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BASIC COMPUTER & MS OFFICE
Sample Question Answer for MCQ Examination

1. What is Tally Prime?

English Answer:

Tally Prime is advanced business accounting software developed by Tally Solutions, designed for small and
medium businesses. It handles accounting, inventory, taxation (including GST), payroll, and more. Tally Prime
is an upgraded version of Tally.ERP 9 with a more user-friendly interface, navigation, and report customization.
It allows real-time data entry and access across departments. It simplifies financial management, provides error
detection for GST filing, and supports multi-language use. Tally Prime supports remote access and enables easy
generation of invoices, balance sheets, GST returns, and statutory reports, helping businesses stay compliant
with Indian tax laws.

%EPIB?I'\’:
el uTsH o e g1 faeRid ue 3I9d faom srprsfe WitedaR &, SR 81 8k Hey oqadmal

& fore s men T B | U8 SIS, 3A, THRIRH (GST 1fea), RIS 9T 3i=1 1T BTl ol Taier
HAT 8| <ol UTSH, Tally.ERP 9 &1 39d G0l &, ForgH i STaTahdl-3 o d Sexthy, M
AT 3R RO SHeHzeRE &1 faul 5| 98 Rad-crsd se1 U 3R fafta faurt & st Se7 Ty &t
gfaen a1 g | T8 foxiia Ueed &) WRd ST §, GSTtﬁrg%ﬂﬁgi%ﬁwwaﬂm%awagw (Multi-
language) SUTNT &1 GHAT ST ]| et ursH Rl Tady, 394139, 9oy 2fie, GST Red 3R aurfie
(%Statutory)ﬁ'@f&ﬂﬂﬁﬁaﬂﬂﬁerﬁﬁiﬁwaﬂ%,mﬁw YRR B B! BT UTa- B Jhd

|

2. What is GST and how is it used in Tally Prime?

English Answer:

GST (Goods and Services Tax) is an indirect tax in India, applied on the supply of goods and services. Tally
Prime allows users to record GST-compliant transactions, manage tax ledgers, and generate returns like GSTR-
1, GSTR-3B, etc. In Tally, users must enable GST under F11 > Statutory & Taxation and set the GST details
like registration type, GSTIN, and tax rates. When sales or purchase vouchers are created, Tally automatically
applies the appropriate CGST, SGST, or IGST. Tally Prime simplifies GST filing, helps avoid errors, and
provides real-time GST computation, making tax compliance easier for businesses.
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f&dt s

GST (a%q U4 |al ) Wﬁww&w&rwund.recwax)% S aegait SR Jarsfi t Smyfd W™
TR ST 8 | it U3 H H SUNTehd! GST-3F T (GST Compliant) WF- G5t R Tohd &, o AoR
Tafd B Thd & dUT GSTR-1, GSTR-3B 3Tfe Rew duR &R Ihd & | GST BT IUTNT 634 & fold F11 >
Statutory & Taxation T SR GST & (Enable) hRAT '@?ﬂ% YT GST Registration Type, GSTIN 3R Tax
Rate ST TR U1 8lcit & | f¥ehT (Sales) a1 WRIG (Purchase) AI3TR §Td WY ¢all ¥Wd: CGST, SGST
T IGST AN HR <l ¢ | TTY GST IR TR Bl o, Ifeaf HH Bl € SR STIUrdl & forg HR Srure

(Tax Compliance) 3Tl HESIGI %I

3. How do you activate GST in Tally Prime?

English Answer:
To activate GST in Tally Prime, follow these steps:

. Open your company.
. Press F11 to open Features.
. Go to Statutory & Taxation.
Enable Goods and Services Tax (GST).

. Set Yes for "Set/alter GST details."
Enter GST details like State, Registration Type, and GSTIN.

Once activated, Tally allows GST-compliant entries and generates reports like GSTR-1, GSTR-3B, etc. This
activation enables automatic tax calculation in vouchers and helps in accurate GST filing and reporting,
ensuring compliance with Indian tax laws.

fedl s .
ool urgH & GST Iy (Activate) B & ferg g TRor 3UATS:

. U U @l |

. F11 GETHX Features TIdl | _

. Statutory & Taxation f[GITﬁl

. Goods and Services Tax (GST) P Enable B |

. Set/Alter GST Details & I Yes ﬂffl
3{U-T State, Registration Type 3R GSTIN aﬁfﬁl

GST Tfehd BH & §IG ¢alt GST-3F T ULl X dUT GSTR-1, GSTR-3B ST RUIE TR H3A &1 Jfae
211 SR TSR A o 9 Tl TR 2l © SR WY GST WIERiT ud RO ghid gt 2|
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4. What is a voucher in Tally Prime?

English Answer:

A voucher in Tally Prime is a document used to record financial transactions such as sales, purchases,
payments, receipts, and journal entries. Each voucher type is designed for a specific purpose, e.g., Sales
Voucher (F8) records sales, Purchase VVoucher (F9) records purchases, Payment VVoucher (F5) is for expenses,
and Receipt VVoucher (F6) records income. Tally allows customization of vouchers and supports both
accounting and inventory vouchers. Vouchers include GST calculations, reference numbers, and party details.
Accurate voucher entry is essential for maintaining correct books of accounts and generating GST and financial
reports.

&t s

TR (Voucher) Cait UTISH H T X1l 81dT & o] SUanT fasht, Wiie, YdH, Wl (Receipt) SR
ST U O foRiTg oF-c gof dRA & o fohan STl 8 | T aTdaR &1 31aT 3539 8Id1 &, 9N Sales
Voucher (F8) faept & foTQ, Purchase Voucher (F9) WG & ferg, Payment Voucher (F5) W%Wﬁzﬂ
Receipt Voucher (F6) T &) &of 3 & T SUaNT fban S g 1 el Sreprafen 3R 33¢t a1 Uk
& IR BT JHYT FRAT 8| TSR H GST Bt 0T, XY &R a7 urel o1 faavor 2nfira gar g | et
IR WSt  WTell ! gl st It © qUT GST e faxita fRuid gt st §

5. What is a ledger in Tally Prime?

English Answer:

A ledger in Tally Prime is a record that maintains transactions related to a specific account like Cash, Bank,
Sales, Purchases, GST, or Capital. It is created under appropriate groups such as Sales Accounts, Sundry
Debtors, or Duties & Taxes. Each transaction in Tally must be recorded under relevant ledgers to ensure
accurate accounting. For GST, ledgers like CGST, SGST, and IGST are created under Duties & Taxes group.
Ledgers help generate financial statements such as trial balance, profit and loss account, and balance sheet, and
also assist in proper GST return filing.

fFdt aw:

W(Ledger)%?ﬁﬂ]%ﬂﬁwm@ﬁa@ Cash, Bank, Sales, Purchase, GSTﬂTCapltalﬁWfﬁﬁ
gt A-37 1 Rebls 11 81 3 Sales Accounts, sundry Debtors, Duties & Taxes 31lc SUYdd Q:Flff
(Groups) & 3fdid ST ST B | 2o T UQD Q-2 Teifiid AR B sl b1 ST € d1fds T bl &l
Td | GST & fol CGST, SGST 3R IGST TR Duties & Taxes THE & AT d Y SI1d § | ToR DI
eIl ¥ Trial Balance, Profit & Loss Account, Balance Sheet @Tﬁﬁ?ﬁﬁﬁ'@lﬁcaﬂﬂ@?ﬁ% qY1 I8l GST
fYe Ifed A ® Teradr e ]
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6. How are GST ledgers created in Tally Prime?

English Answer:
To create GST ledgers in Tally Prime:

Go to Gateway of Tally > Accounts Info > Ledgers > Create.
Enter the ledger name (e.g., CGST).

Select Duties & Taxes as the group.

Choose the type of duty/tax (GST).

Select the tax type (Central Tax, State Tax, or Integrated Tax).
Enter the GST rate (e.g., 9%).

Repeat the process for SGST, IGST, etc. These ledgers help in automatic GST calculation during transactions
and generate accurate tax reports for GST filing.

fedl I .
¢ UrSH A GST AR 914 3 forw 9 =Ror SruAm:

. Gateway of Tally > Accounts Info > Ledgers > Create H GIT\.@I
. TSR 11 &Sl BX (O €GST) |

Group ¥ Duties & Taxes ?;lﬁl

. Type of Duty/Tax HGsT ﬂefl
. Tax Type H central Tax, State Tax T Integrated Tax ﬂﬁl

GST B (W1 9%) &Sl B |

U UBR SGST 3R IGST & forw t AoR §91T O1d &1 T Aok A-3-1 & JHY GST P! Wd: T Hd &
Ut GsT et & e gt 2o Rulé TaR &3 & Sgrdi ad

7. What is the difference between CGST, SGST, and IGST in Tally?

English Answer:

CGST (Central GST) and SGST (State GST) are levied on intra-state sales (within the same state), each at 50%
of the applicable GST rate. IGST (Integrated GST) is applied on inter-state sales (between different states). In
Tally Prime, when GST is enabled, the software automatically applies CGST + SGST for intra-state
transactions and IGST for inter-state transactions based on the party’s state. These taxes are managed using
separate ledgers under the Duties & Taxes group and are used in GST returns and reports.

R
CGST (Central GST) 3R SGST (State GST) U & Ired & HIaR 8 areit faeh! (Intra-State Sale) TR @Y
STd € | W] GST &R &1 50% CGST a4 50% SGST BT 7
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IGST (Integrated GST) S-S IS o &g g arelt fosh! (Inter-State Sale) U?FFTI’EITGHFIT%I

ool IIEH H GST W& BF TR AIGeddR U1 & It & YR TR XWd: CGST + SGST AT IGST ARL &R odl
gl ST B b [T SHTH-3HEHT o T8 S1Td & 3R 3= GST e aur RUid TR = § SuanT fovar Sirar
|

8. How do you record a GST sales invoice in Tally Prime?

English Answer:
To record a GST sales invoice in Tally Prime:

Go to Gateway of Tally > Vouchers > F8: Sales.
Select the party ledger and enter the invoice date.
Choose the stock item, quantity, and rate.
. Ensure GST classification is selected for the item.
. The appropriate GST ledgers (CGST, SGST, or IGST) will be auto-filled.
Save the voucher.

Tally calculates tax automatically and updates GST reports like GSTR-1.

f&d IR
ool ursH H GST foe! 57a139 (Sales Invoice) &S B & foTT;

. Gateway of Tally > Vouchers > F8 : Sales f[\_rlTﬁl

. O AoR I 31R 37a1sy BI aRRG gof B |

. T 3TgeH, HET (Quantity) 3R X (Rate) Gf HY |

! ﬁﬁ'@ﬂ I b m%m Q:I_Eop[ GST Classification EﬁTTI'qT%I
. CGST, SGST ITIGST Td: HR ST |

. AR AT B

%ﬁﬁ%w@?GST&%WR%WﬁW:WW%HmGSTR-l ot RUTE ease &R gl
|

9. How is inventory managed in Tally Prime?

English Answer:
Tally Prime provides detailed inventory management features. It allows users to create stock items, units of
measure, stock groups, and godowns. Inventory records include quantity, rate, value, and GST classification.
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Tally tracks stock movements through Purchase, Sales, Stock Journal, and Delivery Note vouchers. Features
like batch tracking, expiry dates, and reorder levels help maintain stock efficiency. Inventory reports such as
Stock Summary, Movement Analysis, and Stock Valuation support business decisions.

ffd s
%?ﬁmﬂﬁsﬁ‘c"ruawaﬁ 3dd ﬁﬁ‘iﬂq dumou%l $HJ-I Stock Items, Units of Measure, Stock Groups
3R Godowns T o1 T4 B

g=dct Rpis & HFET (Quantity), & (Rate), Hed (Value) 3R GST Classification 2 gid g

e Purchase, Sales, Stock Journal 3R Delivery Note dI3dR %WW@@?H%WWW RopTs
TG 8| Batch Tracking, Expiry Date 3R Reorder Level ST ﬁﬁmwu—dﬂqaﬁ 3Hfeeh THTd! STl
%I Stock Summary, Stock Valuation 3R Movement Analysis ot Rad raanfye fAofg aa o Helddl
GG

10. What are GSTR reports in Tally Prime?

English Answer:

Tally Prime generates various GSTR reports like GSTR-1, GSTR-3B, and GSTR-4 for GST return filing.
GSTR-1 contains outward supplies (sales), GSTR-3B summarizes tax liability and input tax credit, and GSTR-4
is for composition scheme taxpayers. These reports are prepared automatically from voucher entries. Tally also
detects missing GSTINSs, incorrect tax rates, and mismatches before exporting reports in JSON format.

f&dt 3w
&oft urzH GST e eIfd 31 & filU GSTR-1, GSTR-3B 3R GSTR-4 Wit RUIE GUR Hrar gl

o GSTR-1-fash! (Outward Supply) &1 fdarTT|
o  GSTR-3B — ¢ ST (Tax Liability) 3R Input Tax Credit BT IRI|
e GSTR-4 — Composition Scheme aﬁm@r%ml

Y Ui areeR Ut & STYR W TWd: IR 81 ST § 1 Seft GSTIN $t B, Tara SR o 3R 3= Ffeat
ﬁusgm Wt ST 8 9uT RO BT JISON UREU H GST UIdd WR 3Uars o34 & fore fafd (Export) R
IHdT gl

11. What is HSN and SAC code in Tally Prime?

English Answer:
HSN (Harmonized System of Nomenclature) is used to classify goods, while SAC (Services Accounting Code)
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is used to classify services under GST. Tally Prime requires these codes while creating stock items or service
ledgers. These codes are printed on invoices and used in GST returns. Proper HSN/SAC codes ensure correct
GST rates, valid invoices, and compliance with GST laws.

gl I
HSN (Harmonized System of Nomenclature) m&ﬁ (Goods) & BT B Wmﬂ %EIT\_:HFIT%r e
SAC (Services Accounting Code) 9137t (Services) & Tifep0T & forw vt fhar ST 81

h UTsH H Wi 3MTSeH 1 I Aok §91d THT HSN/SAC BIS &6l 6T 3R glaT g | d HIs GST
S74TSH R BUA § 3R GST e & 1t Sugh fBu e §1 98t HSN/SAC BT J It GST &R AN BT ?,
Y STAT3Y ST & 3R GST s &1 Ut gRfyd giar g

12. How do you view GST reports in Tally Prime?

English Answer:
To view GST reports:

Go to Gateway of Tally > Display More Reports > Statutory Reports > GST.
Select the required report (GSTR-1, GSTR-3B, GSTR-2A, etc.).

Choose the reporting period.

Review the report, mismatches, and voucher details.

Reports can also be exported to JSON or Excel.

%d’rw:
oot urzH H gsT RUid ¢ & for:

1. Gateway of Tally > Display More Reports > Statutory Reports > GST f[\_rlTﬁl
2. TGP NUIC (GSTR-1, GSTR-3B, GSTR-2A 31fc) T |

3. Rud &t 3afy (Period) ﬂefl

4 W,W(Mismatch)ﬁmﬁWﬁa\ﬁaﬁl

31 ROIef Y ISON TT Excel TR H Export 4t fa1 ST 9aar g

13. What is the purpose of GST classification in Tally?

English Answer:
GST classification defines tax-related information such as HSN/SAC code, GST rate, tax type (goods/services),
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and nature of transaction. It ensures automatic GST calculation, correct tax application, and accurate reporting
in GST returns. It also helps classify taxable, exempt, and NIL-rated supplies correctly.

& 3=

GST Classification &1 3UIRT HSN/SAC Code, GST Rate, Goods/Services BT bR TUT AH-¢ DI Uphfd
feffed w1 & forg fpan S g

T I8! GST &R AN &<, ¢l &1 ¥ad: TUMT = auT GST e § Tal faifé FRAI gl D
HeIH ¥ Taxable, Exempt 3R NIL Rated Supply Wﬂﬁ?ﬂw Y foar Siar

14. What is the use of Control Centre in Tally Prime?

English Answer:

The Control Centre in Tally Prime is used for centralized user management and security. It allows
administrators to manage users, assign permissions, reset passwords, enable remote access, and monitor
activities. It also manages Tally.NET licensing and synchronization. This feature is useful for businesses
operating multiple branches and ensures data security and controlled access.

fgd1 IR
Control Centre ¢l UT3H H SUTNTEHATSAT (Users) WWWW G?IT{R&‘HWW%I

3P ATeHH ¥ TSI:

SUTNTH ! ol Tehdl g |

Access Rights ﬁﬂfﬁﬁﬁﬂﬁ%l
Jgs e R JHai gl

Remote Access G&‘WWW%I
IuArTesdian @l nfafafiat B R B e g

Yg Tally.NET License 3R Data Synchronization &1  geed Hdr %‘I H%’ﬁﬁ‘iﬂ ICELRSEE: ﬁWGﬁ
(Branches) dTcl G} & foT IANTT B TUT ST &1 GRafm YHAd B g

15. What is e-invoicing and does Tally Prime support it?

English Answer:

E-invoicing is the process of electronically generating and authenticating B2B invoices through the GST
Invoice Registration Portal (IRP). It generates a unique Invoice Reference Number (IRN) and QR Code. Tally
Prime supports e-invoicing for eligible businesses.
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To enable e-invoicing:

1. Configure GST details in Tally.
2. Create the invoice.
3. Connect to the IRP through Tally.

Tally automatically uploads the invoice, receives the IRN and QR code, and prints them on the invoice. This
ensures GST compliance, reduces errors, and speeds up reconciliation with GST returns.

Bl IR

E-Invoicing a's'm%ﬁﬂﬁ B2B GST Invoice &I Invoice Registration Portal (IRP) & qTHIA Y
SAdID U J T (Authenticate) fdaT SITdT 81 3T ST YD 394139 & o8 T Invoice
Reference Number (IRN) 3R QR Code SR} fa ST g |

Tl UT3H UTH (Eligible) a9 & iU E-Invoicing T THYA &RaT 3|

E-Invoicing T&H HR & TRT:
1. ol H st faarur SIRFTR B9

2. S[AYdh Y=y ﬁi"ldT{SH GHIEl

3, 0 & AT I IRP I HaT B

efl I a: §1aISH IRP TR HOIdT &, IRN 3R QR Code W PRl § 04T 3% 37d199 W flic Hrar gl 389
%STW?WWW%W%, et HA B & 3R GST R &1 fiie (Reconciliation) It U9 IRa
WA gl

16. What is a Company in Tally Prime?

English Answer:

A company in Tally Prime is a separate business entity where all accounting, inventory, taxation, and financial
transactions are recorded. Before using Tally, users must create a company by entering details such as Company
Name, Address, Financial Year, Books Beginning Date, Currency Symbol, and Security Settings. Each
company has its own data and reports. Tally also allows users to create multiple companies and manage them
independently.

%E&GT'R':

HUHT (Company) it TIZH H T 3ITHT TGHTRIG ShTs (Business Entity) Blat 5, Foraw sfepTafd, gadt,
IR 3R Tt fowdta oF-3 &1 Repie @1 Srar g %Fﬁaﬁrt{qqhwmﬁﬁq%éaﬁq:ﬁaqﬁa?ﬁ%

forad Company Name, Address, Financial Year, Books Beginning Date, Currency Symbol 3R Security
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Settmgs@?ﬂmaﬁﬁwdl%l Ud B! T 3TAT 3T SeT 3R RaiE gt 81 et & Uap I 3ifdep
SHUT TR Io Wad U F Tefd fovar s gear g1

17. What is the difference between Accounting Voucher and Inventory Voucher?

English Answer:

Accounting Vouchers are used to record financial transactions such as sales, purchases, payments, receipts, and
journal entries. Inventory VVouchers are used to record stock-related transactions such as stock transfer, physical
stock adjustment, delivery notes, and receipt notes. Accounting vouchers affect financial accounts, whereas
inventory vouchers mainly affect stock records. Together, they help maintain accurate business records.

%EPIG?I'\':

Accounting Voucher &1 IugnT faxiig a9-39 o Sales, Purchase, Payment, Receipt 3R Journal Entry
CEEZECARINERIISI G

Inventory Voucher T IR Wb T Taferd d--¢7 S Stock Transfer, Physical Stock Adjustment,
Delivery Note 3R Receipt Note &5t 63 & foIQ far S g1

Accounting Voucher H¥] &4 I @rdi (Accounts) & gHTfad Hd % e Inventory VVoucher Tl Repls
DI THIFA X 8 | SHI (AR AT &1 ot Kbl - 3@ g |

18. What is Backup and Restore in Tally Prime?

English Answer:

Backup is the process of creating a copy of company data to protect it from accidental loss, system failure, or
corruption. Restore is the process of recovering the backed-up data into Tally. Users can create backups by
selecting Company > Backup and restore data through Company > Restore. Regular backups ensure data
safety and business continuity.

f&dt 3w
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Backup @1 31 &0 & ST P T JRI&d HIUt ST 7, dlfds Riked W1 811, Sl f$aiie 811 a1 3=
T o1 fRUfq 7 Sar Rf&a R |

Restore &7 37¢f Backup ﬁ"l'sf h[gdd CAKAEIRY ?FﬁffaTWFﬂTﬂ%l

%Fﬁtﬂ%‘qff Company > Backup @W&NWW%HW Company > Restore 3 3aT Y-: Ut [ERIEIG]
g1 Fafid 9% e o1 T Ul &1 et R e g

19. What is Bank Reconciliation in Tally Prime?

English Answer:
Bank Reconciliation is the process of matching the bank balance shown in Tally with the balance shown in the

bank statement. It helps identify differences caused by pending cheques, bank charges, direct deposits, or
recording errors. Tally Prime provides a Bank Reconciliation feature that makes this process easy and accurate.

f&dt 3we:

Bank%Reconciliation %m%mﬁﬁﬁﬁ%aﬁﬂwmﬁ%mﬁmwmﬁm
SIGLIE

m Pending Cheques, Bank Charges, Direct Deposit d{T RepifsT &1 ﬂﬁ'!ﬁ CARCGIRCINGI %I

%?«ﬁm%m?f Bank Reconciliation & AT IUasd g, For s @rdl &1 gt e smarit 3 fasar o
JHaT gl

20. What are the advantages of Tally Prime?

English Answer:
The major advantages of Tally Prime are:

Easy and user-friendly interface.

Fast and accurate accounting.
GST-compliant invoicing and return filing.
Inventory and payroll management.
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Multi-user and remote access.

Real-time business reports.

Data security with backup and user rights.
Supports multiple languages.

Saves time and reduces accounting errors.
Helps businesses comply with Indian tax laws.

fedt 3=e:

oot UTSH & WA @TH (Advantages) fFrafefaa &

ST H 39 (User-Friendly Interface) |
AW 3R P 3P fe|
GST-3I0 a1 3R e Brgfe|
Z=dct 3R TR Uaie |

Multi-User Qa' Remote Access ﬁﬁﬁ?ﬂl
frad-erzH fosag faid |

Backup Td User Rights §RT éfTﬁT&‘ITI

3 U3 &7 gHdA|

TG &1 9 AR HH FfedT|

YR B BT T g1e- B3 H Feradi
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