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Introduction to Data Processing) 

DBMS )

DBMS DBMS 

DBMS

 ) Data        (   Information   ( DataBase 

 

DBMS

Share

Integrity)

DBMS

Complicated)

Display)
 

 

RDBMS
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CUSTOMER-I 

 

CUSTOMER_NAME  CUSTOMER_STREET CUSTOMER_CITY  ACC NO. 

ABC    NORTH   MOHALI   A-101 

DEF    MAIN    CHANDIGARH  A-102 

GHI    NO. 10    AMBALA   A-103 

JKL    PARK11   AMBALA   A-104 

 

RDBMS RDBMS

 

CUSTOMER-II 

 

BRANCH_NAME  ACC_NO  BALANCE  

MOHALI   A-101   10,000 

CHANDIGARH  A-102   50,000 

AMBALA   A-1047  1,00,000 

(Account No) Key)

(Key)

 

RDBMS

Limitations
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Maintenance   Obj-1   Obj-2 

   

 
 

3. Physical) 

 

Hourly   
     EMPLOYEE      
emp_id 

emp_Rate 

      REGULAR  
       
Dept_id 

Dept_name 

     

Entity Relationship Model

ERD)

Date  

Activity 

Code 

 

Rate No.  

Daily 

Production 

 

Equipment  

Late 

Hours 

 

1-12-01 

24 

1-96 

25 

6.0 

6-9 

Activity Code 

Activity Name 

Product Unit 

Avg. Daily Production 

Rate 

emp_id 

emp_name 

emp_desig 

 dept_id 

emp_id 

emp_Band 
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(Normalization)

Order 

No. 

Date Cust 

Name 

C_Phone Sal_Asst Part No. Part Qty Price 

2335 17/03/07 P.Gopal 469876 Shyam P1 

P5 

Wheel 

Door 

4  

2 

75 

68 

2496 24/07/07 Mr. Dutt 956274 Ram P2 Widget 1 90 

2570 12/09/07 Ravi 864962 Ashok P1 

P5 

Wheel 

Door 

2 

3 

75 

68 

 

1. First NF   2.2nd NF   3. 3rd NF 

NF): Automatic) 

 NF)

NF

Membership Id Full Name Address 

AMIT 1ST STREET NO. 1 

JOHN 3RD STREET NO. 4 

ROHAN 5TH AVENUE 

Table -1 2NF 
 

Membership Id Book rented 

1 Fundamental 

1 C++ 

2 Visual Basic 

3 Programming in C 

Table -2 2NF 
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2NF

 NF): 2NF 3 NF 

CUSTOMER_ID NAME ADDRESS GENDER_ID 

1 Anil #490 West New 

Delhi 

M 1 

2 Raj #912 West New 

Delhi 

M 1 

3 Roshani 1st Street No.2 F 1 

       TABLE 1 

 

 

 

CUSTOMER_ID NAME ADDRESS GENDER_ID 

1 Anil #490 West 

New Delhi 

1 

2 Raj #912 West 

New Delhi 

 1 

3 Roshani 1st Street No.2  1 

TABLE 2 

 

2. 

 

GENDER_ID GENDER 

M 

F 

M 

                                    TABLE 3 

Relational Hierarchical Data Base Model)- 

 (Structure) 

Parent/child

Parent

 

 

flexible

scheme

Ares

Hierarchy

Parent/child
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5.9 E.F.Codd's Rules-  

Benchmark

 

information

datum

inapplicable

interrogation regular

comprehensive

views updatable

updatable

Physical data independance

logical data independence

integrity independence

distribution independence

manipulate
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non-sub version rule

Different type of key attributes. 

 

information

E.F.Codd cods 

limitations

ERD 

NF  2) NF   3) NF 
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ER 
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                                                           SYSTEM ANALYSIS AND DESIGN 
 
 

(SAD) 

System Analysis

System Design

System Analysis

study

flow

System Design

General Design) 

structural

DFD

Blue print
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steps and technique

Identify system user

Define main users goal

Define  system usages pattern

attend

Invent 

functional solution to meet the users goal and usage pattern

Logical Continution

Define main navigation path

track UI user Interface

UI

UI create UI mockups UI

sketches

UI
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Polish UI elements

UI

UI

Logical data modeling

Data flow modeling

Entity Behaviour modeling

–

(What are the roles of System Analyst?) 

study conduct

Coordinate

solutions
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SDLC

Analyst

steps Phase

Phase

(Planning) 

(Analyst) 

(Design)

Implementation

Develop

analysis

desired feature

(bugs

Production

actual
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(Objective of SDLC)

risk

(Data Flow Digaram)

DFD documentary
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interact

enable

implement

modification

External Entity source

represent destination

Data Store

open ended

Process 
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Data flow

movement

one way data flow

external entities dotted

Documentation

Communication

(reference

Formal flow

Track

explained

progress

company

(Uses Of Documentaion)

(effective 

communication
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trouble shooting

audit

(organisation

SAD   ? 
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lyKWkn
  Financial Accounting Package 

 

7.1 lyKWkn- jwx pihcwx 

purwxy smyN iv~c vpwr dw Kyqr bhu~q Cotw huMdw sI, ijs kwrn lyKw –
ivDI dI zrUrq mihsUs nhIN kIqI jWdI sI[ hux smyN dI qbdIlI dy nwl nwl 
vpwr dy Kyqr iv~c bhu~q ivkws hoieAw hY[ hryk vpwrI ApxI ivkrI nUM 
vDwaux leI Apxy ipMf, Sihr, ijlHy, rwj qoN vI bwhr dyS ivdys iv~c Apxy 
vpwr nUM PYlwaux leI auprwly krdw hY[ auh Apxw mwl isr& nkd nw vyc 
ky auDwr vI vycdw hY[ auh ijnHW pwrtIAW qoN mwl KrIddw hY jW ijnHW nUM mwl 
vycdw hY auhnW dI igxqI bhu~q izAwdw ho geI hY[ie~Qy hI bs nhIN        
ienHy v~fw vpwr nUM clwauxw keI vwr ie~kly mwlk dy bs qoN bwhr dI g~l ho 
jWdI hY jW vpwr iv~c bhu~q pYsy dI zrUrq huMdI hY jo ik ie~klw mwlk aus 
dI pUrqI nhIN kr skdw ijs kwrn aus nUM sWJydwrI jW kMpnI bxwauxI pYNdI 
hY[ ijs krky vpwr dw swrw ihswb ikqwb zbwnI Xwd r~Kxw muskl hI 
nhIN blik AsMBv hY[ ies leI vpwr dw swrw lyKw r~Kx leI ikqwbW dI 
zrUrq mihsUs kIqI jwx l~g peI[       

            

7.1.1 bhI Kwqw (Book-keeping) 
 vpwr dy Kyqr dy ies ivkws kwrn lYx dyx dI pRIikRAw nUM imqI vwr 
Aqy su~cjy FMg nwl ilKx leI bhI Kwqy (Book-keeping) dI loV mihsUs hoeI[ 
  

pRIBwSwvW (Definitions): 
 

jy Awr bwtlIbweI Anuswr, “bhI-Kwqw vpwrk lYx dyxW nUM insicq pusqkW 
iv~c ilKx dI klw hY[” (“Book-keeping is the art of recording business dealings in a set 

of books”- J. R. Batliboi) 

 

ey jy PvYl Anuswr, “bhI-Kwqw vpwr nwl sMbMDq iv~qI lYx dyxW nUM ivDI-

pUrvk FMg nwl ilKx dI ikRAw hY qW ik ies sMbMDI iksy vI iksm dI sUcnw 
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qurMq iml sky[” (“Book-keeping is the recording of financial transactions of a business in 

a methodical manner so that information on any point in relation to them may be quickly 

obtained”- A. J. Favell)  

 

nwrQkwt Anuswr, “bhI-Kwqw lyKy dIAW pusqkW iv~c vpwrk jW iv~qI lYx 

dyxW dy mudirk p~K dw lyKw krn dI klw hYy[” (“Book-keeping is the art of 

recording in a book of accounts the monetary aspect of commercial or financial transactions”- 

Northcot) 

         

7.1.2 lyKw-ivDI (Accountancy) 
 

 lyKw ivDI dw kMm bhI Kwqy qoN bwAd surU huMdw hY Bwv ij~QoN bhI Kwqy dy 
kMm dI smwpqI huMdI hY au~QoN lyKw ivDI dI surUAwq huMdI hY[ lyKw ivDI bhI 
Kwqy dy lyiKAW dw ivSlySx Aqy ivAwiKAw ikhw jw skdw hY[ iv~qI 
AWkiVAw dI ivAwiKAw ies dy AMqrgq kIqI jWdI hY[ 
  

pRIBwSwvW (Definitions): 
 

AmrIkw dI srtIPweIf AkwayNut sMsQw dy Anuswr, “lyKw-ivDI ie~k klw hY, 
ijs rwhIN G~to G~t iv~qI lYx dyxW Aqy GtnwvW nUM mudrw dy rUp iv~c 
iliKAw jWdw hY Aqy auhnW nUM mh~qvpUrn FMgW nwl vrgIikRq krky auhnw dy 
pRIxwmW dI ivAwiKAw kIqI jWdI hY[[” (“Accounting is the art of recording, 

classifying and summarizing in a significant manner and in terms of money, transactions and 

events, which are, in part, at least, of a financial character, and interpreting the result there 

of.”- American Institute of Certified Public Accountants) 

 

sim~Q Aqy AwSbrn Anuswr, “lyKw-ivDI Awm qOr qy iv~qI suBwA vwly 
vpwrk lYx dyxW Aqy GtnwvW nUM drj krn Aqy vrgIkrn krn dw 
ivigAwn hY Aqy ieh auhnW lYxdyxW Aqy GtnwvW dw m~hqv pUrn swr 
iqAwr krn, ivSlySx Aqy ivAwiKAw krn Aqy auhnW ivAkqIAW nUM ijnHw ny 
PYsly krny jW inrxy bxwauxy huMdy hn nUM sUcnw dyx dI klw hY[” (“Accounting is 
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the art of recording and classifying business transactions and events, primarily of a financial 

character and the art of making significant summaries, analysis and interpretations of those 

transactions and events and communicating the results to persons who must make decisions or 

form judgements.”- Smith and Ashburne. 

 

Awr AYn AYnQonI dy Anuswr, “Awm qOr qy hryk vpwrk Adwry iv~c ie~k 

lyKw-ivDI pRxwlI huMdI hY ieh vpwr nwl sMbMDq sUcnw nUM mudrw dy rUp iv~c 
ie~kTw krnw, sMKyp krnw, ivSlysx krnw Aqy jwxkwrI dyx dw ie~k swDn 
hY[” (“Nearly every business enterprise has a accounting system. It is a means of collecting, 

summarizing, analyzing and reporting in monetary terms, information about business.”- 

R.N.Anthony 

 

auprokq pRIBwSwvW dy AwDwr qy ikhw jw skdw hY lyKw ivDI vpwirk lYx dyxW 

nUM ivDI pUrvk FMg nwl ilKx dw ivigAwnk FMg hY Aqy iehnW lYx-dyxW dw 

ivSlysx krn Aqy nqIjy pRwpq krn dI klw hY[ 

 

7.2 lyKw-ivDI dy kMm (Functions of Accounting) 
 
lyKw ivDI dy inmn kMm inrDwrq kIqy gey hn: 

1. lYx-dyxW dw lyKw (Recording of transactions) : lyKw ivDI dw mu~K kMm 
iv~qI suBwA vwly lYx dyxW dw kRmb~D rUp iv~c lyKw krn qoN hY[auh 
lYx dyx ijnHW dw mudrw dy rUp iv~c mulWkx nw kIqw jw skdw hovy, 
drj nhIN kIqy jWdy[ 

2. AWkiVAW dw vrgIkrn (Classification of data): roznwmcw jW 
shwiek bhIAW iv~c drj kIqy lYx dyxW dw aupXukq m~dw ADIn 
vrgIkrn kIqw jWdw hY Aqy Kwqw bhI (Ledger) iv~c KiqAwieAw jWdw 
hY [ 

3. sMKyp krnw (Summarising): Kwqw bhI dy bkwieAW nwl ie~k sUcI 
iqAwr kIqI jWdI hY ijsnUM qlpt (Trial Balance) ikhw jWdw hY[ 

4. ivSlysx Aqy ivAwiKAw (Analysis and interpretation): qlpt qoN 
vpwr dI siQqI jwxn leI vpwrk Kwqw, lwB hwnI Kwqw Aqy AMiqm 
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ic~Tw iqAwr kIqw jWdw hY[ ijs nwl vpwr dI siQqI dw ivSlysx 
kIqw jw skdw hY ijhVw ik BivK iv~c XojnwvW bxwaux iv~c 
mddgwr huMdy hn[ 

 
 

7.3 lyKWkn dw audyS (Objectives of Accounting): 
 
 AwDuink Xug iv~c lyKWkn ivSw hr ie~k vpwr leI ie~k mh~qvpUrn 
ivSw bx igAw hY[ lyKWkn hr iksm dI Prm leI vpwrk audySW dI pUrqI 
leI Aihm Buimkw inBw irhw hY[ lyKWkn isrP vpwr leI hI nhIN blik 
bhu~q swry ivAkqIAW dy ih~qW dI pUrqI leI sihXogI hY[ lyKWkn mwlk, 
ih~sydwr, bYNk, srkwr, krmcwrI, gRwhk Awid swirAW dy ihqW leI is`Dy jW 
Ais~Dy rUp iv~c Apxw Xogdwn pwauNdw hY[ lyKWkn dy m~hqvpUrn audyS 
inmn Anuswr hn: 

1. lYx-dyxW dw ivDI pUrvk lyKw ( Systematic recording of 

transactions) : lyKWkn iv~c iv~qI suBwA vwly lYx dyxW dw kRmb~D rUp 
iv~c lyKw krn qoN hY[ ies iv~c hr ie~k lYx dyx dw lyKw inXmW 
Anuswr kIqw jWdw hY[ sB qoN pihlW hr ie~k lYx dyx nUM dohrI lyKw 
pRxwlI dI vrqoN krky roznwmcw ieMdrwj jW shwiek bhIAW dy ieMdrwj 
krn qoN bwAd KwiqAW iv~c KiqAwieAw jWdw hY[ iksy vI iksm dI 
Bu~l dw suDwr qlpt iqAwr krn qoN bwAd jW pihlW kr ilAw jWdw 
hY[ iesqrHW vpwr dI iv~qI hwlq dw pqw lwieAw jw skdw hY[ 

2. vpwrk lwB hwnI dw pqw lwauxw ( To calculate the Profit or loss of 

business) : hr ie`k vpwr iv~c swl dy AMq iv~c AMiqm Kwqy iqAwr 
kIqy jWdy hn ijs iv~c pihlW auqpwdn Kwqw, iPr vpwrk Kwqw Aqy 
iPr lwB hwnI Kwqw bxwieAw jWdw hY[ iehnW qoN kRmvwr auqpwdn 
lwgq, skl lwB jW hwnI Aqy Su~D lwB jW hwnI dw pqw lgwieAw jw 
skdw hY[ 
lyKwkn qoN vpwr nUM inmn g~lW dw pqw l~gdw hY: 

(a) ie~k inscq smyN dy iv~c ikMnw k~cw mwl jW mwl KrIidAW[ 
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(A) aus inscq smyN iv~c auqpwdn krn qy ikMnw Krc kIqw 
igAw[ 

(e) aus smyN iv~c ikMny mwl dw auqpwdn kIqw Aqy ausdw 
auqpwdn mu~l kI hY? 

(s) ausy smyN iv~c ikMnw mwl vyicAw igAw[ ikMny is~Dy Krc 
kIqy, ikMnw mwl bicAw hoieAw hY Aqy vpwr skl lwB 
ikMnw hoieAw[  

(h) lwB hwnI Kwqy iv~c Ais`Dy Krc Aqy Awmdn idKw ky Asl 
lwB jW hwnI dw pqw lwieAw jw skdw hY[ 

(k) lyKWkn qoN shI FMg nwl vpwrk Krc Aqy Awmdn dw pqw 
lwauxw Awswn hY[ 
 

3. vpwrk iv~qI siQqI (Business financial position): lyKWkn duAwrw 
AMiqm KwiqAW iv~c lwB hwnI Kwqw iqAwr krn qoN bwAd ic~Tw 
iqAwr kIqw jWdw hY[ ieh ic~Tw sMpqIAW Aqy dyxdwrIAW dw ie~k 
ivvrx huMdw hY[ ic~Ty dy s~jy pwsy vpwr dIAW swrIAW sMpqIAW Aqy 
K~by pwsy swrIAW dyxdwrIAW Aqy pUMjI nUM idKwieAw jWdw hY[ ieh 
ivvrx vpwr dI iv~qI siQqI dy bwry shI jwxkwrI dy skdw hY[ 
lyKWkn iv~c ies ivvrx qoN inmn jwxkwrI iml skdI hY: 
(a) vpwr kol ikMNnw pYsw hY Aqy ikMnw pYsw bYNk iv~c ipAw hY[ 
(A) vpwr ny ikhVy ikhVy ivAkqI qoN ikMnw pYsw lYxw hY ausdy dyx 

dwr ikhVy ikhVy hn[ 
(e) vpwr ny ikhVy ikhVy ivAkqI nUM ikMnw pYsw dyxw hY ausdy 

lYxdwr ikhVy ikhVy hn[ 
(s) vpwr AMiqm stwk ikMnw ipAw hY[ 
(h) vpwr dIAW sMpqIAW ikhVIAW ikhVIAW hn Aqy auhnW dw mu~l 

kI hY[ 
(k) vpwr ny ikhVy ikhVy Adwry qoN ikMnw krjw ilAw hoieAw hY[ 
(K) vpwr dy mwlk ny swl dy dOrwn ikMnw Awhrx kIqw Aqy mwlk 

dI pUMjI hux ikMnI rih geI jW ho geI hY[ 
(g)    vpwr dI SwK dw mu~l ikMnw hY ieh swrIAW g~lw dw pqw ic~Ty 

qoN Bwv lyKWkn krn nwl lwieAw jw skdw hY[ 
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4. hor sUcnwvW (Other Informations): vpwr nwl sMbMD r~Kx 

vwlIAW hor pwrtIAW nUM vI lyKWkn qoN sucnwvW pRwpq huMdIAW hn ijnHW 
iv~c vpwr dy mwlk, borf AwP fwierYktrz, lYxdwr, dyxdwr, 
krmcwrI, srkwrI krmcwrI jW AiDkwrI, bYNk nUM krz dyx vwly iBMn 
iBMNn iksm dI loVINdI sUcnw lyKWkn sUcnwvW qoN pRwpq kr skdy hn[ 

5. iBMn iBMn hor audyS (Other different Objectives): vpwr iv~c 

hor bhu~q swry audySW dI pUrqI lyKWkn nwl huMdI hY ijnW iv~c ku~J 
mh~qvpUrn kMm inmn hn: 

 (a) vpwr dy mukMml lyKy r~Kxw[ 
 (A) kwnUMnI jrUrqW nUM pUrw krnw[ 
  (e) kr inrDwrx krn leI jwxkwrI muheIAw krnw[ 
  (s) vprwk lyKy iv~c rih geIAW Asu~DIAW nUM dUr krnw[ 
  (h) vpwr dy iv~c hyrw PyrIAW nUM rokx iv~c shwiek[ 
  (k) vpwr iv~c ikhVI SwKw dw kMm lwBdwiek hY Aqy ikhVI dw 

nukswndwiek[ 
  (K) byloVy is~Dy Aqy Ais`Dy KricAW nUM Gtwaux iv~c shwiek[ 
  (g) AswDwrx hwnI nUM Gtwaux leI auprwly krnw[ 
  (G) iqAwr kIqIAW vsqUAW dw vyc mu~l inrDwrx krnw[ 
  (|) Awaux vwly smyN leI XojnwvW iqAwr krn leI shweI huMdw hY[ 
  

7.4 tYLI  
 sMSwr Br iv~c tYlI dI lokipRXqw iesdIAW ivsysqwvW kwrn idn pRqI idn 
v~DdI jw rhI hY[vpwr dy Kyqr iv~c ihswb ikqwb r~Kx dI ieh b`huq hI 
Awswn ivDI hY[ ies dI vrqoN krky vpwr dy Kyqr iv~c loVINdIAW irportW 
ibnHw iksy dyrI dy pRwpq kIqIAW jw skdIAW hn[ 
 

7.4.1 tYLI dIAW ivSysqwvW : 
tYlI swPtvyAr lyKw joKw r~Kx dw ieh b~huq hI au~qm swPtvyAr hY[ 
iesdIAW ivSysqwvW inmn hn: 



154 

 

1. vrqoN iv~c Awswn: ies swPtvyAr iv~c fwtw bVI AwswnI nwl PIf 
kIqw jw skdw hY[ ies dI vrqoN krn l~gy iksy iksm dI koeI id~kq 
nhIN AwauNdI[ 
2. qurMq irjlt: ies swPtvyAr dI vrqoN krky jdoN vI koeI irport 

iqAwr krnI hovy qW qurMq ie~k mwqr btn d~b ky irjlt iqAwr 

kIqI jw skdI hY[ 

3. bhuBwSI smrQw: ies swPtvyAr nwl A~lg A~lg BwswvW iv~c 

irjlt iqAwr kIqy jw skdy hn[ 

4. ivsvwsXog: tYlIswPtvyAr b~huq ivsvwsXog hY[ ies dI shwieqw 

nwl qurMq shI irjlt pRwpq kIqy jw skdy hn[ jykr fwtw shI FMg 

nwl PIf kIqw hovy qW ies qy pUrn ivsvws kIqw jw skdw hY[ 

5. fwtw suriKAw: ies swPtvyAr dI vrqoN nwl fwtw Aprytr jy kr 

cwhy qW Apxw kof lw ky fwtw nUM iksy hor v~loN dyKx jW vrqoN krn qoN 

rok skdw hY, Bwv fwtw suriKAq r~K skdw hY[ 

6. iBMn iBMn kMpnIAW iv~c fwty dw qbwdlw: jykr vrqoN krqw ApxI 

kMpnI dy fwty nUM iksy hor kMpnI kol Byjxw cwhuMdw hY qW ieh swPtvyAr 

kMpnI fwtw dUjI kMpnIAW nUM qbdIl krn dI suivDw pRdwn krdw hY[ 

7. fwty dw grwiPk ivSlysx: ies swPtvyAr dI shwieqw nwl jy kr 

fwtw Aprytr AMkiVAW dw gRwiPk ivSylsx krnw cwhuMdw hY qW auh 

irkwrfW dw gRwiPk ivSlySx pRwpq kr skdw hY[ 

8. ipRMt pRivau: koeI vI fwtw jW irport dw ipRMt lYx qoN pihlW ieh 

swPtvyAr ipRMt pRivaU dI suivDw vI idMdw hY ijsdI shwieqw nwl 

vrqoNkwr irport Awid ipRMt krn qoN pihlW aus nUM ipRMt pRivau rwhI 
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cYk kr skdw hY jy kr iksy iksm dI qbdIlI dI loV mihsUs kry qW 

auh qbdIlI kr skdw hY[ 

9. ieMtrnYt rwhIN fwtw nUM ByijAw Aqy vYbsweIt qy Aplof kIqw jw 

skdw hY[ 

 

 
7.4.2 tYLI dy lwB: 

pihlW jdoN koeI vI AkwauNitMg swPtvyAr nhIN vriqAw jWdw sI qW 

ibjns nUM bhuq swry ivAkqI Aqy pYsw AkwauNitMg leI lgwieAw jWdw 

sI [ ieh isr& AkwauNitMg fwtw nUM mYntyn krn bwry nhIN sI v`K v`K 

PweIlW nUM iek ivBwg qoN dUjy ivBwg iv`c iS&t krn bwry ijs iv`c 

kwPI smW Aqy pYsy dI brbwdI huMdI sI [ pr tYlI dI vrqoN nwl iehnW 

qoN bicAw igAw : 

1. fwtw ie`k QW qoN dUjI QW trWsPr krnw bhuq Awswn ho igAw [  

2. mYnUAl AkwauNitMg iv`c AkwauNitMg qy bhuq smW lgdw sI tYlI nwl 

ieh kMm bhuq jldI ho jWdw hY[ 

3. ienswn ikMnW vI smJdwr ho ikqy nW ikqy glqI ho hI jWdI sI[ 

ikauNik ie`k tRWjYkSn nUM bhuq QW qy irkwrf kIqw jWdw sI [ pr 

tYlI iv`c ies qoN bicAw igAw ikauNik isrP vwaUcr AYNtrI pwaux 

nwl auhI tRWjYkSn Awpxy Awp Al`g Al`g QW qy irkwrf ho jWdI 

hY[  

4. irports hr smyN iqAwr rihMdIAW hn ies nwl mYnyjmYNt v`loN 

nqIijAW dy ADwr qy PYsly jldI il`qy jw skdy hn [  
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5. tYlI dy pRXog nwl bhuq swry ivAkqIAW dI loV nhIN [ isr& ie`k 

ivAkqI swrw lyKw joKw r`K skdw hY [  

6. v`K v`K BUgoilk QwvW qy bxIAW ibzns SwKwvW iv`c fwtw vYb dI 

shwieqw nwl trWsPr kIqw jw skdw hY [  

7. koeI vI trWjYkSn iksy smyN vI qbdIlI kIqI jw skdI hY [  

8. v`K v`K XUzr nUM v`K v`K AiDkwr dy ky inrDwirq kMm krvwey jw 

skdy hn [  

9. fwtw dI sMBwl leI ijAwdw QW dI loV nhIN ikauNik ie`k kMpnI dy 

hzwrW swlW dw irkwrf ie`k sIfI. iv`c irkwrf krky r`iKAw jw 

skdw hY[ 

10. ie`k QW qy rih ky hI v`K v`K qrHW dy Kwqy bxwey jw skdy hn [ 

7.4.3 tYlI dIAW sImwvW: 

1. jo ivSySqwvW tYlI iv`c hn zrUrI nhIN ik auh swry qrW dy ibsnl 

leI lwBkwrI hox ies leI ijs qrHW tYlI sw&tvyAr bwzr iv`c 

auplbD hY ausy qrW Awpxy ibjns iv`c pRXog krnw pYNdw hY[ 

2. AkwauNt tYlI rwhIN bxwaux leI tYlI sw&tvyAr Aqy kMipaUtr 

KrIdxw pvygw [ ijs iv`c kw&I pYsw Krc hovygw [  

3. qknIkI KrwbI Awaux dw fr rihMdw hY ijs kwrn swrw fwtw 

Krwb ho skdw hY [  

4. jykr rozwnw bYkA`p nw ilAw jwvy qW fwtw Krwb hox qy swrw fwtw 

pRwpq nhIN ho skdw [  
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5.    tYlI Apfyt Aqy lwiesYNs leI ieMtrnY~t dI loV pYNdI hY[  

 
7.5 tYlI dw pRXog: 

tYlI SurU krn leI fYsktwp aùpr bxy tYlI dy AweIkwn qy fbl 

kilk kro [ jykr tYlI AweIkwn nhIN hY qW qusIN iesnUM mweI kMipaUtr 

dI mdd nwl vI clw skdy ho [  

mweI kMipaUtr    tYlI ieMstwlySn Polfr    tYlI 

tYlI AweIkwn hyT idKwey Anuswr idKweI dyvygw [  

 

 

 
 
 

  skrIn-1 
 
 
 
 
tYlI dI idKweI dyx vwlI pihlI skrIn: 
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skrIn-2 

7.6 tYlI iv`c nvIN kMpnI bxwauxw 

jdoN qusIN pihlI vwr tYlI nUM clwauNdy ho qW “islYkt kMpnI” dI AwpSn ifm 

idKweI idMdI hY ijsnUM AsIN nhIN vrq skdy ikauNik koeI kMpnI hI nhIN qW islYkt 

ikvyN krWgy [ ies leI sB qoN pihlW ijs kMpnI / ibjns leI qusIN Kwqy bxwauxw 

cwhuMdy ho auh kMpnI krIeyt kro [ Aijhw krn leI “Create Company” qy kil`k 

kro[ ijs nwl quhwnUM krIeyt kMpnI vwlI ivMfo A`gy idKwey skrIn-3 Anuswr nzr 

AwvygI ijs iv`c A`gy ilKy Anuswr AwpxI kMpnI dI jwxkwrI Bro qy AMq iv`c 

“Accept” kro [ 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

skrIn-3 
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skrIn-3 iv`c idKwey PIlfW bwry jwxkwrI : 
(nvIN kMpnI iv`c vrqy jwx vwly PIlf)  
 

 
skrIn-4 

 

Directory (fwierYktrI): ieh kMipaUtr dw auh Polfr hY (pUry pwQ 
smyq) ij`Qy bxweI jwx vwlI kMpnI nwl sbMDq PweIlW stor hoxgIAW [ 
ieh PIlf nUM ausy qrHW C`ifAw jw skdw hY ijvyN ik idKweI dyvy ikauNik 
fwtw stor hox leI ifPwlt Polfr pihlW hI TALLY.INI PweIl iv`c 
sY~t kIqw huMdw hY [  

Name (nym): ies PILf iv`c bxweI jwx vwlI kMpnI dw nwm BirAw 
jWdw hY ijsdIAW ikqwbW iqAwr krnIAW hn [ 

Mailing Name and Address (myilMg nym AYNf AYfrYs):kMpnI nwm 
qoN ielwvw tYlI myilMg nwm Brx dI shUlq idMdI hY[ ies iv`c kMpnI dw 
nwm qW Awpxy Awp Aw jWdw hY ijsnUM bdilAw vI jw skdw hY [ 
Statutory compliance for (stYcurI kMplweINs Pwr): ieQy ilst 
iv`coN dyS dw cunwv krnw hY [ stYtucrI pRwvDwn Aqy krMsI icMnH Awid ausy 
dyS dy Anuswr lwgU hoxgy [ audwhrx leI INDIA islYkt krn nwl krMsI 
icMnH BwrqI rupey iv`c hovygw [  

  Path of Data for Company 

creation. 

  Name of Company 

  Name of Which you want to print on mailing letters. 

  There are  two options for security  “Yes”  or  “No” If we choose Yes then the  

next fe  atures will displays like    Name of Adm….., Password  etc.  

   This option for Tally Audit where some audit features will enable in Tally. 
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State (styt): ieQy cuxy gey dyS dy Anuswr pRWq dI ilst pRwpq hovygI 
ijs iv`coN FukvW pRWq cuxo [ iesdy nwl aus pRWq iv`c lwgU tYks Awid 
tYlI iv`c mYntyn kIqy jwxgy [ 

PIN Code (ipn kof)  kMpnI dy Sihr dw ipn kof Brnw hY [  

Currency (krMsI) : krMsI icMn auh icMnH hY jo ik tYlI v`loN vriqAw jwxw 
hY [ ijhVw icMnH rwSI nwl idKweI dyvygw ijvyN ik dyS INDIA Brn nwl 
ieh Awpxy Awp  Rs. idKweI dyvygw [  

Maintain (mYntyn): ies PIlf dI vrqoN iDAwn nwl krnI cwhIdI hY [ 
ies iv`c do AwpSn nzr AwauNdIAW hn “Accounts only”  and “Accounts with 

Inventory”  

jykr qusIN koeI stwk nwl sbMDq iftyl nhIN r`Kxw cwhuMdy qW Accounts 

only islYkt kro [ Agr A`gy jwky loV pvy ik stwk AYNtrI krnI hY qW 

iesnUM bdilAw jw skdw hY Aqy dUjI AwpSn “Accounts-with-Inventory” 

vrqI jw skdI hY [  

Financial Year From (PwienYNiSAl eIAr Prom): keI dySw iv`c Kwqy 

12 mhIny leI jW 15 mhIny leI vI bxwey jWdy hn [ Aqy ieh smW 01 

jnvrI qoN 31 dsMbr leI  jW  01-ApRYl qoN 31-mwrc q`k ho skdw hY[ ie`Qy 

jo vI imqI ilKI jwvygI tYlI Awpxy Awp ies qoN A`gy ie`k swl 

PweInYNiSAl swl mMnygw [ audwhrx leI jykr qusIN 01-04-2009 Brogy qW 

PweInYNiSAwl swl 01-04-2009 qoN 31-03-2010 hovygw [ jykr qusIN 

01-01-2009 Brogy qW PweInYNSIAl swl 31-12-2009 q`k hovygw [ 

Books Beginning From (buks ): tYlI v`loN ieh mMinAw jWdw hY ik qusIN 
swl dy SurU qoN hI lyKw ikqwbW SurU krnw cwhuMdy ho ies leI auh Awpxy Awp 
ies iv`c swl dy SurU vwlI qrIk idKw idMdI hY [ pr jykr quSIN PweInYNSIAl 
swl dy SurU vwlI imqI qoN ikqwbW nhIN SurU kr rhy qW iesnUM bdl skdy ho [ 

Use Tally Security (XUz tYlI iskaurItI ): tYlI swnuM AwpxI kMpnI nUM sur`iKAq 
krn dI shUlq idMdI hY ik AsIN AwpxI kMpnI qy pwsvrf lgw ky ausnUM 
sur`iKAq kr skdy hW qW jo dUsrw koeI swfI kMpnI dy Kwqy nw dyK sky [  
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7.7  iskaurtI: 
tYlI iv`c bwey ifPwlt do iskaurtI lyvl vrqy jWdy hn ie`k “OWNER” 

Aqy dUjw “DATA ENTRY”. OWNER nUM tYlI dIAW swrIAW  suivDwvW pRXog 

krn dy AiDkwr huMdy hn isvwey tYlI Awift Aqy kMpnI AltRySn dy [ jo ik 

isr& AYfiminstRytr v`loN hI vrqy jw skdy hn[ fwtw AYNtrI leI swnUM hor 

iskaUrtI lyvl bxwauxy pYNdy hn [ ijnW nUM bxwaux dw FMg A`gy iliKAw hY [  

nvW iskaurtI lyvl bxwauxw (Create a New 

Security Level) 

AsIN tYlI iv`c Security lyvl bdl skdy hW Aqy XUzr nUM Data Entry  jW 

OWNER dy qOr qy AiDkwr dy skdy hW [ ieh XUzr bxwaux leI hyT ilKy 

stY~p hn [  

Gateway of Tally  select Alt+F3:  Cmp Info.   

Security Control  Types of Security 

          skrIn-1 
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ies skrIn-1 iv`c isr& ie`k lyvl  Data Entry  nzr Awvygw nvW lyvl bxwaux 

leI krsr nUM iesdy hyTW lYky Awau Aqy nvyN lyvl leI nW tweIp kro ijvyN Manager  

iesqoN bwAd ies lyvl leI hdwieqW sYt krn leI AYNtr dbwE [  

 
skrIn-2 

 

PIlfW bwry kuJ jwxkwrI  
Name of security level: ieh auh nW hY jo qusIN AYNtr dbwaux qoN pihlW 

BirAw hY  ijvyN Manager. 

Use Basic Facilities of:  tYLI bwey ifPwlt OWNER idKwauNdI hY qusIN iesnUM 

Data Entry iv`c bdl skdy ho [ jykr kMpnI iv`c hor iskaurtI lyvl 

hoxgy qW auyh vI iskaurtI ilst iv`c nzr Awauxgy [ jo vI nvW lyvl 

bxwieAw jwvygw auh AglI vwrI ie`Qy nzr Awvygw [  

Days allowed for Backdated vouchers 

ieh auh idnW dI igxqI ijs leI XUzr ip`Cly vwaucrW bwry jwxkwrI pRwpq 

krygw[ jykr ies iv`c 0 BirAw jwvy qw auh XUzr ipClw koeI vwaucr nhIN dyK 

skygw[  Aqy jykr 7 BirAw jwvy qW XUzr s`q idn ipCy vwaucr Br skygw [ 

 

Cut-off date for Backdated vouchers. 

ies iv`c auh imqI BrI jWdI hY ijsqoN pihlW dy vwaUcr sbMDq XUzr nW qW 

bxw skdw hY nW hI bdl skdw hY [ ieh Days allowed for Backdated 

vouchers qoN Al`g inXMqrx hY [ ijvyN qusIN iksy smyN dI tYks Awid dI 
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irtrn Br cùky ho qW qusIN nhIN cwhogy ik aus imqI q`k dy fwtw iv`c koeI 

bdlwv Awvy aus smyN ieh AwpSn bhuq aupXogI hY [  

Disallow the following facilities/Allow the following facilities 

ieQy skrIn-2 Aqy skrIn-3 nUM do BwgW iv`c vMifAw hoieAw hY [ Aqy hr Bwg 

iv`c do kwlm hn[  K`by h`Q auh AwpSn hn ijnHW nUM vrqx qoN XUzr nUM rokxw hY 

Aqy s`jy pwsy auh AwpSn AwauxgIAW ijnHW leI XUzr nUM AiDkwr dyxy hn [ jdoN 

krsr Access Right PIlf qy phuMcygw aus smyN AksYs tweIp dI ilst nzr 

AwvygI[ ilst iv`coN AwpSn islYkt kro ijvyN Full Access, Alter, Create, Display 

Awid[ Aqy dUzy kwlm iv`c auh Bro ijs cIz leI AiDkwr rokxw hY ijvyN 

Balance Sheet, Account Master Awid[ 

 

skrIn - 3 

iksy AwpSn nUM AsYs krn qoN rokx leI, sB qoN “Type of Access” ilst iv`coN 

pihlW AsYs tweIp cuxo[ aus qoN bwAd irport islYkt kro ijs leI AsYs 

rokxw hY[ iesnUM audoN qk duhrwE jdoN qk v`K v`K irport leI AsYs rokxw 

hY[ jdoN qusIN AsYs tweIp cuxdy ho qW auh cuxI geI irport nUM AsYs nhIN 
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kIqw jw skdw [ audwhrx leI qusIN Full Access for Balance Sheet cuxdy ho, qW 

XUzr bYlYNs SIt qy iksy vI qrW kMm nhIN kr skygw[  

iesy qrHW, Allow the following Facilities dy hyTW auh irport islYkt kIqIAW 

jWdIAW hn ijnHW leI XUzr nUM AiDkwr id`qy jWdy hn [ ijvyN qusIN ies iv`c 

Full Access for Balance Sheet islYkt krdy ho qW XUzr nUM bYlYNs SIt leI pUry 

AiDkwr hoxgy [  
 

7.8 tYlI iv`c AkwauNitMg  
ipCly pwTW iv`c AsIN piVHAw ik iks qrWH kMpnI bxweI jWdI hY Aqy aus 

au~pr ikvyN iskaurtI lgweI jWdI hY Aqy ies pwT AMdr AsIN kMpnI iv`c 

hox vwlIAW vpwirk gqIivDIAW nUM ikvyN irkwrf krnw hY auh pVHWgy [  

koeI vI vpwirk gqIivDI ijsnUM rupey iv`c AWikAw jw skdw hY ausdI 

KwiqAW iv`c irkwrf kIqw jWdw hY [ XUzr lwgien pRosIzr rwhIN kMpnI nUM 

lwgien krx qoN bwAd gytvyA Aw& tYlI nzr AwauNdw hY ijQoN AsIN ienHW 

vpwirk gqIivDIAW nUM irkwrf krn dI SurUAwq krdy hW [ 

Awm qOr qy pihlW trWjYkSn dI jrnl AYNtrI pweI jWdI hY Aqy ausnUM bwAd 

iv`c KwiqAw iv`c post kIqw jWdw hY [ mqlb ik pihlW Journal AYNtrI bxdI 

hY iPr LEDGER bxweI  jWdI hY [ pr tYlI iv`c pihlW Kwqy bxwey jWdy hn 

Aqy bwAd iv`c vwaUcr AYNtrI pweI jWdI hy ikauNik positMg dw kMm tYlI 

Awpxy Awp krdI hY [ tYlI-9 iv`c Kwqy bxwaux leI gytvy-AwP-tYlI iv`coN 

AkwauNitMg ieMnPo qy kilk kIqw jWdw hY [ 

Gateway of Tally  Accounting Info:  
kMpnI lwg-ien krn qoN bwAd AkwauNitMg ienPo sB qoN pihlw kdm hY ikauNik 

AsIN AYNtrI qd hI post kr skdy hW jykr koeI Kwqw bixAw hovygw [  

 



165 

 

 

 

 

 

 

 

 

 

 
 

 skrIn-1          skrIn-2 

  AkwauNitMg ieMnPo skrIn iv`c Al`g Al`g mwstr huMdy hn [ 

ieMnHW mwstrW iv`c CREATE, DISPLAY Aqy ALTER AwpSnW huMdIAW hn  ijvyN 

ik auprokq skrIn-2 iv`c idKwieAw igAw hY  Single Ledger AwpSn aus smyN 

Useful  huMdI hY jdoN Al`g Al`g grùp leI Al`g Al`g Kwqy bxwauxy hox Aqy  

Multiple Legers aus smyN Useful  huMdI hY jdoN ie`k grùp leI keI LEDGER 

bxwauxIAW hox [ ies nwl smyN dI bhuq b`cq huMdI hY[  

iek isMgl lYzr bxwauxw : 

Account info  Ledger  Create     (This will show us the following screen) 
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skrIn-3 

 

ies skrIn-3 iv`c bxwey jwx vwly Kwqy dI swrI sUcnw drz kIqI jWdI hY [ 

ijvyN ik Kwqy dw nW Kwqy dI iksm, Kwqy dw SurUAwqI bkwieAw Awid [  

 

7.9 vwaUcr AYNtrI (VOUCHER ENTRY) 
vpwr iv`c hox vwlI koeI vI Transaction  vwaUcr AYNtrI ADIn irkwrf kIqI 

jWdI hY [ pr ieh audoN hI ho skdw hY jykr Transaction nwl sbMDq Kwqy bxw 

ley hox [  

vwaUcr AYNtrI leI Gateway Of Tally   Accounting Vouchers qy kilk kro [  

jW Gateway of Tally skrIn qy ‘V’ pRYs kro [  

hyTW id`qI skrIn-5 Anuswr nzr AwvygI [  

skrIn-5 
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hr Transaction ausdI iksm Anuswr irkwrf kIqI jWdI hY [ tYlI v`loN Al`g 

Al`g qrHW dIAW Transactions nUM irkwrf krn leI 16 qrHW dy vwaUcr pRdwn 

kIqy jWdy hn[ ijnHW nUM Pre-defined Voucher ikhw jWdw hY hr vwaucr bdlx 

leI PMkSn kIAW lgweIAW geIAW hn ijnHW dI sUcnw tYlI iv`c s`jy h`Q iml 

skdI hY ienHW iv`coN ku`J vwaucr ies pRkwr hn [  

1. Payment   F5 
2. Receipt   F6 
3. Journal   F7 
4. Sale    F8 
5. Purchase   F9 
6. Contra   F4 
7. Stock Journal Alt + F7 
8. Debit Note  Ctlr + F9 
9. Credit Note   Ctrl + F8 
 

 
Payment Voucher:   ieh vwaucr swrIAW qrHW dy Bugqwn nUM irkwrf krn 

leI vriqAw jWdw hY [ jdoN vI koeI Bugqwn kIqw jWdw hY cwhy auh nkd 

hovy jW cYk rwhIN ausdw irkwrf ies vwaUcr ADIn r`iKAw jWdw hY [  

audwhrx leI  Cash / Cheque paid to Amrit Lal & Co.  

 Dr      Amrit Lal & Co.  
 Cr  Cash / Bank A/c 

 
Receipt Voucher:   ieh vwaucr swrIAW qrHW dy pRwpqIAW nUM irkwrf krn 

leI vriqAw jWdw hY [ jdoN vI koeI pRwpqI huMdI hY qW auh nkd hovy jW 

cYk rwhIN ausdw irkwrf ies vwaUcr ADIn r`iKAw jWdw hY [  

Cash / Cheque Receive from Charchit Bansal 

Cr. Charchit Bansal       

    Dr. Cash / Bank Account 

 
Journal Voucher:   ieh vwaUcr iv`c AijhIAW Transactions irkwrf kIqIAW 

jWdIAW hn ijnHW iv`c bYNk jW kYS Swiml nhIN huMdw [ adwhrx leI   

Salary Credit in Partner’s Capital Account  
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  Dr.  Partner’s Salary  A/c       
  Cr.  Partner’s Capital A/c 
 
Sales Voucher:   sylz nwl sbMDq swrIAW Transactions ies vwaUcr iv`c 

irkwrf kIqIAW jWdIAW hn [ienW Transactions nUM do FMgW nwl irkwrf 

kIqw jw skdw hY  

1. As Voucher 

2. As Invoice.  

Purchase Voucher:   KrId nwl sbMDq swrIAW Transactions ies vwaUcr iv`c 

irkwrf kIqIAW jWdIAW hn [ sylz dI qrHW ienW Transactions nUM do FMg nwl 

irkwrf kIqw jw skdw hY  

1. As Voucher 

2. As Invoice.  

 

7.10 tYlI iv`c PweInl irports: 

7.10.1 BALANCE SHEET  bYlYNs SIt 

bYlYNs SIt bwry kuJ lweInW :  bYlYNs SIt duAwrw swl dy AMq iv`c ibjns iv`c 

kI bkwieAw hY kI dyxw hY kI lYxw hY pUrI jwxkwrI ie`k hI nzr iv`c dyKI jw 

skdI hY[  

mYnUAl Kwqy iv`c PweInl stytmYNts iqAwr krn leI bhuq imhnq 

krnI pYNdI hY [ pr tYlI iv`c PweInl stytmYNts hr trWjYkSn qoN bwAd 

iqAwr huMdy hn[ ijs kwrx smyN Aqy pYsy dI bhuq b`cq huMdI hY [ 
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 tYlI iv`c bYlYNs SIt dyKx leI Gateway of Tally qoN Balance Sheet qy AYNtr 

kro[  

 

 

skrIn-1 

auprokq skrIn-1 Anuswr bYlYNs SIt nzr AwvygI [ 

 

kMpnI stweIl iv`c bYlYNs SIt dyKx leI F12 kIA pRYs kro jW skrIn-1 dy 

s`jy h`Q  F12: Configuration qy kil`k kro[ ies nwl hyTW idKwey skrIn-2 

Anuswr  Configuration bwks nzr Awvygw [ 

skrIn-2 
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skrIn-2 iv`c Show Vertical Balance Sheet PIlf dI kImq Yes sY~t kro [ 

iesdy nwl iesdy hyTW Show Working Capital figures PIlf iv`c vI Yes sY~t 

kro[ 

7.10.2  Profit & Loss A/c 
lwB hwnI Kwqy bwry kuJ lweInW :  lwB hwnI Kwqy rwhIN vpwr dy is`Dy Aqy 

Ais`Dy KricAW qoN bwAd shI munwPw jW nukswn pqw kIqw jw skdw hY [   

lwB hwnI Kwqw vI tYlI iv`c hryk Transaction qoN bwAd dyiKAw jw skdw hY[  tRyifMg 

Aqy lwB hwnI Kwqw tYlI iv`c ie`ko QW qy hI idKweI idMdy hn [ pr tYlI iv`c lwB 

hwnI Kwqy qy phuMcx leI  

Gateway of Tally  Profit & Loss A/c  qy kilk kro jW Gateway of Tally iv`coN 'P'  

skrIn-3 

dbwE [ ijs nwl ieh skrIn-3 Anuswr lwB hwnI Kwqw tRyifMg Kwqy smyq 

idKweI dyvygw[  

ijs iv`c Krcy Aqy pRwpqIAW Al`g Al`g pwsy Awpxy gru`p Anuswr idKweI 

dyxgIAW [ jdoN lwB hwnI Kwqw pihlI vwr idKweI idMdw hY qW isr& grùp 
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hI nzr AwauNdy hn iksy vI grùp dI iftyl dyKx leI aus grùp qy kilk 

kro qW aus grùp dy swry Kwqy Aqy auhnW dy bkwey nzr Awauxgy [  

swry KwiqAW nUM lwB hwnI Kwqy iv`c dyKx leI (iehnW dI iftyl dyKx leI)  

lwB hwnI Kwqy dw ivaU bdilAw jWdw hY [ ivaU bdlx leI Alt + F1 dbwE 

ijs nwl iesdw ivaU bdl jwvygw Aqy swry grùpW dy hyTW skrIn-4 iv`c 

ivKwey Anuswr v`K v`K Kwqy vI nzr Awauxgy [  

skrIn-4 

 

hyTW q`k pUrw dyKx leI AYro kIz dI mdd lY skdy ho [  ies nUM ipRMt krn 

leI Ctrl+P dbwE jW au`pr id`qy gey Print btn qy kil`k kro [  
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7.11 tYlI iv`c v`K v`K irports 

tYlI iv`c bhuq qrHW dIAW irports bxdIAW hn [ ijnHW dI vrqoN vpwr leI 

v`K v`K qrHW dy PYsly lYx leI kIqI jWdI hY [ iehnW irports nUM ifsplyA 

mInUM dI shwieqw nwl dyiKAw / ipRMt kIqw jw skdw hY [ ifsplyA mInUM 

gytvyA Aw& tYlI iv`c hI huMdw hY [  

7.11.1 ifsply mInUM  (Display Menu) 

skrIn-5 

v`K v`K smyN dOrwn v`K v`K irport dyKx leI ifsplyA mInUM ijvyN skrIn-5 

iv`c hY, vriqAw jWdw hY[ ies mInUM dI mdd nwl Trial Balance, Day Book, 

Account Books (Cash Book, Ledger, Sales Register, Purchase Register), Inventory Books 

(Stock Item, Stock Transfer, Movement Analysis) Awid irports dyKIAW jw 

skdIAW hn [ ies mInUM qoN bwhr jwx leI QUIT qy kil`k kro [  
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Display Menu dIAW irports bwry jwxkwrI:  

Trial Balance: (qlpt) ies dI vrqoN qlpt Trial Balance dyKx leI kIqI jWdI hY 

Trial Balance nUM v`K v`K FMg nwl dyiKAw Aqy ipRMt kIqw jw skdw hY [ Trial Balance nUM 

grùp vweIz, grùp vweIz iftylf, Ledger Wise dyiKAw jw skdw hY [ iesnUM dyKx 

leI Gateway of Tally qoN ‘D’ iPr ‘T’ dbwE [ Trial Balance iv`c v`K v`K iftyl dI 

sYitMg krn leI F12 PMkSn kIA dbwE[  

skrIn-6 

 

jdoN F12 kIA dbweI jWdI hY qW auprokq skrIn-6 Anuswr fwielwg bwks nzr 

Awvygw ijs iv`c v`K v`K jwxkwrI nUM sY~t kIqw jw skdw hY [ijvyN: 

 hryk Kwqy dw EpinMg bYlYNs dyKx leI ausdy swhmxy Yes tweIp kro  

 Trial Balance iv`c hr Kwqy dIAW Transaction dyKx leI Show Transaction dy 

swhmxy Yes tweIp kro [ jdoN ies PIlf dI kImq Yes BrI jWdI hY qW 

ies iv``c ie`k hor PIlf Nett transaction nzr AwauNdw hY ies PILf nUM 

jykr Yes sY~t kIqw jWdw hY qW Debit Aqy Credit dIAW Al`g Al`g 

Transaction nzr nhIN AwauxgIAW[ jykr ies PIlf nUM No sY~t kIqw 

jWdw hY qW Debit Aqy Credit dIAW Al`g Al`g Transaction nzr 

AwauxgIAW [  
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 Show Percentage ies PIlf nUM Yes sY~t krn nwl Transaction's bkwieAW 

nwl ku`l Transaction dw pRqISq vI nzr Awvygw [  

iesy qrW loV Anuswr Appearance of Name, Scale Factor of Values, Sorting Method 

Awid dIAW kImqW sY~t kIqIAW jWdIAW hn [ ies qrHW kImqW sY~t krn nwl 

jo iftylz nzr AwauxgIAW auh skrIn-7 Anuswr idKweI dyxgIAW [  
 

skrIn-7 

 

ijs qrHW lwB hwnI Kwqy iv`c isr& grùp nzr AwauNdy sn Aqy auhnW nUM bwAd iv`c 

iftyl ivaU iv`c bdilAw igAw sI ausy qrHW Trial Balance dy ivaU nUM vI bdilAw jw 

skdw hY [  

 

Trial Balance nUM Ledger Wise dyKx leI iesdy s`jy h`Q F5: Led-wise qy kil`k kro [ jW 

F5 PMkSn kIA dbwE [  
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ies qrHW fwtw skrIn-8 Anuswr Ledger Accounts dy ihswb nwl idKweI dyvygw [  

skrIn-8 

 

DAY BOOK: fy-bu`k iv`c swrIAW kIqIAW geIAW Transactions dy vwaUcr 

idKweI idMdy hn [  jdoN fy-bùk KolHI jWdI hY qw ieh Current Date (jo imqI 

gytvyA Aw& tYlI qy idKweI idMdI hY) dIAW Transactions idKwauNdw hY [ loVINdI 

imqI dIAW Transactions dyKx leI F2 PMkSn kIA dbwE Aqy loVINdI imqI 

Brky AYNtr dbwE[ tYlI quhwnUM aus imqI dIAW Transactions idKwvygw[  

 ie`k imqI qoN duUjI imqI (koeI pIrIAf) Bwv 03-03-2013 qoN 05-03-2013 

dIAW  Transactions dyKx leI ALT + F2  dbwE jo ik quhwnUM pIrIAf bwry 

pùCygw [  
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     skrIn-9 

auprokq skrIn-9 iv`c Anuswr imqI  drz kro [ ijs nwl Bry gey pIrIAf 

dI fyA bÙk nzr AwvygI[ 

AiBAws leI pRSn: 

Coty au~qrW vwly pRsn: 

  

1.  lyKw ivDI dIAW pRIBwSwvW idau[ 

2.  bhI Kwqy qoN quhwfw kI Bwv hY? vrnx kro[  

3.  PwienYNiSAl swl ikhVw huMdw hY ? 

4.  nvW XUzr (iskaurtI lyvl) ikvyN bxwieAw jWdw hY? 

5.  pymYNt vwaUcr (Payment Voucher) bwry ilKo? 

6.  irsIpt vwaUcr (Receipt Voucher) bwry ilKo? 

7.  jrnl vwaUcr (Journal Voucher) bwry ilKo? 

8.  bYlYNs SIt kI hY? 

 

v~fy au~qrW vwly pRSn: 

1. bhI Kwqy Aqy lyKw ivDI qoN quhwfw kI Bwv hY? iehnW iv~c AMqr vI 

spSt kro[ 

2. Al`g Al`g XUzr leI iskaurtI sY~t krn dy kI stY~p hn? 

ivsqwr nwl ilKo[ 



177 

 

3. ie`k nvW Kwqw (Account) bxwaux dy kI stY~p hn Aqy Kwqw bxwaux 

leI ikhVy-ikhVy PIlfW bwry jwxkwrI BrnI pYNdI hY? 

4. vwaUcr AYNtrI qoN kI Bwv hY? iesnUM pRXog krn dy kI stY~p hn? 

5. tYlI iv`c lwB hwnI Kwqw ikvyN iqAwr kIqw jw skdw hY Aqy ies iv`c 

ikhVI ikhVI jwxkwrI imldI hY bwry crcw kro [ 

6. ifsplyA mInUM rwhIN qlpt dyKx dw Aqy ausdy Al`g Al`g ivaU bwry 

ivsqwr nwl crcw kro [  

 

 


