Introduction to Computers

1.1 Meaning of Computér

"Computer" is a word derived from "Compute” which means to
calculate._ Complllter" is defined as an electronic computing device,
characterized by high speed and accuracy. It can handle data processing,

storing, and retrieval following a set of instructions and orders to get the
required results.

_ "Computer" is one of the electronic devices which can perform a set
of integrated and consequent operations on a set of input data. Computer
can process these operations according to a set of instructions and orders
which are logically and algorithmically coordinated to solve a specific
problem to get useful information and results. The instructions and orders
are called "Statements", which are consequently called a program.
The person who designs this program called programmer.

 Computer can be defined as an electronic device Jor processing data
that takes data input from its user, stores, processes data and generates
the required output as per the processing instructions given to it by the
user.

The set of instructions is called Program and can be written using
artificial languages like C, C++, and Java etc. The programs run under
the supervision of an Operating System. Example for popular operating
systems is Windows, UNIX, LINUX, Solaris etc.

It performs the following three operations in sequence.
1. It receives data and instructions from the input device.
2. Processes the data as per instructions.
3. Provides the result (output) in a desired _fom_l. %
1.2 Characteristics of a Computer e I i T

The characteristics of computer are high speed. of operations,
accuracy, reliability, flexibility and economy coupled with efficiency in
storing and processing data.
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e Storage: Computers can store. large ampunt of information,
Any item of data or any instruction stored in the memory can be

retrieved by the computer at lightning speeds.

s Automation: Computers can be instructed to p-er.form complex
tasks automatically (which increases the productivity).

e Diligence: Computers can perform the same task repeatedly &
with the same accuracy without getting tired.

e Versatility: Computers are flexible to perform both simple and
complex tasks.

e Cost effectiveness: Computers reduce the amount of paper work
and human effort, thereby reducing costs.

1.3 Areas of Applications / Uses of Computers in different fields

" Computers have their application or utility everywhere. We find their
applications in almost every sphere of life—particularly in fields where
computations are required to be done at a very fast speed and where data
is so complicated that the human brain finds it difficult to cope up with. >

As you must be aware, computer now-a-days are being used almost
in every department to do the work at a greater speed and accuracy.
Some of the prominent areas of computeér applications are:

Applications of Computers in Education

- Computers are used in colleges to provide the methods of teaching in
different ways. Computer education is becoming mandatory in most of
the universities across the world. They basically teach the subjects which
enable the students to acquire a job in software engiheering Industry.
Teachers use computers as teaching aids which leaves some time for the
discussion at the end of SCSSion)‘Iowadays colleges are setting up such a
system where student and faculty attendance, syllabus, scheduled of
tests, exams €lc are put on ‘the web and students, théir parents and

faculties can access it from anywhere and get updated
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Applications of Computers jn Industries

in paint industries, automate the 0
using robotics etc,

Applications of Computers in Business

( Tl}ey are used in commercial organization for clerical and
administrative purposes. Tax calculations, salary slip preparations etc.
can be done u§ing computers. Stock market predictions can be done.
Banks ar€ usmng computers to maintain the account details and
transactions) E-banking is picking up popularity because of the flexibility
of banking sitting at a terminal anywhere. Excluding the matter of much
talked security, they are used comfortably by the customers. E —
Shopping is one more concept gaining popularity in industry where a
customer can buy the displayed items by paying using credit card-or cash
on delivery options. -

Applications of Computers in Entertainment

\_ Animations and Special Effects for the movies are done using high
end workstations. In Titanic movie they used 100 high end Linux
workstations in parallel to produce the special effects. Also, the mov.ies
and music are available in the form of CDs, VCDs, and DVDs which
cost less compared to watching movies at the_atres. }"‘eoplf: prefer to
watch them through these media in their leisure time. Kids enjoy playing

games using computers.

Applications of Computers in Home
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{ Nowadays people have computers a't home an .. '
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Applications of Computers in Airline Systems -

In airline system, computers are used to control passenger aircrafts

" and vehicles. Early aircraft were controlled by moving parts attached to
the controls using cables. In modern, fly-by-wire system, electronic
signals from the cockpit are sent to that adjusts the flight surfaces.
Computer is embedded in the pilot’s or driver’s -controls. It is linked up
among different cities and gives full information about its flight and seat

reservation.
1.4 Anatomy of Digital Computer

. It is otherwise called Parts of a Computer System or Block Diagram
of Computer or Basic Functional Units of a Computer or Component of a
Computer System or Basic Functional Units of a Computer. )

A. computer as shown in figure performs basically five major
operations or functions irrespective of their size and make. :l"hese are 1) it
accepts data or instructions by way of ihput, 2) it stores data, 3) it can
process data as required by the user, 4) it gives results in thqe form of

output, and 5) it controls all operations insi
ons inside a com :
below each of these operations, a computer. We discuss

]

. 1. Input: This is the proces i .

N ' | s of entering data and programs in to the
e Yo sl kaow i compir . secrons
performs some processing giving 9 lc_h_.takes as inputs raw data and
unit takes data from us to the computer in

processing. - } g e @Omputer '
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Figure - Block diagram of a Computer

2. Storage: The process of saving data and instructions permanently
is known as storage. Data has to be fed into the system before the actual
processing starts. It is because the processing speed of Central Processing
Unit (CPU) is so fast that the data has to be provided to CPU with the
same speed,)Therefore the data is first stored in the storage unit for faster
access and processing. This storage unit or the primary storage of the
computer system is designed to do the above functionality. It provides
space for storing data and instructions.

The storage unit performs the following major functions:

e All data and instructions are stored here before and after
processing.

e Intermediate results of processing are also stored here.

3. Processing: The task of performing operations like arithmetic and
logical operations is called processing. The Central Processing Unit
(CPU) takes data and ‘nstructions from the storage unit and makes all
sorts of calculations based on the instructions given and the type of data
provided. It is then sent back to the storage unit.

4, Output: This is the process of producing results from the ctl)ata tf::
getting useful information. Gimilarly the output produced by

ng must also be kept somewhere inside the

computer after processi _ ‘
computer before being given to you I human readable form. Again the
red inside the computer for further processing.

output is also store vl
5 Control:- The manner how instructions are exacutfad a“d._ ¢al ovte.
Opera::ions are perfdnned. Controlling of all operations like input,

. It takes care of step
processing and output ar¢ P | unit. It tak

erformed by contro

by step processing of all operations inside the computer.
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1.5 Component of a Compu
Computer system is composed of hardware, software, data, 4, d

users.
Hardware -

Hardware consists o f the mechanif:al parts t.hat ma!«: up the
computer as a machine. The hardware consists of physical devices o f the
computer. The devices are required .for input, output, storage and
processing o f the data. Keyboard, monitor, hard disk drive, floppy disk
drive, printer, processor and motherboard are some o f the hardware

devices.

Software

Software — also called programs — consists of organized sets of
instructions for controlling the computer. Some programs exist for the
computer's use, to help it manage its own tasks and devices. Other
programs exist for the user, and enable the computer to perform tasks for
you, such as creating documents, ,;?

Data

- Data consists of raw facts, which the computer can manipulate and
process into information that is useful to people. Computerized data is
digital, meaning that it has been reduced to digits, or numbers. The
computer stores and reads all data as numbers. Although computers use
data in digital form, they convert data into forms that people can
understand, such as text, numerals, sounds, and Images.

People/Users -~
People are the computer's operators, or users. either the programmer

l\:rsl;z deslrgmb;he Program in programming languages, the end user who
applicable program's ip Managing daily terms, or the administrator
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1.6 Input—ProceSS~Output Cycle
The process of a co tvi
Mmputer task can be divided into three stages:
Input=» Process=» Output
Activi M‘_&%%
ity Input Process Output
Bu'yl].r:gf lnsgting Select a drink Drink, Coins
Drin S from a Coms., according the changed
Vend!ng Pressing a button pressed
machine button
Using Data and The CPU works on | The processed
Computer cqrqmands the data according | result on the
via input to the input output devices
o devices. commands

1.7 Memory and Control Unit
1.7.1 Memory Unit
There are two kinds of computer memory: primary and secondary.

Primary memory is accessible directly by the processing .unit. RAM
is an example of primary memory. As soon as the computer is swnched
off the contents of the primary memory is lost. You can store and retrieve
data much faster with primary memory compared to secondary memory.

Secondary memory such as floppy disks, magnetic disk, ete., is
located outside the computer. _

Primary Memory or Main Memory
The various types of primary memory are as follows:
1. RAM( Random Access Memory)

2. ROM(Read Only Memory)

Random Access Memory (RAM) (RAM
The primary storage is referred 0 a5 rand(:im :gc?smir?:ggg“ i th‘)’
because it is possible to ranqon;l}c’last:ﬁ?taﬂs Suﬂme time to any address
memory directly St(:;e afilugtrig:ii;ss; It is also called re?‘uwritet?m: r{s
of the memory as the nd instructions inside the prunal'ifh_ soo!:lgutef
The storage o_f data afrom RAM as soon as the power to ef ﬂufe o
(Empon i d’sappeamemorics-, which lose their content 0::lanasmy that
is swnchedl;ﬂ;r;m kioﬁn as volatile memories .S0 OW WE
power supply, ¢ T

RAM is volatile memory.
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A computer program or set of instructions must be stored in Memq Ir
for a computer to process data. The CPU uses 1ts @U to execute thegs T
instructions. Further, the CU directs and coordinates most of the

operations of the computer. The speed at which the PrOCESSOr carrieg e
its operations is measured in megahertz (MHz). The h}gher the numpe,
of MHz the faster the computer can process information. The Inte| i b.
Athlon, Celron, and Duron, Ultra Spark are some examples for the
‘brands of processors available in the market. c.

1.8 Input and Qutput Devices

Any device that allows information from outside the computer to e
communicated to the computer is considered an input device. An output
device is a device which accepts results from the computer and displays K

them to user. =
1.8.1 Input Devices U
These devices are used to give information to the computer, =
The input devices are given below :
% Mouse
¢ Keyboard
% Joystick
¢ Scanners
% Light pen
% Touch screen
% Barcode reader
% MICR s
® OCR 2
“* OMR mg
% OBR , Di
Mouse ‘ _Dii

. It ist a hand-held el_sclmnic device that is used to input the Gl
information to the computer system. It has three switches on its upper
surface. It has also has a ball on its lower surface that the mouse to moVe

to any direction and select object. A mouse is also called as an electroni¢
_index finger. s - |

Di;



T SV ————— vt

—

There are predominantly two kinds of mouse.

Fa Non_nal Mouse: This mouse typically has a roller ball which
requires regular cleaning for proper functioning, ’

b. Opfical Mouse: This mouse typically has optical Tight through
which the it sends the computer its x and y coordinates

e cordlas Mfmse: This mouse is typically one of the above, but
instead of using a cord for connecting itself to the PC, it uses Radio
Frequency or Infra Red technology to communicate. However this

has a problem, one it consumes too many batteries, and second it
causes interference with other RF or IR devices.

Keyboard -

(It is a device, which is used to enter the data into a computer.
Usually there will be 108 keys in a keyboard. It consists of alphanumeric
keys, function keys and special keys.

1. Alphanumeric: -
(A-Z), (0-9), (#, %>.";{}[]) etc.
2. Function keys:
F1.....F12 it is used perform set off operation
in single store.
3. Special keys:
Enter (or) return key, backspace, number lock,
capital lock, control key, shift along with any
character.
Joystick —
| Itis a device that is used by children to play games on the computer.
A joystick is a device that moves in all directions and controls the
movement of the cursor. The joystick offers three types of controls are
Digital, Glide, and Direct. ) |
Digital -  Digital controls allows movement is a limited number of
“ directions such as up, down, left and right.
Glide — Glide direct control allow movements in all directions (360
degrees). R e e |
Direct — i trol joystick have the added ability to respon
tll)'l:?tist:?lze an.:l speed with which the user moves the stick.
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Monitor

Monitors are also known as display screens, CRT or simply SCreg
are output devices that show programming _instructlons and data 4 thn
are being input and information after it is processed. The sjze of
computer screen is measured diagonally from corner to corner in incheg
For desktop microcomputers, the most common sizes are 13, 15, 17 lsi
and 21 inches, for laptop computers, 12.1, 13.3, and 14.] inches
There are two types of monitors: '

e CRT (Cathode-Ray Tube)
e LCD (Liquid Crystal Display)
Cathode-Ray Tube (CRT)

The CRT display is made up of small picture elements called pixels
The smaller the pixels, the better the image clarity, or resolution. It take
more than one illuminated pixel to form whole character, such as the
letter “e” in the word help. A finite number of characters can be displaysg
on a screen at once. The screen can be divided into a series of characte
boxes - fixed location on the screen where a standard character can b
placed. Most screens are capable of displaying 80 characters of data
horizontally and 25 lines vertically. There are some disadvantages of
CRT:

e Large in Size
e High power consumption
Printer—

Printer is a very common and popular output device. It accepts fe
and graphic output from a computer and transfers the information ¥
paper, usually to standard size sheet of paper. Printed output provid
permanent record and is easy to copy and distribute. Generally we divié
printers into two categories: impact and non-impact.

| Impact Printers’
~ Impact printers are printers that create characters by striking 3 pri
page with a print hammer (like in typewriter). '
| Dot Matrix Printer)

arrangement of tiny hammers strikes to produce the desired chard®
Each hammer prints a small dot on the paper.
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( Line Printer "

= ——— 2]

It prints a line at a time, In the I; i
4 1€ line printer, raised char ct
th? ig?gth Ozt.“t.the drum. There are ag many bands of typeaasei;:rtte;(el
printing positions.. Each band containg all the possible characters.

The drum rotates rapidly, and g i ;
i y one revolution is required to print each

( Non Impact Printers )

Non-impact printer employ some process other than hammers or

HPES n : " '
similar “percussion type" mechanisms to form characters on a print page.

- /" Inkjet Printer °

'It is a non-impact character printer. It fires a fine jet of dots of quick
drying mk‘ onto the paper to form character or dot graphics by using an
electrostatic field. When Continuous stream inkjet printers are used
droplets of ink are electronically charged after leaving a nozzle.
The droplets are then guided to the proper position on the paper by
electrically charged deflection plates. The print quality is good because
the character is formed by dozens of tiny dots.

" Laser Printers |-

They are page printers, i.e., print a whole page at a time. Laser
printers write the desired output image on a copier drum with a light
beam that operates under computer control. A difference in a electric
charge is created on those parts of the drum surface exposed to the laser
beam. These laser-exposed areas attract a toner that attaches itself to the
laser generated charges on the drum. The toner is then permanently fused

on the paper with heat or pressure. |

| Plotter |-

Plotter is used to draw high-resolution charts, graphs, blue prints,
maps, circuit diagrams and other line-based diagrams. Plotters are similar
to printers, but they draw lines using pen. They are mainly used for
computer aided design (CAD) and computer aided manufacturing
(CAM) applications. ot
1.9 Hardware -

Hardware represents the p
computer i.e. the components that

wysical and tangible components of a
can be seen and touched. '

~ Example:

Input devices — keyboard; mou'se-étc-:
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s of Computerized Accounting

ccounting involves making use of computers :
accounting software to record, store am‘i zfnalyzc f':]namlal daty
A computerized accounting system brings with it many advantageg thy
are unavailable to analog accounting systems.

4.1 Fundamental

Computerized A

This article does not tackle the use of spreadsheets th‘at are ofte,
used instead of proper accounting software to process financial data. |4 it
common knowledge that spreadsheets do not provide a scalable solutig
for accounting purposes and therefore are a dangerous solution to invey
3

4.2 Requirements of the Computerized Accounting System

Accounting Framework

A good accounting framework in terms of accounting principles,
coding and grouping structure is a pre-condition. It is the application
environment of the computerized accounting system.

Operating Procedure

_ A well-conceived and designed operating procedure blended with
suitable operating environment is necessary to work with the

computerized accounting system. The Computer accounting is one of the

database-oriented applications, wherein the i . :
well-organized databse. transaction data is stored it

The user operates on such d
And he takes the required reports
data into information. Hence, it incl
database-oriented application in ¢

atabase using the required interface
by suitable transformations of storel
udes all the basic requirements of any
omputers.

4.3 Need for Computerized Accollnti_ng

ol < & o8 - |
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4.2

Numerous Transactions

The computerized accounting sy

4 ‘ stem is capable of large number of
yransactions with speed and accuracy,

[nstant Reporting

It is capable of offering quick and

quality reporting because of its
speed and accuracy. |

Reduction in Paper Work

Magual accounting system requires large storage space to keep
accounting records/books, and vouchers/documents, The requirement of
books and stationery and books of accounts along with vouchers and

documents is directly dependent on the volume of transactions beyond
certain point. :

There is a dire need to reduce the paper work and dispense with large

volume of books of account. This can be achieved with the help of
computerized accounting system.

Flexible Reporting

The reporting is flexible in computerized accbunting system. It is
capable of generating reports of any balance as when required and for
any duration which is within the accounting period. -

Accounting Queries

There are accounting queries, which are based on some external
parameters. For example, a query relating to overdue customers’
accounts can be easily answered by using the structured query language
[SQL] support of database technology in the computerized dccounting
System. Such an exercise would be quite difficult and expensive in
manual accounting system. |
Online Facility = o

Computerized accounting system offers online facility to store and
Process transaction data so as to retrieve information to generate and
View financial reports.

; - SyEA.
w AT WA e e Y,

Accuracy |

The information and reports generated are accurate and quite reliable

for decision-making. In manual accounting system, as many people do
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alability | 3
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vouchers. ; o
-4.4 Salient Features of Computerized Accounting | e
proc

1. Fast, Powerful, Simple and I ntegrated | i

Computerized accounting is designed to automate anc;l integrate §| opti
the business operations, such as sales, ,f’mance., purchase, inventory ay 8.C
manufacturing?) With Computerized accounting, accurate, up—to-qag
business information is literally at the ﬁngertlps._ ’I:he Computeriz;
accounting combine with enhanced MIS, Multi-lingual and Day toc

organization capabilities to help the company simplify all the busineg .
processes easily and cost-effectively.

2. Complete Visibility - infe

Computerized accountings giving the company sufficient time | A5
plan, increase the customer base, and enhance customer satisfactio
With Computerized accounting the company will have greater visibili The
into the day-to-day business operations and access to vital information. Ads

3. Enhanced User Experience

Computerized accounting allows the company to enter data in'
variety of ways which makes work a pleasure. Adapting to the ﬁ;eciﬁ
business needs is possible. ‘

4. Accuracy, Speed

, /

Qomputer:zed accounting has User-definable templates whi
grov:dcs fast, accurate data entry of the transactions; thereafter
Ocuments and reports can be generated automatically, at the press of
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5, Scalability

Computerized accounting ada
: ; ; pts to the
the business, irrespective of its size or style current and future needs of

6. Power .

Computerized accounting has the ability to handle huge volumes of

~ transactions without compromising on speed or efficiency.
:f . 7. Improved Business Performance |

Computerized accounting is a highly integrated application that
transforms the business processes with its performance enhancing
features which encompass accounting, inventory, reporting and statutory
processes. This helps the company access information faster, and takes
quicker decisions. Computerized accounting also guarantees real-time
optimization of operations and enhanced communication.

8. Quick Decision Making .

Generates real-time, comprehensive MIS reports and ensures access
to complete and critical information, instantly.

Wl R e (D e

9. Complete Reliability -

Computerized accounting makes sure that the critical financial
information is accurate, controlled and safe from data corruption.

| A5 Advantages and Disadvantages of computerized Accounting

The advantages and disadvantages of computerized accounting system:

Advantages

AL LR L P

. 'R %

e Faster and efficient in processing of information;

e Automatic generation of accounting documents like inyoicgg,
cheques and statement of account;

jons i ¢ and software
e  With the larger reductions in the cost of hardware and soft g
and availagﬁty of user-friendly accounting software package, 1t

is relatively cheaper like maintaining a manual. | accountmg
system,

S TR —_.-A.J“nad"



4.6 Manual Accounting Vs Computerised Ac

counting -

& 1"oint of Manual Acconnting Computerised

| Difference Accounting

Definition | Manual accounting is the | In this  system of
system in which we keep | accounting, we use
physical register of journal computer and  different
and ledger for keeping the accounting software for
records' of each | digital record of each
transaction, transaction,

Recording | Recording of financial | Data content of these
transactions is  through | transactions is stored in
books of original entry, well designed data base.

Calculation | In manual accounting, all | In computerized
calculation of adding and accounting, our duty is to
subtracting are  done | record the transactions
manually. For example, manually in the database.
we find the balance of any | All the calculations are
ledger account. We will | done by computer system.
calculate the debit and | We need not to calculate
credit side and then we | each account's balance, it
will find its difference for | is calculated automatically
showing balance. by computerized

accounting system.

Ledger In manual accounting, we | Computerized accounting

Accounts | check the journal and then | system will automatically |
we transfer figures to | process the system and
related accounts' debit or | will make all the accounts
credit side through manual | ledgers because we have
posting. pass the voucher entries

under its respected ledger
account. _
Trial o m
Balance In this system of | Our Qmp“mm :
accounting, we have to | accounting system will |
collect the information of | produce trial  balar
the balances of all autam&ti@ll}l R
accounts in our ledger, on | SR
this basis, we have | ;
prepared the trial balance s e
o e
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] mber of books is | No Books. Only Cory Ce
k Large nu ; b C
/78 i maintained hard disk. &
1 ial The preparation 0 ' i
;;I::;fel:nts financial statements | financial = statem ents (:: -

independent of prog,. .
the trial balance, 8  bri

trial balance
Py S

4.7 Problems Faced in Computerized Accounting System

assumes the availability of

1. User Training the
etc

The user, for using computer accounting software, needs,
understand the concepts of the software. Hence, he should unde, 34
proper training. A computer operator must learn the basics of compyg,
concepts of software, working with the operating system software [y up
as Windows/DOS] and the accounting software.

So

2. System Dependency

Using a computer solution makes the user to depend fully on
computer system and necessitates the availability of computer at ;
times. If the system is not available [due to hardware failure or pow
cut], it would be difficult to verify the accounts.

3. Hardware Requirements

5. Backups and Prints

5 _lo'?tacgfgps (l;f the data should be done regularly 50 that, when the dﬂ.
o ¢ restored from floppies [backups). Regular print outs

the system Information would be useful as manua| records
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6. Voucher Management

casy alteration of data. If a voucher is

: ould be very di
ifficult to
bring back the voucher. A good voucher management is ver;) ::;r?tli];land

7. Security

Additional security has to be i
> provided because improper handli
‘ . ng of
the Sﬁ stem [tl)'lardware/soﬁware] could be dangerous. Pa.:qwords lo%k(;
etc., have to be set so that no unauthorized person can handle the system.‘

48 Limitations of Computerized Accounting Systems

The main l?mitatiqns of Computerised systems are being dependent
upon the operating environment they work in.

Some of them are listed as follows:

(i) Heavy Cost of Installation: Computer hardware needs
replacing and software needs to be updated from time to time
with the availability of newer versions.

(i) Cost of Training: To ensure effective and efficient use of
computerized system of accounting, newer versions of hardware
and software are introduced. This requires special training and
cost is incurred to train the staff personnel as specialists.

(iii) Fear of Unemployment: Reflects the feelings of the staff on the
introduction of computerized accounting system. The staff fears

redundancy and show less interest in computers.

When computerized system is introduced,

(iv) Disruption in Work: . .
: < the work time and certain changes in the

there might be loss in
working environment.

em crashing due to some
v) System Failure: The danger of a system crashing due to sor
failure in hardware can legd to subsequent loss of | wurk.
This occurs when no back-up 18 retained. W e
; ‘ - time of
i) Ti . In order to avoid loss of ork at the
(vi) Time Consumingthere s a need for providing backup

system failure, there d o
arrangements which is a time consuming process. .

< SR it



Groups and Ledgers |
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6.3 Creating a Group

1. Singl-e Group - We
Single Group Creation screen.

-2, Mult.iple Groups - W can create multiple Groubs by using
Multiple Group Creation screen, |

6.3.1 Creating a Single Group

Group is a collection of Ledgers of the same natufe,, Tally.ERP 9
allows you to create 8roups as per your requirements,

Go to Gateway of ‘Tally > Accounts info. >,Grd¢ps >Cm
under Single Group -

Gateway of Tally . ey :
Accnnt e et 7
Groups




Dle

6.4 Creating Multiple Groups

Tally.ERP 9 allow you 1o create Multiple Groups simultaneously,
you can create them by pressing Enter on Create under Multiple Groups.

Go to Gateway of Tally > Accounts Info. > Groups > Create (under
Multiple Groups)

Gateway of Tally ...
Accounts Info. ...,

—. e . 3
L .
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& Go to Gateway of Tally > Accounts Info, > Group > Alter (under I
. .le Group) | ‘
gingle — . |
- Gateway of Tally ...
| A

e

- ————

Wi TG
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g
3 . You cannot delete a group if it e
. I Note: ’ ; P 111t is a reseryed ; :
gl ™" s grouns o g . A e P
B PIVIEE LVl ) l?e reflected ip reports until "
masters/transactions for that group : PHEHE, TPass
4.7 Ledger |

B AL.edger is the actual account heaq o which you identify a
b transaction and must be used in al Accounting Vouchers, Without a
§ |edger we cannot record any transactions,

. -, hwdﬁslz;eligézgiiz;c%i}:lzéms, sales, Receipts, etc, all these accounts
_ All Ledgers have‘to be classified into Groups. Classification of
S Lcdeers 1o i appropriate groups is very important. These Groups and
| Ledgers are classified to Profit & Loss or Balance Sheet. The creation
- F and usage of Groups in Tally.ERP 9 has been explained earlier. Now you
will learn how Tally.ERP 9 works with Ledgers.
6.7.1 Creating a Ledger

‘ By default, Tally.ERP 9 contains two Ledger accounts namely, Cash
(Under Cash-in- Hand) and Profit and Loss Account (direct Primary
'Account). You need to create all other accounts heads. There are no
restrictions in Ledger creation except that you cannot create another
Profit & Loss A/c. Any number of Cash Accounts may be created in any
other name for ex: Petty Cash.

- Go to Gateway of Tally > Accounts Info > Ledgers > Create

Craste or Add any Ledger under any parent Group
Show the list of Ledger already created.
Deletion or Modification

Selection Procedure : Through highlighted chasacter of
arrows key or mouse click. -

Create or Add more than one Ledger under Primery or Spe-
- cific Graup.

~ Showthe list of Ledgers already reated under specific oup
Deletion or Modifcation of Ledgers specified under any Group

chasactar or

* Sefection Procedure : Thiough hghighte

antow key ormouse cick.
e 30 AN ES
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7.2 Voucher Entry \ L

1. Go to Gateway of Tally

2. In Account Information meny
3. Enter on Voucher Types

4. Enter on Create

Name:-> Purchase Invojces (Enter)
Alias:->(Enter)
Type of Voucher:- >Purchase (Enter)
Abbr:-> Purc (Enter)
Method of Voucher Numbering:-> Automatic {Enter)
Use Advance Conﬁgmation;.>yes(]3mer)
Accept: Yes(Enter)
7.3 Editing and Deleting Vouchers
Editing Voucher in Tally ERP9
1. Go to Gateway of Tally
2. In Account Information menu
3. Enter on Voucher Types
4. Enter on Alter
Voucher Alter screen open & Change Information
Accept : Yes (Enter)
Displaying Voucher in Tally ERP9
: 1. Go to Gateway of Tally
‘2. In Account Information menu
3. Enter on Voucher Types

4. Enter on Display
Display all Information
D eléﬁllg Voucher in Tally ERP9
1. Go to Gateway of Tally
2. In Account Information menu
3. Enter on Voucher Types
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. Invent
mon to Inventory ory Masters
8.

mventory is the total amount of goods and/or Mmaterials contained ;
, store or factcn'yf E.lt any glven' time. Store OWners neﬂdS tmmamed in

ise pumber of items on theijr shelves and M0age wos 0 know the
Jace orders Or control losses, Fa.ctory managers need 1o knf;jﬁlll:()(xder to
nits of their products are available for many

Customer orders R
] ; ‘ 3, estaurants
1ced 10 order more food based on thejr current supplies and menu needs

nventory Information

The Inventory Info‘menu, lists the inventory masters like Stock
. Group. Stock Items, Unlts of Measure of the company, using which you
. .an create, alter and display the inventory master details.

Go to Gateway of Tally > Inventory Info

| Al the Gateway of Tally, if

Note: The Inventory Info ment is displayed hi,;at;!:m?: te:cgounts with
you select Type of "?"‘“"‘f‘%nﬁreen.- |
Inventory in the Company Crga- 3 vaaB

% d
L ——————— T
i: ' ¢ B e
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8.2 Stock Categories |
This is a feature, which offers a parallel classification of stock jy,,

Like Stock Groups, Stock categories are also classified based op S;"& ¢

similar behavior. The advantage of using Tally.ERP 9 lies in categori, ]

Stock items together, (based on functionality) across different Ty

groups. This enables you to obtain reports for alternatives or Substi%

of a stock item.

Set Yes to Maintain Stock Categories in F11: Features (F2: Inve,,% ;"
Features) to get an additional option Stock Categories under lnvm,’ ‘

Info. y
8.2.1 Creating Stock Category

Creating Single Stock Categories
Go to the Gateway of Tally > Inventory Info. > Stock Categories ,

Create.

Name Under

National Primary

Creating Multiple Stock Categories ; ._
Go to the Gateway of Tally > Inventory Info. > Stock W>
Create .

Under Category Name of Category

Primary . HCL

Primary IBM

Primary HP

Primary Samsung

Example

i. Create Stock Category 29 inches TV Umlw Primary Go to e

- Gateway of Tally > Inventory Info. > Stock Categories > Create.

on




ventory Masters

mate Stock C\ 8.3
I

ategory 25 incheg TV
unde
§.2.2 pisplaying and Altering Stock Cogniae r Primary,

Once created, stock categorieg can
nd multiple mode. You can dejete a
Category > Alte.r by Pressing Alt4n.
sock category with sub-categorieg, The lower |
first.

8.3 Stock Groups

stock

s YOu cannot delete a
evels must be deleted

8.3.1 Creating Stock Group

We can create stock group in Single and multiple mode

¢ Single stock Group: Using this mode we ¢

an create a single stock
item under a main group.

* Multiple Stock groups: Using this mode, you can create multiple
stock items under a main group, or under multiple main groups.

i) Creating single stock groups

Create a Stock Group - Computers Go to the Gateway of Tally >
Inventory Info. > Stock Groups > Create. .

I. Name: Computers
2. Aliases: Skip the field
3. Under: Primary
4. Can quantities of items be ADDED?: Yes

roup Creation




Chapter 9

|

|
|
|
I
|

ion to Cost and Byg

Introduction At &

9.1 Introduction to Cost Centre - : it

A Cost Centre is any unit of an organization to which transactiqp,

(generally, revenue) can be allocated. When only costs or expenses arg

allocated to these units, they are referred to as Cost Centre. When profity

are also allocated to these units, they become Profit Centre. Yoy can
now obtain a Profit and Loss account of each such Profit Centre,

Cost Centre in Tally allows an additional dimension to a transactigy
where a - |

A —

Ledger account indicates the nature of three transaction. It does ng

readily disclose, eXcept in -the narration field, which part of the
organization was involved in the transaction.

-

S—

By providing Cost Centre, a transaction can be allocated to it, which
would then enable extraction of al] transactions for a Cost Centre,

¢ Departments of an organization — F inance

¢ Products of a company.

e Individuals such as Salesman A, Salesman B.
9.2 Introduction to Cost Category

Cost Categories are useful for organizations thy equi S
of resources to parallel sets of Cost Centre, Such organiz i _aﬂdfcatmn
usually be project oriented. Most organizationg would no:mgs, w‘mkfl'
Categories. The proper use of Cost Centre itself v ould -0‘-&" heed Cost
benefits. Cost Categories could increase _data entry -Wﬁrk-f e;-_ the same
more complicated. Hence, before opting for Cosy Caﬁﬂgoﬁ? - Mmake jt

whether you actually need this option. Always attempt to ﬁ Psst’ ev’amate

Centre. : | i u&e Cast I




duction to Cost and Budget
Btr/o/—_ it iiicns 92

9.3 Cost Centre and Cost Category in Tally.ERP 9

The cost centre in Tally.ERP 9 referg t0 an organizational unit t
which costs Or EXpPENSEs can be allocated during transactions whlillne: thg
cost category 18 used to accumulate costs or profits for parzi]lel sets of
cost centres. For e:fcample, yOu can use cost centre to track expenses of
each emplo_yee while cost category can be used to see the effcctiveﬁess
of each project. . _

To use cost centre in Tally.ERP 9, let’s consider a ‘Sales
department’ In an organization which has 4 different Salesmen.
To record their expenses and incomes, let’s follow the steps below:

Enabling Cost Centre and Cost Category

To do this:
e Go to Gateway of Tally > F11: Features > F1:Accounting
Features

e Set ‘Maintain Cost Centres’ to ‘Yes’
e Set ‘More than ONE Payroll/ Cost Category’ to ‘Yes’. .

Mmm&mmmmﬁ# P&L 7No _ :. o Poiz o
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9.3.1 Creating Cost Catego g
ne Cost Cate
_To) group the salesmen under o gory _(One Sin]i
project): Sy
Go to Gateway of Tally > Account,s Info. > Cost Categq
Select ‘Create’ under ‘Single Cost Centre ‘ ,.l,&_!

N0 A e T W ek ’ :

g t..m!o..*nr.uﬂ‘ o

Name - ae-:* :

faias) ’ i :
Enter ‘Sales Project 1° in ‘Name’ > Accept the screen

-

To create a Cost Centre, set Maintain Cost Centres t'O'Yes. iil'
Features. It is advisable not to set More than ONE Payroll/Cog; Cat EHE
default, Tally activates the Cogt ¢

to Yes, unless required. By
feature for Ledger accounts under Sales Accounts, Purchase Ac“

Expense and Income groups.,

9.3.2 Creating Cost Centres

':SCl‘eeH fOH OWs_p | tlﬂn__ ongach Qf




—> »uv vonaensed Format 10.2

10.2 Balance Sheet

A Balance Sheet is a financia] Statement that reports a firm’s
financial position at a Specific time, It ghoys a balance between the
assets and hablht:e;s of 4 firm and the Owner’s funds (i.e., Assets =
Liabilities + Owner’s Equity),

To view Balance Sheet:
e Goto Gateway of Tally > Balance Sheet,
e Click F1 button for condensed mode,

Click Print button and pressing “Y”,

H Company

Extract information from the Balance sheet using options available in the
SUtton,

)

ar ; v :
. : ode the summarized
B eloot Fl: - Detailed/Condensed to exploﬂe e e 7
: 'i“fﬂrm.ation.

i T cine F2: s ‘_ !
Change the date of the Balance Sheet using F2 rlod—. e

Add up new columns and e i




Tally,ERp
{

Display a Balance Sheet for a different date to compare With i

10.3

I, 9

one.
2. Display the Balance Sheet in a different currency.

3. Display Budget figures and analyze the variances or |
4. See the effect of different Stock Valuations on the Balance Shegs |

___ ABC Company
Column Details

Name of Company _ wcrc.ﬂmpaﬁy
From (blank for heginning) 14-2#396%_ . _ Con
Ta (blank far end) | 20122006 4 Avg.Price
: 74
10.3 Profit & Loss A/c

Profit and Loss Account or Income Statement is a per
statement, which shows the net result of business operations o’
specified period. In Tally.ERP 9, Profit and Loss account displays
information based on the default primary groups and is updated inst#
with every transaction/voucher that is entered and saved. '

To view Profit & Loss Account:

* Goto Gateway of Tally > Profit & Loss A/c ?
SRR 4
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g printing Reports in Detailed anqg Condensed Format 10.4

‘ | etalled to view
3 "~ clie ick F1: D ! ; ‘the Profit & Logg Account in
fTen Jetailed d forma
% Liniveesal Ealorurisp
| Partigulars
 sotes Pesourn ' k2
Pt . awie T
Lotal Sales 2,485,800 00
Seles 1A 28800010 ;
Salos - Advetising Sanices 6560 |
Saivs AWC for Gompaters G005
St - Expats 0325 1
Sales Bl 1 Mok Ll ]
Closing Steck mﬂf ;
(ST 8o Purhases Components na ;
 Puche G2 M 58250 Defactive bems. ]
Puckase & 1% 2000 Dot Bt six Pristers HWILn 1
Pk @ % WXNew Laser Jet Prnders 17408
. Pachase - Coaner Chasges 1847000 AL B0 j
| Puche - hisete i Ty 12729575 i
| i - 7500 ,
| Puchsse- Tekphors Senoss 147508 Ty - OFFL B
- TOSE 5% Fuchases v ;
| Puschase Bl to Come ek |
| Assembing Chages 18,2460 :
- Camage Invands 1000
G Profi v {
{
Deprersdann o0 Fusd Ansds $
Wisest & Frmrce Changes : :
Jsial asmmri Total — e
Fig 4 Proﬁt & Loss Alc screen

Press F2: Period to change the period as requlred Press F12:

£ “ﬁg“ratlon and set the required parameters to display the Profit &

L0ss Alc accordmg to our preferences.

104 Trial Balance
g A Trial Balance is a summary of all ledger balances to check whether
RP 9, all the ledgers

the figures are correct and balanced. In Tally E
: ?‘Ppear with their ledger balances.
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