
Display of reports in tally 

 

Balance Sheet 

A balance sheet is a financial statement that reports a company's financial 

position. This report shows the balance between the assets and liabilities of a 

firm. The balance sheet follows the fundamental accounting equation: Assets = 

Liabilities + Owner's Equity. 

Note : By default, the Balance Sheet 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. 

To view the Balance Sheet 

1. Go to Gateway of Tally > Display > Balance Sheet. 

 

2. Press F12 to configure the Balance Sheet. 

3. Press Ctrl+A to accept. 



While providing the opening balance in ledgers, an equivalent contrary balance 

will appear as Difference in opening balances in order to match the assets and 

liabilities, or debit and credit balances. The entry passed for the difference will 

affect the closing balance, but the Balance Sheet will display the difference in 

the amount. To balance the difference in the opening balance, you have to adjust 

it with the opening balance of another ledger. 

For example, if the Difference in opening balances is Rs 5000/- on the debit 

side, you must adjust this with Rs 5000/- credit to the opening balance of 

another ledger. 

Note: When a value in Liabilities or Assets becomes negative, it will appear 

based on the type of its group balance. Assets with credit balance will 

appear in Liabilities, and Liabilities with debit balances will appear 

in Assets . 

Next topic 

Displaying Profit & Loss Account 

You can view the Profit & Loss account details in Tally.ERP 9 for a specified 

period. 

Note: 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. 

To view the Profit & Loss Account 

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

2. Click F1: Detailed to view the Profit & Loss Account in detailed format. 

The Profit & Loss Account appears as shown below: 



 

The Profit & Loss Account is generated and updated immediately from the 

date of opening of books till the date of last entry. 

3. Press F2: Period to change the period as required. 

Note: The Profit & Loss Account is displayed according to the configuration set 

in the Configuration screen . Set the option Income & Expense A/c 

instead of Profit & Loss A/c ? to No to display the groups Direct 

Income and Direct Expenses in Profit & Loss A/c and List of 

Accounts report. 

Horizontal Form of Profit & Loss Account 

The Profit & Loss A/c is in horizontal form, by default. You can view the 

report in vertical format by enabling the option Show Vertical Profit & 

Loss? by clicking F12: Configure . You can view additional information or 

toggle to another report using the options available in the button bar. 

Schedule VI Profit & Loss A/c 

To view Schedule VI Profit & Loss A/c in Profit & Loss Account screen 



● Click S : Schedule VI in the Schedule VI Profit & Loss A/c , as shown 

below: 

 

Next topic 

Trial Balance 

A trial balance is a summary of all ledger balances, and helps in checking 

whether the transactions are correct and balanced. If journal entries are error-

free and posted correctly to the general ledger, the total of all debit balances 

should be equal the total of all credit balances. 

Note : By default, the Trial Balance 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. 

To view the Trial Balance 

1. Go to Gateway of Tally > Display > Trial Balance . The Trial 

Balance appears as shown below: 



 

2. Press F12 to configure the Trial Balance , as required. 

Note: As per accounting principles, the Trial Balance does not display the 

closing stock. 

3. Press Ctrl+A to accept. 

Note: While providing the opening balance in ledgers, equivalent contrary 

balance will appear as Difference in opening balances in order to tally the 

assets and liabilities, or debit and credit balances. The entry passed for the 

difference will affect the closing balance, but the Trial Balance will still 

display the difference in the amount. To balance the difference in the 

opening balance, you need to adjust it with the opening balance of another 

ledger. 

For example , if the Difference in opening balances is Rs 5000/- on the 

debit side, adjust this with Rs 5000/- of credit in the opening balance of 

another ledger. 



 

Next topic 

Displaying Cash Book 

You can view the details of the cash book in Tally.ERP 9. 

To display the cash/bank summary 

● Go to Gateway of Tally > Display > Account Books > Cash/Bank 

Book(s). The Cash/Bank Summary is displayed as shown below: 

 

Place the highlight bar over the figures for the month of May, 

press Enter to display the Ledger Vouchers screen. Note that all the 

vouchers for May are listed. Press Alt + F2 to view the vouchers for the 

months of May and July. 

The Ledger Vouchers screen is displayed as shown: 



 

The Cash ledger account screen displays the debit and credit amounts of 

all the vouchers for the period specified. 

If cash balance is negative for a particular date then Tally.ERP 9 displays 

the credit cash balance in RED Colour. 

 Select Display > Accounts Books > Cash/Bank Books > Drill 

down from the Cash Ledger and select a particular month and 

press Enter. 

 Press F6 (Daily Break Up) . 

 

Accessing F12: Configure - here you can view the highest or lowest 

cash balance on a particular date. 



 

The Ledger Monthly Summary screen is displayed as shown: 

 

Next topic 

Displaying Bank Book 

You can display the Bank Book Summary from your Accounts Books menu in 

Tally.ERP 9. 



To view the Bank Book Summary 

● Go to Gateway of Tally > Display > Account Books > Cash/Bank 

Book(s) 

 

If you have more than one bank account, select the required Bank 

account and press Enter to display the Ledger Monthly Summary . 

 



Next topic 

Displaying Ratio Analysis Report 

The Ratio Analysis Report is divided into two parts, Principal Groups and 

Principal Ratios. The Principal Groups are the key figures that give perspective 

to the ratios. Principal Ratios relate two pieces of financial data to obtain a 

comparison that is meaningful. 

To view the Ratio Analysis 

● Go to Gateway of Tally > Ratio Analysis. The Ratio Analysis screen is 

displayed as shown below: 

 



Next topic 

Purchase Register 

A Purchase Register displays the information on the periodic purchases of a 

business concern. Purchase register helps in analyzing the details of movement 

of purchased goods to various god owns, on the basis of which the stock 

movement at each go down is determined. You can also view the columnar 

register for purchase. 

Purchase returns made during a year can also be traced. The parties to whom the 

purchase returns have been made and the causes thereof can be analysed to draw 

conclusions on the supplier and the quality of purchases made. 

1. Go to Gateway of Tally > Display > Account books > Purchase 

 Register . The Purchase Register appears as shown: 

 

2. You can configure the report by pressing Ctrl+F12 to view the following 

information. 

https://help.tallysolutions.com/docs/te9rel65/Reports/Display_Registers_Ledgers/#columnar
https://help.tallysolutions.com/docs/te9rel65/Reports/Display_Registers_Ledgers/#columnar


 

3. In the Purchase Register , select the required month and press Enter . 

4. Click F5: Columnar and set the options as required, to view the purchase 

columnar register. Set the options Show supplier invoice 

number and Show supplier invoice date to view these details in separate 

columns. 



 

5. Press Enter to view the register. Separate columns will be displayed for 

supplier invoice number and date as shown: 

 

To change voucher type press F4 at the voucher register screen and select the 

required voucher type. 



To view the Post-dated Transactions report for the specified period, click T : 

Post-Dated . 

Next topic 

Journal Register 

Journal register displays all the journal vouchers recorded for each month. 

1. Go to Gateway of Tally > Display > Account Books > Journal Register . 

The Journal Register appears as shown below: 

 

2. Select the required month and press Enter . 

3. Click F5: Columnar and set the options as required, to view the journal 

columnar register. Set the options Show voucher reference 

number and Show voucher reference date to view these details in 

separate columns. 

https://help.tallysolutions.com/docs/te9rel65/Banking/pdc_txn.htm


 

The columnar Voucher Register of journal vouchers appears as shown: 

 

To change voucher type press F4 at the voucher register screen and select 

the required voucher type. 

Next topic 

 



Viewing Day Book 

The Day Book lists all transactions made in a particular day and by default 

displays the last voucher entry date of a regular voucher. It could also be set up 

to list all the transactions made over a certain period. Transactions include all 

financial vouchers, reversing and memorandum journals as well as inventory 

vouchers. 

In Tally.ERP 9, the Day Book is by default displayed for the current date (as on 

the last date of voucher entry). However, you may specify the required period, 

as per your requirements. 

To view the Day Book 

1. Go to Gateway of Tally > Display > Daybook . The Day Book will appear 

as shown below: 

 

2. Click F2: Period to change the period for which the Day Book is displayed. 

3. Click F4: Change Vouch to view Day Book for a particular voucher type. 



 

4. Select the required Voucher Type to display. The screen appears as shown 

below: 

 



5. Click T : Post-Dated to view the Post-dated Transactions report for the 

specified period. 
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