Recording of Day-to-Day
Transactions

Learning Objectives

¢ Recording contra voucher

® Recording payment voucher

® Recording receipt voucher

¢ Recording sales voucher

¢ Recording credit note voucher
e Recording purchase voucher

¢ Recording debit note voucher
¢ Recording journal voucher

¢ Recording optional voucher

¢ Recording memorandum voucher
¢ Recording inventory vouchers

¢ Recording stock transfers



6.1 Introduction

Accounting is the practice of maintaining a record of the financial dealings of a business. It involves
identifying business transactions, recording them, and summarising the same in such a way that
important financial information can be communicated to stakeholders of the business.

The different phases of an accounting cycle are:

Identification of transactions
Preparation or receipt of business documents

1
2
3. Recording of transactions in books of original entry
4. Posting of transactions to ledgers

5

Preparation of trial balance
6. Preparation of final accounts

7. Passing of closing and adjustment entries

In this chapter, we will learn how day-to-day transactions are recorded in an actual business

scenario using Tally. ERP 9, and the simplicity of generating reports through Tally software.

6.2 Business Transactions

The accounting cycle begins with the occurrence of a business transaction, which is then recorded

in the books of accounts.

A transaction is an event or happening that changes an organisation’s financial position and/or its
earnings. This involves a business concern and its clients, suppliers or others with whom the
concern has business dealings. For example, when a company purchases goods for cash, the
company’s cash balance reduces and its stock balance increases. The transaction involves a
reciprocal exchange of two things, ie., receipt of cash and delivery of stock and vice versa.
Similarly, every transaction involves the aspect of ‘give and take’. Thus, business transactions are
exchanges of economic consideration between parties and have two-fold effects that are recorded

in at least two accounts.
Business transactions can be classified as follows:

s Purchases — cash or credit
e Sales — cash or credit

¢ Payments — cash or bank
e Receipts — cash or bank

e Purchase returns

e Sales returns

6.2.1 Source Document or Voucher

Business transacdons are usually evidenced by appropriate documents such as cash memo, invoice,
sales bill, pay-in slip, cheque, salary slip, and so on. A document which provides evidence of the
transactions is called the source document or voucher.



6.2.2 Recording Transactions in Tally. ERP 9

Recording of a financial transaction is the first step in an accounting cycle. Every day, business
concerns are involved in business activities like making purchases, sales, making payments to
vendors, receiving payments from customers and so on. Even if one of the transactions is not
recorded or is inaccurately recorded, the financial reports will not reflect the correct financial
performance or position of the company.,

Under the manual system of accounting, transactions are first recorded in the books of original
entry called journals, as per the golden rules of accounting,

Type of Accounts Golden Rules

Debit the receiver

Personal accounts

Credit the giver

Debit what comes in

Real accounts

Credit what goes out

Debit all expenses and losses

Nominal accounts

Credit all income and gains

Table 6.1

A journal is a record of financial transactions in order, by date. Manual systems usually have a
variety of journals such as a sales journal, purchase journal, cash receipts journal, cash
disbursements journal, and a general journal. However, in today’s computerized accountdng
environment, a general journal is maintained in which adjusting entries and unique financial
transactions like provision entries are recorded. In other words, accounting software has eliminated

the need to first record routine transactions into a journal.

Next, the entries are posted into ledgers (if an organisation is large, then the entries are recorded
in subsidiary books like purchase, sales, credit note, debit note ctc.), and then a trial balance is
prepared from the ledger accounts.

Now, let us see how day-to- day business transactions are maintained in Tally. ERP 9.



In Tally.ERP 9, the first step is a one-time activity of creation of ledgers for recording transactions.

Recording of transactions in Tally. ERP 9 follows the Golden Rules of Accounting.

It involves use of separate vouchers for recording different types of transactions, like purchase
vouchers are used for recording purchase entries, sales vouchers for recording sales entries, debit
note vouchers to record purchase return entries, credit note vouchers for recording sales return
entries, etc.

After the transactions are entered using vouchers, posting to ledgers, and preparation of trial
balance and financial statements are automated in Tally. ERP 9, speeding up the accounting process

thus, saving precious time,

6.3 Accounting Vouchers

Accounting Voucher is the primary document in which the complete details of accounting
transactions are recorded. Businesses require to maintain documentary evidence of their
transactions to arrive at meaningful accounting information. This will help them to arrive at

relevant reports.

Without accounting vouchers, there would be no record of transactions occurring in a company.

Further, it would not be possible to get the relevant accounting reports.

Tally. ERP 9 is pre-programmed with a variety of accounting vouchers, each designed to perform

a different job.
The standard Accounting Vouchers are:

¢ Receipt Voucher (F6)

e  Contra Voucher (F4)

¢ Payment Voucher (F5)

e Sales Voucher (F8)

e Credit Note Voucher (Ctrl+F8)
® Purchase Voucher (F9)

® Debit Note Voucher (Ceel+F9)
®  Journal Voucher (F7)

These vouchers can be altered to suit a company’s requirements. Tally. ERP 9 also allows creation

of new ones.

Let us illustrate the different types of transactions that take place in a real-time business

environment and the accounting procedure in Tally. ERP 9.

Business Scenario

Pratap started a company KRA Traders, with a capital of 20, 00,000, in Apzil 2017, The company

traded in water bottles — steel and plastic water bottles. The company made frequent purchases



from MK Traders; its biggest and most frequent customer is Chakri Traders. The company had a

current account in SBI for business purpose.

Before recording the transactions of KRA Traders, one must first create the company in Tally. ERP

9.
Activity: In order to record transactions in Tally. ERP 9, create the following company.
Company Name: KRA Traders

Address: No: 204, Hayavadana Main Road, Gavipuram Extension, Ramalaya Building, Gandhi Bazar,
Bengaluru - 560001

Country: India
State; Karnataka
Financial Year: 01-04-2017 to 31-03-2018

Now, the company is created. Let us begin recording the company’s business transactions.

6.3.1 Receipt Voucher

Any money received by a business concern, from sales or any other source capital introduced by
owners are considered receipts and any money received from debtors against sales, where money

is received are accounted using the Receipt Voucher in Tally. ERP 9.
Illustration 1: Recording a Receipt Voucher in Tally. ERP 9

Pass the following transactions in the book of KRA Traders:

Date Particulars

01-07-2017 | Voucher: Receipt

KRA Traders Introduced % 20, 00,000 as Capital into the business.

Particulars L.F | Dr. Cr.

Cash Account, Dr. 20,00,000

To, Owners Capital A/c 20,00,000
(Being cash invested by the proptietor)

Table 6.2

To record the transaction of table 6.2, in the books of account, first ensure that the required ledgers
are created in Tally. ERP 9.

Step 1: Creation of Accounting Masters

Capital Ledger



1. Go to Gateway of Tally > Accounts Info. > Ledgers > Create.

Owners Capital A/c
Against the Field Action to be Performed
Name Enter as Owners Capital A/c
Under Select as Capital Account
Inventory values are affected Set to No
Table 6.3

The Owners Capital A/c Ledger Creation screen appears as shown in the figure 6.1

ama ] Owners Capital A/'c ] - Total Opening Balance

(&hiag)
Mailing Details
Under Capital Account Mame © Owmirs Capital A'c
Address
Irventory values are affected ? No
Country . India
Stale Kamataka Pincode
Provide bank details . No

Tax Reqistration Details
PANAT No.

Accept 7

Opeiing Balancé  {on 1-Apr2017) ¢ Yes o No

Figure 6.1 Owner’s Capital A /e Ledger Creation Screen
2. Accept the screen
Note: Cash Acconnt is available as a pre-defined defanit acconunt in Tally. ERP 9
Step 2: Recording Receipt Voucher
To record the receipt voucher in Tally. ERP 9, follow the steps given below:
1. Go to Gateway of Tally > Accounting Vouchers > F6: Receipt

Receipt entries can be entered in Tally. ERP 9 in the following modes:

¢ Double Entry Mode: This mode allows debiting and crediting of multiple accounts
at a time.

¢ Single Entry Mode: This mode allows debiting multiple accounts but crediting of
only one account at a time.
2. Press F12: Configure to get the Receipt Configuration, and set the option Use single
entry mode for payment/receipt/ contra vouchers to No.
3. Set Use Cr/Dr instead of To/By during entry to Yes.
4. Credit the Owners Capital A/c ledger and enter the amount, 320, 00,000.



5. Debit the Cash Account, the amount will get captured automatcally.
6. Enter the Narration.

The Receipt Voucher Creation screen appears as shown in the ﬁgure 6.2

Accounting Youcher Creation KRA Traders Ctrl + M B

| Receipt LU} 1-Jul-2017
Saturday
Particulars Debit Credit|
Cr Owners Capital Alc 20,00,000.00
Cur Bal20,00,000.00 Cr
Or Gash 20,00,000.00

Cur Bal. 20,00,000.00 Dr

Narraory __20,00,000.0 0660060 60
Being cash Invested by the proprietor Accopt?

Figure 6.2 Receipt Voncher Creation Screen

7. Accept the screen.

Note: The sapne entry can be recorded in single entry mode by setting the aption - Use single entry mode for
payment/receipt/ contra vouchers to Yes from F12: Configure.

6.3.2 Contra Voucher

Contra Youcher is a transaction involving transfer of cash between one Cash A/c to another or
one Cash A/c to another Bank A/c. A transacton indicating transfer of funds from:

e (Cash account to Cash account
e (Cash account to Bank account
e Bank account to Cash account

e Bank account to Bank account

Illustration 2: Recording a Contra Voucher in Tally. ERP 9

Pass the following transactions in the book of KRA Traders:

Date Particulars




01-07-2017 | Voucher: Contra

KRA Traders deposited cash of % 2, 00,000 into SB1 Bank Account.

Particulars L.F | Dr. Cr.
SBI Bank A/c Dr. 2,00,000
To, Cash A/c 2,00,000

(Being cash deposited to SBI A/c)

Table 6.4

To record the transaction of table 6.4, in the books of account, first ensure that the required ledgers
are created in Tally. ERP 9.

Step 1: Creation of Accounting Masters
Bank Account Ledger

1. Go to Gateway of Tally > Accounts Info. > Ledgers > Create.

SBI Bank A/c

Against the field Action to be performed
Name Enter as SBI Bank A/c
Under Select as Bank Accounts

Bank Account Details

A/c holder’s name KRA Traders
A/cno. Enter as 00054215451
IFS code Enter as SBI10123214
Bank name Select State Bank of India (India)
Branch Enter as Koramangala

Bank Configuration

Set cheque books Set to No

Set cheque printing configuration Set to No

Enable auto reconciliation Set to No
Table 6.5

The Ledger Creation screen appears as shown in the figure 6.3



Ledger Creation
Marne SBI Bank Alc
(akas)

KRA Traders

Total Opening Balance

Under

Bank Account Details

Adc halder's narme
Afc no.

IFS code

Bank name

Branch

Bank Configuration
Set cheque books

Set cheque printing configuration
Enable avto reconcifiation

Bank Accounts
(Current Assets)

KRA Traders

00034215451

SBI01 23214

State Bank of India {Indio)
Koramangala

? Nao
? No
? No

Mame
Address

Country
State

Mailing Details
SBI Bank Afc

India
Karmnataka Pincode

Opening Balance  {on 1-Apr2017) :

Figure 6.3 SBI Bank A/ ¢ Ledger Creation Screen

2. Accept the screen

Step 2: Recording Contra Voucher

To record the Contra voucher in Tally. ERP 9, follow the steps given below:

1. Go to Gateway of Tally > Accounting Vouchers > F4: Contra

Receipt entries can be entered in Tally. ERP 9 in the following modes:

¢ Double Entry Mode: This mode allows debiting and crediting of multiple accounts
ata time.

¢ Single Entry Mode: This mode allows debiting multiple accounts but crediting of
only one account at a time.

2. Press F12: Configure to get the Contra Configuration, and ensure the options are set as
given below:

Skip Date field during creation for faster entry to Yes (By enabling this option,
the cursor will not move to date field).

Use single entty mode for payment/receipt/ contra vouchers to No (By
disabling this option, entries will be recorded in double entry mode i.e., Debit and
Credit mode).
Use Cr/Dr instead of To/By during entry to Yes (By enabling this option, the
screen displays Cr and Dr instead of To/By).

3. Credit the Cash Account and enter the amount T 2, 00,000,
Debit the SBI Bank A/c, the amount will get captured automatically.
5. Press Enter to view the Bank Allocations screen, by default Transaction Type will be

selected as cash, press Enter from the amount field, you will get the Cash

Denominations screen.

6. In the Denominations screen, enter the denomination of amount deposited



The Cash Denominations screen appears as shown in the figure 6.4

§BI Bank Alc
Denominations For 2,00,000.00

Denominatiens
2000 X]
1000 X
500 X
100X
50X

Difference

Figire 6.4 Cash Denomination Screen

7. Press Enter.
8. Enter the Narration.

The Contra Voucher Creation screen appears as shown in the figure 6.5:

Accounting Youcher Creation

KRA Traders

| contra [N 1-Jul-2017
Saturday
Particulars Debit Credit
Cr Cash 2,00,000.00
Cur Bsi 18,00,000.00 Dr
Dr SBI Bank A'¢ Z,00000.00
Cur Bal: 2,00,000.00 Dr
Narration 2.00.000 5 O o0 o0
Being Cash deposited in SBI bank a/c 7
Yes or No

Figure 6.5 Contra Voncher Creation Screen

9. Accept the screen.
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entry mode for payment/receipt/ contra vouchets to Yes from F12: Configure.

6.3.3 Payment Voucher

Payment voucher is used to account all the payments made by the company by cash or through
banlk.

Ilustration 3: Recording a Payment Voucher in Tally. ERP 9

Pass the following transactions in the book of KRA Traders:

Date Particulars

01-07-2017 | Voucher: Payment

KRA Traders Paid ¥ 50,000 as Salaries to Staff through cheque.

Particulars L.F | Dr. Ct.
Salaries to Staff Dr. 50,000

To, SBI Bank A/c 50,000
(Being Salaries paid to staff)

05-07-2017 | Voucher: Payment

KRA Traders made a cash payment of ¥ 20,000 towards travelling expenses and
20,000 towards food expenses.

Particulars L.F |Dr. Cr.
Travelling Expenses Dr. 20,000

Food Expenses Dr. 20,000

To, Cash A/c 40,000

(Being Travelling and Food Expenses
incurred)

Table 6.6

To record the transaction of table 6.6, in the books of account, first ensure that the required ledgers
are created in Tally. ERP 9.

Step 1: Creation of Accounting Masters



Salaries to Staff Ledger

Go to Gateway of Tally > Accounts Info. > Ledgers > Create

Salaries to Staff
Against the Field Action to be Performed
Name Enter as Salaries to Staff
Under Select as Indirect Expenses
Inventoty values are affected Set to No
201FTable 6.7

Activity: Similarly, create the ledgers Travelling Expenses and Food Expenses.

Step 2: Recording Payment Voucher involving one Debit and one Credit Account each

To record the Payment voucher in Tally. ERP 9, follow the steps given below:

1.

Go to Gateway of Tally > Accounting Vouchers > F5: Payment
Payment entries can be entered in Tally. ERP 9 in the following modes:

¢ Double Entry Mode: This mode allows debiting and crediting of multiple accounts
at a time.
¢ Single Entry Mode: This mode allows debiting multiple accounts but crediting of

only one account at a time.

Debit the Salaries to Staff ledger and enter the amount ¥50,000.

Credit the SBI Bank A/c, the amount will get captured automatcally
Press Enter to skip Cheque Range.

Enter the insttument number and date in Bank allocation screen
Enter the Narration.

The Payment Voucher Creation screen appears as shown in the figure 6.6:

ccounting Youcher Creation raders Ctrl +
| Payment [} 1~Jul-2017
Saturday|
Particulars Debit cudm
Dr Salaries to Staff 50,000.00
Cur Bsi 50,000.00 Dr
Cr SBl Bank A's 50,000.00

Cur Bgi. 1,50,000.00 Dr

Narration:

Being Salaries paid to staff

50,000,

Accept?



Yes or Mo

Figure 6.6 Payment 1 oucher Creation Screen

7. Accept the screen.

Note: The above entry (fignre 6.6) is recorded in donble entry mode. The same entry can be recorded in single entry
mode by enabling the option - Use single entry mode for payment/receipt/ contra vouchers to
Yes from F12: Configure.

Step 3: Recording Payment Voucher where One Account is Credited and Multiple
Accounts are Debited (Compound Entry)

To record the Payment voucher using multiple accounts in Tally. ERP 9, follow the steps given
below:

1. From Payment Voucher Creation screen, Press F2: Date and change the date to 05-07-
2017.

Debit the Travelling Expenses ledger and enter the amount 320,000,
Debit the Food Expenses ledger and enter the amount 320,000.

Credit the Cash A/c, the amount will get captured automateally.

AP

Enter the Narration.

The Payment Voucher Creation screen appears as shown in the figure 6.7:

L L che Cre (1] K| 3 Cti
|___Payment L3 5~Iul-2017

Wednesgay
Particulars Debit Credit|
Dr Travelling Expenses 20,000.00
Cur Bsi: 20,000.00 Dr
Or Feed Expenses 20,000.00
Cur Bal. 20,000.00 Dr
Cr Cash 40,000.00

Cur Bai 17,60,000.00 Dr

Marration 40,000, A0.On0.00
Being Travelling and food expenses Incurrel
g Traveliing 1 expens curred Accept ?
Yes or No

Figure 6.7 Payment Voucher Creation Screen

6. Accept the screen,



In the entry ot tigure 6./, two accounts have been debited and one account has been credited.
This is one form of Compound Entry. Similarly, you can debit multiple accounts and credit
multiple accounts in Tally. ERP 9.

Illustration 4: Recording a Payment Voucher in Single Entry Mode

10-07-2017 | Voucher: Payment

KRA Traders made a cheque payment of ¥ 20,000 towards travelling expenses
and 30,000 towards food expenses.

Particulars LF | Dr. Cr.
Travelling Expenses Dr. 20,000

Food Expenses Dr. 30,000

To, SBI Bank A/c 50,000

(Being Travelling and Food Expenses

incutred, paid by cheque)

Table 6.8

Note: Al three ledgers, i.e. SBI Bank A/ ¢, Travelling Expenses and Food Excpenses involved in this transaction
have been already created in Tally. ERP 9.

Step 1: Recording Payment Voucher Using Single Entry Mode
To record the Payment voucher in Tally. ERP 9, follow the steps given below:

1. Go to Gateway of Tally > Accounting Vouchers > F5: Payment
Click F2:Date and change the date to 10-07-2017

3. Click F12: Configure to get the Payment Standard Configuration, and set the option
Use single entry mode for payment/receipt/ contra vouchers to Yes.

Observation: On enabling the Single Entry mode, the payment screen displays the Account field (Select the
ledger which has to be credited), Particulars field (Select the ledgers which bas to be debited) and the amount
field (Enter the anount)

4. Under Account field select SBI Bank A/c

5. Under Particulars field Select Travelling Expenses ledger and enter the amount,
220,000.

6. Then select the Food Expenses ledger and enter the amount, 30,000

7. Press Enter.

8. Press Enter. The Bank Allocations screen appears.

9. Press Enter to skip the field Cheque Range.

10. Enter the instrument number and date in Bank Allocations screen.

11 Faotoe the Naeeatinn
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The Payment Voucher Creation screen in single entry mode appears as shown in the figure 6.8:

Account . SBI Bank Al

Cur Bl 1,00,000.00 Dr

Particulars Amasunt

Travelling Expenses 20,000.00
Cur Bsi. 40,000.00 Dr

Food Expenses 30,000.00

Cur Bai. 50,000,00 Dr

Narration: LOAAR 00

Being Travelling and Food Expenses incurred, paid by cheque
) ] ™ . paid by cheq Accept?

Yes or Mo

Figure 6.8 Payment | oncher Creation Screen (Single Entry Mode)

12. Accept the screen.

In the entry of figure 6.8, one account i.e., SBI Bank A/c has been credited and two accounts i.e.,
Travelling Expenses and Food Expenses have been debited. This is one form of compound entry.

Similarly, multiple accounts can also be debited.

6.3.4 Purchase Voucher

Purchase is the cost incurred by the business concern during a period, for further sale of inventory.
Purchase is an expense to the company. It is included in the income statement and is also
considered under cost of goods sold.

In accounting, the purpose and type of purchases is important. Purchase of fixed assets for own
consumption will be accounted as fixed assets and shown in the Balance Sheet, while purchases
made for further sale will be accounted as Expenses. (Inventory Accounting will be explained in
the later section.)

In Tally. ERP 9, a Purchase Voucher is used to record transactions, when a company purchases
some goods on cash, cheque or on credit basis. A purchase voucher can be recorded in the
following three modes:

e  Voucher Mode
o Item Invoice Mode

® Account Invoice Mode (will be explained in detail in chapter 17)



Voucher Mode: In Voucher mode, the debit and credit amount fields are shown adjacent to each

other.

The Sample Format of Voucher Mode in Tally.ERP 9 is shown in the figure 6.9:

P: Print E: Expo | : E-Mait 0: Upload - TallyShap G: Languigs | K: Keybaard | I5: Corttral Certre : Support Certie | H: Help
Accounting Youcher Creation KRA Traders
Purchase  LUA]
suppiier imioice no [T =t
Particulars Debit
Cr
Narration
: Ouit | £ Accept 0: Dolet X: Canc | | | |

Figure 6.9 Purchase (1 oucher Mode Sample Format)

Note: From the Purchase 1 oucher Creation screen, press Ctel+V to move to the Item Invoice mode and vice

rversa.

Item Invoice Mode: This mode allows entry of inventory details like Name of Stock Ttem,
Quantity, Rate and amount details. This mode is useful for recording inventory movements in the

books of account.

Note: 1o pass a purchase entry in the invoice mode, ensure the the option- Enable invoicing in FI1:
Accounting Features is set to Yes.

The Sample Format of Item Invoice Mode in Tally. ERP 9 is shown in the figure 6.10:

K: Keyboard : Contral Cemtre | H: Suppont Certre | i: Helj
Upp! | .

Supplier irvaice no.
Party A/ name
Cunrent balance
Purchase ledger
Name of lam Ouantity Rate_per

Narration




Figure 6.10 Purchase (Ttens Invoice Mode Sample Format)

Note: From the Accounting Voucher Creation screen in ifemn invoice mode, press Alt+1 or click I
Accounting Invoice io change the node to Accounting Invoice Mode and vice versa.

Accounting Invoice Mode: This mode allows a user to directly select/debit a ledger account
while passing an entry in Accounting Invoice mode. This mode is useful especially when a Service

Bill is being entered (as it does not include inventory details).

The Sample Format of Accounting Invoice Mode in Tally. ERP 9 is shown in the figure 6.11:

P: Print | E: Expont Bt E-Mail 0: Upload S: TallyShop | G: Language K: Keyboard K: Control Centre | H: Suppont Centre | H: Help

Accounting Voucher Creation KRA Trador C
Purchase No_1

Supplier irvaice 0. Dater

Pary &t name

Cusrrert balance

Paniculars Rate_per

Narration

goR  [BAwn  [pow [xG = ] | | | [

Figure 6.11 Purchase (Acconnt Invoice Mode Sample Format)

Note: The above screen displays the fields Particulars, Rate, and Amount. 1o change to voucher niode, press
Ctrl+V and for item inveice mode from this screen, press Alt+1 key combinations.

Similarly, we can record Sales transactions, Debit Notes, and Credit Notes in voucher mode, item
invoice mode or accounting invoice mode.

Once after understating abourt the different modes of voucher like item invoice, accounting invoice
and voucher mode, let us record the transactions in different vouchers like purchase, sales, debit
note and credit note using these modes.

In Tally. ERP 9, purchase entties can be recorded with and without inventory details.
Let us now record the transactions in the different modes.

Illustration 5: Recording Purchase Transaction in Voucher Mode



(=)

Pass the following transactions in the book of KRA Traders:

11-07-2017 | Voucher: Purchase

KRA Traders, purchased goods for T 20,000 on cash with supplier invoice

number 1.

Particulars LF |Dr. Cr.
Purchase A/c Dr. 20,000

To, Cash 20,000
(Being purchase of goods on cash)

Table 6.9

To record the transaction of table 6.9, in the books of account, first ensure that the required ledgers
are created in Tally. ERP 9.

Step 1: Creation of Accounting Masters
Purchase Ledger

Go to Gateway of Tally > Accounts Info. > Ledgers > Create

Purchase A/c
Against the Field Action to be Performed
Name Enter as Purchase A/c
Under Select as Purchase Accounts
Inventory values are affected Set to No

Voucher mode: By disabling the option Inventory values are affected? One can debit the purchase

leclger but cannot define the inventory details like stock item name in voucher mode.

Item invoice mode: By enabling the option Inventory values are affected? One can select the
Purchase Ledger from the List of Ledger Account, if the same is disabled then the purchase ledger will not
appear for selection tn item tnvoice wode.

Table 6.10

Note: By disabling the option Inventory values are affected? ihe purchase ledger can be debited in a
transaction but inventory details can't be provided in the transaction. This ledger can be nsed in the voncher mode or
an accounting invoice mode bt will not be available in the List of Ledger Accounts for selection in the Item



Invoice mode.

Step 2: Recording a Purchase Transaction in Voucher Mode

To record the Purchase transaction in voucher Mode, follow the steps given below:

1.
2.

Go to the Gateway of Tally > Accounting Vouchets > F9: Purchase.

From the Accounting Voucher Creation screen, press F12: Configure to view the
Purchase Standard Configuration.

Set Enable supplementary details to No.(If you enable this option, you will have to
specify supplier details like Name , Address etc.)

Press F2: Date and change the date to 11-07-2017.

Press Cttl+V (V: As Voucher) to record the transaction in voucher mode, if you are on
the invoice mode.

Enter the Supplier Invoice No. as 1

Credit the Cash Ledger and enter the amount 320,000

Debit the Purchase A/c and the amount will get captured automatically

Enter the Narration.

The Purchase Voucher Creation screen appears as shown in the figure 6.12:

Accounting Voucher Creation KRA Traders
| Purchase LR M~dui-2017
Supplier invoice no.: 1 Drate - 11-Jul-2017 Tuesday
Particulars Debit Credit
Cr Cash 20,000.00
Cur Bsi: 17,40,000.00 Dr
Or Purchase A'G 20,000.00
Cur Bsl: 20,000.00 Dr
Narration: 20,
Being Purchase of goods on cash
] 0 2
Yes or Ho

Figure 6.12 Purchase Voncher (17oncher Mode)

10. Accept the screen.



Illustration 6: Recording Purchase Transaction in Item Invoice Mode

Pass the following transactions in the book of KRA Traders:

12-07-2017

Voucher: Purchase

supplier invoice number 2.

KRA Traders purchased following stock items from MK Traders on cash, with

Name of Item Quantity Rate per (%) Amount (%)

Plastic Water Bottle 100 Nos 100 10,000

Steel Water Bottle 100 Nos 500 50,000
Table 6.11

To record the transaction of table 6.11, in the books of account, first ensure that the required
ledgers are created in Tally. ERP 9.

Step 1: Creation of Accounting Masters

Purchase ledger

Purchase of Goods

Against the Field Action to be Performed
Name Enter as Purchase of Goods
Under Select as Purchase Accounts

Inventory Values are effected

Set to Yes

Step 2: Creation of Inventory Masters

To record the purchase voucher in item invoice mode, the following inventory masters are to be
created in Tally. ERP 9.

Unit of Measure

1. Go to Gateway of Tally > Inventory Info. > Units of Measure > Create.

Numbers

Against the field

Action to be performed

Symbol

Enter as Nos

- T

— -T




rormal IName Bnter as ANumbers

Number of decimal places Enter as 0

By defanit the type of units witl be ar Simple

Table 6.12

Stock Items

Go to Gateway of Tally > Inventory Info. > Stock Items> Create

Plastic Water Bottle

Against the field Action to be performed
Name Enter as Plastic Water Bottle
Under Under Primary
Units Select Nos

Table 6.13

Steel Water Bottle

Against the field Action to be performed
Name Enter as Steel Water Bottle
Under Under Primary
Units Select Nos

Table 6.14

Step 3: Recording Purchase Transaction in Item Invoice Mode

1.

Go to Gateway of Tally > Accounting Vouchers > F9: Purchase

From the Accounting Voucher Creation screen, click F12: Configure to view the
Purchase Standard Configuration.

Set Enable supplementary details to No (If you enable this option, you will have to
specify the supplier details like Name, Address ctc.)

Click F2: Date and change the date to 12-07-2017

Press Ctrl+V to record the transaction in item invoice mode

Enter the Supplier Invoice No. as 2

In the Party A/c name field select Cash (In this field, you must select Sundry Creditors
ledget, if purchases are made on credit basis)

In the Purchase ledger field select Purchase of Goods ledger

Under the field Name of Item, select Plastic Water Bottle, enter the Quantity as 100
Nos, Rate as 100 per Nos, and the amount 10,000 will get captured automatically.

10. Press Enter.



11. Select the second stock item, Steel Water Bottle, enter the Quantity as 100 Nos, rate as
500 per Nos, and the amount 50,000 will get captured automatically
12. Enter the Narration.

The Purchase Voucher Creation screen appears as shown in ﬁgure 6.13:

Accounting Youcher Creation KRA Traders Ctrl + M |
No.2 12-Jul2017
Supplier invoice no.* 2 Date © 12-Jul 2017 Wednesday

Party A/c name  : Cash
Cureni balance 17,40,000.00 Dr
Purchase ledger - Purchase of Goods

Hame of lem Cuantity Rate per Amount

Plastic Water Bottle 100 Mos 10000 Kos 10,000.00

Steel Water Botle 100 Nos  500L00 Nos 50,000.00
60,000.00

[ End of List

Marratign 200 Nos Accept 7

Being Goods Purchased on cash

Fignre 6.13 Purchase 1Voucher (Iten: Invoice Mode)

13. Accept the screen.
On recording of entries, relevant accounts like purchase and cash are updated automatically.

Note: Recording transactions in Acconnt Tnvoice mode will be covered in later chapiers.

6.3.5 Sales Voucher

A Sales voucher is used when a company sells goods to customers on cash, cheque or credit basis.
Sales entries lead in an increase in sales revenue.

In Tally. ERP 9, a sales entry can be recorded with and without inventory details.
The following illustration will demonstrate how a sales entry is recorded in Tally. ERP 9.
Illustration 7: Recording Sales Transaction in Voucher Mode

Pass the following transactions in the book of KRA Traders:

15-07-2017 | Voucher: Sales

KRA Traders, sold goods for ¥ 40,000 to Chakri Traders on cash with reference

number 1.

[ Particulars [1.F [Dr. [ Cr.



Cash A/c Dr. 40,000

To, Sales A/c 40,000

(Being sold goods to chakii traders on
cash)

Table 6.15

To record the transaction of table 6.15, in the books of account, first ensure that the required
ledgers are created in Tally. ERP 9.

Step 1: Creation of Accounting Masters
Sales Ledger

Go to Gateway of Tally > Accounts Info. > Ledgers > Create

Sales A/c
Against the Field Action to be Performed
Name Enter as Sales A/c
Under Select as Sales Accounts
Inventory values are affected Set to No

Table 6.16

Step 2: Recording Sales Transaction in Voucher Mode

To record the sales transaction in voucher mode, follow the steps given below:

1. Go to the Gateway of Tally > Accounting Vouchers > F8: Sales.

2. From the Accounting Voucher Creation screen, click F12:Configure andset Enable
supplementary details to No (If you enable this option, you will have to specify the
despatch details ,Order details, and Buyers details.)

3. Press F2: Date and chanee the dare to 15-07-2017.



g ) )
Press Ctrl+V or click V: As Voucher to record the transaction in voucher mode.

5. Enter the Reference No. as 1

6. Debit the Cash Ledger and enter the amount 40,000.

7. Credit the Sales A/ c and the amount will get captured automatically,
8. Enter the Narration.

The Accounting Voucher Creation screen appears as shown in the figure 6.14:

Accounting Youcher Creation KRA Traders Cctrl + M _E
| sales LR 18-ul-2017
Reference no. 1 Saturday
Particulars Debit Credit|
Or Cash 40,000.00
Cuy Bl 17,20,000.00 Dr
Cr Sales A/c 40.000.00
Cur Bal. 40,000.00 Cr
Narration 40,000, R
Being goods soid to chakr traders on cash
Accept ?
Yes or Mo

Figure 6.14 Safes 1V oucher (Voucher Mode)

9. Accept the screen.
Illustration 8: Recording Sales Transaction in Item Invoice Mode

Pass the following transactions in the book of KRA Traders:

18-07-2017 | Voucher: Sales
KRA Traders sold the following stock items to Mahavir Traders on credit with

reference number 2.

Name of Item Quantity Rate/Nos ) Amount ()

Plastic Water Bottle 50 Nos 150 7,500

Steel Water Bottle 50 Nos 700 35,000
Table 6.17

To record the transaction of table 6.17, in the books of account, first ensure that the required

ledgers are created in Tally. ERP 9.

Step 1: Creation of Accounting Masters



Activity
1) Create a Customer’s Acconnt as Mahavir Traders under Sundry Deblors.
2) Create a sales ledger Sale of Goods (Set the option - Inventory values are affected to Yes)

Stock items Plastic Water Bottle and Steel Water Bottle are already created in the books.

Step 2: Recording Sales Transaction in Item Invoice Mode

1. Go to Gateway of Tally > Accounting Vouchers > F8: Sales
From the Voucher Creation screen, press F12: Configure to get the Sales Invoice
Standard Configuration and set Enable supplementary details to No (If you enable
this option, then you will have to specify the supplier details like Name and Address etc.)
3. Press F2:Date and change the date to 18-07-2017
. Press Cttl+V to record the transaction in item invoice mode.
5. Enter the Reference No. as 2
6. In the Party A/c name field select Mahavir Traders (In this field, you must select Cash
ledger, if sale is made on cash basis)
7. In the field Sales ledger select Sale of Goods.
8. Under the field Name of Item, select Plastic Water Bottle, enter the Quantity as 50
Nos, rate as 150 per Nos and the amount 7,500 will get captured automatically.
. Press Enter.
10. Select the second stock item, Steel Water Bottle, enter the Quantity as 50 Nos, Rate as
700 per Nos and the amount 35,000 will get captured automatically.
11. Enter the Narration.

The Accounting Voucher Creation screen appears as shown in the figure 6.15:

Mo. 2 18-Jul 2017
Reference no.. 2 Tuesday
Party Aflc name Mahavir Traders
Cunent balance -
Sales ledger Sale of Goods
Hame of liem Quantity Rate per Amount
Plastic Water Bottle 50 Mos 15000 Nos 7,500.00
Steel Water Bottle 50 Mos  700.00 Nos 35,000.00
42,500.00
[ End of List
Namation: 100 Nos Accept ?
Being Goods sold to chake traders on credit
Yes or Mo

Fignre 6.15 Sales Voucher (Item Invoice Mode)



12. Accept the screen.

On recording an entry, other relevant accounts such as sales, cash and sundry debtors are updated

automadcally.

Note: Recording transactions in Account Tnvoice made will be covered in later chapters.

6.3.6 Debit Note Voucher

A Debit Note Voucher is used to record the transaction details of the purchases returns or returns
outwards. The reason for purchases returns could vary from supply of damaged goods, or goods
not as per specifications, to any other.

Purchases Returns must be recorded in the books of account, because the value of returned

goods must be deducted from the purchases.

In Tally. ERP 9, a purchase return transaction using Debit Note voucher can be recorded for
change in price consideration also. A Debit Note can be recorded in voucher mode as well as in

item invoice mode.

IMlustration 9: Recording Debit Note Voucher without Inventory.
Activity: Record the below purchase transaction in voucher nmode.

As on 18-07-2017, KRA Traders, purchased goods for & 30,000 on cash, with supplier invoice number 3.

20-07-2017 | Voucher: Debit Note

Goods for X 15,000 was returned to supplier for the purchase made on 18-07-

2017 against invoice number 3

Particulars L.F | Dr. Cr.
Cash A/c Dr. 15,000

To, Purchase A/c 15,000
(Being purchase returned to supplier)

Table 6.18

Note: 1 edgers nsed in this transactions are already created in Tally. ERP 9, hence there no need of creating these

ledgers once again.



Step 1: Recording Debit Note voucher for accounting the details of purchase return for
cash purchase made.

To record the Debit Note voucher without inventory details, follow the steps given below:

1. This voucher type is made available when the option Use debit and credit notes is sct to
Yes in the F11: Features (F1: Accounting Features)
2. Go to the Gateway of Tally > Accounting Vouchers > F9: Debit Note

3. PressF2: Date and change the date to 20-07-2017
Mention the Original Invoice No as 3 and original invoice date as 18-07-2017 which is

returned
5. Debit the Cash Ledger and enter the amount 315,000
6. Credit the Purchase A/c and the amount will get captured automatically

7. Enter the Narration

The Debit Note Voucher Creation screen appears as shown in the figure 6.16:

e e +
Mo.1 20-Jul 2017
Original invoice no: 1 Original Imvoice Dt 18-Jul-2017 Thursday
Farticulars Debit Credit
Dr Cash 15,000.00
Cur Bai 17,05,000.00 Dr
Cr Purchase A'c 15,000.00
Cur Bl 35,000.00 Dr
Narration 15,000. ~ennnan
Being purcha: I nist hase m: n 18-04-201
2ing purchase returns aganist purchase made on 18-04-2016 P12
Yes or Mo

Figure 6.16 Debit Note Voucher (Cash Purchase Return)

8. Accept the screen

The entry of figure 6.16, will increase the cash balance and decrease the purchase/expense balance.

IMlustration 10: Recording Debit Note Voucher with Inventory.

Activity: Record the below purchase transaction in Item Invoice mode.

21-07-2017 | Voucher: Purchase
KRA Traders purchased following stock itenss from MK Traders on credif, with supplier

invoice number 4

| Name of Item | Quantity | Rate per %) | Amount ®) |



Plastic Water Bottle 7100 Nos 100 10,000
Steel Water Bottle 100 Nos 500 50,000
Table 6.19

Pass the following transactions in the book of KRA Traders:

23-07-2017 | Voucher: Debit Note

Returned the following goods which are in damaged condition to MK Traders
for the purchase made on 21-07-2017, with supplier invoice no. 4.

Name of Item Quantity Rate per (%) Amount (%)

Plastic Water Bottle 50 Nos 100 5,000

Steel Water Botde 50 Nos 500 25,000
Table 6.20

Note: 1 edgers and Stock ems used in this transactions are already created in Tally. ERP 9, hence there is no

need of creating these once again.

Step 1: Recording Debit Note Voucher for accounting the details of purchase return for

credit purchase made.

To record the Debit Note Voucher with inventory details, follow the steps given below:

This voucher type is made available when the option Use debit and credit notes and
Record debit notes in invoice mode is set to Yes in the F11: Features (F1: Accounting
Features).

Go to the Gateway of Tally > Accounting Vouchers > F9: Debit Note.

Click F2: Date and change the date to 23-07-2017.

Enter the Original Invoice No as 4 and original invoice date as 21-07-2017

In the Party A/c name field select MK Tradets.

In the Purchase ledger field select Purchase of Goods ledger.

Under Name of Item field, select Plastic Water Bottle and enter the Quantity as 50
Nos, Rate as T 100 per Nos and the amount X 5,000 will get captured automatically.
Press Enter and select the second stock item, Steel Water Bottle and enter the quantity
as 50 Nos, rate as T 500 per Nos and the amount ¥ 25,000 will get captured automatically.

Enter the Narration. The Debit Note Voucher Creation screen appears as shown in the figure

6.17:



Accounting Youcher Creation

Mo 2 Ba12017
Original invoice no.. 4 Onginal Invoice Dt. : 2-Jul 2007 Sunday
Party Alc name - MK Traders
Current balance 60,000.00 Cr
Purchase ledger - Purchase of Goods
Name of hem Quantity Rate per Amount
Plastic Water Bottle 50 Mos 10000 Nos 5,000.00
Steel Water Bottle 50 Mos 50000 Nos 25,000.00

30,600.00

[ End of List
Maration 100 Nos Accept ?
Being damaged goods retumed 1o MK Traders

Yes or No

Figure 6.17 Debit Note 1oucher (Purchase Return)

9. Accept the screen.

6.3.7 Credit Note Voucher

A Credit Note Voucher is used to record transaction details of sales returns or returns inwards.
The reason for sales returns could be damaged condition of goods sold, not as per specifications
of the buyer or any other.

Goods are mostly returned because they were damaged when sold, or were not as per the buyer’s
specifications.

Sales returns must be recorded in the books of account, because the value of returned goods must
be deducted from the sales.

In Tally. ERP 9, a sales return transaction is recorded using Credit Note Voucher, generally issued

by the seller to the buyer. The Credit Note voucher can be recorded in Voucher mode as well as
in Item invoice mode

Illustration 11: Recording Credit Note Voucher without Inventory.



AC!‘IVI(Y.' Kecord the below sales transaction in voucher mode.

As on 24-07-2017, KRA Traders, sold goods for T 40,000 on cash, with reference numiber 3.

Pass the following transactions in the book of KRA Traders:

25-07-2017 | Voucher: Credit Note

Goods for ¥ 20,000 was returned by customer for the sales made on 24-04-2017

against invoice number 3

Particulars L.F | Dr. Cr.
Sales A/c Dr. 20,000
To, Cash 20,000

(Being sales return from customer)

Table 6.21

Note: I edgers used in this transactions are already created in Tally. ERP 9, hence there no need of creating these

ledgers once again.

Step 1: Recording Credit Note Voucher for accounting the details of sales return for cash

sales made.

To record the Credit Note Voucher without inventory details, follow the steps given below:

1. This voucher type is made available when the option Use debit and credit notes is set to
Yes in the F11: Features (F1: Accounting Features)

2. Go to the Gateway of Tally > Accounting Vouchers > E8: Credit Note

3. ClickF2:Date and change the date to 25-07-2017

4. Mention the Original Invoice No as 3 and original invoice date as 24-04-2017

5. Credit the Cash Ledger and enter the amount 320,000

6. Debit the Sales A/c and the amount will get captured automatically

7. Enter the Narration.

The Debit Note Voucher Creation screen appears as shown in the ﬁgure 6.18:



Accounting Youcher Creation

unting Youcher Cre
Credit Note MNo. 2

157

26-Jui-2017
Original invoice no.: 3 Original Invwoice D 24-Jul-2017 Tuesday
Particulars Debit cucﬂ
Cr Cash 20.000.00
Cur Bal: 17,25,000.00 Dr
Dr Sales Afc 20,000.00
Cur Bsl. 60,000.00 Cr
GQ0—2nononn
r::rmunnl _— . 20,000,
ing sales return from customer
g Accept ?
Yes or Ho

Figure 6.18 Credit Note 1 oucher (Sales Return)

8. Accept the screen.

The entry of figure 6.18, will decrease the cash balance as well as the sales balance.

IMlustration 12: Recording Credit Note Voucher with Inventory.

Activity: Record the below sales transaction in Item Invoice mode.

26-07-2017 | Voucher: Sales

4.

KRA Traders sold following stock items to Kalyani Traders on credit, with reference number

Kalyani Tradets

Name of Item Quantity Rate per %) Amount )
Plastic Water Bottle 40 Nos 150 6,000
Steel Water Bottle 40 Nos 700 28,000

Table 6.22



Pass the following transactions in the book of KRA Traders:

28-07-2017 | Voucher: Credit Note

Returned the following goods to Kalyani Traders for the sales made on 26-04-
2017, with invoice number 4.

Name of Item Quantity Rate per (%) Amount (%)

Plastic Water Bottle 20 Nos 150 3,000

Steel Water Bottle 20 Nos 700 14,000
Table 6.23

Note: 1edgers and Stock Ttems used in this transactions are afready created in Tally.EERP 9, hence there no need

of creating these once again.

Step 1: Recording Credit Note Voucher for accounting sales return made on cash sales.

To record the Credit Note Voucher with inventory details, follow the steps given below:

1.

LTI

6.

9.

This voucher type is made available when the option Use debit and credit notes and
Record credit notes in invoice mode is set to Yes in the F11: Features (F1:
Accounting Features).

Go to the Gateway of Tally > Accounting Vouchers > E8: Credit Note

PressF2: Date and change the date to 28-07-2017

Enter the Original Invoice No as 4 and Original Invoice Dt. as 26-07-2017 which is
returned

In the Party A/c name field select Kalyani Tradets

In the Sales ledger ficld select Sale of Goods ledger

Under Name of Item field, select Plastic Water Bottle and enter the quantity as 20 Nos,
rate as ¥ 150 per Nos and the amount ¥ 3,000 will get captured automatically

Press Enter and select the second stock item, Steel Water Bottle and enter the quantity
as 20 Nos, rate as T 700 per Nos and the amount ¥ 14,000 will get captured automatically
Enter the Narration

The Credit Note Voucher Creation screen appears as shown in the ﬁgure 6.19:



Accounting Youcher Creation

| CreditNota L33

Ornginal inveice no.. 4

Onginal Invoice D, © 26-Jul 2007

KRA Traders

28-Jul 2017
Friday

Party Alc name - Kalyani Traders

Curent balance 34,000.00 Dr

Sales ledger Sale of Goods

Hame of lem Quantity Rate per Amount

Plastic Water Bottle 20 Mos 15000 Nos 3,000.00

Steel Water Botle Z0Mos 70000 Wos 14,000.00
17,000.00

[ End of List

Maration 40 Nos Accept ?

Being goods retumed by the customer

Yes or Mo

Figure 6.19 Credit Note 1 oncher (Credit $ ales Return)

10. Accept the screen.

Since the transaction of figure 6.19, involves sales returns entries with inventory details, the

inventory in hand will increase (as goods are received).

6.3.8 Journal Voucher

Journal vouchers are used to pass adjustment entries, to adjust the debit and credit amounts
without involving cash or bank accounts. Adjusting journal entries are typically made just before
issuing a company's financial statements,

Activity: As on 01-08-2017, KRA Traders made purchase of 100 Nos of Plastic Water Bottles

worth T 10,000 from Kalyani Traders. Freight charges incurred towards purchase was T 1,000 as
on 15-08-2017.

Freight charge was not recorded at the time of purchase, hence the same has to be recorded

through a journal vourcher



Illustration 13: Recording a Journal Voucher in Tally. ERP 9

Date Particulars

15-08-2017 | Voucher: Journal

Freight charges incurred T 10,000 towards the purchase on 01-08-2017.

Particulars L.F | Dr. Cr.
Freight Charges A/c Dr. 1,000
To, Purchase of Goods A/c 1,000

(Being Freight Charges incurred on
purchase of Plastic Water Bottle

Table 6.24

To record the transaction of table 6.24,in the books of account, first ensure that the required
ledgers are created in Tally. ERP 9.

Step 1: Creation of Ledgers
Freight Charges Ledger

Go to Gateway of Tally > Accounts Info. > Ledgers > Create

Freight Charges A/c
Against the Field Action to be Performed
Name Enter as Freight Charges A/c
Under Select as Indirect Expenses
Inventory values are affected Set to No

Table 6.25




Step 2: Recording Journal Voucher
To record the Journal voucher in Tally. ERP 9, follow the steps given below:

1. Go to Gateway of Tally > Accounting Vouchers > F7: Journal

2. Press F2:Date and change the date to 15-08-2017

3. Debit the Freight Charges A/c and enter the amount, ¥ 1,000

4. Credit the Purchase of Goods

5. Accept the Inventory Allocations screen and the amount will get captured automatically
in the Credit field

6. Enter the Narration.

The Journal Voucher Creation screen appears as shown in the figure 6.20:

Accounting Youcher Creation

|___Journal LR 18-ug-2017

Tuesday
Particulars Dabit Credit|
Dr Freight Charges Afc 1,000.00
Cur Bsi 1,000.00 Dr
Cr Purchase of Goods 100000

Cur Bal: 99,000.00 Dr

Narration —1,0004 CLAme.ce
Being freight changes incurmed on purchase of goods. p12
Yes or No

Fignre 6.20 Jonrnal 1V oncher Creation Screen

7. Accept the screen.

In the above section, we have seen how accounting transactions are recorded using different
vouchers available in Tally. ERP 9,

6.4 Creation of New Voucher Type

In Tally. ERP 9, you have seen that there are predefined voucher types available to record
transactions. However, you can create voucher types to suit specific requirements using the pre-
defined voucher types as the base.

For example: KRA Traders wants to record bank payments and petty cash payments separately.
The company wants to maintain different voucher types to record only bank related transactions.



Illustration 14: Creating a new voucher type and recording transactions in Tally. ERP 9

In this scenario, KRA traders will create a hew voucher type using payment voucher type
as the base. The new voucher type will inherit the functions of a payment voucher.

Step 1: Accounting Masters Creation

Bank Payment Voucher Type

To create Bank Payment Voucher Type, follow the below given procedure:

1. Go to the Gateway of Tally > Accounts Info. > Voucher Types > Create

2. Enter Name as Bank Payment

3. Select Type of Voucher as Payment Voucher.

4. Enter an abbreviation for the new voucher. The abbreviation will be used to denote this

new voucher in reports

5. Seclect the Method of Voucher Numbering as Automatic

Methods of Numbering and the purpose of using the numbering

Method of Numbering

Purpose

Automatic

Select this option if you want Tally. ERP 9
to automatically number the vouchers in
this voucher type sequentially.

Automatic (Manual Override)

This method will automatically number the
voucher and also we can manually enter the

number.

Choose this option if you want Tally. ERP 9
to automatically number the vouchers, but
also manually enter the voucher number

when required.

Manual

Select this option to manually enter the
voucher number.

Multi-user Auto

Select this option in a scenario where
multiple users simultaneously record
vouchers, and the voucher numbering
between different users should be
managed by Tally. ERP 9.

None

Select this option to disable voucher

numbering.

Table 6.26



6. Set the opton Use Advance Configuration to No. ( To modify the voucher number as
per vour requirement like, you want to add suffix & prefix details, then the same need to
be enabled)

7. Set the optdon Use effective dates for vouchers to No (By enabling this option, you
will get the additional effective date field while recording the entry)

8. Set the option Make this voucher type as ‘Optional’ by default to No (By enabling
this option the voucher will behave like a permanent Non Accounting Voucher, it will
not reflect in books of account)

9. Set the option Allow Narration in voucher to Yes (If the same is disabled, then you
will not get the option to enter Narration details while recording the entry in this
particular voucher)

10. Set the option Provide Narrations for each ledger in voucher to No (1f you enable
this option, then after selecting each ledger, you will get the Narration option)

11. Set the option Enable default accounting allocations to No & set/alter Default
Accounting Entries to No (1f you enable this option, you will be able to define the
default entries or automation of the entry)

12. Set the option Printing voucher after saving to No

13. Press Enter on the field Name of Class to skip the field.

The Voucher Type Creation screen appears as shown in the figure 6.21:

vouchar Type Creation KRA Traders ctrl + 1 [
MName . Bank Payment
(aitas)
General Printing Hame of Class
Select type of vouchsr Payment Frint voucher afler saving ? He
Abbraviation Pyrmt
Wethod of wcher numbering # Automatic
Uze atdvanced configuration 7 Ho
Uze effective dales forvouchers ? Ho
Make this wucher type as 'Optianal’ by defaul * No
Allew narration in woucher ? Yos
Provide marations for each lzdger nvoucher  ® No
Enable default accounting allocations * Ho
Sewalter Defaul Accaunting Entries * Ho
Accept ?
Yes or Ho

Figure 6.21 Bank Payment 1 oucher Type Creation Screen
14. Accept the screen.

Similarly, in Tally.ERP 9, you can create many voucher types based on your requirements. For
example, an organization wants to maintain its credit & cash sales in separate vouchers. These
requirements may vary from one organization to another.

Activity:

1) Create a new voucher type as Cash Payment



2) Go to Gateway of Tally > Accounting Vouchets > Press F5: Payment > Seleet the required

voucher type from the list of voucher fypes (It will display two payment voncher types Bank Payment and Cash
Payment)

Note: Observe the voucher type menu, you will notice that you can also display and alter voucher bjpes. Selecting
these options brings up a list of voucher fypes, from which you can select the one you want fo view or work on. Apart
Srom the beading and function, the voucher type Display! Alter screens are identical to the creation screen.

Actvity
1) Create a Payment voncher type to record for Petty Cash transactions in Tally. ERP 9

2) Record further entries in the books of KRA Traders:

Date Particulars

21-08-2017 | Voucher: Cash Payment
Cash Payment made to Kalyani Traders for ¥ 5,000 from SBI Bank account.

(Use Cash Paymeent 1 oucher Type to record the transaction)

22-08-2017 | Voucher: Receipt

Received cheque for ¥ 4,000 received from Mahavir Traders.

23-08-2017 | Voucher: Bank Payment

Salaries to staff of ¥ 2,500 amount paid through SBI Bank Account, vide cheque
number 345678, date 23-08-2017

(Use Bank Payment 1 oncher Type to record the transaction)

24-08-2017 | Voucher: Petty Cash

Paid stationary charges of ¥ 50 from Petty Cash.

(Use Petty Cash Payment 1V oucher Type to record the transaction)

25-08-2017 | Voucher: Receipt

Received Cheque for X 1, 50,000 received from MK Traders. and the same is
deposited in SBI Bank Account.

Table 6.27

Once after recording above transactions of table 6.27 check the Day Book Report (This report
will display the details of day to day transactions)
The Day Book is a report of all the transactions recorded on a day or in a period of time. Let us
view the transactions recorded in the Day Book.
To view the Day Book,

1. Go to Gateway of Tally > Display > Day Book



2. Press F2: Period and mention the period as 21-08-2017 to 31-08-2017.

The Day Book Report appears as shown in the figure 6.22

21-Aug 2017 to 3 Aug 2017

Day Book

Date Particulars Vch Type Veh No, Debit Amount _Credit Amount|

Inwards Oty Outwards Oty

21-8-2017 Kalyani Traders Cash Papment 1 °5,000.00
22-8-2017 Mahavir Traders Rece 2 4,000.00
23-8-2017 Salaries to Staff 1 2,500.00
24-8-2017 Stationary Al 1
25-8-2017 MK Traders eceipt 3 1,30,000,00

Fignre 6.22 Day Book Report Screen

You can see that along with the pre-defined voucher types in Tally. ERP 9, the new voucher
types created are also listed in the Day Book.

6.5 Automation of Invoices (Voucher Classes)

Voucher Classes are used to automate accounting allocations in transactions. It is a table for
predefining the entries to make invoice entry a simple task. This is useful in sales invoicing where
the nominal ledger accounts to be credited for each item of sale is defined once.

During voucher entry, the accounting credits for items sold are done automatically. Additional
accounting entries like tax, freight, and other charges, can be predefined to be carried out
untouched during actual invoicing.

Voucher Classes arc available for all major voucher types like Contra, Payment, Receipt, Journal,



Sales, Credit Note, Purchases, Debit Note, Sales Order, Purchase Order, Delivery Note, Stock
Journal and Payroll.

Business Scenario:

KRA Traders use SBI Bank account for all the bank payments that they make. They can avoid
selecting the SBI Bank A/c ledger evety single time a bank payment transaction is made. They
automate this by using voucher classes in Tally. ERP 9.

Illustration 15: Creation and recording a bank payment voucher with voucher class and
automation of bank ledger in transaction.

Pass the following transactions in the book of KRA Traders:

26-08-2017 | Voucher: Payment

KRA Traders made a cheque payment of X 1, 20,000 towards Rent Paid vide

cheque number 002314
Particulars L.F | Dr. Cr.
Rent Paid A/c Dr. 1, 20,000
To, SBI Bank A/c 1,20,000
(Being Rent Paid by cheque)

Table 6.28

To record the transaction of table 6.28, in the books of account, first ensure that the required
ledgers are created in Tally. ERP 9.

Step 1: Creation of Accounting Masters

Activity: Create the ledger by name Rent Paid A/c ledger under Indirect Expenses group.

Step 2: Creation of Class in Voucher Type Master

SBI Payment Class

To create a voucher class in the Bank Payment Voucher Type, follow the steps given below:

Go to the Gateway of Tally > Accounts Info. > Voucher Types > Alter.
Select Bank Payment from the List of Voucher Types.

Press Enter and move the cursor to Name of Class field.

Enter as SBI Payment in Name of Class and Press Entet.

e

The Voucher Type Class screen appears as shown in the figure 6.23:

KRA Traders




11 you wish ta rastict the groups to which [his class can be used specily them hare.
Exclude these Groups Include these Groups

[ End of List
Bank ACcounts
I Bank OCC Alc
Bank 00 A
Cash-in-nand

Speclic Ledgar for which this Class is caested (o.g Cash, or o Bank Account]
Ledper Mame

Figure 6.23 Toncher Type Class Creation Screen

5. Under Exclude these Groups ficld, sclect as End of List
6. Under Include these Groups field, select as End of List

Note: End of list is selected becanse we don’t want to exclude any ledger for this voucher type

7. Under Specific Ledger for which this Class is created (e.g. Cash, or a Bank
Account) field, select SBI Bank A/c as shown in the figure 6.24.

KRA Traders

Class: SBI Payment
(T you wish to rstiict the groups bo which this cfass can be used specily themn hare.
Exclude these Groups Include these Groups

1 Mal Agplicatle
Cash

[ End of List [ End of List SBI BanK A/

Speciic Ladger for which this Class Js ciesler (5 _Dash, or = Bank Accourt]
Ledger Mame

5Bl Bank A

Figure 6.24 Voncher Type Class Creation Screen

8. Accept the Voucher Type Class screen.
The Voucher Type Alteration screen appears as shown in the figure 6.25:




Beneral Printing Hamg of Class

Zelect type of voucher - Payment Print vouchsr afier saing ? Mo SBI Paymen

Abbraviation Pyrt
Iethod of voucher numbering “ Automatic
Use advanced configuration 7 Mo

Use effective dates far vouchers ? Ho

ake this voucher type as 'Cphional’ by defauli * No

Allew naiation in woucher ? Yes

Provide narrations for each ledger in voucher  ® Mo

Enable default accounting allacations * Ho
Sewalter Defaull Accounting Entries # Ho

Accept 7

Yes or Ho

Figure 6.25 Vonoher Type Alteration Screen
9. Accept the screen.

Step 3: Recording Payment Voucher Using Voucher Class

To record the Payment voucher using voucher class in Tally. ERP 9, follow the steps given below:

1. Go to Gateway of Tally > Accounting Vouchers > F5: Payment
2. In Name ficld, select Bank Payment from the List of Types.
3. In Class field, select SBI Payment from Voucher Class List as shown in figure 6.26.

Change Voucher Type KRA Traders Ctrl + M

Woucher Type

Name Bank Payment

Class T

SBI Payment

Figure 6.26 VVoncher Class Selection Screen

4. Click F2:Date and change the date to 26-08-2017

5. Under Account ficld, SBI Bank A/c is selected by default and the cursor does not move
to Account field.
6. Under Particulars field Select Rent Paid A/c ledger and enter the amount, 1, 20,000.

7 Enter the inetriment numher and date in the Ranle Allacatinne ecreen



8. Enter the Narration.

The Accounting Voucher Creation screen in single entrv mode appears as shown in the figure
6.27:

countin: - Creation KRA Traders Cirl + M
| Bank Paymant [X%3 I Voucher clsss’ SBI Payment ] 26-Aug 2017
Saturday|
Account . SBI Bank Ac
Cor Bzl 1,31,500.00 Dr
Particulars Amount’
Rent Paid A'c 1,20,000.00
Cur Bgl 1,20,000.00 Dr
Narrationy — e
Being Rent Paid
Accept ?
Yes or Mo

Figure 6.27 Payment Voncher Creation Screen (Single Entry Mode)
9. Accept the screen.

You can see that the Voucher Type is Bank Payment, and the Voucher Class is SBI Payment.
Once the voucher class is selected, the SBI Bank Ledger is automatcally selected and you need to
select only the Ledgers which are to be debited.

Note: The entry is done in Single Entry System, to make the data entry faster.
Activity.

1) Create a Ledger as Petty Cash A/ ¢ under Cash-in-Hand.

2) Create a Voucher Class as Petty Cash Payment in Petty Cash Payment Voncher Type.
3) Create a Voucher Class as Cash Receipt in Receipt TVoncher Type.

4) Record further entries in the books of KRA Traders:



Date Particulars

28-08-2017 | Voucher: Petty Cash
Cash Payment made on purchase of stationary for ¥ 150 using petty cash,

(Use Petty Cash Payment 1V oucher Type with class to record the transaction)

28-08-2017 | Voucher: Receipt

Cash Receipt made on sale of goods for T 1,500 from Kalyani Traders.

(Use Receipt 1 oncher Type with class to record the fransaction)
Table 6.29

6.6 Non-Accounting Vouchers

The Non-Accounting /Unconventional Vouchers are the special vouchers that are used to
record provisional or non-accounting transactions. They are used as provisional entries from the
books of accounts and make them available for what-if (future reports, projections, forecasts etc.)
reports required at any given time. These Non-Accounting transactions doesn’t affect the regular

books of accounts.

Tally. ERP 9 comprises the following predefined non-accounting vouchers, to suit different
business requirements and for recording various transactions. Tally. ERP 9 also allows you to create

user-defined vouchers (voucher types) according to your requirements.

o Memorandum Voucher

¢ Optional Vouchers

Let us see understand the non-accounting voucher in Tally. ERP 9 are used in real time business

scenarios:

6.6.1 Memorandum Voucher

Memorandum Voucher (memo voucher) is a non-accounting voucher and the entries made
using memo voucher will not affect your books of accounts. You can use memo vouchers when
you are uncertain about the account to which the amount has to be allocated to when recording
the transaction. When the account is determined, the memo voucher can be converted into a

regular voucher, and the transaction can be brought to the books of accounts.

Untl then, Tally. ERP 9 stores these entries in a Memorandum Register.

Uses of Memo Vouchers

e Making suspense payments

¢ Vouchers not verified at the time of entrv



¢ Items given on approval

Illustration 16: Recording a Memorandum Voucher in Tally. ERP 9

KRA Traders gave cash to office staff to buy stationeries, the company does not know the actual
cost of stationaries and gave ¥ 1,000 as suspense payment assuming that the actual cost incurred
on stationaries can be recorded in future.

KRA traders made a suspense cash payment of 1,000 to the office staff. However, the actual cost
of purchase wasn’t known. Pass the following transacton in the book of KRA Traders:

Date Particulars

01-09-2017 | Voucher: Memorandum

KRA Traders gave cash T 1,000 to Office Staff to buy stationaries.

Particulars L.F | Dr. Ct.
Stationary A/c Dr. 1,000
To, Cash 1,000

(Being cash given to Office Staff to buy

Stationaries)

Table 6.30

In this transaction, the exact nature and cost of statdonary is unknown. So we need to record the

Memorandum Journal.

To record the transaction of table 6.30, in the books of KRA Traders, first ensure that the required
ledgers are created in Tally. ERP 9.

Step 1: Creation of Accounting Masters
Stationary A/c Ledger

1. Go to Gateway of Tally > Accounts Info. > Ledgers > Create

Stationery A/c

A rainet tha fiald | Artinn tn he narfarmad
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Name Enter Stationary A/c

Under Select Indirect Expenses

Inventory values are affected Set to No

Table 6.31
Step 2: Enabling Memorandum Voucher
Memorandum vouchers have to be enabled for the company from F: 11>Features.
To enable Memorandum Vouchers for the company,

1. Go to Gateway of Tally>F11: Features>F1:Accounts
2. Set the option- Use reversing journals and optional vouchers to Yes.

3. Accept the screen.

Step 3: Recording Memorandum Voucher

To record the memorandum voucher in Tally. ERP 9, follow the steps given below:

1. Go to Gateway of Tally > Accounting Vouchers > F10: Memos.
2. Press F2: Date and change the date to 01-09-2017.

3. Debit the Stationary A/c and enter the amount, 1,000

4. Credit the Cash Account, the amount will get captured automatically.
5. Enter the narration in the Narration field

The Memorandum Voucher Creation screen appears as shown in the figure 6.28:

|_Memorandum _[IR} 1-Sep-2017

Friday
Particulars Debit Credit|
Or Statienary A'e 1,000.00
Cur Bsi: 1,000.00 Dr
Cr Gash 1,000.00

Cur Bai: 16,24,000.00 Dr

Narration —1,0004 Looe.oa
Being cash given to office staff to buy stationaries o2
Yes or No

Figure 6.28 Memorandum 1V oucher Creation Screen

6. Accept the screen

The Memarandinm vancher widll nar affect the reonlar hanke af arcniinte van can canvert thic
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Memo Voucher into a regular voucher (Journal) by pressing F7 from the memorandum voucher
alteraton screen, when you decide to bring this entry into your books.

Memorandum voucher can also be converted to payment by pressing F5 from memorandum
voucher alteration screen

Memorandum Voucher is posted in Memorandum Register. To view the report,
Go to Gateway of Tally >Exception Reports >Memorandum Vouchers

The Memorandum Register screen appears as shown in the figure 6.29:

Memorandum Register

KRA Traders
Particulars 1-Apr2017 to 1-Sep-2017

Transactions

Total Vouchers | (cancelled)

Al
May
June
July
August

Octobser
Nowgmber
December
January
February
Mareh

Grand Total L]

Figure 6.29 Memorandum Register

The report of figure 6.29, displays the details of total monthly summary. Further, you can press
Enter from the monthly summary to get Voucher Register. It shows all the Memorandum
Vouchers made for the specified period.

Note: You can also view memorandum vouchers from the Day Book. To view the same, go to Gateway of
Tally > Display > Day Book.

6.6.2 Optional Vouchers

Optional Vouchers are non-accounting vouchers. You can mark any existing vouchers as
optional by Pressing Ctrl+L. Optional Vouchers do not affect regular books of accounts, but



remain in the Optional Voucher Register. Again, by pressing Ctrl+L, from the voucher, the
optional vouchers can be marked as regular.

Optional vouchers can also be used to forecast future sales projections, to see the impact of
transactions without actually posting them, and the transaction that is incomplete to affect the

accounts (Proforma sales invoice).
Proforma Invoice

A Proforma invoice. is an estimated invoice sent by a seller to the buyer in advance before delivery
of goods. Proforma invoices are commonly used as introductory invoices along with the
Quotation.

Ilustration 17: Recording proforma sales invoice in Tally. ERP 9

Pass the following transaction in the book of KRA Traders:

01-09-2017 | Voucher: Proforma Sales

On 01-09-2017, KRA Traders is making sales to Kalyani Traders with the
Reference no: 5. Before making the actual sales, KRA Traders is issuing a
proforma invoice as an estimated invoice in advance before the delivery of

goods.
Name of Item Quantity Rate per (%) Amount (%)
Plastic Water Bottle 10 Nos 250 2,500
Steel Water Bottle 10 Nos 850 8,500

Note: Stock items: Plastic Water Bottle and Steel Water Bottle, and party ledger are already created in the boofks.

Step 1: Recording Sales Transaction in Item Invoice Mode

1. Go to Gateway of Tally > Accounting Vouchers > F8: Sales

2. Press F2Z:Date and change the date to 01-09-2017

3. Press Cttl+L and make the entry as Optional.

4. Enter the Reference no. as 5

5. In the Party A/c name field select Kalyani Traders (In this field, you must select Cash
ledgert, if sale is made on cash basis)

6. In the Sales ledger ficld select Sale of Goods ledger.

7. Under Name of Item field, select Plastic Water Bottle and enter the quantity as 10 Nos,
rate as ¥ 250 per Nos and the amount X 2,500 will get captured automatically.

8. Press Enter and select the second stock item, Steel Water Bottle and enter the quantity



as 10 Nos, rate as T 850 per Nos and the amount ¥ 8,500 will get captured automa‘tically'
9. Enter the Narration.

The Sales Voucher Creation screen appears as shown in the figure 6.30:

Accounting Youcher Creation KRA Traders
| Sales  __[UR] 1.Sep 2017
Reference no. 5 Friday
o |
Paty Afc name  Kalyani Traders
Cunent balance 12,000.00 Dr
Sales ledger Sale of Goods
Hame of ltem Ouantity Rate per Amount
Plastic Water Bottle 10 Mos 25000 Nos 2,500.00
Steel Water Bottle 10 Mos 850,00 Nos 8,500.00
T ip00.00
[ End of List
Narration: 20 Nos Accept ?
Being estimated invoice is sent in advance before delivery of goods to Kalyani Traders £ "
es o1 Mo

Figure 6.30 Sales Voucher (Optional)

10. Accept the screen

The sales voucher recorded is marked as optional voucher and will not affect the regular books of

accounts.
To view the Optional Voucher Register

1. Go to Gateway of Tally >Exception Repotrts > Optional Vouchers
2. Press Enter.

The Optional Vouchers Register screen appears as shown in the figure 6.31:



1-Apr-2017 1o 1-Sep-2017|

Debit Amount_Credit Amount]

Voucher Register
Inweards Oty

List of all optional vouchers

Weh No.

Weh Type

Date Particulars

Figure 6.31 Optional 1" oucher Register

The report of figure 6.31, displays the details of total number of optional vouchers made for the

specified period.

To print Proforma Invoice,
1. Press Enter on the sales voucher which is made optional. From sales voucher alteration
screen press Alt+P

The Proforma Invoice printing screen appears as shown in the figure 6.32:

KRA Traders

Voucher Printin

Voucher Printing
Printer + Saagt 13{0:PrgranDatsTechSraitSml THPstPdfie) Paper type = A4
Number of copies =1
Print language : English (Printing dirnensions)
Print format : Meat Mode Papersize = 527" x 1187 or 210 e x 297 1am)
‘Ihngn of pages to print : Al Print area = {763 x 11347 or [193 mm x 268 mim)
Repori Tiiles.

PROFORMA INVOICE
Print ?

(with Frint Preview)
Without compary phone oo, Without company webstte e i

Fipure 6.32 Voncher Printing Screen

2. Press Alt+] for print preview.



3. Press Enter

The Proforma Invoice appears as shown in the figure 6.33:

| PROFORMA INVOICE |

KRA Traders

Buyer
Kalyani Traders

Invoice No. Dated

5 1.Sep-2017

Deliven.r MNote ModelTerms of Payment
Supplier's Ref. Other Referenc e(s)

5

Buyers Order No. Dated

Despatch Document No.

Delivery Note Date

Despatched through Destination
Terms of Delivery
Sl Description of Goods Quantity Rate per Amount
lio.
1 |Plastic Water Bottle 10 Nos 250.00|Nos 2,500.00
2 | Steel Water Bottle 10 Nos 850.00MNos 8,500.00
Totall 20 Nos Z 11 nnn nn
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L 1
Arrount Chargeable (in words) E&ODE
INR E leven Thousand Only

Declaration for KRA Traders
We declare that this invoice shows the actual price of the
goods described and that all particulars are true and correct.

Prepared by Verified by Authorised Signatory
This is a Computer Generated Invoice

Figure 6.33 Proforma Invoice

You can convert this Optional Voucher (Proforma Invoice) into a regular voucher (Sales Invoice)
by pressing Ctrl+L from the voucher alteration screen, when you decide to bring this entry into
your books,

Note: You can also view optional vouchers from the Day Book.

6.6.3 Reversing Journal

Reversing Journals are special journals that are automatically reversed after a specified date.
These accruals are usually short term and are cleared in the subsequent period.

Reversing journals can be used for accounting for Provisions,

For example: You can account for or providing for depreciation. Since, provision for depreciation
is made at the end of the year, vou can create Reversing Journal for a specific period to give more

accurate status or position.

This Reversing Journal voucher will not affect the regular books of accounts, you can convert
this Reversing Journal into a regular voucher (Journal) by pressing F7 from the Reversing Journal
voucher alteration screen, when you decide to bring this entry into your books

6.7 Recording Provisional Entries

Provision refers to the amount that is kept aside from profits for future known liabilities.
Provisions are shown on the labilities side of a Balance Sheet. For example, provision for
expenses, provision for bad debts and provision for depreciation.

Business Scenario: During the year-end (31-03-2018), KRA Traders incurred expenses of %
10,000 payable the next year. To show the correct financial position of the company in its reports,
the company must raise a provision for the expense.

The company’s accounting entry for provision as on 31-03-2017 will be:



31-03-2018

Particulars L.F | Dr. Cr.
Expense A/c Dr. 10,000
To, Provision for Expense A/c 10,000

Table 6.33

By accounting the above entry in its books of accounts, the company balance sheet will reflect a

liability of % 10,000.

Reverse the above entry as on 01-04-2018, as shown below:

01-04-2018

Particulars L.F | Dr. Cr.
Provision for Expense A/c Dr. 10,000
To, Expense A/c 10,000

Table 6.34

By recording the entry of table 6.34, the problem of double counting of expenses or revenues is

climinated.

Note: Reversing Entries are recorded on the first day of the accounting period. These entries are required to remove

the adjustient entries made in the previous accounting period.

Illustration 18: Recording Provisional entry in journal and changing the financial year in

Tally. ERP 9
Date Particulars
31-03-2018 | KRA Traders, incurred expenses of T 15,000 as audit fee, but it is payable in the
next financial year. (Because the bill is not yet received from the KR Vendor)
01-04-2018 | Record the reversal entry for the provision made.

Table 6.35



To record the transactions of table 6.35, in the books of KRA Traders, first ensure that the required
ledgers are created in Tally. ERP 9.

Step 1: Creation of Accounting Masters
Expenses Incurred Ledger

Go to Gateway of Tally > Accounts Info. > Ledgers > Create

Expenses Incurred A/c
Against the Field Action to be Performed
Name Enter as Expenses Incurred A/c
Under Select as Indirect Expenses
Inventory values are affected Set to No

Table 6.36

Provision for Expenses Ledger

Provision for Expenses A/c

Against the Field Action to be Performed
Name Enter as Provision for Expenses A/c
Under Select as Provisions
Inventoty values are affected Set to No
Table 6.37

Activity: Create a party as KR Traders under sundry ereditors

Step 2: Recording Journal Voucher
To record the Journal voucher in Tally. ERP 9, follow the steps given below:

1. Go to Gateway of Tally > Accounting Vouchers > F7: Journal

2. Click F2:Date and change the date to 31-03-2018

3. Debit the Expenses Incurred A/c and enter the amount, ¥ 15,000

4. Credit the Provision of Expenses A/c¢ and amount will get captured automatically.
5

Enter the narration in the Narration field

The Journal Voucher Creation screen appears as shown in the figure 6.34:

Accounting Youcher Creation

|___Journal LR

Particulars Debit Credit

Dr Expeénses Incurred A'c 15,000.00
__ CuBsl 1500000r



LI ProvIsien of EXpenses A/c 15,990.00
Cur Bal: 75,000.00 Cr

Narration 15,
Being provisions made for the future abiity

Figure 6.34 Journal 1 oucher Creation Sereen (Provisional Entry)

6. Accept the screen
After recording the entry check the following reports:

e Balance Sheet: Go to Gateway of Tally > Balance Sheet > the amount will be reflected
as a Current Liability. To check the exact provision amount, press the Enter key on Current
Liability Account.

¢ Profit & Loss Account: Go to Gateway of Tally > Profit & Loss Account > the amount
will be reflected under Indirect Expenses Account. To check the exact Expense Incurred
amount, press the Enter key on Indirect Expenses Account

Step 3: Recording Reversal Entry in the New Financial Year

1. Go to Gateway of Tally > Press Alt+F2: Period.
2. Enter date as 01-04-2018 to 31-03-2019 (Changing the Financial Year) and Accept.

Note: After the financial year is changed in Tally. ERP 9, you cannot view the data which belongs to previons
year, but the closing balance of the previons year will automatically be carried forward to the new financial year as
apening balance.

3. Go to Gateway of Tally>Accounting Vouchers > Press F7: Journal

4. Press F2: Date and change the date as 01-04-2018

5. Debit the Provision for Expenses A/c Ledger and enter the amount as ¥ 15,000

6. Credit the Expense Incurred A/ c Ledger and the amount will get captured automatically
7. Enter the Natration.

The Journal Voucher Creation screen appears as shown in the figure 6.35:

Accounting Youcher Creation

____Journal [} 1-Apr-2018

Sunday
Particulars Débit Credit
Dr Provision of Expenses A/c 15,000.00
Cur Bal- 0.00Dr
Cr Expenses Incurred A'c 15,000.00

Cur Bal: 15,000.00 Cr




Narration T 15,0005 iEannaal
Belng reversal entry recorded

Yes or Mo

Figure 6.35 Journal Voncher Creation Screen (Reversal Entry)

8. Accept the screen

After recording the entry check the following reports:

¢ Balance Sheet: Go to Gateway of Tally > Balance Sheet > the amount will be reversed
(i.e., amount will not appear in the balance sheet)

e Profit & Loss Account: Go to Gateway of Tally > Profit & Loss Account > the amount
will be nullified.

Activity: Go to Gateway of Lally and press Ali+F2: Change Period and set the financial period as 01-04-2017
to 31-03-2019.

6.8 Recording Inventory Vouchers

A voucher is a document that contains details of a financial transaction and is required for

recording the same into the books of accounts.

Inventory management is an integral part that helps in smooth running of the business and in
determining the deficiency/excess of stock at any time. Inventory management implies

maintaining an accurate record of incoming and outgoing stock.

Inventory vouchers record the details of receipt and issue of goods/stock, movement of goods,

transfer of stock between locations, and physical stock adjustments

Without inventory vouchers, it would be impossible to record the movement of inventory when

an accounting transaction has not taken place.

Business Scenario

TRA Traders expanded its business and now deals in Mobile Phones. The company would like to
deliver stock to their customer. The sales invoice will be sent on a later date. In this scenatio, an

inventory voucher recording movement of inventory but not affecting accounts is required.
The Inventory Vouchers are:

® Receipt Note Voucher (Ale+F9)
¢ Delivery Note Voucher (Alt+F8)
* Rejections In Voucher (Ctrl+Fo)
* Rejections Out Voucher (Alt+F6)



e  Material Out Voucher (Ctrl+])

e Material In Voucher (Ctrl+W)

e Stock Journal Voucher (Alt+F7)

® Physical Stock Voucher (Ale+F10)

These vouchers can be altered to suit a company’s requirements. Tally. ERP 9 also allows creation
of new inventory voucher types.

Let us illustrate the different types of inventory transactions that take place in a real-time business
environment and the accounting pmcedure in Tally. ERP 9.

6.8.1 Receipt Note Voucher

Receipt note is used for recording goods received from the supplier or receipt of goods/items at
stores. It is also called as GRN i.e. Goods Receipt Note. Receipt Note updates only inventory

books and does not affect accounting books.
Example: Purchase Register, Party Accounts and other Subsidiary Books.
Ilustration 19: Recording a receipt note voucher in Tally. ERP 9

Pass the following transactions in the book of KRA Traders:

01-06-2018 | Voucher: Receipt Note

KRA Traders received the following goods from ]J Enterprises with the

reference number 1 for T 10,000 each.

Name of Item Quantity Rate per (%) Amount (%)
Samsung 32GB 10 Nos 10,000 1,00,000
Mobile Phone

Table 6.38
To record the transaction of table 6.38, in the books of account, first ensure that the required
ledgers are created in Tally. ERP 9.
Step 1: Configuration of Receipt Note
To configure Receipt Note voucher, follow the steps given below:

1. Go to Gateway of Tally > F11: Company Features > F2: Inventory Features
2. Set the option Use tracking numbers (enables delivery and receipt notes ) to Yes

The Inventory Features screen with the required options enabled, appears as shown in the figure
6.36




Lompany: RHea Iragers
Inventory Features

General Inwoicing
Integrate accounts and inventary 7 Yes Enable imwoicing ? Yes
Enable zero-valued transactions 7 No Record purchases in invoice mode ? Yes
Use debit and credit notes ? Yes
Storage and Classification Record credit notes in invoice mode ? Yes
Mairtain mulliple Godowns 7 Ne Record debit notes in imoice mode 7 Yes
Maintain stock categories % No Use separate discount column in invoices ? No
Maintain batch-wise details 7 No Purchase Management
L A ~ Ul Track additional costs of purchases ? No
Use separate actual and billed quantity columns ? No
Sales Management
Order Processing
. Use multiple price levels ? No
[Enable purchase order processing 7 No
[Enable ealos order procecsing 7 No Other Features
[Enable job order procesing 7 Na Uge tracking numbare (enables delvery and receipt notes) 7 Yo |
(Enebiss the options Meintain mukipk gockwns' Use rejection inward and outward notes ? No
and Use matenal in and out vouchers)
Use matenal in and out vouchers ? No
Use cost tracking for stock item 2
Accept 7
F4: Aceounts F2: Irvenitory F3: Statutery F6: Add-Ons Yo o6 He

Figure 6.36 Inventory Features screen

3. Accept the screen

Step 2: Creation of Accounting Masters

Party Ledger

1. Go to Gateway of Tally > Accounts Info. > Ledgers > Create
2. Enter Name as J] Enterprises
3. Seclect Sundry Creditors from the List of Groups

The party Ledger Creation screen appears as shown in the figure 6.37:

Ledger Creation KRA Traders

Marme - LI Enterprises Tatal Openiny Balance
(aliag) g
Mailing Details
Undler Sundry Creditors i - L) Ent -
(Cureent Liabilties) IASEZBS MG

Ilairtain balances bil-by-kill ? Ho

country . India

7

Invartory values ara affactad Ho Statg 5 CEmFETs) Rincode

Provde bank detalls : Ho

Tax Registration Details
PARAT Ho :

Accept 2

Opening Balance {on 1-Apr2016) : Yes or Ne

Figure 6.37 Party 1edger Creation screen

4. Accept the screen



Activity: In Purchase A/ ¢ Ledger alteration, set the option — Inventory values are affected to Yes

Step 2: Creation of Inventory Masters

Stock Item

Go to Gateway of Tally > Inventory Info. > Stock Items > Under Single Stock Item >
Create

Samsung 32GB Mobile Phone
Against the field Action to be performed
Name Enter as Samsung 32GB Mobile Phone
Under Select as Primary
Units Select as Nos
Opening Balance Leave it Blank

Table 6.39

The Stock Item Creation Screen appears as shown in the figure 6.38:

Stock [tem Creation KRA Traders ctrl - ™ B
hame : Samsung 32GB Mcobile Phone
(alias)

Under o [ Primary
Units Hos

Statutery Infarmation

Rate of Duty ey 5) )

Quantity Rate per Accept ?
Upening Balance :
Yes or Mo

Figure 6.38 Stock Item Creation- Samsung 32GB Mobile Phone
1. Accept the screen

Step 3: Recording Receipt Note Voucher

To record the Receipt Note voucher in Tally. ERP 9, follow the steps given below:

1. Go to Gateway of Tally > Inventory Vouchers > Alt+F9: Receipt Note

2. From the Inventory Voucher Creation screen, click F12: Configure.



3. Set the option Enable supplementary details to Yes.

The Receipt Note Standard Configuration screen appears as shown in the ﬁgurc 6.39;

Receipt Note Standard Configuration

General Options
Enable supplementary details [
(Address details, despatch delails, elc)

Allow separate buyer and consignee names: 2 No
Use common ledger account for item allocation ? Yes
Use defaults for bill allocations 7 No
Provide additional descriptions for stock tem name 7 No
Prowide additional descriptions for ledger name ? No
Calculate tax on current sub-total ? Mo
(else calculations are on inventory total omiy)
Other Options
‘Warn on negative stack balance ? Yes

Press F12 for more oplions.

Figure 6.39 Recespt Note Standard Confignration screen
4. Accept the screen

Note: By enabiing the option Enable supplementary details to Yes, you will be able to gef the Supplier
Details and Order Details while passing the Recespt Note 1 oncher.

5. Enter the Reference no. as 1

6. In the Party A/c name field, select JJ Enterprises

7. Provide the Other Reference(s) as GRN 01 in the Supplementary details screen.

8. Select the Purchase A/c ledget
Under Name of Stock Item select Samsung 32GB Mobile Phone

10. In the Item Allocations screen, Select Not Applicable from the List of Tracking
Numbers.

11. Enter Quantity as 10 Nos, Rate as ¥ 10,000 and the amount will get captured
automatically as T 1, 00,000.

The completed Receipt Note Voucher Creation screen appears as shown in the figure 6.40:

Inventary Youcher Creation

|__Recoipt Hote (I3} 1-lun2018

Reference no.: 1 Friday

Pary A/c name JJ Enterprises
Gurrent balance
Purchase ledger . Purchase Alc

Hame of tem Quantity Rate per Amount

Samsung 32GB Mobile Phone 10 Nos 10,000.000 Nos 1,00,000.00

[ End af List



MNarration: 10 Nos. Accept ?

Yes or Mo

Figure 6.40 Receipt Note 1 oucher Creation screen
12. Accept the screen

The receipt note transaction will affect in stock summary, and all inventory books. If the option
integrate accounts with inventory is enabled in F11:Fl:Accounting feature, then the stock value
will reflect in accounting reports like balance sheet, profit & loss account, trial balance etc.

6.8.2 Delivery Note Voucher

Delivety note is used for recording goods delivered to the customer ot deliver of goods/items
trom stores. It is also called as DC i.e. Delivery Challan. Delivery Note does not affect accounting
books.

Illustration 20: Recording a Delivery Note Voucher in Tally. ERP 9

Pass the following transactions in the book of KRA Traders:

05-06-2018 | Voucher: Delivery Note

KRA Traders delivered following goods to Manya Enterprises with the reference
number — 1 for ¥ 15,000 each.

Name of Item Quantity Rate per (%) Amount (%)
Samsung 32GB 05 Nos 15,000 75,000
Mobile Phone

Table 6.40

To record the transaction in the books of account, first ensure that the required ledgers are created
in Tally.ERP 9.

Step 1: Creation of Accounting Masters
Activity: Create the following 1 edger Acconnts in the books of KRA Traders:
1) Create Manya Enterprises (Customer) under Sundry Debtors

2) Alter Sales A/c and set Inventory values are affected to Yes



Step 2: Recording Delivery Note Voucher

To record the Delivery Note voucher in Tally. ERP 9, follow the steps given below:

1
2.
3.
4
5

Go to Gateway of Tally > Inventory Vouchers > Alt+F8: Delivery Note
Press F2:Date and change the date to 05-06-2018
Enter the Reference no. as 1
In the Party A/c name ficld, select Manya Enterprises
In the Party Details screen, provide the details as shown below:
¢ Order Details
o Otder No(s) : DC 1 and date 05-06-2018
o Mode/Terms of Payment : Cheque Payment
o Other Reference(s) : DC 1 to Manya Enterprises
o Terms of Delivery : Delivery and payment on same day
¢ Despatch Details
¢ Despatch Doc No.: 01
o Despatch through : Truck
¢ Destination : Mysore

The Party Details screen displays as shown in the figure 6.41

Order Details

Order Nnis Mode/Terms of Payment: Cheque Payment
ot S-Jun20% Qther Referencels) DC1 to Manya Enerprises
Terms. of Delevery Coloeny 1o Pt cr Swse Dy

Degpateh Dac. No. m
Despatched through Truck

Destination

Despatch Details

lysore

Buyers
Address

State
Sales Tax Ne
CST Mumber

Typ of Dealer

Buyer’s Details
: Manya Enterprises
: Mysore

: Karnataka

[ Not Applicable

Figure 641 Party Details screen (Delivery Note)

Select the Sales A/c ledger

Under Name of Stock Item select Samsung 32GB Mobile Phone

In the Item Allocations Screen, Sclect Not Applicable from the List of Tracking
Numbers.

Enter Quantity as 5 Nos, Rate as ¥ 15,000 and the amount will get captured automatically



as T 75,000,

The completed Delivery Note Voucher Creation screen appears as shown in the figure 6.42:

Inventory Youcher Creation

- 5 Ctrl + M
Delivery Note (11N 5-Jun 2018
Reference no.: 1 Tuesday
Party Afc name Manya Enterprises
Curent balance
Sales lediger . Sales Ac
Name of liem Quaniity Rate per Amount
Samsung J2GB Mobile Phone 5 Mos 1500000 Nos F5,000.00
[ End of List
Narmation: 5 Nos Accept ?
Yes or Ho

Figure 6. 42 Delivery Note 1 oucher Creation screen

10. Accept the screen

The delivery note transaction will affect in stock summary, and all inventory books. 1f the option
integrate accounts with inventory is enabled in F11:Fl:Accounting feature, then the stock value
will reflect in accounting reports like balance sheet, profit & loss account, trial balance etc.

6.8.3 Rejection In Voucher

Rejections In Voucher is used to record the goods that are rejected and returned by the customer
before recording the sales invoice.

Illustration 21: Recording a rejection in voucher in Tally. ERP 9

Pass the following transactions in the book of KRA Traders:

(07-06-2018 | Voucher: Rejection In

KRA Traders received following goods from Manya Enterprises for ¥ 15,000
against the goods delivered on 05-06-2018.

Name of Item Quantity Rate per (%) Amount (%)
Samsung 32GB 01 Nos 15,000 15,000
Mobile Phone




Table 6.41

To record the transaction of table 6.41, in the books of account, first ensure that the required
ledgers are created in Tally. ERP 9.

Step 1: Configuration of Rejection In
To configure Rejection In voucher, follow the steps given below:

1. Goto Gateway of Tally > F11: Company Features > F2: Inventory Features > Enable
the option Use rejection inward and outward notes to Yes

The Inventory Features screen with the required options enabled, appears as shown in the figure
06.43

Company Dperations Alteration

Company. KRA Traders
Inwentory Features

General Invoicing
Integrate accounts and imventary 7 Yes Enable inwsicing ? Yes
[Enable zero-valued transactions * No eI CRUE 7 Yos
Use debit and credit notes ? Yes
Storage and Classification Record credit notes in invoice mode ? Yes
Maintain multiple Gadowns 7 No Record debit notes in imvice mode 7 Tor
Maintain stock categories % No Use separate discount column in invoices 7 No
Maintain batch-wise details 7 No Purchase Management
L TR N L Track additional costs of purchases ? No
Use separate actual and billed quantity columns 7 No
Sales Management
Order Processing
: Use multiple price levels 7 No
[Enable purchase order processing ? Yes
Enable sales order processing 7 Yes Other Features
Enable job order processing 7 No Use tracking numbars (enables delvery and receipt notes) ? Yes
(Enabin Ihe cotions Reun ain mutiple. goclow:s' Use rajection inward and outward notes 7 Yes,
and Use maleral in and cut vouchers) L > - |
Use matenal in and out vouchers ? No
Use cost fracking for stock: item 2 No
Accept 2
F1: Accounts FZ: Inventor F3: Statutory F6: Add-Ons Vesior N

Figure 6.43 Inventory Features screen

2. Accept the screen
Step 2: Recording Rejection In Voucher

To record the Reiection In voucher in Tallv.ERP 9. follow the steps eiven below:



Go to Gateway of Tally > Inventory Vouchers > Ctrl+F6: Rejection In

Press F2:Date and change the date to 07-06-2018

In the Ledger Account field, select Manya Enterprises

In Customers Name and Address ficld, Manva Enterprises will capture automatically
Under Name of Item select Samsung 32GB Mobile Phone

6. In the Item Allocations Screen, Select Not Applicable from the List of Tracking
Numbers.

UL

7. Enter Quantity as 1 Nos, Rate as ¥ 15,000 and the amount will get captured automatically
as ¥ 15,000.

The completed Rejection In Voucher Creation screen appears as shown in the figure 6.44:

Inventary Youcher Creation

Ctrd +
|_Rejections In LR} 7Jun-2018
Thursday
Ledger Account Customner’s Name and Address
Manya Enterprises Kanya Enterprises
Name of ltem Quantity Rate per Amount|
Sawsung 208 Madde Fhane 1 Nos 1500000 Hos 15,000.00
Accept ?
Namation 1 Nos
Yes or No

Figure 6 44 Rejection In 1 oucher Creation screen

8. Accept the screen

The rejection in transaction will affect in stock summary, and all inventory books



6.8.4 Rejection Out Voucher

Rejections Out Voucher is used to record the goods that are rejected and returned to a supplier
betore recording the purchase bill.

Illustration 22: Recording a rejection out voucher in Tally. ERP 9

Pass the following transactions in the book of KRA Traders:

10-06-2018 | Voucher: Rejection Out

As on 10-06-2018, KRA Traders Rejected 3 Nos of Samsung 32GB Mobile

Phones received from || Enterprises for ¥ 10,000 against the goods received on

01-06-2018
Name of Item Quantity | Rate per (¥) | Amount (%)
Samsung 32GB Mobile Phone 3 Nos 10,000 30,000

Table 6.42

To record the transaction of table 6.42, in the books of account, first ensure that the required
ledgers are created in Tally. ERP 9.

Step 1: Recording Rejection Out Voucher

To record the Rejection Out voucher in Tally. ERP 9, follow the steps given below:

Go to Gateway of Tally > Inventory Vouchers > Alt+F6: Rejection Out

Press F2:Date and change the date to 10-06-2018

In the Ledger Account field, select JJ Enterprises

Supplier’s Name and Address ficld, |] Enterprises will capture automatically

Under Name of Item sclect Samsung 32GB Mobile Phone

In the Item Allocations screen, select Not Applicable from the List of Tracking
Numbers.

AN o

7. Enter Quantity as 3 Nos, Rate as ¥ 10,000 and the amount will get captured automatically
as T 30,000.

The completed Rejection Out Voucher Creation screen appears as shown in the figure 6.45:

Inventary Youcher Creation
Rejections Out [IhA 10-Jun-2018
Sunday
Ledger Account Supplier's Name and Address
«kJ Enterprises JJ Enterprises
Name of ltem Quantity Rate per Amount
Samsung LGB Medde Fhane 3 Nos 1000000 Nes 30,000.60




Accapt?

Marmation 3 Nos

Figure 6.45 Rejection Out 1 oncher Creation screen
8. Accept the screen
The rejection out transaction will affect in stock summary, and all inventory books
To view a Stock Summary Report,
1. Go to Gateway of Tally > Stock Summary> Press Alt+F1 for detailed mode.

The Stock Summary screen appears as shown in the figure 6.46:

HRA Traders
Particulars 1-Apr-2017 io 31-Mar-2013
Clesing Balance
Quantity Rale: Walue
Plastic Water Sollle 180 Nos 100.00 Bm 00

obile Phiona =30)000.00
Steal Water Bottla 60 Nos 500.00 4000000/

Grand Total Nos B8,000.00

Fignre 6.46 Stock Summary Report

2. Press Enter on Samsung 32GB Mobile Phone
3. You will get Stock Item Monthly Summary, Select June Month.



4. Press Enter to view the Stock Vouchers

The Stock Vouchers screen appears as shown in the figure 6.47:

Stock Vouchers 2 Ctrl + M
Stock lem. Samsung 32GB Mobile Phone 1~Jun-2018 to 30~Jun-2018
Date Particulars Veh Type Veh ho. | Closing
O

1-6-2018 JJ Enterprises lece 1
552018 Manya Enterprises Deliveny Yot 1 5 Nos 150000 75,000.00{ S Nos 900000 50,000.00
7-6-2018 Manys Entarprises Rejectostln 1 (1 Nos )00 (115000.00] GhNos 0MOD  60,000.00
10-6-2018 &) Enterprises Fejections Dot 1] ()3 Nos 19m0m  (330,000.00, SNos WMOM  30,000.00

Totaks : ¥ Nos 1000000 7000000 4 MNos 9500000 60,000.00] 3 MNos 900000 30,000.00

Figure 6.47 Stock 1 ouchers Report
The stock vouchers report displays (-) 1 Nos towards the rejection in entry passed in the outward
side of the report with (-) 15,000, because the stock is rejected by the customer Manya Enterprises.
The closing stock in the godown raises from 5 Nos to 6Nos after passing the rejection in voucher.

Similarly, (-) 3Nos displays in the inwards column for the rejections out entry made, because the
stock was rejected by KRA Traders and returned to supplier J] Enterprises. The Closing stock in
the godown decreases from 6Nos to 3Nos after passing the Rejection Out voucher.

6.8.5 Stock Journal Voucher

Stock Journal Voucher is used to transfer the goods from one location to another. The quantity
of stock remains the same, but the location (godown) changes. Stock journal voucher can also be

accounted for wastage or shortage of stock to increase or decrease in the Stock Item.
Illustration 23: Recording a Stock Journal Voucher in Tally. ERP 9

Pass the following transactions in the book of KRA Traders:

15-06-2018 | Voucher: Stock Journal

As there is shortage in stock in Delhi Location, KRA Traders transferred the
following goods from Bengaluru Location to Delhi Location.

Name of Item Quantity | Rate per (¥) | Amount (%)
Samsung 64GB Mobile Phone 20 Nos 15,000 1,00,000




l l |
Table 6.43

To record the transaction of table 6.43, in the books of account, first ensure that the required
ledgers are created in Tally. ERP 9.

Step 1: Creation of Inventory Masters

Stock Item

1. Go to Gateway of Tally > Inventory Info. > Stock Items > Under Single Stock Item

> Create
Samsung 64GB Mobile Phone
Against the Field Action to be Performed
Name Enter as Samsung 64GB Mobile Phone
Under Select as Primary
Units Select as Nos
Opening Balance Leave it Blank.
Table 6.44

Activity: In F11: Company Features >F2: Inventory Features > Enable the option Maintain
multiple Godowns

Godown
Go to Gateway of Tally > Inventory Info. > Godowns > Create

Bengaluru Location

Against the Field Action to be Performed
Name Enter as Bengaluru Location
Under Select as Primary

¢ Allow storage of materials: This option is used for deciding whether storage of materials ig
allowed in this Godown or not. This option will appear only if the option Allow advanced
entries in master is enabled in F12: Configuration, while creating stock items. 1f the opton|
is not visible, then by default this option will be set to Yes.

¢ Our Stock with Third Party: Sct this option to Yes, if the godown is used to account the
company's goods lying with the third party.

¢ Third Party Stock with us: Set this option to Yes, if the godown created is used to account
the goods received from third party and the stock of third party should not affect the company




stock value,

Table 6.45

Delhi Location

Against the field

Action to be performed

Name

Enter as Delhi Location

Under

Select as Primary

Table 6.46

Activity: Record the following transaction in the books of KRA Traders.

11-06-2018

Voucher: Purchase

KRA Traders purchased following stock items from [ Enterprises, with supplier invoice

number 6 and stored in Bengaluru 1acation.

Name of Itemn Quantity Rate per %) Amount ()
Samsung 64GB Mobile 100 Nos 15,000 15,00,000
Phone

Table 6.47

Step 2: Recording Stock Journal Voucher

To record the Stock Joumal voucher in Tally. ERP 9, follow the steps given below:

1. Go to Gateway of Tally > Inventory Vouchers > Alt+F7: Stock Journal
. Press F2:Date and change the date to 15-06-2018
3. Select Samsung 64GB Mobile Phone under Name of Item from the List of Items,
which needs to be transferred under Source(Consumption)

4. Select the Godown as Bengaluru Location from the List of Godowns

5. Enter Quantity as 20 Nos, Rate ¥ 15,000 and the Amount ¥ 3, 00,000 will capture
automatically.

6. Press Enter
7. Select Samsung 64GB Mobile Phone under Name of Item from the List of Items, to
which goods are being transferred under Destination (Production).
. Select the Godown as Delhi Location from the List of Godowns
9. Enter Quantity as 20 Nos, Rate ¥ 15,000 and the amount T 3, 00,000 will get captured
automatically
10. Enter the Narration

The completed Stock Journal Voucher Creation screen appears as shown in the figure 6.48:




Transfer of Materials
Source {Consumption] Destination {Production)
Mame of Item Godown Name of Hem Godawn
Quantity Rate Amount Quantity Rate Amount
Samsung §4GE Mobile Phone Bengaluru Location Samsung 64GE Mobile Phone Delhi Location

20 Nos 15,000.00Wes 30000000 20 Nos 75,000.00/Nas 3,00,300.00

Accept ?

20 Nos 3,00,000.00 20 Nos
Narration: Being Stock Transfered to Delhi Locstion Yes or Mo

Figure 6.48 Stock Journal Voucher Creation Screen
11. Accept the screen

The stock journal transaction will affect in stock summary, and all inventory books, If the option
integrate accounts with inventory is enabled in F11:Fl:Accounting feature, then the stock value
will reflect in accounting reports like balance sheet, profit & loss account, trial balance etc.

6.8.6 Physical Verification of Stocks

Physical Stock Voucher is used for recording the actual stock which is verified or counted. It
happens when the stocks in books of accounts and the physical stock do not match.

Example: If KRA Traders has 80 Nos of Samsung 64GB Mobile Phones as on 15-06-2018 in
Bengaluru Location godown and. On 20-06-2018, while physically counting it was found that the

stock in Bengaluru was 75 Nos.

In the above scenario, stock recorded in books of accounts is 80 Nos and while physically countng
the stock was 75 Nos. Remaining 5 Nos of stock, there is a shortage in Bengaluru Location godown
found during Physical verification should be accounted in the books of accounts.

Considering the above example, will illustrate the same in Tally, using Physical Stock Voucher.
Illustration 24: Recording a Physical Stock Voucher in Tally. ERP 9

Pass the following transactions in the book of KRA Traders:

20-06-2018 | Vouchet: Physical Stock

Physical Verification done on 20-06-2018 and found that there is only 75 Nos
of Samsung 64GB Mobile Phones in Bengaluru Location.

| Name of Item ‘ Godown [ Quantity |



Samsung 64GB Mobile Bengaluru Location 75 Nos
Phones

Table 6.48

Step 1: Recording Physical Stock Voucher
To record the Physical Stock Voucher in Tally. ERP 9, follow the steps given below:

Go to Gateway of Tally > Inventory Vouchers > Alt+F10: Physical Stock Voucher
Press F2:Date and change the date to 20-06-2018

Under Name of Item select Samsung 64GB Mobile Phones

Select Godown as Bengaluru Location

Enter Quantity as 75 Nos.

e

The completed Physical Stock Voucher Creation screen appears as shown in the figure 6.49

Physical Stock Verification
Name of Item
Godown Batch/lat No. Mig Dt Bgry s Cuantity Amount
Samsung 64GE Mobile Phone
Bangaluru Lacation 75 Nos
Accept ?
Narration: Yes or Mo

Figure 6.49 Physical Stock Voucher Creation Screen

IS A rront the crvrean
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The physical stock entry will affect in Stock Summary, Physical Stock Register and all
Inventory Reports.

Godown Summary Report to Display Physical Stock Value.
To view a Stock Summary Report to display the physical stock values in the particular godown,

1. Go to Gateway of Tally > Stock Summary> Press F9: Inventory Reports > Select
Godown Summary.
2. Press F2:Period and enter the required period

The Godown Summary screen appears as shown in the figure 6.50:

KRA Traders
Particulars 1-Ap-2017 to 31-Mar-2013

Closing Balance
Rl

Quantity Walue

Beng aluru Location
Delhi Location [ 00 300
Main Location 263 Nos 33460 53,000.00

Grand Total

-

15.13,000.00

Figure 6.50 Godown Summary Screen

3. Press Enter on Bengaluru Location
4. Press Enter on Samsung 64GB Mobile Phone

Samsung 64GB Mobile Phone Stock Quantity displays 45 Nos as shown in the figure 6.51

Bengalury Location
KRA Traders
Particulars 1-Apr-2017 to 31-Mar-2019
Closing Balance
Quantity Rate: Walue

] 64G8 Mobile Phone 75 Nos _ 15,.000.00 11,25,000.00




Grand Total 75 Nos 11,25,000.00

Figure 6.51 Godown Summary screen (Samsung 64GB Mobile Phoie)

5. Press Enter to get the Godown Monthly Summary
6. Select June Month and to display the Godown Vouchers screen to get the Physical Stock
Voucher as shown in the figure 6.52:

Godown Vouchers

Stock iem: Samsung 64GB Mobile Phene 1-Jun-2018 to 30~Jun-2018
Godown . Bengaluru Location

Date Particulars Veh Type Veh b,

Inwards: Outwards Closing
Quantity Rate Value Quantity Rate Walue Quantity Rale Malue

11-6-2018 JJ Enterprises Purdase 6100 Nos 156000 15,00,000.00 100 Nos 1500000 15,00,000.00
15-6-2018 Samsung 64GB Mohile Phone B0 12, .00

20-62018 Physical Stock

Totals : 100 Nos 1500000 15,00,000.00) 25 Nos 10000 3,00,000.00{ 75 Nos 9500000 11.25,000.00

Fignre 6.52 Godown Vouchers Sereen (Samsung 64GB Mobile Phone)

Here, the stock summary is displayed in detail for the particular godown (Bengaluru Location) to
have better visibility in Physical Stock quantity.

Note: Physical S tock quantity will be displayed as actual stock in the Stock Summary from the date of entry of the
Physical Stock.

Physical Stock Register

This register summarises the stock adjustments made during the reporting period. An analysis of
the stock recorded in the register gives us an insight into the causes of discrepancies to ensure that
timely action is taken. Physical stock register displays a list, showing the number of vouchers in each
month

To view a Physical Stock Register Report,

1. Go to Gateway of Tally > Display> Inventory Books > Physical Stock Register >
Press Enter on June month transaction

The Physical Stock Voucher Register screen appears as shown in the figure 6.53:

Voucher Register KRA Traders



List of All Physical Stock Vouchers 1Jun2018 to 30 Jun-2018

Date Particulars ech Type Weh No. Inveards Outwards
Quantty Guantiy|
20-5-2018 Samsung 64GB Mobile Phone Fhyscd Sudk 1 75 Nos
Fignre 6.53 Physical Stock 1 oncher Register screen
Conclusion

In this chapter we have learnt, how day-to-day business transactions are recorded in Tally. ERP

9. The instant report generation feature of Tally makes it possible to check out the impact of each

transaction in the books of a business concern and helps in tracking the status of inventory and

movement of goods, leading to efficient logistics and supply chain management.

Key Takeaways

A voucher is a document containing the details of a financial transaction.

Any transaction indicating the transfer of funds from cash account to cash account, cash
account to bank account; bank account to cash account and bank account to bank account
is referred to as a Contra Entry.

In Tally. ERP 9, a Payment Voucher is used to record all transactions involving payments
made by cash or bank.

In Tally.ERP 9, a Receipt Voucher is used to record transactions involving receipt of cash
and through bank.

In Tally.ERP 9, a Sales Voucher is used to record entries when the company sells some
goods to the customers either by cash, cheque or on credit basis.

In Tally. ERP 9, a Credit Note entry is passed to account for return of goods sold, generally
issued by the seller to the buyer.

In Tally.ERP 9, a Purchase Voucher is used when a company purchases some goods from
its suppliers on cash, cheque or credit basis.



¢ In Tally. ERP 9, a Debit Note entry is passed for purchase returns or for any change in
price consideration

¢ You can generate Proforma Invoice in Tally. ERP 9, generally issued by the seller to buyer
as an estimated invoice.

¢ You can account Non-Accounting vouchers in Tally, which are used for provisions.

¢  You can account all inventory vouchers, Receipt Note, Delivery Note, Rejection in and
out, Stock Journal and Physical Stock voucher.

Shortcut Keys

Shortcut Key Description

F2 ¢ From any Accounting voucher creation or alteration
* To Change the Date

F4 ¢ From accounting voucher creation screen

e To access a Contra Voucher

E5 e From accounting voucher creation screen
® To access a Payment Voucher

F6 e From accounting voucher creation screen

e To access a Receipt Voucher

E7 ¢ From accounting voucher creation screen

® ‘To access a Journal Voucher

F8 ¢ From accounting voucher creation screen
e To access a Sales Voucher

F9 ¢ From accounting voucher creation screen
e To access a Purchase Voucher

Cerl+F8 e Trom accounting voucher creation screen
e To access a Credit Note Voucher

Creel+19 e From accounting voucher creation screen

e To access a Debit Note Voucher

Alt+F9 e Trom inventory voucher creation screen
e To access a Receipt Note Voucher

Alt+F8 e From inventory voucher creation screen
e To access a Delivery Note Voucher

Ale+F7 e From inventory voucher creation screen
e To access a Stock Journal Voucher

Alt+F6 ¢ From inventory voucher creation screen
* To access a Rejections In Voucher

Curl+Fo6 e FProm inventory voucher creation screen
e  To access a Rejections Out Voucher

Ctrl+L e From accounting voucher creaton/alteration screen

e To make any voucher as Optional

Ctrl+F10 e Trom accounting voucher creation screen
e To access Memorandum Voucher






