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&ieh JU -
gt # Wik U RIS AR | U & THH &1 gl 81 d &ieh MTSCH h aifiehRul
H U1k gid 8l

&H SIS o ATH, 31 el TehR, uTe T SiE! o A fAIvarsif & SR iR
37U ieh ST TIThRUT Shich Irg (AN LIk THg! o dgd TE Tohd g |

TIORT & 3T ST § Tich 3TSSH ohl UdT 7T Hehd & 3R WeHc H 3 faavur i
fRUé e Hend g1

Go to Gateway of Tally > Inventory Info. > Stock Groups.> create

T ATgEH —
Tallyd fashd & & 38ed & @S gU AN ol Stock Item &gl Sal g,
St Tally & AT ha &d g1 TdUUH Wik 3TgeH H Ut foham SirdT & <1 10000 &t
T4l &yl & fiier Purchase fahar, 39 3g18R0r # fifer Tah Stock Item & fSraepr ¢t
g4 Inventory Info ® o<1 g,
T 3M8cH Tohde el —
Gateway of Tally > Inventory Info > Stock Item> Single Stock Item >
Create. > Stock Item Creation T fdg} afiu= ghm.

» Name # Tich 3T5eH ahl ATH TR ohe.

> Under # Primary ohl g-Td .

> Category @1 fA#foT &2 51 - Color Printer, B/W Printer etc.

> Unit @1 Agikor o IF - Qty, Pcs, Nos etc.

> GST Details ol Yes o,

> Ctrl+A Press &ch 9q &,

37 Wich AsTHC & iy Wik 3mged 8 Stock Category 3R Stock Unit gfae
ST BTl

Stock Summary

Tally & stock summary report § &u-t & Tah [Afda srafd & fg Products 1 &=
Stock ¥@1 g3 g, fehd=T Sale g3, feha1 s &, fehd=T Return 31T, fehd=T defective
AT gqh! fawar @ Rulg e St 8 | Stock summary & SR 3@ Tehd g 3R Tdn
o7 Tehd & fob 8% Uk Stock &Y &RIT Report 31
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a1y gt @1g Closing Stock 3R Opening Stock &l SR UeH &edl & Sk
H1eAd 8 gAR Stock Management Sigd 37 aiidh & fehaT ST Hehel &,
Stock Summary report inventory & 3Uead 9 §911 § AGG el 8l

Tally # 39 Report &t 3@4 & fag
Gateway of Tally -> Stock Summary Reports # SIT&R 3@ 96d gl
Tally & Stock Summary @7 Shortcut Key “S” gidr 8

Group Summary

group summary fohdt 79 & @rd BT FARAT ol BIEATd 3aR J gdd faie
deh GTAT B To view group summary -

1. Go to Gateway of Tally > Display > Account Books > Group
Summary > Select a group.

2. Select group Indirect Expenses, and press Enter .

Stock Transfer -

Godown I R okl Shgd & STl IR Yeh ATIRI 37U ATIR fohg ST aTet T ht
GdT g1 519 Goh Godown ¥ g&R Godown H Hid &t Transfer forar Sirdm & dt 39
g4 Stock Transfer @gd g1 Tally & Stock @l Transfer &=+ &t Entry Inventory
Voucher @& Stock Journal Voucher & gRT fohar STTarT €1

gfd Purchase fhar gom ART Aiet goRdiST MaH H g 3@T & 3R &H dTed 8 i e
dfel Indiranagar Godown # Transfer f&har S@ dt Inventory Voucher, Stock
Journal &t open &R T Mers 3R fetedsm MER 7 3mged 3R d@&dr R &
qafie & 37|

GOT -> accounting voucher -> altF1 (Inventory Voucher / Stock Item )

9 3R Ig 2@+ dTg o fhd Godown # fohaar Stock & at & 2@+ &t faw A=
Steps Follow &2 -:

Gateway of Tally(GOT) -- Display --Statement of Inventory --Godown--
Lucknow-See all details press Alt +F1
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Physical Stock Register

Go to Gateway of Tally > Display > Inventory Books > Physical
Stock Register .

fohfSiehet Tk aTSTR T IUANT it | Tich <hl HTAT chl gl e & folu ST fohar SIrar
¢ | I8 ISR et aISTR & 3idvid 31T g hl-ais H ALT + F10 <t Age O fhiSiera
Wlh IR ht Yetere fehdT ST FehdT © |

999 ugal Inventory Voucher ® ST fthr dhiaiE & Alt + F10 & #gg & physical
Stock voucher Select @2 | 3@ Stock Item # 39 stock o1 9 foivd 99 gl e
g, e Godown / Location dcae e STgI Tich ohl Sieh T & e fSia- adam= |
ST Tl ¥eieh bl AT 8 Quantity Hdg TSU R & | 9 d<g 31T dst 3T & Physical
Stock Voucher & Entry X dad & |

Report g&@+ & fag Display # Inventory Books # Physical Stock & 3 &R |

Movement analysis

hddl 3 3Ad¢l & el o faswoT ot gerfar & S Yehrde o AU S8 &8, 3Ufd d dgt
ST eprde g # ot G5f g1 d 3t ardeR Sit hdel ¥ich chl AT ohl gHIfAd &hed 8§,
39 R fdar =78l fhar a1 81 Movement analysis Rulé @1 3uah geHieres
31 & oI fahar SI1aT 81 3 Teh TiTe § gddl Wich o UaTg & IR § SR 2 &
gg it 1fd & T arelt s9d¢t ot Uar = H oft Aeg oar § ST Gia i prifie
Goft Sl ST R &6 7@ B |

e Go to Gateway of Tally > Display > Inventory Books > Movement
Analysis .

Movement Analysis RA1¢ thad 37 g1dcl o oiH-a-1 ol fa@Td! g o flg Tahrsfen
g | off a9-37 gof fhu Y §1 87 stock groups, categories, financial group
or ledger gRT ek HaHC oAl fAAWUT R Hehd B
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Stock Group Analysis

ITAR <hl HTGIRT b IR Stock Group Analysis report 3@t 3k Rutg
AT <hl ST Hehell & | TS h-1ThTR TRI chl AT H TTeh hl HIHC TAeATgSl
foha ST GepdT 81

Movement Analysis (Stock Group Analysis)
g9 RUlé # shuit # @t 314 arel 3R ST aTel ATt <l Sidet Rl i S Henelt @ |

This report shows the details of inward and outward transactions carried
out for all the stock items in that group.

Go to Gateway of Tally > Display > Inventory Books > Movement
Analysis > Stock Group Analysis > select a Stock Group .

Stock Item Movement Analysis
Stock item &t gaFc T RUlé TR asd , @lieeR arsy , 3R @ud argd
G ST WehdlT B |

1. Go to Gateway of Tally > Display > Inventory Books > Movement
Analysis > Stock Item Analysis .

2. Select the item from the List of Stock Items . The Item Movement
Analysis screen appears as shown below:

Stock Ageing Analysis -
Stock Ageing Analysis Report & UdT Iedr g foh i W fohe srafd & M &

ggT g1 3Gk 39 KT 8 | I8 Rl R 3R 72 ek bl Gelterg o qal 81 89 30
Ik o fold QR i bl a1 TeRauRR gie bt fafer off ad o @end 81

g TG g7 2l & foh ShI9 IT TIeh bl 9 TFHURR g4 9Tl € IT ToFIURR &
YehT &1 T BH IdTdT § foh i< &1 ¥WIeh IW I TRIURR 8 ST ¢ 37R hi I STt

T gl STt &1
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Sales Order

3R §H 31U+ IR H U faeht & f o oSk a911d ¢ o &efl & ot g fopar S
Gohdl &1 BH Gl 3T Reprs R Hehd g1 f3elad) e a-1enR 39 ded R 4 fjer
& Tehd & e 38 ol STa1ed ¥ feich & ehd g1 &< g Hod 31T <hl RUI i &=
gohd g1 Tl 31T I BhIeH il dvg flic 3t IR Tohd g1 STEXd U8+ TR T 31X ahl
AT o} Y Fohd B

1. Enable sales order processing.

a. Press F11 (Features) > F2 (Inventory).
b. Set the option Enable sales order processing to Yes.
2. Open the sales order voucher screen.

a. Gateway of Tally > Inventory Vouchers > Alt + F5 (Sales
Order).

b. Press Alt + I and select the invoice mode as per your business
needs.

. To print the sales order, press Alt + P (Print) and press Enter .

Purchase Order Book

Ut H fohdt I Y SReRd UsH IR 39 Wiie & fld  Purchase Order 9T
ST 81 Purchase Order Book # goff uast el i foie fewmrg &g | gasg @
M@ 3SR dah Y It TS 31mER hY Iul 2@ Uehd g

e Go to Gateway of Tally>
Display > Inventory Books > Purchase Order Book .
The Purchase Order Book is displayed as shown below:
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Stock Query —

Stock Query Ruté ferdt +ft IueTsy ren i Tryul Iucrsydr ot R gefar g 159
Ralé & Alias, Part No., Stock Group, Stock Category, available Closing
Quantity & Balance, Cost Price, Std. Selling Price, Costing Method and

Market Valuation Method, gfe Sf@agd 2 |

ST -
1. Go to Gateway of Tally > Display > Statements of
Inventory > Stock Query .

2. Select the item from List of Items . The Stock Query report
appears.

3. Press F12: Configure from Stock Query report.

Reorder Status -

Reorder Status Ul fohell TeTeh 3T5eH Sl T4 aTgsT SUcTeedT hl TA UG Ad hedT
g1 Rulé & 87 number of purchase orders pending, sales orders pending,
sales orders due, 3@ Tdhd g, 3R 3T UhR Weh 3MScH hl Pt IUAEHdT TdT h
ghd 21 You can view the reorder level, the short fall in the stock item
(calculated based on the nett available stock and reorder Level) , if any,
and the minimum order quantity.

=g RUld @ udm gear € o fraa af2m e sreft e arerr & ofiR fohd=m wres Mem
U g SU dig Ig ST gH fohddT TeTeh 31T T & I Afd e gepd 21

Go to Gateway of Tally > Display > Statements of
Inventory > Reorder Status .

Purchase Order Summary

Purchase Order Summary <! TgRIdT & 3L (o1 TRAST g i facet a@1 511
Hhdl &

outstanding orders, Stock Group wise, Stock Category wise, Stock
Item wise, account Group wise, Ledger wise a1 All Orders &&T ST HehdT & |
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Toview Purchase Order Outstanding

e Go to Gateway of Tally > Display > Statements of
Inventory > Purchase Order Outstandings .

Sales Order Summary

Sales Order Summary i GgrIdT ¥ 3T3ewiaT sales orders 3@T S ThdT g |
gg IS st 3eX Stock Group wise, Stock Category wise, Stock
Item wise, account Group wise, Ledger wise a1 All Orders &&T ST ehdT

gl

Toview Sales Order Outstandings

e Go to Gateway of Tally > Display > Statements of
Inventory > Sales Order Outstandings.

Pending Purchase Bills report

foret gt Y urdf Y Pending Purchase Bills report @ ¥+t Receipt
Notes forad Bills 78l Rdta gad uar o« SIra1 g1

1. Go to Gateway of Tally > Audit & Compliance > Audit &
Analysis > Pending Documents > Goods Received but Bills not
Received .

2. Select the require party and press Enter .

Pending Sales Bills

Tally.ERP 9 # 38 3T <hl Hg™IAT ¥ §H UdT &1l Hehd g foh fSIFT 3iseH Hl &
1g fefiadt g it 8 I+7ehT faet s=man T € fh A8l | lets you track those bills

which are not generated, but good for which are delivered.
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View Pending Sales Bills report

1. Go to Gateway of Tally > Audit & Compliance > Audit &
Analysis > Pending Documents > Goods Delivered but Bills not
Made .

2. Select the require party and press Enter .

The Pending Sales Bills report & @4t g+t it ardf bt dfsw faer bt Rt e
STl g ST f3eftast Aie o= maft 81 for the selected Party displays all the

Delivery Notes for which the Bills are not generated.

Exception Reports —

Exception Reports &t gr—idr & unusual transactions 3R balances 3@ ST
Gehd B

e Go to Gateway of Tally > Display > Exception Reports . &l
ggrdr T fAfN= ueR & sy Rute 2@ gond g
Negative Stock Report -

This Negative Stock report B8 I 3geH hi RUIE ad1dT & fSi-ept weres Rald
@ 6t g | fRifea gt wer 8t |

e Go to Gateway of Tally > Display > Exception
Reports > Negative Stock .

Negative Ledgers Report

Ig I oioR &l seid RUIE &t Gt fawr a1 g St 7ot ufehfa & argaR fifed deda
femr @ g | Iareur o fod g shize Uanise ol S orR 2fae fowar g g ar faneht
deh TahTde ! did thide fR@T @1 81 |

e Go to Gateway of Tally > Display > Exception
Reports > Negative Ledgers .
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Overdue Receivables Report -
gg RUié 39 Yed 37a1d ot UGffd ot & it forelt A wamafa a4 sg gt it &f |

e Go to Gateway of Tally > Display > Exception Reports > Overdue
Receivables

Configuration options in Overdue Receivables report

e Press F12: Configuration and set ‘Include Post-Dated
Transactions’, ‘Show Opening Amount’ to Yes.

Overdue Payables Report
g I XA et i folwe §7 3T & 71 39 GHaaid 7 SieRey 8l T § |

e Go to Gateway of Tally > Display > Exception Reports > Overdue
Payables

e Press F12:Configure in Overdue Payable screen:

Memorandum Voucher -

g Yep AT UehIS1IT aT3aR BidT & | Sch! Scf Teh OHY I13TR &hl d<g aid! ol 59 dI¥TR
T YNTd TehIde UR Fa! usdal | Tally.ERP 9 3 a13aR i &¢f ook | UTRC -Ig! el
3R SToh! Uep STl AAIEH Woier # T@dl g1 g4 T ot AHT a3 &t Ve AT
o Sqel Gehd & ST i g gTeht $¢1 31U Tehide g | died gl |
Go to Gateway of Tally > Display > Exception Reports >
Memorandum Vouchers.

Note: You can also view memorandum vouchers from the Day Book.
AT forchl @¥qUl 1 & 916 Tehldc b H ¢t Bldl 81 olfch eheft T4 8t foh 3R
el & ol Sharer gY@t f3am M 81 3R Tergdet del A1 g8 81 df AAT ard<R o1 fo
ST 8 [ SR daR a1 | hae fSefte fohar ST dehdr & 3R Targdd 9 A 8t

33TERUT & fold hust o fohelt et ohl o Nfthe bl TeTs @ieA & fod her faan
T | 39 URAST <hl g THISE TSI & &1 UdT Ioivil , §9 d-ied &l J3H) argak &
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S¢1 X Gohd g o1 915 J T8I TaSe iR f3det UdT o OR URdST ardaR | d&d ot
STRATT |

3ETEXUT & ol 3R HHTART &t Qo000 het MMfthd @& o foid T Tam 8 af uget
R SRS g9e e |
1. Enable the following option from F11: Accounting Features
2. Use Reversing Journals & Optional Vouchers.
31

3. Go to Gateway of Tally > Accounting Vouchers
> Select Ctrl+F10: Memos from the Button Bar or click Ctrl+F10 .

4. Debit Office Supplies Account.
5. Credit Cash Account.

Optional Vouchers —

fohedt oft gdHT arsTR S payment voucher a1 fadlt receipt voucher i
optional aeTR T ahd g | ST g ATITR MR Hch ohx {31 ST & ot 3Tt
T 81 gt | TR aT3TIR hig 31T I ISR Tl gidT &

fopedt oft TSR Y STwFE I & foid arg=R 81U &hedh CTRL + L &hl §eq 99 o
& | I8 TATA e gidt § 3 I GIRT GEM UR IISaR J[eR araR & SIRATT | ot
iR A Rafdn S Re iR 3T a8k I9 811 WR &l Ig thIkR i |

e Mark a voucher Optional , STe &hig gI=sierIF 3R BidT g 3R gH T8l
IT8d foh 39 aI8TR T U Uehl¥e UR - US df 59 dT13dR ol TR & far
ST 81 aia- qRT g TR fhe & 39 Aok o od & oiad sadh! Ui &t
Sl g |

e Optional vouchers T 3TART HfasT &t fach! T SiGTSIT e o o oft
IERIRSIGIN]

To enable optional vouchers set Use reversing journals and
optional vouchers? to Yes under F11: Features > F1: Accounts
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Post Dated Vouchers -

aT3TR ¢l ohRd THY fohddl +ft ar8TR &l post dated & Thd & , 3UH Tg dIS,
aIeR # & Wt 39 AfAd 2¢ ot g srue T uie g1t | SN oiFeq Rafd gld |a §
37 foid g Syt € |

3aT8R0T o o fohedt §~ereric bl 0de & fold teaig A flQd T U edg dah &
ISR 3Y 3¢ WR U 31T URE gt |

Mark vouchers Post Dated by using CTRL + T

e Post-dated Vouchers Register : @+t Ulke 8¢8 a13dR URE 3¢8 AT
forer # HeA fhd Srd 81
Go to Gateway of Tally > Display > Exception Reports > Post-
Dated Vouchers

Reversing Journals -

Reversing Journals T el SHeR 8id & off Uoh (Afda fafd m Rad gt sma 812
ST had ot Tt fafd des 8 SufRa gia € 3R gehT U haat Ruld & ugar 21
EIchT SUANT fohel! hIE-ATe SR | ThaTd ohl STigah gaikd RAIE s9H & fod gian
g1 q U3t o AT & foid UfST gid & fSi-ehT Y= 3Tt |18 8t 11T 8 Sid foran
ot 3nfe |

1. Go to Gateway of Tally.

2. Select F11 > F1: Accounting Feature.

3. Set Use Reversing Journals & Optional Vouchers? to Yes.
4. Accept the screen to save.

reversing journal @1 IuaT ffdeT 1 Uera ATgaR sFfaH RUE & d@A & fod
foharT ST HehdT § rifah 3Mifede i E¢t wrsAfaad 3ar & 3id & &l STl g

3aTER0T & feld 3R gH 30 S ol doid 2fic d@d & dl I8 A deh S HIg ohl fard
ohl T el goiT g sdfeld RUid # 781 faedmm | Rafdn Sokel o1 o & ik g4
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Raré & St @ sarer et Rulg i@ SR, ok 59 S9Rd T 9H9TE chad 30 S i

2 RaXé & fedm

The Reversing Journal forelt faghy fafer & fd s=ar g 8k ges Afda o & o
&1 gTet 3 81

Reversing Journal Register -

g+t ag@R Reversing Journal Register & #e4 fohd Sid 8 1.3 fohelt Aok Teprde
g # URe T8l gid | T hadt ARt & U T & o 71 9ohd 3|

Go to Gateway of Tally > Display > Exception Reports > Reversing
Journals.

Unit IV 3 3Td # Previous Year Questions
HETqof &1Ef 30T F967

1. ¥lh YU RT 82 el H ik T S ohl Ufehar THesy|
Wleh 3geH T &2 ¢ofl H Wik 3mged fAmfor & ufchar gwstsy|
wieh g RUld o1 Aga vd Ut 9HSSy|
WCIh T T g7 cell § Wich ZAWHR hi UfchdT GHSISU
fohfSTheT TWieh aTSTR AT 87 SYhT IUINT JHSIST|
HaHe gATfafay Ruld am 82 g9 IudhT 918y
Tl UfShT uarfafag Ruld ot gasmse|
oy 3iT8R U AT 3iT8 oI 82 §1ch IUANT §d1sy|
ich ot RUIE o1 8?2
10. Aeiisy & Rl &1 Aga F9IsU|
11. AREH II8TR T &2 39 3T fafeu|
12. ST II3TR T §? 38 hd YN hed 872
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13. U 228 gI3TR T 87 39ch a1y Id1sy|

14, Rafdn se o g2 Ierevur afgd gussu|

15. et 7 fafeaa st Ruidy o1 aufa fifSgl
oTE TR To0T

1. Stock Group T g?

Stock Item &1 8?

Stock Summary T IUIHT T §?

Godown &I 8?2

Physical Stock Voucher &1 8?

Stock Query T g?

Reorder Level &1 82

Sales Order 3fR Purchase Order & 3R faifg]

Memorandum Voucher &1 g?

W © N o U A W N

10. Optional Voucher @r 8?
11. Post Dated Voucher &1 8?

12. Reversing Journal &1 8?

37793 Q71 o793 & HER Unit IV & H&d 3iTe% 96 e 399 &
. i fAAfor (Stock Creation)
« Inventory Reports
« Godown Summary
« Purchase/Sales Order
« Memorandum Voucher
. Optional Voucher

« Reversing Journal
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