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1 Introduction

Tally.ERP 9 is one of the most popular accounting software used in India. It is 
complete enterprise software for small & medium enterprises.

It is also a perfect business management solution and GST software with an 
ideal combination of function, control, and in-built customizability.



Tally.ERP 9 is one acclaimed financial accounting tally


system and inventory management system.

It is one of the best accounting software that can integrated with other 
business
 applications such as sales, finance, purchase, payroll, inventory etc. 
Tally software
stores all the business transaction of each account in details. 
Tally ERP 9 follows
system and hence eliminates and rectifies possible errors.
 
double entry accounting



Versions Of Tally:
�   was the first version of Tally. It was released in 1990. This software is 

based on 
�   was the second version of Tally. It was released in 1996. 

�   was the third version of Tally. It was released in 2001. 
 It supports printing and implementing with VAT (Value Added 

Tax)�
�   was the next version of Tally. It was released in 2005. It was added with 

new features of the Statutory complimentary version and VAT rules as par state 
wise�

�   was the next version of Tally. It was developed with a new data 
structure. It was added with new features of Point of Sale (POS) and Payroll�

� The next version was. It was released in 2006. This version was released 
due to bugs and errors. This version has maximum features such as TDS, FBT, 
Payroll, E-TDS filling, etc�

� The latest version of Tally is. It was released in 2009. Tally ERP 9 package is 
offering maximum features for small to large business industries. It also updates 
with new features of (Goods & Services Tax) GST.

Tally 4.5

Tally 5.4

Tally 6.3

Tally 7.2

Tally 8.1

Tally 9-

ERP 9-

MS-Dos�
It was a graphic 

interface version�
This version was 

window based.

Advantages Of Tally.ERP 9:
�� Automatic reports of 
�� Multi-currency account.�
�� Less expenses on data collection and data transaction of files.�
��  Fast data files transaction.�
�� To get easy and fast document accesses.


all financial.�



2 QA About Tally.ERP 9

How To Create A New Company ?

��  Enter company name in this field like, ABC Compan�
��  Enter company addres�
��  Select countr�
��  Enter State like, Telangana or Karnatak�
��  Enter pin cod�
��  Enter telephone numbe�
��  Enter mobile numbe�
��  Enter Fax numbe�
��  Enter your company official communication mail i�

���  Enter your company website addres�
���  Enter financial year begins from like, 01.04.201�
���  Most of the cases financial year begins date from 

and books beginning date from are same but when you have created a 
company in Tally.ERP9 on 01.07.2017 in this case financial year begins from 
01.04.2017 and books beginning date from 01.07.2017.

Name:
Address:
Country:
State:
Pin Code:
Telephone:
Mobile No:
Fax No:
Email:
Website:
Financial year begins from:
Books beginning from:



3 QA About Tally.ERP 9

Disavantages Of Tally.ERP 9:

�� Retrieving the data after forgetting the user ID and password is a bit difficult. 
Fewer, data security is also 

�� It is complex software for beginners to use. It  for 
users who find some trouble using it�

��  users face while working with 
Tally. You have to manually back up your data at someplace. It won't do the 
backing up by itself�

�� It  sheet from various 
systems on a single operating system. It's a single window software�

�� As Tally has upgraded itself year by year, 
 It has the same features as the ability to do some extra work.

one of the disadvantages�
lacks back office support

Backing up your data is also one of the issues

doesn't allow you to open the same transaction

there is no major update made to 
it.

How To Open Tally Software:

After successful Installation of tally ERP9 on Windows or Mac computer you can 
start Tally.ERP9 by using one of the following methods�

� Double click on  or, Follow the path: 
starts >programs >Tally ERP9 the start-up screen appears with the options�

� Press  Button And Type Tally.exe and then hit Enter.


Tally.ERP9 icon from computer desktop

Windows + R

How To Display The List Of Companies Already Created ?

From menu choose  option then you will get the list of 
companies,
which are created using the  option under the 
company info.
Menu from the list choose any one of the companies.


select company
create company

How To Delete An Existing Company ?

If you no longer need the group company, you can easily delete it without 
affecting the data of the sister companies.



 Gateway of  , and select the 
 In the Company Alteration screen, press Alt + D to delete the company.

 Press Enter to confirm the deletion.

1.
2.
3.

 Tally > F3 (Cmp Info) > Alter company.




4 QA About Tally.ERP 9

How To Create A Ledger Account:

After successful Installation of tally ERP9 on Windows or Mac computer you can 
start Tally.ERP9 by using one of the following methods�

� Double click on  or, Follow the path: 
starts >programs >Tally ERP9 the start-up screen appears with the options�

� Press  Button And Type Tally.exe and then hit Enter.


Tally.ERP9 icon from computer desktop

Windows + R



5 QA About Tally.ERP 9



6 QA About Tally.ERP 9

How to Enter Voucher Entries In Tally ?

�� Open Tally.ERP 9 and  you want to work with�
�� Press  to go to the accounting features screen�
�� Ensure that the  option is 
�� Press  to configure voucher entry options. In this screen, you can set 

various options related to voucher entry such as default date, default 
narration, etc�

�� Press  or click on  from the gateway of Tally screen 
to open the voucher entry screen�

�� Select the  you want to use. For voucher entries, you can use 
various voucher types such as payment, receipt, journal, etc�

�� Enter the date of the transaction in the  field�
�� In the  field, select the ledger account you want to 
�� Enter the amount in the  field�

��� If needed, you can enter additional details such as . 
in the respective fields�

���  and move to the next line�
��� Repeat steps 
��� Once you have entered all the transactions, press  to save the voucher 

entries.

select the company
 F11

"Use vouchers" set to "Yes"�
 F12

"V" "Accounting Vouchers"

voucher type

"Date"
"Account" credit or debit�

"Amount"
narration, reference, etc

Press enter to save the entry
6 to 11 for all the transactions you want to enter�

Ctrl+A

How to Create Groups In Tally ?

�� Open Tally.ERP 9 and  you want to work with�
�� Go to the  screen and press  or click on 

 from the sidebar menu�
�� Select  from the list of options and click 
�� Enter a  for the group and select the  group from the drop-

down menu. The  group is the main group to which this new group 
belongs�

�� Select the  from the list. There are several types of groups 
such as 

��  and repeat the above steps to create more 
groups.

select the company
"Gateway of Tally" Alt+F3 "Company 

Info"
"Groups" "Create"�

"Under"
"Under"

"Type of Group"
primary, sub-group, and others�

Press enter to save the group

"Name"



7 QA About Tally.ERP 9

What are The Different Type Of Function Keys ?

There Are Lot Of Combination Of Function Keys But I’m Explaining From F1-F12

Key Functionality

F1
Displays the Help menu for the 
current screen or report.

Always available

F2
Opens the current company's 
"Period" screen to alter the 
current period or date.

Always available

F3
Displays a list of all available 
company features.

Always available

F5
Opens the "Inventory Vouchers" 
screen to create a new inventory 
voucher.

Available only if inventory 
features are enabled.

F6
Opens the "Payment" screen to 
create a new payment voucher.

Always available

F7
Opens the "Receipt" screen to 
create a new receipt voucher.

Always available

F8
Opens the "Contra" screen to 
create a new contra voucher.

Always available

F9
Opens the "Purchase" screen to 
create a new purchase voucher.

Always available

F10
Opens the "Sales" screen to 
create a new sales voucher.

Always available

F11
Opens the "Accounting Features" 
screen to view or modify 
accounting features.

Always available

F12
Opens the "Configuration" screen 
to view or modify company 
configuration settings.

Always available

Availability



8 QA About Tally.ERP 9

How To Alter Group In Tally ?

�� Open Tally.ERP 9 and  you want to work with�
�� Go to the  screen and press  or click on 

 from the sidebar menu�
�� Select  from the list of options and then select the group you want 

to alter�
��  to open the group's details screen�
��  to the group's Name, Under, Type of Group, or 

other details�
�� the changes.

select the company
"Gateway of Tally" Alt+F3 "Company 

Info"
"Groups"

Press enter
Make the necessary changes

Press Ctrl+A to save 

How To Delete Group In Tally ?

�� Open Tally.ERP 9 and  you want to work with�
�� Go to the  screen and press  or click on "Company 

Info" from the sidebar menu�
�� Select  from the list of options and then select the group you want 

to delete�
�� Press  or click on  from the toolbar�
�� A warning message will appear asking if you want to delete the group. Press 

 to confirm the deletion�
�� Any ledger accounts or voucher entries that were under the 

select the company
"Gateway of Tally" Alt+F3

"Groups"

Alt+D "Delete"

"Yes"
deleted group 

will now be ungrouped.

How To Create Multiple Ledger ?

�� Open Tally.ERP 9 and  you want to work with�
�� Go to the  screen and select  from the 

sidebar menu�
�� Select  from the list of options�
�� Press  or click on  from the toolbar to create a new ledger�
�� In the screen, enter the name of the first ledger in the 

 field�
�� Enter any other details for the first ledger, such as its group, opening 

balance, and address�
��  the first ledger and return to the  

screen�
�� Repeat steps 5-7 for each additional ledger you want to create�
�� When you have created all of the ledgers you need,  the 

"Multiple Ledgers" screen.

select the company
"Gateway of Tally" "Accounts Info"

"Ledgers"
Alt+C "Create"
"Multiple Ledgers" 

"Name of Ledger"

Press Ctrl+A to save  "Multiple Ledgers"

press Esc to exit



9 QA About Tally.ERP 9

How To View Multiple Ledgers ?

�� Go to "Gateway of Tally" and select "Accounts Info" from the sidebar menu�
�� Select "Ledgers" and press o open the  screen�
�� Set " to  and save the 

changes�
��  to select the date range for the ledger display�
��  to open the "Display" screen�
�� Select  and mark the ledgers you want to display�
��

 F12 t "Ledger Configuration"
Use Single Entry mode for Pymt/Rcpt/Contra" "No"

Press F2
Press F5

"Multiple Ledgers"
Press Enter to view the selected ledgers for the selected date range.



10 Process To Put Data In Tally

Capital A/c (Name of Profiteer)
Furniture A/c
Kaushik A/c (Creditors)
Jyoti A/c (Debtors)
Cash-at-bank (SBI)
Cash-at-hand

Cash Sell
Cash Purchase
Purchase goods from Kaushik on Credit
Goods sold on Credit to Jyoti
Deposit Into Bank
Rent paid by Cash
Salary Paid by issue of Cheque
Purchase Furniture by Cheque
Cash Withdraw From Bank

� Depreciation on furniture 10% p.a. (On Opening Balance�
� Closing Stock Rs.8,000

60,000

19,000

25,000

20,000
17,000
18,000

80,000 80,000

--
--

21,000

--

23,000

--

6,000

--

1,500
2,000
4,500
1,000

--

20,000

26,000



11 Process To Put Data In Tally

Step 1 - Ledger Creation

�� Creation Of Ledger > Gateway Of Ledger > Click Create

1. Capital Account: Fill up name of Capital Contributory

2. Fill Up Sales Account In Ledger Like Above

3. Fill Up Purchase Account In Ledger Like Above

For Other Info. go on pressing Enter till comes to Opening Balance. & Fill Up 
Opening Balance Amount.

Click Group Sales Account (Heads Of Account)

Click Group Sales Account (Heads Of Account)

Click Ledger

Capital Account

Keep Pressing Enter

Keep Pressing Enter

Keep Pressing Enter

Accept Yes/No

Accept Yes/No

Accept Yes/No

Group Capital Account



12 Process To Put Data In Tally

4. We did not need to create ‘Cash Account’. It is by Default Stored

5. Fill Up Bank Name For Bank Account

6. Fill Kaushik Account

7. Fill Up Bank Account For Group Sundry Debtors

8. Fill Up “Rent Account”

9. Fill Up Salary Account

Keep Pressing Enter

Click Group Sundry Debtors

Click Group & Click Bank Account

Accept Yes/No

Fill Up Opening Balance (If Any)

Indirect-Expenses

Fill Up Opening Balance (If Any)

Accept Yes/No

Fill Up Opening (If Any)

Click Group

Click Group (Fixed Assets)



13 Process To Put Data In Tally

Step 2 - Voucher Entry

�� Cash sales receipt vouchers processing .�
�� Cash purchase salary payments, rent payment vouchers pressing 
�� Credit sales Sales voucher 
�� Depreciation Journal voucher 

F6
F5�

F9�
F7


If we create  under group we press any other ledgers or Heads “Alt+C”

Now we make voucher entry Narration not required Just Press Enter To Skip

Gateway Of Tally

Click On Voucher Entry

Click On Sale

Click On 

Payment

Voucher

Click On 

Purchase

Voucher

Fill Amount

Accept Yes/No

Accept Yes/No

Accept Yes/No

1. Cash Sale Rs.19,000

2. Cash Purchase Rs.21,000

3. Purchase Goods From Kaushik on Credit Rs.26,000

Fill Up Amount Click On Cash

Fill Up Amount 

Click On Purchase

Fill Up Amount

Click On

Purchase



14 Process To Put Data In Tally

Click On Sale

Voucher

Click On 

Payment

Voucher

Click On 

Payment

Voucher

Click On 

Contra

Voucher

Click On 

Payment

Voucher

Accept Yes/No

Accept Yes/No

Accept Yes/No

Accept Yes/NoClick Cash At Bank

Accept Yes/No

4. Goods Sold On Credit to Jyoti Rs.23,000

5. Cash Deposit In Bank Rs.6,000

6. Rent Paid By Cash Rs. 1,500

7. Salary Paid By Issue Of Cheque Rs. 2,000

8. Purchase Furniture By Cheque Rs. 4,500

Fill Up Amount Click On Sale

Fill Up Amount Click On Rent

Fill Up Amount Click On Salary

Fill Up Amount Click On Cash

Fill Up Amount

Click On Furniture



15 Process To Put Data In Tally

Click On Contra

Voucher

Click On Journal

Voucher

Click On Journal

Voucher

Gateway Of Tally

Click Profit and Loss

Click Balance Sheet

Accept Yes/No

Accept Yes/No Click Furniture Account

Accept Yes/No

9. Cash Withdraw From Bank Rs. 1,000

Now We Can See Ledger Wise Balances.

10. Depreciation On Furniture Rs. 1,000

11. Closing Stock Rs. 8,000

Fill Up Amount

Click On Furniture

Fill Up Amount

Fill Up Amount

Fill Up Amount

Click Depreciation

Account

Click Closing Stock

Click Display More Reports

Step 3 - Find Entries Reflected In Final Assets
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