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Invited Lecture Note # 1 

1.1 What is Tally? What is the full form of Tally? 

Tally is the accounting software which is used by the business houses  in various fields. Some of the 

advantages of Tally are reliability and security of data, maintain Payroll management. GST calculation 

etc. 

Full form of Tally is Transactions Allowed in a Linear Line Yards 

1.2A Discuss some features of Tally ERP9? 

➢ Integration of Ledgers:  

➢ Individual Bill Tracking: . 

➢ Control, Audit and Budgeting:  

➢ Billing Information:  

➢ Multiple Currency Support: 

1.2B What is the Gateway of Tally? 

Gateway of tally is the main entry point from where any part of the tally can be accessed to perform any 

task. On creation of the first company Gateway of Tally (GoT) screen will appear. 

1.3 How to create a Company in Tally 

On loading Tally for the first time, you get the Company Info menu (F1A) and Create Company to get 

Company Creation Screen (F2A) 

At Company creation Screen the following basic information will occur 

Name :Enter the name of the company  

State: Select the State from the drop down-list . Mentioning of state is necessary for maintaining GST(We 

type West Bengal) 

Financial year form: Normally date of financial year should be 1/4/2017 to maintain accounts of full 

financial year. (Here by default is 1/4/2019. The date should not be changed after voucher entry 

Other info: You may keep blank in other fields like address, phone no, mobile no, email , website , or 

enter data as shown in the following figure 

Directory: As set at the time of installation the default data path (c:\Users\Public\Tally.ERP9\Data) will 

appear. To change the directory (press shift+Tab at name to get back to Directory and enter Directory 

Name, otherwise simple skip the cursor in this field. 

Base currency Information: Don’t change its default value. It will appear in Indian base urency 
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Saving the Company: After entering the particulars, Click Yes at “Accept Yes or No button at the right to 

save ((Alternately press Ctrl+A ) the Company profile. Now company gets created and Gateway of 

Tally(GoT) screen will appear.  

1.4 How to shut a company? 

Shutting of Company: To Shut a company, at Gateway select F1: Shut Cmp (or click Alt+F1) and select 

the company to Shut. The company will be Shut and will no more appear in the list of selected company.  

15 How to delete a company? 

Deletion of a Company delete a Company , at GoT , select F3: Company info, select Alter to get 

Company Alteration screen, press Alt+D to get Deletion Confirmation prompt, type Y to make sure that it 

is deleted. All the data of the company will be deleted permanently. 

1.6 How to select a Company 

To work with the existing company, first we have to select the desired company at Gateway of Tally 

(GoT) , Click F1: Select Cmp button and select the Company from list. Move the cursor on the company 

Name and press <enter> or Double Click on the Company Name). 

1.7 What is Ledger? 

The ledger is active account which contains the information to preparing a financial report including, 

assets, liabilities, revenues and expenses, gain, loss.Businesses use the double-entry bookkeeping method 

of recording transactions make the accounting ledger. Each transaction is recorded into at least two ledger 

accounts debit as well as credit transactions which are posted in  two columns with posting debit enters on 

left and credit entries on right and total of debit and credit entries must be same. 

1.8 Explain some features of a Ledger 

➢ The ledger is a master record contains all the accounts information. 

➢ It is a principal book of double entry system of accounting which provides all important 

information. 

➢ Ledger helps us preparing the trial balance to ensure the numerical accuracy of the account. 

➢ Moreover, ledger assist us in preparing trading, profit and loss account and Balance sheet 

1.9 How to create a ledger in Tally? 

There are total 2 major ways to create a ledger in Tally. 

➢ To create a Single Ledger  

➢ To create it with Multiple Ledgers. 

➢ To create ledger from voucher screen by pressing ALT + C 

Explanation: When we need to create 1 or 2 ledgers, we can create it with the help of Single Ledger 

option. On the other hand, when we need to create more ledgers, we can create it easily with help of an 

option called Multiple Ledgers. 

Method 1 : Single Ledger Creation in Tally 

➢ From Gateway of Tally, go to Accounts Info. 

➢ Go to Ledger 
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➢ Under single ledger, Select the option Create 

 

 

Fill the particulars in the Ledger Creation Screen displayed : 

Name : The first box is the Name of the ledger. Enter the name of the ledger, for example, Furniture 

A/c ; Party ledger account (sales) 

 

• Under : Every ledger requires a group to operate in. For example, Furniture A/c will be under 

Fixed Assets group and party ledger account (sales) under Sundry debtors as they are receivables which 

the company will realize on future point of time. 

• Inventory values are affected : This needs to be set to yes if we have stock to be maintained. 

  

Mailing details : Details like Name, Address, Country and Bank Details for the ledger has to be filed 

• Tax Registration Details : Tax registration details include : 

PAN/IT No.                :           ________ 

 

Registration Type      :           ________ 

 

GSTIN/UIN.               :           ________ 

 

Set/Alter GST details :          ________ 

 

[Note : Similar to mailing details, these details are also of people and not for ledgers like furniture, 

building etc.]       

Opening balance : This is the opening balance of the ledger if any. Any balance of the ledger which is 

being carried forward from the previous year will have to be entered as the opening balance 

Method 2 : Multiple Ledger Creation in Tally 

The process is almost same as single ledger method. Only one step is different. 

From Gateway of Tally, go to Accounts Info. 

Go to Ledger 

Under Multiple ledger, Select the option Create 

Fill the particulars in the Ledger Creation Screen : 

  

1.10 How to decide that whether to create a single ledger or a multiple ledger? 

It is sole decision of users to create ledgers using single ledger or multiple ledger method as per  

requirements. But in general when more details are there it is preferable to creating ledgers under Single 

Ledger Method otherwise use Multiple Ledger Method. In a  multiple Ledger method, there are no 

options such as Inventory values are affected, Mailing Details and Tax Registration Details 

For this we have to edit the ledger individually while passing the accounting entries or we can go to each 

ledger and edit them. In short, choose the method wisely to save your time and money. 
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1.11 How many order processing are there in Tally?  

There are two types of order processing. Purchase and sales order processing.  

     Purchase Order Processing: - This process is used to purchase goods from any party. It consists 

following tasks  

➢ Purchase Order (Alt + F4) 

➢ Receipt Note (Alt + F9) 

➢ Rejection Out (Alt + F6) 

➢ Purchase (F9) 

 

      Sales Order Processing: - This process is used to sale goods to any party. It consists following tasks 

➢ Sales Order (Alt + F5) 

➢ Delivery Note (Alt + F8) 

➢ Rejection In (Ctrl + F6) 

➢ Sales (F8) 

 

1.12 How to enable purchase and sales order processing? 

 

G.O.T. (Gateway of Tally)--> Press F11 (Company Features)--> Press F2 (Inventory Features). 

 

After that create stock master:- 

 

To Create Stock Item: - G.O.T. (Gateway of Tally)--> Inventory Info--> Stock Item--> Create. 

 

Now create multiple ledger as follow:- 

 

Path for ledger creation: - G.O.T. (Gateway of Tally)--> Accounts Info--> Ledger--> Create (Multiple). 

 

And then do voucher entry:- 

 

Path for voucher creation: - G.O.T. (Gateway of Tally)--> Inventory Voucher--> Press Alt + F4 

(Purchase Order). 

 

After that, a box will be open, fill it  

And now accept the voucher by pressing “y” or “enter” key. 

Press “Alt + F9” to open Receipt Note. 

A box will open after pressing “enter”  

Now accept the voucher by pressing “y” or “enter” key. 

Now press “Alt + F6” to open Rejection Out. 

Accept the voucher by pressing “y” or “enter” key. 

 

1.12: What is voucher? 

Voucher is a complete and comprehensive record of all important details related to the 

transaction. Basically all business transactions recorded and fully described in a voucher. The 

voucher acts as a cover page which contains various information such as vendor invoice, 

company’s purchase order, company’s receiving report, and other information needed to process  
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There are 18 vouchers created in Tally.ERP 9, which is broadly classified into two parts: 

1. Accounting Vouchers 

2. Inventory Vouchers 

1.12 How to create  accounting voucher? 

Select GoT->Accounts Voucher and then click the respective voucher button, to get the 

corresponding Voucher entry screen. Tally provides pre created account voucher types, 

according to the nature of transactions  for error free and convenience entry .During voucher 

entry, Tally verifies that total of all Debits must be same as total of all Credits. In the  

following section we describes various Voucher types 

1.13 Different types of accounting voucher exist in Tally? 

Payment Voucher 

Receipt Voucher 

Purchase Voucher 

Sales Voucher 

Journal Voucher 

Contra Voucher 

1.14 What is payment voucher? 

The Payment Voucher(Click F5: Payment) is used for any outflow of money i.e. from Bank 

Account or Cash Account. Ledger Account paid to be debited and Cash Account is Credited. The 

first entry should be debit  while second  entry onwards  you have to specify  Debit or Credit. 

Cash/Bank Account must be Credited. 

For example,  Suppose a  company pay cash Rs 10000/_ in advance to purchase 50 pieces of 

Laptop from ABC Infotech.  

 

 

1.15 What is Receipt voucher? 

Receipt voucher is used for any sort of money inflow (in bank account or cash account) When 

you create a Receipt Voucher, it will  look at all the pending invoices for which payments are yet 

to be received. You can record details such as against which invoice the payment is made, 

whether payment received  by cash, cheque or via NEFT/RTGS. Unlike Payment voucher, the 

first entry must be Credit(other than Bank Account or Cash Account).The rest of the account 

must be Debit (Cash and Bank Account) or Credit. 

For example, A company received cash Rs10000/- from  HCL Pvt Ltd. 

 

1.16 What is Purchase voucher? 

The Purchase Voucher (Click F9:Purchase) is used to record all sorts of Purchase Transactions 

(Cash purchase /Credit Purchase). First ledger would be a party Account (or Cash/Bank A/C)to 

be credited and other ledger account would be ledger under purchase group and must be debited. 

It is to be remembering that Sales group cannot be transacted in a Purchase Voucher. 

Example: 

A Company purchases 10  Printers (@ Rs. 4000/_)  from   GreenTech Solution Pvt Ltd 
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1.17 What is Sales voucher? 

The Sales Voucher (Click  F8: Sales)  is used to record all sorts of Sales Transaction .First ledger 

must be the Party Account (or Cash /Bank A/c) and is debited. Next ledger would be a Ledger 

under Sales group and must be credited. This Voucher mode can be used when you want to 

basically record transactions for statutory purpose. 

 

Example: Selling 100 pieces of  Laptop  (@ Rs 30000/)  to Vishon Comptech  
 

1.18 What is Journal voucher? 

The Journal Voucher (Click F7: Journal) is used by businesses for multiple purposes, such as 

make all kinds of adjustment entries, credit purchase or sales, fixed assets etc. This voucher is 

used for all non cash transaction (than Receipt, Payment and Contra). In a Journal voucher any 

Ledger account (other than cash/bank) may be debited or credited. First entry must be debited. 

Outstanding expense entries, prepaid expenses entry,, Purchase of fixed asset on credit entry , 

Depreciation entry are example of Journal Voucher 

Example1. Depreciation  A/C   Dr   Rs.20000/_ 

To Furniture    Rs. 20000/_ 

 

1.19 What is Contra voucher? 

Contra Voucher (Click F4: Contra) is used to record transfer of fund from one Cash/Bank to 

another Cash/Bank ,i.e Transfer from one Bank account to another (Transfer between Main 

Cash, and Petty Cash). 

Example:  Rs. 5000  of cash deposited in the UBI 

1.20 What is Inventory vouchers ? 

It performs the function in the function in the inventory system Inventory vouchers update both 

Accounts and Inventory. It records the receipt and issue of goods/stock, the transfer of stock 

between locations and physical stock adjustment. You have to integrate Accounts and Inventory  

to get an impact on Balance Sheet stock . 

1.21 What is Memorandum Voucher? 

This is a non-accounting voucher and the entries made using memo voucher will not affect your 

accounts. In other words, Tally does not post these entries to ledgers, but stores them in a 

separate Memorandum Register.  You can alter and convert a Memo Voucher into a regular 

voucher when you decide to bring the entry into your books. 

1.22 How to enable memorandum voucher? 

Activating Memorandum Vouchers; 
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➢ Enabling the option Use reversing journals and optional vouchers in F11 

➢ Go to Gateway of Tally-> Accounting Vouchers/Inventory Vouchers-> Ctrl+F10: 

Memos  

1.23 How to View all the memorandum vouchers 

Go to Gateway of Tally > Display > Exception Reports > Memorandum Vouchers. 

 

 

XXXX 

 

 

Source: “ Computerised Accounting System and E-Filing of Tax Return With Guidelines for Project 

Notes and Viva Voce” Author Dr. S.K.Roy and Dr. Siddhartha Roy, ABS Publishing House 


