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OBJECTIVES _
After studj/ing this chapter, the student should be able to

4

1'% Understand the fundamentals of computerized
o accounting

% Describe the features of Tally

Understand the creation and modification of
ledgers and groups

._"
¥l M4
.1]4
al 4
h"l

’.—

6{_

s % Understand the various types of voucher entries

FUNDAMENTALS OF COMPUTERIZED ACCOUNTING

Accounting is a systematic way of recording and analyzing

transactions. It involves identifying, measuring, and presenting
économic information about a business. With this information

the owner or the manager can take certain decisions. If we do
accounting using computers it is called computerized accounting




= pay books

, Purchase book Records all credit purchases

e,

»

:

.

> .

‘and adjustment entries.

[ S

Sales book Records all credlt sales

Purchase returns book Records goods returned to
suppliers i -

Sales returns book Records goods returned by the
customers ") *

~ Cash book Records all cash payments and cash rece1pts

rypes of Accounts

%
l.'

Business transactlons are cla531ﬁed 1nto three categones They

are

f
3

Transactions relating to individuals and other
organizations. | ; |

Transactions relating: to propertles goods, or cash.’

Transactions relatlng to expenses (Or losses) and incdmes
(or gains).

4
l’

Three types of accounts are

Personal L1 _ |




sub-divisions from the viewpoint of convenience and simplhiaty.

They are as follows.

General lecger Records all acco

all personal accounts of suppliers

from whom the goods have been purchased on credit
all personal accounts of customers

to whom the goods have been sold on credit

private leger Records the personal accounts of the
proprietor, that 1s, capital accounts and drawing accounts.

unts other than personal

1.

1v.

Final accounts are classified 1nto
Trading and profit and loss account Prepared to find out

1
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Trading account 1t shows the result of buying and selling

goods. It is prepared to find out the differences between the
selling price and cost price. If the selling price exceeds the cost

price, it will be gross profit. If the cost price exceeds the selling

price, it will be gross loss. Thus, the gross profit or gross loss is
Indicated in trading Account

[tems appearing in the debit side of trading account
> Opening stock
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| in‘ on credit Bide OfPI'Oﬁt and loss account

credit side of profit and loss'account
from the business are shown on the

«iin the left hand side

. Liabilities Appear

» Long-term liabilities Itwillb

l : '
! liabilities. It 1s classified as follows.
:

E .
,f- period of time.

e redeemed after a long

Current liabilities Itwill be redeemed within a year.

>
is not a liability at present.

> Contingent liabilities It
Assets It 'represent everything, which a business owns and
has money value. It is classified as fcllows.

> Tangible assets It can be seen or felt by touching. It
is classified into the following types.
. Fixed Assets Land, building, machinery, etc.

Current assets or Floating assets Cash, bank
balapce, stock, sundryv debtors, etc.

> Intangible assets It cannot be seen and has no fixed
shape. Preliminary expenses, Discount on creditors are
some examples of intangible assets.

Equation of balance sheet .
ﬁ Capital = Assets — Liabilities
/)/J\' Laabilities = Assets — Capital
Assets = Liabilities + Qapital :

e above concepts are fundamentals of compute

accounting.

rized
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MPUTERIZED ACCOUNTING VERSUS
MANUAL ACCOUNTING

g | ‘
r/V(jgmputc::rlzed accounting differs from .
6 following aspects. | manual accounting in the A

Manual Accounting e n
Aocounting I P

V— dgers are grouped at the | Grouping is done at the time

time of preparing final of ledger creation. .
accounts. 0
Beparate journal, ledger Single entry for all
| postings. : transactions. "
frain in preparing trial No strain. I;
balance. . b:
r_————-—-——_____'_——_-—_—_‘—— e SRS L, |
Pxeparation of final Final accounts can be
' “ prepared at any time. u.
, F T
Efforts are needed to | No separate efforts. |
Automatically it is done. ‘i

| prepare weekly or monthly
balance reports. |
Integrated with cash

management.

Separate efforts are needed
to maintain inventory
managemendt.

Closing of account 1s
complicated.

Large number of books 18
maintained.

l
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ARCHITECTURE AND CUSTOMIZATION OF TALLY

( Tally is a window-based software. It offers a complete accounting
tkage to the users. In this package, maintaining accounts 1s
very simple. We can create and alter the data with minimum

number of key operations. A single entry can do journal and
posting entries automatically. In this software, company

actpunts can be maintained with password) It controls
unauthorized entries. It has control measureso prevent fraud

and errors.

Q@stomization is the process that simplifies work. When we
enter the veucher, Tally automatically generates the basic books,

niakes postings in the concerned books, and corrects stock entries
and ledger entries. Trial balance, profit "and loss account, and

balance sheet are automatically generated. )

Features of Tailly

mm sornme of the featurea of tally.

c)zi/ Easy to use for the beginners.

ii. Creation, modification, and deletion of ledgers and
groups are very simple.

iii. Modification can be done whenever needed.

iv. Automatic posting in the relevant books.> |

v. Lot of useful reports with printing option is available.

vi. Trail balance, profit and loss, balance Sheet, cash flow,
and fund flow statements are available in an organized

manner. |
Password facility is available for security purpose.

Backup and restore facility is available.

Summarized and detailed screen views are available.
Calculator is available for calculations.

* Simple menus for all operations.

xii. Accounting without codes.
xiii. Flexible classification of accounting.

xiv. Multiple currencies are possible.

xv. Financial period is not fixed.
xvi. Import and export of data 18 possible.

g: B

)
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xvi. iti1sw eb-based software.
xviii It 1s available for both single user and multiple users.

xix. Maintains unlimited accounts of the company.

«x Maintains unlimited cost/profit centers.
“vi Maintains both single locatien and multilocation stock.

xxi1. Multiple units of measurement for items are allowed.
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. r that appears 18 shaw
When we click F12, the w indow P 'S Blown

Figure 2.=.
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- General This option is used to configure country details, date
formats, and number formy( _

Numeric symbols This menu is used to configure the symbols
used for positive, negative, and debit and credit values.

Accounfs/inventory Info. Configures the accounts master and
inventory master.

[ o

Voucher entry Configure the accounting vouchers, an¢
iInventory vouchers.

Involce/Order enfry Configure invoice, delivery notes, ant
orders. - |

Prinfing This menu consists of diverse options to configW™
printing of all types of vouchers, invoices, orders, etc., :
to customize reminder letters for payment of outstandin
and for confirmation statements.
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| ah . | ‘
v. To dlsl)lﬂy the trial balance. statement of accounts, etc.

V. To exit from Tally.

F'igure 5.4 shows this menu.
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Figure 5.4

Accounf Information

It is a sub menu of "Gateway of Tally" menu. This menu is used
' to manage account groups and ledgers. Figure 5.5 shows the

menu. .
', Accmmts Infn. i
I—qw-rnﬁr'w p— ~N
| !
l
|
[ N,
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Company Information 0 L

[t is a sub me
for the following purposes.

To create a new company

~ To close the act.lve company

Figure 5.6 shows the menu.
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Groups

[t is a sub menu of "Account Info" menu. It ;

display, and alter the groups, using either the
"Multiple Group” option. Figure 6.7 shows th

18 used to create

€ menu,
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Display

It is a sub menu of "Gateway of Tally" menu. This menu 18 used

to display trial balance, statement of acc

~ash/fund flow statements. Figure 5.9 shows the menu.
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Creation of Company

A -

in Figure 5#&:
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Select "Create Company" button from the buttons area of
the Tally screen. The Company Info. menu appears as shown

ounts, daybooks, and
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iii. Enter the following details
a. Company name The name of the company.

b. Malling name The e-mail address.

. Address The address of the company.

i Income tax number Company's Income Tax number
e Local sales tax number Company s local sales tax

number. &
¢ Interstate sales tax number Interstate sales tax
number.

g. Curmency symbol Symbol of currency like Rs.. $, etc.

L Financlal year from The starting date of the financial
year.

Books beginning from The starting date of the account
book.

. Use securlty symbol The password control for entry
into an account.




iv. After entering all the details, Tally displays a <o
with "Accept Yes/No' options. Press"Y' 10 agve the compari,

details.

To Delete o Company

1. Click “F3” button. It displays the

ii. Choose “Alter’, qhen press Enter
of available companies.

iii. Select the company, whic
“Enter key

iv. Press “Alt’ and “D” keys smultaneously
v. Confirm by pressing o - the message Delete Yes/N

" key. It displays the list

h must be deleted and then press

To Alter @ Company |
i.  Click “F3” button It dwplays the Company Info.” menu.

ii. Choose’ ‘Alter” then press “Enter” key It displays the list of
available companies. |

i, Select the company, Wh_‘lCh must be altered and then press
“Enter” key. ' ’

iv. Alter the information. _ _
v Confirm by pressing “Y” for the message, “Accept Yes/No”

Creation of Groups

1. Select “Account Info.” from “Gatewa y
of "
that appears is shown in Figure 5.1 ly Tally”. The menu




Bl

— -

-

?(gum L W
- - . N ! - Kb ink N | P 140
. _ . - ’ “ 8 | 3 l'_. Efii.,i-l"""'-
hoose Sreate  Jdnder W owit. ol "’

* L s il ee
agre Chan e group al 2 ame JLherwise :

“winle ITOUPp




128 =2 Computer Applications jn Business .

i Select "Create” from single:group. The screen that appears
is shown in Figure 5.13. |

e j—
p »
> r

»

. Groun Creation .

e IR

(ahas)

Under . Capital Account

Group behaves like @ Sub-Ledger 7 NO

R L R L e
' Figure 5.13

Enter the name of the group, alias name and choose basic

account group.
Confirm the entries Dy pressing

Yes/INo".

EV.

v "Y" for the message "Accept

Editing and Deleting Groups

Edifing groups
Select "Groups" from the "Account Info." menu. A menu that

appears 18 shown in Figure 5.14.

’
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" " “Q ],e Grou
> Select "Alter" under Sing ~hile alteringmore
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. s Ag o e By B "
Kumar & QQ hik
I.":'l'_'.'l'!l"l'*-;-‘l_"":"""'":‘r';"“'{ o' MATIIPN .

¥ A >
SHEIONRMES (3 [T ey bt DL

"I ank Accounts

. ?rgﬂ:!-t!ﬁ::r':* T N T )
Listof Groupes i

Ip-'-l:h""'r!""-" L' . e -.u-lu..u - -_,..._.,,.__..:. '."" — L '1-"- . )

B} Pank Accounts

1

3

' "i Yelps T

.:'r"' s B 0
lr‘ ‘i
Yigr ¥ :




130 = Computer Applications in Business

» Select the group, that is to be altered. Then press "Enter
key. The screen that appears is shown in Iigure 5.16.

Group Alteration

Name  : IBEI @Rl [glss |

(ehas)

= )
Under  Current Assets |
Group behavﬁéfsh‘:lika a Sub-Ledger 2 No 4

—— . ——— -

Figure 5.16

»> Do the changes in the group name, alias name or alter the
basic group name.

> Confirm the entries by pressing "Y" for the message "Accept
Yes/No".

Deleting groups

» Select "Groups" from the,."'Acc'ount Info." menu. The menu
that appears is shown in Figure 5.17.

Figure 517
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> Select the group, that is to be altered. Then, press "Enter’
key. A screen appears as in Figure 5.19.

Gsoup Alteration
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Press "Alt" and "D" simultaneously.
r the message "Delete Y es/No".

»

. Confirm by pressing "Y" fo

Creation of Ledgers .

Select "Acc¢ount Info." from "Gateway of Tally” menu. A menu
appears as shown in Figure 6.20."

Select "Ledgers from “Account Info " menu. A menu appears

!

11.




y,
]

. Select "Create” under "Single Ledger”. Th:
appears 18 shown 1n Figure 5.22. Choose "Cr
"Multiple Ledger" while creating more than or
time

38 bty e N @

e et Al
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R N g T T~ WL
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L |

Figure 5.22 -

iv. Enter ledger name, group and opening balance with debit
or credit'detail.

-

v Confirm the entries by pressing "Y' for message "Acc
Yes/No".

(Editing and Deleting of Ledgers
Edifing ledgers

» Select "Ledgers" from "Account Info." menu. A menu that

appears 18 shown i Figure 5.23
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Select "Alter” option under “Single Ledger”. The figure that
appears 18 shown in Figure 5.24.

Figure 5.24
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. Figure 5.25

> Do the changes and confirm by pressing "Y" for the message
"Accept Yes/No". 3

Delefing ledgeor .
» Select "Ledgers" from, "Account Info.” menu.

» Select "Alter” option. Figure 0.29 will appear on the screen.
» . Press"Alt" and "D" k;eyis simglténeously.
> Conlirm it by pressing "Y" for the message "Delete Yes/NU")

!

INTRODUCTION TO VOUCHERS

oucher is a document containing the details of a transactiot
For every transaction, we make a.voi.leheﬂF or example, consider
the following Rs. 50,000 is withdrawn from Bank Of India, 0D
account and another 50,000 from current account on the same

day, from the same bank. Aflthouthrzcash has been withdrawr
. ol

: ; ¢ )
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from the same bank, there are two transactions. So, we should

enter two vouchers.
25
voucher Eniry ] 3

Select "Voucher Entry" frqm "Gateway of Tally". The screen
Flgure 5 26.

——

Umlclml Civation
Payment

Particulars

sucher type by pressing any |

ii. Choose v
function keys.

F4 for contra
F5 for payment
F6 for receipt

—

7 for journal

F8 for sales . &
F9 for purchase h ?
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w. Enter the voucher details using accounts ledger list box. The
following details should be entered in each voucher.

Date of voucher
Debit and credit amount details
« Narration

v.” Confirm by pressing "Y" for the Iﬁessage "Accept Yes/No".

r Types of VouchersW : @ J

L—In Tally, the following “¥oucher ypes are available.

|

1. Contra voucher
1. Receipt voucher

1. Payment voucher

il. Journal voucher /
1v. Sales voucher

v. Purchase voucher

Confra voucher

Press F4 for contra voucher. This voucher is used for fund
transfer between cash and bank accounts only. For example,
cash deposited into bank and cash withdrawn from bank comes

under this voucher. For this voucher entry, Credit the source
for funds and Debit the destination of funds

Example: Cash withdrawn from bank Rs. 50 000

Journal Entry:

CashAlc  Dr 50,000
To Indian bank A/c 50,000
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Figure 5.27 shows this voucher entry.
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- Figure 5.27

Payment voucher

Press F'5 for this voucher. This voucher is used for all payments
made through cash or bank. These payments can be towards
expense, purchase, trade creditors, etc. For this voucher elitry,- -
Debit the ledger account paid to and Credit the cash/bank
account.

Example: Office rent paid Rs. 2,500
Journal Entry: ' i
Office Rent A/c Dr 2,500 >
To Cash Alc 2,500 '.
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Figure 5.28 shows tth voucher entry.
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Figure 5.28 -

-' Recelpt voucher |

 Press ['6 for this voucher. This voucher is used for all receipts
in the form of cash or bapk transactions. For this voucher entry,
Debit the Cash/Bank account and Credit the ledger account from

- which we receive. | ]

r f
i

Example: Received interest from Indian Bank Rs. 400

{ |
Journal Entry: X '

'
India Bank A/cDr | 400

To Interest rece;'.v?d Alc
Sl )
il

f




130 &=
Figure 5.29 shows this voucher entry.
Pitallyes 54
o PR LS
Voucher AReration (52COuT
f-jf;-::tqﬁt.";t ll:l:f;uﬂ;lx SR ‘,
Joumal voucher
Press F7 for journal -oucher entry. It 1s an adjustment voucher.
It is used to adjust amount between two or more ledger accounts,
«ithout affecting cash or bank accounts. In the following voucher
=ntry depreciation on f:xed assets is adjusted.
Example: Depreciation »f Machinery Rs. 4,000 and furniture
Rs. 1,000 .
Journal Entry:
Depreciation A/C Dr 5,000 ]
To Machinery A/c 4,000
To Furniture A/c 1.000

ﬁ

Computer Applications in Business
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Figure 5.30 shows this voucher entry.
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Sale?_voucher

Prese?% for this voucher. This voucher 18 used when sales are
made for credit. For this voucher entry, Debit the buyer account
and Credit the eales account.

Example: Sold 5 bags of rice to Akbar & Co @ Rs. 1,000
Journal Entfy:
Akbar & Co Alc Dr 5,000
To Local Sales Alc 5,000
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I"'lgurf: 5.31 shows this voucher entry
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Figure 5.31

Purcha&e voucher

Press I'0 for this voucher. This voucher is used when purchase

18 made for credit. For this voucher entry, Debit the purchase
account and Credit the seller account.

Example: Purchased 5 bags of Rice from Arul & Co @ Rs 900
Journal Entry:
[Local Purchase A/c Dr 4 500

To Arul & Co A/e 4.500
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Figure 5.32

'Edliing and Deleting Vouchers

Edit vouchers
> Select "Display” from "Gateway of Tally".

» Select "Statement of Accounts”.

Select "Statistics”.

Select the type of voucher.

Choose the ,regiuired voucher and make the moﬂdiﬁcat'lon-

‘!’

‘?

> After modification press "Enter” key.
» Atthe end of voucher, press"Y" for the message "Accep?
Yes/No".
meg vouchers

Do the above 4 steps
» Choose the required voucher, which must be deleted.

» Press "ALT" and "D" keys simultaneously.
Press "Y" for the message "Delete Yes/No".
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QUESTIONS
Explain the fundamentals for computerized accounting.

State the differences in between manual accounting anc
computerized accountmgr.

Discuss the architecture and customlzatlon of Tally.
What are the teatdres of Tally"

Explam the various Tally screens and menus.

What are groups? How can you create, edit, and delete them.

3

4

5 |

6. Explain the steps to create a new company in Tally.

7

8. What are ledgers? How can you create, edit, and delete them.
9

What are vouchers? Explain the various types of vouchers.

10. How do you edit and delete vouchers?



