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Lesson 1: Financial Statements and Reports
1.1 Vertical Balance Sheet
Go to Gateway of Tally > Balance Sheet > press F12 and set Show Vertical Balance Sheet to 
Yes.

 Figure 1.1  Vertical Balance Sheet
                                                                                                                                                                                             1



                                                                            Financial Statements and Reports
  
1.2 Vertical Balance Sheet with Working Capital
Go to Gateway of Tally > Balance Sheet > press F12 and set 'Show Vertical Balance Sheet' 
and 'Show Working Capital figures' to 'Yes' > press Alt+F1

 Figure 1.2  Vertical Balance Sheet with Working Capital
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1.3 Horizontal Balance Sheet
Go to Gateway of Tally > Balance Sheet > press Alt+F1

 Figure 1.3  Horizontal Balance Sheet
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1.4 Horizontal Balance Sheet with Percentage/Working Capital
Go to Gateway of Tally > Balance Sheet > press F12 and set 'Show Percentages' and 'Show 
Working Capital figures' to 'Yes' > press Alt+F1 

 Figure 1.4  Horizontal Balance Sheet with Percentage/Working Capital
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1.5 Comparative Quarterly Balance Sheet
Go to Gateway of Tally > Balance Sheet > press Alt+F1 >press Alt+N (select 'Quarterly' 
Column Details)

 Figure 1.5  Comparative Quarterly Balance Sheet
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1.6 Comparative Half yearly Balance Sheet
Go to Gateway of Tally > Balance Sheet > press Alt+F1 > press Alt+N (select 'Half Yearly' 
Column Details)

 Figure 1.6  Comparative Half yearly Balance Sheet
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1.7 Comparative Yearly Balance Sheet
Go to Gateway of Tally > Balance Sheet > press Alt+F1 > press Alt+N (select 'Yearly' Column 
Details)

 Figure 1.7  Comparative Yearly Balance Sheet
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                                                                            Financial Statements and Reports
  
1.8 Vertical Profit and Loss Account
Go to Gateway of Tally > Profit & Loss A/c > Press F12 and set 'Show Vertical Profit & Loss' 
to 'Yes' > press Alt+F1

 Figure 1.8  Vertical Profit and Loss Account
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1.9 Horizontal Profit and Loss Account
Go to Gateway of Tally > Profit & Loss A/c > press Alt+F1

 Figure 1.9  Horizontal Profit and Loss Account
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1.10 Income and Expenditure Statement
Go to Gateway of Tally > (press F11 Company Features and set 'Income/Expense Stmt 
instead of P & L' to 'Yes') > Income & Expense A/c > press Alt+F1

 Figure 1.10  Income and Expenditure Statement
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1.11 Comparative Profit and Loss Account
Go to Gateway of Tally > Profit & Loss A/c > press F2 and change period to 01.04.08 to 
30.09.08 > or press Alt+N (select 'Half Yearly' Column Details)

 Figure 1.11  Comparative Profit and Loss Account
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1.12 Trial Balance 
Go to Gateway of Tally > Display > Trial Balance > Press Alt+F1

 Figure 1.12  Trial Balance Detailed
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 Figure 1.13   Trial Balance Detailed
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1.13 Ratio Analysis
Go to Gateway of Tally > Ratio Analysis

 Figure 1.14  Ratio Analysis
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1.14 Comparative Ratio Analysis
Go to Gateway of Tally > Ratio Analysis > press Alt+N (select 'Yearly' Column Details)

 Figure 1.15  Comparative Ratio Analysis
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1.15 Cash Flow Summary
Go to Gateway of Tally > Display > Cash/Funds Flow > Cash Flow (Select the required month 
or press F2 and specify the required period)

 Figure 1.16  Cash Flow Summary
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1.16 Funds Flow Summary 
Go to Gateway of Tally > Display > Cash/Funds Flow > Funds Flow (Select the required 
month or press F2 and specify the required period)

 Figure 1.17  Funds Flow Summary
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1.17 Budgets
Go to Gateway of Tally > Display > Trial Balance > press Alt+B and select 'Expenditure 
Budget' and Press Enter (also create one more column for variance)

 Figure 1.18  Budgets

 Figure 1.19  Budgets
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1.18 Cost Category Summary
Go to Gateway of Tally > Display > Statement of Accounts > Cost Centres > Category 
Summary

 Figure 1.20  Cost Category Summary

1.19 Cost Centre BreakUp
Go to Gateway of Tally > Display > Statement of Accounts > Cost Centres > Cost Centre 
Break-up (select the required Cost Centre and press Enter)

 Figure 1.21  Cost Centre Breakup
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1.20 Ledger Cost BreakUp
Go to Gateway of Tally > Display > Statement of Accounts > Cost Centres > Ledger Break-
up (select the required Ledger and Press Enter)

 Figure 1.22  Ledger Cost Breakup

1.21 Group Cost BreakUp
Go to Gateway of Tally > Display > Statement of Accounts > Cost Centres >Group Break-up
(select the required Group and Press Enter)

 Figure 1.23  Group Cost Breakup
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1.22 Stock Valuation Methods
Go to Gateway of Tally > Balance Sheet > press Alt+N and select Stock Valuation Methods
and press Enter

 Figure 1.24  Stock Valuation Methods
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 Figure 1.25  Stock Valuation Methods
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 Figure 1.26  Stock Valuation Methods
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 Figure 1.27  Stock Valuation Methods
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 Figure 1.28  Stock Valuation Methods
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 Figure 1.29  Stock Valuation Methods
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 Figure 1.30  Stock Valuation Methods
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 Figure 1.31  Stock Valuation Methods
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 Figure 1.32  Stock Valuation Methods
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 Figure 1.33  Stock Valuation Methods
                                                                                                                                                                                           30



                                                                            Financial Statements and Reports
  
 Figure 1.34  Stock Valuation Methods
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 Figure 1.35  Stock Valuation Methods
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1.23 Daybook
Go to Gateway of Tally > Display > Day Book

 Figure 1.36  Daybook
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 Figure 1.37  Daybook
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1.24 Scenario- Projected Half yearly Gross Profit
Go to Gateway of Tally > Profit & Loss A/c > press F2 and change date to 01.04.08 to 30.09.08
and press Alt+C and type date as 01.10.08 to 31.03.09 and select 'Gross Profit Scenario' as 
'Types of Value to Show' and press Enter

 Figure 1.38  Scenario- Projected Half yearly Gross Profit
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Lesson 2:  Account Books and Registers
2.1 Ledger
Go to Gateway of Tally > Display > Account Books > Ledger (select the required ledger and 
press Enter)

 Figure 2.1  Ledger
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2.2 Cash Book
Go to Gateway of Tally > Display > Account Books > Cash/Bank Book(s) > Cash (select the 
required month and press Enter)

 Figure 2.2  Cash Book
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2.3 Bank Book
Go to Gateway of Tally > Display > Account Books > Cash/Bank Book(s) > Canara Bank 
(select the required month and press Enter)

 Figure 2.3  Bank Book
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2.4 Multi- Column Cash Book
Go to Gateway of Tally > Multi-Account Printing > Account Books > Multi-Column Cash/
Bank (Type the required period and press Enter)

 Figure 2.4  Multi- Column Cash/ Bank Book
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2.5 Receipt Voucher
Go to Gateway of Tally > Accounting Vouchers > press F6

 Figure 2.5  Receipt Voucher
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2.6 Payment Voucher
Go to Gateway of Tally > Accounting Vouchers > press F5

 Figure 2.6  Payment Voucher
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                                                                            Account Books and Registers
  
2.7 Purchase Register
Go to Gateway of Tally > Display > Account Books > Purchase Register (select the required 
month and press Enter)

 Figure 2.7  Purchase Register
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2.8 Purchase Register - Columnar
Go to Gateway of Tally > Display > Account Books > Purchase Register (select the required 
month and press Enter) > press F5 and accept the columns

 Figure 2.8  Purchase Register – Columnar
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 Figure 2.9  Purchase Register – Columnar
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2.9 Purchase Register - Extract
Go to Gateway of Tally > Display > Account Books > Purchase Register (Select the required 
month or press F2 and specify the required period) > press F6

 Figure 2.10  Purchase Register – Extract
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2.10 Sales Register
Go to Gateway of Tally > Display > Account Books > Sales Register (select the required 
month and press Enter)

 Figure 2.11  Sales Register
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2.11 Sales Register - Columnar
Go to Gateway of Tally > Display > Account Books > Sales Register (select the required 
month and press Enter) > press F5 and accept the columns

 Figure 2.12  Sales Register - Columnar
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 Figure 2.13  Sales Register - Columnar
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2.12 Sales Register - Extract
Go to Gateway of Tally > Display > Account Books > Sales Register (Select the required 
month or press F2 and specify the required period) > press F6

 Figure 2.14  Sales Register - Extract
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                                                                            Account Books and Registers
  
2.13 Group Summary
Go to Gateway of Tally > Display > Account Books > Group Summary (Select the required 
month or press F2 and specify the required period)

 Figure 2.15  Group Summary
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2.14 Group Vouchers
Go to Gateway of Tally > Display > Account Books > Group Vouchers (Select the required 
month or press F2 and specify the required period)

 Figure 2.16  Group Vouchers
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 Figure 2.17  Group Vouchers
                                                                                                                                                                                           52



                                                                            Account Books and Registers
  
2.15 Journal Register
Go to Gateway of Tally > Display > Account Books > Journal Register >Journal Register 
(Select the required month or press F2 and specify the required period)

 Figure 2.18  Journal Register
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2.16 Journal Register - Extract
Go to Gateway of Tally > Display > Account Books > Journal Register >Journal Register
(Select the required month or press F2 and specify the required period) > press F6

 Figure 2.19  Journal Register - Extract
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                                                                            Account Books and Registers
  
2.17 Bills Receivable
Go to Gateway of Tally > Display > Statement of Accounts > Outstandings > Receivables 
(select All Items or the required group)

 Figure 2.20  Bills Receivable
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2.18 Bills Payable
Go to Gateway of Tally > Display > Statement of Accounts > Outstandings > Payables 
(select All Items or the required group)

 Figure 2.21  Bills Payable
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2.19 Overdue Receivables
Go to Gateway of Tally > Display > Exception Reports > Overdue Receivables

 Figure 2.22  Overdue Receivables
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2.20 Overdue Payables
Go to Gateway of Tally > Display > Exception Reports > Overdue Payables

 Figure 2.23  Overdue Payables
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2.21 Agewise Bills Receivable
Go to Gateway of Tally > Display > Statement of Accounts > Outstandings > Receivables 
(select All Items or the required group) > press F6 and select Ageing by Due Date and specify 
the slabs

 Figure 2.24  Agewise Bills Receivable
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2.22 Negative Ledger
Go to Gateway of Tally > Display > Exception Reports > Negative Ledgers

 Figure 2.25  Negative Ledger
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2.23 Debit Note Register
Go to Gateway of Tally > Display > Account Books > Journal Register > Debit Note Register 
(Select the required month or press F2 and specify the required period)

 Figure 2.26  Debit Note Register
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2.24 Credit Note Register
Go to Gateway of Tally > Display > Account Books > Journal Register > Credit Note 
Register (Select the required month or press F2 and specify the required period

 Figure 2.27  Credit Note Register
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                                                                            Account Books and Registers
  
2.25 Memorandum Register
Go to Gateway of Tally > Display > Exception Reports > Memorandum Vouchers (Select the 
required month or press F2 and specify the required period)

 Figure 2.28  Memorandum Register

2.26 Reversing Journal Register
Go to Gateway of Tally > Display > Exception Reports > Reversing Journals (Select the 
required month or press F2 and specify the required period)

 Figure 2.29  Reversing Journal Register
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2.27 Optional Vouchers
Go to Gateway of Tally > Display > Exception Reports > Optional Vouchers

 Figure 2.30  Optional Vouchers

2.28 Post-dated Vouchers
Go to Gateway of Tally > Display > Exception Reports > Post-Dated Vouchers

 Figure 2.31  Post-dated Vouchers
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2.29 Interest Calculations
Go to Gateway of Tally > Display > Statement of Accounts > Interest Calculations > Interest 
Receivable (drill down and select the required ledger and press Enter)

 Figure 2.32  Interest Calculations
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2.30 Confirmation Letter
Go to Gateway of Tally > Display > Account Books > Ledger (select the required ledger and 
press Enter) > press Alt+P and select the Confirmation of A/cs as Style of Report and press 
Enter

 Figure 2.33  Confirmation Letter
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2.31 Reminder Letter
Go to Gateway of Tally > Display > Statement of Accounts > Outstandings > Ledger (select 
the required Ledger and press Enter) > press Alt+P and set 'Print Reminder Letter' to 'Yes' 
(specify the required slabs) and press Enter

 Figure 2.34  Reminder Letter
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2.32 Statistics
Go to Gateway of Tally > Display > Statement of Accounts > Statistics

 Figure 2.35  Statistics
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Lesson 3: Inventory Registers and Reports
3.1 Stock Summary
Go to Gateway of Tally > Stock Summary > press F12 and set Show Opening Balance, 
Goods Inwards, Goods Outwards and Closing Balance to 'Yes'

 Figure 3.1  Stock Summary
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3.2 Stock Summary - Gross Profit
Go to Gateway of Tally > Stock Summary > press F12 and set Show Opening Balance, 
Goods Inwards, Goods Outwards and Closing Balance to 'Yes' > press F7

 Figure 3.2  Stock Summary - Gross Profit
                                                                                                                                                                                           70
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3.3 Stock Category Summary
Go to Gateway of Tally > Display > Statement of Inventory > Categories (select Primary and 
press Enter)

 Figure 3.3  Stock Category Summary
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3.4 Purchase Order
Go to Gateway of Tally > Inventory Vouchers > press Alt+F4

 Figure 3.4  Purchase Order
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3.5 Receipt Note
Go to Gateway of Tally > Inventory Vouchers > press Alt+F9

 Figure 3.5  Receipt Note
                                                                                                                                                                                           73
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3.6 Purchase Voucher
Go to Gateway of Tally > Accounting Vouchers > press F9

 Figure 3.6  Purchase Invoice
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3.7 Sales Order
Go to Gateway of Tally > Inventory Vouchers > press Alt+F5

 Figure 3.7  Sales Order 
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3.8 Delivery Note
Go to Gateway of Tally > Inventory Vouchers > press Alt+F8

 Figure 3.8  Delivery Note
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3.9 Sales Invoice with Single Item
Go to Gateway of Tally > Accounting Vouchers > press F8

 Figure 3.9  Sales Invoice with Single Item
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3.10 Sales Invoice with Multiple Items
Go to Gateway of Tally > Accounting Vouchers > press F8 > (press F12 and set 'Use Common 
Ledger A/c for Item Allocation' to 'No')

 Figure 3.10  Sales Invoice with Multiple Items
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3.11 Rejections In Voucher
Go to Gateway of Tally > Inventory Vouchers > press Ctrl+F6

 Figure 3.11  Rejections In Voucher
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3.12 Rejections Out Voucher
Go to Gateway of Tally > Inventory Vouchers > press Alt+F6

 Figure 3.12  Rejections Out Voucher
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3.13 Purchase Order Book
Go to Gateway of Tally > Display > Inventory Books > Purchase Orders Book

 Figure 3.13  Purchase Order Book
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3.14 Sales Order Book
Go to Gateway of Tally > Display > Inventory Books > Sales Orders Book

 Figure 3.14  Sales Order Book

3.15 Sales Order Book with Profit
Go to Gateway of Tally > Display > Inventory Books > Sales Orders Book > press F7 (Show 
Profit)

 Figure 3.15  Sale Order Book with Profit
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3.16 Purchase Order Summary
Go to Gateway of Tally > Display > Statements of Inventory > Purchase Order Summary

 Figure 3.16  Purchase Order Summary

3.17 Sales Order Summary
Go to Gateway of Tally > Display > Statements of Inventory > Sales Order Summary

 Figure 3.17  Sales Order Summary
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3.18 Purchase Bills Pending
Go to Gateway of Tally > Display >Statements of Inventory > Purchase Bills Pending

 Figure 3.18  Purchase Bills Pending

3.19 Sales Bills Pending
Go to Gateway of Tally > Display >Statements of Inventory > Sale Bills Pending

 Figure 3.19  Sales Bills Pending
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3.20 Stock Query
Go to Gateway of Tally > Display >Statements of Inventory >Stock Query (select the required 
Stock Item and press Enter)

 Figure 3.20  Stock Query
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                                                                            Inventory Registers and Reports
  
3.21 Negative Stock
Go to Gateway of Tally > Display > Exception Reports > Negative Stock

 Figure 3.21  Negative Stock

3.22 BOM - Cost Estimate
Go to Gateway of Tally > Display >Statements of Inventory >Cost Estimation (select the 
required Stock Group and press Enter)

 Figure 3.22  Cost Estimation
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3.23 Item Movement Analysis
Go to Gateway of Tally > Display > Inventory Books > Movement Analysis >Stock Item 
Analysis (select the required Stock Item and press Enter)

 Figure 3.23  Item Movement Analysis
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3.24 Stock Ageing Analysis
Go to Gateway of Tally > Display > Inventory Books > Ageing Analysis (select 'Primary' or 
the required Stock Group and press Enter)

 Figure 3.24  Stock Ageing Analysis 
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                                                                            Inventory Registers and Reports
  
 Figure 3.25  Stock Ageing Analysis 
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3.25 Price List
Go to Gateway of Tally > Inventory Info. > Price List (Select 'All Items' or the required Stock 
Group and press Enter)

 Figure 3.26  Price List
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3.26 Stock Transfer Register
Go to Gateway of Tally > Display > Inventory Books > Stock Transfers (Select the required 
month or press F2 and specify the required period)

 Figure 3.27  Stock Transfer Register
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                                                                            Inventory Registers and Reports
  
 Figure 3.28  Stock Transfer Register

3.27 Reorder Status
Go to Gateway of Tally > Display >Statements of Inventory > Reorder Status (Select 
'Primary' or the required Stock Group and press Enter)

 Figure 3.29  Reorder Status
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Lesson 4: Job Costing Registers and Reports
4.1 Transfer Journal Voucher
Go to Gateway of Tally > Inventory Vouchers > press Alt+F7 and select Transfer Journal

 Figure 4.1  Transfer Journal Voucher
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                                                                            Job Costing Registers and Reports
  
4.2 Consumption Journal Voucher
Go to Gateway of Tally > Inventory Vouchers > press Alt+F7 and select Consumption 
Journal

 Figure 4.2  Consumption Journal Voucher
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4.3 Manufacturing Journal Voucher
Go to Gateway of Tally > Inventory Vouchers > press Alt+F7 and select Mfg. Journal

 Figure 4.3  Manufacturing Journal Voucher
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4.4 . Godown Summary - Transfer Status
Go to Gateway of Tally > Display > Statement of Inventory > Godowns

 Figure 4.4  Godowns Summary - Transfer Status

4.5 Godown Summary - Consumption Status
Go to Gateway of Tally > Display > Statement of Inventory > Godowns

 Figure 4.5  Godowns Summary - Consumption Status
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4.6 Godown Summary - Manufacturing Status
Go to Gateway of Tally > Display > Statement of Inventory > Godowns

 Figure 4.6  Godown Summary - Manufacturing Status
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4.7 JobWork Analysis - Building Bricks
Go to Gateway of Tally > Display > Statement of Accounts > Job Work Analysis > select 
Building Bricks

 Figure 4.7  JobWork Analysis - Building Bricks
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                                                                            Job Costing Registers and Reports
  
4.8 Material Consumption Summary - Building Bricks
Go to Gateway of Tally > Display > Statement of Accounts >Cost Centres > Job Work 
Analysis > select Building Bricks > highlight Consumption and press Enter

 Figure 4.8  Material Consumption Summary - Building Bricks

4.9 Godown Summary - Building Bricks
Go to Gateway of Tally > Display > Statement of Accounts > Cost Centres > Job Work 
Analysis > Select New Manufacturing Job > highlight Consumption and press Enter > 
Highlight  Kiln-I and press Enter

 Figure 4.9  Godowns Summary - New Manufacturing Job
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                                                                            Job Costing Registers and Reports
  
4.10 Comparative JobWork Analysis Report
Go to Gateway of Tally > Display > Statement of Accounts > Cost Centres > Job Work 
Analysis > select Building Bricks > press Alt+C and select New Manufacturing Job as new 
column to be inserted

 Figure 4.10  Comparative JobWork Analysis Report
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                                                                            Job Costing Registers and Reports
  
 Figure 4.11  Comparative JobWork Analysis Report
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Lesson 5: Payroll Registers and Reports
5.1 Payroll voucher
Go to Gateway of Tally > Payroll Vouchers > Payroll Voucher > press Ctrl+F4 and select the 
Payroll Voucher Class

 Figure 5.1  Payroll Voucher
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                                                                            Payroll Registers and Reports
  
 Figure 5.2  Payroll voucher
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                                                                            Payroll Registers and Reports
  
5.2 Attendance Voucher - Overtime
Go to Gateway of Tally > Payroll Vouchers > Attendance Voucher > press Ctrl+F7 (Payroll 
Autofill) and select the relevant attendance type

 Figure 5.3  Attendance Voucher - Overtime
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                                                                            Payroll Registers and Reports
  
5.3 Payslip
Go to Gateway of Tally > Display > Payroll Reports > Statements of Payroll > Payslip

 Figure 5.4  Payslip

5.4 Pay Sheet
Go to Gateway of Tally > Display > Payroll Reports > Statements of Payroll  > Pay Sheet

 Figure 5.5  Pay Sheet 
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                                                                            Payroll Registers and Reports
  
 Figure 5.6  Pay Sheet 

5.5 Payroll Statement
Go to Gateway of Tally > Display > Payroll Reports > Statements of Payroll > Payroll 
Statement

 Figure 5.7  Payroll Statement
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                                                                            Payroll Registers and Reports
  
5.6 Groupwise Payroll Statement
Go to Gateway of Tally > Display > Payroll Reports > Statements of Payroll > Payroll 
Statement > (select the required ledger) > press Ctrl + F7 and select the relevant cost category 
and Employee Group

 Figure 5.8  Groupwise Payroll Statement
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                                                                            Payroll Registers and Reports
  
5.7 Payment Advice
Go to Gateway of Tally > Display > Payroll Reports > Statements of Payroll  > Payment 
Advice

 Figure 5.9  Payment Advice
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                                                                            Payroll Registers and Reports
  
5.8 Payroll Register
Go to Gateway of Tally > Display > Payroll Reports > Statements of Payroll > Payroll 
Register

 Figure 5.10  Payroll Register
                                                                                                                                                                                           109



                                                                            Payroll Registers and Reports
  
 Figure 5.11  Payroll Register

5.9 Employee Pay Head Breakup
Go to Gateway of Tally > Display > Payroll Reports > Statements of Payroll > Employee Pay 
Head Breakup and select the required Ledger

 Figure 5.12  Employee Pay Head Breakup
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5.10 Pay Head Employee BreakUp
Go to Gateway of Tally > Display > Payroll Reports > Statements of Payroll > Pay Head 
Employee Breakup and select the required Ledger

 Figure 5.13  Payhead Employee breakup

5.11 Attendance Sheet
Go to Gateway of Tally > Display > Payroll Reports > Attendance Sheet

 Figure 5.14  Attendance Sheet
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                                                                            Payroll Registers and Reports
  
5.12 Group wise Attendance Sheet
Go to Gateway of Tally > Display > Payroll Reports > Attendance Sheet > press Ctrl + F7 and 
select the relevant cost category and Employee Group

 Figure 5.15  Group wise Attendance Sheet
                                                                                                                                                                                           112



                                                                            Payroll Registers and Reports
  
5.13 Attendance Register
Go to Gateway of Tally > Display > Payroll Reports > Attendance Register

 Figure 5.16  Attendance Register
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                                                                            Payroll Registers and Reports
  
5.14 Gratuity Report
Go to Gateway of Tally > Display > Payroll Reports > Gratuity Report

 Figure 5.17  Gratuity Summary

5.15 Employee Wise Gratuity Report
Go to Gateway of Tally > Display > Payroll Reports > Gratuity Report > press Ctrl + F7 and 
select the relevant cost category and Employee Group

 Figure 5.18  Employee Wise Gratuity details
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                                                                            Payroll Registers and Reports
  
5.16 Groupwise Passport Expiry Report
Go to Gateway of Tally > Display > Payroll Reports > Expat Reports > Passport Expiry

 Figure 5.19  Groupwise Passport Expiry Report

5.17 Employeewise Passport Expiry Report
Go to Gateway of Tally > Display > Payroll Reports >Expat Reports > Passport Expiry > 
press Ctrl + F7 and select the relevant cost category and Employee Group

 Figure 5.20  Employeewise Passport Expiry Report
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                                                                            Payroll Registers and Reports
  
5.18 Visa Expiry Report
Go to Gateway of Tally > Display > Payroll Reports > Expat Reports > Visa Expiry

 Figure 5.21  Visa Expiry Report

5.19 Contract Expiry Report
Go to Gateway of Tally > Display > Payroll Reports > Expat Reports > Contract Expiry

 Figure 5.22  Contract Expiry Report
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5.20 Employee Cost Category Summary
Go to Gateway of Tally > Display > Statement of Accounts > Cost Centres > Category 
Summary

 Figure 5.23  Employee Cost Category Summary
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                                                                            Payroll Registers and Reports
  
5.21 PF Computation Report
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Computation > 
Press Alt+F1

 Figure 5.24  PF Computation Report
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                                                                            Payroll Registers and Reports
  
5.22 Form 12A
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Provident Fund >
Form 12A

 Figure 5.25  Printed Form 12A
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                                                                            Payroll Registers and Reports
  
5.23 PF Monthly Statement
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Provident Fund >
Monthly Statement

 Figure 5.26  PF Monthly Statement
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                                                                            Payroll Registers and Reports
  
5.24 Form 3A
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Provident Fund >
Form 3A

 Figure 5.27  Printed PF Form 3A
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                                                                            Payroll Registers and Reports
  
5.25 Form 6A
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Provident Fund >
Form 6A

 Figure 5.28  Printed Form 6A - Page 1
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                                                                            Payroll Registers and Reports
  
 Figure 5.29  Printed Form 6A - Page 2
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                                                                            Payroll Registers and Reports
  
5.26 ESI Computation Report
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Computation > 
F12:Configure > Activate Show Employee State Insurance Details to Yes

 Figure 5.30  ESI Computation Report

5.27 ESI Monthly Statement
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Employee State
Insurance > Monthly Statement

 Figure 5.31  ESI Monthly Statement
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                                                                            Payroll Registers and Reports
  
5.28 ESI Form 3
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Employee State
Insurance > Form 3

 Figure 5.32  Printed Form 3
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                                                                            Payroll Registers and Reports
  
5.29 Form 5
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Employee State
Insurance > Form 5

 Figure 5.33  Printed Form 5 - Page 1
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 Figure 5.34  Printed Form 5 - Page 2
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5.30 ESI Form 6
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Employee State
Insurance > Form 6

 Figure 5.35  Printed Form 6 - Page 1
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 Figure 5.36  Printed Form 6 - Page 2
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 Figure 5.37  Printed Form 6 - Page 3
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5.31 Professional Tax Computation Report
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Professional Tax >
Computation Report

 Figure 5.38  Printed PT Computation Report
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                                                                            Payroll Registers and Reports
  
5.32 Professional Tax Statement
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Professional Tax >
Statement

 Figure 1.39  Printed Professional Tax Monthly Report
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Lesson 6: POS Registers and Reports
6.1 Pos Invoice
Go to Gateway of Tally > Accounting Vouchers > press F8 (select POS Invoice Voucher Type)

 Figure 6.1  Pos Invoice
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                                                                            POS Registers and Reports
  
6.2 POS Invoice - Multiple Sales Ledger
Go to Gateway of Tally > Accounting Vouchers > press F8 (select POS Invoice Voucher Type)

 Figure 6.2  POS Invoice - Multiple Sales Ledger
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                                                                            POS Registers and Reports
  
6.3 Cash Book
Go to Gateway of Tally > Display > Account Books > Cash/Bank Book(s) > Cash (Select the 
required month or press F2 and specify the required period)

 Figure 6.3  Cash Book
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                                                                            POS Registers and Reports
  
6.4 Columnar Cash Book
Go to Gateway of Tally > Display > Account Books > Cash/Bank Book(s) > Cash > (Select 
the required month or press F2 and specify the required period) > press Alt+F8 and accept the 
column classifications

 Figure 6.4  Columnar Cash Book
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 Figure 6.5  Columnar Cash Book
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                                                                            POS Registers and Reports
  
6.5 Sales Register
Go to Gateway of Tally > Display > Account Books > Sales Register (Select the required 
month or press F2 and specify the required period)

 Figure 6.6  Sales Register
                                                                                                                                                                                           138



                                                                            POS Registers and Reports
  
6.6 Columnar Sales Register
Go to Gateway of Tally > Display > Account Books > Sales Register (select the required 
month) > press F5 and accept the column classifications

 Figure 6.7  Columnar Sales Register
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 Figure 6.8  Columnar Sales Register
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                                                                            POS Registers and Reports
  
6.7 Stock Item Summary
Go to Gateway of Tally > Display > Inventory Books > Stock Item (select the required Stock 
Item)

 Figure 6.9  Stock Item Summary
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                                                                            POS Registers and Reports
  
6.8 Item Movement Analysis
Go to Gateway of Tally > Display > Inventory Books > Movement Analysis > Stock Item 
Analysis (select the required Stock Item)

 Figure 6.10  Item Movement Analysis
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