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Introduction

In the previous chapters, Fundamentals of Accounting and Journalising & Posting of
Transactions, introduced you to the principles of accounting, and the entire cycle of accounting,
starting with recording of business transactions to preparing key financial statements.

This chapter will help vou understand the application of accounting knowledge in a real-dme

business scenario, using a computerised accounting system, Tally. ERP 9.

Maintaining accounts under the manual system of accounting is a tedious and time-consuming
activity. Under this system, transactions are first recorded in journals, then the entries are posted
into the respective ledger accounts and then a trial balance is prepared, to verify whether, the ledger
summaries of all account transactions are accurate. If the totals of the debit and credit side of the
trial balance are not equal, then to rectify the same, adjusting entries are passed and ledger entries
are corrected. Finally, the transactions data is used to prepare the accounting reports for each
accounting period. With the increase in scale of business and volume of business transactions, the
difficulties and complexities of maintaining accounts also increases.

Computerised accounting puts an end to the above tedious and time-consuming process. It
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day transactions. The rest of the accounting process including generation of financial reports is
automated.

Among accounting softwares, Tally. ERP 9 stands out for its simplicity and efficiency. It is one of
the fastest and most powerful concurrent multi-ingual Business Accounting and Inventory
Management softwares available in the market. Itis a fully integrated, affordable and highly reliable
software. Tally. ERP 9 is easy to buy, quick to install, and easy to learn and use. Tally.ERP 9 is
designed to automate and integrate all business operations, such as sales, finance, purchasing,
inventory, and manufacturing.

Let us understand how to get started with Tally. ERP 9, before moving on to recording
transactions.

3.1.1 Getting Started with Tally. ERP 9

To begin working on Tally. ERP 9, double click the Tally.ERP 9 icon on your system.

Tally. ERP 9 Gateway of Tally screen appears as shown in the figure 3.1:
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Figure 3.1 Gateway of Tally screen

The key components of the Gateway of Tally screen are as listed below:

Top Horizontal Button Bar: This panel contains, Option to print, e-mail, import, and upload

data, access help, control centre, and support centre.

Close Button: This button allows you to exit the current screen. If you are at the Gateway of

Tally, clicking this button allows you to exit the application.

Vertical Button Bar: All the button options are displayed here. The buttons vary from screen to

Screen.

Calculator: Mathematical calculation can be done here. Press Ctrl+N to use the Calculator

function.

Information Panel: This displays details of Product, Version, License, and Configuration

Menu: This box contains options to Select Company, Create Company etc.

3.1.2 Mouse and Keyboard Conventions

While working on Tally. ERP 9, you may use the following keyboard conventions:

Mouse/Keyboard Conventions

Action Particulars
Fn Press the Function key
En Press Alt+ Function key
En Press Ctrl + Function key

Table 3.1




Switching between Screen Areas

When Tally. ERP 9 first loads, the Gateway of Tally screen is displayed. To switch between the
main screen area and calculator at the bottom of the screen, press Ctrl+N or Ctrl+M. Press
Ctrl+Alt+T to navigate to Product and Features screen, press Ctrl+Alt+L to navigate to the
License and Services detail screen, press Ctrl+Alt+F to navigate to Configuration
Information screen.

Quitting Tally

You can exit the program from any Tally screen, but Tally requires all screens to be closed before
it shuts down.

To quit working on Tally:

® Press Esc until you see the message Quit? Yes or No. Press Y or Enter, or click on Yes
to quit Tally
¢ Alternatively, to Exit without confirmation, press Cttl+Q from Gateway of Tally

*  You can also press Enter or Quit in the Gateway of Tally

Now that you are familiar with Gateway of Tally and keyboard conventions, let us use a business
scenario to illustrate the creation of a company in Tally. ERP 9, before recording business

transactions in its books of account.

Business Scenario

Nidhi Sales Pvt Ltd., is a dealer in computer hardware. The company maintained its accounts
manually till March 2017. In April 2017, the company installed Tally. ERP 9,

After installation of Tally.ERP 9, the company’s accountant is required to create the company,
‘Nidhi Sales Pvt Ltd.” in Tally. ERP 9. After company creation, ledgers and groups have to be

created as per the previous year’s balance sheet with their balances to record further transactions.

3.2 Company Creation

The first step in working with Tally. ERP 9 is to create a Company. A Company in Tally. ERP 9 is
a central repository where you can maintain all the financial records of your business, and from

where you can extract the required financial reports and statements.



‘I'he procedure to create a company is illustrated using the above business scenario.

Illustration 1: Company creation, selection, alteration and shutting of company in
Tally. ERP 9

Go to Gateway of Tally > Company Info. > Create Company.

The Company Creation screen appears as shown in the figure 3.2:

Company Creation Ctrl + M
Directory CiUsers\praveen.pg.Desktep\Datz Books and Financial Year Details
Name Financial year begins from 142017
Books begi fri 142017
Primary Mailing Details TR O
Mailing name Security Contral
Address
Tally*ault password (if any)
Repeat password
Country India (Warning: Forgetting TallyVaul password wil rencier your data inaccessible)
Stale [ Not Applicable Use secuiity control ? No
Pincode (Enabie secunty to avail TSS features)
Contact Details
Fhone no
Mobile no
Fax no,
E-mail
Website
Base Currency Information
Base currency symbol ? Number of decimal places
Formal name INR Word representing amounl after decimal paise
Sufiix symbol to amount ? No No. of decimal places for amount in words 2
Add space between amount and symbol ? Yes
Show amount in millions 7 No

Figure 3.2 Company Creation Screen

The fields in the Company Creation screen and the information to be filled in each of them are

explained below.

To navigate between the fields, use Enter/Tab, or Mouse clicks.

Directory: The path to the location of Tally. ERP 9 data is displayed here. By default, the
path provided while installing Tally. ERP 9 will be displayed. However, you can press
Backspace and specify the location in which you want the data to be stored.

Name: Provide a name for the company that is being created. In this example, we are
creating a company named Nidhi Sales Pvt. Ltd.

Primary Mailing Details: The mailing name and address details are picked from here for

any report such as balance sheet and statements of accounts.

o0 Mailing name: The name provided for the company in the Name ficld is
automatically displayed here. However, you can change it as per requirements. The
name specified here will be used for mailing purposes.

In this example, Nidhi Sales Pvt. Ltd. is retained.

© Address: Fill in the company’s address. Country: Select the country in which the

company is located. This will allow users to choose the statutory capabilities

available for that country. In this example, the country selected is India.



L

o State: This field appears once India is selected as the country. Select the State in

which the company is located. In this example, Nidhi Sales Pvt Ltd is located in
Karnataka.

o Fill in the relevant PIN Code.

o Fill in the relevant numbers in the Phone No., Mobile No. and Fax No ficlds.
E-mail: Fill in the company’s official E-mail 1D here. This will be used while
E-mailing reports and statements from Tally. ERP 9.

o  Website: Fill in the company’s official website address.

¢ Books and Financial Year Details:

o Financial year begins from: This refers to the twelve-month accounting period
of the company. For Nidhi Sales Pvt Ltd, the financial year begins on 1-4-2017.
o Books beginning from: The date provided in the aforesaid field will be

automatically displayed here. In the example, the date is retained. However, if you

have started with maintaining your books of accounts with Tally. ERP 9 mid-year,

the required date can be set accordingly.

e Security Control

o Tally Vault password (if any): Once you enter a password here, you will need it

to open your company each time. The name of a company that is locked using
Tally Vault will be hidden with the asterisk *” symbol. You need to provide the
Tally Vault password to open and access the company.

o Use security control? : Setting this option to Yes” will allow you to define the

access rights for each user who will access your company. This feature is explained

in forthcoming volumes. For Nidhi Sales Pvt Ltd., we shall set this opton to No.

e Base Currency Information:

@]

Base currency symbol: The base currency symbol will be filled as per the
country selected. For India, itis 2.

Formal name: The currency’s formal name will be filled here. In this example,
it is INR (Indian Rupees).

Suffix symbol to amount?: For some countries, the currency symbol is
specified after the amount. This option can be enabled for such countries, so
that the currency symbol may be printed after the amount. However, Nidhi
Sales Pvt Ltd., is an Indian company and hence this option is set to No.

Add space between amount and symbol?: Tally. ERP 9 will provide a single
space between the amount and the currency symbol, if this option is set to Yes.
For e.g.: T 5,000. Notice the space between symbol and the amount

Show amounts in millions?: If the company’s financial statements need to
have their values expressed in terms of millions, set this option to Yes.
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base currency is set to 2. However, you can have up to 4 decimal places. The

Indian currency has 2 decimal places whereas certain other countries require 3

decimal places and so on.

o Word representing amount after decimal: The symbol for amounts

expressed in decimals will be set by default. For India, it is paise.

o No. of decimal places for amounts in words: You can specify the number

of decimal places for printing the amount in words. This number should be

equal to or lesser than the number specified in Number of Decimal Places field.

For example, if the currency has up to 3 decimal places, the value to be printed

in words can be restricted to 2 decimal places.

Note: Base currency information is set to defanlt based on the country selected. In the above Wlustration, we have

selected India so the base currency symbol is 3.

The Company Creation screen for Nidhi Sales Pvt Ltd., appears as shown in the figure 3.3

Directory CilUsers\praveen pg\Desktopibate Books and Financial Year Details
Narme Midhi Sales Pvt. Ltd Financial year begins from 142017

e Books beginning from 142017
Mailing name : Nidhi Sales P, Ltd Security Contral
AQOress | M@:234, 3rd Fioor, Ete Buldng

Ramajayanagara

Tallyauh password (if any)

Jayanagar Repeat password
Couniry * India (Waming: Forgetting Tail/Vault password wil mencier your dats inaccessibia)
State : Kamataka Use secunty control ? No
PFincode © 560019 (Enable sacunty o avail T35 features)
Contact Details.
Phai fid © 08022345678
Mabile no © 067654367
Fax no. :
E-mail © wawwenidhi@gmail. com
Website weerwr.nidhisalles.com
Base Cumrency Information
Base cumency symbol T Number of decimal places 2
Fermal name INR Yvord representing amount after decimal a
Suffix symbol to smount ? No No. of decimal places for amount in word Accept ?
Add space batwaen amount and syrmbol 7 Yes Pt
Show amount in millions ? No Sran i e

Figure 3.3 Company Creation Screen

The message Accept? Yes or No will be displayed. Press Enter or Y to save the details

After saving the Company Creation screen, The Gateway of Tally screen will appear with the

company’s name displayed on the left pane as shown in the figure 3.4

The Gateway of Tally screen with loaded company name appears as shown in the figure 3.4:

G ateviay of Tall

Current Penod
14-2017 1o 3132018

List of Selected Companies

Narme of Company
Nidhi Sales Pvt. Ltd

Date of Lagt Entry

Mo Vouchers Entered Inventory Info

Ctrl + M

Gateway of Tally

Masters
Agcounts info.

Transactions
ALCounting Vouchers
InvenTory Vauchers

Ut ties

ImpOrt Data
Banking




This indicates that the company is currently open in Tally. ERP 9

Reports
Balance Sheet
Proft & Loss AlC
Stock Summary
Ratio Analysis

Display
Mufti Account Printing

oult

Figure 3.4 Gateway of Tally Screen (Company Loaded)

Activity: Create a company - Indus Enterprises by pressing Alt+F3 > Create company > with the financial
year begins from 1st April, 2017 and books beginning from 15t April, 2017. You may enter company details

(address, email, ete.) as per your choice.

On completing the above activity, the Gateway of Tally screen with two companies loaded will

now appear as shown in the figure 3.5:

The Gateway of Tally screen with two companies loaded appears as shown in the figure 3.5

G atevay of Tall Ctrl + M_H3]

Curreng Penod
142017 10 3132018

Narme of Compang
Indus Enterprises

Indus Enterprises
Midhi Sales P Ltd

Current Date
Saturday, 1 Apr, 2007

List of Selecied Companies

Date of Last Entry
Mo Vouchers Entered

Mo Vouchers Enteved
Mo Vouchars Entoved

Gateway of Tally

Masters
Inventory Info
Transactions
Accourting Vouchers
InvenTory Vauchers
Utilities
ImpOrt Data
BaNking
Reports

Balance Sheet
Profit & Loss AC
Stock Summary
Ratio Analysis

Display
PAulti Account Printing

Quit

Figure 3.5 Gateway of Tally with the New Company — Indus Enterprises
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Sfrom the list of loaded companies. To switch between the companies loaded, all you have to do is; click the name of
the company or press F3 and select the comparny on which you want fo work on.

3.2.1 Shut a Company
By shutting a company, you are essentially closing a company. To return to working on Nidhi Sales
Pvt. Ltd,, let us close Indus Enterprises.
To do so,
1. Go to Gateway of Tally > F3: Company Info. (Alt + F3)

2. Click Shut Company. Tally.ERP 9 displays the Close Company screen, with the List of
Companies that are open.
You can also use Alt + F1 from the Gateway of Tally to get to this screen

3. Shut the company Indus Enterprises

3.2.2 Select a Company
By ‘selecting’ a company, you are essentially opening it in Tally. ERP 9.
1. Go to Gateway of Tally > F3: Company Info. (Alt+F3)
2. Click Select Company, or press S. Tally. ERP 9 displays the Select Company screen, with

a List of Companies that are available in the location specified.
You can also press F1 to get to the Select Company screen. Select Nidhi Sales Pyt Ltd.

3.2.3 Alter a Company

By “altering’ a company, you are modifying the details which you have provided in the Company
Creation screen.

1. Go to Gateway of Tally > F3: Company Info. (Alt+F3)

2. Click Alter or press A.

If multiple companies are loaded on Gateway of Tally screen, then Tally. ERP 9 displays the
Select Company screen, with a List of Companies that are available in the locaton specified.
Select the company which you need to alter and press Enter to view the Company Alteration
screen. Alter the company details as required and accept the screen

3.3 Company Features and Configurations

Once you have created a company in Tally. ERP 9, the next step would be to setup Tally. ERP 9’s
Features and Configurations. There are sets of options that help you optimize your usage of
Tally. ERP 9.



3.3.1 Company Features: F11

Features in Tally. ERP 9 are a set of capabilities, provided as options that enable you to maintain
financial records as per your business needs. The Company Features menu can be accessed by
clicking F11: Features on the vertical button bar. The effect of these options will be reflected only

in the company for which they are enabled.

Company Features section in Tally. ERP 9 is divided into the following major categories:

® Accounting Features
¢ Inventory Features

e Statutory & Taxation
o TS5 Features

e  Add-On Features

You can press F11 from any screen of Tally. ERP 9 or you may also click the F11: Features button
available in the button bar, to enable the required features. The features are specific only to the
company currently in use (for which the said feature is enabled), thereby allowing flexibility of

independently enabling different features for each of the companies.

To view the company features screen of Nidhi Sales Pvt Ltd., go to Gateway of Tally > press
F11: Company Features.

The Company Features screen appears as shown in the figure 3.6:

S: TallyShop G: Language ¥: Control Centre | H: Support Centre

Gt Eeinit Guert Do EECEE
142016 to M3 2017 Fritiay, 1 Apr, 2046
List. of Selecied Companies
Narng of Gompany Date of Last Entyy
Nidhi Sales Pyt Ltd. Mo Veuchers Entered

Actounting Festures

Inventory Features

Statutary & Taxztion

Adc-0n Fealures

aut

Fignre 3.6 F11: Company Features menu



There are various settings available under Accounting Features, Inventory Features and
Statutory & Taxation Features, which facilitate the advance functions during voucher entry.

3.3.2 Configuration: F12

Configuration in Tallp.ERP 9 are options that help you modify the way a feature works. The
configuration menu can be accessed by clicking F12: Configure on the vertical button bar. The
options when enabled, will have an effect on all the companies in the data directory.

In Tally. ERP 9, F12: Configure is provided for Accounting, Inventory and Printing options and

are user-definable as per the business requirements,

The F12: Configure is applicable to all the companies residing in the Tally. ERP 9 data directory.
The F12: Configure options vary depending upon the operations, i.e., if you press F12: Configure
from the voucher entry screen, the respective F12: Configure screen is displayed.

To view the company features screen of Nidhi Sales Pvt Ltd., go to Gateway of Tally > click
F12: Configure.

The Configuration menu appears as shown in the figure 3.7:

G ateway of Tall Ctrl + M _E

Current Penod Current Date
142017 10 313-2018 Saturday, 1 Apr, 2007

List of Selected Companes e
Name of Company Date of [53! Enlay

General
Nidhi Sales Pvt. Ltd No Vouchers Entered Numerc Symbols

Accts / inventory Infa
Voucher Entry

Irvvolce ¥ Orders Entry
PaYroll Configuration
Banking Configuration

Printing
E-Malling

Data Configuration
AgvanCed Configuration

ProducT & Features
Licensing

Quit

Fionre 3.7 F12: Confivuration Menu screen



There are numerous settings available under various menus in the F12: Configure screen, which
may be configured for any additional information required to be entered during master creations,
voucher entry and printing.

Now let us get back to the business scenario and see how the accountant at Nidhi Sales Pvt Litd.,
creates a chart of accounts, depicting the hierarchy of ledgers and groups, in Tally. ERP 9 to record
the company’s business transactions

3.4 Chart of Accounts

A Chart of Accounts is a list that describes the accounts that a business uses to record transactions

in its books of account.

The purpose is to establish a framework for classifying, recording, and reporting on your business
transactions and to use as an aid (reference) for looking up accounts when recording transactions.
Without chart of accounts, a business user would find it very difficult to find a list of all his
accounts

Tally. ERP 9 automatically displays a company’s chart of accounts, based on the Ledgers and
Groups that are created for the company.

3.4.1 Ledger

Ledgers are books in which the monetary transactions of a business are posted in the form of
debits and credits. Ledgers are maintained to keep a record of all the transactions pertaining to

an accounting entity.

Common ledgers that all businesses would maintain are cash, bank, debtors, creditors, expenses,
incomes. Without ledgers, it would be difficult to organize all the transactions pertaining to an
accounting entity.

In Tally.ERP 9, for a newly created company, there are two pre-defined ledgers available in
Tally ERP 9

1. Cash

2. Profit & Loss A/c

To view the pre-defined list of ledgers (for Nidhi Sales Pvt. Ltd.), Go to Gateway of Tally >
Accounts Info. > Ledgers > Display (Multiple Ledgers) > Select All Items.
The Multi Ledger Display screen appears as shown in the figure 3.8:

Under Group [ Al ltems For 1-Apr-2017

SNo. | Name of Ledger [ Under | Dpening Balance Ceitr

2. |Profit & Loss A/ I Primary




Figure 3.8 List of Ledgers

3.4.2 Group

Groups are collection of ledgers of the same nature. Account groups are maintained to determine
the hierarchy of ledger accounts which is helpful in determining and presenting meaningful and
compliant reports.

For example, in a business all their customers would be grouped as debtors. This would help them

in easy classification

If account groups are not created, it would be difficult to determine the accounting nature of all
the ledgers in books.

There are 28 pre-defined groups in Tally. ERP 9, which feature in the Chart of Accounts of many
organisations. Out of 28 pre-defined groups, 15 groups are primary groups and 13 are sub-groups.

Among the 15 primary groups, 9 groups are Balance Sheet items and the remaining 6 groups are
Profit & Loss A/c items. You can use these groups to organise the chart of accounts of your
company; you may also create and use group specific to your business transactons. You may also
alter the nomenclature of these 28 groups.

To view the list of the 28 groups, Go to Gateway of Tally > Accounts Info. > Groups >

Display (Multiple Groups) > Select All Items.

The Multi Group Display screen appears as shown in the figure 3.9:

Multi Group Displa
Under Group [ Al ltems

S.No. Name of Group I Under
1. Capital Account 1 _Prifal
2. |Loans {Liability) I Primary
3. |Current Liabilities I Primary
4, |Fixed Assets I Primary
§. |Investments I Primary
6. |Current Assets I Primary
7. |Branch / Divisiens I Primary
8. |Misc. Expenses (ASSET) 1 Primary
9. |Suspense Alc I Primary
10. |Gales A<counts I Primary
11. |Purchase Accounts | Primary
12. |Direct Incomes I Primary
13. |Direct Expenses 1 Primary
14. |Indirect Incomes 1 Primary
15. |Indirect Expénses | Primary
16. |Reserves & Surplus Capital Account
17. |Bank OD A/c Loans (Liability)
18. |Secured Loans Loans (Liability)
19. |Unsecured Loans Loans (Liability)
20. |Duties & Taxes Current Liabilities
21 |opaviziane Prersnt | i2niisse




sundry Creditors
Stock-in-hand

Deposits (Asset)

Loans & Advances (Asset)
Sundry Debtors
Cash-in-hand

Bank Accounts

BERREBRE!

Current Liabilities
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets
Current Assets

Figure 3.9 Multi Group Display screen

Out of the 15 Primary Groups, the following groups appears in Profit & Loss Account:

1. Sales Accounts
Purchase Accounts

Direct Incomes or Income (Direct)

2
3
4. Indirect Incomes or Income (Indirect)
5

Direct Expenses or Expenses (Direct)

6. Indirect Expenses or Expenses (Indirect)

3.5 Ledger Creation

Since Tally. ERP 9 has only two default ledgers, i.c., Cash and Profit & Loss A/c, creation of
ledgers is necessary for recording transactions that involve other accounts.

To understand the process of ledger creation, let us create the necessary ledgers for Nidhi Sales
Pvt. Ltd., based on the Balance Sheet provided in the illustraton given in table 3.2

Illustration 2: Creation of ledgers using single and multiple ledger creation and entering

opening balance in ledgers.

Nidhi Sales Pvt. Ltd.
Balance Sheet as on 31° March 2017

Silver Plus Computers

Supreme Computers

Liabilities Amount (%) Assets Amount (%)
Capital Account Fixed Assets
e Reserves and Surplus Furniture and Fixtures 2,75,450
Capital Reserve 1,25,000 Land and Buildings 4,58,950
General Reserve 1,25,000 Manufacturing Equipment 6,86,650
e Proprietors Capital 10,12,000 Plant and Machinery 7,85,320
Account
Loans (Liability) Investments
e  Secured Loan 3%  Debenture of AG 86,450
Com
Loan From Axis Banfk 12,75,000 Bonds to SBI 86,450
Current Liabilities Current Assets
¢ Sundry Creditors Closing Stock -
Comiputer Care 35450 | » Sundry Debtors
Systems
Horizon Enterprises 15,420 Debtots - South
30,870 35,650




Profit & Loss Account 10,12,000 Debtors — Notth
Data Link Technologies 56,980
Spectrum Computers 75,840
Total 36,50,740 | Total 36,50,740

Table 3.2

The debtors of the company are classified into the following four Groups:

& Debtors - North
& Debtors - South
& Debtors — East

&  Decbtors — West

For illustration purpose, let us create two ledgers based on the details given in the balance sheet
of Nidhi Sales Pvt Ltd. The ledgers to be created, the opening balance for each and the groups
under the ledgers are to be classified are specified in table 3.3:

Ledger Opening Balance Group

Proprictor’s Capital Account 210,12,000 | Capital Account

Land & Buildings ¥ 4,58,950 | Fixed Assets
Table 3.3

In Tally. ERP 9, ledgers can be created in two ways;

¢ Single Ledger Creation: Involves creation of a single ledger at a time.
¢ Multiple Ledger Creation: Involves creation of multiple ledgers at a time.

3.5.1 Single Ledger Creation
For creation of Proprietot’s Capital Account ledger using single ledger creation option,
1. Go to Gateway of Tally > Accounts Info. > Ledgers > Create

2. Enter Name as Proprietor’s Capital Account
3. Select Capital Account from the List of Groups
4. Enter ¥ 10,12,000 Cr. in the Opening Balance (1-Apr-2017) field

The Ledger Creation screen appears as shown in the figure 3.10:

Ledger Creation Nidhi Sales Pvt. Ltd

Name Proprietor’s Capital Account Total Opening Balance
(ahas) :
10,12,000.00 Cr
Difference
10.12.000.00 Cr
Mailing Details
Ty Capitalliccomt Marmi Proprietor’s Capital Account
Address
Inventory values are affected 7 No

Country India
State Kamataka Pincode
Provide bank details No



Tax Reqistration Details
PANAT No
Aceapt ?
Opeiing Balance [ on 1-Apr2017) @ 10,1200000 Cr Yes or No

Figure 3.10 Ledger Creation screen — Proprietors Capital Acconnt

5. Accept the screen

Similarly, to create the Land & Building ledger using single ledger creation option,

1. Go to Gateway of Tally > Accounts Info. > Ledgers > Create
2. Enter Name as Land & Buildings

3. Select Fixed Assets from the List of Groups

4. Enter ¥ 4,58,950 Dr. in the Opening Balance (1-Apr-2017) field

The Ledger Creation screen appears as shown in the figure 3.11

Total Opening Balance

4,586,950.00 Dr
10,12.000.00 Cr
Difference
5,63,050.00 Cr
Mailing Details
Under Fixed Assets Mame Land & Buildings
Address
Imrentory values are affecied 7 No
Country Inlia
State Kamataka Pincode
Provide bank details Na

Tax Registration Details
PANAT No




Accept?
Opening Balance  {on 1.Apr2017) : 45895000 Or Yes o No

Figure 3.11 Ledger Creation screen — Land & Buildings

5. Accept the screen

Note: Tall. ERP 9 displays the fotal debit and credit opening balances along with the difference in opening balance,
while the fedgers are being created in the Ledger Creation screen. This helps in knowing the difference amonnt.

“This shows for each debit there should be a corresponding credit, if not in Tally. ERP 9, you will

get the difference amount”.

3.5.2 Multi Ledger Creation

Now let us create the following ledgers using the Multi Ledger Creation option

Ledger Opening Balance Group

212,75,000 | Secured Loan

Loan From Axis Bank

5% Debenture of AG Com. 286,450 | Investments
Table 3.4

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

The Accounts Info Ledger Menu screen appears as shown in the figure 3.12

Current Penod Curent Date
14-2017 10 3132018 Saturday, 1 Apr, 2007

List of Selected Companies

Name of Company Date of Last Enly
Gatewsy of Taily
Nidhi Sales Pvt. Ltd Mo Vouchers Entered Accounts Info

Single Lecger
Create
Display
Alter

Multipl¢ Ledgers

CReate:
Display
AlTer

oult




Figure 3.12 Accounts Info 1edger Menn screen

Press Enter on Multiple Ledgers Create

In the Under Group field select All Items

Enter Loan From Axis Bank in the Name of Ledger field under group Secured Loans from
the List of Groups.

5. Provide Opening Balance ¥12,75,000 Cr

6. Press Enter

7. Similarly create a ledger as 5% Debenture of AG Com under group Lnvestments and provide
opening balance ¥ 86,450 Dr

S

Note: If you select Investments in the ‘Under Group’ field, then the ledger will be created under the Investment
head,

The Multi Ledger Creation screen appears as shown in the figure 3.13:

ulti r Creation S Ctrl + M
Under Group [ All ltems For 1-Apr-2017
SNo. Name of Ledger Under Opening Balance Drir

1. |Loan From Axis Bank Secured Loans 12,75,000.00 Cr

2. |5% Debenture of AG Com Irvestments B6,450.00 Dr

Accept?
Yes or No

Fignre 3.13 Multi Ledger Creation screen

8. Accept the screen

Now that we have learnt how to create ledgers under Tally. ERP 9’s default pre-defined Groups,
let us move on to understand how to make alterations to ledgers that are already created.

3.5.3 Altering and Display of Ledgers
Immediately after creating any ledger(s) in Tally. ERP 9, you can view the same using single

display option or the muldple display option.

The Display menu in Tally. ERP 9 provides Single Ledger Display and Multple Ledger Display

options.



3.5.3.1 Ledger Alteration

Illustration 3: Alteration of Ledgers

In the books of Nidhi Sales Pvt. Ltd. alter the ledger named Loan form Axis Bank to Loan
from IDBI Bank.

To change the ledger name from Loan form Axis Bank to Loan from IDBI Bank, follow the
steps given below:

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

2. Select Alter from the Single Ledger options

3. Select Loan from Axis Bank from the List of Ledgers

4. Change the Name from Loan from Axis Bank to Loan from IDBI Bank

The single Ledger Alteration screen appears as shown in the figure 3.14

Ledger Alteratiol Vidhi Sales Pvt Ltd,
Name Loan From IDBI Bank Total Opening Balance
(ahag)
36,50,740.00 Dr
36,50,740.00 Cr
Und 5 L Mailing Details
nder ecured Loans
(Loans {Eisbiy) ﬁ:::“ Loan From IDBI Bank
Imventory values are affected 7 No
Country [ None
Provide bank details No

Tax Registration Details
PANAT No.

Aceept 7
Opening Balance {on 1-Apr2017) : 127500000 Cr Yes or Mo

Figunre 3.14 Single Ledger Alteration screen

5. Accept the screen

If you use Display in Single Ledger now, you will see that the list of ledgers shows Loan from
IDBI Bank instead of Loan from Axis Bank.

You can also Alter ledgers from Gateway of Tally >Accounts Info > Ledgers > Alter

(Multiple Ledgers) option.

3.5.3.2 Single Ledger Display
The display menu in Tally. ERP 9 also provides Single Ledger Display and Multiple Ledger
Display options.

To view groups in single display mode, follow the steps given below:

1. Go to Gateway of Tally > Accounts Info > Ledgers > Under Single Ledger > Select



Display
2. Select SBI Bonds

The single Ledger Display screen appeats as shown in the figure 3.15

Mame - SBI Bonds ] Total Opening Balance
36,50,740.00 Dr
36,50,740.00 Cr

Mailing Details
Under Investments Mame
Address
Irrventory values are affected 7 No
Country 3
State 2 Pincode
Provide bank details : No

Tax Reqistration Details
PANAT No.

Opaiing Balancé (on1Apr2017) @ 8645000 Dr

Figure 3.15 Single Ledger Display screen
3.5.3.3 Multi Ledger Display

To view groups in mult display mode, follow the steps given below:
1. Go to Gateway of Tally > Accounts Info > Ledgers > Under Multi Ledgers > Sclect

Display
2. Select All Items

The multi Group Display screen appears as shown in the figure 3.16

Under Group [ Al ltems For 1-Apr-2017
SMa. | Name of Ladger | Under |Opening Balance Deflr
1. 5% Debenture of AG Com
2. |Capital Reserve Reserves & Surplus 1,26,000.00 Cr
3. |Cash Cash-in-hand 4,58,000.00 Dr
4. |Closing Stock Stock-in-hand 3,28,580.00 Dr
5. |Computer Care System Sundry Creditors 25,450.00 Cr
6. |Data Link Technologies Debtors - North 56,920.00 Dr
7. |Fumniture & Fixture Fixed Assets 2,75450.00 Dr
8. |General Reserve Reserves & Surplus 1,25,000.00 Cr
9. |Horizon Enterprises Sundry Creditors 15,420.00 Cr
10. |Kotak Bank A/C Biank Accounts 8,45,000.00 Dr
11. |Land and Buildings Fixed Assets 4,58,950.00 Dr
12. |Lean From IDBI Bank Secured Loans 12,75,000,00 Cr
13. |Manufacturing Equipment Fixed Assets 6,86,650.00 Dr
14. |Miyan Computers Diebtors-East
15. |Plant & Machinery Fied Assets 7,86,320.00 Dr
16. |Prefit & Loss A/ I Primary 10,12,000.00 Gr
17. |Proprietor's Capital Account Capital Account 10,12,000.00 Cr
18. |SBI Bonds Irve stments B6,450.00 Dr
15. |Silver Plus Computers Sundry Creditors 50,870.00 Cr
20. |Sky Solutions Debtors-West
21. |Spectrum Computers Deebtors - North 75,840.00 Dr
22. |Supreme Computers Debtors - South 35,650.00 Dr




23. |TAT Computers Debtors-East
24. |TRA Computers Diebtors-West

Figure 3.16 Multiple 1 edgers Display screen

3.5.4 Deleting Iedgers

To delete a ledger that has no transactions entered, follow the given path:

1. From Gateway of Tally > Accounts Info. > Ledgers > Under Single Ledger> Select
Alter > Sclect Sky Solutions > Press Alt+D to delete

The Ledger Alteration screen with delete message appears as shown in the figure 3.17

Delete 7

Yes Ho

Figure 3.17 Ledger Alteration screen (Deletion)

2. Accept the screen

3.6 Group Creation

Group creation is similar to ledger creation in Tally. ERP 9. As with ledgers, there are two ways of
creating Groups:

¢ Single Group Creation: Involves creation of a single group at a time

¢ Multiple Group Creation: Involves creation of multiple groups at a time



INlustration 4: Creation of groups using single and multiple group creation option.
Let us illustrate creation of Groups by creating the Debtor Groups of Nidhi Sales Pvt. Ltd.
3.6.1 Single Group Creation

To create a Group in the books of Nidhi Sales Pvt Ltd., with the details given in the table 3.5,
using the Single Group Creation option.

Group to be Created

Debtors — North Sundry Debtors

Table 3.5
1. Go to Gateway of Tally > Accounts Info. > Groups > Create
2. Enter Name as Debtors - North
3. In the Under ficld, select Sundry Debtors from the List of Groups

The Group Creation screen appears as shown in the figure 3.18:

Group Creation Nidhi Sales Prt Ltd.
Name Debtors - North
e : 5

== 1 Primary
Bank Accounts
Bank OCC Afc

Under Eank 0D Al

(Curent Assats) Branch ¥ Divisions

Capital Account
Cashrin-hand
Current Assets
Current Liabilities
Deposits (Asset)

Group behaves like a sub-ledger ? No Direct Expenses

Nett Debit/Credit Balances for Reporting ? Mo Direct Incomes
Duties & Taxes

Used for calculation (for example: taxes, discounts) 7 Na Expenses (Direct)

{for sskes imwice entries) [Expenses (Indirect)

Method to alloc ate when used in purchase invaice 7 [ Mot Applicable Fixed Assets

Income (Direct)

| Income (indirect)
Indirect Expenzes

| Indirect Incomes
Irvestments

| Loans & Advances (Asset)

| Loans (Liability)

| Misc. Expenses (ASSET)

| Provisions

| Purchase Accounts

| Reserves & Surplus

| Retained Eaming s

| Sales Accounts

| Secured Loans
‘Stock-in-hand
Sundry Creditors
Sunclry Debtors

| Suspense Alc

1 more ... |

Fignre 3.18 Group Creation screen — Debtors- North

Note

o We have created Debtors — Narth under the group Sundry Debtors. This means that the group
Debtors — North is a sub group of Sundry Debtors.

o Ifitis a new primary group, select Primary (requirement of a new primary group is very rare,
but the option exists).

o Creation of a new Primary Group will not be allowed if the option Provide advanced
information in master is set to No in F12: Configure. You can also create a new Parent Group
by using ALT+C.



4. Group Behaves like a Sub ledger — 1t this option 18 set to No, the screen will display all
the Ledgers grouped under the Group in detailed mode.

5. Nett Debit/Credit Balances for Reporting — Set this option to Yes to display either the
net debit or credit balance in the report (whichever is higher). 1f this is set to No, both debit
and credit balances will be displayed in the report.

6. Used for Calculation (for example: taxes, discounts) - Set this option to Yes if ledgers
under this group have percentages for discounts/taxes to be used in invoice entry.

7. Method to allocate when used in purchase invoice - Sclect the appropriate allocation
method from the list. This is used to allocate the expense of the ltem in the ratio of the
quantity or value.

8. Accept the screen

Tally. ERP 9 allows you to create any number of groups under all the default groups. One sub-
group viz. Debtors - North has now been created under Sundry Debtors.

3.6.2 Multiple Group Creation
To create multiple Groups at a time as given in the table 3.6, using the Multiple Group
Creation option

Group to be Created Classification

Debtors — South Sundry Debrors

Debtors — East Sundry Debtors

Debtors — West Sundry Debtors
Table 3.6

To create multiple group at one time, follow the steps given below:

1. Go to Gateway of Tally > Accounts Info > Groups > Under Multiple Groups >
Create

2. In the Under Group ficld sclect Sundry Debtors (by sclecting the group as sundry
debtors, all groups which you create now will automatically fall under the same group i.c.,
Sundry Debtors)

Note: If yon select All Items in the Under Group field, then you will be able to create different acconnt groups,

whose nature are different

3. Under Name of Group enter the name as Debtors-South the Under field will get
captured as Sundry Debtors. (Because we have selected the under group as sundry

debtors).
4. Repeat the process for the other groups (Debtors-East and Debtors-West)

The Multi Group Creation screen appears as shown in the figure 3.19:



K[ Wame of Group Under
Accept?
Figure 3.19 Multi Group Creation screen
5. Accept the screen
Activity: Create the jollowing ledgers using the Multiple Ledger Creation meni.
Ledgers Sub Group Opening Balance
Data Link Technologies Debtors — North 56,980 Dy
Spectrum Computers Debtors — North 75,840 Dy
Supreme Computers Debtors — South 35,650 Dy
TAT Computers Debtors — East
Miyan Computers Debtors — East
Sky Solutions Debtors — West
TRA Compunters Debtors — West
Profit and Loss A/ ¢ DProfit and Loss Af e 10,12,000 Cr
(Do not create the ledger becanse it is afready
available, alter the ledger to provide the opening
balasce)
Capital Reserve Reserve & Surplus 1,25,000 Cr
General Reserve Reserve & Surplus 1,25,000 Cr
Computter Care System Sundry Creditors 35,430 Cr
Horizon Enterprises Sundry Creditors 15,420 Cr
Sitver Plus Conputers Sundry Creditors 50,870 Cr
Plant & Machinery Fixed Assets 7,85,320 Dr
Furniture & Fixture Fixed Assets 2,75450 Dr




Manufacturing Equipment Fixced Assets 6,86,650 Dr

SBI Bosds Tnvestments 86,450 Dr

Closing Stock Stock In Hand 3,28,580 Dr

Cash Cash In Hand 4,58,000 Dr

(Do not create the ledger becanse it is already

available, alter the ledger and provide the

apening balance)

Kotak Bank A/ C Bank Account 6,435,000 Dr
Table 3.7

Note: After completing the above activity, go to Gateway of Tally > Balance Sheet > Press Alt+F1

to view the balance sheet in detailed mode.

Check whether your Balance Sheet matches with the screen shot of Balance Sheet given in the

figure 3.20
idhi Sal Ctrl +
Hidhi Sales Pvt Ltd. Nidhi Sales Pvi Ltd.
Liahilities as at 1-Apr2017 Assels as at 1-Apr2017
Capital Account a5 4 12or 2017 YTT) Fised Aasats 22,06,370.00
Reserves & Surplus 2,50,000.00 Fumiture & Fixture 2,75,450.00
Propristor's Capital Account 10.12.000.00 Land and Buildings 4,58,950.00
Loans (Lisbility) 127500000 Manufactunng Equipment 6,06,650.00
Secured Loans 12,75,000.00 Plant & Machinery 7,85320.00
Current Liabilities 1,01,740.00| Investments 1,72,500.00
Sundry Credsors 1,01,740.00 5% Dobenture of AG Com 26,450.00
Profit & Loss Alc 10,42000.00|  SBY Borxis 8645000
Opening Balance 10,12.000.00 Current Assets 127147000
GCurrent Penod Cloging Stack
Sundry Debtors 1,68 470.00
Caghein-hand 4,58,000.00
Bank Accounts 6, 45,000 00
Total 36,50.740.00| Total 36,50,740.00

Figure 3.20 Balance Sheet screen

In the above figure, Closing Stock amount under Current Assets group has zero value. Because,
in F11 > F1 Accounting features > Integrate accounts and inventory is set to Yes.

If the same option Integrate accounts and inventory is set to No, then the Closing Stock

amount ¥ 3, 28,580 given as opening balance appears under Current Assets group.

3.6.3 Altering and Display of Groups

Immediately after creating any group(s) in Tally. ERP 9, you can view the same using single

display option or the muldple display option.

The Display menu in Tally. ERP 9 provides Single Group Display and Multiple Group Display

options.




3.6.3.1 Group Alteration

You can alter the Groups in Single mode or multiple mode by selecting Alter from the menu to
change any information. You can change the Name of any reserved group, but its characteristics

will remain the same.

IMlustration 5: Alteration of Groups

In the books of Nidhi Sales Pvt. Ltd. alter the group named Debtors-North to Debtors-North

East

To change the ledger name from Debtors-North to Debtors-North East, follow the steps

given below:

el N

The single Group Alteration screen appears as shown in the ﬁgure 3.21

Group Alteration

Rame : Debtors-North East
(aias)

Under . Sundry Dabtors
(Gurrant Assais)

Go to Gateway of Tally > Accounts Info > Groups
Select Alter from the Single Group options

Select Debtors-North from the List of Groups
Change the Name from Debtors-North to Debtors-North East.

ridhi Sales pvt Ltd,

Group behaves like a sub-ladger
Matt Dbt/ redit Balances for Reparting

Used for calculation ifor examplz: taxes, discounts)
(Tor agles invodee enined)

Method (o allocate when used in purchase inwice

7 Mo
7 No

¥ No

7 [ Het Applicable

5. Accept the screen

Accept ?

Yes o Ho

Figure 3.21 Single Group Alteration screen

ctrl + 1 Ell

If you use Display in Single Group now, you will see that the list of groups shows Debtors-
North East instead of Debtors-North.

Activity: Alfer the ledger Debfors-North East to Debtors-North and save.

You can also Alter ledgers from Gateway of Tally >Accounts Info > Ledgers > Alter
(Multiple Ledgers) option



3.6.3.2 Single Group Display

To view groups in single display mode, follow the steps given below:

1. Go to Gateway of Tally > Accounts Info > Groups > Under Single Group > Select
Display
2. Sclect Bank Accounts

The single Group Display screen appears as shown in the figure 3.22

Nidhi Salss Pt Ltd.

Klame Bank Accounts

Under © Current Assets

Group behaves like a sub-ladgar Z No
Matt Dbt redit Balances for Reparting 7 Na

Used for calculation (for enample: faies, discounts) 7 Mo
{Tor aglea inoice entnes)

Iviethod to allocste when uged in purchase invoice 7 [ Hot Applicable

Fignre 3.22 Single Group Display screen

3.6.3.3 Multi Group Display

To view groups in multi display mode, follow the steps given below:

1. Goto Gateway of Tally > Accounts Info > Groups > Under Multiple Groups > Select
Display
2. Sclect All Ttems

The multi Group Display screen appears as shown in the figure 3.23

Under Graup [ Allltems

SNo. | Name of Group I Under
1. Capital Account 1
2. [Loans (Liability) 1 Primary
3. |Current Liakilities 0 Primary
4. |Fixed Assets 1 Primary
5. (Investments 1 Primary
€. [Current Assets 1 Primary
7. |Braneh / DIVISIOnS 0 Primary
B. |Misc. Expenses [ASSET) 0 Primary
9, [Suspense Alc 0 Primary
10. |Sales Accounts 0 Primary
11, [Purchase Accounts 0 Primary
12. |Direct Incomes 0 Primary
13. |Diract Expanses 0 Primary
14. |Indirect Incomes 0 Primary



15. |Indirect Expenses 1 Primary
16. |Reserves & Surplus Capital ACcount
17. |Bank OD A/c Loans (Liztlity)
12, |Eecured Loans Loans (Uakility)
19. |Unsecured Loans LDans (Ui
20. (Dutles & Taxes Gurrent Liaoilites
21. |Pravisions surrent Liaoites
22, |Bundry Creditors Current Liagilities
23, |Stock-in-hand CUIrent Assets
24, |Deposits (Asset) current Assets
25, |Loans 8 Advances (Asset) Current Assets
26. |Sundry Dabtors current Assets
27. |Cash-in-hand current Assets
28. |Bank Accounts current Assets
2%. |Debtors-East Sundry Dellors
30. |Debtors - North Sundry Debtors
31. |Debtors - South Sundry Delors
Tmore.. |

Fignre 3.23 Multi Group Display screen

3.6.4 Deleting Groups
You can delete a group via the Group Alteration (Single Mode) screen by pressing Alt+D.

Note:

o Groups and Ledgers cannot be deleted from the Multi Alteration screen. Hence to delete ledgers
and groups, use the Single Alteration Menu

o However, you cannot delete the predefined groups available in Tally.ERP 9, or groups with sub-
groups or groups containing ledgers. The lowest level must be deleted first.

To understand the process of deletion of a Group, first let us first create a Group in Nidhi Sales
Pvt Ltd.

Activity: Create a Group called Equipment under the Fixed Assets head.
Now to delete the newly created group called Equipment, follow the steps given below:

1. Go to Gateway of Tally > Accounts Info > Groups > Under Single Group > Select
Alter> Select Equipment > Press Alt+D to delete

The Group Alteration screen with delete message appears as shown in the ﬁgure 3.24

Group Alteration midhi sales pvr Ltd. ctrl + 1 [

Naloia 3



Yes or HNo

Figure 3.24 Group Alteration screen (Deletion)

2. Accept the screen

Conclusion

This introductory chapter on maintaining chart of accounts in Tally. ERP 9, shows you how simple
it is to create a company and chart of accounts in Tally, This intuitive software comes with 28
predefined Groups and 2 predefined ledgers. Creating ledgers and displaying groups and ledgers
is a simple one-time process, before transactions are recorded.

Key Takeaways

Chart of Accounts is the listing of ledger accounts of an organisation. 1t differs from one
organisation to another.

e A Ledger is the account head used for recording transactions.

e A Group is a collection of ledgers.

¢ Ledgers need to be classified under groups, and there is no limit to the levels of hierarchy
for groups that can be created.

e Tally. ERP 9 has 28 predefined groups.

e Cash and Profit & Loss Account are the predefined ledgers in Tally. ERP 9.

e Detault groups available in Tally. ERP 9 cannot be deleted.

¢ Ledgers and Groups can be deleted using the single alteration menu.

e Creation of ledgers is mandatory for recording transactions in Tally. ERP 9.





