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Introduction to Tally Prime 

Tally Prime ,d financial accounting software gS] ftldk iz;ksx small ok 

medium size ds businesses esa accounting ;kuh fglkc&fdrkc j[kus ds fy, 

fd;k tkrk gSA tc ge accounts dks ,d lgh order esa ;kuh rules dk bLrseky 

djds tally esa fy[krs gS mls gh accounting dgk tkrk gSA tSls Journal entry, 

purchase, sales, income & expenses, creditors & debtors, Liabilities & assets 
etc. ;g ,d business dh accounting vkSj inventory nksuksa dks iwjh rjg ls 

manage djrk gS] ftlds fy, blesa dbZ features gksrs gSaA Tally esa ge cgqr 

gh rsth ds lkFk accounting dk dk;Z djds mldh report rS;kj dj ldrs gSaA 

tSls & Trail Balance, Profit & Loss, Balance Sheet, Cash Book, Stock 

summary, GST Reports etc.. 

 

TallyPrime is an integrated business management software. TallyPrime helps you 

manage accounting, inventory, banking, taxation, payroll and much more to get of 

complexities, and in turn, helps you focus on business growth. 

Tally is simple and designed to be used by people from non-IT and non-accounts 

background as well. Ease of discovering information, consistent options, navigating 

without the need to remembering the paths and much more makes you start using 

TallyPrime right away.  
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What is Accounting? 

Accounting ,d ,slh izfØ;k ftlesa gesa business esa gksus okys lHkh izdkj ds 

ysu&nsu dh igpku djuk vkSj fQj mUgsa systematic <ax ls fy[kuk gh 

accounting dgykrk gSA accounting dk purpose business  dh Financial 

condition vkSj reports dks le>uk gksrk gSA ljy ‘kCnksa esa] ;g fglkc&fdrkc 

j[kus dh ,d O;ofLFr fof/k gSA 

लेख ांकन की मदद से ककसी भी सांगठन को यह पत  चलत  है कक उसे ककतन  ल भ य  ह कन हुई है, उसकी सांपकि और 

देनद ररय ाँ ककतनी हैं, और उसक  भकिष्य कैस  कदख रह  है। यह कििीय कनर्णय लेने में एक महत्वपूर्ण भूकमक  कनभ त  है। 

Phases of the Accounting Cycle: 

 

1. Transaction: ,d business esa gksus okys lHkh izdkj ds ysu&nsu] ftldk 

Financial Statement ij izHkko iM+rk gS] mls accounting esa ,d entry 

ds #i esa record fd;k tkrk gSA Transaction udn esa (In cash) ;k m/kkjh 

esa (On credit) ;k fcuk udn vkSj m/kkjh ds Hkh gks ldrs gSaA 

2. Journal Entry: business esa gksus okys lHkh transaction tSls purchase, 

sales, income, expenses etc.. dks accounting ds fu;eksa dk ikyu djrs 

gq, debit or credit side esa fy[kuk gh entry dgykrk gSA /;ku jgs entry 

esa dqy debit vkSj dqy credit cjkcj jguk pkfg,A 

Understanding the Transactions 

Journal Entry

Ledger Psoting

Trial Balance

Profit & Loss Account

Balance Sheet
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3. Ledger Posting: tc fdlh transaction dh entry tally esa djrs gSa] rks 

lcls igys gesa ml entry esa tks accounts gksrs gSa mudk gesa [kkrk 

[kksyuk gksrk gS ;kuh Ledger cukuk gksrk gSA 

4. Trial Balance:  ,d Trial balance esa lHkh ledger accounts dks calculate 

djds muds balance ds lkFk fy[kk tkrk gS] ftlesa 3 columns gksrs gSaA 

Particular (account name), Debit, Credit. 
5. Profit & loss account: Profit & loss account ls gesa ;s irk irk pyrk 

gS fd business esa fdruk profit gqvk ;k fQj loss gqvkA blesa 2 column 

gksrs gSa] expenses, income. Income dks expenses ls ?kVkus ds ckn gesa 

irk pyrk gS fd profit gqvk ;k fQj loss gqvkA 

6. Balance sheet: fdlh Hkh business esa balance sheet dh cgqr 

importance gksrh gS] D;ks fd balance sheet ls gesa business dh okLrfod 

fLFkfr dk irk pyrk gS fd net assets vkSj liabilities fdruh gSA blesa 

2 column gksrs gSa Assets, Liabilites. 

What are Accounts? 

,d business ds nk;js esa tks Hkh ysu&nsu gksrs gSa] mUgsa ,d account ds #i 

esa fy[kk tkrk gSA Purchases, Sales, Ram, Mohan, Bank, Cash, Computer, 

Machinery, Furniture, Assets, Deposit, Interest, Discount, Wages Etc. tSls& 

Rahul us ₹ 4000 dk ,d Phone Mohan ls m/kkj [kjhnkA 

1. Phone (Fixed Assets)         2.  Mohan (Sundry Creditors) 

Rahul us ₹ 24000 dh ,d AC Suresh ls [kjhnh] ₹15000 cash esa ns 

fn;s vkSj ckdh m/kkj dj fn;sA 

1. AC (Fixed Assets)      2. Cash     3.  Suresh (Sundry Creditors) 

Rahul us ₹ 5000 HDFC Bank esa tek fd;kA 

1. HDFC Bank          2.  cash 
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Types of Account  

 

1-Personal Account 

og [kkrs tks fdfl O;fDr ;k laLFkk ds uke ls cuk, tkrs gS] os Personal 

Account ¼O;fDrxr [kkrs½ dgykrs gSA tSls& Mohit, Rahul, Bank, Abc 

Company, Capital, Drawing etc.  vkSj ;s 3 izdkj ds gksrs gSaA  

 प्राकृतिक व्यक्तिगि खािे (Natural Personal Accounts): ये िे ख ते हैं जो इांस नोां य  प्र कृकतक व्यक्तियोां से 

सांबांकित होते हैं। जैसे, म कलक क  पूांजी ख त  (Capital Account), म कलक क  आहरर् ख त  (Drawings 

Account), देनद र (Debtors) और लेनद र (Creditors) के ख ते। पूांजी ख त  सीिे व्यिस य के म कलक क  

प्रकतकनकित्व करत  है, जो एक प्र कृकतक व्यक्ति है। 

कृतिम व्यक्तिगि खािे (Artificial Personal Accounts): ये िे ख ते हैं जो क नूनी सांस्थ ओां य  सांगठनोां क  

प्रकतकनकित्व करते हैं, कजन्हें क नून द्व र  एक व्यक्ति के रूप में म न्यत  दी ज ती है, भले ही उनक  कोई भौकतक 

अक्तित्व न हो। जैसे, ककसी कां पनी क  ख त  (जैसे ररल यांस कलकमटेड), बैंक क  ख त , क्लब क  ख त , य  ककसी 

फमण क  ख त । 

प्रतितिति व्यक्तिगि खािे (Representative Personal Accounts): ये ख ते ककसी व्यक्ति य  व्यक्तियोां के 

समूह क  अप्रत्यक्ष रूप से प्रकतकनकित्व करते हैं। ये आमतौर पर उन लेन-देनोां के कलए उपयोग ककए ज ते हैं जो 

अभी तक चुक ए नही ां गए हैं य  प्र प्त नही ां हुए हैं। उदाहरण: 

o बकाया वेिि (Outstanding Salaries): यह उन सभी कमणच ररयोां के समूह क  प्रकतकनकित्व 

करत  है कजनक  िेतन अभी तक कदय  नही ां गय  है। 

o पूववदत्त तकराया (Prepaid Rent): यह मक न म कलक को अकिम रूप से कदए गए ककर ए क  

प्रकतकनकित्व करत  है। 

o उपातजवि आय (Accrued Income): यह उस आय क  प्रकतकनकित्व करत  है जो अकजणत हो चुकी 

है लेककन अभी तक प्र प्त नही ां हुई है। 
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2-Real Account  
og [kkrs tks fdlh oLrq ;k lEifRr vkfn ls lEcfU/kr gksrs gSa Real Account 

¼okLrfod [kkrs½ dgykrs gSaA tSls& Cash, Computer, Machinery, Furniture, 

Assets etc. इन ख तोां को दो मुख्य प्रक रोां में ब ांट  गय  है: 

1. मूिव वास्ततवक खािे (Tangible Real Accounts) 

ये िे ख ते हैं जो उन सांपकियोां से सांबांकित होते हैं कजनक  भौतिक अक्तस्तत्व (physical existence) होत  है। इन्हें 

देख , छुआ, य  महसूस ककय  ज  सकत  है। ये ऐसी चीजें होती हैं कजनकी कुछ कीमत होती है और कजनक  

उपयोग व्यिस य को चल ने में ककय  ज त  है। उदाहरण: 

• िकद खािा (Cash Account): यह व्यिस य में मौजूद नकदी क  प्रकतकनकित्व करत  है। 

• फिीचर खािा (Furniture Account): यह व्यिस य में उपयोग ककए ज ने ि ले फनीचर क  

प्रकतकनकित्व करत  है। 

• मशीिरी खािा (Machinery Account): यह व्यिस य में इिेम ल होने ि ली मशीनोां क  प्रकतकनकित्व 

करत  है। 

• भूतम और भवि खािा (Land and Building Account): यह व्यिस य की जमीन और इम रत क  

प्रकतकनकित्व करत  है। 

• स्टॉक खािा (Stock Account): यह व्यिस य में मौजूद स म न (goods) क  प्रकतकनकित्व करत  है। 

2. अमूिव वास्ततवक खािे (Intangible Real Accounts) 

ये िे ख ते हैं जो उन सांपकियोां से सांबांकित होते हैं कजनक  कोई भौतिक अक्तस्तत्व िही ीं होिा (no physical 

existence) । इन्हें देख  य  छुआ नही ां ज  सकत , लेककन इनक  मौकिक मूल्य (monetary value) होत  है और ये 

व्यिस य के कलए फ यदेमांद होते हैं। उदाहरण: 

• ख्याति खािा (Goodwill Account): यह व्यिस य की प्रकतष्ठ  य  न म के मूल्य क  प्रकतकनकित्व करत  

है। 

• पेटेंट खािा (Patents Account): यह ककसी आकिष्क र पर कमले किशेष अकिक र क  प्रकतकनकित्व 

करत  है। 

• टर ेडमाकव  खािा (Trademark Account): यह ककसी ब् ांड न म य  लोगो के किशेष अकिक र क  

प्रकतकनकित्व करत  है। 

• कॉपीराइट खािा (Copyright Account): यह ककसी रचन त्मक क यण (जैसे ककत ब, सांगीत) पर कमले 

अकिक र क  प्रकतकनकित्व करत  है। 

3-Nominal Account 

og [kkrs tks ykHk&gkfu] vk;&O;;] vkSj Ø;&foØ; ls lEcfU/kr gksrs gSa 

Nominal Account ¼ukeek= ds [kkrs½ dgykrs gSaA tSls& Interest, Discount, 

Wages, Purchases, Sales, Profit & Loss etc. 
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Golden Rules of Accounting 

Personal Account  
1- The Receiver ¼ikus okyk½   Debit  

2- The Giver ¼nsus okyk½   Credit  

tks O;fDr dqN izkIr djrs gSa mUgs Receiver dgk tkrk gS] vkSj mUgs Debit 

esa j[kk tkrk gSA tks O;fDr dqN nsrss gSa mUgs Giver dgk tkrk gS] vkSj mUgs 

Credit esa j[kk tkrk gSA 

Real Account  
3- What comes in ¼vkus okyk½  Debit  

4- What goes out ¼tkus okyk½  Credit  

O;olk; esa tks oLrq,¡ vkrh gSa mls Debit esa j[kk tkrk gS] vkSj tks tkrh 

gSa mls Credit esa j[kk tkrk gSA 

Nominal Account  
5- Expenses and Losses ¼[kpZ vkSj uqdlku½  Debit  

6- Income and Gains ¼vk; vkSj ykHk½   Credit 

Type of Account Increase (+) Decrease (-) 

Asset Debit Credit 

Liability Credit Debit 

Income/Revenue Credit Debit 

Expense/Losses Debit Credit 

Exercise 1 

1. Mr. Verma Purchased a computer in cash ₹ 18000. 
2. Mr. Verma Purchased an Office Table ₹ 3500 and Office Chair ₹ 4000 in cash. 
3. Mr. Verma opened a bank account in HDFC bank by deposit cash ₹ 50000. 
4. Mr. Verma Purchased stationery item in cash ₹ 2000. 
5. Mr. Verma Purchased a mobile phone ₹ 5000 from raj telecom on credit. 
6. Mr. Verma withdraw ₹ 10000 from HDFC Bank. 
7. Mr. Verma paid cash ₹ 5000 to raj telecom. 
8. Mr. Verma received a bill of ₹ 4500 from Sukun offset for printing office 

stationery. 
9. Mr. Verma withdraw ₹ 4000 from HDFC Bank for personal use. 
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Introduction to Business Organizations  

,d business esa& 

 

Business organizations vyx&vyx izdkj ds ysu&nsu djrs gSa] vkSj vke rkSj 

ij bUgsa dqN bl izdkj ls classified fd;k tk ldrk gS% 

➢ Service organizations  

➢ Trading organizations 

➢ Manufacturing organizations 

Service organizations  
Service organizations oks organizations gksrh gSa tks flQZ service provide djrh 

gSa] service organizations esa fdlh Hkh rjg dk physical ysu&nsu ugha gksrk gS] 

blesa flQZ service nh tkrh tSls& Teachers, Doctors, Advocate, Consultant 

etc... 
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Trading organizations  
tks organization goods dks purchase and sale djrs gSa] oks Trading 

organizations ds vUrj&xr vkkrs gSaA blesa O;kikfjd laxBu dk eq[; dk;Z 

eky dks [kjhnuk vkSj mlesa viuk profit tksM+us ds ckn mls cspuk gksrk gSA 

 

 
Manufacturing organizations  
Manufacturing organization row materials goods ls finished goods dks rS;kj 

djrh gSA Manufacturing organizations esa dPps eky dks ,d izfØ;k ds 

vUrxZr rS;kj fd;k tkrk gS] ftls ckn esa trading organizations ml eky dks 

xzkgd rd igqapkus dk dke djrh gSaaA 
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Ledgers, Groups and Voucher 

tc fdlh transaction dh entry tally esa djrs gSa] rks lcls igys gesa ml 

entry esa tks accounts gksrs gSa mudk gesa [kkrk [kksyuk gksrk gS ;kuh Ledger 

cukuk gksrk gSA vkSj tc ogh entry nwljh ckj vkrh gS] rc gesa mldk ledger 

ugha cukuk iM+rk gS] D;ks fd mldk ledger igys gh cu pqdk gksrk gSA Tally 

esa Cash (cash-in-hand) vkSj Profit & Loss account dk ledger igys ls gh cuk 

gksrk gSA 

Tally esa tc ge fdlh account dk ledger cukrs gSa] rc mlh le; gesa tally 

esa mldk Group crkuk iM+rk gS] tks dh ge mlds under esa set djrs gSaA dkSu 

lk ledger fdl group esa tk;sxk blds fy, igys gesa Group ds ckjs esa vkSj 

ledger fdl izdkj dk gS ;s le>uk gksrk gSA  

tSls& Rahul us ₹ 2000 office dk rent fn;kA rks ;gka ij fdjk;k ,d izdkj dk 

[kpZ gS rks & 

Debit: Rent, Credit: Cash (Ledger – Rent/Under – Indirect Expenses)  

Rahul us ₹ 2000 office dk vxys month dk rent fn;kA rks ;gka ij vc rent 

dk ledger ugha cusxk D;ksa fd fiNys eghus esa cu pqdk gS& 

Debit: Rent, Credit: Cash 

Voucher ,d izdkj dk document gksrk gS] ftlesa ge tally esa tks Hkh 

transaction djrs gSa mldh entry ge ,d voucher ij djrs gSaA Tally esa igys 

ls dbZ voucher cus gksrs gSa] vc fdl entry esa dkSu lk voucher yxsxk blds 

fy, gesa lHkh izdkj ds voucher ds ckjs esa irk gksuk pkfg, tks fd vkxs 

crk;k x;k gSA  



 

 
10 

 

Pre-define Group in Tally 

Primary Group        Nature of Group  
1. Capital Account  Liability  
2. Loans Liabilities  Liability 
3. Current Liabilities  Liability 
4. Fixed Assets  Asset 
5. Investment  Asset 
6. Current Assets  Asset 
7. Miscellaneous Expenses (Assets)  Asset 
8. Suspense Account  Liability 
9. Branch Division  Liability 
10. Sales Account  Income 
11. Purchase Account  Expenses 
12. Direct Income  Income 
13. Direct Expenses  Expenses 
14. Indirect Income  Income 
15. Indirect Expenses  Expenses 

Secondary Group  
1. Reserve & Surplus    (Capital Account)  
2. Bank over Draft     (Loans Liabilities)  
3. Secured Loans     (Loans Liabilities)  
4. Unsecured Loans    (Loans Liabilities)  
5. Duties & Tax     (Current Liabilities)  
6. Provision      (Current Liabilities)  
7. Sundry Creditors    (Current Liabilities)  
8. Sundry Debtors     (Current Assets)  
9. Deposit Assets     (Current Assets)  
10. Loans & Advance Assets   (Current Assets)  
11. Cash in Hand     (Current Assets)  
12. Stock in Hand     (Current Assets)  
13. Bank Account     (Current Assets)  
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View the pre-defined Group in Tally Prime 

Go to Gateway of Tally Prime > Chart of Accounts > Groups. 

 

1. Capital Account – ,d business dks start djus ds fy, mlesa tks iw¡th 

yxk;h tkrh gS] mls ge iw¡th [kkrk ;kuh Capital Account dgrs gSa] vkSj 

Tally esa tc ge mldk Ledger cukrs gSa rks mls Capital Account ds 

under j[krs gSaA iw¡th fdlh Hkh #i esa gks ldrh gSA  

2. Loans Liabilities – tc ge business ds fy, fdlh izdkj dk dksbZ loan  

ysrs gSa] rks ml account dks Loans Liabilities esa j[krs gSA 

3. Current Liabilities – tc ge de le; ds fy, fdlh izdkj dk dksbZ 

m/kkj ysrs gSa rks bl izdkj ds account current liabilities ds vUrjxr 

vkrs gSaA 

4. Fixed Assets – ,d business dks pykus ds fy, gesa dbZ izdkj dh LFkk;h 

lEifRr;ka [kjhnuh gksrh gSa] tSls & Computer, Telephone, A/C, Furniture 

etc… vkSj bu lEifRr;ksa dk vklkuh ls ysu&nsu Hkh ugha fd;k tk ldrk 

gSA rks bl izdkj ds accounts dks fixed assets esa j[krs gSaA 

5. Investment Account – tc ge ykHk dekus ds purpose ls business 

ds iSls dks dgha ij fuos’k djrs gSa] rks mldk [kkrk investment account 

ds vUrjxr [kksyrs gSaA tSls & Long-term investment, FD, Shares, 

Mutual Fund etc… 
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6. Current assets – ,slh lEifRr;ka ftudk ysu&nsu vklkuh ls fd;k tk 

ldrk gS] mUgsa ge current assets esa j[krs gSaA 

7. Miscellaneous exp. Assets – ;g dbZ izdkj ds [kpsZ gksrs gS] tks business 

ds izkjEHk esa vfrfjDr O;; ds #i esa fd, tkrs gSA tSls& preliminary 

expenses (Company Logo, Copy rights, Tread Marks, Stamp duties, 
legal fees) 

8. Suspense Account – dHkh&dHkh ge Tally esa dqN Entry djuk Hkwy tkrs 

gSa] rks mldh otg ls gekjh financial reports xyr vk tkrh gSaA rc 

ml le; vUrj dh /kujkf’k dks suspence account esa Mky nsrs gSaA 

9. Branch Division – Main Company ds }kjk cuk;s x;s vius branch ds 

[kkrs branch division group esa j[ks tkrs gSaA 

10. Sales Account – tc ge fdlh goods or service dks sale djrs gSa] rks 

mlds [kkrs sales account esa j[krs gSaA  

11. Purchase Account – tc ge fdlh goods dks sale djus ds fy, [kjhnrs 

gSaA rks mls Purchase account esa j[krs gSaA 

12. Direct Income – lHkh izdkj ds izR;{k vk; tks eq[; O;kikj ls vkrh 

gS] mls ge direct income esa j[krs gSaA 

13. Indirect Income – lHkh izdkj ds vizR;{k vk; tks O;kikj ls vkrh gS] 

tSls Discount, commission etc… mls ge indirect income esa j[krs gSaA  

14. Direct Expenses – ,sls [kpZ tks Regular bases ij ugh gksrs gS] tSls& 

transport, Manufacturing exp. Etc… bl rjg ds account dks direct 

expenses esa j[krs gSaA 

15. Indirect Expenses – lHkh izdkj ds vizR;{k O;; (tks Regular bases ij 

gksrs gS) ds [kkrs indirect expenses ds vUrxZr cuk, tkrs gSaA tSls& 

Rent expenses, salary expenses, discount expenses etc…  
16. Reserve & Surplus – ykHk ls cuk, tkus dks’k ds [kkrs reserve & surplus 

cuk, tkrs gSaA 

17. Bank Over Draft – tc cSad tek ls vf/kd jkf'k nsus yxs rks mldks 

Bank Over Draft dgrs gSA ¼tc ge cSad esa OD Limit cuokrs gSa½ 
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18. Secured Loans – lHkh izdkj ds lqjf{kr _.k ds [kkrs  Secured Loans 

ds vUrxZr cuk, tkrs gSA (Home Loan, Gold Loan, Car Loan etc..) 

19. Unsecured Loans – lHkh izdkj ds vlqjf{kr _.k Unsecured Loans ds 

vUrxZr cuk, tkrs gSA (Personal Loan, Business Loan, Credit Card, 

Credit Limit) 

20. Duties & Taxes –  lHkh izdkj ds djksa ds [kkrs Duties & Tax ds vUrxZr 

cuk, tkrs gSA (GST, TDS, VAT) 

21. Provision – lHkh izdkj ds fd, x, izko/kku ds [kkrs Provision ds 

vUrxZr cuk, tkrs gS] tSls& osru ds fy, izko/kku] fdjk, ds fy, 

izko/kkuA 

22. Sundry Creditors – Business esa tc ge eky (Goods) fdlh ls m/kkj 

purchase djrs gSa] ;k fdlh vkSj izdkj dk dksbZ m/kkj ysrs gSa] rks mldk 

account sundry creditors ds vUrjxr open djrs gSaA 

23. Sundry Debtors – Business esa tc ge eky (Goods) fdlh ls m/kkj 

sale djrs gSa] ;k fdlh vkSj izdkj dk dksbZ m/kkj nsrs gSa] rks mldk 

account sundry debtors ds vUrjxr open djrs gSaA  

24. Deposit Assets – tc ge fdlh oLrq ds fy, Security ds #i esa iSlk 

tek djrs gSa] rks ml account dks deposit assets esa j[krs gSaA 

25. Loans & Advance assets – tc ge fdlh dks advance ds #i esa iSlk 

nsrs gSa rks mls ge bl account esa j[krs gSaA 

26. Cash-in-hand – ;g group lHkh izdkj ds cash ds fy, bLrseky fd;k 

tkrk gSA 

27. Stock-in-hand – ;g group stock ds fy, gksrk gSA 

28. Bank Account – lHkh izdkj dh banks ds [kkrs bank account group ds 

vUrjxr [kksys tkrs gSaA 
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Pre-define Voucher in Tally 

oSls rks tally prime esa 24 pre-define voucher gksrs gSa ysfdu muesa ls 8 ,sls 

common voucher gSa] ftudk bLrseky yxHkx lHkh izdkj ds business esa gksrk 

gSA 

Common Voucher  
Contra, Payment, Receipt, Journal, Purchase, Sales, Debit Note, Credit 
Note. 
Special Voucher  
Stock Journal, Memorandum, Purchase Order, Sales Order, Delivery Note, 
Reversing Journal, Receipt Note, Physical Stock, Payroll, Attendance,  Job 
Work In Order, Job Work Out Order, Material In, Material Out, Rejections 
In, Rejections Out. 

View the Pre-define Voucher types in Tally Prime 

Go to Gateway of Tally Prime > Chart of Accounts > Voucher Types. 
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1. Contra Voucher – tc ge cash dks bank-account esa ;k bank-balance 

dks cash esa ;k fQj bank or cash ls lEcaf/kr fdlh izdkj dh dksbZ 

transfer entry djrs gSa] rks mls ge contra voucher esa j[krs gSaA 

2. Payment Voucher – tc ge fdlh izdkj dk dksbZ Hkqxrku djrs gSa pkgs 

oks cash esa djsa ;k fQj Cheque ls djsa ml entry dks payment voucher 

esa djrs gSaA 

3. Receipt Voucher – tc gesa cash esa ;k fQj cheque ds }kjk iSlk izkIr 

gksrk gS rks ml entry dks receipt voucher esa djrs gSaA  

4. Journal Voucher – bl voucher dk bLrseky ge dbZ izdkj dh entry 

dks djus ds fy, djrs gSaA tSls & tc ge m/kkj nsrs ;k ysrs gSa ;kuh 

Sundry Creditors or Debtors, Provision, Adjustment entry etc… 

5. Purchase Voucher – tc ge fdlh goods dks sale djus ds fy, 

purchase djrs gSa] rc ge ml entry dks purchase voucher esa djrs gSaA 

6. Sales Voucher – tc ge fdlh goods ;k service dks sale djrs gSa rks 

ml entry dks sales voucher esa djrs gSaA  

7. Debit Note – vkerkSj ij bl voucher dk bLrseky purchases return 

entry ds fy, djrs gSa] ;kuh tc [kjhns gq, eky dks fdlh dkj.k ls 

okil djrs gSaA 

8. Credit Note – tc fcdk gqvk eky fdlh dkj.k ls okil vkrk gS rks 

mldh entry credit note voucher ij djrs gSaA 

9. Stock Journal – tc goods dks ,d Godown ls nwljs godown esa 

transfer djrs gSa rks ml entry dks stock journal voucher esa djrs gSaA 

10. Memorandum – vxj gesa fdlh entry dks fdlh Hkh dkj.k ls ;kn j[kus 

dh vko’;drk gS] rks ml entry dks ge bl voucher esa j[krs gSaA  

11. Purchase Order – tc gesa dqN goods purchase djus ds fy, item dh 

list nsuh gksrh gS rks ge ml entry dks purchase order voucher esa ikl 

djrs gSa vkSj mldk print fudky dj list Hkst nsrs gSaA 
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12. Sales Order – tc gekjs ikl dksbZ goods purchase djus ds fy, dksbZ 

order vkrk gS] rks og entry ge bl voucher esa ikl djrs gSaA 

13. Delivery Note – sales order ysus ds ckn tc gesa goods customer dks 

delivered djuk gksrk gS rc ge bl voucher dk bLrseky djrs gSaA 

14. Reversing Journal –  vxj ge dksbZ ,slh entry djuk pkgrs gSa ftldk 

effect flQZ mlh date esa jgs] fQj ml date ds ckn ml entry dk fdlh 

report ij dksbZ effect uk gks rks ml entry dks ge blh voucher esa 

djsaxsA 

15. Receipt Note – Supplier dks purchase order nsuss ds ckn tc gesa oks 

goods izkIr gks tkrh gS] rc mldh entry ge blh voucher ij djrs 

gSaA  

16. Physical Stock – tc gesa tally dh report stock summary vkSj vius 

godown esa iM+s physical stock nksuks dks verify djus dh t#jr gksrh gS 

rc ge bl voucher dk iz;ksx djrs gSaA 

17. Payroll – tc ge tally esa payroll dh entry djrs gSaA rc ge blh 

voucher dk bLrseky djrs gSaA 

18. Attendance – payroll ls tqM+s employs ds attendance ysus ds fy, ge 

bl voucher dk bLrseky djrs gSaA 

Note: ckdh cps vouchers dks ge practically ns[ksaxsA 

Exercise 2 

1. Mr. Verma Started Universal Business Solutions by bringing in cash of ₹ 300000. 
2. Mr. Verma Purchased a computer in cash ₹ 18000. 
3. Mr. Verma Purchased an Office Table ₹ 3500 and Office Chair ₹ 4000 in cash. 
4. Mr. Verma opened a bank account in HDFC bank by deposit cash ₹ 50000. 
5. Mr. Verma Purchased stationery item in cash ₹ 2000. 
6. Mr. Verma Purchased a mobile phone ₹ 5000 from raj telecom on credit. 
7. Mr. Verma withdraw ₹ 10000 from HDFC Bank. 
8. Mr. Verma paid cash ₹ 5000 to raj telecom. 
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9. Mr. Verma received a bill of ₹ 4500 from Sukun offset for printing office 
stationery. 

10. Mr. Verma paid ₹ 2800 by cheque towards office rent. 
11. Mr. Verma paid ₹ 700 in cash towards electricity Charge. 
12. Mr. Verma issued a cheque of ₹ 4500 for Sukun offset. 
13. Mr. Verma withdraw ₹ 4000 from HDFC Bank for personal use. 

Financial Statements  

 

Financial statements ls gesa business esa gksus expenses, income, purchases, 

sales, assets, liabilities etc… ds ckjs esa daily basis, monthly basis vkSj yearly 

basis ij irk pyrk gSA Financial statements esa vkerkSj ij trial balance, 

profit & loss account, balance sheet, cash book, bank book, stock summary, 

statutory reports etc… ;s lc ‘kkfey gSaA Tally esa entry djus ds ckn ;s lHkh 

izdkj dh reports tally [kqn gh calculate dj ysrk gSA 

Trial Balance  
,d Trial balance esa lHkh ledger accounts dks calculate djds muds balance 

ds lkFk fy[kk tkrk gS] ftlesa 3 columns gksrs gSaA Particular (account name), 

Debit, Credit. 

Profit & loss account 
Profit & loss account ls gesa ;s irk irk pyrk gS fd business esa fdruk 

profit gqvk ;k fQj loss gqvkA blesa 2 column gksrs gSa] expenses, income. 

Income dks expenses ls ?kVkus ds ckn gesa irk pyrk gS fd profit gqvk ;k 

fQj loss gqvkA 
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Balance sheet  
fdlh Hkh business esa balance sheet dh cgqr importance gksrh gS] D;ks fd 

balance sheet ls gesa business dh okLrfod fLFkfr dk irk pyrk gS fd 

net assets vkSj liabilities fdruh gSA blesa 2 column gksrs gSa Assets, 

Liabilites. 
Cash book 
Cash book ls gesa ;s irk pyrk gS fd business ls fdruk cash x;k] fdruk 

vk;k vkSj fdruk cpkA blesa 2 column gksrs gSa Debit cash, Credit Cash. 

Trial Balance  

 

Profit & loss account 

 

Balance sheet 
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Inventory Management  

Inventory dk vFkZ gS List of item. tSlk fd gesa irk gS fd Trading organization 

esa goods dks purchase and sale djrs gSaA ,d business esa goods ;kuh item 

gtkjks izdkj ds gksrs gSa] ftlesa item different company] different size, 

weight etc… ds gksrs gSa] ftls manage djus ds fy, ge tally esa Stock item, 

Stock Group, Stock category,  Unit of Measure, Godown create fd;s tkrs gSaA 

ftlls ge inventory dks vPNs ls manage dj ldrs gSa] vkSj le;&le; ij 

Stock Summary dks different parameters ij set djds stock dks vklkuh ls 

check dj ldrs gSaA 

Stock Item Stock Group Stock Category Unit of Measure 
M/B Gigabyte  B560M Mother Board Gigabyte Nos 

M/B ASUS B450F Mother Board ASUS Nos 

M/B ESC H61 H2 Mother Board Other Nos 

SSD NVMe M.2 1TB 
Samsung 

SSD Samsung  Nos 

SSD NVMe M.2 1TB 
Gigabyte 

SSD Gigabyte  Nos 

GPU 4GB Gigabyte GPU Gigabyte Nos 

GPU 2GB ASUS GPU ASUS Nos 

Stock item, stock group vkSj stock category dks vkSj csgrj le>us ds fy, 

ge ;gk¡ ij Collage ds students dk example ysrs gSa … 
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What is Tax?  

Tax ,d vfuok;Z ‘kqYd gS tks government }kjk fdlh O;fDr ;k laxBu ij 

yxk;k tkrk gSA mlds ckn government ml iSls dks okil Public ij [kpZ 

djrh gSA dkuwu ds eqrkfcd] [kqn ls ;k xyrh ls VSDl dk Hkqxrku uk djus 

ij tqekZuk ;k lTkk Hkh fey ldrh gSA 

Types of Taxes 
O;fDr ;k laxBu dks vyx&vyx rjhdksa ls Tax dk Hkqxrku djuk gksrk gSA 

Tax vf/kdkfj;ksa }kjk VSDl Hkqxrku ds rjhds ds vk/kkj ij] VSDl dks Direct 

Tax and Indirect Tax esa ckVk x;k gSA  

Difference between Direct and Indirect Taxes 
Direct Tax oks tax gksrs gSa] ftUgs dksbZ O;fDr ;k laxBu lh/ks government dks 

pay djrk gS tSls& Income Tax, Property Tax, Stamp Duty etc… 

blds foijhr indirect tax oks tax gksrs gSa O;fDr ;k laxBu lh/ks government 

dks u pay djds mldk burden nwljs ij shift dj fn;k tkrk gS ftls vUr 

esa consumer ls olwyk tkrk gSA tSls& GST, VAT, ED etc…  
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Introduction to GST 
GST Lora=rk ds ckn ls gekjs ns’k esa ,d ifjorZudkjh dj lq/kkj gSA orZeku 

esa dsaUnz vkSj jkT; ljdkjksa }kjk yxk, tk jgs lHkh indirect taxes ds vUrj 

xr ys fy, x;s gSaA GST dks one-nation, one-tax vkSj one-market dgk tkrk 

gSA  

What is GST 
GST dk iwjk uke Goods and Services tax gS] tks oLrqvksa vkSj lsokvksa dks 

[kjhnus vkSj cspus ij yxk;k tkrk gS] tks dh ,d indirect tax gS] ftls 1-

July-2017 dks ykxw fd;k x;k FkkA 

Type of GST 
GST 4 izdkj dh gksrh gSA 

➢ CGST (Central Goods and Services Tax) 

➢ SGST (State Goods and Services Tax () 

➢ IGST (Integrated Goods and Services Tax) 

➢ UTGST (Union Territory Goods and Services Tax) 

Types of GST  Authority which is 
benefitted  

Who is it collected by?  Transactions which are 
applicable (Goods and 
Services)  

CGST  Central Government  Central Government  Within a single state, 
i.e. intrastate  

SGST  State Government  State Government  Within a single state, 
i.e. intrastate  

IGST  Central Government 
and State Government  

Central Government  Between two different 
states or a state and a 
Union Territory, i.e. 
interstate  

UTGST/UGST  Union Territory (UT) 
Government  

Union Territory (UT) 
Government  

Within a single Union 
Territory (UT)  

GST Rate 

0%  5%  12%  18%  28% 
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Cascading Effect 

Cascading tax effect is also termed as “tax on tax”. GST eliminates the 

cascading effect of all indirect taxes in the supply chain from manufacturers 

to retailers, and across state borders. 

 

Exercise 3 

1. Mr. Vijay Started Business by bringing in cash of ₹ 500000. 
2. Mr. Vijay opened a bank account in SBI bank by deposit cash ₹ 300000. 
3. Mr. Vijay purchased following items from Bansal Computer on credit. 

All Stock items are placed in Lakhimpur Godown. 
Item Qty Rate GST Rate 

M/B Gigabyte  B560M 4 9500 18% 
M/B ASUS B450F 6 8500 18% 
M/B ESC H61 H2 5 6000 18% 
SSD NVMe M.2 1TB Samsung 4 11000 18% 
SSD NVMe M.2 1TB Gigabyte 3 9000 18% 
GPU 4GB Gigabyte 3 8000 18% 
GPU 2GB ASUS 4 3800 18% 

4. Mr. Vijay Sold following items from ABC Computer and received cheque. 
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Item Qty Rate GST Rate 

M/B Gigabyte  B560M 3 11000 18% 
M/B ASUS B450F 4 10500 18% 
M/B ESC H61 H2 3 7000 18% 
SSD NVMe M.2 1TB Samsung 2 13000 18% 
SSD NVMe M.2 1TB Gigabyte 1 12000 18% 
GPU 4GB Gigabyte 2 10500 18% 
GPU 2GB ASUS 3 4200 18% 

5. Mr. Vijay issued a cheque for Bansal computer of full settlement.  
6. Mr. Vijay purchased following items from Sri Nath Infosolution on credit. 

Item Qty Rate GST Rate 

M/B Gigabyte  B560M 2 9500 18% 
M/B ASUS B450F 3 8500 18% 
M/B ESC H61 H2 2 6000 18% 
SSD NVMe M.2 1TB Samsung 3 11000 18% 
SSD NVMe M.2 1TB Gigabyte 2 9000 18% 
GPU 4GB Gigabyte 4 8000 18% 
GPU 2GB ASUS 2 3800 18% 
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Terminology of Accounting 

▪ Trade (O;kikj) ykHk dekus ds mns’; ls goods dks purchase vkSj sale djuk trade 

dgykrk gSA 

▪ Profession (is’kk) revenue earn djus ds fy, fd;k x;k dksbZ Hkh ,slk dk;Z ftlds 

fy, gesa iwoZ izf’k{k.k dh vko’;drk gksrh gS] is’kk dgyrk gSA 

▪ Capital (iw¡th) O;kikj dk ekfyd tks #i;k ]eky ;k lEeifRr O;kikj esa yxkrk 

gS mls iw¡th dgrs gSa A O;kikj esa ykHk gksus ij iw¡th c<+rh gS] vkSj gkfu gksus ij 

iw¡th ?kVrh gSA 
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▪ Drawings (vkgj.k) O;kikj dk ekfyd vius futh [kpZ ds fy;s le;&le; ij 

O;kikj ls tks :i;k ;k eky fudkyrk gS og mldk vkgj.k dgykrk gSA 

▪ Revenue (jktLo) Goods o Service dks market esa sale djus ij mlls tks vk; 

gksrh gS] og revenue dgykrh gSA 

▪ Bad Debts (Mwcr _.k) O;kikjh dks m/kkj csps x;s eky dh iwjh jde Debater 

(nsunkj) ls izkIr gks tk;s ;s vko';d ugh gS] vr% bl m/kkj dh jde esa ls tks 

olwy ugh gks ikrh gS mls O;kikjh dk Mwcr _.k dgrs gSA 

▪ Closing Balance (lekfIr ds le; cdk;k) lky ds vUr esa gekjs business tks Hkh 

goods, assets, liabilities etc… cp tkrk gS] vks gekjk closing balance gksrk gSA 

▪ Opening balance (izkjafHkd tek) Business start djrs le; ge business esa tks 

Hkh goods, assets etc… yxkrs gSa ;k fQj lky ds vUr esa tks Hkh gekjk closing 

balance cprk gS ogh u;s lky ds izkjaHk esa gekjk opening balance gksrk gSA  

▪ Financial year (foRrh; o”kZ) India dk financial year 1-April ls start gksrk gSA 

▪ Wholesalers (Fkksd O;kikjh) wholesalers manufacturers ls Fkksd esa eky [kjhnrs 

gSa vkSj retailers dks csprs gSaA 

▪ Retailers ([kqnjk foØsrk) retailers wholesalers ls eky [kjhnrs gSa vkSj consumer 

dks csprs gSaA 
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(A lot of effort went into making these notes. If you like them, you 

can voluntarily contribute 50, 100, or 200 rupees.)  

Thank you... 

इन नोट्स को बन ने में बहुत मेहनत लगी है। अगर आपको ये पसांद आएां  तो आप 

से्वच्छ  से 50, 100 य  200 रुपये क  योगद न कर सकते हैं। 

 िन्यि द । 

 


