2 : General Printing Configuration
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Print Date & Time of Report: Setting this option to YES, Tally 9 prints systelate and time
on Report printout. After enabling this option, @hpages of report) sub-option gets displayed.
This sub-option is used to decide whether to Bystem date and time in all pages or in first
page only.

Print State and PIN Code with Address:Setting this option to YES, Tally 9 prints statedan
pin code with address of company in Reports anatiers printing.

Stop printing Vertical Lines/Borders: Setting this option to YES, Tally 9 will not pritie
vertical lines for reports and voucher printingisT&nables faster printing in dot matrix printers.
Standard Space on Top of pages (InchesThis option is used to set Top margin for reports
and voucher printing. By default, this field is $&t0.5 inch. However, you can change it as per
your requirement.

Settings for Quick Format: Tally 9 prints in two formats — Neat and Quick. Npanting takes
advantage of fonts of the printer and is the deéféiudlso compresses long data like long names
and amounts and auto-fits them according to spQo&k printing is suitable for Dot Matrix
printers where speed is an issue. Hence, quickimpgimloes not print fancy fonts. The auto-fit
facility is, thus, not possible in quick printingherefore, it will truncate data longer than the
allotted space. To prevent this, Tally 9 provida#iving two options:

Split Long Names into Multiple Lines: This optiomables to split long names into multiple
lines during printing.

Split Long amts/numbers into Multiple Lines: Thiptmn enables to split long amounts or
numbers into multiple lines during printing.

Therefore in other option printing configuratiorresens display the dialog box as per following
figure 6.3. Such as Payment voucher, Receipt vouclmurnal/contra voucher configuration and
Debit/Credit note printing configuration.

Figure 6.3 : Other Printing Configuration
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6.2.2 Printing Reports

If you select to print a displayed document or repie Print Dialog Box expects you to view
the output before printing. It defaults is With #esv. You can however, change it to No Preview by
clicking the appropriate button on Button ToolbEne preview screen allows you to view the document
and even scrolls if it is multi page. Print froneté or even E-mail the document as an attachment.
Hence, if you want to see how a document that yagirally wanted to E-mail, would appear at the
destination, use Print Preview. There are so otleenmon printing buttons or option while report
printing.

Auto Column: If the screen version of the report supports AQtumn, this button will be
available and performs a similar function.

Preview/No Preview:Toggle to make the selection for preview or not.

Titling: To change the title of the report.

Page Number:To specify the starting page number and page nurabge.
Pre-printed/ Plain Paper: Toggle to make the selection.

Quick Format/Neat Format: Toggle between quick (draft) and neat (standardjnad
Copies: To specify the number of copies to be printed.

Printer: To change the printer setting. This also disptagsdefault paper size that you have set
for the printer.

By selecting the option Multi Account Printing fro@ateway of Tally menu you can have so
many options for report printing. This option enalillee printing of the primary Books of Account&egli
the Cash and Bank Books, Account Ledgers, Sale®anthase Registers etc., without having to select
the accounts one at a time and printing them.

SelectGateway of Tally>Multi Account Printing .

Figure 6.4 : Multi Account Printing
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6.2.3 Day Book Printing

Day book is the summary of transactions entered particular day. You can also view the day book
from Display menu and print in directly from therfBut you can also print day book from Multi
Account Printing menu by select option Day Book. aifDay Book is printing, if the option Show
Voucher Number also is set to Yes, you can enabtisable printing of Voucher Numbers in printing.
By default this option is set to Yes.

Figure 6.5 : Day Book Printing

6.2.4 Account Book Printing
Account Books record the individual transactiongade which you have entered in tally.

Although you have post them to many different ledg@&ally brings all the transactions of one catggo
together into a book of accounts for viewing anthtprg. For examples, the sales book record all the
sales transaction and cash book record the cassattons only. By selecting account books option
from Multi Account printing menu you can print vaus books like Journal Register, Cash Book, Bank
Book, All Ledger, Purchase Register and Sales fRegac.

6.2.5 Journal Register Printing
Journal register shows the transaction recor@umnil Voucher for the selected period. To print

journal register you have Select Account Booksapfrom Multi Account Printing menu. Then from
Account Books menu you have to select Journal Rergikan after providing necessary printer setting
such as Sow Narrations, Show Cost Centre, Showntowe Details, you can print Journal Register as
shown in figure 6.6.
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Figure 6.6 : Journal Register Printing

6.2.6 Cash Book Printing

Cash Book shows the record of cash transactiorthierperiod required in Daily, Weekly,
Monthly or Yearly balances. To print Cash Book ymwve to select Cash Book option from Account
Books menu. Then after providing necessary infoionasuch as Style of Report, Select voucher to
show, Format, Show Bill wise Details, Show Cost @erDetails, Sow Inventory Details, Sow
Narrations, Method of Balancing you can print tresiC Book.

Figure 6.7 : Cash Book Printing
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6.2.7 Bank Book Printing

Bank Book printing option is also available at Aaat Books menu of Tally. In same direction
you can also print Bank Book by providing necessaguirement such Style of Report, Select voucher
to show, Format, Show Bill wise Details, Show C@sntre Details, Sow Inventory Details, Sow
Narrations, Include Opening Balance, Method of Baiiag etc.

Figure 6.8 : Bank Book Printing

6.2.8 Ledger Printing

Ledger Printing option available at Account Boakenu of Multi Account Printing. After
selecting Ledger it will further ask for One Accourll Ledger and Group wise of Accounts for
printing. Then after selecting required option pdevnecessary information for Printing configuratio
of ledger such as Style of Report, Select Voucbeshbw, Format, Show Bill wise Details, Show Cost
Centre Details, Sow Inventory Details, Sow Narraionclude Opening Balance, Method of Balancing
etc.
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Figure 6.9 : Ledger Printing

6.2.9 Final Accounts Printing

Final Accounts are also prepare from the individuahsaction but a shows summary of totals,
ratios and statistics, analyzing a company’s fimgrmosition in a wide variety of ways. Final Accus
includes Trading and Profit & Loss Account and Baka Sheet. Considering the importance tally brings
this Final account option on the very first merau Gateway of Tally. There is option for Balance&h
and Profit & Loss Account for viewing and printifmga variety of format.

A) Trading Account and Profit & Loss Printing

There is no trading account separate printing aptio tally, being this is a part of Income
statement it was included in Profit and Loss AcdoAs we known this option is available on Gateway
of Tally menu, for printing just select the optiby pressing entering or click. You will have cornrdin
Trading and Profit & Loss account on your screerpbsssing ALT + P you can print the displaying

page.

Figure 6.10 : Profit & Loss A/c Printing
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While printing Profit & Loss A/c there are so maaptions available such as Format, Show
Vertical, Show Percentage, Show with Gross Prdfitu can make change into the desired item and
have the print.

Format: To change condensed and detailed format

Show Vertical: No will display horizontal form. Yes will displayertical form. The vertical
form always shows the Trading Account and the Ine@tatement separately.

Show Percentage:Each time will be expressed as a percentage et sadcounts i.e. Sales
accounts will be 100% and the rest of the line$ lvala percentage of sales accounts.

Show with Gross Profit: This option available for showing Gross Profitymur report by select
Yes it display separated Trading and Profit & Légs with the display of Gross Profit. By
selecting No it will not display Gross Profit in yoreport and show the combined Trading and
Profit

& Loss A/c without Gross Profit.

B) Balance Sheet Printing

Considering the importance of Balance Sheet it avgmrt of Gateway of Tally menu. If you
want to print Balance Sheet first display it on [ysareen as you desire to print then by pressing AL
P you can have the printed Balance Sheet on yod.ha

Figure 6.11 : Balance Sheet Printing

While printing Balance Sheet there are so manyooptavailable such as Format, Show
Vertical, Show Profit & Loss both as Liability, Skd®ercentage, Show Working Capital and Method of
Balance Sheet. You can make change in the desgexdaind have the print.

Format: To change condensed and detailed format

Show Vertical Balance SheetNo will display horizontal form. Yes will displayertical form.

In the British/Europe configuration the VerticallBace Sheet will have the titles Liabilities and
Assets whereas the Indian/Asian configuration Wal/e Sources of Funds and Application of
Funds as titles.

Show Profit & Loss both as Liability: This is applicable only in horizontal form of Bate
Sheet. If no, then loss moves the Profit and LossoAnt to the Assets side of Balance Sheet.
Show PercentageEach line will be express as a percentage ofotae. t

Show Working Capital: To show Current Assets - Current Liabilities.

Method of Balance Sheet:The options available in it are Liabilities / Atseor Assets /
Liabilities. This is simply the order in which tBalance Sheet is shown.
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6.3 Questions for Self Learning

Q.TWhat do you mean by Report Printing?

Q.2 Explain the General Printing Configuration?
Q.3 What are the steps Day Book Printing?

Q.4 Explain the steps of Ledger Printing?

6.4 Summary

One can print any report directly from tally. by want to print report you have to go through
Multi Account Printing option from Gateway of Tallyenu. There is another way for printing report
that if you want to print report which you are @ntly displaying so just press Print button frora tbp
of the Button Bar Menu. The printing option allowsu to configure the printing parameters of a
Voucher, Invoice and Statement layouts before fomaiting. Therefore, this option consists of sever
menu items with various printing options. This wais options allows you to configure printing of
reports. To set the printing configuration presg.F1

Day book is the summary of transactions entered particular day. You can also view the day
book from Display menu and print in directly frofmete. But you can also print day book from Multi
Account Printing menu by select option Day Bookcéwant Books record the individual transactions
details which you have entered in tally. Althougiuyhave post them to many different ledgers, Tally
brings all the transactions of one category togeihi® a book of accounts for viewing and printing.
Final Accounts are also prepare from the individwahsaction but a shows summary of totals, ratios
and statistics, analyzing a company’'s financialitpms in a wide variety of ways. Final Accounts
includes Trading and Profit & Loss Account and Baka Sheet. Considering the importance tally brings
this Final account option on the very first meru Gateway of Tally.

6.5 Glossary
Printing - Print on Paper
Configuration - Arrangement, Pattern
Report - Detailed Note
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6.7 Exercise

Q.1 What do you mean by Printing Configuration?

Q.2 Explain the common printing option while prirgireport?

Q.3 What is Account Books? Its types and printingfiguration?
Q.4 Distinguish between Cash Book and Bank Book?

Q.5 What is the financial statement? How can yaut fiirfrom tally?
Q.6 Explain the procedure of printing Trading & ftr& Loss A/c?
Q.7 Write step of Printing Balance Sheet and ipesp?
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