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FUNDAMENTAL OF ACCOUNTS 

1. Personal A/c (O;fDrxr [kkrk) 

 

fdlh Hkh vkneh]nqdku]dEiuh vkSj LkaLFkk ds uke dk A/c blds vUrxZr vkrk gS A  

 Ex :- Ram,kumar,Sohan Book Depot,Laxmi Medical Store,SBI 

Bank,SriSaibabaComputer Etc. 

 

Rules :-  ikus okyk Dr 

  nsus okyk Cr 

 

2. Real A/c (okLrfod [kkrk) 

    dlh Hkh oLrq ds uke dk A/c blds vUrxZr vkrk gS A  

  Ex :- 

Car,Furniture,Cash,Land,Stock,Building,Goods,Computer Etc. 

Rules :-  vkus ij Dr 

  tkus ij Cr 

1. Ram dks 2050: uxn fn, 

Ram – Cash 

Ram Dr 2050 

 To Cash  2050 

2. kumar lss 1000: uxn feys 

kumar – Cash 

Cash Dr  1000 

 To kumar 1000 
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3. Computer  [kfjnk uxn 25000 

Computer – Cash 

Computer Dr 25000 

 To Cash  25000 

4. Computer  cspk uxn 30000 

Computer – Cash 

Cash  Dr  30000 

 To Computer  30000 

5. Bank   esa iSlk tek fd;k 5000 

Bank  – Cash 

Bank Dr 5000 

 To Cash  5000 

6. Bank  ls  uxn iSlk fudkyk 25000 

Bank – Cash 

Cash Dr 25000 

 To Bank  25000 

7. Manoj ls iSlk feyk uxn 5000 

Cash Dr 5000 

 To Manoj 5000 

8. Car  [kfjnk uxn 2500000 

Car Dr 2500000 

 To Cash  250000 

9. Lokesh   dks iSlk fn;k  2500 

Lokesh Dr 2500 

To Cash  2500 

10. SBI BanK ls uxn iSlk fudkyk 6000 

Cash Dr 6000 

 To SBI Bank 6000 
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3 -Nominal  A/c (ukeek= ds [kkrs) 

,ls A/c tks flQZ uke ds gksrs gsS Aftldk dksbZ vfLrRo ufga gksrk gS A ftUgs ge 

ns[k ugh ldrs gS og Nominal A/c ds  vUrxZr vkrk gS A  

 Nominal A/c ds  vUrxZr vkus okys [kkrks dks nks Hkkxksa esa ckaVk tkrk gS A %& 

1. [kpZ (Expenses) 

2. vk; (Income) 

 

[kpZ (Expenses)-ftl A/c  ds uke ls iSlk tkrk gS og [kpZ 

(Expenses)dgyrk gS A  

Ex :- Rent Paid, Salary Paid,  

Telephone Bill Paid, Purchase*,Commission, interest Etc. [kpZ 

(Expenses) Dr 

vk; (Income) - ftl A/c  ds uke ls iSlk vkrk gS og vk; (Income)  

dgyrk gS A Ex :- Rent Rec., Commission Rec, interest Rec.Sale* 

Etc.vk; (Income) Cr 

1. Commission   fn;k uxn A 5000 

Commission – Cash 

Commission Paid Dr 5000 

 To Cash   25000 

2. Interest  feyk uxn 5100 

Interest Rec - Cash 
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Cash   Dr 5100 

 To interest Rec  5100 

3.Salary fn;k uxn 7000 

Salary - Cash 

Salary   Dr 7000 

 To Cash  7000 

NOTE :-Cash  dh txg Cheque ls Payment djus ij  ;k Cash dh txg 

Cheque ls payment feyus ij Bank dk A/c [kksyktkrk gS A vkSj mls Cash ds 

LFkku ij j[krs gS A vFkZkr Cash Payment djus ij CashDr gksrk gS rks Cheque 

feyus ij BankDr gksxk A Cheque Payment djus ij Bank, Cr gksxk A 

4. Commission    fn;k psd ls 7000 

Commission Paid - Bank 

Commission Paid  Dr 7000 

 To Bank  7000 

5. Interest    feyk Pksd ls 700 

Interest Rec - Bank 

Bank Dr 700 

 To Interest  700 

 

CAPITAL & DRAWING A/C & PROPRIETOR A/C 

NOTE :- 

(1) O;kikj vkSj O;kikj dk ekfyd nks vyx vyx O;fDr ekus tkrs gS vkSj ge  
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EntryO;kikj ds fy, djrs gS A uk fd O;kikjh ds fy, vFkZkr ;fn Business ds 

ikl Cash ;k oLrq vkfr gS rks og Dr gksxh vkSj ;fn Business ds ikl ls 

Cash ;k oLrq tkrh gS rks Cr gksxh A  

(2) Practical Field esa Capital vkSj Drawing dk A/c ugha [kqyrk gS A mlfd 

txg O;kikj ds ekfyd dk A/c [kqyrk gS A  

Ex:- Mohan (Prop) Rohan (Prop) 

 

1. Ekksgu O;kikj ds ekfyd us O;kikj es iSlk yxk;k (Capital) 

Cash  Mohan(Prop) 

Cash      Dr 

  To Mohan (Prop) 

2. Ekksgu O;kikj ds ekfyd us O;kikj ls iSlk fudkyk (Drawing) 

Mohan   (Prop)  Cash 

      Mohan (Prop)      Dr 

                  To Cash 

3. Ekksgu O;kikj ds ekfyd us O;kikj es ?kjsyw QuhZpj  yxk;k Cash  

Furniture Fixture – Mohan  (Prop) 

       Furniture Fixture      Dr 

            To Mohan (Prop) 

4. Ekksgu O;kikj ds ekfyd us Business ds Bank es viuk fuft iSlk 

tek djk;k  

Bank-  Mohan   (Prop) 

Bank   Dr 

            To Mohan (Prop) 

(Mohan (Prop) Deposited Personal Cash In Business Bank) 
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GOODS & ASSETS 

NOTE :-  

 GOODS 

1. ftl oLrq dk ge Business djrs gS og gekjs fy, Goods dh [kjhnh ij 

PurchaseA/c [kksyrs gS A vkSj Good s dh foØh ij Sale A/c [kksyrs gS A  

 

ftl oLrq dk ge Business ugha djrs gS (Goods dks NksM+ dj lHkh cLrq gS ) 

 

ASSETS 

Assets dh [kjhnh-fcØh ij mlds uke dk A/c [kksyrs gS A 

;fn iz”Uk esa oLrq dk uke fn;k gks vkSj ;g Li’V uk gks fd og Goods gs;k 

Assets rks mls Assets ekudj Entery djsxsa A vFkZkr mlds uke dk A/c 

[kksysxsa A 

 

(1) dEI;wVj [kjhnk uxn 

Computer – Cash 

Computer  Dr 

               To     Cash 

(2) dEI;wVj cspk uxn 

Computer – Cash 

Cash  Dr 

          To     Computer 

(3) eky (Goods) [kjhnk uxn 
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Purchase – Cash 

Purchase  Dr 

               To     Cash 

(4) eky (Goods) cspk uxn 

Sale  – Cash 

   Cash - Dr 

               To   Sale 

 

(SHORT CUT) 

(1) eky [kjhnus ij Purchase A/c [kksyrs gS A vkSj Purchase A/c ges”kk Dr 
gksrk gS A  

uxn     psd ls     

 v/kkj 

 Purchase Dr   Purchase Dr   

 Purchase Dr  

  To Cash    To Bank            To 

Party Name 

 

(2) eky cspus ij Sale A/c [kksyrs gS A vkSj Sale A/c ges”kk Cr gksrk gSA 

uxn     psd ls     

 v/kkj 

 Cash  Dr   Bank  Dr    Party/Name Dr  

  To Sale    To Sale            To 

Sale 
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(3) Assets dh [kjhnh ij mlds uke dk  A/c [kksydj mls Dr djrs gSA 
uxn     psd ls     

 v/kkj 

 Assets Name  Dr  Assets Name  Dr Assets Name Dr  

  To Cash    To Bank           To Party 

Name 

(4) Assets cspus  ij mlds uke dk  A/c [kksydj mls CR djrs gSA 
uxn     psd ls     

 v/kkj 

 Cash  Dr              Bank  Dr              Party  Name Dr  

  To Assets Name  To Assets Name       To Assets Name 

(5) Cash vk;k rks Cash s ges”kk   Dr 

(6) Cash x;k rks Cash s ges”kk    Cr  

(7) Check  feyus ij ;k Bank  es islk vkus ij Bank Dr 

(8) Check   nsus ij ;k Bank  ls islk tkus ij Bank Cr 

(9) [kpZ ges”kk Dr 

(10)  vk; ges”kk  Cr 

 

NOTE :-  fofHkUu izdkj ds [kpksZ ds fy, fuEu Accounting Head [kksys   

           tkrs  gS A 
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(1) pk;]dkQh]uk”rk]iku bZR;knh ,oa vkQhl ds NksVseksVs [kpsZ ds fy, (Office 

Expenses) 

(2) isu]isflay]LVs”kujh ls lacaf/kr dksbZ Hkh [kpZ(Bill Book]jfln Book Niokus 

dk [kpZ Photocopy dk [kpZ) ds fy, Printing & Stationery A/c 

(3) eky [kjhnrs le; fn;k x;k xkM+h HkkM+k 

(Carriage  Inward.) 

(4) eky csprs  le; fn;k x;k xkM+h HkkM+k 

(Carriage Outward.) 

(5) fctyh foy pqdkus ij ;k fctyh dk NksVk eskVk lkeku [kjhnus ij 

cYc]V;wcykbZV]vknh [kfjnus ij(Electricity Expenses.) 

(6) Telephone Bill pqdkus ij ;k Telephone dk NksVk eskVk lkeku 

[kfjnus ij (Telephone Expenses.) 

(7) “kgj ls ckgj ;k + +=k dk [kpZ (Travelling Expenses) 

(8) “kgj ds vanj vkus tkus dk [kpZ Petrol dk [kpZ 

 ( Conveyance Expenses.) ;krk;kr O;; 

(9) Mkd fVdV fyQkQk iksLV vkfQl ls laEcf/kar dksbZ Hkh [kpZZ 

 ( Postage & Telegraph A/c.) ;krk;kr O;; 

(10) e”khu ,oa okguks dh ejEer ,oa j[k j[kko dk [kp 

Repairing & maintenance A/c) ;krk;kr O;; 

(11)  Television,Newspaper,Hoarding Board ;k fdlh vU; ek/;e ls 

foKkiu djkus dk [kpZ]Pomplet Visiting Card Niokus dk [kpZ ( 

Advertisement Expenses.)  

(12)  Table dqlhZ ;k fdlh izdkj dk Furniture  [kfjnus ij  

( Furniture & Fixture A/c) 

(13)  Dog,lion,Cow ;k fdlh fHk izdkj dk ikyrq tkuoj [kjhnus ij tks  

 O;olk; ds iz;ksx es vkrk gS A ¼thfor Lda/k½ ( Living Stock) 
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(14) For News Paper,Megazine,News Bullitine-News Paper & 

Periodreals A/c has to open  

(15) vU; NksVs eksVs [kpZ tks mijksDr fdl Head es ugh tkrh gS A mlds fy, 

Sundary Expenses ds fy, [kkrk [kksysrs gS A 

 

 

 

QUESTION 

1. eky [kjhnk 

(a) Ukxn 

Purchase Dr 

 To  Cash 

(b) psd ls 

Purchase Dr 

       To  Bank  

(c)m/kkj 

Purchase Dr 

      To  Ram 

 

2. eky cspk 

(a) Ukxn 

Cash  Dr 
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 To  Sale 

(b) psd ls 

Bank  Dr 

       To  Sale  

(c)  m/kkj ¼dqekj½ 

Kumar   Dr 

      To  Sale 

3.  dEI;qVj [kjhnk 

(a) Ukxn 

Computer   Dr 

 To  Cash 

(b) psd ls 

Computer   Dr 

       To   Bank 

(c)  m/kkj ¼jktq½ 

Computer   Dr 

      To  RAJU 

4. dEI;qVj cspk 

(a) Ukxn 

Cash   Dr 

 To  Computer 
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(b) psd ls 

Bank    Dr 

       To   Computer 

(c)  m/kkj ¼jkuq½ 

Ranu   Dr 

      To  Computer 

5. Bank esa iSlk tek fd;k  

Bank    Dr 

 To  Cash 

6. Bank  ls iSlk fudkyk  

Cash    Dr 

 To  Bank 

7.  Raju  O;kikj ds ekfyd us O;kikj esa iSlk yxk;k   

(a) uxn 

       Cash   Dr 

   To  Raju (Prop) 

(b) psd ls 

Bank    Dr 

   To  Raju (Prop) 

8. Raju  O;kikj ds ekfyd us O;kikj ls iSlk fudkyk    

(a) uxn 

Raju (Prop)   Dr 

   To  Cash 

(b) psd ls 

Raju (Prop)   Dr 
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 To  Bank 

9. Ramohan   dks iSlk fn;k    

(a) uxn 

Rammohan   Dr 

   To  Cash 

(b) psd ls 

Rammohan     Dr 

     To  Bank 

10. Shyamsundar   lss iSlk feyk    

(a) uxn 

      Cash   Dr 

   To  Shyamsundar 

(b) psd ls 

Bank     Dr 

     To  Shyamsundar 

 

 

11. Dog  [kfjnk    

(a) uxn 

      Living Stock   Dr 

   To  Cash 

12. Stul & Furniture [kfjnk uxn 

Furniture & Fixture A/c  Dr 

   To Cash 

13. Corers  [kpZ uxn 

Postage & Telegraph  A/c  Dr 

  To Cash 

14. Bulab & jhalarers  [kfjnk  uxn 
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Electricity Exp.  A/c  Dr 

  To Cash 

15. Petrol is [kpZ  uxn 

   Convyance Exp.  A/c  Dr 

  To Cash 

16. T.V.  is foKkiu fn;k uxn 

    Advertisement Exp.  A/c  Dr 

  To Cash 

17. Visiting Card  Niok;k 

    Advertisement Exp.  A/c  Dr 

  To  Cash 

 

DISCOUNT (NqV) 

(1)Trade Discount (O;kikjhd NqV) (2) Cash Discount (uxn NqV 

(a)Trade Discount (O;kikjhd NqV)dksbZ Hkh oLrq [kjhnrs le; tks Discount feyrk 

gS dksbZ Hkh oLrq csprs le; tks Discountfn;k tkrk gS og Trade Discount dgykrk 

gS A 

(b)Trade Discount dh vyx ls Entry Pass ugh dh tkrh gS A mls fl/kk eky ds 

ewY; esa ls ?kVkdj cps gq, jkf”k ls [kfjnh ;k fcØh dh Entery Passs dh tkrh gS A 

(c)Trade Discout uxn ,oa m/kkjh nksauks izdkj dh [kjhnh@fcØh ij gksrk gS A  

(1) 20000: dk eky 10% TD ij uxn [kjhnk  

  Price  20000 

 (-)  TD 10%      2000 

  Purchase  18000 

   Purchase - Cash  
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  Purchase  Dr   18000 

   To Cash  18000 

(Being Goods Purchase @10%TD) 

 

(2) 30000: dk eky 10% TD ij jgqy dks m/kkj cspk   

  Price  30000 

 (-)  TD 10%      3000 

  Sale    27000 

   Sale - Rahul  

  Rahul  Dr   27000 

   To Sale  27000 

  (Being Goods Sold @10%TD) 

 

(3) 40000: dk Computer 10% TD ij [kjhnk  

  Price  40000 

 (-)  TD 10%      4000 

  Computer  40000 

   Computer - Cash  

  Copmputer  Dr   36000 

   To Cash  36000 

  (Being Computer Purchase @10%TD) 

 

(2) Cash Discount (uxn NqV) 

(a)Cash Discount (uxn NqV)iSlk feyus ij Party dks tks Discount fn;k tkrk gS 

;k iSlk nsus ij Party ls tks  Discount feyrk gS og Cash Discount dgyrk gS A 

(b)Cash DiscountflQZ uxn [kjhfn fcØh ij gksrk gS  
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(1) 18000 :  lqjs”k dks fn, vkSj2000: Discount feyk  

  Cash  Discount   Suresh 

         18000  2000   20000 

  Suresh Dr  20000 

   To Cash 18000 

   To   Discount Rec. 2000 

    (Being Cash Paid & Discount Received) 

 

(2) Rakesh ls 29000: feyk 1000: Discount fn;k 

  Cash         Discount          Rakesh 

         29000  1000   30000 

  Cash    Dr  29000 

   Discount Allowed Dr  1000  

   To   Rakesh 30000 

    (Being Cash Receivied & Discount Allowed) 

 

 

(3) 30000: dk eky10% TD vkSj 5% CD ij uxn [kjhnk  

  Price  30000 

 (-)  TD 10%   3000 

  Purchase 27000 

(-)  CD 5%     (-)    1350 

  Cash Paid  25650 

 

  Purchase - Cash Discount 

  Purchase   Dr 27000 

   To Cash  25650 

   To Discount 1350 
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  (Being Goods Purchase @10%TD and 5% CD) 

 

(4) 40000: dk eky 10% TD vkSj 5% CD ij uxn cspk 

  Price  40000 

 (-)  TD 10%   4000 

  Sale   36000 

(-)  CD 5%   1800 

  Cash Rec 34200 

 

  Cash  Discount Sale 

  Cash   Dr  34200 

  Discount Allowed  Dr  1800 

   To Sale 36000 

  (Being Goods Sold @10%TD and 5% CD) 

(5) 50000: dk eky 10% TD vkSj 5% CD ij jkgqy dks m/kkj cspk  

  Price  50000 

 (-)  TD 10%      5000 

  Sale    45000 

   Rahul  Sale 

 Rahul Dr  45000 

  To Sale 45000 

 

    (Being Goods Sold @10%TD) 

 

NOTE:- m/kkj [kjhfn & fcØh ij CD ugh feyrk gS A 

 

NOTE:- 
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(1) ;fn iz”u es oLrq dk uke fn;k gks vkSj ;g Li’V u gks fd og  eky gS ;k 

laifRRk rks mls laifRRk ekudj Entery djsxs A 

 

Car [kjhnk uxn 

Car Dr 

     To Cash 

(2) ;fn iz”u es ;g Li’V u gks fd og uxn Transaction ¼O;ogkj½ ;k 

m/kkjh Transaction ¼O;ogkj½ gS rks mls uxn Transaction ¼O;ogkj½ 

ekudj Entry fd;k tkrk gS A  

 

eky [kjhnk  

Purchase  Dr 

     To Cash 

 

Telephone Bill pqdk;k 

Telephone Exp. Dr 

     To Cash 

(3) ;fn iz”u es O;fDr dk uke fn;k gks vkSj ;g Li’V u gks fd og Cash 

Transaction gS ;k Credit Transaction rks mls m/kkjh 

CreditTransaction  ekudj Entery djsxs A 

 

Ramudks eky cspk  

Ramu  Dr 

     To Sale 

 

Shyam ls eky [kfjnk 

Purchase  Dr 

     To Shyam 
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PURCHASE RETURN & SALE RETURN dh ENTRY 

(1) PURCHASE RETURN. 

fdlh Party ls [kjhnk  gqvk eky okil djuk PurchaseReturn 

flQZ m/kkjh [kjhnh ij gksrk gS A Purchase Return dh uEu 

Entry gksrh gS A 

 Party A/c Dr 

 To Purchase Return 

(Being Goods Return) 

 

 
 

 

(2) SALE RETURN. 

fdlh Party dks cspk gqvk eky okil vkuk Sale Return dgykrk 

gS ASaleReturn flQZ m/kkjh fcØh ij gksrk gS A Sale Return dh 

uEu Entry gksrh gS A 

Sale Return   Dr 

 To  Party 

(Bing Goods Received as Return) 

 

(1) jkgqy ls 20000 : dk eky [kjhnk 

Purchase  Dr.    20000 

 To Rahul  20000 

(Being Goods Purchase) 
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(2) jkgqy dkss 10000 : dk eky okil fd;k 

Rahul  Dr.    10000 

 To Purchase  Return  10000 

(Being Goods Returned) 

 

(3) jktdqekj dkss 20000 : dk eky cspk  

Rajkumar  Dr.    20000 

      To Sale  20000 

(Being Goods Sale) 

(4) jktdqekj lsss 15000 : dk eky okil vk;k 

Sale Ret  Dr.    15000 

 To Rajkumar  15000 

(Being Goods Received as Return) 

¼5½ lksuw ls  30000 : ewY; dk eky 10% TD  ij [kjhnk  

Price               30000 

 (-) TD 10%     3000 

Purchase        27000 

Purchase Dr   27000 

 To  Sonu 27000 

(Being Goods Purchased) 

 

(5) lksuw dks  15000 : dk eky okil fd;k 

Sonu Dr.    15000 

 To Purchase  Return  15000 

(Being Goods Returned) 
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(6) lksuw dkss 15000 : dk eky okil fd;k 

    Price       15000 

(-)  TD 10%   1500 

    Sonu  Dr 13500 

   To Purchase  Return  13500 

(Being Goods Returned) 

 

 

 

 

 

 

BED DEBTS  (Mwcr _.k) 

;fn Party ls feyus okyk iSlk ;fn Mwc tkrk gS rks og Bed Debts dgykrk gS A 

Bad Debts dh fuEu Entery gksrh gS A  

Bad Debts  Dr 

   To Party  

 (Being Loss by Bad Debts) 

(1) 

jkgqy dks 30000: dk eky cspk  

Rahul Dr. 30000 

 To Sale  30000 
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(Being Goods Sold) 

 

Rahul ls 25000: feys “ks’k Mwc x, 

 Cash  Dr 25000 

  To Rahul 25000 

(Being Cash Rec.) 

 

Bad Debts Dr.  5000 

 To Rahul     5000 

(Being Loss by Bad Debts) 

COMBINE ENTRY 

Cash  Dr 25000 

Bad Debts  Dr 5000 

 To Rahul 30000 

(Being Cash Received & Loss By Bad Debts ) 

 

DEPRECIATION  (gzkl@vo{k;.k) 

O;clk; dh lHkh LFkk;h laifRr;ksa ij izfr ds vfrae fnu ,d fuf”pr nj ls mu 

laifRr;ksa dk ewY; de fd;k tkrk gS og Depreciation dgykrk gS A vyx vyx 
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laifRr;ks ij Depreciation Charge djus dh nj vyx vyx gksrh gS A 

Depreciation yxkus dh fuEu Entery gksrs gS A  

Depreciation Dr 

 To Assets 

(Being Depreciation Charged on Assets) 

1-4-2010  30000: dk Computer [kjhnk uxn 

 Computer  Dr.  30000 

DEPRECIATION  (gzkl@vo{k;.k) 

(Being Computer Purchased) 

31-03-2011 dEI;wVj ij 10% Depreciation Charge  fd;k  

 Computer  30000 

     (-)  Dep 10%     3000  27000 

  Dep  Dr 3000 

   To Computer  3000 

 (Being Dep Charged) 

INSTALLATION CHARGE 

fdlh Hkh laifRr ¼tSls Machine½ dks [kjhndj Company rd ykus ds [kpZ 

¼tSls- Wages,Freight,½ vkSj Machine ds pkyq djus ds [kpZ ¼tSls Fitting 

Charges½Installation Charges dgykrs gS A Installation Charges dks vyx ls 

Entry ugh dh tkrh gS  A mls Machine dh ykxr es gh tksM+ fn;k tkrk gS A  

Machine    100000 
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(+)  Freight    2000 

Wages    1000   

Installation Charge  7000 

Fitting Charges 7000  (Rs. 10000) 

      110000 

CASE 1. 

1-4-2010: 100000 dh] e”khu [kjhnk vkSj e”khu ij 2000Freight,1000 

Wages,7000 Fitting Charge fn;k] 

 Machine Dr. 110000 

  To Cash  110000 

(Being machinery Purchase & Installation Charge Paid) 

CASE 2. 

1-4-2010:   100000 dh e”khu [kjhnk 

    Machine    Dr   100000 

     To    Cash   100000 

(Being Machinery Purchase) 

 

5-4-2010:   2000 Freight, 1000 Wages vkSj 7000Fitting 

Cgarges e”khu ds fy, fn,  

 Machine Dr    10000 
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  To Cash   10000 

(Being Installation Charge Paid for Machinery) 

 

LOAN ls lacaf/kr  ENTRY 

1.fdlh Party ;k Bank ls Loan ysus dh Entry 

 Cash   Dr 

  To Loan from Party / Bank 

2. fdlh Party dks Loan  nsus dh Entry 

 Loan     to   Party    Dr 

  To     Cash  

(Being Loan Given) 

 

DEPOSIT 

fdlh Hkh lLFkk esa tek iSlk tks md fuf”pr vfof/k ds ckn gesa okil feyrk gS ;k 

Condition iqjh gksus ij ¼tSls Telephoe Deposit ds Case esa Telephone 

Connection dVokus dh “krZ iqjh gksus ij ½ okil feyrk gS og Deposit dgykrk gS 

A Deposit dh fuEu Entry gksrh gS A 

1. Telephone Connection ysus ds fy, Airtel esa iSlk tek djk;k  

Telephone Deposit (Airtel)Dr 

 To Cash 

(Being Cash Deposited for Telephone Connection) 
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2. edku ekyhd dks Security ds :Ik esa islk ¼ixM+h½ fn;k   

Security Deposit (Landlord)Dr 

 To Cash 

  (Being Cash Deposited as Security) 

3. Electricity Meter yxokus ds fy, CSEB esa iSlk tek@djk;k  

Electricity Deposit (CSEB) Dr 

 To Cash 

  (Being Cash Deposited for Electricity Meter) 

4. IDBI Bank esa Fixed Deposit djok;k 

   IDBI Fixed Deposit  Dr 

 To Cash 

  (Being Cash Deposited as in Fixed Deposit A/c) 
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BANK Lks Lkacaf/kr ENTRY 

1. Bank Charge/Bank Commission dh Entry 

Bank Charge Dr 

 To Bank 

 (Being Bank Charge/Commission Charged by Bank) 

2. Bank Interest feyus dh Entery 

Bank         Dr 

    To Bank   Interest Res 

  (Being Bank Interest Received From Bank) 

3. fdlh Party ls Cheque feyus dh Entery 

Bank         Dr  10000 

    To  Party  10000 

  (Being Cheque Received Vide Ch.No 001) 

4. Party  ls feyk Cheque Bouns gksus ij  

Party   Dr 10000 

Bank  Charge Dr         50 

 To Bank 10050 

(Being Cheque Issued Vide Ch.No. 001) 

5. fdlh Partydkss Chequensus ij 

Party         Dr  15000 

    To  Bank      15000 

  (Being Cheque Issued Vide Ch.No. 123456) 

6. fdlh Party dks fn;k  Cheque Bouns  gksus ij Entery 

Bank         Dr  15000 

    To  Party  15000 
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  (Being Cheque Received as Return  Vide Ch.No 123456) 

STANDART NARRATION 

1. uxn eky [kjhn us ij 

 (Being Goods Purchased Vide C.M. No……) 

 C.M.= Cash Memo 

2. m/kkj eky [kjhnus ij  

 (Being Goods Purchased Vide Invoice  No or Cr. Memo .No…) 

3. uxn eky T.D. vkSj C.D.ij [kjhnus ij  

(Being Goods Purchased 10% TD & 5% CD Vide C.M.No…) 

4 . m/kkj eky T.D. vkSj C.D. ij [kjhnus ij  

(Being Goods Purchased 10% TD Vide Invoice No… or Cr. Memo  No…) 

5.uxn eky cspus ij  

(Being Goods Sold Vide C.M. No…) 

6 m/kkj eky cspus  ij  

(Being Goods Sold  Vide Invoice No or C.M. Memo  No…) 

7. uxn eky T.D. vkSj C.D. ij cspus ij  

(Being Goods Sold 10% TD & 5% CD Vide C.M. No…) 

8.m/kkj eky T.D. vkSj C.D. ij cspus ij  

(Being Goods Sold 10% TD Vide Invoice No… or Cr. Memo  No…) 

9.fdlh Party ls uxn islk feyus  ij  

(Being Cash Received Vide M.R. No…) 
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M.R.=Mony Receipt 

10.fdlh Party dks uxn iSlk nsus ij 

(Being Cash Paid  Vide M.R. No…) 

11. fdlh  Party ls  Cheque feyus ij  

(Being Cheque Received  Vide M.R. No. Ch No…) 

  12 . fdlhParty ls feyk Cheque Bouns gksus ij  

(Being Cheque Returned Vide Ch No…001012) 

      13.  fdlh Party dks  Cheque nsu ij  

(Being Cheque Issued Vide M.R.No…& Ch.. No.501) 

     14. fdlh Party dks fn;k Cheque Bouns  gksus ij  

 (Being Cheque Received as Return  Vide C.h. No…507) 

15.Purchase Retgksus ij  

(Being Goods Returned   Vide Dr Note  No…) 

  16 . Sale Return  gksus ij 

(Being Goods Received as Return Vide Cr Note No…) 

      17.  O;ikj ds ekfyd }kjk iSlk yxkdj u;  Business  pkyw djus ij  

(Being Business Started With Cash) 

     18.O;ikj ds ekfyd us Business es iSlk yx;k  

 (Being Cash Brought In Business) 

     19 . O;ikj ds ekfyd us Businesslss iSlk fudkyk  

 (Being Cash Withdraw from  Business) 
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     20.Bank es iSlk tek fd;k   

 (Being Cash Deposited  at Bank) 

     21.Bank  ls iSlk fudkykx;k  

 (Being Cash Withdraw From Bank) 

     22.fctyh foy pqdkus ij  

 (Being Electricity Bill of Service No ….. Paid to CSEB for the Mont of April) 

     23.Telephone Bill pqdkus ij  

 (Being Telephonw Bill of Service No ….. Paid to Airtel for the period of 1-04-

2010to 30-04-2011) 

24.Office Expenses  pqdkus ij 

 (Being Cash Paid to …. For Office, ColdDrink,Tea,Vide, C.m. No…..) 

25.fdlh HkhExpenses  dh Payment djus ij 

 (Being Cash Paid to …. For ………Vide C.M.. No…. or M.R. No…) 

26.fdlh HkhIncome  dh Payment feyus ij  

 (Being Cash Received from…for ….. Vide C.M. No. or M.R. No…) 

 

SHARE & DEBENTURE dh ENTRY 

 Share ¼va”k½ [kjhnus dh Entry 

 Share  Dr. 100000 

  To      Cash    100000 

 (Being 10000 Share Purchased 10Rs. Per Share) 
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 Share   Rs. Per Share   Amount 

 10000  10    100000 

 

Debenture¼=.ki=½ [kjhnus dh Entery 

 Debenture   Dr  50000 

  To  Cash     50000 

(Being 5000 Debenture Purchased 10 Rs Per Debenture) 

 Debenture  Rs. Per Debenture  Amount 

 5000   10    50000 

 

NOMINAL A/C 

 

  Expenses¼[kpZ ½Dr  &  Loss ¼gkuh ½Dr 

  Income ¼[kpZ ½ Cr  &  Profit ¼YkkHk ½ Cr 

(1)  Expenses :- tc fdlh A/c ds uke ls iSlk tkrk gS vkSj cnys esa gesa dksbZ oLrq ;k 

Service feyrh gS rks og A/cExpenses dgykrk gS A 

(2) Loss :- tc fdlh A/c ds uke ls islk ;k oLrq tkrh gS ysfdu cnys esa gesa dqN ugha feyrk 

gS rks og Loss dgykrk gS  

(3)  Income :- tc fdlh A/c ds uke ls islk vkrk gS vkSj cnys esa dksbZ oLrq ;k Service nsuk 

iM+rk gS rks og Income dgykrk gS A 

(4) Profit :- tc fdlh A/c ds uke ls islk vkrk gS vkSj cnys esa gesa dksbZ oLrq ;k Service 

ugha nsuk iM+rk gS rks og Profit dgykrk gS A 

(a) 100000 : uxn pksjh gks x, 
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Cash Loss by Theft ¼pksjh ls  gkfu½ 

Loss by Theft Dr 

 To Cash 

(Being Loss by Theft) 

(b) 20000 : Computer vkx ls tydj u’V gks x;k 

Computer Loss by Fire  

Loss by Fire Dr 

 To Computer 

(Being Computer Loss by Fire) 

(c) fdlh vU; dkj.k tsls¼ck<+]Hkqdai½ls laifRr u’V gksus ij 
¼u’V gksus ls gkuh½ 

Cash Loss Destroyed- Assets Name 

Loss by Destroyed Dr 

 To Assets Name 

(Being Assets Destroyed) 

(d)  20000 : dk Computer [kjhnk 

Computer    Dr        2000 

 To    Cash  2000 

(Being Computer Purchased) 

 

(e) 20000 : dk Computer 18000 : esa cspk 

Cash  Computer  Loss on Sales of Computer 

 18000  20000   2000 

 Cash     Dr 18000 

 Loss on Sales of Computer   Dr     2000 
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 To       Computer                                       2000 

(Being Computer Sold) 

 

(f) 20000 : dk Computer 25000 : es cspk 

Cash,  Computer,  Profit on Sale of Computer 

25000  20000   5000 

Cash  Dr   25000 

 To Computer   20000 

 To Profit on Sale of Computer 5000 

(Being Computer Sold) 

 

(g) Goods  [kfjnk uxn 20000 

Purchase    Dr 20000 

 To Cash  20000 

(Being Goods Purchased) 

 

(h) 20000  : dk Goods 25000 : esa cspk  

Cash   Sale 

Cash     Dr  25000 

 To Sale 25000 

(Being Goods Sold) 

Sale = Purchase Cost + Profit 

 = 20000 + 5000 

 = 25000 

¼eky dh foØh ij vyx ls Profit ;k Loss Show ugh djrs gS A Sale Value esa gh Profit tqM+h 

gksrh gS½ 

Note :- fuEu ifjfLFkfr;ksa esa PurchaseCr. gksrk gS A 

1. eky nku esa nsus ij 

Chartity  Dr 

 To  Purchase 
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(Being Goods Given Charity) 

2. eky vkx ls tydj u’V gksus ij 

Loss by Fair Dr 

 To  Purchase 

(Being Goods Destroyed By Fire) 

3. eky O;kikj ds ekfyd }kjk fuft mi;ksx esa ykus ij 

ProprieterDr 

 To  Purchase 

(Being Goods Withdraw for Personal Use) 

4. eky fx¶V ,o lsEiy ds :i es e¶qr esa ckVus ij 

Gift & Sample A/c 

 To  Purchase 

(Being Goods Distributed Gift & Sample) 

5. Goods Given as Salary 

Salary    A/c  Dr 

 To  Purchase A/c 

6. Goods loss by Fire/Theft/Destroyed 

Loss by Fire/Theft/Destroyed  A/c  Dr 

 To  Purchase  A/c 

7. Goods Branch Transfer on Purchase Price 

Branch XYZ    A/c Dr 

 To  Purchase Ac 

(Being Goods Given Charity) 

 

Sale  vkSj Purchase Ret. ds vykok fdlh vU; dkj.k ls eky de gksus ij 

PurchaseA/c Cr djrs gS A vkSj ftl [kkrs ds uke ls eky de gksrk gS mls 

Dr djrs gS A 

CHARITY ls lacaf/kr ENTRY :- 

1. uxn nku nsus ij 

Chartity  Dr 

  To  Cash 
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(Being Cash  Given as  Charity) 

2. psd ls nku  nsus ij 

Charity  Dr 

  To   Bank 

(Being Cheque Issued for Charity ) 

3. eky nku esa nsus ij 

Chartity  Dr 

  To  Purchase 

(Being Goods Given as Charity) 

LIVINGSTOCK Eksa lacaf/kr ENTRY 

1. dqRrk [kfjnk uxn 

Living     Stock  Dr  2000 

  To  Cash  2000 

(Being Dog Purchase) 

2. dqRrk ej x;k  

Loss by living Stock Dr   2000 

  To  living Stock  2000 

(Being Dog Died) 

 

EXPENSES, ADVANCE EXPENSES vksj OUT STANDING EXPENSES  

Lks lacaf/kr ENTRY 

1. Expenses dh Payment djus ij Entry  

Expenses  Dr 

  To Cash  2000 

(Being Expenses Paid ) 

 

2. Advance Expenses  dh Payment djus ij Entry  

Advance Expenses   Dr 

  To Cash  2000 
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(Being Advance Expenses Paid ) 

 

3. Advance Expenses Adjust  djus dh Entry  

Expenses   Dr 

  To Advance Expenses 

(Being Advance Expenses Adjusted) 

 

4. Expenses Due (Outstanding ) gksus ij Entry  

Expenses   Dr 

  To Outstanding Expenses 

(Being Expenses Due) 

5. Outstanding Expenses dh Payment djus ij Entry  

Expenses   Dr 

  To Cash   

(Being Expenses Paid) 

 

EXAMPLE 

1. Salary fn;k uxn 5000 

Salary   Dr.  5000   

  To Cash  5000 

(Being Salary Paid ) 

 

2. Advance Salary  fn;k uxn 5000 

Advance Salary    Dr 5000 

  To Cash  5000 

(Being Advance SalaryPaid) 

 

3. Advance Salary  Adjust fd;k 5000 

Salary   Dr.  5000   

  To Advance Salary 5000 

(Being Advance Salary Adjust) 
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4. Salary nsuk Due (Outstanding) gksus ij  

Salary   Dr.  5000   

  To Outstanding Salary  5000 

(Being Salary Due ) 

5. Outstanding Salary fn;k  

Outstanding Salary   Dr.  5000   

  To Cash 5000 

(Being Outstanding   Paid ) 

 

6. Commission fn;k uxn 6000 

Commission  Dr.  6000   

  To Cash  5000 

(Being Outstanding Paid) 

 

7. Commission fn;k uxn  

Commission  Dr.  6000   

  To Cash  6000 

(Being Commission Paid) 

 

8. Advance Commission  fn;k uxn  6000 

Advance Commission   Dr.  6000   

  To Cash  6000 

(Being Advance Commission Paid) 

 

9.  Rohit dks Due Commission  dk Payment fd;k 6000 

Rohit    Dr.  6000   

  To Cash  6000 

(Being Due Commission Paid) 

 

10. Rohit dks Due Commission  dk Payment fd;k 6000 

Rohit    Dr.  6000   
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  To Cash  6000 

(Being Due Commission Paid) 

 

Due Date esa gh Expenses (Commission Interest, Rent vkfn) dk Payment djus 

ij 

Due  Date  

 Expenses  Dr 

    To Cash 

(Being Expenses  Paid) 

 

Due Date esa Expenses (Commission Interest, Rent vkfn) dk Payment ufga 
djus ij 

Due   Date  Expenses Due gksus dh Entry 

 Expenses   Dr 

    To Party 

(Being Expenses   Due) 

 

Payment Date. Party dhPayment djus dh Entry  

Party  Dr 

 To Cash 

(Being Cash Paid) 

NOTE :-Practical Filed esa gesa”kk igys Expenses Due gksus vkSj fQj  Party dksPayment 

djus dh Entry Pass djrs gS A ;fn Due Date esa gh Expenses dh Payment dj nh tkrh gS A 

rks Hkh igys Expenses Due gksus vkSj fQj Party dks Payment djus dh Entry Pass djxsaA 

EG. 30 - 4 – 2009 dks Agent A,Agent B,Agent C, dks fuEuuqlkj Commission Due 

       Agent A 2000 

       Agent B 3000 

       Agent C 4000 

THEORITICAL ENTRY 
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30-04-2009 :  Commission   Dr. 2000 

   To  Cash  2000 

   (Being Commission Paid)  

 

30-04-2009 :  Commission   Dr. 3000 

   To  Cash  3000 

   (Being Commission Paid) 

 

30-04-2009 :  Commission   Dr. 4000 

   To  Cash  4000 

   (Being Commission Paid) 

PRACTICAL ENTRY 

30-04-2009 :  Commission   Dr. 2000 

   To  A  2000 

   (Being Commission Due) 

  A Dr  2000 

     To   Cash       2000 

(Being Cash Paid) 

 

30-04-2009 :  Commission   Dr. 3000 

   To  B  3000 

   (Being Commission Due) 

  B Dr 3000 

     To   Cash    3000 

 (Being Cash Paid) 

 

30-04-2009 :  Commission   Dr. 4000 

   To  C  4000 

   (Being Commission Due) 

  C        Dr  4000 

     To Cash   4000 
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(Being Cash Paid) 

 

Due Date esa gh  income (Commission, Interest ,Rent) izkIr gksus ij 

  Cash   Dr 

   To Income 

 (Being Income Received) 

Due Date esa gh  income (Commission, Interest ,Rent) izkIr ufga gksus ij 

Due Date Income Charge djus fd Entry 

  Party  Dr 

   To Income 

 (Being Income Charged) 

 

Receipt Date. Party  ls iSlk feyus dh Entry 

 Cash    Dr 

  To   Party 

 (Being Cash Received) 

;fn Due Date esa gh Income izkIr gks tkrh gS rks Hkh  Practical Field esa igys 

Income Charege djus vkSj fQj Party lsa iSlk feyus dh Entry Pass djrs gS A 

DEBIT NOTE & CREDIT NOTE 

Debit Note. 
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 Credit Sale vkSj Party dks iSlk nsus dh Entry ds vykok fdlh vU; dkj.k ls Party dks 

Debit djus ij Party dks Debit fd, tkus dh Lkqpuk nsus ds fy, Debit Note cukdj Hkstrs gS 

A fuEu Entry esa Debit Note cuk, tkrs gS A  

Purchase Return  dh  Entry :-  

  Party  Dr 

  To   Purchase   Ret 

 (Being Goods Returned Vide Debit Note No…) 

Income Charge  djus dh  Entry :-  

  Party  Dr  

  To   Income 

 (Being  Income Charged  Vide Debit Note No…) 

Credit Note 

Credit Purchase vkSj Party ls iSlk feyus ds vyckk fdlh vU; dkj.k ls Party dks 

Credit djus ij Party dks Credit fd, tkus dh lqpuk nsus ds fy, Credit Note cukdj Hkstk 

tkrk gS A fuEu ifjfLFkfr;ks esa Credit Note cuk, tkrs gS A  

Sales Ret  dh  Entry :-  

 Sale   Ret Dr 

  To Party 

(Being Goods Received As Return Vide Credit Note No……) 

Expenses Due  gksus  dh  Entry :-  

 Expenses  Dr 

  To Party 

(Being Expenses Due Vide Credit note No….) 
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TAX Lks lacaf/kr ENTRY 

 Vat 

 Excluding Vat 

1. 20000 : dk eky 4% Vat tksM+dj cspk  

Price   20000 

(+)Vat@4%   800 

 Party  20800 

Party    Dr 20800 

 To Sale   20000 

 To Vat Payable       800 

(Being Goods Sold) 

2. Vat  Challan iVk;k   

Vat Payable  Dr 800 

To Cash   800 

(Being Vat Challan  Paid) 

 Including Vat 

1. 20000 : dk eky 4% Vat tksM+dj cspk A Including Vat ls Entry Pass djsaxsa 

Or 

 20000 : dk eky cspk ftlesa 4% Vat tqMk gqvk gS A 

Price   20000 

(+)Vat@4%   800 

 Sale  20800 

Party    Dr 20800 

 To Sale   20800 

 To Vat Payable       800 

(Being Goods Sold) 
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2. Vat Challan iVk;k  

Vat Payble Dr  800 

To Cash    800 

 (Being Vat Challan Paid) 

Vat=Sale(Including Vat) X Tax Rate 

   100+Tax Rate 

=      20800X4 

 100+4 

= 20800 X 4 

 104 

= 108 

  

 

 

EXCISE DUTY & SALES TAX. 

1. 20000 : dk eky 8% Excise Duty vkSj 4%Vat tksM+dj cspk  

Price    20000 

(+)Excise Duty @ 8% 1600 

(20000 X 8%) 

(+) Vat @ 4%  21600 

(21600 X 4%)  864 

Party     22464 

 

Party  Dr.  22464 

 To  Sale    20000 

 To Excise Duty Payable 1600 



NEAR GOVT. SCHOOL VIP ROAD FUNDHAR RAIPUR                9754118593 

Tally.erp9 

46 

 

NEAR GOVT. SCHOOL VIP ROAD FUNDHAR RAIPUR                9754118593 46 

 

 To Vat  Payable  864 

(Being Goods Sold) 

 

2. Excise Duty Challan iVk;k 

Excise Duty  Payable Dr. 1600 

 To Cash    1600 

        (Being Excise Challan Paid) 

3. Vat Challan iVk;k 

Vat  Payable Dr. 864 

 To Cash   864 

        (Being Vat Challan Paid 

INCOME TAX 

1. Proprietorship Business (,dy O;kikj) :- 

Income Tax, Proprietor dk Personal Expenses ekuk tkrk gS vkSj ;nh Proprietor 

dk Income Tax Business ds iSls ls pqdk;k tkrk gS rks Proprietor }kjk Business ls 

futh [kpZ ds fy, iSlk fudkyus fd fuEu Entry Pass djsaxs A 

 Proprietor  Dr 

  To Cash 

(Being Income Tax Challan Paid for Proprietor) 

2. Partnership Firm & Company (lk>snkjh O;kikj) :- 

Income Tax, Business dk Expenses ekuk tkrk gS A vr% fuEu Entry Pass fd tkfr gS 

 

31-03-2009  Income Tax Due gksusfd Entry  

   Income Tax   Dr. 

    To Income Tax Payable 

(Being Income Tax Due) 

 

01-04-2009  Income Tax Challan  iVkus ij  



NEAR GOVT. SCHOOL VIP ROAD FUNDHAR RAIPUR                9754118593 

Tally.erp9 

47 

 

NEAR GOVT. SCHOOL VIP ROAD FUNDHAR RAIPUR                9754118593 47 

 

   Income Tax Payble  Dr. 

    To Cash 

(Being Income Tax Challan Paid) 

Municipal Tax 

01-03-2009  Municipal  Tax Due  gkus dh Entry 

   Municipal Tax  Dr. 

   Municipal Tax Payble 

  (Being Municipal Tax Due) 

 

01-04-2010  Municipal  Tax Challan   iVk;k   

   Municipal Tax  Payable  Dr. 

    To  Cash 

(Being Municipal Tax Challan Paid) 

STEPS & MANUAL A/C 

1. Journal Entry 

2. Ledger Posting 

3. Trial Balance 

4. Final A/c 

a) Trading A/c 

b) Profit & Loss A/c 

c) Balance Sheet 

 

Question for Final Accounts 
1. Sohan(Prop.) Started Business With Cash 100000 

2.Cash Deposited to SBI 50000 

3.Goods Purchased with Cash  10000 
4.Goods Purchased from Rohit 20000 

5. Goods Sold in Cash 30000 
6.Goods Sold to Rahul 40000 



NEAR GOVT. SCHOOL VIP ROAD FUNDHAR RAIPUR                9754118593 

Tally.erp9 

48 

 

NEAR GOVT. SCHOOL VIP ROAD FUNDHAR RAIPUR                9754118593 48 

 

7.Telephone Bill Paid by Cheque 1000 
8.Electricity Bill Paid 2000 

9.Commission Received 3000 
10.Interest Received 4000 

 

 

JOURNAL ENTRY 

Date PARTICULAR  L.F. Dr.Amt. Cr.Amt 

1.4.2009 Cash Dr  100000  

 To Sohan (Prop)    100000 

 (Being Business Started With 
Cash) 

    

      

 SBI Dr  50000  

 To Cash    50000 

 (Being Cash Deposited at 
Bank) 

    

      

2.4.2009 Purchase A/c  Dr  10000  

 To Cash    10000 

 (Being Goods Purchased)     

      

 Purchase A/c Dr  20000  

 To Rohit    20000 

 (Being Goods Purchased)     

      

3.4.2009 Cash Dr  30000  

 To Sales    30000 

 (Being Goods Sold)     
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 Rahul Dr  40000  

 To Sales    40000 

 (Being Goods Sold)     

      

      

4.4.2009 Telephone Exp. Dr  1000  

 To SBI    1000 

 (Being Telephone Bill Paid)     

      

 Electricity Exp. Dr  2000  

 To Cash    2000 

 (Being Electricity Bill Paid)     

      

5.4.2009 Cash Dr  3000  

 To Commission Rec.    3000 

 (Being Commission Received)     

      

 Cash Dr  4000  

 To Interest Rec.    4000 

 Being Interest Received     

 

LEDGER POSTING 
CASH A/C 

DATE Particular J.F. Dr. Amt Cr Amt Dr or Cr Balance 
1.4.2009 To Sohan (Prop)  100000    

1.4.2009 By SBI   50000   

2.4.2009 By Purchase   10000   
3.4.2009 To Sale  30000    
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4.4.2009 By Electricity Exp.   2000   
5.4.2009 To Commission 

Rec. 
 

3000    
5.4.2009 To Interest Rec  4000    

   13700 62000 Dr 75000 
       

Sohan (Prop) 

Date Particular J.F. Dr Amt Cr Amt Dr or Cr  Balance 
1.4.2009 By Cash   10000   

       
    10000 Cr 100000 

       

SBI 
Date Particular J.F. Dr Amt Cr Amt Dr or Cr  Balance 

1.4.2009 To Cash  50000    
4.4.2009 By Telephone Exp.   1000   

       
   50000 1000 Dr 49000 

       

Purchase 
Date Particular J.F. Dr Amt Cr Amt Dr or Cr  Balance 

2.4.2009 To Cash  10000    
2.4.2009 To Rohit  20000    

       

       
Rohit 

Date Particular J.F. Dr Amt Cr Amt Dr or Cr  Balance 
2.4.2009 By Purchase   20000   

       
    20000 Cr 20000 

       

Sale 
Date Particular J.F. Dr Amt Cr Amt Dr or Cr  Balance 

3.4.2009 By Cash   30000   
3.4.2009 By Rahul   40000   
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    70000 Cr 70000 
       

Rahul 
Date Particular J.F. Dr Amt Cr Amt Dr or Cr  Balance 

3.4.2009 To Sale  40000    

       
   40000 Dr  40000 

       
Telephone Exp 

Date Particular J.F. Dr Amt Cr Amt Dr or Cr  Balance 

4.4.2009 To SBI  1000    
       

   1000  Dr 1000 
       

Electricity Exp 
Date Particular J.F. Dr Amt Cr Amt Dr or Cr  Balance 

4.4.2009 To Cash  2000    

       
   2000  Dr 2000 

       
Commission Rec 

Date Particular J.F. Dr Amt Cr Amt Dr or Cr  Balance 

5.4.2009 By Cash   3000   
       

    3000 Cr 3000 
       

Interest Rec 
Date Particular J.F. Dr Amt Cr Amt Dr or Cr  Balance 

5.4.2009 By Cash   4000   

       
       

    4000 Cr 4000 
   30000   30000 

       

       
Rohit 
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Date Particular J.F. Dr Amt Cr Amt Dr or Cr  Balance 
2.4.2009 By Purchase   20000   

       
    20000 Cr 20000 

       

Sale 
Date Particular J.F. Dr Amt Cr Amt Dr or Cr  Balance 

3.4.2009 By Cash   30000   
3.4.2009 By Rahul   40000   

       

    70000 Cr 70000 
       

Rahul 
Date Particular J.F. Dr Amt Cr Amt Dr or Cr  Balance 

3.4.2009 To Sale  40000    
       

   40000 Dr  40000 

       
Telephone Exp 

Date Particular J.F. Dr Amt Cr Amt Dr or Cr  Balance 
4.4.2009 To SBI  1000    

       

   1000  Dr 1000 
       

Electricity Exp 
Date Particular J.F. Dr Amt Cr Amt Dr or Cr  Balance 

4.4.2009 To Cash  2000    
       

   2000  Dr 2000 

       
Commission Rec 

Date Particular J.F. Dr Amt Cr Amt Dr or Cr  Balance 
5.4.2009 By Cash   3000   

       

    3000 Cr 3000 
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Interest Rec 
Date Particular J.F. Dr Amt Cr Amt Dr or Cr  Balance 

5.4.2009 By Cash   4000   
       

       

    4000 Cr 4000 
       

       

 

 

TRIAL BALANCE 
Particular L.F. Dr. Balance Cr.Balance 

Cash  75000  

Sohan (Prop)   100000 
SBI  49000  

Purchase  30000  
Rohit   20000 

Sales   70000 
Rahul  40000  

Telephone Exp  1000  

Electricity Exp.  2000  
Commission Rec   3000 

Interest Rec   4000 
    

  197000 197000 

 

Direct Exp   Direct Income 
TRADING A/C 

Dr   Cr 

Particular Amount Particular Amount 
To Opening Stock  By Sales 70000  

To Purchase 30000  (-) Sales Return 70000 
(-) Purchase Ret 30000 Income (Direct)  
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Expenses (Direct)  By Closing Stock  
To Wages  By Gross Loss (if 

Any) 
 

To Carriage Inward    

To Excise Duty    
To Sales Tax    

To Factory Exp.    

To Gross Profit 40000   
 70000  70000 

 

PROFIT & LOSS A/C 

Dr   Cr 
Particular Amount Particular Amou

nt 
To Gross Loss(if Any)  By Gross Profit 40000 

Expenses (Indirect)  Income (Indirect)  
To Carriage Outward  By Interest Rec. 4000 

To Telephone Exp 1000 By Commission Rec. 3000 

To Electricity Exp 2000 By Discount Rec  
To Printing & Stationery  By Rent Rec  

To Commission Paid  By Profit on Sale of Assets  
To Interest Paid  By all Income & Profit  

To Rent Paid  By Net Loss (In Any)  
To Charity    

To  Bad Debts    

To  Depreciation    
To Income Tax (only Company)    

To Loss By Fire    
To Loss By Theft    

To Net Profit 44000   

    
 47000  47000 
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BALANCE SHEET 
Liability Amount Assets Amount 

Capital (Only in Proprietorship  Fixed Assets  
Business  Machine  

Sohan (Prop)100000  Car  

(+)Net Profit 44000  Computer  
(-) Net Loss 144000 Furniture  

  Land & Building  
Share & Debenture (Only Company)    

Equlity Share Capital  Investment  

Preference Share Capital  Share of Reliance India Pvt.Ltd.  
  Debenture of Tata Infotech Pvt Ltd  

Reserve & Surplus    
General Reserve  Current Assets 75000 

Capital Reserve  Cash in Hand  
Profit & Loss A/c  Closing Stock  

Net Profit (Only Company)  Living Stock  

Loan From SBI    
ICICI(Cash Credit A/c)  Bank A/c  

UCO Bank  SBI(Current A/c)  
Secured Loan    

Loan from Sohan  Loan & Advance  

Loan from Mohan  Loan to Niphil Ent.  
Debenture (Only Company)  Advance Salary  

  Advance Rent  
Unsecured Loan    

Loan from Meenu  Deposit  
Loan from Sahil  Telephone Deposit (BSNL) A/c  

  Electricity Deposit(CSEB) A/c  

Current Liabilities  Security Deposit A/c  
Duties & Taxes  IDBI Fixed Deposit A/c  

Income Tax Payable    
Sale Tax Payable  Sundry Debtor  

Municipal Tax Payable  Rahul 40000 

Excise Duty Payable  Sunil  
  Anil  
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Sundry Creditor  (Only Company)  
Rohit 20000 Misc Expenses  

Sonu  Discount on Issue of Share &Depenture  
Monu  Profit & Loss A/c(Net Loss)  

    

Provision    
Outstanding Salary    

Outstanding Rent    
Outstanding Telephone Bill    

 164000   
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NOTE :- Company cukusCompany dk Form ns[kus ¼vFkkZr Company dk uke Addres 

vkfn ns[kus ds fy,½rFkk lq/kkjus ds fy, rFkk Company dks Delete djus ds fy,  

 Getway of Tally – Company Information 

1. Select Tally esa igys ls cuh gqbZ Company esa ls fdlh ,d Company 

dks Select djds Entry  
  djus ds fy,  

2. Creat ,d ubZ Company Ckuk ldrs gS A  

3. Display Select dh gqbZ Company dk Form uke Address vknh ns[kus ds 

fy, A 

4. Alter Select dh gqbZ Compay ds Form esa Name Adress vknh ns[kus 
ds fy, vkSj 

  Changedjus ds fy,  

a) fdlh Company dks Delete djus ds fy, mls Company Information 

ls Select djs F1 ls okil Company Information esa vkdj Alter ls 

ml Company dk Form [kksydj Alt +DPrss djrs gS A mlds ckn 

Enter Press djds N press djus ij Company Delete gks tk,xh A 

b) Getway of Tally lsCompany Info esa okil vkus ds fy, F1 Press djrs 

gS A 

NOTE : - A/c cukus]A/c dk uke] Group,Openning Balance ns[kus vkSj Change 

djus ds fy, rFkk A/cDelete djus ds fy, :- Getway of Tally – A/c Information - 

Ledger 

1. Creat ;gak ls A/c cuk ldrs gS A 

2. Display ;gka ls cuk, A/c dk Name,Group,Opening Balance ns[k ldrs gS A 

3. Alter ;gka ls cuk, gq, A/c dk uke Group,Opening Balance ns[k ldrs gS 

vkSj Change Hkh dj  

ldrs gS  rFkk Alt+D Press djds [kkrs dks Delete Hkh dj ldrs gS A  
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GROUP 

1. BANK A/C  :-ftl Bank esa gekjk Curent A/c gksrk gS ml Bank dk A/c bl 

Group esa vkrk gS  

E.g.  S.B.I (C.A.),C.B.I.(C.A.) 

*C.A. = Current A/c 

2. BANK OCC A/C :- ftl Bank esa gekjk Cash CreditA/c ;k Overdraft A/c gksrk 

gS ml Bank dk A/c 

bZl Gropu esa vkrk gS A   

E.g. ICICI (C.C.),UCO Bank(O.D.) 

*C.C. = Cash Credit A/c 

   O.D.= Overdraft    A/c 

      3 . BRANCH / DIVISION :- gekus Business dh nwljh Branch dk A/c bl Group esa vk,xk  

E.g. Appolo Battery,Bhilai Appolo Battery,Durg 

Appola Battery. 

4. CAPITAL A/ :-   C;kikj ds ekfyd dkA/c Business Partner dk A/c Share 

Holdrs dk A/c bl  

Group ds vUrxZr vkrk gS A 

      5. CASH IN HAND :- bl Group ds vUrXkZr Tally esa Cash dk A/c igys ls gh cuk 

jgrk gS vr% gesa Cash 

dk A/c  cukus fd vko”;drk ugh gksrh A 

6.CURRENT LIABILITIES :- ,Lkh Liability tks Business ds izfrfnu dsTransaction ls 

izHkkfor gksrh gS og  

 Current liability dgykrh gS A 

    E.g. Duty & Taxes, Sundry Creditors, Provision. 
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7. CURRENT ASSETS :-,lh laifRr;k ftu ij O;kikj ds izfrnhu dk Transaction dk 

izHkko iM+rk gS ftudk Balance vLFkkbZ gksrk gS og Current Assets dgykrh gS A 

E.g. Bank A/c Cash in Hand ,Stock in Hand,Sundry 

Debtors,Deposit (assets)Loand & Advance 

8. DEPOSIT ASSETS  :-fdlh Hkh laLFkk es tek iSlk tks ,d fuf”pr vof/k ds ckn gesa okil 

feyrk gS¼tsLks Bank esa Fixed Deposit esa tek iSlk½ ;g Condition iqjh gksus ij okil feyrk 

¼Telephone Deposit esa Telephone Connection dVokus ij okil feyrk gS½ Deposit  

dgykrk gS A ,sls tek isls ds fy, [kksys x, A/c dk Group Depositdgykrk gS AE.g. 

Telephone Deposit BSNL) Electricity Depost  

(CSEB))Security Deposit (Landlord)IDBI Fixed Deposit A/c 

9.DUTIES & TAXES  :- O;oklk; ds lHkh Tax tks bl Group esa Payable gS og bl 

Group esa vkrs gSA  

AE.g. Sales Tax Payable,Excise Duty Payable,Municipal Tax  

Payable,Income Tax Payable. 

10.EXPENSES (DIRECT) eky dh [kjhnh vkSj mRiknu ls lacf/kr [kpZ Expenses Direct 

dgykrs gS A bl [kkrs dk Balance Trading A/c esa Dr Side esa vkrk gS A nqljs “kCnks esa Trading 

A/c esa Dr Side esa vkus okys [kpksa dk Group Expenses Direct gksxk A  

E.g. Wages Carriage Inward, Factory Exp.,Sale Tax,Excise Duty. 

11.EXPENSES (INDIRECT):- eky dh fcØh ,oa lapkyu ls lcaf/kr [kpZ Expenses Indirect 

dgykrs gS A ;s [kpZ Profit & Loss A/c Dr. Side esa vkrs gS A nqljs “kCnksa esa Profit & Loss A/c 

ds Dr. Side esa vkus okys [kpksa dk Group Indirect Expensesgksxk  

E.g. Wagesh Carriage Inward,Factory Exp.,Sale Tax,Excise Duty ;s ikap dks NksM+dj 

okfd lHkh Expenses Indirect Group ds vk,xs A 

lHkh Loss ds A/c ¼Loss by Fire,Loss by Destroyed,Loss by Theft,Loss on Sale of 

Assets Expenses IndirectGroup esa vk,xs½ 
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12. FIXED ASSETS :- ,fl laifRRk;k ftu ij fnu izfrfnu ds Business Tranaction dk izHkko 

ugha iM+rk gS   ftudk Balance LFkkbZ gksrs gS A ftudk iz;ksx yacs le; rd LFkkbZ :Ik ls djrs gS 

Fixed Assets dgykrs gS A 

E.g. Machine,Land,Building,Car,Computer,Living Stock. 

 

13.INCOME(Revenue) or Income (Indirect) :-O;olk; ds lHkh Side Income tks Profit & 

Loss A/c ds Cr Side esa vkrh gS Income (Revenue)dgykrh gS A  

E.g. Commission Rec.Rent Rec,Discount Rec,Interest Rec. 

lHkh Profitds A/c (profit on Sale of Assets & Profit on Sale of Investment ) 

Income (Revenue) Group  es vkrs gS A 

14.INVESTMENT :-fdlh Company ds [kjhns x, Share & Debenture ds fy, [kksys x, 

A/c dk group Investment gksrk gS A 

E.g. Share of Reliance India Pvt.Ltd. Debenture of Tata info. Pvt. Ltd,Lic   Mutual  

Fund. 

15.LOANS & ADVANCE(Assets):-fdlh Party dks fn, x, Loan dk A/c vkSj Advance 

Expenses dk A/c bl Group esa vkrk gS A 

E.g.Loan To Rahit,Advance Salary,Advance Rent. 

16.LOANS LIABILITY  :-Bank OCC + Secured Loan + Unsecured Loan 

17.MISC.EXPENSES:-Preliminary Expenses,Discount of Share & Debenture dk A/c 

dk Group blesa vkrk gS A 

18.PROVISION :-O;olk; ds lfHk Outstanding Expenses bl Group esa vkrs gS A 

E.g. Ot Standing Salary, Outstanding Telephone Bill,Outstanding Electricity   

Bill,Outstanding Preliminary Exp. 

19.PURCHASE A/C:-Purchase vkSj Purchase Return dk A/cbZl Group esa vkrk gS A A 
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20.RESERVE & SURPLUS:-O;olk; ds lHkh Fund vkSj Fund & Resereddk A/c bl Group 
esa vkrk gS A  

E.g. General Reserve,Capital Teserve,Pansion 

Fund,Compensation Fund 

21.SALE A/C :-Sale vkSj Sale Return dkA/c bl Group esa vkrk gS A  

22. SECURD LOANS :-fdlh Party ;k Bank ls dksbZ laifRRk fxjoh j[kdj fy;k x;k Loan dk 

A/c Secured Loan esa vkrkgS A 

E.g. Loan From Monu,Loan From SBI 

Note :- Bank ls fy;k x;k Loan ges”kk Secured Loans ekuk tkrk gS A 

23.STOCK IN HAND :-Business ds fcuk fcds gq, eky ds fy,  Stock in hand dk A/c [kksyrs 

gS ftldk  

Group Stock In hand gksrk gS A 

24.SUNDRY CREDITOR :-fdlh Party ls ge m/kkj eky ;k laifRRk [kjhnrs gS ;k m/kkj Service 

ysrs gS rks ml Party dk Group  Sundry Creditor gksrk gS A  

25.SUNDRY DEBTOR :-fdlh Party dks ge m/kkj eky ;k laifRRk csprs gS  ;k m/kkj Service 

nsrs gS rks ml Party dk Group  Sundry Debtor gksrk gS A  

26.UNSECURED LOANS :-ftl Party ls fcuk laifRRk fxjoh j[ks Loan ysrs gS bldk A/c bl 

Group esa vkrk gSA  

NOTE :- Voucher Entry dk [kyh Funcation Key Hkjus ds fy, loZizFke fuEu 4 [kkrs cukrs gSA 

LEDGER GROUP 

1.Purchase A/c Sale A/c 

2.Sale A/c Sale A/c 

3.Bank A/c Bank A/c 
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QUESTION 

1. Sohan (Prop) 

Capital A/c  

2. Commission Paid 

Expenses (Indirect) 

3. Interest Rec 

Income (Revenue) 

4. Rahul ls m/kkj Computer [kfjnk 

Rahul Sundry Creditor 

Computer - Fixed Assets 

5. Rohanls m/kkj eky [kjhnk 

Rohan – Sundry Creditor 

Purchase – Purchase  

6. Sumeet dks Loan fn;k 

Loan & Advance 

7. Salary 

Expenses Indirect 

8. Outstanding Salary 

Provision 

9. Advance Salary 

Loan & Advance 

10. Sonu dks m/kkj eky cspk  

Sonu-Sundry Debtor 

4.fdlh ,fl Party dk A/c ftldk Group Sundry Creditor gksxk 
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Sale – Sale A/c  

11. Monu dks m/kkj Computer cSpk 

Monu Sundry Debtor 

Computer Fixed Assets 

12. CBI ls Loanfy;k(Bank O.C.C. Condition) 

Bank OCC A/c 

13. SBI Current A/c 

Bank A/c 

14. IDBI Fixed Deposit A/c 

Deposit Assets 

15. Share of Microsoft 

Investment 

16. Meena ls fxjoh j[k dj Loan fy;k 

Secured Loan 

17. Seema ls fcuk fxjoh j[ks Loan fy;k 

Unsecured loan 

18. edky ekfyd dks ixM+j fn;k 

Deposit Assets 

19.  ICICI(Cash Credit A/c) 

Bank OCC A/c 

20. Telephone Connection ds fy,  BSNL esa iSlk tek dj;k  

Deposit Assets 

21. Excise Battery tks gekjh Branch gS mlls iSlk feyk  

Branc /Division 

 

FUNCATION KEY 

dkSu lh Entery dkSu ls Funcation Key esa djrh gS A 

a)  F4 (Contra) 
1) Bankesa iSlk tek (Deposit)djus dh Entry 



NEAR GOVT. SCHOOL VIP ROAD FUNDHAR RAIPUR                9754118593 

Tally.erp9 

64 

 

NEAR GOVT. SCHOOL VIP ROAD FUNDHAR RAIPUR                9754118593 64 

 

Bank  Dr 

 To Cash 

2) Bankesa iSlk fudkyus  (Withdraw) dh Entry 

Cash  Dr 

 To Bank 

3) ,d Bank ls nqljs Bank  esa (Cheque)ls iSlk Transfer djus  dh Entry 

CBI  Dr 

 To SBI 

dsoy ;gh Entery Contra Entry gksrh gS tks F4 esa tkrh gS A 

b) F2 (Date) 

F2dh lgk;rk ls Date Change dj ldrs gS A 

 

c) F5 (Payment) 

ftl Entry esa Cash ;k BankCredit gksrk gS (ContraEntry dks 

NksM+dj) og Entry F5 esa tkfr gS A 

1) Purchase  Dr 

 To Cash 

2) Ram  Dr 

 To Bank 

3) Commission  Dr 

 To Cash 

d) F6 (Receipt) 

ftl Entry esa Cash ;k Bank Debit gksrk gS (contra Entry dks NksM+dj) og Entry F6 

esa tkfr gS A 

1)Bank  Dr 

 To Suresh 
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2) Cash  Dr 

 To Sale 

3) Cash  Dr 

 To Sale 

e)F8 (Sale) 

fdlh ,d Partydksm/kkj eky cspus dh  Entry F8esa tk,xh  

Party  Dr 

 To Sale 

f) F9 (Purchase) 

fdlh ,d Party ls m/kkj eky [kjhnus fd Entry F9 esa tk,xh 

Purchase   Dr 

 To Party 

G)F7 (Journal) 

ftl Entry esa Cash,Bank,Sale,Purchase ughs gksrk gS og Entry F7(journal)esa 

tkfr gS  

1) Rahul  Dr 

 To Computer 

2) 

Computer   Dr 

 To Rahul 

3) 

Salary   Dr 

 To Out Staanding Salary 
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viokn%& ftl Entry esa Cash, Bank ugh gksrk gS] ;fn ml Entry esa ,d ls vf/kd 

vkids [kkrs Debit ;k Credit gksrs gS rks og Entry Hkh F7(Journal) esa tk,xk Hkys gh 

og Sale vkSj Purchase dh Entry D;ksa u gks A 

E.g. ,d ls vf/kd Party ls m/kkj eky [kfjnus dh Entry 

Purchase Dr.  30000 

 To Mohan  10000 

 To Sohan  10000 

 To Gopal  10000 

(Being Goods Purchase Vide Bill N. 101, 201, 301) 

E.g. ,d ls vf/kd Party dks eky cspus dh Entry 

Seeta  Dr.  20000 

Geeta Dr.  20000 

Reeta Dr.  20000 

 To Sale   600000 

(Being Goods Sold Vide Bill No. 201, 202, 203) 

viokn %& ftl Entry esa Purchase Credit gksrk gSA og Entry Hkh F7 (Journal) esa 
tkrh gSA 

(1) Loss by Fire Dr. 100 

  To Purchase   100 

(2) Charity   Dr. 500 

To Purchase   500 

    viokn %&;fn pkgs rks F8 Sale vkSSj F9 Purchase dh Entry F7 Journal esa Hkh dj 

ldrs gS ysfdu mu Entry dks F8 Sale vkSj F9 Purchase esa gh djus pkfg,A 

(H) F10 (Memorandom) 

 F4 ls F9 rd dh lkjh Entry F10 esa dh tkrh gSAysfdu og fdlh Hkh Account esa Effect 

ugh Mkysxh flQZ ;kn ;k memorized j[kus ds dke vk,xhA 

 Combine Entry esa ;fn Cash Credit gS vkSj mlds lkFk ,d ls vf/kd [kkrs credit ;k 

debit gS rks og entry Hkh F5 esa tk,xhA 
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1) Telephone Exp. Dr. 1000  

Electricity Exp. Dr.  1000 

 To Cash   2000 

2) Computer   Dr. 1200 

To Cash    600 

To Rahul    600 

 Combine entry esa Cash ;k bankdebit gksrk gSA mlds lkFk ,d ls vf/kd [kkrs debit 

;k credit gksrs gS rks og entry Hkh F6 esa tk,xhA 

1) Cash  Dr.   1000 

Rahul  Dr.   1000 

To Sale   2000 

2) Cash Dr.   500 

To Commission Rec.  300 

To Iterest Rec.   200 

 

 

(SHORTCUT KEYS) 

1. ALT +C (Alter+C) VoucherEntry djrs le; Debit ;k Credit ds lkeus Cursor gksus 

ij Alt+C Press djus ij Ledger Creation esa igqapdj u;k Ledger [kkrk rS;kj dj 

ldrs gSA 

Debit ;k Credit ds lkeus dh txg dks NksM+djCursor ij Tally 4.5 esa dgha Hkh gksus ij 

Alt+C Press djus ij Advance Calculator esa igqapdj Calculation fd;k tk ldrk gSA 

2. CTRL+R (Control+R) 

Voucher Entry djrs le; fiNyh Entry dk Account vkSj Narration okil ykus ds 

fy, Ctrl+R dk iz;ksx dj ldrs gSA ftl Function Key esa Entry dj jgs gksaxs dsoy 

mlh Function Key dh fiNyh Entry dk Narration vkSj Account esa okil vk,xkA 

vFkkZr~ F5 dh Entry esa F5 dh fiNyh Entry vkSj Account dk Narration okil 

vk,xkA blh izdkj vU; Function Key esa Entry djus ij mudh fiNyh Entry dk 

Narration vkSj Account okil vk,xkA 
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3. CTRL+A (Control + A)  

Company, Account Entry cukrs ,ao lq/kkjrs le;] tSlk Screen ij fn[k jgk gS oSlh 

gh fLFkfr esa Save djus ds fy, Ctrl+A dk iz;ksx fd;k tk ldrk gSA vFkkZr~ ftruk 

Matter fy[kuk gS ;k Change djuk gS mruk Matter fy[kdj ;k Change djds 

Ctrl+A press djus ijSave gks tkrk gSA 

NOTE:- Voucher Entry djrs le; Page Up djds fiNyhEntrydks ns[k ldrs gSAPage 

Downdjds vkxs okyh entry ns[k ldrs gSAPage Up, Page Downls dsoy ,d gh Date ds 

Entrydks ns[k ldrs gSA;fn nwljs Date dh Entry dks ns[kuk gS rks BlankVoucher ykdj F2 ls 

Date Setdjds Page Up djds Enter Press djus ij ml Date dh fiNyh Entry dks ns[k ldrs 

gSA 

1. Credit Purchase  

Date   Party    Amount  Bill No. 

01-04-2008  Sonu   10000   101 

    Monu   20000   102 

    Ramu   30000   103  

    Raju   15000   104 

    Taniya  25000   105 

 

2. Credit Sale 

Date    Party    Amount  Bill No. 

02-04-2008  Ram   5000   201 

    Shyam  6000   202 

    Hari   7000   203 

    Geeta   3000   204 

    Ganegh  5000   205 

Note :- Cash, Bank fdlh vU; Ledger (Sale,Purchase, Expenses, Income, 

Party ds [kkrs)dh Entry ,ao Balance ns[kus ,ao lq/kkjus ds fy, 

Gateway of Tally→Display→Account Book→ 

 

1. Cash Book :- ;agk ls Cash dk Balance Entry nsa[k o lq/kkj ldrs gSA 
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2. Bank Book :-  ;agk ls Bank dh Entry ,ao Balance dks ns[kk o lq/kkjk 

tk ldrk gSA 

3. Ledger :- fdlh vU; [kkrs (Sale, Purchase, Expenses, Income, 

Party ds [kkrks )dh Entry ,ao Balance ns[k o lq/kkj fd;k tk ldrk gSA 

4. Group Summary:-;agk ls fdlh ,d Group ds lHkh [kkrks dh Entry ,d lkFk 

ns[k ldrs gSA mnkgj.k%& fdlh eghus dh lHkh Entry ,d lkFk ns[kuk gks rks 

Group Summary esa vkdj ExpensesIndirect dks Select djds Enter Press 

djds ml eghus esa tkdj Enter Press djus ij lHkh [kpkZs dh Entry ,d lkFk 

ns[k ldrs gSA 

5. Sale Register:- ;agk ls m/kkj Sale d Entry dks ns[k ldrs gSA tks F8 

Function Key esa djrs gSA uxn ,ao m/kkjh nksuks izdkj ds Sale dh Entry ns[kus 

ds fy,Ledger ls SaleAccount dks Select djus ij uxn ,ao m/kkj Sale fn[kus 

yxsxkA ;agk ij Alt+F1 Press djus ij Sale dh lHkh Entry 2 Parts esa Devide 
gks tkrh gSA 

a) Receipt Register 

b) Sale Register 

i) Receipt Register esa Enter ekjus ij uxn Sale dh Entry fn[ksxh 

ii) SaleRegister esa Enter ekjus ij m/kkjh Sale dh Entry fn[ksxh 

6. Purchase Register :- ;gka ls m/kkj Purchase dh Entry ns[k ldrs gS tks F9 

esa djrs gS A uxn ,oa m/kkjh nksuksa izdkj dh Purchase Entry ns[kus ds fy, 

Ledger ls Purchsase dk [kkrk [kksyrs gS A ;gka ls uxn ,o m/kkjh nksuks dh 

Entry fn[kus yxrh gS A ;gka ij Alt+F1Press djus ij Purchase dh lHkh 

Entry 2Part Divide gks tkrh gS A  

i) Payment Register 

ii) Purchashe Register 

 

Payment Register esaEnter ekjus ij uxn Purchase dh Entry fn[ksxh 
A 

Pruchase Register esa Enter ekjus ij m/kkjh Purchse dh Enter 
fn[ksxh A 

7. Journal Register ;gka ls Jounal Enter ns[k ldrs gS tks f7 Function Key esa 
gksrh gS  
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NOTE 2.  Lkkjs [kkrksa dk Balance ,d lkFk ns[kus ds fy, :-  

 Geteway Of Tally – Display – Trial Balance 

 ;gka vkdjAlt+F1Press djds lkjs [kkrks dk Balanc ,d lkFk ns[k ldrs gS 

A 

NOTE 3. Balance Sheet  ,oaProfit & Loss A/c ns[kus ds fy, A 

 Geteway Of Tally – Balance Sheet 

 ;gka vkdjF3Press djus ij Profit & Loss A/c  ns[k ldrs gS 

NOTE 4. fdlh  Data dh lHkh Funcation Key fd lkjh Entery ,d lkFk nss[kus 

ds fy, A 

 Geteway Of Tally – Display-- Day Book 

 ;gka vkdjF2Press djus ij Set fd, x, Date dh lkjh Entry ns[k ldrs 

gSA ;fn lky Hkj dh Entry ns[kuk gS rks F2 ls 1.4…. ls 31.3…. dh 

DateRange Set djssaxsa A 

 

*ALT+I(Alter+I)  Cash Book,Bank Book,Ledger ls Entry ns[krs 

le; Alt+I Press djds Direct Voucher Creation esa igqapdj ,d ubZ 

Entrypass dj ldrs gS A 

 

*ALT +D (Alter+D) Cash Book,Bank Book,Ledger esa Entry ns[krs 

le; ;nh fdlh Entry dks Delete djuk gks rks mls Select djds Alt+D Press 

djus ij og Delete gks tkrh gS A  

NOTE  

1. Debtor List ns[kus ds fy, 

Geteway of Tally – Balance Sheet – Current Assets – Sundry 

Debtor 

;gka ls Debtor dk uke vkSj mudk Balance ns[k ldrs gS A Alt + P Press 

djds Printout fudky ldrs gS A 

2. Creditor List fudkyus ds fy,  

Geteway of Tally – Balance Sheet – Current Liabilities – Sundry 

Creditors ;gka ls Creditor dk uke ns[k ldrs gS A Alt + Pdjds Print 

Out fudky ldrs gS A 
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3. Daily Balance ns[kus ds fy, 

Geteway of Tally - Display – A/c Book –Ledger ;gka ls fdlh Hkh A/c 

dks Select djds mlds vanj tkdj fdlh Hkh ekg dh Entry [kksydj F5 

Press djds Daily Balance ns[k ldrs gS A 

 

CLOSING STOCK dh ENTRYdjus fd fof/k 

1. Getway of Tally-A/c Information-Ledger-Create 

;gka vkdj Stock – in –hand dk [kkrk cuk,axs ftldk Group Stock inOpening 

Balance esa fy[ksxsa  

2.  izR;sd ekg ds Closing Stock dh Entry djus ds fy,  

Gateway of Tally – A/c Information –Leadger – Alter 

;gka vkdj Stock in Hand dk [kkrk Select djds izR;sd ekg esa Closing stock dh 

Entery dj ldrs gS A  

3. Profit & Loss A/c esa tkdj Opening Stock vkSj Closing Stock ns[k ldrs gS A 

Profit & Loss A/cAlteration) esa igqapdj Closing Stock Change Hkh dj ldrs gS A 

4.  

PRINT OUT  fudky us fof/k 

ftl Hkh Report dk Printout fudkyuk gS mls Screen ij mlh fof/k ls ysdj vk,xsa 

ftl fof/k ls ns[kus ds fy, Screen ij ykrs gS A mlds ckn Alt +P press djds Enter 

Press djus ij Printout fudy tkrk gS A 

1. Cash Book,Bank Book,Ledger dh Printout fudyrs le;Alt+P Press djus ds 

ckn fuEu Setting djsxsa A 

F9 ls Normal Format djsxsa A With Narration vkSj With Full detail¼;g dsoy 

Ledger ds Case esfn[ksxk½Yes djsxs A mlds ckn Enter Press djds Printout 
fudkysxsa A 

2. Trial Balance,Balance Sheet vkSj Profit & Loss A/c fudkyrs le; Alt+P 

Press djus ds ckn F9 ls Quick Format Set djds Enter Press djsxsa A 
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fdlh COMPANY ds lkjs [kkrks dk PRINT OUT fudky us fd 

fof/k 

Getway of Tally – Printing /Export - A/c Book – Ledger 

1. ONE A/C ;gka ls fdlh ,d  A/c dk Printout F2 ls Date Set djds fudky 

ldrs gS A 

2. GROUP OF A/C ;gka ls fdlh Company ds Group ds lHkh [kkrks dk 

Printout F2 ls Date Set djds fudky ldrs gS A 

3. All A/c ;gka ls  fdlh Company ds lHkh Group ds lHkh [kkrks dk Printout 

F2 ls Date Set djds fudky ldrs gS A 

mijksDr lHkh esa Printout fudkyrs le; f2 ls Date Set djus ds ckn F3 ls 

With Narration vkSj With Fult Detail Option,Yes dj nsxs A 

 

 

 

fofHkUUk [kkrks ds DEBIT & CREDIT BALANCE  dk egR; ,oa vFkZ 

1. Purchase,Expenses,Assets,Cash A/c,Bank A/c (ftldk Group Bank 

gks) dk ges”kk Dr Balance pkfg, A Expenses ds Dr.Balance dk eryc gS 

mrus [kpZ gq, Assets ds Dr. Balance dk eyrc ls mrus Assets gS 

CashvkSj Bank ds Dr Balance dk eryc gS fd mrus Amount dk Cash 

vkSj Bank Balance gS A 

2. Income,Sale,Liability dk ges”kk Cr.Balance gksuk Pkkfg, A Income ds 

Cr.Balance dk eyrc gS mrus dh Income gqbZ  Sale ds Cr. Balance dk 

eryc gS mrus dk eky cSpk x;k gS A Liability ds Cr. Balancedk eryc gS 

mruk Amount pqdkuk ckfd gS A 

3. Sundary Debtors ds Dr.Balance dk eryc gS gesa muls mruk iSlk ysuk 

gS vkSj Debtors ds Cr.Balance dk eryc gS Debtor dk Advance tek 

gS gesa mls mrus dk eky cspuk gS A  

4. SundryCreditor ds Cr.Balance dk eryc gS mUgS iSlk nsuk gS ckfd gS vkSj 

Dreditor ds Dr.Balance dk eryc gekjk Balance muds ikl tek gS 

mrus Amount dk muls eky [kjhnuk ckfd gS A 
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