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Gateway of Tally Prime



Create company- GOT----ALT+F3 ------ Choose Create Company or press Alt+ K

Alteration of Company ---- Alt+ K 



Create Company screen –Data path, Company name, Address, State, Country, email , FY  etc – Top Part

Bottom Part---- Currency Symbol , formal name

Group Company can Also be Created press--- Alt+ R 



Shut Company------ Alt+ F1 or Cntrl + F3

Deletion of Company----- Alt+ K ----- Choose Alter---- Alt+D ----Select Yes 



F11- Features--------Accouting, Inventory, Taxation, Online Access, Payroll, Others. 



Configuring 

Company-

No more F12 in 

Tally Prime 

Gateway Screen

Now F1 (Help) for 

configuring.

For more 

configuration 

one can click 

Goto

Button select the 

ledgers and press 

F12 



Create Group---- GOT---- Create---

Accounting Masters ---- Select----

Group.

Alter group----GOT----Alter---- Acc 

masters---

Select---- Group.

Delete Group--- GOT----Alter---- Acc 

masters--- Select---- Group----then 

Alt+D

To display Group--- GOT---- Chart of 

Accounts ---- List of Groups



Single Ledger Creation

GOT--- Create --- ledger

OR

Alt+G ---Create master---- Select

Ledger---- Enter 



Creating 

Multiple 

ledgers---

GOT---

Chart of 

Accounts---

Ledger----list 

of ledgers---

ALT+H ---

Multi Create



Create Voucher 

type: GOT----Acc 

Masters ----

Voucher Type.

Check/View ----

GOT---Chart of 

Accounts ----

Voucher types---

List of Voucher 

Types



Cost Centre & Cost Categories:

Activate in features F11

GOT----Create---- Acc Masters: Cost Centre

To change the Layout of Cost Centre ---Press F12

Multi Cost Centre:  Chart of Acc--- Cost Centre– Alt+H

Display reports: GOT----Display More reports----

Statement of Accounts--- Cost Centre---

Cost Centre Summary



Godown Creation

Stock Group Creation

Inventory Masters Step-1

Step-2

Step-3    Stock Category 



Units of Measure

Stock Item Creation



Multi Stock Item Creation

Alt+ H



Voucher Creation

To enter voucher either select Vouchers 

option in the GOT screen or Press “V”. 

Voucher type can selected from the voucher 

entry screen or shortcut key can be used.



Voucher Configuration Screen – F12 



Contra Voucher
Single Entry mode

Double Entry mode

Entry mode 

can be 

changed by 

using Cntrl+H



Memorandum Voucher (F10- Other Vouchers)



Activate inactive voucher 

Purchase order (Cntrl+F9)



Receipt Note (Alt+ F9)

Rejections Out (Cntrl+ F5)



Purchase (F9)

Debit Note (Alt+F5)



Stock Journal (Alt+F7)

Budget





BILL OF MATERIAL

Create stock group > then stock item> in stock item click on BOM to yes > create BOM

To use the BOM GOTO Vouchers> Alt+ F7> Stock Journal > Change Mode> Manufacturing journal





BANK RECONCILIATION STATEMENT



GST ,TDS, TCS- Activate Taxation features from F11



To use GST create ledger according to the business requirement and 

while recording transaction implement the GST like CGST, SGST, IGST, 

Rate of taxation . Same process it is to be followed for TDS and TCS.

to view 

statutory reports 

related to 

GST/TDS/TCS



To view tax invoice 

click on ALT+P on 

voucher entry screen 



PAYROLL- Select Payroll option to yes in F11 featues screen





Create Category > Group > 

Employees as per requirement



Units Creation

Attendance/Production



Pay Head creation

As per 

organization 

requirement 

pay heads 

can be 

created like 

ESI,EPF, 

Allowances 

etc







Attendance Voucher 

GOT > Transactions > Vouchers> F10> Payroll vouchers > Attendance



PAYROLL VOUCHERS:

GOT> Transactions> Vouchers > Cntrl+F4 

Transactions related to salary can be made as 

per the requirement



Payroll Reports 




