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Unit – I

Introduction – features – basic concept of computerized accounting and Inventory system – accounts 
organization & types of accounts – account statements – Purchases & sales – credit & debit – transaction, 
invoice, voucher, order, cost & stock – income & expenses – inventory control.

Unit – II

Masters – creation of Accounts Master – Ledger – cost – group – Budgets – Voucher & Inventory –
creation of Inventory Master – Stock Item – Group & Unit measurement

Unit – III

Transactions – Accounts vouchers entry – receipt – payment – journal – debit & credit notes – sales, 
purchase option and post-date vouchers. Inventory voucher entry – types – delivery Chelan – Goods 
Receipt Note, Sales & Purchase returns – Invoice – Stock Transfer – Bill of Material Physical Stock Voucher.

Unit – IV

Reports – Accounting Report – Trial Balance – Profit & Loss account – Balance -Sheet & Stock Statement –
Account Books – Cash & Bank Books – Ledger summaries - Bills Receivable & Payable Statements.

Unit – V

Inventory Report – Stock Summaries – Group Summaries – Order Books & Summary – Order status – Sales 
Order Summary - Purchase Order Summary – Printing – Reports on Printer – Reports to File.
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PRACTICAL - Questions

• How to create Company
• How to create Ledger A/C
• How to create Duplicate Ledger
• How to create Accounting Info
• How to create Inventory Info
• How to create Voucher
• How to create Inventory Voucher
• How to create  Accounting Voucher
• How to create Group in Tally etc…….



Computer meaning
• According to the Oxford Dictionary, a computer is “an 

electronic machine for making calculation, storing and 
analyzing information fed into it”

Features of Computer
• High Speed
• Accuracy
• Automatic
• Storage
• Diligence
Components of Computer
1. Input unit 
2. Processing Unit
3. Output unit



Role of a computer in Accounting

• In controlling Operations
• In deciding Sequence of Operations
• Accounting Operations
Meaning of computerized accounting

It is an accounting information system which processes
the financial transactions and events as per Generally
Accepted Accounting Principles (GAAP) to produce
reports as per user requirements. It has to work under
a set of well-defined concepts called accounting
principles.

Need for computerized  Accounting
Discuss*****



Meaning of MIS [Management 
Information System]

MIS is a scientific way of collecting, 
processing, storing and communicating 
information relating to various activities of the 
organisation to various levels of management.



Features of TALLY
 It is a user friendly and can be used,  even novice
Tally provides instant results.
 It has complete range of book keeping facilities.
 It is flexible and can be customized
 It is highly secured against data tampering
Tally uses ODBC  for exchange data
 It permits to transfer the data
 It is multilingual
 It has a larger user base in India
 Its very simple and powerful software



Tally with other branches

• Tally and Accounting

• Tally and Financial Management

• Tally and Inventory

• Tally Security

Bills of Materials [BOM]
Bills of Materials (BOM) is a list of components to 

manufacture/assemble a product (normally finished goods but 
may be an intermediate also)

Tally Vault
High level of security is provided by tally  to the  user with the facility 

to define security levels and data encryption option is called  Tally 
Vault. It is an encryption option in which the password given cannot 

be deciphered  by any means.



Features and Configuration in TALLY

F11 = FEATURES

F12 = CONFIGURATIONS



COMPANY CREATION IN TALLY



CREATING COMPANY
Click on F3: Cmp Info button on the button panel to have the 

Company Info Menu.
Now select create company option from Company Info menu 

either by pressing ‘C’ or by clicking option.
You have the company creation screen



Then the company creation window will display, Here 
we have to fill the form according to the company 

required information



After entering all the details it will ask 
to accept.



Then, Select Yes or No and Press enter.



ALTERING  COMPANY
If any alteration require in existing company, we can alter by press 

ALT+F3 company info and change in the company



Selecting a Company

• For loading a company press ALT + F3 keys 
simultaneously or click on F3: cmp info button 
on button panel to invoke Company Info 
menu.

• Choose the option select company option in 
this menu by pressing the hotkey ‘S’.



Alter the Company



SHUTTING COMPANY

Press Alt+F3 keys simultaneously to invoke the 
Company info menu

Select the option Shut Company in this menu by 
pressing the hotkey ‘H’

Highlighted the company you wish to shutdown 
from the list of companies and press ENTER.



GROUPS





CREATION OF GROUP























FINAL ACCOUNTS (or) Financial Statements

Meaning of Financial Statements:
A financial statement is an organised collection of 
data according to logical and consistent 
accounting procedures. Its purpose is to convey  
an understanding of some financial aspects.

It has 2 classifications
1. Income statement (Trading and P&L 

a/c)
2. Balance Sheet



FINAL ACCOUNTS IN TALLY



Gateway of tally           Display             Trial Balance  





VOUCHERS
Meaning

A voucher is a written document in 
support of a transaction. It is a proof that a 
particular transaction has taken place for the 
value stated in the voucher.

Tally Provides 16 different predefined 
vouchers that can be used for reporting 
various transactions.













































Batch wise details & Reorder level











Cost centre 
Meaning of cost centre:

A cost centre refers to any unit of an organisation
to which transactions can be allocated. When
only costs or expenses are allocated to these
units, they are referred to as cost centre.

Meaning of profit centre:
When only the incomes are allocated to the

units, they referred to as profit centre.
COST CATEGORY:

It is used for allocate the required resources to
the cost centre.
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