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TYPES OF ACCOUNTING VOUCHER IN TALLY

Contra Voucher(F4)

Contra Voucher is used to transfer the money from one Bank Account to another
Bank Account. Such as cash deposit, cash Withdrawal etc.

Payment Voucher(F5)

Payment Voucher is used to keep record of payment made in cash and by cheque.

Receipt voucher(F6)

Receipt Voucher is used to keep record of the money received in cash or by cheque.

What is Journal?(F7)

A journal is the book of original entry or prime entry in which transactions are recorded from the books of
accounts from the source documents. The transactions are recorded in a chronological order i.e., as and
when they take place. The transactions are recorded following the double-entry system of accounting.

(Journal entries in Tally are the most widely used accounting entries after payment and
receipt entries. Journal entries are used when there is NO involvement of cash or bank account in
an accounting entry.)

Recording Contra Entry in Single Entry Mode:

Tally gives us a handy option of entering vouchers in single entry mode and double entry mode. These
options are available for Contra, Receipt and payment vouchers. These entry modes are helpful while
entering compound entry (single debit and multiple credit and vice versa) also enable us to speedup
work.

The Contra Voucher can be recorded using Single entry mode or Double Entry mode .

To toggle between Single Entry and Double Entry mode,

we need to change the setting Use Single Entry mode for Pymt/Rcpt/Contra to Yes/No in F12: Configure

To view Contra Voucher creation screen in Single Entry mode,
1. Go to Gateway of Tally > Accounting Vouchers > Select F4: Contra

2. For example, to transfer funds from Cash Account to Bank Account:
e Debit the Bank Account.

o Credit the Cash Account.



For specific tasks Tally provides combination of shortcuts, such as:

« For Sales Order the shortcut key that can be used is Alt+F5

« For Purchase Order Tally’s keyboard shortcut key is Alt+F4
o Receipt Note’s shortcut key is Alt+F9

« The shortcut for Delivery Note is Alt+F8

« Rejection In voucher’s keyboard shortcut is Ctrl+F6

« Rejection Out’s keyboard shortcut is Alt+F6

o The keyboard shortcut Stock Journal is Alt+F7

« Physical Stock Voucher’s shortcut key is Alt+F10

« For Contra Entry the function key shortcut is F4
« For Payment Entry the keyboard shortcut is FS

. For Receipt Entry the keyboard shortcut is F6

« Journal Entry’s function key shortcut is F7

« Sales Entry’s shortcut key is F8

« For Purchase Entry the shortcut is F9

« Debit Note’s keyboard shortcut is Ctrl+F9

« Credit Note’s shortcut key is Ctrl+F8

. For Reversing Journal, F10 can be used

« Memo Voucher’s shortcut key is Ctrl+F10






Backup Data

Taking a backup of your data at regular intervals helps retrieve your backed up data
when your existing data is lost. Using Tally.ERP 9, you can easily take a backup of your
company data any time and restore it when you need.

1. Go to Gateway of Tally > F3 : Cmp Info > Backup to view the Backup

Companies on Disk screen.

2. Source - The folder path where your company data is stored. By default, the folder
path of your existing company data is displayed here.

Note:

+ If your company uses Tally.Server 9 to maintain data, backup has to be taken from
the server data location. Click S : Server Data Loc in the Backup Companies on

Disk screen, and select the server location as Source .
+ If the administrator has enabled Security Control , provide authorised Tally.NET

credentials to access the List of Tally.Server Data Locations .

3. Destination - The folder path where the data backup has to be stored. You can
store the backup locally on your computer, on any external storage device, or on a

storage space on the network.

4. Select the required company from the List of Companies . Select All items to back

up data of all the companies.

P: M: E-M i 5: TallyShop |1

Baikiap Comparies on Disk

Select Companies 1o Backup

Source [k Tally Tally Work A Bailds Data
Destination - D:Tally Tally Werk All_BuildsBachug
Name of Company Company Number
ABC Traders (10002

Balaji Teaders (11117

Ganesh [T0005
KRISHHA INTERIORS Ca. (11123

Ganeshl [10008)

AMC Pharmaceuticals (10008
|

5. Press Ctrl+A to initiate the backup process.

K: Keyboard | K: Conlrol Cantre| H: Support Centee| Hi: Help

rrrrrrrrrr

++++++++++

ABC Company
Axdon Infratec
E-Banking
CrvemrideCreditLimit Test
TES2E32

TE-54054

TestiBank
TestComparty

{10022
{1000
{10000)
{10003
{024
{10004)
{10004
{1001)

Apr-2HD to Mar-2007

Apr-2016 to Mar-2047 |
Apr-2006 to Mar201 7 |
Apr-20H6 to Mar-2007
Apr-20HE to Mar-2007 |
Apr-201T ho Mar-2018 |
Apr-20H6 to Mar-2007
Apr-2HT to Mar-2018 |

The backup file is stored in the destination folder as TBK900_10000.001 . Data backup
taken using versions prior to Release 6.0 used to store the data in TBK900.001 format.

Note: If you are using Tally.ERP 9 Release 5.x or earlier to restore the backup file (for
example, TBK900_10000.001 ), first rename this file to TBK900.001 and then

restore.

Restore Backup

You can restore the data of companies for which you haven taken a backup. When your
current company data is lost or corrupted, you can restore your last backed up data

using the Restore option in Tally.ERP 9.



1. Go to Gateway of Tally > F3 : Cmp Info > Restore to view the Restore
Companies screen.

2. Destination - The folder path where your company data is to be restored. Do not
restore backup data in the folder where your company data exists, since it may
overwrite the existing data.

3. Source - The folder path where the backup file is stored. You can restore data
stored locally on your computer, on any external storage device, or on a storage
space on the network.

4. Select the required companies from the List of Companies . Select All items to
restore data of all companies.

Note: Data backup taken using versions prior to Release 6.0 used to store the data
in TBK900.001 format. Therefore, if you are using Tally.ERP 9 Release 5.x or
earlier to restore the backup file (for example, TBK900_04557.001 ), first rename
the backup file in the destination folder to TBK900.001 and then restore.

5. Press Ctrl+A to restore the data backup.
Auto Backup Status

Auto Backup Status displays the list of companies whose data is backed up at a common
location and the number of entries pending for backup from each company. This report
also displays the path of backup and the number of companies off-line. On completing
the auto backup the status is set to complete.

e From Gateway of Tally > F3: Company Info > U : Auto Backup Status

The Auto Backup Status screen appears as shown below:

Auto Backup Status ABC and Conspan il + M B

Aurg Backup Status

(Aufo Backup Locadion | CAvlabackup Dals

Name of Company Number  Remaining Einiry(s) fo Backup

Selected Companies




Backup/Restore through Windows Folder

You can backup your data in the folder format and restore the same in Tally.ERP 9.

Backup your data

1. On your computer, go to the location where company data is stored.

Organize v 4 Open Inciude in library v Share with » New foldes
Jr Favorites Name g Date moddied Type Size
Bl Desktop 1. capsules 11/15/2017 10:27 ... File folder
# Downloads .. Data 11/22/2017 1107 ... File foldes
&, Recent Places ) tdl 11/22/2017 1107 File folder
B Accounting Voucher 11/20/2017 5:58 PM
<9 Libranes 8" Accounting 11/20/2017 6:07 PM (8
+ Documents @' Accounts voucher 11/20/2017 6:01 PM 12 ¥8B
o' Music *7 regodbebd 11/15/2017 10:18
= Pictures X, Setup 11/15/2017 10:18
B videos (2 taiy 11/15/201710:18 ... Apphication
2 | tally 11/22/2017 1107 ...  Configurstion sett...
™ Computer _ tallycfg.tsf 11/22/2017 1147 TSF File
& Local Disk (C:) e tallygatewayserver 11/15/2017 1018 AppEcation
a Local Disk (D:) __| tallywin.dat 11/15/2017 1018 DAT File
| tallywinB4.dat 11/15/2017 10:18 DAT File
€ Network | tdifunc 11/22/20171107 ..  Text Document 0 KB
Q" TrialBal 11717/201710:56 ... Mucrosoft Excel W 10 K8
@ Voucher 1172072017 742 PM Macrosoft Excel W 138

2. Copy the Data folder and paste it in a different local disk or an external drive.

You can also copy the folder of a particular company, as shown below:

’(}A\Q |, » Computer » Local Disk (D:) » TallyRelease » TallyERPORei62 » Data »

Organize v ~4 Open Include in ibrary ~ Share with ~ New folder
¥¢ Favorites Name Date modified Type Size
B Desktop /. 10000 11/21/2017 1:33 PM  File foldes
# Downloads J. 10001 11/22/2017 342 PM  Fide folder
. Recent Places J. 10011 IL/1772007 2:50 PM  File folder

Restore the backup

1. Go to the location where the data was backed up.



Organize v Include in library v Share with v New folder

o Favorits Name : Date modified
Bl Desktop J. 10000 11/22/2017 4:17 PM
# Downloads J. 10001 11/22/2017 4:17 PM
. Recent Places /. 10011 11/22/2017 417 PM

'?3/_' /. » Computer » Local Disk (D) » Backup » Data »

Type
File folder

File folder

File folder

2. Press Alt+D or click the address bar. The location will be highlighted in blue.

Organize v Include in library « Share with + New folder

& Favorites Name Date modified
Ml Desktop |, 10000 11/22/2017 4:17 PM
& Downloads 1. 10001 11/22/2017 4:17 PM
. Recent Places 1, 10011 1172272017 4:17 PM

'?:9/ |[PD:\Backup\Data

Type
File folder
File folder

File folder

3. Press Ctrl+C to copy the path.
4. Open Tally.ERP 9 and select the company.

5. Press Ctrl+Alt+V to paste the location. The companies will be listed as shown

below:
Select Company
Path D:\Backup'\Data

Name |

List of Companies

\
GST 0000) 1-Apr-2017 to 31-Mar-2018

| Old Company (10001) 1-Apr-2017 fo 31-Mar-2018
Tally Solutions (10011) 1-Apr-2014 to 31-Mar-2015

Set the backup location
1. Go to Gateway of Tally > F12 > Data Configuration .
2. Enter the data path in Location of data files .
3. Press Ctrl+A to accept.




Data Configuration

Location of data fes i0:BackupiDota ]
Location of export files D:\Tally Release\Tally.ERP 9 Rel 6.2

Load companies on startup ? No

Select companies to preload on startup - 10000

Location of language files \tally\Lang

Location of configuration file D:\Tally Release\Tally.ERP 9 Rel 6.2

The application has to be restart for the changes fo apply

Similarly, you can also restore the data of a particular company in the folder format.
Errors and Resolutions
1. Unable to backup

This message is displayed if the data that you are backing up is damaged.

Unable to backup.
There is some problem with
ABC Company data.
Want to try fixing this using steps provided in TallyHelp?

Yes or No

Solution

1. Open the Tally.ERP 9 data folder, and copy the company folder to a different

location. For example, if your data folder is D:\Tally.ERP 9\data\10001, copy 10001
to a different location.

2. In the Tally.ERP 9 data folder, open the company folder, and compare the size of the
files Company.900 and CmpSave.900 .

3. If there is a difference in the size, delete Company.900 then take a copy
of CmpSave.900 in the same folder and rename CmpSave -
Copy.900 as Company.900 as below:

CmipSave.900 6-07-2017 15:09
] Company. 900 0&-C Dé
LinkMgr.200 06-07-2017 1509

| CmpSave - Copy.900
7| CmpSave. 900
1| Company.900

] CmpSave.900
1| Company.900 06-07-2017 15:0
| LinkMgr.500 06-07-2017 15:09




4. Rewrite the data. If the error Unable to backup is displayed when,

e You are trying to upgrade to Release 6.0.2 from a release prior to Release 6.0,
then rewrite the data in the previous release of Tally.ERP 9. For example, if you
are trying to upgrade from Release 4.93, then rewrite the data in Release 4.93
and continue to upgrade. To rewrite the data in the older release, check if you

have the older release in the installation folder or download it from the Tally
Solutions Website .

e Taking a regular backup when working with Release 6.0.2, then rewrite the data in
the same release.

Rewrite Data

1. In Tally.ERP 9, in the Company Info screen press Ctrl + Alt + R and select the
company for which the backup failed. Select Yes as shown below:

Backup before rewriting ?

Yes or Mo

2. You will be prompted to back up your data before rewriting. Select No as shown

below:
Rewrite ?
Yes or No
Rewriting
Verifying
| |
0% 50% 100%

Now, you can back up your company data.


https://help.tallysolutions.com/docs/te9rel66/Data_Management/#Rewrite
https://tallysolutions.com/download/
https://tallysolutions.com/download/
https://help.tallysolutions.com/docs/te9rel66/Data_Management/#Rewrite

Create Bill of Materials for a Stock Item

A Bill of Materials is a list of constituent items

along with quantity details that can be allotted for Related topics

the manufacture of a certain product, by-product

or likewise. This facilitates immediate reduction in Manufacturing Journal with
stock of the item automatically. This process of BOM

listing the items that make up another item is made
possible in Tally by enabling the Bill of Materials
Facility.

Bill of Material (BoM) is created only for those items that are being assembled in-
house. Therefore, you need to specify a BoM at the time of creating a Stock Item or
while altering the stock item. For trading items, you do not need a BoM.

Bill of Material feature is useful for manufacturing organisations and can be set up
through F12: Configure .

Setup Bill of Materials

¢ Go to Gateway of Tally > F12: Configure > select Accts/Inventory Info.

e Set Enable component list details (Bill of Materials)? to Yes .

Master Configuration

Prowde aliases along with name 7 Yes
Provide language aliases for name ? No
Accounts Inventory
Provide advanced information in masters 7 Yes Allow advanced entries in masters ? Yoz
Provide addresses for ledger accounts 7 Yes Provide part numbers for stock items 7 Yes
Provide contact details 7 Yes Add description for stock items 7 Yes
Add notes for ledger accounts 7 No Add remarks for stock items 7 Yes
Add description for ledger accounts 7 No Use alternate units for stock items 7 Yes
Enable standard rates for stock items 7 Yes
Specify default ledger allocation for invoicing 7 Yes
Enable component list details (Bill of Materials) 7 ETEIR
Prowde address for Godowns 7 Yes

OR
¢ Go to Gateway of Tally > Inventory Info > Stock Items > Create.

e Press F12: Configure (Stock Item Configuration) and set Enable component
list details (Bill of Materials)? to Yes.


https://help.tallysolutions.com/docs/te9rel66/Creating_Masters/Inventory_Info/Manufacturing_Journal_Voucher_Type.htm#Creating_a_Manufacturing_Journal_Voucher_Type
https://help.tallysolutions.com/docs/te9rel66/Creating_Masters/Inventory_Info/Manufacturing_Journal_Voucher_Type.htm#Creating_a_Manufacturing_Journal_Voucher_Type

Stock ltem Configuration
Provide aliases along with name 7 Yes
Provide language aliases for name 7 No
Allow advanced entries in masters 7 Yes
Allow MRP/Marginal for stock items ? No
Allow inclusive of tax for stock items ? No
Provide part numbers for stock items ? Yes
Add description for stock items ? Yes
Add remarks for stock items 7 Yes
Specify default ledger allocation for invoicing ? Yes
Use alternate units for stock items 7 Yes
Enable standard rates for stock items ? Yes
Enable component list details (Bill of Materials) Il Yes

Single Bill of Material for a Stock Item

Single BOM can be created for a stock item where you use standard set of inputs to
manufacture finished goods.

Let us create a new Stock Item Television and specify BoM.
1. Go to Gateway of Tally > Inventory Info. > Stock Items > Create

2. In Stock Item Creation screen

o Enter the Stock Item Name , select the appropriate Stock Group and specify
the appropriate Unit of Measurement in Unit field

o Set Component List : To create the component list required to manufacture
the Finished goods enable this option to Yes

Set Component List : To create the component list required to manufacture
the Finished goods enable this option to Yes



Mame | Televialon Fart MNo.
[aa)
Dagergeian
Rarruaiic
Sl rrocifyr il 1ot far e ing 7 Ha
Uindar b Primary Smandedy Inkanintion Helire amn
Categary 1 Mot Applscabi
Casting mathod Avg. Cost
Units Hors Is Exclsa Applicable 718 Apphicable Maricat vahuztion methad: g, Frice
Set componants [BOM] T N Setfaller encize datals? Mo
igicra Aflirencs i 19 phyic sl fouabag? o
Sal elardad dales 7 Na e Febggaties: Eshec ik + Na
Enable cost iracking 7 Ha VAT Appiec abia I Applicable Traat ab sales as new mamdaciure 7 No
Sal/sker VAT dotsmlz 7 Na Traat ol purchases &t contumad 7 No
Traal ai fajoetant inwied St erap 7 Ne
Quantity  Rate per Value Aecipt 7
Oipening Balande
s Ho

Note: The Set Components List option will not displayed in Stock Item master on
enabling the configuration option Allow Component list details (Bill of
Material) ,option will display in item master only on entering/ specifying the unit of
measure in the Units field.

3. Press Enter to view Stock Item Multi Components (M BOM) screen

4. In Stock Item Multi Components (M BOM) screen

o Under Name of BOM specify component list Name - Standard and press
enter to view Stock Item Components (BOM) screen

BOM List of  Talevision
HName of BORK

5. In Stock Item Components (BOM) screen:

o BOM Name : By default the BOM Name specified in Stock Item Multi
Components (M BOM) screen will be defaulted and application will not allow to
move the cursor to BOM Name field.

Components of : In this field application displays the Name of the Stock Item

for which the components are defined.

o Unit of manufacture : Specify the appropriate number of finished product
that will be manufactured by using the components identified in the
component list.

o Item : In this field identify the raw materials which are required to
manufacture the finished goods

o Godown : If there are multiple Godowns or Locations, specify the storage
location of the items from where the items will be used for manufacture.

O



Note: The godown option will be displayed only when Maintain multiple
Godown feature is enabled in F11: Features (Inventory Features)
o Quantity : In this field mention the quantity of Raw Material required to
manufacture the finished goods.

Observe to create 1 Television we require 5 different inputs .
The Quantity of inputs consumed to manufacturer finished goods is 1 each of
5 different inputs.

BolM Name . Standard

Components of - Television

Unit of manufacture - 1 nos
Item Godown Quantity
Picture Tube Raw Material Godowm 1 nos
PCB Main Board  Raw Material Godoum 1 nos
TV Tuner Card Raw Material Godowm 1 nos
Auto Amplifier Raw Material Godowm 1 nos
Stereo Speakers  Raw Material Godown [ EEGELS

o Specify other required details in the stock item master and accept the screen.

6. Creating Manufacturing Journal for a Stock Item with Single Bill of Materials . All the
manufacturing transactions can be accounted through a Stock Journal.

o To record manufacture of finished goods in Stock Journal - Alter the Voucher
Type by setting the option Use as a Manufacturing Journal to Yes . Or

o Create a Manufacturing Journal under Stock Journal by setting the
option Use as a Manufacturing Journal to Yes.
Note: Bill of Material should be created before accounting the manufacture of an item.
7. Go to Gateway of Tally > Inventory Vouchers

8. Select the button F7: Stk. Jrnl or press Alt + F7. If you have created a new
voucher type Manufacturing Journal , a pop-up menu will be displayed with the
options default Stock Journal and Manufacturing Journal.

Voucher Type

Mame i Manufacturing Journal
List of Types

Manufacturing Journal
Stock Journal




Select Manufacturing Journal to view the Manufacturing Journal voucher creation

screen

o Name of Product : Select the product which needs to be manufactured from

the List of Items.

o BoM Name : In this field the BoM created for the stock item will be displayed

automatically with one more option Not Applicable .

Note: The list of Raw materials required for the manufacture of finished goods will be

displayed in Components (Consumption) side based on the BOM defaulted.

o Godown : Select the godown where you would like to place the produced

goods.

Note: Godown option will be displayed only when Maintain multiple Godown feature is

enabled in F11: Features (Inventory Features)

o Quantity : In this field specify the quantity of finished goods manufactured.

o Components (Consumption) : In this section the components required to
manufacture the finished goods will be displayed automatically based on the

components defined in the BoM.

Quantity of Raw material will be defaulted based on the quantity

requirement defined in the BOM multiplied by the Quantity of finished
goods manufactured. The completed Manufacturing Journal is displayed as

shown
Inwentory Moucher Creation ARC Compa Cirl + M E
| Manutacturing Jeurra: LR T-Jan-2011
Saturday
Manulscure of Materials
Name of Proguct - Televishon Bold Mama - Standard Gaadown. Finished Goods Godown Qi 10 nos
% of Cost allocation 100 %
Components {Consumption) Co-Products | By.-Products [ Scrap
Hame of Hem Godown Mama of [tom Godoan % of Cost
Cuaefity Rare fumsount allocation Quanbty  Rade n
Picture Tube Faw Watenal Gadewn 1 End of List
10 mes 2500 00h0s 25,000.00
PCB Main Board RowMatetsl Godtwn
10 mes 1,500 00hes 15,004 .00
TW Tuner Card Faw Wateral Gordemrs
Wres 73000 T0s T.500.00
e Ampliliern Farw Witeal Godérrs
10 mos 1,200 00505 12.000.00
Stered Speakei v Vil Galiet
10 s 20000050 20,000.00
Cost of Components : T3, 500,00
Type of Addl. Cost  Seage
< End of List
Total Adcdl Cost _—
Effectrve Cost 79,500 00
Allocatier 1o Frismany Ram T9,500.00

50 nos 73 500 00/ Effoctive Rate for Pimary Bem
| Mamation

T.950000



Sales Order PROCESSING IN TALLY ERPY9
Record Sales Order

When you receive an order from a customer, you may need to provide the details of
items, quantities, date of delivery, and so on, with a Sales Order Number. When these
goods are delivered, this sales order number will be used to track the order details either
in the delivery note or in the sales invoice.

1. Enable sales order processing.
a. Press F11 (Features) > F2 (Inventory).
b. Set the option Enable sales order processing to Yes.
2. Open the sales order voucher screen.
a. Gateway of Tally > Inventory Vouchers > Alt + F5 (Sales Order).
b. Press Alt + I and select the invoice mode as per your business needs.
3. Specify the buyer details.
a. Party A/c Name: Select the party name.

b. Party Details: Provide the Despatch, Order, and Buyer details as per your
invoice requirements.

If you do not see the Party Details screen, press F12 (Configure), and
set Enable supplementary details to Yes.

As always, you can press Ctrl + A to save and proceed.

4. Enter the sales Order no. for the voucher.

If you want to enter an order number for each item, press F12 (Configure) >

set Use Order No. for every Item to Yes. The Order no. field will appear in
the Stock Items Allocation screen. It will not appear on the main screen of the
invoice.

5. Select the Sales ledger to allocate the stock items.

6. Provide the stock item details.
As in other transactions, you can create the item on the fly by pressing Alt + C.
a. Select the stock item.

b. Enter the Due on date and Quantity. The Rate will be auto-filled, if available for
the stock item. However, you may choose to enter the Rate.
The Amount appears automatically.

c. If orders are split with different due dates, specify the appropriate due date for
each lot to be sold.



Stock Item Allocations

Item Allocations for : Bajaj WX 3 Wet Grinders

Quantity Rate per Amount

Due on 7-Apr-2020
12Nos 6,300.00 Nos 75,600.00

Due on NN

12 Nos 75,600.00

Note: In F11 (Features) > F2 (Inventory), you can enable the feature
of godown/location and batches to provide these details in the Stock Item
Allocations screen.

d. After entering the due dates for all the lots, press Enter on the Due on field to
return to the Voucher Creation screen.

7. Select additional ledgers, like transportation charges, insurance, or discount, if any.



8. Provide Narration, if needed, and accept the screen. As always, you can
press Ctrl + A to save.

Order Voucher Creation National Enterprises
No. 1 5-Apr-2020
Sunday
Party A/c name Kiran Enterprises Order no KE/SO/02
Current balance 79,093.09 Dr
Sales ledger Sales
Name of ltem Quantity Rate per Amount
Bajaj WX 3 Wet Grinders 12 Nos 6,300.00 Nos 75,600.00
Transportation Charges 500.00
Narration 12 Nos Accept ?
Yes or No

What you see on the screen can vary based on your choices. Press F12 (Configure) to change the options
and F11 (Features) to enable or disable features.

9. To print the sales order, press Alt + P (Print) and press Enter.
The following is a sample preview screen of the sales order.



SALES ORDER

National Enterprises Voucher No. Dated
1 5-Apr-2020
Mode/Terms of Payment
Buyer's Ref./Order No. Other Reference(s)
1
Tnvoice 1o Despatch through Destination
Kiran Enterprises Torms of DeWery
S Description of Goods Dueon | Quantity | Rate |per| Amount
N
1 |Bajaj WX 3 Wet Grinders 7Ar-2020| 12 Nos| 6.300.00|Nos 75,600.00
Transportation Charges 500.00
Total 12 Nos ¥ 76,100.00
Amount Chargeable (n words) E &OE
INR Seventy Six Thousand One Hundred Only
for Natonal Enterprises
Authorised Signatory

This is a Computer Generated Document

The sales order details will be printed in the invoice.




Sales Against Sales Order

In your business, you may be following a process of raising sales order first and then
recording a sales invoice without any delivery challan. In Tally.ERP 9, you can record
transactions in the same order. If you want to raise a delivery note at any point in time,
you can do it by linking it to a sales order, and then to a sales invoice.

1. Open a sales invoice and enable supplementary details.
a. Gateway of Tally > Accounting Vouchers > F8 (Sales).
b. Press F12 (Configure) > set Enable Supplementary Details to Yes.

Henceforth, you can enter the supplementary details in the sales voucher, until you change the option
in F12 (Configure).

2. Select the order number and record the invoice.

a. In the Party Details screen, select the order humber.

Party Details Nation:

Despatch Details

Delivery Note No(s) z Despatch Doc. No.
Despatched through
¢ End of List Destination
of Orde

erms of Payment:

eference(s)
of Delivery

. | ® End of List
Order Noisi | + New Number
4+ Not Applicable

KE/SO/12 3-Apr-2020
puyers verans

Buyers . Kiran Enterprises
Address .

X

The details from the sales order will be listed in the sales voucher.

b. Make the required changes in the items/quantities, if required.



c. Save the sales invoice. As always, you can press Ctrl+A to save.

The sales order will get closed, if completely billed. Otherwise, it will be partially closed,
and the details can be viewed in the Sales Order Outstandings report.

Record Delivery Note Against Sales Order

In your business, you may be following a process of raising a sales order first, then
recording a delivery note, and then a sales invoice against the delivery note. In Tally.ERP
9, you can record transactions in the same order. You can also link all the three invoices.

Here is an example of recording a delivery note against a sales order.
1. Enable the delivery note feature.

e Press F11 (Features) > F2 (Inventory) > set Use tracking numbers (enables
delivery and receipt notes) to Yes.

2. Enable supplementary details screen for delivery note.
a. Gateway of Tally > Inventory Vouchers > Alt+ F8 (Delivery Note).

b. Press F12 (Configure) > ensure the option Enable Supplementary Details is
set to Yes.

Henceforth, you can enter the supplementary details in the delivery note, until you change the option
in F12 (Configure).

3. Select the party ledger, sales order details, and record the transaction.

a. In the Party Details screen, select the order humber.



Party Details National |

List of Orders
.| ¢ End of List .
Order Noisi - [ e Kiriber lerms of Payment:
Reference(s) :

+ Not Applicable :
— m. Of Dellvel'y

KE/SO/12 3-Apr-2020

Despatch Details

Despatch Doc. No.

Despatched through
Destination
Buyer's Details
Buyers . Kiran Enterprises
Address :

b. The details from the sales order will be displayed in the delivery note.

c. Select an existing Tracking No. or create a new Tracking No. .



Stock Item Allocations Natio

Item Allocations for : Bajaj WX 3 Wet Grinders
Quantity Rate per Amount

Tracking No. : KE/SO/02-1  Order No.: KE/SO/02 Due on 7-Apr-2020
12 Nos 6,300.00 Nos 75,600.00

d. Make the required changes in the items/quantities, if required.
e. Save the delivery note. As always, you can press Ctrl+A to save.
Note: A Delivery Note with Tracking No. marked as Not Applicable will be an

inventory document, affecting only the inventory values. This will not affect the
accounts. Click here for more details on delivery note.

The sales order will get closed, if completely delivered. Otherwise, it will be partially
closed, and the details can be viewed in the Sales Order Outstandings report .

Record Partial Cancellation of Goods

Orders can be pre-closed when goods are delivered or received. This can be recorded in
a delivery note or receipt note.
1. Open a delivery note voucher and select the party details.
a. Gateway of Tally > Inventory Vouchers > press Alt+F8 (Delivery Note).
a. Press F12 (Configure) > set the option Use Pre-Closure order details to Yes .
Henceforth, you can enter the details of pre-closure of orders in delivery note, until you change the
option in F12 (Configure).
b. Select Party A/c Name .

2. Select the sales order details.

a. Press F12 (Configure) > ensure the option Enable Supplementary Details is
set to Yes .

b. Select Order No(s) from the List of Orders .



Order Details

dt 4-Sep-2009] Mode/Terms of Payment © Immediate
QOther Referencels)
Terms of Delivery

Order No{s) 8

Despatch Details

Despatch Doc. No

Sales Tax No
CST Number

Type of Dealer

Jayanagar
Bangalore
29103856721
29103856721

# Registered Dealer

Despatched through
Destinstion
Buyer's Details T
e of Dealer
Buyers - Excel Television House
Address 5th Main Road, 5th Block

4 Not Applicable
Composition Dealer
Consumer

Inter State Dealer

Registered Dealer

Unregistered Dealer

3. Record the delivery note with details of partial cancellation of order.
a. Select the stock item. The Stock Item Allocations screen appears.

b. Select the Tracking Number . The stock item, quantity and rate will appear
automatically as the sales order number has been selected.

c. Select the Godown .

d. Enter the Quantity delivered, the Pre-Close Quantity and the Reason for
Pre-Close .

Stock Item Allocations ABC Compan Cirl ¢+ M B
ltem Allocations for - Colour Monitor 17"
Godown Quantity Pre-Close Roate per Amount
Quantity
| Trackong No. . DH/OOS Order No - 8 Due on 4-Sep-2088)
Main Location 10 Hos {1 Hos 173565 00 Nos 1.75.000 &0
Roason for Pro-Close ¢
Trackrg No. . ? End of List  Owger No

10 Nos 1 NOS 1.75.000 00

e. Accept the Stock Item Allocations screen.



Inventory Voucher Creation

ABC Compan

Ctrl + M
No 4 5.Sep 2009
Ref = DN/OOS Saturday
Party's Alc Name = Excel Television House
Curent Balarce
Name of ltem Quantity Rate per Amount |

| Colour Monitor 17°

4 End of List

Narration

LT —

10 Nos 17,500.00 Nos 1,75,000.00

Yes o« No

f. Accept the voucher. As always, you can press Ctrl+A to save.

The sales order is cleared as the required quantity of stock items are delivered after pre-
closing the partially cancelled order.



