
Meaning of  “Accounting”

“Acccounting is process for recording  day-to-day transactions in a systematic manner” 
 

“Golden  Rules  of Accounting “

1> Personal accounts    : Debit  = The  Receiver       

 : Credit = The Giver 

2> Real accounts             : Debit = What comes in      

 : Credit = What goes out 

3> Nominal account        : Debit = Expenses or losses      

 : Credit  = Incomes or gains  

 

Trial balance 

Trial balance is the list of all debit and credit balances of accounts  taken out from the  

ledger at  any given date 

 

Profit \ Loss Account 

Profit\losss account is a summarised expenses and incomes which shows net profit or net 

loss made  by a business during the year “ 

 

Balance sheet 

Balance sheet  is a  “ statement of assets and liabilities “ 

 Assets includes fixed assets and current assets and  

 liabilities includes capital, current liabilities  

 



Tally
Tally is a accounting software to record the day – to – day  business 

transactions “ 
The  Tally start-up screen Before Creating company 

Title bar
Minimise button 

Buttons toolbar 
Calculator/ ODBC server area 

Gateway 
of Tally 

Option to Create a Company 



Procedure to Create a company 

Select the “Create Company”  From  Tally start-up  Screen 

Fill the all details in Company creation screen  



After  creating company   “Gateway of Tally show this screen” 

 

Note:  “Date of last entry”   

Account info �is an  option to create the masters,  like “ Group , ledger, voucher type” 

Company Name 

There is no vouchers 
in this company  

Current Financial year 
Current Year 



Procedure to Create a Group & Ledger 

� Create a “Karnataka Debtors under Sundry Debtors 

Go to Gateway of Tally � Accounts info� Group� Create 

-0 

Create a “Management Expenses” and Production Expenses group under “Indirect 

Expenses”  

 

Select the  “create” “ to 
create single Group at a 
time 

This option to create multi 
Group  at a time 



Go to Gateway of Tally� Accounts info�Group�Create 

g

Select this option to create multi 
Group at a time 

Select the Main Group   

Mention Group Name 

Here it will show the  Main 
Group  



�Create a Ledger “XYZ&co under “Karnataka Debtors” 

Go to Gateway of Tally � Accounts info� Ledger� Create 

Procedure to create multiledger  “ 

Create a “Mr.A, Mr.C “ Under Karnataka Debtors” 

Go to Gateway of Tally�Accounts info �ledger  

This is  an option to create 
multiledger  at a time  



“Procedure to Crate the Vouchers in different vouchers  type”

Accounting vouchers� option to create  trasactions “ like  “ Payment, Receipt, Sales, 

Purchase 

Gateway of Tally� Accounting Vouchers  

 

�In voucher screen  Shortcut key details 

F2� to change the date  

 F4�Contra voucher 

 F5�Payment 

 F6� Receipt 

 F7� Jounral 

 F8� Sales  

 F9� Purchase 

Mention Ledger Name  

Group name will display 

Select the Group name 

Here we can   give 
Opening balance for 
ledgers  



F4 � Contra Voucher type 

 

According to accounting rules, Contra Entry is a transaction indicating transfer of funds 
from: 

• Cash account to Bank account 
• Bank account to Cash account 
• Bank account to Bank account 

Ex:- ,” to transfer funds from Cash Account to Bank Account” 
 � Debit   = Bank Account 
 � Credit =  Cash Account 

F5 � Payment Voucher type  

 Payment voucher type will use for  “   outflow of fund”  

� cash Paid  

� cheque issued  

Ex� ABC company paid   Rs.2000.to  Mr. XYZ 

 Debit = Mr. XYZ< Create  Under Sundry Creditors> 

 Credit= Cash Account  



F6� Receipt voucher type 

 This voucher will use for “ inflow of  funds” 

 

� ABC company received the amount of Rs.2500 From Mr. PQR 

 Debit = Cash   

 Credit = Mr. PQR   < create under Sundry Debtors> 



F7� Journal voucher type  

 Journal voucher will use for  “ Adjustment entries “ like , Depreciation charges “ 

booking expenses “ 

 � ABC company charges Depreciation on Machinery of Rs.4000 



F8� Sales voucher type 

This is voucher type will use for “ selling items” 

� ABC company sales goods Rs.25000 to Mr. PQR 

Voucher Mode 



Invoice mode

� select  “As Invoice” mode on Toolbar” 

Select invoice mode  



F9� Purchase voucher type  

 This is voucher type for “Purchasing Goods” 

 � ABC company purchased the Goods of  Rs.5000 from Mr. XYZ 

Voucher Mode 

Select the party ledger  

Select the Sales ledger 

Give Amount 



Invoice mode 

Select the option“As Invoice”  

 

Select the party ledger  

Select the Sales ledger 

Give Amount 


