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UNIT-I

2MARKS

1.Definecomputer.

Computerisanelectronicdevicethatcanstore,retrieveandmanipulate

largeamountsofinformationathighspeedandwithgreataccuracy.

2.Whatarethetwoprinciplecharacteristicsofacomputer?

Highspeedandlargestoragedevice.

3. Whatdoyoumeanbyhardware?

Hardwareconsistsofallthemachineryandequipmentinacomputer

system.E.g.thekeyboard,thescreen,theprinteretc.

4.Whatdoyoumeanbysoftware?

Softwareconsistsoftheinstructionsthattellthecomputerhowtoperform

atask.Itisdefinedasasetofprogramsassociatedwiththeoperationofa

computer.

5.DefineI-P-Ocycle.

Inputprocessoutputdevice.E.g.thedatacanbeinputintothecomputer

viathekeyboard,sokeyboardisaninputdevice,theprocessingisperformedbya

componentofthesystem calledthemicroprocessorandwecanseetheresulton

theVDU.Henceitisanoutputdevice.

6.ExpandMICR.

MagneticInkCharacterRecognition.

7.ExpandOCR.



OpticalCharacterRecognition.
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8.Givesomeusesofthecomputers.

It works like a human being in order to maintain our home budget.

Important uses ofa computer athomeare:

Toplaygames,study,work,entertainment,information,chattingandinternet

surfing.A computer isalsousedtooperatesecuritycameras.

9.Discussthefeaturesofdifferentgenerationofcomputers.

Therearefivecomputergenerationsknowntilldate.

Usedvacuum tubesforcircuitry.

Electronemittingmetalinvacuum tubesburnedouteasily.

Usedmagneticdrumsformemory

Werehuge,slow,expensive,andmanytimesundependable.

Wereexpensivetooperate.

Werepowershungry.

Theperiodoffirstgeneration:1946-1959.Vacuum tubebased.

Theperiodofsecondgeneration:1959-1965.Transistorbased

Theperiodofthirdgeneration:1965-1971.IntegratedCircuitbased.

Theperiodoffourthgeneration:1971-1980.VLSImicroprocessorbased.

Theperiodoffifthgeneration:1980-onwards.ULSImicroprocessorbased.

10.ExplainaboutcomputerOperatingSystem.

An operating system (OS)is system software thatmanages computer hardware,

softwareresources,andprovidescommonservicesfor computer programs....Other

specializedclassesof operatingsystems,suchasembeddedandreal-time systems,

existformanyapplications.



An operating system has three main functions: (1) manage the computer's

resources,suchasthecentralprocessingunit,memory,diskdrives,andprinters,(2)

establishauserinterface,and(3)executeandprovideservicesforapplications

software.

11.Whatisprogramminglanguages?Explain

A programming language is a vocabulary and set of grammaticalrules for

instructing a computer or computing device to perform specific tasks.The

term programminglanguage usuallyreferstohigh-level languages,suchasBASIC,C,

C++,COBOL,Java,FORTRAN,Ada,andPascal.
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12.Whatistheimportanceofcomputers?

Computer isanelectronicdeviceusedinalmosteveryfieldevenwhereitismost

unexpected.ThatiswhythisageiscalledastheeraofIT.Andnow wecannot

imagine a world without computers. Computer has become

very important nowadaysbecauseitisverymuchaccurate,fastandcanaccomplish

manytaskseasily

13.Whatarethecharacteristicsofcomputers?

1.Speed:- Asyouknowcomputercanworkveryfast.Ittakesonlyfewseconds

forcalculationsthatwetakehourstocomplete.Youwillbesurprisedtoknow

thatcomputercanperform millions(1,000,000)ofinstructionsandevenmore

persecond.

2.Accuracy:- Thedegreeofaccuracyofcomputerisveryhighand every

calculation is performed with the same accuracy. The accuracy level

is determinedonthebasisofdesignofcomputer.Theerrorsincomputeraredue

tohumanandinaccuratedata.

3.Diligence:- Acomputerisfreefrom tiredness,lackofconcentration,fatigue,

etc.Itcanworkforhourswithoutcreatinganyerror.Ifmillionsofcalculationsare

to beperformed,a computerwillperform everycalculation with the same



accuracy.Duetothiscapabilityitoverpowershumanbeinginroutinetypeof

work. 

4.Versatility:- Itmeansthecapacitytoperform completelydifferenttypeof

work.Youmayuseyourcomputertopreparepayrollslips.Nextmomentyoumay

useitforinventorymanagementortoprepareelectricbills.

14.Howarecomputersclassified?Explain.

Computersareclassifiedintovarioustypesbasedonhistoricaldevelopment

(computergeneration),purpose,technologyused,andsize&storagecapacity.The

following figure illustrates the classification ofcomputers based on different

criteria.

 ClassificationbyPurpose:

GeneralPurposeComputers

 Generalpurposecomputersarethecomputersthatcanbeusedforallgeneral

needsofallenvironmentsandusers.

 Thesearetheversatilecomputersthatcanperform avarietyofjobsforall

typesofenvironments. 

 Theprogramsorinstructionsarefedtothem andatthetimeofexecution

thesecomputersprocesstheseinstructionsandproducemeaningfulresults.

Specialpurposecomputers:

 Specialpurposecomputersarethecomputersthatarespeciallydesignedto

perform aspecificenvironment.

 Thesearedesignedforperformingaparticulartaskandcannotperform other

tasks.

 Thesecomputersarenotversatile.

·         Theinstructionsusedbythesecomputersaregenerallyembeddedinvarious

automaticdevices.



 ClassificationbyTechnologyUsed

DigitalComputers:

o Digitalcomputers aremainlygeneralpurposecomputersthatrepresentand

storedataindiscretequantitiesornumbers.

o Inthesecomputers,allprocessingisdoneintermsofnumericrepresentation

(binarydigits)ofdataandinformation.

o Forexample: PC,Laptopetc.

AnalogComputers:

·         Analogcomputersarespecialpurposecomputersthatrepresentandstoredata

incontinuouslyvaryingphysicalquantitiessuchascurrent,voltageorfrequency.

·         These computers are programmed formeasuring physicalquantities like

pressure,temperature,speed,etc.,and to perform computations on these

measurements.

·         Analogcomputersaremainlyusedforscientificandengineeringapplications.

Hybridcomputers:

·         Hybrid computers incorporate the technology ofboth analog and digital

computers.

·         Thesecomputersstoreandprocessanalogsignalswhichhavebeenconverted

intodiscretenumbersusinganalogtodigitalconverters.

·         Forexample,moneycountingmachineandAutomatedTellerMachine(ATM).

ClassificationbySizeandCapacity:

Computersareclassifiedintodifferenttypesdependingonthememory

size,costandprocessingspeed.

Microcomputers:

Microcomputers are also called personalcomputers (PCs)and use

microprocessorasitsCPU,amemoryunit,andinputdeviceandanoutputdevice.

Minicomputers:

Thesecomputerscanperform morecomplextasksandcostmorethan

microcomputers.Theyarelargerinsizeandtheirstoragecapacityissmallto



medium.

Mainframes:

Thesearemorepowerfulthanminicomputers.Theirwordlengthmaybe48,

60or64bits.

Theyhavehighprocessingspeedsandcanstorelargeamountsofdata.

SuperComputers:

Thesearethelargestandfastestcomputers.Theirwordlengthis64-96bit.

Theyarealsothecostliest.

AsupercomputerhasanumberofCPUswhichoperateinparalleltomakeitfaster.

15.Whataretheusesofcomputers?Andexplainthem withexamples

Multitasking.Multitaskingisoneofthemajoradvantagesofcomputer,

Speed.Nowcomputerisnotjustacalculatingdevice,

Cost/Storeshugeamountofdata.Itisalowcostsolution,

Accuracy,Data Security,Online Cyber Crimes,Reduction in employment

opportunity.

UsesofthecomputerintheEducationfield,business,hospitals,bankingsector,

Governmentoffices,home,Andinmarketing.

16.Whatareinputandoutputdevices?Statethefunctionsofthesedevices.

An input devicecansenddatatoanotherdevice,butitcannotreceivedatafrom

anotherdevice.Examplesofinputdevicesincludethefollowing.

Keyboard and Mouse -Acceptsinputfrom auserandsendsthatdata(input)to

thecomputer.Theycannotacceptorreproduceinformation(output)from the

computer.

Microphone -Receivessoundgeneratedbyaninputsource,andsendsthatsound

toacomputer.



Webcam -Receivesimagesgeneratedbywhateveritispointedat(input)and

sendsthoseimagestoacomputer.

 Monitor -Receivesdatafrom acomputer(output)anddisplaysthatinformation

astextandimagesforuserstoview.Itcannotacceptdatafrom auserandsend

thatdatatoanotherdevice.

 Projector -Receivesdatafrom acomputer(output)anddisplays,orprojects,that

informationastextandimagesontoasurface,likeawallorascreen.Itcannot

acceptdatafrom auserandsendthatdatatoanotherdevice.

 Speakers -Receivessounddatafrom acomputerandplaysthesoundsforusers

tohear.Itcannotacceptsoundgeneratedbyusersandsendthatsoundtoanother

device.

17.Writethehistoryofcomputers.

Firstgeneration:1937–1946- In1937thefirstelectronicdigitalcomputerwas

builtbyDr.JohnV.AtanasoffandCliffordBerry.ItwascalledtheAtanasoff-Berry

Computer(ABC).In1943anelectroniccomputernametheColossuswasbuiltfor

the military.Otherdevelopments continued untilin 1946 the firstgeneral–

purpose digitalcomputer,the Electronic NumericalIntegratorand Computer

(ENIAC)wasbuilt.

Second generation:1947 – 1962 - This generation ofcomputers used

transistorsinsteadofvacuum tubeswhichweremorereliable.In1951thefirst

computerforcommercialusewasintroducedtothepublicDuringthisgeneration

ofcomputers over100 computerprogramming languages were developed,

computershadmemoryandoperatingsystems.Storagemediasuchastapeand

diskwereinusealsowereprintersforoutput.

Thirdgeneration:1963-present- Theinventionofintegratedcircuitbroughtus

thethirdgenerationofcomputers.Withthisinventioncomputersbecamesmaller,

morepowerfulmorereliableandtheyareabletorunmanydifferentprogramsat

thesametime.In1980MicrosoftDiskOperatingSystem (MS-Dos)wasbornandin

1981IBM introducedthepersonalcomputer(PC)forhomeandofficeuse.
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1. Writeanytwofeaturesoftally.

a)Classificationofaccounting-Tallybydefaultcreated28predefinedgroups.Of

these9primarygroupsareforbalancesheetand6groupsareforprofitandloss.

b)Columnarreports-Tallyprovidedcolumnarreportsinsales,purchaseand

journalregistersaswellasledgersandcashandbankbooks.

2. HowtocreatecompanyinTally?

TocreateaCompanyselectCREATEorpressCfrom companyInfomenu.

Companycreationmenuwillbeappeared.Typeallthedetailswhichareneeded

thenpress“YES”

3.Howaregroupscreated?

SelectAccountInfo-GatewayofTally-Groups-selectsingle/multiple–type

thenecessarygroups.

4. Howdoyoucreateledgers?

SelectAccountInfo-GatewayofTally-Ledger-selectsingle/multiple–type

thenecessarygroups.
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5.Statethestepsforcreationofacompany.

Step1 ToopenTallySoftware

Step2 TogotoCreateCompanyScreen

Step3 TofilluptheDetailsinCompany

CreationScreen



6.Explainthesalientfeaturesoftally.

Tally accounting software provides a solution forinventory management,

purchaseordermanagement,stockvaluationtechnique,etc.

Tallyaccountingsoftwarehelpstomaintaineasy'categorizationofaccounts',

'accountsreceivableandpayable','bankreconciliation',and'generalledger',etc.

7.Howaregroupscreated?

GotoGatewayofTally>AccountsInfo>Groups>Create(Undersinglegroup)

NowinGroupcreationscreen,Typethenameofthegroup.

SelectSuitablegroupinthefield'Under'

PressEnterandsave,youaredone.

8.Howtocreatetheledgers?

Step1:GotoGatewayofTallyandChooseAccountsInfo.

Step2:Underaccountinfo,choosetheoptionLedgers.

Step3:ClickoncreateundermultipleledgersoptiontocreatemultiledgersinTally.
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9.Explainthefundamentalsofcomputerisedaccounting.

  Computerized accounting environmentwillthereforehavethefollowing

salient features:Fast,Powerful,SimpleandIntegrated: Computerizedaccounting is

designedtoautomateandintegrateallthebusinessoperations,suchassales,

finance,purchase,inventoryandmanufacturing.

10.Statethedifferencesbetweenmanualaccountingandcomputerisedaccounting.

ManualAccounting:

1.Theidentificationoftransactionsisdonemanually.

2.Transactionsarerecordedandretrievedthroughbooksoforiginalentries.

3.Transactionsarerecordedfirstinthebooksoforiginalentry,andthentheyareto

bepostedintoledgeraccounts.Thus,theyarerecordedtwice.

4.Afterthepreparationofledgeraccounts,balancesofvariousaccountsareknown

andhenceatrialbalanceispreparedinordertosummariesthedata.

ComputerizedAccounting:



1.Thetransactionsareidentifiedonthebasesofwelldesignedprogrammers.

2.Transactionsarerecordedandstoredinwelldesigneddatabases.

3.Thestoreddataisprocessedautomaticallyinclassifiedledgeraccounts.

11.Statetheusesofjournalvoucher.

A journalvoucher isadocumentonwhichisstoredtheessentialinformation

aboutanaccountingtransaction.This voucher containsthefollowinginformation:

Uniqueidentifyingnumber,Transactiondate.Transactionamountetc.

12.Statethestepsineditinganddeletingvoucher.

a. GotoGatewayofTally>>Accountingvouchers.

NowpressPgUpKeyfrom thekeyboard....

PressYorEnterKey.

Thesavedvoucherwillbedisplayed,andsavethescreen.

b. OpenLedger/Daybook(asshownabove)

SelectEntry.

JustPressAltD-Enter.

UNIT-III
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1. Whatismeantbyvoucher?

Voucherisadocumentcontainingthedetailsofatransaction.Thevoucher

entry optionattheGatewayenablesustomakeday-to-dayentries.

2. Whatismeantbycontravouchers?

CashorChequedepositedintobank,cashwithdrawnfrom bank,transfer

offundsfrom onebankaccounttoanotherwillbeenteredthroughContravoucher.

3.Whatismeantbyinventory?

Differenttypes ofStocks items maintained in a companyare called

Inventory.



4.Howdoyoucreatestockitem intally?

GatewayofTally–InventoryInfo-Stockitems–Enter.

5.Howtocreatesalesorderintally?

SalesordercanbecreatedbyGatewayofTally-Voucherentry–F8:sales–

Selectsalesorders.ThenEnterpartyA/Cno.orderno.,Nameoftheitem etc.can

befilled.
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6.Statethemethodforpreparingreceiptvouchers.

Go to Gateway of Tally > Accounts Info./Inventory Info. > Voucher

Type > selectReceiptvoucher

7.Howtocreatepaymentvoucher?

Go to Gateway of Tally > Accounts Info./Inventory Info. > Voucher

Type > paymentvoucher

8.WhatisContraVoucher?Giveexamples.

Go to Gateway of Tally > Accounts Info./Inventory Info. > Voucher

Type > sectcontra

E.g.depositofamounttobankandwithdrawalofamountfrom bank.

9.Writeaboutdifferenttypesofvoucher.

Go to Gateway of Tally > Accounts Info./Inventory Info. > Voucher

Type > Create

(i)ReceiptVoucher:

AReceiptvoucherisusedtorecordcashorbankreceipt.Receiptvouchers

areoftwotypeswhichareasfollows:

(a)Cashreceiptvoucher–itdenotesreceiptofcashinhand.

(b)Bankreceiptvoucher–itindicatesreceiptofachequeordemanddrafti.e.



moneyisnotreceivedintheform ofcashinhand,instead,themoneywillbe

creditedtothebankaccountoftheassessed.

(ii)PaymentVoucher:

Apaymentvoucherisjusttheoppositeofacashvoucher.Intheabove,

cash/bankwasdebited,whileinthiscase,cashorbankwillbecredited.Inthe

abovecase,therewasaninflowoffunds,whileinthiscase,thereisanoutflowof

funds.A Paymentvoucherisusedtorecordapaymentofcashorcheque.

Paymentvouchersarealsooftwotypeswhichare:

(a)CashPaymentvoucher–itdenotespaymentofcash

(b)BankPaymentvoucher–itindicatespaymentbychequeordemanddrafti.e.

moneyisnotpaidintheform ofcashinhand;instead,themoneywillbedebited

from thebankaccountoftheassessed.

(iii)NonCashorTransferVoucherorJournalVoucher:

Thesevouchersareusedfornon-cashtransactions;theyarebasicallyused

asdocumentaryevidence.e.g.,Goodssoldoncredit.Insuchcases,thecashor

thebankaccountoftheassessedisunaffected.InthecaseofGoodssoldon

credit,theVoucherwoulddebittheDebtortowhom thegoodsaresoldoncredit,

whilesalesoncreditaccountwouldbecreditedfurther.

(iv)SupportingVouchers:

Thesevouchersarethedocumentaryevidenceoftransactionsthathave

happened.Forexample,youcanattachthebillofanexpensealongwiththe

originalvoucherjusttofurthersupporttheprimaryvoucher.PetrolBillsattached

withtheconveyancevouchersareagoodexampleofSupportingVouchers.
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10.ExplainthemethodsforpreparationofBalancesheetandtrialbalanceinTallyERP.

PrepareledgerAccounts

Enterthenecessarytransactionsintheirrespectivevoucher

GotoDisplaymenuinmainmenuforseeingthestatementfortrailbalanceand

SelectBalanceSheetinthemainmenu.



Thebalancesheetandtrailbalancestatementwillbeappearedinthescreen

11.Howtoviewprofitandlossintally?

PrepareledgerAccounts

Enterthenecessarytransactionsintheirrespectivevoucher

SelectProfitandlossaccountinthemainmenu.

Theprofitandlossaccountstatementwillbeappearedinthescreen

12.ExplaindeeplyaboutdifferenttypesofvouchersinTally.

 SalesVoucherinTally

SalesvoucherisoneofthemostusedaccountingvouchersinTally.Userscan

createthisvoucherintwodifferentformats;asaninvoice,orasavoucher.The

invoiceformatenablesuserstoprintacopyofinvoicesforcustomers.Thevoucher

formatcanbeusedtostoretransactionalrecordselectronicallyanditdoesn’tneed

apapercopyforthecustomer.

 PurchaseVoucherinTally

Likesalesvouchers,purchasevoucherbelongstotheaccountingcategoryandis

availableinbothinvoiceandvoucherformats.Editingandmodifyingreceiptentries

inTallyareeasy,asitsvoucherformathelpsaccountantstodosoquickly.Moreover,

Tallyalsohelpsinconvertingapurchasevoucherintheinvoiceformattothe

voucherformat.

 PaymentVoucherinTally

ThepaymentvoucherisanotheraccountingvoucherinTallythathelpscreateand

printcheques againstthe order.Once the paymentvouchergets passed,the

correspondingchequecanbeprintedbyclickingon‘banking’andthenon‘cheque

printing’.

 ReceiptVoucherinTally



WhenaccountantsmakeareceiptvoucherinTally,alltheinvoiceswhichhave

pendingpaymentspopupasareminder.Assoonastheclientmakesthepayment

throughanymode,thereceiptcanbeupdatedwiththe paymentmethod details.In

addition,allthedetailsofthisreceiptcanbesenttothecustomer.Thus,receipt

vouchersmakepaymentmonitoringeasy.

 ContraVoucherinTally

Contravouchersareusedtowithdraw ordepositmoneyinbankswiththehelpof

instrumentssuchascheques/ATM/DD ore-transfertoanotheraccountthrough

NEFT/IMPS.With the help ofcontra vouchers in Tally,accountants can also

generatedepositslipsforrecordkeeping.

Tallyalsoprovidesexactcurrencydenominationstomonitorandprintthedeposit

slipwhilealsodepositingtheamount.

 JournalVoucherinTally

Unlikeothervouchers,ajournalvoucherinTallycancomeundertheroofofboth

accountingandinventoryvouchers.Therearemultipleusesofajournalvoucherin

Tallydependingonthetypeofbusinessitisbeingusedfor.

ItcanbefoundasanoptionalvoucherinTallytomakesalesandpurchaseby

accountants.Professionalscanalsouseitfortheadjustmentortransferringof

stockfrom onewarehousetotheother.

 CreditNoteVoucherinTally

CreditnotevoucherinTallyhastobeenabledmanually.Itisusuallyenabledby

pressingF11andtheymanuallyconfiguringitsfeatures.Creditnotecanalsobe

passedbycheckingtheoriginalinvoice.Whenaclientisselected,Tallyshowsthe

transactioninvoicehistorythathasbeenraised.

 DebitNoteVoucherinTally

Debitnotevoucherisoneofthemost-usedtypesofvoucherinTallyERP9thatis

usedformanagingpurchasereturns.Withthehelpofthis,accountantscangenerate

adebitnoteforinvoicingaswellasavoucher.LikecreditnotevoucherinTally,debit



notetoocaneasilybeconfiguredbypressingF11andconfiguringitmanually.
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