





TALLY WORK FLOW CHART
1. T0 PRINT OUTSTANDING WATER CHARGES WITHOUT PENALTY
2. 

 HYPERLINK  \l "T0%20PRINT%20OUTSTANDING%20MAINTENANCE%2" 

T0 PRINT OUTSTANDING MAINTENANCE CHARGES W/O PENALTY
3. 
TO PRINT ADVANCE MAINTENANCE OR WATER CHARGES
4. TO PRINT OUTSTANDING RENTS WITHOUT PENALTY
5. 

 HYPERLINK  \l "TO%20PRINT%20TRIAL%20BALANCE" 

TO PRINT TRIAL BALANCE
6. 

 HYPERLINK  \l "TO%20PRINT%20BALANCE%20SHEET" 

TO PRINT BALANCE SHEET
7. 

 HYPERLINK  \l "TO%20PRINT%20INCOME%20&%20EXPENCES%20Ac" 

TO PRINT INCOME & EXPENCES A/c
8. 

 HYPERLINK  \l "TO%20PRINT%20DAILY%20CASH%20BOOK" 

TO PRINT DAILY CASH BOOK
9. 
TO RECONCILE BANK ACCOUNTS
10. 
SHORT CUT KEYS & TYPES OF VOUCHERS
11. 
TO PRINT THE ADDRESS LABLES, Email IDs, Contact number e.t.c
12. 

 HYPERLINK  \l "TO%20PRINT%20ANY%20SAVED%20RECEIPTS%20OR" 

TO PRINT ANY SAVED RECEIPTS OR PAYMENT VOUCHER
13. 

 HYPERLINK  \l "TO%20PRINT%20THE%20OUT%20STANDING%20DUES" 

TO PRINT THE O/S DUES FOR GROUP MEMBERS WITH PENALTY
14. 

HYPERLINK  \l "INDIVIDUAL"

TO VIEW THE O/S DUES FOR THE INDIVIDUAL MEMBER
15. 

HYPERLINK  \l "CREATION%20OF%20JOURNAL%20ENTRY%20FOR%20"

MONTHLY JOURNAL ENTRY FOR RENTS/MAINTENANCE CHARGES
16. 

 HYPERLINK  \l "CREATION" 

MONTHLY JOURNAL ENTRY FOR FOR WATER CHARGES
17. 
PROCEEDURE TO GENERATE AND PRINT NOTICES
18. TO EXTEND THE FINANCIAL YEAR
19. 
TO EDIT MAINTENANCE CHARGES
20. 
TO EDIT AKASH GANGA DEPOSIT/RENTS FOR NON MEMBERS
21. 
TO EDIT AKASH GANGA DEPOSIT/ RENTS SLABS FOR MEMBERS
22. 
TO SEND SMS TO MEMBER/TENANT ON PAYMENT OF AMOUNT
23. 
TO SEND REMINDER SMS OR NOTICE TO MEMBER/TENANT FOR DUES
24. TO SEND INDIVIDUAL SMS TO REQUIRED MEMBER/TENANT
25. 
TO SEND DEFAULT NOTICE TO THE INDIVIDUAL DU s.
26. 
TO EDIT WATER BILL SLABS
27. TO GENERATE INCOME STATEMENTS, TO EDIT INDIVIDUAL SHOP RENTS
28. 

 HYPERLINK  \l "TO%20EDIT%20PENALTY%20FOR%20WATER%20BILL" 

TO EDIT PENALTY FOR WATER BILL AND MAINTENANCE CHARGES
29. 

 HYPERLINK  \l "CORRECTION%20OF%20EXISTING%20PAYMENTRECE" 

CORRECTION OF EXISTING PAYMENT/RECEIPT or ANY VOUCHERS
30. 

 HYPERLINK  \l "REVERSAL%20OF%20RECEIPT%20IN%20CASE%20OF" 

REVERSAL OF RECEIPT IN CASE OF CHEQUE BOUNCE
31. 
UPDATING THE LICENSE OF TALLY
32. 
PAYABLE ENTRIES TO BE PASSED AT THE END OF FINANCIAL YEAR
33. 
PROCEEDURE TO CREATE GROUP LEDGER
34. 
TO ALTER THE EXISTING GROUP LEDGER
35. 

HYPERLINK  \l "TO%20DISPLAY%20THE%20EXISTING%20GROUP%20"

TO DISPLAY THE EXISTING GROUP LEDGER
36. 

 HYPERLINK  \l "PROCEEDURE%20TO%20CREATE%20INDIVIDUAL%20" 

PROCEEDURE TO CREATE INDIVIDUAL LEDGER
37. 

 HYPERLINK  \l "TO%20ALTER%20THE%20EXISTING%20INDIVIDUAL" 

TO ALTER THE EXISTING INDIVIDUAL LEDGER
38. 
TO DISPLAY THE EXISTING INDIVIDUAL LEDGER
39. TO CHANGE THE TALLY PASSWORDS and TO CREATE USERS
40. 
MONTHLY SMS TO ALL DU s WITH FULL DETAILS


1. T0 PRINT OUTSTANDING WATER CHARGES WITHOUT PENALTY


From Gateway of Tally → Display → Statement of Accounts → Outstanding → Receivables → Members 

Press F12 → configuration → sorting method 

By default to Party (increasing) then Press Enter to save. This will display the order from ER houses to H No s houses. This screen will display combined statement of receivables for water and maintenance bills.

Press Alt+F12 to select the particular Bill Receivable required i.e. Water or Maintenance. 

i.e. Bill having Ref. Number Containing Water   then and end of list  (Only  water bills outstanding will be printed )

Then Press Alt+p to print the water bills receivable statement.
HOME PAGE
2. T0 PRINT OUTSTANDING MAINTENANCE CHARGES WITHOUT PENALTY
From Gateway of Tally → Display → Statement of Accounts →Outstanding → Receivables → Members 

Press F12 → configuration → sorting method 

By default to Party (increasing) then Press Enter to save. This will display the order from ER houses to H No s houses. This screen will display combined statement of receivables for water and maintenance bills.

Press Alt+F12 to select the particular Bill Receivable required i.e. Water or Maintenance.

Bill having Ref. Number Not Containing Water then and end of list (Only Maintenance outstanding will be printed)

Then Press Alt+p to print the maintenance charges receivable statement.

Note: - To be printed every 15th day end or 16th first hour before collections both water and Maintenance Charges receivable.
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3. TO PRINT ADVANCE MAINTENANCE CHARGES OR WATER CHARGES
From Gateway of Tally → Display → Statement of Accounts → Outstanding → Payable s → Members 

At this screen Press F12 to configure the sort order by selecting at sorting method from default to Party (increasing)

Press F12 → configuration → sorting method 

By default to Party (increasing) then Press Enter to save. This will display the order from ER houses to H No s houses. This screen will display combined statement of receivables for water and maintenance bills.

i.e. Bill having Ref. Number Containing Water   then and end of list  (Only  water bills Advances will be printed )

Then Press Alt+p to print the water bills payable ( i.e. advances ) statement.

            OR

Bill having Ref. Number Not Containing Water then and end of list (Only Maintenance Advances will be printed)

Then Press Alt+p to print the maintenance bills payable ( i.e. advances ) statement.

Note:- To be printed every 15th day end or 16th first hour before collections both water and Maintenance Charges payable.
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4. TO PRINT OUTSTANDING RENTS WITHOUT PENALTY

From Gateway of Tally → Display → Statement of Accounts → Outstanding → Receivables → Rents 

At this screen Press F12 to configure the sort order by selecting at sorting method from default to Party (increasing) then Press Enter to save.

Then Press Alt+p to print the rents receivable statement. 

Note: - To be printed every 15th day end or 16th first hour before collections.
HOME PAGE
5. TO PRINT TRIAL BALANCE

From Gateway of Tally → Display   → Trial Balance 

Press Alt+F1 to for detailed statement then Press Alt+F2 to define the period from to as required.  

Then Press Alt+p to print the Trial Balance. 

Note:- To be printed every last working day at day end or 1st of the following month first hour before collections.
HOME PAGE
6. TO PRINT BALANCE SHEET

From Gateway of Tally   → Balance Sheet 

Press Alt+F1 to for detailed statement then Press Alt+F2 to define the period from to as required.

Then Press Alt+p to print the Balance sheet. 

Note:- To be printed every last working day at day end or 1st of the following month first hour before collections.

HOME PAGE                            

7. TO PRINT INCOME & EXPENCES A/c

From Gateway of Tally    Income & Expense A/c 

Press Alt+F1 to for detailed statement then Press Alt+F2 to define the period from to as required.

Then Press Alt+ p to print the→ Income & expenditure statement.

Note:- To be printed every last working day at day end or 1st of the following month first hour before collections.
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8. TO PRINT DAILY CASH BOOK

From Gateway of Tally   → Multi-Account Printing   → Accounts   → Multi Column Cash Book 

Small screen will be displayed. Please give “NO” then cursor will go to Date column. Please give date from to (Preferably take the print out of Day Book for a Single Day).  At the format column give “DETAILED”, at Show Bill Wise Details “YES” and at last give “YES” to Show Narration also. Finally Give “YES” to print the Day Book.  

Then Press Alt+p to print the Daily cash book statement.

NOTE: In case if you give wrong dates please press escape key to quit the Page.

Note:- To be printed every day at day end after Cash and Cheque collections are tallied. Cash denominations must be written on the day book.
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9. TO RECONCILE BANK ACCOUNTS

From Gateway of Tally   → BaNking → Bank Reconciliation.

Then select the bank for reconciliation is to be carried out 

At this stage Post the Enchased Dates as per the Bank Pass Book at last give “YES” to save the file.

To view all the transactions including reconciled in the following manner press F12 small popup window will display type “yes” against “show reconciled transactions also”.
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10. A. SHORT CUT KEYS

Ctrl+a 


         → 
To Save the File





Ctrl+end


         → 
To go to end of the Page

Ctrl+home 


→ 
To go to Beginning of the Page


Alt+P



→ 
To print the file 

Alt+2
 


→ 
To create duplicate voucher



Alt+Enter


         → 
To print saved voucher by regular user

Ctrl+Alt+c


→ 
To copy the matter within Tally Data.

Ctrl+Alt+v


→ 
To paste the matter within Tally Data.

B. TYPE OF VOUCHERS

Gateway of Tally → Accounting Vouchers 
→ F4
→ 
Contra Voucher





Gateway of Tally → Accounting Vouchers
 → F5
→ 
Payment Voucher

Gateway of Tally → Accounting Vouchers  
→ F6
→ 
*Receipt vouchers


Gateway of Tally → Accounting Vouchers
 → F7
→ 
 Journal Voucher
Note:- * Different Type of Receipt Vouchers available, they are Akash Ganga Deposit Receipt, Akash Ganga Receipt, General Receipt and Receipt. Select only Receipt for regular use else select as required
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11. TO PRINT THE ADDRESS LABLES, Email IDs, Contact number e.t.c


The tally must have updated all the details of the DU Owner.

To print the above    Gateway of Tally → J JALVAYU VIJAR REPORTS → G ADDRESS BOOK → Members

At this page press F1 to select only “owners”, “Tenants” or “All”. After selecting the required selection press enter to save by giving “Yes”.  You can avoid some of the unwanted fields which are not required press F12 to configure the data as required by you. You can choose the required columns by giving “YES” and not required columns by giving “NO”.

After the selection you can export the file to excel format by pressing the Alt+E the file will be written at the default path with default name i.e. “G:\\exportfiles with a filename TALLY.xlsx. The path and the file name can be changed as per your requirement by selecting “No” option. After the path and the file name is changed you can save the file. Now the excel file is at the default path with default name or as desired by you. 

Subsequently the file can be sorted as per your choice and take print as required.
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12. TO PRINT ANY SAVED RECEIPTS OR PAYMENT VOUCHER

Gateway of Tally → Display → Day Book   

Give the required date by pressing the F2. After opening of the Day place the cursor on the required receipt/payment voucher press Alt+Enter. It will display the Voucher then press Alt+P to print receipt/payment voucher by the regular user.
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13. TO PRINT THE OUT STANDING DUES FOR THE GROUP MEMBERS WITH PENALTY


Gateway of Tally → J JALVAYU VIHAR REPORTS → T All Customers Due List


This option will facilitate to print the pending due as on date with penalty. The list is print in the following batches by selecting the particular batch.


A – ER-001 to DU-027

B - DU-028 to DU-66A

C - DU-66A to DU-105



D - DU-105 to DU-148

E - DU-148 to DU-191

F - DU-191 to DU-234


G - DU-234 to DU-277

H - DU-277 to DU-320

I - DU-321 to DU-347

T – Total Outstanding List can be printed

NOTE: “A” to “I” in the above may differ (from to DU Numbers) as per the outstanding dues of the DU s. When you select “T” only outstanding dues of the DU s only will be displayed. SMS can be selected and sent for the selected DU s or All DU s as per the requirement. 
HOME PAGE                           

14. TO VIEW THE OUT STANDING DUES FOR THE INDIVIDUAL MEMBER


Gateway of Tally → J JALVAYU VIHAR REPORTS → I Customers Due Status


This option will facilitate to view the pending due as on date.
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15. ​CREATION OF JOURNAL ENTRY FOR THE MONTH FOR RENTS AND MAINTENANCE CHARGES

Gateway of Tally → J Jalvayu Vihar Reports → M Auto Posting of Maintenance Charges 

Under the above option a small screen “Auto-posting of Maintenance Notice Entries” will be displayed. Posting date will be picked up from the system, year will be picked up from the system and then month also will be posted as per the need. Check and confirm for correctness of date, year and month. Though you have a provision to correct the date and month Date cannot be postdated, must be given only current date or previous date. At last press “Y” after confirming the details correctness to accept the same.
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16. CREATION OF JOURNAL ENTRY FOR THE MONTH FOR THE WATER CHARGES

REFORMAT PREVIOUS MONHT EXCEL FILE TO PREPARE CURRENT MONTH EXCEL FILE 

Open the Previous Month Excel file and save as Current month Excel file and name the file as mmm-yyyy (Ex: jul-2016). The Format should be as given below.

Column “A” should contain DU Number Starting from H-001 to H-349 and in continuation ER-001 to ER-016 (Some of ER s does not have Water Meter for which care should be taken).

Column “B” should Contain Previous Reading Date (Actual meter reading dates are mentioned as listed below.) 

Column “C” should Contain Present Reading Date (Actual meter reading dates are mentioned as listed below.) 

Column “D” should contain Previous Meter Reading for First Meter for all the houses.

Column “E” should contain Present Meter Reading for First Meter for all the houses.

Column “F” should contain Previous Meter Reading for Second Meter (KITCHEN CONNECTION FOR FLATS ONLY).

Column “G” should contain Present Meter Reading for Second Meter (KITCHEN CONNECTION FOR FLATS ONLY).

NOTE: Column “B” and “C” should contain the following dates and water reading must be collected only on those dates.

                           HOUSE NO.

                     FROM              TO                            PREVIOUS READING DATE            CURRENT READING DATE

                    H-001     to      H-100                                     23-mm-yyyy                                  23-mm-yyyy
                    H-101     to      H-174                                     24-mm-yyyy                                  24-mm-yyyy
                  ER-001     to     ER-016                                    24-mm-yyyy                                  24-mm-yyyy
                   H-175      to      H-215                                     25-mm-yyyy                                 25-mm-yyyy
                   H-216      to      H-349                                     26-mm-yyyy                                 26-mm-yyyy

Note: In case while uploading, if you notice the errors either you must correct the excel file or correction must be made in the previous month water journal entry as per the requirement.


Correction in the previous month journal will be needed only when new meter is installed. Under such situation please follow the following procedure.


Gateway of Tally  →  Display  →  Statements of Accounts  →  Statistics  →  select the Journal-Water Bill (Under the Type of Vouchers)  →  Select the concerned Month for which correction needed.


Note: Care is to be taken whenever any modification is needed for the existing entry, correct only the required field without tampering the other fields. 


Open the Journal Entry, Press F11 go to “JVV SPECIAL” and enter the DU No at “Open Water Meter Reading for DU No” (Given DU No. only will be opened, for any other DU s you need to correct press F11 and proceed as above)  Press enter twice then use Down arrow (→) button to come to the required DU number then press enter to open small pop-up window which contains Water Meter Reading for both meters, then Change the Current Reading (current reading should not be zero, if it is zero the system will not generate the bill or notice) must be at least 0.001. After correcting press enter to return to original journal entry. Any other corrections, edit the readings in the same procedure finally press Alt+F12 which will display small pop-up window in which you need to give Password One (By President) and Password Two (By Secretary) then press Enter, at last press Ctrl+a to save and close the file. Important to note is that PLEASE BE CARE FULL WHILE CORRECTING THE JOURNAL ENTRY FOR AN INDIVIDUAL HOUSE METER READING.
IMPORTANT NOTE - 1: NO CORRECTIONS IN THE TALLY CAN BE MADE BY THE REGULAR USER. ANY CORRECTIONS IN THE TALLY MUST BE DONE BY THE SUPER USERS ONLY i.e. ONLY BY THE TREASURER ALONG WITH PRESIDENT AND SECRETARIES PASSWORDS. 

IMPORTANT NOTE - 2: DO NOT GIVE or DISCLOSE THE ABOVE PASSWORDS UNDER ANY CIRCUMSTANCES TO ANY ONE.

PROCEEDURE TO UPLOAD REFORMATED AND SAVED CURRENT MONTH EXCEL FILE IN TALLY


Gateway of Tally → (J) Jalvayu Vihar Reports → (W) Auto Posting of Water Charges  

Under the above option screen “Auto-posting of Water Bill Notice Entries” will be displayed. By default the system date is picked up or you can modify previous date if required but not future Date. Then by default year and month will be posted. At the end press “Y” after confirming the correctness of details and accept the same.

Next screen will be display Locate the Excess File, Click on the right side under the “Locate Excel File” pink coloured small box and then locate the excel file to be uploaded click the correct file to upload. Wait for few seconds to display Percentage Bar which will also display errors on the right side block if unmatched with previous meter readings along with house numbers. (It will cross check the previous readings available in the system with the current file). Rectify those errors and redo the above process once again. If no errors are found the right side screen will display blank. Then click the “Posting” button the journal entry will be passed with a Percentage Bar on the screen. After passing the Water Bill journal press “EXIT” to come out of the screen. 

NOTE: For both the times i.e. checking the previous reading and while uploading the water bill Journal, the percentage bar will be displayed.                                                                                                HOME PAGE     
17. PROCEEDURE TO GENERATE AND PRINT NOTICES


Before entering the following option Ensure that the printer is selected as “nova PDF” and also “No Preview” to be selected. i.e. When you select “Alt+I” the display will be changed on the right side must display “With Preview” that means nothing will be viewed while printing the PDF format. PDF File will be generated in “F Volume” of the system with a file name as “Notice Printing”.

Note: To select the above selections of printer and preview options you need to open any print file and select.


Gateway of Tally → (J) Jalvayu Vihar Reports → (N) Notice Printing All Members


To print notices for all the Members select the above option. Once you press “N” it will start generating the notices.

Note: Please do not operate the key board or mouse while the notices are under printing in PDF format. Leave the computer idle at least for an hour.

Gateway of Tally → (J) Jalvayu Vihar Reports → (S) Notice Printing for Single Member


To print notices for single Member press “S” it will ask for the house number. Select the required house number and print the notice.
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18. TO EXTEND THE FINANCIAL YEAR
When the year ends on 31st of March you can continue the next financial year in the same file by pressing Alt+F2 (by default current financial year will be displayed) change the date as 31-03-required year. (Example: - if the financial year is starting from 01-04-2015 to 31-03-2016 and if you want to continue to the next financial year give the dates as 01-04-2015 to 31-03-2017). The date is extended and you can proceed for collections for the next financial year.

Warning:- Do not Split the company till Balance sheet is finalized and approved by AGM.
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19. TO EDIT MAINTENANCE CHARGES


Gateway of Tally → J JALVAYU VIHAR REPORTS → Z MNT UPDATE → MEMBERS


Under the MEMBERS LEDGER you have an option of “MNT AMOUNT” can be changed as per the requirement. Finally save file by pressing “Ctrl+A” or at the end press “Y” to save the file. 
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20. TO EDIT AKASH GANGA DEPOSIT/RENT SLABS FOR NON MEMBERS


Gateway of Tally → Accounts → Groups → Alter → NON Members


Under the NON MEMBERS LEDGER you have an option of “AKASH GANGA SLABS (Y/N)? Please open the same and correct accordingly and at last give zero for all the three columns’ which will enable to save and close the Ledger. 
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21. TO EDIT AKASH GANGA DEPOSIT/ RENTS SLABS FOR MEMBERS


Gateway of Tally → Accounts → Groups → Alter → Members


Under the MEMBERS LEDGER you have an option of “AKASH GANGA SLABS (Y/N)?” Please open the same and correct accordingly and at last give zero for all the three columns’ which will enable to save and close the Ledger. 
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22. TO SEND SMS TO MEMBER/TENANT ON PAYMENT OF AMOUNT


Gateway of Tally → Voucher (Press F6 then select Receipt) 


Under the Receipt Voucher Option (Only for Maintenance and Water Bill) at the end you will have an additional option SMS. Against SMS option if you give “YES” SMS will be sent to the Owner Mobile Number and also Tenant Mobile Number provided if Mobile Numbers are available. The Mobile Number will also be displayed before the column of “SMS”.

TO MODIFY THE SMS MESSAGE TEXT

Gateway of Tally → Accounts Info → Voucher Types → Alter → Receipt

Under this option at the “Default Message (Fixed)” you can alter the text message as per the requirement. Finally save the file.     

Note:- SMS sent printouts/soft file must be preserved for future verification.
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23. TO SEND REMINDER SMS/NOTICE TO MEMBER/TENANT FOR PENDING DUES


Gateway of Tally → J JALVAYU VIHAR REPORTS → T ALL CUSTOMERS DUE LIST 

Under this Option we have sub options “A”,”B”,”C”,”D”,”E”,”F”,”G”,”H”,”I”,“T” and “S”. “A” to “I” can display selected batch as mentioned in the option 13 above for pending dues. “T” option will display total list for pending dues. At this page on the right side top we can view sub options like “Select All”, “Unselect All” or “Send SMS”. You can also select only one DU by pressing the “Space Bar” placing the cursor on that particular column. SMS can be sent as per the requirement by clicking the option “Send SMS” or Pressing “Ctrl+S”. 

TO MODIFY THE SMS MESSAGE TEXT.

Gateway of Tally → Accounts Info → Voucher Types → Alter → Receipt

Under this option at the Default Message (Fixed) you can alter the text message as per the requirement. Finally save the file.

“S” option can be used to send greeting or any required message. This option will display total owners and tenants list with mobile numbers without any amount which can be used to send the any type of message to all or only Owners or Only for Tenants or only for a selected DU s. At this page on the right side top we can view sub options like “Select All”, “Unselect All” or “Send SMS”. You can also select only one DU by pressing the “Space Bar” placing the cursor on that particular column. SMS can be sent as per the requirement by clicking the option “Send SMS” or Pressing “Ctrl+S”. You can add or modify the Message text as per your requirement.

Note:- SMS sent printouts/soft file must be preserved for future verification.                            HOME PAGE
24. TO SEND INDIVIDUAL SMS TO MEMBER/TENANT FOR ANY TYPE OF MESSAGE


Gateway of Tally 

At the Gateway of Tally we can see the option on right side “SMS” option. Click on this option and give the mobile number type the text message as per your requirement and finally send the SMS. 

Note:- SMS sent printouts/soft file must be preserved for future verification.
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25. TO SEND DEFAULT NOTICE TO THE INDIVIDUAL DU s


Gateway of Tally → J JALVAYU VIHAR REPORTS → R Reminders 


Under this Option there are sub options Reminder one and Reminder Two.
Reminder one must be generated when the two monthly dues are pending for the DU. 
Reminder two must be generated when the three or more dues are pending for the DU.

Both these two types of letters must be printed in two copies an acknowledgment must be obtained and must be filled in the concerned DU file.

TO MODIFY THE LETTER CONTENT

Gateway of Tally → F11 → Add On Features → 

REMINDER LETER MODIFICATION: - Under this option you can modify the text for Reminder Letters 1 & 2 as per the requirement. Avoid modifying this message as the message was drafted taking care of Bye-Laws. 

SMS MESSAGE TEXT MODIFICATION: - Under this option you can also modify the text for SMS for the dues outstanding for the DU s on the day of Notice Generation and also on 13th of Every Month. 
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26. TO EDIT WATER BILL SLABS


Gateway of Tally → Accounts → Groups → Alter → Members


Under the MEMBERS LEDGER you have an option of “WATER BILL SLABS (Y/N)?” Please open the same and correct accordingly and at last give zero for all the three columns’ which will enable to save and close the Ledger. (Old Procedure)
Go to “E” Drive in the PC and click on the “Tally Water Bills Posting”. After opening the Directory Click on the “JvvWaterPosting” and Click on Masters to edit slabs for individual DU 

ELSE

Go to “E” Drive in the PC and click on the “Tally Water Bills Posting”. After opening the Directory Click on the “PRAGATI” then Double Click on the “WaterSlabs” and correct in excel sheet for the required DU.
Then Go to Tally.ERP9 in “D” Drive in the PC rename the old “PRAGATHI” file to “PRAGATHI dd-mm-yyyy (Correction Date to be given). Finally copy the Corrected “PRAGATHI” “Tally Water Bills Posting” from “E” Drive and paste in “Tally.ERP9” under “D” Drive.
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27. TO GENERATE INCOME STATEMENTS FOR MAINTENANCE, WATER AND RENTS.

Gateway of Tally → JALVAYU VIHAR REPORTS → 9. INCOME REPORTS


When you enter this option all the income from Maintenance, Water and Rents will be displayed. Under this Page on right side top corner we have two options “F2-Period” and “F-Filter”. First select the period by clicking “F2-Period” give the required date from and to. Then Click the “F-Filter” option a window will be opened in which “Income Name Contains: ALL”. At this stage delete all and enter as per the choice of requirement as given below.


For Maintenance including Advances: Type as “MNT@Maintenance”


For Maintenance without Advances: Type as “MNT” 


For Water Including Advances: Type as “Water”


For Rents: Type as “RNT”                            
27 a. TO EDIT INDIVIDUAL SHOP RENTS


Gateway of Tally → Accounts → Ledgers → Alter 


Select the concerned Shop for editing the rent as per the rental agreement at JVVHOW Special Fields under “Net Maintenance Payable per Month” At last save the ledger.

Open the other rental ledgers in the same way and edit as per the agreement.
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28. TO EDIT PENALTY FOR WATER BILL AND PENALTY FOR MAINTENANCE CHARGES


Gateway of Tally → F11 → Accounting Features → JVV SPECIAL

Under this menu you have an option to correct the penalty charges for Water Bills and also Maintenance charges.
a. TO EDIT PENALTY FOR RENTAL INCOME

Gateway of Tally → F11 → Accounting Features → JVV SPECIAL

Under this menu you have an option to correct the Penalty Charges “Penalty for Maintenance Rent Percentage” and “Penalty for Maintenance Rent Minimum Charges” 
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29. CORRECTION OF EXISTING PAYMENT/RECEIPT or ANY VOUCHERS


Any Voucher can be deleted by the treasurer alone and create correct voucher. But any correction on existing voucher cannot be made by treasurer alone but can be corrected along with President and Secretaries passwords. 
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30. REVERSAL OF RECEIPT IN CASE OF CHEQUE BOUNCE


If any receipt is paid through cheque the same should be reverted by the following procedure after collecting the date of receipt with DU No and other details. 

Gateway of Tally → Display → Day Book     At this place press F2 to change the date to the receipt issue date for which cheque was bounced. Bring the cursor to the required voucher press Alt+2 which will display duplicate voucher. At this point press F7 and select the journal Voucher (Repeat “Journal”) Change the date to the current date. Press Enter to proceed. At the Debit column add the amount of Rs 100.00 + bank charges if any deducted by the banker for cheque bounce. Remember the original amounts then add new ref for “cheque Bounce charges” Rs 100.00 and again select “new ref” for adding the “cheque dishonor charges” as indicated by the banker. Then at the end Select Cr option and select “Cheque Bounce Charges” give Rs 100.00 and then Select Cr option and Select “Bank Charges” fill the amount as charges by the banker (if any). At the narration give the reference of previous receipt number and write the reason for reversion the receipt (i.e. Cheque bounced) finally save the voucher. 


Note: This will simply reverse the entry whatever is collected along with Cheque Bounce Charges Rs 100/- per instrument and any other charges levied by the Banker for that instrument. This will help you to collect the same collections as a fresh along with bank charges.
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31. UPDATING THE LICENSE OF TALLY


This is needed as and when you need to upgrade the version, and also any modification in the existing Tally Software if carried out.


Note: PLEASE DO NOT UPGRADE THE VERSION WE ARE LIKEY TO LOOSE THE CUSTOMISED VERSION OF JALVAYU VIHAR WHICH WE ARE USING AS PER OUR REQUIREMENT. IF AT ALL YOU NEED TO UPDATE, PLEASE CONTACT THE TALLY CUSTOMER CARE AND INFORM THEM ABOUT OUR CUSTOMISED TALLY THEN PROCEED ACCORDINGLY. 

Gate of Tally → F12 → Licensing → Update License


Please give the mail ID along with password which is given below.

Your E-Mail ID: jvvhyd72@yahoo.co.in
Your Tally NET Password: tallygold
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32. PAYABLE ENTRIES TO BE PASSED AT THE END OF THE FINANCIAL YEAR


We need to create journal entries as at 31st Mar every after receiving the bills pertaining to the previous year. 

a. If salaries are not paid salary payable entry to be passed. It is better to pay the salaries to all the employees on 31 Mar itself to avoid the entry.

b. Security charges payable

c. Telephone charges payable

d. Electricity charges payable

e. Water charges payable to HMWS

f. Audit fee payable

g. Accrued interest entry to be passed for all the existing FD s after obtaining the statement from banks for individual FD s. 

h. Depreciation entry to be passed for all the existing assets including new assets.

Note: All the above entries have to be created through journal voucher. All the debit entries will be same as like any payment but the credit entry must be payable of particular payment. This entry to be passed as the above bills is pertaining to March which will be paid in the subsequent financial year.
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33. PROCEEDURE TO CREATE GROUP LEDGER


NOTE: - To create any group ledger one should know under which head it must be created. Ex: - If member’s group ledger is to be created under sundry debtors (current assets) or if expenses payable should be created under Current Liabilities. Likewise the group ledgers can be created going to the following option.


Gateway of Tally → (A) Accounts Info.  → (G) Groups → (C) Create for single group or (R) Create for multiple groups as per the requirement.  
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34. TO ALTER THE EXISTING GROUP LEDGER

Gateway of Tally → (A) Accounts Info.  → (G) Groups → (A) Alter for single group or (T) Alter for multiple groups as per the requirement.  
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35. TO DISPLAY THE EXISTING GROUP LEDGER

Gateway of Tally → (A) Accounts Info.  → (G) Groups → (D) Display for single group or (I) Display for multiple groups as per the requirement.
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36. PROCEEDURE TO CREATE INDIVIDUAL LEDGER


NOTE: - To create any individual ledger one should know under which head it must be created. Ex: - If members individual ledger is to be created under Member Group ledger or if Individual Fixed Deposit ledger to be created it should be created under Fixed Deposits Group ledger. Likewise the individual ledgers can be created going to the following option.


Gateway of Tally → (A) Accounts Info.  → (L) Ledgers → (C) Create for single Ledger or (R) Create for multiple Ledgers as per the requirement.  
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37. TO ALTER THE EXISTING INDIVIDUAL LEDGER


Gateway of Tally → (A) Accounts Info.  → (L) Ledgers → (A) Alter for single Ledger or (T) Alter for multiple Ledgers as per the requirement.  
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38. TO DISPLAY THE EXISTING INDIVIDUAL LEDGER


Gateway of Tally → (A) Accounts Info.  → (L) Ledgers → (D) Display for single Ledger or (I) Display for multiple Ledgers as per the requirement.
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39. TO CHANGE THE TALLY PASSWORDS and TO CREATE USERS


To change the TALLY Password from the Gateway of Tally press AltF3. In that screen press Alter to change the any field and to change the tally password also two other passwords for any modification of the existing entry.


Gateway of Tally → Alt F3 → Alter → Select the Company as required 

Note: Please do not forget the PASSWORDS, if you forget retrieval will be very difficult.


To create the Tally users select the option user and create accordingly


Gateway of Tally → Alt F3 → (E) Security Control → (U) Users and Passwords 

Select “Parivar” then give the name of the user type his/her password (Password to be typed by him/her with a security of not disclosing) and all other columns must be given “NO”
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40. MONTHLY SMS TO ALL DU s WITH FULL DETAILS
Go to option “7” from

Gateway of Tally → JALVAYU VIHAR REPORTS → 7. SEND NOTICE TO EXCEL
A Screen will Display 
Water Journal Posting Date
 

dd-mm-yyyy






Maintenance Journal Posting Date
dd-mm-yyyy 
Fill both the Journal Dates wait for some time. It will generate Excel file for all the DU s with full details. To save the file, export the file by pressing “Alt+E”. Small Popup window will be displayed click on “No” and change the Export Location from d:\Tally.ERP9 to “f:\TALLYSMS” with a file name as “notice”. Change the File Type as “Excel (spread sheet). At the end Click “Yes” to save the file. When the file is generated, finally press “Escape” to come out of the option and then go to Option “8” under “JALVAYU VIHAR REPORTS” option “SEND SMS”. For the entire DU s SMS will be sent. It must be done first or second of every month. Send SMS once in a month only. Please do not send multiple times. After sending SMS please move the file from “TALLYSMS” directory to “F:\TALLYSMS\OLD SMS FILES and rename the file as “notice-yyyy-mm” for future verification.
IMP. NOTE: - UNDER NO CIRCUMSTANCES PLEASE DO NOT LEAVE THE “notice” FILE IN TALLYSMS DIECTORY.
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Imp. Note: PLEASE DO NOT UPGRADE THE TALLY VERSIONS


We have installed the tally in the year 2004 and since then it is operational. Due to some changes in our colony accounting system we need to upgraded the tally in the year 2014. Subsequently we had some more added features in the year 2016,2021 and 2022 as per AGM decision from time to time to meet our day to day requirements which is a user friendly. You are always welcome to contact me for any doubt in usage of tally.


The Jalvayu Vihar tally was customised as per our need to have perfect accounting procedure.


I take the opportunity to create the guide to use the existing tally for the usage of future treasurers.


URK PRASAD


DU 240


� HYPERLINK  \l "TALLY" ��Click here to go to Index Page�       
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