
 

 

      Tally Prime 

       Tally :_____     O;olk; dsssss ysssu nsu esa lS)kfUrd :i nsdj fy[kh xbZ 

fuf”pr fof/k dks Tally  dgrsss gSa, rFkk ;g ,d Accounting Software gSA 

 

Father’s  of  Tally:____    Hkjr xks;Uds dks Tally dk tud dgk 

tkrk gS,buds firk dk uke “;ke lqUnj nkl xks;udk gS bUgksusa Tally dh  

[kkst 1986 esa fd;k FkkA 

   (Tally Prime Full Form) 

T  =>     Total    P  =>   Presscribed 

A  =>      Accounting   R =>    Right To 

L   =>      Leading   I =>    Income And 

L   =>      List    M =>   Maximum 

Y  =>      Year    E =>     Equity 

   Prime_ Version 

 

uksV:     Tally Prime dh [kkst 09 uoEcj 2020 dks fd;k FkkA 



 

Financial Accounting:      fofRr; o’kZ esa lHkh O;kikfjd fØ;kvksa dks 

Øec) rjhds ls oxhZd`r djus dh çfØ;k dks Financial Accounting dgrs 
gSaA 

Financial Year:    fdlh Hkh fofRr; o’kZ ds 1 vçSy ls ysdj 31 ekpZ 
rd pysxkA 

 

Transaction:    ykHk dekus ds mn~ns”k ls oLrqvksa rFkk lsokvksa ds Ø; 
foØ; dks O;kikj dgrs gSaA 

 

Assest:       os lHkh oLrq,W tks LFkk;h ;k vLFkk;h :i ls O;kikj ds 
lapkyu esa lgk;d gS lEifRr dgykrh gSA 

Example:    Hkwfe, edku, jksdM, vkfn 

 

Goods:   os lHkh oLrq,W ftuesa O;kikjh O;kikj djrk gS vFkkZr tc fdlh oLrq 
dks ykHk dekus ds mn~ns”; ls [kjhnk ;k cspk tkrk gS mls ge eky dgrs gS aA 

 

Debit:   leku cspus okyk nsunkj dgykr gSA 

Credit:  leku [kjhnus okyk ysunkj dgykrk gSA 

 



 

Purchase: O;kikjh ftl eky dk O;kikj djds mls [kjhnrk gS mls Ø; dgrs 

gSa ;fn Ø; uxn fy;k x;k gks rks mls Cash Purchase vkSj ;fn Ø; m/kkj 

fy;k x;k gks rks mls Balance Purchase dgrs gSaA 

O;kikjh ftl eky ls O;kikj djrk gS mls [kjhnus dks Ø; dgrs gSaA 

                 Function Keys  dk ç;ksx 

F1:               blls ge Help Option ij tkrs gSaA 

Alt+F1:      blls [kqyh gqbZ dEiuh ls ckgj vkrs gSaA 

F2:             blls ge Current Date dks Mkyrs gSaA 

Alt+F2:     blls ge period dks Change djrs gSaA 

F3:             blls Company  dks Change djrs gSaA 

Alt+F3:     blls [kqyh gqbZ dEiuh dks Select djrs gSaA 

F4:       blls cSad lECkfU/kr dk;Z djrs gSaA 

F5:       blls ge iSlksa dk Hkqxrku djrs gSaA 

F6:           blls ge iSlk çkIr djrs gSaA 

F7:           blls ge lkekuksa dk vk;kr fu;kZr djrs gSaA 

F8:           blls ge leku xzkgd dks csprs gSaA      

F9:         blls lkeku [kjhnrs gSaA 

Ctrl+F3 :  blls Company dks cUn djrs gSaA 



 

   Maintain  Account  Only   

Account  Only:     blls ge iSls dk ysu nsu djrs gSaA 

Account  with  Inventory:    blls iSlksa ds lkFk lkFk lekuksa dk fooj.k 
djrs gSaA 

    Ledger Creation 

      Name   _____    Fahim C/A 

      Under  _____     Capital  Account 

 

Capital  Account:     O;olk; esa tks iwWth dks yxkrk gS mls ge iwWthifr ;k 
ekfyd dgrs gSaA 

    Ledger Creation 

Name  _____   Rahul S/C 

Under  _____  Sundry  Creditors 

 

Sundry Creditors:    ekfyd ftlls lkeku Fkksd jsV esa [kjhnrk gS mls ge 
fofo/k ysunkj ;k egktu dgrs gSaA 

    Ledger Creation 

Name  _____ Ajeet   S/D 



 

Under  _____   Sundry Debtors 

 

Sundry Debtors:     ekfyd ftls lkeku csprk gS mls ge xzkgd dgrs gSaA 

 

    Ledger Creation 

Name  _____  Purchase 

Under  _____ Purchase   Account 

 

Purchase:    blls ge lkeku [kjhnrs gSaA 

 

    Ledger Creation 

 

Name  _____     Sale  

Under  _____    Sale Account 

Sale:      blls ge lkeku csprs gSaA 

 

vc Company  esa iSlk yxkus ds fy, Voucher esa tkdj F6 ls  Entry  

djrs gSaA 



 

Account  

Cash        

Particuler                                         Amount 

Fahim C/A                                          50000 

Narration__ Business  Started  With  Cash 

 

vc Purchase djus ds fy, Entry F9 ls gksrh gSA 

Supplier Invoice No _______01 

Party   A/c  Name 

   Rahul  S/c  

Particuler                              Amount 

Purchase                                 30000 

Nurration__  Being Goods Purchase 

 

vc Sale djus ds fy, Entry F8 ls gksrh gSA 

Party A/C  Name   

   Ajeet  S/D   

Particuler                                         Amount 



 

  Sale                                                   45000 

Narration__ Being Goods  Sold 

ykHk vkSj gkfu ns[kus ds fy, Balance Sheet esa tkdj Alt+F1 djrs gSa ;k 

Profit  And Loss esa tkdj Detail ns[kus ds fy, Alt+F1 djrs gSaA 

  Cash  Sale  And  Purchase 

uxn leku [kjhnuk ___uxn leku [kjhnus ds fy, Voucher esa 

tkdj F9 djrs gSaA 

Account ___________    Particuler  

Cash       ____________  Purchase 

Amount ____________   Narration 

50000  _____________   Cash  Purchase 

 

uxn leku cspuk____ uxn leku cspus ds fy, Entry F8 ls djrs gSaA 

Account          

Cash                 

Particuler                                         Amount                                                              

     Sale                                                  70000 

 



 

Narration______ Cash  Sale    

 

 

 

Sale Return And Purchase Return 

Sale vkSj Purchase Return djuk___ blds fy, lcls igys Create esa 

tkdj Sale Return dk Ledger Create djrs gSaA 

Name_____Sale Return 

Under_____Sale Account 

 

vc Voucher esa tkdj Alt+F6 djrs gSa Credit  Note  gks tk,xkA 

 

Party A/C  Name  

  Ajeet  S/D 

Particuler                               Amount 

 Sale Return                              10000 

 

vc Purchase Return djus ds fy, Create esa tkdj Purchase Return 

dk Ledger Create djrs gSaA 



 

Name______ Purchase Return 

Under______Purchase Account 

 

vc Voucher esa tkdj Alt+F5 djrs gSa Debit  Note gks tk,xkA 

 

Party  A/C  Name 

Rahul  S/C  

Particuler                                                Amount 

Purchase Return                                    10000  

 

Narration____purchase Return By party 

 

 

 

 

 

 

 



 

 

 

 

                            Loan( + +_.k) 

    Loan(_.k)________ Loan nks çdkj ds gkrs gaSA 

 

     (1)__Secure  Loan (lqjf{kr _.k)  

tc ge fdlh cSad }kjk viuh lEifRr fxjoh j[kdj Loan ysrs gSa rks mls 
lqjf{kr _.k dgk tkrk gSA 

 

Example__ eksgu us SBI Bank ls 10000 :i;s Loan fy;k viuk ?kj fxjoh 
j[kdjA 

 

vc Create esa tkdj Ledger Create djrs gSaA 

  Name__________SBI  Loan 

  Under__________Secure Loan 

 

vc Voucher esa tkdj F6 djrs gSaA 

Account    _______________   Cash                                              

Particuler                                     Amount                           



 

SBI Loan                                          10000 

 

Narration___   Reciep Loan By 2 Year With SBI 

     (2) Unsecure Loan  (vlqjf{kr _.k)___  

tc ge fdlh O;fDr ls viuh lEifRr fcuk fxjoh j[ks Loan ysrs gSa rks mls 
vlqjf{kr _.k dgrs gSaA 

Example___eksgu us fou; ls 20000 :i;s m/kkj fy;kA 

 

vc Create esa tkdj Ledger Create djrs gSaA 

Name________________Mohan  U/L 

Under________________Unsecure Loan 

 

vc Voucher esa tkdj F6 djrs gSaA 

Account____________Cash 

Particuler                                Amount 

Mohan  U/L                             20000 

 

Narration__ 



 

 

 

 

   Loan Payment  (_.k Hkqxrku) 

Loan dk Payment djus ds fy, lclss igys Create esa tkdj Ledger 

Create djrs gSaA 

Name_______________Intrest @ 5% 

Under_______________Indirect Expenses 

 

vc Voucher esa F5 djrs gSaA 

Account____________Cash 

Paticuler                           Amount 

SBI Loan                            10000 

Intrest @5%                      500 

 

Ctrl+N ls Calculater pkyw djrs gSaA 

10000*5% = 500 

fQj Ctrl+N ls gh  Calculater Off   djrs gSaA 



 

 

Narration___ Cash Loan Payment 

 

blh çdkj Uncecure Loan dk Payment djrs gSaA 

Account_______________Cash 

Particuler                                Amount 

Mohan   U/L                             20000 

Intrest @5%                              1000 

 

Narration__ Cash  Loan payment 

 

 

 

 

 

 

 

 



 

 

 

 

                          Bank Account 

Bank Account__ blls ge cSad lEcfU/kr dk;Z djrs gSaA 

Bank esa iSlk tek djuk__ Bank esa iSlk tek djus ds fy, 

lcls igys Ledger Create djrs gSaA 

Name     ________________  SBI 

Under    ________________  Bank Account 

 

vc Voucher esa tkdj F6 ls iSlk yxkrs gSaA 

 

mlds ckn Voucher esa tkdj F4 ls mldh Entry djrs gSaA 

Account                                SBI 

Particuler                              Amount 

Cash                                       50000 

 

Narration__    Cash Deposit 



 

 

 

 

          cSad ls iSlk fudkyuk__________ 

bldh  Entry F4 ls djrs gSaA 

Account ______________Cash 

Particuler     Amount 

SBI      10000 

 

 

Narration_______Cash  Withdrwl 

 

 

 

 

 

 

 



 

 

 

 

  ,d cSad ls nwljs cSad esa iSlk Transfer djuk___ 

blds fy, lcls igys ml cSad dk Ledger Create djrs gSa ftlesa iSlk 

Transfer djuk gSA 

Name________________SBI 

Under________________Bank Account  

vkSj ml cSad esa iSlk jguk pkfg, ftlds }kjk Transfer djuk gSA 

 

bldh Entry F4 ls djrs gSaA 

Account  esa ml cSad dk uke fy[krs gSa ftlesa iSlk Transfer djuk gSA 

Account_________________SBI 

Particuler                 Amount 

SBI       20000  

            

 Narration___   Cash Transfer 

 



 

 

 

 

                           Cheque (psd)       

cSad esa iSlk Cheque }kjk tek djuk__Bank esa iSlk 

Cheque }kjk tek djus ds fy, lcls igys Create  esa tkdj Ledger 

Create  djrs gSaA 

Name__________________Cheque 

Under__________________Bank OD/AC    (Bank OCC/AC) 

 

vc Voucher esa tkdj lcls igys Company  esa iSlk Cheque }kjk yxkrs 

gSa, fQj mlds ckn Bank esa iSlk Cheque }kjk tek djrs gSaA 

 

Account_________________Cash 

Particuler      Amount 

Cheque                5000 

Narration___ Cheque Deposit 

 



 

 blh çdkj cSad ls iSlk psd }kjk fudkyrs gSa vkSj 

Transfer djrs gSa Only Cash dh txg Cheque 

dj nsrs gSaA 

                   Investment( fuos”k) 

Investment__og [kpZ tks le; ij çkIr gks mls Investment ds vUrxZr 
j[krs gSaA 

vkSj vc Ledger Create djrs gSaA 

Name__________________LIC 

Under__________________Investment  

vc Voucher esa tkdj F5 ls Entry djrs gSaA 

 

Account___________________Cash 

Particuler    Amount 

LIC               50000 

 

Narration__Payment by Two Year 

 

vkSj dqN le; ckn iSlk çkIr djrs gSa vkSj bldh Entry  F6 ls djrs gSaA 



 

iSlk çkIr djus ds fy, Intrest dk Ledger Create  djrs gSaA 

Name________________Intrest @5% 

Under________________Direct Income 

vc Voucher esa tkdj F6 djrs gSaA 

Account__________________Cash 

Particuler     Amount 

LIC       50000 

Intrest @5%     2500 

 

Note___ Calculater  pkyw djus ds fy, Ctrl+N  vkSj cUn djus ds fy, 

Ctrl+N  djrs gSaA 

 

 

 

 

 

 

 

 



 

 

 

 

               Deposit  Assets (tek iwWth) 

Deposit Assets___tc ge dksbZ cMk Plot ;k dksbZ Company 

Ragistration djkrs gSa rks dqN :i;k Secure ds :i esa tek djuk i³rk 
gSA 

Example__  Water  Security, Electronic 

 

vc Create esa tkdj Ledger Create djrs gSaA 

Name________________Water  Security  

Under________________Deposit Assets 

vc Voucher esa tkdj F5 ls Entry djrs gSaA 

Account______________Cash 

Particuler      Amount 

Water  Security       20000  

 

 

Narration___ Cash Payment 



 

 

 

 

                                            Cost Center 

Cost  Center__blls ge O;olk; “kq: djus ds fy, dbZ yksx ,d lewg esa 
iSlk yxkrs gSaA 

Cost Center  pkyw djus ds fy, F11 cVu nckrs gSa vkSj Enable Cost 

Center dks Yes djrs gSaA 

fQj mlds ckn Create esa tkdj Class Create djrs gSaA 

Class Name_________REYAN  COMPUTER  INSTITUTE 

Primary Cost Category___;gkW Create  ls ml O;fDr dk Ledger 

cukrs gSa tks O;olk; esa iSlk yxk jgk gSA 

Name Enter  djds Percent Hkh fy[krs gSaA 

Example__    Fahim____25% 

     Rahul____35% 

   Ritik_____40%       Enter djds ckgj vkrs gSa 

fQj Create  esa tkdj tks Income gks jgk gS mldk Ledger cukrs gSaA 

Name__________________Fees Income 

Under__________________Direct Income 



 

 

Narration___ 

 

vc Detail  ns[kus ds fy, Day Book esa tkdj Fees Income ij Enter 

djrs gSa tks ftl Percent ds fglkc ls iSlk yxkrk gS mlh fglkc ls ml 

O;fDr dks iSlk çkIr gksrk gS| 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

                          Fees Income 

Fees Income___Fees Income ds fy, Create ds Group esa tkdj 

Group Create  djrs gSaA 

Example___          Name______________Class1 

        Under______________Direct Income 

 

fQj mlds ckn Ledger create djrs gSaA 

 Name______________Fahim 1 

 Under______________Class 1 

vc Voucher esa F6 djrs gSa 

Account__________________Cash 

Particuler     Amount 

Fahim        2000 

Narration__ Fees  Income  Recipt 

 

Note____(1)  Ctrl+P   ls Print djrs gSaA 



 

   (2) Alt+Z  ls Zoom In djrs gSaA 

 

            Accounts  With  Inventory 

dEiuh cukrs le; Account  With  Inventory  djrs gSaA 

vc Create esa tkdj Ledger Create djrs gSaA 

(1)      Name_______________Fahim C/A 

          Under_______________Capital Account  

(2)      Name_______________Rahul  S/C 

           Under_______________Sundry Creditors 

(3)      Name_______________Ajeet  S/D 

           Under_______________Sundry Debtors 

(4)      Name________________Purchase 

           Under________________Purchase Account 

(5)      Name________________Sale 

           Under________________Sale Account 

vc Inventory Masters esa tkrs gSaA 

1).  Stock Group__ blesa ftl Categary dk lkeku [kjhnuk gS, mlds 

uke dk Ledger cukrs gSaA 



 

Example__   L.G,  Soap, Oil,  Fruit’s,  Vegetable,  Etc 

2).  Unit___ blesa ftl ek=k esa tks lkeku [kjhnuk gS, mldk Ledger cukrs 
gSaaA 

Example__Pcs, Kg, Ltr, Dzn, Etc 

 

3).   Stock Item___blesa tks lkeku [kjhnuk gS mldk Ledger cukrs gSaA 

Example___        Name___________Lux 

            Under___________Soap 

       Unit_____________Pcs 

          Accept djrs gSaA 

vc Voucher esa tkdj F6 ls dEiuh esa iSlk yxkrs gSaA  

    vc F9 ls leku [kjhnrs gSaA 

Supplier  No__01 

Party  A/C  Name___________Fahim  S/C 

Purchase Ledger____________Purchase 

Name Of Item                Quantity    Rate   Per   Amount 

      Lux    10    20      Pcs       200 



 

 

Narration__   Being  Goods Purchase 

 

vc F8 ls Sale djrs gSaA 

Party  A/C  Name_________ 

Sale Ledger______________ 

Name Of Item                    Quantity     Rate     Per      Amount 

    Luc         8       40        Pcs         320 

 

Narration___  Being  Goods  Sale 

 

 

 

 

 

 

 



 

 

         Rejection In And Rejection Out 

Rejection In And Rejection Out__ bldks djus ds fy, lcls igys F10 

cVu nckdj Other Voucher esa tkrs gSa vkSj Rejection In And 

Rejection Out dks Activate dj ysrs gSaA 

 

Rejection In___ blesa tc dqN lkeku [kjkc gks tkrk gS rks xzkgd egktu 

dks lkeku okil djrk gS bldh Entry  Ctrl+F6 ls gksrh gSA 

Ledger Account vkSj Coustmer Name And Address esa xzkgd dk uke 

jgsxk fQj Quantity Select djrs gSaA 

(Rejection  In ___Ctrl + F6)               

Narration_____ Being Goods Item 

 

Rejection Out___blesa lkeku [kjkc gksus ij egktu dEiuh dks lkeku 

okil djrk gSA bldh Entry  Crtl +F5 ls djrs gSa vkSj Suppliers  Name 

And Address esa egktu dk uke jgsxk vkSj lkeku Select  djrs gSa fQj 

Quantity Select  djrs gSa ftruk lkeku Company dks okil djuk gSA 

   (Rejection Out___Ctrl + F5) 

 



 

Rejection In And Rejection Out dks Activation gVkus ds fy, Chart 

Of Account ds Voucher Types esa tkdj Rejection In And Rejection 

Out  ij pys tkrs gSa vkSj Activate This Voucher Type esa No dj nsrs gSaA 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

    Lkkeku dh Expiry Date Select  djuk  

Expiry Date___ lkeku dh Expiry Date Select djus ds fy, lcls igys 

F11 cVu nckdj Enable Batches vkSj Maintain Expiry Date For 

Batches  dks Yes dj ysrs gSaA 

vc Create esa tkrs gSa vkSj lkeku dk Ledger cukrs gSaA 

1). Stock Group___ blesa lkeku dk Group cukrs gSaA 

     Example_____ Soap, Oil, Fruit’s, Etc 

 

2). Unit Of Measure___blesa lkeku dh ek=k fy[krs gSaA 

      Example_____ Pcs, Ltr, Kg, Etc 

 

3).  Stock Item___blesa lkeku dk Ledger cukrs gSaA 

       Example_____     Name__________Dettol 

       Under__________Soap 

       Units___________Pcs 

 

 

 



 

vkSj rhu Option Yes dj ysrs gSaA 

  Maintain in batches___________Yes 

  Track Date Of Manufacturing____Yes 

  Use Expiry Dates______________Yes 

vc Voucher esa tkdj Crtl +F7 djrs gSaA 

Name of Item     Batch/Lot no.    Mfg.     Date.    Expiry Date   

      Dettol    1       Apr        2022      2 Years 

MFG-Date____tc dk lkeku cuk gS mldh  DateA 

Expiry Date____ 2Years A          

 Accept djrs gSa| 

vc F9 ls Purchase djrs gSaA  

Supp______________01 

Party A/C Name_____Fahim  S/C 

Purchase Ledger_____ Purchase 

Name of Item    Quantity     Rate    Per    Amount 

    Dettol        10       10       Pcs     100 

Narration____ Being  Goods Purchase With Expiry Date, 



 

vc F8 ls Sale  djrs gSa 

Party A/C Name_______________Rahul S/D 

Sale Ledger  __________________Sale 

Name of Item    Quantity    Rate     Per     Amount 

     Dettol            5       20      Pcs        100 

 

Narration______Being  Goods  Sold With  Expiry 

Detail ns[kus ds fy, Stock Summary  ;k Day Book esa tkdj Ctrl +P 

dj nsrs gSaA 

 

 

 

 

 

 

 

 

 

 



 

    Discount___NwB 

Discount__ Discount pkyw djus ds fy, F11 cVu nckdj Use 

Discount  Column in invoice dks Yes djrs gSaA 

 

vc Voucher esa tkdj F9 ls egktu ls lkeku Purchase djrs gSaA 

Supp__________________01 

Party A/C Name_________Sadik S/C 

Purchase Ledger_________Purchase 

Name Of Item           Quantity    Rate   Per   Disc%    Amount 

      Apple        10Kg         50      Kg       5%          475 

 

Narration____Being  Goods  Purchase With Discount 

Note___bles dEiuh ls egktu dks ftruk Discount fey jgk gS, mls 

fy[krs gSaA 

 

 

 

 



 

vc F8 ls lkeku xzkgd dks csprs gSa 

 

Party  A/C  Name_____________Nitish S/D 

Sale  Ledger _________________Sale 

Name  of item        Quantity     Rate    Per    Disc%    Amount 

      Apple           8      80      Kg       3%         620.80 

 

 

Narration____ Goods  Sold  With  Discount 

bldk Detail ns[kus ds fy, Stock Summery ;kDay Book esa ns[k ldrs 
gSaA 

 

 

 

 

 

 

 



 

                             Go Downs  

Go downs__ Go downs dks djus ds fy, Create esa tkdj Ledger 

Create djrs gSaA 

1.  Name___________Jaunpur 

Under___________Primary 

 

2.  Name___________Shahganj 

Under___________Primary 

 

3. Name___________Khetasarai 

Under___________Primary 

  vc Voucher esa tkdj F9 ls lkeku Purchase djrs gSaA 

Supplier Invoice____________01 

Party A/C Name____________Fahim S/C 

Purchase Ledger____________Purchase 

Name of item          Godowns     Quantity     Rate    Per   Amount 

Apple   Jaunpur             5                80     Kg        400 

 

 

 

 



 

,d Godowns ls nwljs Godowns esa eky Transfer djuk__ 

,d Godowns ls nwljs Godowns esa eky Transfer djus ds fy, 

Voucher  esa tkdj Alt+F7 djrs gSa blls Stock Journal Voucher esa 

Entry gks tkrh gSa| 

 

  Source  (Consumption) 

Name of Item  Godowns  Quantity    Rate      Amount 

    Apple   Jaunpur      2           80           160 

 

             Destination  (Production) 

Name of Item   Godowns      Quantity     Rate     Amount 

       Apple           Khetasarai          2              80            160 

bldk Detail ns[kus ds fy, Display ds Inventory Book esa pys tkrs gSSaA 

 

 

 

 

 



 

                         Actuall Bill 

Actuall Bill___ Actuall Bill cukus ds fy, F11 cVu nckdj Use 

Separate  Actual And Billed Quantity in Invoice dks Yes dj ysrs gSaA 

 

Purchase djrs le;___ 10 lkeku [kjhndj 15 lkeku dh Bill  cuk;k 
tkrk gSA 

Note__ de lkeku [kjhndj vf/kd lkekuksa dk Bill cuk;k tkrk gSA 

 

Example__ Supplier Invoice No___01 

     Party A/C Name______Fahim S/C 

     Purchase Ledger______ Purchase 

Name Of Item       Quantity           Rate      Per      Amount 

    Apple         Actual       Billed 

    10  15     50         Kg            750 

 

 

 

 

 



 

Sale djrs le;___10 lkeku cspdj 5 lkeku dh Bill cuk;h tkrh gSA 

Note___blesa T;knk lkeku cspdj de lkeku dh Bill cuokrs gSaA 

Party  A/C  Name________ 

Sale  Ledger____________ 

Name Of Item       Quantity           Rate      Per      Amount 

    Apple                 Actual       Billed 

      10     5     100      Kg           400 

 

 

Note___Actual bill dks hide & unhide djus ds fy, ctrl+p djds F12 

nckdj Show Actual Quantity dks Yes & No djrs gSaA 

 

 

 

 

 

 

 

 



 

                    Prise List Creation 

Price List Cretaion___lkeku dh Price List rS;kj djus ds fy, lcls 

igys Purchase djrs gSa Purchase djus ds ckn F11 cVu nckdj Enable 

Multiple Price Level dks Yes djrs gSaA 

fQj mlds ckn Create esa tkdj Price Levels cukrs gSaA 

i. Whole Sale 

ii. Ratail 

Retail__Accept djrs gSa vc Create esa tkdj Price List esa All Item 

djrs gSaA 

Note___ 1 ;k 2 Item dks Select djds Hkh Price Select  djrs gSaA 

Stock Group Name__________All  Item 

Price Level___ Whole Sale ftldk Rate  Select  djuk gSA 

Sr No  Particuler  Quantity   Rate 

         From     Less Than 

  1     Apple  10 Kg        20 Kg  50 Kg 

      20 Kg  25 Kg  45 Kg 

  2     Mango   10 Kg       20 Kg  100 Kg 

       20 Kg       30 Kg                 95 Kg 

Note___blh çdkj pkgs ftrus Pcs rd Rate Set dj ldrs gSaA 



 

vc Voucher esa tkdj Sale djsaxs lkeku ftruk Pcs Sale djsaxs mlh ds 

fglkc ls Rate vius vki yx tk;sxkA 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

                  POS  ( Point Of Sale ) 

Create  esa ekfyd  egktu xzkgd Sale And Purchase dk Ledger cukus 

ds ckn nks vU; Ledger vkSj Create djrs gSaA 

(1).     Name___________SBI 

   Under___________Bank Account 

(2).     Name___________Gift Voucher 

   Under___________Sundry Debtors 

vc lkeku dk Ledger cukus ds ckn Create ds Voucher Type esa tkdj 

Voucher Create djrs gSaA 

Name ___________________POS 

Select Type Of Voucher_____Sale 

Abbreviation______________POS 

Activate This Voucher Type___Yes 

Method Of voucher Numbering___Automatic 

vc Printing  Option ij pys tkrs gSaA 

Print Voucher Ofter Saving__________Yes 

Use For POS Invoicing______________Yes 

Message  To Print (1)_______________Visit Again 



 

Message  To Print (2)_______________Thank You 

Default Title To Print_______________Invoice 

Set/Alter Declaration___ Thinks  Which  Have  Sold  Will  Not  

Be  Return  Or  Change. 

vc Voucher esa tkdj F9 ls Purchase djrs gSaA 

 

fQj mlds ckn F8ls POS djrs gSaA 

Name Of Item   Quantity         Rate        Per       Amount 

   Ice-Cream         10   50        Pcs        500 

Note__ Name Of Item esa vc Entry djrs gSa rks Direct Rate High- 

light  gks tkrk gS ijUrq Backspace ls iqu: Quantity fy[k ldrs gSa ;fn 

Entry djus ds ckn Quantity ij tkuk u gks rks F12 cVu nckdj Skip The 

Quantity Field During Voucher Entry dks Yes dj nsrs gSaA 

Gift Voucher _____________Gift Voucher___50 

Credit/Debit Card _________SBI___________50 Card 

Cheque_________________SBI___________50____123456789 

Cash___________________Cash__________100 

Cash Tendred___Left (Remain) Cash ;fn Direct Cash nsuk gks rks 

Single Mode Payment ij Click dj nsrs gSaA 



 

(Single Mode Payment dk Short Cut  Alt+I  gksrk gSA) 

 

        T.D.S  (Tax Deducted At Source) 

TDS On djus ds fy, F11 cVu nckrs gSa vkSj Enable Tax Deducted at 

Source (TDS) dks Yes djrs gSaA 

   (Company TDS Dedutor Details) 

TAN Registration Number ___ ASDF 12345A 

Tax Deduction And Collection Account Number 

(TAN)_____ASDF 12345A 

Deductor Type____Individual /HUF 

Deductor Branch/ Division____ Khetasarai 

Set/ after details of person responsible dks yes djrs gSaA 

   (Person Responsible Details) 

Name___________________Fahim 

Son/daughter  of__________Firozuddin 

Disignation______________ 

PAN____________________ 

Flat No  _________________ 



 

Name of the premises/building__________ 

Road (Street/Lane)____________________ 

Area/Location________________________ 

Town/City/Dstrict_____________________ 

State_______________________________ 

 Pin Code____________________________ 

Mobile No___________________________ 

STD Code____________________________ 

Telephone ___________________________ 

E mail Id  ____________________________ 

mlds ckn  Old Ledger C/A dk cukrs gSaA 

Name_______________Fahim C/A 

Under_______________Capital Account 

vc mlds ckn New Ledger cukrs gSaA 

(1) Name________________Audits Fees 

             Under  _______________Indirect Expenses 

Is TDS Application  (Space) djds Applicable djrs gSa 

Nature of Payment esa tkdj Creat djrs gSaA 



 

Name__________________C/A  Fahim           (Charted Account) 

Section_________________ 

Payment Code___________ 

Remittance Code_________ 

Is zero rated_____________ 

Threshold/exemption limit_____  

mlds ckn Enter djds Accept dj ysrs gSaA 

(2) Name_______________ C/A Fahim 

Under_______________Sundry Creditars 

Is TDS Deductable___________Yes 

Deductee Types_____________Individual/HUF-Resident 

Deduct TDS in Same Voucher_Yes 

(3) Name____________TDS on Audits Fees 

Under____________ Duties & Taxes 

Type of duty /Tax_________TDS 

Nature of Payment________C/A Fahim 

vc Vouchers esa tkdj F7 nckrs gSaA 

By_______Audit Fees 

To_______C/A Fahim 



 

To_______TDS on Audit Fees 

 

vc F5 ls Tax dks Payment djrs gSaA 

Particuler__________________Amount 

TDS on Audit Fess____________7000 

 

vc F5 ls gh C/A Fahim dk Payment djrs gSaA 

Particuler___________________Amount 

C/A Fahim___________________ 28000 

 

 

 

 

 

 

 

 

 

 



 

GST(Goods And Services Tax) 

  

             
             
             
              

UP to UP (CGST & SGST)    UP to Other State (IGST) 

(0%  5%  12%  18%  28%) 

 

GST___ ubZ dEiuh cukus ds ckn F11 cVu nckrs gSa Enable Goods and 

Services Tax (GST) dks Yes djrs gSaA 

     (GST Details)  

State_______________________Utter Pradesh 

Registration Type_____________Reguler 

GST In/ UIN__________________09ASDFG1234A1FM 

Application from______________1 Apr-2023 

Set / Alter GST Details__________Yes 

Deseription__________________Primary 

HSN/SAS____________________1245(anything) 

 oLrq   ,oa       lsok          dj 

GST 

CGST SGST IGST 
(Central) (State) (Integrated) 

9%           9% 18% 



 

Taxability__________________Taxable 

Integrated Tax______________ 18% 

Central Tax_________________9% 

State Tax___________________9% 

Enable GST Classification______No 

Provide LUT/ Band Detail______No 

vc Create esa tkdj iwoZ dh HkkWafr 5 Ledger Creat djrs gSaA Purchase 

vkSj  Sale esa Type of Supply esa  Goods dj nsrs gSaA 

blds ckn nks vU; Ledger vkSj cukrs gSaA 

(1) Name______________C GST  

Under______________Duties Tax 

Type of Duty / Tax_____GST 

Tax Type_____________Central Tax 

Percentage of Calculation____0% 

Rounding Methad_______Normal Rounding 

(2) Name_________________S GST 

Under_________________Duties Tax 

Type of duty/tax_________GST 

Tax Type________________State Tax 

Percentage of Calculation____0% 



 

Rounding Methad_______Normal Rounding 

vc Create esa tkdj iwoZ dh HkkWafr lkeku dk Ledger cukrs gSaA 

vc Voucher esa tkdj F6 ls Company esa iSlk yxkrs gSaA vkSj F9 ls 

Purchase djrs gSaA 

Name of Item     Quantity      Rate    Per          Amount       

    Apple                    50               100     kg               5000 

      Lux                      50                10      Pcs                500 

fQj  Double Enter djds GST yxkrs gSaA 

   C GST________________________________ 

   S GST________________________________ 

blh çdkj ls ge F8 ls Sale Hkh djrs gSaA  

(Note)___ lkeku Purchase  o Sale djrs le; lkeku ij yxk, x, 

GST dks ns[kus ds fy, igys  Alt+A  fQj  Alt+F1 djrs gSaA 

 

 

 

 

 

                                      



 

                            GST With I GST   

I GST rc dVrk gS tc ge lkeku dks ,d State ls nwljs State esa Sale 

djrs gSaA 

vc Create esa tkdj egktu vkSj xzkgd ds Ledger esa other State djrs 
gSaA 

C GST vkSj S GST dh HkkWfr gh I GST dk Ledger cukrs gSa blesa C GST vkSj 

S GST dk Ledger cukus dh vko”;Drk ugha gSA 

dEiuh esa iSlk yxkus ds ckn F9 ls Purchase djrs gSaA 

Name of Item     Quantity      Rate    Per          Amount       

    Apple                    50               100     kg               5000 

      Lux                      50                10      Pcs                500 

fQj  Double Enter djds GST yxkrs gSaA 

I GST__________________________________ 

blh çdkj ls ge F8 ls Sale Hkh djrs gSaA 

Note___ ;g /;ku jgs fd ekfyd dk State egktu vkSj xzkgd State 

ls vyx gksuk pkfg,A 

 

 

 



 

                   GST With Diffrent Type  

भिन्न भिन्न सामानों पर भिन्न भिन्न Tax ऱगाने के भऱए परू्व की ही िाॊति 
lEiw.kZ GST करिे हैं केर्ऱ जहाॊ सामान का Group Ledger बनािे हैं उस 
समय Set/Alter GST Detail को Yes कर देिे हैं| और Tax Type में 
आर्श्यक्िानसुार जजिना GST ऱगाना हो ऱगा सकिे हैं| 

 

  

 

                      Payment of GST  

GST Payment करने के भऱए iwoZ की िाॉति सब कायव करने के बाद Voucher 
में जाकर F5 दबािे हैं और तनम्न प्रकार कायव करिे हैं|  

Particuler        Amount 

  C GST          180 

  S GST          180 

अर्ावि जजिना C GST र् S GST Payment करना है िो र्ह Amount fill कर 
देिे हैं|  

 

 



 

    Sale & Purchase Return In GST            

परू्व की िाॉति सामान खरीद र् बेच ऱेने के बाद Voucher मे जाकर Alt F6 

दबाकर sale Return कर देिे हैं और सार् ही C GST & S GST ऱगािे हैं| 

 

इसी प्रकार Alt F5 से Purchase Return कर देिे हैं| और सार् ही C GST & 

S GST ऱगािे हैं| 

 

    Purchase Order & Sale Order  

 Purchase Order & Sale Order करने के भऱए सबसे पहऱे परू्व की िाॉति 
Company बनाने के बाद 5 Ledger बनािे हैं, और सामानों का िी Ledger 
बनािे हैं| उसके बाद F11 बटन दबाके Enable Job Order Processing को और 
Enable Cost Tracking दोनों को Yes कर देिे हैं| 

अब Voucher में जाकर Company मेँ F6 से पसैा ऱगािे हैं| 

(1) सबसे पहऱे Ctrl+F9 से हम Purchase Order करिे हैं और Order No 

डाऱिे हैं| 

(2) अब Alt+F9 से Recipt Note करिे हैं| 

   (ध्यान रहे Order No समान रहिा है|) 

(3) अब जाकर F9 से Purchase करिे हैं| 



 

Sale Order____ (1) Sale Order करने के भऱए Ctrl+F8  दबािे हैं और 
Order No डाऱिे हैं| 

(2) फिर Alt+F8 से Delivery Note करिे हैं| 

(3) अब जाकर F8 से Sale करिे हैं| 

Note_____Detail देखने के भऱए Display के Statement of Enventary मेँ 
जाकर देखिे हैं| 

 

       All Item of one GST 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

              Cess  

 Cess करने के भऱए पहऱे F11 से GST को Yes करिे हैं| और परू्व की िाॉति 
पाॉचो Ledger बनािे हैं|  

उसके बाद New Ledger बनािे हैं| 

1॰ Name_________________ C GST   

   Under_________________ Duties & Taxes 

2. Name _________________S GST 

   Under ________________ Duties & Taxes  

3. Name _________________Cess  

   Under _________________Duties & Taxes  

   Type of duty/Tax ________GST 

   Tax Type_______________Cess 

Valuation type______________Based on Value  

Rounding method___________Normal Rounding   

अब सामान का Ledger बनािे हैं| 

Name_____________________Vimal Pan Masala  

Under_____________________Tabacco 



 

Unit_______________________Pkt  

Set Alter GST Detail_________Yes 

Discription__________________Primary  

HSN ______________________2143  

Calculation type______________On Value 

Taxability___________________Taxable  

Integrated Tax Value_________28% 

Central Tax_________________14% 

State Tax___________________14% 

Cess_______________________Quantity  

Note___किी किी Bassed on Value का Option नहीॊ देिा है इसके भऱए 
F12 दबाकर Select Valuation type को Yes करिे हैं| 

अब F9 से Purchase करिे हैं| 
Name of Item  Qty  Rate  Per  Amount  

Vimal Pan masala    100  100  pkt   10000 

C GST________________________________________ 

S GST________________________________________ 

 

अब इसी प्रकार F8 से Sale करते हैं|   



 

         GST With Discount  

इसे करने के भऱए सबसे पहऱे GST को Yes करिे हैं| 

परू्व की िाॉति पहऱे Ledger बनािे हैं| 

1॰ C/A___________ 

   Under_________capital Account   

2.  S/C__________ 

   Under_________Sundry Creditors 

3.  S/D__________ 

    Under_________Sundry Debtors  

4.  purchase_________ 

    Under_________Purchase account 

5.  Sale ____________  

    Under___________Sale Acconut 

6.  C GST___________ 

    Under___________Duties & Taxes  

7.   S GST_________ 

    Under___________Duties & Taxes 

दो New Ledger और बनािे हैं|  

Name_________________Discount   

Under_________________Indirect Expensess 



 

Under_________________ Indirect Income  

Type of Ledger__________Not Applicable 

Is GST Applicable________Not Applicable 

Set/Alter GST Details_____No 

Include in assessable value calculation_____GST 

Appropriate to_____________Bath & Goods 

Method of Calculation______Bassed on Value  

Note____अब सामान का Ledger बनािे हैं Set/Alter GST Details को 
Yes करिे हैं और आर्श्यक्िानसुार GST बठैािे हैं|  

 

अब F9 से Purchase करते हैं  
Name of item  Qty  Rate  Per  Amount 

  Banana   50   60   Dzn     3000  

 Discount_____________________________________ -100(Anything)  

 C GST ______________________________________ 

 S GST ______________________________________ 

 

Note______ Purchase करिे समय केर्ऱ Discount ही करिे हैं| 

 

Under_________________Packing Charge  



 

Note_____इसमें Sale की Entry दो बार करिे हैं| 

Note_____पहऱी बार Sale करिे समय केर्ऱ Discount करिे हैं| 

Note_____दसूरी बार Sale करिे समय Discount के सार् सार् Packing 
Charge िी ऱगिे हैं| 

 

1.  Name of item  Qty  Rate  Per  Amount 

    Banana   50   70   Dzn     3500  

   Discount_____________________________________ -50(Anything)  

   C GST______________________________________ 

   S GST______________________________________ 

 

2॰ Name of item  Qty  Rate  Per  Amount 

    Banana   50   70   Dzn     3500  

   C GST______________________________________ 

   S GST______________________________________ 

  Discount_____________________________________ -50(Anything) 

  Packing Charge______________________________+1000(Anything) 

Note___ Packing Charge हमेशा Sale मे ही ऱगिा है| 

Note___Discount हमेशा Amount में घटिा है| 

अब F8 से Sale करते हैं| 

Note___Packing Charge हमेशा Amount मे जुड़िा है| 



 

F11 बटन दबाकर GST को Yes करिे हैं और कोई Option Yes नही करिे हैं| 

अब Create मे जाके माभऱक का Ledger Create करने के बाद C GST और 
S GST का िी Ledger बनािे हैं| 

1॰ Name________________________BSNL/Airtel S/C 

   Under________________________Sundry Creaditors  

   Set/Alter GST Details___________Yes 

   Ragistration Type______________Regular 

   GST in/UIN___________________09ABCDE 1234 A1 ZS 

2. Name______________________Telephone Expensess या Services    

   Under______________________Indirect Expenses 

   Set/Alter GST Details_________Yes  

   Discription___________________Primary 

3. Name_______________________Telephone Income 

   Under_______________________Indirect Income 

   Set/Alter GST Details__________Yes 

   Type of Supply_______________Service 

4. Name______________________Fahim S/D  

  Under______________________Sundry Debtors 

5. Name_____________________Sale 

    Bying & Saling of Services 

Under____________________Sale Account 

Type of Supply____________Service  

 



 

                    

 

अब Voucher मे जाकर F6 से पैसा लगत ेहैं| 

फिर F9 से Purchase करत ेहैं| परन्तु Name of Item दिखता है तो 
इसे हटाने के ललए Ctrl+H करत ेहैं| 
Party A/C Name_________________BSNL 

Particuler_______________________Telephone Expenses 2000  

C GST__________________________ 120  

S GST__________________________ 120  

Note____इसमें GST एक ही बार मे ऱगा देिे हैं| Double Enter नहीॊ करिे 
हैं| 

अब Sale करत ेहैं| 
Party A/C Name____________________Fahim S/D 

Particuler__________________________Amount 

Telephone Income___________________5000 

CGST_____________________________450 

SGST_____________________________450 

 

 

6.  Name__________________Purchase 

   Under__________________Purchase Account  

   Type of Supply__________Service  



 

जजस कॊ पनी का Backup ऱेना है उस कॊ पनी को Open करिे हैं फिर Alt+Y 
बटन Pess करने के बाद Backup पर आकर Enter करिे हैं| 

         Select company िॉर Backup  
Backup Destination Path_______________C:\D fahim 

Company Name      Company Number 

Naaz Garment       10001 

End of List करके Save कर ऱेिे हैं| 
फिर Alt+K िबाते हैं उसके बाि Alter मे जाके Alt+D Press करके Company Delete 

करते हैं| 

 

 

 

 

 

फिर List of Companies में आकर Select From Drive को Press करके 

Folder और Company को Search करते हैं| 

Restore Destination Path__________C:\User\Public\Tally.ERP9\Data 

Company Name     Number 

Naaz Garment     10001 

फिर Select Company पर जाते हैं वहाॉ हम जो Company Restore फकए हैं 
उसका Name डालकर Search करते हैं|फिर Company Open हो जाती है| 

     Company  को Backup करना   

 

     Company  को Restore करना   

Company को Restore करने के ललए Alt+Y बटन Press करने के बाि 
Restore पर आकर Enter करते हैं|  


