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Syllabus- Unit 3- Reports like balance sheet, Profit & loss account, Ratio
analysis Trial Balance, Accounts books like cash/bank book, All ledgers
Group summary & vouchers, Sales, purchase & journal registers.

Cost centre & category summary, Cost centre breakup ledger & group
breakup outstanding receivables & payables, interest receivable &
payable, Statistics, Cash fund flow, Day book list of Accounts, Reversing
journals, optional vouchers, post dated vouchers

Balance sheetin Tally : -

Balance sheet T& written statement gd1 g STt company & & Te details &t
fS@Tdr 8, | 399 Ig UdT TerdT g hl U+t profit &2 @l & AT loss | Balance sheet
9Tel & 3id ® §91d & S/ 98 udT gadr g o et dht 39 999 financial position
RTgl

g Ueh fa<ita faror €, S sugar & g1 ofik Iufxy )Labilities & Assets) &t g2rfar
g, Balance sheet & A1e09 @ Igd & W@THT &l 710 gidT & foh garR fohas sl &
o1& g5 geprT € 3R fohd-t dufa 8 @ 1 a1 Income Receivable 3R Expense
Payable &l STHeRI T gidT & S S+t 3R g™ ol ddTeq 31 o fohar S
T . Tally & et efte a7 2iféene “B” +ft giaT 8.

Balance sheet &t g1 gt WM # dic Tehd & Assets & Liabilities. f5/@# Transaction
& AR Assets & Liabilities e’ & gTeT &t 37g¢ X Tdhd 8.

Balance sheet Format

Assets Section :
1. Current Assets JFixed Assets
3 Good Will 8 -Other Assets
Liabilities Section :
1. Current Liabilities R Payables
Gateway of Tally -> Reports -> Balance sheet

alt +F1 ey S LM & o
F2 O due gea o fong oft a6 Sy offe 2@ gend 21
F12 @ daig 2fte ShthR & Tehd 87!
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Company Name Here

Balance Sheet

For the Period Ended

Assets Liabilities
Current Assets Current Liabilities
Cash DO Accounts Payable DO X
Short-Term Investments LE 0.9 8 Salaries Payable XX AKX
Accounts Receivables HXRXXXK Accrued interest XXXXX
Inventories PXXKHXEX Taxes Payable HXXX
Prepaid Insurance PORXNK Current Portion of Notes OO HHHAHXKHK
Others MWRXXX KN
Long-Term Investments Long-Term Liabilities
Stock Investments HKAXXKKX | _|Note Payable OO s
Cash Value of Investments DUMMICHNK | XK X Mortgage Liability L2000 4 HHKHMHKXX
Fixed Assets Total Liabilities OO XM KK
Land KXXKHX
Building and Equipment KRN XK Stock Holder's Equity
Less Accumulated Depreciation |{XXXXX) DOOOOME  DOCOOMNX Capital Stock HKOMHX KK XK

Retained Earnings OO XK

Iintangible Assets
Good will KHXAXXX Total Stock Holder's Equity XXXXXX
Other Assets
Receivables from Employees SOCER XK
Total Assets HAXXNAXNX [ Total Liabilities TR XXX

Profit & Loss Account in Tally

Profit & Loss Account Jg Teh fa<iia faarur g, foad aagara & &g 3k fassg fohg
T Ao o faaror gufar §, 39 A1euw & a9/ § gl I8 a1y 3R g1fa o1 udt g«
qrd 8.

Profit and Loss Account & @4t Indirect Expenses (3Wcier &di) dt Gross
Profit # O gerar Srar g 8k @} Indirect Income (31ucaer 31) &t Gross Profit #
SeT ST 81 fore Net Profit (g @) AT Net Loss ([ 8114) &l gdT @ SI1dT 8
Profit and Loss Account & Debit side 37 ¥R expenses (@dl) ot feiar ST 8
St goods & sha-fasha & Tr&ifdd g1 gid & |

Profit and Loss Account M & feid Trading Account (TR @TdT) H 31— §T
Gross Profit a1 Gross Loss &t Afr & 4t IR expenses and losses St 3/ deh
Trading Account # Debit 78l fhd 70 § 3% 3@ Debit fhar rar gl

g1 Expenses # Administration Expenses, Selling Expenses 3R Distribution
Expenses include gid 8, & ‘Indirect Expenses’ &gald &l

39 UhRR 8 Ig hg Tehd & fch Ueh businessman @bt 3799 business &l 3@ 4 I
& foIT S81d IR Td e Usd g it foh

d 9R @d S Trading Account & show gl fohd STTd & 3+ UTithe 3R o Tehlde |
o fold 9Ia 8, s SR ot a8 uaT 9 SIaT g fb T Accounting Period # 38
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feha=T Net Profit a1 Net Loss gaiT | R Expenses 3R Incomes @l show &< &
915 G sides ohT IR AT eTeh g AT AT g BT ket T & |

3R Profit and Loss Account @l Credit Side Debit Side & warer gar g
difference @t Net Profit &gl ST g1 3R &<t a’% 3R Debit Side Credit Side
9 Sarer g dt g9 difference @t Net Loss @gd g1 Net Profit @t Capital & ST
SITaT g Sidfch Net Loss Sit 3TdT & 39 Capital € Less 3T gerT SI1dT 81 39faq Profit
and Loss Account prepare f&ar Srar g1

Tally & Profit & Loss Account iféehe &t “P” oft giaT 8.

Profit & Loss Account @t g9 &l 9T H §ic ¥ahd & Income & Expenses. fSias
Transaction & AR Income & Expenses iRt | STl &l 39Y¢ P Tohd 8.

Profit & Loss Account Format
Income :
1. Sales Account
1. Sales (+) Sales Return (-)
2. Closing Stock
3. Indirect Income
1. Discount Received (+) Interest Received (+)
4. Other Income
Expenses : Final Account in Tally

1. Opening Stock Purchase Account Indirect Expenses

[Company Name ]

ISwreen Soddiess], [Civy. 5T Z1F Coda)
IPhones: S55%-555%-55%55%5] [Fax: 120-128-123456]
[abs die vy el e cores)l

Profit & LLoss Statement

For the Period Endad

Income 1 £ s

Sales [afeTalazeTals]

Lerwices DB ORI

Other Income [alavalate]

Total Income (ol fwlalalnln]
ExXpenses

Accounting EHOCHEC RS

Advertising [eYalatalals]

Anmets Semall [elsle s lwlb)

Bank Charges [ilalazalsls]

Cornt oaf Gocdds Sold DOO00

Total Expenses Oo000000
Profit/Loss T I 00000000
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Ratio analysis -

g foaxfia fasciwr & folq ges erferemmedt Iueeur € | ag Ruld ugal & o G ol IudT
hch G & W ol Il adl & | 3= T AH IJUTd ATHRI ! 3 T &R«
fRfq &t g2rfar 81 ag RUE 7 hael Teh G & aTge & @il fSi=eh! Sty sfte, @y 8k
g1 faarur anfe I o= Agayuf faxitar faaror ae deft ugw =81 8, & foag Suaft
g, Sfcep 3TidRep Ueed & foig off STahft € | Ratio analysis RUlE & Tah ot &
fRdURe hu-t o @ral hl sgar gHgT 3R adA fAa<ita ulkgea &t sgax g7t fAd
ST 8 |

sARAIE A 9T Bld 81 Teh H THISE N BT & | SO 9T AT e gtar e 1 59
Raté ot fiie oft fohar ST OkRar 8 | S9! Tgr™adar O g uifthe AT, e urfthe =t
ST 7T 81 $8eh Sfetrar |t 39 RUld # agd dt sgadaiiies SR gl 81 I8 Uk
e e Rt gt 81

Gateway of Tally = Reports = Ratio Analysis

( shortcut key is R)
Trail Balance Sheet

Trail Balance Sheet &t gt & daiue &gl SIIdT &, S99 Ig STHT SIIdT ¢ foh argar
g¢1 hed 9HY SHifches TTad! dt el bt Y 81 39 Tally # TTafaal ol ggam & gur
T ST 8. | T St | I8 udT IeldT g fob Sfale uet o1 gt thise uet & 31T & sRIaR
¢ b 78) | Toprsfen & saat 361 fAeew & ghen Sfae uer o1 gl shise et & I & sRIeR
gHT afed |

Trail Balance Sheet # Ueh Ul & 3iavid a4 gu @} Ledger Groups fa@Ts qd
&, I T oioR fohd U &1 ¢ I8 +ft qidT 8, | detde Debit 3R Credit 31f2Y &t fdmar
g, foiaeh Aregw & FfeAT et §& R gl R Uehd €1 g I d: Iy ok 3id | F=711
ST 81

s IR QAT g GohdT ¢ b graet Sod et mar g Afh T oft dsr & sigyfgai &t |
il T daid ot Sifad U § @I bl TadT ol THIUT Tai JHT ST Gobdl &1 I8
O IgdT ST <l Uk Ugfd 8l

Trail Balance Sheet (ddue) @t Shortcut key DT gidT &.
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XYZ Company
Trial Balance

Ason 31st January

y 2019

S. No. Heads of Account Ref Balance (Rs.)
Debit Credit

1 Cash 20000.00
2 Accounts recevible 3000.00
3 Machinery 7000.00
a Accounts payable 1500.00
= Note payable 9500.00
6 Fee revenue 11000.00
7 Unerned revenue 3000.00
8 Common stock 7000.00
9 Advertising expenses 1000.00
10 Utilities expenses 1000.00

Total 32000.00 32000.00

UYchl3C

1- Cash/ Bank Book -

& g H e o RfGe ik 9de o1 Reprs v@r siar g1 It is a book of

original entry as well as a ledger account. st &R Bank Book §& &
gde 3k RfAc & R @ & fad wam i Sl €1 ¢t § Cash/Bank

Book ® <1 3R & T ai-a- GIHN T Udh &I SITg WM SIIdTl g1 3R T &l Thid
UY 3% g&hd ¢

MR HeT S fohdlt 3c w Afea g af ecft A hfze Fy g aad per A fRm@ar & |

Select Display > Accounts Books > Cash/Bank Books > Drill down from
the Cash Ledger and select a particular month and press Enter.

Press F6 (Daily Break Up).
group summary ¥cHe I TERIdr & g T qU & g Tehiae ol FenifoiT
dotq T8 T
1. Go to Gateway of Tally > Display > Account Books > Group
Summary > Select a group.

2. Select group Indirect Expenses , and press Enter .
Sales Register
H TeT Solere <hl ATgAR AR 37R el (7] doid faw@ar § | fhdt Ht AgH eht geaems

39 HEIH hl YT T Sl 3@ Hehd & | 3Tl aht ST 31T ehdT & IJHR FGa
gohd & |
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To view Sales Register
Go to Gateway of Tally > Display > Account books > Sales
Register. The Sales Register screen is displayed as shown below:

Purchase Register

foreht T <hl Ty 9T WR g8 URAST AT @RI ORI J(U%eR # 3t 17 Hehel! & |
Rt AR ¥ fafa—=1 Mem & A1t & gadc o+t TAaTsst o Tohd €|

a9 # & 71 Purchase returns &t ot gdT &R Hehd g | fohd urdf et uretet e
gon g, fohg shRuT & e g1 € TACTSST e Hehd & 1SHY TWITIR hl erdtieict i
Tl I St gl

1. Go to Gateway of Tally > Display > Account
books > Purchase Register . The Purchase Register appears as shown:

Journal Register
$9H Ueh HeH H g ST-Rel ardaR &l Repts el SIar @ |

Go to Gateway of Tally > Display > Account Books > Journal Register .
SHet Ifoiex A=TgaR fe@rs ad €:

Reifagee ve dea ,§dae Reftaae Ge daer , €fefRed , &1 the thall, 39 folte 3k
REArE

Reversing Journal (fafdT e

Reversing Journal T fais YR &1 Journal Voucher 8, Sit T fRgiRa fafa
(Applicable Upto Date) d@ gt g¥Tdt 3ga1 g1 [HeuiRka fafd & are sqer gwma @
T g ST 8| I8 aredideh @rdi (Actual Books of Accounts) @t guTfdd gt ehedT,
gfess Scenario Reports # IUAT foar STrat 81

gqhl IUINT J&Id: Accrual Expenses ddT Accrual Income ol 3t &g 4
Rate & enfAet e & oy fekarm ST 81

Reversing Journal & 3udi
. TG a7 3iaRA (Interim) faxia Rl dOR &= F1

. VO @l ot few™ § St I adar |18 | gan g, A oram &g | g
gl
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. arfdes @19 (Actual Profit) T 3ifies Tdter SIHT o |

FETER VT

SIeRY H1g T foheran, da= a1 farstett foret tradt # irar fehar ST 81 afq SHast
aredfdes AT ST 8t dl 81 @l ot STHast &t Rulé # anfae e & fag Reversing
Journal @1 I3UANT fehaT ST 81

Reversing Journal Activate @aIT

1. Gateway of Tally — F11 (Features) — F1 (Accounting Features)
2. Use Reversing Journals & Optional Vouchers = Yes
3. Ctrl + A SaTeR 9d i |

Reversing Journal Entry
1. Voucher Entry Screen & Q|
F10 : Reversing Journal g1
Date &f &I
Debit a1 Credit Account I |
Applicable Upto faf2 gsf &3
6. Voucher Save &I
Scenario Report & &&=IT

ey

Gateway of Tally — Accounts Info — Scenarios — Create
« Include Actuals = Yes/No
« Include = Reversing Journals
« Exclude = None

g4 91 Scenario Report & Reversing Journal &l 4T a1 ST HehdT 5|

Reversing Journal @1 39alT AT (Provisional) 3T Td &g &t RUic # enfaa
& o e fohar Siar 8, [Oad fordt srafer & fa<ita fafa o1 sifdes Tdie fasawon
fohar ST 9 |
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Optional Voucher (3iwHe a8=R)

Optional Voucher 2¢ft ERP 9 <hl Teh fagiy gfaer 8, fSradh grr foelt @
a8 (S Payment, Receipt, Sales a1 Purchase Voucher) &t it &0 &

Optional S9/™T ST HehdT 8l

19 fehddt argaR @t Optional & w9 # RAf{d fhar SiTar 8, at 39T uvra @rdi
(Accounts) &R =gl sdT iR ag fFafia (Reqular) @aieh # diwe gl gidT1 §9ahT
SUIRT &A= AT (Provisional) a1 G91fdd o= ol Gof et o foIg fhar STrar
gl

Optional Voucher & 3w

. G9IAA -G &1 YaigA™ o= & fog|

« Scenario Reports d9R & & feig|

. Trdfdes @rdl @l gTiad fehg faer Ruié &1 gumg a@q & |
Optional Voucher SaiTet Sl FfshaT

1. foseht +ft Voucher Entry Screen W STd|

2. d13<R ufaf® |

3. Ctrl + L gamg|

4. IR Optional Voucher & w9 & RIfgd gt smem|

Go to Gateway of Tally > Accounts Info. > Voucher Types > Alter .
2. Select a voucher type.
3. Set Make Optional as default to Yes .

4. Press Ctrl+A to accept.

s

Ctrl + L garenx fohddl a19eR &t Regular Voucher 3R Optional Voucher & &9
gga (Toggle) ST Hehdl B

Optional Voucher Qe 37T Voucher Type g &, Sfesh fordt =g argar ot
ST U F R-gH1dt (Non-Posting) s &bt gfaer g1
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Post-Dated Voucher (dre-g¢z a==R)

Post-Dated Voucher ag ars@r g fSigdh! uyrdt fafdr (Effective Date) yfasg &t
gidl g1 U a3 bl ufaf® adum & &l Sidl 8, cifchs 3Tert uyra Aeifka fafdr sm
IR g @rdl (Ledgers) # fe@rs 2ar &1

SO IUTIT wfasy & g arel Fafda sramt ar oifal @l gt @ oot ot & fag
fopar StTaT 81

3cTgduT:
gfq fohelt soT At ATfAeh fohed (EMI) T ST 31Tet He A oheT 8, dl S9ehl Post-
Dated Voucher g & g9-IT ST GehdT 2|

Post-Dated Voucher SeiTet chl IfshaT
1. Voucher Entry Screen @ 54|
2. 3MasTeh Ufaf® gof &l
3. Ctrl + T gamd|
4. gGr3wR Post-Dated & ®u A RIfgd g sam|

Post-Dated Voucher Register
gt Post-Dated Vouchers @l f = @9 W= 3&@T1 ST GehdT &

Gateway of Tally — Display — Exception Reports — Post-Dated
Vouchers

ICELG

. Yfasg & [AfY a1t A9 ugat € gt fohT ST 9ohd &
. feiRa fafd em g 37ert e @ al | s aar g
. ¥ Scenario Management ol 91T T&l gid &1

IELSAR
Post-Dated Voucher @1 IUIRT YT # g1 aTet d9e ot Ugal I Repis
A & feq fohan Sirar 2, e AaifSia spramt gd onfeaat o1 Ueiee s
gl SITaT 81

1- R & 319 =7 GHEd § ? cell Yo & Rulé o Agca ot g@amsd| june-2015
2- &eit # Ty graeft Rufe &l Seaifad $ifSgl June-2018
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3- oi@Teh YEdehl ¥ g dreit fafd—=1 RUid opt 3ima hd s=ma?

June-2018

4- gfdded I 319 -7 GHEd & ? ceit A Iuld faf9—1 UeR & ufade-l ot a9smsd ?
June-2013

5- M9 gt RUTe ot gussd| June 2019

Previous Year Examination Questions (Unit-3)
Short Answer Questions

Balance Sheet <RI &2

Profit & Loss Account <RIT &?
Trial Balance (dciue) &1 872
Ratio Analysis T 8?

Cash Book 3fk Bank Book /T &2
Sales Register o471 8?

Purchase Register &1 g?
Journal Register &1 8?

. Reversing Journal & g?

10. Optional Voucher &1 g?
11. Post-Dated Voucher &7 &2
12. Group Summary T 8?

00 NTOMEE WM =

O

Long Answer Questions

Tally & Balance Sheet &l A8 Td 39N GHSTSU|

Profit & Loss Account @l fd&dR @ 9HSISU|

Trial Balance &A1 87 9 3297 T4 dAmY faf@u)

Ratio Analysis RUtc o1 Aga gHesU|

Tally # Accounts Books bt fafera Ratef o1 guiq Hifsigi

Reversing Journal, Optional Voucher Td Post-Dated Voucher @t
THEET|

Sales Register, Purchase Register @aT Journal Register @7 guiq $ifsgl
. Group Summary Td Account Books Rulel o1 Aga gHeTsy|

oukwnN =

oo N

Previous Year Questions
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June 2013

. ufddes (Reports) & 39 &7 gHeTd &2 it & Iufedq ff¥s uer & ufddet

! GHSTST|
. 3JUTd dTfehes (Ratio Analysis) ! §HSTISTI

June 2015
. ROié g emmu o1 gHsId 82 el SThsfen H Ruld & A8« &l 998yl
June 2018

. ogich G&dehl ¥ I arett fafra Ratef st o hd s=maa?
. coft # @Y (Inventory) daeft Rutef &1 oot HifSgl

January 2019
.  MEREA T R oht THEST

T Agaqut U9 ( )

Balance Sheet

Profit & Loss Account

Trial Balance

Ratio Analysis

Accounts Books Reports

Sales, Purchase T4 Journal Register
Reversing Journal

Optional Voucher

Post-Dated Voucher

0. Godown Summary Report

= P 0 N O Do =
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