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Preface

The primary purpose of this book is to help you understand Central Sales Tax, Tax Collection at
Source, Job Costing and Payroll. You will learn how these features work in Tally and how they can
benefit you. The book takes you through the concepts, features, their configurations, applicability
and compliance.

The section on Central Sales Tax (CST) shows you how to configure and enable CST in Tally. It
covers interstate purchases and interstate sales as well as generation of various CST related
reports.

Tax Collection at Source (TCS) covers TCS on sale of goods, contracts, license and leases as
required by law. It also describes how TCS returns in electronic form can be prepared using Tally.

Job Costing covers how to track movements of stock for a job at multiple locations. Job Costing uses
job as the basic cost unit.

Payroll covers how to record and maintain payroll records in Tally and generation of various
employee related reports.

On the whole, this book is designed to facilitate better transparency and greater levels of compliance
with tax statutes. It also provides an effective tool to manage external job works and generate
standard, customised and analytical reports.
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Lesson1: Central Sales Tax (CST)

Lesson Objectives

On completion of this lesson, you will be able to

o Configure and enable CST in Tally.
o Record Inter-State Purchase and Sales transactions.
o Generate CST related reports.

Introduction

Sales Tax is a tax levied on the sale of goods. The liability to pay sales tax arises on making sales of
goods. In India, the law for levying sales tax is provided in the Central Sales Tax Act of 1956 which
applies to the entire country.

Generally, the CST Act does not deal with sales made intra-state, or import/export sales. However, in
respect of certain declared goods such as oil seeds, sugar, pulses, crude oil and so on, the CST Act
imposes restrictions on the powers of state governments to levy sales tax even in the case of intra-
state sales.

Accordingly, sales can broadly be classified into three categories.

o Intra-State sales, that is, sales within the state.
o Sales during import and export.
o Inter-State sales.

The Act also provides for the levy, collection and distribution of taxes on sale of goods in the course
of inter-state trade or commerce.

© Tally (India) Pvt Ltd 2006 1
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1.1 Basics of Central Sales Tax (CST)
It is important to understand the meaning of certain terms used in the CST Act.
Inter-State Sale

A sale or purchase of goods shall be deemed to take place in the course of inter-state trade or
commerce, if the sale or purchase

a. occasions the movement of goods from one state to another; or

b. is effected by a transfer of documents of title to the goods during their movement from one state to
another.

The above two modes are mutually exclusive.

Declared Goods

Declared Goods are goods declared under Section 14 to be of special importance in inter-state trade
or commerce. Some of the important items are cereals, coal in all forms excluding charcoal, cotton in
unmanufactured form, cotton fabrics and cotton yarn, crude oil, hides and skin, iron and steel, jute,
oil seeds, pulses, man-made fabrics, sugar, unmanufactured tobacco and woven fabrics of wool.

Registration under CST Act

Every dealer liable to pay Central Sales Tax has to register with the Sales Tax Authority, which
means, dealers who effect inter-state sales are required to register under the CST Act. Hence, inter-
mediaries such as agents and transporters, who only facilitate sales, are not required to be regis-
tered as they do not effect sales. However, a dealer may voluntarily apply for registration under the
CST Act even if he is not liable to pay Central Sales Tax or if goods sold or purchased by him are
exempt under state sales tax law. Registration brings many advantages. For example, the dealer can
issue ‘C’ form and purchase goods at concessional rates.

1.1.1 Rate of Central Sales Tax

Different rates are prescribed depending upon the nature of inter-state sale such as
a. Sale to government.

b. Sale to registered dealers.

c. Sale to unregistered dealers.

(i) Sale of declared goods to unregistered dealers.

(i) Sale of goods other than declared goods to unregistered dealers.

2 © Tally (India) Pvt Ltd 2006
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Rates to various categories are discussed below

a. Sale to Government

Sale to government is taxable @ 4% or general sales tax rate for sale within the state, whichever is
lower. The Government department, which purchases the goods, has to issue the certificate in ‘D’
form.

b. Sale to Registered Dealers

Sale to registered dealer is @ 4% or sales tax rate for sale within the state, whichever is lower,
provided that the goods are ‘eligible’ and specified in the Registration Certificate issued to the pur-
chasing dealer. The purchasing dealer has to submit declaration in prescribed ‘C’ form to the selling
dealer.

c. Sale to Unregistered Dealers

The rate is twice the rate applicable to sale or purchase of such goods inside the state in respect of
declared goods, and in respect of goods other than declared goods, the rate applicable for sale
inside the state or 10%, whichever is higher. The purchaser does not have to give any declaration. In
reality he cannot give any declaration as he is not registered.

1.1.2 Forms for Declarations under CST Scheme

A registered dealer has to issue certain declarations in prescribed forms to buyers/ sellers. Some of
these forms, such as C, E-I, E-Il, F and H are printed and supplied by Sales Tax Authorities. The
dealer has to issue declarations in the forms printed and supplied by the Sales Tax Authorities only.
These forms are generally in triplicate. Form D is to be issued by government and can be printed or
typed by the government department making such purchases.

Selling Dealer

Inter-state Sales

v v
Registered Government Br_anch SEZ
Consignment Exporter .
Dealer Company A Units
gents
‘C" form ‘ | ‘D" form ‘ ‘ ‘F* form | ‘ 'H' form | | I" form

Figure 1.1 Chart showing incidence of various forms in the course of inter-state trade
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Form C

As per the CST Act, sales tax on inter-state sale is 4% or sales tax rate for sale within the state,
whichever is lower, if sale is to registered dealer and the goods are covered in the registration certifi-
cate of the purchasing dealer. Otherwise, the tax is higher, that is, 10% or tax leviable on sale of
goods inside the state, whichever is higher. This concessional rate is applicable only if the purchas-
ing dealer submits a declaration in prescribed Form C.

One ‘C’ form covers all transactions in one whole financial year, irrespective of total amount or value
of transactions during the year. However, for transactions exceeding one financial year separate ‘C’
form is required for each financial year.

Form D

As per the CST Act, sales tax on inter-state sale is 4% or general sales tax rate for sale within the
state whichever is lower, if sale is to government. Otherwise, the tax is higher, i.e., 10% or tax
leviable on sale of goods inside the state, whichever is higher. This concessional rate is applicable
only if government issues a certificate in prescribed Form D. As discussed earlier, ‘D’ forms are to be
typed/ printed by the government department which purchases the goods and not issued by the
Sales Authorities.

One ‘D’ form covers all transactions in one whole financial year, irrespective of the total amount or
value of transactions during the year. However, for transactions exceeding one financial year a
separate ‘D’ form is required for each financial year.

Forms E-l and E-lI

According to Section 6(2) of CST Act, only the first inter-state sale is taxable and the subsequent
sale during movement of goods by transfer of documents is exempt from tax, provided the purchas-
ing dealer is government or a registered dealer.

When the document of title in favour of buyer, agent of seller, banker or self is transferred in favour of
the purchaser by way of endorsement on the document of title and is duly signed by the endorser, it
is called transfer of document of title. The document can be further transferred by subsequent
endorsements.

The subsequent sellers have to obtain declaration from the selling dealers i.e., from whom goods
were purchased and declaration in ‘C’ form or ‘D’ form as the case may be from the purchasing
dealer. The selling dealer has to make a declaration in Form E—-I in case of first sale and Form E-lIl in
case of subsequent sale.

Consider the following example.

Assume M from Karnataka despatches goods to P of Kerala and raises an invoice on N in Andhra
Pradesh, M charges 4% CST and remits the same in Karnataka. During movement of goods, N sells
the goods to O in Tamil Nadu and O finally sells the goods to P in Kerala. P takes possession of
goods and the ‘movement of goods’ comes to an end.

The sale from N to O and O to P is by way of transfer of documents of title. In the above case, M
receives declaration in ‘C’ form from N and issues declaration in ‘E-I' form to N. subsequently, N
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receives declaration in ‘C’ form from O and issues declaration in ‘E-II' form. Ultimately, O issues dec-
laration in ‘E—II' form to P and receives declaration in ‘C’ form from P, which completes the cycle. If
this chain is broken, CST will be payable.

Similar to ‘C’ form and ‘D’ form, one declaration form in E-I and E-II (as the case may be) covers all
transactions in one year, irrespective of the number of transactions and the total amount. However,
separate declarations for each financial year are required to be furnished.

M P
Movement of goods
Karnataka Kerala
A
‘C' Form ‘C' Form
{Taxable {exempt
at 4%) from CST)
-~
E-1 Form (Transfer of E-ll Form (Transfer of
documents) documents)

N
Andhra
Pradesh

-l Form {Transfer of documents)———»

‘C' Form (exempt from CST)

Figure 1.2 Chart showing E1 transactions

Form F

Businesses with branches or agents at several locations within or outside the state are required to
transfer the goods for purpose of trade. When the goods are transferred from one place to another of
the same principal, it is known as Branch Transfer. When goods are transferred to agents, it is
termed as Consignment Sale. Though there is inter-state movement of goods, there is no sale and
thus CST is not payable. Under the CST Act, in the event of a dealer claiming that the inter-state
movement of goods is not a sale, he has to furnish a declaration in ‘F’ form received from the con-
signment agent or branch office in another state evidencing such a transfer.

One ‘F’ form covers all transactions in one month, irrespective of the number of transactions and the
total amount.

© Tally (India) Pvt Ltd 2006 5
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FormH

A sale during the course of export is exempt from CST and the penultimate sale is also deemed to be
exempt from CST under the CST Act. The dealer exporting the goods has documents of proof of
export such as airway bill/ bill of lading, shipping bill, customs documents, bank certificate and so on.
However, the penultimate seller may not have any proof evidencing that his sale is exempt. During
such situations, the actual exporter is required to issue a certificate in Form H to the penultimate
seller.

Form |

Special Economic Zone (SEZ) is a specifically delineated duty free enclave and shall be deemed to
be foreign territory for the purposes of trade operations, duties and tariffs.

Under the CST Act, supplies made by a registered dealer to a unit in a Special Economic Zone (SEZ)
will not be subject to CST, provided such a unit furnishes a declaration in Form |.

1.2 Enabling CST in Tally

Central Sales Tax integrated in Tally ies 7.2 takes care of your inter-state transactions. It eliminates
error-prone information and comments on appropriate forms to be issued/ received at the end of the
month or financial year or at any point of time. It takes a one-time configuration in Tally for Central
Sales Tax features to be activated.

Features of CST in Tally 7.2

The CST functionality in Tally 7.2

1. Is simple and user-friendly.

2. Is quick, easy to setup and use.

3. Generates Party-wise, Form-wise forms issueables/ receivables report.

4. Provides flexibility in selection of forms and form numbers during voucher entry or at the time of
report generation.

5. Has an auto-fill option in the Forms Receivables/ Issueables feature that prevents error-prone data
entry.

1.2.1 Company Setup

Create a new company in Tally 7.2. You can migrate from older versions of Tally to the latest version.
Consider the following example to enable CST.

Example: National Traders, a registered dealer under the CST Act, is among the leading All India
distributors of industrial powder paints. It purchases various shades of powder paints from Unique
Paints (P) Ltd., Margao, Goa and supplies them to registered dealers outside the state.

6 © Tally (India) Pvt Ltd 2006
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In the Company Creation screen,

Specify the State, Pin code and VAT Number along with other details.

The completed Company Creation screen displays as shown.

Creation Ctrl + M
Directory . ChTallywdata
Name - National Traders
Mailing Mame . National Traders
Address 214, Pattulos Road,
Bangalore
State : Karnataka
FIM Code : 560029
E-Mail Address : salesi@national.com
Use Indian VAT ? Yes Applicable From © 1-4-2005
WAT TIN : 25461326589

Local Sales TaxMumber
Inter-state Sales Tax Murmber . 415608/CI22 dt. 1.4.2000

Incorme-Tax Mumber . NTA54621M4

Currency Symbol . Rs.

Maintain . Accounts with Inventory
Financial Yegr from : 1-4-2005

Books beginning from o 1-4-2005

Talkvault Password (if any)
(WA RNMING: forgetting wour TallvVawit paaasword will render your date unuasbisl) |

Use Security Control . No
Base Currency Informati
Base Currency Syrmbol . Rs.
Farmal Mame . Indian Rupees
Mumber of Decimal Places 2 Show Amounts in Millions Accept ?
I Symbol SUFFIXED ta Armounts 7 No Put & SPACE between Amountd
Symbol for Decimal Porion  © paise Decimal Places far Printing Armo
Yes 0 No

Figure 1.3 Company Creation screen
Press Enter to Accept.
Once VAT is enabled, Statutory Masters related to VAT and CST are automatically loaded in Tally.
Note: The CST feature is available only when VAT is enabled.

1.2.2 Creation of Masters

Create Inter-State Sales, Inter-State Purchase, Party Ledgers and CST Tax Ledger by activating the
relevant Tax Class options in the Ledger Masters.

© Tally (India) Pvt Ltd 2006 7
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Go to Gateway of Tally > Accounts Info. > Ledgers > Create > Sales Accounts and Purchase

Accounts

Ledger Under Used in VAT/Tax Class | Inventory values
VAT are affected
returns
CST Sales Sales Accounts Yes Inter-State Sales Yes
CST Purchases | Purchase Accounts Yes Inter-State Yes
Purchases

The completed Sales Ledger screen displays as shown.

Ledger Creation
. CST Sales

MName
{alias)

Under

WATITax Class

Used In VAT Returns

Inventory values are affected

Opening Balance

. Sales Accounts

? Yes

National Traders

. Inter-State Sales

? Yes

(on 1-Apr-2008) :

Mailing & Related Details

Total Op. Bal.

MName

Address

State
FIM Code -

Income Tax Mo.

Accept?

Yes of No

Press Enter to Accept.

Similarly, create CST Purchases Ledger with the respective Tax Class.

Party Ledgers

Figure 1.4 Sales Ledger

Ledger Under Maintain balances Inventory values are
bill-by-bill affected
Sunrise industries Sundry Debtors Yes No
Unique Paints (P) Ltd., | Sundry Creditors Yes No

© Tally (India) Pvt Ltd 2006
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Central Sales Tax

CST Ledgers

Output CST Ledger

Ledger Under Type of VAT/Tax Inventory Percentage Method
Duty/Tax Class values are of Calcula- | of Calcu-
affected tion lation
CST @ 4% | Duties & CST Inter-State No 4 On Total
Taxes Sales Sales
Input CST Ledger
Ledger Under Used in VAT VAT/Tax Class | Inventory values
Returns are affected
Input CST | Purchase Accounts Yes Not Applicable Yes
Stock Items

To enter transactions of Purchase and Sales, create Stock Items with Unit of Measure. Using this,
you will be able to raise Item Invoice and get the Stock Summary with all the Item details.

In the illustration under consideration, powder paint has Kgs as the Unit of Measurement.
Go to Gateway of Tally > Inventory Info. > Stock Items > Create

The completed Stock Item Creation screen displays as shown.

Stock Item Creation Nationa
MName . Black Matt
(afas)
Linder . OPrimary
Units . Kgs
Rate of Duty (29 &) -0
Feate of WAT (96) ‘0

Quantity Rate perl  Accept?
Opening Balance

Yes 0 No

Figure 1.5 Stock Item Creation

Press Enter to Accept.

1.3 Transactions

In the course of inter-state trade or commerce dealers have to issue/ submit certain declarations in
prescribed forms to buyers/ sellers in order to avail concessional rates when

1. Sale or Purchase takes place outside a state.

2. Sale or Purchase takes place in the course of imports into India or exports from India.

© Tally (India) Pvt Ltd 2006 9
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Consider the following example to understand the concept of CST.

1.3.1 Inter-State Purchases

Example: On April 5, 2005, M/s. National Traders purchased the following items amounting to Rs.
1,54,440.from M/s. Unique Paints (P) Ltd. Goa, vide Invoice No. 2458/05-06.

Product Description Quantity (in Kgs) | Rate (in Rs.)

Black Matt 500 190
Golden Yellow 100 285
Metallic Blue 100 250

Create Purchase Invoice
Setup
Press F11: Company Setup and set Enter Purchases in Invoice Format to Yes.

Go to Gateway of Tally > Accounting Vouchers > Press F9

Voucher Entry
Type Format F12: Configure
F9: Purchase Item Invoice Use common ledger A/c for
item allocation — Yes

1. Press F2 and change Date to ‘05/04/2005'.

2. Select ‘Unique Paints’ in Party’s A/c Name.

3. Select ‘CST Purchases’ in Purchase Ledger and press Enter. VAT Class appears by default.
4. Select ‘Black Matt’ in Name of Item.

5. Type Quantity as ‘500’ Kgs.

6. Specify Rate as ‘190’ and press Enter.

7. Select ‘Golden Yellow’ as the second ltem.

8. Type Quantity as ‘100’ Kgs.

9. Specify Rate as ‘285’ and press Enter.

10. Select ‘Metallic Blue’ as the third Item.

11. Type Quantity as ‘100’ Kgs, specify Rate as ‘250’ and press Enter.
12. Press Enter twice.

13. Select ‘Input CST’ ledger and press Enter.

14. Type Rate as ‘4%’ and press Enter twice.

10 © Tally (India) Pvt Ltd 2006
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15. Select ‘C Form’ from the list of Form Types and press Enter to skip Form No. and Date fields
(You can also fill the Form No. during Voucher entry if the forms are issued at the time of purchase.
But usually, they are submitted at the end of the year covering all the transactions from that dealer
during the year.)

16. In the Bill-wise details screen, select New Ref and type 2458/05-06'.

The completed Purchase Invoice displays as shown.

Ctrl + i

g Youcher Creation National Traders

Mo, 1 - Apr-2005
Ref: Tuesday
Party's Ali Mame :© Unigue Paints (P) Ltd.,
Current Balance
Purchase Ledger © CST Purchases
AT/ Tax Class. Inter-State Purchases
Mame of tem Quantity Rate per Amount
Black Matt 500.00 Kgs 190.00 Kgs 95,000.00
Golden Yellow 100.00 Kgs 285.00 Kgs 28,500.00
Metallic Blue 100.00 Kgs 250.00 Kgs 25,000.00
1,48,500.00
Input CST 5,940.00
Formtolssue  © CForm Form Mo Date
Marration ; 700.00 Kgs Accept?
Yes of No

Figure 1.6 Purchase Invoice

17. Press Enter to Accept.
Note: Purchase Invoice can also be recorded in Double Entry mode in Tally.

1.3.2 Inter-State Sales against ‘C’ form

Example: On April 7, 2005, M/s. National Traders sold the following items to M/s. Sunrise Traders,
Delhi against ‘C’ form. Freight charge of Rs. 750 was included in the Invoice.

Product Description Quantity (in Kgs) | Rate (in Rs.)
Black Matt 100 240
Golden Yellow 20 365
Metallic Blue 10 290

© Tally (India) Pvt Ltd 2006 11
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Create Sales Invoice

Setup
Press F11: Company Setup and set Allow Invoicing to Yes.

Go to Gateway of Tally > Accounting Vouchers > Press F8

Voucher Entry
Type Format F12: Configure
F8: Sales Item Invoice Use common ledger
Alc for item allocation
—Yes

. Press F2 and change Date to ‘07/04/2005’.

. Select ‘Sunrise Industries’ in Party’s A/c Name.

. Select ‘CST — Sales’ in Sales Ledger field and press Enter. VAT/Tax Class appears by default.
. Select ‘Black Matt’ in Name of Item.

. Type Quantity as ‘100’ Kgs.

. Specify Rate as ‘240’ and press Enter.

. Select ‘Golden Yellow’ as the second ltem.

0o N O a0k~ WON -

. Type Quantity as ‘20’ Kgs.

9. Specify Rate as ‘365’ and press Enter.

10. Select ‘Metallic Blue’ as the third Item.

11. Type Quantity as ‘10’ Kgs, specify Rate as ‘290’ and press Enter.

12. Press Enter twice.

13. Select ‘CST @ 4%’ ledger and press Enter. The tax will be calculated automatically.

14. Select ‘Freight Charges’ and type Amount as ‘750’ (if it does not exist, create using Alt+C).

15. Press Enter twice.

12 © Tally (India) Pvt Ltd 2006
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16. Select ‘C’ Form in the Form to Receive field.

Youcher Creation Natiohal Traders Ctrl + M
Mo, 1 F-Apr-2005
Ref: Thursday

Accounting

Party's Ali Mame . Sunrise Industries
Current Balance

Sales Ledger . CST Sales

AT/ Tax Class. Inter-State Sales

Mame of tem Quantity Rate per Amount
Black Matt 100.00 Kgs 240.00 Kgs 24,000.00
Golden Yellow 20.00 Kgs 365.00 Kgs 7,300.00
Metallic Blue 10.00 Kys 290.00 Kgs 2,900.00

34,200.00
CST @ 4% 4 % 1,368.00
Freight Charges 750,00

0 Mot Applicable

Formto Receive : [EEn N - O Form hate
F Farm

Marration : H Farm 130.00 Kgs 36,3718.00
| Form

Figure 1.7 Sales Invoice 1

17. Press Enter to skip Form No. and Date field.

(You can fill the Form Number during Voucher entry if the forms are received at the time of sales. But
usually, they are submitted at the end of the year covering all the transactions from that dealer during
the year.)

18. In the Bill-wise Details screen, press Enter to Accept the default Bill allocation.

© Tally (India) Pvt Ltd 2006 13
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The completed Sales Voucher entry displays as shown.

Accounting Youcher Creation Natiohal Traders Ctrl + M
Mo, 1 F-Apr-2005
Ref: Thursday
Party's Alc Marme . Sunrise Industries
Current Baiance
Sales Ledger: CST Sales
AT/ Tax Cigss: Inter-State Sales
Mame of tem Quantity Rate per Amount
Black Matt 100.00 Kgs 240.00 Kgs 24,000.00
Golden Yellow 20.00 Kgs 365.00 Kgs 7,300.00
Metallic Blue 10.00 Kgs 200.00 Kgs 2,900.00
34,200.00
CST i 4% 4 % 1,368.00
Freight Charges 750,00
Form to Receive : C Form Form Mo Date
Marration : 130.00 Kos Accept?
Yes of No

19. Press Enter to Accept.

Figure 1.8 Sales Invoice 2

1.3.3 Inter-State Sales against ‘D’ form

Example: On April 11, 2005, M/s. National Traders sold the following items to M/s. Kochi Refineries
Ltd., Kerala, a government organisation, against ‘D’ form.

Product Description

Quantity (in Kgs)

Rate (in Rs.)

Classic White 100 250
Chocolate Brown 50 270
P.O.Red 50 245
14 © Tally (India) Pvt Ltd 2006
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Step 1: Creation of Masters

Create required Party Ledgers and Stock Items.

Party Ledgers

Ledger Under Maintain balances Inventory values are
bill-by-bill affected
Kochi Refineries Ltd. Sundry Debtors Yes No
Stock Items

Name Under Units
Classic White Primary Kgs
Chocolate Brown Primary Kgs
P.O.Red Primary Kgs

Create a purchase entry for the following items from M/s. Unique Paints (P) Ltd., against ‘C’ form on
April 9, 2005, vide Invoice No. 2879/05-06 as shown earlier.

Product Description Quantity (in Kgs) | Rate (in Rs.)
Classic White 100 250
Chocolate Brown 50 270
P.O.Red 50 245

Step 2: Create Sales Invoice

Setup

Press F11: Company Setup and set Allow Invoicing to Yes.

Go to Gateway of Tally > Accounting Vouchers > Press F8

Voucher Entry
Type Format F12: Configure
F8: Sales Item Invoice Use common ledger A/c for
item allocation — Yes

1. Press F2 and change Date to “11/04/2005’.
2. Select ‘Kochi Refineries Ltd.’ in Party’s A/c Name.
3. Select ‘CST — Sales’ in Sales Ledger field and press Enter. VAT/Tax Class appears by default.

4. Select ‘Classic White' in Name of Item.

5. Type Quantity as ‘100’ Kgs.

© Tally (India) Pvt Ltd 2006
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6. Specify Rate as ‘250’ and press Enter.

7. Select ‘Chocolate Brown’ as the second ltem.

8. Type Quantity as ‘50’ Kgs.

9. Specify Rate as ‘270’ and press Enter.

10. Select ‘P.O. Red’ as the third Item.

11. Type Quantity as ‘50’ Kgs, specify Rate as ‘245’ and press Enter.

12. Press Enter twice.

13. Select ‘CST @ 4%’ ledger and press Enter, the tax will be calculated automatically.
14. Press Enter twice.

15. Select ‘D’ Form in the Form to Receive field.

16. Press Enter to skip the Form No. and Date field.

(You can also fill the Form No. during Voucher entry if the forms are received at the time of sales. But
usually, they are submitted at the end of the year covering all the transactions from that dealer during
the year.)

17. In the Bill-wise Details screen, press Enter to accept the default Bill allocation.

The completed Sales Voucher entry displays as shown.

ing Voucher Creation Natiohal Traders Ctrl + M
Mo, 2 11-Apr-2005
Ref: Maonday
Party's Alc Mame © Kochi Refineries Ltd.,
Current Balance
Sales Ledger . CST Sales
AT/ Tax Class. Inter-State Sales
Mame of tem Quantity Rate per Amount
Classic White 100.00 Kgs 250.00 Kgs 25,000.00
Chocolate Brown 50.00 Kgs 270.00 Kgs 13,500.00
P.0O. Red 50.00 Kgs 245,00 Kgs 12,250.00
50,750.00
CST @ 4% 4 % 2,030.00
Form to Receive © D Form Form Mo Date
Marration ; 200.00 Kgs Accept?
Yes of No

Figure 1.9 Sales Invoice 3
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18. Press Enter to Accept.

1.3.4 Transit Sales against ‘E — I’ and ‘E — II’ forms

As discussed earlier in the lesson, according to Section 6(2) of the CST Act, the first inter-state sale
is taxable and subsequent sale during movement of goods by transfer of documents is exempt from
tax, if the subsequent sale is to government or registered dealer. Consider the following example.

Example: On April 13, 2005, M/s. National Traders despatched the following goods to M/s. Star
Power Controls, Orissa and raised an Invoice on M/s. Swastik Associates in Madhya Pradesh,
charging 4% CST against ‘C’ form.

Product Description Quantity (in Kgs) | Rate (in Rs.)
Black Matt 300 240
Chocolate Brown 50 270
P.O.Red 50 245

During the movement of goods, Swastik Associates subsequently sold the goods to M/s. Rainbow
Colours in West Bengal and Rainbow Colours ultimately sold the goods to M/s. Star Power Controls
in Orissa.

On the same day, National Traders received ‘C’ form, vide No. TC-2K-15023 dt. 13/04/05, from
Swastik Associates and issued ‘E-1’ form, vide no. TE-1Q-0130 dt. 13/04/05.

In this case, the sale from Swastik Associates to Rainbow Colours and from Rainbow Colours to Star
Power Controls is by way of transfer of documents. National Traders has to receive ‘C’ form from
Swastik Associates and will issue ‘E-I' form to Swastik Associates. Later, Swastik Associates will
issue ‘E—II’ form to Rainbow Colours and receive ‘C’ form. Finally, Rainbow Colours will issue ‘E-II’
form to Star Power Controls and receive ‘C’ form.

© Tally (India) Pvt Ltd 2006 17
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The following chart shows the movement of goods under E—I & E-II.

Star
Power

National

Traders Movement of goods
Controls
(Karnataka) .
(Orissa)
‘C' Form ‘C' Form
(Taxable {exempt
at 4%) from CST)
E-1 Form (Transfer of E-ll Form (Transfer of
documents) documents)
Swastik Rainbow
Associates -Il Form (Transfer of documents)——  colours D —

(MP) (WB)

‘C' Form {exempt from CST)

Figure 1.10. Chart showing movement of goods under E-I and E-lI

Observe the entries to be made in the books of M/s.National Traders with regard to the above trans-
action.

Step 1: Creation of Masters
Create required Party Ledgers and Stock Items.

Party Ledgers

Ledger Under Maintain balances Inventory values are
bill-by-bill affected
Swastik Associates Sundry Debtors Yes No

Step 2: Create Sales Invoice

Go to Gateway of Tally > Accounting Vouchers > Press F8
Setup

Press F12: Configure

1. Set Activate ‘E1’ and ‘E2’ Transaction to Yes (because this transaction amounts to movement of
goods by transfer of documents).

2. Set Allow separate Buyer and Consignee names to Yes.
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The F12: Configure setup screen displays as shown.

Configure Ivoices | Delivery Hotes ! Orders

Accept Supplermentry Details ? Yes
(Address Details, Despatch Detalis efc)

Use Common Ledger Ao for term Allocation * Yes
Usze Defaults for Bill Allocations ? No

Use Excise Format ? No
Use Addl Descriptionds) for tem Mame 7 _HNo
Allowr separate Buyer and Consignes names

Exporters’ Options

Specify Export Shipping details ? No

Specify Marks & Mos fContainer Mo, * No

Specify Mo. and Kind of Packages ? No
Other Options

Calculate Tax on current Sub-Total ? No

(else calculations are an Inventons Tatal aniy)

Complete Acclg Allocations in OrderDely. Mote ? Yes
Show turnawer achieved with Custamer 7 No
Allowe modification of ALL fields during entry ? NHo
Allowy selection of VAT Tax Class during entry ? No
Warh on Mismatch in VAT Rates * No

Warn on Negative Stock Balance ? Yes

Honor Expiry Dates usage for Batches ?
Activate 'E1'or 'E2' Transaction [

Figure 1.11 F12: Configure

1. Press F2 and change Date to ‘13/04/2005’.

2. Select ‘Swastik Associates’ in Party’s A/c Name and press Enter.

3. The Despatch Details screen displays as shown.

Despatch Details

Despatech Doc, Mo,
Despatched thra
Destination

Delivery Mate Mos) ©

Order Details

Qrder Mais) : MaodaTerms of Paymenit ©
Other Reference(s) :
Termns of Delivery !

Buyer’s Details
[ EILGETI Star Power Controls Buyer
Address . B-31114, Bhushan Wihar, Addrass
Bhuhaneshwar,
Orizsa

TINSales Tax Ho. © 874521072000

. Swastik Associates
o B03, Marvel Complex,
Madhva Pradesh

Figure 1.12 Invoice Details

4. In the Consignee Name field, type ‘Star Power Controls’, address of the dealer and press Enter

to Accept the screen.

5. Select ‘CST — Sales’ in Sales Ledger field and press Enter. VAT/Tax Class appears by default.

6. Select ‘Black Matt’ in Name of Item.

© Tally (India) Pvt Ltd 2006
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7. Type Quantity as ‘300’ Kgs.

8. Specify Rate as ‘240’ and press Enter.

9. Select ‘Chocolate Brown’ as the second ltem.

10. Type Quantity as ‘50’ Kgs .

11. Specify Rate as ‘270’ and press Enter.

12. Select ‘P.O. Red’ as the third Item.

13. Type Quantity as ‘50’ Kgs, specify Rate as ‘245’ and press Enter.

14. Press Enter twice.

15. Select ‘CST @ 4%’ ledger and press Enter, the tax will be calculated automatically.
16. Press Enter twice.

17. Select C Form in the Form to Receive field and press Enter.

18. Type Form No. as ‘TC-2K-15023’ and Date as ‘“13/04/05’.

19. Select E1 Form in the Form to Issue field from the E Form Types list.

(In the books of Swastik Traders, ‘C’ form received from Rainbow Colours has to be entered and ‘E—
I’ form needs to be selected, which must then be issued since it is a subsequent inter-state sales by
transfer of documents of title.)

g Youcher Creation

National Traders Ctrl + M
Mo, 3 13-Apr-2005
Ref ‘Wednesday

Pary's Alt Marme : Swastik Associates
Current Balance

Sales Ledger : CST Sales

V4T Tax Cizas: Inter-State Sales

Name of tem Quantity Rate per Amount
Black Matt 300.00 Kos 240.00 Kgs ¥2,000.00
Chocolate Brown 50.00 Kgs 270.00 Kgs 13,500.00
P.0. Red 50.00 Kgs 245.00 Kgs 12,250.00

T e775000
CST @ 4% 4 % 3,910.00

Form to Receive © C Farm -.  13.Apr2005
Formtolesue IR TN O Mot Applicable L .
Marration : E1 Form 400.00 Koz 7,01,660.00

Figure 1.13 Sales Invoice 4

20. Type Form No. as ‘TE-1Q-0130’ and Date as ‘“13/04/05'.

21. You can also press Enter and skip Form No. and Date field if the prescribed forms are not
received at the time of transaction. Generally, blank forms are received at the beginning of the
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year or on commencement of inter-state transaction with the respective dealer. However, Tally
gives you the flexibility to update Form No. and Date in the Reports Menu, which will be
discussed later in this lesson.

22. In the Bill-wise Details screen, press Enter to Accept the default Bill allocation.

The completed Sales Voucher entry displays as shown.

Accounting Youcher Creation National Traders Ctrl + M

Mo, 3 13-Apr-2005
Ref: Wednesday
Party's Alc Mame . Swastik Associates
Current Balance
Sales Ledger . CST Sales
AT/ Tax Class. Inter-State Sales
Mame of tem Quantity Rate per Amount
Black Matt 300.00 Kgs 240.00 Kgs ¥2,000.00
Chocolate Brown 50.00 Kgs 270.00 Kgs 13,500.00
P.0O. Red 50.00 Kgs 245,00 Kgs 12,250.00
97,750.00
CST @ 4% 4 % 3,910.00
Form to Receive © C Form Form Mo . TC-2K-15023 Date : 13-Apr-2005
Formtolssue  : E1Form Form Mo TEAAQ-0130 Date : 13-Apr-2005
Marration ; 400.00 Kgs Accept?
Yes of No

Figure 1.14 Sales Invoice 5

23. Press Enter to Accept.

1.3.5 Branch Transfers/ Consignment Sales against ‘F’ form

Example: On April 15, 2005, M/s. National Traders despatches the following goods to their Branch in
Uttar Pradesh.

Product Description Quantity (in Kgs) | Rate (in Rs.)
Golden Yellow 20 285
Metallic Blue 30 250

The Branch/ Consignment agent is required to furnish a declaration in ‘F’ form for every month.
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Step 1: Creation of Masters

Create required Branch Ledgers and Sales Ledgers.

Branch Ledgers

Ledger Under Maintain balances Inventory values are
bill-by-bill affected
National Traders - U.P. | Branch/ Divisions Yes No

Sales Accounts

Ledger Under Used in VAT/Tax Class | Inventory values
VAT are affected
returns
Branch Sales Accounts Yes Consignment/ Yes
Transfer Branch Transfer
Outward Outward

Step 2: Create Sales Invoice

Go to Gateway of Tally > Accounting Vouchers > Press F8
1. Press F2 and change Date to ‘15/04/2005’.
2. Select ‘National Traders — U.P. Branch’ in Party’s A/c Name.
3. Select ‘Branch Transfer Outward' in Sales Ledger field and press Enter. VAT/Tax Class

appears by default.

= ©O© 0o N o O »

. Select ‘Golden Yellow’ in Name of Item.
. Type Quantity as ‘20’ Kgs.

. Specify Rate as ‘285’ and press Enter.

. Select ‘Metallic Blue’ as the second Item.

. Type Quantity as ‘30’ Kgs.

. Specify Rate as ‘250’ and press Enter twice.

0. Select F Form in the Form to Receive field.

22
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Youcher Creation Natiohal Traders Ctrl + M
Mo, 4 15-Apr-2005
Friday

Accounting

Ref:

Party's Alc Mame :© Mational Traders - U.P. Branch
Current Balance

Sales Ledger . Branch Transfer Outward

VAT Tax Class. ConsignmentBranch Transfer Oulward

Mame of tem Quantity Rate per Amount
Golden Yellow 20.00 Kgs 285.00 Kgs 5,700.00
Metallic Blue 30.00 Kgs 250.00 Kgs 7,500.00

13,200.00
O End of List

O Mot Applicable

C Form

Form to Receive : A - O Form ate

Marration : H Farm 50.00 Kgs 13,200.00
| Form

Figure 1.15 Sales Invoice 6

11. Press Enter to skip Form No. and Date field.
12. In the Bill-Wise details screen, press Enter to Accept the default Bill allocation.
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The completed Branch Transfer entry displays as shown.

g VYoucher Creation Natiohal Traders Ctrl + M
Mo, 4 15-Apr-2005
Ref: Friday
Party's Alc Mame :© Mational Traders - U.P. Branch
Current Balance
Sales Ledger . Branch Transfer Outward
VAT Tax Class. ConsignmentBranch Transfer Oulward
Mame of tem Quantity Rate per Amount
Golden Yellow 20.00 Kgs 285.00 Kgs 5,700.00
Metallic Blue 30,00 Kgs 250.00 Kgs 7,.500.00
13,200.00
O End of List
Form to Receive © F Form Form Mo Date
Marration ; 50.00 Kys Accept?
Yes of No

Figure 1.16 Sales Invoice 7

13. Press Enter to Accept.
In the case of consignment sales made to agents, the same form has to be selected.

1.3.6 Exports against Form H

Example: On April 18, 2005, M/s. National Traders supplied the following item to M/s. Surya Exports
against submission of Form H, vide No. 102504 dt. 18/04/05.

Product Description Quantity (in Kgs) | Rate (in Rs.)
Black Matt 100 240

Step 1: Create required Party Ledgers and Sales Ledgers
Party Ledgers

Ledger Under Maintain balances Inventory values are
bill-by-bill affected
Surya Exports Sundry Debtors Yes No
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Sales Accounts

Ledger Under Used in VAT VAT/Tax Class | Inventory values
returns are affected
Sales deemed | Sales Accounts Yes Not Applicable Yes
Exports

Step 2: Create Sales Invoice

Go to Gateway of Tally > Accounting Vouchers > Press F8

0 N O o~ WN -

. Press F2 and change Date to ‘18/04/2005'.

. Select ‘Surya Exports’ in Party’s A/c Name.

. Select ‘Sales deemed Exports’ in Sales Ledger field.
. Select ‘Inter-State Sales’ in VAT/Tax Class field.

. Select ‘Black Matt’ in Name of Item.

. Type Quantity as ‘100’ Kgs.

. Specify Rate as ‘240’ and press Enter.

. Tab down to Form to Receive field, select ‘H Form’ and press Enter.

National Traders

ing Youcher Creation

Ctrl + i

Mo. 5 1B-Apr-2005

Ref: Maonday
Party's Al Mame . Surya Exports
Current Balance
Sales Ledger . Sales Deemed Exports
AT/ Tax Class. Inter-State Sales
Mame of tem Quantity Rate per Amount
Black Matt 100.00 Kgs 240.00 Kgs 24,000.00
O End of List

0 Mot Applicable

C Form
Formto Receive : IEIC N - O Form

F Form
Marration : H Form 100.00 Kgs 24,000.00

| Form

Figure 1.17 Sales Invoice 8

© Tally (India) Pvt Ltd 2006
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9. Type Form No. as “102504’, Date as 18/04/05 and press Enter.

10. In the Bill-Wise details screen, press Enter to Accept the default Bill allocation.

The completed Sales entry displays as shown.

ing Youcher Creation National Traders

Ctrl + i

Mo b 1B-Apr-2005
Ref: Maonday
Party's Al Mame . Surya Exports
Current Balance
Sales Ledger . Sales Deemed Exports
AT/ Tax Class. Inter-State Sales
Mame of tem Quantity Rate per Amount
Black Matt 100.00 Kgs 240.00 Kgs 24,000.00
O End of List
Form to Receive © H Form Form Mo . 102504 Date : 18-Apr-2005
Marration - 100.00 Kos Accept?

Yes of No

Figure 1.18 Sales Invoice 9

11. Press Enter to Accept.

1.3.7 Sales to SEZ Units against Form |

Example: On April 20, 2005, M/s. National Traders supplied the following item to M/s. Track Innova-

tions (P) Ltd., a unit in SEZ at Chennai, against submission of Form |.

Product Description Quantity (in Kgs) | Rate (in Rs.)

Metallic Blue 50 290

Step 1: Create required Party Ledgers and Sales Ledgers
Party Ledgers

Ledger Under Maintain balances Inventory values are
bill-by-bill affected
Track Innovations (P) | Sundry Debtors Yes No
Ltd.

26
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Sales Accounts

Ledger Under Used in VAT VAT/Tax Class | Inventory values
returns are affected
Sales — SEZ Sales Accounts Yes Not Applicable Yes

Step 2: Create Sales Invoice

Go to Gateway of Tally > Accounting Vouchers > Press F8
. Press F2 and change Date to ‘20/04/2005’.

. Select ‘Track Innovations (P) Ltd.," in Party’s A/c Name.
. Select ‘Sales — SEZ’ in Sales Ledger field.

. Select ‘Inter-State Sales’ in VAT/Tax Class field.

. Select ‘Metallic Blue’ in Name of Item.

. Type Quantity as ‘50’ Kgs.

. Specify Rate as 290’ and press Enter.

0o N O O B~ WN =

. Tab down to Form to Receive field and select ‘Il Form'.

ing Voucher Creation Natiohal Traders Ctrl + M
Mo b 20-Ap-2005
Ref: Wednesday
Part's Ali Mame : Track Innovations (P} Ltd.,
Current Balance
Sales Ledger: Sales - SEZ
AT/ Tax Class. Inter-State Sales
Mame of tem Quantity Rate per Amount
Metallic Blue 50.00 Kgs 200.00 Kgs 14,500.00
O End of List
0 Mot Applicable
C Form
Form to Receive : [ F O Form
F Form
Marration : H Farm 50.00 Kgs 14,500.00

Figure 1.19 Sales Invoice 10

9. Press Enter to skip Form No. and Date fields.

© Tally (India) Pvt Ltd 2006
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10. In the Bill-Wise details screen, press Enter to Accept the default Bill allocation.
11. Press Ctrl+A to Accept.

1.4 Payment of CST

Central Sales Tax is payable in the state from which goods are sold. The tax so collected is retained
by the state in which it is collected. The state government sales tax officer who assesses and collects
local state sales tax also assesses and collects Central Sales Tax.

The due date is the period to submit returns under General Sales Tax of the appropriate state. CST
payable should be rounded off to the nearest rupee.

Example: On May 20, 2005, M/s. National Traders paid an amount of Rs. 7,308 towards CST
payable for the month of April 2005, vide Cheque No. 015630 dt. 20/05/05.

Step 1: Create Payment Entry

Go to Gateway of Tally > Accounting Vouchers > Press F5

1. Press F2 and change Date to ‘20/05/2005’.

2. Select ‘HDFC Bank’ in the Account (if it does not exist, create using Alt+C).
3. Select ‘CST @ 4%’ and specify Amount as ‘7,308’ .

4. Type Cheque No. ‘015630’ in the Narration field and press Enter.

The completed Payment entry displays as shown.

National Traders CtH + W

Mo 1 20-May 2005
Friday
Account: HDFC Bank Ltd.,
Cur Bal: 7,308.00 Dr
Particulars Amount
CST @ 4% 7.308.00
Cur Bai. 0.00 Dr
MNarration 1.308.00
Ch. Mo.:015630
Accept?
Yes o No

Figure 1.20 Payment Voucher

5. Press Enter to Accept.
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1.5 CST Reports

Tally 7.2 facilitates the generation of CST related reports, that is, Forms Receivable and Forms
Issuable Reports for any period of time or at any point of time. It also offers the facility of auto-filling
the form number for the transactions relating to same dealer during that year which enables quicker
voucher entry and reduces the possibility of errors.

1.5.1 Forms Receivable Report

In Tally, you can generate ledger-wise Forms Receivable Report. This report comments on various
forms to be received from the dealer at any given point of time. It displays the date of transaction,
CST Sales ledger employed, gross amount inclusive of CST, form types and also contains two addi-
tional fields — Form Number and Date, which have to be filled when the prescribed forms are
received from the purchasing dealer or customer.

Usually, this report is generated at the end of a financial year or during the month end (in specific
cases). However, Tally facilitates the generation of this report at any point of time.

Go to Gateway of Tally > Display > Statutory Reports > CST Reports > Forms Receivable >
Select the required ledger, that is, Sunrise Industries > Press Enter

The Forms Receivable Report of M/s. Sunrise Industries displays as shown.

Forms Receivable National Traders Cirl + M
Ledger Mame ;. Sunrise Industries 1-Apr-2005 to 20-May-2005
Date Particulars Vch Type Vch Ho. Gross Form Form Date
Amount Type 1
7-4-2005 CST Sales Sales 1 36,312.000r ¢ Form [ HEEEEEEE

Figure 1.21 Forms Receivable 1
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The above report shows that ‘C’ form is to be received from the said customer for the supplies made
during the respective period. In this report, you can fill the Form No. and Date of such form when it is

received.
View M/s. Surya Exports ledger for the forms to be received.

CST Configure National Traders Cirl + M

Configuration 0 Mot Applicable
C Form
Show All Youchers ? Yes D Form
Show Youchers of : E1 Form

E2 Form
F Farm

Figure 1.22 Forms Receivable 2

The report is blank as the prescribed declaration in Form H was received at the time of sale and
entered in the Sales Invoice during voucher entry. However, you can view the vouchers for which
forms have been received in advance or at the time of transaction.

To view all vouchers, press F12: Configure and enable the following.

o Set Show All Vouchers to Yes.

o Select ‘H Form’ in Show Vouchers of field.
This feature allows you to view different Forms Receivable from the same dealer, if any. If this is set
to Not Applicable, whatever forms are due from the dealer will be displayed.
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The Forms Receivable report displays as shown.

Forms Receivable Natiohal Traders Ctrl + M

Ledger Mame . Surya Exports 1-Apr-2005 to 31-Mar-2006

Date Particulars Vch Type Vch Ho. Gross Form Form Date
Amount Type 1

1B-Ppr-2005

18-4-2005 Sales Deemed Exports Sales 4 24,000.00 Dr HForm

Total 24,000.00 Dr

Figure 1.23 Forms Receivable 3

Press Alt+P to print the report.

If there are many transactions, press Alt+F5 and type Form No. and Date to auto-fill the same in all
the transactions pertaining to the related form.

In the same manner, view other Forms Receivable from the rest of the dealers during the required
period.

1.5.2 Forms Issuable Report

In Tally, you can generate ledger-wise Forms Issuable Report. This report comments on various
forms to be issued to the dealer at any given point of time. It displays the date of transaction, CST
Purchases ledger employed, gross amount inclusive of CST, form types and also contains two addi-
tional fields — Form Number and Date, which can be filled when the prescribed forms are issued to
the selling dealer or supplier.

Similar to Forms Receivable Report, this report is also generated at the end of a financial year or
during the month end (in specific cases) but can be generated at any point of time in Tally.

Go to Gateway of Tally > Display > Statutory Reports > CST Reports > Forms Issuable > Select
the required ledger, that is, Unique Paints (P) Ltd. > Press Enter
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The Forms Issuable Report of M/.s Unique Paints (P) Ltd. displays as shown.

Forms Issuable National Traders Ctrl + M
Ledger Mame : Unigue Paints (P) Ltd., 1-Apr-2005 to 20-May-2005
Date Particulars Vch Type Vch Ho. Reference Gross Form Form Date
Amount Type
5-4-2005 CST Purchases Purchase 1 15444000 cr ¢ Form [N REEDEEE
9-4-2005 CET Purchazes Furchase 2 B5,700.00 Cr © Form

Figure 1.24 Forms Issuable 1

As discussed earlier, fill Form No. and Date.

View Forms Issuable Report of M/s. Swastik Associates ledger, where the movement of goods has

affected the transfer of documents.

Go to Gateway of Tally > Display > Statutory Reports > CST Reports > Forms Issuable > Select

Swastik Associates ledger > Press Enter
Press F12: Configure
o Set Show All Vouchers to Yes.

o Select ‘E1 Form’ in the Show Vouchers of field and press Enter.
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The Forms Issuable Report displays as shown.

Forms Issuable

Ledger Mame . Swastik Associates

National Traders

Ctrl + i
1-Apr-2005 to 20-May-2005

Date Particulars Vch Type Vch Ho. Reference Effective Gross Form Form Date
Date Amount Type 1
13-4-2005 CST Sales Sales 3 13-4-2005  1,01,660.000r E1 Forrm  ESSESSOlEn] 1 3-Apr-2005

Total

1,01,660.00 Dr

Figure 1.25 Forms Issuable 2

In the above transaction, though the ‘C’ Form has been received and the transaction reflects in the
Forms Receivable Report, as per the rules, the declaration in Form E—I must be furnished and is
therefore shown in the Form Issuable Report.

Summary

On completion of this lesson, you should be able to

o Configure and enable Central Sales Tax in Tally.

o Record inter-state purchase and sales transactions.
o Generate CST related reports.
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Lesson 2:

Lesson Objectives
On completion of this lesson, you will be able to

O O o o

Enable TCS in Tally.

Create masters neccesary for TCS transactions.
Record TCS transactions.

Generate TCS reports and challans in Tally.

2.1 Introduction

Tax Collection at Source is prescribed for business or trade in alcoholic liquor, forest produce, scrap,
etc., as well as lease, license or contract related to parking lot, toll plaza, mines & quarry, etc., as
defined in section 206C of the Income Tax Act, 1961. The following brief description covers the appli-

cability of Act.

2.1.1 Sale of goods

TCS means collection of tax at source by the seller (collector) from the buyer (collectee/payee) for
trading purposes of the goods specified u/s 206C (1) of the Income Tax Act, 1961. It is collected
when accrued or when paid, whichever is earlier. The following table describes the Nature of Goods

covered under TCS and the Rate applied thereon.

Tax Collection at Source (TCS)

SI.No. | Nature of Goods Percentage
1 Alcoholic liquor for human consumption 1

2 Tendu leaves 5

3 Timber obtained under a forest lease 25

4 Timber obtained by any mode other than under a forest lease | 2.5

5 Any other forest produce not being timber or Tendu leaves 2.5

6 Scrap 1

‘Scrap’ means waste and scrap from the manufacture or mechanical working of materials is not

usable because of breakage, cutting up, wearing out, or other reasons.
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Meaning of Seller

Seller means

The Central Government
A State Government
Any local authority
Corporation or authority established by or under a Central, State or Provincial Act
Any company
Firm
o Co-operative society
It also includes Individual or Hindu Undivided Family (HUF) whose total sales, gross receipts or
turnover from the business or profession carried on by him exceeds the monetary limits specified

under Clause (a) or Clause (b) of Section 44AB during the financial year immediately preceding the
financial year in which the goods of the nature specified above are sold.

O O O o o o

Meaning of buyer

Buyer means a person who obtains in any sale, by way of auction, tender, or any other mode, goods
of the nature specified above or the right to receive any such goods, but does not include

o A public sector company, the central government, a state government, an embassy, a high
commission, legation, commission, consulate and the trade representation of a foreign state
and a club; or

o A buyer in the retail sale of such goods purchased by him for personal consumption.

2.1.2 TCS on contracts, license and leases

As per Sec 206C (1C), every person who grants a lease or license or enters into a contract or
otherwise transfers any right or interest, either in whole or in part, in any parking lot or toll plaza or
mine or quarry to another person, other than a public sector company (referred as licensee or
lessee) for business shall, at the time of debiting of the amount or on actual receipt, whichever is
earlier, collect from the licensee TCS at the rates specified in the following table.

SI.No | Nature of contract, license, lease, etc. Percentage
1 Parking Lot 2
2 Toll Plaza 2
3 Mining or Quarrying 2

2.1.3 Time and Mode of Payment of TCS to Government Account

All sums collected shall be paid to the credit of the Central Government within one week from the last
day of the month in which the collection is made. Provided that where the collection is made by or on

36 © Tally (India) Pvt Ltd 2006



%; POWER OF SIMPLIGITY Tax Collection

behalf of the Government, the amount shall be credited within the time and in the manner aforesaid
without the production of a challan.

2.1.4 Credit for Tax Collected at Source

Any amount collected and paid under Section 206C(3) to the credit of Central Government, the
amount of tax collected and specified in the statement referred to in the second provision to sub-
section (5) shall be deemed as payment of tax on behalf of the person from whom the amount has
been collected and credit shall be given to him for the amount so collected in the assessment made
under this Act for the assessment year for which such income is assessable without the production
of certificate.

2.1.5 Issue of TCS certificate

The person responsible for collecting the tax is required to issue a certificate of collection of tax at
source in new Form No. 27D to the buyer within one month of the end of the month, during which the
amount is debited to the account of the buyer or the payment received from the buyer as the case
may be.

Provided that no certificate may be furnished in a case where tax has been collected in accordance
with the foregoing provisions of this section on or after 1-4-2005.

Provided further that the prescribed income-tax authority or the person authorised by such authority
referred to in sub-section (3) shall, within the prescribed time (i.e. 15th June) after the end of each
financial year, prepare and deliver to the buyer or to the licensee or lessee, a statement in the pre-
scribed form (i.e. Form No. 26AS) specifying the amount of tax collected and such other particulars
as may be prescribed.

The annual statement Form No. 26AS will be issued for all tax deducted and tax collected at source
from financial year 2005-06 onwards after the expiry of the financial year.

2.1.6 Issue of Consolidated Certificate

Where more than one certificate is required to be furnished to a buyer for tax collected at source in
respect of the period ending on 30th September and 31st March in each financial year, the person
collecting the tax, may on request from such buyer, issue within one month from the end of such
period, a consolidated certificate in new Form No. 27D for the tax collected during whole of such
period.

2.1.7 TCS Returns

To ensure proper checks and balances on these collections (TCS) and subsequent credit taken there
of by the collectee/payee, the collectors are required to file TCS returns with the Income Tax Depart-
ment. TCS returns contain details of collectors (like TAN, Name, Address), tax deposited at the bank
(like amount, challan identification number) collectee details (like PAN, Name, Amount paid, Tax
collected at source) in the form prescribed by Income Tax Department.
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2.1.8 e-TCS Returns

The Income Tax department has notified ‘Electronic Filing of Returns of Tax Collection at Source
Scheme, 2005’. It is applicable to all deductors furnishing their TCS return in electronic form. As per
this scheme

o Itis mandatory for corporate and government deductors to furnish their TCS returns in elec-
tronic form (e-TCS return) from financial year 2004-2005 onwards.

o Deductors (other than government and corporates) may file TCS returns in electronic or
physical form.

o NSDL as e-TCS intermediary (appointed by ITD) receives, on behalf of ITD, e-TCS returns
from deductors.
Deductors furnishing TCS returns in electronic form (e-TCS) have to furnish Form 27B. Form 27B is
a control chart to be furnished in physical form along with CD/ Floppy containing the e-TCS annual
return (Form 27E). Form No 27B is required to be furnished separately for each TCS return (Form
27E).

Form 27B is a summary of e-TCS returns (Form 27E) which contains control totals of ‘Amount paid’
and ‘Income tax collected at source’. The control totals mentioned on Form 27B should match with
the corresponding control totals in e-TCS returns.

2.1.9 Returns-Forms and periodicity

Revised forms for e-TCS returns and periodicity thereof prescribed under income tax laws are as
follows.

Financial Form No. Particulars Periodicity
Year
2004-05 Form 27E Annual return of collection of tax under Annual

section 206C of Income Tax Act, 1961

Form 27B Physical control charts containing control | With each e-TCS
totals mentioned in TCS returns fur- returns Form 27E.
nished electronically. Form 27B in physi-
cal form to be submitted along with e-
TCS annual return Form 27E.

2005-06 Form 27EQ | Quarterly return of collection of tax. Quarterly
Form 27B Physical control charts containing control | With each e-TCS
totals mentioned in TCS returns fur- returns Form 27EQ.

nished electronically. Form 27B in physi-
cal form to be submitted along with e-
TCS quarterly return Form 27EQ.

2.2 TCS Feature in Tally

Tally’s simple yet powerful TCS feature enables you to record transactions related to Tax Collection
at Source with ease. It also helps you generate necessary reports and returns such as Form 27D, e-
TCS Forms (Form 27E, Form 27EQ) and Form 27B.

38 © Tally (India) Pvt Ltd 2006



ﬂ: POWER OF SIMPLIGITY

Tax Collection

2.2.1 Configuration

Create a company, Ganesh Timber Traders, to understand the TCS capabilities of Tally 7.2.
2.2.2 F11: Features

In F11: Features

o Set Enable TCS to Yes.
o Set/ Modify other Company Features to Yes.

The Company Operation Alteration screen displays as shown.

Compan

Operations Alteration

Company . Ganesh Timber Traders

Integrate Accounts and Inventory 7 Yes Maintain Budgets and Cantrals 7 No
Allow Multi-Currency ? No Allow 0 valued entries in Youchers 7 No
Allow Invoicing , 7 Yes Allow Purchase Order Processing 7 No
Enter Purchades in Invoice Format ? Yes .
] . Allow Sales Order Processing ? No
Separate Discount column on Inwoices 7 No
) Enable TDS ? No
Enable Service Tax ? Ho
Enable TCS 2 [¥es]
Accounting Features Inventory Features
Maintain Billwize Details ? Yes Maintain Stock Categories ? No
(for Non-Trading Afts alsg) 7 No Maintain Batch-wise Details ? No
Maintain Payroll ? No (set Expiry Dates for Batches) 7 Mo
Maintain Caost Centres ? No [ ;
Maintain Multiple Godowns ? No
LIse Cost Centre forJob Cosling ? No ) g
More than DME Payrollf Cost Category 7 No Use Tracking Mumbers ? No
Use Rev. Jaurnals & Optional Youchers ? No Use Rejection Motes ? No
Use Dehiticredit Mates 2 No Use different Actual & Billed Gty 7 No
Use Invaice mode for Credit Hotes 7 No Track additional costs of Purchase 7 No
Use Invoice mode for Dekit Motes 7 No
Activate Interest Calculation ? Ho
{use advanced parameters) T Mo
Income’Expense Stmtinstead of P & L7 No

SetiModify other Company Features ?

Figure 2.1 Features — Company Operations Alteration

Press Enter to view the Advanced Company Operations screen.
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Set Enter TCS Details to Yes.

Company h Timber Traders
Use Multiple Price Levels for Invoicing ? No
Follow Excize rules for Invaicing ? No
Enahle Chegue Printing ? No
Enter TCS Details | Yes

Figure 2.2 Advanced Company Operations
Press Enter to view the TCS Collector Details screen.

Ensure that the TCS Collector Details screen displays as shown.

Company TCS Collector Details
Tax Assessment Number : APJ143
Incame Tax Circleiard {TCS) . Circle 1¥Ward 1
Collector Type . Others
Mame of person responsihle . Rajesh
Designation W Chief Financial Officer

Figure 2.3 TCS Collector Details
2.2.3 F12: Configure

F12: Configure is used to configure settings for applications available in Tally. Configuration settings
affect all companies maintained in the same data directory and setting configuration for one company
will affect other companies in that data directory.

2.2.4 Statutory Masters in Tally
Before creating Masters, observe how TCS Masters is captured in Tally.
Collectee Types

The classification of persons collecting TCS is tabled in Collectee Types.
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Go to Gateway of Tally > Display > Statutory Masters > Collectee Types

Ganesh Timber Traders
Mame of Collectee Type

Association of Persons
Body of Indirviduals
camparny - Non Resident
Compary - Fesident
Co-Operative Society
Individual/HUF - Mon Resident
Individual/HUF - Resident
Local Authority

Partnership Firm

Figure 2.4 Name of Collectee Type

Select a Collectee from the above list. For example, select Association of Persons. The screen
displays Collectee TCS Details such as Date from which rate is applicable, Surcharge Exemption
Limit, Surcharge and Additional Surcharge.

Collectee Type Displa Gane
Mame . Association of Persons

Residential Status . Resident

Collectes Status . Non Company

Collectee TCS Details

Applicable From Surcharge Surcharge Addl Surcharge
Exemption Limit {Cess)

1-4-2004 10,00,000.00

Figure 2.5 Collectee Type Display
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Note: The buyers (customers) covered under TCS have to be identified with a Collectee Type.
List of TCS Types

The transactions covered under TCS are grouped under List of TCS Types.

Ganesh Timber Traders

List of TCS Types

Alcoholic Li tioh

Any Other Forest Produce (Mot Being Tendu Leaves)
Contractors/Licensee/Lease Relating to MinesQuarry
Contractors/Licensee/Lease Relating to Parking Lots
Contractors/Licensee/Lease Relating to Toll Plaza
SCrap

Tendu Leaves

Timber Obtained by Any Mode Dther Than Forest Lease
Timber Obtained Under Forest Lease

Figure 2.6 List of TCS Types

Select a TCS Type from the above list. For example, select Timber Obtained Under Forest Lease.
The screen displays TCS Details such as Collectee Type, Date from which the rate is applicable and
TCS Rate.

Marme : Timber Obtained Under Forest L ease
Section ;. 206C
Favment Code . 6GCB
Collectee Type Applicable From Rate

1-4-2004 2.50 %
Body of Individuals

1-4-2004 2.50 %
Company - Hon Resident

1-4-2004 2.50 %
Company - Resident

1-4-2004 2.50 %
Co-Operative Society

1-4-2004 2.50 %
IncivicdualHUF - Non Resident

1-4-2004 2.50 %
IndividualHUF - Resident

1-4-2004 2.50 %

4 more ... O

Figure 2.7 TCS Nature of Goods Display

Note: The nature of transaction has to be identified with the respective TCS ledger.
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2.2.5 Statutory Updations

Whenever there is a change in the rates of TCS or Surcharge, Tally updates the latest rates on its
website, www.Tallysolutions.com. The latest statutory master file can be imported from this website.

T it i W B
7 ) - Chat! ﬁ Call:
Location BSNL & MTNL: 1-600-22-8859

Power of Simplicity with our Advisor for all other subscribers: 080-25732559

o Buy Tally
o Register Tally
o Tally 7.2 Dema

o Implementing Tally 7.2

o Download Tally 7.2
(Latest Releasze)

o Careers@Tally Important: (Read this before yvou download)

o Become a TASC Tally 7.2 Release 2.1 supports Soft Lock security only. Hard Lock users who download Tally 7.2 Releasze
2.1, must complete download and thereafter change their security license from Hard Lock to Soft Lock. For
= Upgrade detailed procedure on conversion from Hard Lock to Soft Lock, click Conversion from Hard Lock to Soft

Lock ar refer to section "Implementing Tally 7.2" in Tally Solutions home page.

Conversion Process from Hard Lock to Soft Lock
FAQ's (Frequently Asked Questions)

Tally 7.2 - Release 2.1

e Download Mow )

Benefits:

At Tally Salutions, we continuously innovate so as to make your experience of using Tally simple and
enjoyahle, without any compromize on performance. As a result of these efforts, we are pleased to
annaounce latest Tally 7.2 Release 2.1, which will offer the following unigque and special benefits:

» Improved Security using Soft Lock licensing

» Maintenance free Lock system

COwer the past few years, the Dongle {Hard Lock) technology has became ohsalete due to improvements in
technalagy for administering security in software products. The Dongle technology is na longer supported by
IT vendars. In the current release, Tally Solutions has implemented the latest developments in technology
and enhanced the security handling in Tally through the Soft Lock technology. Therefore, to overcame an
ohsalete technology, we are announcing the current update of Tally 7.2 Release 2.1, which supports anly
Soft Lock licensing. We request all Hard Lock users to implement the conversion process by January 31,
2006 after which suppoart for Tally Hard Lock will no longer be availahle.

Brief note on st

& save this page [2) Send this page (2 Print this page 5.4 Most Popular

Figure 2.8 Statutory Master Updation
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Masters to be created

The following Master configurations are required to capture and generate TCS information.

o Customer Account

o TCS Ledger

o Sales Ledger

o Timber as Stock Item
Customers

When creating Customer ledger, a new option Is TCS Applicable appears. Once this is set to Yes,
the List of Collectee Types displays to enable you to select the nature of Buyer/ Lessee. Select the
appropriate Nature of the Collectee.

To view the Ledger Creation screen,
Go to Gateway of Tally > Accounts Info > Ledgers > Create

Create a customer ledger, Chandra Timbers with TCS Applicable. Select the Buyer/ Lessee as
Body of Individuals as shown in the following figure.

ger Creation Ganesh Timber Traders Ctrl + M

Mame . Chandra Timbers

(alias)
Assaciation of Persons
Body of Individuals

under . Sundry Debtors Company - Non Resident

(Current Assets) Campany - Resident

Co-Operative Society
Individual/HUF - Non Resident
Individual/HUF - Resident

15 TCS Applicable 7 Yes LEEE Ay

Buveressee d Body of indhiduals | PEITETED (<
malntaln balances lli-by-ail 7 Yes Default Credil Ferlod
Inventory values are affected ? No

Opening Balance (on 1-Apr-2005)
Malling & Related Detalls

Marme . Chandra Timbers Contatt Person © Incorme Tax Mo
Telephane : Sales Taw Mo,
Address F

E-Mall

State :
FIM Code

Figure 2.9 Ledger Creation Chandra Timbers with List of Collectee Types
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The completed screen displays as shown.

Ledger Creation Ganesh Timber Traders Ctrl + b
Mame  : Chandra Timbers iiioralll pHHAIR
(alias)
under . Sundry Debtors
(Current Assets
15 TCS Annlicable 7 Yes
BuyenLessee . Body of Indiduals
Malntaln balances bill-by-blil 7 Yes Default Credi Perlod
Inventory values are affected ? No
Opening Balance {on 1-Apr-200E)
Malling & Related Detalls
Name . Chandra Timbers ContattPerson ; M. Chandra Incorme Tax M. . ABWE12588
Telephane : DB0-25678954 Sales Tax Mo, :
Address #56, Mico Layout Fax :
Bangalore E-mall . chandrag@timber.com
Accept ?
Stale . Karnataka
PIN Code Yes o No

Figure 2.10 Ledger Creation Chandra Timbers Completed
TCS Ledgers

TCS Ledgers are created under Duties & Taxes with selection of Type of Tax as TCS and Nature of
Goods/ Contract/ License/ Lease as Timber Obtained Under Forest Lease.

To view the Ledger Creation screen,

Go to Gateway of Tally > Accounts Info > Ledgers > Create
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The Ledger Creation TCS Ledger screen displays as shown.

ger Creation

Mame . TCS Ledger
(alias)
Under : Dutles & Taxes

(Current Liabilities)

Type of DutyTax

L TR gelell B ety Y0 R ET TR Timber Obtained Under Forest Lease

Inventory values are affected

Opening Balance (on 1-Apr-2005)

L TCS

? No

Ganesh Timber Traders

Scrap

Malling & Related Detalls

Marme

Address

State
FIM Code

Contatt Person © Inco
Telephane : Sale
F

E-mall

Alcohalic Liguar for Hurnan Consumption

Ay Other Forest Produce (Mot Being Tendu Leaves)
Contractors/Licensee/lease Relating to Mine/Quarry
Contractors/Licensee/Lease Relating to Parking Lots
Contractars/Licensee/Lease Relating to Toll Plaza

Tendu Leaves

Timber Obtained by Any Mode Other Than Forest Lease
Timber Obtained Under Forest Lease

Ctrl + i

Figure 2.11 Ledger Creation TCS Ledger

Complete the ledger creation and Accept the screen.

Similarly, create the following Masters.

1. Sales Ledger

2. Timber as a Stock Iltem
3. Bank Account (State Bank of India)
4. Freight

46
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2.3 Transactions
2.3.1 Sales

Enter a Sales transaction of Timber for Rs. 75,000 to Chandra Timbers with TCS Applicable. While
passing the sales entry, on selection of TCS ledger, TCS Calculation details display as follows.

TCS Details

TCE Party Ledger

Chandra Timhers

Gross Amount 75,000.00
Income Tax @ 2.50% 1,875.00
Surcharge D 10 % 188.00
Cess D 2% 41.00

Total TGS : 2,104.00

TCS - Bill Wwise Detail for : TCS Ledger

Type of Ref Marme Oue Date, ar Amounmt  Drf
Credit Days cr
Mew Fef Saler 7-May-2005 2,104.00 Cr

Figure 2.12 TCS Details

TCS rate is picked from (Gateway of Tally > Display > Statutory Masters > TCS Nature of Goods)
TCS Nature of Goods Display based on Collectee Type and Applicable period. In this case, it is
Timber Obtained Under Forest Lease selected at the time of Creation of TCS ledger.

Surcharge and Cess are picked from (Gateway of Tally > Display > Collectee Types) Name of
Collectee Types based on the nature of Buyer/Lessee. In this case, it is Body of Individuals
selected at the time of Creation of Chandra Timbers.
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The completed Sales transaction displays as shown.

Ctrl + i

Ganesh Timber Traders

Accounting Youcher Creation

Mo, 1 1-Apr-2005
Ref: Friday
Party's Alc Mame © Chandra Timbers
Current Balance
Sales Ledger . Sales Ledger
Mame of tem Quantity Rate per Amount
Timber 100 MT 750.00 MT 75,000.00
TCS Ledger 281 % 2,104.00
Freight 250.00
Marration : 100 MT Accept?
sales made to Chandra Timbers & TCS hooked

Yes o No

Figure 2.13 Sales Voucher Completed

2.3.2 TCS Payment

Select TCS reference given in the TCS Details screen earlier.

Go to Gateway of Tally > Accounting Vouchers > Press F5 for Payment
1. Press Alt+R or select TCS Helper from the buttons bar.

2. Select TCS Ledger and press Enter.

48 © Tally (India) Pvt Ltd 2006



ﬂ; POWER OF SIMPLIGITY

Tax Collection

TCS Filters Ganesh Timber Traders

TCS Filters
TCS Ledger N TCS Ledger
Buyer/Lessee Status .
To Date : 30-4-2005

Ctrl + i

Figure 2.14 TCS Filters

3. Select Non Company as Buyer/ Lessee Status and press Enter.

TCS Filters
TCS Ledger . TCS Ledger
BuyerilLessee Status N Non Company Compan
To Date . 30-4-2005 Non Compan

Figure 2.15 TCS Filters

4. Press Enter to Accept To Date as 30-4-2005.
5. The TCS payable amount will be auto-filled with the respective bill details.
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6. Now, select the Bank as State Bank of India.

Accounting Youcher Creation Ganesh Timber Traders Ctrl + M
MNo.1 7-Hay-2005
Saturday
sunligil State Bank of India
Cur Bal: 2,104.00 Cr
Particulars Amount
TCS Ledger 2,104.00
CurBai 0.00Dr
TDS Details for ¢ TCS Ledger
Agst Ref Sale/ T-May-2005 2,104.00 Dr
MNarration : 2,104.00

Figure 2.16 Tax Details for TCS Ledger
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7. The completed Payment Voucher displays as shown.

() Ganesh Timber Traders Ctrl + M
[___Payment __[ILR 7-H1ay-2005
Saturday
Account . State Bank of India
CurBai: 2,704.00 Cr
Particulars Amount
TCS Ledger 2,104.00
CurBai 0.00Dr
TDS Details for ¢ TCS Ledger
Agst Ref Sale/ T-May-2005 2,104.00 Dr
MNarration : 2.,104.00
Ch. MNo. 56123 TCS paid
Accept ?
Yes o No

Figure 2.17 Payment Voucher

8. Once payment is made, the challan can be printed using the Print option available on the buttons
bar.

Youcher Printing

Printer : HP Laserdet 2420 PCL Prinder-06 (qlel:] Paper Type : Ad
Ho. of Copies : 1
(Printing Dimensions)
Method : Meat Mode Paper Size : @327 211 68 or (210 mm % 297 mm)
Page Range : All Print Area  : (795" 211 34" or [202 mm % 288 mm)
Report Titles
Payment Yioucher

fwiith Print P revie)

int 7
Print as TGS Challan ? Yes Print -
TDETCE Reqular Assessment (Raised by [ T. Dept)? Ho

Yes of No

Figure 2.18 Voucher Printing
9. Press Y or Enter to print the TCS Challan.
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10. The printed TCS Challan displays as shown.

T.D.5./TCS TAX CHALLAN

Singla Copy [ta ba =art ta ZAO]

Tax Applicahle [Tick ane)™

CHALLAN No.f
ITNS 281

TAX DEDUCTED/COLLECTED AT SOURCE FROM
ooZo) COMPANY DEDUCTEES

[ ] mnz1) NON.COMPANY DEDUCTEES [ X |

Asspgsemeant
Year
200607

Tax Deduction Account No CT.A N
|aPa143 |

Full Hame

IGANESH TIMEER TRADERS

Complete Address with Clty 5 State

|1I]th Floar, Commerce@Mantri, B hatt.

Road, Bangalare

|Karnataka

Tel. Mo |

Type of Paymeant
TOS(TCS Favable by Taxpaver

TDSATCS Regular Assessment (Ralsed by LT, Deptt.]

DETAILS OF PAYMENTS

Code & BCEB
=zoo: [x]
3002 ]

Amountin Rs. Onha

Income Tax I 1,375'
Surcharge | 187]
Education Cess I d1|
Inte rest | |
Fenalty I I
Total | 2,1|]4|
Total Cin wardsy:

[ CRORES | LACS [ tHousanos | HunDrREDS | TENS I UMITS |
[ Zara Zara Twa Ona Zara Faur |
Fald In Cash/Debltto AffCheque No. : Dated

drawn on [State Bank of India

Ta=xpayers Counterfoil

fMame of the Bank and Branch]

Signatura of tha Parzan making paymant

TAN  |APJ143

Fecelved fram

Cash/Debltto Af'Cheque No.

------------------------------------------------------- Tear Hefe -« s cem o meem i mae e
CTo be filled up bw tax pawen
|
|SAHESH TIMBER TRADERS |
[Mamel

Rs.inwioras) |Two Thousand One Hundred Four Only. ]

drawn on |State Bank of India

[Mame of the Bank and Branchl

on aczount of Tad Deduded at Source (TRSY Tax Collectad St SourTCI1rom

Ijr INnn Cormpany| Deductees

for the Aszessment vear [2006 07

[Strike out whichewer Is not applicable)

FOR USE IN RECEIVING BANHK

Cebltto Adc ¥ Cheqgque credlted on

oo hul b

5PACE FOR BANHK SEAL

SPACE FOR BANK SEAL

Figure 2.19 TCS Challan
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2.3.3 Reconciliation
The challan particulars can be reconciled with the payment in their respective TCS ledgers.
Go to Gateway of Tally > Display > Account Books > Ledger > Select TCS Ledger

1. Press ALT+F5 or click on Challan Reconcile on the buttons bar.

Ledger Vouchers Ganesh Timber Traders Ot + v [
Ledger: TCS Ledger 1-May-2005 to 7-May-2005 | E-Mall
. — — Export
Date Particulars Yeh Type Yeh Mo, Dehit Credit | =
Frint
7-6-2005 State Bank of India Payment 2.104.00 —
F1: Detailed
F2: Period
F4: Ledger
Fiiz Dly Bri-up
F7: Monthly
F8: Columnar

Challan Reconciliation

Button
F5: Challan Reconcile

F8: Other Rep

F9: Inv Rep
Opening Balance 2,104.00 | £4p acc Rep
Current Total 2,104.00
Closing Balance : F11: Features

Figure 2.20 Challan Reconcilation Option

2. Once selected, the Reconciliation screen displays as shown.

TCS Challan Reconciliation Ganesh Timber Traders Ctrl + M
Ledger . TCS Ledger 1-May-2005 to 7-May-2005

Date Particulars Bank Challah Mo, CThallan Date CheguedD No.  Bank Name BSR Code Wieh Type Yeh Mo, Dehit Credit
7-5-2005 State Bank of Indiz [ NN Payment 1 2,104.00

Figure 2.21 TCS Challan Reconciliation screen

3. Challans can be reconciled by entering the appropriate data.
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2.4 Reports
2.41 Form 27D
Form 27D can be printed from Tally.

Go to Gateway of Tally > Display > Statutory Reports > TCS Reports > Print Form 27D > Select
Chandra Timbers.

1. The print configuration can be set according to requirement.

Printing TCS Form27D
Printer : HP Laserdat 2420 PCL Prinfer-06 (eli:) Paper Type Ad
HMo. of Copies : 1
[Printing Dirmensions
Method r Meat Mode Paper Size :© (B.27 211 B®oar (210 ram % 297 M
Page Range : All Print Area  : 795" x 11 34" ar (202 mm 3 288 mm)
Report Titles
TCS Form27D
(with Print Preview)
TCS Ledger . TCS Ledger
Frarm (hlank for beginning 1-4-2005
Ta (hlank for end) . 30-6-2005
Challan Date Till © 30-6-2005
Type of Copy . Default
Ceificate Ma Bk | Print ?
Place . Bangalore
Date o 30-hm-2005 Yes o No

Figure 2.22 Print Configration Form 27D
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2. The printed Form 27D displays as shown.

FORM 27D
[SEE RULE 37D]

01/206C

CERTIFICATE OF COLLECTION OF TAX AT SOURCE UNDER SUB SECTION®) OF SECTION 206C OF THE INCOME TAX ACT 1961

[Far Collection of tax at source from human consumption; tendu leaves; timber obtained under a forest lease; timber
obtained by any mode other than a forest lease; any other forest produce not being timber or tendu leaves; Scrap; or from
contract or license or lease in respect of parking lot; toll plaza; mining and gquarrying]

Tax

Marne & Address of the person collecting

Circle where return under Section
206C(5A) is to be delivered

Marne & address of the buyer or licensee
or lesses

10th Floor

Bangalore

Ganesh Timber Traders

Commerce@@Mantri
Bannerghatta Road

Circle 1 WWard 1

Chandra Timbers
#36, Mico Layout
Bangalore

Tax Collection A/c No. of the Collector

Nature of Goods refered to in th

APJ143

table in section 206C(1) or

PAN / GIR. No. of the Collector

ABWNIZE4K

section 206C(10Q)

Nature of contract or license or
lease referred to in the table in

e PAN / GIR. No. of the Buyer or
Licensee or Lessee

ABWE12858

For the Period

206C
Timber Obtained Under Forest
Lease

1-Apr-2005 to 30-Jun-2005

DETAILS OF PAYMENT,TAX COLLECTION AND DEPOSIT OF TAX INTO CENTRAL GOVERNMENT ACCOUNT

S| Armount Date of TCS | Surcharge | Education | Total Tax | Chegue BSR | Date on Transfer
Mo Paid /| Payment /| Rs. Rs. Cess Rs. | Deposited | /DD Mo.(if | Code | which tax | voucher
Credited Credit Rs. any) of deposited | /Challan
Bank branch | (cdd/rornyy) | Wentification Mo.
1 75,000.00 | 1-Apr-2005|1,875.00 188.00 41.00| 2,104.00 (56123 025 ¢ 0705105 |545
5Bl

Place
Date

. Bangalore
o 30-Jun-2005

Signature

Full Mame
Designation

Certified that a sum of Rs. (In words) Two Thousand One Hundred Four only has been collected at source and paid to the
credit of the central government as per details given above

of person responsible for collection of Tax
. Rajesh
. Chief Financial Officer

Figure 2.23 Printed Form 27D
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2.4.2 Form 27B

Form 27B is a physical form to be attached with annual e-TCS returns Form 27E.

Go to Gateway of Tally > Display > Statutory Reports > TCS Reports > Print Form 27B

1. The Print configuration options available for Form 27B display as shown.

Printing TCSForm27B
Printer + HP Laserdet 2420 PCL Primter -06 (He1?) Paper Type : Ad
Ho. of Copies : 1
{Frinting Ditnenskans|
Method : Meat Mode Paper Size : (8.27 x11.88% ar 210 men s 247 tarm)
Page Ranpge = All Print Area : (785 x11.34% ar (202 men & 288 trm)
Report Titles
TCSForm27B
{wiith Print Preview)
Person Responsible Details Other Details
Flat Mo . 10th Floor From hlank for heginning) © 1-4-2005
Hame ofthe premisestiuilding: Commerce@antri Tao (hlank for end) © 332006
RoadiStreetLane : Bannerghatta Road Challan Date Till © M-3-A006
AreallLocation : Bangalore Enclosed Form Type : LRli e s
TorwniCikyDistrict Previous ReceiptMo. Farm 27EQ
State . Karnataka Mo. of Annexures enclosed : 2 Cds
Pin code : H650001 Other Information
Telephane . DBO0-25776642 Place : Bangalore
E-rmail . salesgfganeshtimbers.com  Date : 31 War- 2006

Figure 2.24 Print Configuration Form 27B
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2. The printed form displays as shown.

Summary

Farrn for furnishing information with the Staternent of collection of tax at source filed on Computer media for the period

1 [a) Tax Collection Account Mo, [APJ143
ABWMOZE4K

[t} Permanent Account Mo,

Form No.27B

(Frarm:1-4-2005 to 31-3-2006(dd/mmdyyyy)

2 Pariculars of the collectar

[6) Marne

Ganesh Timber Traders

[t} Type of Collectar®

Others

[t) Branch / Division(f any)

[t} Financial Year

[d) Assessment Year

2005-06
2006-07

[e) Prewious receipt number |:|

i Caze meium statement has been filed eadiern)

3 MName of the person responsible for collection of tax

[6) Mame Rajesh
[t) Address
Flat Mo. 10th Floor

[} Address Harne of 1he premises / building. [Cormmerce@Mantri
Flat Ma. 10th Flaar Foad / street/ lane Bannerghatta Road
Hame_of the prernises / building) Cornmerce@Mantr Area ! Location Bangalore
Road / street £ lane Bannerghatta Road Town / City / District
Area / Location Bangalore State WKarnataka
Town / City / District Pin code SE0001
State Karnataka Telephone DB0-25776642
Pin code SE0001 E-rriail sales@Elganeshtimbers. com
Telephone 080-25776642
E-mail ales@ganeshtimbers. com
4 Control Totals
Sr.MNo. Mo, of Arnount Tax Tax deposited
party paid Rs. Collected | [Total challan amaurd)
records Rs Rs.
Tatal 1 75,000.00 2,104.00 2,104.00
& Total Nurber of Annexures enclosed [2 Cds |
6 Other Information [
VERIFICATION

|, Ganesh Timber Traders

JShereby cerify that all the particulars furnished above are carrect and complete.

Place: Biangalore

Date: 31-Mar-2006

Signature of person responsible for collecting tax at source

Marne and designation of person responsible for collecting tax at source Rajesh,Chief Financial Officer

Figure 2.25 Printed Form 27B

On completion of this lesson, you should be able to

O o o o

Enable TCS in Tally.

Create masters neccesary for TCS transations.
Record TCS transactions.
Generate TCS reports and challans in Tally.

© Tally (India) Pvt Ltd 2006
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Lesson 3: Job Costing

Lesson Objectives

On completion of this lesson, you will be able to

Enable and capture job costing details in Tally.

Record consumption of materials for each job.

Generate Job report for each job carried out in multiple godowns.
Compare and analyse jobs.

O O o o

Introduction

Job Costing is a form of specific order costing which applies to a job undertaken according to
customer requirements and specifications. The basic cost unit is the job undertaken and Tally
enables the tracking of cost and revenue information down to the smallest detail.

With a view to ascertain the actual costs incurred for each job, every job is assigned a job number or
job name. Job costing systems then accumulate costs separately for each product or service, based
on the jobs undertaken for each product or service.

In a typical job costing environment
Many non-standard (customised) products/ service are produced/ rendered.
Orders are executed based on customer requirements.

Cost records are maintained for each distinct job.
Costs are traced or allocated to jobs.

O o o o

Advantages of Job Costing are as follows.

Costs can be ascertained under each element while the job is in progress.

On completion of the job, each element of cost, selling price and profit can be compared
with estimates and other jobs.

o Suitable method can be obtained to determine price on cost plus contracts.
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To support job costing principles/ cost centres, Tally needs to ensure that each transaction recorded
is accounted for internally with respect to all the cost centres. This additional real-time processing
task can potentially reduce the operating efficiency of Tally, thereby resulting in reduction of speed.
This could be significant especially on computers unable to handle the additional computing load
adequately. Users are therefore advised to create cost centres and job costing accounts within rea-
sonable limits to get the optimum business benefit from the module and yet retain the unmatched
speed of the software. For more information on this topic, please contact your nearest Tally office.

3.1 Enabling Job Costing In Tally

3.1.1 Company Setup
Create a company in Tally version 7.2 Release 2.1 as per the example given.

Perfect Computers, a computer store in Bangalore, started with a capital of Rs. 500000, to supply
computers configured as per customer requirements and upgrade old computers.

Perfect Computers received two orders from Softech Solutions to upgrade existing systems and
deliver new systems, as per the order details given in the following table.

SL.NO ORDER DESCRIPTION TERMS OF CONTRACT AMOUNT IN RS.
1) Servicing and Upgrading of | Lump sum contract, inclusive of 187500
existing machines. replacement of parts
2) New systems as per speci- | Rate contract based on require- 25000 per system
fications ment of systems

Other Details

1.The company has given the upgrading job collectively to Ramesh and Suresh for Service Charge
of Rs. 62500 and Travel Expenses of Rs. 25000 for visits made onsite.

2.The company has given the new systems job to Mahesh for Service Charge of Rs. 62500 and
Travel Expenses of Rs. 25000 for visits made onsite.

3. The company has a stores Godown and regularly purchases items from Hitech Computers.
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Go to Company Info. > Create Company

1. The Company Creation screen displays as shown.

Company Creation

Directary : ChvTally\Data

Mames g
Malllng Marne

Addresg

State

FlirM Code

E-mall Address :
Use Indlan WAT T Ho
WET Tk :
Local Sales Tex Mumber @
Intar-a1ete Sales Tax hutmbar @
Incorme-Tax Rlurmber

CUrFERCY Syrmbol ! Ra.
Wlalrtaln : Accounts whh nwentory
Filnanclal Year fram L1-4-2005

Books beglnnlng fram © 1-4-2005
Talwsaut Pasaward (1 any) @

(A RINVINS: IR RING POLI TEMAS LN PSA S0 e W SENar iowr cfats uhuasbien) ;
=g EEEUH[\y’ Zamntral I No

Ctrl + M

Base Currency Infarmatlon

Base currency Symbol ¢ R

T ey Show Amounts In Milllons 7 No
'éuiﬂ"éﬂ‘."fﬁr”é‘e"ifﬂlﬁﬁ"éﬁ”ﬁf paise Daciniar Places for Pintng AMDUPtS InVAOMTa - 2
Figure 3.1 Company Creation screen
COMPANY CREATION - PERFECT COMPUTERS
FIELD DATA TO BE ENTERED
Directory Enter the path in which you want to save the company
Name Perfect Computers
Mailing Name Perfect Computers
Address Level 12,
Commerce@Mantri,
Bannerghatta Road,
Bangalore
India
State Karnataka
PIN Code 560001
E-Mail Address accounts@perfectcompters.com
Use Indian VAT? No
VATTIN Skips field
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Local Sales Tax Number 963521477

Inter-States Sales Tax Number 8563214

Income-Tax Number ACDS569877

Currency Symbol Skips field

Maintain Accounts with Inventory

Note: In order to use Job Costing feature, the Accounts with inventory option has to be ena-
bled.

Company Creation Ctrl +

Directary : ChvTally\Data

MName : Parfact Computers

malllng kRlame . Perfect Compuiers

Aldress D Lewel 12
Commerc e mm antr
Bannerghatta Road
Banoalare

State . Harnataka

PN Code ; Be0001

E-Mall Address . BCCHINTSE R MTectCo LIENS . C O

Use Indlan WaT ? No

VAT TIM :

Local Sales Tex Murmber D9E3521477
Int2r-aiete Sales Taxhumbear | 85&3214
Incame-Tak Number | ACDS5G987T

o = —
Malhtaln H Accaunts with Inventa
Flnenclal Year frarm 142005 Accounts onl

Books beginnlhg Tram @ 1-4-2005 Accounts with Invento

Talwautt Fasaward f any :
(HANRIIE: Rorge i Pl TEfL SLIN £54 200 ot W RS ctar oLy TR DTE S .

=g Secunty Cantral I No

Base Cl.lrrengg InTormaitlon

Base Currency syimbol | RS
Forrmal hame o Indlan RUpees

Hurnber of Declrmal Places @ 2 Show Armounts In Milllons * HNo
I3 Symbol SUFFIXED to Amounts? Mo Puta SPACE bebween Amounts and Symbal? Yes
Symbal for Declrmal Podion @ palse Declmal Plazea for PHALNG Aroounts inords @ 2

Figure 3.2 Company Creation screen — Maintain field sub-window

Financial year from 1-4-2005

Books beginning from 1-4-2005 (Business started on 1-4-2005)
Tally/Vault Password (if any) Skips field

Use Security Control No

Base Currency Information Skips field

BASE CURRENCY INFORMATION

FIELD DESCRIPTION

Base Currency symbol Pre-set as a default currency - Rs.
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Formal Name

Complete name for the currency symbol. By
default, this is set to Indian Rupees.

Number of decimal places

By default, this is set to 2

Show amounts in millions?

Tally caters to currencies where the different
parts of large amounts are called by special
names. By default, this is set to No.

Is symbol suffixed to amounts?

By default, this is set to No. For example, In
India, the ‘Rs’ symbol is placed in front of
amounts.

Put a space between amounts and sym-
bol?

By default, this is set to Yes.

Symbol for Decimal Portion

By default this is Paise.

Decimal Places for Printing Amounts in
Words

By default this is set to 2.

2. The completed Company Creation screen displays as shown.

Company Creation

Directary : ChTally'Data

Mame : Parfect Computsers

hialling Matne o PerTect Computers

Aldrass cLevel 12
Commercemmantt]
Bannerghatta Road
Banogalare

State . Karnataka

Pir Code ;. 5G0001

E-Mall Address . BCCHINTSE R MTectCo LIENS . C O
Use Indlan WaT T N

WA T TIH .

Local Sales TexMNumber | 9635231477

Intar-aiete Sales Taxhurmbar . 8563214

Incorme-Tax Number | ACDS5G9877

CUrrERey Syrnbal : R&.

Malntaln I ACCOUNTS WITH |I'I\|’&I'I‘l0ry
Finenclal Year frarm 142005

Books bheglnning fram @ 1-4-2005

Tallwautt Pasaword QT any

=g Secunty Cantral I No

Ctrl + M

(M RIVINGE: Rorgeting PoLr TEMA SLN paaswn s wilt fenter your dals unuasbist) |

Base Currency sprmbol
Forrmal hame

Rag

o Indlan RUpees

Base Cl.lrrengg InTormaitlon

Hurnber of Declrmal Places @ 2
I3 Symbol SUFFIXED to Amounts? Mo
Symbal for Declrmal Podion @ palse

Show Armaunts In Millla
Puta SPACE bebween Amounts
Declmal Plazea for PHALNG Aoy

Accept ?

Yes 0 No

Figure 3.3 Company Creation screen — Completed

3. Accept the screen to create the company, Perfect Computers.
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3.1.2 F11: Features

F11: Features is used to modify the various features of a company. The company features are
specific to the current company only and thus each company may have different features activated.

In the F11: Features screen, set the following options to Yes.

Maintain Cost Centres.

Use Cost Centre for Job Costing.
Maintain Multiple Godowns.

Use Tracking Numbers.

Track Additional Costs of Purchase.

O O o o o

Ensure that the Company Features screen displays as shown.

Company Operations Alteration

Campary : Perfect Cannmers

Integrate Accourts and Irventory 2 Yes
Allowye Multi-Currency ? No

Allosey Insaicing T Yes
Enler Purcheses in Iwoice Format? Yes

Separale Discount calumn on Inices? No
Enakle Service Tax 7 No

Maintain Budgets and Contrals * No
Allaw 0 valued ertries inVYouchers? Ho
Allowe Purchase Qrder Processing? No
Allowe Sales Order Processing ? Ne
Enable TDS ? No

Accounling Features

Waintain Billwise Details 7 Yes
(for NorTrading Afes alsao) ? No

Iventery Features

Waintain Stock Categories ? No
Maintain Batch-wise Details  ? No

Maintain Payrall ? No (set Empiry Dates for Batchea)? No
Maintain Caost Centres ? fes e ’ 2

Use Gost Gentr for Job Casting? [¥es) Maintain M.ultmle Godowns  ?[Yes |
More than OME Peyrol|f Gost Category? No Use Tracking NMumbers ? Yes

Use Rev. Journals & Optional Youchers? No

Use DehitCredit Motes 7 No
U3 Irvoice mode for Craditflotes? No
Uae voice mode for DebilHotza? No

Activate Interest Calculation  ? Ho
{use advanced parameters)? No

Intame)Empense Bt inaterd of F S LY No

Use Rejection Motes ? No
Use different Actual & Billed Gty ? No
Track additianal costa of Purchase? Yes

SebModify other Company Features? No

Accept ?

Yes 0f No

Figure 3.4 F11: Features — Company Operations Alteration

3.2 Master Configuration

The Masters for job work analysis are as follows.

O O o o o

Cost centres used for job costing.
Sales or direct income accounts related to job revenue.
Direct and Indirect expenses related to job costs.
Suppliers, vendors and other party accounts.

Godowns dedicated to specific jobs necessary to assess stock consumption.
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o Stock items.

o Voucher types and classes for stock transfer, consumption.

Creation of Masters
1. Creation of Jobs as Job Cost Centres

Each job is identified with a name or number and this is usually used for naming the cost centre
created for the job.

i. Create Cost Centre » Create Softech Upgrading Job, Softech New Systems Job as Job Cost
Centres and Retail Trade as regular Cost Centre Under Primary

Go to Gateway of Tally > Accounts Info > Cost Centres > Single Cost Centre > Create to view
the Cost Centre Creation screen

1. Name: Softech Upgrading Job

2. (alias): Skip field

3. Under: Select Primary from List of Cost Centres
4. Use for Job Costing?: Yes

MName - Softech Upgrading Job
{alias)
Under -4 Primary
?
Use far Job Costing ? Yes Accept :
Yes 0 No

Figure 3.5 Cost Centre Creation — Softech Upgrading Job
5. Press Y or Enter to Accept the screen

Similarly, create the following Cost Centres.

Name alias Under Use for Job Costing
Softech New Sys- Skip Field | Primary | Yes
tems Job
Retail Trade Skip Field | Primary | No

Note: If more than one cost category is enabled, then parallel allocation of cost to regular cost
centres apart from job specific cost centres can be done.
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2. Creation of Ledgers involved in transactions

i. Create the following Income and Expense ledger accounts.

Go to Gateway of Tally > Accounts Info > Ledgers > Single Ledger > Create to view the Ledger

Creation screen
1. Name: Purchases
2. (alias): Skip field

3. Under: Select Purchase Accounts from List of Groups.

4. Cost centres are applicable?: Yes
5. Inventory Values are affected?: Yes

6. Opening Balance (on 1-Apr-2005): Skip field

Ledger Creation

Mame  : Purchases
{aiiza)

Under . Purchase Accounts

Cost centres are applicable
Inventary walues are afected

Opening Balance {on 1-Apr-20048) :

Perfect Computers

7 Yes
7 Yes

Tatal Op. Bal.

Mame :

AMdoress

Statz
PIM Code

Mailing & Related Details

Incorme Tax Ma.
Sales Tax Mo,

Accept ?

Yes 0f No

Figure 3.6 Ledger Creation — Purchases

7. Press Y or Enter to Accept the screen.

Similarly, create the following Ledgers.

Ledger Name Under Group Cost Centre Applicable | Inventory Values are
Affected
Sales Sales Accounts Yes Yes
Service Charges Direct Expenses Yes No
Travel Expenses Indirect Expenses Yes No
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3. Creation of Customer and Supplier accounts

i. Create Customer and Supplier ledger accounts.

Go to Gateway of Tally > Accounts Info > Ledgers > Single Ledger > Create to view the Ledger
Creation screen

o Hitech Computers (Under Sundry Creditors).
o Softech Solutions (Under Sundry Debtors).

Note: Create Capital Account Under Capital Account Group and enter Rs.500000 as Opening
Balance for Capital and Cash account.

4. Creation of Godowns dedicated to jobs

Dedicated Godowns are created to keep track of stocks transferred, consumed and manufactured
for each job. The Godowns can be geographical locations or persons responsible for stock
handling.

i. Create the following Godowns.

Create a Dedicated Godown responsible for holding stocks for a default job and a normal Godown,
used regularly and not assigned to any particular job.

Go to Gateway of Tally > Inventory Info > Godowns > Single Godown > Create to view the
Godown Creation screen

1. Name: Ramesh
2. (alias): Skip field
3. Under: Select Primary from List of Godowns

4. Allow storage of materials?: Yes
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5. Default Job Name: Select Softech Upgrading Job from List of Job/Project

Name
(alias)

Under

Godown Creation

- Ramesh

-4 Primary

Allow Storage of materials
Default Job Mame

Perfect Computers

? Yes

j Softech Upgrading Job

Ctrl + M

4 Mat Applicable

Softech New Systems Job
Softech Upgrading Job

6. Press Y or Enter to Accept the screen.

Figure 3.7 Godown Creation — Ramesh

Similarly, create all the Godowns as shown in the following table.

GODOWN ALLOW STORAGE
NAME UNDER OF MATERIALS DEFAULT JOB NAME
Suresh Primary Yes Softech Upgrading Job
Mahesh Primary Yes Softech New Systems Job
Stores Primary Yes Not Applicable

5. Creation of Units of Measure

Unit of Measure is created to measure the stock items.

i. Create Units of Measure > Numbers

Go to Gateway of Tally > Inventory Info > Units > Create to view the Unit Creation screen.
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1. Ensure that the details are as shown in the following screen.

Type o Simple

Symbol - Nos

Formal Mame ; Mumbers

Mumber of Decimal Places © 0 Accept ?

Yes 0 No

Figure 3.8 Unit Creation — Numbers

2. Press Y or Enter to Accept the screen.

6. Creation of Stock Items
i.Create the following Stock Item.

Go to Gateway of Tally > Inventory Info > Stock Items > Create to view the Stock Item Creation
screen.

1. Name: Mother Boards

2. (alias): Skip field

3. Under: Select Primary from List of Groups
4. Units: Select Nos from Units list

5. Rate of VAT: Skip Field

6. Opening Balance: Do not enter any details

Stock ltem Creation Perfect Computers
MName . Mother Boards
(akas]
Under - 1 Primary
Linits . Nos
Rete of Duty (2 §) -0
Cuantity Rate per -
Opening Balance Accept ?
Yes 0 No

Figure 3.9 Stock Item Creation — Mother Boards

7. Press Y or Enter to Accept the screen.
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Similarly, create the following Stock Items.

Stock Item Under Units
HDD Primary Nos
Monitors Primary Nos
CPU Primary Nos
Keyboard Primary Nos
Mouse Primary Nos

Create Computers as Stock ltem.

Go to Gateway of Tally > Inventory Info > Stock Items > Create to view the Stock Item Creation
screen.

1. Name: Computers

2. (alias): Skip field

3. Under: Select Primary from List of Groups
4. Units: Select Nos from Units list

5. Rate of VAT: Skip Field

6. Press F12: Configure, set Allow Component list details (Bill of Materials) to Yes and Accept the
screen.

Master Configuration

Allow ALIASES along with Names ? Yes

Accounts Masters

Allow ADVANCED entries in Masters ? Yes
Add NOTES for Ledger Accounts ? No
Use ADDRESSES for Ledger Accounts ? Yes
Use CONTACT DETAILS for Ledger Accounts ¥ No

Inventory Masters
Allow ADVANCED entries in Masters ? No
Use PART NUMBERS for Stock ltems ? No
Use Description for Stock ltems ? No
Specify Default Ledger Allocatian far Invoicing ¥ Mo
Use REMARKS for Stock ltems ? No
Use ALTERNATE UMITS for Stock ltems 7 No
Allow Std. Rates for Stock ltems ? No
Allow Component list details (Bill of Materials) ?
Use ADDRESSES for Godowns ? No

Figure 3.10 F12: Confiigure
7. Set Components (BOM) to Yes.
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In the List of Components screen,
Define the Unit of Manufacture as ‘1’ and Type the names of the components and godown details as
given in the following table:

Item Godown Qty (Nos)
Monitors Mahesh 1
CPU Mahesh 1
Keyboard Mahesh 1
Mouse Mahesh 1

Caomponents of - Computers

Unit of manufacture : 1 Nos
ftem Godown Cluantity
Monitors Mahesh 1Nos
CPU Mahesh 1Nos
Key Board Mahesh 1HNos

Mouse Mahesh -]Ia

Figure 3.11 Components List

Note: New systems jobs are despatched from Mahesh Godown.

9. Opening Balance: Do not enter any details.

Stock Item Creation Perfect G
MName . Computers
(alias)
Under . OPrimary
Units . Nos
Rate of Duty (eg 5) 0
Set Components (Bal) ? Yes

Cuantity Rate per Accept?
Opening Balance

Yes o No

Figure 3.12 Stock Item Creation — Computers

10. Press Y or Enter to Accept the screen.
7. Creation of Voucher Type and Voucher Class for Stock Journals
In Tally, stock journals are used for the following purposes.

o To record stages in the manufacturing process.
o To record transfer of materials between godowns.
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o To record consumption of materials for Job Costing.

Create three new voucher types to deal with scenarios in a manufacturing as well as non-manufac-
turing environment.

i. Create Voucher Type and Voucher Class for Stock Transactions
a. Creation of a Voucher Type > Manufacturing Journal

Go to Gateway of Tally > Inventory Info. > Voucher Types > Create to view the Voucher Type
Creation screen

1. Name: Manufacturing Journal

2. Type of Journal: Stock Journal

3. Abbr.: Mfg

4. Accept the other fields as shown in Figure 3.13

5. Set Use as a Manufacturing Journal to Yes.

Voucher Type Creation Perfect Computers Ctrl + M
Marme - Manufaturing Journal
Type of Waucher : Stock Journal
Aok : hif

Method of Youcher Mumbering? Avtomatic

Starting Mumber 71

Wicth of Mumerical Part: O Prefill with ZERD ? No
Use Common Marretion”? Yes Marrations far each entry ? Ho
Primd aftar saving Yaucher? No

s EFFECTIVE Dides fortaucherd? No Useas aManufacturing Journal? Yes

Meke 'Dptional @3 default? No

Restart Humbering Prefix Details Suffix Details
Hpnl- Starting  Patticulara fapli- Partticulara | Apnlk Patticulara
table From Murnber table From table From
T.. 1Tmore T..1more T..1more

Accept ?

Yes 0 No

Figure 3.13 Voucher Type Creation — Manufacturing Journal
6. Press Y or Enter to Accept the screen.
b. Creation of Transfer Journal for transfer of stock between Godowns

Voucher classes are available when stock journals are not used as manufacturing journals (manu-
facturing journals do not have voucher class as of now). The options available for classes are as
follows.
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o Use class for inter Godown transfers.

o Use class for Job Costing consumption.
Create a Transfer journal under Stock Journal which is used for inter-godown transfers.

Go to Gateway of Tally > Inventory Info. > Voucher Types > Create to view the Voucher Type
Creation screen

1. Name: Transfer Journal

2. Type of Journal: Stock Journal

3. Abbr.: Transfer

4. Accept the other fields as shown in Figure 3.15

5. Ensure Use as a Manufacturing Journal is set to No.

6. Name of Class: Type Class name as Transfer

Note: Create this class to record the inter-godown transfers.

7. Press Enter and set Use Class for Inter-Godown Transfersto Yes.

Class . Transfer
Use Class for Inter-Godown Transfers 7 KR

Figure 3.14 Transfer Class

Note: Retain the other default fields.

pe Creation Perfect Computers Ctrl +
Marme : Transfer Journal
Type of Youcher : Stock Journal
Abbr. : Transfer
Wethod of¥oucher Mumbering? Avtomatic
Starting Mumber 71
Yicth of Mumetical Part : @ Prefill with ZERO * No
Use Commoan Narretian? Yes Marrations far each entry ? No
Prini after saving Yaucher? No
L2 EFFECTIE Cides forhucherd? No Useas aManufacturing Joumal '?
Meke 'Optional' 29 default? No
Marne of Class (Transfer
Restart Numbering Prefix Details Suffix Details
Apnl- Starting Particulars fopli- Particulara | Apnlk Particulars
table From Mumber table From table From
T...1more T...1more T..1more
Accept ?
Yes 0 No

Figure 3.15 Voucher Type Creation Transfer Journal
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8. Press Y or Enter to Accept the screen.

c. Creation of Stock Journal for Consumption
Create a New Stock Journal to be used for Consumption.

Go to Gateway of Tally > Inventory Info > Voucher Types > Create to view the Voucher Type
Creation screen.

. Name: Consumption Journal

. Type of Journal: Stock Journal

. Abbr.: Consumption

. Accept the other fields as shown in Figure 3.17

. Ensure Use as a Manufacturing Journal is set to No.

. Name of Class: Type Consumption as name of class.

N OO o0~ WODN -

. Press Enter and set Use Class for Inter-Godown Transfers to No and set Use Class for Job
Costing Consumption to Yes.

Class ;. Consumption

Llse Class for Inter-Godown Transfers 7 No

Llse Glass for Job Costing Consumption 7

Figure 3.16 Consumption Class

Note: Retain the other default fields.

Voucher Type Creation Perfect Computers Ctrl + W
Mame : Consumption Journal
Tvpe of Voucher : Stock Journal
Aabar, : Consumption

Wethod of Youcher Mumbering? Aot omatic

Starting Mumber 7?1

Wicth of Mumerical Part: O Prefill with ZERC * Ho
Use Common Maretion? Yes Mlarrations for each entry T Ho
Primd aftar saving Yausher? No

Ues EFFECTIE Detes orthuchers? No Use as a Manufarturing Joumal ‘?'

Meke "Opfional 23 default? No

Mame of Class [Consumption

Restart Humbering Prefix Details Suffix Dretails
Al Starting Particulars fapipli- Patticulara | Apnli- Particu lara
cable From Mumber cable From cable From
T... 1 more T... 1 more T... 1 more

Accept?

Yes 0 No

Figure 3.17 Voucher Type Creation Consumption Journal
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8. Press Y or Enter to Accept the screen.

3.3 Transactions and Reports

LIST OF TRANSACTIONS
SLNO | DATE | TRANSACTIONS
3.3.1 Common Transactions for both the jobs
1) 1-4-2005 | On receipt of orders from Softech solutions, Perfect Computers plans

to buy and store components required for the execution of jobs.
It placed an order with Hitech Computers for the following items.

Stock Name | Quantity | Rate per Unit | Value
Mother 12 6000 72000
Boards
HDD 12 2000 24000
Mointors 22 5000 110000
CPU 22 10000 220000
Keyboard 27 1250 33750
Mouse 27 500 13500
Total Value 473250

i. Make an entry of the transaction in a Receipt Note

Go to Gateway of Tally > Inventory Vouchers > Alt + F9 to view Receipt Note entry screen
1. Press F2 to change voucher date. Type 1-4-2005.

2. Party’s A/lc Name: Select Hitech Computers from List of Ledgers Accounts.

3. Order Details: Accept the default screen.

4. Purchase Ledger: Select Purchases from List of Ledger Accounts.

5.Select Mother Boards from List of Items.

6. Item Allocation screen displays. Enter the following details.

Tracking No Godowns | Quantity | Rate Amount
Select 1 from List of Stores 12 Nos 6000 | 72000 automatically dis-
Tracking Numbers plays

Tracking Numbers: Many businesses deliver stock with a delivery note or a challan and the
bill is raised later. There may be a situation where you raise a bill first and then deliver the
goods against the bill raised or receive the goods later against a purchase bill. In either case it
is important to ‘track’ the delivery or receipt of inventory against the bill. Tally has a facility
called Tracking Numbers to achieve the same.
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7. Ensure that the Item Allocation details for the other items are as follows.

Name of ltem | Tracking No | Godown Quantity | Rate | Amount
HDD 1 Stores 12 Nos 2000 24000
Monitors 1 Stores 22 Nos 5000 110000
CPU 1 Stores 22 Nos 10000 220000
Keyboard 1 Stores 27 Nos 1250 33750
Mouse 1 Stores 27 Nos 500 13500

8. The Receipt Note screen displays as shown

Voucher Creation Ctrl + M
Receipt Note Mo, 1 1-Apr-2005
Ref: Friday
Party's Alc arme © Hitech Computers
Current Balance
Purchaze Ledger . Purchases
Name of tem Quantity Rate per Amount
Mother Boards 12Mos  6,000.00 Nos 72,000.00
HDD 12 Nos  2,000.00 Nos 24,000.00
Monitors 22 Mos  5,000.00 Nos 1,10,000.00
CPU 22 Nos 10,000.00 Nos 2,20,000.00
Key Board 27 Nos  1,250.00 Nos 33,750.00
Mouse 27 Mos 500.00 Nos 13,500.00
4,73,250.00
4 End of List
Marration 122 Mos Accept ?
Yes of No

Figure 3.18 Receipt Note — 1 April 2005
2) ‘ 2-4-2005 | Purchase bill received from Hitech Computers for the supply booked.
i. Make an entry of the transaction in a Purchase Voucher

Go to Gateway of Tally > Accounting Vouchers > F9 to view Purchase entry voucher
screen.

Note: Ensure that the Purchase Voucher is in Invoice mode.
1. Press F2 to change voucher date. Type 2-4-2005.
2. Party’s Alc Name: Hitech Computers.

3. Receipt Details: Select 1 from the List of Tracking Numbers (Refer Note on Tracking
Numbers).
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shown in the following table.

Type of Ref. | Name | Amount | Dr/Cr
New Ref HC-1 473250 | Cr

4. Press Enter until Bill-Wise Details for: Hitech Computers displays. Enter the details as

Accounting Voucher Creation Perfect Computers Ctrl +
Purchase Mo, 1 2-Apr-2005
Ref: Saturday
Party's Ali Marne © Hitech Computers
Current Baiahce © 4,73,250.00 Cr
Name of tem Cuantity Rate per Amount
Mother Boards 12 Nos  6.,000.00 Nos 72,000.00
HDD 12 Nos  2,000.00 Hos 24,000.00
Monitors 22 Nos  5,000.00 Nos 1,10,000.00
CPu 22 Nos 10,000.00 Nos 2,20,000.00
Key Board 27 Nos  1,250.00 Nos 33,750.00
Mouse 27 Nos 500.00 Nos 13,500.00
4,73,250.00
4 End of List
Marration 122 Mog Accept ?
Yes 0 No

Figure 3.19 Purchase Voucher — 2 April 2005

5. Press Y or Enter to Accept the screen.
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Go to Gateway of Tally > Display > Statements of Inventory > Godowns > Primary >

Alt+F1 to view the Godown summary of stocks.

Godown Summa Perfect Computers Ctrl + M
Perfect Commnters
Particulars 1-Apr-2005to 2-Apr-2005
Closing Balance
Quantity Rate Yalue

Stores 122 Mos 3.678.{0 4.73,250.00
CRU 22 Nos  10,000.00 2,20,000.00
HOD 12 Nos 2,000.00 24,000.00
Key Board 27 Nos 1,250.00 33,750.00
Monitors 22 Nos 5,000.00 £ 10,000.00
Mother Boards T2 Mos {,000.00 7200000
Mouse 27 Nos 500.00 13,500.00
Grand Total 122 Nos 4,73,250.00

Figure 3.20 Godown Summary

Transactions to be entered henceforth are specific to jobs.
3.3.2 Reports for Job Costing Introduction

Reports for job work analysis are generated
o where service is output.
o where product is output.
o  where a comparative analysis of jobs is required.

For illustrative purposes, the reports of only completed jobs are viewed. However, job work

analysis can be viewed at any stage of the job.

Go to Gateway of Tally > Display > Statement of Accounts > Cost Centres > Job Work

Analysis

Select the Job to view the Job Work Analysis report.

Note: View the report at the end of each transaction to understand how the transactions affect

Job Costing.
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3.3.3 Recording of transactions for Upgrading Old Systems Job

3) 3-4-2005

Perfect Computers has employed Ramesh and Suresh for the upgrad-

ing jobs. The following components are issued to them on 3-4-2005 for
the upgrading job.

Details of Stock issued to Ramesh.

Name of Item Godown | Quantity | Rate Value
Mother Boards | Stores 6 6000 36000
HDD Stores 6 2000 12000
Total | 48000
Details of Stock issued to Suresh.
Name of Item Godown | Quantity | Rate Value
Mother Boards | Stores 6 6000 36000
HDD Stores 6 2000 12000
Total | 48000

i. Make an entry of the transaction in a Transfer Journal

Go to Gateway of Tally > Inventory Vouchers > Alt + F7 to view the Voucher Type screen.
1. Ensure the Voucher Type screen displays as shown.

Voucher Type

Marne

Class

: Transfer Journal

4 Mot Anplicable
Transfer

Figure 3.21 Voucher Type — Transfer Journal

2. Press F2 to change voucher date. Type 3-4-2005
3. Destination Godown: Ramesh
4. Enter the following details.

Name of Item Godown | Quantity | Rate Value
Mother Boards | Stores 6 6000 36000
HDD Stores 6 2000 12000
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Note: Rate and Amount are automatically displayed.

Voucher Creation

Perfect Computers

Ctrl + M

Transfer Journal Ul Youcher Ciass . Transfer J-Apr2005
Sunday
Transfer of Materials {Inter-Godown}
Destination Godown | Ramesh
MHame of ltem Godown Guantity Rate Amount
Mother Boards Stores B Mos G000 00N 36,000.00
HODD Stores G Mos 2000.00N0s 12,000.00
?
12 Nas 43,000.00 LTI
Marration Yes 0f No

Figure 3.22 Transfer Journal — 3 April 2005

5. Press Y or Enter to Accept the screen.

ii. Similarly, make an entry in a Transfer Journal selecting Suresh as the Destination Godown

and ensure that the date is 3-4-2005.

4)

5-4-2005

Consumption of materials

When materials are consumed for jobs, an entry must be passed for
materials consumed at each logical Godown.

Ramesh and Suresh found that eight systems needed replacement of
Mother Boards and HDD. Their respective consumption has to be

recorded as a job cost.

Name of the Item | Godown | Quantity | Rate | Value
Mother Boards Ramesh 4 | 6000 24000
Mother Boards Suresh 4 | 6000 24000
HDD Ramesh 4 | 2000 8000
HDD Suresh 4 | 2000 8000

Total | 64000
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i. Make an entry of the transaction in a Consumption Journal

Go to Gateway of Tally > Inventory Vouchers > Alt + F7 to view the Voucher Type screen.
1. Select Consumption Journal as Voucher Type

2. Select Consumption as Voucher Class

3. Ensure that the screen displays as shown.

Voucher Creation Perfect Computers Ctrl + M
Consumption Journal Jila! Youcher Ciass . Consumption SApr2005
Tuesday
Transfer of Materials
Source {Consumption) Destination (Production)
Name of ttem GO o Name of tem Godown
Quantity Rate Amount Quantity Rate Amount
Mother Boards Ramesh 4 End of List
4 Mog GONOGNGs 24,000.00
Mother Boards Suresh
4 Mos 800N 24.000.00
HDD Rameash
4 Mo 200000 N0 g,000.00
HDD Suresh
4 Mas 2000 .00N0s a,000.00
?
16 Nas £4,000.00 sl
MNarration Yes 0 No

Figure 3.23 Consumption Journal — 5 April 2005
4. Press Y or Enter to Accept the screen.
Note: After recording the above entry, the stock available in the Dedicated Godowns comes

down. The value is considered for consumption of materials for the job during job work analy-
Sis.

A Manufacturing Journal can also be used to obtain the same result, the difference being
voucher class cannot be used and the journal should not have any output produced.

5) 6-4-2005 | Both direct and indirect expenses can be recorded through accounting
vouchers by assigning them to job cost centres.

Perfect Computers made cash payment of Rs.62500 as Service
Charges and Rs.25000 as Travel Expenses, collectively to Ramesh
and Suresh on 6-4-2005. The costs were assigned to Softech Upgrad-
ing Job.
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i. Make an entry of the transaction in a Payment Voucher
1. Account: Cash

2. Select Service Charges from List of Ledger Accounts, enter 62500 in the Amount field
and press Enter to view the Cost Allocations screen.

3. Select Softech Upgrading Job from List of Cost Centres.

Cost Allocations for © Service Charges
Upto: Rs. 62,500.00 Dr

Name of Cost Centre Amount

Softech Upgrading Job 62,500.00

62,500.00

Figure 3.24 Cost Allocations for Service Charges
4. Select Travel Expenses from List of Ledger Accounts, enter 25000 in the Amount field
and press Enter to view the Cost Allocations screen.
5. Select Softech Upgrading Job from List of Cost Centres.
6. Press Y or Enter to Accept the screen.
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Go to Gateway of Tally > Display > Statement of Inventory > Godowns > Primary >
Alt+F1 to view the Godown summary of the stocks.

Godown Summa Perfect Computers Ctrl + M
Perfect Commners
Particulars 1-Apr-2005 to B-Apr-2005
Closing Balance
Quantity Rate alue
16,000.00
HOD 2 Wos 2,000.00 4,000.00
Mother Boards 2 Wos 6,000.00 12,000.00
Stores 38 Nos 2,548 49 3,77,260.00
CHRU 22 Nos  10,000.00 2,20,000.00
HOD
Kel Board 27 Nos 1,250.00 33,730.00
Manitors 22 Nos 5,000.00 1,10,000.00
Mother Boards
Mouse 27 Nos 500.00 13,500.00
Suresh 4 Mos 4,000.00 16,000.00
HOD 2 Wos 2,000.00 4,000.00
Mother Boards 2 Wos B,000.00 1200000
Grand Total 106 Nos 4,09,250.00

Figure 3.25 Godown Summary

6) 6-4-2005 | Ramesh and Suresh successfully completed the upgrading job at
Softech Solutions. Perfect Computers raises an invoice on 6-4-2005
for the upgrading job.

i. Make an entry of the transaction in a Sales Voucher as Accounts Invoice
1. Party’s A/lc Name: Softech Solutions
2. Despatch Details: Accept the default screen.

3. Select Sales from List of Ledger Accounts, enter 187500 in the Amount field and press
Enter once to view Cost Allocations for: Sales screen.

4. Select Softech Upgrading Job from List of Cost Centres.
5. Press Enter thrice to view the Bill-Wise Details screen.

6. Ensure that the Bill-Wise Details for: Softech Solutions is as shown.

Type of Ref | Name Due Date, or Credit Days Amount Dr/Cr
New Ref stTs1 | - 187500 Dr.

7. Press Y or Enter to Accept the screen.
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7) 6-4-2005 | As the job is done, Ramesh and Suresh returned the remaining com-

ponents on 6-4-2005 to the stores.

Name of Godown Quantity Rate Amount

the Item

Mother Ramesh 2 6000 12000

Boards

HDD Ramesh 2 2000 4000

Mother Suresh 2 6000 12000

Boards

HDD Suresh 2 2000 4000
Total value of components returned 32000

i. Make an entry of the transaction in a Stock Journal
Note: Ensure that the Voucher Type is Transfer Journal and Voucher Class is Transfer.

1. Enter the details as shown.

Voucher Creation

Perfect Computers

Ctrl + M

Transfer Journal [IlK] foucher Class © Transfer 6-Apr-2003
Wednesday
Transfer of Materials {(Inter-Godown)
Deastingtion Godown | Stores
Marme of ltern  Godown Quantity Rate Amount
Mother Boards Famesh 2 Mos 8000 .00Ns 12,000.00
HDD Ramesh 2Mos Z000.00N0s 4,000.00
Mother Boards Suresh 2 Mos 8000 .00Ns 12,000.00
HDD Suresh 2Mos Z000.00N0s 4,000.00
?
B Mos 3200000 SEEERE
Marration Yes 0f No

Figure 3.26 Transfer Journal — 6 April 2005

2. Press Y or Enter to Accept the screen.

After recording the above transaction, stock value will not change but will be represented from
the transferred Godowns. In job work analysis the stock available at the Dedicated Godowns
will get reduced, but there will not be any change in the consumption of material for the job.
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Alt+F1 to view the Godown summary of the stocks.

Godown Summa Perfect Computers

Go to Gateway of Tally > Display > Statements of Inventory > Godowns > Primary >

Ctrl + M

Particulars

Perfect Commuters

1-Apr-2005 to B-Apr-2005

Closing Balance

Quantity

Fate

Walue

Hoo
Mother Boards
Stores 106 Mos 386085 4,08 250.00
CRU 22 Wos 10,000.00 2,20,000.00
Hon 4 NMos 2,000.00 8,000.00
Fey Board 27 Wos 1,250.00 23,750.00
Monitors 22 Nos 5,000.00 1,70,000.00
Mother Boards 4 Nos B,000.00 24,000.00
Mouse 27 Nos a00.00 13,5800.00
Suresh
Hon
Mother Boards
Grand Total 106 Nos 4,09,250.00

Figure 3.27 Godown Summary at the end of Upgrading Job
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3.3.4 Job Work Analysis where Service is Output

Job Work Analysis for Softech Upgrading Job

Go to Gateway of Tally > Display > Statement of Accounts > Cost Centres > Job Work
Analysis > Softech Upgrading Job

Perfect Computers

Ctrl +

Particulars

Softech Uparading Joh
Perfect Computers
1-Apr-2005 o B-Apr-2005

Revenue (Income) :

Cost (Expenses) :

Sales Accounts 1,87,500.00
Sales 1,57,500.00
1,67,500.00

Consumption
Qpening Stock
Add: Inwards
Less: Other Transfars
Less: Clasing Stock

Direct Expenses
Sanvice Charges

Indirect Expenses
Travel EXpenses

Hett Profit :

64,000.00

96,000.00

32,000.00
62,500.00

£2,500.00
25,000.00

25,000.00
1,51,500.00
36,000.00

Figure 3.28 Job Work Analysis — Softech Upgrading Job
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3.3.5 Material Consumption Summary

consumption report and press Enter.
The Material Consumption Summary displays.

Material Consumption Summa

Perfect Computers

Material consumption summary is a report which shows the total material consumed at the
Dedicated Godowns for the job. From the job work analysis report, place the cursor on the

Ctrl +

Particulars

Softech Ungrading Job
Ferfect Cormputers
1= 2008 fo §-Ap=-2003

Opening
Value

Inward
Value

Consu-
mption

Cther
Transfers

Closing
Value

Ramesh 48,000.00 32,000.00 16,000.00
Suresh 42,000.00)32,000.00 | 16,000.00
Grand Total 96.000.00 | 64.000.00 | 32,000.00

Figure 3.29 Material Consumption Summary
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3.3.6 Godown Summary

The Godown summary can be viewed by choosing the particular Godown.

Godown Summa Perfect Computers

Ctrl + M

Jobd Praject: Softech Upgrading Job
Suresh
Perfect Commuters
Particulars 1-Apr-2005 to B-Apr-2005
Consumption Other Transfers
Quantity Rate alue Quantity Rate alue
2 Mosg 2,000.00

tother Boards 4 Mos 600000 24,000.00 2Mos £,000.00 12,000.00

Grand Total 8 Mos 32,000.00 4 Nos 16,000.00

Figure 3.30 Godown Summary — Suresh

Note: The Godown Summary, viewed through the Menu,displays all Godowns whereas the
Godown Summary, viewed by drilling down from job work analysis report, displays only

godowns specific to the job.

3.3.7 Recording of transactions for New Systems Job1

8) 7-4-2005 | The following components are issued to Mahesh from the stores on 7-
4-2005 for new systems configuration job of Softech Solutions.

Details of Stock issued to Mahesh.

Name of the ltem | Godown | Quantity | Rate Value

CPU Stores 15 10000 | 150000
Monitors Stores 15 5000 75000
Keyboard Stores 15 1250 18750
Mouse Stores 15 500 7500

Total | 251250
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i. Make an entry of the transaction in a Stock Journal
Note: Ensure that the Voucher Type is Transfer Journal and Voucher Class is Transfer.
1.Designation Godown: Mahesh
2.Ensure the entry is as shown in the following table.

o

Components get reduced and finished computer systems are
added in the respective dedicated Godowns.

Aggregate of consumed components value for each Godown
will be taken for consumption value for job work analysis.

Finished computer systems value will be considered as

inward.

Once the entry is passed,

Name of the Item | Godown Quantity | Rate Value
CPU Stores 15 10000 | 150000
Monitors Stores 15 5000 75000
Keyboard Stores 15 1250 18750
Mouse Stores 15 500 7500

Total | 251250
9) 8-4-2005 | Manufacturing of finished product

Using the above components, Mahesh produced 15 computer sys-
tems on 8-4-2005. When components are converted into finished com-
puter systems for the job, a manufacturing entry must be passed.

i. Make an entry of the transaction in a Manufacturing Journal
Go to Gateway of Tally > Inventory Vouchers > Alt + F7 to view the Voucher Type screen.
1. Select Voucher Type as Manufacturing Journal
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2. Enter the details as shown.

Voucher Creation

Perfect Computers

Ctrl + M

Manufaturing Journal JEl:NN! §-Apr-2005
Friday
Manufacture of Materials
Mame of Praduct. Commnters Fodown, Mahesh Sy 15 Nos
Components {Consumption) Cost of Components : 16, 70N g 2.51,250.00
Name of item Godown Type of Addl Cost  “i-age
Gluantity Rate Amount
Senice Charges 62.500.00
CPU Wahesh Travel Expenses 25,000.00
15 Mos 10,0000 0s 1,50,000.00
Monitors Makesh
15 Mos S000.00N0s 75,000.00
Key Board Mahesh
15 Mos  £250.00N0s 18,750.00
Mouse Makesh
15 Mos  S00.00/MNos 7.500.00
Total Addl. cost Sra0ol
Effective Cost | -
B0 Mos 2.51.250.00| Effective Rate —TaE
Marration Yes 0f No

Figure 3.31 Manufacturing Stock Journal — 8 April 2005

3. Press Y or Enter to Accept the screen.

Additional costs can be added to finished goods as they will not affect the consumption value

of the job, but only closing stock value for inventory valuation.

As Service Charges and Travelling Expenses are expected to be incurred in the production of
the required (15) computer systems, the same can be added to the stock valuation of the com-

puters.
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Go to Gateway of Tally > Display > Statements of Inventory > Godowns > Primary >
Alt+F1 to view the Godown summary of the stocks.

Godown Summa Perfect Computers Ctrl + M
Perfect Computers
Particulars 1-Apr-2005 to 8-Apr-20045
Closing Balance
Cluantity Rate Value
18 Mos
Computers 15 Nos
CAL
Fey Board
Monitors
Mouse
Ramesh
HOD
Mother Boards
Stores 46 Nos 343478 1,58,000.00
CAL 7Nos  10,000.00 70,000.00
HOD 4 Mos 200000 5,000.00
Key Board 12 Nos  1,250.00 15,000.00
Monitors 7 Nos 5,000.00 35,000.00
Mother Boards 4 Nos B,000.00 24,000.00
Mouse 12 Nos a00.00 £,000.00
Suresh
HOD
Mother Boards
Grand Total 61 Nos 4,96,750.00

Figure 3.32 Godown Summary after manufacturing of systems

10) 8-4-2005 | Perfect Computers paid Mahesh Service charges of Rs. 62500 and
Travel Expenses of Rs. 25000.

i. Make an entry of the transaction in a Payment Voucher
1. Account: Cash

2. Service Charges » 62500 and press Enter once to view Cost Allocation for: Service
Charges screen.

3. Select Softech New Systems Job from List of Cost Centres and press Enter once.

4. Travel Expenses > 25000 and press Enter once to view Cost Allocation for: Travel
Expenses screen.

5. Select Softech New Systems Job from List of Cost Centres.
6. Press Y or Enter to Accept the screen.

11) 8-4-2005 | Mahesh delivered 15 new systems to Softech Solutions. The agreed
price is Rs. 25000 per system.
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i. Make an entry of the transaction in a Delivery Note

Go to Gateway of Tally > Inventory Vouchers > Alt + F8 to view the Delivery Note.
1. Party’s Alc Name: Softech Solutions

2. Order Details: Accept the default screen.

3. Sales Ledger: Sales

4. Select Computers from List of ltems and press Enter once to view the ltem Allocation for:
Computers screen.

5. Select Tracking No: 1 and Accept the Item Allocation screen.
Ensure that the Item Allocation for: Computers is as shown.

Godown Quantity | Rate Amount
Mahesh 15Nos 25000 375000

6. Press Y or Enter to Accept the Delivery Note.

12) 8-4-2005 | Perfect omputers raises a sales invoice of Rs. 375000 at the rate of
Rs. 25000 per system for15 New systems delivered by Mahesh.

i. Make an entry of the transaction in a sales item invoice
1. Party’s Alc Name: Softech Solutions

2. Despatch Details: Select Delivery Note No 1 and Accept the default Despatch Details
screen.

3. Sales Ledger: Sales
4. Accept the default sales screen.
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Go to Gateway of Tally > Display > Statements of Inventory > Godown > Primary > Alt+F1
to view the Godown summary of the stock.
Godown Summa Perfect Computers Ctrl + M
Perfect Commners
Particulars 1-Apr-2005 to 8-Apr-2005
Closing Balance
Quantity Rate alue

Cormputers
CHU
Key Board
Monitors
Mouse

Ramesh
HOD
Mother Boards

Stores 46 MNos 343478 1,58,000.00
CRU 7Nos  10,000.00 70,000.00
HOD 4 Mos 2,000.00 8,000.00
Key Board 12 Mos 1,250.00 15,000.00
Monitora 7 Wos 5,000.00 35,000.00
Mother Boards 4 Wos B,000.00 24,000.00
Mouse 12 Nos 500.00 &,000.00

Suresh
HOD
Mother Bogrds
Grand Total 46 Nos 1,58,000.00

Figure 3.33 Godown Summary after completion of New Systems Job
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3.3.8 Job Work An
Job Work Analysis ca

for jobs resulting in deliverable services.

Go to Gateway of Ta

Analysis > Softech New Systems Job

alysis where Product is Output
n be viewed for jobs resulting in deliverable products in the same way as

lly > Display > Statement of Accounts > Cost Centres > Job Work

Perfect Computers Ctrl + Il

Particulars

Softech Mew Systerns Jaoh
FPerfect Computers
1-Apr-2005 to B-Apr-2005

Revenue (Income) :

Sales Accounts 3,75,000.00
Sales 2,75,000.00
3,75,000.00

Cost (Expenses) :

Consumption
Opening Stock
Add: Inwards
Less: Other Transfars
Less: Closing Stock

Direct Expenses
Sewvice Charges

Indirect Expenses
Travel Expenses

Hett Profit :

2,51,250.00
5,90,000.00
3,75,000.00
62,500.00
£2,500.00
25,000.00
25,000.00
3,35,750.00
36,250.00

By drilling down the report, Material Consumption Summary and Godown Summary can be
viewed in a similar way as done for the Softech Upgrading Job.

Figure 3.34 Job Work Analysis — Softech New Systems Job
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3.3.9 Comparative analysis of jobs
Perfect Computers would like to compare the total jobs executed by them to Softech Solutions.

Go to Gateway of Tally > Display > Statement of Accounts > Cost Centres > Job Work
Analysis > Softech Upgrading Job > Select New Column from the Buttons bar and Select
Softech New Systems Job

Select any number of Jobs as required. For a combined performance of all jobs set Show
Total Column in F12: Configuration screen to Yes.

Press F12: Configure. Make the settings as shown.

Configuration
Format N Detailed
Show Percentages ? No
Show Tatal Calumn ? Yes
Appearance of Mames . Name Only
Scale Factor for Values . Default

Figure 3.35 Configuration

Accept the Configuration screen to view the summary of Jobs Performed for Softech Solu-
tions.

Perfect Computers Ctrl + M
Softech Upgrading Joh Softech Mew Systems Joh
Particulars Total FPerfect Computers FPerfect Computers
1-Apr-2004 to 8-Apr-2005 1-Apr-2005 to 8-Apr-2004
Revenue {(Income) :
Sales Accounts 5,62,500.00 1,87.500.00 3,75,000.00
Sales 5.62,:800.00 1,687,500.00 32,75,000.00
5,62,500.00 1,87,600.00 3,75,000.00
Cost (Expenses) :
Consumption 3.15,250.00 64,000.00 2,51,250.00
Cpening Stock
Add: Inweards £,07,2500.00 QE,000.00 5,90,000.00
Less: Cther Transfers &4,07,000.00 3200000 3,.72,000.00
Less: Closing Stock
Direct Expenses 1,25,000.00 62,500.00 62,500.00
Service Charges 1,253,000.00 £2,500.00 G2,500.00
Indirect Expenses 50,000.00 25,000.00 25,000.00
Travel Expenses 50,000.00 23,000.00 28,000.00
4,90,250.00 1,51,500.00 3,38,750.00
Nett Profit : 72,250.00 36,000.00 36,250.00

Figure 3.36 Summary of Jobs Performed for Softech Solutions
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Job Costing
Summary
On completion of this lesson, you should be able to
o Enable and capture job costing details in Tally.
o Record consumption of materials for jobs.
o Generate Job report for each job carried out in multiple godowns.
o Compare and analyse jobs.
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Lesson4: Payroll

Lesson Objectives
On completion of this lesson, you will be able to

o Create employee master configuration.

o Record statistical data like attendance and overtime.

o Generate payment of salary through Bank advice.

o  Generate various other reports required by the management.

Introduction

Payroll involves maintaining records of the employees’ salary under pay heads, statutory and non-
statutory deductions, attendance/absence records, pay cheques and taxes (if any).

The payroll function helps to prepare an organisation’s payroll in accordance with the latest pay
structure and ensure that the employment is well within the valid work permit. It facilitates accurate
and timely employee payments, after considering all statutory and non-statutory deductions in con-
formance with terms of employment, company policy and law of the land.

4.1 Payroll function in Tally

The key features of the Payroll function of Tally are as follows.

Integration with accounts.

User-defined pay components.

A flexible user definable criterion for simple and complex calculations.

Unlimited grouping facility of employees.

Unlimited attendance records based on user defined units like days, weeks or units pro-
duced and so on.

Employee-wise cost reports.

Statutory compliance.

o  Auto fill options for attendance, payroll and salary payment voucher.

O O o o o
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Consider the following example. Bharath Consultancy is a company formed on 1-4-2005 whose
financial year is the calendar year. The company offers software consultancy and has two depart-

ments, namely Sales and Administration.

The company considers the following scenarios.

Creation of a pay structure for a department.

Revision of pay.
Resignation of an employee.
Generation of various reports.

O O O o o O

Create a company in Tally version 7.2 Release 2.1

Go to Gateway of Tally > Company Info > Create Company

1. The Company Creation screen displays as shown.

Creation of employee masters in Tally, including those covered under Work Permit.
Appointment of an employee in the middle of a month.

Creation
Oirectary : CoTally "Data
MName g |
naing Marme
Abdress
State
PIr Coce

E-mall Address .
Use Indlan WAT T Ho
WAT TIR :
Local Sales Tex Mumber @
Irtar-ai1ete Sales Tax humber @
Incorme-Taxk Rumber

Currency Syrmbol ! Ra.
ialrtaln ; Accounts with Inventory
Finenclal Year fram 142005

Baoks heglnnlng frak @ 1-4-2008
Talwauit Pasaword (Tany @

(WA RININIGG: ROFGeNg oL TEMAS Bl pEa s Wi REncar Vows Hais unuasniet) ;
Use Secudty Santrol  © Ho

Ctrl + Ml

Base currency Informatlon

Base Currehcy Syimbal | Ra.

Fartmal hlame CIndlan RUpees
murnber of Declrmal Places @ 2

13 Symbol SUFFIXED to Amoumts? Mo

Symbal ok Declmal Porlan | palse

Show Arnounts [n Millans T N
Puta SPACE Bebee BnAMOUNES and Symbal? Yes
Declmal Places far PHALING Amounts Invards @ 2

Figure 4.1 Company Creation screen

98

© Tally (India) Pvt Ltd 2006



ﬂ: POWER OF SIMPLIGITY

Payroll

COMPANY CREATION — BHARATH CONSULTANCY

FIELD DATA TO BE ENTERED
Directory Enter the path in which you want to save the company.
Name Bharath Consultancy
Mailing Name Bharath Consultancy
Address Level 10,
Commerce@Mantri,
Bannerghatta Road,
Bangalore
India
State Karnataka
PIN Code 560001
E-Mail Address accounts@bharath.com
Use Indian VAT? No
VAT TIN Skips field
Local Sales Tax Number 963521500
Inter-States Sales Tax Number 8563416
Income-Tax Number ACGJ569596
Currency Symbol Skips field
Maintain Accounts with Inventory

Note: Payroll function can also be used by companies using the Accounts only option.

Financial year from 1-4-2005
Books beginning from 1-4-2005
Tally/Vault Password (if any) Skips field
Use security control No

BASE CURRENCY INFORMATION

FIELD

DESCRIPTION

Base Currency symbol

Pre-set as a default currency - Rs.

Formal Name

Complete name for the currency symbol. By default,
this is set to Indian Rupees.

Number of decimal places

By default, this is set to 2.
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Show amounts in millions?

Tally caters to currencies where the different parts of
large amounts are called by special names. By default,
this is set to No.

Is symbol suffixed to amounts?

By default, this is set to No. For example, In India, the
‘Rs’ symbol in placed in front of amounts.

Put a space between amounts and
symbol?

By default, this is set to Yes.

Symbol for Decimal Portion

By default, this is Paise.

Decimal Places for Printing
Amounts in Words

By default, this is set to 2.

2. The completed Company Creation screen displays as shown.

Creation

Directory : ChTally\Data

Name

niaimng Marne

Addm=e : Lewsl 10,
Commercai@antr,
Bannerghsatta Rosd
Bangzalore
India

State : Karnataka

FiM Code L 5G0001

E-mall Address
Use Indlan waT T NHo

VAT TIN :
Local Sales TexMHMumber | 963521500
Imtar-alete Sales Taxhumber | 583416

Tallyaut Pasavwaord (Tany

Use Secunty Cantral I NG

: Bharath Consultancy

. Bharath Consuliancy

D accounta@bharath.coim

Income-Tax Rumber | ACGJSG2596

Currency Sytmbal ! Ra.

sl rtaln ! ACCOUNTS WIth IWenTory
Finenclal Year Trom D1--2005

Books beglhning ram | 1-4-2005

(WA RN Rt AU TEMA! BUN pEamiass wit rencer you dats unussbiet) |

Ctrl + M

Base CUlFency Symbol @ Rs.

Fortmal Marme T Indlan AUpees
Murnber of Declrnal Places : 2

|3 Symbol SUFFIXED to Amounts™ Mo

Symbal far Detirmal Porlon : palse

Base Currengz Informatlon

Show Armounts In Millo ?
Puta SPACE betwe en Amounts Accept :
Decimal Places far PHRting Amou

! Yes 0 No

Figure 4.2 Company Creation screen Completed

3. Accept the screen.

4.2 F11: Features

In F11: Features, set the following to Yes.

o Maintain Payroll.

o  More than one Payroll/Cost Category.
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Payroll

The completed Company Features screen displays as shown.

Company Operations Alteration

Company : Bharath Consukancy

Integrate Accounts and Irventory 7 Yes
Allowe Multi-Currency ? No
Al Invoicing 7 Yes
Erler Purcheses in Iiwoice Format? Yes
Separale Discount calurnn ok Inwices? No
Enable Service Tax 7 No

Meintain Budgets and Controls Y Ne
Allow Ovalued ertries inMouchers? No
Allaw Purchase Qrder Processing? No
Allow Sales Crder Processing Y No
Enable TDS ? No

Accounting Features

Maintain Billwise Details 7 Yes
(for Mo Trading Afes also) * No

Maintain Payroll ?

Maintain Cost Centres 7 No

Use Cost Cenlre for Jab Casting? No
Motz than OME Peytoll | Cost Catagore?

Use Rev. Journals & Optionel Youchers Y No

Use Dehit'Credit Motes ? No
Use Imoice mode for CreditMatea™ No
Use Invoice mode for Debil Hotea? No

Activate Interest Calculation 7 No
fuse advanced parameters) * No

Incarmne)Expense Bimtinatesd of P& LY No

Iwventery Features

Maintain Stock Categories * No

Maintain Batch-wise Details  * Ho
{get Evpiry Dates for Batchea)? No

Maintain Multiple Godowns  ? Ne
Lse Tracking Mumhbers T No
Use Rejection Motes ? No
Use different Actual & Billed Gty ? Ho
Track addifianal costa of Purchase? Ho

SetModify other Company Features? No

Accept ?

Yes 0f No

Figure 4.3 F11: Features Company Operations Alterations

4.3 F12: Configure

Configuration settings affect all companies maintained in the same data directory.

© Tally (India) Pvt Ltd 2006
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Go to Gateway of Tally > F12:Configuration > Payroll Configuration

Payroll Configuration Ctrl + I

Payroll Configuration

Information in Payment Advice

LUse PFYESIFIT PAM Details in Payrall ? Mo
Use Passport figa Details in Payroll ? No
Use Contract Details in Payrall ? No

Figure 4.4 Payroll Configuration

FIELD DESCRIPTION

Information in Payment Advice It contains text which appears on the bank advice for
salary transfer instruction.

Use PF/ESI/IT PAN Details in Payroll? | Set this field to Yes.
Use Passport/Visa Details in Payroll? | Set this field to Yes.
Use Contract Details in Payroll? Set this field to Yes.

The configuration settings available in payroll reports and salary payments are discussed in the
section on Reports and Transactions.

4.4 Master Configuration
The following masters are required to capture and generate payroll information.

Necessary ledgers required for Pay heads, Salary payable account and Bank account.
Units required to record absenteeism and Over Time. Units can be defined in Time, or other
dimensions like Units Produced in the case of Piece rate.

o Attendance or Production Types are required to calculate the pay components in terms of
units created as above.

o Creation of basic pay structure for a group which can be copied for employees created
under it.

o Creation of an employee record and a brief introduction to the Calculation Types used.
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o Details on passport, visa and work permit validity.
o Creation of voucher class which aids automation of payroll voucher entry.

4.5 Ledger Creation

Tally Group

Application

Indirect Expenses

Pay Heads like Basic, House Rent Allowance, etc.

Direct Expenses

Wages and other direct labour expenses.

Current Liabilities

Accounts Heads like Salary payable account.

Provisions

Accounts Heads like Gratuity liability.

Loans & Advances (Assets) Used for Loans and Advances given to the employees.

To create a ledger,

Go to Gateway of Tally > Accounts Info > Ledger > Single Ledger Create

The general description of the fields used in ledger creation is as follows.

Name

Name of the Ledger

Group Under which
ledger is created

Payroll feature is enabled only when the ledger is created under
selective groups.

Use for Payroll

This is a new field which has to be set Yes to be used in payroll func-
tion.

Apply slab rates

This field can be used where the amount to be entered on the ledger
depends on slab rate applied on a pay component value basis.

Pay Head type

This selection identifies the ledger with pay heads.
Select Earning if it is an income to the employee in the pay structure.

Select Deduction if it is a deduction from the employee’s pay in the
pay structure.

Select Not applicable if it is not part of the pay structure.

Used for Gratuity

Select Yes if the ledger/ pay head is considered as part of eligible sal-
ary for the gratuity calculation report. It appears only when the pay
head type is selected as Earnings.

Appears in Pay Slip

Yes if it appears on Pay Slip.

Name to appear in
Pay Slip

By default, it is ledger name. You can rename it.

Example: House Rent Allowance Ledger appears as HRA in Pay
Slip.
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Create the following Ledgers.

Note: Set the field Use For Payroll? to Yes in all ledgers except Bank account ledgers.

Sl | Ledger Group Apply PayHead | Used for | Appears | Name to
No Slab Type Gratuity | in Pay- appearin
Rates slip Payslip
1) | Basic Indirect No Earning Yes Yes Basic
Expenses
The Ledger creation of Basic displays as shown .
Ledger Creation Bharath Consulta
Name : Basic Totl Op. Bal.
{aiiza)
Undar : Indlrect Expensas
Inventary values are affected " No
Use For Payroll 7 Yes
Apply Slab Rates “ No
Pay Head Type ? Earning
Use For Gratuity Yes
Appears in Payslip 7 Yes

Marne to rppear in Payslip? Basic

Cipening Balance {on 1-Ape2005) :
Mailing & Related Details

Mame : Income Tax Mo,
Sales Tax ko,

Address :

tate - Accept ?
Fild Code Yes o No
Figure 4.5 Ledger Creation Basic
Sl | Ledger Group Apply PayHead | Used for | Appears | Name to
No Slab Type Gratuity | in Pay- appearin
Rates slip Pay Slip
2) House Indirect No Earning No Yes HRA
Rent Allow- | Expenses
ance
3) | Convey- Indirect No Earning No Yes Convey-
ance Expenses ance
Allowance
4) | Variable Indirect No Earning No Yes Incentive
Pay Expenses
5) | Overtime Indirect No Earning No Yes oT
Expenses
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6) | Salary Current No Not Appli- - - -
Payable Liabilities cable
7) | State Bank | Bank - - - - -
of India Accounts
8) | ESI Current Yes Deduc- _ Yes ESI
Employ- Liabilities tion
ees Paya-
ble
Ensure that the Slab Rate Details for: ES| Employees Payable are as shown in the following
figure.
Slah Rate Details for ;. ESI Employees Payable
Effective From From Amount Amount Upto Value Basis
1-4-2005
6,499.00 1.75%
6,499.00
Figure 4.6 Slab Rate Details for: ESI Employees Payable
9) EPF Current Yes Deduc- . Yes EPF
Employ- Liabilities tion
ees Paya-
ble
Ensure that the Slab rates are as shown in the following table.
Effective | Amount | Value
From Upto Basis
1-4-2005 | 6,499.00 12%
780
10) | Profession | Current Yes Deduc- _ Yes Profes-
Tax Liabilities tion sion Tax
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Ensure that the Slab rates are as shown in the following table.
Effective From Amount | Value
From Amount Upto Basis
1-4-2005 2,999.00 0
2,999.00 4,999.00 30
4,999.00 7,999.00 60
7,999.00 9,999.00 100
9,999.00 | 14,999.00 150
14,999.00 L 200
11) | Loans & Loans & No Deduc- - Yes Loans &
Advances Advances tion Advances
to Employ- | (Asset)
ees

Apart from the above ledgers, create Gratuity Expenses (Provisional) Account to get Provisional
Gratuity liability report for the employer at any given period.

Gratuity is a monetary benefit paid by the employer to the employee at the end of the employment
for the services rendered over a period of employment, either by law or otherwise. Usually, it is linked
to the period of service.

Gratuity is calculated provisionally at the end of each financial period to assess the possible liability
of the company towards its employees.

Gratuity Provision Account is created to capture the details required for calculation of gratuity.
Gratuity is calculated based on selective salary components.
The formula used for Gratuity calculation for reporting purpose is as follows.

Gratuity calculation = A X B X C where A, B and C are as described in the following table.

A X B X C

(Latest eligible salary *
for Gratuity/ Number of
days in a month to be
considered)

Number of days’ pay eli-
gible for the total months
covered in the respective
slab period.

Served period #(in pro-
portionate years) in the
respective slabs.

Note: Served period may
be proportionate like 11
years, 10 months and 5
days.

* Eligible salary for the purpose is sum of pay heads covered in employee’s latest eligible pay
structure for the period concerned whose ledgers for Use for Gratuity are set to Yes, provided
Gratuity is part of one of the pay structures.

# Served period is computed from the date of joining to the ending date of calculation period.
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When Served period covers more than one slab, the formula should be applied for all slabs covered
and the total of all calculation will form the gratuity amount provisional for the employee.

When the classification As Gratuity is selected, the following information must be provided.

Gratuity Days in a
Month

The number of days per calendar month varies from 28 to 31. Mention
the days considered consistently for all employees, irrespective of their
month of leaving. It can also be fixed by law.

Number of months
From & To

The months upto which the eligible days are applicable in the Slab
system beginning from the Date of Joining.

Eligibility days for
gratuity calculation
per year

Number of days’ pay given as gratuity for the entire slab. If the slab
period has not ended, then the slab is applied based on number of
months covered in the previous slab. If number of days eligible is zero
(0), then eligible days mentioned in the next slab is considered.

i. Create a Group Gratuity Cost (Provisional) Under Indirect Expenses.

Note: The purpose of creation of Group is detailed in Payroll Voucher Class Creation.

ii. Create ledger Gratuity Expenses (Provisional) for calculation of Gratuity for employees.

To view the Ledger creation screen,
Go to Gateway of Tally > Accounts Info > Ledger > Single Ledger Create

1. Name: Gratuity Expenses (Provisional)

2. Under: Gratuity Cost (Provisional)

3. Use For Payroll: Yes
4. Apply Slab Rates: No

5. Pay Head Type: Not Applicable

6. Pay Head Classification: Select Gratuity from Pay Head Classification list to view the Slab
Rate details for Gratuity Calculation screen.
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7. Enter the values as shown in the following figure.

Figure 4.7 Slab Rate Details For Gratuity Calculation

8. The completed Gratuity Expenses (Provisional) Ledger creation screen displays as shown.

Ledger Creation Bharath Consultancy
MName . Gratuity Expenses (Provisional}
faliza)l

Lndar » Gratuly Provislonal
{indirect Expanacal

Inventory values are affected ? No

Use For Payroll '?

Apply Slab Rates Y No

Pay Head Type 214 Hot Applicable
FayHead Classification LGratuity

Opening Balance (on 1-Apr2005)
Mailing & Related Details

Hame : Income T=x ko,
Salas Tax Mo,

bddress

Jtata
Flhl Code

Figure 4.8 Ledger Creation Gratuity Expenses (Provisional)
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4.6 Units (Time/ Work)

Create units to record the attendance used in calculation of Pay. In Payroll, units are used to facilitate
calculation of pay head value based on attendance or production, which in turn would be expressed
in units such as Day, Hour or Quantity.

By default, Tally has the Simple Unit, Months, using the symbol Mth.
The attendance can be either positive like days worked, or negative like days absent.

In the illustration, define pay structure for calendar months, record only unpaid leave in days and pay
overtime in hours. As Month is already available, create the Units Time/ Work.

Go to Gateway of Tally > Payroll Info > Units (Time/Work) > Create
1. Type: Simple

2. Symbol: Day

3. Formal Name: Days

4. Number of Decimal Places: 0

Note: Decimal places can be set to 1 to record half a day’s leave.

Type o Simple
Symbol . Day

Formal Mame © Days

Murmber of Decimal Places : 0 Accept ?

Yes 0f No

Figure 4.9 Units Creation Day
5. Press Enter or Y to Accept the screen
ii. Similarly, create Hours as a unit to be used in Overtime Attendance.

As pay astructure is expressed in terms of Months and leave records are maintained in Days, a
Compound Unit has to be created to establish a relationship between Months and Days.

Go to Gateway of Tally > Payroll Info > Units (Time/Work) > Create
1. Type: Compound
2. First Unit: Mth

3. Conversion: 30
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4. Second unit: Day

Type : Compound

Units with Multiplier Factors
(exatmpie; Mih of 20 Daw)

Flrst Unit Cormversion Sero =t

Mth o 30 Day | Accept?
Yes o No

Figure 4.10 Units Creation Compound

5. Press Enter or Y to Accept the screen

4.7 Attendance/ Production Type

Attendance/ Production Type are created when a salary component (pay head: earning or deduction)
is calculated using attendance or production. For example, Tally provides the flexibility of recording
and using working days or unpaid leave days in the calculation of pay.

To create Attendance Types,
Go to Gateway of Tally > Payroll Info > Attendace/Production Types > Create

1. Name: Unpaid Leave
2. Under: Primary
3. Unit: Mth of 30 Day

Attendance/Production Type Creation

Mame - Unpaid Leave
{alias)
Under - 4 Primary
Accept ?
LInit : Mth of 30 Day Yes o No

Figure 4.11 Attendance/Production Type Creation
4. Press Enter or Y to Accept the screen.

ii. Similarly, create Overtime Under Primary and select Hrs as Unit.

4.8 Employee Master Configuration
Employee Masters can be created for groups as well as individuals.

Employee Group Configuration groups employees under Line of Business or Function. It can also
be used as a template of broad pay structure for all employees created under the group.
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Individual Employees Configuration maintains personal details, date of joining, function, designa-
tion, location, pay structure applicable to each employee along with details of earnings, deductions
and basis of computation.

Employees and Employee Groups are cost centres which are set as employee masters in Tally.
Hence, budgets can be fixed for employee master like any other cost centre.

4.9 Creation of Employee Group

Create two Employee Group Masters for

o Administration

o Sales
The general description of the fields used in master creation is as follows.

Name Enter Employee or Employee Group name. In this example, enter
Administration.

Under The groups and sub-groups under which the master is created. In this
case, it is Primary.

Copy parent values If the master is not created under Primary, there is an option to copy the
pay structure of its parent group.

Behave like Group Attendance register and personal details needs to be maintained only
for employees. When set to Yes (as in this case) the group will not be
treated as individual employee. If set to No, the master is prepared for
individual employees.
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Go to Gateway of Tally > Payroll Info > Employees > Create

Employee Creation Ctrl + I

Categary : Primary Cost Category

Marne  : Acminstration
(alizs)

Under 4 Primary

Behave Like Group? Yes

Pay Structure
Copy | Effective Pay Head Calculation Type Attendance | Rate | Per | Value Rounding | Round
Vales?| From Production Type Basis Method iy Limit

Accept ?

Yes 0f No

Figure 4.12 Employee Group Creation Administration
ii. Similarly, create Sales Under Primary.
Migration of existing cost centre to employee group

The existing cost centres, specifically maintained for employee cost, can be changed to employee
group or individual employee (if it is maintained for an individual employee) by altering the cost
centre as shown.

Cost Centre Alteration

Category Primary Cost Category

Mame - Employee Cost

{alias)

Under - 4 Primary

Use for Job Costing ? Yes Accept ?
Yes 0 No

Figure 4.13 Cost Centre Alteration to Employee Group

Note: Cost Centres, once converted to Employee Masters, cannot be re-converted to normal Cost
Centres.
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4.10 Creation of Individual Employee Master
Create the records of Mr. Vijay who joined Bharath Consultancy as Manager, Administration on 1-4-

2005.

Mr. Vijay’s pay structure, effective 1-4-2005, is as follows.

Basic Rs. 10,000 per Calendar Month

HRA 40% of Basic

Conveyance 800 Flat per month

Overtime Rs. 55 per hour

Variable pay As per performance evaluation by management

Gratuity Expenses (Provi-
sional)*

* Only for reporting purpose
Gratuity is included only for management reporting

EPF Employees Payable

Company pays 12% on Basic pay which is eligible for PF
subject to the salary ceiling of Rs. 6500

ESI| Employees Payable

Company pays 1.75% of salary subject to a salary ceiling of
Rs. 6,500. People who are drawing more than Rs. 6500
gross salary are not covered under ESI scheme

Professional Tax

Professional Tax is deducted as per slab fixed by Karnataka
statute

Go to Gateway of Tally > Payroll Info > Employees > Create

1. Category: Primary Cost Category

2. Name: Vijay

3. Under: Administration
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4. Behave Like Group: No

Em

loyee Creation

Categary : Primary Cost Category

Cirl + M

Mame  \ijay

[2ias)

Under  :Atminstration

(- Primany)
Copy Parert Values? No
Behave Like Group?[No|
Pay Structure

Copy | Effective Pay Head Calculation Type Attendance | Rate | Per | Value Rounding | Rounil

Wales?|  From Production Type Basis Methoid ing Limnit

5. Enter the details as shown in the following figure.

Figure 4.14 Employee Creation Vijay

Employee Details Bharath Consultancy

Employee Details

Emplayee Mumber
Gender

Date Of Jaoining
Designatian
Function

Location

Oate Of Birth
Blood Group

Addreas

Contact Mumbers
E-tail IO

Father f Spousze Mame :

D444

- Male

: 1-4-2005

: Manager Adminlstration
o Adminstration

. Bangalore

1 24-5-1968

: O Posltive

Suresh

. Post Box: 5690

Rowval Apartments, 6th Floor
Wood Street
Bangalore

 Vlay@bharath.com

Bank Afc Mumhber
Eank Mame
Eranch

PF Account Mumber
E=I Murrber
Emplayee |.T. FAN

Faszzpart Number
Caountry of Issue
Fasspaort Expiry Date

“isa Mumber
“Wiza Expiry Date
Wyark Permit Mumber

Contract Start Date
Contract Expiry Date

. 786584
. State Bank of Indla
© Wood Street Brai

: KNBN/A18134/363
. BGZ5693
. BOADSG98T3

© W12345678
- Indla
c22-11-2011

o 1-4-2005

ch

Deactivate

o |

Figure 4.15 Employees Details Vijay
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6. Accept the Employee Details screen to return to the main screen.

Note: Deactivation can be set to Yes for employees working under contract for a period.

The general description of the fields of Pay Structure used in the Employee Master is as follows.

Field

Description

Copy Value

This field is skipped automatically for the first structure. Whenever
there is a revision in the pay structure, the earlier pay structure can be
copied using this field.

Effective From

This field sets the date from which the pay structure is effective.

Pay Head

Pay Head is the ledger linked with the components of the salary.
Unless Use for Payroll is set to Yes, ledger will not appear in the pay
structure.

Calculation Type

Calculation Type field is associated with each pay head in pay struc-
ture. Any one of calculation types explained below can be used to
arrive at the pay value. However, this feature can be overridden and
values can be directly entered in the pay slip.

o Monthly Flat Rate
This is used when the value of the pay head is a fixed amount for the
month. The Calculation Type is not dependent on attendance.
Example: Conveyance of 800 flat.

o Pay on Attendance
The Calculation Type is used along with attendance and rate per unit
of attendance. Example: Overtime of 25 per hour.

o Monthly rate — Deduct on attendance
Deduct on attendance considers attendance records as units not
worked and hence has to be deducted from total pay of the pay head.
It is also based on the relationship established between unit used for
recording attendance (day) and unit in which pay is structured
(month).The attendance should use a unit defined in relation to
month.

Example: A month is defined as 30 days in units. Suppose an
employee’s monthly salary is 3000. If he takes 3 days’ leave in
January (consisting of 31 days), then salary per day is considered as
100 (3000/30). His leave salary to be deducted is 300 (3x100) and he
will get a pay of 2700.
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o Calendar Month Rate — Deduct on attendance

The Calculation Type is similar to Nth rate — Deduct on attendance
except that to arrive at per day rate, the monthly rate specified in
employee master is divided by the number of days in the calendar
month. Example: Suppose an employee’s monthly salary is 3000. If
he takes 3 days leave in January, then salary per day is considered as
96.77 (3000/31). His leave salary to be deducted is 290.32 (3x96.77)
and he will get a pay of 2709.67.

o As Computed Value
If pay head value is computed based on the values of either one or
more pay heads already defined in the pay structure, then Tally allows
addition/ subtraction of pay heads already defined in the structure and
multiplication/ division using attendance types. Example: HRA as 40%
of Basic.

o As User Defined Value
This Calculation Type is used when none of the other computational
methodology is applicable. Example: Variable Pay based on financial/
non financial factors.

o On Current Earnings Total
This Calculation Type is used when value of the pay head is
dependent on the total earning pay heads previously defined.

o  On Current Deductions Total
This Calculation Type is used when a value of a pay head is
dependant on the total of the deduction pay heads previously defined.

o On Current Sub Total
This calculation type is used when value of the pay head is dependent
on the net totals of earnings and deductions previously defined.

Attendance/Produc- | Attendance/Production Type has been defined earlier. This particular
tion Type field appears for the following Calculation Types.

o Calendar Mth Rate-Deduct on Attd.
o Mth Rate-Deduct on Attd.
o Pay on Attd.

Rate It is the rate applied for the Unit (Work/ Time) to be defined in the next
column. This field is enabled only when Attendance/ Production Type
is selected.

Per This field is a Unit of Measure applied for the rate selected above.
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Value Basis

This field is enabled only when the following calculation types are not
selected.

o Calendar Mth Rate-Deduct on Attd.
o Mth Rate-Deduct on Attd.

o Payon Attd.
This is expressed in terms of percentage when used for the following
Calculation Type.

As Computed Value.
On Current Earnings Total.
On Current Deductions Total.

On Current Sub Total.
This is expressed in terms of amount when used for the Calculation
Type such as Monthly Flat Rate.

O O O o

Rounding Method

This field is applicable when the Calculation Types applied are as fol-
lows.

o Calendar Mth Rate-Deduct on Attd.
o Mth Rate-Deduct on Attd.
o Payon Attd.

In other cases, it is applicable when value basis is expressed in terms
of percentage.

There are four options available.

o Not Applicable
Decimal points are taken into consideration, amount is not rounded
off.

o Downward Rounding
Decimal points are not taken into consideration, the amount is
rounded off to the lower value.

o Normal Rounding
The amount is rounded off to the nearest currency value.

o Upward Rounding
The amount is rounded off to the higher value.

Rounding Limit

Rounding Limit allows the value to be in multiples of the limit speci-
fied. Rounding is based on the rounding method selected.
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7. Enter the details as given in the following table

Effec- Pay Calcula- | Attend- | Rate Per Value Round- | Limit
tive Head | tion Type | ance/ Basis ing
From Produc- Method
tion
Type
1-4-2005 | Basic | Calendar | Unpaid 10,000 | Mth Skips Auto- | Normal | 1
Mth Rate | Leave matically Round-
Deduct ing
on Attd

Employee Creation Bharath Consultan Ctrl + M

Category : Primary Cost Category
kHame Mijay
(alias)
Under  : Adminstration
- Privnand
Copy Parent Values? No
Behave Like Groug? No

Pay Structure
Copy | Effective Pay Head Calculation Type _u Rounil
Males?| From 1 ing Limit
1.4.2005 As honthly Flat Rate
Basic E T e | A User Defined Yalue

Calendar Mth Rate-Deduct On Attd

Mth Rate-Deduct On Attd
Pay On Attd

Figure 4.16 Employee Creation screen: Pay Head Basic

Effec- Pay Calcula- | Attend- | Rate Per Value Round- | Limit
tive Head | tion Type | ance/ Basis ing
From Produc- Method
tion
Type
Skips House | As Com- | Skips Skips | Skips | 40% Normal | 1
Automat- | Rent puted Auto- Auto- | Auto- Round-
ically Allow- | Value mati- mati- mati- ing
ance cally cally cally
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Note: Add Head: Select Basic from List of Pay Heads.
Employee Creation Bharath Consultan Ctel + I
Cateaory : Primary Cost Category
Mame  \ijay
{alias)
Under  :Adminstration
(- Primany
Copy ParentValues? No
Behave Like Group? No
Pay Structure
Copy | Effective Pay Head Calculation Type u _Rou_ml-
Valies?| From As Computed Value 1 ing Limik
As Monthly Flat Rate
1-4-2005
) As User Defined Yal ;
o ot oLl | Coloiarin o Dot on st
‘Add Head Wth Rate-Deduct On Attd
On Current Deductions Total
On Current Earnings Total
On Current SubTatal
Pay On Attd
Figure 4.17 Employee Creation screen Pay Head HRA
Effec- Pay Calcula- | Attend- | Rate Per Value Round- | Limit
tive Head | tion Type | ance/ Basis ing
From Produc- Method
tion
Type
Skips Con- As Skips Skips | Skips | 800 Skips Skips
Automat- | vey- Monthly Auto- Auto- | Auto- Auto- Auto-
ically ance Flat Rate | mati- mati- mati- mati- mati-
Allow- cally cally cally cally cally
ance
Skips Over Pay on Over 55 Hrs. Skips Auto- | Normal | 1
Automat- | Time Attd. Time matically Round-
ically ing
Skips Varia- | As User Skips Skips | Skips | Skips Auto- | Skips Skips
Automat- | ble Defined Auto- Auto- | Auto- | matically Auto- Auto-
ically Pay Value mati- mati- mati- mati- mati-
cally cally cally cally cally
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Skips Gratu- | As Skips Skips Skips | 0 (Please Skips Skips
Automat- | ity Monthly Auto- Auto- | Auto- | refer the Auto- Auto-
ically Expen | Flat Rate | mati- mati- mati- | Note-1 mati- mati-
ses cally cally cally below) cally cally
(Provi-
sional)

Gratuity pay head has been included only to view the Gratuity Calculation report.

Note: The Pay Head is created only to enable Gratuity reports for the employee. If actual Gra-
tuity provision has been made, it affects the Gratuity Expense (Provisional) Account.

Skips EPF As Com- Skips Skips | Skips | 100% Normal | 1
Automat- | Emplo | puted Auto- Auto- | Auto- Round-
ically yees Value mati- mati- mati- ing
Paya- cally cally cally
ble
Note: Add Head: Select Basic from List of Pay Heads
Skips ESI On Cur- Skips Skips | Skips | 100% Normal | 1
Automat- | Emplo | rent Earn- Auto- Auto- | Auto- Round-
ically yees ings Total mati- mati- mati- ing
Paya- cally cally cally
ble
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Skips Pro- On Cur-
Automat- | fes- rent Earn-
ically sion ings Total
Tax

Skips Skips | Skips | 100% Normal | 1
Auto- Auto- | Auto- Round-
mati- mati- | mati- ing

cally cally cally

Employee Creation

Categaory : Frimary Cost Category

Mame  \ijay

{alias)

Under  : Adminstration
(- Primany

Copy ParentValues? No
Behawe Like Groug? No

Bharath Consultan

Ctrl + M

Pay Structure
Copy | Effective Pay Head Calculation Type Attendance | Rate |Per | Value Rounding Round
Valies?| From Production Type Basis Method ing Limik
1-4-2005
Basic Caleilar Mth Rate-Deduct On Atd - Unpaid Leave  |10,000.00Mth Hor mal Roundling|1
House Rent Allowance|/As Computed Value 40%  [Hormal Rounding|1
Add Head Basic

Cameyance Allowance(As Monthly Flat Rate 800

Ower Time Pay On Attd Iovertime 55.00Hrs Hormal Rounling|1

\Variable Pay As User Defined Value

Graluity Exeenses ProvisimalAs Monthly Flat Rate 0

Profession Tax

EPF Employees Pavable|As Computed Value

(Add Head Basic

ESI Emplayess Payable/On Current Earnings Total

On Current Earnings Total

100%

100%
100%

Hormal Rounding

Hormal Rounding

1

1

Hor mal R

Yes

Accept ?

o No

Figure 4.18 Employee Creation Completed

Bharath Consultancy appointed the following employees.

Name John Smith

Date Of Joining 5-4-2005

Designation Vice President, Sales

Basic Rs. 50,000 per Calendar Month

HRA 40% of Basic

Conveyance Rs. 800 Flat per month

Variable pay As per performance evaluation by management
Gratuity Expenses (Provi- * Only for reporting purpose

sional)* Gratuity is included only for management reporting
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EPF Employees Payable

Company pays 12% on Basic pay which is eligible for PF
subject to the salary ceiling of Rs. 6500

Professional Tax

Professional Tax is deducted as per slab fixed by Karnataka
statute

Name Mahesh
Date Of Joining 11-4-2005
Date of Resignation 16-5-2005

Designation Senior Executive, Sales.

Basic Rs. 5,000 per Calendar Month

HRA 40% of Basic

Conveyance Rs. 800 Flat per month

Overtime Rs. 55 per hour

Variable pay As per performance evaluation by management

Gratuity Expenses(Provi-
sional)*

* Only for reporting purpose
Gratuity is included only for management reporting

EPF Employees Payable

Company pays 12% on Basic pay which is eligible for PF
subject to the salary ceiling of Rs. 6500

ESI Employees Payable

Company pays 1.75% of salary subject to a salary ceiling of
Rs. 6,500. People drawing more than Rs. 6500 gross salary
are not covered under ESI scheme

Professional Tax

Professional Tax is deducted as per slab fixed by Karnataka
statute

Name Shyam

Date Of Joining 15-4-2005

Designation Account Assistant

Basic Rs. 3000 per Calendar Month

HRA 40% of Basic

Conveyance Rs. 300 Flat per month

Variable pay As per performance evaluation by management

Gratuity Expenses(Provi-
sional)*

* Only for reporting purpose
Gratuity is included only for management reporting

EPF Employees Payable

Company pays 12% on Basic pay which is eligible for PF
subject to the salary ceiling of Rs. 6500
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are not covered under ESI scheme

ESI| Employees Payable Company pays 1.75% of salary subject to a salary ceiling of
Rs. 6,500. People drawing more than Rs. 6500 gross salary

statute

Professional Tax Professional Tax is deducted as per slab fixed by Karnataka

The details filled for Bank Name and Number, Passport Expiry, Visa Expiry and Contract Expiry are

to be reflected in the respective reports.

4.11 Voucher Class Configuration

Defining a Voucher Class helps you exclude selection of inapplicable groups or accounts as well as
specify applicable groups/ accounts. In Payroll voucher, a user may exclude posting to ledgers per-
taining to groups not related to employees and include ledgers pertaining to groups like indirect
expenses, loans and advances (liabilities), and so on. The Voucher Class feature in payroll helps the

user to rapidly process payroll, with minimum errors.
Tally has two new Voucher Types for payroll function
o Attendance
o Payroll
To create Voucher Class Pay Class,
Go to Gateway of Tally > Accounts Info > Voucher Types > Alter > Payroll
1. Name of Class: Pay Class
2. Set Use for employee-wise Pay Head Allocation to Yes
3. Exclude the group Gratuity Cost (Provisional) Under Exclude these groups
4. Select Salary Payable ledger Under Ledger to use
Note: Retain other default fields.
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5. The completed Pay Class screen displays as shown

Class Bharath Consultan
Class . Pay Class
Use for Employee-wise Pay Head Allocatian 2

Ifyou wish to restrict the groups to which this class cah be used, specify thern here,

Exclude these Groups Include these Groups

[Gratuity Cost (Provisional)| 4 End of List

Ledgerfo uae

Ledger Mame

Salary Payable
|

Figure 4.19 Pay Class Configuration

6. Accept the Pay Class configuration screen.

7.The completed Payroll Voucher Alteration screen displays as shown.

Bharath Consultan

pe Alteration

Mame
Type of Youcher
Abbr.

- Pavroll
- Pavroll
Pl

Kethod of¥oucher Mumbering? Automatic

Starting Mumber T 1
Width of Mumerical Part : 0

Use Common Marretian? Yes
Prin after saving Yaucher? No
Ik EFFECTIVE Cedes foruchers No
Meke 'Optional a3 default? No

Mame of Glass - Pay Class

Prefill with ZERO

Marrations for each entry

Cirl + M

? No

7 No

Restart Humbering

Prefix Details

Suffix Details

Apol-
cable From

Starting Particulara ippli-
Humhber cable From

Patticulars

Aol
cable From

Patticulars

1-AIH-2M05

1 Yearly

Accept ?

Yes 0f No

Figure 4.20 Voucher Type Alteration Payroll Completed
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4.12 Transactions
The basic transactions for payroll are as follows.

O O o o o o

Appointment of employee.

Recording of attendance and overtime.
Preparation of payroll voucher based on the above information.
Preparation of payment voucher.
Revision of pay structure.
Resignation of employee.

Note: Consider Opening Balance of Rs. 10,00,000 for State Bank of India and Capital Account.

LIST OF TRANSACTIONS

Appointment of Employee

ever is later.

When a new appointment is made, the Employee Master configuration has to be prepared. The
pay structure will be effective from the date of joining or the effective date of pay structure, which

Recording of Attendance

Recording of Attendance is done through an Attendance Voucher which can be automated for an
Attendance/Production Type.

SL.NO

DATE

TRANSACTIONS

1)

30-4-2005

Recording of Attendance

The unpaid leave and overtime particulars of Bharath Consultancy

Employees for the month of April 2005 are as follows.

Employee Name | Unpaid Leave | Overtime
Vijay 1 Day 1 Hour
John Smith 0 Days 1 Hour
Mahesh 1 Day 5 Hours
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Go to Gateway of Tally > Payroll Vouchers > Attendance Voucher
1. Press F2 to change Date to 30-4-2005
2. Press CTRI + F7 to select Auto Fill values

Upload

Ctrl + I

Attendance Voucher Creation Bharath Consultan

M. 1 I0-Ap-2005
Saturday | Export

Attendance Bl

Frint

Employee Name Attendance Production Type Value

F1: hearkory Butta

FZ: Date

F4: Cortra

Fi: Payment

F&: Receipt

F?: Joumal

F&: Zales

F3: Purchase

Press CTRL + F7 to select

, Auto Fill Values
MNarration : \ Ed: Payroll

EZ: Auto Fill

Post-Dated

Figure 4.21 Attendance Voucher Creation

3. Cost Category: Primary Cost Category
4. Employee/Group: All ltems

Employee Filters

Cost Category - Primary Cost Category
EmployeelGroup . 1 All tems

Auto Fill Values
Attendance/Praduction Type d ]

Overtime A Primany Hes

Figure 4.22 Employee Filters screen

5. Attendance/Production Type: Unpaid Leave

6. Update the leave particulars of each employee against their names.
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Attendance Voucher Creation

Bharath Consultan

7. Attendance Voucher dated 30-4-2005 displays as shown.

Ctrl + M

Attendance ka1 30-Apr-2005
Saturday
Employee Name Attendance/Production Type Value
John Smith Unpaid Leave CurBal:
Mahesh Unpaid Leave CurBal: 1Day 1 Day
Shyam Unpaid Leave CurBal:
Vijay Unpaid Leave CurBal: 1Day 1 Day
Marration :
Being leave recards for April updated.
Accept ?
Yes 0f No

8. Press Y or Enter to Accept the screen.

Figure 4.23 Attendance Voucher Creation for Unpaid Leave 30-Apr-2005

ii. Similarly, make an entry to record overtime for the month of April 2005, using Attendance Pro-
duction Type as Overtime on the same day.
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The completed Attendance Voucher for Overtime displays as shown.

Attendance Voucher Creation

Bharath Consultan

Ctrl + M

Attendance Mo, 2 30-Apr-2005
Saturday
Employee Name Attendance/Production Type Value
John Smith Overtime Zur Bal: 1 Hrs 1Hrs
Mahesh Overtime Zur Bal: S5Hrs 5Hrs
Shyam Overtime Zur Bal:
Vijay Overtime Zur Bal: 1 Hrs 1Hrs
Marration :
Being Cver Time registerad far the manth of April 2005
Accept ?
Yes 0f No

Figure 4.24 Attendance Voucher Creation for Overtime 30-Apr-2005

Attendance and Overtime for the month of April 2005 have been recorded.

Preparation of Payroll Voucher

Use Pay Class to automate the creation of the Payroll Voucher, for the month of April 2005.
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Go to Gateway of Tally > Payroll Vouchers > Payroll Voucher
1. Press F2 to change Date to 30-4-2005
2. Press CTRI + F4 and select Class as Pay Class

Voucher Type

Mame - Payroll

Class N - 1ot Applicable

Figure 4.25 Voucher Type Pay Class
3. Press CTRL + F7 for Payroll Auto fills
4. From (blank for beginning): 1-4-2005 Salary calculation starting date
5. To (blank for end): 30-4-2005 Salary calculation ending date
6. Cost Category: Primary Cost Category

Employee Filters

Fram (blank far beginning) ©1-4-2005

Ta (blank far end) 1 30-4-2005

Cost Category © Primary Cost Category
EmployeefGraup :

Adminstration {Group)
John Smith

Mahesh

Sales (GraLg)

Shyam

Figure 4.26 Employee Filters

7. Employee/Group: All ltems
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8. The Payroll Voucher screen displays as shown
Payroll Voucher Creation Bharath Consultan Cirl + M
flo. 1 Foucher Ciass - Pay Class 30-Rpr-2005
Saturday
Account : Salary Payable
Cur Bal: 81,222.00 Cr
Particulars Amount
Primary Cost Category 81,222.00 Dr
John Smith G0, 486.00 Dr
Basic 43.333.00 Dr CurBal: 43,333.00Dr
House Rent Allowance 17,333.00 Dr CurBal: 17,333.00Dr
Comeyance Allowance 800.00 Dr CurBal: 800.00 Dr
Variable Pay Dr CurBal:
EPF Emplayees Payable T80.00 Cr CurBai: T80.00Cr
Profession Tax 200,00 Cr CurBai: 200,00 Cr
Mahesh 4,973.00 Dr
Basic 3,167.00 Dr CurBal: 3,167.00 Dr
House Rent Allowance 1,267.00 Dr CurBal: 1,267.00 Dr
Comveyance Allowance 800,00 Dr CurBai: 800.00 Dr
Over Time 275.00 Dr CurBal: 27500Dr
Variable Pay Dr CurBai:
EPFF Emplayees Payable 380,00 Cr CurBai: 38000 Cr
ESI Employees Payable 96.00 Cr CurBai: 96.00 Cr
Profession Tax 60.00 Cr CurBal. 60.00 Cr
Shyam 2,304.00 Dr
Basic 1,600.00 Dr CurBal: 1,600.00 Dr
House Rent Allowance 640,00 Dr CurBai: 640.00 Dr
Comeyance Allowance 300.00 Dr CurBal: 300.00 Dr
Variable Pay Dr CurBal:
EPF Emplayees Payable 19200 Cr CurBai: 19200 Cr
ESI Employees Payable 44.00 Cr CurBal: 44.00 Cr
Profession Tax Cr CurBai:
Vijay 13.459.00 Dr
Basic 9,667.00 Dr CurBal: 9,667.00Dr
House Rent Allowance 3,867.00 Dr CurBal. 2,867.00Dr
Comveyance Allowance 800.00 Dr CurBal. 800.00 Dr
Crver Time 55.00 Dr CurBal: 55.00Dr
Variable Pay Dr CurBal:
EPF Emplayees Payable 78000 Cr CurBai: 78000 Cr
ESI Employees Payable Cr CurBal.
Profession Tax 150,00 Cr CurBai: 150.00 Cr
Marration 81,222.00 Dr
1-Apr-2005 to 30-Apr-2005
Figure 4.27 Payroll Voucher Creation 30-Apr-2005
9. The company decides to pay 20% of the Basic salary as Variable pay to Mahesh and Vijay for
the month of April 2005
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10. The completed Voucher displays as shown.
Payroll Voucher Creation Bharath Consultan Ctrl + M
Mo, 1 Woucher Ciass - Pay Class 30-Apr-2005
Saturday
Account ;. Salary Payable
CurBal: 81,222.00 Cr
Particulars Amount
Primary Cost Category §1,222.00 Dr
John Smith 60,486.00 Dr
Basic 43,333.00 Dr CurBal: 43,333.00 Dr
House Rent Allowance 17,333.00 Dr CurBal: 17,333.00 Dr
Comveyance Allowance 800,00 Dr CurBal; 80000 Dr
Variable Pay Dr CurBal:
EPF Employees Payable 78000 Cr CurBal; 780.00 Cr
Profession Tax 20000 Cr CurBair 200000 Cr
Mahesh G,069.00 Dr
Basic 316700 Dr CurBal: 2,167.00 Dr
House Rent Allowance 1,267.00 Dr CurBal; 1,267.00 Dr
Comveyance Allowance 800,00 Dr CurBal; 800.00 Dr
Ower Time 27500 D CurBaf; 27500 Dr
[Variable Pay 1,000.00 Dr| CurBal: 1.000.00 Dr
EPF Employees Payable 380.00 Cr CurBai; 380.00 Cr
ESI Employees Payable Cr CurBal:
Profession Tax 6000 Cr CurBal; 60.00 Cr
Shyam 2,304.00 Dr
Basic 1,600.00 Dr CurBal: 1,600.00 Dr
House Rent Allowance 640.00 Dr CurBal: 640.00 Dr
Comveyance Allowance 300.00 Dr CurBair 300.00 Dr
Variable Pay Dr CurBal:
EPF Emplayees Payable 192.00 Cr CurBal: 192.00 Cr
ESI Employees Payable 44.00 Cr CurBal: 44.00 Cr
Profession Tax Cr CurBal:
Vijay 15,409.00 Dr
Basic 9,667.00 Dr CurBal: 9,667.00 Dr
House Rent Allowance 3.867.00 Dr CurBal: 3,867.00 Dr
Comeyance Allowance 800.00 Dr CurBali: 800.00 Dr
Cwer Time 5500 Dr CurBal: 35.00Dr
[Variable Pay 2,000.00 Dr] CurBal: 2.000.00 Dr
EPF Employees Payable 780.00 Cr CurBal: 78000 Cr
ESI Employees Payable Cr CurBai:
Profession Tax 200,00 Cr CurBal: 20000 Cr
Marration 84,268.00 Dr
1-Apr-2005 to 30-Apr-2005
Accept ?
Yes 0 No
Figure 4.28 Payroll Voucher Creation screen Completed
11. Press Y or Enter to Accept the screen.
Affecting Salary Payment
The payment for the month of April is made through Payment Vouchers.
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1. Make an entry in a Payment Voucher
2. Ensure that the voucher is in Single Entry mode in F12 Configuration

Bharath Consultan

Accounting Vouches s

Skl Date Meld In Create Mode Taster entrd)? Mo
Use Single Enir mode for PYmuR cauGona?

Showy Cost Centre Detalls 7 Yes
Show Inventory Detalls 7 Yes
Show Tahle of Bl Detalls for Selectlon 7 Yes
Showy Bll-wise Detalls 7 Yes
Expand Inta muitiple lInes 7 Yes
Showy Ledger Current Balances 7 Yes

Show Balances as onvoucher Date 7 No

Use FavmentRecelpt as Contra 7 No
Allowy Cash Accounts InJournals 7 No
Lige CHOrInsead or TO/By during entry 7 Yes
Wiarn on Medgative Cash Balance 7 Yes
Fre-Allocate BIlIS rar FaymentRecelpt? No
Al ExpengesiFlied Assels In Furch, Youthers? No
Alloy INCame ACCOUNtS In Sales Wouchers 7 No
Alow Cos1Cantre ADCED DN In Payoll Youchers? No

Invertary Vouches s
Show Batch-wise Detalls 7 Yes
Show Godown-wise Detalls 7 Yes

Lige Rel Mumber [n Siock Jaurnal 7 No
Warn an Medatlve Stock Balance 7 Yes
Honor Explry Dates usadge for Batches 7 Yes
Show Balances a5 onVoucher Date ? No

Figure 4.29 F12 Configuration

3. Select the respective Cost Centre (Employees for their respective salaries) if More than One
Payroll or Cost Category is set to Yes.

Note: Ensure that prime cost category is set to Yes for Allocate Non-Revenue Items.

Cost Category Alteration

{alias)

Allocate Revenue ltems 7T Yes
Allocate Mon-Revenue ltems 7

Mame - Primary Cost Category

Accept ?

Yes 0f No

Figure 4.30 Cost Category Alteration
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4. Press CTRL + F7 to select Payroll Auto Fill option.

Accounting Voucher Creation

Ctrl + M
Ma. 1 30-Apr-2003
Saturday

Bharath Consultan

Account
Cur Bai

Uplaad
-l

Export
Frint

FA: iwantory Bt

Particulars Amount

F2: Date

Press CTRL + F7 to

F4: Contra
FE: Receipt
F7: Jounal

F&: Sales

F3: Purchase

Auto Fill the Values \ (EL: Debit Mote |

Marration :

IEE Payrol Puto Fill

Ed: Payroll
EE: Atendance

Figure 4.31 Payment Auto Fill Option

5. Account : State Bank of India
6. The completed screen displays as shown.

Accounting Voucher Creation Bharath Consultan

Puost-Dated

Ctrl + M

Ma. 1 30-Apr-2005
Saturday
Account ;. State Bank of India
CurBal; 9,15732.00 Dr
Particulars Amount
Salary Payable 84,268.00
CurBall 0.00Dr
Primary Cost Category
John Smith 60,486.00 Dr
Mahesh 6,069.00 Dr
Shyam 2,304.00 Dr
Vijay 15,409.00 Dr
MNarration 84,268.00
Ch. Mo. :
Accept ?
Yes of No

Figure 4.32 Payment Voucher Creation 30-Apr-2005
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Record Pay Revisions

If the pay structure of an employee changes in the middle of a salary period, the logic behind
recording pay revision is as follows.

o If two pay structures are used in a single salary period, leave is considered based on
pay structure effective on attendance voucher date. Else, the attendance record should
be recorded separately, for the time the two pay structures were effective.

o Pay will be calculated based on the effective dates for the respective pay structure.
Vijay’s pay has been revised with effect from 1-5-2005 and the details are as follows.

Name Old Pay New Pay Structure
Structure

Basic Rs. 10000 Rs. 12000 per Calendar Month
per Calendar
Month

HRA 40% of Basic | 40% of Basic

Convey- 800 Flat per | 800 Flat per month
ance month

Variable As per per- As per performance evaluation by management
pay formance
evaluation
by manage-
ment

Overtime | Rs. 55 per Rs.65 per hour
hour

Note 1: In case of Pay revision in the middle of the period, where calculations are based on
monthly flat rate, the monthly flat rate for the difference can be mentioned in the pay revision.
The new revised flat rate can be mentioned effective from the following month.

Note 2: The calculation type, monthly flat rate, can also be used for deduction of equal monthly
instalments of loans given to employees. Once the loan is repaid fully, the pay structure has to be
altered again.
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To alter details of Employee Master,

Go to Gateway of Tally > Payroll Info > Employee > Alter > Vijay
1. Press Enter till the last field of the present pay structure

2. Set Copy Values to Yes

3. Enter the Effective Date as 1-5-2005 for the new structure
4.Ensure that the details are as shown in the following figure.

Ctrl + M

Bharath Consultan

Employee Alteration

Category : Primary Cost Category

Mame  Vijay

(alias)

Under  : Adminstration
(- Primans

Copy Parent Values? Mo
Behave Like Groug? Mo

Pay Structure
Copy | Effective Pay Head Calculation Type Attendance | Rate [Per | \Value Rounding Round
Walies?|  From iProduction Type Basis Method ing Limit
1-4-2005
Basic Calanidar Itth Rate Deduct On fid - Unpaid Leawe  [10,000.00[Mth Mormal Rounding(1
House Remt Allowance|As Computed Value 40% [Mormal Rounding(1
Add Head Basic
Camveyance Allowance|As Monthly Flat Rate /00
(Over Time Pay On Attd [Overtime 55.00Hrs Hormal Rouniling|1
Variable Pay As User Defined Value
Gty Expenses ProasindfAs Monthly Flat Rate 0
EPF Employees Payable{As Computed Value 100% [Normal Rouniling|1
Add Head Basic
ESIEmployess Payable)On Current Earnings Total 100% [Normal Rounding|1
Profession Tax On Current Earnings Total 100% [Normal Rounding|1
Wes [1-5-2005
Basic Calanidar Itth Rate Deduct On fid - Unpaid Leawe  [12,000.00[Mth Mormal Rounding(1
House Rem Allowance{As Computed Value 40%  |Normal Rounding|1
Add Head Basic
Corveyance Allowance{As Monthly Flat Rate 800
(Over Time Pay On Attd overtime 65.00Hrs Hormal Rounling| 1
Variable Pay As User Defined Value
Gratuity Expenises ProisinadfAs Monthly Flat Rate 0
EPF Employees Payable[As Computed Value 100% [Normal Rounding|1
Add Head Basic
ESI Employees Payable/On Current Earnings Total 100% [Normal Rounding|1
Profession Tax On Current Earnings Total 100% [Normal R
Accept ?
Yes of No

Figure 4.33 Employee Alteration Pay Revision Vijay

5. Press Y or Enter to Accept the screen.
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Resignation of an Employee
When an employee resigns at the end of the month, follow the instructions as given.
Open the Employee Master.
Open the Employee etails screen.
Set Deactivation field to Yes.

Mention the last working day as the date of deactivation to ensure that while calculating
payroll the system does not calculate pay beyond the last working day.

O o o o

Mahesh has resigned, effective from 31-5-2005.

Go to Gateway of Tally > Payroll Info > Employees > Alter > Mahesh

1. Press Enter twice to view the Employee Details screen of Mahesh and change the Date of
Deactivation to 31-5-2005.

2.The screen displays as shown.

Employee Details Bharath Consultancy

Employee Details

Emplayee Mumber
Gender

Date Of daining
Designation
Function

Location

Date Of Birth
Blood Graup

Addreas

Contact Mumbers
E-hail IO

Father f Spouse Mame :

: 545

. Male

: 11-4-2005

. Senlor EXeciitive Sales
. Sales

. Bangalore

: 18-4-1970

. APoshiive

Bahu

. Flat Ho 25

Ashirwad Apartments
Austin Town
Bangalore

: Mahesh@bharath.com

Bank Afc Mumber
Bank Matne
Branch

FF Account Mumbear
ESl Mumber
Employee L T. FAN

Fassport Mumber
Country of Iszue
Pazsport Expiry Date

“Wiza Mumber
Viza Expiry Date

Wyfork Fermit Mumber
Contract Start Date
Caontract Expiry Date

C 23777
. State Bank of Indla
. Wood Street Branch

. KNFENA19163/547
. BOBH9O3
. BOGADBTZ2063

C WT5946132
: Indla
C21-4-2012

Deactivate

Date of Deactivation

7 Yes

3. Save the changes.

Figure 4.34 Employee Details Mahesh

Note: Pass Attendance, Payroll and Salary Payment vouchers for May 2005 to view the effect of
settings.
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4.13 Reports

Some of the reports that can be generated are as follows.

O O O o o o o

Preparation of pay slip for each employee.

Preparation of pay sheet to record the salary of each employee under various pay heads.
Preparation of payroll statement for a particular ledger or a combination of ledgers.
Preparation of payment advice to the bank to effect salary transfer.

Payroll register maintaining entries prepared each month for employees.

Employee ledger break-up showing a particular pay component employee-wise.

Ledger employee break-up showing the break-up of employee salary under different ledger
accounts.

Attendance sheet showing cumulative attendance under each category like unpaid leave
and overtime of each employee.

Attendance register showing attendance entries passed for each month.
Gratuity report showing gratuity summary of each employee.
Expat reports showing passport, visa and work permits expired in the period considered.

4.14 Pay Slip

The Pay Slip is a document, issued to an employee, that itemises each component of earnings and
deductions and the net amount paid to employee for a given pay period showing how the pay figure
has been arrived at.

Go to Gateway of Tally > Display > Payroll Reports > Payslip
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Select the employee whose pay slip you want to generate.

Ctrl + Ml

Bharath Consultan
Payslip for April-2005

Vijay
Employee Mumher c 444 PF Account Murmber  : KM/BRM 1845563
Function - Adminstration Emplovee LT, PAN C BGADSESET S
Designation © Manager Administration Bank Details . TABSB4, Stete Bank of India, Wood Sireel Branch
Location . Bangalore ESI Mumber . BG256E93
FPassport Details S W 2345678 Yisa Expiry Date :
Attendance Details Value
Cwertime
LInpaid Leave 1 Day
Earnings Amount Deductions Amount
Basic 9,667.00) EFF Ta0.00
HRA 3,B67.00)ESI
Conveyvance 800.00) Profession Tax 200.00
oT 55.00
Incentive 2,000.00
Total Earnings 16,389.00 | Total Deductions 980.00
Het Amount 15,409.00

Figure 4.35 Payslip

Configuration options available for Payslip
The Pay Slip can be configured for the following options.

Vertical alignment
Employee details
Attendance details
Year to date values

O o o o

Note: Using Multi-Pay Slip printing under Printing Menu you can configure the print format of the pay

slip and print pay slips for the selected periods and employee groups.
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Go to Gateway of Tally > Multi-Account Printing > Multi-Payslip Printing

Pay Sheet

Bharath Consultan

Printing Payslips
Primter :(MNel0:) Paper Type: Lette
Ma o Copiea: 1
[Frenting Céensinel
Methad : Neat Mode Paapber Size: 150 10,55 ir (2 mn k2 mm
Poge Raage: 2| Pyt Aresa: {107 0106 ar 04 mn 270 e
Repor Titles

Paysiin Tor May-2003

Without Date Range of Repod. WIRROWE Fage umbers
From @lankTor beginning) ;1-5-2006

To (RlankTar end) LI
Cost Category
EmnloveeiGroun

4 All tems
A Al kems

Showe Yertical Payslip YHe
Show Employes Details?Yes
Shove Passpor Detrils? fes

Showwisa Expiry Dele? es
Bhow AtendanceProduction Detais Yes
Bhow Atenden:ePraducion Grawed Yes
Ditplsytkenck2Frndoctin Tiges Tl U Yes:
Show Year To Date Yalues?Na
Remove Zero Entries 7Ne
for Mg ndanceProduction elsd? Yes

Appearance of Names  Print ?

Yes 0f No

Figure 4.36 Multi Payslip Configuration

The Pay Sheet is a matrix report with category, group and employees cascading in rows, and pay
heads appearing in columns. The default report contains all earnings and deduction details for a

given month or period.

Go to Gateway of Tally > Display > Payroll Reports > Pay Sheet

Pay Sheet Bharath Consultan Ctrl + Ml
For All Employees 1-May-2005 to 31-May-2005
Particulars Basic | Conveyan- HRA oT Incentive Total EFF EsI Loans and | Profession Total Net
ce Earnings Advances Tax Deductions | Amount
Primary Cost Category [
Adminstration
Shyam 2,B06.00 300.00 1,122.00 4,228.00 337.00 74.00 30.00 441.00 3.787.00
Wijary 11,226.00 g00.00 4,490.00 B5.00 2,00000| 18,581.00 780.00 20000 980.00| 17,601.00
Sales
John Smith 46,774.00 a00.00( 18710.00 66,284.00 780.00, 200.00 980.00| 65.304.00
Mahesh 4 B77.00 a00.00 1,871.00 55.00 1,000.00 8,403.00 561.00, 100.00 661.00 7.742.00
Grand Total 65,483.00 2,700.00( 26,193.00 120.00 3,000.00( 97.,496.00 2,458.00| 74.00 530.00 3.062.00| 94,434.00

Figure 4.37 Paysheet
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Configuration options available for Pay Sheet

The Pay Sheet can be configured for the following options.

o  Column subtotals.
o  Option of pay slip name or ledger name.
o  Group or category total.

4.15 Payroll Statement
The Payroll Statement helps to generate the report for a specific pay head/ ledger.

Go to Gateway of Tally > Display > Payroll Reports > Payroll Statement > Basic

Payroll Statement Bharath Consultan Ctrl + M
For All Employees 1-May-2005 to 31-May-2005
Particulars Basic

Primary Cost Category
Adminstration
Shyam 2,806.00
YWijay 11,226.00
Sales
John Bmith 46,774.00
Mahesh 4 6Y7.00
Grand Total 65,483.00

Figure 4.38 Payroll Statement
Configuration options available for Payroll Statement
The Payroll Statement can be configured for the following options.

o Pay Slip name for ledgers.
o Employees number, NI and Bank details.
o Employees’ passport details and visa expiry particulars.

4.16 Payment Advice

It is used to generate Payment advice/ bank transfer letter for a specific bank account based on the
salary payment vouchers posted to such account. To generate Payment Advice, employees’ bank
account number should have been captured earlier in the Employee Master.
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Go to Gateway of Tally > Display > Payroll Reports > Payment Advice

The Manager
State Bank of India

Dear Sir,

Payment Advice from Bharath Consultancy A/C# for period 1-May-2005 to 31-May-2005

Bharath Consultancy
Lewel 10,
Commerce@Mantri,
Bannerghatta Road
Bangalore
India

Payment Advice

31-May-2005

employee salaries:

Please make the payrall transfer from above account number to the below mentioned account numbers towards

SI. No. |Name of the Employee

Account No. Amount||

Total

Yours Sincerely
for Bharath Consultancy

Autharised Signatory

4.17 Payroll Register

Figure 4.39 Payment Advice

The Payroll Register is a month-wise transaction summary report, showing a list of payroll vouchers

passed in the month.

Go to Gateway of Tally > Display > Payroll Reports > Payroll Register

It lists the monthly break-up of payroll vouchers. Select the month, then select the voucher to be

viewed.

4.18 Employee Ledger Breakup

This report is quite similar to Payroll Statement for a selected pay head. The difference is that
opening balance, transactions and closing balance for the selected period are displayed as columns

in this report.
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Go to Gateway of Tally > Display > Payroll Reports > Employee Ledger Breakup

1. Press F12 and set Expand all levels in detailed format to Yes.

Bharath Consultan Ctrl + I
Bharath Consultancy
Particulars 1-Apr-2004 to 31-May-2005
Opening Transactions Closing
Balance Dehit | Credit Balance

Primary Cost Category ¥ g 1,78,702.00 Dr
Adminstration 80,839.00 41,738.00 39,101.00 Dr
Adminstration
Shiam 12,5559.00 G, 75800 f,081.00 Dr
I ifa 6793000 24.970.00 33,010.00 Dr
Sales 2,82263.00 1,42 662.00 1,39 601.00 Dr
Sales
John Simith 283.540.00 1,27, 750,00 1,25 730.00 Dr
Mahesh 28,723.00 1491200 13,811.00 Dr

Figure 4.40 Employee Breakup of Ledger

4.19 Ledger Employee Breakup

This report displays accounting group-wise summary of transactions and closing balance of a

selected employee with drill down option.

Go to Gateway of Tally > Display > Payroll Reports > Ledger Employee Breakup > Vijay

Ctrl + M
Ermplovee: I ifay
Bharath Consultancy
Particulars 1-Apr-2005 to 31-May-2005

Transactions Closing

Debit [ Credit Balance
Indirect Expenses 2 0 34,970.00 Dr
Ba3sic 20,893.00 2083200 D
Conveyance Allowahee 1,600.00 1,600.00 0F
House Rent Alfowance 8,357.00 8,357.00 O
g Tirme 120.00 20000 Dy
¥ ariabis Fay 4,000.00 4,000.00 D
Grand Total 34.970.00 34,970.00 Dr

Figure 4.41 Ledger Breakup of Employee
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4.20 Attendance Sheet

The Attendance Sheet displays a pre-formatted column report related to attendance/production data.

Go to Gateway of Tally > Display > Payroll Reports > Attendance Sheet

Attendance Sheet Ctrl + M
For All Employees 1-May-2005 to 31-May-2005
Particulars Cverime Unpaid Leave
Adminstration
Shyam 2 Day
Wijay 1 Hrs 2 Day
Sales
John Smith 1 Hrs 2 Day
Mahesh 1 Hrs 2 Day

Figure 4.42 Attendance sheet
4.21 Attendance Register

The Attendance Register summarises the attendance vouchers.
Go to Gateway of Tally > Display > Payroll Reports > Attendance Register

It lists the monthly break-up of attendance vouchers. Select the month, then select the voucher to be
viewed.

4.22 Expat Report

Apart from regular payroll reports, Tally allows you to capture additional information for overseas
workers with work permits.

Tally generates the following reports for the period under consideration for employees whose
passport, visa and work permit details are captured in the Employee Master.

4.22.1 Passport Expiry

The Passport Expiry report displays employees’ passport particulars for passports expired during the
period under consideration. It lists

Employee name

Passport number

Country of issue

Date of joining

Passport expiry date

O o o o o

The above details can also be configured to display employee numbers, employees mail id and
employee masters which are deactivated. Since the contract expiry date is mentioned for deacti-
vated employees, you can generate reports for deactivated employees also.

Go to Gateway of Tally > Display > Payroll Reports > Expat Reports > Passport Expiry
1. Change the period 1-4-2005 to 31-12-2030
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2. In F12: Configuration, set Show Deactivated Employees to Yes.

) ) ) Ctrl + M
For All Employees 1-Apr-2005 to 31-Dec-2030
Particulars Passport Number Country of Issue Date of Joining Passport Expiry Date
Primary Cost Category
Adminstration
Shyam WrB541236 India 15-4-2004 12-5-2012
Wijay W 2345678 India 1-4-2005 22-11-2011
Sales
Johin Smith METE94632 Australia 5-4-2005 18-4-2010
Mahesh W aH467 32 India 11-4-2004 21-4-2012

Figure 4.43 Passport Expiry Report

4.22.2 Visa Expiry

The Visa Expiry report displays employees visa particulars for those visas expired during the period
under consideration. It lists

Employee name

Visa number

Date of joining

Visa expiry date

O O o o

The above details can also be configured to display employee numbers, employee’s mail id and
those employee masters which are deactivated.

Go to Gateway of Tally > Display > Payroll Reports > Expat Reports > Visa Expiry
1. Change the period 1-4-2005 to 31-12-2030

2. In F12: Configuration, set Show Deactivated Employees to Yes.

p p Bharath Consultan Ctrl + M
For All Employees 1-Apr-2005 to 31-Dec-2030
Particulars Visa Number Date of Joining Visa Expiry Date
Sales
John Srith ALBSAE31 5-4-2005 30-4-2010

Figure 4.44 Visa Expiry Report
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4.22.3 Contract Expiry

The Contract Expiry report displays employee contract particulars for those contracts expired during
the period under consideration. It lists

Employee name

Work Permit number

Contract commencement date
Date of joining

Contract expiry date

O o o o

The above details can also be configured to display employee numbers, employee’s mail id and
those employee masters which are deactivated.

Go to Gateway of Tally > Display > Payroll Reports > Expat Reports > Contract Expiry
1. Change the period 1-4-2005 to 31-12-2030

2. In F12: Configuration, set Show Deactivated Employees to Yes.

Contract Expi p Bharath Consultan Ctrl +
For All Employees 1-Apr-2005 to 31-Dec-2030
Particulars Work Permit Number | Contract Start Date Date of Joining Contract Expiry Date
Primary Cost Category
Sales
John Smith CB/BG 876 5-4-2005 5-4-2005 30-4-2008

Figure 4.45 Contract Expiry Report

Note: The date considered is only the contract expiry date and not the date of deactivation. Hence, it
is advisable to change the contract expiry date to date of deactivation when the employment is termi-
nated before contract expiry.

4.23 Gratuity Report
Gratuity calculation report for employees helps the employer know his contingent liability.
4.23.1 Gratuity report of all employees

The report calculates the liability of company in terms of gratuity for the existing employees based on
their latest eligible pay.
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Go to Gateway of Tally > Display > Payroll Reports > Gratuity Reports

Bharath Consultan

Ctrl + Ml

Emplayee Mame

Date of Jaining

Till Date

Mo, of Months worked for
Gratuity Days of a Manth
Gratuity Eligible salary

: Vijay

o 1-Apr-2005
©31-May-2005
© 200

C 26

- 12,000.00

Months
From

Months To

No. of days | Gratuity Amount
of Gratuity
Maonth

1 60

0 1,153.85

Total

1,153.85

Configuration options available for Gratuity Summary statement

Figure 4.46 Gratuity Summary

The Gratuity Summary statement can be configured for the following options.

O o o o

Show Employee Number
Show Date of Birth

Show New Joinees Only
Show Deactivated Employees

4.24 Gratuity Calculation

From the Gratuity Calculation report, you can select a particular employee and view the calculation
sheet displaying how the gratuity calculation has been worked out, considering the following.

o Date of Joining to arrive at number of completed months and application of gratuity slabs.
o Latest Pay considered from pay structure of the employee for pay heads eligible for gratuity.
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Go to Gateway of Tally > Display > Payroll Reports > Gratuity Reports

Select the employee whose Gratuity Calculation you wish to generate.

Details Bharath Consultan Ctrl +

Emplovee Mame © Vijay
Date of Joining o 1-Apr-2005
Till Date o 31-May-2005
Ma. of Manths worked far - 2.00
Gratuity Days of a Manth .30
Gratuity Eligible salary © 1200000

Months  Months To No. of days | Gratuity Amount

From of Gratuity

Month

1 12 15 1,000.00

Total 1,000.00
Figure 4.47 Gratuity Details
Summary

On completion of this lesson, you should have learnt how Tally’s Payroll feature enables

O O oo oo

Complete integration with accounts.
Employee Master configuration.
Recording of statistical data like attendance and overtime.
Auto filling of payroll and payment voucher.
Payment of salary through Bank advice.
Generation of various other reports required by the management.
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