Voucher Numbering Technique and process in tally 9

Did you know…?

Tally provides the following options in Voucher Type.

1. Voucher Numbering for a particular voucher type can be set in any of the following ways: Automatic, Manual or None.

a)      Automatic: Once set, vouchers are numbered sequentially. If required, the user can set the starting number from the middle of a sequence. For example, the starting number can be from 45 onwards. This feature is useful to record transactions in Tally that commence in between a period.
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b) Manual: This option helps to check duplicate voucher numbering in the following manner. Consider, voucher numbering is set to manual, a voucher called V.No.99 is entered, and Prevent Duplicate is set to Yes. If the next voucher entered contains the number already saved (V.No.99), then Tally alerts the user.

c) None: Voucher numbers will not be generated when this method is selected. The user need not specify any manual number either

Profit and Loss always as Liability in Tally 9 

Did you know…?

If there is loss for a particular period as on the date on which the balance sheet viewed, it is reported on the Asset side of the balance sheet. To report the loss on the liability side, set Profit or Loss, both as Liability in F12: Configure to Yes in the balance sheet screen

Filter Voucher Type Report Based on Voucher in tally 9

Did you know…?

Tally allows you to filter the report Voucher Type wise and view the extract of the same from Daybook
Report or from Voucher Register
Report.

From the Daybook default report, which displays all vouchers entered and types used, press F4: Change voucher. From the list of voucher types, select All payment vouchers and the report is filtered for all vouchers of Payment Voucher Type. 

To Hide Group ledger / Stock Item in Summary View in Tally 9


 Did you know…?

                      1)      To hide a group, ledger / stock item in a summary view, simply press Alt + R .

2)      To recall all the hidden line press Alt + S.

3)      Press Alt + U to recall in the order of removal.

Report Showing only Net Balances

Did you know…? 

If a group has ledger balances that have Debit as well as Credit balances, you can configure to display only the net balances in all reports. 

Report view with both Debit and Credit balances 
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To configure for Net balance Reporting, enable ‘Nett Debit/Credit balances for Reporting to ‘Yes’ in the Group Creation/Alteration screen. 
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Report view after configuring for Net balance reporting: 
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Common narration
Did you know…? 

In Tally, the user can specify the narration for each ledger in a voucher in addition to the default common narration. The user can choose any of the following options. 

a) Narration for each entry and common narration. 

b) Narration for each entry only and no common narration. 

c) Common narration only (default). 

To activate narration for each entry in the Voucher Type master, set Narration for each entry to Yes. Choose common narration as required. 

The Voucher entry screen appears as shown. 
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How to view Selected Transactions

Did you know…? 

To view select transactions in detail from Ledger vouchers, Group voucher reports and Day books, highlight the transaction and press Shift + Enter. 

Consider a voucher has multiple ledgers. To view the narration for the ledger, highlight the subsequent ledger and press Shift + Enter to explode the entry. 

Day Book with a single entry exploded appears as shown. 
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Voucher entry screen of the above exploded transaction displays. 
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Setting up multiple periods in Budget

Did you know…? 

You can set multiple periods in a Budget. The Budget variance report is generated automatically based on the last voucher entry report date according to the period set in the budget master. 

Create a budget named Multi-Budget for the following ledgers as Quarterly, Half yearly, Yearly as follows. 

	Ledger Name 
	Qtly
(1-Apr-05 to 30-Jun-05) 
	Half Yearly
(1-Apr-05 to 30-Sep-05) 
	Yearly 

(1-Apr-05 to 31-Mar-05) 

	Conveyance 
	2500 
	6000 
	12000 

	Books & Periodicals 
	1500 
	4000 
	18000 

	Advertisement 
	4000 
	10000 
	24000 


To create budget, 

Go to Gateway of Tally > Accounts Info > Budgets > Create 

[image: image8.png]Name Multi
Under 1 Prim
Period of Budget

Budget
ary

et Alter Budgets of

From To__| Groups [Ledgers

|

le Data Compan)

Sdger Budgets Under "Multi Budget™
from 1-Apr-2005 to 30-Jun-2005)

Account Name Type of Budget Amount
Conveyance OnNett Transactions 2,500.00
Books and Per On Nett Transactions





Similarly, enter the budget period as shown and Under Ledger’s Multi Budget, specify the amount as shown in the following table. 
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The Budget Report, if data entry is up to 30-Jun-2005, appears as shown. 
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When selecting the same budget, ‘Multi Budget’, for report as on 30-Sept-2006, the budget amount automatically changes and reflects the values as set for half yearly period as set in the budget master. 
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Similarly, the yearly period is reflected automatically. You can set multiple budgets depending on periodic variation in expenses, instead of setting up three different budget types to track the same expenses 

Did you know…? 

If you set the option “Group Behaves like a sub-ledger” to ‘Yes’ for a particular group, it will not explode the sub-groups and ledgers for that group in any report, either 

1. when viewing the report in a detailed format 

2. or when viewing the report with the option Expand all levels in Detailed Format. 

For example, set Group behaves like a sub-ledger for ‘Sundry Debtors’ and ‘Sundry Creditors’ groups to Yes. (This is set to ‘yes’ by default, you may set this option for any other default group or user defined group) 

The normal view of a Trial Balance is as given 
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Press Alt + F1 for a detailed view 
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Press F12: Configure to set ‘Expand all levels in Detail Format’ to ‘Yes’ 
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The Trial Balance displays as shown 
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Did you know…? 

You can use Range Button (Alt+F12) to filter accounting & inventory masters/transactions as well as the address and mailing name of ledgers. This option is useful when filtering Sundry debtors or Sundry creditors using a common category like same locality or area or city, state and so on without grouping them. 

Example: From the Group summary of Sundry Debtors, generate a report consisting those debtors who are from Jayanagar area. Before generating this report, ensure that these details are provided in Mailing & Related Details section. 
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Filtered Report of all Sundry Debtors from Jayanagar. 

[image: image17.png]S et
Sanpio Ok Compory
150005103 Har 206
Closn Bamce
T T

(Smamanaco. Ta82500

EE





Did you know…? 

1) To hide a group, ledger / stock item in a summary view, simply press Alt + R. 

2) To recall all the hidden line press Alt + S. 

3) Press Alt + U to recall in the order of removal. 
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Did you know…? 

1) To hide a group, ledger / stock item in a summary view, simply press Alt + R . 

2) To recall all the hidden line press Alt + S. 

3) Press Alt + U to recall in the order of removal. 
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Did you know …? 

Consider that more than one company is loaded (selected) in Tally (e.g., TSPL (HO) and ABC & Company). Assuming the user is in the voucher entry screen of TSPL (HO), but wants to pass a payment voucher for ABC & Company; Tally provides the flexibility to do so from the voucher screen itself 
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Press F3:Company and from the List of companies, select ABC & Company to change to Current Company and press Enter. 
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The voucher screen displays ABC & Company now select the ledgers and when saved, it is updated in ABC & Company. 

After saving the voucher, Tally returns to TSPL (HO) voucher entry screen. 

Note: Using this feature in Tally, the user can copy (export) a voucher to another company, or copy the voucher and alter the information in the destination company. The master from within the voucher can also be copied to the new company. Use Ctrl + Enter to bring up the ledger alteration (secondary) screen. 

Do you know…? 

In Tally, the ledger balance of a ledger during voucher entry can be set in two ways. 

a) Ledger balance as on voucher date. 

b) Ledger balance as on current date. 

As on voucher date 
The balance displayed will be as on the current date of the voucher, irrespective of the closing balance. 

For example, if the cash balance as on 10th April was Rs.9000 and the current balance as on current date, 18th May, is Rs.4500, any voucher entered on 10th April will display Rs.9000 as the current balance for the ledger. 

As on current date 

The balance displayed will be always the current balance, irrespective of the date of voucher entry. 

Set F12: Configure as shown in the following figure. 
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Set Show Balance as on Voucher Date to Yes in F12: Configure. The following Voucher entry screen with Balance as on voucher date appears. 
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When Show ledger current balance is set to Yes in F12: Configure, the following voucher entry screen appears. 
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Did you know….? 

Tally, by default, allows the user to enable bill wise details for ledgers created under Sundry Debtors and Sundry Creditors when Maintain Bill wise Details is set to Yes. 

The user can also set bill wise details for non-trading accounts, that is, ledgers under any Group can be enabled for bill wise details except ledgers under Cash-in-Hand, Bank Account, Bank O.D & OCC A/c, and Stock-in-Trade. 

Consider the following example. In Loans & Advances Group, individual staff ledgers need to be created for multiple loans availed by an employee such as Housing loan, Festival Loan, Vehicle Loan and Salary Advances, each with a different repayment plan. Instead of creating multiple ledgers for a single employee, bill wise details can be used to track all the loans in a single ledger. 

Enter the details as shown in the following screen. 

[image: image25.png]perations Alteration

Cornpany: TSPL (HO)

Integrate Accounts and Inventory 7 Yes Maintain Budgets and Controls 2 No
D MUCITElCY o Allow 0 valued entries in Vauchers ? Yes
Aloginyoring ges Allow Purchase Order Processing ? No
Enter Purchases n Invoice Format ? Yes
Allow Sales Order Pracessing 7 No
Geparate Discount tolumn on intcicea ? No L |~
nable o
Enatle Service Tax ? Yes
Enable TCS 7 No
Inventory Features
Maintain Billwise Details 2 Yes Maintain Stock Categories 7 No

(orNon-Trading &tcs also) KB aintain Batch-wise Details 7 No




Creation of Ledger screen appears as shown. 

[image: image26.png]Loans & Advances (Asset)
(CunentAssets)

Maintain balances bill-by-bill Fl ves |




Voucher entry with bill wise tracking of multiple loans appears as shown. 
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To report tracking of loans 

Go to Gateway of Tally > Display > Statement of Accounts > Outstandings > Ledger and select the relevant ledger 
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Finalization entries for the previous year

Did you know…? 

You can pass finalization entries for the previous year in the voucher entry screen of Current Year. 

1. Press Alt+F2 to get Change Period window and enter the previous years period against From and To date fields. 

2. Pass the entry for the pervious year and save the voucher. Tally will accept and update the voucher for the previous year. 
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Did you know…? 

If the features Cost Centres are enabled, after financial ledgers have been created then by default, the feature will be enabled for all revenue ledgers. If you do not require the Cost Centre allocation for a particular ledger, use the Ledger Alteration mode to deactivate the same. 

Go to Gateway of Tally > Accounts Info > Ledgers > Alter 
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Set Cost centre to No. The Cost centre sub allocation screen will not appear every time the ledger is used in transaction. 

Did you know ….? 

You can navigate to any Accounting or Inventory Reports from any report without going through the routine menu navigation. 

1. In Balance Sheet Report, you can press F9: Inventory Report or F10: Accounting Report to access any of the reports listed from the drop-down menu. 

2. There is no restriction to the number of instances to access these reports. 

3. Press Esc button to return back in the order you progressed to different reports. 

F9: Inventory Reports 
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F10: Accounting Reports 
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Use F8: Related reports to view related reports for any individual group/ledger analysis. 

F8: Related Reports 
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Do you know….? 

Calculation of discounts and/or taxes, even for ledgers not grouped under Duties and Taxes, is possible in Tally. To enable this, set option Used for Calculation (eg., Taxes, Discounts) to Yes in “Group Master Screen”(creation or alteration) for the Group where the ledger created needs to be used for calculation. 

For example, Ledgers created under any other Group can be used in Sales and Purchase invoice entry for auto calculation. 

Ledger Creation with calculation: 

The following Voucher entry screen appears. 
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Did you know…? 

Tally does not allow you to delete multiple transactions at once. You must delete one transaction at a time. Select the desired voucher and press enter to display the voucher in “Voucher Alteration (Secondary) and press ‘Alt + D’ and press ‘Y’ or enter to delete the voucher. 
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Alternative you can highlight the transaction and press “Alt + D” to delete the voucher. 
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Note: Once the voucher is deleted, it is gone for ever, you do not have undelete or recycle bin concept. 

Did you know…? 

If the date of transaction entered does not belong to the current year, Tally will not save this transaction and will display the warning Date above Current Period. 
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Did you know…? 

Tally offers cheque printing facility, where the cheque details are printed on your cheque leaf when a payment voucher is made. 

To enable cheque printing, 

1. In F11: Features set Modify Other Company Features to Yes. 

2. In the Advanced Company Operations screen, set Enable Cheque Printing to Yes. 
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Company Name on Cheque: If the cheque book does not have the name of the company pre-printed, then type the name of the company. 

Name of Banks: The list of all created bank accounts under the group Bank or Bank OD A/c /OCC A/c displays. Select the required bank and specify the dimensions of the cheque in the Cheque Printing Configuration screen. 

Cheque Printing Configuration screen: Dimensions are specified as per the bank’s cheque leaf. 
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An Expense Account can be debited directly and payment can be made in the name of the supplier as displayed in the following screen. 
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Print preview of the printed cheque displays. 
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Did you know…? 

The default Journal voucher in Tally does not allow Cash/Bank entries. 

If you need to pass Cash entries in the journal, set ‘Allow Cash Accounts in Journal’ to Yes in F12: Configure of Voucher entry. 
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Voucher entry screen before ‘Allow Cash Accounts in Journal’ is set to Yes. 
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Voucher entry screen after ‘Allow Cash Accounts in Journal’ is set to Yes. 
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Did you know….? 

What if you need to create two or more companies with same F11: Features and F12: Configuration settings? 

1) Create a company 

2) Set F11: Features and F12: Configuration as desired 

3) Keep the company loaded and create another company. 

4) The new company will have the same settings. 
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In this example, TSPL Bangalore was created after loading TSPL Chennai. 

TSPL Bangalore inherits all the F11: Features and F12: Configuration settings of TSPL Chennai, automatically. 

Did you know…? 

Tally allows you to create multiple aliases for ledgers and assign codes(optional) to them. During voucher entry you can select either name of the ledger or any one of the alias. 
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Did you know…? 

Tally allows you to create multiple groups or multiple ledgers from a single window. 

Multiple Ledger Creation screen is displayed 
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Did you know…? 

You can create your own Primary (Main) Group under Assets, Liabilities, Income and Expenses. 

To create main group 
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The newly created Group in the Report appears as shown. 

[image: image50.png]TR
ss s ar 2008
ooy 5000000 o Rssts et
Loans Ly 19037010 ey
Cures b Uie]
o Lose A entid
oo e
Coran s a0

ToraT




