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INTRODUCTION 

 
TallyPrime 4.1 is a widely used accounting software that offers a range of features to streamline business 
operations. One of the key aspects of any business is the Sales Process, and TallyPrime 4.1 provides 
comprehensive tools to manage this crucial aspect efficiently. 

The book "Sales Process in TallyPrime 4.1 " serves as a comprehensive guide for users who want to learn 
how to optimize their sales processes using this software. Whether you are a small business owner, an 
accountant, or a sales professional, this book will provide you with valuable insights and practical tips to 
enhance your sales operations. 

This book is designed for Business Owners, Sales Professionals, and Accounting Staff who use TallyPrime 
to manage their sales processes. It is also a valuable resource for individuals seeking to gain a 
comprehensive understanding of sales process management in TallyPrime. 

Readers will learn how to create and manage customer records, generate sales invoices, track sales 
orders, and monitor sales performance using TallyPrime-Rel.3. The book also covers advanced topics 
such as inventory management, price and discount management, and integrating sales data with other 
modules in TallyPrime 4.1. 

With step-by-step instructions, screenshots, and real-world examples, this book offers a practical 
approach to understanding and implementing the sales process in TallyPrime 4.1. It is designed to help 
users of all skill levels, whether you are a beginner or an experienced Tally user. 

Whether you want to streamline your sales operations, improve customer satisfaction, or gain better 
insights into your business's financial health, "Sales Process in TallyPrime 4.1 " is a valuable resource that 
will empower you to make the most of this powerful accounting software. 

The book is written in a clear and concise style and is easy to follow. It is packed with screenshots and 
illustrations that help to make the concepts clear. The book is also up-to-date with the latest features of 
TallyPrime 4.1 

If you would like to learn more about TallyPrime 4.1, you can visit the Tally website 
(https://tallysolutions.com/) or contact Tally customer support. 
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Disclaimer 
No parts of this Book may be reproduced or utilized, in any form or by any means electronics or 
mechanical, including photographing, recording or by any means electronic or by any information 
storage or retrieval system, without the written permission of www.TallyPrimeBook.Com 

Disclaimer 

The names of Companies and persons used in this book have been used for illustrative purposes only. 

The visitors may visit https://tallysolutions.com/, the web site of Tally Solutions Pvt. Ltd. for resolving 
their doubts or for clarifications 

Trademark: 

TallyPrime, Tally, Tally9, Tally.ERP 9, Tally.Server9, Tally.NET & ‘Power of Simplicity’ are either registered 
trademarks or trademarks of Tally Solutions Pvt. Ltd. in India and/or other countries. All other 
trademarks are properties of their respective owners. 

www.TallyPrimeBook.Com is not associated with any product or vendor mentioned in this book. 

Notices 

Information in this book is subject to change without prior notice and does not represent a commitment 
on the part of www.TallyPrimeBook.Com 

“While every effort has been made to ensure that this book is free from errors or omissions, the author, 
publisher, printer shall not be liable in any manner whatsoever for any material or information published 
in this book.” 

Forward 

This book is self-supporting and are written in easy to follow language and have been blended with large 
number of examples. The material is provided in a pleasing-to-eye format so as to retain and enhance 
the interest of the learners. We are sure the learners would find these texts by useful. 

 
www.TallyPrimeBook.Com believes in constant improvement of courseware and we welcome 
suggestions through our e-Mail ID: tallyerp9bookorder@gmail.com 

For 

www.TallyPrimeBook.Com 

 

Sanjay Kumar Satapathy 

(Author) 



Sales Process of Goods & Services in TallyPrime 4.1 

Page : 4 www.TallyPrimeBook.Com Self-Instructional e-Book 

 

 

 
 
 
 
 

 
All are requested to attempt all Practical Assignment given after every Chapter with the help of your own 
TallyPrime Software, otherwise you will not able to display your Reports and Statements. After going 
through all the Chapters, you can maintain 100% independently of your Books of Accounts with 
Inventory with the help of your own TallyPrime Software. 

Practice on your own TallyPrime Software 

To get you own version of the original legal version of TallyPrime software to learn and practice at your 
convenience , please download the Education Version of the software (Free) from … 

https://tallysolutions.com/download 
 

 

Author: 

Sanjay Satapathy 

SWAYAM EDUCATION 

Mandal Bagicha, Hemkapada, 

Sunhat, Balasore,Odisha-756003 (INDIA) 

eMail ID : tallyerp9bookorder@gmail.com 

Web : www.TallyPrimeBook.Com 

~ ~ ~ ~ ~ ~ ~ ~ ~ ~ 
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‘Sales Process’ of Goods & Services 
in TallyPrime 4.1 

TallyPrime 4.1 is a comprehensive business management software that offers a range of features to 
streamline various processes. One of the key functionalities of TallyPrime 4.1 is its sales module, which 
enables businesses to efficiently manage their sales transactions. 

The sales process in TallyPrime 4.1 begins with the creation of a sales voucher. This voucher serves as a 
record of the sales transaction and contains details such as the customer's information, the items sold, 
and the amount payable. The software allows users to easily create sales vouchers and customize them 
according to their business requirements. 

Once the sales voucher is created, users can generate invoices to provide to their customers. TallyPrime 
4.0 offers flexible invoice customization options, allowing businesses to add their logo, company details, 
and other relevant information. This helps in maintaining a professional and consistent brand image. 

After generating the invoice, TallyPrime 4.1 automatically updates the inventory and accounts 
receivable. This ensures that the stock levels are accurately maintained and the financial records are up 
to date. 

TallyPrime 4.1 also provides features to track the status of sales orders, manage credit limits, and 
generate sales reports. These features help businesses in monitoring their sales performance, identifying 
trends, and making informed decisions. 

One of the key functionalities of TallyPrime 4.1 is its ability to handle sales of goods and services 
efficiently. 

When it comes to sales, TallyPrime 4.1 provides a user-friendly interface that allows users to create and 
manage sales invoices with ease. Whether you are selling physical products or offering services, 
TallyPrime 4.1 enables you to record and track your sales transactions accurately. 

With TallyPrime 4.1, you can generate sales invoices customized to your business requirements. The 
software allows you to add relevant details such as customer information, item descriptions, quantities, 
and prices. You can also apply discounts or add additional charges as needed. TallyPrime 4.1 
automatically calculates the total amount payable, including taxes. 

Furthermore, TallyPrime 4.1 offers the flexibility to create different types of sales invoices based on your 
business needs. Whether you require a regular sales invoice, a bill of supply for exempted goods or 
services, or a delivery note, TallyPrime 4.1 has got you covered. 

Another noteworthy feature of TallyPrime 4.1 is its ability to handle sales returns seamlessly. If a 
customer returns a product or cancels a service, TallyPrime 4.1 allows you to record the return or 
cancellation and automatically adjusts the inventory and financials accordingly. 
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1. Creating Party Ledgers (Sundry Debtor) 
A business deals with customers, wholesalers, retailers, Suppliers and many such business parties on a day-to- 
day basis. You need to create party ledgers to record transactions that you make, which may involve Sales , 
Purchase, Receipts or Payments, or Sales or Purchase from these parties. 

To create a Party Ledger: 

1. Gateway of Tally > Create > type or select Ledger and press Enter. 

Alternatively, press Alt+G (Go To) > Create Master > type or select Ledger and 
press Enter. 

2. Enter the Name of the Party ledger 

3. Select Sundry Creditors / Sundry Creditors from the List of Groups in the Under field. 

4. In Mailing details, the State is your default local State. You can change name of State from the State List 
if your Suppliers belongs to Outside State. 

 

6. Enable the option Tax Registration Details? . 

o Select the relevant Registration Type from the List of registration Types. 

o Enter the 15-digit GSTIN or UIN issued by the tax authority. 

o If the supplier is an e-commerce operator, then enable the option Behave as e-Commerce 
Operator? 

The GST Details screen appears as shown below: 
 

o Press Ctrl+A to accept. 
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The Ledger Creation screen displays as shown below: 
 

Important Points: 

 GST involves within State (Local) and Outside State (Outside). 

 GST within State transactions are classified into CGST & SGST & Outside State transaction is IGST. 

 TallyPrime will select CGST , SGST (with state transaction) or IGST (outside State transaction) on 
the basis of Party Ledger Address i.e. State & Party Registration type i.e. Composition or 
Consumer or Regular or Unregistered/Consumer. If Party is Registered either under Composition 
or Regular, then GSTIN / UIN No. has to be mentioned. TallyPrime will validate the GSTIN / UIN 
No. on the basis of State selection under Mailing details. 

 So the most important part at the time creation of Party Ledger is its selection of State in Mailing 
Address and type of Registration under Tax Registration Details as per screen below: 
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 TallyPrime will calculate GST automatically on the basis of GST Rate given in Items & Goods in 
case of Accounts with Inventory and in case of Accounts only GST Rate given in Sales or Purchase 
Ledger: 

2. Creating GST Ledger ( CGST / 
SGST / IGST) under Duty and Taxes 
Group. 
Tax Ledgers should be created under Duties and Taxes group which contains all tax accounts like GST, 
and other trade taxes and total liability. 

To account for the different taxes to be paid under GST (central tax, state tax, union territory tax, 
integrated tax, and cess), you have to create a tax ledger for each tax type. 

The following GST Ledgers will be created : 

i. SGST [ State Tax for both Purchase and Sale within State ] 

ii. CGST [ Central Tax for both Purchase and Sale within State ] 

iii. IGST [ Integrated Tax for both Purchase and Sale Outside State] 

i. To create ‘SGST’ ledger 

1. Gateway of Tally > Create > type or select Ledger and press Enter. 

Alternatively, press Alt+G (Go To) > Create Master > type or select Ledger and press Enter. 
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2. In Under, select Duties & Taxes. 

3. Select GST as the Type of duty/tax. 
 

4. Select State Tax as the Tax type. 

 Note : Percentage of Calculation should be 0% ( Don’t Change ) due to multiple Tax Rate  

Similarly, you can create ledgers CGST & IGST by selecting the relevant Tax type under GST. 

For CGST Ledger : 
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Duties & Taxes: 

CGST 

SGST 

IGST 

For IGST Ledger : 
 

 
 

[Practical Assignment] 
(Creation of GST Ledger) 

 

Create the following GST Ledgers : 
 

3. Creating Sales for GST Compliance 
If many items you sell have the same tax rate, specify the tax rate and other GST details in your sales ledger. 

If you sell items with multiple tax rates, you can still maintain a single Sales Ledger for both within and outside 
State Sales, and record all GST details at the stock item or stock group level. 

I. Creating a Sales Ledger: Sales-GST/IGST (both for Local & Outside State) 

To Create a Sales Ledger i.e. GST-Sales 

1. Gateway of Tally > Create > type or select Ledger and press Enter. 

Alternatively, press Alt+G (Go To) > Create Master > type or select Ledger and press Enter. 
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2. Enter the Name of the Sales ledger i.e. Sale – GST/IGST (You can also Name – Sale A/c) 

3. Select Sales Account from the List of Groups in the Under field. 

4. Types of Ledger – Not Applicable. 

5. Include in Assessable Value calculation (under Statutory Details) – Not Applicable 

6. GST applicability – Applicable 

7. HSN/SAC & Related Details: Select As per Company/Group 

You have three options to choose from. 
 

Specify Details Here: Once you select this option, you will be able to enter the details 
right here in Company GST Details. 

Use GST Classification: This option allows you to select a previously created GST 
Classification, or create one on the spot. The details will be applied accordingly. 
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Specify in Voucher: If you are not aware of the details at the moment, and if you want 
to add the details directly in the transaction, then you can select this option. 

8. GST Rate Details: Select As per Company/Group 

Like in the previous field (HSN/SAC Details), you have the same three options to 
choose from. 

Don’t specify the details in the GST Details because GST Rate specified in all Items will automatically Calculate the 
CGST and SGST as well as IGST,. 

7. Select the Type of supply. By default the type of supply is set to Goods. 
 

8. Press Ctrl + A to save. 

[ Note : Only one Ledger i.e. Sale-GST/IGST will be created for all type of GST Sales ] 

4. Creation of Ledger ‘Rounded off (+/-)’ for 
rounding the Invoice Value automatically. 
You can create a Ledger ‘Rounded off (+/-)’ to round-off the invoice value automatically. 

1. Gateway of Tally > Create > type or select Ledger and press Enter. 

Alternatively, press Alt+G (Go To) > Create Master > type or select Ledger and press Enter. 

Note : If you already created the given Ledger Rounded Off (+/-), you can alter as below 
 


