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Accounting:-    ;g ,d izkslsl gS ] igpku djus dh] fjdkWfMaZxa] lkjka‛k vkSj vkfFkZd tkudkjh dh fjiksfVZxa dh] 

tks fueZrkvksa ds fy, foRrh; C;kSjk nsdj fu.kZ; ysus ds fy, enn djrk gSA 

Advantages of Accounting:- 

vdkmfUVax ds ykHk 

1- vdkmfUVax ls gesa fdlh fo‛ks’k le; dh vof/k esa ykHk ;k gkfu gqbZ gS ;g le> ldrs gSA 

2- ge dkjksckj ds fuEu  foRrh; fLFkfr dks le> ldrs gSaA 

1) O;olk; esa fdruh lEirh gSA 

2) fctusl ij fdruk _.k gSA 

3) fctusl esa fdruh dSihVy gSA 

3- blds vykck ge vdkmfUVax j[kus ls fctusl ds ykHk ;k gkfu ds dkj.kksa dks le> ldrs gSA 

 

Defintinion;- 

vdkmfUVax lh[krs le; gesa fu;fer :i  ls dqN ‚kCnksa dks le>uk iMrk gS rks igysa ge bu ‚kCnksa ds vFkZ 

le>rs gSaA 

 Transaction ¼ fdlh oLrq ds dz; fodz; ] ysu nsu ] ;k fofu;e dks lkSnk ;k O;ogkj dgk tkrk 

gSA lkSnk uxn ;k mnkj gks ldrk gSA tSls & eksgu dks 500 : dk eky cspk ;g ,d lkSnk gSA 

 Assets lEifRr;ksa esa os lc oLrq,a vkrh gSa tks LFk;h ;k vLFkkbZ :i ls ogqr le; rd 

O;kikj dks pykus ,oa ykHk ds fy, iz;ksx dh tkrh gS ,oa O;kikj pykus esa lgk;rk djrh gSaA tSls& Hkwfe] 

Hkou] e’khu ] jksdM vkfnA 

 Business dksbZ Hkh dke tks fd ykHk ds fy, fd;k tk,] O;olk; dgykrk gSA ;gka ;g le> 

ysuk vko‛;d gS fd dke ‚kq: djrs le; ykHk dh bPNk gksrh gS ijUrq blds ifj.kke esa ykHk ;k gkfu dqN 

Hkh gks ldrk gSA 

 Capital  ml /kujkf‛k ;k eky dks iwath dgk tkrk gS ftls O;olk; dk Lokeh O;olk; esa yxkrk 

gSA blh /kujkf‛k ls O;kikj pkyw gksrk gSA 

 Drawing O;kikj dk Lokeh vius fuft iz;ksx ds fy, tks eky ;k  jksdM  O;kikj ls fudkyrk 

gS] mls vkgj.k dgk tkrk gS 

 Liabilities  og /ku tks fd O;kikjh dks nwljksa dks nsuk gS] nkf;Ro dgk tkrk gSA tSls & ns; 

foy ] _.k vkfnA 

Chapter -1  
Introduction to Accounting 

 

Objective:- 

 vdkmfUVax D;k gS\ 

 vdkmfUVax ds egRo D;k gS\ 

 vdkmfUVax ds MsfQus’ku 

 vdkmfUVax ds :Yl vkSj izdkj 
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 Goods   ftu oLrqvksa dksbZ O;kikjh O;kikj djrk gS og mldk eky dgykrk gS tSls & ;fn dksbZ 

O;kikjh QuhZpj dk O;kikj djrk gS rks og mldk eky dgyk;sxkA  

 Discount  dHkh dHkh O;kikjh vius xzkgdksa ls oLrq dk iwjk ewY; u ysdj dqN ewY; NksM nsrs gSa 

vFkkZr~ eky ds ewY; esa dqN fj;k;r ns nsrsa gSaA vr% ftruk de ewY; ysrs gS mls dVkSrh dgk tkrk gS] tSls 

;fn 500 : dk lkeku cspk vkSj xzkgd ls 490 : gh iw.kZ Hkqxrku esa feys A rks 10 : dVkSrh dgk tk,xkA 

 Trade discount  ;g dVkSrh ewY; dh lwph esa fy[kh jgrh gS vkSj ;g mu lc 

xzkgdksa dks nh tkrh gS tks ,d tSlh oLrq dk O;olk; djrsa gSaA bl dVkSrh dk mnns‛; dsoy bruk gh 

gksrk gS fd xzkgd c< tk,W A ftl O;ogkj esa O;kikfjd NwV gksrh gS mldk ys[kk O;kikfjd NwV ?kVkus ds 

okn gh fd;k tkrk gSA 

 Cash discount ;g dVkSrh mu O;kikfj;ksa dks nh tkrh gS tks fd ,d fuf‛pr frfFk ds 

igys ewY; dk Hkqxrku udnh esa dj nsrsa gSaA 

 tc fdlh O;fDr  oLrq fo’ks‛k ls lEcfU/kr tkudkjh ,d txg ij NkWVdj fy[kh tkrh gS rks og 

ml O;fDr ;k oLrq dk [kkrk dgk tkrk gSA [kkrs nks izdkj ds gksrs gSaA 

O;fDrxr [kkrk ml [kkrs dks dgk tkrk gS tks fdlh O;fDr fo’ks‛k] QeZ laLFkk] 

dEIkuh vkfn ls lEcfU/kr O;ogkjks ds fy, [kksyk tkrk gS] tSls& ‘kjn dk [kkrk] lqUnjyky ,.M laUl dk 

[kkrk ] Lons’kh fyfeVsM dk [kkrk vkSj fuxe [kkrk vkfnA 

1- ikus okys O;fDr dks Mh vkj djrs gSA 

2- nsus okys O;fDr dks lh vkj djrs gSA 

os [kkrs tks fdlh O;fDr ] QeZ] laLFkk] dEiuh o fuxe ds uke ij ugha ijUrq 

O;olk; ls lEcfU/kr gksrs gSaA vO;fDrxr [kkrs dgs tkrs gSaA blds nks Hkkx gSaA okLrfod[kkrk ,oa 

vokLrfor [kkrk ;k ukeek= dk [kkrkA 

lEifRr ;k vf/kdkjksa ls lEcfU/kr [kkrks dks okLrfod [kkrk dgk tkrk gSA tSls 

jksdM [kkrk] QuhZpj [kkrk] Iyk.V [kkrk  vkfnA 

1- vkus okyh oLrq dks Mh vkj djrs gSA 

2- tkus okyh oLrq dks lh vkj djrs gSA 

 

ykHk gkfu o vk; O;; ls lEcfU/kr [kkrks ls lEcU/k j[kus okys lHkh [kkrks 

dks vokLrfod [kkrk dgk tkrk gSA tSlsa& osru [kkrk] fdjk;k [kkrk] ,oa O;kt [kkrk vkfnA 

1- [kpsZ o gkfu dks Mh vkj djrs gSA 

2- vk; o ykHk dks Lkh vkj djrs gSaA 

 

 O;kikfjd ysu nsu ds dkj.k tks vkenuh O;kikjh dks gksrh gS og vk; dgykrh gSA 
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 O;;& vk; dh mRifRr ds fy, iz;qDr oLrqvksa ,oa lsokvksa dh ykxr O;; dgh tkrh gSA blls O;kikjh dh 

iwWth esa deh vkrh gSA 

 dz;&  O;kikjh ftl eky esa O;kikj djrk gSA mlds [kjhnus dks dz; dgk tkrk gSA ;fn dz; udn fd;k 

tkrk gS rks udn dz; vkSj ;fn m/kkj dz; fd;k tkrk gS rsk m/kkj dz; dgykrk gSA 

 dz; okilh& eky dks dz; djus ds ckn ;fn ;g Kkr gks fd eky uewus ds vuqlkj izkIr ugha gqvk gS ;k 

mlesa dksbZ nks’k gS ;k vU; dksbZ dkj.k gS rks ftruk eky okil dj fn;k tkrk gS mls dz; okilh ;k fjVuZ 

buoMZ dgk tkrk gSA 

 fodz;&  O;kikjh ftl eky esa O;kikj djrk gS mldh fodzh dks fodz; dgk tkrk gS ;g fodzh ;fn udn 

gksrh gS rks udn fodz; vkSj m/kkj gksrh  gS rsk m/kkj fodz; dgyk;sxkA 

 fodz; okilh&  eky fodz; gks tkus ds okn ;fn eky dk dzsrk ;g le>rk gS fd mldks ml rjg dk 

eky ugha cspk x;k ftl rjg dk eky mls xspus dk ok;nk fd;k x;k Fkk rks og ml ekys esa ls ftruk 

[kjkc eky gks mldks okil dj nsxkA fods gq, eky dh okilh ds vU; dkj.k Hkh gks ldrs gSaA vr% eky 

okil vk tk, mls fodzh okilh dgrs gSA 

 nsunkj& ftl O;fDr] laLFkk ] QeZ ] dEiuh ;k fuxe vkfn ls m/kkj fn;s gq, eky dk ewY; ;k /ku O;kikjh 

dks olwy djuk gksrk gS os O;fDr  laLFkk QeZ dEiuh ;k fuxe vkfn  ml O;kikjh ds nsunkj gksrs gSA 

 fofo/k ysunkj ( sundry Crediters)- ftu ikfVZ;ksa ls ge m/kkj eky [kjhnrs gSaA os fofo/k ysunkj 

dgykrs gSaA 

tSls&  jke ls 500: dk eky [kjhnkA 

 Purchase A/C………. Dr  500 

        To Ram……….  500 
 ysunkj& ftl O;fDr laLFkk QeZ dEiuh ;k fuxe vkfn dks m/kkj dz; ds fy, O;kikjh }kjk /ku ns; gksrk 

gS ;s O;kikjh ds ysunkj dgs tkrs gSA 

 fofo/k nsunkj  

 jgfr;k&  tks eky O;kikjh ds ikl [kkrs cUn djus dh frfFk ij fcuk iz;ksx fd;k gqvk Fkk fcuk fcdk gqvk 

gksrk gS mls jgfr;k dgk tkrk gSA 

 ykbo LVkWd &  O;kikj esa i‛kq ?kksMs vkSj oSy vkfn lEifRr dh rjg iz;ksx fd;s tkrs gS mUgsa ykbo LVkWd 

dgk tkrk gSA 

 MSM LVkWd&  ftu lEifRr;ksa dk iz;ksx O;kikj ds lapkyu ds fy, fujUrj fd;k tkrk gS mUgsa MSM LVkWd 

dgk tkrk gSA tSls e‛khujh ] QuhZpj ] Hkou okgu vkfnA 

 izR;{k O;;&  tks [kpsZ eky [kjhnus ds okn eky rS;kj djus rd gksrs gSA oks [kpsZ izR;{k O;; ¼Mk;jsDV 

,DliSUl½ O;; dgykrs gSaA 

 vizR;{k O;;&  tks [kpsZ eky rS;kj djus ds okn cspus rd gksrs gSaA os [kPksZ vizR;{k O;; dgykrs gSA 

 

 tuZy&  fglkc fy[kus dh ewy iqLrd tu Zy gSA bldk uke Qzklhalh ‚kCn tkSj ls cuk gS ftldk vFkZ Ms 

cqd] Mk;jh ;k yksax cqd gSA blesa O;kikjh ds izfrfnu ds lkSnksa dh iw.kZ lwph fy[kh tkrh gSAtuZy esa ys[kk 

djus dh fdz;k dks tuZykbftax dgk tkrk gSA blesa ys[ks bl izdkj fd;s tkrs gS rkfd ;g Li’V gks tk;s 

fd dkSu lk [kkrk MsfcV rFkk dkSu lk [kkrk dzsfMV fd;k tkrk gSA 
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Introduction of tally 
 

VSyh bZvkjih 9 nqfu;k dk lcls rst vkSj lcls ‚kfDr‛kkyh leorhZ cgqHkkoh fctusl vdkamfVax vkSj bosUVªh 

eSustesaV lkW¶Vos;j gSA bldks NksVs vkSj e/;e fctusl dh t:jrks dks iwjk djus ds fy, fo‛ks’K :Ik ls fMtkbu 

fd;k x;k gSA ;g iwjh rjg ls bafVxzsVsM lLrh vkSj vR;ar fo‛oluh; gSA bldks [kjhnuk vklku gS rFkk ;g QkLV 

bUlVkWy gksrk gS vkSj fl[kus vkSj mi;ksx djus ds fy, vklku gSA bldks vkids O;kikj ds lHkh fctusl vkWijs‛ku 

tSls lsy] QkbusUl] ijpsftax] buosUVªh vkSj eSuqQSDpfjax dks Lopkfyr vkSj ,dhd`r djus ds fy, cuk;k x;k gSA

Features of Tally. ERP 9 

 Remote access: 

Tally ERP 9 dgha ls Hkh fjeksV ds }kjk MsVk ,Dlsl djus dh {kerk iznku djrk gSA bl Qhpj ls ;wtj 

fjeksV vkbZMh cukrk gS] vf/kdr̀ djrk gS vkSj fjeksV ,Dlsl djus fd vuqerh nsrk gSA 

 

 Tally. Net ( to be read as Tally.NET) 
Vsyh MkWV uSV fMQkWYV :i  ls vuqdwy ekgky cukrk gS tks baVjusV ij vk/kkfjr fofHkUu~ lsokvksa dh lqfo/kk 

ds fy, ihNs ls dke djrk gSA gj ,d Vsyh bZvkjih9 bl usV dh lfoZl ds fy, buscy gksrk gSA Vsyh-usV 

fuEufyf[kr lsokvks@{kerkvks dks iznku djrk gSA 

 fjeksV ;wtj cukuk vkSj mUgsa eSuVsu j[kuk 

 fjeksV ,Dlsl 

 fjeksV lsaVj 

 liksVZ lsaVj 

 blds ek/;e ls MsVk dk flØksukbts‛ku 

 izksMDV viMsV vkSj vixzsM 

 

 Simplified Installation Process 
Vsyh bvkjih9 ,d u, lq/kkfjr bULVkWyj ds lkFk vkrk gS tks ;wtj ls vko‛drkvksa ds vuqlkj ,d gh Løhu 

ls vyx vyx lsfVax dks dkWUQhxj djus dh vuqerh nsrk gSaA 

 

 Control Center 
daVªksy lsaVj ;g u;k Qhpj Vsyh bvkjih9 esa ‚kkfey fd;k x;k gSA ;g ;wVhfyVh vyx & vyx txg ij 

bULVkWy Vsyh vkSj ;wtj ds chp baVjQsl djrh gSA daVªksy lasVj dh enn ls vki 

 iwoZfu/kkZfjr flD;ksfjVh ds Lrj ds lkFk ;wtj cuk ldrs gSaA 

 lsVªh Vsyh bvkjih9 dks eSust vkSj dkWUQhxj dj ldrs gSaA 

 lkbi ij ljsaMj] dUQeZ ;k fjtsDV dj ldrs gSaA 

 vkdmaV ls lacf/kr tkudkjh dks cuk, j[k ldrs gSA 

Chapter -2 
Introduction to Tally ERP 0.9 

 

Objective:- 

 VSyh iSdst dk ifjp; 

 VSyh iSdst ds QhplZ 

 VSyh LØhu dk ifjp; 
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 Enhanced Look and Feel 

 Resizing Screen 
;wtj Vsyh dh Løhu ;k foaMks dks vius fglkc ls fjlkbt dj ldrs gSaA ;g fjlkbt ds ekinaM 

tSls ÅWpkbZ vkSj pkSMkbZ Tally.ini Qkby esa ifjHkkf’kr gksrh gSA bl rjg ls Løhu dk vkdkj 

cnyds ;wtj fofHkUu~ diafu;ksa ds leku fjiksVZ dh rqyuk dj ldrk gSA 

 

 Multiple Selection capabilities 
;wtj ,d fjikVZ esa dbZ ykbuksa dks ,d lkFk flysDV dj ldr gS vkSj fjiksVZ dh vko‛;drk ds 

vk/kkj ij bUgsa fMyhV ;k gkbM dj ldrk gSA 

 

 Information Panel 

bUQkWesZ‛ku iSuy Vsyh ds fupys Hkkx esa gksrk gSA blesa ikap CykWd gksrs gSA  Product, Version, 

Edition, Configuration, and calculator. 

 

 Calculator  
MkVk falx vkSj fjeksV dusDVhfoVh ds nkSjku ;g dusD‛ku LVsVl dks n‛kkZrk gSA ;g dSyD;wysVj ds 

:i esa Hkh dke djrk gSA 

 

Important point 
 

 Tally silver:- ;g Tally Single User gksrh gSA bl Vsyh esa ,d le; esa ,d gh ;wtj dke dj ldrk 

gSA blds fy, fdlh Hkh usVofdZax dh vko‛;drk ugha gksrh gSA 

 

 Tally Gold:- ;g Vsyh eYVh;wtj gksrh gS bl Vsyh esa ,d le; esa nks ;k nks ls T;knk ;wtj ,d lkFk 

dke dj ldrs gSaA bl Vsyh dks pykus ds fy, yksdy ,fj;k usVodZ vko‛drk gksrh gSA 

 

 Vsyh nks eksM esa pyrh gSA 

 Educational Mode 

 Professional Mode 
 

 Educational Mode-  
bl Vsyh esa 1] 2 ] 31 rkjh[k gh dke esa yh tkrh gSA mlds vykok vU; fdlh Hkh MsV esa ,UVªh ugh dh 

tkrh gSA 

bls gj lky viyksM ugha djuk gksrk gSA 

 

 Porfessional mode: 
bl Vsyh dk mi;ksx fctful ijit ds fy, fd;k tkrk gSA bl Vsyh eas e‛khu dh lHkh MsV dks dke esa 

fy;k tk ldrk gSA 

;g Vsyh ykblsUl oSyhfMVh ds ckn ,Dlik;j gks tkrh gSA 

bl VSyh dks gj lky viyksM djuk iMrk gSA 

 

Tally Screen 

Tally Screen dks pkj Hkkxksa esa fMokbM fd;k x;k gSA 
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 Tool bar:- VkbVy ckj ds uhps tks ckj gksrk gS mls Vwy ckj dgrs gS ftlesa dqN VwYl fn;s gksrs gS tSls- 

- P- Print, E-Export, M-Email, o- Upload  etc. 

 Work Area:- ;g VSyh dk og ,fj;k gksrk gS tgkW ij ,dkmfVax dk lEiw.kZ dk;Z fd;k tkrk gSA bl 

,fj;k ds fy, Ctrl+M press djrs gSaA 

 

 Calculator- Calculator esa tkus ds fy,  ctrl+N press djrs gSa ;gkW ge dksbZ Hkh dSYdwysVj lEcU/kh 

dk;Z dj ldrs gSaA 

 

 Button bar:- ;g VSyh esa jkbV lkbM dh rjQ gksrk gSA;g mu vkWilu dks fn[kkrk gS tks geus ,fDVosV 

dj j[ks gS rFkk mUgsa iz;ksx djus ds fy, mu vkWilu dh lkVZdV fd Hkh lks djkrk gSA 

 

 Gateway of  Tally: ;gkW esuw ] LØhu ] fjiksVZ vkSj vkids }kjk flysDV fd, MsVk dks fn[kkrk gSA 

 

 Info panel: VSyh dk otZu ucaj ykblsla vkSj dWkUQhxzs‛ku fMVsyA 
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Starting of Tally  

Create company (press – Alt+F3 or F1) 

Company info menu will appear- 

1. Select company (press  - S)- 

 

2. Shut company- 
 

3. Create company- 
 

1) Directory- 
 

2) Name-  

3) Mailing name- 
 

4) Address-  

5) Country-  

6) Phone no.-  

7) Mobile no.-  

8) Fax no. –  

9) E-mail- 
 

10) Website-  

11) Financial year from- 
 

12) Books beggning from-  

13) Tally vault password- 
 

14) Repeat password-  

15) Use security control- 

 

Owner- 

Chapter -3 

Maintaining Company Data 

Objective:- 

 VSyh esa daiuh cukuk 

 daiuh dks ,fMV djuk 

 daiuh dh tkudkjh dks ,fMV djuk 
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Data entry-

16) Base currency symbol- 

17) Formal name- 

18) Suffix symbol to amount- 

19) Add space between amount and symbol- 

20) Show amount in millions- 

21) Number of decimal places- 

22) Word representing amount after decimal- 

23) No. of decimal places for amount in words- 

4. Create group company- 

5. Alter- 

6. Change tally vault- 

7. Split company data- 

8. Backup- 

Source- 

Destination-

9. Restore- 

Destination- 

Source-

10. Quit – 

11. F1 : select company- F1 

12. F1: shut company- 

Alt+F1 
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13. F2: Date- 

14.  F2: period – Alt+ F2 

15.  F3 :company- 

F3 

16. Alt+ F3: company info- 

 Ledgers/ Accounts: 
tuZy ,aVªht djus ls igys gesa ystj cukus gksrs gSaA ystj ,d rjg ds vadkmV gksrs gSA ftudh enn ls ge 

okmpj ,aVªht djrs gSaA mnkgj.k ds fy, jke dk [kkrk ] cSda [kkrk vkfnA 

 

 Groups 
xzqi ,d fg rjg gS ds ystlZ dk laxzg gksrk gSA ge ,d gh rjg ds ystlZ dk daiuh ij izHkko ns[kus ds fy, 

bu xqzi dks cukrs  gSaA mnkgj.k ds fy, lHkh lsYl ystj dks lsYl vdkm.V esa ysrs gSaA 

 

 Predefined Group of Accounts:- 

Tally .Erp 9 es igys ls gh 28 iwoZfu/kkZfjr xzqi gksrs gSA ftlesa 15 eq[; izkFkfed xqzi vkSj 13 lc xqzi gksrs 

gSaA 

 

Primary Group: 
;g xqzi VSyh ds eq[; xqzi gksrs gSaA izkbejh lewg lcls Åij gksrk gSA bu 15 xqzi esa 6 xqzi izksfQV ,.M ykSl 

rFkk 9 xqzi cSysl lhV vkbVe ds gksrs gSaA 

1. Branch/Division 6. Current Assets 11. Indirect Income 

2. Capital Accounts 7. Fixed Assets 12. Misc. Expenses 

3. Loans 8. Investments 13. Purchase  

4. Suspense A/c 9. Sales Accounts 14. Direct Income 

5. Current Liabilities 10. Indirect Exp 15. Direct Expenses 

Sub Group: 
;g xqzi izkbejh xqzi dk ikVZ gksrk gSA budks 13 xqzi esa ckWVk x;k gSA 

 

Chapter -4 

Creates Ledger and Groups 

Objective:- 

 ystj cukuk 

 ,d ls vf/kd ystj cukuk 

 ystj dk xqzi cukuk 
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1. Sundry Creditors 6. Secured Loans 11. Bank Accounts 

2. Stock in Hand 7. Deposits 12. Cash in Hand 

3. Duties & Taxes 8. Banks OD A/c 13. Loan & Advances 

(Assets) 4. Unsecured Loans 9. Provisions 

5. Reserves & Surplus 10. Sundry Debtors  

  

 Creates Accounts/ Ledger 
ystu cukus ds fy, 

Gateway of  Tally ------ Accounts info. -------- Ledger ------ Single ledger ------  create 

 
Ykastj cukrs le; fuEu vkWilu  ystj fd foUMks esa miyC/k gksrs gSaA 

 

 Name : ;gka ikVhZ dk @ ystj dk uke fy[ksaA 

 Alia    : vxj vki miuke ;k nwljk uke nsuk pkgrs gS rks ;gka nsA 

 Under  : ;g ystj ftl xqzi ds uhsps vkrk gS mldks lysDV djsaA 

 Inventory Value are affected: vxj vki buosaVªh esaVsau dj jgs gSa vkSj bl ystj ds VªkWtSD‛ku buosaVªh ij 

vlj djsaxsa rks bls Yes djsaA 

 Address: ikVhZ dk irk ntZ djsaA 

 State:   fyLV ls LVsV dks flysDV djsaA 

 Pin code: fiu dksM ntZ djsaA 

 Opening balance: vxj dksbZ vksifuax cSysal gS rks ;gkW ntZ djsaA 

 

ystj LØhu es fuEufyf[kr vkWilu miyC/k gSA 

 Display - ;gkW cuk,W ystj dh fyLV fn[krh gSA 

 Alter     -  ;gkW ls ystj es cnyko fd;k tk ldrk gSA 

 Delete ledger- vki vYVj  Løhu ij Alt + D fd izsl djds dksbZ Hkh ystj fMyhV dj ldrs gSA 

 

 Create Multiple Ledgers: 
vxj vki tYnh ls ,d gh xqzi esa dbZ ystj cukuk pkgrs gSa rks ;g vkWI‛ku pquA 

 

Under Group – ftl xqzi ds uhps tks ysstj cukus gS og xqzi lysDV djsaA 

 

  Create New Group: 

  Group: ,d gh uspj ds ystlZ ds dysD‛ku dks xqzi dgk tkrk gSA VSyh esa igys ls gh dbZ xqzi cus gksrs gSa] 

ysfdu vxj vkidks [kqn dk dksbZ xqzi cukuk gS rks 

Gateway of Tally----- Account info ------ Groups ------ Single ------- create 

 
bl LØhu es fuEu vkWilu miYkC/k gksrs gSA 

1- Name: xqzi dk uke ;gkW ,aVj djsA 

2- Alias: jsQjal ds fy, vxj vki vyx uke pkgrs gSa rks ;gkW nsaA 

3- Under: VSyh esa igys ls gh fMQkbu xqzi esa ls dksbZ Hkh iSjsaV xqzi dks lysDV djsaA 

4- Group behaves like a sub- leadger: vxj vkius ;gkW ;‛k flysDV fd;k rks ;g xqzi ystj ds fy, 

daVªksy vadkmaV fd rjg dke djsxkA ;kfu flQZ xzqi dk cSysal fn[kk;sxk uk fd ystj ds fglkc lsA 
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5- Nett Debit/ Credit balances for reporting: vxj vkius ;gkW Yes lysDV fd;k rks Trial 

Balance esa vyx MsfcV vkSj ØsfMV cSysl fd txg bl xzqi dh usV vekmaV fn[ksxhA 

6- Used for calculation: vxj vki bl xqzi ds vdkmafVax djrs le; Duties or Tax dks ykxw djuk 

pkgrs gS rks ;gkW Yes lysDV djsA 

 

 Alter Group: 
xqzi rS;kj djus ds ckn vxj vkidks blesa cnykc djuk gS rks flaxy ,.M eYVhiy xqzi ls vkWYVj dks lysDV 

djsaA 

 

 Delete Group: 

fdlh xqzi dks fMyhV djus ds fy, Alt + D Press djsaA ysfdu xqzi dks fMyhV djus ls igys blds lHkh 

ystj dks fMyhV djuk gksxkA 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Tally ledger and under Group List 
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Sr 

no. 

LEDGER UNDER GROUP 

1 CAPITAL CAPITAL A/C 

2 DRAWING CAPITAL A/C 

3 FURNITURE & FIXTURE FIXED ASSETS 

4 PLANT & MACHINERY FIXED ASSETS 

5 LAND & BUILDING FIXED ASSETS 

6 COOLAR  FIXED ASSETS 

7 MOTOR CAR FIXED ASSETS 

8 CASH CASH IN HAND 

9 PETTY CASH CASH IN HAND 

10 ANY BANK (Dr) BANK A/C 

11 ANY BANK (Cr) BANK OVERDRAFT 

12 SALARY EXP INDIRECT EXP 

13 ELECTRICITY EXP INDIRECT EXP 

14 ADVERTISEMENT EXP INDIRECT EXP 

15 WATER BILL INDIRECT EXP 

16 TELEPHONE BILL INDIRECT EXP 

17 DISCOUNT ALLOWED INDIRECT EXP 

18 INTEREST PAID INDIRECT EXP 

19 REPAIRS & MAINTAINS 

EXP  

INDIRECT EXP 

20 RENT EXP INDIRECT EXP 

21 PRINTING & 

STATIONARY EXP 

INDIRECT EXP 

22 CONVEYANCE EXP INDIRECT EXP 

23 DEPRECIATION EXP INDIRECT EXP 

24 WAGES EXP DIRECT EXP 

25 CARRIAGE INWARD EX DIRECT EXP 

26 FRIGHT EXP DIRECT EXP 

27 INEREST RECEIVED INDIRECT INCOME 

28 COMMISSION // // 

29 DISCOUNT     // // 

30 SALARY        // // 

31 OUTSTANDING RENT CURRENT 

LIABILITIES 

32 OUTSTANDING SALARY // 

33 PURCHASE  PURCHASE A/C 

34 PURCHASE RETURN // 

35 SALES SALES A/C 

36 SALES RETURN // 

37 LOAN FROM BANK SECURED LOAN 
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38 LOAN FROM PERSON UNSECURED LOAN 

39 INPUT VAT DUTIES &TAXES 

40 SERVICE TAX DUTIES & TAXES 

41 TDS DUTIES & TAXES 

42 TCS DUTIES & TAXES 

43 OUTPUT VAT DUTIES & TAXES 

44 EXCISE DUTY DUTIES & TAXES 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Voucher: 
,d okmpj ,d nLrkost gksrk gS] tks fdlh foRrh; VªkUtSD‛ku dk fooj.k gksrk gSaA eSU;qvy ,aVªh esa bls tuZy 

,aVªh Hkh dgrs gSaA okmpj esa lHkh fctusl VªkUtSD‛ku iw.kZ fooj.k ds lkFk fjdkMZ fd;k tkrk gSA 

 

 Types of Voucher: 

Tally . ERP 9 esa iwoZfu/kkZfjr okmpj ds izdkj gSaA 

 

1- Contra Voucher (F4): blds vUnj dsoy cSad vdkmaV vkSj dS‛k ds VªkWUtSD‛ku fjdkWMZ fd;s tkrs gSaA 

mnkgj.k ds fy, vkius cSad esa dS‛k tek fd;k ;k cSad ls dS‛k fudkyk ;k fQj ,d cSad vdkmaV ls nwljs 

vdkmaV esa iSls VªkUlQj fd;s rks bUgsa bl okmpj esa ysuk pkfg, ysfdu cSad ls yksu fy;k rks ;g bl 

okmpj  Vkbi esa ugha vk,xkA  

Example 

i. Open bank account in Bank of India With Rs. 5000. 

Chapter -5 

Accounting Voucher 

Objective:- 

 okmpj ,aVªh ds Vkbi ns[kuk 

 okmpj ,aVªh djuk 
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ii. Withdrawn from bank of India Rs. 2000. 

 

 

2- Payment Voucher ( F5): ;g izdkj rc flysDV djsa tc VªkWUtSD‛ku dS‛k esa gks A mnkgj.k tc Cash  

A/c ;k fdlh cSad ls Hkqxrku fd;k gks rk bl Vkbi dks flysDV djsaA 

Example: 

i. Machinery purchase for cash Rs. 20000. 

ii. Salary paid Rs. 3000 

 

3- Receipt Voucher ( F6): tc fctusl esa dksbZ Hkh L=ksr ls dS‛k ;k psd vkrk gS rks ;g okmpj dk 

Vkbi flysDV djsaA 

Example: 

i. Machinery Sold for Cash Rs. 10000 

ii. Commission received Rs. 2000 

 

4- Journal Voucher (F7): tc dS‛k VªkWutSD‛ku gks ;k tks mij fn, fdlh okmpj Vkbi esa fQV ugha gks 

jgk gks rks bl Vkbi dks lysDV djsaA mnkgj.k ds fy, ØsfMV ij lsYl vkSj ipsZt fy, yksu ij O;kt nsuk 

;k dqN fMldkmaV ,MtLVesaVA 

Example 

i. Depreciation to be charged on machinery Rs. 50000 

ii. Bills payable to India co. of Rs. 2500 

 

5- Sales Voucher (F8): lHkh dS‛k vkSj lsYl ds fy, ;g Vkbi lysDV djsaA 

Example: 

i. Sold goods on credit to Microtech for Rs. 20000 

ii. Sod Furniture to mohan for Rs. 10000 

 

6- Credit Note ( Ctrl + F8): tc gesa lsy fd;k gqvk eky okil feyrk gS] rks mldh fMVsy ,d uksV esa 

gksrh gS ftls ØsfMV uksV dgk tkrk gSA tc lsYl fjVuZ VªkWUtsD‛ku gks rc ;g okmpj Vkbi flysDV djsaA 

Example: 

i. Goods return by sagar Traders of Rs. 2500 

 

Note- MsfcV@ØsfMV uksV dks ,fDVo djus fy, okmpj ,aVªh Løhu F11  fd izsl djsaA fQj Use Debit/ 

Credti Notes yes djsaA  

 

7- Purchase ( F9): lHkh ipsZt ¼ dS‛k vkSj ØsfMV esa ½ ds VªkWtsD‛ku dks ipsZt okmpj esa Vkbi djsaaA 

Example: 

i. Purchase machinery from Sun Traders for Rs. 40,00 
 

8- Debit Note (Ctrl + F9): tc ge [kjhnk gqvk eky okil djrs gSa rks ml eky dk fooj.k ,d uksV esa 

gksrk gSaA ftls MsfCkV uksV dgk tkrk gSA tc ipsZt fjVuZ VªkWutSD‛ku gks rc ;g okmpj Vkbi lysDV djsaA 

Example: 

i. Goods retuen to sumit traders of Rs. 3000. 
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9-    Reversing Journal ( F9): bl ,aVªh dk izHkko fdlh vadkmV ij ugh gksrkA dbZ ckj dqN VªkWutSD‛ku 

ds vlj dks iz;ksxkRed ds fy, ns[kuk gksrk gS rc bl okmpj dk iz;ksx fd;k tkrk gSA 

 

bl Vkbi esa fd;s tkus okys ,aVªht dk vlj fo‛ks’k fijh,M ds fy, fg gksrk gS vkSJ ge ml fijh,M ij gh 

bldk izHkko ns[k ldrs gSaA bl fijh,M ds ckn bl okmpj Vkbi ds lh ,aVªht fjolZ gks tkrh gSA 

 

uksV& ;g okmpj Vkbi ,fDVo djus ds fy, okmpj ,aVªht Løhu ij F11 key press djsaA vkSj Use 

Reversing journal or optional Voucher dks Yes djsaA 

 

 

10- Memo Voucher ( F10): eSeks okmpj ,d ukWu vdkmfVax okmpj gS vkSj bles fd, x, lHkh ,aVªht 

vdkmaV ij vlj ugh djrsA ;g ,Vªht ,d vyx eSeksjh jftLVj esa LVksj gksrh gSaA vki bu eSeksjh okmpj 

dks jsxqyj okmpj esa duoVZ dj ldrs gSaA tc vki Hkfo’; esa gksus okys [kpsZ ds fy, izko/kku djuk pkgrsa 

gS ysfdu Hkwyus laHkkouk gksrh gS rks ;g okmpj Vkbi lysDV djsaA 

 

mnkgj.k ds fy, tc vkius fdlh ,Eiykb dks [kqn vkbVe [kjhnus ds fy, dS‛k nsrs gS ftldh dher 

vkidks ekywe ugha gSA rks ctk; nks ,aVªht djus ds ftlesa ls ,d isVh dS‛k ,MokUl vkSj nwljh cph udnh 

dh okilh ] vki bu ,aVªh dks eseksjh esa djs vkSj ckn esa bls okLro es [kpsZ vekmaV fd gh ,aVªh isesaV okmpj 

esa djsaA 

 

 

11- Post Dated voucher- bl Vkbi dks iz;ksx Hkfo’; dh ,Vªht ds fy, gh gksrk gS ysfdu eseks 

okmpj ds foijhr] ;g ,aVªht vius vki nh xbZ rkjh[k ij jsX;qyj ,aVªht esa duoVZ gks tkrh gSA jsX;qyj 

gksus okys VªkWutSD‛ku ds fy, ;g okmpj Vkbi mi;ksxh gSA 
 

Mnkgj.k & vxj vki gj eghus esa 10 rkjh[k ij fdjk;k Hkqxrku djrs gSa rks vki iksLV MsVsM okmpj Vkbi 

esa ,aVªht dks djsaA vkSj fQj gj eghus dh 10 rkjh[k dks ;g ,aVªht vkWVksesfVd jsX;qyj ,aVªht esa duoVZ gks 

tk;sxhA 

 

Ctrl + T Press djds vki Post Dated Voucher Type dks lysDV dj ldrs gSaA 

 

 

12- Optional Voucher:- vkWI‛kuy okmpj fdlh Hkh okmpj dk izdkj ugha gSaA lHkh okmpj ( leaving 

only non-accounting vouchers) dks okmpj ,aVªh djrs le; vkWI‛kuy ekdZ dj ldrs gSaA 

 

vkWI‛kuy okmpj ,d ukWu vdkamfVax okmpj gS] ;kuh blesa fd, x, lHkh okmpj ,aVªht dk vlj vdkmaV 

cqd ij ugh gksxkA V Syh bZvkjih 9 bu ,aVªht dks ystj iksLV ugha djrk ysfdu bldks vyx vkWI‛kuy 

jftLVj esa LVksj djds j[krk gSA vki buesa onyko dj ldrs gSa vkSj tc pkgs rc bu vkWI‛kuy okmpj 

dks jsX;qyj okmpj esa duoVZ dj ldrs gSaA 

 

mnkgj.k ds fy, vki 50]000@& dh e‛khujh ds fy, vxys eghus esa [kpZ djuk pkgrs gSa ysfdu bl 

okmpj ds lkFk vkt gh fjiksVZ ns[kuk pkgrs gSaA rks vki ;g ,aVªht djrs le; vki bls vkWI‛kuy ekdZ dj 

ldrs gSaA fQj tc vki bl vkWI‛kuy okmpj ds lkFk fjiksVZ ns[ksxsa rks bldk bQsDV vki ns[k ldrs gSaA 

 

 

 Creating a New Voucher Type 
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ge mijksDr okmpj Vkbi ds vykok vU; u;s okmpj Vkbi cuk ldrs gSaA eku yhft, ge cSad vkSj iSVh dS‛k 

dks vyx fjdkWMZ djuk pkgrs gSa vkSj blds fy, igys ls fMQkbu isesUV okmpj dh txg nks okmpj Vkbi 

djuk pkgrs gSaA ;g djus ds fy, ges Bank payment Voucher type cukuk gksxkA 
  

,d u;k okmpj Vkbi cukus ds fy, 

Go to the Gateway of Tally – Accounts info- voucher type-  create 

 
vc ges fuEu tkudkjh dks Hkjuk gS& 

 

1- Name : Bank Payment 

2- Type of voucher – Payment (fMQkWYV VSyh bZvkjih 9 okmpj dks LislhQkbM djsa ftldk dk;Z u, 

okmpj esa dkWih djuk gS½ 

3- Abbr: Bank Pymt (laf{kIr :i) 

4- Method of voucher numbering: ;gkW vki vkWVkseSfVd ] eSuqvy vkSj uu esa fdlh ,d dks pqu ldrs 

gSaA 

5- Use advance confuguration:  No 

6- Use EFFECTIVE Dates for voucher : No 

7- Make Optional as Default: No ( yes fd;k rks ;g bl okmpj Vkbi dks fMQkWYV :i ls vkWI‛kuy 

okmpj cuk nsxk½ 

8- Use common Narration: Yes 

9- Narrations for each entry : No 

10- Printing after saving voucher : No 

11- Name of class : Skip 

vkf[kj es lso djus ds fy, Y ;k Enter izsl djsaA 

 

 Voucher Entry: 

1. In double entry mode: bl Vkbi esa MsfCkV vkSj ØsfMV dk fooj.k vyx dkWye es gksrk gSA 
 

mlds ckn ,d LØhu fn[kkbZ nsxh ftlesa fuEu vkWI‛ku miyC/k gksr gSaA 

a. Date: okmpj ,aVªh LØhu ds Åij ckbZ vksj ] ,d MsV dk vkWI‛ku gksrk gSA okmpj ,aVªh djrs le; fiNys 

okmpj dh MsV ;gka fMQkWYV :i  ls vk tkrh gSA blesa cnyko djus ds fy, F2 key press djsaA 

b. Type of Voucher: LØhu ds Åij lysDV fd;k okmpj dk Vkbi fn[krk gSA 

 

c. Ref. : ;g vkWI‛ku flQZ ipsZl vkSj lsYl Vkbi es  fn[krk gSA ;gkW vki fcy uEcj dks jsQajsal uacj ds :i 

esa ns ldrs gSaA 

 

d. Dr/ Cr :- ;gkW MsfCkV ystj Msfct lkbM esa vkSj ØsfMV ystj ØsfMV lkbM esa lysDV djsaA vxj vkidks 

;gkW Dr/ Cr dh txg To/ By fn[k jgk gS rks F12 fd izsl djsa vkSj Use Cr/ dr instead of To/By 

During entry ds lkeus yes dj nsaA vkSj fQj lso djus ds fy, dUVªkSy Iyl ,s izsl djsaA 

 

e. Debit / credit amount:- ;gkW vekmaV nsA 

 

f. Narration:- ;gkW bl okmpj ,aVªh ds ckjs esa foLrkj ls fooj.k gksrk gSA 
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2. In single entry mode:- ;g flQZ isesUV] fjlhIV vkSj dkWUVªk okmpj Vkbi ds fy, gSA ;gkW ges okmpj 

,aVªh ds le; MsfCkV ;k ØsfMV dks LisflQkbM djus dh t:jr ugh gSA ;g ,d ls vf/kd MsfCkV ;k ØsfMV 

lysDV djus esa enn djrk gSA 
 

uksV& flaxy ,UVªh eksM dks ,fDVo djus ds fy, dUQhxj cVu dks lysDV djsa fQj F12 fd izsl djsaA 

ckn es use single entry mode for pymt/Rcpt/contra ds lkeus yes lysDV djsaA vkf[kj esa ,aVj 

fd izsl dj lso djsaaA 

 

3- Show ledger Current Balances: 

Åij fn, x, okmpj ,aVªh ds nkSjku vxj vkidks ystj cSysl ns[kuk gS rks F12 key press djsaA show 

ledger current balance ds vkxs yes nsaA vkSj fQj ckn esa lso djsaA 

 

4- Warm of Negative Cash Balance: 
vxj vki pkgrs gS fd VSyh us vkidks usxsfVo dS‛k dh okfuZx nsuk pkfg, rks dfUQxj oVu ij fDyd 

djsaA F12 key press djsa A vkSj okeZ vkWQ usxsfVo oSysUl ds lkeus ;‛k nsa aA vkSj fQj mls lso djs nsaA 

Sr. 

no.  

Voucher Type Particular Debit Credit 

1. F6 Receipts Cash A/c  

To Capital A/c 

1,00,000  

1,00,000 

2 F7 Journal Vehicle A/c 

To Cap A/c 

50,000  

50,000 

3 F7 Journal Fur A/c 

To Cap A/c 

30,000  

30,000 

4 F4 Contra Bank of ind 

To cash A/c 

5,000  

5,000 

5 F9 purchase Purchase A/c 

To cash A/c 

35,000  

35,000 

6 F8 Sales Cash A/c 

To Sales A/c 

70,000  

70,000 

7 F8 sales Dr. Sujit A/c 

To sales A/c 

10,000  

10,000 

8 F8 sales Bank of Ind  

To sales A/c 

8,000  

8,000 

9  F5 Payment Tel Bill A/c 

To B.O.I A/c 

1,000  

1,000 

10 F6 Receipt Cash A/c 

To Com A/c 

2500  

2500 

11 F9 Purchase Purchase A/c 

To Him A/c 

10000  

10000 

12 Ctrl+F9 Debit Note Sun micro A/c 

To pur r/t a/c 

2000  

2000 

13 F5 payment Salary A/c 

To Cash A/c 

2000  

2000 

14 F6 Receipt Cash A/c  

To Pnb A/c 

20000  

20000 

15 F5 payment Adver A/c 

To cash A/c 

5000  

5000 

16 F5 Payment Offi rent A/c 

To B O I 

2000  

2000 

17 F8 sales Dhiraj A/c 

To Sales A/c 

6000  

6000 
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18. Ctrl +F8  

Credit note 

Sales R/t A/c 

To Dhira A/c 

1000  

1000 

19 F5 payment Elec Bill A/c 

To Cash A/c 

3000  

3000 

20 F4 contra Cash A/c 

To B O I 

2000  

2000 

21 F7 Journal Veh Dep A/c 

To veh A/c 

1000  

1000 

22 F7 Journal Fur Dep A/c 

To Fur A/c 

3000  

3000 

23 F5 Payment Janta Bank 

To Cash A/c 

2600  

2600 

24 F7 Journal Bill Rec A/c 

To kishor 

2200  

2200 

25 F7 Journal Mandar  

To Bill pay  

2000  

2000 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Qus. 1 

[ALL ENTRIES OF 1
ST

 APRIL] 

START BUSINESS WITH CASH 50000/- 

CASH SALE 540/- 

PURCHASE FURNITURE ON CREDIT FROM MUKESH 2000/- 

SALE TO RATTAN BROTHERS 1450/- 

SALE TO BANSILAL& CO. 1150/- 

PURCHASE FROM FARID ALAM 250/- 

CASH SALE 350/- 

SALE TO RISHI & CO. 1800/- 

RENT PAID 550/- 

RECEIVE FROM BANSILAL 350/- 

ANSWER- CASH BALANCE 50690/- 

 

Qus. 2 

START BUSINESS WITH CASH 20000/- 

PURCHASE FROM RAM 1000/- 

CASH SALE 350/- 

Chapter -6  

Exercise of Voucher 
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PURCHASE FROM RAJESH 450/- 

CASH PURCHASE 560/- 

PAYMENT TO RAM WITH CASH 500/- 

SHOP EXP. 250/- 

SALARY GIVE TO EMPLOYEE 5000/- 

RENT PAID 350/- 

ANSWER(13690/-) 

 

 

 

 

 

Qus-3 

START BUSINESS WITH CASH 50000/- 

PURCHASE FRO RAMESH 5200/- 

CASH SALE 450/- 

SALE TO MOHIT 1250/- 

RECEIVE FROM ANUJ 550/- 

PURCHASE FROM RAJA 450/- 

CASH PURCHASE 560/- 

PAYMENT TO RAJA 500/- 

SHOP EXP. 250/- 

SALARY GIVE TO EMPLOYEE 5000/- 

RENT PAID 350/- 

ANSWER (44340) 

Qus- 4 

O1 – APRIL START BUSINESS WITH CASH 20000/- 

02- APRIL PURCHASE FROM RAM 5200/- 

12 – APRIL CASH SALE 450/- 

14- APRIL SALE TO MOHIT 1250/- 

16 – APRIL RECEIVE FROM ANUJ 550/- 

16 – APRIL PURCHASE FROM RAJA 450/- 

18 – APRIL CASH PURCHASE 560/- 

20 – APRIL PAYMENT TO RAJA 500/- 

22-  APRIL SHOP EXP. 250/- 

25 – APRIL SALARY GIVE TO EMPLOYEE 5000/- 

29- APRIL RENT PAID 350/- 

ANSWER- (14340/-) 
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[ALL ENTRIES OF 1ST APRIL] 

1. START BUSINESS WITH CASH 50000/- 

2. CASH SALE 540/- 

3. PURCHASE FURNITURE ON CREDIT FROM MUKESH 2000/- 

4. SALE TO RATTAN BROTHERS 1450/- 

5. SALE TO BANSILAL& CO. 1150/- 

6. PURCHASE FROM FARID ALAM 250/- 

7. CASH SALE 350/- 

8. SALE TO RISHI & CO. 1800/- 

9. RENT PAID 550/- 

10. RECEIVE FROM BANSILAL 350/- 

ANSWER- CASH BALANCE 50690/- 

 

Qus. 2 

1. START BUSINESS WITH CASH 20000/- 

2. PURCHASE FROM RAM 1000/- 

3. CASH SALE 350/- 

4. PURCHASE FROM RAJESH 450/- 

5. CASH PURCHASE 560/- 

6. PAYMENT TO RAM WITH CASH 500/- 

7. SHOP EXP. 250/- 

8. SALARY GIVE TO EMPLOYEE 5000/- 

9. RENT PAID 350/- 

ANSWER(13690/-) 

Qus-3 

1. START BUSINESS WITH CASH 50000/- 

2. PURCHASE FRO RAMESH 5200/- 

3. CASH SALE 450/- 

4. SALE TO MOHIT 1250/- 

5. RECEIVE FROM ANUJ 550/- 

6. PURCHASE FROM RAJA 450/- 

7. CASH PURCHASE 560/- 

8. PAYMENT TO RAJA 500/- 
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9. SHOP EXP. 250/- 

10. SALARY GIVE TO EMPLOYEE 5000/- 

11. RENT PAID 350/- 

ANSWER (44340) 

Qus- 4 

1. START BUSINESS WITH CASH 20000/- 

2. PURCHASE FROM RAM 5200/- 

3. CASH SALE 450/- 

4. SALE TO MOHIT 1250/- 

5. RECEIVE FROM ANUJ 550/- 

6. PURCHASE FROM RAJA 450/- 

7. CASH PURCHASE 560/- 

8. PAYMENT TO RAJA 500/- 

9. SHOP EXP. 250/- 

10. SALARY GIVE TO EMPLOYEE 5000/- 

11. RENT PAID 350/- 

ANSWER- (14340/-) 
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BASED ON ACCOUNT WITH INVENTORY) 

Q. WHAT IS INVENTORY? 

ANS. INVENTORY REFERS TO ALL MATERIAL WITH IN AN ORGANIZATION THAT DOES NOE A PART OF THE 

CAPITAL GOODS, EQUIOPMENTS , AND BUILDING. THE CONTROL OF INVENTORY IS VERY IMPORTANT FOR 

ORGANIZATION BECAUSE A GOOD PRODUCTION IS DEPENDS UPON THE BEST INVENTORY. 

AIM OF INVENTORY. 

THE BASIC AIM OF INVENTORY IS TO PROVIDE THE ANSWER THE FOLLOWING QUESTIONS. 

a. HOW MUCH STOCK SOLD ONE ORDER. 

b. WHEN DOES ONE ORDER MORE STOCK. 

c. EFFECITVE USE OF INVENTORY STOCK (OR ) PROPER SUPPLY TIME. 

FACTOR OF INVENTORY 

THE OBJECTIVE OF INVENTORY CONTROL TO MINIMIZE COST WHILE TAKING INVENTORY CONTROL TO 

IMPORTANT FACTORS HAS TO BE KEPT IN MIND. 

1. DEMAND 

2. LEAD TIME 

 

a. DEMAND-  

 DEMANDS REFERS TO THE QUANTITY OF THE FINISHED GOODS THAT CAN BE SOLD DURING 

A FIXED OF TIME TAKEN TO FULL FILLL IS HEAD TIME. 

b. LEAD TIME- 

 WHEN AN ORDER IS PLACED IT MAKE TAKES SOME TIME BEFORE IT IS ACTUALLY ECEVUTED 

THE ACTUAL TIME TAKEN TO FULL FILL IS HEAD TIME. 

EX. BANANA 

WORKING WITH COMPTUER 

1. ACTIVATE THE ACCOUNT WITH INVENTORY WHEN YOU MAKE A NEW COMPANY. 

2. INVENTORY INFO 

A. GROUP 

B. ITEM 

C. UNIT MEASUREMENT 

 

 

A. GROUP-  YOU CAN MAKE ANY NEW GROUP USING THE GROUP. AND ALTER USE FOR CHANGE SOME 

INFORMATION AND ALTER          (ALT +D) USE FOR DELETE ANY GROUP. 

EX: COLD DRINK, CLOTHS, COMPUTER ETC. 

 

B. ITEM:  YOU CAN ALSO MAKE ITEMS USING THE ITEM. AND ALTER USE FOR CHANGE OF DELETE (ALT +D) 

ANY ITEM. IF DO YOU WANT TO DIRECTLY MAKE A GROUP THEN USE (ALT+C) AND (ALT+A) USE FOR 

DIRECTLY YES. 

EX: PEPSI, COCA-COLA, T-SHIRT, CPU, MOUSE ETC. 
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C. UNIT: WE CAN MAKE ANY UNITS FOR ITEMS. 

EX: CARTS, PCS, KG, LTR, ETC 

 

 

 

 

 

QUESTIONS 1: BASED ON INVENTORY 

GROUP  -   COLD DRINK 

UNIT  -    CREATE 

ITEM  -   PEPSI , COCA- COLA, LIMCA 

 

PURCHASE- 

1 APRIL- PURCHASE PEPSI 250  (CRATE) @120/CRATE FROM MONU 

2 APRIL- PURCHASE COCA COLA 10 (CRATE) @125/CRATE FROM AMIT 

3 APRIL- PURCHASE LIMCA 15 (CRATE) @130/CRATE FROM MOHIT 

 

SALE- 

6 APRIL- SALE TO MONU 120 (CRATE) PEPSI @310/CRATE. 

7- April 16, SALE TO AMIT 10 (CRATE) LIMCA@150/CRATE. 

 

ANSWER: 

PEPS  I-   130 (CRATE) 

COCA COLA -   10 (CRATE) 

LIMCA  -   5 (CRATE) 

CASH IN HAND -   NILL 

 

QUESTIONS -2 
GROUP   -   COMPUTER 

UNIT   -   PCS 

ITEM   -   HARD DISK, MONITOR, PRINTER, ADOBE, MICROSOFT,  

 

VOUCHER- 

1. PURCHASE HARD DISK 20 PCS FROM RAMESH @2500/PCS. 

2. PURCHASE PRINTER 10 PCS FROM AMIT@2000/PCS. 

3. PURCHASE ADOBE 15  PCS FROM RAJA &CO. @3500/PCS. 

4. SALE HARD DISK 5 PCS TO RAJ PVT. @3500/PCS 

5. SALE TO MOHIT 10 PCS ADOBE@ 4500/PCS. 
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6. SALE TO ANKUR JAIN 8 PCS@ 3000/PCS (PRINTER) 

7. RECEIVED BY MOHIT 45000/- 

8. PAYMENT TO AMIT 20000/- 

 

ANSWER: 

 HARD DISK –  15 PCS 

PRINTER –  2 PCS 

ADOBE-   5 PCS 

CASH IN HAND –  25000/- 

 

 

 

 

MR. X COMPANY WORKING ON GARMENT ITEMS. HIS PRODUCT ARE: 
GROUP:   -   CLOTHS 

UNIT  -   PCS 

ITEMS  -   T-SHIRT, SHIRT, SHOE 

 

VOUCHER- 

1. PURCHASE 50 PCS T-SHIRT FROM RAMESH @235/PCS. 

2. PURCHASE 25 PCS SHIRT FROM RAJ GARMENTS @225/PCS. 

3. PAYMENT TO RAMESH 17000 AND RECEIVE DISCOUNT 750. 

4. PURHCASE 35 PCS SHOE FROM RAMKUMAR @550/PCS. 

5. SALE  T-SHIRT 5 PCS TO MONU @350/PCS. 

6. SALE SHIRT 10 PCS TO RAJA @400/PCS. 

7. RECEIVE FROM RAJA 4000. 

8. RENT PAID 500/- 

9. RECEIVE FROM MONU 1700 AND GIVE DISCOUNT 50 RS. 

ANSWER-  

T-SHIRT - 45 PCS 

SHIRT-  15 PCS 

SHOE-  35 PCS 

CASH IN HAND – (11800 NEGATIVE) 

 

 

QUESTION 1 – BASED ON INVENTORY: 

GROUP  - COMPUTER 

ITEMS  - CPU, MONITOR, PRINTER 

UNIT  - PCS 

01- APRIL  BUSINESS START WITH CASH 100000/- 

03- APRIL PURCHASE CPU FROM ZENUS 25 PCS@ 5000/PCS. 

04- APRIL RECEIVED DISCOUNT 50/- 
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05- APRIL PURCHASE MONITOR FROM ANKUR 30 PCS @ 2000/PCS. 

07- APRIL SALE CPU TO MOHAN 17 PCS @ 6100/PCS. 

09- APRIL PAID SALARY 950/- 

11 - ARPIL SALE MONITOR TO ANU 4PCS @ 2300/PCS. 

11 – APRIL PAYMENT TO ZENUS 125000/- 

12-  APRIL RECEIVED BY MOHAN 61000/- 

12 - April  RENT PAID 50/- 

13 – APRIL PURCHASE PRINTER FROM MOHIT 6 PCS@ 2400/PCS. 

18 – APRIL SALE PRINTER TO MUKESH 2 PCS @1900/PCS. 

 

ANSWER- 

PRINTER- 4 PCS 

MONITOR 26 PCS 

CPU  8 PCS 

CASH IN HAND  (35050/-) 

 

 

QUESTION- 1 
GROUP  -  CLOTHS 

ITEMS  -  SHIRT, T-SHIRT 

UNIT  -  PCS 

 

01- APRIL BUSINESS START WITH CASH $15000/- 

06- APRIL PURCHASE SHIRT FROM SOHAN 10 PCS@ $15/PCS. 

07- APRIL PURCHASE T-SHIRT TO PAWAN 30 PCS@ $12/PCS. 

07- APRIL SALE SHIRT TO KRISHNA 8 PCS@ $13/PCS. 

09- APRIL RENT PAID $55/- 

10- APRIL SALE T-SHIRT TO ANU 22 PCS @$23/PCS 

11- APRIL PAYMENT TO SOHAN $50/- 

12 APRIL RECEIVED BY KRISHNA $50/- 

12 APRIL RENT PAID $5/- 

16 APRIL PURCHASE SHIRT FROM MOHIT 6 PCS@$24 /PCS 

20 APRIL SALE T-SHIRT TO MUKESH 2 PCS @$19/PCS 

 

ANSWER- 

SHIRT  -  8PCS 

T- SHIRT -  6 PCS 

CASH IN HAND  -  14949/- 
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Tally Erp0.9 F11 Features 

Accounting Features of Company 

tc ge dEiuh ds esuw ij ,dkmfUVax Qhpj fodYi dks flysDV djrs gSa ;k ,Q1 nckrs gSa rks gesa fuEukuqlkj ,dkmfUVax Qhpj 

LØhu izkIr gksxhA 

 

1- General 

(a) Integrate Accounts and Inventory. 
bl fodYi dk cSaysl ‚khV vkSj izkWfQV ,.M ykWl vdkamV ij ,d egRoiw.kZ izHkko iMrk gSA ;fn ;‛k ij lsV fd;k tkrk 

gS rks ;g buosaVjh fjdkWMZl ls LVkWd@buosaVªh cSaysl ds vkWdMs fudkyrk gS rFkk cSaysl ‚khV ls LVkWd jftLVlZ ds fy, ,d 

MªkWi Mkmu iznku djrk gSA ;fn uks ij lsV fd;k tkrk gS rks ;g buosaVªh cfg;ksa ds vkWdM+ksa dks misf{kr dj nsrk gS vkSj 

cuk, x, ystj vdkmaV ls Dyksftax LVkWd cSysal dks esU;qyh Mkyuk iMrk gSA ;g lqfo/kk vdkamV~l vkSj buosUVªh dks 

vyx&vyx O;ofLFkr j[krh gSA 

 

(b) Income/ Expense Statement instead of P&L:  
fMQkWYV :i ls ;g fodYi uks jgrk gSA ;fn ;‛k ij lsV djrs gSa rks VSyh }kjk xsVos vkWQ VSyh esU;w esa izkWfQV ,.M ykWl 

,dkm.V ds LFkku ij bude ,.M ,Dlisal ,dkm.V iznf‛kZr fd;k tk,xkA bude ,.M ,Dli safMpj LVsVesaV lkekU;r% 

ukWu VsªfMax vdkmaV~l gsrq Ikz;qDr gksrk gS vkSj izkWfQV ,.M ykWl ,dkm.V oLrqr% VsªfMax vdkmaV~l gsrq iz;qDr gksrs gSaA 

 

(c) Allow Multi Currency: 
fMQkWYV :i ls ;g fodYi uks gksrk gSaA ;fn ge ,d ls vf/kd djsalh viukuk pkgrs gSa rks bl fodYi dks ;‛k ij lsaV 

djsaA 

XksVos vkWQ VSYkh &,dkm.V bUQks esU;w esa djsalh esU;w iznf‛kZr gks tk,xkA 

QUESTION BASED ON MULTI CURRENCY 

MR. X COMPANY WORKING ON GARMENT ITEMS. HIS PRODUCTS ARE: 

GROUP:   -  CLOTHS 

UNIT:   -  PCS 

ITEMS:   -  T-SHIRT, SHIRT, SHOE 

 

1. PURCHASE 50 PCS T-SHIRT FROM RAMESH@ $35/PCS 

2. PURCHASE 25 PCS SHIRT FROM RAJ GARMENTS @$25/PCS 

3. PAYMENT TO RAMESH 17000 AND RECEIVE DISCOUNT 750/- 

4. PURCHASE 3 PCS SHOE FROM RAMKUMAR @$50/PCS 

5. SALE T-SHIRT 5 PCS TO MONU @ $30/PCS 

6. SALE SHIRT 10 PCS TO RAJA@ $40/PCS 
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7. RECEIVE FROM RAJA 4000/- 

8. RENT PAID 500/- 

9. RECEIVE FROM MONU 1700 AND GIVE DISCOUNT 50RS. 

 ANSWER- 

 T-SHIRT   45PCS 

 SHIRT    15PCS 

 SHOE    35PCS 

 CASH IN HAND   ( /-) 

 

2- Outstanding Management 
a) Maintain Bill wise Detail: 

 bl fodYi dks ;‛k ij lsV djrs gq, fcy okbt lqfo/kk dks ,fDVosV fd;k tk ldrk gSA fcy okbt Qhpj dks 

,fDVosV djus ij lUMªh ØsfMVlZ vkSj lUMªh MsfoVlZ ds varxZr ystj ekLVlZ }kjk esUkVsu cSysal fcy ckb fcy uked ,d 

vfrfjDr vkWI‛ku fMLIys dj fn;k tkrk gSA bl vkWilu dks ;‛k ij lsV djus ls vfrfjDr fodYi fMQkWYV ØsfMV ihjh;M 

iznf‛kZr gksrk gSA 

 

 tc ge ,fDVosV fd, x, fcy ckbt vkWilu ds lkFk lsYl vkSj ijpst ds O;kSjs Mkyrs gSa rc VSyh ges buokWbl dks 

fdlh mi;qDr jsQjsUl uEcj ls igpkuus ds fy, izksEIV djrk gSA bl jsQjsal ds ckn esa lgh buokWbl gsrq isesaV~l vkoafVr 

djus ds fy, iz;qDr fd;k tkrk gS] ftlls fdrus iSlk cdk;k gS bldk lgh lgh fglkc j[kk tk ldsaA 

b) Activate Interest Calculation:  

  bl vkWI‛ku dk iz;ksx bUVSªLV dks dSYdwysV djus ds fy, fd;k tkrk gSA 

BASED ON INTEREST CALCULATION 
Group  -  Samsung 

Unit  -  PCS 

Item  -  Tv 

1. Started business with cash 50000. 

2. Purchase TV from Ram  10 pcs @ 20000/pcs. At interest for one month 4% 

3. Paid interest after one month  679.45. in credit note voucher. 

4. Paid cash to Ram at same date of interest  200,679.45. 

5. Sold TV to Bharat 8 pcs @ 25,000/pcs at 4% interest. 

6. Receive interest after one month from Bharat 701.37 in Debit note voucher. 

7. Receive cash from Bharat at same date of interest 2,00,701.37. 

Answer 
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Tv   -  2pcs 

Cash in hand   –  50021.92 
 Use Advanced Parameters: 

  tc le; & le; ij O;kt dh njsa cnyrh jgrh gSa rc ,MokULM iSjkehVlZ mi;ksxh gksrk gSA ;g lqfo/kk ,usoy djus 

gqr bl fodYi dks ;‛k ij lsV djsaA 

3- Cost/ Profit Centers Management 
(a) Maintain Payroll:  

;fn ge p;fur daiuh ds fy, VSyh ij isjksy baQkWesZ‛ku O;ofLFkr j[kuk pkgrs gSa rks bl fodYi dks ;‛k ij lsV djsaA 

 

 

 

(b) Maintain Cost Centers: dkWLV lsaVj dks laxBu dh ml bdkbZ ds :i esa ifjHkkf’kr fd;k tk ldrk gS ftlds 

fy, VªkatSD‛kUl iksLV fd, tk ldrs gSaA tc bu bdkb;ksa gsrq dsoy ykxrksa ;k O;;ksa dks gh vkoafVr fd;k tkrk gS rc 

bUgsa dkWLv lsaVlZ ds :i esa lanfHkZr fd;k tkrk gSA bl fodYi dks ;‛k ij lsV djrs gq, dkWLV lsaVj dks ,fDVosV 

djrs gSaA 

 

 

i. Use Cost Center for job costing: 

tkWc@ izkstsDV ds fy, lHkh vk; vkSj O;; dk fglkc j[kus gsrq bl fodYi dks ;‛k ij lsV djsaA 

 

ii. More than one payroll/ Cost category: 

,d ls vf/kd is;jkSy vFkok dkWLV dSVsxzh cukus ds fy, bl vkWilu dks ;‛k ij lsV djsaA 

iii. Use Predefined Cost Center Allocation During Entry: igys ls cuk, x, dkWLV lsUVj dks ,fUVª djrs 

le; ;fn vki mudks ,fUVª es iz;ksx djuk pkgrs gS rks bl vkWilu dks ;‛k ij lsV djsaA 
 

4- Invoicing 
a) Allow Invoicing  

Enter Purchases in Invoicing Format: ;fn vki ijpst vkSj lsYl dh ,UVªh djrs le; buokW;l eksM dk ;wt 

djuk pkgrs gS rks bls ;‛k djs vkSj ,t okmpj es ,UVªh djuk pkgrs gks rks uks djsaA ¼,t buokW;l es Vw vkSj okbZ dk 

iz;ksx fd;k tkrk gS rFkk ,t buokW;l esa ikVhZ use ystj use vkSj vkbVe use vkfn vkWilu vkrs gSaA½ 

b) Budget and Scenario Management :  
(a) Maintain Budget And Control : bl vkWilu dk iz;ksx djds ge mu yksxksa dh eky [kjhnus dh fyfeV 

fQDl dj ldrs gSa tks eky [kjhnus ds ckn iSls dk Hkqxrku le; ij ugha djrs gSaA bls fy, ØsfMV vkWilu dk 

iz;ksx djsaxsaA 

 

(b) Use Reversing Journal And Optional Voucher: bl vkWilu dk iz;ksx ge rc djrs gS tc ge viuh 

;kn~nk‛k fjdksMZ djuk pkgrs gSaA tSSls& fd geusa fdlh dks eky fn[kkus ds fy, Hkstk vkSj ges mldh ,UVªh djuh gS 

rks ge eSeksjS.Me okmpj dk iz;ksx djsaxsa ysfdu bldk izHkko ,dkm.V ij ugha iMrk gSA 
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Inventory Features 
1. General 

(a) Integrated Account and inventory:  ;fn vki izksfQV ,.M ykWl ds lkFk &  lkFk vksifuax vkSj Dyksftax 

LVkWd Hkh ns[kuk pkgrs gSa rks bl vkWilu dks ;‛k djsa ugh arks uks djsaA 

 

(b) Allowed Zero Valued Entry : ;fn vki fdlh Hkh vkbVe ds lkFk dksbZ vkbVe Qzh nsuk pkgrs gks rks bl 

vkWilu dks ;‛k djsa ugh arks uksa djsa A 

Question Based on Zero Valued Entry 

 Group  - Computer 

 Unit  - PCS 

 Item  - Monitor, Printer, Mouse, CPU, Keyboard, Pendrive 

1. STARTED BUSINESS WITH CASH 5,00,000. 

2. PURCHASE MONITORS 25 PCS@ 3000/PCS. 

3. PURCHASE CPU 30 PCS@4500/PCS. 

4. PURCHASE MOUSE 30 PCS@130/PCS. 

5. PURCHASE KEYBOARD 30 PCS@230/PCS. 

6. PURCHASE PEN DRIVE 30 PCS@250/PCS. 

7. SALE MONITOR 20 PCS@4000/PCS. AND GIVE 2 PEN DRIVE FREE. 

8. SALE CPU 10 PCS @5000/PCS AND GIVE 2 PEN DRIVE FREE. 

9. SALE KEYBOARD 10 PCS@300/PCS AND GIVE 1 PEN DRIVE FREE. 

10. SALE MOUSE 10 PCS@150/PCS. 

ANSWER- 

 MONITOR  -  5     

 KEYBOARD  -  20 

 CPU    –   20     

 MOUSE  -  20 

 PENDRIVE  -  25  

 CASH IN HAND  -   4,06,200 
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2. STORAGE AND CLASSIFICATION 
(a) MAINTAIN MULTIPLE GODOWN: ;fn gekjsa ikl LVkWd esa cgqr eky gS vkSj mlsa j[kus ds fy, gekjsa ikl 

txg ugha gS rks ge mlds fy, vyx ls xksMkmu cuk ldrs gSa ftlls [kjhns gq, eky dks LVkWd esa j[k ldrs gSa 

vkSj t:jr iMusa ij mls LVkWd ls fudkyj lsy dj ldrs gSaA  
 

xksMkmu cukus ds fy, buosUVªh bUQksa esa tkdj yksds‛ku ;k xksMkmu vkWilu ij fDyd djsa vkWj mlds ckn 

xksMkmu fØ,V djsaA 

 

QUESTION BASED ON GODOWN: 

 GROUP  -  CLOTH   

 UNIT   -  PCS 

 ITEM   -  JEANS, SHIRT, T-SHIRT, LEHANGA 

 GODOWN  -   GOVERDHAN, MATHURA, 

  

1. PURCHASE JEANS 250PCS @ 120/PCS FROM MONU (GOVERDHAN). 

2. PURCHASE T-SHIRT 10PCS @ 125/PCS FROM MOHIT (GOVERDHAN). 

3. PURCHASE SHIRT 15PCS @130/PCS FROM AMIT (MATHURA) 

4. PURCHASE LEHANGA 50PCS@120/PCS FROM ANKUR (MATHURA). 

5. SALE TO EKTA 120PCS JEANS @310/PCS (GOVERDHAN). 

6. SALE TO RADHA 10PCS LEHANGA@150/PCS. 

7. CASH SALE 5PCS SHIRT@ 140/PCS 

 Answer-  

 Jeans   -   130      

 T-shirt  -   10 

 Shirt   -   10     

 Lehanga  -   40 

 Cash in Hand  -   700 

 

(b) MAINTAIN STOCK CATEGORY:  
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bl vkWilu dk iz;ksx ge tc djrs gS tc gekjsa ikl LVkWd esa cgqr eky gS vkSj gesa fdlh Hkh vkbVe dks <w<usa esa 

T;knk ijs‛kkuh u gks blfy, bl vkWilu dk iz;ksx djrs gSaA  tSls & gekjk dEI;wVj dk fctusl gS vkSj gekjsa ikl 

dEI;wVj dk cgqr lkeku gS vkSj ge ml lkeku dh tkudkjh j[kus ds fy, LVkWd dSVsxjh esa gkMZos;j vkSj 

lkW¶Vos;j cuk,saxsa ftlls gesa fdlh Hkh vkbVe ds ckjs esa T;knk tkudkjh j[kus esa vklkuh gksxhA 

 

QUESTION BASED ON STOCK CATEGORY: 

 GROUP   -   COMPUTER    

 UNIT    -  PCS 

 ITEM    -  HARD DISK, ADOVE, PRINTER 

 STOCK CATEGORY  -   HARDWARE, SOFTWARE 

 

 

1. PURCHASE HARD DISK 20 PCS FROM AMAN@2500/PCS. 

2. PURCHASE PRINTER 10PCS FROM RAMESH@2000/PCS. 

3. PURCHASE ADOBE 15PCS FROM RADHA @3500/PCS. 

4. SALE HARD DISK 3 PCS@ TO RAJ PVT 3500/PCS. 

5. SALE TO MOHIT 10 PCS ADOBE@4500/PCS. 

6. SALE TO ANKUR JAIN 8 PCS PRINTER @3000/PCS. 

7. RECEIVE BY MOHIT 45000. 

8. PAYMENT TO AMIT 20,000. 

Answer- 

 Printer   -   2   

 Adobe  -  5 

 Hard disk  -  15 

 Cash in Hand  -   25,000 
 

(c) MAINTAIN BATCH WISE DETAIL- LVkWd vkbVEl ls lacaf/kr cSp baQkWesZ‛ku dks O;ofLFkr j[kus gsrq bl 

vkWilu dks ;‛k ij lsV djsa A LVkWd vkbVe fØ,‛ku LØhu ds varxZr ,d ubZ QhYM ;wt ,Dlik;jh MsV iznf‛kZr 

dj nh tk,xhA 

 

(SET EXPIRY DATES FOR BATCHES): bl vkWilu dk iz;ksx ge rc djrs gS tc fdlh Hkh vkbVe ij 

,Dlik;jh MsV lsV djuh gks ftlls eky ,Dlik;j gksus ij mls cspk ugha tk ldrk A ,Dlik;jh MsV ds ckn eky 

dks usxsfVao esa fn[kk,sxk ;k ml MsV ds ckn mldh ,UVªh ugha gksxhA 

QUESTION BASED ON EXPIRY DATE 
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 MR. KUMAR WORKING ON MEDICAL AND HIS PRODUCTS ARE- 

 GROUP   -  MEDICAL 

 UNIT    -  PCS 

 ITEM    -   DROP, SEPTRON 

1. START BUSINESS WITH CASH 50000. 

2. PURCHASE DROP IN CASH 50PCS @25/PCS AND EXPIRY DATE IS AFTER 1 MONTH. 

3. PURCHASE SEPTRON FROM RAJ 20PCS @10/PCS AND EXPIRY DATE IS AFTER ONE MONTH. 

4. SALE TO MOHIT 2 PCS DROP @50/PCS SAME EXPIRY DATE. 

5. SALE TO AMIT 5PCS SEPTRON@25/PCS SAME EXPIRY DATE. 

6. PAYMENT TO RAJ 200. 

7. RECEIVED FROM MOHIT 100. 

8. RECEIVED FROM AMIT 125. 

 

 ANSWER- 

 DROP    -  48 PCS 

 SEPTRON   -  15 PCS 

 CASH IN HAND   -  48775 

(d) USE DIFFERENT ACTUAL AND BILLED QTY: ;fn ge buokWbl rS;kj djrs le; ,Dpqvy vkSj fcYM 

DokufVVh dks vyx& vyx j[kuk pkgrs gSa rks bl vkWilu dks ;‛k ij lsV djsaA 

QUESTION BASED ON ACTUAL & BILLED QUANTITY 

 GROUP  - COMPUTER 

 UNIT   - PCS 

 ITEM   - HARD DISK, MONITOR, PRINTER 

1. PURCHASE HARD DISK 20 PCS (ACTUAL) 25 PCS (BILL) FROM RAMESH @ 2500/PCS 

2. PURCHASE PRINTER 10 PCS (ACTUAL) 20 PCS ( BILL) FROM AMIT @ 2000/PCS 

3. PURCHASE MONITOR 15 PCS (ACTUAL) 45PCS (BILL) FROM RAJA @ CO. 3500/PCS 

4. SALE HARD DISK 5 PCS (ACTUAL) 15 PCS (BILL) TO RAJ PVT @3500/PCS 

5. SALE TO MOHIT 10 PCS MONITOR @ 4500/PCS  

6. SALE TO ANKUR JAIN 8 PCS @ 3000/PCS (PRINTER 
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7. RECEIVED BY MOHIT 45000/- 

8. PAYMENT TO AMIT 20000/- 

ANSWER 

HARD DISK   - 15 PCS 

MONITOR   - 5 PCS 

PRINTER   - 2 PCS 

CASH IN HAND   -  25000/. 

 

3. ORDER PROCESSING  
(a)  ALLOW PURCHASE ORDER PROCESSING: 

bl vkWilu dk iz;ksx ge eky dk vkMZj nsus ds fy, djrs  gS  bl vkWilu ls vkbVe cukus okys dks ;g Qk;nk 

gksrk gS fd mlds ikl LVkWd esa T;knk vkbVe ugah cpsxk ftlls mls ykWl gksus ds de pkUl jgsaxsaA 

 

  

BASED ON PURCHASE ORDER PROCESS 

 NOTE: PURCHASE ORDER- ALT+F4  

 GROUP   - COMPUTER 

 UNIT    - PCS 

 ITEMS    - MONITOR , PRINTER 

 

1. START BUSINESS WITH CASH 250000/- 

2. PURCHASE ORDER GIVE TO 2ND COMPTUER PVT. MONITOR 80 PCS @ 1500/PCS 

3. PURCHASE ORDER TO SUMAN &CO. 130 PCS PRINTER @ 1150/PCS 

4. PURCHASE FROM 2ND COMUTER. 

5. PURCHASE  FROM SUMAN&CO.  

6. PAYMENT TO SUMAN  & CO. CLEAR HIS STATEMENT. 

7. PAYMENT TO 2ND COMPUTER AND CLEAR HIS STATEMENT. 
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 ANSWER- 

 MONITOR   -  80 PCS 

 PRINTER   -  130 PCS 

 CASH IN HAND   -  (19500/-) 

 

(B)  ALLOW SALES ORDER PROCESSING:  
bl vkWilu dk iz;ksx ge rc djrs gSa tc dksbZ O;fDr gesa eky [kjhnus ds fy, vkWMZj nsrk gSA blls gesa ;g Qk;nk 

gksxk fd ge dsoy mlds vkMZj ds fglkc ls gh eky cuk,saxsaaA 

 

BASED ON SALE ORDER PROCESS 

NOTE- ALT+F5 FOR SALE ORDER,  

MR. MOHIT AGRAWAL WORKING ON COMPTUER & HIS PRODUCTS ARE: 

GROUP   -  COMPUTER 

UNIT   -  PCS 

ITEMS   -  MONITOR, PRINTER 

 

1. START BUSINESS WITH CASH 250000/- 

2. PURCHASE ORDER GIVE TO 2ND COMPUTER PVT. MONITOR 80 PCS@200/PCS. 

3. PURCHASE ORDER TO SUMAN & CO. 30 PCS PRINTER @ 1100/PCS. 

4. SALE ORDER RECEIVE FROM AMIT MONITOR 10 PCS @1700/PCS. 

5. SALE ORDER FROM SUMAN 13 PCS PRINTER @1000/PCS 

6. PURCHSE FROM 2ND COMPUTER. 

7. PURCHASE FROM SUMAN & CO. 

8. SALE FOR AMIT 10 PCS. 

9. SALE FOR SUMAN 13PCS 

10. RECEIVE FROM SUMAN 13000/- 

11. RECEIVE FROM AMIT 17000/- 
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12. PAYMENT TO SUMAN & CO. 33000/- 

13. PAYMENT TO 2ND COMPUTER 16000 

 

ANSWER- 

MONITOR   - 70 PCS 

PRINTER   - 17 PCS 

CASH IN HAND  - (231000/-) 

 

4. INVOICING  
(a) USE DEBIT NOTE: 

 bl vkWilu dk iz;ksx ge rc djrs gS tc gesa viuh bPNkuqlkj eky izkIr u gqvk gks ;k eky esa dksbZ deh vk xbZ gksA 

rc bl vkWilu dks ;‛k djsaA 

 

(b) Use Credit Note: 
 bl vkWilu dk iz;ksx ge rc djrs gS tc gesa lsy fd;k gqvk eky fdlh dkj.k okil feyrk gSA 

 

(c) Use invoice mode for credit notes:  

tc ge lsYl fjVuZ dh ,UVªh buok;Wl eksM ¼To or By) esa djrs gSaA rks bls uks djsa vkSj vxj ,t okmpj esa ,UVªh 

djuh gS rks bls ;‛k djsaA 

 

(d) Use Invoice mode for Debit Note: 
 tc ge ijpst fjVuZ dh ,UVªh buokW;l eksM esa djuk pkgrs gS rks bls uks djsa vkSj ,t okmpj esa djuk pkgrs gS rks 

bls ;‛k djsaA 

 

QUESTION BASED ON RETURNS PROCESS 

F11-YES-DEBIT & CREDIT NOTS 

NOTE- PRUCHASE RETURN (DEBIT NOTE) (CTRL+F9) 

SALE RETURN (CREDIT NOTE) (CTRL+F8) 

GROUP   - COLD DRINK 

CATEGORY  - SOFT FLAVER, BRAWN FLAVER 

UNIT   - CRATE 

ITEM   - PEPSI, COCA-COLA  (UNDER BRAWN FLAVER) 
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    LIMCA , MAZZA   (UNDER SOFT FLAVER) 

PURCHASE- (ALL WORK FOR PURCHASE STORE IN PALWAL GODOWN) 

1. PURCHASE PEPSI 250 (CRATE) @ 120/CRATE FROM MONU 

2. PURCHASE COCA COLA 10 (CRATE) @ 125/CRATE FROM AMIT 

3. PURCHASE MAZZA 15 (CRATE) @ 130 / CRATE FROM MOHIT 

4. PURCHASE LIMCA 50 (CRATE) @ 120/CRATE FROM ANKUR 

5. PURCHASE RETURN TO MONU 5 (CRATE) PEPSI 

6. PURCHAE RETURN TO ANKUR 5 (CRATE) LIMCA 

SALE- (SALE FROM PALWAL GODOWN) 

7. SALE TO MONU 120 (CRATE) PEPSI @ 310/CRATE AND DISCOUNT 2% 

8. SALE TO AMIT 10 (CRATE) LIMCA @ 150/ CRATE 

9. SALE RETURNS FROM MONU 5 (CRATE) PEPSI 

10. CASH SALE 5 (CRATE) MAZZA @ 125/CRATE 

ANSWER: 

 PEPSI   -  130 (CRATE)  

 MAZZA   -  10 (CRATE) 

 COCA –COLA  -  10 (CRATE) 

 LIMCA   -  35 (CRATE) 

CASH IN HAND   -  (625/-) 

BASED ON PURCHASE & SALE RETURN PROCESS 

F11-YES-DEBIT & CREDIT NOTS 

NOTE- PRUCHASE RETURN (DEBIT NOTE) (CTRL+F9) 

SALE RETURN (CREDIT NOTE) (CTRL+F8 

GROUP  GARMENTS 

UNIT  PCS 

ITEM  SHIRT, T-SHIRT 
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1. BUSINESS START WITH CASH 50000/-  

2. PURCHASE SHIRT FORM PRINCE PVT 25 PCS @ 5000/PCS 

3. PURCHASE RETURN SHIRT TO PRINCE PVT 5 PCS. 

4. PURCHASE T-SHIRT FROM ANKUR 30 PCS @ 2000/PCS 

5. SALE SHIRT TO MOHAN 17 PCS @ 6100/ PCS 

6. SALE RETURN FROM MOHAN 7 PCS SHIRT. 

7. SALE T-SHIRT TO ANU 4 PCS @ 6100/PCS 

8. PAYMENT TO PRINCE PVT 125000/- 

9. RECEIVED BY MOHAN 61000/- 

10. PURCHASE T-SHIRT FROM MOHIT 6 PCS @ 2400/PCS 

11. SALE T-SHIRT TO MUKESH 2 PCS @ 1900/PCS 

ANSWER 

 SHIRT  10 PCS 

 T-SHIRT  30 PCS 

 

e. SEPARATE DISCOUNT COLUMN ON INVOICE : 
 tc vki fdlh Hkh ,UVªh esa fMLdkmUV dk dkWye vyx ls ykuk pkgrs gS rks bls ;‛k djsa ftlds iz;ksx ls ftruk Hkh 

fMldkmUV ,UVªh esa fn;k gksxk mruk fMldkmUV ge blesa fy[k nsaxsa ftlls mruk iSlk VksVy esa ls de gks tk;sxkA 

QUESTION BASED ON DISCOUNT. 
Group  -   Computer 

Unit  -   Pcs 

Item   –   printer, Keyboard, mouse 

 

1. Started Business with cash 60,00,000 

2. Purchase Printer 250pcs @19000/pcs at 1% discount from HP company. 

3. Purchase keyboard 200pcs @300/pcs at2% discount from Prodot company. 

4. Purchase mouse 200 pcs @120/pcs at 2% discount from Quantum comp. 

5. Sold printer 130 pcs @22000/pcs at 1% discount to Hindustan computer. 

6. Sold Keyboard 100 pcs @350/pcs at 1% discount to SMIT computer. 

7. Sold mouse 100 pcs @150/pcs at 2% discount to CEEP computer. 

8. Recive cash from Hindustan computer 2831400. 
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9. Receive cash from SMIT computer 34650. 

10. Receive cash from CEEP computer 14700. 

11. Payment to HP company 4702500. 

12. Payment to Prodot company 58800. 

13. Payment to Quantum company 23520. 

 

Answer 

Printer  -   120 

Keyboard  –   100 

Mouse   –   100 

Cash in hand  -  

 

5. Purchase Management: 

(a) Track Additional Cost of Purchase:  

bl vkWilu dk iz;ksx ge rc djrs gS tc gesa ijpst ds VªkWtsD‛ku esa vyx ls yxsa pktsZt dks ,M djuk gksrk gSA 

tSls fd geus dksbZ eky fnYyh ls eWxok;k vkSj mlesa mlds HkkMs dks ,M djuk gks rks bl vkWilu dk ;‛k djsaxsaA 

 

 

QUESTION BASED ON ADDITIONAL COST FOR PURCHASE 
F11- YES- ADDITIONAL COST OF PURCHASE 

GROUP  COMPUTER 

UNIT  PCS 

ITEM  HARD DISK , MONITOR, PRINTER 

 

 VOUCHER 

1. PURCHASE HARD DISK 20 PCS IN CASH @ 2500/PCS AND EXTRA EXP 5% 

2. PURCHASE PRINTER 10 PCS IN CASH @ 2000/PCS AND TALL TAX EXP 8% 

3. PURCHASE MONITOR 20 PCS@ 5000/PCS 

4. SALE HARD DISK 5 PCS TO RAJ PVT@ 3500/PCS 

5. SALE TO MOHIT 10 PCS MONITOR @ 4500/PCS AND GIVE DISCOUNT 2% 

6. SALE TO ANKUR JAIN 8 PCS @3000/PCS (PRINTER) & DISCOUNT 3% 

7. RECEIVED BY MOHIT 45000/- 

8. PAYMENT TO AMIT 20000/- 

ANSWER 

 HARD DISK 15PCS  
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 MONITOR 10 PCS 

 PRINTER 2 PCS 

CASH IN HAND- 

 

6. SALES MANAGEMENT:  

(a) USE MULTIPLE PRICE LEVEL: bl vkWilu dk iz;ksx ge tc djrs gS tc gesa lHkh vkbVeksa dk jsV fQDl 

djuk gks ftlls gesa ckj&ckj ,ekm.V fy[kus dh vko‛;drk ughsa gksxh vkSj ;g vkWilu dsoy lsYl ij gh 

,IykbZ gksxkA 
 

QUESTION BASED ON PRICE LABEL 
NOTE: ONLY USED FOR SALE AND ACTIVATE COMPANY OTHER FEATURE- PRICE LEVEL – YES 

GROUPS  -  COMPUTER 

CATEGORY  -  SOFTWARE 

UNIT   -  PCS 

ITEM   -  ADOBE, MICROSOFT (UNDER SOFTWARE) 

PRICE LIST  -  ADOBE 

 

ADOVE 

1- IF ANY ONE PURCHASE LESS THEN 5 PCS THEN RATE IS 5000/- PCS 

2- IF ANY ONE PURCHASE 5 PCS TO 15 PCS THEN RATE IS 4000/- PCS 

3- IF ANY ONE PURCHASE 15 PCS TO 50 PCS THEN RATE IS 4500/- PCS AND DISCOUNT 3% 

4- IF ANY ONE PURCHASE MORE THAN 50 PCS THEN RATE IS 4000/- PCS AND DISCOUNT 3% 

 

MICROSOFT 

1- IF ANY ONE PURCHASE LESS THAN 5 PCS THEN RATE IS 4000/PCS 

2- IF ANY ONE PURCHASE 5 PCS TO 15 PCS THANE RATE IS 3000/PCS 

3- IF NAY ONE PURCHASE 15 PCS TO 50 PCS THEN RATE IS 3500/ PCS AND DISCOUNT 3% 

4- IF ANY ONE PURCHASE MORE THEN 50 PCS THEN RATE IS 3000/PC SAND DISCOUNT 3% 

 

VOUCHER 

1. PURCHASE ADOBE 80 PCS FROM RAMESH @ 2500/PCS 

2. PURCHASE MICROSOFT 70 PCS FROM AMIT @ 2000/PCS 

3. SALE ADOBE 5 PCS TO RAJ PVT. 

4. SALE TO MOHIT 30 PCS MICROSOFT 

ANSWER 

 ADOBE   -  75 PCS 

 MICROSOFT  - 40PCS 

 

7. ADDITIONAL INVENTORY VOUCHER 

(a) USE TRACKING NUMBER (DELIVERY NOTE): bldk iz;ksx ge rc djrs gS tc gesa eky cspus  ls igys vkMZj fy;s 

x;s eky dk fcy Hkstuk gks rc ge bl vkWilu dks ;‛k djsaA  
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BASED ON DELIVERY NOTE 
NOTE- ALT+F5 FOR SALE ORDER, ALT+F8 FOR DELIVERY NOTE 

MR. MOHIT AGRAWAL WORKING ON COMPTUER & HIS PRODUCTS ARE: 

GROUP  COMPUTER 

UNIT  PCS 

ITEMS  MONITOR, PRINTER 

 

VOUCHER  

1. START BUSINESS WITH CASH 250000/- 

2. PURCHASE ORDER GIVE TO 2ND COMPUTER PVT. MONITOR 80 PCS@200/PCS. 

3. PURCHASE ORDER TO SUMAN & CO. 30 PCS PRINTER @ 1100/PCS. 

4. SALE ORDER RECEIVE FROM AMIT MONITOR 10 PCS @1700/PCS. 

5. SALE ORDER FROM SONU 13 PCS PRINTER @1000/PCS 

6. RECEIVE ORDER FROM 2ND COMPUTER. 

7. RECEIVE ORDER FROM SUMAN & CO. 

8. DELIVERY ORDER FOR AMIT 10 PCS. 

9. DELIEVERY OFDER FOR SUMAN 13PCS 

10. PURCHASE FROM 2ND COMPUTER. 

11. PURCHASE FROM SUMAN & COMPAN. 

12. SALE PRINTER SONU. 

13. SALE MONITOR TO AMIT.  

14. RECEIVE FROM SONU 13000/- 

15. RECEIVE FROM AMIT 17000/- 

16. PAYMENT TO SUMAN & CO. 33000/- 

17. PAYMENT TO 2ND COMPUTER 16000/- 

 

ANSWER- 

MONITOR 70 PCS 

PRINTER 17 PCS 

CASH IN HAND-  (231000/-) 

 
 

 

(b) USE RECEIPT NOTE: bl vkWilu dk iz;ksx ge rc djrs gS tc geus fdlh Hkh O;fDr dks eky dk vkMZj fn;k gks 

vkSj eky [kjhnus ls igys mldk fcy eWxkuk gks rc ge bldks ;‛k djsaA 
 

BASED ON RECEIPT NOTE 
NOTE: PURCHASE ORDER- ALT+F4 & ORDER RECEIPT NOTE- ALT+F9 

GROUP   -  COMPUTER 

UNIT   -  PCS 

ITEMS   -  MONITOR , PRINTER 
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VOUCHER 

1. START BUSINESS WITH CASH 250000/- 

2. PURCHASE ORDER GIVE TO 2ND COMPTUER PVT. MONITOR 80 PCS @ 1500/PCS 

3. PURCHASE ORDER TO SUMAN &CO. 130 PCS PRINTER @ 1150/PCS 

4. RECEIVE ORDER FROM 2ND COMUTER. 

5. RECEIVE ORDER FROM SUMAN&CO.  

6. PURCHASE FROM 2ND COMPUTER. 

7. PURCHASE FROM SUMAN & COMP.  

8. PAYMENT TO SUMAN  & CO. CLEAR HIS STATEMENT. 

9. PAYMENT TO 2ND COMPUTER AND CLEAR HIS STATEMENT. 

ANSWER- 

 MONITOR  - 80 PCS 

 PRINTER  - 130 PCS 

CASH IN HAND   - (19500/-) 
 

(c) USE REJECTION INWARD NOTE: ;fn gesa dksbZ eky dk vkMZj nsus ds ckn mlesa ls fdlh dkj.k ls dqN eky ds 

vkMZj dks dSfUly djuk pkgrk gS rks ge bl vkWilu dk iz;ksx djsaxsaA 

(d) USE REJECTION OUTWARD NOTE: ;fn geusa fdlh dks eky dk vkWMZj fn;k gS vkSj ges fdlh dkj.k ls dqN eky ugh 

pkfg, rks ge bl vkWilu dk iz;ksx djsaxsaA 
 

QUESTION BASED ON REJECTION 
AL+F6- USE FOR REJECTION OUT (USE FOR PURCHASE REJECT) 

CTRL+F6 – USED FOR REJECTION IN ( USE FOR SALE REJECT) 

GROUP  - COMPUTER 

UNIT   - PCS 

ITEM   - HARD DISK, MONITOR, PRINTER 

 

VOUCHER 

1. PURCHASE HARD DISK 20 PCS FROM RAMESH @ 2500/PCS 

2. PURCHASE PRINTER 10 PCS FROM AMIT @ 2000/PCS 

3. REJECT PURCHASE FORM AMIT 2 PCS PRINTER 

4. SALE HARD DISK 5 PCS TO RAJ PVT. @ 3500/PCS 

5. SALE TO MOHIT 5 PCS PRINTER @ 4500/PCS 

6. SALE REJECT FROM RAJ PVT. 2 HARD DISK 

ANSWER 

 HARD DISK  - 17PCS 

 PRINTER  - 3PCS 

 

 


