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Technoglobe is Leading IT Training Company of India working for IT Training,
Skilling & Placement of Students since year 2001. Technoglobe has trained
& placed a huge number of students in various sectors like Digital
Marketing, Graphic Designing, Accounting, Video Editing and Web
Development with Java Python & PHP, Data Analytics, Data Sciences, Adv.
Excel, Devops, Generative Al, Networking, Cyber Security & many more
technologies.
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Witﬂ%ﬂc’fﬂse Ho¥ MN@ 5 Fe%mi’ﬁﬂ}%ﬁlﬁ‘ &qmdl%ﬁ}y&ﬁeﬁ%w qFRefnined to

learn, no one can stop you.

Message from Team Technoglobe

Dear Students,

IT skilling is crucial for India as it significantly contributes to the nation's economic
growth by powering the rapidly expanding IT sector, generating substantial
employment opportunities, driving innovation, and enabling India to compete
effectively in the global market, making it one of the key pillars of the Indian economy

Skilled IT professionals are essential for driving innovation in various sectors, including
IT, healthcare, finance, Banking and manufacturing through technology adoption.

We at Technoglobe bridge the gap between the requirement of companies & skills of
the students. Our job oriented Training programs makes the students employable &
industry ready.
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About the book

Accounting is the language of business, the foundation upon which every
financial decision is built. Whether it's the analysis of a company’s profits, the
preparation of financial statements, or the management of day-to-day financial
transactions, accounting is a critical skill that transcends industries and job
roles. For students entering the world of finance, business, or even
entrepreneurship, mastering accounting does not just about understand
numbers; it's about unlocking the ability to interpret financial information and
make informed decisions.

This book is designed to guide students on their journey to understanding the
core principles of accounting and how they apply in the real world. Aimed at
beginners and those looking to solidify their foundational knowledge, it
provides a clear, structured approach to key accounting topics, including basic
accounting concepts, financial statements, ledger maintenance, and the
importance of accurate record-keeping. Through engaging examples, real-
world applications, and step-by-step explanations, the book simplifies complex
topics, making accounting accessible to all learners.

Throughout this book, students will not only gain practical knowledge of
bookkeeping and accounting standards, but they will also develop the analytical
skills needed to assess the financial health of businesses, organizations, and even
individuals. The aim is to help students gain confidence in using accounting tools,
whether they are pursuing a career in finance, managing their own business, or
simply seeking to understand the economic forces at play in the world around
them.

As you embark on this journey of financial education, this book will be your
companion, providing you with the resources, knowledge, and skills to navigate
the world of accounting successfully. Whether you're preparing for exams,
entering a professional career, or simply looking to enhance your financial
literacy, the insights contained within these pages will equip you to tackle the
challenges and opportunities that accounting presents in today's fast- paced,
global economy.
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CHAPTER 1: ACCOUNTING PROCESS
INTRODUCTION

Business is an economic activity undertaken with the motive of earning profits and
maximizing the wealth for the owners. Business cannot run in isolation. Largely,
business activity is carried out by people coming together with a purpose to serve
a common cause. This team is often referred to as an organization, which could be
in different forms such as sole proprietorship, partnership, body corporate, etc. The
rules of business are based on general principles of trade, social values, and
statutory framework encompassing national or international boundaries. While
these variables could be different for different businesses, different countries, etc.,
the basic purpose is to add value to a product or service to satisfy customer
demand.

Business activities require resources (which are limited & have multiple uses)
primarily in terms of material, labor, machineries, factories and other services. The
success of business depends on how efficiently and effectively these resources are
managed. Therefore, there is a need to ensure the businessman tracks the use
of these resources. The resources are not free and thus one must be careful to keep
an eye on cost of acquiring them as well.

Definition of Accounting:

Definition by the American Institute of Certified Public Accountants (Year 1961):

“Accounting is the art of recording, classifying and summarizing in a significant
manner and in terms of money, transactions and events which are, in part at least, of
a financial character, and interpreting the result thereof”.

Definition by the American Accounting Association (Year 1966):

“The process of identifying, measuring and communicating economic
information to permit informed judgments and decisions by the users of
accounting”.

Thus, Accounting is defined as the systematic process of identifying, recording,
classifying, summarizing, interpreting and communicating information about
financial transactions to the users of accounting information, such as the owners,
government, investor, creditors etc.
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(a) Objectives of Accounting:

0

(i)

(iii)

Providing Information to the Users for Rational Decision-making

The primary objective of accounting is to provide useful information for
decision-making to stakeholders such as owners, management, creditors, investors,
etc. Various outcomes of business activities such as costs, prices, sales volume, value
under ownership, return of investment, etc. are measured in the accounting
process. All these accounting measurements are used by stakeholders (owners,
investors, creditors/bankers, etc.) in course of business operation. Hence,
accounting is identified as ‘language of businesss.

Ascertainment of Results of above Transactions

‘Profit/loss’ is a core accounting measurement. It is measured by preparing profit
and loss account for a particular period. Various other accounting measurements
such as different types of revenue expenses and revenue incomes are considered
for preparing this profit and loss account.

Difference between these revenue incomes and revenue expenses is known as result
of business transactions identified as profit/loss. As this measure is used very frequently
by stockholders for rational decision- making, it has become the objective of
accounting.

To Know the Solvency Position

Balance sheet and profit and loss account prepared as above give useful
information to stockholders regarding concerns potential to meet its obligations in
the short run as well as in the long run.

Providing Information to the Users for Rational

Providing Information to the Users for Rational Decision- making

Systematic Recording of Transactions

Ascertain the Financial Position of Business

Ascertainment of Results of above Transactions
—.

To Know the Solvency Position
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Function of Accounting

The main functions of accounting are as under:

(a) Forecasting: Accounting helps in forecasting future performance and financial
position of the enterprise using past data.

(b) Decision-making: Accounting provides relevant information to the users of
accounts to aid rational decision-making.

(c) Comparison & Evaluation: Accounting assesses performance achieved in
relation to targets and discloses information regarding accounting policies and
contingent liabilities which play an important role in predicting, comparing and
evaluating the financial results.

(d) Control: Accounting also identifies weaknesses of the operational system and
provides feedbacks regarding effectiveness of measures adopted to check such
weaknesses.

(e) Government Regulation and Taxation: Accounting provides necessary

information to the government to exercise control on die entity as well as in
collection of tax revenues.

Classification

The various sub-fields of the accounting are:

|
H ACCOUNTING J

] ] ]
\\ Financial L Cost \\ Management

Accounting Accounting Accounting

(a) Financial Accounting

Financial Accounting is defined as a process of recording, summarizing and
reporting of various transactions that occur over a period of time during a course
of business.

We gather and convert all the daily transactions into financial statements, balance
sheet, income statements and cash flow statements.
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(b) Cost Accounting

According to the Chartered Institute of Management Accountants
(CIMA), Cost Accountancy is defined as “application of costing and cost
accounting principles, methods and techniques to the science, art and
practice of cost control and the ascertainment of profitability as well as
the presentation of information for the purpose of managerial decision-
making.”

(c) Management Accounting

Management Accounting is concerned with the use of Financial and Cost
Accounting information to managers within organizations, to provide
them with the basis in making informed business decisions that would
allow them to be better equipped in their management and control
functions.

BOOK - KEEPING

As defined by Carter, ‘Book-keeping is a science and art of correctly
recording in books-of accounts all those business transactions that result
in transfer of money or money’s worth’.

Book-keeping is an activity concerned with recording and classifying
financial data related to business operation in order of its occurrence.

Book-keeping is a mechanical task which involves:
e Collection of basic financial information.

e Identification of events and transactions with financial character i.e., economic
transactions.

The distinction between book-keeping and accounting is given below:

Distinction between Book-keeping and Accounting

Book-Keeping Accounting

1.  Output of book- is an f 1. Output of accounting permit informed

keeping accounting. input o judgments and decisions by the user of
T accounting information.

2.  Purpose of book-keeping is to keep 2. Purpose of accounting is to find results of
systematic record of transactions and operating activity of business and to report
events of financial character in order of financial strength of business.
its occurrence.

3. Book- foundation of 3. Accounting is considered as a language
keeping is of business.
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accounting.

4.  Book-keepingis carried out by junior staff. = 4. = Accounting is done by senior staff with skill
of analysis and interpretation.

5. Objects of book-keeping is to 5. Object of accounting is not only bookkeeping
summarize the cumulative effect of all but also analyzing and interpreting
economic transactions of business for a reported financial information for informed
given period by maintaining permanent decisions.

record of each business transaction with
its evidence and financial effects on
accounting variable.

ACCOUNTING CYCLE

When complete sequence of accounting procedure is done which happens
frequently and repeated in same directions during an accounting period, is
called an accounting cycle.

Steps/Phases of Accounting Cycle

The steps or phases of accounting cycle can be developed as under:

Analyze

_—"> Transactions
Post- TR

Closing Trial
Balance Journal

/ Entries
Closing

Accounts
Ledger

Accounts

Financial

Statements Unadjusted
Trial
Balance

\ Adjusted /

Trial Adjusting
Balance +——  Entries

(@) Recording of Transaction: Assoon as a transaction happens it is at first recorded in
subsidiary book.

(b) Journal: The transactions are recorded in Journal chronologically.

(c) Ledger: All journals are posted into ledger chronologically and in a classified
manner.

(d) Trial Balance: After taking all the ledger account closing

balances, a Trial Balance is prepared at the end of the period for
the preparations of financial statements.
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Adjustment Entries: All the adjustments entries are to be recorded properly
and adjusted accordingly, before preparing financial statements.

Adjusted Trial Balance: An adjusted Trail Balance may also be prepared.

Closing Entries: All the nominal accounts are to be closed by the transferring to
Trading Account and Profit and Loss Account.

Financial Statements: Financial statement can now be easily prepared
which will exhibit the true financial position and operating results.

BASIC ACCOUNTING TERMS

In order to understand the subject matter clearly, one must grasp the following
common expressions always used in business accounting. The aim here is to
enable the student to understand with these often-used concepts before we embark
on accounting procedures and rules. You may note that these terms can be applied
to any business activity with the same connotation.

Transaction: It means an event or a business activity which involves exchange of
money or money'’s worth between parties. The event can be measured in terms of
money and changes the financial position of a person e.g. purchase of goods would
involve receiving material and making payment or creating an obligation to pay to
the supplier at a future date. Transaction could be a cash transaction or credit
transaction. When the parties settle the transaction immediately by making payment
in cash or by cheque, it is called a cash transaction. In credit transaction, the
payment is settled at a future date as per agreement between the parties.

The capital assets which have no physical existence and whose value is limited by
the rights and anticipated benefits that possession confers upon the owner are
known as intangibles Assets. They cannot be seen or felt although they help to
generate revenue in future, e.g. Goodwill, Patents, Trade-marks, Copyrights, Brand
Equity, Designs, Intellectual Property, etc.

Assets can also be classified into Current Assets and Non-Current Assets.
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Current Assets — An asset shall be classified as Current when it satisfies any of the
following:

(a) It is expected to be realized in ,or is intended for sale or consumption in the
Company’s normal Operating Cycle,

(b) It is held primarily for the purpose of being traded,
(c) Itis due to be realized within 12 months after the Reporting Date, or

(d) It is Cash or Cash Equivalent unless it is restricted from being exchanged or used to
settle a Liability for at least 12 months after the Reporting Date.

Non-Current Assets — All other Assets shall be classified as Non-Current Assets. E.g.
Machinery held for long term etc.

(iii) Liability: It is an obligation of financial nature to be settled at a future date. It
represents amount of money that the business owes to the other parties. E.g. when
goods are bought on credit, the firm will create an obligation to pay to the supplier
the price of goods on an agreed future date or when a loan is taken from bank, an
obligation to pay interest and principal amount is created. Depending upon the
period of holding, these obligations could be further classified into Long Term on
non-current liabilities and Short Term or current liabilities.

Current Liabilities — A liability shall be classified as Current when it satisfies any of the
following:

(a) It is expected to be settled in the Company’s normal Operating Cycle,

(b) It is held primarily for the purpose of being traded,

Non-Current Liabilities — All other Liabilities shall be classified as Non-Current
Liabilities. E.g. Loan taken for 5 years, Debentures issued etc.

(iv) Working Capital: In order to maintain flows of revenue from operation, every firm
needs certain amount of current assets. For example, cash is required either to pay
for expenses or to meet obligation for service received or goods purchased, etc. by
a firm. On identical reason, inventories are required to provide the link between
production and sale. Similarly, Accounts Receivable generate when goods are
sold on credit. Cash, Bank, Debtors, Bills Receivable, Closing Stock, and
Prepayments etc. represent current assets of firm. The whole of these current assets
forms the working capital of a firm which is termed as Gross Working Capital.

Gross Working capital = T ot al Current Assets
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= L o n g terminternalliabilitiespluslong-termdebtsplusthecurrentliabilities minus
the amount blocked in the fixed assets.

There is another concept of working capital. Working capital is the excess of current
assets over current liabilities. That is the amount of current assets that remain in a firm
if all its current liabilities are paid. This concept of working capital is known as Net
Working Capital which is a more realistic concept.

Working Capital (Net) = Current Assets — Currents Liabilities.

Supplier then only the obligation is created. Till that it is treated as a contingent liability.
Please note that contingent liability is not recorded in books of account, but disclosed
by way of a note to the financial statements.

Capital: It is amount invested in the business by its owners. It may be in the form of
cash, goods, or any other asset which the proprietor or partners of business invest in the
business activity. From business point of view, capital of owners is a liability which is to
be settled only in the event of closure or transfer of the business. Hence, it is not classified
as a normal liability. For corporate bodies, capital is normally represented as share
capital.

(vi) Drawings: It represents an amount of cash, goods or any other assets which the owner

withdraws from business for his or her personal use. E.qg. if the life insurance premium
of proprietor or a partner of business is paid from the business cash, it is called
drawings. Drawings will result in reduction in the owners’ capital. The concept of
drawing is not applicable to the corporate bodies like limited companies.

(vii) .Debtor: The sum total or aggregate of the amounts which the customer owes to the

business for purchasing goods on credit or services rendered or in respect of other
contractual obligations, is known as Sundry Debtors or Trade Debtors, or Trade
Payable, or Book-Debts or Debtors. In other words, Debtors are those persons from
whom a business has to recover money on account of goods sold or service rendered
on credit. These debtors may again be classified as under:

(viii) Creditor: A creditor is a person to whom the business owes money or

money’s worth. e.g. money payable to supplier of goods or provider of service.
Creditors are generally classified as Current Liabilities.

(ix) Balance Sheet: It is the statement of financial position of the business entity on a

particular date. It lists all assets, liabilities and capital. It is important to note that this
statement exhibits the state of affairs of the business as on a particular date only.

It describes what the business owns and what the business owes to outsiders (this
denotes liabilities) and to the owners (this denotes capital). It is prepared after
incorporating the resulting profit/losses of Income statement.
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(x) Profit and Loss Account or Income Statement: This account shows the revenue

A.

earned by the business and the expenses incurred by the business to earn that
revenue. This is prepared usually for a particular accounting period, which could
be a month, quarter, a half year or a year. The net result of the Profit and Loss Account
will show profit earned or loss suffered by the business entity.

BASIC ASSUMPTIONS

(a) Business Entity Concept

This concept explains that the business is distinct from the proprietor. Thus, the
transactions of business only are to be recorded in the books of business.

(b) Going Concern Concept

This concept assumes that the business has a perpetual succession or continued
existence.

(c) Money Measurement Concept

(i)

According to this concept only those transactions which are expressed in money
terms are to be recorded in accounting books.

VOUCHER:

Voucher:

It is a written instrument that serves to confirm or witness (vouch) for some fact such as a
transaction.

A voucher is a document that shows goods have bought or services have been
rendered, authorizes payment, and indicates the ledger account(s) in which these
transactions have to be recorded.

Types of Vouchers

or Transfer upporting

Receipt Voucher

Receipt voucher is used to record cash or bank receipt. Receipt vouchers are of two
types. I-e.

(a) Cash receipt voucher - it denotes receipt of cash

(b) Bank receipt voucher — it indicates receipt of cheque or demand draft.

(i) PaymentVoucher

Payment voucher is used to record a payment of cash or cheque.
Payment vouchers are of two types. i.e.
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(a) Cash Payment voucher — it denotes payment of cash

(b) Bank Payment voucher - it indicates payment by cheque or demand draft.

(iii) Non-Cash or Transfer Voucher

These vouchers are used for non-cash transactions as documentary evidence. e.g.,
Goods sent on credit.

(iv) Supporting Vouchers

(i)
(ii)

These vouchers are the documentary evidence of transactions that have happened.

DOUBLE ENTRY SYSTEM:
Double Entry System

It was in 1494 that Luca Pacioli the Italian mathematician, first published his
comprehensive treatise on the principles of Double Entry System. The use of
principles of double entry system made it possible to record not only cash but also
all sorts of Mercantile transactions. It had created a profound impact on auditing
too, because it enhanced the duties of an auditor to a considerable extent.

Features of Double Entry System

Every transaction has two-fold aspects, i.e., one party giving the benefit and
the other receiving the benefit.

Every transaction is divided into two aspects, Debit and Credit.

One account is to be debited and the other account is to be credited.

THE CONCEPTS OF ‘ACCOUNT’, ‘DEBIT’ AND ‘CREDIT"’:

The concept of Account

An account is defined as a summarized record of transactions related to a
person or a thing e.g. when the business deals with customers and
suppliers, each of the customers and supplier will be a separate account.
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Dr. Cash Account Cr.
Debit side Credit side

TYPES OF ACCOUNTS:

u Accounts
. )
J Personal u Real ‘ u Nominal
 § : 1 §  § I - I )

r; -\I\..; -\.\ # .I-.l; I-. # -i-.
u Natural ‘ u Artificial u Representative U Tangible U Intangible

Let us see what each type of account means.

(1) Personal Account: As the name suggests these are accounts related to persons.

(a) These persons could be natural persons like Suresh’s A/c, Anil’s a/c,Rani’s A/c etc.

(b) The persons could also be artificial persons like companies, bodies corporate

(2)

or association of persons or partnerships etc. Accordingly, we could have
Videocon Industries A/c, Infosys Technologies A/c, Charitable Trust A/c, Ali
and Sons trading A/c, ABC Bank A/c, etc.

Real Accounts: These are accounts related to assets or properties or possessions.
Depending on their physical existence or otherwise, they are further classified as
follows: -

(a) Tangible Real Account — Assets that have physical existence and can be seen, and

(3)

touched.
e.g. Machinery A/c, Stock A/c, Cash A/c, Vehicle A/c, and the like.

Nominal Account: These accounts are related to expenses or losses and incomes
or gains e.g. Salary and Wages A/c, Rent of Rates A/c, Travelling Expenses A/c,
Commission received A/c, Loss by fire A/c etc.
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The concept of Debit and Credit
THE ACCOUNITNG PROCESS:

There are two approaches for deciding an account is debited or credit.

1. American Approach or Modern Approach

Accounting
Process

2. British Approach or Traditional Approach

e These rules are shown below:

Debit the receiver or who owes to
business Credit the giver or to whom
business owes

\

Personal Account

Real Account Debit what comes into
business Credit what goes out
of business

\

Debit all expenses or losses
Credit all income or gains

Nominal Account

\
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DOUBLE ENTRY SYSTEM, BOOKS OF PRIME ENTRY,
SUBSIDIARY BOOKS

A journal is often referred to as Book of Prime Entry or the book of original entry. In this
book transactions are recorded in their chronological order. The process of
recording transaction in a journal is called as ‘Normalization’. The entry made in
this book is called a ‘journal entry’.

Functions of Journal

Analytical Function: Each transaction is analysed into the debit aspect and the

credit aspect. This helps to find out how each transaction will financially affect the
business.

Recording Function: Accountancy is a business language which helps to record
the transactions based on the principles. Each such recording entry is supported by
a narration, which explain, the transaction in simple language. Narration means to
narrate —i.e. to explain. It starts with the word — Being ...

The specimen of a journal book is shown below.

Date Particulars Vouch Ledger folio Debit Credit
er amount (') amount ()
numbe
Y
dd-mm- Name of A/c to be Reference o) i [——
vy debited Name of A/c to be page number = ===0
credited =000 e of the A/c in
ledger

(narration describing the
transaction)

Explanation of Journal

Date Column: This column contains the date of the transaction.

Particulars: This column contains which account is to be debited and which
account is to be credited. It is also supported by an explanation called narration.

Voucher Number: This Column contains the number written on the
voucher of the respective transaction.

Example:

As per voucher no. 31 of Roy Brothers, on 10.05.2013 goods of * 50000 were
purchased. Cash was paid immediately. Ledger Folios of the Purchase A/c and
Cash A/c are 5 and 17 respectively. Journal entry of the above transaction is
given bellow:
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Types of Cash Book

There are different types of Cash Book as follows:

Single Column Cash Book- Single Column Cash book has one amount column
on each side. All cash receipts are recorded on the debit side and all cash
payments on the payment side, this book is nothing but a Cash Account and
there is no need to open separate cash account in the ledger.

Contra Transactions

Transactions which relate to allowing discount or receiving discount in cash after the
settlement of the dues are known as Contra Transactions.

(Being discount allowed in cash to Mr. Ghosh Dasti Dar who settled his account in
full)

Cheque Transactions

When a cheque is received and no any other information at a later date about the
same is given, it will be assumed that the said cheque has already been deposited
into bank on the same day when it was received. Then the entry should be as under:

Bank A/c Dr.
To Debtors/Party A/c

But if it is found that the said cheque has been deposited into the bank at a later date,
then the entry will be:

When the cheque
is received Cash
A/c Dr.
To Debtors/Party A/c
When the same was deposited into bank
at a later date Bank A/c
Dr.
To Cash A/c
When the said cheque is
dishonoured by the bank
Debtors/Party
A/c Dr.
To Bank A/c
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TRIAL BALANCE: Trial balance may be defined as a statement or a list of

all ledger account balances taken from various ledger books on a particular date to
check the arithmetical accuracy.

Let us prepare the trial balance for the ledger accounts.

Trial Balance as on...

\/Account name Debit (7) Credit ()
Cash A/c 6,25,000
\Vikas’s capital A/c 5,00,000
Vaibhavi’s capital A/c 2,50,000
Furniture A/c 25,000
Punjab National Bank A/c 2,85,000
Rent A/c 15,000
Motor Car 4,50,000
Loan from HDFC A/c 4,00,000
IAvon Pharmaceuticals 7,50,000
Consultancy fees A/c 10,00,000
Salary A/c 15,000
Salary payable A/c 15,000
Total 21,65,000 21,65,000
Trial Balance as at/ ason.....
Heads of Accounts Side of Trial Balance [Reasons
Cash in hand Debit \Assets
Cash at Bank Debit \Assets
Cash at Bank (overdrawn) Credit Liability
Bank Overdraft Credit Liability
Capital Credit Liability
Opening stock Debit Assets
Wages Debit Expenses
Purchase Debit Expense/Increase in stock
Carriage Inwards Debit Expenses
Freight Debit Expenses
Royalty on production Debit Expenses
Gas, Water, Fuel Debit Expenses
Motive Power Debit Expenses
Import Duty Debit Expenses
Sales Credit Income/Decrease in stock
Discount Allowed Debit Losses
Discount Received Credit Gains
Bad Debts Debit Losses
Reserve /Provision for
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Expense A/c Dr
To Outstanding Expense A/c or Expense payable A/c
The two effects when preparing the final accounts are:

One - add in respective expense in P & Lt A/c and two — show as a liability in the
balance sheet.

Prepaid Expenses

At times we may pay for certain expenses which are period related. For
example, the

As can be seen, out of the total premium period of 12 months, only 3 months are
related to the current accounting period and the remaining 9 months’ premium is
related to the next accounting period. Hence only 3 months’ premium is to be
considered as expense for the current year i.e. '18750(75000+4).

The entry for this is:

31¢Mar 2013

I 3
\ /

9 months

A
\

3 months

1stJan 2013 | 31 Dec 2012

The two effects while preparing final accounts are:

One —Reduce from respective expense in P & L A/c and two — show as an asset in the
balance sheet

It can be noticed that interest for the 2 months will be considered as accrued
as on 31st of March 2012 and must be taken as income for the current
accounting year.

The entry for this is:

Accrued
Interest A/c
Dr. to

Interest A/c
The two effects while preparing final accounts are:

One — Show as income in the P & L A/c and two — show as an asset in the balance sheet
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OPENING ENTRIES

(i) Opening Entries: The opening entry is an item which is passed in the Journal
proper or General Ledger. The purpose of passing this entry is to record the opening
balances of the accounts transferred from the previous year to the New Year. The
accounts which are appearing on the assets side of balance sheet are debited in the
opening entry while which accounts are appearing in the liabilities side is credited.

Rectification of Errors
Suspense Account
Example: Sales Day Book was overcast by * 1,000. °

Sales A/c Dr. 1,000
To Suspense A/c 1,000
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CHAPTER 2: RECONCILIATION STATEMENTS

BANK RECONCILIATION

When an individual or a firm deposits any money into a bank or withdraw money
by issuing a cheque from a bank, he/it records the transaction in the debit-side of
the bank columns of the Cash Book for such deposits and credit side of the bank

column of the Cash book for such withdrawals.

On the other hand, bank also records such transactions in its book i.e. credit such
account for deposits and debit such account for any withdrawals. The Bank issues a
book to the account holder after recording such transactions. The book which is
prepared by the bank for accountholder is known as Pass Book.

In case of Current Account, the bank issues Statements and not a Pass Book. The

statement is known as Bank Statement.

A Specimen of a Pass Book is presented below:

UNION BANK OF INDIA NEW ALIPORE

A/c No. :104922

Name: Mrs. Mathew SAVINGS BANK
ACCOUNT PASS BOOK

Date Particulars ‘heque Withdrawal
No. s

20.03.13 | Balance buff — —

22.03.13 To CLG 210850 @ 2,000.00

23.03.13 | To Self 210853 11,500.00

24.03.13 By CLG — —

28.03.13 To CLG 210854 700.00

29.03.13 By Cash — —

30.03.13 | To CLG 210855 600.00

Deposits

1,000.00

1,000.00

Balance Initials

14,078.00
12,078.00
578.00
1,578.00
878.00
1,878.00
1,278.00
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CHAPTER3: ACCOUNTING FOR DEPRECIATION
INTRODUCTION

Depreciation is derived from the Latin word “Depletion”, where “De” — decline
“Premium” — Price. This decline in price is due to constant use, wear and tear.

“Depreciation is the gradual and permanent decrease in the value of an asset from
any cause.”

Indian Accounting Standard (AS 6) states that “Depreciation is allocated so as to
charge a fair proportion of the depreciable amount in each accounting period
during the expected useful life of the asset.”

. Internal Causes

Wear and tear: Plant & machinery, furniture, motor vehicles etc. suffer from loss
of utility due to vibration, chemical reaction, negligent handling, rusting etc.

Depletion (or exhaustion): The utility or resources of wasting assets (like mines etc.)
decreases with regular extractions.

B. External or Economic Causes

(V)

Obsolescence: Innovation of better substitutes, change in market demand, and
imposition of legal restrictions may result into discarding an asset.

(i) Inadequacy: Changes in the scale of production or volume of activities may lead

D.

to discarding an asset.

Time element: With time some intangible fixed assets like leases and patents.
Copyrights, etc., lose their value or effectiveness, whether used or not. The word
“amortization” is a better term to speak for the gradual fall in their values.

Abnormal occurrences: An accident, fire or natural calamity can damage the
service potential of an asset partly or fully. As a result, the effectiveness of the asset
is affected and reduced.

PROVISION FOR DEPRECIATION ACCOUNT:

Provision of depreciation is the collected value of all depreciation. The provision of
depreciation account is the account of the provision of depreciation. With the
making of this account, we are not credited depreciation in the asset account. But
transfer every year's depreciation to the provision of a depreciation account. Every
year, we adopt this procedure, and when assets are sold, we will transfer the sole
asset ‘total depreciation’ to the credit side of the asset account for calculating the
correct profit or loss on fixed assets. This provision is used with any method of
calculating depreciation.
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Dr.

To, Asset Disposal A/c

For charging depreciation for the
year of sale: Depreciation A/c Dr.
To, Asset Disposal A/c

When cash received on sale of asset:
Bank/Cash A/c Dr.

To, Asset Disposal A/c

When loss on disposal is transferred to
Profit &Loss A/c: Profit & Loss

A/c Dr.

To, Asset Disposal A/c

When profit on disposal is transferred to Profit &
Loss Account: Asset Disposal A/c Dr.
To, Profit & Loss A/c

PROFIT ORLOSS ON SALE OF ASSETS - METHOD OF
DEPRECIATION CALCULATION:

Sometimes, an asset is sold before the completion of its useful life for some unavoidable
circumstances (due to obsolescence, etc.), including a part of the asset that is no longer
required in the future. If the sale price is less than the WDV, there will be a loss, and
vice versa. The profit & loss on the sale of assets is adjusted in the year of Sale in Profit
& Loss Account.

Accounting Treatment
Where no provision for depreciation account is maintained:

WDVoftheamountsoldwillbetransferredto‘AssetsDisposalAccount’.Theentrieswillb
easfollows:

WDV of asset has been transferred to Asset Disposal A/c
Asset Disposal A/c Dr.
To Asset A/c
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CHAPTER 4: PREPARATION OF FINAL ACCOUNTS

INTRODUCTION:

The most important function of an accounting system is to provide information
about the profitability of the business. A sole trader furnishes a Trading and Profit
and Loss Account which depicts the result of the business transactions of the sole
trader. Along with the Trading and Profit and Loss Account, he also prepares a
Balance Sheet, which shows the financial position of the business.

Steps in the Process of Finalization of Accounts

A. For Trading Concerns:
1. Trading Account.

2. Profit and Loss Account.
3. Balance Sheet.

B. For Manufacturing and Trading Concerns:
1. Manufacturing Account.

2. Trading Account.

3. Profit and Loss Account.

4. Balance Sheet.

PREPARATION OF FINANCIAL STATEMENTS:

Profitability Statement — This statement is related to a complete accounting period. It
shows the outcome of business activities during that period in a summarized form. The
activities of any business will include purchase, manufacture, and sale.

Balance Sheet — The business needs some resources which have a longer life (say
more than a year).

Such resources are, therefore, not related to any particular accounting period but
are to be used over the useful life thereof. The resources do not come free. One
requires finance to acquire them. This funding is provided by owners through their
investment, banks & other through loans, and suppliers by way of credit terms. The
Balance Sheet shows the list of resources and the funding of the resources, i.e. assets
and liabilities (towards owners and outsiders). It is also referred to as sources of
funds (i.e., liabilities & capital) and application of funds (i.e., assets). Let us discuss
these statements in depth.

Trading Account: It is an account which is prepared by a merchandising concern
that purchases goods and sells the same during a particular period. The purpose of
it is to find out the gross profit or gross loss, which is an important indicator of
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business efficiency.

The following items will appear on the debit side of the Trading Account:

Opening Stock: In case of a trading concern, the opening stock means the finished
goods only. The amount of opening stock should be taken from Trial Balance.
Purchases: The number of purchases made during the year. Purchases include
cash as well as credit purchases. The deductions can be made from purchases,
such as purchase return, goods withdrawn by the proprietor, goods distributed
as free samples etc.

Direct Expenses: it means all those expenses which are incurred from the time of
purchases to making the goods in suitable condition. This expense includes freight
inward, octroi, wages, etc.

Gross Profit: If the credit side of trading A/c is greater than the debit side of trading,
A/c gross profit will arise.

The following items will appear on the credit side of the Trading Account:.

Closing Stocks: In the case of trading business, there will be closing stocks of
finished goods only. According to the convention of conservatism, stock is valued
at cost or net realizable value, whichever is lower.

Gross Loss:When the debit side of the trading account is greater than the credit side
of the trading account, gross loss will appear.

Dr.Trading Account for the year ended Cr.

Particulars Amount Particulars Amount
Opening Stock: Sales
Finished goods Less: Sales return
Purchases Closing stock
Less: Purchase returns Finished goods
Gross Profit Gross Loss
(transferred toP & L A/c) (transferred toP & L A/c)
Total Total
BAD DEBTS:

Debts: The amount whichis receivable from a person or a concern for supplying
goods or services is called Debt.

Debts may be classified into:
Bad debts;

Doubtful debts and

Good debts
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Bad Debts: Bad debts are uncollectable or irrecoverable debts or debts which are
impossible to collect are called Bad Debts. If it is known that the amount recoverable
from a customer cannot be realized at all, it should be treated as a business loss and
should be adjusted against profit. In short, the amount of bad debt should be
transferred to the Profit and Loss Account for the current year to confirm the
principles of matching.

Accounting Steps:

When goods are sold on credit
Debtors A/c Dr.

To Sales A/c

PREPARATION OF FINANCIAL STATEMENTS OF A
NON-TRADING CONCERN:

Until now, we have seen accounting treatment for business transactions of business
entities whose main objective is to earn profit. Certain organizations are not
established to make profit but to provide some service. These services are
generally given to members who make subscriptions to avail them. These are also
called non- trading entities. Examples of such organizations are:

Gymkhana/sports clubs

Educational institutions

Public hospitals

Libraries

Cultural clubs like Rotary or Lions club
Religious institutions

Charitable trusts

These organizations get their funds in the form of contributions by way of entrance fees,
life membership fees, annual subscriptions, donations, grants, legacies, etc. The
accounting of such organizations is based on similar principles followed by the other
organizations. Given the nature of these institutions, certain items of revenue and
expenses need special understanding so that accounting treatment can be correctly
decided.

Special Items
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Certain items of revenue and expenses are unique for the non-trading entities. They
could be listed as:

Revenue items Expenditure items
Donations Upkeep of grounds
Entrance fees Tournament expenses
Subscriptions Prizes

Grants received Events

These non-profit organizations prepare

Receipt and Payment Account — This is similar to a cash book. Entries are made on a
cash basis, and items about the previous year, current year, or subsequent years are
also recorded. Receipts are shown on the debit side, and payments are shown on the
credit side. Capital as well as revenue items are entered in the R & P Account. This
account is a real account in nature. No provisions are recorded in this account. The
account has an opening and a closing balance, which is reflected as an asset in the
balance sheet.

Features of Receipts and Payment Account

It is an Account that contains all Cash and Bank transactions made by a
non-profit organization during a particular financial period.

It starts with the opening balances of Cash and Bank. All Cash
Receipts, both capital & revenue during the period are debited
to it.

All Cash Payments, both capital & revenue, during the period are credited
to this Account. It ends with the closing Cash and Bank Balances.

While recording the Cash and Bank transactions, all entries are made on Cash Basis.
It is a summary of the Cash Book.
It follows Real Account.
Receipt and Payment Account
Receipts mount Payments mount
0 O

Starts with an opening balance

All receipts - capital or revenue All payments - Capital or
revenue

It may be related to any period It may be related to any period

previous, current, or previous, current, or

subsequent. subsequent.

Ends with closing balance
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Income and Expenditure Account — This is similar to the Profit and loss Account
and is prepared exactly based on same principles. As the name suggests, only
revenue items are recorded herein. Incomes are recorded on the credit side, while
the expenses are on the debit side. Both incomes and expenses must be taken
based on the accrual concept. This account should reflect only items that are about
current period. Previous and subsequent year items are to be excluded. This
account shows either a surplus or a deficit. Excess of income over expenditure is
called surplus, and excess of expenditure over income is called as deficit.

Features of Income and Expenditure Account

It follows the Nomina l Account.

All expenses of a revenue nature for the particular period are
debited to this Account on an accrual basis.

Income and Expenditure Account

mount

0

mount Income

(@)

Expenses

Only revenue expenses Only revenue receipts

Only related to current period. Only related to current period

Shows either surplus Or shows deficit

Balance Sheet - It is prepared as on the last day of the accounting period. It also has
assets and liabilities and prepared based on accounting equation. But, there’s no
capital account. Instead, there is a capital fund. The surplus or deficit from Income &
Expenditure Account is adjusted against this capital fund at the end of the year.

Difference between Receipts and Payments Account and Income and
Expenditure Account

Receipts & Payments Account Income & Expenditure Account
1. It is a summarized Cash Book It closely resembles the Profit & Loss Account of a
Trading concern.
2. Receipts are debited and Payments areIncomes are credited and Expenditures are
credited. debited.
3. Transactions are recorded on Cash basis. Transactions are recorded on Accrual Basis
4. IAmounts related to previous period or future Transactions are recorded on accrual basis. All
period may remain included. Outstandingjamounts not related to the current period are
amount for current year is excluded. excluded. Outstanding amounts of current period
are
IAdded.
5. It records both Capital and Revenuellt records Revenue transactions only.
transactions.

Difference between Profit and Loss Account and Income and Expenditure

Account Other Treatments
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If the Special Fund is used to meet an expense
Special Fund A/c Dr.

To Bank A/c (amt. of expense)

Donations

Donation received for a particular purpose should be credited to
Special Fund. For example, Donation received for Building should be
credited to Building Fund Account.

For other donations received the by-laws or rules of the concern should be followed.
Donation paid by the concern should be debited to Income & Expenditure Account.

Legacy Received: It is to be directly added with Capital Fund after
deduction of tax, (if any). It is a kind of donation received according to
the will made by a deceased person.

Entrance Fees or Admission Fees
The rules or by-laws of the concern should be followed.
Subscriptions

Annual subscriptions are credited to Income & Expenditure Account on accrual
basis.

Life membership subscription is usually credited to a separate account shown as a
liability.

PREPARATION OF FINANCIAL STATEMENT UNDER SINGLE ENTRY
SYSTEM INCLUDING CONVERSION OF SINGLE ENTRY INTO
DOUBLE ENTRY SYSTEM:

Introduction

Many times, small business organizations do not maintain a comprehensive
accounting system which is based on the double entry principle. The businessman is
usually happy with the minimum information, like the balances of cash and bank
accounts and whether he has made a profit or loss. These people maintain rough
or sketchy records that serve a limited purpose. Because, the principle of double
entry is not followed, it is often referred to as a ‘single entry system’. Such system
maintains only personal accounts and cash book. Expenses and incomes are
reflected in the cash book, whereas personal accounts reflect the debtors’ and
creditors’ position. This system usually follows the principle of ‘cash basis
accounting’ and hence no accrual or non-

Cash entries are passed. For example, entries like depreciation,
provision for expenses, accrued incomes have no place under such
system.
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Features of Single-Entry System:

Single Entry System has the following features.

Maintenance of books by a sole trader or partnership firm: The books which are
maintained according to this system can be kept only by a sole trader or by a

partnership firm.

Maintenance of cash book: In this system it is very often to keep one cash
book which mixes up business as well as private transactions.

Benefits of single-Entry System

It’s quick and easy to maintain.
One doesn’t require employing a qualified accountant.
The Method

This method is called the statement of affairs method. The statement of affairs is similar
to the balance sheet in the format and is based on the same accounting equation of

Capital = Assets Jess Liabilities
Statement of Profit and Loss for the year ended.....

Particulars Amount ()
Capital (at the end) Xx
Less: Capital (at the beginning) Xx

Add: Drawings

Less:  Further Capital (if any)
Profit/Loss

Less: Adjustments, if any say, Bad debits,
Depreciation etc.

Net Profit/Loss for the period

Less: Appropriation items:

(I) Interestin partner’s capital

BB

(ii) Partners’ salaries etc.
Divisible Profit

Amount ()
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CHAPTER 5: ACCOUNTING FOR SPECIAL
TRANSACTIONS

BILLS OF EXCHANGE:

Introduction

In India, the Negotiable Instruments Act 1981 governs the provisions for bills of
exchange. As per this act, the bill of exchange is defined as “an instrument in writing
containing an unconditional order signed by the maker, directing a certain person
to pay a certain amount of money only to the order of the certain person or to the
bearer of the instrument”

Advantages:
e Proof of debt.
e Easily transferred.
e Safely transferred.
Features of a Bill of Exchange
(a) It’s an instrument in writing.
(b) It contains an unconditional order.
(c) It’s signed by the maker.
(d) It’s drawn on a specific person
(e) There is an order to pay a specific sum of money

(f) It must be dated and stamped

Specimen of Bill of Exchange:

Stamp Address of Drawer
Date
Three months after date pav to a sum of * 50.000 (Fifty Thousand onlv) for the value received.

To Be accepted

(B’s signature & stamp)
A

(Drawer)
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Parties to bill of exchange

The parties involved in a transaction that uses a bill of exchange as a mode of
settlement are:

Drawer: He is a person who draws the bill. Typically, he is the seller or a creditor.

Drawee: He is the person on whom the bill is drawn. Normally, he is the buyer
or debtor. He has to pay the amount of the bill to the drawer on the due
date.

Payee: He is the person to whom the amount of the bill is payable. He may
be the drawer himself or the creditor of the drawer.

Endorser: Person who transfers rights of payment.

Endorsee: He is the person in whose favor the bill is endorsed by the
drawer. He is usually the creditor of the drawer.

Bearer: Person in possession of bearer bill.

Holder and
Holder in Due

Course Holder

According to Sec 8 of the Negotiable Instruments Act, a Holder is “Any person
entitled in his name to the possession thereof and to receive or recover the amount
due thereon from the parties thereon.” It indicates the person who is legally
entitled to receive the money due on the instrument is called the ‘Holder.’

Holder in Due Course

According to Sec 9 of the Negotiable Instruments Act, the holder in due course is a
particular kind of holder. The person of an egotiable instrument is called the holder
if he/she satisfies the following conditions:

He/she has obtained the instrument for valuable consideration.
He/she became the holder of the instrument before the maturity of the instrument.

He/she must acquire the instrument bona fide and having no cause to believe that
any defect existed in the title of the person from whom he derived his title.

Dishonour of Bill

Dishonor of a Bill means that the acceptor refuses to honor his commitment on the due
date, and for this, payment of the bill on presentation does not take place.
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To provide legal evidence of dishonor, the fact of dishonor is to be noted on the
bill by the ‘Notary Public.” The fact of dishonor that he is recording is called
‘noting’, and the amount charged by him for his services is called ‘noting
charges’. These charges are to be paid by the holder of the bill on the date of
default. The acceptor of the billisliable for the dishonor; the noting charges paid
by the holder are to be reimbursed by the acceptor.

The Journal Entries for dishonour of a bill are as follows:

When a bill is retained till the due date
When a bill is discounted from the bank

Books of Drawer Books of Acceptor
\Acceptor A/c Dr. Bills Payable A/c Dr.
To Bank A/c Noting Charges A/c Dr.

(The amount of the bill plus the noting charges paid [To Drawer A/c

and credited to the Bank Account)

the bank to be reimbursed through the drawer)

by the bank are debited to the Acceptor Account|The drawer account is credited with the amount of
the bill and the amount of the noting charges paid by

Cash received on Discounting = * (20,000-400) = "19,600
Discount is an expense for the holder receiving the payment and gain to the bank.

Journal Entries in the books of drawer and drawee at the time of
discounting and payment on due date is as under:

Tenure, Days of Grace, and Date of Maturity or Due Date of Bills

Tenure

The bill is payable at sight, on-demand after sight, after date etc. The period
between the date of drawing of the bill and the period it becomes due is called
the Tenure of the Bill.

Days of Grace

In case the bill is payable on demand, it becomes due immediately on presentation
for payment. In the same way if the bill is not payable on demand becomes due on
the third day from the date of maturity. These three days are called Days of Grace.
For example, if a bill is drawn on 1.4.2013 for 4 months, the due date or date of
maturity will be 4.8.2013. The same can be computed as under:

Date of Drawing Add: 1.4.2013

Period/Tenure 4 months
1.8.2013

)Add: Days of Grace 3

Due Date / Date of Maturity 4.8.2013
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Date of Maturity

Date of Maturity is also known as Due Date. The date on which the amount of the bill
becomes payable is called ‘Due Date’ or ‘Date of Maturity’. To compute due date,
three days (called Grace Period) are included to the date of maturity of the period
of the bill.

The due date of the bill after including grace period of 3 days is 16.03.2025 if the
bill is payable at date and 19.3.2014 if the bill is payable at sight.

For computing the date of maturity, following points should be noted:

Days of grace are allowed on bills payable on maturity of a fixed period. In case of
bills payable on demand, amount is required to be paid on presentation and no
grace period is allowed.

Trade: This bill is drawn to settle a trade transaction. E-bill

Accommodation bill: This bill is used without a trade transaction and is for mutual
benefit. If Mr X is in need of money, he draws a bill on his friend Mr. Y who accepts it.
This bill is then discounted with bank (bank will pay money before due date) and the
money is shared between X and Y. On the due date, Y will pay to the bank and X
will pay Y his share. Law generally does not recognize such bills.

Operating Cycle of the Trade Bill of Exchange

Promissory Note

A person, by whom any amount is payable himself prepares and signs a written
undertaking to pay. Here the credit document is called a ‘Promissory Note’. It’s a
written document and contains an undertaking or promise to pay. As per Indian
Negotiable Instrument Act, a ‘Promissory Note’ is “an instrument in writing (not
being a bank note or a currency note) containing an unconditional undertaking
signed by the maker to pay a certain sum of money to, or to the order of, a certain
person.” The person to whom the amount is payable is called Promise or Payee.

A specimen of Promissory Note which is prepared by Mr. A. Chakra borty in favor of
Mr.R.K. Nandy is as follows:

Essential features of Promissory Note

It is a written document and adequately signed by the maker or promisor.
It must contain an undertaking or promise to pay a definite amount given in both

figures and words.
The differences between these two items are as under:
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Methods of Accounting

Let us see what accounting entries are passed in the books of the drawer, drawee,
and the endorsee. These entries may be thoroughly understood. Here, entries only
regarding bill transactions are listed. The trade transaction that precedes the bill of
exchange will be accounted for in the usual manner; hence, the entries are not
given here.

When the drawer retains the bill till maturity

When the drawer discounts the bill with the bank before maturity

Dr.

When the amount is received from the drawee:
Cash A/c Dr.
To, Bills Discounted A/c

When the drawer endorses the bill to a person before maturity

When the drawer sends the bill to the bank for collection before maturity

CONSIGNMENT ACCOUNTING:

Introduction - a diagrammatic representation:

Account Sales — This is a periodical statement prepared by consignee to be sent to
the consignor giving details of all sales (cash and credit), expenses incurred and
commission due for sales, destroyed-in-transit, or in go down and deducting the
amount of advance remitted by him.

Maintained by the consignor and not the consignee. The entry for credit
sales will be:

Consignment Debtors A/c Dr to Consignment A/c

JOINT VENTURE ACCOUNTS:

Joint Venture is a temporary form of business organization. There are certain
business activities or projects that may involve higher risks; higher investments and
even they demand multi-skills. In such cases, an individual person may not be able
to muster all resources. Hence two or more people having requisite skill sets come
together to form a temporary partnership. This is called a Joint Venture. There is a
Memorandum of Undertaking (MOU) signed for this purpose.
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« The business activities for which Joint Ventures (JV) are formed could be:

Construction of dams, bridges, roads etc.
Buying & selling of goods for a particular season
Producing a film

Purchasing land selling plots

« The basic features of a Joint Venture business are:

(i) Itis done for a specific purpose and hence has a limited duration.

(ii) The partners are called co-ventures.

(iii) The profit or loss on joint venture is shared between the co-ventures in the agreed ratio.
(iv) The co-ventures may or may not contribute initial capital.

(v) The ]V is dissolved once the purpose of the business is over.

(vi) The accounts of the co-ventures are settled immediately on dissolution.

(vii) A joint venture has no name.

Accounting Entries

There may be three ways of maintaining the books of account for the joint venture
business they are:

(a) Where separate books of accounts are maintained
(b) Where no separate books of accounts are maintained
(c) Memorandum Joint Venture

(a) When Separate Books are maintained

As the business duration is short, the books of accounts are not very comprehensive.
The basic purpose is to know profit or loss on account of the joint venture.

(a) Like a normal P & L A/c, a “Joint Venture A/c” is opened which records all
transactions related to the activities carried out. The net result of this a/c will be
either profit or loss.

(c) To record cash/bank transactions a “Joint Bank A/c” is maintained. This could take a
form of cash book with cash and bank column. It will record, the initial contributions
made by each co-venture, proceeds of sales, expenses and distribution of net
balances among co-ventures on dissolution of the venture.
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SALE OF GOODS ON APPROVAL OR RETURN BASIS:

Sometimes goods are sent to Customs with an option either to accept the goods or
to reject the goods within a stipulated time. This type of transaction is known as
“Sale on Approval Basis” or “Sale on Return Basis.” The main purpose of this type
of sale is to boost sales, although this facility usually goes to very few reliable
customers.

It must be remembered that when goods are sold on an approval basis, it is
nothing but a mere transfer of goods and not ownership. Since the ownership is
not transferred, it cannot be called a sale. It will be treated as a sale only when
the approval of the customer is received about the goods.

Methods of Accounting
Three methods of accounting are usually followed for recording “sale on

approval or return basis”
Transactions, viz.

(a) When there are only a few transactions
(b) When there are a considerable number of transactions

(c) When there are many transactions

e Sale or Return Day Book:

Sale or Return Day Book records the transactions relating to goods sent on sale
or return on an approval basis where such transactions are accrued. This
book can be compared with the subsidiary books, viz. Sale Day Book,
Purchase Day Book, etc.

The format of the Sale or Return Day Book is given below:

e Sale or Return Ledger:

Like ordinary sales, i.e., when sales are made, they are at first recorded in
the Sales Book, and then the personal account is debited, and the Sales
Account is credited. In the same manner, transactions that are recorded in
the Sale or Return Book, i.e., personal account, are debited and the Sale or
Return account credited. Thus, a separate ledger, viz., Sale or Return
ledger, is opened for recording the transactions of the parties to whom
goods have been sent on Sale or Return Basis.
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TallyPrime
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CHAPTER 1:Tally Prime Introduction

Tally is a technology and innovation company. The purpose of TALLY is to provide
business software for small and medium businesses (SMBs). Tally was born three
decades ago in 1986. Today, Tally's products are available to industry users in more
than 100 countries. Tally has a strong network of 28000 + partners, who have
provided Tally with unmatched customer experience in sales, deals and services.
With a dedicated research and development division, Tally strives to provide
innovation and excellence in enterprise resource planning software for small and
medium businesses.

When and How Tally was founded:

Tally was born in 1986, about 30 years ago Shri Shyam Sundi Goenka moved from
Kolkata to Bengaluru. There he established a cloth business, supplying raw
materials and machinery to textile mills. During his business days, Mr. S.S. Goenka
wanted to automate the accounting processes, but he found that the existing
accounting software was cumbersome and cumbersome to use. Intending to
streamline the accounting operations of his business, Mr. S. S. Goenka suggested to
his son, Mr. Bharat Goenka, to buy an accounting solution, and consequently, Tally
Solution was born in 1986. Initially, the name of this software was Peutronics.
Unfortunately, the party's tally was reduced. Since its inception, Tally Solutions has
been working tirelessly to provide tailor-made business printing applications for
customers across different geographies of India and abroad.

2ff W IAET

TALLY is one of the leading software companies in the country. The software
provided by this company is used by companies in the SME (Small, Medium,
Enterprises) sector to maintain their business data and to process business
transactions.
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Apart from India, Tally has customers in more than 100 countries. Tally has
approximately 2 million or more customers all over the world. Big companies
around the country and the world use Tally software to maintain their accounting
data/transactions. You can guess its popularity from the fact that Tally has about
75% of the market share of accounting software. Mr. Bharat Goenka was honoured
with the Life Time Achievement Award by NASSCOM in 2011 and was given the title
of "The Father of the Indian Software Product Industry". Tally's motto is that whoever
is associated with Tally should be happy, whether he is a Tally customer a Tally
partner, or an employee.

Praising the contribution of Shri Bharat Goenka in the field of technology in our
country, the Government of India honoured Shri Bharat Goenka with the Padma Shri
Award in the year 2020.

In 2016, Tally Solutions was shortlisted as a GST Suvidha Provider to provide the
interface between the new Goods and Services Tax (GST) server and taxpayers and
in 2017 the company launched its Updated GST compliance software.

TALLY PRIME:

Tally Prime is an integrated business management software. You can manage
accounting, inventory, statutory and compliance, banking, payroll and various other
processes. Tally Prime is simple and designed to be used even by people from non-
IT and non-accounting backgrounds.
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CHAPTER 2: Fundamentals of Accounting

Tally Prime, is a new version of Tally. But before learning Tally Prime, you should
have basic knowledge of accounting. Because the foundation of Tally is built on
accounting, if you already have good knowledge of accounting then you can go
ahead from this chapter. But if you do not know about accounting, then this chapter
is very important for you. So, let's understand what is accounting.

What is Accounting?

Accounting is also called the language of business. It is the process of recording,
reporting, and analysing the transactions that take place in business. Classifying
and summarizing economic events through some documents or financial
statements.

Like any other language, accounting has its own rules and regulations. You must first
understand this language to understand how to interpret and use it to provide
accounting information. Understanding the basic concepts of accounting is
essential for success in any business.

The purpose of accounting is to provide information related to the business, which
helps you to make the right financial decisions. The job of accounting is to maximize
profits and keep costs low as well as provide the information necessary to run the
business.

Accounting plays a vital role in all types of businesses. Be it a small business or a
multinational corporation, all use the same basic accounting principles. Accounting
is legislated,; it affects your taxes.

Accounting:

Accounting is the process of preparing and analysing financial statements based
on transactions recorded through bookkeeping. Accountants are usually
professionals who have completed at least a bachelor's degree in accounting.
Accounting is used to summarize business information or to make important
decisions within a business.

Why Accounting is needed?
Memory Capacity of the Human Brain:

As we all know, our brain cannot remember hundreds or thousands of transactions
that take place in a business. We often forget small things, so imagine how big a loss
we can suffer if we forget any important information related to the business. That is
why accounting is very important for any business.
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Eye of Law:

Any business needs to do business by following every legal procedure or rule
made by law. This is also important because if any illegal or unlawful transaction
takes place in the business, then the business may have to bear the penalty or fine.
A business is required to pay tax on the amount of profit determined by the
government from time to time. Which we can find out from our accounting.

Analysis and Decision-Making:

To know the current status of any business, we can understand it by looking at its
accounting report. By analysing it, its future status can be ascertained and by
looking at the company's report and analysis, the losses can be avoided by taking
the right decision and action in time.

The objective of accounting:

Systematic Recording of Transaction

Result of Recorded Transaction

Knowing the financial position of the business

Information to The Users for Rational Decision Making

To know the ability of the business to repay the loan (Solvency Position of Business)

Structure of accounting:

Journal Entry (Finel 9Tafee)

Ledger (oiad wiafee)

Trial Balance I:‘:l'!!."TL‘l-'IT-"I' i‘?-lT-__IFFI'I
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A transaction is a business event that has an impact on the financial statements and
is recorded as an entry in accounting. Business transactions can be in cash on credit

or without cash and credit.

JOURNAL ENTRY:

Journal Entry is the act of recording or making any transaction, economic or non-
economic, of a business. The transaction is an accounting journal (Journal
Accounting) that lists the debit and credit balances of a company.

A Journal Entry can contain multiple entries, each of which is either a debit or a
credit. The total debits in a Journal Entry must be equal to the total credits, otherwise
the Journal Entry is considered unbalanced.

Date Particulars Dabit Credit
Cash A/c 5100,000 |
1-Apr
To Commaon Stock Afc | $100,000
{Being the common stock issued worth $100,000)
iRent Afc $10,000
1-Apr
To Cash Afc | $10,000
{Being the rent for the current month paid amounting $10,000)
1.Apr Prepaid Re.nt Alc $50,000
To Cash Afc $50,000
(Being the advance rent for the next S months pald amounting $50,000)
SR Office Supplies A/c $12,500 |
B To Accounts Payable Afc $12,500

S5-Apr

{Being Office supplies purchased on account having cost of $12,500)

ey @

$45,000

To Revenue from Services

$45,000

{ Being the cash received against the provision of the services)
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LEDGER (Ledger Entry):

This is an accounting book, which is a kind of ledger. It provides the facility to
transfer all journal entries to individual accounts in chronological sequence.

The process of entering a journal entry into a ledger entry is called posting.

Acct10L. CASHONHAND  Balance  Acct 110 ACCOUNTS RECEIVABLE  Balance
Debits | Credits  (ORBaD Debits Credits (DR Bal)

1-Sep-YY $6.040  1-Sep-YY §2,340
S-Sep-YY $4200 | SL180  S9.080  1-Sep-YY  $4.200 $6.630
6-Sep-YY 55,800 $14,860  1-Sep-YY  $5.800 $12430
6-Sep-YY 51,200 516,060  5-Sep-YY $4200  $8,230
6-5ep-YY §5.800 52,430

6-Ses-YY 51,850 $4,280

(Acct 125 SUPPUES INVENTORY  Balance | Acct 139 MERCHANDISE INVENTORY. Balance
Debits | Credits (DR 8ad Debits | Credits  (OR 8a)

1-Sep-YY $3.280  1-Sep-YY $21,450
2-Sep-YY  $1,180 $4.460  1-Sep-vv $10000 511,454
6-Sep-YY  §5.800 SI4,360  6-Sep-YY $1250  $10.204

TRIAL BALANCE:

Trial Balance is a bookkeeping worksheet in which the amounts of all ledgers are
compiled into equal totals in the debit and credit columns. The general purpose of
preparing a trial balance is to check that the entries in a company's bookkeeping
are mathematically correct.

Hame of Business

Trial Balance
as on date
Particulars L.F. Dr. Balance(¥) Cr. Balance (¥)

Cash Afc EEEX
Capital Afc AN
Drawings Afc HENX
Purchases Ajfc KXEX
Gales Afc A
Machinery Afc R
Rent &fc R
Salaries A/c WN X
Purchase Return and 20 on AN

Total XNxX XNXX
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PROFIT AND LOSS STATEMENT:

Profit and Loss Statement provides information about the profit performance of an
organization/business. The profit and loss statement summarizes the main forms of
income and expenses that have occurred in an accounting period.

2017 5 2016 §
Sailey 200,000 10,000
Less Cosf of Sales
Raw Materials 80,000 72,000
Fraight 5,000 2,500
Tatal Cost of Sales 85,000 74,500
GROSS PROFIT 115,000 105,500
Loy Fapienses
‘Wages 40,000 37,000
ACC Levies 500 500
Accounting Fees SO 200
Danatian 100 ]
Entertainmeant 250 00
Elecirieity 2,200 1,800
Insurance 1,200 1,000
Protectve Clothing 250 304
Rant 15,0040 14,0040
Subseripiion 125 125
Depraciation 13,000 11,500
Tl ephdana 30000 2 D]
Total Expenses 75,525 63,400
MET PROFIT/[LOSS) 39475 36,100

BALANCE SHEET (Statement of Financial Position):

The Balance Sheet is a statement of the financial position of a business. It details the
assets, liabilities, and shareholders' equity of the business. It provides a glimpse of
what your business owns and what it owes.

It also tells the capital invested by its owners. The balance sheet tells you the worth
of a business at a given time, so you can better understand its financial position.

Balance Sheet
Fixed Assets Equity
Production rights $ 2000 Farmer Claire $ 65.000
Land $ 18.000
Bam $ 22000 Liabilities
Farm machinery $ 15000 Loan Agribank $ 33.000
Shares $ 2000 Accounts payable $ 2000
Dairy cows $ 18.000
Current Assets
Stocks $ 5000
Accounts receivable $§ 8000
Bank account $ 10.000
Total $ 100.000 Total $ 100.000
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CHAPTER 3: Golden Rules of Accounting

The 3 Golden Rules of Accounting are the basis for recording day-to-day financial
business transactions. The book or account in which we record all these
transactions is known as the Journal Book. The Journal Book is kept in chronological
order (i.e. date-wise).

To understand the Golden Rules of Accounting, first, we need to know the types of
accounts because rules apply to transactions based on the type of account.

Types of Account:

As per the golden rules of accounting, accounts are divided into three categories.

Personal Real Account Nominal
Account Account
Debit The Receiver What Comes In All Expenses and
Losses
Credit The Giver What Goes Out All Income and
Gains

Still having trouble understanding? Let's make it a little simpler and easier

(Who) Personal | (What) Real | (Why) Nominal
Account Account Account
Example Firm Goods Interest
Person Furniture Commission
Company Money Discount
Debit Receiver Comes In For expenses
Credit Giver Goes Out From Income

Any entry in accounting must fall under one of these three broad categories- What
(Real), who (Personal), and Why (Nominal). So basically, it states that:

(Nominal) why the transaction occurred.
Are the (real) objects coming in or going out.

And who (Personal) is receiving or giving.
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Personal Account:
Accounts belonging to any person or persons are called Personal Accounts.

Rules for Personal Account:

Personal Account
Debit the receiver
Credit the Giver.

Real Account:

Accounts-related to assets or properties are called Real Accounts. They are further
divided into Tangible Real Accounts and Intangible Real Accounts.

PN

Real Account

~
S

Tangible Real Intangible Real
Account Account
S S

1.Tangible Real Accounts: These include assets that have physical existence and
we can touch for example — Building accounts, Cash Accounts, Stationary accounts,
Inventory accounts, etc.

2.Intangible Real Accounts: These types of assets have no physical existence and
cannot be touched. However, they can be measured in terms of money and have
value. For example - Goodwill, Patent, Copyright, Trademark, etc.

Rules for Real Account:

Real Account

Debit what comes into the business
Credit what goes out of business
Nominal Account:

Nominal entry of income or profit and expense or loss of any business
Account (nominal account). Example: - Rent A/c, commission received A/c, salary

A/c, etc.
Rules for Nominal Account:

Nominal Account
Debit all the expenses and losses of the business
Credit the incomes and gains of business

49 |Page



Oxford University Awarded

techneGlzbe®

Delivering Excellence Siuce 2007

Technoglobe IT Solutions Pvt. Ltd.
INDIA | CANADA | UAE | UK | SINGAPORE

Chapter 4: Download and Install Tally Prime

Downloading the application setup from Tally Solutions (https://tallysolutions.com)
is the first step to starting Tally Prime. Once you have downloaded the Tally Prime
setup file, you can install the application on your computer.

Computer Specification to Install Tally Prime:

To install Tally Prime on your computer, you must have administrator rights. In
addition, your computer must meet the following technical requirements:

Operating system (OS) - Microsoft Windows 7 or above

Bitness - 64-bit Application (for OS and other applications like MS Excel, Adobe
Acrobat, etc.)

Download the setup files:

Go to https://tallysolutions.com/download/ in your computer's browser.
Click on the Download button.

If You Are a New User:

If you have never installed Tally on your computer, don't worry. The Setup Manager
will help you and guide you for quick installation of Tally Prime.

1. Double-click on the Setup.exe file. After which, the Install Application screen
will appear.

2. If you want to change the default settings, press C:\Configure from where

you can configure options like Application path, Desktop Shortcut, Start Menu Entry,
etc.

3. Press I: Install to continue the installation. After which, the following screen
appears in front of you.

ke 4 TallyPrime Setup Manager = *

install Application

Application :  TallyPrime
Release : 1.0
Application Path i C:\Program Files\TallyPrime

C: Configure O: More Actions
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1. To begin your journey with Tally Prime, press S: Start Tally Prime. If you wish to
explore additional options, press C.

#% TallyPrime Setup Manager - X
Installation Successful
Application : TallyPrime
Release 10
Application Path :  C:\Program Files\TallyPrime

Application Shortcut "TallyPrime" can be found on your desktop

S: Start TallyPrime

2. After Installation: You have to configure some basic settings like Data Path,
Country and Accounting Terminology, etc, and press the Accept button.

Application Startup

TallyPrime will start with the following settings. Click Configure ta change these settings.

Country - India

Accounting terminology : India/ SAARC

Company Data path . C:\Users\PubliciTallyPrime\Data
- Configure A Accept

3. On accepting the application setup: Tally Prime will be installed on our computer
and then the following Welcome screen will appear. Now choose the appropriate

license option to install Tally Prime.
4. Activate New License by clicking on.

Welcome to TallyPrime!

Select one of the following options.

I TryltFor Free | Use License - Reactivate & Activate
(Educational) From Network ' Existing License New License

5. If you have a single-site license: enter your Serial No, Activation Keys and
Enter Administrator E-Mail ID.

Activate License

Serial Number : 350013581

Activation Key . tally999

E-mail ID/Tally.NET ID . prime@tallysolutions.com
Confirm e-mail ID/Tally.NET ID : | prime@tallysolutions.com

(This e-mail ID will be used to manage this license.)
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6. Press the Enter button from the keyboard to proceed; the Unlock License screen
appears. Enter the unlock key sent to your email ID.

Unlock License

Unlock Key

Enter the Unlock Key sent to your e-mail ID: prime@tallysolutions.com

1. After entering the Unlock Key, press the Enter button to unlock your license. As

soon as your license is activated, you will see a Congratulations scar
8. Even.

Congratulations!

Your License is successfully activated.

(Press Enter to continue)

9. Once you activate the license, you can create your first company and start using
Tally Prime for business transactions.

10. If you want to know additional settings, go to F1 (Help) > Settings from anywhere
in Tally. Here, you can find various settings for your License, Language, Application
start up, display, connectivity etc.
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CHAPTER 5: Company in Tally

So now we have learned how to install Tally in our computer? Now moving to the
next step, we will learn how to Create a Company in Tally, How to Alter, Change,

Select and Shut?

To go to Company option in Tally, follow the steps given below.

GATEWAY OF TALLY

COMPANY (Alt+K)

Create
Alter
: ChanGe
1-Apr-23 to 31 Select
SHut

ONLINE ACCES!

ABC Infotect COnnect

onnectiVity Status
ReMote Access

Browser Access
NFIGURE

Features
SEcurity
TallyVault
ONline Access

Create Company in tally prime:

Create Company:

Z:Exchange

F3 fist
Alt+F3 Saturday, 1-Apr-2023
Ctri+F3

Mo Vouchers Entered

So, first of all we will understand how to create a company in Tally? When you install
Tally on your computer for the first time, you first have to create a company. To
create a company in Tally, follow these steps:

. Click on Company in the Menu Bar of Tally, or you can go to the Company option
by using the Alt + K shortcut keys on the keyboard.
. After going to the Company option, click on Create or press the C button on the

keyboard.

. After this, the company creation window will open. Now fill in the company details
in the appropriate places. Like company name, company number, address etc.
. For example, company information is given below. Which you can use for practice

in Tally.
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Fields

Information

Company Name

Max Electronic

Mailing company Name

Max Electronic

Address

A-204, Shivaji Nagar, Bengaluru

State Kerala

Country India

Pin code 56001

Telephone 1111111111

Mobile 9999999999

Fax 000000000

E-Mail Max@guruelectronics.com
Website www.Max Electronic.com
Financial Year Beginning 01-Apr-21

Books Beginning From 01-Apr-21

Currency Info

Base currency Symbol %

Formal Name INR

Company Name © Max Electronics

Malling Name ! Max Electronics

Address : A 204,Shivaji Nagar, Bengaluru
State © Kerala

Country : India

Pincode - 56001

Telephona [

Maobile 9810123456

Fax E

E-mall - Max@guruelectronics.com
Websits W maxelectronics com
Base Currency symbol 4

Formal name o INR

Finaneial year baginning from
Epoks beginning fram

© 1-Apr-21
‘| 1-Apr-21

After filling in the information given in the above table in Tally, you will see

"Company Created Successfully." The screen with the message (Company created

successfully) will appear.
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Company created successfully,
(Enable the features as per your businass needs.|

Company: Max Electronics

Show more features Yos
Show afl features ! Yos
Accounting Taxation
Maintaln Accounts :[Yes | Enable Goods and Services Tax (GST) Yes
Enable Bill-wise antry : Yes Enable Tax Deducted 3t Source (TDS) o
Enable Cost Centres : No Enabie Tax Collected at Scurce (TCS) : Na
Enable Interest Cakulation  Ne Enable Value Added Tax (VAT) Ne
Enable Excise No
Inventory Enabie Service Tax o
Maintain Inventory : Yo
Integrate Accounts with Investory i Yes
Enable muliple Price Levels : No Online Access
Enable Batches i No Enable Browser Access for Reports Yes
liaintain Expiry Date for Batches No Enabie Taly NET Services for Remote Access & Synchronisation
Enable Job Order Processing : Ne
Enable Cost Tracking : Ne Payroll
Enable Job Costing : No Malntain Payrol ™
Use Discount columm in imvoices No Enabie Payroll Statutory No
Use separate Actual and Biled Cuantity columns in invoices. : No
Others
Enable multipie addresses : No
Iark modfied vouchers No

After your company is created, you will see a screen like this in Tally.

Crias o Berranta

v Frat
rpovan Taly Bash Witing Pt L [t

Vocbum

Dialarcs Sheet
Prob & Laws
ek ey
el Aratan
Diapiey Mors Fapats

i

Where you will see the Tally Menu at the top.
[T |

Croote
AEM
CHart of Accownis

Vouchers
Day Boo®

Bakairg

Blatancs SThae
Frofil & Loan Alc

Sinck Susmarny
Flatia Analysis

Disglay Wons Regofs

Cuall

You get two options on the top right side of the screen.

You can change the Date (Shortcut: F2) (current date)
Change to Current Period (Shortcut: Alt+F2) (Financial Year)
You will get the option of Company (Shortcut: F3).

Select Company (Shortcut: Alt+F3), (Select Company)

There is an option to shut the company (Shortcut: Ctrl +F3).

55| Page



Oxford University Awarded

techneGlzbe®

Delivering Excellence Since 2007

Technoglobe IT Solutions Pvt. Ltd.
INDIA | CANADA | UAE | UK | SINGAPORE

You can use Alter by following the steps given below.

Select Company or Press Alt + K

Select Alter or Press A

After following the above steps, the Company Alternation window will open to
change your company information, from where you can change any information or

add new information.

Cotreany Allerabios Leasn Mese Prot

Company Name Learn More Prol | Financial year beginning from 1apra
Books bagnaing fr 1Apr2t

Wailing Name Learn More Prot o g from Pr

Address Ghiatlopar west - Mumbai

State . Maharashira

Cauntry India

Pincods 400085

Telephone BRRLLEREAEL]

Mobila :

Fax D000MO000

E-mail  halp@xyz.com

Websie AW BITMOTepio. com

Base Cllleﬂcy !ymlml B 4

Formal name ~INR

Delete Company (Delete Company from Tally):

If you want to delete any company or remove it from Tally forever, then first you have
to open that company in Alter Mode (Company > Alter) and then press the Alt + D
shortcut key from your keyboard.

After which the option to delete the company will come. Where you will be asked
whether you want to delete the company or not. If you want to delete the company,
and then say yes, or if you do not want to delete it, then say no.

Delete ?

Yes or No
Delete Company

If you have pressed Yes to delete the company, you will get a window "Are you sure?"
Where you will be asked, "Do you want to delete the company?" Where you have to
press Yes or No.

Are you sure 7

Yes or No
Delete Confimation
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Change Company (go from one company to another)
If there is more than one company in Tally and we have to go from one company to

another, then this option is used. We can use it in two ways, which are mentioned
below.

To use the option of Select Company use Shortcut: ALT+F3. After that, the Select
Company window will open. From there you can choose any company.

Company > Select (ALT+F3) Select the Company

Shut Company:

If you want to shut down any company in Tally, you can use this option. You have to
go to Company (Alt+K) and click on Shut, or you can also use Shortcut: CTRL + F3.

Now select the company which you want to close. After which your company will be
closed.

Leaen Moz Pro |1 0000)

B.Tally Vault:

Using Tally Vault, you can encrypt your company with a password. You can activate
it in two ways: first, after creating the company, and second, while creating the
company.
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1. Setting up Tally Vault after creating a company:

e First of all, we will understand how to do it after creating a company. For this, you
have to go to Company and then select Tally Vault (Shortcut: T).

T

e After which the Tally Vault window will open in front of you. Now you have to select
the company which you want to protect.

Learn More Pro

TallyVault

Tally Vault Password encrypls your Compary Diala
(If you forget your TailyVaclt Password, you will parmanently lose access fo your Company Data. )

Company Mame Learn More Pro
Fassword i

Accept ?
Confirm Password oo

Yes or No

2. Setting up Tally Vault before creating a company:

e Let us now learn how to set up Tally Vault while creating a company.
e While creating a company, when you are on the Company Creation Window, you
have to press F12, or you can also click on Configure at the bottom right.

Configuration

Provide Contact Details _Yes
Use TallyVault Password to encrypt Company Data - |{Jes
Use User Access Control o Yes
Provide Additional Base Currency details > Yes
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After which, you will again come to the Company Creation window, and you will find
that a new option of Security has come there. In which we have to set "Set Tally Vault
to password to encrypt company data" to Yes. Then you have to give the password
and then confirm the password.

encrypt Company Data - Yes

C. User Access Control:

By using this option, you can control user access (Users Access Control) in your
company. Also, now you can view your company's reports and information online on
your mobile or computer browser. Let us understand this with an example: Sharma
ji is a businessman and uses Tally for accounting for his business. Now, Sharma ji's
business has started growing, and he has to travel to many cities for business. In
which he remains very busy, and he is not able to do his accounting properly.

I.While creating the Company:

When you are on the Company Creation Window, then you have to press Shortcut:
F12 or you can also click on Configure at the bottom right.

After which, a small configuration window will open in front of you. Where you have
to set the third option, "User Access Control," to Yes and then accept it.

Configuration

Provide Contact Details Yes
Use TallyWault Password to encrypt Company Data Yes
|Use User Access Control : |‘|"es I
Provide Additional Base Cumency details : Yes

After which, you will again come to the Company Creation window, and you will find
that there is a new option, "Control User Access to Company Data," which we will
set to Yes. Then, we will have to select the following Information that has to be

prOVided. Socurity And User Access
Comgany Hams Learn More Pro:
Conired User Aceess 1o Company Dals Ten
Usamama (fdministratoe) am
Password e
Confem Pasesnd
E-mail ID for Browser Accasn abcdifygmail.com
Enabla Taly Audit famures Mo
Mhesllow opaning m Educationsl Mads Na
Add Lisars after smang Securty sattmgs No
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D. Additional Base Currency Details:

Through this option, you can add more information about the base currency while
creating the company. These are briefly described below.

You can activate it by going to the Configuration Window using Shortcut Key:F12 or
Configure (Yes) we can do it.

Configuration

Provide Contact Details " Yes

Use TallyWault Password to encrypt Company Data : Yes

Use User Access Control - Yes
Provide Additional Base Cumrency details : |"I"'ﬂ |

 After which, you will be able to add more information about the currency in the
company.

Lamrn Moo P

L aarmn More Py

Palal hirn

Ik

A0

[} 00

(0N
Basa Curency symibol T Show amont in millions Mo
Fearnal name . INR Number of decimal places 2
Suffie symbal to amout Ho Word represanting amount after dacemal paisa
Audd space between amount and aymbol s Number of decimal places for amownt in woeds 2
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CHAPTER 6: Groups

In Tally Prime, Groups are collections of Ledgers. Account Groups are created to
determine the sequence of Ledger Accounts, which helps in creating reports in
correct and accurate form. Accounts are classified into Capital or Reserves and,
more specifically, Assets, Liabilities, Income, and Expenses.

Default Groups:

Tally Prime has several default groups which can be used for different accounts.

A. Asset:

Asset means property. It means any object or thing that we can convert into cash or
earn money from now or in the future. Property can belong to any person or any
company.

For example, if you have some land house or machine that you bought a long time
ago, you can earn money by selling it and converting it into cash..

Investments:

It is an investment that is shown as an account on the asset side of a company's
balance sheet representing a company's investments, including stocks, bonds, real
estate, and cash. Long-term investments are investments that a company intends to
hold for more than one year.

Fixed Assets:

These are purchased for continuous and long-term use to earn profits in a business.
This group includes land, buildings, machinery, furniture, tools, IT equipment (e.g.,
laptops), and certain waste resources (e.g., timber and minerals). They are written
off against profits over their expected lives by charging depreciation expenses
(except for land assets).

Intangible Assets: Intangible assets cannot be touched but can be valued. They
include Patent, Copyright, Franchise and License, Goodwill, Trademark, Business
Name, etc.

Tangible Assets: Tangible Assets are those that we can touch and are available in

physical form, like currencies, buildings, real estate, vehicles, and equipment.
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Current Assets:

Current Assets are cash and others that can be converted into cash or used up
within a year without disturbing the normal operations of a business. These assets
are constantly replaced as a business operates in the course of normal business
activity. Current assets include five major items:

Bank Account: Current Account, Savings Account, Short Term Deposit Accounts
etc.

Cash in Hand: This is the most liquid asset, including currency, deposit accounts,
and negotiable instruments (e.g., money orders, checks, bank drafts). It shows how
much cash and bank (cash in hand) balance the company has.

Deposit (Assets): Deposits include Fixed Deposits, Security Deposits, or any
deposit made by the Company.

Loans and advances (Assets): It records all loans given by the company and
advances of a non-trading nature (e.g., Advance against Salary) or even for the
purchase of Fixed Assets.

Stock in Hand: This group includes accounts such as raw materials, work-in-
progress, and finished goods. Balance control depends on whether you have
selected the integrated ledger-cum-inventory option while creating the company
or not.

Sundry Debtors: This is the person or company from whom we have to take or
receive money or to whom we sell goods on credit in business and have to get the
price of those goods in the future.

Prepaid/Miscellaneous Expenses: These are expenses paid in cash and
recorded as an asset before they are used or consumed (common example
insurance).

B. Liability:

A liability is something owed by a person or company, usually a sum of money.
Liabilities are settled over time through the transfer of economic benefits, including
money, goods, or services. Liabilities are reported on the balance sheet and are
usually divided into two categories:

Capital Account:

It records the Capital and Reserves of the company. The ledgers of Capital Accounts
are Share Capital, Partners Capital A/C, Proprietor Capital A/C, etc.

Reserves and Surplus:

This includes ledgers such as Capital Reserves, General Reserves, Reservations for
Depreciation, and the like.
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Current liabilities:

Current liabilities: These liabilities are expected to be due within a year. They
usually include payables such as wages, accounts, taxes, and accounts payable.

Duties and Taxes: Duties and Taxes include GST, VAT, CETVAT, and Excise, this
includes all Tax Accounts such as Duty, Sales, and other Business Taxes.

Provision: Provision for Tax, Provision for Depreciation, and similar provisions are
recorded.

Sundry Creditors: This is the person or company to whom we have to give or pay
money or then from whom goods are purchased on credit in the business, and the
price of those goods has to be paid in the future.

Long-term Liabilities:

Liabilities that are due after one year cannot be liquidated within one year. They
typically include long-term bonds, notes payables, long-term leases, pension
obligations, and long-term product warranties.

Branch/Division:

It maintains the accounts of all your company's branches, divisions, associates,
subsidiaries, and others.

C. Sales Account:

You can classify your Sales Account based on Tax Slab or type of sales. This also
becomes a simple mechanism for preparing tax returns. For example,

Domestic Sale
Export Sale

Now, let us open the following account under domestic sales:

Sale 10%
Sale 5%
Sale Exempt

You can also open an account as Sales Return under the group Domestic Sales to
see your net sales after returns (or returns can be passed directly through the
journal against specific sales accounts).
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D. Purchase Account:

You can classify your purchase accounts based on the tax slab or type of purchase.
This also becomes a simple mechanism for preparing tax returns. For example,

Domestic Purchase
Import Purchase

Now, let us open the following account under domestic purchases:

Purchase 10%
Purchase 5%
Purchase Exempt

You can also open an account as Purchase Returns under Group Domestic
Purchases to view your net purchases after returns.

E. Revenue:

Revenue is the income or increase in the assets of a company that an entity receives
from its normal activities, such as the sale of goods or services in the case of a
business. There are two main categories of business revenue in accounting:

Direct Income: These affect gross profit. All business income accounts come
under sales accounts. You can also use this group for accounts like servicing
contract fees.

Indirect Income: These are miscellaneous non-sales income accounts. Example:
Rent Received and Interest Received.

Expense: An expense is an operating cost that a company incurs to generate
revenue. As the popular saying goes, "You have to spend money to make money."
There are two main categories of business expenses in accounting:

Direct Expenses: These are manufacturing or direct trading expenses. These
accounts determine the company's gross profit.

Indirect Expenses: All administrative, selling, or non-direct expenses.

Profit and Loss Account is a reserve primary account in Tally Prime.You can use this
account to pass adjusting entries through journal vouchers. For example, transfer
of profit or loss account to capital or reserve account.
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Pre-Defined Groups:

Tally Prime provides you with 28 predefined groups. Out of these, 15 are primary
groups, and 13 are sub-groups. You can also create your groups as sub-groups or
primary groups. These groups are a part of the Chart of Accounts for most
organizations.

Out of 15 Primary Groups, 9 Primary Groups appear in the balance sheet. Which is
capital in nature?

6 Primary Groups appear under the Profit and Loss Account, which are Reserves
(revenue) in nature.

Create Account Group:

To create an Account Group, go to Gateway of Tally > Masters > Create >
Accounting Masters > Groups.

Enter the Group Name (for example, Rajesh).

If required, enter an Alias Name (for example, Raja).

Under the List of Groups displayed, select its Primary Group. Under which the
Group is to be classified. (For example, Sundry Creditors)

CTRL to create the group: Click Accept or Yes.

Group Creation

Name Rajesh
(alias) Raju

Under Sundry Creditors
(Current Liabilities)

Group behaves like a sub-ledger No
Nett Debit/Credit Balances for Reparting No
Used for calculation {for example: taxes, discounts) - Ne
(for sales invoice entries)
Method to allocate when used in purchase invoice * Not Applical

Accept ?

Yes or No

Create Multiple Groups:

You can create, edit, or delete multiple groups at the same time in Tally Prime.

For this, go to Gateway of Tally > Masters > Chart of Account > Accounting Master
> Groups > Alt + H > Multi Create.

To create multiple groups of different categories, select All Items in Under Groups.
Under Groups, select the group under which you want to create new groups.
Pronounce the name of the group.

Multi Graug Creatian Leam More Pra

Under Group * All tems

B ko Name of Group Unider
1. Rajesh Soni Sundry Creditors
2. Prakash Singh Sundry Deblors
3. Sanjay Gupta Sundry Dedlors
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Alter a Group:
The details entered in a Group can also be changed if required.

For this, you have to go to Gateway of Tally > Master > Alter > Accounting Masters
> Groups.

Select the required Group name from the list of displayed Groups. (For example,
Rajesh)

Make the required changes in Groups Alteration. For example, I want to change
Rajesh to Rajesh Sony.

CTRL: Click Accept or Yes to save the changes.

Group Alteration

Name : Rajesh Soni
(alias) . Raju

Under Sundry Creditors

(Current Liabilities)

Group behaves like a sub-ledger No
MNett Debit/Credit Balances for Reporting - No
Used for calculation (for example: taxes, discounts) No —_—
(for sales invoice entries) | Accept ?
Method to allocate when used in purchase imvoice * Not Applical
T Yes or No

Alter Multiple Groups:

You can also change the information of multiple groups at once.

For this you will go to Gateway of Tally > Masters > Chart of Account > Accounting
Master > Groups > Alt + H > Multi Alter.

Select the Group from the List of Groups. The Multi Group Alteration screen is shown
below.

Change the details as required and click CTRL: Accept or Yes to save the changes.

Wit Greup Wi aton Trarn Mere Fra.
Under Group + All ltems
ERo. Wame of Group Under
1. |[Eapnal Account + Primary
2. Leans [Liability) + Primary
3. Current Liabilities + Primary
4. Fixed Assets + Frimary
5. Investments + Primary
&, Current Assets * Primary
7. Branch | Divisions # Primary
&, Misc, Expenses [ASSET) # Primary
. Suspense Aic # Primary
10. Sales Accounts # Primary
11. Purchase Aceounts + Primary
12. Direct Incomes + Primary
13. Direct Expenses + Primary
14. Indirect iIncomes + Primary
15. Indirect Expenses * Frimary
16. Reserves & Surplus Capital Account
17. Bank 0D Afc Loans {Liabilty}
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CHAPTER I: Ledgers

Ledger is the actual account head to identify your transactions and is used in all
accounting vouchers. For example, Purchase, Payment, Sale, Receipt, and other
account heads are ledgers. Without a ledger, you cannot record any transaction.

Predefined Ledgers:

All ledgers are classified into groups. These groups and ledgers are classified into
Profit and Loss or Balance Sheet. Tally Prime has two pre-defined ledgers:

1. Cash Ledger:

Cash Ledger is grouped under Cash in hand.
You can enter the Opening Balance on the day the company starts.
This ledger can also be replaced and removed.

2. Profit and Loss Account:

Profit and Loss A/c one of Primary Group.
The Profit and Loss A/c of the previous year is entered as the opening balance of
the ledger. The balance entered is the Profit/Loss.

Create Ledger:
Let us now learn how to create a Ledger in Tally Prime.

Go to Gateway of Tally > Create > Ledger. (Ledger Creation screen is shown below.)
Enter the name of the Ledger. (Duplicate names are not allowed.)

Enter the Ledger's nickname if necessary. (You can access Ledgers using either the
original name or the nickname.)

Select a group from the List of Groups.

Enter the Opening Balance. (Opening Balance is applicable when the Ledger is an
Asset or Liability.)

Create Multiple Ledgers:

You can create, edit or delete multiple ledgers at the same time in Tally Prime.

Gateway of Tally > Chart of Account > Ledgers > Press Shortcut: Alt + H > Multi
Create Go.

Enter the name of the ledger under Name of Ledger.

Under Select Group.

Enter the Opening Balance amount under Opening Balance.

Select All Items in Under Groups to create multiple ledgers of different categories.
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A. Alter a Ledger:

e Gateway of Tally > Alter > Ledger > Select Ledger
e Change the details as required and click Yes to save the changes.
e Account ledger can be modified for Single Ledger as well as Multi Ledgers.

However, for many Ledgers, not all fields are available for change.

Ledger Alieration Leam More Pro.
Mame = Total Opening Balance
fakas)
50,000.00 Dr
1,00,000.00 Cr
Diffarence
50,00000 Gt
Mailing Details
Under Capital Account Name Capltal Al
Address
State Maharashiza
Siatutory Detalls Country India
Pincode
|s TDS Deductable No
Banking Details

Proside bank details No
Tax Registration Details
PANAT No

Opening Balance  (on 1-Apr-20) : 1,00,000.00 Cr

B. Alter Multiple Ledgers:

You can edit or delete details of multiple ledgers at the same time in Tally Prime as
per your requirement.

e Gateway of Tally > Chart of Account > Ledgers > Press Shortcut: Alt + H > Multi
Alter

e Select All Items in Under Group to change the details of Ledgers of different
categories.

e Select Under Group.

e Change or delete details as required.

[Reit Lmdgur Adimeation Laarn Mors Fre ]
Unier Group * Al ems Far 1-Ape-20
Bha Hame of Ledger Under Opehing Balince 0Cr
1. Abs Sundry Credibors
2, BASIC SALARY Indrec Expenses
3. Capital Alc Cap#al Account 1,00,000.00 Cr
4. Cash Cash-in-Hand 50,000.00 Dr
5. [DEARNESE ALLOWANCE | Direct Expenses
& HOUSE RENT ALLOWANCES Indrec Expenses
7. OVERTIME Indrexct Expenses
8. PROFESSIOMAL TAX Duties & Tanes
8. Profit & Loas Ale & Pimary
10. PROVIDENT FUND Caurreni Liabiilies
11, Purchase jac Purchase Accounts
12. TRAVELLING ALLOWRMCES Ingwe! Expensas
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Chapter 8:Vouchers

Vouchers are a primary document that contains all the information regarding a
transaction. There are 24 pre-defined Voucher types for Accounting, Inventory,
Payroll, and Order. You can create more Voucher types under these pre-defined
Voucher types as per your business requirements. We will understand them one by
one later.

To View the Pre-Defined Voucher Types:

Chart of Acoounts
List of Voucher Types

Attendance
Contra

Credit Note

Debit Note
Delivery Note

Job Work In Order
Job Work Out Order
Journal

Material In
Material Out
Memorandum
Payment

Payroll

Physical Stock
Purchase
Purchase Order
Receipt

Receipt Note
Rejections In
Rejections Out
Reversing Journal
Sales

Sales Order

Stock Journal

For each transaction in Tally, you can use an appropriate Voucher to enter all the
required details. Vouchers are broadly classified into three types:

1. Accounting Voucher: The Accounting Voucher records those transactions which
require only accounting details. Which does not affect the inventory? Receipt,
Payment, Contra, and Journal Voucher, all these are Accounting Vouchers.

2. Inventory Vouchers: Inventory Vouchers only the transaction details related to
inventory are required to be recorded, and it has no impact on accounting. Like
Stock Journal and Physical Stock Voucher, both are Inventory Vouchers.

Receipt Voucher (Shortcut: F6):

If any amount is received from any party or any goods are sold in cash or when
capital is invested by the businessman in the business, then we record its entry in
the Receipt Voucher. You can record the transaction entry in the Receipt Voucher
using Single Entry or Double Entry mode.
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A. Receipt Voucher on Double Entry Mode

Before Single Entry, I would like to tell you about Double Entry. In Double Entry,
whenever there is a transaction in business, there are two things in it: one is Debit
(Dr), and the other is Credit (Cr), as we saw in the Accounting chapter.

In every transaction of Receipt Voucher, the amount is received, which comes in the
form of Cash or Bank.

For example, Ajay started a business with Rs 500000/~

Hera Ajay is starting his business. So Ajay is a trader here and the amount brought by the Dr: Cash Afc
trader is called Capital in the business. The entry of this transaction will be something like Cr: Capltal Af{'_
this

Let us enter this entry in Tally for which you will have to follow the steps given
below.

First of all we will go to Receipt Voucher.

Gateway of Tally > Vouchers or Shortcut: V > Shortcut F6 - Receipt Voucher>
Shortcut Ctrl + H - Change Mode > Select Double Entry |

B. Gateway of Tally > Vouchers or Shortcut: V > F6 - Receipt Voucher> Ctrl + H
- Change Mode > Select Single Entry

Example, 10000 received from Shahrukh and 20000 from Salman.

In this transaction it is being told that we have received Rs 10000
from Shahrukh and Rs 20000 from Salman. We will pass its entry in
Receipt Voucher using Single Entry Mode like this.

‘Ramjssvan Shanma Petiis ®
1-Apr-20
Wednesday
Account Cash
| bala 4,38, ]
Particulars Amount
Shahrukh 10.000.00
Cow Bal' 10,000.00 Cr
Salman 20,000.00
Cor Bal: 20,000
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Payment Voucher (Shortcut: F5) :

The entries related to payment transactions in business are recorded in the
Payment Voucher. For example, payment of any expense, purchase in cash or
purchase of any Fixed Assets.

A.Payment Voucher on Double Entry Mode :

Gateway of Tally > Vouchers or Shortcut: V> F5 - Payment Voucher> Ctrl + H -
Change Mode> Go to Select Double Entry.

EXAMPLE :

Furniture purchased for Rs 2000.

In this transaction we have bought a piece of furniture. Now the furniture that we | Dr: Furniture A/c
have bought is for office use, hence it is our Fixed Assets. For which a separate Ledger Cr: Cash Afc

Account will be created and its entry will be passed like this.

arimeean Sharma =
1 1Apr2tt
Wednasday
Debit Credit
200000
Cor Bal: 2,000.00
Cr Cash 2.000.00
Cur Bal: 14.28,000.00 Dr

B. Payment Voucher on Single Entry Mode :

Gateway of Tally > Vouchers or Shortcut: V > F5 — Payment Voucher> Ctrl + H —
Change Mode > Select Single Entry

For example, 10000 paid to Ramesh and 20000 to Sureshi

In this transaction it is being told that we paid Rs 10000 to Ramesh and Rs 20000 to Suresh

We enter this in the Payment Voucher using Single Entry Mode.

Date You can change the date using F2. (Note: You can

keep the date as 1,2, and 31 only in Educational Mode.)

Account Here you have to select the ledgers of your company's cash and bank accounts. Which Tally will credit

automatically.

Particular | In Particular you just have to select the Ledger Account to be debited and enter

the amount. Here you can select more than one Ledger Account.

Marration | You need to provide a narration so that you can know later which transaction this

entry belongs to

Accept  |Finally you have to accept the entry. You can use Enter or Y.

| Payment  LENEFS 1Apr20
Visdnesday
Account Cash
wl bal 13,56,000.00 Dr
Particulars Amount
Suesh 20,000.00
Cor Bal: 20,000.00 Dr
FRamash 10,000.00
Cor Bal: 10,000.00 Or
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Contra Voucher (Shortcut: F4)

Contra Voucher is used for entering transactions when cash is deposited or
withdrawn from the business's bank account or cash is transferred from one bank
account to another account.

If depositing cash in If cash is being withdrawn from If amount is being transferred from Bank A
bank the bank to Bank B

Dr: Bank A/c Dr: Cash A/fc Dr:Bank A Ajc (in which deposit is being made)

Cr: Cash Af'l: Cr: Bank A}'C Cr: Bank B Afe (from which deposit is being made)

We can pass this also through Single Entry and Double Entry Mode.
A. Contra Voucher on Double Entry Mode

Gateway of Tally > Vouchers > F4 - Contra Voucher> Ctrl + H - Change Mode >
Select Double

Go to Entry.

Narration | You have to tell the narration. So that you can know later which entry is this

Transaction is done.

Accept  |Finally you have to accept the entry. You can use Enter or Y.

"Hamjsavan Sharma Pl L2 Fl
1.Apr20|
Wiscnesday

Debit Credit|

3,00,000.00

Cur Bal: T0,58,000.00 Dr
Dv State Bank of India 3.00,000.00
Cor Bal: 3,00,000.00 Dr

B. Contra Voucher on Single Entry Mode :

Gateway of Tally > Vouchers > F4 - Contra Voucher > Ctrl + H - Change Mode >
Select Single

Go to Entry.

Rargeevan Sharma Pyl Lid ]
Fl 1-Apr20
'I Wednesday

Account Cash 2}

Cument balance - 11,08, 000.00 Dr
Particul ars Amount
State Bank of India 10,000.00
Cur Bal® 2,90,000.00 Or
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Journal Voucher (Shortcut: F7) :

In Journal Voucher, we often post the transaction entries of those accounts which we
have to adjust. In Journal Voucher, we adjust the amount between 2 accounts without
using any cash or bank account. If you have to make such an entry then you will use
Journal Voucher.

Computer purchased worth 50000 from SK computers on credit

In this transaction it is being told that a computer worth Rs 50000 has Dr: Computer A/c (Under Fixed Assets)
been purchased on credit. So we will pass its entry in the journal voucher Cr: SK Ccmputers Ale {Undersuﬂdr‘y
in this way. Creditors)

Farmiemvan Shama ot 101 *

f-apr20|

Viednesday

Debit Cradit
50,000.00

50,000.00

Sales and Purchase Voucher :

Before starting with the Sales and Purchase Voucher, I want to give you some
important information about Sundry Debtor and Creditor Ledger.

SUNDRY DEBTORS:

When we sell any goods or merchandise on credit, the party to whom we sell comes
under the group of Sundry Debtors. You get an option like this while creating the
Ledger of Sundry Debtors.You need to know about it.

After which, when you make any entry in any voucher with that party, a Bill-wise
Details window opens in front of you and you have to provide the information in the
fields given below.

Bill-wise Details for - Sharma & Company
Upto: ¥ 20,000.00 Cr
Type of Ref Name Due Date, or Amount Drf
Credit Days Cr
[Vethod of Adl___ LRENSE)
New Ref || Advance 30 Days 20,000.00 Cr
Agst Ref May-20 )
New Ref |
On Account
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SUNDRY CREDITORS:

Whenever we buy any item or goods on credit, the party from whom we are buying
comes under the group of Sundry Creditors. Just like Sundry Debtor, while creating
the Ledger of Sundry Creditors also we have the following option available.

Bill-wise Details for - Sharma & Company
Upto: # 20,000.00 Cr
Type of Ref Name Due Date, or Amount Dr/
Credit Days Cr
Jef- 1-Apr-20)
[New Ref || Advance 30 Days 20,000.00 Cr
Agst Ref May-20 )
Mew Ref |
On Account

Purchase Voucher (Shortcut: F'9):

When any goods or facility is purchased on credit in the business, its entry is made
in the Purchase Voucher in Tally. There are 3 modes of making entries in Purchase
Voucher. To use Purchase Voucher: Gateway of Tally > Voucher > Shortcut: F9 -
Purchase.

Mode 1 - Item Invoice:

To enter this mode, follow the steps given below. One thing you have to keep in
mind while using this mode is that the number of items purchased and the price
per rate should be there.

Gateway of Tally > Voucher > F9 - Purchase > CTRL + H or Change mode >
Item Invoice

Date You can change the Date using F2.

(Note: You can keep the date only as 1,2, and 31 in Educational Mode.)

EXAMPLE:
Computer Mouse (20 QTY Per 1000) & Monitor (10 QTY Per 2000) Purchased from Sharma &
CO on Credit.
In this entry we are purchasing 20 Mouse Computer at the rate of Rs. 1000 each and 10 Monitor at the rate of Rs. 2000 each en credit from
Sharma & Co.
| = Furchos B 18pr20
Supplier Inoice No.: 01 Date 1-Ape-20 Wednesdsy

Party Alcname Sharma & Company
et balance 4000000 Cr
Purchass ledger  : Purchase fac

> ¢ 0 4000000 v

Name of ltem

Cuantity Rate per Amount

Computer Mouse 20 mos  1,000.00 nos 20,000.00
Monitor 10 mos Z,000.00 nos 20,000.00
40,0000
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Mode 2 - Accounting Invoice:

This mode is mostly used while taking services or by the companies receiving the
services.

Gateway of Tally > Voucher > F9 - Purchase > CTRL + H or Change mode >
Accounting Invoice.

EXAMPLE:

Goods worth 10000 purchased from Sharma & CO on Credit.

In this entry we are purchasing goods worth Rs 10,000 on credit from Sharma & Co.

Mo 2 1-Ape 20
Sugplier imoice No.: 02 Date 1-Apr-20 Wednezday

Party Alc name  : Sharma & Company
Particulars Rate per Amaount|

Purchase lac 10,000.00

Mode 3 - As Voucher:

This is just like Double Entry Mode. Where you have to select the ledger to be

debited and credited. In this only Purchase A/c is debited and only Sundry Creditor
is credited.

Sales Voucher (Shortcut: F8):

When any goods or facility is sold on credit in the business, its entry is made in the
Sales Voucher in Tally. You can make entries in the Sales Voucher in 3 ways or
modes.

.To use Sales Voucher: Go to Gateway of Tally > Voucher > F8 - Sales

Mode 1 - Item Invoice: To enter in this mode, follow the steps given below. While
using this mode, you have to keep one thing in mind the quantity of items sold and
the price per item must be there.

Gateway of Tally > Voucher > Shortcut: F8 - Sales > CTRL + H or Change mode
> Item Invoice

Computer Mouse (10 QTY Per 2000) & Monitor (5 QTY Per 3000) sold to Verma & CO on Credit.

In this entry we are selling 10 Mouse Computer st the rate of Rs. 2000 each and 5 Monitor at the rate of Ra. 3000 each on cradit to Verma &
Co.
T oaooizen 1.8pr-20
Wednesday
Pay &jc name - Verma & Co
Sales kedger Sales AIC
Name of llem Chuantity Rate per Amoung|
Computer Mowss 1 nos 200000 mos 20,000.00]
Manitor Snos 3000.00 vos 15,000.00
35,000.00
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Mode 2 - Accounting Invoice:

This mode is mostly used while providing services or by service-providing
companies.

Gateway of Tally > Voucher > Shortcut: F8 - Sales > CTRL + H or Change mode
> Accounting

Go to Invoice.

Goods worth 20000 sold to Verma & CO on Credit.

In this entry we are selling goods worth Rs 20,000 on credit ta Verma & Co.

[T e LMoz 21 1-Apr20)
Wiadnesday|
Party Adcname - Verma & Co.
Ceament Dalance 35, 00080 Dr
Particulars Rate per Amount
Salos AJC 20,0000

Mode 3 - As Voucher:

This is just like Double Entry Mode. Where you select the ledgers to be debited and
credited. This has to be done. In this, only the Sales A/c is credited and only the
Sundry Debtor's account is debited.

| Accept Finally you have to accept the entry. You can use Enter or Y. |

Sold Goods to Avani Traders of Rs 27000 on credit

LEfus pasione entry of this and sed, fram the above transaction i€ is clear that we have entered Dr: Avani Traders
Goods worth Rs 27000 have been sold on credit to &vani Traders, the entry of which wil be something like this Cr: Sales Afc
®
1-Apr-20
‘Wednesday
Particulars Debit Credit
Dr Avani Traders 27.000.00
Cor Bal- 37, 000,00 Dr
Hew Raf CROD1 30 Days 27000000 Dr
{ 1any-20 |
Cr Sales Account 27,000.00
Gor Bal: 4,54,000.00 Cr
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Chapter 9: Cost Center

Using the Cost Center capability in Tally Prime, you can maintain your income and
expenses according to various business units, employees, projects, departments,
etc. As per the requirement, one or more Cost Centers or Profit Centers can be
created in the company.

So let us understand this as an example, suppose we have purchased stationery
worth Rs 1000 for our company. Now the stationery that we have purchased includes
many items like pencils, pens, erasers, paper, and pads.

We can activate the Cost Centre in 2 ways which are mentioned below:

1. Follow the steps given below to activate the Cost Centre in the first method.

Gateway of Tally > Press shortcut key:F11 - Company configure

Now you have to set Show More Features to Yes.

Under Accounting, you have to set Enable Cost Centres to Yes, now your Cost Centre
has been activated.

2. To activate the Cost Centre in the second method, follow the steps given
below.

Gateway of Tally > Create > Show More > Show Inactive > Cost Centre.

List of Masters

Change Company
Show Less
Hide Inactive
Accounting Masters
Group
Ledger
Cost Category
Cost Centra
Cost Centre Class
Currency
Rates of Exchange
Budget
Scenario
Voucher Type
Credit Limits

Create Cost Centre :

Now we have learnt to create a Cost Category. Now we are going to learn to create
a Cost Centre. But you must always keep one thing in mind before creating a Cost
Centre, you must create its Cost Category, and only then can you add the Cost
Centre under its Category.

Now we have created the Cost Category of Stationary Items, now we will create a
Cost Centre under the same. Like Pencil, Eraser, Paper, Pen and Pad.
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To create a Cost Centre, we have to go to Gateway of Tally > Create > Cost Centre.
We have to select the Cost Category under which we want to create a Cost Centre.
Name and Surname of the Cost Centre is to be provided (Surname is not

mandatory).
Now you have to accept. You can use Enter or Y. By doing this, our Cost Centre will
be ready.

Cost Centre Creation

Category  : Stationary ltem

MName Pencils

(alias)

Accept ?
Under - * Primary Yes or Mo

Whenever you activate Cost Centre in Tally Prime, you have to keep one thing in
mind, while creating Ledger; we have to activate Cost Centre as are applicable
option. Otherwise, we will not be able to use Cost Centre in the Voucher while
passing entry.

To create a Ledger related to the Cost Centre and to activate the Cost Centre are
applicable options, follow the steps given below.

Gateway of Tally > Create > Ledger or inside the Voucher while passing the entry

Ledger Creation Cost Centre Practice
Name Stationary Exp
(alias)
Mailing Details
Under - Indirect Expenses

Name
Address

Type of Ledger - * Not Applicable
Cost centres are applicable i

State
Country
Pincode

If this option is not available, then you have to activate it. For this you have to go to
Configure of Ledger Creation using Shortcut Key: F12 and from there, you have to
activate this option by setting it to Yes and then Accept. After which you will get the
option of Apply Cost Centre for Ledgers in Ledger.

Configuration
Show more configurafions . No
General Details Bank Detalls
Provide aliases for Name Yes Provide Bank Account D
Provide language aliases for Name No Set Bank Reconciliation
Use Currency for Bank/Cash Ledgers No (for supported Banks o
(fo adjust Forex Gain/Loss) Provide Cheque Book an|
Maintain balances Bill-by-Bill Yes Party Tax Registration|
For Mon-Trading Accounts also No Provide GST Registratior
Use Inventory Allocations for Ledgers No GST Details
Select Appropriation Methods to allocate Additional Costs No Provide GST Rate datail
{in Invoice Mode for Purchases only) For Non-Revenue Acco
I Apply Cost Centres for Ledgers Yes 105 D
atails
Prowvide Opening Balances for Ledgers Yes Provide TDS details
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CHAPTER 10: Inventory or Stock

Inventory or Stock refers to all the goods, goods and materials held by a business
to sell in the market to earn profits. If a newspaper vendor uses a vehicle to deliver
newspapers to customers, only the newspaper will be considered as stock. The
vehicle will be considered a fixed asset.

To maintain inventory in Tally, it is very important to have the following information
about the items, such as:

Stock Item Mame of the Stock Item. If you do business of computer hard disks, then you have to enter Stock here.

Name The name of the item has to be mentioned, like 1TE HDD, 2TE HDD, S00GB HDDI

Cat egor!ll Category of the product. Which cofpany's product is it like Samsung, TOSHIBA, 1BM

Group A group of objects. Like a hard disk or monitor or computer
Unit Unit has to be mentioned like NOS, KGS, LTR, MTR, DOZEN ete.
Rate it the rata of the item

Godown Inwhich warehouse is the goods kept?

How to control Inventory or Stock in Tally Prime?

Before creating any Stock Item, its Stock Group, its Stock Category, its Unit, its
Location, all these important things should be created. We will create them one by
one later.

Stock Group:
To create a Stock Group in Tally Prime, follow the steps given below:

Gateway of Tally > Create > Stock Group (Under Inventory Masters)

Stock Group Creation

Name - [HARDDISK
(alias)

Under . * Primary

Should quantities of items be added - Yes

Stock Category :
To create a Stock Category in Tally Prime, follow the steps given below.

Gateway of Tally > Create > Stock Category (Under Inventory Masters)

Stock Category Creation
Name : SEGATE
(alias)
Accept ?
Under - * Primary
Yes or No
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Unit:
To create a Unit in Tally Prime, follow the steps given below.

Gateway of Tally > Create > Unit (Under Inventory Masters)

Unit Creation
Type : Simple
Symbol . nos

Formal name: NUMBER
MNumber of decimal places : m

Go down (Location):
To create a Go down or Location in Tally Prime, follow the steps given below.

Gateway of Tally > Create > Go down (Under Inventory Masters)

Godown Creation

Name -[Main Location
(alas)

Under - * Primary

When you go to go down or Locations for the first time, a window opens in front of
you. Where Tally asks you whether you want to alter the Main Location in Tally to
the New Location or create a new location separately.

If you want to create a new location, and then click on Create New (Press C) or if
you want to alter the main location, then click on Alter Existing (Press A).

Gateway of Tally > will go to Alter>

You will select the Stock Group, Stock Category, Stock Item, Unit, and Location
whose information you want to change.

Modify the information as per your requirements.

Create Stock Item:

So, friends, we have created all the things required to create a Stock Item. Now let
us understand how to create a Stock Item. Follow the steps given below to create a
Stock Item in Tally Prime. Gateway of Tally > Create > Stock Item.

......
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Create Multiple Stock Items:

Tally Prime also gives you the facility to create multiple stocks at once. Below are
some entries, for some of which we will create multiple stock items at once, using
Multiple Stock items?

Follow the below steps to create Multiple Stock Items.

Gateway of Tally > Chart of Accounts > Stock Item > Multi-Masters (Alt +H) >
Multi Create

Go there. You can create Multiple Stock Items at once by giving the following
information.

Al Sioch Bure Creaben Lrare Morr E
Under Group + &l ems For 1-Apr-20|

ha, Name of ltem Unger
1. USS Mouse Meuse
2. Wirsless Mouse Mouse
3. USB Keyboard Keyboard
4. Wirsless Keyboard Keyboard

5. 157 LCD Monitar L0 Montar

Configure Feature While creating multiple stocks, we can enable or disable the
following options.

Skip the category column: the Stock Category information is not given in the
column If you want to proceed further then you can make this option Yes.

Stock Journal Voucher (ALT+F7) :

We use the Stock Journal Voucher when we transfer goods from one of our godowns
to another godown. For example,

1. Transfer 10 I Ball USB Mouse from Andheri to Malad Godown
2.Transfer 10 26" LCD Monitor from Malad to Andheri Godown

For example, here 10 I Ball USB mice are being sent from Andheri to Malad and 10
26" LCD monitors are being sent from Malad to Andheri. Such entries will be
recorded in the Stock Journal Voucher in Tally Prime.

For this, we have to go to Gateway of Tally > Voucher > Alt + F7 - Stock Journal.
Stock Journal is explained in two parts.

1. First Source (Consumption) i.e. from where (the warehouse) the goods are being
sent

2. And the second Destination (Production) i.e. where (the warehouse) the goods
are being received.
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T e -
Monday|
Transher of Materials
Sowmrci (Cansempeian) Dt st o | Prescluctian
Hame of lem Godown Nom of Ham Goddgwn
Cuantity Reate: Amoust Cuantity Reate: Ao,
USE MOUSE ANOHEFR USS MOUSE MALAD
10nos 350 00hos 3,500.00 10nos 350 00hos 360000}
28" LTD MONITOR MALAD 28" LCD MONITOR ANDHER]
10nas 6500 00hos 65,000.00 10nas 6500 00hos 65,000.00

Note: You have to keep one thing in mind the total number and price of goods sent
(Total Source), and the total number and price of goods received (Total Destination)
should be equal in the end. You can also transfer goods from the same warehouse
to different warehouses.

Physical Stock Voucher :

When the stock kept in the warehouse is counted in the business and the actual
stock after counting is recorded, a Physical Stock Voucher is used to record it in
Tally Prime. Due to some reasons, it may happen that the actual stock in the
warehouse is not equal to our recorded stock (Book Stock).

Example: We bought 30 computer mice. When we bought 30 mice, we paid for 30
mice only. But it may happen that the person from whom we bought the goods gave
us 2 extra mice as a sample. Now the number of actual mice in the warehouse (32)
will not match with the number of mice purchased (30).

To access the Physical Stock Voucher in Tally Prime, we have to go to Gateway of
Tally > Voucher > CTRL + F1 - Physical Stock Voucher and provide the following
information.

Phiysical Stock Variticatian

Hame of item

G BatchiLot o, Wi D1 Bprle: Quantity Amaunt

WIRELESS MOUSE
MALAD  mos
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Chapter 11: Purchase Entry in Tally Prime

The purchase process in a trading organization is as follows, which we will
understand one by one.

Purchase Order (CTRL+F9): When we place an order for goods to a party, we
enter such transaction in the Purchase Order voucher.

Receipt Note (ALT+F9): When we receive the delivery of the ordered goods
(whose bill has not been prepared and paid yet), then we enter the entry of such
transaction in the Receipt Note voucher.

Rejection Out (CTRL+FS5): When the goods received (whose bill has not been
prepared and paid yet) is returned to the party due to defect, then we enter the
entry of such transaction in the Rejection Out voucher.

Purchase Voucher (F9): When we purchase goods on credit from any party, the
entry of such transaction is recorded in the Purchase Voucher.

Debit Note — Purchase Return (ALT+F5): After the bill is prepared, if the
purchased goods are returned to the party due to their being defective, then we
record its entry in Debit Note — Purchase Return.

Purchase Order (CTRL+F9) :

When we place an order to a party to purchase any goods or items, then we record
its entry under Purchase Order. It is mostly used by trading companies.

If you are passing an entry in the Purchase Order for the first time, then it is possible
that the Purchase Order is not already active. So we have to activate it first. Follow
the steps given below to activate the Purchase Order.

Gateway of Tally > Voucher > F10: Other Voucher > Show Inactive > Purchase
Order (CTRL+F9) > Press Enter > Activate

If you have activated a Purchase Order in Tally Prime. So now to pass the entry in
Purchase Order you have to follow these steps and provide the following
information. To enter the entry of Purchase Order

Gateway of Tally > Voucher > CTRL+F9: Purchase Order

Date You can change the Date using Shortcut: F2.

Party Name Select the Ledger of the Party Name from whom you wWant 1o purchase the item or goods,
Order No fouawe to give the order number.

Purchase Select the Ledgar of Purchase Afc.

Ledger

83| Page



Oxford University Awarded

techneGlzbe®

Delivering Excellence Siuce 2007

Technoglobe IT Solutions Pvt. Ltd.
INDIA | CANADA | UAE | UK | SINGAPORE

Receipt Note Voucher (ALT+F9):

Receipt Note Voucher is used to record the receipt of goods/items in the business.
We received goods or merchandise from our supplier. If the purchase order for the
goods we are receiving already exists, then we can pass the entry in the Receipt
Note Voucher more easily with the help of the Purchase Order.

If Receipt Note Voucher is not activated in your Tally Prime, you can activate Receipt
Note Voucher by following the steps given below. Gateway of Tally > Voucher >
F10: Other Voucher > Show >Inactive > Receipt Note (ALT+F9) > Press Enter >
Activate

After activating the Receipt Note in Tally Prime, you have to follow these steps and
provide the following information to pass the entry in the Receipt Note.

Gateway of Tally > Voucher > ALT+F9: Receipt Note
Rejections out (CTRL+FS5):

When we return any goods to the supplier due to their being defective after
receiving them in the business, the bill for which is yet to be received and payment
is also pending. We record this type of entry in the Rejections Out voucher.

Gateway of Tally > Voucher > F10: Other Voucher > Show Inactive > Rejection
out: CTRL+F5> Press Enter > Activate

After activating Rejections Out in Tally Prime, to pass the entry in Rejections Out
you have to follow these steps and provide the following information.

Gateway of Tally > Voucher > CTRL+F5: Go to Rejections Out.

Nature of item | You have to select the product {ltem or Goods),
After which the Item Allocation window will open in frent of you. Where you will see
The fellowing information is to be provided:
#® Tracking No: Choose Tracking Mo as per your requirement or create anew one.
®  Quantity: You need to specify the guantity of the products you are sending back to the
supplier.
o Rate: This will come automatically,
s Per: This represents the Unit and it will come automatically.

s Amount: The amount will be calculated automatically.
s Accept: Finally you have to accept. You can use Enter or Y.

ltem Allocations for - USB Mouse

Godawn Quantity Amount
Tracking No. © 1 Order No.- 1 Due on  1-Apr-20)
Andheri 2us 36000 we [ 'fb'u'ﬁb]
Narration You have to write a narration so that you can know later which transaction this
entry belongs to.
Accept Finally you have to accept the entry. You can use Enter or Y.
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Purchase Voucher (F9):

When any goods or facility is purchased on credit in the business, its entry is made
in the Purchase Voucher in Tally. You can make an entry in Purchase Voucher in
three ways. Which we have already learned under the Voucher chapter. To use
Purchase Voucher: Gateway of Tally > Voucher > Shortcut: F9 — Purchase.

Date You can change the Date using Shortcut: F2.
5upplier Invoice Mo and Enter Invoice No and Inveice Date from the Invoice Bill received from the supplier
Date
Party Afc Name Seboct the Ledger of tha Party Ak from whom you have purchased she item or goods on credit
Purchase Ledger Select Purchase Ledger.
Nature of Item ol forrmatn st o dw
Qua ritity State the number of itema purehased
stalimants Fur Give information about Rate Par.
Amount It will come automatically.
MNarration You need to provide a narration so that you can know later which
transaction this entry belongs to
Accept Finally you have to accept the entry. You can use Enteror ¥

Debit Note (Alt + F5) - Purchase Return :

When after completing a purchase in business (i.e. after making payment to the
recipient), we return some goods to the supplier due to damage. Then we pass its
entry under Debit Note Voucher.

Just like we pass entry in the Purchase Voucher, in the same manner, we have to pass
entry of Purchase Return in the Debit Note.

To use Debit Note: Gateway of Tally > Voucher > Shortcut: Alt + F5 — Go to Debit
Note.

Mode 1 - Item Invoice: To enter in this mode, follow the steps given below. One
thing you have to keep in mind while using this mode is that there should be several
items purchased and a price per item.

Gateway of Tally > Voucher > Shortcut: F9 - Purchase > CTRL + H or Change
mode > Item Invoice

INVOICE
Natianal Entorprisos BO envoice Ho. [Cated
2nd Fisoe, Raheja Arcad K] |1-Apr-21
15 Block Ko Girvory ficie. [odelTerms of Bayment
Bangalore |
E-Mail : nebo-support@nationalenterprises.com | Fgierence o & Date. | Gther Refersnces
Consignes [Ship o) [ Buyers Grder o, | Gated
Ganesh Enterprises |
Shiop Mo. 9. Shopping Plaza, |repaten Doe Mo Geivery Nt Date
1 G Road |
Bangalore [ T T

[Torms of Detvery

[Biaper (B ) |
Ganesh Enterprises
Shop No. 9, Shopping Plaza,
M G Road
Bangalore
=] Tesaripon o oo Ty | e [P Amoe |
e
1 |LG washing Machine 1Qty| 25.00000{ ary|  25,000.00]
2 |samsung Mobilo 1aty| 15.00000( Gy|  15,000.00
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Chapter 12: Sales-Related Entries in Tally Prime

The sales process in a trading organization is as follows, which we will understand

one by one.

Sales Order (CTRL+F8) :

Sales Order (CTRL-+FA): When we receive amorder of goods from acustomer, we enter the antry of such transaction

in this voucher,

Dliver y Note (ALT+FE): When the goods recelved on order are delivered to the customer fwhose bill has-not

bean prepared yet and payment has not been recelved), then we record the antry of such transaction in this voucher.

Rejection In [{CTRL+F&): Whan the delivered goods (whose bill has not yet been generated and payment has
net been received) are returned by the customer dus to defest, then wa enter the antry of such transastion

in this voucher.

Sales Voucher (F8): When we sell goods on credit to a customer and prepare its sales bill, then

antries of such transaction sre recorded in the Sales Voucher.

Credit Note - Sales Return (ALT+Fe): After the billof any goods is prepared, if the customer returns any goods because

of it being detective, then we record its entry in the Credit Mote - Sales Return Voucher.

When we take an order from any party to sell any goods, then we record its entry
under Sales Order. It is mostly used by trading companies.

If you are passing an entry in the Sales Order for the first time, then it is possible
that the Sales Order is not already active. It has to be activated first. Follow the steps
given below to activate the Sales Order.

Gateway of Tally > Voucher > F10: Other Voucher > Show Inactive > Sales
Order > Press Enter> Activate

If you have activated the Sales Order in Tally Prime, then now pass the entry in Sales

Order.

You have to follow these steps and provide the following information. Gateway of
Tally > Voucher > CTRL+F8: Go to Sales Order.

Item Allocations for - USB Mouse

Godoan Guantity Installments for Amoun
Dueon  1-Apr-20 —
* Any 50us 420000 | 21,000.00

» DueOn: You have to give the Due Date.

» Godown: Godown has to be selected.

#  Quantity: You have to tell the quantity,

» Rate: You have to specify the rate.

» Peritshows the unit which will come automatically, Like Nos, KM, MTR et

Amount: The amount will be calculated automatically.

s Accept: Finally you have to accept. You can use Enteror Y.

Quanﬁt}r You have to tell the quantity,

rezsderares (Pl Give mformation about Rete Per.

Amount You have te anter the amount hare

Narration You have to write a narration, so that you can know |ater which transaction this

entry belongs to.

Accept Finally you have to accept the entry. You can use Enter or Y.
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Delivery Note (ALT+F8) :

Delivery Note Voucher in Tally Prime is used to record the delivery of goods. We
already have a Sales Order from a customer and we are delivering goods to that
customer, we will enter the entry of this transaction in the Delivery Note Voucher
with the help of the Sales Order.

Gateway of Tally > Voucher > F10: Other Voucher > Show Inactive > Delivery
Note (ALT+F8) > Press Enter > Activate

After activating Delivery Note in Tally Prime, to pass the entry in Delivery Note you
have to follow these steps and provide the following information.

Gateway of Tally > Voucher > ALT+F8: Delivery Note

Sales Ledger Select theSales A'C Ledger,

Mature of ltem | If we select Order No under Grder detsils while selecting Ferty Account, then all the

n about Nature of tem is filled sccording to that Crder Mo, OF we can also fill

s per the requirement
act the fem or goods. After which the item Allocation window
will apenin front of you where you have to provide the fallowing information:
w Tracking Mo: You have totell the PO reference.
»  Ordar No: Order N has ta be given
o Due on: Due Date has to be selected hers
»  Quentity: You have to tell the quantity.
» Rate: You have to specify the rate.
®  Per itshows the unit which will come sutomatically wiveh yeu have selected in unit lke
hos, KA, MATR st
« Amount: The amount will be calculated automatically.

+ Accept: Finally you have to accept. You can use Enter or Y.

Item Allocations for | USB Mouse
Godown Quantity il varts Amount
Tracking No. - 1 Orcler Ne.. 1 Duean 1-Apr-20
S0 us 420.00 = 21.000.00
Narration You have to write a narration so that you can know later which transaction this
entry belongs to.
Accept Finally you have to accept the entry. You can use Enteror Y.

Rejection In (Ctrl + F6) :

When any goods in the business are returned by the customer due to being
defective, for which the bill has not been prepared yet nor we have received any
payment, then we record such entry in Rejection in Voucher in Tally Prime.

Gateway of Tally > Voucher > F10: Other Voucher > Show Inactive > Rejection
In > Press Enter> Activate

After activating Rejections In in Tally Prime, to pass the entry in Rejections in
Voucher you have to follow these steps and provide the following information.

Go to Gateway of Tally > Voucher > CTRL+F6: Rejection In.
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|Accepl‘. 3t # 3BT Entry (U21) T Accept TET &1 HTT Enter I7 Y BT TGP 57 T &1 |
lrsminey Vencher Crasben Leam Minrs M|
hzmm 1 1Apr-2)
Wednesday
Gast CantenClasses: * Mot Applicabile
Ladger Accoum Customes's Nama asd Address
(Ganesh Training Agency Gamash Training Agency
Wumbas
M of em Cusmiity Rals s Fumizsani
USE Mouse Znos  430.00 nos B40 00
Trachong e 1 et iz 1 Do o TAp-2
Areuen Znem £3000 nay B840 08

Sales Voucher - F8 (Create Sales Bill):

We use a Sales Voucher to create a Sales Bill in Tally Prime. When we sell goods on
credit to a customer in business, we make its entry in a Sales Voucher.

We can create a Sales Bill at the same time or even after passing the entry and send
it to our customer.

First of all, we should go to Gateway of Tally > Voucher > F8: Sales Voucher.

Teom Bare £
Tdipr)
Wi o |
Pary A/cnama - Ganesh Tralning Agency
Siabes. bager Sales B Cout CenhaClanaes # Kot fpplicahie
. AL

Mama ol kem Cuamtiy Ratn per Amaan
WS Mouse 4Enos  £0.00 nos 2018000

As soon as you pass the sales entry in the Sales Voucher, you can also take a print
of the bill. To take a print of the bill, you have to use the shortcut key CTRL+P from
the keyboard.

As soon as you use it, a print window will open in front of you in which you will get
the following options.

Print

Title INVOICE

Printer HP Laserlat 1020

Paper Size Letter (B.50°7 x 10 %57 or (216 mwn 5 279 mm)

Print area (8.117 % 10.71%) or (206 ram x 272 man)
Mumbsr of Copies 1

Configura Preview Prind

Configure: Using this option you can modify the format of your bill. You can add or

remove any information as per your wish.
Print Preview: Using this option you can preview your bill as to how it will look

when printed.
Print: By using this option your bill will be printed and you will get its hard copy

from the printer.
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INVCHCE
LEarn Bons Tnvcioe Mo Halad
1574, OG5, LES MARG LM 2021 1=dpr-20
GHATHOPAR Deirvery Mols Rcce T, of Payment
MLIRERAI 1
Aelorencs Mo, & Daln. Cthier Aelorerces
1 i T-fypr-20
Cormignes (Ship 1o) Buyers Crdnr Ma Dalud
Ganesh Training Agency 1 1 o]
THaganch Do Mo n Dain
T
arme W
Wyar (00 1)
Ganeah Training Agency
5 Descripion of Goods Cuaniry Rale |per A&modnt
W
1 |UEE Mowss 4K s 420 00 | recen 20, 750.00
Towl | 4b nos ¥ 20,160.00|
Rerwcard Charpaahia [ worss) 3§14
IR Twanty Thousars Qne Mundnsd Bixty Only
Declarason for Lasen Morn
W coolans Tl e STeodon shows the aciual price of
Eoocs desoribed and that a¥f pariculans ame rue and
[=lv 10 el JAishon sed Sionalnry
Thiz is & Compuler Sengrated Imvoios
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Credit Note - Alt+F6 (Sales Return):

After the bill of any goods is prepared, if the customer returns the goods due to their
being defective, then we record its entry in the Credit Note voucher.

Gateway of Tally > Voucher > ALT+F6: Go to Credit Note Voucher. Note that we
have to go to Item Invoice mode to pass entry.

Toom Borm. E
1 Vg
W raaikiy
Paty ac nama ~ Gasash Training Agancy
e 096008 £

Ledger accouni Sales AN Coit CenbeCipsges ¥ Rat Applicable
(Mamu ol am Qua ity Fata per Bimeant.
USE Meuse Inos  LO.O) now Lot

You can see the stock information by going to Stock Summary: Gateway of
Tally > Stock Summary >Select Goods.

s e Leam Bure. E
Learn More
Fartlieulars Fer 1-820:30
Clcning Balnce
Cuuandity Rada Wl

Keyboand 14,000,54f
LD Mo 227, 50000
Messa 11,0004
Carrgmater Wiou is 10 nas 1,000 03 0,000 50y
Marsar Gnoe 200000 00 24
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Chapter 13: Tax

According to the Income Tax Act, 1961 of the Government of India, every person
has to pay tax on the income earned in a financial year in the next financial year i.e.
assessment year as per the tax slab. The work of collecting tax is done by the
Income Tax Department, which is also called the Income Tax Department.

FY- Financial Year:

Financial Year is the period between 1st April to 31st March and the year in which
you earn income.

AY- Assessment Year:

Assessment Year (AY) is the year that comes after the Financial Year. It is the year in
which the income earned during the Financial Year is assessed and tax is levied on
that income. Both FY and AY start on 1st April and end on 31st March. For example,
if FY (Financial Year) is 2020-21 then AY (Assessment Year) will be 2021-22.

Income Tax Department:

Income Tax Department, also known as IT Department or ITD. It is a government
agency that collects direct taxes from the Government of India. It works under the
Revenue Department of the Ministry of Finance. The Income Tax Department is
headed by the Central Board of Direct Taxes (CBDT).

The main responsibility of the Income Tax Department is to enforce various direct
tax laws (the most important of these is the Income Tax Act, 1961) and collect
revenue for the Government of India. It also enforces other economic laws such as
the Benami Transactions (Prohibition) Act, of 1988 and the Black Money Act, 0of 2015.

The Income Tax Department works to collect tax in the following ways.

TDS: TDS (Tax Deducted at Source) is a way of collecting or depositing income tax.
It was introduced with a purpose, in which it works to collect tax from many sources
of income. Which we will know briefly later.

TCS: TCS (Tax Collected at Source) is a method of collecting tax at source. It is a
tax payable by a seller. Which he collects from the buyer at the time of sale. TCS
specifies the goods under section 206C of the Income Tax Act on which the seller
has to collect tax from the buyer.
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Self-Assessment Tax:

At the end of the year, if any tax is required to be paid then it needs to be filed
through IT Return (ITR)

Payment has to be made before filing. The tax calculated by you is called the
assessment Tax. This calculation is final. After this, the IT Authority has to check that
he has correctly calculated and disclosed his income.

{:g b e-Filing aywoere Ayime ~
ﬁ% Tocorme Tax Degertvent, Governnient of hida % callUs v @ English~ £ 0~ 0
Dashboard e-File ~ Authorised Partners ~ Services ¥ Pending Actions ~ Grievances - Help SessionTime 2 9 1 4 1
Dashboard Income Tax Returns >
Income Tax Forms >
Welcome ment Year 2022-23 filing
e-Pay Tax
Submit Tax Evasion Petition or Benami ° Filed successfully

| Property holding
L Note: We will process your filing and make sure it is completed at the earliest. Please find the return
processing status below.

Contact Details Update

Refund Awaited:
Bank Account Update

Your account is not Secure Account o o o r

secure with e-vault

TaxGenie
Good Afternoon!
Return filed on Return verified on Return processin 5 ) 5
i 7.Jul-2022 - | am TaxGenie your Income Tax Assistant. |
F-Jul-2022 23-Aug-2022
® = S am here to help you with your tax related
Income & Tax Estimator

queries What would you like 1o do?
File revised return
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CHAPTER 14:TDS (Tax Deducted at Source)

TDS (Tax Deducted at Source) is a way of collecting or depositing income tax. It was
introduced with a purpose, in which it works to collect tax from many sources of
income. We will understand TDS briefly through this map.

f’il—»

C. TDS Return File——s| Traces \

A. Salary - TDS = Net Salary Paid-l
Employer

’ Employee ‘
E. Form16 1 )
F. Form 26AS B.TDS
l G. ITR File
Income Tax ]

Department ‘

A. Employer is paying salary to his employee. From which he will deduct TDS. (As
the Employer is deducting TDS, then If TDS is being deducted from Employee's
salary, he is Deducted.)

B. The deduct or will deposit the TDS deducted by him to the Income Tax
Department.

C. And at the same time, the deduct or will file TDS Return on the Traces portal
(which is a portal of the Income Tax Department). This will contain all the
information related to the TDS deducted, such as the name of the deducted, his PAN,
name of the deducted or, TAN, address, etc.

D. On filing the TDS Return on the Traces Portal, the Deductor gets Form 16/Form
16A from the Traces Portal. Which the Deductor will give to the Deducted as a
written certificate. This certifies that the TDS which was deducted from the income
of the Deducted has been deposited with the Income Tax Department.

Deductor / Payer: These are the persons or organizations who deduct TDS on
making any specific payment as per the government rules and deposit it with the
Income Tax Department.
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TDS Rate Chart for FY: 2022-23:

Applicable from 01/04/2022 to 31/03/2023

194D R Insu ranc_e commission to domestic 15,000 10%
companies

194D R Insuranc_e commission to other than 15,000 5%
companies

Income for the insurance pay-out, while

194DA R payment of any sum in respect of a life 1,00,000 5%
insurance policy.
194E NR, FC Paymfznjc to non-resident sportsmen/sports No limit 20%
association
Payment of amount standing to the credit
194EE R, NR of a person under National Savings Scheme | 2,500 10%
(N55)
194F R, NR Payment for the repurchase of the unit-by- No limit 20%

Unit Trust of India (UT1) or a Mutual Fund

Income Tax Slab on salary:

Indian Income Tax imposes tax on individual taxpayers based on the slab system.
The slab system determines different tax rates according to different incomes. This
means that as the taxpayer's income increases, his tax rates also keep increasing.
This type of taxation is a progressive and fair tax system in the country.

Enables the system (Tax System). Income tax slabs keep changing every year
according to the budget. The rates of these slabs are different for different
categories of taxpayers.

Income Tax Slab for Individuals for 2024-25
Income tax salary 5,00,000 /- nil return

Note: Please note that the information on the TDS rate given above has been taken
through the Internet. To know the current TDS rate, you can check the official
website of Income Tax.

TDS Certificate:

Form 16 (Salary Income): Form 16 is received when TDS is deducted from the
salary of the employee. Suppose an employee has a salary of Rest.

The company has deducted TDS from the salary of its employees and deposited it
with the Income Tax Department. So when the deductor files a TDS Return on the
Traces portal, he receives Form 16, which he gives to his employee as a certificate.
TDS Return on salary income has to be filed annually. Form 16 is received only when
TDS is deducted from salary. This form is divided into two parts:

Part B: Part B includes details such as salary payment, tax dues if any, and any other
income disclosed by the employee or employer.
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Form 26AS:

Form 26AS is an annual statement, which contains all the information about TDS,
TCS, Advance Tax paid by you, and Self Assessment Tax payment. Also, there is
information about the refund you received during the financial year and the regular
assessment tax that you have deposited. Information related to high-value
transactions so far about mutual funds, shares, etc. is available.

TDS Payment Due Dates :

The tax deducted in the form of TDS has to be deposited with the government by
the 7th of the following month.

For example: TDS deducted in the month of June has to be paid to the Income Tax
Department by 7th July.

However, TDS deducted in the month of March can be deposited till 30th April
If TDS is deducted on rental income and purchase of property, the due date is 30
days from the end of the month in which TDS is deducted.

TDS Calculation :

Friends, in this chapter we will learn how TDS is calculated whether it is on salary
income or non-salary income.

A.TDS Calculation on Salary Income :
So friends in this example we will see how TDS is calculated on salary.

The TDS i.e. tax calculated on salary is done according to the Income Tax Slab.
Which is announced by the Government of India in the budget session every year.

It keeps changing every year in the budget session. So you have to take care that
whatever TDS you calculate on salary, What is the tax slab for that financial year?

If our Financial Year is 2021-22, then our Assessment Year will be 2022-23.
Calculation of gross taxable income :

The income tax for Ramesh has been calculated as follows under this tax
regime:
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Chapter 15: TDS in Tally Prime

We will understand TDS in two ways, one as a deductee and the other as a deductor.
In this chapter, we will learn how to enter TDS entries in Tally Prime as a deductee
and a deductor.

Entry as Deductee in Tally Prime :

First of all, let us understand that if we are a deductee and our TDS has been
deducted by the bank, then how will we enter its entry in Tally Prime?

As we saw in the above example, Ramesh had made a Fixed Deposit of Rs 10,00,000
in ICICI Bank at an interest rate of 10%. On maturity, the bank gave Ramesh Rs
10,90,000 as principal and interest. Also, the bank deducted 10% TDS on the
interest. Now we will enter the entry for this in Tally Prime.

1. First of all we have to note that in Tally Prime, the entry should be recorded on
the day Ramesh opened the ICICI Fixed Deposit account. So here we will open an
ICICI Fixed Deposit A/C of Rs 10,00,000. We will record its entry in the Payment
Voucher because we are making a payment in kind.

Particulars Diebit Credit|
Dr ICICI Fixed Deposit Alc 10,00,000.00
Gur Bal: 10,50,000.00 Dr
Cr ICIC] Bank 10,00.000.00
Cur Bal: 10,00,000.00 Dr

2. Now the Fixed Deposit is completed here, Ramesh should get a total of Rs
10,00,000 and a 10% interest rate on Rs 1,00,000, thus he should get a total of Rs
11,00,000.

W 1 1hprat
Tharsday

Paniculars Debin Credit|

Cr ICIC] Fiwad Deposit Al 10,00,000.00
Cur Bal: .00 Cr

Cr Inperest Eam on FD 1.00.000.00
Cur Bal' 1,00,000.00 Cr

D ICICT Bank 10,50,000. 00
Cur Bal: 20, 0,00 Dr

10,000.00

. Now let's assume that Ramesh renewed his Fixed Deposit after its maturity. That is,
he deposited the money he earned from Fixed Deposit back into the FD. So let's see
how we will enter the entry in such a situation.

No. 1 1 pe21
Thursday

Farticulars Debit Creddit

Dr ICICI Fixed Deposit Alc 50.000.00
Cur Bal: 10,50.000.00 Or
10,000.00

Cr nterest Eann on FD 1,00.,000.00
Car Bal: 1,00,000.00 Cr
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4. Now at the end of the year, Ramesh filed his Income Tax Return. Since his tax
liability is nothing, now Ramesh will get back Rs 10,000 deducted as TDS. We will
enter the entry in the Receipt Voucher in the following manner.

2 1-Aprdi

Thursdary

Particulars Debit Crediy

Cr TDS Receivable 10,000,090

Gur Baf: 0.00 Cr
Dr ICIC) Bank 10,000.00
Cur Bai: 21,00,000.00 Or

Activating TDS in Tally Prime :

If you want to enter any entry related to TDS as Tally Prime, or Deductor, then first
of all you have to activate the TDS option in Tally Prime. If you are creating a new
company, then you can activate TDS while creating the company itself or if you have
already created a company and want to activate TDS in the same, then you can use
Fl11: Company feature. In which you have to set Enable Tax Deducted at Source
(TDS) to Yes.

Company: Ram_TDS

Show more features Yos

Show af fesfures Yexz

Accounting Taxation

Maintain Accounts Yes Enable Goods and Serices Tax (G5 Ho
Enable Bill-wssa artry Yes Enable Tax Daducted at Sourca (TDS) [Yas
Enable Cost Centres Mo Enable Tax Collected at Sowice (TCS) Ha
Enable Interest Calculation Mo Enable Value Added Tax (VAT) Ho

Enable Excise o
Inventory Enable Serca Tax Ho
Maintain mentony Mo

Imtegrate Accounts wath [meeniary

Online Access

iple Price Leval

Enable Browser Access for Reports Mo
Enable Tally NET Sensces for Rernate Access & Synchremgation = Mo

N Payroll
e Mantain Payroll No
e . = Enabla Payroll Statutary Mo
bemnz I imaices Mo
Others
Enazble multiple addresses No
Ibade modfied wnuchecs M

As soon as you set the TDS option to Yes, this type of window will appear in front of
you. Where we have to provide the details of our company as a deductor.

Like TAN Registration Number, TAN, Deductor Type (Individual or Company),
branch, set/alter of the person responsible, etc.

Company TDS Deductor Details

TAN registration number - ABASHSSB
Tax deduction and collection Account Number (TAN): ASSA1122A
Deductor type Company

Deductor branch/division
Set/alter details of person responsible : No

Rate & Exemption Details

Ignore T exemption limit for TDS deduction - No

Activate TDS for stock items |l:|g
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If you set this option to Yes/alter of the person responsible, then you have to provide
information related to the person to whom you are giving full responsibility for TDS
in the company. But keep one thing in mind the information of the person to whom
you are giving full responsibility for TDS can be used in Challan, TDS Forms, and
TDS Return File.

Person Responsible Details
Name Ramesh
Son/daughter of Umesh
Designation - Owner
PAN - ASDFG1234C
Flat no 123,
Name of the premises/building ABCD building
Road/Street/Lane National highway
Area/Location mumbai
Town/City/District mumbai
State Maharashtra
Pincode - 400001
Mabile no 1234567890
STD code 022
Talephone 1234567
E-mail ID asdfg@mail.com

Entry as Deductor in Tally Prime:

Before entering an entry as a Deductor in Tally Prime, we need to know the
following information.

TDS Nature of Payment: Here we should know what type of payment we are
making.

Whose TDS Nature of Payment has to be made in Tally Prime. We get to know this
from the list of TDS Rates set by the government.

Type of Deductee: We should also know the type of deductee for whom we are
deducting TDS. In the previous chapter, we learned how to find out this information.
Threshold Limit: Here we should know what is the threshold limit for the type of
payment we are making. We get this from the list of TDS Rates set by the
government.

Expense Ledger: Here we have to create a ledger of the expenses that we are
paying.

TDS Party Ledger: We have to create the ledger of the party to whom we are
making payments and whose TDS we are going to deduct.
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TDS Nature of Payment :

1. Gateway of Tally > Create (Under Master) > TDS Nature of Payment (Statutory
Masters)

List of Masters

Change Company

S Show More
Accounting Masters

Group

Ledger

Currency
Voucher Type
Statutory Masters
TDS Nature of Payments
Statutory Details

TDS Details

PAN/CIN Details

2. When we are creating the Expense ledger, at that time also we can create Nature of
Payment by going to Statutory Details > Is TDS Applicable? > Nature of Payment >
Alt + C under Ledger Creation.

Todger Crastion
MName Expense
(atias)

List of Nature of Payments

Under Duties & Taxes
(Current Liabilties)

Type of duty/tax Others
Peicentage of calculation 0%

Statutory Details

Is TDS applicable * Applicable
Nature of Payment * Undefined

3. Nature of Payment can also be created at the time of entering the entry in the
voucher. So for that, go to F12: Configure in Voucher. On the right side of the
configuration screen, under TDS Details, you will find the option of Modify Tax
details for TDS, which has to be set to Yes. After which we can create and select
Nature of Payment even after creating Expense Ledger.

TDS Nature of Payment :

For this go to Gateway of Tally > Create (Under Master) > TDS Nature of Payment
(Statutory Masters). Now provide the following information to create the TDS Nature
of Payment.

Mame Fees for Professional Tax
Section 1944
Payment code 4.8

Remittance code
Rate for individuals/HUF

With PAN 10 %
Rate for other deductee types

With PAN 10 % Accept ?
Threshold/exemption limit 30,000.00 Yes or No
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Name: Here you have to press the ALT+H shortcut key. After which the complete
list of Nature of Payment will appear in front of you. You have to select TDS Nature
of Payment as per the rules. (Note: If you are using Tally in Educational Mode, then
you will have to create Nature of Payment yourself. No pre-made list of Nature of
Payment is available in Educational Mode.)

Section: As soon as you select TDS Nature of Payment, the section will appear
automatically. You can change it as per the need.

Payment Code: As soon as you select the TDS Nature of Payment, the Payment
Code will appear automatically. You can change it if needed.

Remittance Code: If you want to enter a Remittance Code, you can do so.

Rate for Individual/HUF with PAN: TDS rate for Individual/HUF is to be given as
per TDS Rate rules.

Rate for other deductee types with PAN: As per TDS Rate rules, TDS Rate has to
be given for other Deductee types except Individual/HUF.

Threshold/Exception Limit: The amount of Threshold/Exception on Limit has to
be paid as per the rules.

If you want, you can turn on or off the Nature of Payment options given in F12:
Configure.

Finally, you have to accept and create a TDS Nature of Payment.

TDS Payment :

We have paid the party their dues but the TDS that we have deducted from the
party's income also has to be paid to the government. But before that let us know
some important information about TDS.

1. The TDS that we have deducted from the income of the deductee has to be paid
to the government by the 7th of the next month. For example, if we have deducted
someone's TDS in June, then we have to pay that TDS to the government by the 7th
of July.

2. But if we are deducting someone's TDS in March, then that TDS can be paid till
30th April.

3. If we deduct the TDS of any party, but do not pay it to the government within the
stipulated time. Then we have to pay interest to the government at the rate of 1.5%
interest every month on the deducted TDS amount. From the day when TDS was
deducted till the day it was paid to the government.
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TDS Report :

Tally Prime shows all the details of the TDS deducted by you in the TDS Report.
Which can be accessed from Gateway of Tally > Display More Reports > Statutory
Reports > TDS Reports. You will get the following information in the TDS Report.

Challan It displays all the challaned TDS payments.

Reconciliation

Form 26Q Form 26Q is the quarterly TDS Return in respect of all payments
other than salary.

Form 27Q Form 27Q is a quarterly return for deduction of tax in respect of

payments made to non-residents other than salaries.

TDS Outstanding | This report displays all pending TDS payments. You can view

Report pending details party-wise, or based on resident or non-resident
status.

Ledgers without This report shows the list of all party ledgers whose TDS has been deducted and whase

PAN (TDS) PAN number has not been added in the ledger. Which needs to be corrected.

Return This book d_l'splays the list of saved returns. Whenever a form is modified

Transaction Book |and saved, its details are displayed as a separate line in this book.

Ways to pay TDS :
Here we will get information about the TDS deducted by us. We can pay it in 3 ways.

In Form 26Q, we have to select the TDS in the Deduction details, which we want to
pay. And use ALT+S: Star Payment. After which the Statutory Payment screen will
appear in front of us. From where using Autofill, we enter the entry of TDS payment
with the following information.

1. ARutoFill - This method works exactly like the method mentioned above, only
here we will use Autofill from Payment Voucher, and above we were using Autofill

from Form 26Q. To use autofill from Payment Voucher we have to go to Gateway of
Tally > Voucher > Payment Voucher > CTRL+F: Autofill.

We have to select Start Payment in the Type of Transaction. Then we have to fill in
the same fields that we just learned in the first method (Form 26Q) above.

2 Cr We will select the ledger of Cash or Bank A/c from which we are making the
payment.

By doing just this, our entry will be recorded and here we have learned how to enter
the complete entry as a deductor of TDS.

4 1-Ape-21
Thursday
Particulars Dabit Creadit
Or TDS Payable 7,640.00
Cur Bal: .00 D
Cr Cash 7,640.00
Gur Bal 00, 00 0
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CHAPTER 16: Goods and Services Tax GST

Goods and Services Tax (GST) is an indirect tax (or consumption tax) levied on the
supply of goods and services in India. GST was introduced to replace other indirect
taxes in India such as Entertainment Tax, Value Added Tax, Excise Tax, Import
Duties, Luxury Tax, Central Sales Tax, Service Tax, and a total of 17 such taxes with
the aim of One Nation One Tax. The GST Act was passed on March 29, 2017, and
implemented on July 1,2017.

GST is a Comprehensive, Multistage, and Destination-based Tax:
It is comprehensive as it covers almost all indirect taxes except some state taxes.

It is also multi-stage as GST is levied at every step in the production process, but is
refunded to all parties at various stages of production other than the final consumer.

It is also a destination-based tax, as it is collected from the place of consumption of
goods/services and not from the place where the goods/services are produced.

GST Council :

GST Council is the governing body of GST. It has a total of 33 members, out of which
2 members are from the Central Government 28 from the State Government, and 3
from the Union Territories.

The GST Council consists of the following members.
Union Finance Minister (as Chairperson- 1)
Union Minister of State for Revenue or Finance (as a member - 1)

GSTIN - GST Identification Number:

GSTIN, known as GST Identification Number (Goods and Services Identification
Network), is assigned to every GST Registered Person. For example,
27AAAAA123401Z5 (15 alphanumeric numbers including PAN):

The first 2 digits are the state code (27- Maharashtra).

The next 10 digits are the PAN card number (AAAAA12340) of the person
registering for GST.

The last 3 digits of 125 are random (zonal code) codes.
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Intrastate Supply and Interstate Supply :
Intrastate Supply: Purchase and sale taking place within any state

It is called Intrastate Supply, for example, if any goods are produced in the state of
Maharashtra and are also consumed in the state of Maharashtra, then we will call it
Intrastate Supply.

Interstate Supply: When there is any purchase and sale between two states, it is
called Interstate Supply. Example: A good was produced in the state of Maharashtra.

And if it is consumed in the state of Gujarat then we will call it Interstate Supply.
Different types of GST :
A.CGST:

The full form of CGST under the GST law is Central Goods and Services Tax. It is
called as CGST Act 2017.

When any goods or services are supplied in a state under Intrastate Supply, then
half of the GST rate applicable on that goods or services is received by the Central
Government under CGST.

For example, goods worth Rs 100 were produced in Maharashtra state and were also
consumed in Maharashtra state. Tax on those goods is to be collected at an 18%
GST rate under the GST Act. So, GST tax of Rs 18 will be collected on Rs 100 at 18%.
Out of which half of the amount i.e. Rs 9 will be received by the Central Government
under CGST.

B.SGST :

SGST is one of the tax components of GST in India. The SGST Act extends to State
Goods and Services Tax. SGST comes under the State Goods and Services Tax Act
20117.

When any goods or services are supplied in a state under Intrastate Supply, then
half of the GST rate applicable to those goods or services is received by the State
Government under SGST.

For example, goods worth Rs 100 were produced in Maharashtra state and were also
consumed in Maharashtra state. Under the GST Act, tax on those goods is to be
collected at an 18% GST rate. So, the tax on Rs 100 is 18% to 18%

GST tax of Rs. will be collected. Out of which half i.e. Rs. 9 will be received by the
state government i.e. Maharashtra government under SGST.
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C.IGST:
IGST Act stands for Integrated Goods and Service Tax.

IGST- Integrated Goods and Service Tax shall mean the tax levied under the IGST
Act on the supply of any goods and/or services in the course of inter-state trade or
commerce.

When goods or services are produced in one state and consumed in another state
i.e. both the seller and the buyer are located in different states then GST on those
goods is collected by the Central Government in the form of IGST and half of it is
shared with the consuming state i.e. the state where the goods were imported.

For example, goods worth Rs 100 were produced in Maharashtra state and
consumed in Gujarat state. Now that goods are to be taxed at 18% GST rate under
the GST Act. So, Rs 18 of GST tax at 18% on Rs 100 will be collected by the central
government as IGST. Out of which half i.e. Rs 9 will be shared with Gujarat state
(consuming state).

HSN and SAC :

If you have ever bought any item, then you must have seen the HSN code in its GST
Invoice (GST bill). Similarly, if you take any service, then there is a SAC code in its
bill. So we will understand these codes below, what are these and why are they
used?

Under GST, all the tax transactions of goods and services in India are classified
under the SAC (Service Accounting Code) code system or HSN code system. In
which goods are classified under the HSN Code System, then services are classified
under the SAC Code System.

A.BAG:

SAC is called Service Accounting Code and the SAC Code system is planned and
maintained by the Service Tax Department of India. GST rates for services are
classified into 5 sections — 0%, 5%, 12%, 18% and 28%1

For services in India that are not exempted from GST or for services where GST
rates are not mentioned, the normal GST rate of 18% applies to those services.

Services are classified as per SAC (Service Accounting Code). SAC is numeric and
has six digits. The first two digits are the same for all services i.e. 99, the next two
digits represent the major nature of the service and the last two digits represent the
detailed nature of the service. To understand this better, let us take an example of a
SAC code 995463:
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B. HSN :

Its full name is - HARMONIZED SYSTEM NOMENCLATURE and it was created
by WCO - WORLD CUSTOMS ORGANIZATION. It controls the import and export of
goods and services in the country and abroad.

HSN code was created because if an item is being manufactured in one country,
then the name of that item may be different in another country. In such a case, when
any goods or item is imported, the Customs Department spends a lot of time finding
the custom rate of those goods.

To save time and to apply the correct custom rate according to the country, the HSN
code was created. As soon as it is entered into the computer, its custom rate is
automatically obtained. The HSN structure consists of 21 sections, containing 99
chapters, approximately 1,244 headings and 5,224 sub-headings.

Each section is divided into chapters.
Each chapter is divided into headings.
Each heading is divided into sub-headings.

Sections and chapters describe broad categories of goods, while headings and
subheadings describe products in detail. For example: the HSN of a handkerchief
made of textile would be 62.13.90.

The first two digits (62) represent the chapter number for the article on apparel and
clothing accessories.
The next two digits (13) represent the heading number for the handkerchief.

HSN CODE RULES:

Following are the rules of the HSN Code which every business has to follow
properly:

If the total sales (turnover) of a business (previous year) is below Rs 1.5 crore, then
you do not need to enter HSN CODE in your invoice or bill.

If the total sales (turnover) of a business (previous year) is between Rs 1.5 crore to
Rs 50 crore, then you have to enter the 2 digits to the right of HSN CODE in your
invoice or bill.

If the total sales (turnover) of a business (last year) is more than Rs 50 crore, then
you have to enter the 4 digits to the right of HSN CODE in your invoice or bill.

If you export any goods or items to another country, then you have to enter 8 digits
of HSN CODE in your invoice or bill.
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Input and Output GST :

Output GST: When we charge GST while selling goods in business, it is called
Output GST.

Input GST: When we pay GST while purchasing goods in business, it is called Input
GST.

durmaa i

SGST - 9% CGST-9% Total GST - 18%
Output GST 100000 9000 9000 18000
Input G5T 80000 7200 7200 14400
G5T Payable 1800 1800 3600

Types of Dealers in GST :

In GST, dealers have been divided into two categories, which are as follows.

Regular Dealer Composition Dealer- ~

A business which doals with both B2E (business to business)

and B2C (business 1o customer) types of customers

A business which mostly deals with B2C (busingss

to customer) type of customers

GST Calculation = Output GST-Input GST

GST Calculation = Gutput GET lwhichever in the lower rate)

GST Return File:
e GS5T returns have to be filed in the form
of GSTR 3B and GSTRI (menthly).
« Who has to file every month
e Atotal of 25 GST returns have to be filed.
In which 24 monthly and 1 annual GST returns

are filed.

GST Return File:
e Type of GSTR4 GST return has to be filed.
& +Which have to be filed every quarter
e Atotal of 5GST returns have to be filed. Out

of which 4 are gquarterly and 1 is annual GST return.

This type of dealer has a higher GST tax rate.
Which is 0%, 5%, 12%, 18%, 28%.

The tax rate for this type of dealer is low. Which is 1%.

Regular Dealer can sell goods at

both intrastate and interstate levels.

Composition Dealer can sell only

at intrastate level.

If the turnover of a business is more than 1.5 crores
then it is mandatory to register as a

regular dealer. if the wmover of the busingss is loss than

1.5 crores then it is optional,

To register under Composition Dealer, the turnover

of the business should be less than Rs 1.5 crore.
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Chapter 17: GST in Tally Prime

Now the time has come to learn GST in Tally Prime for which we will enter some
entries in Tally and record the GST entries in Tally.

Activate GST in the company :

Before entering any GST-related entry in Tally Prime, we have to activate GST in our
company. If you are forming a new company, then you can activate GST at the time
of forming the company through the option given below.

And if you have already created a company and want to activate GST in it, you can
activate GST through the F11: Company feature.

Company created successfully.
(Enabie the featunes as per your business needs |

Company: Ram_GST
Show more fealures : No

Accounting Taxation

Mamtain Accounts Yes | Enable Goods and Sendices Tax (GST) Es I
Enable Bill-wise entry Yes Enable Tax Deducted at Source (TDS) Mo

Inventery

Maintain Inventary Wes
Intégrate Accounts with Imentary Wes

As soon as you set Enable Goods and Services Tax (GST) to Yes, a window like this
will appear in front of you where we have to provide all the information related to
GHST. Like State,

Information like Registration Type, Assessee of another territory, GST applicable
from, GSTIN/UIN, Periodicity of GSTR1, etc. has to be given.

Intrastate Purchase Entry in Tally Prime :

So first of all we understand intrastate transactions i.e. transactions taking place
within the same state.

Suppose, I am a trader from Maharashtra state (State code: 27) and am purchasing
goods in this state.

Like in this transaction, we are purchasing goods on credit, so we will have to record
its entry in the Purchase Voucher.

For this, we will go to Gateway of Tally > Voucher > F9: Purchase Voucher and
CTRL+H: Item We will select Invoice mode.

After going to Purchase Voucher, we will enter this entry by giving the following
information.
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1) Supplier Invoice No and Date: Invoice number of the invoice we received from
Avni Pvt Ltd:

An/205/20-21 and Invoice date 01-04-2020 have to be entered.

2) Part A/c name: Here we have to create the account of Avni Pvt Ltd as Sundry
Creditor and select it. Which will be created in the manner mentioned below.

A. Name (alias): You have to give the name of Avni Pvt Ltd here. If it has any alias,
you can give that too.

B. Under: Here we will choose Sundry Creditor because we have purchased goods
from him. For which we have to pay.

C. Maintain balances bill-by-bill: If you want to maintain the balance of this
account through bills then set it to Yes:

D. Default Credit Period: Here we have to tell for how many days normal period
Avni Pvt Ltd has given credit.

E. Check for Credit days during voucher entry: Do you want to check how many
days of credit are remaining at the time of entering voucher entry? If yes then do
that.

F. Mailing Details: Here you have to provide information related to Avni Pvt Ltd
like name, address, state, country, and pin code.

G. Banking Details: If you wish to provide banking details of Avni Pvt Litd, you can
do so.

H.Tax Registration Details:

a) PAN/IT No. Here you have to provide the details of Avni Pvt Ltd's PAN card
ALGPD1234D.You can extract it from Avni Pvt Ltd's GSTIN or ask for it from them.

b) Registration T'ype: Here you have to tell the Registration Type of Avni Pvt Ltd.
Like

Composition, Regular, Consumer, Unregistered I

c) GSTIN/UIN: Here you have to provide the GSTIN number 27ALGPD1234D1Z5 of
Avni Pvt Ltd. Which we have received from the invoice.

1. finally accepting you Avni Pvt Ltd. has to be formed.
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Ledger Ram_GST pr
MName Purchase AIC parsan

Sundry Creditors
Mailing Details (Cumrent Liabilties) Samo Avpt Eut Lok
Nama Yes
Address 60 Days
ucher entry - Yes

Type of Ledger * Not Applicable o i
Stansory Detalle Banking Details
15 TDS Deductable No Provide bank details No
Tax Registration Details

Banking Details PANAT No

Provide bank details Mo ]
Is GST applicable * Applicable Tax Registration Details

Set/Alter GST Details No

Statutory Details

Registration type Regular
PANT No.
Type of Supply Goods GSTUN 21ALGPD12MUDIZS

Is TDS applicable * Not Applicable SvAter GST deae o

e). As soon as we accept, the Tax Classification details screen will appear in front
of us. Where we have to select Purchase Taxable in Classification / Nature for
intrastate purchases.

f). If this Tax Classification screen does not appear after creating Purchase Ledger,
then go to F12: Configure in Purchase Voucher and set Modify Tax Rate details of
GST to Yes under GST Details on the right side.

g). After the Tax Classification details screen appears, we will select
Classification/Nature. When we type Purchase, a complete list of Nature of
Transaction will appear. Since our transaction is taking place at an intrastate level,
we will select Purchase Taxable in Classification/Nature.

B. Name and Alias: Give a proper name to the stock like LCD Monitor 21". If you
want to give an alias, you can do so.

C. Under: Select Stock Group. If you want to create a new Stock Group, then Alt+C:
Create

Use and provide the following information:

F. Statutory Details: Now here is the GST tax information related to the goods for
which the Stock Item is being created

Have to give:

GST Applicable: Here we will select Applicable because GST applies to the goods
we are purchasing.

Set/Alter GST Details: We will set it to Yes because now we will set the GST rate
as per the product. After which the screen of GST Details for Stock Item will appear
where we have to provide the following information.

Calculation Type: Here we have to keep the Calculation Type as On Value.

d. Taxability: Select Taxable.
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]J. After creating the Stock Item of LCD Monitor 21" in the Purchase Voucher we will
add Quantity: 10 PCS and

Rate: Rs 3500 to be paid whereas Per: PCS and Amount: Rs 35000 will come
automatically.

Mo 2 1hpr20
Supplior Imoice No - An/205/20-21 Date 120 Wadnesday
Party Alc name - Anvi P Lid
Curment AN0E 112.00 Cr
Purchase ledgar - Purchase fac
srent bailance 100.00 D

Name of liam Quantity  Rate par Amount

LCD Monitor 21 1WPCS 350000 PCS 35,000.00

Interstate Purchase Entry in Tally Prime :

Now let us understand interstate trade i.e. trade from one state to another. Suppose
we are traders from Maharashtra state and we are buying some goods from Gujarat
state (state code: 24).

Like in this transaction, if we are purchasing goods on credit then we will have to
record its entry in the Purchase Voucher.

For this, we will go to Gateway of Tally > Voucher> F9: Purchase Voucher and
select the option CTRL+H: Item Invoice.

After going to Purchase Voucher, we will enter this entry by giving the following
information.

1. Supplier Invoice No and Date: The invoice number we received from Akriti Pvt
Ltd:

Ar/107/20-21 and Invoice date 01-04-2020 has to be entered.

2. Part A/c Name: Here we will create the account of Akriti Pvt Ltd as Sundry
Creditor and select it. Which will be created in the manner mentioned below.

A. Name (alias): You have to give the name of Akriti Pvt Ltd here. If it has an alias,
you can give that too.

B. Under: Here we will choose Sundry Creditor because we have purchased
services from him. For which we have to pay.

C. Maintain balances bill-by-bill: If you want to maintain the balance of this
account through bills then set it to Yes:
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H.Tax Registration Details:

PAN/IT No. Here you have to provide the details of Akriti Pvt Ltd's PAN card
(CTGPD1234D). Which you

You can take it out from the GSTIN of Akriti Pvt Litd or ask for it from them.
Registration Type: Here you have to tell the Registration Type of Akriti Pvt Ltd.
Like

Composition, Regular, Consumer, Unregistered

GSTIN/UIN: Here we have to enter the GSTIN number 24CTGPD1234D 1Z5 of Akriti
Pvt Ltd. Which we have received from the invoice.

Set/Alter GST Details: If you want to keep a fixed GST rate then you can set this
option to Yes

Yes. But if we are buying different types of goods where there are different GST rates
then we will do No.

In the end, you have to accept and create the ledger of Akriti Pvt Ltd.

Name Abkriti Pvt Lid.
falias)

Mailing Details

Name Akeriti Pyt Ltd,
Address 107, Surat

Under Sundry Creditors
(Curment Liabilities)
Maintain balances bill-by-bill Yes
Default credit panod
Check for credit days during voucher entry - No
State Gujarat
Country India
Pincode

Banking Details

Provida bank datails No

Tax Registration Details

PANAT Na CTCPDA234D

Registration type Regular
GSTINMUIN 2ACTCPDN234DMZ5

Set/Alter GST details No

3. Purchase Ledger: Here we do not need to create a ledger of Purchase Accounts
because we have created a Purchase Ledger

4. Now we have to select or create the Name of Item of the item we have purchased.
Here we have purchased 2 items LCD Monitor 21" and an AC 1.5 Ton for which we
have already created Stock Items, Stock Groups, Stock Categories, and Units, so we
do not need to create them again. If we are purchasing a new item that is not already
present in Tally Prime, then we will have to create a Stock Item for that item.

1. After selecting the Stock Item of LCD Monitor 21" and AC 1.5 Ton, in Purchase
Voucher we will enter Quantity: 10 PCS and 5 PCS, Rate: 3500 and 23,500. After
which Per: PCS and Amount: 35000 and 1,17,500 will appear automatically.

Name of hem Cuantity Rate per Amount
LCD MONITOR 21 10 PCS  3.200.00 PCS 32,000.00
AC 1.5 TOM 6 PCS 23.500.00 PCS 141,000,050

1.73,000.00)
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8.When we add the entire Stock Item to the Purchase Voucher after the total amount
appears, we have to press the Enter button.

9. Now for GST we have to choose the ledger of GST. But this is an interstate
transaction, so CGST and SGST will not be applicable here. If we mistakenly choose
the ledger of CGST or SGST here then Tally will not give any amount because it is a
wrong ledger. So for the interstate type of transaction, we have to choose the ledger
of IGST, which is not in our Tally at present, so we will create a new ledger of IGST.

Name [IGsT |
(alias) :

Mailing Details
Under Duties & Taxes

(Current Liabilities) Name

Address
Type of duty/tax :GST
Tax type Integrated Tax

Percentage of calculation 0%

Rounding method * Not Applicable

Banking Details

Provide bank details No
Tax Registration Details

PANAT No

11. By doing this, the entry of intrastate purchases will be recorded in our Tally
Prime.

uuuuu ity Rete per Amount

LCD MONITOR 21 10 PCS 3,200.00 PCS 32,000.50)
aC 1.5 TON 5PCS[71,50000 S 1,17,500.00)
1,49,500.00/

38,660.00]

Tally Prime May Sell Entries at the Intrastate Level :

Now we will learn to enter sales entry in Tally (Sales Entry in Tally with GST). First
of all, let us understand intrastate level i.e. trade or sales taking place within the
same state.

Suppose we are a trader from Maharashtra state (State code: 27) and selling the
following goods in this state.

Note: To identify a state, look at the first 2 digits of the party's GSTIN.

In this transaction we are selling goods on credit to Ravi Pvt Ltd, hence we have to
enter its entry in the Sales Voucher.

For this we will go to Gateway of Tally > Voucher> F8: Sales Voucher and select
the option CTRL+H: Item Invoice mode.

After going to Sales Voucher, we will enter this entry by giving the following
information.
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1) Date: First of all we have to enter the date of the voucher for which we will use
F2 and change 'B' to 02-04-2020.

2) Invoice No: This will come automatically as per the Sales Voucher entry in your
Tally Prime.

3) Part A/c name: Here we have to create the account of Ravi Pvt Ltd as Sundry
Creditor and select it. Which will be created in the manner mentioned below.

B. Under: Here we will choose Sundry Debtor because we have sold him goods on
credit. The payment for which has to be received from him..

C Tax Registration Details:

a) PAN/IT No. Here you have to provide the details of Ravi Pvt Ltd's PAN card
KLGPD1234D.You can extract it from Ravi Pvt Ltd's GSTIN or ask for it from them.

b) Registration Type: Here you have to tell the Registration Type of Ravi Pvt Ltd.
Like
Composition, Regular, Consumer, Unregistered I

c) GSTIN/UIN: Here you have to provide the GSTIN number of Ravi Pvt Ltd i.e.
27KLGPD1234D1Z5.

d) Set/Alter GST Details: If you want to keep a fixed GST rate, then you can set this
option to Yes. But if we are buying different types of goods where there are different
GST rates, then set it to No.

1. Finally you have to create Ravi Pvt Ltd by accepting it.

MName (RAVI PVT. LTD
falias)
Mailing Details
et sf‘é“f:g?::‘;;:' Name RAVI PVT. LTD
Niint Address 102, NAVI MUMBAI
Maintain balances bill-by-bill Yas VASHI
Diafault credit period
Check for credit days during voucher eniry - No
State Maharashira
Country India
Pincode 4000035
Banking Details
Provide bank details No
Tax Registration Detalls
PANAT No KLGPD1234D
Registration type Regular
GSTINAUIN 2TKLGPD1234D125
Set/Alter GST details No

4) Sales Ledger: Now we have to create the ledger of the sales account.
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B. Under: Here we will select Sales Accounts
C.Type of Ledger: We will keep it as Not Applicable.
D. Statutory Details:

a) Is GST applicable? Here we have to tell what we are buying. Is GST applicable to
it? Yes, as we saw above, we have paid GST on the goods we are buying. So we have
to select Applicable here.

E. Finally you have to accept and create the Sales Ledger.

MName SALES AIC
(alias)
Mailing Details
Under : Sales Accounts
Name
Address
Type of Ledger - * Not Applicable
Statutory Details Banking Details
Is GST applicable + Applicable Provide bank details : No
Set/Alter GST Details No Tax Registration Details
Type of Supply Goods PANIT No

5) As soon as we accept, the screen of Tax Classification details will come in front
of us. Where we have to enter the Tax Classification/Nature has to be told.

Tax Classification details

Classification/Mature -|[Bales Taxable |

6) If this screen does not appear after creating Sales Ledger then go to Fl2:
Configure in Sales Voucher and On the right side, under GST Details, Modify Tax
Rate details of GST has to be set to Yes.

7) After the Tax Classification details screen appears, we will select
Classification/Nature. If we type Sales here, the complete list of Nature of
Transaction will appear. Since our transaction is happening at an intrastate level, we
will select Sales Taxable in Classification/Nature.

10) After selecting the Name of Item, we have to select the ledgers of SGST and
CGST for GST which we had created while entering the Purchase entry. By doing
this, the entry of intrastate sales will be recorded in our Tally Prime.

[T e 2 1pr2
Wadnesday]

Party Alc name RAVI PVT. LTD

Sales ledger Sales A/

Name of ltem Quantity Rate per Amoun

LCD MONITOR 21" BPCS 4,000.00 PCS 32,000.004

AC 1 TON APCS 24.000.00 PCS 56,000.004

AL 1.5 TON S5PCS I7,000.00 PCS 1,35,000.,00
2,63,000.004

SGST ¥5,220.004

CGST 35,220,004
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11) If we want to see the GST calculation (GST Analysis), then in Purchase Voucher
CTRL+I: go to More Details and select GST Tax Analysis. For more detailed
information ALT + F5: Select Consolidated

GST - Tax Analysis
Particulars Taxable Value Tax rate DutyTax Value
Sales Taxoble : 2,63,000,00 T0,440.00)
LCD MONITOR 217 32,000 00 5,760.(
AC 1 TON 96,000 00 26,860,00
AC 1.5 TON 1,35,000 00 37,800,008

Interstate Level Sales Entry in Tally Prime :

Now let us understand the entry of interstate sales i.e. from one state to another in
Tally Prime. Suppose we are a trader from Maharashtra state and we are selling the
following goods to a trader from Karnataka state (state code: 29). To identify a state,
look at the first 2 digits of the party's GSTIN.

In this transaction, we are selling the goods on credit to Vishnu Private Limited
(which is a trader from Karnataka state), so we have to enter its entry in the Sales
Voucher.

For this we will go to Gateway of Tally > Voucher> F8: Sales Voucher and select
the option CTRL+H: Item Invoice.

After going to Sales Voucher, we will enter this entry by giving the following
information.

1. Date: First of all we will change the Date of the voucher from F2 to 02-04-2020.

2. Invoice No: This will come automatically as per the Sales Voucher entry in your
Tally Prime.

3. Part A/c name: Here we have to create the account of Vishnu Pvt Ltd as Sundry
Debtor and select it. Which will be created in the manner mentioned below.

A.Name (alias):You have to give the name of Vishnu Pvt Litd here. If he has any alias,
you can give that too.

B.Under: Here we will choose Sundry Debtor because we have purchased services
from him. For which we have to pay.

C. Maintain balances bill-by-bill: If you want to maintain the balance of this account
through bills then set it to Yes:

D. Default Credit Period: Here we have to tell for how many days Vishnu Pvt Ltd
gives credit.
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E. Check for Credit days during voucher entry: Do you want to check how many
days of credit are remaining at the time of entering voucher entry? If yes then do
so.

F. Mailing Details: Here you have to give information related to Vishnu Pvt Ltd like
its name, address, state, country, and pin code.

G. Banking Details: If you want to give banking-related information to Vishnu Pvt
Ltd, you can do so.

H.Tax Registration Details:

a) PAN/IT No. Here you have to provide the details of the PAN card (KLGPD1234D)
of Vishnu Pvt Ltd. Which you can extract from Vishnu Pvt Ltd's GSTIN-
29KLGPD1234D1Z5 or ask for it from them.

b) Registration Type: Here you have to tell the Registration Type of Vishnu Pvt Ltd.
Like Composition, Regular, Consumer, or Unregistered.

c) GSTIN/UIN: Here you have to provide the GSTIN number 29KL.GPD1234D1Z5 of
Vishnu Pvt Ltd.

d) Set/Alter GST Details: If you want to keep a fixed GST rate then you can set this

option to Yes. But if we are buying different types of goods where there are different
GST rates then do No.

Finally, you have to create Vishnu Pvt Ltd by accepting.

Name - VISHNU PVT LTD.
(atias)

Mailing Details
Name - VISHNU PVT LTD.
Addrass - 0107

Under Sundry Debiors
(Current Assets)

Maintain balances bill-by-bill Yes
Default eredit pariod .
Check for credit days during voucher antry - No
State . Karnataka

an
Country * India
Pincode :

Banking Details

Provide bank details No

Tax Registration Details

PANIT No KLGPD1234D

Registration typa : Regular
GSTINUIN . 2TKLGPD1234MZS

Set/Alter GST details - No

4. Sales Ledger: Now we do not need to create the Sales Account Ledger here
because we have already created the Sales Account Ledger to enter the previous
entries. So we do not need to create the Sales Ledger again. Now we will select the
same Sales Ledger Account.
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5. As soon as we select Sales Ledger, the screen of Tax Classification details will
appear in front of us. Where we have to tell the Classification / Nature of Tax (GST).

Tax Classification details

Classification/Mature |Interstate Sales Taxable |

6. After the Tax Classification details screen appears, we will select
Classification/Nature. When we type Sale, a complete list of Nature of Transaction
will appear. Since our transaction is taking place at the interstate level, we will
select Interstate Sales Taxable in Classification/Nature.

7. Now we have to select or create the Name of Item for the product we have
purchased. Here we have sold 5 PCS of LCD Monitor 21". So after selecting LCD
Monitor 21" in Name of Item, we will enter Quantity: 5 PCS, Rate: 4000. After which
Per: PCS and Amount: 20000 will appear automatically.

8. When we add the entire Stock Item to the Sales Voucher, after getting the total
amount, we have to press Enter and go to the next stage.

9. Now for GST we have to select the IGST ledger which we had created while
entering the interstate entry of purchase. So we do not need to create it again. And
we will directly select the IGST ledger after which the amount of IGST will
automatically be Rs 3,600.

— <. T 1hpr20
Whedne s dan

Party Ade name WISHMU PWT LTD.

Sales ladger Salas AC

TR Dalan g 2,6.3,200.00 Cr

Name of leern Qusantity Rate per Amoiunt

LCD MOHITOR 21™ SPCS 4,000.00 PCS 20,000,100

IGST 3,600.00

10. By doing this, the entry of interstate sales will be recorded in our Tally Prime. If
we want to see the GST calculation (GST Analysis), then in Purchase Voucher,
CTRL+I: go to More Details and select GST Tax Analysis. For more detailed
information, select ALT + F5: Consolidated.

GST - Tax Analysis

Pamicilars Taxable Valise Tax rate Dty Tax Value

Interstate Sales Taxable * 20,000.00 3,E00.00
LCD MOMITOR 21° 20,000.00 3,600, 00/
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Chapter 18: E-Way Bill
What is an E-Way Bill?

The full form of the E-Way Bill is the Electronic Way Bill. An e-Way Bill is a type of
Electronic Bill, that is made on the supply or receipt of movement of goods worth
more than Rs 50,000, whether it is intra-state or interstate trade or for transfer of
goods. If the amount of your invoice is more than Rs 50,000, then it is mandatory to
create an E-Way Bill.

If the goods are being bought, sold, or transported at a distance of less than 50 Km
in your state, then it is not necessary to make E-WAY BILL.

If the goods are being sent for JOB Work or making Final Goods, then it becomes
mandatory to generate an E-Way Bill. For example, if we are sending an office chair
somewhere else to get wheels installed or for doing some JOB Work and the amount
of that invoice is less than Rs 50,000, then also it is mandatory to generate an E-Way
Bill.

Who makes an E-Way Bill?

Registered Person - E-Way Bill has to be generated by a registered person or
when there is movement of goods whose value is more than Rs 50,000. If the value
of the goods is less than Rs 50,000, then it is up to the registered person or the
transporter to generate the E-Way Bill.

Unregistered Person: Unregistered persons are also required to generate an E-
Way Bill. However, where goods are being supplied by an unregistered person to a
registered person, the receiver must ensure that all rules related to the supplier are
fulfilled.

Transporter: Transporters who carry goods by road, air, rail, etc. are also required
to generate a W-Way Bill if the supplier has not generated an E-Way Bill.

E-Way Bill Validity (Validity of E-Way Bill) :

E-Way Bill is valid for the period listed below, which is based on the distance
traveled by the goods Validity Period. The calculation is done from the date and
time of generation of the E-Way Bill-

Type of conveyance Distance Validity of EWB (E-Way Bill

validity)

Cther than Over dimensional Less than100 kms one day

ry additional 100 extra 1day

o5 OF MOre

Cver dimensional cargo ous then 20 kikeenotory one day

For every additional 50

ters or more
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The validity of the E-Way Bill can also be extended. The validity of such an E-Way
Bill can be extended four hours before the expiry of the E-Way Bill or within four
hours of its expiry.

Documents or details required to generate E-Way Bill :

Invoice / Bill of Supply / Challan related to consignment of goods
Transport by Road — Transporter ID or Vehicle Number

Transport by Rail, Air or Ship — Transporter ID, Transport Documents
Number and date on the document

Steps to create E-Way Bill :

» Login to the E-Way portal hitps:/fewaybill.nic.in/ E - WAY BILL SYSTEM LOGIN
with your login details (eg Username, Password), Note: GST
registration and transporter reglstration (s mandatory u
to generate E-Way Bill. (a B
B seusa’
Forgot Password 7 Forgot Username 1
Forpot Trans 1D 1

@ Aher logging into the E-Way portal, select “"Generate New"

option from the left menu of E-Way Bill System Login.

g &-Waybill

rate New

rate Bulk

vehicle No

Now fill in the following details as per your wish :

If you are a supplier, select “Outward” as the Transaction Type.

Or if you are the Receiver, select “Inward” as the Transaction Type and enter the
details of the supplier and recipient along with GSTIN wherever applicable. Some
of the fields will be automatically populated when GSTIN is provided.

<« C | @ hups//ewsybibgst govan/Batenarstion/BiliGeneraton. aspx

€ - Way Bill System

GSTIN [1BAKLPN2569C1ZZ - Legal Name - WOWCUS OFPC PRIVATE LIMITED - User - Tax Payer
&- WayBlil Entry Form

® indicates mandatory fieids for £-Way Bill and ®

Tr2nsaction Type®  wOutwarg™inwarg. [ Sub Types ool UExpot  job Wosk SKDICKD Recipisnt Not Known For Own Use Exhinition of

Document Type®  Tax imoice v Document No® Document Oate * B | oanac]

WOWCUS CPC PRIVATE LIMITED Address ¥ouse Number - 03

Raitway Bypass Readkhargd

Place Kokrajhar
Pincode® 783370 ASSAM
Bl To Ship To
Narne Nan e Address
GSTIN® o
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On scrolling down you will find the Transport Details section, where you will see the
Transport Information related to details has to be provided.

* If you have the name and ID of the transporter, you can give it.

*Estimated distance of transportation. This will determine the validity of the E-Way

Bill.

*Information like mode of transport, vehicle type, vehicle number transporter

document number and date, etc. can be given

«After that click on the "Submit" button.

Trasspontation Detais

Trarspoer Name Transpones 1O

Venicse Typs
Vetkie No.

Transporder o Mo & Date

]

©  Approximase Distance (n KM ® °

Now, the E-Way Bill will appear containing the E-Way Bill number and QR code
containing all the details. Print a copy of the Bill and provide it to the transporter,
who will carry it throughout the journey until it is handed over to the receiver.

E-Vay BH Nox
E:WWay Bl Date:

Ganerstod By

wald From

Wald Unst

E-fay 81l System

e-Way Bill

Bihe

26062021 12:63 PM

-_— -
25006/2021 12:43 PM [53Kms]

21062021

Part-A

BSTIN of Supper

Pice of Dispstch

GSTIN of Reckient

Placs of Dasvory
Document No:
Oocument Coto
Transaction Type
Valus of Goods

HSN Code

- - — ——— ——

ANDHER| MAHARASHTRA-400093

- - G ———
-

Bhiwandi, PADGHA VILLAGE MAHARASHTRA421101
CPMR/117921.22
26062921
Regular
o765

£1044200 - GARMENT

Reason for Transportaton Outward - Supply
Transgemer - . . e e - c—
bpm -8 -
[ r— [ ——" [e—r. [T ——
O, M anyi
- AN 260t 1243
TR
MR
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Chapter 19: E-Way Bill in Tally

So far we have understood what an is E-Way Bill and how it is created. Now we will
learn how to create an E-Way Bill in Tally Prime.

To create E-Way Bill in Tally Prime, the option of E-Way Bill must be activated in
your company. Which we can enable while activating the option of GST.

Select the company to activate the E-Way Bill.

Now we need to go to F11: Configure where on the right side under the Taxation
heading we need to set Enable Goods and Services (GST) to Yes.

After activating the GST option, the GST screen will appear where we have to
provide information related to GST such as State, Registration type, Assessee of
other territory, GST applicable from, Periodicity of GSTR11

intrastate.

Threshold limit: If the E-Way Bill is applicable on intrastate, then the threshold
limit needs to be specified which in our case is Rs 50,000.

GST Details
GST Registration Details Invoice Features
State Maharashtra e-Way Bill applicable [Yes |
Registration type Regular Applicable from 1-Apr20
Assessee of Other Temtory No Threshold limit includes Invoice value
GST applicable from 1.Apr-20 Thresheld limit 50,000
GSTINUIN Applicable for intrastate Yes
Periodicity of GSTR1 Monthly Threshold limit 50,000
Additional Features e-mvoicing applicable : No

Set/alter GST rate details No
Enable tax liability on advance receipts = No

Enable tax liability on reverse charge No
{Purchase from unregistered dealer)

Enable GST Classifications No
Prowde LUT/Bond details No

This is done by activating the E-Way Bill in Tally Prime, now we will pass an entry
related to it in Tally Prime and We will see how we can create an E-Way Bill through
Tally Prime.

Sold 2 ACs of 1.5 Ton to Rajesh Pvt Ltd (Madhya Pradesh State) at the rate of Rs
27000 each.

As can be seen from the entry, this is a sales entry. That is why to enter this entry we
use Gateway of Tally > Vouchers > F8:Will go to Sales Voucher.

We will create the ledger of Rajesh Pvt Litd. Just like we have learned under the GST
chapter.
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HMame Rajesh Pyt Ltd T
(alias)
Uns Sundre Deb Mailing Details
naer P ﬁs;:::J Name . Rajesh Pyt Ltd
™ : Address 105, C Wing
Maintain balances ball-by-bill Yes
Default cradit period
Check for cradit days during voucher entry - No
State Madhya Pradesh
Country India
Pincode - Mzn
Banking Details
Provide bank details < No
Tax Registration Details
PANAT ho :
Registration type - Regular
GSTINUIN |E3aADCB2230M1Z1
Set/Alter GST details Mo

Now you have to select Sales Account in the Sales ledger.

Nature of Item: AC 1.5 Ton, Quantity: 2 PCS, Rate: 27000, Per and Amount is self-
explanatory

Will go.

After giving full details about the Nature of the Item, we have to press Enter and
select IGST ledger (which will automatically come as Rs 15120) for the calculation
of GST.

|—rTe——. 2 2ape2n|

Thursday

Name of e Quantity Rate par Amount

AC1.5TON 2PCS 27,0000 PCS 54,000.00

1GST 15,2000

[

Narration 2PCs 69,120.00

After clicking Yes on E-Way Bill, the e-Way Details screen will appear in front of us,
where we have to provide the following information related to E-Way:

E-Way Bill Details:

E-Way Bill No: This is received from the portal when we enter all the information
on the E-Way Bill portal. We have to leave it blank.

Date: Here we have to enter the date.

Sub Type: What type of business is happening here? If we are selling goods, then
we will select Supply.

Document Type: Here we have to select Tax Invoice.
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Consignor Details (From):

Bill From: The following information needs to be provided regarding the party
from whom the bill is being given:

Consignor: We have to write the name of the consignor. Through whom the goods
are being given

GSTIN/UIN: Consignor's GSTIN/UIN number has to be given. Like
27AADCB2230M1ZTI

State: Select the state the Consignor belongs to, like Maharashtra.

Dispatch From: Information related to the place from where the goods are being
sent has to be given.

* Address 1: The address from where the goods are being shipped is to be
mentioned. This is optional.

* Address2: If there is any other address other than Addressl then it has to be
mentioned. This is optional.

Consignee Details (From):

Bill To: The party in whose name the bill is being made. The following information
related to it has to be given:

Consignee: We have to write the name of the consignee to whom the goods are
being delivered. Like Rajesh Pvt Ltd

GSTIN/UIN: Consignee's GSTIN/UIN number has to be given. Like
25AADCB2239M1Z11

State: Select the state the consignee is from, like Madhya Pradesh.

Ship To: The place where the goods are being sent. Information related to that has
to be given.

Pin code: You have to provide the pin code of the place where the goods are being
sent. This is mandatory.

Transporter Details:

Mode: Select the mode through which the goods are being transported, like Road,
Rail, Air,

Ship.

Distance (In KM): What is the distance of transportation? Like 100 kilometers.
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Transporter Name: The name of the transporter has to be mentioned.
Transporter ID: The ID of the Transporter is to be entered.

Vehicle Number: The number of the vehicle in which the goods are being sent has
to be mentioned.

Additional Details : Interstate Sales Taxable
e-way Bill Details
e-Way Bill No 421001795100 Date o 1-Apr-20
Sub Type - Supply Document Type : Tax Invoice
Status of e-Way Bill - * Not Applicable
Consignor Details (From)
Bill From Dispatch From

Cansignor - Learn More Pro_Com GST Address1 . Ghatkopar
GSTIN/UIN 2TAADCB2230M1ZT Address2 E
State Maharashtra Place

Pincode 400042

Consignee Details (To)
Bill To Ship To

Consignee Rajesh Pyt Ltd Address1 105, C Wing
GSTIN - 23AADCB2230M1Z1 Address2 s
State Madhya Pradesh Place

Pincode © 412201

Transporter Details

Maode . Road Distance (in KM) [floo
Transporter Name * None Transporter ID
Vehicle Number MHO3 -1235 Vehicle Type Regular
Doc/Lading/RR/AirWay No 201 Date 2-Apr-20

Now we have to press Enter and we will again be in the Sales voucher.

After giving the bill-wise details, we have to write the narration and complete the
entry.

As soon as our entry is completed, the screen of Exporting Details for E-Way bill
will appear before us.

Exporting Details for e-Way Bill

File Format : JSON e-Way Bill Details (Data Interchange)
Folder path . A
File Name : Ewaybill_27_010820_173005.json

= Configure E:Send

File Format: We can save the E-Way Bill file in two formats, Excel and JSON file
Mostly JSON file is used on the E-Way Bill portal to create E-Way, so choose that
only.

Folder Path: Select the folder in your computer where you want to save the E-Way
Bill JSON file.

File Name: Name the JSON file of the E-Way Bill.

C Configure:If you want to change any information. So you can change it using this
option.

E: Send: On clicking this button, the JSON file of your E-Way Bill will be saved on
your computer.
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Creating E-Way Bill from Tally Prime JSON file :

Now we have entered the entry with E-Way Bill in Tally Prime. Along with that, we
have also created the JSON file of the E-Way Bill and saved it on our computer. Now
with the help of the same JSON f{ile, we will create the E-Way Bill from the portal of
E-Way Bill.

1. To create an E-Way bill from the portal, we will go to the E-Way Bill portal. And
after logging in, click on E-Way Bill on the left side.

2. After which you will get the Generate Bulk option, we will click on it.

5] consolidated EWB  w

. After which the Choose file screen will appear in front of you.

Bulk Upload & Generate Eway Bill

| Choose file No file chosen
| Upload & Generate |

4. Click on Choose file and upload the JSON file here, which we had created in Tally.
After uploading that file, you will also get a message of Success.

5.Your E-Way Bill will be generated as soon as the JSON file is uploaded. Copy your
E-Way Bill No.

Bulk Upload & Generate Eway Bill

Upioac Json Fée (Max 1:48) Choose S No fle chosen
Ewaydal_1_020318_074415 json Upicaded Successtully

6.If you want to print the E-Way Bill, then click on e-Way Bill in the Home section of
the E-Way Bill portal. After which you will get the option of Print EWB at the bottom.
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1. Enter E-Way Bill Number, Date, Generated By, Document No, and Captcha Code
in Enter Unique OR EWB No. And click on GO. After which E-Way Bill will appear in
front of you which you can print or detail print.

Tally E-Way Bill Report

E-Way Bill Print

Exnee -y Eill By

Emter e-Vary Bill Date

Dstiamant Ne:

Caplcha

s S :

E—

Once your E-Way Bill is generated from the portal, you can save it under E-Way
details of its entry in Tally.

To view the E-Way Bill report in Tally Prime, go to Gateway of Tally > Display
More Reports > GST Reports > e-Way Bill > e-Way Bill Report. Where you will
get all the entries and information related to the E-Way Bill.

Invicce-wise o Way Bill View Far 2-Aps-20
Date  Paticulars  GSTIH Vich Type Vechho.  Invoice  eWay o Way
Amount  Bill Ne. Bill Date
2-Apr-20 Ragesh Pu Lid 23AADCE2230M1Z1 Sales i B9, 12000 42100175100 1-Apr-20
E-Way Bill No. Date Transaction Type Supplier Recipient Status
123455789012 04/01/2024  Outward ABC Traders _ MNOPPvt.Ld. ) 0
GSTIN-22AAAAAD00A125
123456789013 04/02/2024 Inward XYZ Goods ~_ L/KIndustries Expired
GSTIN-33BBBBB1111BzzG
123456789014  04/03/2024  Jobwork  LMNIndustries _ ABC Traders — c.pojieg
GSTIN-22AAAAAQ00A126
123456789015  04/04/2024 Delivery Challan PQR ZYX Suppliers Rejected

Enterprises

GSTIN-44CCCCA2222(87
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Chapter 20: Manufacturing Companies

In a manufacturing company, we bring raw materials and by producing them we
make new and final goods, which we directly sell in the market. Now in a
manufacturing company, to make a finished good, a lot of different types of goods
have to be purchased. On which we work in the factory and prepare the final goods.

Manufacturing Company in Tally Prime :

So first of all we will enter an entry related to the manufacturing company in Tally
Prime. Here we are purchasing raw materials from RK Pvt Ltd which is as follows:

RK Pyt Ltd 3 =1 f3w 71u @5=a1 H1et @@dian

Invoice No: RK13 Invoice Date: 01-04-2021 GSTIN: 27ASCPD1234D1Z5
Product oTY Unit Rate Taxable Income GST Rate
Screw 4000 Nos Rs 2.00 Rs 8000 5%
Magnet 500 Kgs. Rs 50.00 Rs 25000 12%
Voice Coil 1000 Pcs Rs 70.00 Rs 70000 18%
Copper Wire 500 Meter Rs 75.00 Rs 37500 18%

Let us assume that we have a manufacturing company where we manufacture
speakers and hence we are purchasing different types of raw materials from RK Pvt
Ltd.

Now here it is evident from the GST of RK Pvt Ltd that it is a company based in
Maharashtra. So in a way, we are doing business at an intrastate level.

1. First of all, for this we will create a new company Learn More Pro (MFG). How to
create a company? You must have understood this because now you are not new to
Tally Prime. We have crossed many chapters and have moved forward. So, just like
we created a company while entering GST entries in Tally, in the same way, we will
create a similar company for manufacturing here too.

Company Mame |Bearn More Pro [MFG) | Fmancial year beginning from 1-Apr-20
Books beginning from 1-Apr-20

Mailing Mame Learn More Pro (MFG) i P

Address Ghat kopar

. Securi
Mumbsi &

To setiafter TallyVault, press AlHK (Company) & select TallyVaull
Contral User Access to Company Data Ho

Hate Maharashtra

Country India

Pwncode
Telephong
Mobale
Fax
E-mail
Website

Biase Cumency symbal L4 Show amount in millions No
Formal name INR Number of decimal places 2
Saffix symbal to amount No Word representing amount sfter decimal paise
Add space between amound and symibal Yes Numbar of decamal places for amount in words = 2
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2.Here we will activate GST and provide the necessary information related to it, but
we will not activate the E-Way Bill here because we do not need the E-Way Bill here.

GST Details
GST Registration Details Invoice Features
Slate Maharashira e-Way Bill apphcable No
Registration type Regular e-Imvoicing applicabie No
Assessee of Other Temitory [Eb )
(GST spplicable from 1-Apr-20
GSTIMAUIN 2TADCPS123D1E5
Panadicity of GSTR1 Monthly
Additional Features
Setfalier GST rate details HNo
Enable tax liability on advance receipts - No
Enable tax liability on reverse charge No
(Purchase from unregrsfered dealer]
Enable GST Classtfications No
Provide LUT/Bond details Mo

5. Here we are purchasing goods, so we will enter it in Purchase Voucher. The mode
of Purchase Voucher will remain the Nature of Item. If there is any other mode in
your Tally, you can change it with Alt+H: Change Mode. First of all, we will enter
Supplier Invoice No: RK13 and Date: 01-04-2021.

i. Now we have to create and select RK Pvt Ltd in Party Ledger and Purchase A/C in
Purchase Ledger. We will create it in the same way as we learned in the GST chapter.
After creating the ledger of Purchase A/c, we have to select Purchase Taxable in
Tax Classifications Details. Because this is our intrastate business.

Mame 'RK PRIME PVT LTD ] Total Dpening Balance
Jaias)
o Mailing Details
Under Suncy Crndions Name RK PRIME PVT LTD
(Cumsat Linbiltie) Address PUNE
Maintain balances bill-by-bill Yes

Default credit peiod
Chackor cradi days during voucher erdry - No

State Maharashira
Country India
Fincods 4000231
Banking Details

Provide bank details No

Tax Registration Details
PANAT Na.

Regisiration typa Regular
GSTINUIN ZTASCPDIZMDNES
SatiAltar GST dataits No

II. Now we have to create the following Stock Item.

Stock Management in Tally Prime
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First of all, we will create a Stock Item of Screw, which we will use under the Raw
Material group. We will use this group for all Stock Items.

Name : SCREW
(alias)

Under
Category

Units
Additional Details
Alter components (BOM)

RAW MATERIAL Statutory Details

* Not Applicable GST Applicable

nos Set/Alter GST Details
Type of Supply

No

Rate of Duty (eg 5)

* Applicable
Yes

Goods

-0

We will keep Category as Not applicable here. (If you want to remove the Category
option, go to F12: Configure and set Use Stock Category for Stock Items to No.)
Unit: We have to pay special attention to the unit here because the raw material we

have bought has different types of unit items. We have bought the screws in
numbers so we will create the NOS unit here.

Type
Symbol

Formal name

Unit Quantity Code (UQC)

- Simple
|NOS

NUMBERS
: NOS-NUMBERS

Mumber of decimal places - 0

GST Applicable: Here we have to select Applicable.
Set/Alter GST Details: We will select it as Yes. Then we will see GST in GST Details
for Stock Item. You have to give information related to it. As given in the image

below.

HSN/SAC Details

Description

HSN/SAC
Is non-GST goods

Tax Details
{From 1-Apr-20)
Calculation type
Taxability
Is reverse charge applicable

Is ineligible for input credit
Tax Type

Integrated Tax
Central Tax
State Tax
Cess

GST Details for Stock ltem:

SCREW
No
On Value
Taxable
No
No
Valuation Type Rate
Based on Value R %
Based on Value 250 %
Based on Value 250 %
Based on Value 0 %
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In Type of Supply we have to select Goods.

By doing this, the Stock Item of the Screw will be created under the Nature of the
Item in the Purchase Voucher.

Now we have to give its Quantity as 4000 NOS and Rate as 2.00. Due to this, its total
amount will automatically come to 8000.

2. Magnet :
Now we will create a Stock Item of Magnet.

Under: We will also use this under the Raw Material group.

MName MAGNET

(alias)

Under RAW MATERIAL Statutory Details

Category # Not Applicable GST Applicable + Applicable
Units KGS Set/Alter GST Details Yes
Additional Details Type of Supply Goods

Alter components (BOM) No Rate of Duty (eg 5) 0

We will keep Category as Not applicable here.

Unit: We have bought Magnet in KGS so we will make a unit of KGS here

GST Applicable: Here we have to select Applicable.

Set/Alter GST Details: We will select it as Yes. Then we will see GST in GST Details
for Stock Item You have to give information related to it. As given in the image

below.

HSN/SAC Details

Descrption
HSN/SAC

is non-GST goods

Tax Details
{From 1-Ape-20)
Calculation type
Taxability
|5 revarsa charge applicable
Is ineligible for input credit

Tax Type Valuation Type Rate
Integrated Tax Based on Value 12 %
Central Tax Based on Value 6 %
State Tax Based on Value 6 %
Cass Based on Value 0 %

GST Detals for Stock Rem
MAGNET

M7

On Value
Taxable
No

No

In Type of Supply we have to select Goods.

By doing so, the Stock Item of the Magnet will be created under the Nature of the
Item in the Purchase Voucher.

Now we have to give its quantity as 500 KGS and rate as 50.00. Due to this its total
amount

25000 will come automatically.
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3.Voice Coil :

Now we will create a Stock Item of Voice Coil.

Name VOICE COIL

(alias)

Under : RAW MATERIAL Statutory Details

Category * Not Applicable GST Applicable - + Applicable
Units . PCS Set/Alter GST Details Yes
Additional Details Type of Supply Goods

Alter components (BOM) . No Rate of Duty (eg 5) 0

e TUnder: We will also use this under the Raw Material group

e We will keep Category as Not applicable here.

e Unit: We have purchased a Voice Coil in PCS so we will create a PCS Unit here.

e In Type of Supply we have to select Goods.

e After doing so, the stock of Voice Coil was created under Nature of Item in the
Purchase Voucher Item will be created.

e Now we have to give its quantity as 1000 PCS and rate as 70.00. Due to this its total
amount of 70000 will come automatically.

4. Copper Wire :
Name: Now we will create a stock item of Copper Wire.

Under: We will also use this under the Raw Material group.

Name - COPPER WIRE

(alias)

Under © RAW MATERIAL Statutory Details

Category : * Not Applicable GST Applicable - + Applicable
Units : MTR Set/Alter GST Details * Yes
Additional Details Type of Supply Goods

Alter components (BOM) : No Rats of Duty (eg 5) 0

e We will keep Category as Not applicable here.
e Unit: We have bought Copper Wire from MTR so here is MTR's Will make a unit

Type - Simple
Symbol : MTR
Formal name METER

Unit Quantity Code (UQC) : MTR-METERS
MNumber of decimal places E
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Set/Alter GST Details: We will choose Yes. Then we have to provide GST-related
information in GST Details for Stock Item. As given in the image below.

In Type of Supply we have to select Goods.
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HSN/SAC Details

Description
HSN/SAC

Is non-GST goods

Tax Details
(From 1-Apr-20)
Calculation type
Taxability
Is reverse charge applicable
Is ineligible for input credit
Tax Type
Integrated Tax
Central Tax
State Tax
Cess

GST Details for Stock ftem:
COPPER WIRE
: No

: On Value

: Taxable

. No

- No

Valuation Type Rate
Based on Value 18 %
Based on Value 9 %
Based on Value 9 %
Based on Value 0 %

By doing so, the Stock Item of Voice Coil will be created under the Nature of the

Item in the Purchase Voucher.

Now we have to give its quantity as 500 MTR and rate as 75.00. Due to this, its total

amount will automatically come to 37500.

III. Now we have to create the ledger of SGST and CGST for GST. Just like we created

in the GST chapter.
1. CGST Ledger:

We have to keep CGST in the name.

Under: Duties and Taxes have to be kept

Type of Duty/Tax: GST has to be selected.

Tax Type: Central Tax has to be kept and then Ledger has to be accepted.

Name [CGST
(alias)

Under

Type of duty/tax
Tax type

Percentage of calculation

Rounding method

- Duties & Taxes
(Curmrent Liabilities)

- GST
- Central Tax

0%

* Not Applicable

Mailing Details
Hame
Address

Banking Details

Provide bank details : No
Tax Registration Details

PANAT No.
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2. SGST Ledger:

We have to keep SGST in the name.

Under: Duties and Taxes have to be kept
Type of Duty/Tax: GST has to be selected.

Tax Type: State Tax has to be kept and then Ledger has to be accepted.

MName SGST

(alias)
Mailing Details

Under : Duties & Taxes N

(Current Liabilifies) F\;;Ir::ss
Type of dutyftax GST
Tax type - State Tax

Percentage of calculation 0%

Rounding method - # Not Applicable
Banking Details
Provide bank details Mo
Tax Registration Details
PANAT No.

As soon as the ledger of SGST and CGST is created, the amount of Rs 11375 will
automatically appear in the Purchase Voucher for both. After which you can
complete your entry by writing the narration.

Mo 1 [ Dapr-20|
Supglier Imwice No.: R 13 Date 1-fupr-20 Wednesday
Farty Afc name RK PRIME FVT LTD
anf balance 1,6. LO0 Cr
Purchase ledgsr - Purchase fac
urant balance 1,46, 500,00 Dr
MName of hem Quantity Rate per Armount
SCREW 4,000 nos 2.00 nos 8,000,00
MAGNET SH.00 KGS 50,00 KGS 25, 000, 00
VIOICE COIL 1.000 PCS TOLOD PCS T0,000.00
COFPER WIRE S00.00 MTR T5.00 WTR 37,500.00
1,40, 500,00
CGST 11,375.00
SGST 11,375.00

Bill of Material (BOM) ;

Bill of Material It is a list of raw materials, sub-assemblies, intermediate assemblies,
sub-components, parts, and the quantities of each required to manufacture the final
product.

First, we bought some raw materials like Screws, Magnets, Voice Coil and Copper
Wire, from which we will make Speaker (which is our Finished Goods). Now we are
going to make the final product (Finished Goods) from the same raw material for
which we have to first make BOM (Bill of Material). So to make a speaker, we need
the following quantity of raw material, for which we are going to create a BOM.
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Product Quantity Unit
Copper Wire 0.5 Meter Finished Goods
Magnet 05 Kgs 1 Quantity of iBall 2.0 Speaker
Screw 4 MNos
Voice Coil 1 Pcs.

As you can see the quantity of raw material in the above table with which we are
going to make one iBall 2.0 speaker and we will create its BOM in Tally.

1. First of all, before creating the BOM of any Finished Goods, we should check
whether we have a sufficient quantity of raw material available or not. To check this,
go to Gateway of Tally > Stock Summary > Raw Material and then press the
Alt+F5 button for more information. Now you will see the list of all the raw materials

whose entries we have made in Tally.

Particulars

COPPER WIRE
MAGNET
SCREW
WOICE COIL

RAW MATERIAL
Learn More Pro (MFG)

Closing Balance

Cuiantity

275.00 MTR
275.00 KGS
2,200 nos
S50PCS

For 1-Apr-20

Rate

7500
000

200
.00

Value

20.625.00)
13750000
4.400 00f
38.500.00

2. Before creating a Bill of Material (BOM), we have to create a Stock Item of its
Finished Goods. Which we will create from Gateway of Tally > Create > Stock
Item. Now the Stock Creation window will appear in front of you.

Name
(alias)

Under
Category

Units

Additional Details
Alter components (BOM)

Iball 2.0 Speaker

: Finish Goods
. * Not Applicable

: nos

Yes

Statutory Details

GST Applicable
Set/Alter GST Details

Type of Supply

Rate of Duty (eg 5)

# Applicable

Yes

Goods

0

3. But before that we have to activate Bill of Material (BOM). For this, we have to
press F12: Configure and set Show More Configurations to Yes. And then under
Inventory Details, set Set Components List (Bill of Materials) in Stock Items to Yes.
Now BOM will be activated in our Tally. We will get the option of Set Components
(BOM) under Additional Details under Unit in Stock Item Creation.

Inventory Details
Use Stock Group for Stock tems Yes
Use Stock Category for Stock tems Yes
Provide Units of Measurement (UoM) for Stock ltems Yes
Use Allemnative Units No
Set Components List (Bill of Matenals) in Stock Rems Yes I
Prowde Standard Buying and Selling Rates No
Provide MRP Details No
Set default Accounting Allocations for Stock ltems No
{in Invoice Mods)
Provide Opening Balances for Stock ftems Yes

134 |Page



Oxford University Awarded

techneGlzbe®

Delivering Excellence Siuce 2007

Technoglobe IT Solutions Pvt. Ltd.
INDIA | CANADA | UAE | UK | SINGAPORE

A. Name and (Alias): Give the name of the Finished Goods and alias if needed. Like
here we have IBall 2.0 Speaker will write.

B. Under: Here we have to create a group of Finished Goods. Which will be created in
the following way.

D. Set Components (BOM):
We need to set BOM to Yes and get the following information:

E. Now you have to give the name of BOM. We will name our BOM as the Speaker.

BOM List of - Iball 2.0 Speaker
Name of BOM

|_,Epea ker |

F. Components of: This will come automatically. Which is named finished goods.
G. After giving the name of BOM, we have to give 1 NOS in Unit of ManufactureO02E

Now we have to give information about which items and their quantity are required
to make a speaker. As told to us in the table above.

Product Quantity Unit
Copper Wire 0.5 Meter
Magnet 0.5 Kgs
Screw 4 MNos
Voice Coil 1 Pcs.
BoM Name Speaker
Components of - Iball 2.0 Speaker
Unit of manufacture ' nos
Item Quantity
COPPER WIRE 0.50 MTR
MAGNET 0.50 KGS
SCREW 4 nos
VOICE COIL 1PCS
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H. GST Applicable: It has to be kept applicable.

I. Set/Alter GST Details: This has to be set to Yes and the GST rate has to be
applied. Which we have shown in the picture below Is full of ways.

GST Details for Stock Item
Iball 2.0 Speaker
HSN/SAC Details
Description
HSN/SAC
Is non-GST goods - Ne
Tax Details
(From 1-Apr-20)
Calculation type On Value
Taxability Taxable
Is reverse charge applicable No
Is ineligible for input credit No
Tax Type Valuation Type Rate
Integrated Tax Based on Value 18 %
Central Tax Based on Value 9 %
State Tax Based on Value 9%
Cess Based on Valua |_i! %

J. Type of Supply: Here we will select Goods.

K. after doing this, we will create the stock item of Finish Goods: Iball 2.0
Speaker by pressing Ctrl + A: Accept.

Manufacturing Journal Voucher :

To pass the Finished Goods entry in Tally, we have to create a separate
Manufacturing Journal Voucher.

Which we can make in the manner given below.

1. To create any new Voucher, we have to go to Gateway of Tally > Create > Voucher
Type (under Accounting Masters). If the Voucher Type is not found, then click on
Show More.

2. After going to Voucher Type, the Voucher Type Creation window will open in front
of you.

3. Name: You have to write the name of the Voucher, in our case, it will be MFG
Journal Voucher.

4. Select type of Voucher: In this field, you must carefully select the Type of Voucher
as per your requirement. Here we will select Stock Journal for MFG Journal Voucher.

5. Abbreviation: We will write it as MFG JRNL.
6. We will keep Activate this Voucher type to Yes.
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7. We will keep the method of voucher numbering automatic.

8. Now we will go to Use as a Manufacturing Journal and set it to Yes.

9. Do not tamper with the rest of the options. Leave them as they are.

10. And finally accept the Voucher Creation and return to the Gateway of Tally.

(alias)

Select type of voucher

Abbrevation

Activate this Voucher Type

Method of voucher numbering
Use advanced configuration

Use effecte dates for vouchers

Allow zero-valued lransactions

Allow narration in vaucher

Use as a Manufacturing Joumal

Name : MFG Journal Voucher

Mk this voucher type as ‘Optional by default - No.

Track Additional Costs for Purchases No

General Printing Name of Class

Print voucher after saving No
Stock Journal

Mig_dmi
Yes
Automatic
No

We have created the Manufacturing Voucher, now we will pass the entry of finished
goods in this voucher. Suppose we have made 300 speakers, the entry of which has

to be recorded in Tally now.

First of all, we have to press Gateway of Tally > Voucher > ALT+F1. After which a
window to select Voucher Type will appear in front of you. Where we have to select
MFG Voucher, which we have created some time ago.

-
otock Journal
[~ G Journal T T i
Wednesdayl
Manidacture of Materisls
Name of prodved Thall .0 Speaker Oty 300 nos
- of Cost allocation 100 %
Comparents {Consumption) CoProduculy-Froduct Sorap
Name of lem Mazmne of lem % of Cost
Caantity Rate Amount allocation  Chsantity Rata Amaoun
COPPER WIRE
4 00NTR T500MTR 11.250.00
MAGNET
HI00KGS 50 OGS 7.500.00
SCREW
1.200 nos 2.00mos 2400 00
VOICE COIL

30 PCS T000PCS 21,000.00

Cost of components: 42,150.00(
Type of Additional Cost Percentage

Wiagss 1, 000 0
Pomer & Fusl 2.000.00
Total Addl. Cost 3,000 00f
Effectie Cost 45,150.00)
Aldocation 1o Primary ltem 45, 160.00)
42.150.00 Edectie rate of Primary hem 150.5nos|
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After going to MFG Journal Voucher, the following information has to be given to
enter the entry.

1. Name of Product: We have to choose the name of the product which we have
manufactured. In our case it is iBall 2.0 speaker for which we have also prepared
BOM.

Finish Goods Sale Entry :

Till now we have purchased raw material in the manufacturing company, created
BOM for finished goods and created MGF Journal Voucher to enter the entry of
finished goods and also passed its entry. Now we will enter the entry of selling
finished goods in Tally.

400 Speaker sold to Radheshyam Pvt Ltd Maharashtra GST: 27ADCCP1234D1Z5

Product oty Unit Rate GST Rate Taxable Amount
iBall 2.0 Speaker 400 Pes. 700 18% Rs. 2,80,000
GST Amount Rs. 50,400/-
Total Invoice Amount Rs. 3,30,400/-

In this transaction, we are selling goods to Radheshyam Pvt Litd, so we have to record
its entry in the Sales Voucher.

For which we will go to Gateway of Tally > Voucher> F8: Sales Voucher and
select the option CTRL+H: Item Invoice.

After going to Sales Voucher, we will enter this entry by giving the following
information.

1. Date: First of all we will enter the date of the voucher.

2. Invoice No: This will automatically come as per the Sales Voucher entry in your
Tally Prime.

3. Part A/c Name: Here we have to create the ledger of Radheshyam Pvt Ltd as
Sundry Debtor and its

You have to make a selection. Which will be made in the manner described below.
h.Tax Registration Details:

i. PAN/IT No. Here you have to provide the details of Radheshyam Pvt Ltd's PAN card
ADCCP1234D. Which you can extract from its GSTIN or ask for it from it.

ii. Registration Type: Here you have to tell the Registration Type of Radheshyam Pvt
Ltd. Like Composition, Regular, Consumer, or Unregistered.

iii. GSTIN/UIN: Here you have to provide the GSTIN number 27ADCCP1234D1Z5 of
Radheshyam Pvt Ltd.
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iv. Set/Alter GST Details: If you want to keep a fixed GST rate, then you can set this
option to Yes. But if we are selling different types of goods and their GST rates are
different, then set it to No.

v. Finally you have to accept and create the ledger of Radheshyam Pvt Ltd.

Name - Radheshyam Pvt Ltd
(alias)
Mailing Details
Under Sundry Debtors Name . Radheshyam Pvt Ltd
(Current Assets) X
Address
Maintain balances bill-by-bill Yes
Default credit period
Check for credit days during voucher entry : No
State : Maharashtra
Country - India

Pincode

Banking Details

Provide bank details No

Tax Registration Details

PANAT No.

Registration type : Regular
GSTINUIN : ZTADFDS1234175
Set/Alter GST details : No

4. Sales Ledger: Now we have to create the ledger of the sales account.

Name -[ Sales Alc |
(alias)
Mailing Details
Under . Sales Accounts N
ame
Address
Type of Ledger
Statutory Detolls Banking Details
Is GST applicable - ¢ Applicable Provide bank details : No
Set/Alter GST Details :No Tax Registration Details
Type of Supply : Goods PANT No.

7. After the Tax Classification details screen appears, we will select
Classification/Nature. If we type Sales here, the complete list of Nature of
Transaction will appear. Since our transaction is happening at an intrastate level, we
will select Sales Taxable in Classification/Nature.

Tax Classification details

Classification/Nature | Bales Taxable

139 |Page



Oxford University Awarded

techneGlzbe®

Delivering Excellence Siuce 2007

Technoglobe IT Solutions Pvt. Ltd.
INDIA | CANADA | UAE | UK | SINGAPORE

8. Now we will choose or create the Name of Item of the product that we are selling.
Here we are selling iBall 2.0 Speaker, so we will choose that.

9. In the Sales Voucher, after selecting the Nature of the item, we will give the
information about Quantity and Rate and after getting the total amount, we will go
to the next step by pressing Enter.

10. After providing the information about the Name of the Item, we have to select
the ledgers of SGST and CGST for GST. Which we had created while purchasing the
raw material. Just by doing this, our sales entry will be recorded in Tally Prime.

Mo 1 1priy

Quantity  Rate per Amound

400nos 7000 mos 2,80,000.00f

CGST 25,200.00
SGST 25,200.00

11. If you want to see the GST calculation (GST Analysis), then while in the Sales
Voucher, press CTRL+I1: More Details and select GST Tax Analysis. For more detailed
information on GST Tax Analysis, select ALT+F5: Consolidated.

GST - Tax Analysis

Particulars Taxable Valse Tax rale Duityi Tax Value

Sales Taxable " 2,50,000.00 50,400.00
Tl 2.0 Speaker 2,80,000.00 50,400 00
ftem Veive | Sales Velve 2,80,000.00 ) 2,80,000.00
Ceatral Tai 9% 25,200 00
State Tar a% 25,200 00
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Payroll is a process of preparing the Employee Salary Slip of the company's

employees.

In Tally, Payroll is linked with the accounting of the company, which plays an
important role in simplifying the payroll process and accounting of the company.

Payroll in Tally helps the user to create and set up salary structures ranging from
simple to complex as per the company's requirements. It also automates the
company's payroll process and also connects it with the company's accounting

application.

Tally Payroll (Payroll in Tally) :

1. As always, first of all, we will create a new company (like we have created in the
image below) and then activate the Payroll option in it.

Tompany Amerasan
Company Name LEARN MORE PRO PAYROLL
Mailing Mame LEARN MORE PRO PAYROLL
Address

State Maharashira

Coundry India

Pincode

Telephore

Migbile

Fax

E-mail

Website

Base Currency symbal 4

Formal nams INR

Sufix symbol 1o amount No

Add space betwean amount and symbol Yes

Financial year baginning from
Backs begnning ko

Security

1.Apr.20
1.Apr-20

To setdalter TalyVaul, press AUHK (Company) & select TailyVault

Control User Access 1o Company Data

Show amount in milkons No
Number of decimal places 2
Word representing amaunt after decimal paise
Number of decimal places for amount in woeds - 2

Ne

Accepl 7

Yes or No

2. After creating the company, you will get a screen to enable the features of the
company. If we want to activate the Payroll feature, then for this we will set the option
of Show more features to Yes. After which, just below that, you will get the option of
Show all features, we will activate it by setting it to Yes.

Show all features

Accounting

Show more features

Company: LEARN MORE PRO PAYROLL

Yes

Yes No

Yes
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2. After activating the Show More Features and Show All Features options, you will see
the image inside Tally A list of the company's features will be displayed. You will
see the Payroll feature on the right side.

LEARN MORE PRO PAYRO!

Payroll
Maintain Payroll fYos |
Enable Payroll Statutory Yes

4. Under the Payroll feature, you will get two options.

Maintain Payroll: To use Payroll in the company set this option to Yes.

Payroll
Maintain Payroll Yes |
Enable Payroll Statutory S Yes

Enable Payroll Statutory: We have to activate this option by setting it to Yes. After
Payroll You will be asked to {ill in the Statutory Details, where provide the following
information (like Provident Fund, Employee State Insurance, National Pension
Scheme, and Income Tax).

Payroll Stannory Details

Provident Fund

Company code
Company accounl group code
Company secunty code

Employes State Insurance

Cormpany coda
ES! branch office
Standard workeng days per month

National Pension Scheme

Corpofaie regatralion numbs
Corporate branch ofice number

Income Tax

Tax dedwction and codection Accoun Mumber [TAN)
TAN registation numbser
Incoms tax circls or wand
Deductor type Gowernment
Deductor branchidivissan
Nama of parson responsibls
Sonidavghter of
[Diasagnation
Fam

Nafe: AN the above defails mll be used m Challan, Forms £ Rafums)
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5. Now our Payroll option has been activated in Tally. To access it, we have to go to
Payroll Masters in Gateway of Tally > Go To (CTRL + G) > List of Masters. Click on
Show More to see additional options.

Gateway of Tally > Go To (CTRL + G) > List of Masters > Payroll Masters.

Change Company
Show Inactiva
Accounting Masters
Groups
Ledgers
Voucher Types
Currencies
Budgets
Scenarios
Inventory Masters
Stock Groups
Stock ltems
Stock Categories
Units
Godowns
Payroll Masters
Employee Categories
Employee Groups
Employees
Attendance/Production Types
Pay Heads

Payroll Masters Creation :

In the previous topic, we learned how to activate the Payroll feature in Tally. Now we
will learn how to create Payroll Masters. But before that, let us understand what is a
Salary Slip or Pay Slip.

Salary slip or Pay Slip is a slip which contains the details of the employee working
in the company and the complete details of salary calculation. As you can see in the
picture below.

Pay Slip for May 2020
SATISH DHAWAN

Tax R Requisr Tax Regime

ABSENT 5 Days
PAID LERVE 1Days
Eamings Amount Gross Salary  Daductions Amount Gross Salary

|BASIC SALARY 11548 S000000 Profezzional Tax 400,00 40004
wanc 20.967.74 25,000 80 Proadent Fund 1.800.00 1,800.00
335484 400000

00.00 80000

Tatal Earnings 67,050.06 79,800,00 Total Deductions 220000 2,200.00|
ot Ao 1 64,858.06 £ 17,600,00|
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At the top you are given the month of the pay slip and the name of the employee.
Then there is employee information like Employee No., Function, Designation,
Location, Date of Joining, etc.

On the right side you have Tax Regime, PAN, UAN, PF Account no., ESI No., PR
Account No. Etc.

After that you are given the attendance details of the employee.

In the table below, earning information is given on the left side and deduction
information is given on the right side.

Finally, the Net Amount is given at the bottom.

Employee Category :

First of all, we have to create an Employee Category in Payroll Masters. Whatever
category of employees we have in our company, we have to create the same
category in Tally like Location, Branch, etc. For now, we will create an Employee
Category for Head Office. We will create it in the following manner.

To create an Employee Category, go to Gateway of Tally > Create > Employee
Category (Under Payroll Masters).

Payroll Masters
Employee Category
Employee Group
Employes

Name: Here we have to give the name of the Employee Category like Head Office
(alias): If you want to give any alias then you can give it in (alias).

Leave the rest of the information as it is and accept it with CTRL+A. And your
Employee Category will be ready.

Employee Category Creation

MName ‘| Head Office

(alias)

Allocate Revenue ltems : Yes
Allocate Non-revenue items - No

Payroll form no 16

Employee Number: Enter the Employee Code or number here, like 011
Designation: Designation of the employee means mentioning his position, like
Manager!
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Function: Give information about the function in which the employee is working,

like Management!
Location: From which location of the company is the employee working? Like

Mumbai.
Gender: Provide information about the gender of the employee, such as Male or

Female.

Date of Birth: Enter the date of birth of the employee.

Blood Group: Provide details of the employee's blood group, like A+I
Father's/Mother's Name: Mention the name of the employee's father or mother.
Spouse's Name: Mention the name of the employee's spouse i.e. husband or wife.
Address: Mention the permanent address of the employee.

Phone No: Provide the phone number of the employee.

E-mail: Provide the employee's email ID.

Provide Bank Details: If you want to provide the employee’s bank details then
click Yes and provide bank details like Bank Name, Bank A/C, Branch, IFSC Code,
etc., or click No.

Statutory Details: Here we have to provide statutory information related to the
employee:

Applicable Tax Regime: Provide information related to the employee's Tax
Regime.

Income Tax Number (PAN): Provide the employee's PAN card details.
Aadhaar Number: Provide the Aadhaar number of the employee.
Universal Account Number (UAN): Provide the UAN number of the employee.

PF account number: Provide information about the employee's PF account
number.

EPS account number: Provide information about the employee's EPS account
number.

Date of joining for PF: Provide information about the date of joining of the
employee with PF.

PR account number (PRAN): Provide the PR account number of the employee.
ESI number: Provide information about the ESI number of the employee.

ESI dispensary number: Provide information about the ESI dispensary number of
the employee.

Accept: After providing the required information, create Employee in Payroll by
accepting with CTRL+A.
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Category HEAD OFFICE
Name | SATISH DHAWAN
(abas)
Under PURCHASE
(¢ Prmary)
Date of joining 1-Apr-2020
Define salary details No
Date of resignation/retrement
General Information Prinide ik deisills No

Employee Mumbar o1
Designation MANAGER Hatiory Docalls
Function MANAGEMENT Applicable Tax Regime Regular Tax Regime
Location MUMBAI {From 1-Apr-20)
Gendar Male Income Tasx Number (PAN)
Date of birth Aadhaar number
Blood group Unnversal Account Number (UAN)
Fathers/mothers name: PF account number
Spouse’s name EPS account number
Address GHATKOPAR WEST Dats of jeining for PF

Date of relieving for PF

PR account number (PRAN)
F2hons:no ESI number
E-Iail Esi e

Just like we created an employee for Satish Dhawan above, in the same way we can
create an employee for Varun Dhawan we will also create employees in the payroll.

Unit (Work) :

Now we will create a Unit (Work) in Tally. The work that is being done in the
company, on which type of unit it is being done, like Day, Month (month), Week
(week), Hours (hours), Minute (minutes), Second (seconds), etc.

There are 2 types of Unit (Work), Simple and Compound.

To create a Unit (Work), we will go to Gateway of Tally > Create >Unit (Work)
(Under Payroll Masters).

Payroll Masters
Employee Category
Employee Group
Employee
Units (Work)
Attendance/Production Type

As soon as we go to the window of creating Unit (Work), we first get 2 options in
Type, Simple, and Compound, which we will understand one by one.

. Simple Type: First of all we will create a Simple Unit. Let us first create the Unit
(Work) in Simple type:

A. So for example we will create a Simple Unit (Work) of Hours.

Type: Select Simple in Type here.

Symbol: Set the symbol for Unit (Work). If we are creating a Unit (Work) for Hours,

then we will write the HRS symbol for it.
Formal Name: Now give the formal name of this Unit (Work). For Hours we gave

the symbol HRS, here we will write its formal name as Hours only.
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e Number of Decimal Places: If the Hours unit is displayed in number then specify
the number of decimal places. For now, we will keep it as 0.

Type . Simple
Symbol - 'HRS
Formal name: HOURS

Mumber of decimal places : 0

B. Just like we created a simple unit (Work) for Hours, similarly we will create a unit
(Work) for Minutes.

e Type: Here we will choose Simple in Type.

e Symbol: Give a symbol for minutes. We can give the MIN symbol for minutes.

e Formal Name: Enter the formal name of the Unit (Work). For Minutes we have used
the symbol MIN

e Given that, we will write its formal name here as Minutes only.

e Number of Decimal Places: If Minutes is displayed in unit number then specify
the number of decimal places. For now, we will keep it as 0.

e First Unit: Here we will select the HRS simple Unit.

Conversion: Now here it tells us the conversion i.e. how the first unit we have
selected will be converted into the second unit. We have selected HRS as the first
unit and we will convert it into the second unit i.e. minutes. Now there are 60 minutes
in 1 HRS, so we will write this conversion as 60 here.

Example: Similarly, if we choose Week as a simple unit in the First Unit and convert
it into Day, then we would write 7 here in the conversion because there are 7 days
in 1 week.

Attendance/Production Type :

Now we will learn to create Attendance/Production Type in Payroll Masters as
follows.

To create Attendance/Production Type Gateway of Tally > Create >
Attendance/Production

Type (Under Payroll Masters)

1. Paid Leave: First of all we will create the Attendance/Production Type of Paid
Leave. Paid Leave means, that if an employee takes a leave and that leave comes
under Paid Leave, then that employee will be paid salary for the day of leave as
well.
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Name and (alias): Provide the name and alias of the Attendance/Production Type.
Such as PAID LEAVE

Under: Let us keep it Primary here.

Attendance Type: Here we will choose Attendance/Leave with Pay. Because even
on Paid Leave days The employee will be paid a salary.

Period Type: It will come automatically in Days.

Name [BAID LEAVE ]
(alias) :
Under * Primary
Attendance type Attendance / Leave with Pay
Period type Days

2. Absent: Now we will create an Attendance/Production Type of Absent. Absent
means if an employee takes leave without informing or his paid leave is over and
that leave comes under Absent. So that employee will not be paid salary even for
the day of leave.

Name and (alias): Provide the name and alias of the Attendance/Production Type,
such as ABSENTI

Under: Let us keep it Primary here.

Attendance Type: Here we will choose Leave without Pay. Because the salary for
the day of absence is credited will not be given to the employee.

Period Type: It will come automatically in Days.

MName [ABSENT

(alias) .

Linder * Primary

Attendance type Leave without Pay
Fenod type Days

3. Overtime: Now we will create the Attendance/Production Type of Overtime.
When an employee works more than the time prescribed by the company, it is
called overtime and the extra salary for that time is also given by calculating it
according to the time.
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Name and (alias): The name and alias of the Attendance/Production Type have to
be given. Like OVER TIME

Under: Here we select Primary.

Attendance Type: Here we should choose Production. Because more work done in
overtime will be paid more according to time and production.

Unit: As soon as we select Attendance Type: Production, we get the option of Unit,
in which we have to create Unit (Work). Here we will choose a Compound Unit: HRS
of 60 MIN (which we have already created). Because it is not certain how many
minutes or hours of Overtime an employee will do.

Name [OVER TIME
(alias)

LInder * Primary
Atftendance type Production
Linit HRS of 60 MIN

Pay Heads :

The salary that an employee receives is called Pay Heads in the payroll. Any
employee can receive different types of Pay Heads. Such as Basic Salary, House Rent
Allowance, Travelling Allowance, Other Allowances, Bonus, Deduction, Gratuity,
Loan and Advances, etc.

We will also create Pay Heads for Basic Salary and House Rent Allowance here. To
create Pay Heads we will

Gateway of Tally > Create > Pay Heads (Under Payroll Masters)
1. Basic Salary: First of all we will create Pay Heads of Basic Salary.

Name and (alias): Enter the name of the Pay Heads. Here we are creating Pay
Heads for Basic Salary, so we Here we will write Basic Salary as the name.

Pay Head Information: Here we have to provide the following information related
to Pay Head.

Pay Head Type: Here select the Pay Head Type from the list under which you are
creating your Pay Heads. The Pay Heads we are creating here are the Basic Salary
which is in a way the salary of the Employee.

There is earning so we will choose Earning for Employees here.
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List of Pay Head Types

* Not Applicable

Bonus

Deductions From Employees
Eamings for Employees
Employses’ Statutory Deductions
Employear's Othar Charges
Employer's Statutory Contributions
Gratuity

Loans and Advances
Reimbursements to Employess
Tax paid by Employer on Perquisites

Income Type: Now we have to tell here whether the Pay Heads we are creating are
Fixed Income or Variable Income. Here the Pay Heads we are creating for Basic
Salary is Fixed Income. So we will choose Fixed.

Under: Here we have to select the Under Group of Ledger. Do we have to tell what
type of expense is this for our company? For our company, this is Indirect Expenses.

List of Groups

Create
Direct Expenses
Expenses (Direct)
Expenses (Indirect)
Indirect Expenses
Misc. Expenses (ASSET)

Affect net Salary: Will this have any effect on the employee's net salary? We will
make it Yes.

Because it will impact the net salary of the employee.

Name to be displayed in Payslip: We will let it remain Basic Salary.
Use of Calculation of Gratuity: We will keep this as No.
Set/Alter Income Tax Details: We will also keep this as No.

Calculation Type: Information has to be given about how the salary will be
calculated.

As Computed Value: If calculation is to be done on any kind of condition or
formula, then we will choose this option.

As User-Defined Value: If the salary is to be defined by the user then choose this
option.

Flat Rate: If you want to keep a flat or fixed salary then choose this option.

On Attendance: If you want to calculate salary as per employee's attendance then
choose this option.
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On Production: Choose this option if you want to calculate salary as per the
production of the employee.

At present, the salary calculation will be based on attendance. So we will select On

Attendance.

Normal Rounding: In this option, the amount is rounded i.e. the decimal is
rounded normally. For example, if the number of decimal places in an amount is
more than 0.50, then it will be rounded to 1 and if the number of decimal places in

an amount is less than 0.50, then it will be rounded to O.

Upward Rounding: In this option, the amount is rounded i.e. the decimal is made
upward. For example, if the amount is 3.50 3.30, or 3.90 then it will make it 4.

From now on we will keep it as Not applicable.

Accept: After providing this much information, we will Accept by pressing CTRL+A
to create the Pay Head of Basic Salary.

Name BASIC SALARY

(alias]

Pay haad type

Income type
Undar

Affect net salary
Mame to be displayed in payslip
Use fior calculation of gratuity
Set [ Aler InCome Tax Details
Calculation type
Attendancefleave with pay
Leave without pay

Calculation period
Basis of calculation (per day)

Pay Head Information

Earnings for Employeas

Fimed
Indirect Expenses

Yes

BASIC SALARY
No

No

On Amtendance
* Not Applicable
ABSENT

Months
As per Calendar Period

Rounding OF Information
Rounding Method - * Not Applicable

Opening Balance | on 1-Apr-20) :

Total Opening Balance

5,00, 000.00 Dr

Difference
5,00 00000 D

Accept ?

Yes or Mo
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2. House Rent Allowance (HRA): Now we will create another Pay Heads of House
Rent Allowance (HRA).

Name and (alias): First of all give the name of the Pay Heads. Here we are creating
Pay Heads for House Rent Allowance so we will write House Rent Allowance here.

Pay Head Information: Here we have to provide the following information related
to Pay Head.

Pay Head Type: Here select the Pay Head Type from the list under which your Pay
Heads fall. The Pay Heads we are creating here is House Rent Allowance which is a
kind of earning of the Employee, hence select Earning for Employees here.

Listof Pay Head T

+ Mot Applicable

Bonus

Deductions From Employees
Eamings for Employees
Employees’ Statutory Deductions
Employer's Other Charges
Employer's Statutory Contnbutions

Income Type: The Pay Heads that are being created are Fixed Income or Variable
Income. Here the Pay Heads that are being created for House Rent Allowance is
Fixed Income so choose Fixed.

Under: Here choose the Under Group of Ledger. What is this for our company? For
our company, this is Indirect Expenses.

List of Groups

Create
Direct Expenses
Expenses (Direct)
Expenses (Indirect)
Indirect Expenses
Misc. Expenses (ASSET)

Affect net Salary: Will this have any effect on Net Salary? We will make it Yes,
because of its effect, It will fall on the employee's net salary.

Name to be displayed in Payslip: We will let it remain House Rent Allowance.
Use of Calculation of Gratuity: We will keep this as No.
Set/Alter Income Tax Details: We will also keep this as No.

Calculation Type: Information has to be given about how the House Rent
Allowance will be calculated.
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At present, our House Rent Allowance calculation will be based on the calculation
and formula, so Here we will select As Computed Value.

Computation Information: After selecting As Computed Value in Calculation
type, you will get the field of Computation Information. In which we have to give the
following type of information.

Compute: Here you need to provide information about how the House Rent
Allowance will be computed.

Methods of Computation :

On Current Deductions Total: The total of the current deductions made by this
method

There will be a computation of HRA.

On Current Earnings Total: Through this method, HRA will be computed on the
total of current earnings.

On Current Sub Total: The Current Sub Total generated by this method is based
on HRA.

Computation will take place.
On Specific Formula: HRA will be computed under a specific formula.

We will select On Specified Formula to calculate HRA.
After which we will get a window to select the Pay Head, where we will have to select
Basic Salary as Pay Head would.

Compute: On Specified Formula

Function Pay Head

\Add Pay Head BASIC SALARY

Then we will determine the Conditions and Formulas in the following table. As per
the government rules for HRA, we can give HRA ranging from 5% to 70% of the
Basic Salary to the employee.

Effective From: From which date the computation should be started. For example,
in the example below, 1-04-20 has been selected.

Amount Greater Than: Determine the amount, if someone's Basic Salary is more
than that

Percentage has to be given. Like:

If the basic salary is more than Rs 20,000 then 30% HRA has to be paid.
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If the basic salary is more than Rs 40,000 then 50% HRA has to be paid.

Amount UpTo: Now we will determine the Basic Salary limit (Amount Upto) for

If the Basic Salary is less than or equal to the prescribed limit, then what percentage
of HRA will be decided, such as:

If basic salary is equal to or up to Rs 20,000 then 30% HRA has to be paid.
If the basic salary is equal to or up to Rs 40,000 then 40% HRA has to be paid.

whether the calculation should be

Value: Here we have to decide the percentage of value. The percentage we have to
calculate HRA.

Computation Information

Compute - On Specified Formula

Specified formula BASIC BALARY

Effective Amount Amount Up  Slab Type  Value

From  Greater Than To
1-Apr-20
20,000.00 Percentage 30 %

20,000.00 40,000.00 Percentage 40 %
40,000.00 Percentage 50 %

Accept: Just after giving this much information we will start creating the Pay Head
of House Rent Allowance with CTRL+A.

Name House Rent Allowance Total Opening Balance
(aifas)
5,00,000.00 Dr
Difference
§ 00,000.00 Dr
Pay Head Information Computation Informaticon

Pay head type Eamings for Employees Compute On Specified Formula

Income type Fixed Specified formula BASIC SALARY
Under Indirect Expenses Effective Amount Amount Up | Slab Type  Value

From  Greater Than To
1-Apr-20

AR R sy e 20,000.00 Percentage 0%

Mame to be displayed m payslp - House Rent Allowance 20,000.00 40,000,00 Percentage 0%
Use for calculation of gratuity No 40.000.00 o Percoritugs 50 %
Set / Alter Income Tax Details No '
Calculation type As Computed Value

Calcudation penod Months

Rounding Off Information
Rounding Method ~ * Not Applicable Accept ?
Opening Balance { on 1-Apr-20) : Yes of Mo
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3.Travelling Allowance (TA): Now we will create another Pay Heads of Travelling
Allowance (TA).

Name and (alias): First of all give the name of the Pay Heads. Like here we are
creating Pay Heads for Travelling Allowance so we will write Travelling Allowance
here.

Pay Head Information: Here we have to provide the following information related
to Pay Head.

Pay Head Type: Here select the Pay Head Type from the list under which your Pay
Heads fall. Traveling Allowance is a kind of earning of the employee, hence we will
select Earning for Employees here.

Income Type: Here you have to tell whether the Pay Heads we are creating is Fixed
Income or Variable Income. The Pay Heads of Traveling Allowance is Fixed Income.
So we will choose Fixed.

Under: Here we have to select the Under Group of Ledger. What is this for our
company? For our company, this is Indirect Expenses.

Affect net Salary: Will this have any effect on the net salary of the employee? We
will set this to Yes because it will affect the net salary of the employee.

Name to be displayed in Payslip: We will let it remain Travelling Allowance.

Use of Calculation of Gratuity: We will keep this as No.

Set/Alter Income Tax Details: We will keep this as No.

Calculation Period: Now here we will select the month from the List of Periods.
Because we will calculate the Traveling Allowance according to the month.
Rounding Method: We will keep it as Not Applicable.

Accept: Now to create Pay Head of Travelling Allowance, press Accept with
CTRL+A.

Mame Travelling Allowance Total Opening Balance
fahas)
5,00,000.00 Dr

Difference
5,00,000.00 Or

Pay Head Information
Fay head type Eamnings for Employees
Income type Fimed
Under Indirect Expenses

Affect net salary Yes
Name ta be displayed in payslip - Travelling Allowance
Use for calculation of gratuity No
Set / Alter ncoma Tax Details Ne
Calculstion type Flat Rate

Calculation penad Months

Reunding O Information

Rounding Methed - # Not Applicable

Opening Balance { on 1-Apr-20) :
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4. Dearness Allowance (DA): Now we will create Pay Heads of Dearness
Allowance (DA).

Name and (alias): First of all give the name of Pay Heads. Here we are creating Pay
Heads of Dearness Allowance (DA), so we will write Dearness Allowance here.

Pay Head Information: Here we have to provide the following information related
to Pay Head.

Pay Head Type: Here select the Pay Head Type from the list under which your Pay
Heads fall. The Pay Heads we are creating here is Dearness Allowance (DA). Which
is a kind of earning for the employee, so we will select Earning for Employees here.

List of Pay Head Types

¢ Not Applicable

Bonus

Deductions From Employees
Earnings for Employees
Employees’ Statutory Deductions
Employer's Other Charges

Income Type: Now we have to tell the Income Type of Pay Heads here. Here is the
Dearness Allowance.

What Pay Heads are making is Fixed Income.

Under: Here we have to select the Under Group of Ledger. This is the Indirect
Expenses for our company.

Affect net Salary: Select Yes here as it will affect the employee's Net Salary.
Name to be displayed in Payslip: We will let it remain Dearness Allowance.
Use of Calculation of Gratuity: We will keep this as No.

Set/Alter Income Tax Details: We will keep this as No.

Calculation Type: Information has to be given about how Dearness Allowance will
be calculated:

As Computed Value: Choose this option if you want to calculate the value based
on some criteria or formula.

As User-Defined Value: Select this option if the salary is to be defined by the user.
Flat Rate: If you want to keep a flat or fixed salary then choose this option.

On Attendance: Choose this option to calculate salary as per the attendance of the
employee.
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On Production: Choose this option to calculate salary as per the production of the

employee.

At present, our Dearness Allowance will be calculated based on the calculation and
formula, so here we will select As Computed Value.

Computation Information: After selecting As Computed Value in Calculation

type, you will get the field of Computation Information. In which we have to give the

following type of information.

Compute: How will Dearness Allowance be calculated?

Decide the percentage. As:

If the basic salary is equal to or up to Rs 20,000 then 5% DA has to be given.

If the basic salary is equal to or up to Rs 40,000 then 6% DA has to be paid.

Slab Type: Set the slab type by Percentage or Value.

Value: Set the percentage here.

Computation Information
Compute On Specified Formula
Specified formula BASIC SALARY
Effective Amount Amount Up Slab Type  Value
From  Greater Than To
1-Apr-20
20,000.00 Percentage 5%

20,000.00 40,000.00 Percentage 6%
40,000.00 Percentage B %/

Accept: Now to create the Pay Head of Dearness Allowance, we will accept it with

CTRL + A.

Hams Deamess Allowance
(abias)

5,00,000.08 Dr

Difference
5,00.000.00 Dr

Pay Head Informatian Computation Information

Pay haad type Earmings for Employees Compute On Specified Formula
Income typs Fixed Specified formula  © BASIC SALARY
Under Indirect Expenses Effective  Amount  AmountUp  Slab Type
From  Greater Than To
— 1-Apr-20
M:L‘ "g: J:?: red I ;“ All 20,000.00 Pareepinge
2me fo be displayed in payslip - Dearness Allawance 2000000 40,000,00 Percentage
Use for calculation of gratuity Ho 40,000.00 ferreninge
Set / Alter Income Tax Details No ’
Calculation type As Computed Value
Calculation period Months
Rounding O Information
g Mathod - # Mot
Opening Balance { on 1-Apr-20) :

Total Opening Balance

Value

5%

8%
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5. Overtime: Now we will create Pay Heads for Overtime.
Name and (alias): Firstly, we will give the name of Pay Heads Overtime.

Pay Head Information: Here we have to give the following information related to
Pay Head.

Pay Head Type: Here you have to select the Pay Head Type from the list under
which your Pay Heads fall. The Pay Heads we are creating is Overtime. Which is a
kind of Employee's earnings, so we will select Earning for Employees here.

Income Type: Now we have to tell here whether the Pay Heads is Fixed Income or
Variable Income. This is Fixed Income. So we will select Fixed.

Under: Here we have to select the Under Group of Ledger. For our company this is
Indirect.

Expenses.

Affect net Salary: Will it have any effect on Net Salary? We will mark it as Yes
because it will affect the Net Salary of the Employee.

Name to be displayed in PaySlip: We will leave it as Overtime.

Use of Calculation of Gratuity: We will keep this as No.

Set/Alter Income Tax Details: We will keep this as No.

Calculation Type: The overtime calculation will be done on production.
Production Type: We will select Overtime as the Production type.

Accept: After providing this much information, we can press CTRL+A to create the
Pay Head of Dearness Allowance will accept.

Name Overtime Total Opening Balance

(atias)
5,00,000.00 Dr

Difference
5,00,000.00 Dr

Pay Head Information
Pay head type Earnings for Employees

Income type . Fixed
Under Indirect Expenses

|Affect net salary : Yes
Name to be displayed in payslip - Overtime

Use for calculation of gratuity No

Set / Alter Income Tax Details No

Calculation type On Production
Praduction type : OVERTIME

Rounding Off Infermation
Rounding Method - * Not Applicable

Opening Balance {on 1-Apr-20) :
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6. Professional Tax: Professional Tax is a deduction that we have to take from the
employee's salary.

Professional Tax is imposed by the State Government. It may vary from state to state.
For now, we will create Pay Heads as a deduction of Professional Tax with the
following example. Below, some criteria are given for the amount of Professional
Tax, based on which we will deduct Professional Tax according to the salary of the
employee.

Name and (alias): Firstly, give the name of the Pay Heads, like here we are creating
Pay Heads of Professional Tax so we will write Professional Tax here.

Pay Head Information: Here we have to provide the following information related
to Pay Head.

Pay Head Type: Here you have to select the Pay Head Type from the list under
which your Pay Heads come. The Pay Heads we are creating here is Professional
Tax. Which is a kind of tax, which has to be deducted from the employee's income
and it has to be paid to the state government. That is why we will select Employees'
Statutory Deductions.

* Statutory Tax Type: Here you will select Professional Tax only.
* Registration Number: The registration number has to be given here.

Under: Here we have to select the Under Group of Ledger. What is this for our
company? For our company, this is Duties & Taxes, which we have to pay to the state
government.

Affect net Salary: Will this have any effect on the Net Salary? We will mark this as
Yes because it will be deducted from the employee's net salary.

Name to be displayed in Payslip: We will let it remain Professional Tax.
Use of Calculation of Gratuity: We will keep this as No.
Set/Alter Income Tax Details: We will keep this as No.

Calculation Type: The calculation of Professional Tax will be done on production.
So we will choose As Computed Value.

Computation Information: After selecting As Computed Value in Calculation
type, you will get the field of Computation Information. In which we have to give the
following type of information.

Compute: Here we have to provide information about how the Professional Tax will
be calculated.
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If we calculate Professional Tax on the current Earnings Total, then we will choose

this only. Then we will determine the criteria and formula in the following table.

Effective From: From which date the computation should be started. For example,
in the example below, 1-04-20 has been selected.

1. Provident Fund: Provident Funds are also a type of deduction. Companies
deduct them from their employees' salaries and deposit them in the employees'
Provident Fund accounts. We will create Pay Heads as a deduction for Provident
Fund with the following example.

Name and (alias): Firstly, give the name of the Pay Heads, like here we are creating
Pay Heads of Provident Fund If it is then we will write Provident Fund here.

Pay Head Information: Here we have to provide the following information related
to Pay Head.

Pay Head Type: Here, select the Pay Head Type from the list under which your Pay
Heads are. The Pay Heads we are creating here are Provident Funds. That is why we
are creating Employees. We will select Statutory Deductions.

Statutory Tax Type: Here you will select PF Account (A/C No.).

Under: Here we have to select the Under Group of Ledger. For our company this is
Current.

Liabilities.
Affect net Salary: Will it have any effect on Net Salary? We will mark it as Yes

because it will affect the Net Salary of the Employee. Name to be displayed in
Payslip: We will let it remain Provident Fund.

Calculation Type: We are going to do the Provident Fund calculation on As
Computed Value.

Calculation Period: Here we will select the Month.

Computation Information: After selecting As Computed Value in Calculation
type, you will get the field of Computation Information. In which we have to give the
following type of information.

Compute: Here we have to tell how the Provident Fund will be calculated. We will
calculate the Provident Fund on On Current Earnings Total, so we will choose this.

Then we will determine the criteria and formula in the following table.

Effective From: From which date the computation is to be started. For example, 1-
04-20 is given in the example.
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Amount Upto: Determine the limit of Basic Salary. If someone's Basic Salary is less
than or equal to the specified limit, then the Provident Fund has to be calculated by.

Accept: After giving this much information, we can press CTRL+A to create Pay
Head of Provident Fund will accept.

Name Total Opening Balance

fatas)

5,00,000.00 Dr

Difference
5,00, 000.00 D¢

Pay Head Information
Employess” Stautory Deductions  Compute
PF Account [Alc No. 1)

Computation Information

Pay head type On Current Eamings Total

Sistulory pay type Effective Amount Amount Up  Slab Type  Value
From  Greater Than To
1-Apr20
15,000.00 Parcentage

Value

12%

Undar 1,800

Current Liabilities 15, 000,00

Affact nat salary Yas
Mama 1o be displayed in payslip Provident Fund

Calculation type As Computed Value

Calculation period Months

Rounding Off Information

Rounding Mathod - * Not Applicable

Opening Balance {on 1-Apr-20) :

Define Salary :

Till now we have learned to create Employee, Employee Category, Employee
Group, Unit (Work), Attendance/Production Type, and Pay Heads under Payroll
Masters. Now based on all this information, we will define the salary of the
employee i.e. we will create his salary slip.

To Define Salary, we will go to Gateway of Tally > Alter > Define Salary (Payroll
Masters).

After going to Define Salary, we will get a List of Groups/ Employees. From this, we
have to choose the employee whose salary we want to define. If we want, we can
also define the salary account-wise. This will define the salary of all the employees
working under that account. But here we will define the salary employee and we
will choose Satish Dhawan.

List of Groups { Employees

Create

_ Back
ACCOUNT * Primary HEAD OQFFICE
PURCHASE * Primary HEAD QFFICE
SALES * Pnmary HEAD OFFICE
SATISH DHAWAN PURCHASE HEAD OFFICE
WARUN DHAWAN PURCHASE HEAD QFFICE
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As soon as we select Satish Dhawan's account, we will get the table shown in the
picture below. In which we have to provide information related to Employee's
Earnings and Deductions.

Effective From: From which date this salary is being defined.

Pay Head: Select Pay Heads for Employee's Earning and Deduction. (Which we
have created in the previous topic.) We will select the following Pay Heads here.

Basic Salary: After selecting Basic Salary, we will define its rate as 50000 per
month. While creating the Pay Head of Basic Salary, we kept the Calculation Type
as User Define. The month will automatically appear in Per. There is no need to do
anything further.

House Rent Allowance: We will select only House Rent Allowance here. We will
select Rate here.

There is no need to define it. Because while creating its Pay Head, we used a specific
formula for the Calculation Type and there is no need to do anything further.

Dearness Allowance: We will only select Dearness Allowance here. We have to
select Rate here.

There is no need to define it. Because while creating its Pay Head, we made a
specific formula for the Calculation Type. Due to this Dearness Allowance will be
calculated automatically.

Traveling Allowance: After selecting Travelling Allowance, we will define its rate
as 800 per month. Because while creating its Pay Head, the Calculation Type was
kept as User Define.

Overtime: After selecting Overtime, we will define its rate as 120 per HRS. Because
while creating its Pay Head, the Calculation Type was kept as On Production.

Provident Fund: We will select the Provident Fund here. There is no need to define
the rate here. While creating its Pay Head, we made a specific formula for the
Calculation Type, through which Provident Fund will be calculated automatically.

Accept: After selecting the Pay Heads we will finally accept it by pressing CTRL +
A.

Mams SATISH DHAWAN [01)

Under PURCHASE
(7 Prmary)

Salary Detalls
Effective Pay Head Rate Per Pay Head Type Calculation Type Camputed On
From
~ BASIC SALARY 50,000.00 Months  Earnings for Emplayees On Attendance

House Rent Allowance Eamings for Employees As Computed Value BASIC SALARY
DEARNESS ALLOWANCE Eamings for Emplyees As Camputed Value BASIC SALARY
Travelling Allowance 800.00 Months  Eamings for Employees Flat Rate
OVERTIME 12000 HRS ~ Eamings for Emplayees On Production
PROFES SIONAL TAX Employsss’ Statutory Deductions  As Computed Value On Carrrant Eamings Total
PROVIDENT FUND Employees’ Statutory Decluctions  As Computed Value On Current Eamings Tataf
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Just like we defined Satish Dhawan's salary, in the same way, we will define Varun
Dhawan's salary as well.

First of all, we will select Varun Dhawan's account.
Effective From: From which date this salary will be defined.

Pay Head: For Employee's Earning and Deduction, we have to select Pay Heads
which we have created in the previous topic. So, we will select the following Pay
Heads here.

Basic Salary: After selecting Basic Salary, we will define its rate as 40000 per
month. While creating the Pay Head of Basic Salary, we kept the Calculation Type
as User Define. The month will automatically appear in Per. There is no need to do
anything further.

House Rent Allowance: We will only select House Rent Allowance here. We do not
need to define the rate here. Because while creating its Pay Head, we made a
specific formula for the Calculation Type and there is no need to do anything
further.

Dearness Allowance: We will only select Dearness Allowance here. We do not
need to define the rate here. Because while creating its Pay Head, we had specified
the Calculation Type as a formula. Due to this Dearness Allowance will be
calculated automatically.

Traveling Allowance: After selecting Travelling Allowance, we will define its rate
as 800 per month. Because while creating its Pay Head, the Calculation Type was
kept as User Define.

Overtime: After selecting Overtime, we will define its rate as 100 per HRS. Because
while creating its Pay Head, the Calculation Type was kept as On Production.

Provident Fund: We will select the Provident Fund here. There is no need to define
the rate here. While creating its Pay Head, we made a specific formula for the
Calculation Type, through which Provident Fund will be calculated automatically.

Accept: After selecting Pay Heads we will finally press CTRL + A: Accept.

Name VARUN DHAWAN (02}

Unclar PURCHASE
{7 Primary)

Salary Details
Effective Pay Head Rate Pai Pay Head Type Caleulation Type Compited On
From

1-Apr-20
BASIC SALARY 40,000.00 Months  Eamings for Employees On Attendance
House Rent Allownnce Eamings for Emplayees As Compurted Value BASIC SALARY
DEARNES S ALLOWANCE Eamings for Employees As Computed Value BASIC SALARY
Travelling Allowance BO0.00 Months | Eamnings for Employees Fiat Rate
OVERTIME 100.00 HRS Earnings for Employees On Production
PROFESSIONAL TAX Employees’ Statitory Dedpctions As Computed Valoe Ow Corrent Earmings Tofal
PROVIDENT FUND Employees' Statwtory Dediections Ag Compurtedd Value O Current Earmings Total
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Note: If the salary of any employee increases in the future then you can increase his
salary by altering his Define Salary.

Attendance Voucher :

In the Attendance Voucher, we record the attendance of the employees. To record
the attendance of any of your employees

For this, we will go to Gateway of Tally > Voucher > F10 - Other Voucher >
Attendance Voucher.

List of Moucher Types

Create
Show Inactve
Accounting Vouchers
Conira F4

Cradit Note AltFS
Debit Nate AIHES
Joumal Fr
Paymant F&

Purchase Fo

Recespt F

Sales Fa
Inventory Vouchers

Physscal Stock Cla+FT

Stock Joumal AltFT
Payroll Vouchers

Attendanca

Paymall Cirt+Fd

Employee Name: Here we will select the name of the employee whose attendance
is to be recorded.

Employee 1: Let us first select Satish Dhawan from the List of Employees.

After selecting Satish Dhawan, his Employee Number will appear automatically.

In the Attendance/Production Type column, we have to select the Attendance type.
Employee 2: Let us now select Varun Dhawan from the List of Employees.

After selecting Varun Dhawan, his Employee Number will appear automatically.

In the Attendance/Production Type column, we have to select the Attendance type.
We first take the OVERTIME and assume, Varun Dhawan has done OVERTIME of 10
HRS in a month.

One thing you have to keep in mind is that you should mark your attendance on the
first date of the month for which you are marking your attendance.

We have to select it which we can change with F2: Shortcut Key.

Attendance 1

Employes Name Employee Number Amendance/Production Type Valus Lmit
SATISH DHAWAN m ABSENT Cur Bal. § Days 5 Days
SATISH DHAWAN m PAID LEAVE Cur Bai: 4 Days 4 Days
(VARLIN DHAWAN [} OVERTIME Cur Bal: 10- 0 HRS 10. 0 HRS
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Payroll Voucher :

Now at the final stage of Payroll, you will learn how to enter the entry in the last
Payroll Voucher. To enter the entry in Payroll Voucher we will go to Gateway of Tally
>Voucher > CTRL + F4 - Payroll Voucher.

LisE of Vouchar Ty

Creata

) L Show Inactive
Accounting Vouchers

Contra F4

Credit Mote Alt+FE

Diabst Maote Al+FES

Journal Fr

Paymant F5

Purchase '

Receipt F

Sales Fa
Inventory Vouchers

Physical Stock Gir+FT

Stock Joumal Al+FTF
Payroll Vouchers

Attendance

Payroll Cir+F4

In Payroll Voucher, we will enter the entries through the option of AutoFill. To use
AutoFill, we CTRL+F: Will use AutoFill.

After going to Auto Fill, the Auto Fill screen will appear in front of us where we have
to provide the following information:

Type of Transaction: Here we will select Payroll Autofill.

Process For: Here we have to enter the salary entry. That is why we will select
Salary here.

From (Blank for beginning): Select the first date of the month, Start Date: 01-05-
2021

To (Blank for the end): Select the last date of the month, End Date: 31-05-20211

Employee Category: Here we will select Head Office, which is our Employee
Category.

Employee/Group: Here we will select the Employee or Group for which we are
entering the entry, and then we will choose Satish Dhawan.

Sort By: Here we will select Employee Name only.

Payroll Bank/Cash Ledger: Here we will select our Cash or Bank Account ledger
so that we can be the one who pays the salary. Now as soon as we select the
Cash/Bank ledger, we will come back to the Payroll Voucher and
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We will record our entry in the Payroll Voucher. Finally to complete the entry, press
CTRL+A: Accept.

[T o 1 31May 20
Sunday’
Status Payroll autofill {Salary)
|Account - ICIC] BANK
Cur Bal: 3,77,141.04 Or
Panticulars Amaount
HEAD OFFICE 4,858.06 Dr|
SATISH DHAWAN 4,858.00 Dr
BASIC SALARY 4193548 Dr CurBal: 4193548 Dr
House Rent Allowance 096774 Or CurBal:  20.967.74 Dr
DEARNESS ALLOWILNCE 3,354.84 Dr CurBal 3,354.84 Dr
Travelling Allowance B00.00 Dr Cur Bal 800.00 Dr
PROFESSIONAL TAX 400.00 Cr Cur Bal 400.00 Cr
PROVIDENT FUND 1,800.00 Cr Gur Bal 1,800.00 Cr

Payroll Report :

Now it is time to see the report of all the entries made in Payroll Masters. For this we
will go to Gateway of Tally > Display More Reports > Payroll Reports. Where
we can see different types of reports related to payroll.

For now, if we want to see the Pay Slip of the Employees then we will click on Pay
Slip.

Pay Slip

Pay Sheet

Attendance Sheet

PayMent Advice

Employees Without E-mail IDs

Then after that, on the screen that will appear in front of us, we will select Head
Office in the Name of Employee Category, and in the Name of Employee / Group,
we will have to select the name of the employee like Satish Dhawan whose Pay Slip
you want to see.

LEARN MORE PRO PAYROLL
MName of Employee Category © HEAD OFFICE

Name of Employes [ Group - | Satish Dhawan |

After which Satish Dhawan's payslip will appear in front of us. Where we will see his
Attendance, Earnings and You can see deductions.

T

Pay Shp for May 2020
SATISH DHAWAN
T

o e Regular Tax Regime
TANAGEMENT (A
MANAGER

Value.

Amoumt Gross Salary  Deductions. [ Gross Sadary

a4 5000000 Plessonal Tax 4000 000
o 25,0000 Provdant Fud 1,800.00 180009
3 400000

o0 10 0000

2,000

Total Earmings 105005 78,800.00 Toial Dodustions 220000
Mot Amount eedsa 0 € ar,600.00]
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If we want to print the Pay Slip or see the Print Preview then we can use CTRL+P.

Income Tax Declarations in Tally Prime (Payroll) :
As per the Income Tax Act, while computing the Taxable Income the

following are deducted from the Gross Salary for the Employees.

Before configuring your income tax declarations, you can set the tax regime
details for all

employees. Employees opting for the new option tax regime u/s 115BAC have
to forego some of these deductions and exemptions. To simplify the
calculations, the applicability of deductions and exemptions for each tax
regime are predefined in Tally Prime. This means even when you declare
the value for a deduction or exemption, it is not considered for tax
calculation if the respective deduction or exemption is not eligible under

the selected tax regime.

Income Tax Declaration
The employee can provide the Exemption and Deduction details to the
employer, and these details can be entered in the system as employee

Declaration by following the process given below:

. Gateway of Tally > Alter > type or select Income Tax Declarations > and
press Enter.

Alternatively, press Alt+G (Go To) > Alter Master > type or select Income
Tax Declarations > and press Enter.

In case the master is inactive, you will be prompted to enable the Payroll
feature for your

Company. Select Yes or press Y to proceed.

Tncome X
Income Tax Computation for : Rakesh Kumar Financial Year: 1-Apr-2020 to 31-Mar-2021
Employee No. : 23 PAN Number AAAPA2457A Total Income Tax g 8,98,557.00
Gender : Male Computed based on Declared Value Less: Deducted till Mar-2021 NIL
Date of joining : 1-Apr2020 Computed for the month : Mar - 2021 Balance Deductible 8,98,557.00
Date of Birth + 2un-1980 Assessment Year 1 2021 - 2022 Tax Per Month from Mar-2021 NIL
Tax Regime Regular Tax Regime (Applicable from 1-Apr-2020)
SNo Particulars Amount Amount
1. Gross Salary 38,39,991.00
Salary as per provisions contained in Sec 17(1) 38,34,991.00
Value of Perquisites /s 17(2) (as per Form 128A)
Profits in lisu of Salary u/s 17(3) (as per Form 12BA) 5,000.00
2. Less: Allowance to the extent exempted U/s 10 1,00,000.00
House Rent Allowance 1,00,000.00
3. Balance (1-2) 37,39,991.00
4. Deductions Uls 16 50,000.00
Standard Deduction 50,000.00
5. Total Income from Salary (3 - 4) 36,89,991.00
6. Add: Other Income declared by Employee (-)50,000.00
Other Income (House Property / Other Source) / Interest on Housing Loan (-)50,000.00
7. Gross Total Income (5 + 6) 36,39,991.00
8. Deductions under Chapter VI-A 1,35,000.00
Investments (U/s 80C, 80CCF, 80CCG, etc.) 1,10,000.00
12y
Balance Tax Payable/ Deductible (12 - 13) 8,98,557.00
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2. You can select the required exemption and investments, and enter the

employee declarations details.

Employee Tax Regime

You can set the tax regime details for all employees or different employee

groups.

From the Income Tax Declaration screen, select

and press Enter.

Employee Tax Regime,

Income Tax Computation for : Rakesh Kumar

Employee No 21 PAN Number

Gender : Male Computed based on
Date of joining © 1-Apr2020 Computed for the month
Date of Birth 2un-1980 Assessment Year

Tax Regime Regular Tax Regime (Applicable from 1-Apr-2020)

SNo Particulars

1. Gross Salary
Salary as per provisions contained in Sec 17(1)
Value of Perquisites u/s 17(2) (as per Form 1284)
Profits in lieu of Salary u/s 17(3) (as per Form 128A)

2. Less: Allowance to the extent exempted Uls 10
House Rent Allowance

3. Balance (1-2)

4. Deductions Uls 16
Standard Deduction

5. Total Income from Salary (3 - 4)

6. Add: Other Income declared by Employee

Other Income (House Property / Other Source) / Interest on Housing Loan

7. Gross Total Income (5 + 6)
8. Deductions under Chapter VI-A
Investments (U/s 80C, 80CCF, 80CCG, etc.)

Balance Tax Payable/ Deductible (12 - 13)

AAAPA245TA

: Declared Value
: Mar - 2021

2021 - 2022

X
Financial Year: 1-Apr-2020 to 31-Mar-2021
Total Income Tax 8,98,557.00
Less: Deducted til Mar-2021 NIL
Balance Deductible : 8,98,557.00
Tax Per Month from Mar-2021 NIL
Amount Amount
38,39,991.00
38,34,991.00
5,000.00
1,00,000.00
1,00,000.00
37,39,991.00
50,000.00
50,000.00
36,89,991.00
(-)50,000.00
()50,000.00
36,39,991.00
1,35,000.00
1,10,000.00
8,98,557.00

1. Select All Items to set tax regime for all employees or any employee group

to set the details for employees in that particular group.

Declare House Rent Allowance

1. From the Income Tax Declaration screen, select House Rent Allowance,

and press Enter.

‘Other Income declared by Employee

Employee Name. Adarsh Kumar
Employee Number 0063

PAN N AAAPA4532A
Date 1-Apr-2020

Total Qualifying Amount s (income From House Property) + (Income From Other Sources ) - (Interest on Housing Loan - Self Occupied)
Particulars of Income other than 'Salaries’ Effective Annual Ame

income From House Property

National Enterprises x
Financial Year : 1-Apr-2020 to 31-Mar-2021
ount Qualifying Amount
List of Other Income Declare Proof
 End of List
Income From House Property (-)1,57,500.00 (91,57,500.00 (91,57,500.00
Income From Other Sources (-)1,46,500.00 (41,50,700.00 (91,50,700.00

2. Select the required Employee or All Employees or an Employee Group in

the Employee Name/Group field.
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3. Select Any or Regular Tax Regime or Tax Regime U/s 115BAC in the Tax
Regime field to view the details for all employees or under a particular tax
regime. This field is skipped when

an individual employee is selected.
4. In the House Rent Declaration screen:

5. In the Effective From field, specify the date from when rent payment
commenced.

In ¢the Rent Declared Amount field, specify the amount the employee has
declared as rent.

In ¢the Rent Proof Amount field, specify the amount associated with the

proof of rent paid the employee has submitted.

In Place of Residence, select Metro or Non-Metro based on the city.

In the Name of Landlord column, specify the name of the landlord of the

house rented by the employee.

In the PAN of Landlord column, specify the PAN of the landlord or select
Government or Non-resident, as applicable.

Note: Metro should be selected for Delhi, Mumbai, Kolkata and Chennai. For all
others cities, Non-Metro should be selected.

Employee / Group . » All tems Financial Year : 1-Apr-2020 to 31-Mar-2021
Type of Allowance : House Rent Allowance
Tax Regime : ¢ Any
Name and PAN of the iandlord are mandatory if the rent declared for the year is more than 1 lakh.
Employee Name P Number ive From Monthly Rent Place of Name of PAN of
Declared Proof Residence Landiord Landiord

Adarsh Kumar 0063

1-4-2020 15,000.00 15,000.00 Metro Shamanna AGUPM4532A
Rakesh Kumar 2341

1-4-2020 22,000.00 22,000.00 Metro Puttaraju ADUPS4557D

Accept ?

Yes or No
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. Accept the screen. As always, you can press Ctrl+A to save.

Similarly, the HRA details can be entered for an individual(one employee).

Leave Travel Assistance :

.From the Income Tax Declaration screen, click on Leave Travel
Assistance and press Enter.

. Select the required Employee.

.In the Effective From field, specify the date when the LTA becomes
applicable.

In ¢he Ledger Name field, select the Leave Travel Assistance ledger.

Byeodefault, the Override for the field is set to Exempt.

o In the Exemption field, specify the LTA amount that is exempted from
Income Tax.

LTA exemption rules

Traveling by air is the price of forth

isthe fare of ticket for the
by trains. regardless of whether the journey was taken by train or not.

No direct public transport
tothe destination

le’g;roll m:'
. Accept the screen. As always, you can press Ctrl+A to save.

Declare Transport Allowance :

.From Income Tax Declaration screen, select Transport Allowance and
press Enter.

. Select the required Employees or All Employees, or an Employee Group

in the Employee Name or Group filed.

. Select Any or Regular Tax Regime or Tax Regime U/s 115BAC in the Tax
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Regime field to set the details for all employees or under a particular tax
regime. This field is skipped when

an individual employee is selected.
. In the Transport Allowance screen,

In ¢he Effective From field, specify the date from when the Transport
Allowance becomes applicable.

Select the Employee Status as Physically Challenged or Others.

Note: Employee Status will be used for Transport Allowance exemption limit.

Transport Allowance National Enterprises X
Employee / Group : Adarsh Kumar Financial Year : 1-Apr-2020 to 31-Mar-2021
Type of Allowance : Transport Allowance
Tax Regime : Tax Regime U/s 115BAC

Employee Name Employee Number Effective From Employee Status
Adarsh Kumar 0063

1-4-2020 Others
Accept 7
Yes or No

. Accept the screen. As always, you can press Ctrl+A to save.

Declare Children's Education Allowance

. From Income Tax Declaration screen, select Children Education Allowance
and press Enter.

. Select the required Employees or All Employees or an Employee Group.
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3. Select Any or Regular Tax Regime or Tax Regime U/s 115BAC in the Tax
Regime field to set the details for all employees or under a particular tax
regime. This field is skipped when

the individual employee is selected.
4. In the Children Education Allowance screen,

In ¢he Effective From field, specify the date from when the Children's
Education Allowance becomes applicable.

In ¢the Number of Children field, enter the number of children each
employee wants to cover under this declaration. You can enter a value of
1 or 2 in this field.

rrrrrr

5. Accept the screen. As always, you can press Ctrl+A to save.
Declare Children Hostel Expenditure Allowance :

1. From Income Tax Declaration screen, select Children Hostel
Expenditure Allowance and press Enter.

2. Select the required Employees All Employees, or an Employee Group.

3. Select Any or Regular Tax Regime or Tax Regime U/s 115BAC in the Tax
Regime field to set the details for all employees or under a particular tax
regime. This field is skipped when
individual employee is selected.
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4. In the Children Hostel Expenditure Allowance screen,

In the Effective From field, specify the date from when the Children Hostel
Expenditure Allowance becomes applicable.

In sthe Number of Children field, enter the number of children that the

employee wants to cover in this declaration. You can enter a value of 1 or 2

in this field.

5. Accept the screen. As always, you can press Ctrl+A to save.

Income Declared by Employee - Single Employee Multi-Component :

Under this head, you can define employee(s) declarations and proofs/eligible
amounts for the other incomes such as House Property, other sources, and
Interest on housing Loan, if the premises are

self-occupied.

1. Select Income Declared by Employees - Single Employee Multi-
Component, and press Enter.

2. From the List of Employees, select the required employee.

3. Select the Particulars of Income Other than Salary — Income from House
Property from the List of Other Income.

Computation of Income from House Property of Mr. Ashok for the A.Y.
2023-24:

House | | House Il
| Housel
(i) Expected Rent Standard Rent or Municipal

Valuation GSTGuntur.com 1.50.000|  3,00,000
(i) Actual Rent 2,40,000(  6,00,000]

(Which ever is More)

Gross Annual Value 2,40,000(  6,00,000]
Less: Municipal Tax paid 20,000/ 30,000,

Net Annual Value 2,20,000(  5,70,000]
Less:  Deduction u/s 24 (66,000)| (1,71,000)
(iii) Interest on Money borrowed (Paid +]

Outstanding) (1,60,000)|  (80.000)
Income from House Property (6.000)| 3,19,000]
Income from house property 3,19,000 - ¥ 6,000 3,13,000)
Less: Principal amount repaid for residential 50,000,

building
Principal repaid for commercial building-not Nil|
eligible
Total Income 2,63,000]

173 | Page


https://help.tallysolutions.com/knowledgebase/income-tax-declarations-tally/#declare-other-income

Oxford University Awarded

techneGlzbe®

Delivering Excellence Since 2007

Technoglobe IT Solutions Pvt. Ltd.
INDIA | CANADA | UAE | UK | SINGAPORE

4. Specify the Effective From date.

5. Specify the Details of Income from House Property.

The system computes the income from house property based on the

information provided.

oo wmp

Details of Income from House Property

Particulars Annual Amount

Declare Proof
Letable / Rent Received or Receivable 30,000.00 20,000.00
Tax Paid to Local Authorities 5,000.00 5,000.00
Deduction @ 30.00 % on (A-B) 7,500.00 4,500.00
Interest on Housing Loan - Let out 1,75,000.00 1,68,000.00
Income from House Property (A-B-C-D) (-)1,57,500.00 (-)1,57,500.00

Similarly, you can select the other incomes to be declared.

[Other Income declared by Employee
Employee Name
Employee Number
PAN Number
Date of joining

Income From House Property

. Adarsh Kumar
: 0063

: AAAPA4532A
: 1-Apr-2020

National Enterprises X
Financial Year : 1-Apr-2020 to 31-Mar-2021

Total Qualifying Amount is (Income From House Property) + (Income From Other Sources ) - (Interest on Housing Loan - Self Occupied)
Particulars of Income other than "Salaries’ Effective From Annual Amount Qualifying Amount

Declare Proof

1-4-2020 (-)1,57,500.00 (-)1,57,500.00 (-)1,57,500.00

1-5-2020 (-)1,46,500.00 (-)1,50,700.00 (-)1,50,700.00
Accept ?
Yes or No

6. Accept the screen. As always, you can press Ctrl+A to save.
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Chapter 22: Tally Prime Features

Till now we have seen all the topics of Tally Prime. Now it is time to learn some
special features of Tally Prime which we will learn one by one in the manner given
below.

Customize Sales Invoice Number:

In this topic, we will learn how to customize (change) our Sales Invoice Number.

Normal Invoice Number Customize Invoice Number

Party A/c name
Current balance

Particulars

To customize your Sales Invoice Number, follow the steps given below.

1. After creating the company, go to Gateway of Tally > Alter > Voucher Type >
Sales.

Name Sales
{alias)
General Printing Name of Class
Pant voucher ater swang LE
Salect type of voucher Sales
Abbreviation Sale
Activate this Voucher Type Yes Use for POS invcicing No
Method of voucher numbering Automatic Dafault title to prnt
Use advanced configuration Yes Default bank * Not Applicable
Use effective dates for vouchers No Default junsdiction
Allow zerovalued transactions No Set/alter declaration No
Make this voucher type as '‘Optional’ by default - No
Allow natration in voucher Yes
Provide narations for each ledger in voucher No

2. In Voucher Type Creation, under General, go to Method of Voucher numbering,
were

You will get 4 options as follows:

i. Automatic: With this option the Sales Invoice Number will come automatically,
like 1, 2, 3 like this.

ii. Automatic (Manual Override): With this option also the Sale Invoice Number
will come automatically, but we can change it as per the need.

iii. Manual: In this option the Sales Invoice Number has to be always entered by
the user himself.
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iv. Multi-User Auto: In this option, if Tally has multiple users, and they enter sales

separately, then the Sales Invoice Number starts appearing in its own digits (i.e. in
1, 2, 3 digits).

v. None: Using this option will not generate the Sales Invoice Number.
3. Here we will select Automatic in the Method of Voucher numbering.
4. After that we have to select Yes in Use advanced configuration.

5. After which we will get a screen to customize the Sales Invoice Number where we
have to provide the following information:

i. Starting Number: Here we have to provide the starting number for the Sales
Invoice i.e. we have to tell from where to start the Invoice Number?

ii. Width of Numbering Part: Here we have to tell how much width the Sales

Invoice Number will be. For example, we will write 3 here, which means the Invoice
Number will be like 001,011, 111.

iii. Prefill with Zero: We will set this to Yes as well. This means that if an Invoice
number is 2, then Tally will add 2 prefills in the form of 0 before it, such as 0021.

6. Restarting Number: Here you need to set the Restarting number information:

i. Applicable From: Here we have to provide the date from which this Invoice
Number will be applicable.

ii. Starting Number: Here we have to enter the starting number for the Sales
Invoice.

iii. Particulars: Here we have to tell how to apply the Sales Invoice Number like
Daily, Weekly, Monthly or Yearly

1. Prefix Details: You have to provide the information about what needs to be fixed
before the Sales Invoice, which can be fixed in the following manner Can do.

i. Applicable From: The date on which the prefix will be applicable is to be given
here.

ii. Particulars: Here we have to specify the prefix. Like we want the company's
short prefix before our Invoice Number like LMP/I of Learn More Pro

8. Suffix Details: We have to give the information about what is to be fixed at the
end of the Sales Invoice, which we can provide in the following way.

i. Applicable From: Here we have to provide the Date from which the Suffix will be
applicable.
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ii. Particulars: Here we have to specify the suffix. For example, we want the
financial year behind our Invoice Number like /20-211.

Starting Number 1
Width of Numerical Part 3
Prefill with zero Yes
Restart Numbering Prefix Details Suffix Details
Applicable Starting Farticulars Applicable Farticulars Applicable Farticulars
From Humber Fram From
1-Apr-20 1 Yearly 1-Apr-20 Lmr 1-Apr-20 20-21

Narme Sugar

(alias)

Under : * Primary Statutory Details

Units - KGS of 1000 GMS GST Applicable + Applicable

Set/Alter GST Details Noe
Additional Details
Type of Supply . Goods
Set components (BOM) No
Rate of Duty (eg 5) ]
’
Quantity Rate per Value Accept
Opening Balance 20- 000 KGS 50,00 KGS 1,000.00
Yes or No

8.When we enter any entry related to Compound Unit in Sales Voucher, it will look
something like this. For example, suppose we are selling Sugar in 3.7 KGS, then
Tally will show it in 3-700 KGS in which 3 KGS (i.e. kilos) is 700 GMS (i.e. grams).

1 31 Marz1
Wednesday|

Party Alc name ABCCustomer
[Sales ledger Sales A/C
[Mame of tem Quantity Rate per Amount

Sugar IUMOKGE  50.00[KGS] 185.00)

Alternate Unit :
In this lesson, we will learn how to create an Alternate Unit in Tally.

1. To create an Alternate Unit, we have to go to Stock Item Creation for which we go
to the Gateway of

We will go to Tally > Create > Inventory Master > Stock Item.

2. After going to Stock Item Creation, we will go to the Configure option using F12.
Where we will set both Show More Configuration and Show All Configuration to Yes.

3. Now under Inventory Details, Provide Units for Measurement (UoM) for Stock
Items has to be set to Yes, and Use Alternative Units has to be also set to Yes.
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4. For example, we will create an Item in Stock Item. Suppose we are sellers of
Frooty drinks and we sell Frooty by Dozen. So we will create a Number Unit as an
Alternate Unit of Dozen.

a. Now we will create a Stock Item of Frooty product in Stock Item Creation.
b.We will keep it Primary only under.
c. Now for Units we will create a Simple Unit of NOS -Numbers and select it.

d. After that the option of Alternate Units will come. In which we will create another
unit in the form of DOZ-Dozen and select it.

Now to set 12 NOS as 1 DOZ, we will write 1 in front of DOZ in Where and 12 in Nos.
Which will tell that there are 12 numbers in 1 Dozen.

5. When we enter any entry related to Alternate Unit in Sales Voucher, it will look
something like this If you give 72 no's to the quantity of Frooty then 6 DOZ will
appear written below it in dozen.

Backup Company Data in Tally Prime :
In this lesson, we will learn how to take a backup of a company's data in Tally.

1. To take a backup of any company, click on ALT+Y or Data in Gateway of Tally and
then

Select Backup.

I:Data

| Pl

Backup
Restore
Split

Data Path

2. After selecting Backup, the screen of Select Companies for Backup will appear,
in which the following information has to be filled.

Select Companies for Backup

Backup Destination Path - |C:\

Company Name Number

178 | Page



Oxford University Awarded

techneGlzbe®

Delivering Excellence Since 2007

Technoglobe IT Solutions Pvt. Ltd.
INDIA | CANADA | UAE | UK | SINGAPORE

3. Backup Destination Path:You will get the List of Folders window on the right side,
in which you have to select the path or folder of your computer from Specific Path
or Select from Drive where you want to keep the backup of the company's data.

List of Folders

Specify Path

g Select from Drive
c:A

* Up.

Dell Folder

Downloads Foider

Intel Foider

PerfLogs Folder

Program Files Folder

Pragram Files {x86) Folder

Users Foider

Windows Folder

4. Company Name: Select the company from the list of companies on the right side
whose backup is available We want to take.

List of Com
Data Path/Name Number Period
Specify Path

e Selact from Drve

¢ All tems

C:\Users\Public\Tally. ERP9\Data
*Up
ABC Enterprises (10008) 1-Apr-20 to 31-Mar-21
AJAY CO. {10006) 1-Apr-20 to 31-Mar-21
Abc Company (10009) 1-Apr-20 to 31-Mar-21
Abc Pvt Ltd (10001) 1-Apr-20 to 31-Mar-21
D- Company (10003} 1-Apr-20 fo 31-Mar-21
LEARMN MORE PRO PAYROLL {10036) 1-Apr-20 to 31-Mar-21
Learn More GST {10032) 1-Apr-21 to 31-Mar-22
Leam More Pro (10000) 1-Apr-20 to 31-Mar-21
Leam More Pro (10013) 1-Apr-20 to 31-Mar-21
Leam More Pro (MFG) (10017) 1-Apr-20 to 31-Mar-21
Leam More Pro.Com (10014) 1-Apr-20 to 31-Mar-21
Leam Maore Pro.Com GST {10015) 1-Apr-20 to 31-Mar-21
Leamn More Pro.Com GST (10016) 1-Apr-20 lo 31-Mar-21

5. Company Number: As soon as we select a company in Company Name, its
Company Number will appear Will go.

Select Companies for Backup

Backup Destination Path - C:A
Company Name Number

Tally Features 2 (10018)

7. By doing this, the backup of the company's data will be saved in a ZIP file on
the selected path.
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Restore Company Data in Tally Prime :

In this lesson, we will learn how to restore the data of a company in Tally.

Suppose we accidentally delete a company in Tally and we have taken its backup
earlier. Now we want to restore the same company in Tally again. So we can restore
any company taken as backup by following the following steps

You can restore the company's data.

1. To restore any company, click on ALT+Y or Data in the Gateway of Tally and then
click on Restore.

Split

Data Path

2.After clicking on Restore, the screen of Select Companies for Restore will appear
in which we will get the following information Have to give.

Select Companies for Restore

Restore Destination Path - C:\Users\Public\Tally. ERP9\Data
Company Name Mumber Date & Time of Backup

3. Restore Destination Path: Here you will get the Default Destination Path, where
your Tally data is stored. If you want to change it, go to the List of Folders window
on the right side and select any Specific Path, or Select from Drive and select that
path or folder of your computer from where you want to restore the company data
in Tally.

List of Companies

Data Path/Name Mumbsar Date & Time of Backup
Specify Path

N Select from Drive
*+ All tems
C:

*lp

Dell Foider

Downloads Foider

Intal Foider

MewPointer Foider

PerfLogs Folder

Program Files Folder

Program Files (x86) Folder

Users Faoider

Windows Folder

xampp Folder
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4. Company Name: Select the company from the list of companies on the right

whose backup we want.

Want to restore? We can also restore the company from Specific Path or Select from
Drive.

Data Path/Mame Number Date & Time of Backup
Specify Path
Select from Drive
* All ftems
C:\Downloads
*Up
Tally Features 2 (10019) G-Jul-21 (02:17 pm)

5. Company Number: As soon as we select a company in Company Name, its
Company Number will appear on the screen will come by itself.

6. Date & Time of Backup: As soon as you select the company, the date and time
when the backup of the company was done is displayed automatically.

Restore Companies LEA
Select Companies for Restore

Restore Destination Path : C:\Users\Public\Tally.ERP9\Data
Company Name Mumber Date & Time of Backup

Tally Features 2 (10019) 6-Jul-21 (02:17 pm)

1. By doing just this, the company's data will be restored in our Tally.
Import and Export Tally Data :

In this topic, we will learn how to import and export Tally data from one company
to another. For this we will create two companies and make some entries in them,
then export the data of one company and import it into the other company.

1. So first of all we will create a company in which we will create some ledgers and
fill entries in them and then first export the data of that company and then import
the same data into another company. Here in the next picture, you can see that we
have created a company named TALLY F5-A, in which we will enter some entries.
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Company Name [BALLY F5-A | Financial year baginning from 1.Apr-20
Book f 1-Apr-20

Mailing Name TALLY F5.4 ks beginning Fom F:

i Security

To seb/alter TallyVault, press AlK (Company) & select TallyVaull
Control Usar Access to Company Data No

State - Maharashira

Caountry India

Pincode :

Telephone

Mobile

Fanx

E-mail

Wabsite

Base Cumrency symbol L4 Show amaount in millions . No

Formal name INR Number of decimal places 2

Suffix symbol to amount No Word representing amount afier decimal paise

Add space betwaen amount and symbal Yes Humber of decimal places for amount in words = 2

2. In this we will create a ledger of a Sundry Debtor named Raj and show the
opening balance as 50000.

Hame [T Toial Upening Balance
Iahea) :
70,000,50 Dr
Diffevence
T0,000.00 Dr,
Mailing Details
Under * Sundry Debtors M .
(Current Assets) prviy
Maintn balances bil-by-Bil ‘Yes
Default credi period :
Check for cradit days during voucher niry : Mo
State - Maharashira
Courtry - Indin
Pincode
Banking Datails
Provide bank details : No
Tax Registration Details
PANTT Ha
Ragistration type Regular
GSTHUN
Setilter GST details o

Opening Balance [ on 14pr-20) :| §0,000.00 De

3. And by altering the Cash ledger we will put an Opening Balance of 20000 in it.

Name [Bash ] Tetal Opaning Balance
fafias) :
70,000.00 Dr
Diffevance
70,0 00 O
Mailing Dataits
Uridar Cah.in-Hand
1t Ansads
(Cument Assats) e .
Banking Details
Frovde bank detais o
Tax Registratian Details
FAMAT Mo
Opening Balance [ on 1-Apr20) = 20,000.00 Or
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4.If we go and look at the Balance sheet, we will see a balance of Rs 70000 in Current
Assets.

TALLY F5-A
Assets as at 1-Apr-20

Current Assets 70,000.00

5. Now we will export this data to put it in another company. For this, we will go to
Export using ALT+E and select Masters (here Master means Ledger and Stock). We
get many options for export which we can use as per our requirement.

E:Export M: E-mail

Others

Masters
Transactions

CoNfiguration

6. After which the Export screen will appear in front of us. Where we can change
the following information if we want or else You can keep it as it is.

Export
Type of Masters Ledgers
Include dependant masters : No
Export Closing Balances as Opening No
File Format XML (Data Interchange)
Export to - Local drive
Folder path C:\Program Files\Tally\Tally ERP3
File Name - Master.xml
Configure Send

71.We will get the following information in the Export screen.
i. File Format is in XML format.
ii. Export to: This tells where the data is being exported. Which we can change by

going to Configure.
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Folder Path: Gives information about the path on which the file is being saved.
Which we can change by going to Configure Can change.

8. File Name: The name of the file is given by default by Tally itself. Which we can
change by going to Configure.

« Locai Disk (C:) » Program Fifes » Tally » Tally.ERPY » v B Search Tally,ERPO
d Files Name Date modified Type
capsules 07-Feb-21 10:36 PM File foldet
Lang File fofder
j Masterxml XML Document
L ’} Setup.exe Application
- tally.exe Application
S 2] tallyini Configuration sett.,,
] tallyspp.dat DATFile
i "j tallycfg.tsf TSF File
Max £) tallygateway.ini Configuration sett..
tallygatewsyserver.exe Application
€ tallyhelp.html Microsoft Edge H...
_| tallyres.dat DAT File
© j tallywin.dat DAT File
04 ‘| tdifunc.log Text Document
Company Hame ‘[ TALLY F5.8 | Financial year bagnning fram 1-Apr-20
Bogoks begi fro 1-Apr-20
Mailing Name TALLY F5.8 i e b P
Address : Security
To set/alter TallyVaulf, press AlHK (Compary) & select TalyVa
Control User Access to Company Data No
State : #% Not Applicable
Country India
Pincode 3
Telephone
Mobila
Fax
E-mail
Website
Name [RAJ
[ELEE]
U Sundey Debio Mailing Details
nder © Sundry s
(Cument Assets) Name - RAJ
Address .
Maintain balances ball-by-bill - Yes
Default credit panod .
Check for credit days duning voucher entry -
State - Maharashtra
Country India
Pincode .
Banking Detalls
Provide bank details - No
Tax Registration Details
PANAT Nao. .
Registration type - Regular
GSTINUIN :
SetlAlter GST details - No
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12. If we look at the Balance sheet, we currently have Rs 10000 in Sundry Debtor in

Current Assets.

FF5B w
TALLY F5.B
Assels as at 1-Apr-20
Current Assets 10,000.00

13. Now we will go to Import from ALT+O. Where Tally is asking us what do we want
to import? Like we had exported Master in the previous company and we want to
import the same here, so we will click on Master.

E: Export

O: Import

Masters
Transactlions

Bank Details

CoNfiguration

File path
File to import (XML)

Behaviour of import if master already exists

{Only Tally XML format is supported)

Import Masters

C:\Program Files\Tally\Tally.ERP9

Master.xml

.| Combine opening balances |

16. Now if we look at the Balance Sheet of the company, the total balance in Current

Assets will be 80000.

Which Rs 70,000 was imported from the previous company and Rs 10,000 which we

had deposited in Raj's ledger.

v Fo8 E
TALLY F5.8
Assets as al 1-Apr-20 L;,
Current Assets 80,000.00|

185 | Page



Oxford University Awarded

techneGlzbe®

Delivering Excellence Since 2007

Technoglobe IT Solutions Pvt. Ltd.
INDIA | CANADA | UAE | UK | SINGAPORE

Export Tally Reports :

now we have learned both Import and Export in Tally. Now we will learn how to
export Tally reports.

So to export any report from Tally, one has to go to that report. Suppose we have to
export the balance sheet of the company, then we will follow the following steps.

1. First of all we will select Gateway of Tally > Reports > Balance Sheet.

2. To view the Balance sheet in detailed format press ALT + F5, after which we will
get the Balance Sheet in detailed format.

Nit Computer Classes Wit Computer Classes
Liabllities a5 at 1-Apr-20 Assets as af 1-Ap-20
Capital Accoum 2,00,000,00 Fixed Assers 1,81,250,00|
Capitai A 2,00,000.00 COMPLTERS 1,56, 250.00
Loans (Lisbility) 20000000  FURNITURE 25,000 09
Secured Loans 2,00,000.00 Current Assets 4,19,000.00]
Current Liabilites 18567344  Cioaing Siockc
Duties & Taxes (43,826.56 Depasits {Assat] 20,000 00
Sundry Creditors 2,29,500.00 Surdry Dettors
CashinHand 2.12500.00
Profit & Loss Ale 4,576.56 = i
Cipening Blance Bank Accounts 1,76, 500 00
ot Pariod 4576.56

3. Now to export the balance sheet, we will go to ALT+E: Export. After going to the
Export option, we will The file format needs to be changed. By default, the file
format is in XML format.

Export

Format of Report Detailed
Show Vertical Balance Sheet No
Include Working Capital . No

File Format XML (Data Interchange)
Export to - Local drive
Folder path o C\Program Files\Tally\Tally ERFP3
File Hame BSheet xmil
Configure E Send

4. To change the file format we will go to C: Configure. And after going to Export
Configuration we will get In Export Setting, go to File Format option and press Enter.

Export Settings
File Format XML (Data Interchange)
Export to Local dnve
Folder Path C\Program Files\Tally\Tally. ERPS
File Name BSheet xm!
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5. After going to File Format, you will get a List of File Formats. Where you will see
the following types of formats Provide the facility to export Tally Reports.

B. Excel (Spreadsheet)
E. PDF (Read-Only document)

List of File Formals

ASCIl (Comma Delimited)
Excel (Spreadsheet)

HTML (Web-Publishing)
JPEG (Image)

PDF (Read-only document)
XML (Data Interchange)

6. Here we will first export the report in Excel (Spreadsheet). So for that, we will

select Excel as the file format.

Export Settings

File Format |Excel {Spreadsheet)

|| ASCll (Comma Delimited)

Excel (Spraadshest)

:'f',":l._]:h-l

e

HTML {Web-Publishing)
JPEG (Image)

POF (Read-only document)
XML (Data Interchanga)

1.1f needed, you can also change the file name by going to File Name.

8. After checking everything CTRL+A: Accept and go back to the Export window.

9. Now click on Send to export the balance sheet report in Excel file format.

Export

Format of Report
Show Vertical Balance Shest
Include Working Capital

File Format
Expori to
Faolder path
File Name

Configure

Detailed
Nao
No

Excel (Spreadshest)

Lecal drive

C\Program Files\Tally\Tally ERP3
BSheet wlsx

- Send
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10. Go to the place where we have exported the report and see the exported

balance sheet report in Excel.

A A B c D E F

1 [Nit Computer Classes |

2 | Ghatkopar

3 [ Mumbai

4 Balance Sheet

5 |For 1-Apr-20

6 Nit Computer Classes Nit Computer Classes
7 | Liabilities as at 1-Apr-20 Assets as at 1-Apr-20

E-i Capital Account 200000.00 (Fixed Assets 181250.00
g | Capital Alc 200000.00 COMPUTERS | 156250.00

10 Loans (Liability) ~  200000.00| FURNITURE 25000.00

11| SecuredLoans  200000.00 CurrentAssets  409000.00
12 Current Liabilites =~ 185673.44| Ciosing Stock

13| Duties & Taxes  -43826.56 Deposils (Asset) 2000000

14 | Sundry Creditors  229500.00 Sundry Debtors

15 Profit& LossAlc | 4576.56| Cash-n-Hand 21250000

1; Cpening Balance Bank Accounts 17630000

17| Current Period 4576.56

18| Total 590250.00f Total 590250.00
19

11.Just like we exported the report in Excel, we can export any report in any format

available in Tally by following the same steps.
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Chapter 23: GST Registration Process

In this chapter, we are going to learn how to file a GST Return. So let's start without
wasting any time.

Before filing a GST Return, you must be registered in GST, so first of all, we will see
how to register in GST.

Document Required for GST Registration as Sole Proprietorship :

If we understand the process of registering as Sole Proprietorship in GST, then first
of all we need the following types of documents to register :

Proof of Address

Owner's Aadhaar Card

Owner's Photograph

Owner's PAN Card

Bank Account Details

Registered Office Proof

GST Registration as Sole Proprietorship Process

To do GST Registration, first, you have to go to the GST website https://gst.gov.in.
After going to the website, you have to click on Services in the navigation menu.

After clicking on Services, you have to click on Registration> New Registration.

After clicking on New Registration, the form for registration opens in front of you,
where You need to provide the following information:

New Registration :

I am a: Here we have to select Tax Payer.

State/UT: We have to select the state from which we are doing business.
District: After selecting the state, you have to select the District.

Legal Name of Business: Here we have to mention the name of the business the
same as it is on our PAN.

Permanent Account Number (PAN): A PAN card number has to be entered.
Email Address: Enter your Email Address.

Mobile No: Enter your mobile number.
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Captcha Code: Enter the Captcha code here.

Now click on the Proceed button.

® indicates mandatory fields
@ New Registration Temporary Reference Number (TRN)

Iama*

Taxpayer v
State / UT*

Maharashtra >
District®

Mumbal Suburban v
Legal Name of the Business (As mentioned in PAN) *

Enter Legal Name of Business
Permanent Account Number (PAN)*

Enter Permanent Account Number (PAN
@ If you don't have PAN, Click hera to apply
Eg:a 8 CDE 123 ax
Email Address*

#  Enter Emall Address

© OTP will be sent to this Emall Address

Moblle Number® &

| 491 | Enter Mobile Number

© Separate OTP will be sent to this mobile number

Verify OTP: On clicking the Proceed button, an OTP will be sent to the email
address and mobile number provided by you through the GST website. Verify it
here and then click on Proceed.

fentials

Verify OTP
® indicates mandatory fields
Mobile OTP*
I

© Enter OTP sent to your mobile number

Emall OTP*

© Enter OTP sent to your Emall Address
O Please check the junk/spam folder in case you do not get email.

Need OTP to ba resent? Click here

Now you will receive a message of successful submission of Part A and along with
it you will also get TRN (Temporary Reference Number).

You have successfully submitted Part A of the registration process. Your Temporary Reference Number (TRN) is 272100164589TRN
W

Using this TRN you can access the application from My saved Applications and submit on GST Portal. Pact B of the application form needs to be completed

within 15 days, L.e. by ' 07/05/2021 " using this TRN,
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To proceed, click on the Proceed button appearing on the screen.

Now you will see the TRN screen.

Temporary Reference Number (TRN): Enter the TRN which we received after

successful completion of Part 1.

Captcha Code: Enter the Captcha Code and click on Proceed.

o0

New Registration
® indidites mandstory flelds
New Registration @ Temporary Reference Number (TRN)

Temporary Reference Number (TRN)*

Type the characters you see in the image below*

After clicking on Proceed, you will receive an OTP on your Mobile / Email ID. Either
of the two Enter the OTP you receive and then click on Proceed.

Verify OTP

Mobile / Email OTP ¢

1

O Fill OTP sent

O Please check the §

to Mobile and Emall

® indicates mandatory fields

k/spam folder In case you do not gat emal

BACK PROCEED

After entering OTP, you will go to the GST dashboard.

My Saved Applications
Creation Date Form Ne.

22/04/2021 GST REG-01

Farm Description

Application for New Ragistration o7fos/2021 Draft @ u

Expiry Date Status Action

GST Dashboard Creation Date, Form No, Form Description, Expiry Date, Status

And you get information about the action. To provide more information in the GST

application, click on the Action button.
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A. Details of Your Business :

As soon as you click on the Action button, the Details of Your Business field will
appear in front of you where you will have to provide the following information.

¢ Legal Name of Business: Here the Legal Name will appear automatically, as we had
given at the time of registration of Part 1.

e Permanent Account Number (PAN): The PAN card number will also be entered
automatically.

e Trade Name:You have to give the name of your business.

¢ Constitution of Business (Select Appropriate): The nature of the business has to be
recorded.

e Proprietorship, Partnership, etc.

e Name of the State: State will come automatically as we had given at the time of
registration of Part 1.

e District: The district will also appear automatically. If we want, we can change it as
well.

e Are you applying for registration as a casual taxable person? This will do nothing.

e Option for Composition: This also will not do anything.

e Reason to obtain Registration: Here you are asked why you want to register. You get
a lot of options in the dropdown of this field, you can choose your option from them.

Selact
Crossing the Threshold
Inter-State supply
Liablity to pay as recipient of goods or services
Transfer / Succession of business
Death of the Proprietor
De-merger
Change In constitution of business
Merger /Amaigamation
E-Commerce Operator
Soma u\ah e-Commerce ﬁl
Input Service butor only
Supplies on behaif of other taxable Person
SEZ Unit
SEZ Developer
Others
Corporate Debtor undergoing the Corporate Insolvency Resolution Process with IRP/RP

e Date of Commencement of Business: Select the date on which the business was
started.
e After this you have to click on SAVE & CONTINUE button.
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B | & | & | & | @ | O | m
Sunem | Promeer Adbocesd | Proceaiece | Adstioosl | Goodeand | Smespechic | Auhaw | veiicaton
Dot bartners Swnstory | Representsivn | of Busioess | Fisces of Inormation | Athentication
Suainess
Incicates mandatory fekds

Details of your Business
Lagal Neme of the Business. Parmanent Account Number (PAN)
Satish Bhausahed Dhawale - — -
Trade Name Canstitution of Business (Select Appropriate)*
Lear More Pro Proprietorship
Name of the State Ofstrice®
szt Mumbai Suburban
‘Are you applying for registration as a casusl
taxable person? @
Ogtion For Composition @
Reason to obtain registration® Date of commencemant of Business® Date on which labdity o register arises®
Seiect 5 From | 00 ® MYy ®
Indicate Existing Registrations
Type of Ragistration Ragistration No.* Data of Registration*
= . o R o]

e I_l

B. Details of Proprietor

Now you will go to the Details of Proprietor tab, where you have to provide the
following information.

Personal Information: Provide your personal information.

Name of Person :

First Name*: Enter your first name.

Middle Name: Enter your middle name i.e. father/husband's name.
Last Name: Enter your Surname.

Name of Father:

First Name*: Enter your father's first name.

Middle Name: Enter your father's middle name.

Last Name: Enter your father's surname.

Date of Birth*: Enter your date of birth.

Mobile Number*: Enter your mobile number.

Email Address*: Enter your email id.

Gender*: Select your gender from Male, Female or Other.

Identity Information: Located in your company: Enter your information.
Designation/Status*: What is your designation in your company? We have selected

Proprietor.
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Director Identification Number: If you are a director then enter the Director
Identification Number.

Are you a citizen of India: Give information about Indian citizenship.
Permanent Account Number*: Enter your PAN card number.

Passport number: Enter your passport number if you want to provide it.
Aadhaar Number: If you want to provide an Aadhaar card number, enter it.
Residential Address: Provide your permanent address.

Document Upload: Upload your photo here. If you want, you can also take a photo
immediately from the front camera. But keep in mind that the image format of the
photo should be JPEG and its size should be less than 100KB.

Check Also Authorized signatory in Other Information, Then finally click on the
SAVE & CONTINUE button.

C. Details of Authorized Signatory :

Now we will go to the Details of Authorized Signatory tab. Where we will just tick
the check box of Primary Authorized Signatory and then click on SAVE &
CONTINUE.

D. Authorized Representative :

Here also we will not do anything and directly click on SAVE & CONTINUE and
proceed further.

Details of Authorized Representative

Do you have any Authorized Representative?

»

BACK SAVE & CONTINUE

E. Details of Principal Place of Business :

Here you have to provide information about the Principal Place of Business. The
Principal Place of Business is the primary location within the state where the
taxpayer conducts business. Enter the following information for the principal place
of business:

Address: The full address of the principal place of business must be given, which
is mentioned in the document provided by you.

Contact Information: Contact details of the principal place of business need to be
provided such as office email ID, office telephone number (with STD code), mobile
number and fax number (with STD code).
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Nature of Possession of Premises: This field contains the information about the
premises (location)

Business is being carried out. What type of premises it is, like whether the place is
your own or rented etc., you have to give information and also upload the document
to prove ownership or occupancy of the property as follows:

Own premises — Any document in support of ownership of premises like the latest
Property Tax Receipt or Municipal Khata copy or copy of Electricity Bill.

Rented or Leased premises — Provide documents in support of ownership of the
premises of the lessee such as a copy of a valid Rent / Lease Agreement along with
the latest Property Tax Receipt or Municipal Khata copy or Electricity Bill copy in
support of ownership of premises.

Premises not covered above — Copy of Consent Letter along with any document in
support of the ownership of the premises like Municipal Property Tax Receipt
Municipal Khata copy or Electricity Bill copy. For shared properties also, the same
documents can be uploaded.

Note: Keep in mind that whatever document you are uploading should be in JPEG
or PDF format only and its size should not be more than 1 MB.

W Nature of possession of premises * & Document Upload *

Pleasa Salect Proof of Principal Place of Business*

Chaase Flie  No file chosen

Nature of Business Activity Being Carried Out at above-mentioned Premises:

Main place (Place of Business) Select from the following options the information
about the type of business being conducted at the place where the business is
being conducted.

@ Nature of Business Activity being carried out at above mentioned premises *
Bonded Warehouse EOU / STP / EHTP I Export
Factory / Manufacturing Import Supplier of Services
Leasing Business Office / Sale Office Recipient of Goods or Services
Retall Business Warehouse / Depot Wholesale Business
Works Contract Others (Please Spacify)

Click on Save and Continue.
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F. Additional Place of Business: Here you are being told if you do business from
more than one place So you have to go to Principal Place of Business and set Have
Additional Places of Business to Yes for which you will have to provide the
information about Additional Places in this field. Or click on Continue and proceed
further.

Details of Additional Places of your Business

© Important! If you need to add details on additional places of business:
1. Go to Principal Place of Business tab

Select Yes for Have Additional Places of Business

BACK CONTINUE

G. Details of Goods and Services: In this section, 5 details of goods supplied by
the applicant to the taxpayer are given.

Details of goods and services have to be given. For goods supplied, provide HSN
code and for services provide SAC code.

Details of Goods | Commodities supplied by the business

Pisase spacify top 5 Commodities

Search HSN Chapier by Name or Code

| BACK SAVE & CONTTNLUE

H. State-Specific Information: In this section, if the applicant's state-specific
information is required, such as You can provide Professional Tax Employee Code
(EC) No, Professional Tax Registration Certificate (RC) No, State Excise License No,
Name of the person in whose name the Excise License is held or click on Save &
Continue to proceed further.

State Specific Information

Professional Tax Employes Code (EC) No. Professional Tax Registration Certificste (RC) No.

State Excise License No Neme of the person in whose name Excise Licence is held

BACK SAVE & CONTINUE

I. Aadhaar Authentication: In this section, you can authenticate your document
online through Aadhaar. For that, your Aadhaar should be linked to your mobile but
you will get authentication from your Aadhaar

You will receive an OTP, after entering which your Aadhaar will be authenticated.
After clicking on Save & Continue, you will get the following type of message.
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Warning

You have opted 'Yes'. Please make sure that Aadhaar authentication through the
link provided on Mobiles/ e-malls of Promoters/ Partners, Primary Authorized
Signatory are compieted, so that the registration process may be completed.

M

J. Verification: If you have agreed to do EVC (Electronic Verification Code) through
Aadhaar, then you have to tick the check box and write the name of the applicant

and his location. After which you have to You will see two buttons: Submit with DSC
and Submit with EVC.

ob Verification

I 1 hereby solemniy affirm and deciare that the Information given herein above s true and correct to the best of my knowledge and bebef and
nothing has baen concealed therefrom

Name of Authorized Signatory® Place®

MUMBAT

Date®
Proprietor 22/04/2021

@ DSC is compulsary for Companies 8 LLP

@ Facing pratiem using DSC? Click here for haip &

BACK SUBMIT WITH DSC SUBMIT WITH EVC

a. Submit with DSC: This option is for companies and LLP.

b. Submit with EVC: Through this option, you can do the verification through
Aadhaar but for that, your mobile must be linked to your Aadhaar.

If we want to verify through EVC here, then we will click on Submit with EVC. And
after that you have to validate the OTP.

OTP Verification

Plaase enter OTP

osesed]

OTP has Deen sant 10 your Emal and Mobtde nurnbar registaned at the GST
Y

portal

After validating the OTP, you will get a success message.

@ SUCCESS
Thank you for submission,

System is varifying / velidating the information submitted by you. Acknowledgmant [ARN) will be made availabls at your registered emall and mobils Mo
shortly.
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Your GST application will be submitted which will be checked by the

GST officer

and if all the information is correct then The GST number will be given to you as a

message on your Email ID and Mobile.

2

s

Government of India

Form GST REG-06
[See Rule 1001))

Registration Certificate

[N

Registration Number : 2TALGPD6 1968178

1. [Legal Name SATISH BHAUSAHED DHAWALE
2 [Trade Name, if any LEARN MORE PRO
3. |Constitution of Business Proprictorship
5. |Date of Liability
6 |Period of Validity From [15 052021 Im Not Applicable
7 Type of Registration Regular
% |Particulars of Approving Authority |Cenire
Signature
- Signature Not V(ifed

GST Filling Export Data in CSV From Tally :

How to export GST report from Tally to Excel CSV file for GST filling.

So to export the GST Report from Tally to an Excel CSV file, go to Gateway of Tally

> Display More.
Go to Report > GST Reports > GSTR 1.

Where you will get to see the GST report of the current month and if you
the report of another month, then you can change the date with ALT +
the following information in the GST report:

want to see
F2.You get

Inchused in Retun
inciuged n HSMSAC Sommary
compite INtamatan 1 HSNSAC Semmary (Comection meoded)
ot redenant in s Retam
Uncersn Transactons (Comecions needed)
Particulars Taxable Amount  Integrated Tax Central Tax State Tax Amount

[No. Count

1 828 ewoices - 44 4B 4C, 68, 6C
B2GiLarge) ivoices - $A 50
B2C(Seraly neioss -7

CrostOetst Netes(Rogrtoned) - 96
CreatDetat NotesiLinreg stered) - 98

30555021 R R 5185

Enports ioverces - BA 1 181 3478
Tax LabiwAvancas feoened) - 11ALT) 11A2)
Adgustment of Advarces - 118(1). 118(2)

il Rt eworces - BA, 86, 8C, 80

Total

HSNSAC Surmary - 12

308,243 43 “san 513185 513145

Decumest Surmany 13

S5.17974 15172985

0478 1.996 00

$5484 52 38372795
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To export the GST report, click on ALT + E in Export to E-Return Click. After which
you get the option of Export.

N E-mail
E-Retumn
e
CuRrent Ctri+E
Others
Masters
Transactions

Now the Export window will open in front of you, in which you will have to provide
the following information:

File Format: Select the format in which you want the file. We are currently in Excel's
CSV format. We are going to generate a report, we will select CSV here.

Export To: This Local Drive will already exist, leave it as it is.

Folder Path: Select the folder path of your computer where you want to export the
report.

File Name: This is the name of the file.
Export Document Summary: Make it Yes.

Allow Export of: Select All Vouchers here.

Export
File Format CSV (Comma Delimited)
Expor to Local drive
Folder Path CiUsersy_earm More ProDeskiop\GST DATA
e Name
Export document summary Yes |
Alow Export of Ali Vouchers

After that, the below screen will appear click on Send and your report will be
exported to the given folder.

Export

Export document summary Yos

Adlow Export of All Vouchers

File Forrnat CSV (Comma Delimited)

Export to Local dnve

Folder Path Clsers'Leam More ProDeskiopiCST DATA
File Name

Canhgure Send
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After which 5 CSV files will appear in the given folder. In which we will have to
convert all 4 files except the Exemp.csv file into JSON. But to convert the CSV file
into JSON, we need an Offline Return Tool which we will have to download from the
GST website.

% B2C Small Invoices_7.csv

GOCs.csv

‘EXQMD.(SV 25-07-202108:12 PM Micresoft Excel Co. 1 KB
Exports.csv 5 2021 0812 PM

B'D‘ﬂ}‘ﬂ’ﬂ-'
1 o

! HSN SAC summary_12.csv

Offline GST Return Tool :

To download the Offline GST Return Tool, visit the GST website https://gst.gov.in
and

Click on Return Offline Tool in Offline Tool under Downloads in Navigation.

‘f” Goods and Services Tax

Homa Services +  GST Law Search Taxpayer +  Help and Taxpayer Facilities
Offiine Tools GST Statistics
Returns Offiing Tool Matching Offline Tool
M

Tran-1 Offline Tools Tran-2 Offline Tools

GSTR38 Offline Utility ITCOL Offiine Tool

Click on Download and the gst_offline_tool.zip file of Return Offline Tool will start
downloading. And then after the file is downloaded, right-click on the ZIP file and
then export the file by clicking on the Export to GST offline tool.

After exporting the zip file, you will find the folder of gst offline tool and after going
into it, you will find GST Online Tool.exe. Now to install the GST Offline Tool, double-
click on gst_offline_tool.exe and complete the installation by clicking Next.

After installing the GST offline tool, open it. As soon as it opens, you will see three
different boxes:

Upload New Invoice/ Other Data to Return: When you want to return a new Invoice
then choose this option has to be used. To file a return for a new invoice, click on
New. After clicking on New, the following screen will appear in which the following
information has to be given:
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GST statements/Returns: Select the type of GST return you want to file.

GSTIN of Supplier: Enter the GSTIN of the supplier here.

Financial Year: Select Financial Year.

Tax Period: Select the month for which you are filing a GST return.

Is SEZ Taxpayer? Is SEZ or Special Economic Zone Tax Payer? In our case, we will
tick No.

Is taxpayer Quarterly Filler? Please specify whether the return is being filed
quarterly. In our case, we will tick No as we are filing monthly returns.

After which another option will come asking whether the company's turnover is
more than 5 crores in the financial year. We will also say No to this.

And then finally we have to click on the Proceed button. After which a warning
window will appear, we have to click Yes there and proceed further.

Warning

Ploase conficm your details before you procesyd

GST Statement/ Returmss GSTR-L/IFF

GSTIN of Supplier: 2750061260028

Financial Year: J0J1-22

Tax Perfod: June

Are you a SEZ Taxpayer? MO

Is taxpayer Quarterly filer? NO

Is aggregate turmover greater than SCR in preceding financlal year? N

s “

After proceeding, you will see the screen given below. You get 4 sections which are
IMPORT FILES, DELETE ALL DATA, CLEAR SECTION DATA, and VIEW SUMMARY.
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If we do regular GST filing then first we will go to View Summary and see if there
are any old entries of the previous month. Since we are filling in the GST of the
current month then we will delete the old entries of the previous month, otherwise,
our data may be wrong and the data of the previous month may get mixed with the
data of this month. When View Summary shows No Records then we will go back to
the old screen with the help of Back.

Now we will import our Excel CSV data into GST Offline Tool, so for that click on
Import Files. On clicking it, the screen of Import Data Using Excel and CSV format
will appear in front of us.

Now here we will use Import Returns - One Section at a time. In which the option of
Select Section is available. Here we will select the CSV files by one which we had
exported from Tally's GST report. So first of all we will import the CSV file of B2C
Small Invoices - 7 for which we will select B2ZC (Small) Details -7 in the Select Section
and click on IMPORT CSV. Then we will select B2C small invoices - 7.csv from the
folder of our computer. We will also set Yes to the warning message of Are you Sure?
Which will appear.

After that the data of your B2C small invoices - 7 will be imported into GST Offline
Tool. You can check it by clicking on the Summary button.

D . O T s Totad Comtral 145 Asmaarl €5 Fateh MU /T Tan Abmnetn( 1) Natal Lo pgrated Tie ArseweniT) Tk camnie)

2

And after that, when you click on Back, you will again go to the Home section where
you will see the information of your data according to the state. Where you can
check your data, if you want to change any information, you can change its
information by clicking on the Action button at the end.
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SESENNRBOND |

As already mentioned here we have to convert 4 CSV files into JSON, so just like we
imported the B2C small invoices - 7.csv file, in the same way we will import
exports.csv. Click on Import and select Export Invoices - 6A in the Select section.
After that, exports.csv file.

We will select it from the folder and import it as well. In the summary screen, we
can see that the export file has also been imported. Similarly, we will import the rest
of the files as well and when all the files are imported, we will generate the JSON
file.

To create the JSON file, we will go to View Summary and then click on Generate
File.

After clicking on Generate file, you will get the option to download the JSON file
which you can save on your You can save it in any folder on your computer.

GSTRI1 Return Filling on Portal :

Now we will do GST Return filling on the GST portal. Till now we have created the
JSON file for filling GSTRI using the GST offline tool. So for its filling, we will now
go to the GST portal and complete the filling, for which follow the steps given
below:

First of all, you have to go to GST Portal (https://www.gst.gov.in/).

After going to the GST portal, you have to log in with your Username and Password.

Login

Usernama*
3

Password®

LOGIN
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After which you will go to the GST Dashboard. Where you will click on Return
Dashboard for GSTRI Return Filling. You can also get under Service from

navigation.

oshboard
Last logged In on 15/07/2021 15:53

Welcome SATISH BHAUSAHEB DHAWALE to GST Common Portal
Return filing preference (Jul-Sep 2021) : Quarterly (Change)
Returns Calendar (Last 5 return periods)

Fob-2at | Maean | Aeeemmy |
|

Notregstwed | Notmgstved | Mot megstered
Feb- 2001 Mac - 2021 Ape - 2021

“» N N
Wit getived | Notreguoros | Mot registered
1

CREATE CHALLAN »

ANNUAL RETURN >

Currently logged in from IP; 103.210,144,108

SATISH BHAUSAHED
DHAWALE

27ALGPDO1908128

Quick Links

After which we have to enter the Financial Year, Quarter, and Period in the File

Returns screen and search.

File Retums

Financlal Yesr® Quirter®

hl ratuirm for GSTR-1, GSTR=36 and CHP-0

® Jndicates Manidat

v Phaiids

And then the dashboard of the return file of that period will appear in front of us. In
which you will see the dashboard of different GSTR return files. Here we are filing
a GSTRI return, so we will go to the same dashboard in which you will see its due
date. One thing to keep in mind is that any GST return file should be filed before its

due date, otherwise, a daily penalty has to be paid for the delay.

Details of outward supplies of gaods Auto Drafted details (For view only)

or services

G5TR2A

GSTR1

Oue Dato - 11/07/2021

fT—

e oo

Auto - drafted ITC Statement for the
quarter

Monthly Return
GSTR-28

TR-28

DOWNLOAD

Oue Date - 22/07/2021

PREPARE ONLINE PREPARE OFFLINE

Auto - drafted ITC Statement for the

month

GSTR28

DOWNLOAD

We are filing this GSTRI return and for that, we have already prepared the JSON. So
we will click on Prepare Offline in the GSTR1 dashboard and then click on Choose
File in the next screen and select the JSON file that we have created.
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[ Stfine Upload and ownload for GSTR-A

© 8o offine transaction for th ghen return pariod

n case uploaded data

Invoice Upload

CVEoee‘dﬂ No fie chosen

After the JSON file, you will receive a Successful message and the information
uploaded by you in the JSON file will be verified by the GST portal which may take
up to 15 minutes.

© Your JSON file has been uplosded successfidly, The vaiidation process mary thie up to 15 minutes. Plasse revisit sccordingly,

L
7 the sama process as that for reguiar invoice data upicad and submit the JSON file on the GST portal. The JSON file will be validated again and will be take
Invoice Upload
‘Choose Fie | No file chosen

Upioad History
Date Time Reference id Status Error Report
15/07/2021 20:37:56 270f0a3-2b11-424¢-8970-2ba7d1267401 In-Progress NA

Once all the information is uploaded correctly, we will go back to the Dashboard
and then select Financial Year, Quarter, and Period. Now by scrolling down you can
check your data, whether it has come correctly on the GST portal or not.

In our case, our data has been created, you can see in the image above, that our
Export and B2C data has come into the portal.

Now we have uploaded all the files (B2C and Export) offline. However, we did not
upload the HSN file offline through JSON. We will learn to upload it online. For that,
we will click on the HSN Dashboard.

118(1), 118(2) - Adjustment 0

12 - HSN-wise summary o 13 - Documents Issued
of Advances

outward supplies

Gross Advance Adjusted
t0.00

Total Tax Lability
v0.00

After going to the HSN dashboard, the details like HSN, Total Taxable Value, Rate,
Integrated Tax, Central Tax, and State/UT Tax will be entered in the GST portal and
then the Add button will be clicked.
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Add/Edit Detats
W Dascrigtion uace

TN ] Ehe sutalion And TRINN G srvices N.eC A
Total Quarcty ™ Total tawatis valus (F)* At [

3,08,743.43
Trvtegrated tas () Cantral tax (7] St/ UT tax (7]
485,22 5, 1300 513145

Cusz (¥)]

After adding HSN details, you can scroll down and check and then Save and go back
to the Return Dashboard.

Added/Edited Invoices o be saved Search: 0O Records Per Page : 10
Sr MSNS Description uQc Total Total Rate Amount of tax Actions
No. Quantity taxable (%)
value (¢) Integrated Central State/UT Cess

Tax (¢) tax () Tax (®) ()

999294 Other educationand .. NA 0 30824343 18 4522822 513165 5,131.65 . - n

After that, we have to provide one piece of information ourselves, which is 13-

Documents Issued.
118(1), 118B(2) - Adjustment 0 12 - HSN-wise summary of 13 - Documents Issued [4]
of Advances outward supplies

Gross Advance ACiusted Total Taxadble Value Total Docs Carcalled Doce
70.00 70,00 s 0 g

Tora! Tox Lability Tota! Tax Liabiiity Net lssued Docs

20.00 20,00 0

IMPORT EWS DATA o

Here we just have to provide the information of Invoice No from beginning to end.

1. Invoices for outward supply

N Sr. Na.* Total numbser * Cancelled* Met issued* Action

Fram Ta

Now check all the information given on the GST portal. After checking all the
information, you will find an Acknowledge check box at the bottom of the Return
Dashboard. After checking it, click on the File Return button.
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E-INVOICE DOWNLOAD HISTORY v

1 ach 3¢ that | have
changes ¢an be made after submit.

BACK DOW

the details of the praview and the Information Is correct and would ke to submit the detsils. T am aware thet no

After this you will get a confirmation message, after checking it, type Account
Holder in the drop-down box. Select the name and click on the File with EVC button.

I ! hereby colemnly affirm and decisre that the information given hersin above Is true and correct to the best of my/our knowledge and belief and

nothing hias been concealed therefrom
Authorised Signatory ®

SATISH DHAWALE v

BACK

To file a GST Return through File With EVC, your mobile number must be linked
with your Aadhaar. You will receive an OTP on your linked mobile. Enter it on the

portal and click on the Verify button.

1:29

Validate One Time Password (OTP)

One-Tirma Password (OTR) has been sent to your registared emaill ID
xonooccoonsd isgmail.com and moblle no

Enter One Time Password (OTP)

9Toccoal. OFF ks Valid Tl

......

three tmes.

o

if you do not receive the OTP within 30 seconds, pisase ciick "RESEND OTP"
button to request same OTP again, Resend request can ba made maximum

| 00S

After OTP is verified, your GSTR1 Return File will be complete and you will also

receive a success message Will be obtained from the portal.

O GSTRL of GSTIN »
AB2706210989440. The GSTRI 2an De viewad an your Dashboard Login=>Taxpaver Dashboard=>Raturma
1D and Mobile Number.

27ALGPDE1968128 for the Returm Pariod - June - 2021-22 has been successfully filed. The Adknowiecgmant Refarence Numbar i3
This message iz sent o your ragistered Emai

Now if you go to the Return Dashboard again, you will get the status of Filled in the
GSTR1 dashboard Where you will also get the View and Download buttons.

Details of outward supplies of goods Auto Drafted details (For view only)

or services

GSTR1

Status- Filed

DOWNLOAD

DOWNLOAD

Auto - drafted ITC Statement for the

month

GSTR28
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GSTR-3B Payment on Portal:

now we are going to learn how to make GSTR-3B payment under GST. As in the
previous chapter we had done return filling of GSTR1, now we will make payment
of the same through GSTR-3B.

First of all, go to GST Portal (https://www.gst.gov.in/).
After going to the GST portal, you have to log in with your Username and Password.

After that you will go to the GST Dashboard. Where you will click on Return
Dashboard for GSTR-3B Payment. Which you can also get under Service from
navigation.

Welcome SATISH BHAUSAHEB DHAWALE to GST Common Portal
Return filing preference (Jul-Sep 2021) : Quarterly (Changs)

Returns Calendar (Last 5 return periods)

Feb . 2021 Mar.2021 | Ape-2021
NA NA NA

Not regsimred Not registernd | Not ragsterad
Fob - 2021 Maro2021 | Apr2021
NA NA NA
Not regstered Not regstered Nol reg=sieted

You can navigate to your chosen page through navigation pane! given below

CREATE CHALLAN > VIEW NOTICE(S) AND ORDER(S) »

After that, in the next screen, select the Financial Year, Quarter and Period for which
GSTR-3B Payment will be made Have to do.

File Retums
15.
*® Indicates Mandatory Fiehds

Finarcial Year® Quarmar® Paricd *

And then on scrolling down, the dashboard of that return file will appear in front of
us. In which GSTR3-B will be displayed, before filing, click on View in the
Dashboard of GSTR2-A.

Detasils of outward supplios of goods

=

Auto Drofted details (For view only) Auto - drafted ITC Statement for the
GSTR2A month

Auto - drafted IT atement for the Moothly Return
STR-38

Due Doty - 207072028

PREPARE ONLINE PREPARE CFFLINE
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After that a message of Nil Return will come. If you did not do any kind of business
in the month and your GST is Nil i.e. nothing, then you can make it Yes. But in our
case, we have to pay GST, so we will make it No and then click on the Next button.
After which a popup message will come, close it.

Do you want o file Nil retum?*

Nil Form GSTR-3B for a tax period can be filed, if you: )
* Have NOT made any Outward suppiies and ;mYes @ NO
* Have NOT received any inward suppiies and o
* Do NOT have any lability for the particular tax period.

I BACK | NEXT

Now we will get complete information about GST amount which includes
Integrated, Central and State tax and also the amount of ITC which we will get. We
can check this from our Tally's GST-3B report.

3.1 Tax on outward and reverse 3.2 Inter-state supplies 4. Eligible ITC
charge inward supplies

Integrated Tax Centrai Tax Taxable Vaiue Integrated Tax Integrated Tax Cantral Tax
245,220.50 ¥5,131.68 ¥2,49,531.56 ¥44.815.72 2417.07 3.6
State/UT Tax cEss . State/UT Tax cess
05,131,688 €0.00 ?3.60 20.00

5. Exempt, nil and Non GST inward 5.1 Interest and Late fee for

supplies previous tax period

inter-state supplies Intra-state supplies Integrated Tax Central Tax

70.00 20.00 20.00 70.00
State/UT Tax CESS
20.00 ¥0.00

When all the information is correct, scroll down and click on the Save GSTR3B
button. After which you will get a message of Save Successfully.

.

BACK } SYSTEM GENERATED GSTR-38 m PREVIEW DRAFT GSTR-368 PROCEED TO PAYMENT

After saving the GSTR3B report, scroll down again and click on the Proceed to
Payment button.

S o cowuimomon | sweoson | pmeviowomarrcsmas | reoceed Tomameyr |

So here a pop up message will come which tells that if our ITC is less than our GST
then we will have to pay GST. To pay GST, we will scroll down where IGST, CGST
and SGST will appear and the amount of ITC that we are going to get will also
appear in front of it.
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Description  Other than
reverse charge

Paid through ITC Other than Revs

Tax payable (¢)  Integrated Tax  Central Tox (2)  State/UT Tax (€) CESS () Tax to be paid in
)

CREATE CHALLAN MAKE PAYMENT/POST CREDIT TO LEDGER

reverse charge  Tax |
Cash(T)

H 5 72-3-4-5-%6)

o 44,804.00

5,120.00

5,128.00

Now we will click on the Make Payment/Post Credit To Ledger button. After which
a warning message will come which will say that we do not have sufficient cash
ledger, we will proceed by clicking Yes. After that our Total Challan Amount will
come which is the amount of our total GST. And below that, you will also get the

options of how to make the payment.

Details of Deposit
Tax (7) Interest (7)

C€GST(000S) $128

Maharashtra
SGST(0006)

Totai Chaltan Amount: m

Payment Modes*
L
4 E-Payment
13 Over The Counter

@ NEFT/RTGS

IGST(0008) 24804 o

CESS(0009) 0 ]

Total Challan Amount (In Words): Rupees Fifty-Five Thousand Sixty Only

Fees (7) Other ( 7) Total (7
o 5128
44,804
o

o 5.1

After selecting Payment Modes, click on Generate Challan button.

Payment Modes*
B9 E-Faymant Ld
[ Cver The Caunter

@ NEFT/RTGS

Immediately after that you will get a message that the Challan has been successfully
generated. Now you have to make the payment of the Challan Which can also be

done through Net Banking or other options.
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Challan successfully generated.
L

GST Chalian
=2 Chailen Ganeration Date
21072700690304 21/07/2021 13:24:21
Mode of Payment :- E-Payment

Details Of Taxpayer
GSTIN/Other 1d Email Address
27ALGPD61968128 Ix

Chatian Expiry Cats
05/08/2021

Mobile Number

XXXom OXXXXX9701L

A success message is received after the payment of the Challan is done. If we want
to View Receipt You can also download the Receipt by clicking on it. Which gets

downloaded in PDF format.

Payment Summary

Your Payment is succassfully completed.

Thank You!

Tax Ramittance of Rs. 55,060 via Bank Transaction ID 210721270016415 successfully completed. Visw Ragaipt

L

CONTINUE

After that in Navigation click on Service > Returns > Return Dashboard and again
click on Financial Year, Quarter and Period and go to the Return Dashboard and

after scrolling down click on GST3B Return.

Auto - drafted ITC Statement for the
quarter

GSTR-28B

Quartarly Viaw

Monthly Return
GS‘R-sS

Due Date - 20/07/2021

PREPARE ONLINE PREPARE OFFLINE

After clicking on GSTR3B, scroll down and click on Proceed to Payment because we

have just made the payment, its filling is still pending.

— -
BACK SYSTEM GENERATED GSTR-38 SAVE GSTR38 PREVIEW DRAFT GSTR-38 PROCEED 7O PAYMENT
L i

Now after coming back to Proceed to Payment, you can see that the balance has

arrived in the Cash ledger.
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© The cash avallable as o data and [TC avaiable (considering ITC of current tax pariod) are shown In this table.
Description Cash Ledger Balance Cred
Integrated Tax  Central Tax (¥)  State/UT Tax (€) CESS () Total (2) Integrated Tax  Cenl
® @
¥
Tax 44,804.00 5,128.00 5,128.00 0,00 $5,060.00 417.00
Rishe .00 0.00 0,00 0.00 0.00
Lotatee .00 0.00 0.00

Now we will scroll down and again click on Make Payment/Post Credit to Ledger.
Earlier we

Payment was made, now we will do Post Credit to Ledger for the same.

Description  Other than Paid through ITC Other than Reve
reverse reverse charge  Tax|
Tax payable (€)  Integrated Tax  Central Tax (¥)  State/UT Tax (¥) cess (%) Tax to be paid in

® Cash(®)
1 2 3 4 s O H2-3-4-5-8)

Rosonted 5,221 o 44,804.00

Tax

Cantral Tox 5432 ° 5,128.00

ol 5232 B 5,128.00

0.00

After that a warning screen will appear which you will press Yes. Immediately after
that a message of Offset successful will appear.

Offset,Successful

Liability offset/Credit claim has been done successfully, Kindly file the return
through EVC/DSC, by clicking on 'Proceed to File' button.

After clicking on OK on Offset successfully, you have to scroll down and click on
Proceed to File button Will have to do.

Description Other Paid through ITC Other Reverse Reverse Interest Interest Late Late Ut
than than charge charge Payable tobe Fee Fee
reverse reverse Tax Tax to (e) paidin  Payable to bal
charge Integrated Contral State/UT CESS charge payable be paid cash (®) be
Tax Tax (Y) Tax Tax(T) (¥}  Taxto ) in (®) paid
payable ) be paid Cash(t) in
(® in cash
Cash(®) (v)
72-3- =
1 2 3 - s & Jse s s 10 1 12 13
i;:gramd 45,221.00 417.00 0.00 0.00 44,804.00 0.00 0.00 0.0¢ 0.00 0.0t
Cantrai Tax 5,132.00 0.00 4.00 §,128.00 0.00 0.00 2.00 0.00 0.00 0.00 O.0¢
E:Q":UT S.132.00 0.00 4.00 5,128.00 0.00 0.00 0.00 0.00 0.00 0.0¢ 0.0
Cess 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.0
’
BACK PREVIEW DRAFT GSTR-3B
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Now tick the checkbox of Declaration and select your name in Authorized Signatory.
And then verification will have to be done by File GSTR-3B with EVC for which we
receive OTP on our mobile number which we will verify.

Dasl

A

wthorised Signatory *

SATISH DHAWALE

Retums  GSTR-36  Filing of Tax

> 8]

Fl 1/We hereby solemnly affirm and daclare that the information given harein sbove is true and correct to the best of my knowledge and bellef and nothing
has been concesled therefrom,

@ English

After OTP is verified, a message of Filling Successful will come.

Filing Successful

GSTR-38 of GSTIN 27ALGPD61968B178 for the ;Lenod June - 2021 has been
successfully filed on 21/07/2021 at 13:31,
The Acknowledgment Reference Number: s AB270621781101G.
The GSTR-38 can be viewed on your Dashboard Login=>Taxpsyer
Dashboard=>Retums=>View e-filed retum,
This message is sent to your registered Email ID and Mobile Number,

Now both the payment and filling of your GSTR-3B have been done. You can
download filed GSTR-3B if you want. You can also download it by clicking on the

button.

Authorised Signatary®

SATISH DHAWALE

Dashboard  Retums GSTR-JB - Filing of Tax

1/We hereby solemnly affirm and deciare that the information given herein sbove is true and correct to the best of my knowledge and bellef nd nothing
has been concesled therefrom,

@ English

Now if you check by going to Return Dashboard in Services in navigation, the Status
of GSTR-3B will be written as Filled will appear. This indicates that our filling and

payment is complete.

Auto - drafted

Details of outward supplies of goods
or services

Status- Filad

DOWNLOAD

ITC Statement for the
quarter

Auto Drafted details (For view only)
GSTRZA

oo

Monthly Return
GSTR-38

Status- Filey!

VIEW GSTR38 DOWNLOAD

Auto - drafted ITC Statement for the
month

GSTR28

DOWNLOAD
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