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SREE NARAYANA
COLLEGE, PUNALUR

Tally is one of the most widely
used accounting software
globally, essential for
businesses of all scales. This
38-hour certificate course is
designed to equip students
and professionals with the
skills to efficiently manage
accounts, inventory, and
payroll, making them industry-

ready.g"
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/ Tally -Syllabus
/ Duration -30 Hrs.

e

Module 1: Introduction to Tally (4 Hours)

. Overview of Tally: Understanding Tally software, history, and versions (Tally
ERP 9, TallyPrime).

. Interface Overview: Introduction to the Tally screen, menus, and navigation.

. Tally Licensing & Activation: Installation, activation, and different types of
licenses (Educational, Single User, Multi-User).

» Working with Tally: Starting Tally, creating a new company, and understanding
the company information screen.

. Basic Configuration: Setting up Tally preferences, company features, and
options.

Module 2: Master Creation & Basic Transactions (6 Hours)

« Understanding Masters: What are Masters in Tally? Why are they important?
« Creating Ledgers:

o Types of ledgers (Assets, Liabilities, Income, Expenses, etc.)

o Creating different types of ledgers (bank, sales, purchase, capital, etc.).
. Creating Groups: Types of groups (primary and secondary) and their relevance.
« Voucher Entry:

o Introduction to vouchers: Contra, Payment, Receipt, Journal, Sales, and
Purchase.
Recording basic transactions (e-g., cash transactions, bank transactions,
purchase/sale entries).
Reversing entries and correcting mistakes.

O

Module 3: Inventory Management (6 Hours)

. Inventory Masters: Creating Stock Groups, Stock Categories, Units of Measure,

Stock Items.

« Stock Management:
o Purchase & Sales Entries involving stock items.

o Stock transfer and inventory adjustments. -
o Handling multi-location inventory.
» Inventory Reports:
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Jiewing and analyzing inventory trans ction

Modul  4: Advanc d Transactions (6 Hours)

« Involice Management
Creating sales and purchase InVolICe:
Printing and customizing INVOIC
Taxation and GST In | MI]'/ (GST rates, GST Ledger cre tion, GST R ports)
Bank Reconciliation
Reconciliation of bank statements nvith T u(lll"/
Handling cheque transactions
BRank P '.’/‘”m‘ nt, rec H|uﬁi / |1r|wr;|W;nwur]m:ﬂl ﬂ,n,,wgl‘q( rs
Payroll
Employee creation nd salary configuration

Salary vouchers, payment, and reports

Module 5: GST (Goods and Services Tax) In Tally (4 Hours)
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Understanding GST In Tally: GST structure, types of GST (CGST, SGST, IGST)

G5 \(fo\minu”;m:l!(*l':inn,jm 1n H:i“}“’/ E |nl;||'n',“1l|r'\[j: ((,,'},,U n H*.u”“l//” setting up GST-r¢ lated

{Input tax credit, output tax)
GST Transactions
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Recording sales and purchases with GST
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GST summary, GST returns W’._;i,,l\ R-1, GSTR-3B), and GST reconclliation
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Other Reports: Casn Flow. Fund Flow, Day Book. and Ledger Repor!
{ule 7: Advanced Features in | 1y (6 Rours)




Creating and customizing reports

Exporting reports to Excel, PDF, or other formats

Data Security and Backup
Securing company data with pa swords and security features
Backing up @ nd restoring company cdata

Multiple Companies Working with multiple companies, con: olidating company.

)

(()'L’hl,f\
Multi-User Mode: Setting up multi-user access and network configurations

Tally Vault: Using Tally Vault for data security

)

Module 8: Practical Sessions and Case Studies (4 Hours)

Hands-on Practica! Exercises:

Recording various types of transactions
ncial lr(-"]PXOX(ii‘fz and _:‘nn‘u:‘M\-f/mnm{;i pusiness P rformance

and BE nerating re turns

g Tally

o

(cash, bank, inventory, Invoic es)
Generating fine
Handling GST transactions, ¢ alculating taxes,

Case Studies: Real-world scenarios and problem solving usinj
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Online Classes (7:00 PM - 8:00 PM)Instructors:Dr. T.P. Vijumon, Dr. Kavitha K.S., Ganga

MR
Day Time Topic Duration Details Instructor
- Overview of Tally
7:00 PM - Software
Day 1 ¢.00 PM Introduction to Tally 1 hour - Introduction to Tally Dr. T.P. Vijumon
Interface
- Installation & Activation
oo Sene U
: 2 @ : - g company = &
Day 2 2:00 PM ompany & Basic 1 hour settings, preferences, and Dr. T.P. Vijumon

Configuration
features

- Creating ledgers (Bank,
7:00 PM - Creating Ledgers & Sales, Purchase, Expenses) i
Day 3 8:00 PM  Groups ot Understanding Groups Dz, 142, VAo
and Grouping concepts

- Recording Payment,

7:00 PM - Voucher Entry: Receipt, and Contra
Day4 . Payment, Receipt & 1 hour vouchers Dr. T.P. Vijumon
8:00 PM :
Contra - Practical examples of
basic transactions
- Recording Sales and
Purchase vouchers
Day S ;88 gﬁ 2 XoluclerEnt;y. ] hour - Understanding tax and ~ Dr. T.P. Vijumon
i A L e discount handling in
vouchers
- Creating stock items
7:00 PM - Stock Management - Managing stock groups. :
Day 6 8:00 PM Basics | e stock categories, and units Dr. Kavitha K.S.
of measure
- Recording inventory-
7:00 PM Inventory related purchase and sales
Day 7 8:00 PM " Transactions: ] hour transactions Dr. Kavitha K.S.
3 Purchases & Sales - Practical examples of
inventory entries
- Stock transfer between
7:00 PM - Stock Transfers & locations ,
Déy 5 8:00 PM  Adjustments houss ™ Adjusting stock quantities Dr. Kavitha K&.5.
in Tally
- Generating Inventory
7:00 PM - reports (Stock Summary,
Day9 . Inventory Reports 1 hour Stock Valuation) Dr. Kavitha K.S.
8:00 PM :
- Understanding Stock
Analysis
- Enabling GST in Tally
7:00 PM - i 3 i 3k
GST Configuration = Creating ted Dr. Kavitha K.S.

Day 10 g.00 pM  in Tally



Day Time
i 7:00 PM -
* pay 11 g.00 PM
‘ 7:00 PM -
Day 12 g.00 PM
7:00 PM -

Day 13 g:00 PM

7:00 PM -
Day 14 ¢.00 pM

7:00 PM -
Day 15 ¢.00 pM

7.00 PM -
Day 16 ¢.00 pMm

7:00 PM -
Day 17 ¢.00 pm

7:00 PM -
Day 18 ¢.00 pM

7:00 PM -
Day 19 ¢.00 pM

7:00 PM -
Day 20 ¢.00 pM

7:00 PM -
Day 21 ¢.00 pM

7:00 PM -
Day 22 4.0 pm

Topic Duration
3ST Transactions: 1h
Purchase & Sales o
GST Returns: ]
GSTR-1, GSTR-3B
Advanced Voucher
Entries: Journal, 1 hour

Debit/Credit Notes

Bank Reconciliation
; 1 hour
in Tally

> -
!ay: oll Management
in Tally

Payroll Reports &
Payment

1 hour

Trial Balance &
Financial Statements

1 hour

Cash Flow and Fund
Flow Statements lihour

Data Security &

Backup in Tally o
Data Restoration
and Company ] hour
Management
Tally Customization
& Advanced 1 hour
Features
Multi-User

1 hour

Configuration in
Tally

Details Instructor
- Recording sales and
purchase with GST
- Handling GST-related
taxes, exemptions
- Generating and filing
GST Returns
- Understanding GSTR-1
and GSTR-3B Reports
- Recording advanced
journal entries
- Handling Debit and
Credit Notes
- Reconciliation of bank
accounts with Tally
- Handling cheque
payments and receipts
- Setting up Payroll in
Tally
- Salary voucher creation
and processing
- Generating Payroll
Reports
- Salary payments and
deductions handling
- Generating Trial Balance
_ Understanding Profit &
Loss Account, and Balance
Sheet
- Understanding and
generating Cash Flow and; o
Fund Flow Reports in Ganga M-R.
Tally
- Creating backups
- Securing data with Tally

Ganga M.R.
Vault and password janga MR
protection
- Restoring company data
- Working with multiple
companies, and
consolidating data
- Customizing Tally
reports
- Exporting data to Excel
and PDF formats

Dr. Kavitha K.S.

Dr, Kavitha K.S.

Ganga M.R.

Ganga M.R.

Ganga M.R.

Ganga M.R.

Ganga M.R.

Ganga M.R.

Dr. T.P. Vijumon
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Date Day Time
foo mosan TR
ocuneT  Suurty [0
October I Tuesday g0 py”
October 14 Saturday o0 pyy.
October 2L saurday Lo pyy-
October 4, Tuesday gonpay
October 2, sarurday o pyy
October 3L, Tuesday oo png
November 4 saurday o0 pag_
November ™, Tuesday oo pry_
November Ly Sarurday o0 pyi-
November 14, Tucsday g6 pag_
November 18 Saturdsy g pyy
November 2, uesdey {00 py
November 25, suurday ¢ pay_
November 8. Tuesday. g0 bt
December 2, Sturday o0 b
December S, uesday o0 b
December S, Saturday 09 bt
December 12 Tuesday Lo pyy”
December 16, surday g00 byt

December 19, Tuesday 7:00 PM -

Topic
Introduction to Tally

Setting Up a Company & Basic
Configuration

Creating Ledgers & Groups

Voucher Entry: Payment, Receipt
& Contra

Voucher Entry: Sales & Purchase

Stock Management Basics

Inventory Transactions: Purchases

- & Sales

Stock Transfers & Adjustments

Inventory Reports

GST Configuration in Tally

GST Transactions: Purchase &
Sales

GST Returns: GSTR-1, GSTR-3B

Advanced Voucher Entries:
Journal, Debit/Credit Notes

Bank Reconciliation in Tally
Payroll Management in Tally

Payroll Reports & Payment

Trial Balance & Financial
Statements
Cash Flow and Fund Flow
Statements

Data Security & Backup in Tally

Data Restoration and Company
Management

Tally Customization & Advanced
Features

Multi-User Configur:

Tally Vault anﬂ Sec

Dr.

Dr.

Dr.

Dr.

Dr.

Dr.

Dr.

Dr.

Dr.

Dr.

Dr.

Instructor

T.P. Vijumon
T.P. Vijumon

I'.P. Vijumon

_T.P. Vijumon

T.P. Vijumon
Kavitha K.S.
Kavitha K.S.
Kavitha K.S.
Kavitha K.S.
Kavitha K.S.
Kavitha K.S.

Kavitha K.S.

Ganga M.R.

Ganga M.R.

Ganga M.R.

Ganga M.R.

Ganga M.R.

Ganga M.R.

Ganga M.R.

Ganga M.R.

Dr.

T.P. Vijumon
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