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Memorandum Voucher Register  

None Accounting Vouchers  
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View all memorandum vouchers through Display —>Exception Reports —> 

Memorandum Vouchers. View them from the Day Book as well.  

You can alter and convert a Memo voucher into a regular voucher when you decide to 

bring the entry into your books. Use Scenarios to see the effect of Memo entries on 

reports and statements.  

 

Optional Voucher  

Use of Optional Vouchers  

  

  

Forecasts  

 

  

This is another non-accounting voucher. However, it differs from the Memo voucher in 

that it is not a separate voucher type. You mark an existing voucher, (e.g., a payment 

voucher or a receipt voucher) as 'Optional'. Press [CTRL]+[L] or click on the button. This 

button toggles with 'Regular'. By marking it 'Optional' the voucher does not get posted 

anywhere but remains in the have the Optional Register.  



FIIT  ISO 9001:2008 Certified 
 

A.K INSTITUTE OF SMART EDUCATION PATHERDEWA-9838260934 Page 21 
 

 

You can make a voucher type default to 'Optional'. This is done during creation of a new 

voucher type or alteration of an existing voucher type. (Gateway of Tally ->Accounts Info 

->Voucher Types).  

If a transaction has not been completed, you may not want it to affect the accounts. But 

you want to record it so that you simply modify the voucher and remove the 'Optional' 

mark by 'Regularising' it. Display the voucher in 'Alter' form and click on 'Regular'. This 

way you can regularise the voucher and then post it. E.g. Proforma sales invoice. In fact, 

an optional sales invoice prints as a Proforma Invoice. You might want to see the impact 

of transactions without actually posting them. Optional vouchers allow you to do so. This 

not unlike the reversing journal.  

 

Use Scenarios to see the effect of Optional vouchers entries on reports and statements.  

You may create new voucher types and make them default to 'Optional'. Example: Create 

a New Voucher Type Sales Forecast. Record future sales projections using this voucher 

type.  

Use a Scenario to view Actual Sales against Forecasts. Normally, since these vouchers 

have no bearing on the books and statements.  

 Optional Vouchers Register  

You can view all optional vouchers through Display —>Exception Reports —> Optional 

Vouchers. View them from the Day Book as well.  

Reversing Journals  

Reversing Journals are special journals that are automatically reversed after a specified 

date. They exist only till that date and are effective only when called for in reports like 

the Balance Sheet. These are used in interim reporting in the course of the financial year 

where accruals are required to be reported. These accruals are usually short term and are 

cleared in the subsequent period. However, to get a proper perspective, decision makers 

require the reports with full impact of all aspects and transactions.  
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An example is the provision for depreciation. Depreciation is usually provided for at the 

end of the year. However, for monthly reporting including it would give a more accurate 

status.  

Applicable up to  

Another example: it is 30th June and you want to view the Balance Sheet as of today but 

June salaries are not paid until the first week in July. There is, therefore, a large liability, 

which would not be reflected in the Balance Sheet. To overcome this, you would enter a 

reversing journal voucher dated 30th June, which would look something like this:  

When you view the Balance Sheet, you would ask Tally for the report with the reversing 

journals included. The voucher affects the report only for that day, i.e., 30 th June.  

This is the date up to which the reversing journal is available for inclusion in a scenario 

report. The Reversing journal can be created as of a particular date and made Applicable 

up to a different date. For example the depreciation entry could be dated 1 st Oct 2000 and 

applicable up to 31 st October 2000. The journal will be available for inclusion in a 

scenario  

for any day from 1 st Oct 2000 till 31 st October 2000. It will does not exist before 1 st Oct 

and will be reversed automatically after 31 st Oct and consequently not be available.  

Reversing Journal Register  
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All reversing journal vouchers are maintained in a Reversing Journal Register. These are 

not posted to any books of accounts and are consequently cannot be included in regular 

reports. They can only be seen through a scenario  

Post-dated Vouchers  

While entering vouchers, you can post-date them, and Tally will not update the ledgers 

until the date in question. This is most useful for entering transactions that take place on a 

regular basis. For example, if you pay for something by instalments, you can set-up the 

payments in advance, and Tally will only enter them in the ledgers as they fall due. Mark 

vouchers 'Post Dated' by [CTRL]+[D] or click on the button. The button toggles with 

'Regular'.  

Post-dated Vouchers Register  

All Post-dated vouchers are maintained in a Post-dated vouchers Register.  

Difference in the treatment of Post-dated Vouchers and other Unconventional 

Vouchers  

The major difference between Post dated vouchers and other Unconventional vouchers is 

that these actually affect regular books of accounts on the date of the voucher. Post-dated 

vouchers are not available for selection in Scenarios.  

 

Name--------------------Salary Under---------------------Indirect Expenses  

Memorandum Voucher  

 

1. Gwt--------->F11--------->Yes--------->use Rev. Journal & Optional Vouchers---------

>Accept--------->Account Info 2. Ledger--------->Create  

 

 

Accept  



FIIT  ISO 9001:2008 Certified 
 

A.K INSTITUTE OF SMART EDUCATION PATHERDEWA-9838260934 Page 24 
 

3. Gwt--------->Accounting Voucher--------->Press( CTRL+F10) ---------> Dr------------

Salary (5000) Cr-------------Cash Accept  

4. For Memorandum Reports- Display --------->Exception Reports---------

>Memorandum Voucher  

Optional Voucher Example-(For Sale)  

 

 

1. Gwt--------->Account Info--------->Ledger--------->Single Ledger--------->Create 

Name---------------------Ram Accept Under-------------------Sundry Debtors Name----------

-------------Sale Accept Under----------------------Sales A/C 2. Gwt--------->Accounting 

Voucher--------->F8--------->CTRL+L  

 

Particulars Dr Cr DR Ram 2000 Cr Sale 2000 Reports:- Display--------->Exceptions 

Reports--------->Optional Voucher   

Reversing Journal  

Name------------------------Computer  

Under-----------------------Fix Assets  

Dr Computer 20000  

 

(Depreciation)  

1. Gwt--------->Account Info--------->Ledger--------->  

Name--------------------------Depreciation on Computer  

Under--------------------------Indirect Expenses  
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2. Gwt--------->Accounting Voucher--------->F10  

Cr Cash 20000  

F7 ( Journal)  

3. Dr Depreciation on computer----------------------200  

 

Accept  

Particular Debit Credit  

 

Accept  

 

Accept  

 

Accept  

 

Accept  

Cr Computer---------------------------------200  

4. Reports- Display--------->Exception Reports--------->Reversing Journal Post-

Dated Voucher  

1. Create Ledger  
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Dr Cash  

(CTRL+T)  

Note-ekuk vafdr ls 28 rkjh[k dks iSlk feyuk gS rFkk bldks 30 rkjh[k dks 

Hkqxrku djuk gS rc rd bl iSls dks iskLV MsVsM okmpj esa j[ksxsa A  

Name---------------------------------PNB  

 

Godown Summary (Location Summary)  

Under-----------------------------------Bank Account  

 

Experiment with the different buttons for this purpose.  

Cr PNB--------------------------5000  

Godown  

 

Gateway of Tally ->Display ->Statements of Inventory->Godown/Location  

 

 

Accept  

Accept  

2. Gwt--------->Accounting Voucher--------->F4--------->Press F2----(1.5.09) ---------

>CTRL+T  



FIIT  ISO 9001:2008 Certified 
 

A.K INSTITUTE OF SMART EDUCATION PATHERDEWA-9838260934 Page 27 
 

Reports- Gwt--------->Display--------->Exception Reports--------->Post- Dated Voucher  

The Godown/Location Summary statement shows the Stock Summary for different 

Godowns/Locations. While the main Stock Summary shows the stock position for the 

entire company on a given date, the Godown/Location Summary is a statement of stock 

in hand at each location on a particular date. As with all Tally statements, it is updated 

with every transaction so that it provides current stock position for any godown/location 

at any time.  

The statement can be drilled down as with all Tally reports, and configured to view 

different details. It is also possible to see the total flow of stock for each location in a 

single report.  

1. Name-------------------------Purchase  

Under--------------------------Purchase A/C  

Name-------------------------Sale  

Under--------------------------Sales A/C  
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3.  

Select Primary to view the summary for all Godowns/locations. Alternatively Select a 

specific Godown/Location to limit information to that location/godown.  

The default display is that of Godown/Location Group balances. Yes, you might have 

sub-groups of godowns/locations quite like sub-groups of stock items or any other Tally 

Master entity.  

Gwt------------>Account Info------------>Ledger------------>Create the Following Ledgers.  

 

Accept  

2. 3.Gwt------------>Inventory Info------------>Godowns------------>Create------------>  

Gwt------------>F11------------>Maintain Multiple Godowns------------>Yes.  

Gwt------------>Inventory Info------------>  
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5.Gwt------------>Accounting Voucher------------>Alt+F7   

Stock Group-Two Wheeler Units of Measure-Pcs Stock Items-Hero Honda 4. Gwt-----

------->Accounting Voucher------------>F9  

Accept  

 

5.  
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Reports:-   

Gwt------------>Accounting Voucher------------>F8  

6. Gwt------------>Display------------>Statement of Inventory------------>Godowns  

Accept  

 

Accept  

 

Bill of Materials Bill of Materials  

 

A Bill of Materials contains a list of items that make up another item. In other words, it is 

a list of constituent items.  

Create------------>Company------------>Maintain Account With Inventory------------> 1. 
Create Two Ledgers Name Purchase Accept Under Purchase A/C Name Sale Under Sales 

A/C 2. Create Following ------------> Stock Group------------>Computer Unites of 

Measure------------>Pcs Stock Items------------>  
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3.Gwt------------>Accounting Vouchers------------>F9 

Accept  



FIIT  ISO 9001:2008 Certified 
 

A.K INSTITUTE OF SMART EDUCATION PATHERDEWA-9838260934 Page 32 
 

 



FIIT  ISO 9001:2008 Certified 
 

A.K INSTITUTE OF SMART EDUCATION PATHERDEWA-9838260934 Page 33 
 

 

4.Gwt------------>Inventory Info ------------>Create Single Stock Items------------>F12 

Allow Component list details ( Bill of Materials) ? Yes  

Accept  

5.Gwt------------>Account Info------------>Voucher Type------------>Alter------------

>Stock Journal------------>Use as Manufacturing Journal ? Yes  
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7.  

Gwt------------>accounting voucher------------>Alt+F7  
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8. Create------------>Ledger Use Alt+C  

 Name Wages Under Direct Expenses Accept 9.Gwt------------>Accounting Voucher------

------>F8  
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9. Reports- Gwt------------> Display------------>Inventory Books------------>Stock Items 

(Read any Reports)  

Vat on Capital Goods Creating Sales Invoice for VAT 

on MRP  

 

 

 

 

Given below are few examples to show the calculation of VAT based on MRP (inclusive 

and non-inclusive of taxes).  

MRP Inclusive of Tax  

 

Item Name  

Calculations:  

3. VAT On = MRP * Qty  
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MRP not Inclusive of Tax  

 

Item Name  

MRP Inclusive of Tax  

MRP Incl. of Tax  

2. VAT amount = (VAT % * VAT On)/100.  

MRP Incl. of Tax  

VAT Rate 4%  

Consider the sale of Item 1, which attracts 4% VAT:  

Item Vatable @ % Item 1 4.0 Yes 3.85 200 10 2000 76.92  

VAT %  

Consider the sale of Item 2, which also attracts 4% VAT:  

VAT %  

Consider sale of Item 3, which attracts 12.5% VAT:  

VAT Rate 12.5%  

MRP QTY VAT On  

1. As MRP is inclusive of Tax, the actual VAT% is calculated as (100*Rate of VAT)/ 

(100+Rate of VAT)  

Item Vatable @ % Item 2 4.0 No 4 115 10 1150 46  

MRP QTY VAT On  

As MRP is not inclusive of tax, VAT is calculated on MRP as (MRP * QTY)/100.  
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VAT Amount  

VAT Amount  

 

Item Name  

 

 

Calculations:  

2. VAT amount = (VAT % * VAT On)/100.  

3. VAT On = MRP * Qty.  

MRP not Inclusive of Tax  

Consider the sale of Item 4, which also attracts 12.5% VAT.  

 

Item Name  

 

 

 Item MRP VAT MRP QTY VAT Vatable Incl. of % On @ % Tax  
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1. As MRP is inclusive of Tax, the actual VAT% is calculated as (100*Rate of VAT)/ 

(100+Rate of VAT)  

Item Vatable @ % Item 4 12.5 No 12.5 215 10 1075 268.75  

MRP Incl. of Tax  

VAT %  

MRP QTY VAT On  

As MRP is not inclusive of tax, VAT is calculated on MRP as (MRP * QTY )/100.  

VAT Amount  

Item 3 12.5.% Yes 11.11 55 10 550 61.11  

VAT Amount  

1. Create Company----------->maintain with Account with Inventory----------->Gwt--------

--->F11-----------> 2. Enable Value Added Tax(Vat) ? Yes  
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2. Create Two Ledgers  

Purchase and Sale  
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3. Gwt----------->Inventory Info----------->  

 

Stock Group-----------> Mobile Units of Measure----------->Pcs Stock Item-----------> 

Followings F12----------->Calculate Vat on MRP/ Marginal ? Yes  
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4. Gwt------------>Accounting Voucher------------>F8  

5. Calculate The Vat on MRP------  

 

6. Display Appropriate Report Please.  

Security Control Create-----------> Company as a below  
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3. Further you see following screen.  
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4. Create Following Ledgers  

5. Gwt------------>Accounting Voucher------------>F6  

Accept  
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 5. Gwt------------>Alt+F3------------>Security Control------------>User and Passwords  

Accept  

Accept  

6. List of Users for Company  
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7. Shut the company and next time open ram user and you do entry and you can display 

account master, daybook and balance sheet and trial balance.  

8. wt--------->Accounting Voucher--------->F5 and Do Following Entry  

9. Shut the company and next time open Hari user and you do entry and you can not 

display account master, and balance sheet and trial balance. Only he see the daybook and 

not any change.  

Accept  

Accept 
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10. You can see Gwt as following  
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11. Gwt----------->Accounting Voucher----------->F5----------->and Do Following Entry  

12. Now Administrator wants to give some facility to Hari User so Open the Company 

with Admin Login  

Accept  

Accept  
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13. and Gwt------------>Alt+F3------------>Security Control------------> Types of Security-

----------->Show The Following Screen------------>  

14. Enter on Data Entry------------>Show the Following Screen------------>  

15. Now Open The company with Hari User and you can see Trail Balance, Account 

Masters. 16. Now Administrator See the ledgers and voucher and entry details then now 

open company with admin user.  
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17. Gwt------------->Display------------->Statement of Accounts------------->Tally Audit---

----------> Ledgers------------->F7 Accept-------------> and now ------------->Vouchers------

------->F12------------->  

18. Now Show the following Screen and Accept or Cancel  
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