
Reporting in TallyPrime  
Accounting reports and financial reports in TallyPrime are an overview of the financial results, financial position, 
and cash flows of a business. In order to assess a business’s performance and financial position, all its transactions 
have to be summarised and analysed over a period of time. This is where accounting reports enter the picture. They 
help you organise and present raw financial data, and turn it into useful information.  

What is the easiest way to do this? With TallyPrime, of course. You can ge nerate accounting reports in TallyPrime. 
These include Balance Sheet, Profit and Loss A/c, Receivables and Payables, Cash Flow statement, and so on. With 
these reports under your belt, you will have an in-depth view of how your business is doing, who your best 
customers are, the state of your cash flow, eligibility for business financing or loans, and so on.  

Balance Sheet  is a real-time snapshot of your company’s financial position at any point in time. It provides a clear 
picture of your assets, liabilities, and equity, and also shows the resources that your company owns and owes, 
along with the sources of financing for those resources.  

For more details, refer to our article on Balance Sheet in TallyPrime. 

Profit & Loss (P&L) A/c is an overview of your total revenue and total expenses incurred over a period of time. 
You can use this information to determine the total profit or loss to your company over the accounting period. The 
P&L statement is a good indicator of a company’s ability to generate sales, mana ge expenses, and create profits. 

For more details, refer to our article on P&L statement in TallyPrime. 

Cash Flow statement summarizes the flow of cash into and out of your business over a period of time. It also 
indicates which areas of your business are generating and using the most cash, and which areas could benefit from 
a boost of cash. The cash flow statement is also used to estimate future cash flow which will be helpful with 
budgeting and decision making. 

For more details, refer to our article on Cash Flow in TallyPrime. 

Funds Flow statement shows the inflow and outflow of funds (or sources and applications) for a particular period. 
Analysis of the Funds Flow statement will help you find out whether the working capital has been used effectively 
or not, and whether the level of working capital is adequate for the requirements of the business.  

For more details, refer to our article on Fund Flow in TallyPrime. 

Receivables: When you make some purchases or obtain services from your vendors, you need to kee p track of all 
the payments that you have to make within the due dates. All such pending payments to your parties are 
outstanding payables. The Outstanding Payables report in TallyPrime gives you an overview of what your business 
owes for supplies, inventory, and services. 

For more details, refer to our article on Receivables in TallyPrime. 

Payables: When you do sales on credit, you would certainly need to keep track of the due amounts that your 
parties owe you. All such dues from your parties will be your outstanding receivables. Managing the outstanding 
receivables can be critical to your business because it not only helps to understand how much your parties owe 
you, but also helps you to recover the dues on time and use it for your business, as needed.  

For more details, refer to our article on Payables in TallyPrime. 



Trial Balance shows the total of the debit and credit balances recorded in various ledger accounts. It will help you 
ensure that the entries in your company’s books are mathematically correct at the end of every reporting period. 
The Trial Balance ensures that for every debit entry, there is a corresponding credit entry in the books. Thus, the 
sum of all debits has to be equal to the sum of all credits.  

This is in accordance with the double ent ry accounting principle, which says that for every debit, there has to be an 
equal credit. 

For more details, refer to our article on Trial Balance in TallyPrime. 

Day Book is a book of original entry in which daily logs of transactions are recorded as they occur. All kinds of 
transactions – financial vouchers, reversing and memorandum vouchers, as well as inventory vouchers – will find a 
place in Day Book. 

For more details, refer to our article on Day Book in TallyPrime. 

Accounting registers bring together the transactions of a particular type, so that you can easily view (or print) the 
required details. For example, in a Sales Register, you can see the summary of your sales transactions for a 
particular period. Similarly, you can make use of a number of accounting registers depending on your needs, such 
as Purchase Register, Journal Register (Credit/Debit Note Register), Payment Register, and so on.  

For more details, refer to our article on Sales Registers in TallyPrime. 

Ratio Analysis is used to mathematically compare various accounts or categories in your books, such as Working 
Capital, Bank Balances, amount due from Sundry Debtors/Creditors, Nett Profit, and so on. This comparison will 
help you look at the financial position of your business from different lenses, and assess the areas that are doing 
well and the areas that need improvement.  

There are a number of financial ratios that help in this analysis, such as Current Ratio, Debt/Equity Ratio, Gross 
Profit %, Quick Ratio, and so on. 

For more details, refer to our article on Ratio Analysis in TallyPrime. 

Cash Book records all the transactions that affect cash, that is, all the receipts and payments of cash.  

For more details, refer to our article on Cash Book in TallyPrime. 

Bank Book records all the receipts and payments that are made through the bank.  

For more details, refer to our article on Bank Book in TallyPrime. 

Statistics displays the Masters that have been created in TallyPrime, and the number of vouchers types that have 
been used. You can view the transactions by drilling down from this report.  

Balance Sheet in TallyPrime 
Balance Sheet is one of the primary financial statements that you can use to monitor the health of your business. It 
is a picture of your company’s financial position – what you own (assets) and what you owe (liabilities) – at a 
given point in time. 

The Balance Sheet in TallyPrime provides you with a neat snapshot of your business. You can also expand the 
report for a comprehensive view of your assets (such as cash in the bank , inventory, vehicles, equipment, 
buildings, and accounts receivable) and liabilities (such as taxes, loans, mortgages, and accounts payable). The 



difference between what you own and what you owe determines the Net Worth (or Owner’s Equity) of your 
business. 

The Balance Sheet will help you understand the performance of your business. You can also measure the growth of 
your business by comparing the Balance Sheet of different years. Thus, you will be able take timely decisions for 
your company. For example, you can easily plan future projects and also meet any unexpected expenses.  

The Balance Sheet also proves essential when your business is applying for a loan or investment. Thereby, external 
entities, such as investors, creditors, and banks, study the Balan ce Sheet to understand the financial health of a 
business. 

What’s more, you can also view the TallyPrime Balance Sheet in your  browser! 

View Balance Sheet 
The Balance Sheet in TallyPrime will help you monitor the health of your business and also take timel y decisions 
for its growth and betterment. 

1. Gateway of Tally > Balance Sheet. You can see the Liabilities for your company on the left and 
the Assets on the right. 
Alternatively, Alt+G (Go To) > type or select  Balance Sheet > press Enter. 

 
2. Press Alt+F5 (Detailed) for a comprehensive view of the  Balance Sheet. You can see the details of your 

assets (such as cash in the bank, inventory, vehicles, equipment, buildings, and accounts receivable) and 
liabilities (such as taxes, loans, mortgages, and accounts payable). 



 

 

If you have a group company in TallyPrime, you can use the Balance Sheet to view the consolidated financial data 
and measure the overall performance of your business. Refer to the article  Group Company in TallyPrime for more 
details. 

Sources and Application of Funds | Vertical Balance 
Sheet 

The vertical Balance Sheet is a new format of the Balance Sheet, wherein you can view 
the Liabilities (under Sources of Funds) on the top and the Assets (under Application of Funds) on the bottom. 
All the details will be captured in a single column. Using the vertical Balance Sheet, you can easily compare the 
information on the Balance Sheet for a single period. For example, you can compare the current assets to the 
current liabilities to estimate the liquidity of the business as on a given date. 

The Liabilities in the Balance Sheet correspond to the Sources of Funds and the Assets correspond to the 
Application of Funds. Thus, the vertical Balance Sheet will also help you understand how your company has 
sourced its funds and how it has utilised them. 



1. Balance Sheet > F12 > set Show Vertical Balance Sheet to Yes. 

 
You can view the Liabilities (under Sources of Funds) on the top and the Assets (under Application of 
Funds) on the bottom. If you want to see the Assets on the top and the Liabilities on the bottom, then 
press F12 (Configure) > Method of Showing Balance Sheet > Source/Application. 

2. Press Alt+F5 (Detailed) for a comprehensive view of the vertical Balance Sheet. You can see the details 
of your assets (such as cash in the bank, inventory, vehicles, equipment, buildings, and accounts 
receivable) and liabilities (such as taxes, loans, mortgages, and accounts payable).  



 

 

You can use this information to assess if funds are flowing smoothly to the appropria te areas of your business, or if 
you need to change the way in which your company receives funding.  

Set Closing Stock 
In TallyPrime, the Closing Stock displayed in the Balance Sheet is based on the Costing Method defined for each 
stock item. According to the general principle of accounting, the stock will be valued at the purchase cost or at the 
market price, whichever is lower. 

In TallyPrime, you can manually set the value of the Closing Stock. Consider that the market value of the stock on 
31-12-2019 is Rs 25,000. To set this amount as the Closing Stock: 

 Press F11 (Features) > set Integrate Accounts and Inventory to No. 

 Create a ledger stock item under Stock-in-Hand. 

 Set the Opening Balance as Rs 25,000, and accept. 



Now when you go back to the Balance Sheet, you can see that the Closing Stock is set at Rs 25,000. 

 

When the balances are carried forward to the next year, the opening value of the stock will be Rs 25,000.  

 Compare Information 

You can use the Balance Sheet as a powerful medium for comparison. You can compare financial information 
across companies, time periods, valuation methods, and so on. By comparing time periods, you can easily measure 
the growth rate, pattern of expenses, and so on. You can choose different time periods such as daily, week ly, 
monthly, quarterly, and so on. 

Similarly, if you want to view the Balance Sheet for two or more valuation methods, such as FIFO, LIFO, Average 
Cost, Average Price, and so on, then you can easily view them in separate columns in the same Balance Sheet.  

1. Balance Sheet > Alt+N (Auto Column). 

 
2. Select Stock Valuation Methods  in the Auto Column field. 



 

Now you can view the information in the Balance Sheet according to the methods of stock evaluation, and compare 
the components that interest you. Press the right arrow key to view all the valuation methods.   

  

Change the Order of Groups 
You can change the order of the group heads in the Balance Sheet as per your requirements. For example, you may 
want to place the Investments group above Fixed Assets in the Balance Sheet. 

1. In the Balance Sheet, select the required group, which is Investments in this case. 

 

 

2. Press Ctrl+Enter to open the Group Alteration screen. 



 

 

3. Press Ctrl+I (More Details) > Show More > Position Index in Reports. You can see that the position index 
of the Investments group is 50. 

 

 
Similarly, note the Position Index for the Fixed Assets group. You can see that the position index of 
the Investments group is 40. 



 

 

4. Increase the Position Index for the Fixed Assets group, and decrease the position index of 
the Investments group. For example, you can enter the new Position Index for Investments as 40 and 
for Fixed Assets as 50. Enter the required Position Index. 

5. Save the details, and return to the  Balance Sheet. 

 

Now you can see that the Investments group appears above Fixed Assets in the Balance Sheet. 

 

View Profit and Loss Statement in 
TallyPrime 
Profit and Loss A/c is one of the primary financial statements that you can use to monitor the health of your 
business. It summarises the revenues, costs, and expenses for a specific period, such as a quarter or a year. Thus, 
you can easily gather the net result of the business operations.  

Using the Profit and Loss A/c in TallyPrime, you can measure the ability of your business to generate profit. 
Accordingly, you can take various measures to increase revenue, reduce costs, and so on. What’s more, you can 
view the Profit and Loss A/c in the browser! 



View Profit & Loss A/c 
By default, the Profit & Loss A/c report will be generated as on the date of the last voucher entry. You can change 
the date to view the report for the required period.  

1. Gateway of Tally > Profit & Loss A/c . 

 

Alternatively, Alt+G (Go To) > type or select  Profit & Loss A/c  > press Enter. 

2. Press Alt+F5 (Detailed) for a detailed format of the report. 



 

The Profit & Loss A/c is generated from the date of opening of the books till the date of last entry.  

3. Press F2 (Period) to change the period as required. 

Configure Profit & Loss A/c 
You can view Profit & Loss A/c for profit and loss statement in a number of formats. Press F12 to explore and 
apply the required format. 

 Vertical format: By default, the Profit & Loss A/c appears in the horizontal format. If your business 
prefers the vertical format, then you can set the option Show Vertical Profit & Loss to Yes. 



 

 

In the vertical format of the Profit & Loss A/c, you can see that the groups now appear under Trading 
Account and Income Statements. 

 Percentages: If you want to view each line in the Profit & Loss A/c  as a percentage of the sales accounts, 
then set the option Show Percentages to Yes. The sales accounts will be considered as 100%, and the rest 
of the lines would be represented as a percentage of the sales accounts.  

 
 Gross Profit: If you want to split the Profit & Loss A/c to see the trading profit, then set Show with 

Gross Profit to Yes. This will consider only Cost of Sales and Direct Expenses. Indirect Expenses will 
be deducted from the Gross Profit to show the Nett Profit. This option is available only in the horizontal 



form of the Profit & Loss A/c. 

 

Compare Information Using Profit & Loss A/c 
You can use the Profit & Loss A/c to compare financial information across companies, time periods, valuation 
methods, and so on. By comparing time periods, you can easily meas ure the profits, pattern of expenses, and so on. 
You can choose different time periods such as daily, weekly, monthly, quarterly, and so on.  

1. Profit & Loss A/c > Alt+N (Auto Column). 

2. Select Quarterly in the Auto Column field. 

 

Now you can view the information in the Profit & Loss A/c according to quarters, and compare the components 
that interest you. Similarly, if you want to view the Profit & Loss A/c for two or more valuation methods, such as 



FIFO, LIFO, Average Cost, Average Price, and so on, then you can easily view them in separate columns in 
the Profit & Loss A/c. 

Income and Expense Statement 
If your organization does not engage in the trading of goods or services, then you can use the  Income & Expense 
Statement instead of Profit & Loss A/c . For such organisations, the books of accounts generally comprises only 
the sources of income and the expenditure, which are earned or incurred during a given period. This is useful for 
non-profit organizations such as trusts, educational institutions, NGOs,  hospitals, and so on. You can also view 
the Income & Expense Statement in the browser. 

To use the Income & Expense Statement instead of Profit & Loss A/c, you have to configure the Profit & Loss 
A/c ledger accordingly. 

1. Press Alt+G (Go To) > Alter Master > type or select Profit & Loss A/c > press Enter. 

 
The Ledger Alteration screen appears as shown below: 



 

2. Set the option Use as Income & Expense A/c  to Yes, and press Enter. 

3. Save the Profit & Loss A/c  ledger. 

Now you can see the Income & Expense A/c in the Gateway of Tally. Alternatively, press Alt+G (Go To) > type 
or select Income & Expense A/c. 

 

 



Cash Flow & Cash Flow Projection 
The Cash Flow statement summarises the transactions that have a direct impact on cash. It records the inflow and 
outflow of cash during a particular period, and thereby, you can track any changes in the position of cash. Unlike 
the Cash Flow, which records the previous flow of cash, the Cash Flow Projection is used to anticipate the cash 
to be generated or spent in the future. 

A Cash Flow statement can also be used as a Receipts and Payments statement. This is useful for institutions such 
as non-profit organizations where a Receipts and Payments statement needs to be generated. You can also view the 
Cash Flow reports in the browser. 

  

Cash Flow in TallyPrime 
Cash Flow is the inflow and outflow of cash during an accounting period. Here, the term ‘cash’ stands for cash and 
bank balances. 

1. Gateway of Tally > Display More Reports > Cash Flow. 

Alternatively, Alt+G (Go To) > type or select Cash Flow > press Enter. 

2. Press F2 (Period) to set the period. You can select any period like a month, a quarter, or a year. The  Cash 
Flow statement appears as shown below: 

 

  



Cash Flow Projection in TallyPrime 
Cash Flow Projection is an integral part of business planning. It takes into account the flow of cash and helps you 
anticipate the cash to be generated or spent over a period of time.  

In this section 

 View Cash Flow Projection 

 Set OD Limit 

 Configure Cash Flow Projection 

  

View Cash Flow Projection report 
1. Press Alt+G (Go To) > type or select  Cash Flow Projection > press Enter. 

The Cash Flow Projection  appears as shown: 

 

2. Press Alt+N (Auto Column) to change the format of the columns, which appear on a monthly basis, by 
default. You can configure the columns to appear quarterly.  



 

Current Balance: This row displays the projected opening balances of bank/bank OD accounts available for each 
columnar period. 

Receivables: This row displays the amounts that are receivable from customers for each columnar period. Drill 
down to view the party details, due dates, and transaction amount in the respective column periods.  

Payables: This row displays the amounts that are payable to suppliers for each columnar period. Drill down 
to view the party details, due dates, and transaction amount in the respective column periods.  

  

Set OD Limit 
The Cash Flow Projection  report in Tallyprime allows you to set the overdraft limit for your bank OD accounts, 
so that you can project the cash flow based on the required limit.  

1. Cash Flow Projection > press Alt+S (Set OD Limit). The Bank OD Limit  screen appears. 

2. Enter the OD limits for the required banks, as shown below: 



 

3. Accept the screen. As always, press Ctrl+A to save. 

The OD limit specified for a bank account will either exclude or include the opening balance brought forward, 
depending on whether it is a credit balance or a debit balance.  

 

Day Book in TallyPrime 
The Day Book is an account book in which a day’s entries or transactions are captured. TallyPrime stays true to the 
traditional Day Book used by businesses for manual book-keeping, while bringing in a host of powerful features.  

You can modify the Day Book in TallyPrime to view only one kind of transaction (for example, the purchases of 
the day), or search for any transaction irrespective of the date. You can also select multiple transactions at once 
and cancel, delete, or remove the entries from the Day Book. Similarly, you can verify your transactions, and 
account for any missing entries by adding, inserting, or duplicating entries.  

  

View Day Book in TallyPrime 
Visit the Day Book in TallyPrime to see all your transactions that were recorded on a particular day. By default, 
this day is set to the Current Date displayed in Gateway of Tally. 

1. Gateway of Tally > Day Book. 
Alternatively, Alt+G (Go To) > type or select Day Book > press Enter. 

 



2. Press Alt+F5 (Detailed) for a detailed format of the report. You can see the break -up of the invoice with 
details such as additional charges, tax components, and so on.  

 

If you want to add more details, such as narration and cost centre, you have to enable these options by 
pressing F12 (Configure) from the Day Book. 

  

Filter Day Book by Type of Transaction 
In the Day Book in TallyPrime, you can see not only the transactions of the day but also a single kind of 
transaction. For example, you may want to see all the Receipts. You can easily change the view of the Day Book to 
see all the Receipts recorded for the day. 

 Day Book > F4 (Voucher Type), and select the Receipts voucher type. 

 
You can also see the Total amount from your receipts. 

  



Search for a Transaction Within Your Books 
If your business has hundreds or thousands of transactions, it can get difficult if you are trying to find a particular 
transaction. Here is how Day Book will help you find it easily.  

Let us assume that you had disbursed some money for the maintenance of your office, but you are unable to find 
more details about this. You feel that you might have added a note in the narration of the transaction.  

No problem! You can use the Range feature to locate this transaction.  

Note: Before using the Range feature, press Alt+F2 and clear the From and To dates. Now you 
can see all your transactions till date. 

1. Day Book > Alt+F12 (Range): 

 
2. Select Voucher in the Type of Information field. 

3. Select Narration in the having field. 

4. Select containing in the Range of Information field. 

5. Enter ‘repair’ in the last field, if you think that you might have used this word in the narration.  



6. Press Enter to continue. 

 
You can see the following transactions in the Day Book. 

 
7. Press Enter to open the transaction, and check the details.  

 

Is this the transaction you were looking for? May be it is! 

  



Add, Insert, or Duplicate a Transaction 
In this section 

 Add a transaction 

 Insert a transaction 

 Duplicate a transaction 

  

Add a transaction 
You can add a voucher from the Day Book in TallyPrime to account for a missing entry. For example, let us 
assume that a representative from one of your parties (MM Frozen Foods) comes to your office and requests for a 
payment of Rs 27,000. 

Using the Range feature, search for transactions involving MM Frozen Foods.  

 

You can see a few related transactions, but cannot find the entry amounting to Rs 27,000.  

 

Now you can add a purchase entry directly and hand over the payment.  

Select one of the relevant entries that appeared in the Day Book, and press  Alt+A to add a new transaction 

Enter the necessary details and save the transaction. 



 

Now you can see the entry for Rs 27,000 against MM Frozen Foods in the Day Book.  

 

  

Insert a transaction 
If you want to add a missing transaction in a particular sequence or position, then you can insert it in the Day 
Book. 

Let us take a scenario where you discover that two entries of the same amount had been passed on the same day. 
You think that they might be duplicates, so you delete one of the entries.  



 

However, your data entry operator points out that they were unique entries. 

Now, how can you retrieve the original entry with the same voucher number and position? Easy. You can insert 
this entry. The voucher number and position will be restored.  

Select the entry above which you want to insert the transaction , and press Alt+I. Enter the relevant details and save 
the transaction. 

 

Now you can see both the entries on the specified date in the Day Book, with the original voucher numbers and 
amounts. 

 

You can also choose to add the transaction instead of inserting it, but the sequence or position of the entry might 
not be the same. 



  

Duplicate a transaction 
You can duplicate a voucher in the Day Book to easily account for a recurring transaction.  

Let us take a scenario where your business has a deal with Confident Traders to purchase for a consignment of 
biscuits every month. 

You have passed a purchase entry for August. Now you can easily repeat this transaction each month. Just select 
the existing entry and press Alt+2 (Period). 

 

You can see that all the details of the selected voucher are duplicated. You can update the required details, such as 
Voucher Date, Supplier Invoice No., and Invoice Date, and save the transaction.  

 

Now you can see the latest entry against Confident Traders in the Day Book, for the mont h of September. 

 



Similarly, you can duplicate the vouchers for the upcoming months.  

 Delete, Cancel, or Remove a Transaction 

In this section 

 Delete a transaction 

 Cancel a transaction 

 Remove a transaction 

 Restore entries 

  

Delete a transaction 
In the Day Book, you can easily delete vouchers that are no longer relevant. Let us take a scenario where you 
discover that the same transaction was recorded twice against Sun Stores, probably by two different data entry 
operators. 

 

Select either of the entries, and press Alt+D to delete it from your books. 

  

Cancel a transaction 
What do you do when an order is cancelled, but an entry has already been passed? Simple! You can just cancel the 
corresponding voucher, instead of deleting it. The benefit is that voucher nu mbering will not be affected, as the 
same voucher number will not be available for reuse. It will be assigned in your books to the cancelled voucher.  

Let us take a scenario where S.M. Traders had placed an order, and you had recorded a corresponding sales entry. 
The goods are packed and ready to be shipped. However, a representative from the purchase department of S.M. 
Traders calls your office and cancels the purchase at the last minute.  

Now how do you cancel the transaction? 

Select the relevant entry in the Day Book and press Alt+X to cancel. 



 

You can see that the entry has been cancelled, with the original voucher number intact.  

 

  

Remove a transaction 
Did you know that you can temporarily hide entries from the Day Book, without deleting it from your books? 

Let us assume that you want to view the transactions for the day without the entries against  Sunday to Monday, 
which happens to be a sister concern of your business.  

Press F4 (Voucher Type) > Sales. You can view all the sales transactions of the day. 

Select the entries against  Sunday to Monday, and press Ctrl+R to remove the entries. 

 



The entries against Sunday to Monday are now hidden from view. You can see the impact on the Day Book with 
respect to the Total amount. 

 

  

Restore entries 

 To restore the last entry that was hidden, press Ctrl+U. Similarly, you can keep pressing Ctrl+U to undo 
the last but one entry. The entries will be restored in the order in which they were hidden.  

 To restore all the hidden entries, press Alt+U. 

  

Data Representation in Day Book in TallyPrime 
In this section 

 Alter Vouchers 

 Change period 

 Change company 

 Change report context 

 View profitability 

 View Columnar report 

 Basis of Value 

 Change View 

 Exception Reports 

  

 


