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1 Audit Features & Functionalities

Tally ERP 9 is now enhanced with AUDIT features and functionalities commonly required by Auditors
to perform their Audit Function and also extends to support them to provide the reporting framework
as required by laws in India. 

This features and tools provided therein, enable Auditor to maintain activity / task trackers within the
application,  making  it  a  single  source  of  information.  Maintaining  a  copy  of  the  data  set  in  soft
format, provides the auditors all  the requisite  information and data as would be required  to  review
and identify the activities and clarifications during the audit process. 

As per Tally, now Tally ERP.9 is AUDITReady.

AuditReady

Now you can not only maintain financial  data on Tally.ERP 9, you can also make it ready for audit  -
AuditReady!

Tally.ERP  9  offers  auditing  tools  which  will  help  you  ensure  that  your  books  of  accounts  are
maintained as per statutory requirements:

· Compare your business' previous year and current year  data  to  ensure  that  the  information
you provide to your auditor is error-free

· Spot and rectify data entry errors with ease
· Obtain reports on receivables and payables with just a few clicks
· Schedule  VI  Financial  Statements  (Balance  Sheet  and  Profit  &  Loss  Account)  have  been

provided, and you don't  have to switch between applications to ensure  your  financial  reports
are complete

· Generate  Forms  to  be  filed  with  the  Income  Tax  Department  –  Form 3CD,  Form  3CA,  and
Form 3CB

AuditReady is  a  complete  package  which  enables  you  to  perform  internal  checks,  and  ensure  a
simplified audit cycle for your business.

Account-based capturing of Audit Details

Tally.ERP 9 Audit Tools are now available for Non-BAP customers (users  who are not registered as
BAP users of Tally.ERP 9) too, which means they can prepare their financial data before it is  used for
auditing.

With Audit Tools, users can perform internal scrutiny on their data, and audit  the data with their own
teams within the organisation, before the same is presented to auditors.

This  way,  the  amount  of  checks  to  be  done  by  the  organisation's  internal/external  auditors  is
reduced, and the entire auditing process is simplified.

The audit details recorded by users while scrutinising their data will be captured and stored for their
respective Account IDs. Likewise, audit details recorded by CAs who are registered as BAP Users will
be captured and stored for their respective BAP Account IDs. Audit Details recorded by the customer
and the BAP user will therefore, be stored separately.

Illustration 1: One customer (Non-BAP User) and one CA (BAP user)
· Mr. A, a  non-BAP user,  uses  Tally.ERP  9's  Audit  Tools  to  prepare  his  data  which  is  to  be

audited his CA, Mr. B
· Mr.  A  logs  in  with  his  Account  ID,  audits  his  data,  and  records  Audit  Note  for  a  Payment

Voucher.
· Mr. B logs in with his  BAP  Account  ID  and  audits  the  data  provided  to  him  by  Mr.  A,  and

records an Audit Note for the same Payment Voucher.

Here, Mr. A will be able to view the Audit  Note he has recorded,  but  not  the  Audit  Note  Mr.  B,  his
Auditor has recorded. Similarly, Mr. B will not be able to view the Audit Note recorded by Mr. A.
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Illustration 2: One customer (Non-BAP User) and two CAs (BAP users)

If, in the above scenario,  two  CAs,  Mr.  B  and  Mr.  C,   having  BAP  Account  IDs  are  involved  in
auditing Mr. A's data,

· Mr.  A  logs  in  with  his  Account  ID,  audits  his  data,  and  records  Audit  Note  for  a  Payment
Voucher

· Mr. B logs in with his  BAP  Account  ID  and  audits  the  data  provided  to  him  by  Mr.  A,  and
records an Audit Note for the same Payment Voucher

· Mr. C, the other Auditor, logs in with his  BAP Account ID and records an Audit  Note for the
Voucher.

Here, Mr. A will be able to view the Audit  Note he has recorded, but not the Audit  Note Mr. B or Mr.
C, his  Auditors have recorded. Similarly,  Mr.  B  and  Mr.  C  will  not  be  able  to  view  the  Audit  Note
recorded by Mr. A.

Illustration 3: One customer (Non-BAP User),  two BAP users, and one article (BAP user)

If,  in  the  above  scenario,  two  CAs,  Mr.  B  and  Mr.  C,   having  BAP  Account  IDs  are  involved  in
auditing Mr. A's data, and Mr. D, an article who is a part of the audit teams of both Mr. A and Mr. B,

· Mr.  A  logs  in  with  his  Account  ID,  audits  his  data,  and  records  Audit  Note  for  a  Payment
Voucher

· Mr. B logs in with his  BAP  Account  ID  and  audits  the  data  provided  to  him  by  Mr.  A,  and
records an Audit Note for the same Payment Voucher

· Mr. C, the other Auditor, logs in with his  BAP Account ID and records an Audit  Note for the
Voucher.

· When Mr. D logs in with his BAP Account ID,

The Account IDs of both Mr. B and Mr. C will be in the List of Accounts for selection:

o If Mr. D selects Mr. B's Account, he will be able to view the Audit Details recorded by Mr. B,

and not the Audit Details recorded by Mr. A or Mr. C.
o If Mr. D selects Mr. C's Account, he will be able to view the Audit Details recorded by Mr. C,

and not the Audit Details recorded by Mr. A or Mr. B.
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1.1 Auditor/Firm Profile in Control Centre

Chartered Accountants who are registered as BAP users of Tally.ERP 9 can now create and maintain
their  profile  as  well  as  the  firm's  profile  in  the  Control  Centre.  The  details  provided  here  will  be
automatically captured in reports that require them, like Form 3CD.

Many of these features are now also accessible to Non  registered  BAP  users.  This  are  intended  to
empower the Tally user company to ensure Internal Audit and readiness for Audit.

To create auditor/firm profile,
· In the Control Centre screen that appears, click on Ctrl+K: Control Centre  or press Ctrl+K

and log in with the Tally.NET Auditor ID

· Click on Account Profile Management or press Alt+Y

The Profile Management screen appears:
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· Fill in the relevant  details  for  Account  ID,  Firm  Number,  Account  Nature,  Name  of  the  Firm,
Account Type, Address, etc.

· Under Partner Detail(s), fill in details of partners of the Firm.
· Under Contact Person(s), fill in the details for the contact persons for the firm

· Press Enter or Y to Accept (save) the profile details.
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2 Auditing & Compliance Scenarios

2.1 Audit at CA’s Office

The  Auditors’  Edition  includes  Tax  Audit,  Statutory  Audit  and  Statutory  Compliance  capabilities  as
default  features  without  any  dependency  on  Tally.NET  subscription  for  authentication  to  perform
Audit  or Compliance services on Local data.  The  Auditor  can  open  Auditors’  Edition  of  Tally.ERP  9
and access his client's data available locally and start Audit using Audit & Compliance features.

To use Audit & Compliance features locally,

Go to Gateway of Tally > Click on F3: Company Info  or press Alt+F3 > Select Company

Or

Go to Gateway of Tally > Press F1
· Select the company to be audited from the List of Companies

 
· Press Enter to load the selected company
· Enter the Client’s Username and Password

· Press Enter to Load the Company

The Gateway of Tally screen with the Audit & Compliance options appears as shown:
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· Press Enter on Audit & Compliance menu

 
· Note: If Security Control has not been enabled for the Company, the Company

Alteration -  Enable Security screen will be displayed upon selecting the Audit
& Compliance menu:
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Name o f Administrator and Password has to be specified here, to
enable Security for the Company.

2.2 Audit at Client's Office

To use the Audit & Compliance features at Client’s place,  the Auditor should get  authenticated on
Tally.NET to obtain the Auditors’ Edition License.

The Client should authorise the Auditor to perform Audit  for the relevant company. For  information
on Authorisation process which Client needs to follow, refer to Authorising Tally.NET Auditors. Or
else, the main auditor should have delegated the authorised Company to the article.

To obtain Auditors’ Edition License and perform Audit or Compliance from Client’s place,

Go to Gateway of Tally > Click on F3: Company Info  or press Alt+F3 > Select Company

Or

Go to Gateway of Tally > Press F1
· Select the company to be audited from the List of Companies

· Press Enter to display the Company Login screen
· Provide the BAP Username (or sub-user) and Password in the Company Login screen



11Auditing & Compliance Scenarios

Email : ashwin@dedhia.com

 
· Press Enter to Load the Company

Once the Company is loaded, you will be able to view the Audit & Compliance menu in the Client’s
Tally.ERP 9 itself and start using the same.

· Press on Audit & Compliance

· Press Enter on the required menu to use the required tool at Client's place.

2.3 Audit Remotely (Anywhere)

To  use  Audit  &  Compliance  features  remotely  from  anywhere,  the  Auditor  should  get
authenticated on Tally.NET to obtain the Auditors’ Edition License.

The  Client  should  authorise  the  Auditor  to  perform  Audit  remotely  for  the  given  company.  For
information on Authorisation process,  refer  to  Authorising  Tally.NET  Auditors  section.  Or  else,
the main auditor should have delegated the authorised Company to the article.

To obtain Auditors’ Edition License and perform Audit remotely,
· Start Tally.ERP 9  
· Press Alt+F1 to Shut any company that is running
· Press Login as Remote User
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· Enter  the  BAP  user  name  and  Password  in  the  Name  of  User  and  Password  fields
respectively

 
· Select Remote Company screen appears displaying the Companies connected to  Tally.NET

for different Clients which are available for Remote Audit.
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· Press Enter to start the Company remotely

· Press on Audit & Compliance menu
· Press  Enter  on  either  Tax  Audit,  Statutory  Audit  or  Statutory  Compliance  to  use  the

required tool remotely.

Note: The Remote Auditing will work even in Educat ional version of Tally.
ERP 9.
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2.4 Tax Audit u/s 44AB of the Income Tax Act, 1961

Tax Audit  process helps in ensuring  that  the  books  of  accounts  and  other  records  reflect  the  true
income of the assessee and is  maintained in accordance with the provisions of the Income Tax Act,
1961.

Features of Tax Audit

The key features of Tax Audit tool in Tally.ERP 9 comprises of:
· Printing of Form 3CD with Annexure I
· Generate Annexures to Form 3CD
· Printing of Form 3CA and Form 3CB
· Extracting financial and quantitative information required for Tax Audit (under Sec. 44AB)
· Displaying relevant data for Audit based on Clause requirement
· Instant Statistics on Audit Listings (Audited Vouchers &  Unaudited Vouchers)
· Facility to record Audit Remarks using Audit Note
· Provision to mark Vouchers for Internal Observation within the Audit Team
· Provision to mark Vouchers for Verification from Clients
· Facility to post corrections and reviews remotely
· Tracking any alteration / modification to vouchers post Audit
· Availability of ready references - Clause Reference while filling Form 3CD
· Provision for Clause References at the Company or Voucher Level

  

 

  

 

2.4.1 Form 3CA

The Form 3CA accompanies Form 3CD as Audit report under section 44AB of the Income-tax Act, in
a case where the accounts of the business or profession of a person have been audited under  any
other law.

To print Form 3CA in Tally.ERP 9,

Go to Gateway of Tally > Audit & Compliance > Form 3CA

In the Form 3CA Print screen,press backspace and specify the required details.
· Set the option Print with Signatures to Yes to print Signatures in the form.
· Under Input Details, specify the details as explained:
· Annexed Statement: Select the required format from the Nature of Report - Profit &

Loss or Income and Expenditure based on the type of industry
· Status: Select the required status - Individual or Firm based on which the Form 3CA will

be generated for an Individual professional or a Firm
· Name of Act (Under Audit): Specify the Act under which the Books of accounts are audited

for which Form 3CA has to be filed
· Report Date: Specify the date when the final Audit report is generated
· Place: Specify the name of the place where the Audit is going on
· Date: Specify the date for the generation of Form 3CA

· Under Other Details, specify the details as explained:
· Firm Name: Specify the Audit Firm name
· FRN: Specify the Firm Registration Number
· Name of Chartered Accountant: Specify the name of Chartered Accountant
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· Salutation: Enter the required Salutation for Chartered Accountants that should be printed on
Form 3CA

· MRN: Specify the Membership Number of the Chartered Accountants
· Address: Specify the address of the Audit Firm

Note: The Firm Name, FRN, Name of Chartered Accountant, Address,
Salutat ion and MRN details are captured to print the Auditor's signature
details in Form 3CA. This information will be automatically captured from
other Forms viz. Form 3CD if already available.

· Press Enter to Print Form 3CA.
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2.4.2 Form 3CB

The Auditor has to give his Audit report in Form 3CB for a person who carries business or profession
and who is not required to get his accounts audited under any other law apart from Income Tax Act,
1961.

To print Form 3CB in Tally.ERP 9,

Go to Gateway of Tally > Audit & Compliance > Form 3CB

In the Form 3CB Print screen, press backspace and specify the required details
· Set the option Print with Signatures to Yes to print the Signatures in the form.
· Under Input Details, specify the details as explained:
· Annexed Statement: Select the required format from the Nature of Report - Profit &

Loss or Income and Expenditure based on the type of industry
· Status: Specify the Act under which the Books of accounts are audited for which Form 3CB

has to be filed
· Place: Specify the name of the place where the Audit is going on
· Date: Specify the date of generation of Form 3CB
· Head Office Location: Specify the Location of the Client's Head Office
· Number of Branches: Specify the total number of branches, if any
· Observations (if any 3(a)): Enter all the observations/concerns/discrepancies which are

found during the audit process
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Note: The above details specified are essential for filling the Form 3CB.
· Under Other Details, specify the details as explained:
· Firm Name: Specify the Audit Firm name
· FRN: Specify the Firm Registration Number
· Name of Chartered Accountant: Specify the name of Chartered Accountant
· Salutation: Enter the required Salutation for Chartered Accountants that should be printed on

Form 3CA
· MRN: Specify the Membership Number of the Chartered Accountants
· Address: Specify the address of the Audit Firm

Note: The Firm Name, FRN, Name of Chartered Accountant, Address,
Salutat ion and MRN details are captured to print the Auditor's signature
details in Form 3CB. This information will be automatically captured from
other Forms viz. Form 3CD if already available.
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· Press Enter to Print Form 3CB.
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3 Statutory Audit

The  primary  objective  of  Tally.ERP  9's  Statutory  Audit  features  is  to  ensure  that  the  financial
statements (such as Balance Sheet, Profit &  Loss  Account  etc.)  provides  a  true  &  fair  view  of  the
Company’s financial state of affairs. As per the Companies Act it is  mandatory for all  the Registered
Companies to get their Books of Accounts audited by the practicing Chartered Accountants.

3.1 Features of Statutory Audit

Tally.ERP 9 provides a comprehensive tool  to perform the Statutory Audit  in  a  systematic  process.
The tool provides step-by-step approach to conduct an Audit on the given data in the fastest possible
manner.
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With Tally.ERP 9's Statutory Audit tools, the user can:
· Create and maintain an Audit Programme
· Prepare and maintain Audit Working Papers
· Mark  the  applicable  and  complied  Accounting  Standards  and   Audit  &  Assurance

Standards for a company.
· Extract the financial information required for Statutory Audit
· View relevant data in the required form for analysis
· Analyse data by comparing it with previous year's data
· Audit Vouchers along with instant statistics
· Track and audit the Related Party, MSME and Forex transactions
· Apply various Sampling Methods
· Audit and interact with the Client remotely
· Generate the following Financial Statements as per the format specified in Companies Act:
o Schedule VI Balance Sheet
o Schedule VI Statement of Profit and Loss
o Track the post-Audit changes if any

3.2 Statutory Audit in Tally.ERP 9

Statutory Audit  feature in Tally.ERP 9 enables the Auditor to  analyse  the  Company  Data  using  the
Data  Analysis  tools  available  to  form  an  opinion  as  to  the  true  and  fair  view  of  accounts  by
highlighting  the  exceptions.  The  tools  helps  in  comparing  the  Company  data  spread  across  two
financial years in the same Company or in a different (Split) Company.

Tally.ERP 9 provides the following tools for Data Analysis:
1. Verification of Chart of Accounts
2. Verification of Stock Items
3. Verification of Balances
4. Analytical Procedures
5. Pending Documents
6. Statutory Payments
7. Periodic Payments and Receipts
8. Repeated Transactions
9. Relative Size Factor (RSF)
10.Other Analysis
11.Inter Bank Transactions
12.Cash Withdrawals /Deposits to bank
13.Fixed Assets Analysis
14.Transactions on Holiday
15.Highest and Lowest Value Transactions
16.Pending Advances
17.Stale Cheques/Instruments
18.External Confirmation (Third Party Confirmation)
19.Account Reconciliation

The Auditor can analyse the Company data using the above tools and then Audit  the Vouchers from
the Auditing section through the following features:

· Verification of Vouchers
· Related Party Transactions
· Forex Transactions
· Micro, Small, Medium Enterprises (MSME) Transactions
· Salary / Wages Payments

The Auditor can also apply Sampling Method wherever required to audit only relevant Vouchers.

The Statutory Audit tool will also help in generating the Financial Statements listed below:
· Schedule-VI Balance Sheet
· Schedule-VI Profit and Loss Statement

Note: For simplification of understanding the following terminology will be
used for Statutory Audit:
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Audit Year - Year for which Audit is happening. This can also be referred
as the Current Period.
 
Previous Year - Year prior to the Audit Year.
 
e.g. if Audit is happening for 2008-2009 then 2007-2008 will be Previous
Year .

In  addition  to  the  above,  Tally.ERP  9  also  provides  the  facility  to  create  the  Audit  Programme
consisting of detailed checklist with other required details.

3.3 Audit Documentation

Audit  Documentation helps in planning the audit  activity,  preparing  audit  working  paper  and  check
list for Accounting standards and Auditing and Assurance Standards.

To view the Audit Documentation screen,

Go to Gateway of Tally > Audit & Compliance > Audit Documentation

3.3.1 Audit Programme

Audit Programme is a detailed planning activity that consists of Audit Checklist with the objectives for
each area. This Programme helps the auditors/articles in proper execution of Audit work.

To create an Audit Programme in Tally.ERP 9,

Go to Gateway of Tally > Audit & Compliance > Audit Documentation > Audit Programme
· Set the option Set / Alter Client & Auditor Details  to Yes in order to specify  the  Auditor

and Client details
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· Under the Client Details,
o Name: Accept the Company Name or specify the Company's registered Name
o Address: Accept the address or specify the registered address for the Company
o Phone: Specify Client's Phone number
o Mobile: Specify the Mobile number of the Client
o Email: Specify the official Email ID for the Client
o Company Status: Select the required Company Type from the list
o Industry Type: Specify the required industry type such as Manufacturing, software, Banking

etc.
o No of Branches (if any): Specify the total number of Branches including the Head Office
o Branch Details: Specify the details of all the Branch Offices
o Under the Auditor Details,
o Firm Name: Specify the Auditor's Firm Details
o Address: Specify the address for the Auditing Firm
o Audit Team: Specify the names of the Auditing team members

Note: Press Ctrl+Enter for next line or line break.
· Press Enter to save the accept and save the Auditor Details and Client Details.

The  second  part  of  the  screen  displays  the  areas  of  Audit  which  is  pre-filled  with  a  checklist  by
default. This  checklist  can  be  modified  and  items  can  be  added  to  this  checklist  by  the  Auditor  if
required.

Creating the Audit Checklist

As mentioned earlier, the Audit  Checklist is  defaulted with pre-defined  audit  areas  and  the  Auditor
can  modify  the  required  Audit  areas  or  add  new  audit  areas.  The  Auditor  can  also  specify  the
following details for each audit areas:

· Estimated Period: The estimation for the duration of the Audit can be specified in this field e.
g. 2 days or 6 hours etc.

· Actual period:  The actual time take  for  the  Audit  can  be  specified  in  this  field  the  audit  is
completed.

· Extent  of  Verification:  The  details  of  Verification  should  be  entered  in  this  field  after  the
completion of Audit.

· Verified By/Remarks: The name of the Auditor (s)  should be selected from the Audit  Team
List already specified earlier. Any new member to the Audit  Team can be added by using the
New option in the Audit Team List.

· Reviewed  By/Remarks:  The  name  of  the  Auditor  (s)  who  review  the  auditing  performed
should be specified here.

Note: The Extent of Verification and Verified By/Remarks are usually
filled in only after the completion of audit for each Audit Area.
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To create the comprehensive Audit Checklist,
· Select the required Areas of Audit from the List of Audit Areas

Note: To add an Audit Area which is not there in the List of Audit Areas,
select User defined Audit Areas from the list. e.g. Physical Stock
Veri f icat ion can be added using this option in the Audit Programme.
 
The user defined Audit Areas can also be deleted from the list using the
option Remove User Defined Audit Areas.

· Specify the Period and Verified by details for each of the Areas of Audit.

The completed Audit Programme screen prior to actual Audit is displayed below:

The  Auditor  can  enter  the  details  for  Actual  Period,  Extent  of  Verification,  Verification
Remarks and Reviewed By/Remarks after the auditing process for each Area or after completing
the entire audit.

Button options in Audit Programme

Ctrl+O: Copy Program

Tally.ERP 9 allows to copy the entire Audit  Programme from one Company to another Company. To
copy Audit Programme,

· Click on Ctrl+O: Copy Program or press Ctrl+O
o In Copy From Company field select the required Company from the List of Companies which

are loaded (from which the Audit Programme has to be copied)
o In Copy From Financial Year field select the year from which the Audit Programme needs

to be copied
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o Press Enter twice to copy and save the Audit Programme

Note: This option can be used to copy the Areas of Audit and Auditor
Detai ls. The Client Details will not be copied.

The Audit Programme can be printed and taken by  the  auditor(s)/article(s)  while  conducting  the
audit for reference.

To print the Audit Programme,
· Press Alt+P from Audit Programme screen
· In the Audit Programme  Printing  screen  press  Enter  or  click  on  Yes  to  print  the  Audit

Programme



25Statutory Audit

Email : ashwin@dedhia.com

 

3.3.2 Auditor's Report

An Auditor’s  Report  is  a  statement  consisting  of  the  auditor’s  opinion  on  the  fairness  of  a  legal
entity’s  financial  statements.  Tally.ERP  9’s  Auditor’s  Report  comes  with  pre-filled  but  editable
statements that are required to be made by auditors.
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To edit the statements, press Enter.

The Change Detail screen appears as shown:

Press Enter or click on Yes to Accept the changes made.
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To print Auditor’s Report,

• Click on P: Print or press Alt+P

The Print Report screen appears as shown

To print Firm Name, Name of Chartered Accountant, Salutation, Place, and Date press Backspace
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• Fill in the Firm Name, Name of Chartered Accountant, Salutation, Place, and Date

Press Enter or click on Yes to print the report.

Note: Note: For print preview, click on I: With Preview or press Alt+I in the
Print Report screen.

Button options in Auditor’s Report

A: Add Detail (Alt+A)
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To include any additional statement in the Auditor’s Report. Place the cursor on the statement above
which the statement being added has to appear.

Press Alt+A.

The Add Detail screen appears:
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Enter the required details, and press Y or Enter to save the detail added.
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Auditor's Report appears with the detail added above the selected statement:

F: Report Type

Information on how to change the Report Type is already explained in this page

Ctrl+F9: Remove Detail

Press  Ctrl+F9  key  or  click  Ctrl+F9:  Remove Detail  button  to  remove  a  particular  detail  in  the
Auditor’s Report

Ctrl+F10: Restore Default

Press Ctrl+F10  key or click Ctrl+F10: Restore Default  button  to  undo  all  changes  made  to  the
Auditor’s Report

3.3.3 Annexures to Auditor's Report (CARO)

Annexures to Auditor’s Report (CARO) has been added to Tally.ERP 9 to enable auditors to adhere to
this checklist consisting of 21 clauses, covering the items that are required to be included in the
Auditor’s Report.

 To view the report,

Go to Gateway of Tally > Audit & Compliance > Audit Documentation > Annexures to
Auditor’s Report (CARO)

The report is displayed as shown:
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• To drilldown into the checklist for the sub-clause, place the cursor on the required sub-clause and
press Enter

Click here for Checklist screen

• The auditor can specify whether the items in the checklist have been complied with, using the
options in the Status list under Complied column
• Observations and comments can be recorded in the Remarks column
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• Conclusion drawn based on the auditing conducted as per the checklist can be recorded here. An
option to fill in the Conclusion field with pre-defined text has been provided in Tally.ERP 9. The user
can also create and save Conclusions to be filled in and the same can be used for filling the field.
Click on the T: Select Text button or press Alt+T
The Select Text sub-screen will appear:

Add User Defined Text: the user can create and save the text that will be used as Conclusion
Remove User Defined Text: text created by the user can be removed using this option
Pre-defined text provided in Tally.ERP 9 can also be used as Conclusion
The Conclusion filled in with pre-defined text appears as shown:

Press Enter to save the checklist.
Button options in checklist screens
Alt+F9: Status
Ctrl+W: Working Paper Ref
F: Table/Format
This option has been provided to record details to be provided with CARO.
Press Alt+F or click on F: Table/Format.
The Table appears (in this case, Loans Granted):
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Choose the Party Ledger concerned, press Enter.
Specify Relationship with Company, Maximum amount involved at any time during the year, and
Year end Balance (Rs.)
Press Y or Enter to save the entries made in the table.

Note: F : Table/Format option is available only for Clauses 4(i i i)(a), 4(i i i)(e), 4
(ix)(a), and 4(ix)(b).

At the bottom of the main screen, Additional Information is provided.
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· Place the cursor on Additional Information and press Enter.

The Additional Information sub-screen appears. It comes pre-filled with text that will appear at the
beginning of the printed report.

To print CARO,
· Click on P: Print or press Alt+P

The Print Report screen appears. To print the report along with the clauses and Signature details of
the auditor,

• Press Backspace

• To print the clauses, set the option Print along with clauses? to Yes

• To print the signature details for the auditor, set the option Print Signature details? to Yes
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• Fill in the Declaration, Firm Name, Name of Chartered Accountant, Salutation, MRN, Place, Date,
etc.

Press Y or Enter to print CARO

Page 1:
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At the bottom of the last page, the auditor's Signature Details will be printed:
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Note: F 9: Status option is also available on drilling down to the checklist
sc reen

Button options in Annexures to Auditor's Report (CARO)

F1: Detailed

Click on F1: Detailed or press Alt+F1 to view the detailed report.

F2: Period



39Statutory Audit

Email : ashwin@dedhia.com

Click on F2: Period or press F2 to change the selected period.

F9: Status

To enter the audit status for a sub-clause,

• Place the cursor on the required sub-clause and press Spacebar to select it.

• Click on F9: Status or press Alt+F9

  The Status Details sub-screen appears:

Status: The auditor can mark the audit status with reference to a particular sub-clause as None, Not
Applicable, In Progress, or Not Started, as required.

 Completed By: The name of the Audit Team member who has performed the auditing has to be
specified here

 Reviewed By: The name of the Audit Team member who has reviewed the auditing has to be
specified here

Ctrl+W: Working Paper Ref
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Audit Working Notes, utilized as a means of reference for audit work performed, can be marked for
CARO Reporting. Working Notes added at Company, Master, and Voucher Levels and tagged for
CARO Reporting will be displayed in CARO Working Paper. To view CARO Working Paper, press
Ctrl+W.

3.3.4 Accounting Standards

Tally.ERP 9's Accounting Standards Checklist displays all the Accounting Standards (AS) listed by the
Institute of Chartered Accountants of India (ICAI). This report helps the auditors/articles in marking
the Accounting Standards applicable and their respective status of compliance for a company, along
with Remarks.

To view the Accounting Standards checklist,

Go  to  Gateway  of  Tally  >  Audit  &  Compliance  >  Audit  Documentation  >  Accounting
Standards
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The auditor can mark the relevant Accounting Standards by setting the Applicable and Complied
columns with Yes/No.

The completed Accounting Standards Checklist is displayed as below:
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Note: The option None can be used by an auditor/article when he decides
to leave a particular Accounting Standard as blank for further clarification or
to resume the update of checklist later.

The  Accounting  Standards  is  also  provided  for  Clients  under  Audit  &  Compliance  Info  menu
(Display  >  Statements  of  Accounts),  from  where  the  users  can  mark  the  applicable  Accounting
Standards.

The Accounting Standards can be printed  by  the  auditor(s)/article(s)  while  conducting  the  audit
for reference.

To print the Accounting Standards,
· Press Alt+P in the Accounting Standards screen
· In  the  Accounting  Standards Printing  screen  press  Enter  or  click  on  Yes  to  print  the

Accounting Standards
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3.3.5 Auditing and Assurance Standards

Auditing and Assurance Standards Checklist displays all the Auditing and Assurance Standards (AAS)
in line with Standards on Auditing (SA) listed by the Institute of Chartered Accountants of India
(ICAI). This report helps the auditors/articles in marking the Auditing and Assurance Standards
applicable and their respective status of compliance for a company, along with Remarks.

To view the Auditing and Assurance Standards Checklist,

Go  to  Gateway  of  Tally  >  Audit  &  Compliance  >  Audit  Documentation  >  Auditing  and
Assurance Standards

The auditor can mark the relevant Auditing and Assurance Standards by setting the Applicable and
Complied columns with Yes/No.

The  Auditing  and  Assurance  Standards  can  be  printed  and  taken  by  the  auditor(s)/article(s)
while conducting the audit for reference.

To print the Auditing and Assurance Standards,
· Press Alt+P in the Auditing and Assurance Standards screen
· In the Auditing and Assurance Standards Printing screen press Enter or click on Yes to

print the Auditing and Assurance Standards

Page 1



44 Tally Audit Features & Functionalities

<2014> <Adapted & Compiled by CA Ashwin Dedhia>

3.3.6 Audit Working Paper

The auditor should document matters which are important in providing evidence that the  audit  was
carried out in accordance with the basic principles.

Working Papers aid in the planning and performance; supervision and review; and provide evidence
of the audit work performed to support the auditor’s opinion.  
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Tally.ERP 9 provides a facility to generate Audit Working Papers with a click of a button. It extends a
facility to dynamically generate report-specific Audit  Working Papers  with  the  details  such  as  audit
activity, record data and time, auditor/article's user name, sampling applied, Working Note etc.

Security Level capability is  also  enhanced  to  give  access  to  update,  alter,  delete  Working  Note,
print /display of Audit Working Paper to article(s)/users.

To view Audit Working Paper

Go  to  Gateway  of  Tally  >  Audit  &  Compliance  >  Audit  Documentation  >  Audit  Working
Paper (All Levels)

The Working Note Status displayed as Future Ref, the Working Note details will be displayed in
Audit Working Paper of Current as well as Next Audit Period

The Audit Working Paper is divided into three parts:
· Company Note: This section displays Company Level  notes entered by the auditor(s)/article

(s) during audit along with the Name of the person who added the Working Note.
· Masters Note: This section displays Masters (Groups/Ledgers/Stock Group/Stock Item) Level

notes entered by the aditor(s)/article(s) during audit  along with  Group  Name,  Scope,  Status,
Note and the Name of the person who added the Working Note.

· Voucher Note: This section displays Vouchers Level notes entered by the auditor(s)/article(s)
during  audit  along  with  Voucher  Date,  Ledger  Name,  Voucher  Number,  Scope,  Status,  Note
and the Name of the person who added the Working Note

F12: Configure

In F12: Configuration, few configuration options will be displayed based on the Working Note Level
selected.
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· Show Working Note of: Select the required Working Note Level (from Company, Masters,
Vouchers  and  All)  to  filter  and  display  Audit  Working  Paper  for  the  selected  Working  Note
Level.

· Show  Note  Type  of:  Select  the  required  Note  type,  Audit/Verify  Notes,  Future  Ref.
Notes,  Working  Notes  and  All  Items  for  Company/Masters/Vouchers/All  to  filter  and
display notes for the selected Note Type.

o Of Status: Select to filter the information for the Note Type already selected.

Cursor will move to Of Status field, for the Note Types Masters and Vouchers. You  can
view the Notes of the following status.

o Masters for On Hold or Altered or Audited or Clarified or Need clarification or

Restored or Under Observation
o Vouchers for On Hold or Altered or Restored or Verified
o Show Including Configuration: Set this option to Yes to view the working paper with

actions such as apply, alter, delete, restore default of configurations like MSME, Related
Party, Sampling, Periodic Payments.

Note: All system copied activities like restore, delete, apply sampling etc.
will be displayed in Ital ics.

· Show Date and Time: Set this option to Yes to display the Date and Time of entry of audit/
Working notes.

· Sorting Method: Select the appropriate sorting method form the Sorting Methods. Depending
on  the  Working  Note  Level  (Company/Voucher/Masters)  selected  the  sorting  methods
displayed for selection will differ. This option will not be displayed in F12: Configuration if the
Working Note Level selected for the option Show Working Note of is All.

· Show  Transaction Value:  Set  this  option  to  Yes  to  view  the  transaction  value  of  the
voucher . This option will be displayed in  F12: Configure only for the  Working  Note  Level  -
Vouchers

Company Note
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The Audit Working Paper configured to view only the Company Note is displayed as shown

Audit Working Paper for Company Note will display the details of Notes, Date-Time, along with the
Name of the auditor(s)/article(s) who entered the Working/Audit note.

Note: Date and Time of entry of Audit Note will be displayed only when the
option Show Date and Time is set to Y e s.

Masters Note

The Audit Working Paper configured to view only the Masters Note is displayed as shown
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Audit Working Paper for Masters Note will display the information such as Name of Masters, Type
of Masters (Group/Ledger/Stock Item/ Stock Group) scope, Date-Time, Status, Notes  along with
the Name of the auditor(S)/article(s) who entered the working/Audit note.

The Working Note Status displayed as Future Ref, the Working Note details will be displayed in
Audit Working Paper of Current as well as Next Audit Period.

Note: Date and Time of entry of Audit Note will be displayed only when the
option Show Date and Time is set to Y e s.

Voucher Note

The Audit Working Paper configured to view only the Voucher Note is displayed as shown

Audit Working Paper for Voucher Note will display the information such as Name of Masters, Type
of Masters (Group/Ledger/Stock Item/ Stock Group) scope, Date-Time, Status, Notes  along with
the Name of the auditor(S)/article(s) who entered the Working/Audit Note.
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Note: Date and Time of entry of Audit Note will be displayed only when the
option Show Date and Time is set to Y e s.

Button options in Configured (Company/Masters/Vouchers) Audit Working Paper

Ctrl+W: Member Wise

To filter for Working Papers of individual audit team members, click on Ctrl+W: Member Wise or
press Ctrl+W.

The Select Member sub-screen is displayed:

Choose the member whose working paper is required. The Working Paper displayed will contain
Working Notes added by the chosen member only.

D: Delete

Click  on  D:  Delete  or  press  Alt+D  key  to  delete  the  audit  note  already  entered  at  Company/
Masters/ Voucher level (using the Spacebar).

F9: Multi Alteration

Click  on  Alt+F9:  Multi  Alteration  or  press  Alt+F9  key  to  alter  the  note  already  entered  at
company/masters/ voucher level (using the spacebar).

For Single Note Alteration, you can select the Note and press Ctrl + Enter to alter the Working
Note already entered.

Note: F 9: Multi Alteration/Single Note Alteration will allow only to alter
the Voucher Note. On alteration application won't update Date & Time/
Name of the user altering the note/Status etc.

Report-specific Audit Working Paper

The Audit Documentation dashboard also provides individual Audit Working Papers for the following:

Micro, Small, & Medium Enterprises

The  Audit  Working  Paper  for  this  report  displays  the  relevant  Ledgers,  their  respective  Groups,
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Default Credit Days set for this Ledger, Enterprise Type,  Registration details,  and  the  name  of  the
audit team member who has configured the Ledger for MSME.

Periodic Payments & Receipts

The Audit Working Paper for this report displays the Ledgers marked as Periodic Ledgers, along with
the name of the sure who has marked the Ledgers as periodic.

Related Party

The Audit Working Paper for this report displays Ledgers of Related Parties, their respective Relation
Type, and the name of the user who has marked them as Related Party Ledgers.

Sampling Methods

The Audit Working Paper report displays the Voucher Type, Sampling Method used on them, and the
name of the user who has applied the configuration.

External Confirmation (Third Party Confirmation)

The  Audit  Working  Paper  report  displays  the  Party  Ledgers  that  have  been  marked  for  External
Confirmation,  their  confirmation  status,  difference  in  confirmed  balances,  if  any,  the  audit  team
member who has marked the Ledgers for External Confirmation, and the remarks given by them.

Security Control

 Audit Working Paper Access Type:
· Create -  Allows only to add Working Notes.
· Alter - Allows to add and alter Working Notes
· Full Access - Allows to add, alter, delete the working Note and change F11: Features.

Note: Access Type - Create and Al ter will not allow the article(s) to
Disable/Enable Audit Working Paper in F11: Features.

3.4 Statutory Audit Dashboard

To view the Statutory Audit Dashboard,

Go to Gateway of Tally > Audit & Compliance > Audit & Analysis
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The Statutory Audit Dashboard is divided into two parts:
· Data Analysis
· Auditing

Data Analysis

Data Analysis section provides the tools that facilitate the auditor in auditing Client's data, and other
users in conducting internal audit  of their financial  data. These tools help identify exceptional  areas,
and thereby ease the process of verification. The tools available in Tally.ERP 9 for Data Analysis are:

· Verification  of  Chart  of  Accounts  -  Drill  down into  this  report  will  help  to  scrutinize  the
Chart of Accounts   and compare  this  with  previous  year  Chart  of  Accounts  and  suggest  the
necessary corrections if required.

· Verification of Stock Items - Drill down into this report will help to scrutinize various Stock
Items and compare the Stock Items list with previous year. This will help in taking necessary
decisions and provide necessary corrections.

· Verification of Balances  - Drill down into this report will help to scrutinize the difference in
Opening  Balances  and  transaction  details  during  the  selected  year  and  suggest  necessary
corrections  based on  the  exceptions  highlighted.  The  Auditor  can  also  generate  the  Ledger
wise variance report for the Closing Balances.

· Analytical  Procedures  -  This  report  can  be  used  to  analyse  the  data  based  on  various
parameters (e.g. Group, Cost Centre etc.) by a detailed comparison mechanism available.  The
auditor can take of note areas where more attention is required.

· Pending Documents - This report will display all  the  Pending  Bills,  Sales  Orders,  Purchase
Orders and Receivables & Payables during the selected year.

· Statutory Payments - This report will display the details of the Statutory Payments Payable,
Paid and Balance Payable if any during the selected year.

· Periodic  Payments  and  Receipts  -  This  report  provides  the  list  of  recurring  Ledger
Vouchers based on the Periodic Ledgers identified by the Auditors.

· Repeated Transactions - Drill down into  this  report  will  display  the  transactions  for  which
the  same amount  is  repeated  more than  once  for  each  Ledger  during  the  Audit  Year.  The
Auditor can use this report to check the intentional human errors while passing the entries.

· Relative Size factor (RSF) - Drill down into this report will display the Relative Size Factor
for  each  Ledger  Voucher  which  is  arrived  by  dividing  the  highest  Voucher  amount  to  the
second highest Voucher amount for the within any Ledger Vouchers.
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· Other Analysis
· Inter Bank Transactions - This report will display all the transactions carried out between

the Banks during the audit period
· Cash Withdrawals/ Deposits to Bank - Drill down to this report will display the bank

ledgers from which the cash is withdrawn or deposits are made. This report also displays the
Total Amount of transaction and the Number of vouchers through which the withdrawal or
deposits are made during the selected year.

· Fixed Assets Analysis - This report provides the details of all the Fixed Assets possessed by
the selected Company at the end of the Audit Year.

· Transaction on holiday - Drill down to this report displays all the transactions recorded on
Weekly Off or Declared Holidays in the Audit Year.

· Highest and Lowest Value Transactions - This report provides ledger wise Highest and
Lowest value transactions carried out during the selected period along with Difference Range
and Difference Range Percentage details.

· Pending Advances - Drill down to this report will display the ledgers for which the advances
made (Loan given) are pending during the Audit Year.

· Stale Cheque /Instruments - Drill down to this report will display the Bank Ledgers with
stale cheque/ Instruments. This report also displays the Total amount and count of stale
cheques/ Instruments

· External Confirmation (Third Party Confirmation) - Drill down to this report to view
Ledgers in the client's books and mark them for confirmation from the parties concerned.
Confirmed balance can be recorded for the corresponding Ledgers here, and statements of
accounts received from the third parties can be reconciled with the corresponding ledgers in
the client's books.

· Account Reconciliation - This tool helps in reconciling with the user's/client's books of
accounts, the accounts of third parties/sister concerns/branch offices.

Verification  Complete?  column  displays  the  completion  status  for  each  of  the  above  tools  as
marked by the Auditor using the F9 button.

Auditing

This  section  provides  the  facility  to  Vouch  various  transactions.  This  report  can  help  Vouching  of
various  transactions  e.g.  Receipts,  Payments,  Bank  entries,  Contra  entries  etc.  The  Auditor  can
apply the required Sampling Method to reduce the number of transactions that needs to be Vouched
from the list of Sampling methods available.

The  Auditing  section  also  displays  the  count  of  the  sampled  Vouchers  along  the  percentage  of
sampled Vouchers and Audited Vouchers. It also displays the bifurcated count  of sampled vouchers,
based on Voucher Type- and Ledger-Wise.

Note: The % in the Total column shows the Sampled to Total percentage
and in the Audited Column it shows Audited to Sampled percentage.

In addition to these, the Auditor can also Vouch the transactions belonging to Related Parties, Forex
Transactions, Outstanding Payments from MSME's and Salaries and Wages Payments.

Button Options in Statutory Audit Dashboard screen

F2: Period

Click on F2: Period or press F2 key, to change the Audit Period selected.

Ctrl+F3: Compare Cmp

Click on Ctrl+F3: Compare  Cmp  or  press  Ctrl+F3  keys  to  load  the  Company  that  contains  the
data for the year prior to Audit period.

Note: This is required if the Client has split the company before the start of
the Audit year.
This may also be needed if the Auditor has taken the data backup separately
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after the Audit for the previous year (year before the Audit year).

 

Note: For the Company with two years data system will check for the
Vouchers passed on 31st March to determine the Audit Year. Previous
Y e a r Company Name will display as Not Applicable in this case.

The Previous Year Company name will appear on the dashboard as shown:

F9: Verify

To save the Verification Status for the required Data Analysis tool,  click on F9: Verify or press
Alt+F9  keys  to  mark  the  Verification  Complete  status  to  Yes.  The  same  will  appear  in  the
Verification Complete Column for each Data Analysis tools.

Note: The Data Analysis tool for which the Verification Status needs to
be saved, should be selected first by using Space Bar key.
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Ctrl+F9: Master Config

Click on Ctrl+F9: Master Config or press Ctrl+F9  keys to identify  the  parties  as  MSME,  Related
Parties, Periodic Ledgers and apply Sampling methods for Auditing.

W: Working Note

Click on W: Working Note or press Alt+W keys to specify the working note details at Company or
Group or Ledger or Voucher or Stock Item or  Stock  Group  Level.  The  details  provided  in  working
note will be captured in Audit Working Paper along  with the details of User Name, Working Note
Date & Time, Status, Note etc.

In Working Note Details screen
· Details for: In this  field  select  the  level  for  which  Working  Note  to  be  entered  (Company/

Master/Voucher, etc). Company will be the default level  and  cursor  will  be  in  Working  Note
field to enter the Working Note.

o Working Note: In this field enter the working note details.

· Tally.ERP 9 will by default skip the fields For Future Refrence? and For CARO Reporting?
Press Backspace to go to use these options
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o For CARO Reporting?:Choose the clause applicable to the Working Note from the list of

CARO Clauses displayed. Working Notes tagged with CARO Clauses will appear in the CARO
Working Paper.

o For Future Reference?: By default this option will be set to No. Set the option to Yes, to

carry the Working Note forward to the next audit period. That is, the Working Note details will
be displayed in Audit Working Paper of Current as well as Next Audit Period.

Ctrl+W: Audit Wkg Paper

To view the Audit Working Paper during the Auditing, click on Ctrl+W: Audit Wkg Paper or press
Ctrl+W keys. The details displayed in Audit Working Paper will be relevant to report from where it is
triggered.

V: Vouching Done

Click on V: Vouching Done or Alt+V to mark the audit completion status for all  Vouchers. Once the
 Vouching Done is marked as Yes, the system will track any changes made to any Voucher  or any
new  voucher  created  and  display  those  Vouchers  under  Altered  column  of  Verification  of
Vouchers.

Note: The Vouching Done can be marked as Y e s only if there are no
Vouchers in the Altered column for Verification of Vouchers.

3.4.1 Verification of Chart of Accounts

Verification of Chart of Accounts will help the Auditor to check the List of Accounts  used during
the Audit Year and compare the List of Accounts with the previous year. This report highlights  all  the
exceptions in the Chart of Accounts  and prompts the Auditor to concentrate only on the exceptional
items.

To view the Verification of Chart of Accounts report,
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Go to Gateway of Tally > Audit & Compliance > Audit & Analysis > Verification of Chart of
Accounts

Note: If the previous year (year before the Audit year) data is there in a
different Company than it should be loaded before accessing this 
Verification of Chart of Accounts report for correct analysis.

The Verification of Chart of Accounts report classifies and displays all  the exceptional  Ledgers (
All Exceptions) along with the Ledger count and Verification count with the following Status:

Not Used

Ledgers which do not have any balance and have not been used in recording any transaction during
both the years will be displayed under this status.

Not Used in Current Year

Ledgers which have been used for recording transactions only in the previous year, have no Closing
Balance (from the previous year), and have no  Opening  Balance  in  the  current  year  will  be  listed
under this status.

Only Balances, No Transactions

Ledgers that have only Balances, but have not been used for recording transactions during both the
years will be displayed under this status.

Regrouped

Ledgers for which the Primary Groups  are  different  for  the  two  years  will  be  displayed  under  this
status. Sub-group Level changes can be seen by using F12: Configure.
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Revenue Ledgers having Opening Balances

Ledgers created under the P&L Group (e.g. Expenses, Income etc.) and having Opening Balance will
be listed under this status.

Used Only in Current Year

Ledgers (with or without Opening Balance) that have been  used  to  record  transactions  only  in  the
Current Year will be displayed under this status.

Not Available in Current Year

Ledgers that have been discontinued (not present) in the current year will be listed under this status.

Accounts squared-off during the year

Ledgers having transactions with accounts squared-off (nullified/adjusted) will be displayed under
this status.

The other Status which can be viewed using the F12: Configure are:

All Items

Displays all Ledgers irrespective of the status.

No Change

Displays the Ledgers which have been used in both the Years.

Button Options in the Verification of Chart of Accounts report

F1: Detailed

Click on F1: Detailed or press Alt+F1 to view the list of Ledgers under each Status explained in the
earlier section.
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F4: Group

Click on F4: Group or press F4 to filter for Ledgers belonging to a particular Group.

· Select the required Group from the above screen and press Enter
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Ctrl+F3: Compare Cmp

Click on Ctrl+F3: Compare Cmp or press Ctrl+F3  to load the Company that contains the data for
the year prior to Audit period.

F5: Led-wise

Click on F5: Led-wise or press F5 to view the Ledger-wise Verification of Chart of Accounts  report
as shown:
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· Press F5: Grouped or F5 to toggle to Group-wise report.

W: Audit Working Note

Click on W: Audit Working Note or press Alt+W to specify the Working Note details at Company,
Group,  Ledger,  Voucher  levels.  The  details  provided  in  Working  Note  will  be  captured  in  Audit
Working Paper along with the details of User Name, Working Note Date & Time, Status, Note
etc.

In Working Note Details screen
· Details for: In this field select the level for which Working Note to be entered.
o Company: On selecting Company as the Level, the cursor will move to Working Note field.

o Group: On selecting Group as the Level, a List of Groups (based on the Ledger selected) will

be displayed for defining the Working Note
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o Ledger: On selecting Ledger as the Level, the Ledger selected for creating the Working Note,

will appear under Details For by default.
o Working Note: In this field enter the Working Note details.

· For  CARO Reporting?:Choose  the  Clause  applicable  to  the  Working  Note  from  the  list  of
CARO Clauses displayed. Working Notes tagged with CARO Clauses will appear in the CARO
Working Paper.

· For Future Reference?: By default this option will be set to No.  Set  the  option  to  Yes,  to
carry the Working Note forward to the next audit  period.  That  is,  the Working Note details will
be displayed in Audit Working Paper of Current as well as Next Audit Period.

Ctrl+W: Audit Wkg Paper

To view the Audit Working Paper during Auditing, click on Ctrl+W: Audit  Wkg Paper  or press Ctrl
+W.  The  details  displayed  in  Audit  Working  Paper  will  be  relevant  to  report  from  where  it  is
triggered.
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3.4.2 Verification of Stock Items

The Verification  of  Stock  Items  report  will  help  the  Auditor  to  check  the  available  Stock  Item
details for the Current (Audit) Year and compare the same with the Previous Year.

To view the Verification of Stock Items report,

Go to Gateway of Tally > Audit & Compliance > Audit & Analysis >  Verification  of  Stock
Items
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Note: If the previous year (year before the Audit year) data is available as
a different Company, the same has to be loaded before accessing 
Verification of Stock Items report for accurate analysis.

The Verification of Stock Items reports classifies and  displays  all  the  exceptional  Stock  Items  (All
Exceptions) along with the Item Count under the following exception status:

Only Balances, No Transactions

Stock Items that have only Balances, but have not been used for recording transactions during both
the years will be displayed under this status.

Not Used

Stock Items which do not have any balance and  have not  been  used  in  recording  any  transaction
during both the years will be displayed under this status.

Negative Stock

Stock Items with negative Closing Balance  at  the  end  of  the  Current  Year  (Audit  Year)  will  be
displayed under this status.

Used Only in Current Year

Stock Items (with or without Opening Balance) that have been  used  to  record  transactions  only  in
the Current Year will be displayed under this status.

Difference in Opening Stock

Stock  Items  with  difference  in  Opening  Stock  from  Previous  Year  and  Current  Year  will  be  listed
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under this status.

Not Used in Current Year

Stock Items which  have been  used  for  recording  transactions  only  in  the  previous  year,  have no
Closing Balance (from the previous year), and have no Opening Balance in the current year will be
listed under this status.

Not Available in Current Year

Stock Items that have been discontinued (not present)  in the current year  will  be  listed  under  this
status.

The other Status which can be viewed using the F12: Configure are:

All Items

Displays all the Stock Items irrespective of the status.

No Change

Displays the Stock Items which are used in both the Years.

3.4.3 Verification of Balances

Verification of Balances report will help the user in checking the differences in Opening Balance and
Transaction details for a Group/Subgroup/Ledger.

To view the Verification of Balances report,

Go  to  Gateway  of  Tally  >  Audit  &  Compliance  >  Audit  &  Analysis  >  Verification  of
Balances
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· The name of the Groups appears on the left  side under Particulars. The Opening Balance,
Closing Balance, and the Transaction details for each Group,  appears on the right side of
the report.

The right side  of  the  screen  displays  the  transactions  details  along  with  the  Opening  Balance  and
Closing Balance. The Closing Balance amount is highlighted in red colour when the Closing Balance
for the respective Group is against the default Group behavior. e.g. if the Current Liabilities Group
shows Debit Balance instead if Credit Balance and so on.

Note: Previous Year Period: Not Applicable, displayed below the Audit
Period, will be highlighted in red colour to indicate that the previous year's
company has not been loaded.

From the above report,  the Auditor can press Enter on the   required  Group  to  drill  down into  the
Group level Verification of Balances report:

Button options in the Verification of Balances report

F1: Detailed

Click  on  F1:  Detailed  or  press  Alt+F1  to  view  the  detailed  view  to  view  the  details  of  the
Subgroups and Ledgers.
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Ctrl+F3: Compare Cmp

Click on Ctrl+F3: Compare  Cmp  or  press  Ctrl+F3  keys  to  load  the  Company  that  contains  the
data for the year prior to Audit period.

F4: Group

Click  on  F4:  Group  or  press  F4  to  view  the  Verification  of  Balances  report  for  the  selected
Group.
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· Select the required Group from the List of the Groups and press Enter.

F5: Led-wise

To view the Ledger wise report for Verification of Balances click on F5: Led-wise pr press F5.
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Ctrl+F9: Master Config

Click on Ctrl+F9: Master Config or press Ctrl+F9  keys to identify  the  parties  as  MSME,  Related
Party, Periodic Payments and Receipts and apply Sampling methods for Auditing.

X: Exceptions

Click on X: Exceptions or press Alt+X to view the exceptional items only.
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Note: The closing balances all the exceptional items are highlighted in red
colour for the Auditor's attention.

V: Balance Variance

Click on V: Balance Variance or press Alt+V to view the Ledger Balance Variance report.

Ctrl+V: Verf of Op.Bal

Click on Ctrl+V: Verf of Op.Bal or press Ctrl+V keys to view Verification of Opening Balances
report

F12: Configure

Click  on  F12:  Configure  or  F12  key  to  change  the  default  display  for  the  Verification  of
Balances report.

· Sorting  Method:   Select  the  required  Sorting  Method  from  Default,  Alphabetical
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(Decreasing),  Alphabetical  (Increasing),  Amount-wise  (Decreasing)  and  Amount
wise (Increasing) for the Group names.

For detailed explanation of each option in the above screen, refer to F12: Configuration in  Trial
Balance report.

Drill down to Ledger Vouchers report is  provided from the above report by keep  pressing  Enter
on the Group name or a Subgroup name and then Ledger name.

3.4.3.1 Verification of Opening Balances

Verification of Opening Balances  report will help the user to check and fix the Opening Balance
differences between different  Groups/Subgroups/Ledgers when the Current Year and Previous Year
company data are available as separate companies on Tally.ERP 9.

By default this report will show Opening Balance differences between different Groups/Subgroups/
Ledgers of Non Revenue type. The user can include Revenue type of Groups/Subgroups/ Ledgers
for verification by F12: Configuration.

To view the Verification of Opening Balances report,

Go  to  Gateway  of  Tally  >  Audit  &  Compliance  >  Audit  &  Analysis  >  Verification  of
Balances

· If previous year company is  not loaded, click on Ctrl+F3: Compare  Cmp or  press  Ctrl+F3
keys to load the Company that contains the data for the year prior to Audit period

· Click on Ctrl+V: Verf of Op. Bal or press Ctrl+V
· Verification of Opening Balances report appears:

· Place the cursor on any of the Groups displayed, and press Enter to view the Verification of
Opening Balances report for that Group:
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Note: Where the previous year company is loaded, Verification of
Opening Balances report appears by default

3.4.3.2 Verification of Balances for Group

To view details of transactions along with the Opening Balance and Closing Balance the Auditor
can drill down to the  Verification of Balances report for the selected Group.

To view the Verification of Balances report a Group

Go to Gateway of Tally > Audit & Compliance > Audit & Analysis > Verification of Balances
· Bring cursor on the amount field for the required Group as shown:

· Press Enter.
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Verification of Balances report for the selected Group will be displayed as shown:

The drill down reports and button options are same as the Verification of Balances report.

Drill down to Ledger Vouchers report is  provided from the above report by keep  pressing  Enter
on the Group name or a Subgroup name and then Ledger name.

3.4.3.3 Ledger Vouchers

While verifying the balances, the Auditor may need to check the Vouchers belonging  to  any  of  the
Ledgers. To view the Ledger Vouchers report,

Go to Gateway of Tally > Audit & Compliance >  Verification of Balances
· Bring cursor on the amount field for the required Group
· Drill down by  pressing Enter on the Group amount field or a Subgroup amount field and

then Ledger name.
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Note: While generating the Ledger Vouchers report for the Cash Ledger,
the  Daily Breakup can be viewed by pressing F6: Dly Brk-up button
provided.

3.4.3.4 Ledger Balance Variance

The Ledger Balance Variance  report displays a detailed comparison between the Ledger Closing
Balances between the Audit  Year and Previous Year. The Ledger to  Ledger  comparison  will  help  in
checking the deviations between the years.

To view the Ledger Balance Variance report,

Go  to  Gateway  of  Tally  >  Audit  &  Compliance  >  Audit  &  Analysis  >  Verification  of
Balances

· Click on V: Balance Variance or press Alt+V



74 Tally Audit Features & Functionalities

<2014> <Adapted & Compiled by CA Ashwin Dedhia>

The  above  displays  the  Ledger  wise  Closing  Balance  values  for  Previous  Year  and  Audit  Year
(Current  Year)  along  with  the  Variance  in  Amount  and  Percentage.  The  above  report  also
displays  the  Verification  Status  for  the  Ledgers  which  are  already  checked  and  verified  by  the
Auditor.

Button options in the Ledger Balance Variance

F5: Grouped

Click on F5: Grouped or press on F5 to view the Group wise Balance Variance report.
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Ctrl+F9: Master Config

Click on Ctrl+F9: Master Config of Ctrl+F9  keys to identify the parties as MSME, identify Related
Parties and apply Sampling methods for Auditing.

F12: Configure

Click on F12: Configure or press F12 to change the default display for the above report.

For more details on the F12 Configuration options, refer to Trial Balance report.

Additional options in the above report are explained below:
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· Show Verification Note: Set this option to Yes to display the verification note entered by the
Auditor.

· Show Ledgers  with  Variance:  This  is  a  filter  option  to  display  the  Ledgers  with  Variance
Greater than, Less than or Equal to the entered value. The details can be filtered based on the
Percentage or Amount.

· Sorting  Method:   Select  the  required  Sorting  Method  from  Default,  Alphabetical
(Decreasing),  Alphabetical  (Increasing),  Variance  %  wise  (Decreasing),  Variance
%wise (Increasing) Variance Amount-wise (Decreasing)  and Variance Amount wise
(Increasing) for the Ledgers.

3.4.3.5 Negative Cash Report

From Verification of Balances report, the Auditor can drill down to the Daily Breakup for Cash
Ledger to view the Negative Cash Balance during the audit year.

Go  to  Gateway  of  Tally  >  Audit  &  Compliance  >  Audit  &  Analysis  >  Verification  of
Balances

· Bring  cursor  on  the  Transactions  section  on  the  right  side  and  press  Enter  on  Current
Assets

· Press Enter on the Cash-in-Hand from the Transactions section
· Press Enter on the Cash Ledger
· Press F6 or click on F6: Dly Brk-up

The Daily Breakup for Cash Ledger is displayed as shown:

The above report provides the day wise balance for the Cash Ledger.
· Press Alt+X or click on X: Exceptions to view the report only for negative cash balance
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The Auditor can press Enter to view the Ledger Vouchers report for each day for Cash Ledger.

3.4.4 Analytical Procedures

Analytical  Procedures  will  help  in  comparing  Groups,  Ledgers  or  Cost  Centres  across  the
Years (Audit Year & Previous Year) to find the exceptional trends, which will help the Auditor to carry
out further investigations. The Auditor can also do cross  comparisons  among  Groups,  Ledgers  and
Cost Centres to find out exceptions.

To access Analytical Procedures report,

Go to Gateway of Tally > Audit & Compliance > Audit & Analysis > Analytical Procedures
· In the Analytical Procedures sub screen,
· Select the required comparison criteria from the Comparison list
· Select the required Group in the Base Group field
· Select the required Group that needs to be compared with the Base Group in the Compare

with Group field
· In the Current Period From specify the required period from the Audit Year
· In the Previous Period From specify the required period form the Previous Year
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Note: The Comparison is also possible between Cost Centre - Cost Centre
,  Cost Centre - Group, Cost Centre - Ledger, Group - Cost Centre,
Group - Ledger, Ledger - Cost Centre, Ledger - Group, Ledger -
Ledger .

o Press Enter.

The Analytical Procedures screen displays the  parameters  that  are  compared  across  the  years
with the details of percentage changes and Variance. The details of various fields in the above report
are given below:

· Comparison: Displays the parameters that are selected for comparison.

The  second  section  displays  the  Base  parameter  (e.g.  Sales  Accounts  Group)  with  the  following
details:

· Current  Period:  Name  of  the  Company  and  selected  Audit  Period  is  displayed  along
with  the  Closing  Balance  for  the  selected  parameter  (e.g.  Sales  Accounts  Group)  is
displayed.  The  percentage  change  from  Previous  Period  to  Current  Period  is  also
displayed.

· Previous Period: Name of the Company with which the comparison is  done, the selected
Previous  Period  along  with  the  Closing  Balance  for  the  selected  parameter  (e.g.  Sales
Accounts  Group)  is  displayed.  The  Base  parameter  value  for  Previous  Period  is  treated  as
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100% by default as displayed.
· The  last  line  displays  the  Variance  details  which  includes  the  Amount  and  percentage

Increase or Decrease.

The third section displays the details of the compared parameter  (e.g.  Indirect  Expenses)  with  the
Base parameter (e.g. Sales Group) along with the Percentage change and Variance.

· Particulars: Displays the parameter (e.g. Indirect  Expenses) with which the Base parameter
is compared.

· X: Displays the Closing Balance for each item under Particulars for the Audit Period.
· % of A: Displays the value of X as percentage of A.
· Y: Displays the Closing Balance for each item under Particulars for the Previous Period.
· % of B: Displays the value of Y as percentage of B.
· Variance Amount (X-Y): Displays difference amount as Variance of X and Y.
· Variance % (X-Y)/Y: Displays the percentage of the Variance difference.

Button options in Analytical procedures screen

F1: Detailed

Click  on  F1:  Detailed  or  press  Alt+F1  to  view  the  detailed  report  along  with  the  Ledger  level
information.

F4: Compare

Click on F4: Compare or press F4 to change the parameters selected for comparison or to change
the period from the Analytical Procedures sub screen as shown earlier.

Ctrl+F9: Master Config

Click on Ctrl+F9: Master Config or press Ctrl+F9  keys to  identify  the  parties  as  MSME,  identify
Related Parties and apply Sampling methods for Auditing.

F6: Adv. Compare

Click on  F6:  Compare  List  or  press  F6  to  select  and  add  additional  parameters  for  comparison
such as Purchase Accounts Group. The additional parameters will be displayed at the end after the
initial parameters which were selected for Comparison.
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W: Working Note

Click on W: Working Note or press Alt+W keys to specify the working note details at Company or
Group or  Ledger  or  Voucher  level.  The  details  provided  in  working  note  will  be  captured in  Audit
Working Paper along  with the details of User Name, Working Note Date & Time, Status, Note
etc.

In Working Note Details screen
· Details for: In this field select the level for which Working Note to be entered.
o Company: On selection of Company as the Level cursor will move to Audit Note field to enter

the details.
o Group: On selection of group based on the ledger selected, displays the list of Parent Groups

for defining the Working Note

· Working Note: In this field enter the working note details.
· For  CARO Reporting?:Choose  the  clause  applicable  to  the  Working  Note  from  the  list  of

CARO Clauses displayed. Working Notes tagged with CARO Clauses will appear in the CARO
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Working Paper.
· For Future Reference?: By default this option will be set to No.  Set  the  option  to  Yes,  to

carry the Working Note forward to the next audit  period.  That  is,  the Working Note details will
be displayed in Audit Working Paper of Current as well as Next Audit Period.

F12: Configure

Click on F12: Configure or press F12 to change/alter the default display for the Analytical
Procedures report.

· Expand all levels in Detailed Format: Set this option to Yes to expand till last level.
· Show ledgers with Variance: User can choose to view only those Ledgers that fulfill
· Variance Type: The user can choose to view the variance based on amounts, or percentages
· Range:The user can choose to view Ledgers with variance equal to, greater than, or lesser

than a specific value:

o The value has to be specified in the next field:

 

If there are multiple Items in the Particulars column, then the Auditor can press Enter on any of
the  items  to  establish  the  comparison  between  the  Base  parameter  and  the  new  parameter
selected.

From the above report,  the Auditor can drill down to  the  Ledger  Monthly  Summary  and  further
drill  down  to  view  the  Ledger  Vouchers  report  for  the  selected  period  which  is  similar  to
Verification of Vouchers - Ledger Vouchers.

3.4.5 Pending Documents

Pending Documents report will provide the details of all  the Bills that were pending during the Audit
year along with the Sales and Purchase Orders that were not completed. In addition, this report will
also display the details of the Receivables and Payables for the year.

To view the report for Pending Documents,
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Go to Gateway of Tally > Audit & Compliance > Audit & Analysis > Pending Documents

The explanation of each field in the above report is given below:
· Particulars: Displays the type of Report.
· Orders / Tracking / Outstanding Bills: Displays the total number  of  Vouchers  related to

Pending Orders/ Pending Bills. / Outstandings.
· Amount: Displays the total Amount for each report type.

The Auditor can press Enter on the required report type to view the following reports:
· Pending Purchase Order Summary
· Pending Sales Order Summary
· Pending Purchase Bills Summary
· Pending Sales Bills Summary
· Pending Bills Receivables Summary
· Pending Bills Payables Summary

3.4.6 Statutory Payments

The  Statutory  Payments  report  will  help  the  Auditor  to  verify  whether  the  Client  has  paid  the
required  Direct  and  Indirect  Taxes  (including  Provident  Fund  &  Employee  State  Insurance)  to  the
required authorities as applicable. This report also shows whether details of the tax payable, tax paid
and balance if  any along with Payment Status such as Paid  on  time,  Paid  Late,  Partially  paid,  Due
etc.

To view the Statutory Payments report,

Go to Gateway of Tally > Audit & Compliance > Audit & Analysis > Statutory Payments
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The  above  report  displays  the  details  of  each  Tax/Duty,  Payable  Amount,  Paid  Amount,
Excess Paid and Balance Tax payable if any.

The  Auditor  can  press  Enter  on  the  required  Statute  to  view  the  Computation  report  for  the
respective taxation module.

3.4.7 Periodic Payments and Receipts

The  Periodic  Payments  and  Receipts  provides  the  list  of  recurring  Ledger  Vouchers  based on  the
Ledgers identified  by  the  Auditors.  This  report  also  provides  the  comparison  of  Ledgers  Vouchers
with previous years Vouchers to analyze the deviations if any.

To view the Periodic Payments and Receipts,

Go Gateway of  Tally  >  Audit  &  Compliance  >  Audit  &  Analysis  >  Period  Payments  and
Receipts
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The  report  provides  the  details  of  total  amount  spent  or  received  along  with  the  total  number  of
Vouchers during each year. It also provides the details of the Amount and Voucher variance  which
can be used to carry on the further investigations.

F12: Configure

Click on F12: Configure or press F12 to change the default display for the above report.
· Show Name of  Group:  Set  this  option  to  No  to  hide  the  name  of  the  immediate  Group/

Subgroup
· Show ledgers with Variance: User can choose to view only those Ledgers that fulfill
· Variance Type: The user can choose to view the variance based on amounts, or percentages
· Range:The user can choose to view Ledgers with variance equal to, greater than, or lesser

than a specific value:

o The value has to be specified in the next field:
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· Appearance of Names: Select the required Display Name for the Periodic Ledgers
· Scale Factor for Values: Select the required scale factor from the list to display the amount

in the respective denomination.

3.4.7.1 Identifying Periodic Ledgers

Those Ledgers which are identified by the Auditor as Periodic Ledgers will only appear in the Periodic
Payments and Receipts report.

To identify/mark a Ledger as Periodic Ledger,

Go to Gateway of Tally > Audit & Compliance > Audit & Analysis > Periodic Payments and
Receipts

· Click on Ctrl+F9: Master Config or press Ctrl+F9
· Select Periodic Payments and Receipts and press Enter
· Select the required Ledgers using spacebar which will appear under the Periodic Payments

and Receipts report

· Click on F5: Update button or press F5 to save the changes.

Note: Follow the same steps to unmark a Ledger which is identified as
Period Ledger.
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· Press Escape to view the Periodic Payments and Receipts report.

3.4.7.2 Periodic Ledger Monthly Summary

The Periodic Ledger Monthly Summary  provides the  monthly  details  for  Payments  or  Receipts
for the selected Ledger. This report also displays  the  total  number  of  Ledger  Vouchers  for  each
month along with the variance as compared to the Ledger Vouchers  in  the  previous  year  during
the same month.

To view the Periodic Ledger Monthly Summary,

Go to Gateway of Tally > Audit  & Compliance > Audit  & Analysis > Period Payments and
Receipts

· Select the require Ledger and press Enter
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The auditor can press Enter on any of the month to view the respective Ledger Vouchers report.

F5: Quarterly

Click on F5: Quarterly or press Alt+F5 to view monthly or summarized quarterly figures.

3.4.7.3 Ledger Vouchers - Periodic Payments

The  Ledger  Vouchers  report  for  Periodic  Payments  and  Receipts  displays  the  Vouchers
belonging to the selected month for the respective Periodic Ledger.

To view the Ledger Vouchers report,

Go to Gateway of Tally > Audit  & Compliance > Audit  & Analysis > Period Payments and
Receipts

· Select the require Ledger and press Enter
· Select the required month and press Enter



88 Tally Audit Features & Functionalities

<2014> <Adapted & Compiled by CA Ashwin Dedhia>

The above Ledger Vouchers report displays the transaction details such as Voucher Type,  Voucher
No., Transaction Value, Audit Status and Audit Note for the selected party.

S: Set Manual Sampling

Click on S: Set Manual Sampling or press Alt+S to mark the selected Vouchers (using spacebar)
as sampled. The manual sampling method will get applied to all such Vouchers and they will appear
under the sampled column on the dashboard.

D: Delete Manual Sampling

Click on D: Delete Manual Sampling or press Alt+D to delete the Manual sampling method
already applied for the selected Vocuhers (using the spacebar).

3.4.8 Repeated Transactions

The repeated transactions report displays the Count of those Vouchers in which the Total Value is
repeated more than once for any Ledger. The Auditor can  filter  the  required  information  from  this
report and continue with further scrutiny.

To view the Repeated Transactions report,

Go to Gateway of Tally > Audit & Compliance > Audit & Analysis > Repeated Transactions
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The above report displays the Ledger wise  repetition  details  along  with  the  repeated  Amount.  The
Auditor can drill down from the above report to view the details of the Ledger Vouchers where the
same amount is repeated more than twice.

F12: Configure

Click on F12: Configure or press F12 to change the default display for the above report.

· Show Repeated Transactions Ignoring: Select the required option from Date (Same Party
and Value), Party (Same Date and Value) and Value (Same Party and Date)

o Date (Same Party and Value) indicates that transactions having the same party and value

will be displayed and the date of the transactions will be ignored.
o Party (Same Date and Value) will consider transactions having the same date and value

and will ignore the party details
o Value (Same Party and Date) will consider only those transactions with the same party and

date and will ignore the value
o Show  Amounts:  This  option  can  be  used  to  filter  for  Vouchers  based  on  the  transaction

amount.  Select  the  required  option  from  equal  to,  greater  than  and  lesser  than  and
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specify the required amount to display the Repeated Transactions report accordingly:
o equal to: displays Vouchers having transaction value equal to the amount specified
o greater than: displays Vouchers having transaction value higher than the specified amount
o lesser than: displays Vouchers having transaction value lesser than the specified amount
o Show Counts: Select the required option from equal to, greater than and lesser than  and

specify the required count  (number of times a transaction has been  repeated)  to  display  the
Repeated Transactions  report accordingly:

o equal to: displays transactions that have been repeated for a given number of times
o greater  than:  displays  transactions  that  have  been  repeated  for  more  than  the  specified

number of times
o lesser than: displays transactions that have been repeated for less than the specified number

of times

Note:  In the above screen, all  the Vouchers where  total  amount  is  greater
than 1000 will be displayed in the report once the configuration is saved.

· Show Name of Group: Set this option to Yes to display the name of the immediate Group/
Subgroup

· Show Primary Group: Set this option to Yes to display the name of the Primary Group
· Appearance of Names: Select the required Display Name for the Ledgers
· Sorting  Method:  Select  the  required  sorting  method  to  display  the  report  as  per  the

Amount-wise, Alphabetical, Total Vouchers etc.

3.4.8.1 Ledger Vouchers - Repeated Transactions

The Ledger Vouchers for the Repeated Transactions report displays those Vouchers  for  which
the amount is repeated more than once.

To view the Ledger Vouchers report,

Go to Gateway of Tally > Audit & Compliance > Audit & Analysis > Repeated Transactions
· Select the required Ledger and press Enter

The Ledger Vouchers report displays the Vouchers for which the same amount is  repeated  along
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with  the  other  required  information  like  Voucher  Date,  Particulars,  Voucher  Type,  Voucher
Number, Dr and Cr Amounts, Audit Status and Audit Note.

3.4.9 Relative Size Factor (RSF)

The  new  report  will  compare  the  Highest  Value  transactions  for  each  Ledger  Vouchers  to  the
Second  Highest  Value  and  displays  the  Relative  Size  Factor  which  can  lead  into  further
investigation to correct the above mistakes.

To view the Relative Size Factor report,

Go to Gateway of Tally > Audit  & Compliance > Audit  &  Analysis  >  Relative  Size  Factor
(RSF)

The Relative Size Factor report displays the Ledger wise RSF value as shown above. The Auditor can
drill  down from the above report to view the details of the Ledger Vouchers where the  details  of
the Relative Size Factor computation can be viewed.

The configured Relative Size Factor report is displayed as shown:
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The Relative Size Factor report displays the Ledger wise Highest,  Average and RSF Value along with
the count of vouchers as shown above. The Auditor can drill down from the above report to view the
details of the Ledger Vouchers where the details of the  Relative  Size  Factor  computation  can  be
viewed.

Note: Average Value will be calculated by considering the total of the
ledger divided by the number of transactions of that ledger.

F12: Configure

Click on F12: Configure or press F12 to change the default display for the above report.

· Show  RSF  greater  than:  Specify  the  value  to  view  the  report  for  RSF  greater  than
mentioned in this field.

Note: In the above screen, all the Vouchers where total amount is greater
than 1000 will be displayed in the report once the configuration is saved.
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· Show  RSF Values  for  Opposite  Behaviour:  Set  this  option  to  Yes  to  view  the  RSF  for
transactions having either Debit or Credit balance also.

· Show Name of Group: Set this option to Yes to display the name of the immediate Group/
Subgroup

· Show Primary Group: Set this option to Yes to display the name of the Primary Group
· Show Highest Value: Set this option to Yes to display the  Highest Value Transaction for

each Ledger
· Show Average Value: Set this option to Yes  to  display  the  Average  Value Transaction

for each Ledger
· Show Number of Vouchers:  Set this option to Yes to display the count of the  vouchers

for each Ledger
· Appearance of Names: Select the required Display Name for the Ledgers
· Sorting Method: Select the required sorting methods from RSF values increasing/decreasing,

alphabetical increasing/decreasing or default method.

3.4.9.1 RSF - Ledger Vouchers

The Ledger Vouchers report for the Relative Size Factor (RSF)  report  displays  the  Vouchers
for the selected Ledger along with the RSF computation details.

To view the Ledger Vouchers report,

Go to Gateway of Tally > Audit  & Compliance > Audit  &  Analysis  >  Relative  Size  Factor
(RSF)

· Select the required Ledger and press Enter

The Ledger Vouchers screen displays all the transactions for the respective Ledger. The highest and
second highest transaction values are shown in blue colour for clear identification.

The Computation for the Relative Size Factor (RSF) is also shown on top of the screen.

S: Set Manual Sampling
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Click on S: Set Manual Sampling or press Alt+S to mark the selected Vouchers (using spacebar)
as sampled. The manual sampling method will get applied to all such Vouchers and they will appear
under the sampled column on the dashboard.

D: Delete Manual Sampling

Click on D: Delete Manual Sampling or press Alt+D to delete the Manual sampling method
already applied for the selected Vocuhers (using the spacebar).

W: Working Note

Click on W: Working Note or press Alt+W keys to specify the working note details at Company or
Group or  Ledger  or  Voucher  level.  The  details  provided  in  working  note  will  be  captured in  Audit
Working Paper along with the details of User Name, Working Note Date & Time, Status, Note etc.

Ctrl+W: Audit Wkg Paper

To view the Audit Working Paper during Auditing, click on Ctrl+W: Audit  Wkg Paper  or press Ctrl
+W keys. The details displayed in Audit  Working Paper  will  be  relevant  to  report  from  where  it  is
triggered.

F12: Configure

Click on F12: Configure or press F12  to default view to see additional information.

· Show RSF Values for Opposite Behaviour:  Set this  option  to  Yes  to  display  the  RSF  for
transactions with both Credit and Debit values.

· Show  Narrations  also:  Set  this  to  Yes  option  to  view  the  Vouchers  along  with  their
respective narration.

· Show  Audit  Status:  Set  this  option  to  Yes  to  view  the  Vouchers  alongside  the  respective
Audit Status (On Hold/Audited/Internal Observation/External Observation)

· Show Audit  Note: Set  this  option  to  Yes  to  view  the  Vouchers  along  with  their  respective
Audit Note

· Show Client's Clarification: Set this option to Yes to view the Clarification provided by the
client for Vouchers that have been marked for Internal Observation/External Clarification

· Show Date and Time: Set this option to Yes to view the date on which,  and time at which,
clarification was provided for the listed Vouchers

· Show Audited By: Set this option to Yes to view the person who has performed auditing on
the Vouchers

· Show  Category:  Set  this  option  to  Yes  to  view  the  category  of  clarification  alongside  the
Vouchers

o Show Category Of: Select the Audit Category and Vouchers marked for the chosen

Category will be filtered for display.
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· Show Priority: Set this option to Yes to view the Priority of the clarification required  (High/
Medium/Low)

· Show  Clarification  from:  Set  this  option  to  Yes  to  view  the  user  who  has  provided
clarification, if any, for the Vouchers

· Show Vouchers of Audit Status: Select an Audit Status and the Vouchers that have been
marked with the chosen Audit Status will be filtered and displayed

3.4.10 Other Analysis

Other Analysis provides the following tools to analyse Client's data and books of account to identify
the exceptional areas and ease the verification process:

o Inter Bank Transactions - This report will display all the transactions carried out between

the Banks during the audit period
o Cash Withdrawals/ Deposits to Bank - Drill down to this report will display the bank

ledgers from which the cash is withdrawn or deposits are made. This report also displays the
Total Amount of transaction and the Number of vouchers through which the withdrawal or
deposits are made during the selected year.

o Fixed Assets Analysis - This report provides the details of all the Fixed Assets possessed by

the selected Company at the end of the Audit Year.
o Transaction on Holiday - Drill down to this report displays all the transactions recorded on

Weekly Off or Declared Holidays in the Audit Year.
o Highest and Lowest Value Transactions - This report provides ledger wise Highest and

Lowest value transactions carried out during the selected period along with Difference Range
and Difference Range Percentage details.

o Pending Advances - Drill down to this report will display the ledgers for which the advances

made (Loan given) are pending during the Audit Year.
o Stale Cheque /Instruments - Drill down to this report will display the Bank Ledgers with

stale cheque/ Instruments. This report also displays the Total amount and count of stale
cheques/ Instruments

o External Confirmation (Third Party Confirmation) - Drill down to this report to view

Ledgers in the client's books and mark them for confirmation from the parties concerned.
Confirmed balance can be recorded for the corresponding Ledgers here, and statements of
accounts received from the third parties can be reconciled with the corresponding ledgers in
the client's books.

o Account Reconciliation - This tool helps in reconciling with the user's/client's books of

accounts, the accounts of third parties/sister concerns/branch offices.
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3.4.10.1 Inter Bank Transactions

The Inter Bank Transactions report provides the  details  of  all  transactions  carried  out  between
the banks during the Audit Year.

To view the Inter Bank Transactions report,

Go to Gateway of Tally > Audit & Compliance > Audit & Analysis > Other Analysis > Inter
Bank Transactions

The above report displays the details of Inter Bank transactions along with Voucher Type,  Voucher
Number, Debit & Credit balances, Instrument Date, Bank Date, Number of Days delayed, Verification
Status and Verification Note.

Note: The No. of Days Delayed will be displayed based on the Date of
Instrument and the date on which it was cleared (Bank Date).  
 
If the Bank Date is not mentioned the last day of the financial period will
be considered as Bank Date for calculating No. of Days delayed. For
example, if the last day of the financial year is 31st Dec. then this date will
be considered.

Button options in Inter Bank Transactions report

F1: Condensed

Click on F1: Condensed or press Alt+F1 keys to view the condensed Inter Bank transactions report.
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F2: Period

Click on F2: Period or press F2 key to change the selected period.

F5: Reconcile

Click on F5: Reconcile or press F5 key to reconcile the inter bank transactions by specify the Bank
Date if the vouchers are not reconciled. Reconciliation screen will be displayed based on the ledger
on which the Cursor is placed.

F8: Show Ledger

Click  on  F8:  Show  Ledger  or  press  F8  to  display  the  default  Ledger  Vouchers  report  for  the
selected Party along with the details of the Opening Balance, Current Total and Closing Balance.

F12: Configure

Click on F12: Configure or press F12 to change the default view for the above report.
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· Show Narrations also: Set this option to Yes to display the Narration entered by the Client
during the Voucher entry

· Show Received From (Cash): Set this option to Yes to display the name of the party from
whom the fund is transferred.

· Show Transaction Type: Set this option to Yes to display the Transaction Type - Inter Bank
Transfer, Cheque deposit etc selected during voucher entry.

· Show  Instrument  No:  Set  this  option  to  Yes  to  display  the  Instrument  Number  entered
during Voucher entry/reconciliation

· Show Branch Details: Set this option to Yes to display the Branch details entered during the
voucher entry.

· Show Audit  Status: Set this option to Yes to view the Vouchers along with their  respective
Audit Status (On Hold/Audited/Internal Observation/External Observation)

· Show Audit Note: Set this option to Yes to display the Audit Note as entered by the Auditor
during the Audit. This option is set to Yes by default.

· Show Client's Clarification: Set this option to Yes to view the Clarification provided by the
client for Vouchers that have been marked for Internal Observation/External Clarification

· Show Date and Time: Set this option to Yes to view the date on which,  and time at which,
clarification was provided for the listed Vouchers

· Show Audited By: Set this option to Yes to view the person who has performed auditing on
the Vouchers

· Show  Clarification  from:  Set  this  option  to  Yes  to  view  the  user  who  has  provided
clarification, if any, for the Vouchers

· Show Vouchers of Audit  Status: Select  an Audit  Status and the  Vouchers  that  have been
marked with the chosen Audit Status will be filtered and displayed

· Appearance  of  Name:  Select  the  required  Display  Name  for  the  Ledgers  from  the  list  of
Display Name Style

· Include  Exceptional  Vouchers:  Set  this  option  to  Yes  to  include  Vouchers  marked  as
Optional in this report

· Sorting  Method:  Select  the  required  sorting  method  -Alphabetical,  Amount-wise  or  No  of
Days Delayed, for the transactions from the list of Sorting Methods.

3.4.10.2 Cash Withdrawals /Deposits to Bank

The Cash Withdrawals /Deposits to Bank  report provides the details of Total Amount Deposited
or Withdrawn from bank during the Audit year, along with the voucher count.

To view Cash Withdrawals/Deposits to Bank report

Go to Gateway of Tally > Audit & Compliance > Audit  & Analysis > Other Analysis > Cash
Withdrawals /Deposits to Bank
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To view the Cash Withdrawals/Deposits to Bank transactions
· In Cash Withdrawals/Deposits to Bank report, select a Bank ledger and press Enter

The above report displays the details of the cash withdrawal/deposit to bank transactions along with
Voucher  Type,  Voucher  Number,  ledger  amount,  Instrument  Date,  Bank  Date,  Number  of  Days
delayed, Verification Status and Verification Note.
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Note: If the Deposit Date is not mentioned, then the last day of the
Analysis period will be considered as the financial year ending. For example,
if the financial year is 1st Jan to 31st Dec, then 31st Dec will be considered.

Button options in Cash Withdrawals/ Deposits to Bank report

F1: Condensed

Click on F1: Condensed or press Alt+F1  keys to view the condensed Cash Withdrawals/  Deposits
to Bank report.
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3.4.10.3 Fixed Assets Analysis

The Fixed Assets Analysis report  provides  the  details  of  all  the  Fixed  Assets  possessed  by  the
selected Company at the end of the Audit Year.

· Number of days for the Assets purchased/procured during the Audit  Year with the option to
classify as less than 180 days and more than 180 days. The relevant Purchase entries are also
available for scrutiny.

· Opening Balance of the Assets brought forward from the previous year
· Additions of those assets which have been purchased during the analysis year
· Deletions/Adjustments of those assets which have been sold during the analysis year
· Closing Balance for each Fixed Assets at Group and Ledger level.

To view the Fixed Assets Analysis report,

Go to Gateway of Tally > Audit & Compliance > Audit & Analysis > Other Analysis > Fixed
Assets Analysis
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The  above  report  displays  the  details  of  the  Fixed  Assets,  number  of  days  for  the  Assets  added
during the Audit Year, Opening Balance of the Assets carried forward from the previous year, details
of Additions/deletions and the Closing Balance.

Note: The No. of Days will be displayed only for the Fixed Assets procured/
purchased during the year and will be visible only in the exploded mode.

Click on F1:  Detailed  or  press  Alt+F1  keys  to  viewed  the  detailed  Fixed  Assets  Analysis  report
displaying the No. of Days for the additions during the Audit year.
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Tally.ERP  9  provides  the  flexibility  of  auditing  the  Vouchers  from  the  Fixed  Assets  Analysis
screen also. The Vouchers which are audited from the above report will be displayed with the Audit
Status and Audit Note in the detailed mode.

3.4.10.4 Transactions on Holiday

The Transactions on Holiday report provides the details of all  transactions recorded on Holidays.
To filter the transactions in this report, by default Sunday has been set as Weekly off.

To view the Transactions on Holiday report,

Go  to  Gateway  of  Tally  >  Audit  &  Compliance  >  Audit  &  Analysis  >  Other  Analysis  >
Transactions on Holiday
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The above report displays the details of the transactions entered on holiday along with Day, Reasons
for Holiday , Particulars, Voucher Type,  Voucher Number, Transaction Value,  Audit  Status and Audit
Note.

Holiday Configuration

Even though Sunday  is  by default set as Weekly Off, organisations depending on their system of
holidays, can configure the weekly off and define other declared holidays.

· Click  on  C:  Holiday  Conf.  button  or  press  Alt+C  to  view  Holidays  Calendar  Configuration
screen.  In  the  first  section  of  the  report  select  the  Weekly  off  day.   In  the  second  section
specify the details of any other declared holidays.
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o Weekly Off: In this field you can select any other week day as weekly off or if you work on

all 7 days of the week you can set Not Applicable or if you more than one day as weekly off
select the appropriate days as weekly off.

Note: Currently selection of week days as Weekly off is restricted to 2
D a y s.

o In the second section of Holidays Calendar Configuration screen, you can enter the dates of

declared  holidays.
o In Date field enter the date of declared holiday, based on the date entered Day will be

displayed automatically.
o In Reason for Holiday field enter the details of declared holiday.
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Note: In Transactions on Holiday report,the reason entered in this
screen will be displayed under Reasons for Holiday column for the
transactions recorded on the declared holiday.

The Holiday Calendar is also provided for Clients, under Audit & Compliance Info menu (Display >
Statements of Accounts), from where users can configure the weekly  off and define other declared
holidays depending on their system of holidays.

F1: Detailed

Click on F1: Detailed or press Alt+F1 keys to view the detailed Transactions on Holiday report
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F12: Configure

Click on F12: Configure or press F12 to change the default view for the above report.

· Show Narrations also: Set this option to Yes to display the Narration entered by the Client
during the Voucher entry

· Show Weekly Off: Select the required weekly off for vouchers (from All Item, Not Applicable,
Saturday and Sunday) to filter and display the vouchers for the selected Weekly off.
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Weekly Off:
In the List of Weekly off the days selected in Holidays Calendar
Configuration screen as weekly off will be displayed along with the options
All Item and Not Applicable.
 
All Items:This option can be selected if you want to audit the transaction
recorded on all weekly off and there is no need to revisit on this transaction
in future.
 
Not Applicable: This option can be selected if you don't want to audit the
transactions recorded on weekly off.
 
Sunday:This option can be selected if you want to audit the transactions
recorded on specific weekly off i.e. Sunday.

· Show  Holiday:  Select  the  required  holidays  for  vouchers  (from  All  Item,  Not  Applicable,
independence Day etc.) to filter and display the vouchers for the selected Holiday.

Hol iday:
In the List of Holiday the days selected in Holidays Calendar Configuration
screen as Holiday will be displayed along with the options All Item and Not
Appl icable.
 
All Items:This option can be selected if you want to audit the transaction
from for all holidays and there is no need to revisit on this transaction in
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future.
 
Not Applicable: This option can be selected if you don't want to audit the
transactions recorded on Holidays.
 
15-8-2008 (Independence Day):This option can be selected if you want
to audit the transactions recorded on specific Holiday -15-8-2008.

· Show Audit  Status:  Set this option to Yes to  display  the  Audit  Status  as  selected  by  the
Auditor during the Audit. This option is set to Yes by default.

· Show Audit Note: Set this option to Yes to display the Audit Note as entered by the Auditor
during the Audit. This option is set to Yes by default.

· Show Client's Clarification: Set this option to Yes to view the Clarification provided by the
client for Vouchers that have been marked for Internal Observation/External Clarification

· Show Date and Time: Set this option to Yes to view the date on which,  and time at which,
clarification was provided for the listed Vouchers

· Show Audited By: Set this option to Yes to view the person who has performed auditing on
the Vouchers

· Show  Clarification  from:  Set  this  option  to  Yes  to  view  the  user  who  has  provided
clarification, if any, for the Vouchers

· Show Vouchers of Audit Status: Select an Audit Status and the Vouchers that have been
marked with the chosen Audit Status will be filtered and displayed

· Include  Exceptional  Vouchers:  Set  this  option  to  Yes  to  include  Vouchers  marked  as
Optional in this report

· Sorting  Method:  Select  the  required  sorting  method  (Alphabetical,  Amount-wise  or  No  of
Days Delayed) for the transactions from the list of Sorting Methods.

3.4.10.5 Highest and Lowest Value Transactions

The  Highest  and  Lowest  Value Transactions  report  provides  Ledger-wise  Highest  and  Lowest
Amount transactions along with the Difference Range and Difference Range Percentage.

To view Highest and Lowest Value Transactions report,

Go  to  Gateway  of  Tally  >  Audit  &  Compliance  >  Audit  &  Analysis  >  Other  Analysis  >
Highest and Lowest Value Transactions
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Note:
 
1. Difference Range: It is arrived by considering the Highest and Lowest
Value Transaction of each ledger. Example: For ABC Bank Ledger,
 
* Highest Value Transaction is 1000
* Lowest value transaction is 200
 
Difference Range of ABC Bank (800) = Highest Value (1000) - Lowest
Value (200)
 
2. Difference Range Percentage: it is arrived by dividing the Difference
Range by Lowest value of a Ledger. Example: For ABC Bank Ledger,
 
* Lowest value transaction is 200
* Difference Range is 800
 
Difference Range Percentage of ABC Bank (400%) = Difference Range
(800)/ Lowest Value (200)

The report displays the Highest  Transaction Amount, Lowest Transaction Amount, Difference  Range
and Difference Range Percentage of all Ledgers. Users can drill down from the above report to view
Ledger-wise Highest and Lowest Value Transactions.

To view the Ledger-wise Highest and Lowest Value Transactions report,
· Select a Ledger and press Enter.
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The basis for display of Highest and  Lowest transactions for a Ledger is  also displayed on top of the
screen.

Note:To display the Highest and Lowest Value Transactions for a Ledger by
default 5 Highest value and 5 Lowest value transactions has been set.
 
Users can configure the display of Highest and Lowest Transactions by
clicking on F12: Configure and alter the numbers to show highest and
lowest transactions.

3.4.10.6 Pending Advances

The Pending Advances report provides ledger-wise pending loans or advances funded.

To view Pending Advances report,

Go  to  Gateway  of  Tally  >  Audit  &  Compliance  >  Audit  &  Analysis  >  Other  Analysis  >
Pending Advances
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The above report displays the details of opening Balance of Loans and advances funded along with
the transactions (repayment or new loan and advances funded) carried out during the audit year and
Closing Balance.

F12: Configuration

Click on F12: Configure or press F12 to change the default view for the above report.

· Include Squared-Off Ledgers: Set this option to Yes to display the squared Off ledgers i.e.
ledgers with Loan/Advances taken and settled during the audit year.

· Show Name of Group:  Set this option to Yes to display the name of  immediate  Group  for
each Ledger.

· Appearance  of  Name:  Select  the  required  Display  Name  for  the  Ledgers  from  the  list  of
Display Name Style

· Sorting  Method:  Select  the  required  sorting  method  for  the  transactions  from  the  Sorting
Methods list.

Auditor can drill down from the Pending Advances  report  to  view  ledger-wise  Pending  Advances
Transactions.

 To view the ledger wise Pending Advances transactions,
· Select a Ledger and press Enter to view the Ledger Vouchers report.
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3.4.10.7 Stale Cheques/Instruments

The  Stale  Cheques/Instruments  report  provides  the  details  of  Bank-wise  Total  Amount  and
Count of Stale Cheques/Instruments. To filter the transactions in this report,  by  default  3  months
has  been  set  as  Validity  Period  for  Cheques/Instruments.  The  Stale  Cheques/Instruments
report displays the instruments for which the  Validity Period has been exceeded, by comparing Bank
Date with Instrument Date of the transactions.

Note: As per RBI guidelines, w.e.f. April 1, 2012, the validity period for
Cheques, Demand Drafts, Pay Orders and Banker's Cheques will be 3
months from the date of issue of the instrument.

To view the Stale Cheques/Instruments report,

Go to Gateway of Tally > Audit & Compliance > Audit & Analysis > Other Analysis > Stale
Cheques/Instruments
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Note: This report can also be used to list the transactions which are not
cleared with in the  specified Validity Period.

Defining Validity Period

In Stale Cheques/Instruments report a facility has been provided to change the Validity  Period.  To
change the validity period click on F6: Validity Period or press F6

The Validity Period screen is displayed as shown

You can define Validity Period as Months or Days. When the period selected is  Months, validity is
restricted to 12 and 365 for Days.

Note: The changed/altered Validity Per iod for Stale Cheques will be
reta ined till you navigate to Audit & Analysis Dash Board (Main
screen). After navigation out of Audit & Analysis Dash Board the Validity
Period will again get set to the Default Period - 3 months.

Auditor can drill down from the above report to view Stale Cheques/Instruments Transactions.

To view the ledger wise Stale Cheques/Instruments report,
· Select a Bank and press Enter.
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The  above  report  displays  the  details  of  the  Stale  Cheque/Instrument  transactions  along  with
Voucher  Type,  Voucher  Number,  Transaction  Value,  Instrument  Date,  Bank  Date,  Age  by  Days,
Audit Status and Audit Note.

3.4.10.8 External Confirmation (Third Party Confirmation)

Audit evidences from external sources, generally considered to be more reliable when compared
with internally-generated audit evidences, may be obtained through External Confirmation. External
Confirmation is when the auditor obtains audit evidence through direct communication from a third
party. This communication will be in response to a request made for information on certain items
that affect the management’s financial statements; it will be used and evaluated as audit evidence.

The External Confirmation (Third Party Confirmation) report has been incorporated in Tally.ERP 9’s
Auditors’ Edition to simplify the entire process of External Confirmations.

External Confirmation (Third Party Confirmation) with Account Reconciliation

Auditor’s End: Marking items for External Confirmation

To view and use the External Confirmation (Third Party Confirmation) report,

• Go to Gateway of Tally > Audit & Compliance > Audit & Analysis > Other Analysis >
External Confirmation (Third Party Confirmation)
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By default, the Ledgers that will be displayed in this report will be those grouped under Sundry
Debtors and Sundry Creditors

· To add another group of Ledgers, like Loans received etc., to be displayed in the report,  click
on F4: Group, or press F4

· Select the required Groups, and press Enter or Y to Accept the selection
· The ledgers that have been categorized under the selected Groups will be displayed now
· To mark  a  Ledger  for  external  confirmation,  press  Spacebar  and  click  on  F6:  Mark  for

Confirm or press F6

The  Ledgers  which  have been  selected  for  external  confirmation  will  appear  marked  Yes  in  the
column Marked for Confirmation, as shown:
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Client’s End: Marking items for which confirmation request has been sent

The client can view the Ledgers that have been marked for external confirmation by his auditor from

Gateway of Tally > Display > Statements of Accounts > Audit and Compliance Info >
Statutory Audit Info > External Confirmation (Third Party Confirmation)

Marking a single Ledger
To mark the Ledgers for which request for confirmation has/hasn't  been sent,
• Bring the cursor to the required ledgers and press Enter or click on Enter: Request
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The Request for Confirmation screen will be displayed:

Once request seeking confirmation has been sent to the parties concerned, the respective Ledgers
can be marked for the same.
• If request has been sent for the chosen Ledger, set the option Request sent to Yes. If request
hasn't been sent, set the option to No
• Comments, if any, can be made in the Remarks field
• Press Enter to Accept
• Tally.ERP 9 will immediately want to know if the user wants to print, export, or e-mail the
confirmation request

Press Y or Enter
By default, the Print Report screen will be displayed.
• Press Backspace to edit the details to be printed.
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The following options can be used to edit the details to be printed on the Confirmation Letter:
• Print Confirmation Letter?: Set this option to Yes to print the confirmation letter
• Along with Statements of Accounts?: Set this option to Yes if a statement containing details of
the party’s transactions needs to be printed along with the confirmation letter
• Firm Name: the name of the Auditor’s firm has to be filled in here.
• Name of Chartered Accountant: the name of the CA who is doing the auditing work has to be
filled in here
• Address: the address of the auditor’s firm has to be entered here
• Place: the place where the auditing is taking place has to be filled in here
• Email: the e-mail ID of the firm has to be entered here
• Once the details have been filled in, press Y or Enter to print the Confirmation Letter
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Marking Multiple Ledgers
To mark the Ledgers for which request for confirmation has/hasn't  been sent,
• Bring the cursor to the required ledgers and press Spacebar to select them
• Click on F5: Mark Req Sent or press F5

The Request for Confirmation screen will be displayed:



121Statutory Audit

Email : ashwin@dedhia.com

• If request has been sent for the chosen Ledger, set the option Request sent to Yes. If request
hasn't been sent, set the option to No
• Comments, if any, can be made in the Remarks field
• Press Enter to Accept
• Tally.ERP 9 will immediately want to know if the user wants to print or export the confirmation
request

• Press Y or Enter
By default, the Print Report screen will be displayed.
• Press Backspace to edit the details to be printed.

The following options can be used to edit the details to be printed on the Confirmation Letter:
• Print Confirmation Letter?: Set this option to Yes to print the confirmation letter
• Along with Statements of Accounts?: Set this option to Yes if a statement containing details of
the party’s transactions needs to be printed along with the confirmation letter
• Firm Name: the name of the Auditor’s firm has to be filled in here.
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• Name of Chartered Accountant: the name of the CA who is doing the auditing work has to be
filled in here
• Address: the address of the auditor’s firm has to be entered here
• Place: the place where the auditing is taking place has to be filled in here
• Email: the e-mail ID of the firm has to be entered here
• Once the details have been filled in, press Y or Enter to print the Confirmation Letter
The Confirmation Letter for each Ledger will be printed.
Note: To Export the Confirmation Letter(s), press Alt+E or click on E: Export. T o
e-ma i l, press Alt+M or click on M: E-Mai l

Auditor’s End: Evaluating Confirmation received

In the External Confirmation (Third Party Confirmation) report at the Auditor’s end, Request
Sent (client) will appear in the Particulars column below the names of the Ledgers for which
Confirmation request has been sent:

If only a statement of the balance as per the party’s books has been received by the auditor, the
same can be entered as confirmed balance in the report.

· Place the cursor on the required Ledger and press Enter, or press Spacebar and click on F6:
 Confirmed Bal or press Alt+F6
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The External Confirmation sub-screen is displayed:

· In  the  Confirmed  Balance  field,  the  balance  as  stated  by  the  party  concerned  has  to  be
entered

· Any observations can be entered in the Remark field
· If the balance as per the client’s books and the balance confirmed by the party  don't  match,

the extent of mismatch will be reflected in the Difference column
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If detailed information has been received from the party concerned, click on F5: A/c Reconcile or
press F5.

The Account Reconciliation sub-screen is displayed:

· Where the data received from the third parties can be loaded as a  company  on  Tally.ERP  9,
reconciliation can be done by Loading Ledger.

· Where  only  a  statement  of  accounts  has  been  provided  by  the  party,  reconciliation  can  be
done by Loading Transactions.

Ctrl+F10: Restore Confirmation

Where  the  confirmation  received  from  the  party  concerned  has  been  recorded in  the  report,  and
needs to be undone, press Spacebar to select the Ledger and press Ctrl+F10

12: Configure

Click on F12: Configure  or press F12  to change the default view of the  External  Confirmation
report.
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· Show Name of Group: Set this option to Yes to view the Accounting Groups under which the
Ledgers have been classified

· Show Confirmation Ledgers only: Set this option to Yes to view only those Ledgers which
have been marked for Confirmation

· Show  Date  and  Time:  Set  this  option  to  Yes  to  view  the  date  on  which  the  request  for
confirmation was sent by the client along with the time at which it was sent.

· Appearance of Names: Select the Display Name Style as required.
· Sorting Method: Select the required sorting method -Alphabetical, Amount-wise, or Tally.ERP

9's Default sorting method  for the transactions from the list of Sorting Methods.

3.4.10.9 Account Reconciliation

The  Account  Reconciliation  feature  in  Tally.ERP  9  can  be  used  for  transaction-by-transaction
reconciliation of the Company's  Books  with Sister Concerns, Branch offices,  etc.,  apart  from  third
parties.

To view and use the Account Reconciliation report,

Go to Gateway of Tally > Audit & Compliance > Audit & Analysis > Other Analysis > Account
Reconciliation

The Account Reconciliation report is displayed:

· Place the cursor on the required Ledger, and press Enter to reconcile.
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F12: Configure --> press F12 and use the following options to change the default view of the this
report:

Show Name of Group: Set this option to Yes to view the Accounting Group under which the
Ledgers listed in the report have been categorised.
Show Total: Set this option to Yes to view the total of Unreconciled and Reconciled transactions
(debit and credit transactions) pertaining to the Ledgers displayed.
Sorting Method: Select the required sorting method -Alphabetical, Amount-wise, or Tally.ERP 9's
Default sorting method  for the transactions from the list of Sorting Methods.

The Account Reconciliation sub-screen is displayed.

Account Reconciliation in Tally.ERP 9 can be done by:

Loading Ledger

This option is used if the data received can be loaded on Tally.ERP 9 in the form of a company.

In the Account Reconciliation sub-screen,
· Choose the option Loading Ledger from the Compare By list
· Press  Enter  to  move  to  the  Name  of  Company  field.  Tally.ERP  9  displays  the  List  of

Companies that are open
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· Press Enter to move to the With field. A List of Ledgers available in the compared company

will be displayed

· Choose the required Ledger and press Enter  

The Account Reconciliation report appears.

Loading Transactions
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This option can be used if the party concerned also uses Tally.ERP 9. The data can be exported as an
XML file and sent across to the auditor, who will be able to import the same into his  Tally.ERP 9 and
use it for auditing purposes.

In the Account Reconciliation sub-screen,
· Choose the option Loading Transactions from the Compare By list
· Press Enter. The field, Import file path with file name will appear. Specify the location of

the XML file here, and press Enter again

The Account Reconciliation report appears:

The transactions as per the user's books and the compared books will be displayed.

3.4.11 Auditing

The Auditing section provides the facility to Audit the required transactions. The Auditor can check all
the  transactions  or  audit  only  selective  transactions  by  applying  the  necessary  sampling  method.
Auditing is divided into the following:

· Verification of Vouchers - All  the  transactions  for  the  Audit  Year  will  be  visible  from  this
report. The auditor has an option  to  apply  the  recommended  Sampling  methods  and  do  the
Auditing for the Sampled Vouchers or audit all Vouchers.

· Related Party Transactions - The auditor can identify the Ledger Master as Related Parties
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based on the information given by the Client and all  the transactions belonging to the Related
Parties will be available for scrutiny.

· Forex Transactions - This report list down all  the transactions involving Multi Currency and
provides the option to conduct Audit.

· Micro,  Small,  Medium Enterprises  (MSME)  Transactions-  Auditor  can  check  and  audit
the Outstanding Payments for the parties identified as MSME’s.

· Salary / Wages Payments - Auditor can check the Head Count details and Salary Payment
details for all the employees and an option to audit these transactions is provided.

The  Auditor  can  press  Enter  on  any  of  the  Columns  to  view  the  required  transactions  as  shown
below:

· Total - This column displays the Total Vouchers which are available for Auditing.
· Sampled - This column displays the count of Sampled Vouchers along with the Percentage. It

also displays the bifurcated count  of sampled vouchers, based on Voucher Type- and Ledger-
Wise.

Note: Ledger-wise count displayed in Brackets indicates the number of
Ledgers participated in the sampled vouchers.

· Audited - This column displays the count of Audited Vouchers along with the Percentage.
· Internal Observation - Displays the Vouchers which are marked as Internal  Observation

by  the  user  performing  the  auditing.  The  auditor  can  mark  a  Voucher  as  Internal
Observation  if  he  wants  to  keep  these  Vouchers  for  his  seniors  help  or  to  take  the  final
decision  on  the  Audit  status  later.  The  two  sub-columns  Pending  and  Clarified  indicate
Vouchers  for  which  clarification  from  the  superior  is  pending,  and  Vouchers  for  which
clarification  has  been  received,  respectively.  This  will  ensure  a  smooth  clarification  process
within the audit team

· External  Clarification - Displays the Vouchers which  are  marked  as  External  Clarification.
The  Vouchers  which  are  marked  as  External  Clarification  will  be  available  for  the  Client's
clarification  from  Gateway  of  Tally  >  Display  >  Statements  of  Accounts  Audit  &
Compliance  Info.  >  Statutory  Audit.  The  two  sub-columns,  Pending  and  Clarified,
indicating Vouchers for which clarification from the client is pending and received, respectively.
The auditor can therefore obtain complete audit status details from a single screen.

· Clarified  (To  be  re-audited)  -  Displays  the  Vouchers  which  are  Clarified  by  the  Client.
These Vouchers were sent to the Client for his  Clarification using  Need  Clarification  Audit
Status.

· Altered (To be re-audited) - Displays the Vouchers which  are  altered by  the  Client  after
the same was marked as Audited (post Audit completion).

The  Auditor  can  drill  down  from  the  Total,  Audited,  Internal  Observation,  External
Clarification,  Clarified  (To  be  re-audited),  Altered  (To  be  re-audited)  and  view  the
respective reports.

The drill down from the Total Column and Audited Column displays similar  reports for all  the five
reports.

Drilling  down  from  the  rest  of  the  columns  displays  all  the  Vouchers  marked  as  External
Clarification, Clarified or Altered for the respective report.
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3.4.11.1 Verification of Vouchers

Verification  of  Vouchers  report  provides  the  Vouching  facility  to  the  Auditor  by  displaying  all  the
transactions.  The  Auditor  has  the  flexibility  to  audit  all  the  transactions  or  apply  the  required
sampling method and audit only the sampled transactions to form his opinion.

To view the Verification of Vouchers report,

Go  to  Gateway  of  Tally  >  Audit  &  Compliance  >  Audit  &  Analysis  >  Verification  of
Vouchers

From the above report the Auditor can press Enter on any of the Voucher Types and press Enter to
view the Voucher Monthly Register. From Voucher  Monthly  Summary  the  Voucher  Register  can  be
viewed and the Vouchers can be audited.

The Verification of Vouchers report displays all voucher types having transaction in the audit  year
along  with  the  details  of  Voucher  Count  (of  Total  Vouchers  and  Audited  Vouchers)  and  Sampling
Method.

· Particulars: Displays the name of the Voucher Type.
· Sampling  Method:  Displays  the  name  of  the  Sampling  method  which  is  applied  at  the

voucher level.

Note: The Sampling Methods can be applied using the Ctrl+F9: Master
Conf ig button.

· Total Vouchers: Displays the total number of Vouchers passed under each Voucher Type.
· Audited Vouchers: Displays the total number of Vouchers which are already audited for each

Voucher Type
· Sampled Vouchers: Displays the Sampled Voucher count.

Note: The Sampled Voucher count will be displayed against each Ledger
entry in a Voucher, because of this the sampled Voucher count can be more
than the Actual Vouchers.
 
Example: If there are more than one Expense Ledgers in a Voucher and the
Sampling is applied at the Group/Subgroup Level, then the Sampled



131Statutory Audit

Email : ashwin@dedhia.com

Voucher count will be equal to the number of Expense Ledgers in the
Voucher.

F4: Chg Vch

Click on F4: Chg Vch or press F4 to select the required Voucher Type

· Press Enter to view the report for the selected Voucher Type.
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F7: Show Sampled

Click on F7: Show Sampled or press F7 to view the Sampled Vouchers alone.
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F7: Show Audited

Click on F7: Show Audited or press Alt+F7 to view the Audited Vouchers alone.

Ctrl+F9: Master Config

Click on Ctrl+F9: Master Config or press Ctrl+F9  keys to identify  the  parties  as  MSME,  Related
Parties, Periodic Ledgers and apply Sampling methods for Auditing.

Ctrl+V:  Group/Ledger wise

Click on Ctrl+V:  Group/Ledger wise or  press Ctrl+V keys to display  the  Group  wise  Auditing
screen.
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The  Verification  of  Vouchers  report  displays  all  Primary  Groups  along  with  the  details  of
Voucher Count and Sampling Method.

· Particulars: Displays the name of the Primary Group.
· Sampling Method: Displays the name of the Sampling method which is  applied at the Group

level.

Note: The Sampling Methods can be applied using the Ctrl+F9: Master
Conf ig button.

· Total Group Vouchers:  Displays the total number of  Vouchers  passed  under  each  Primary
Group.

· Audited Group Vouchers: Displays the total number of Vouchers which are already audited
for each Group

· Sampled Vouchers: Displays the Sampled Voucher count

Note: The Sampled Voucher count will be displayed against each Ledger
entry in a Voucher, because of this the sampled Voucher count can be more
than the Actual Vouchers.
 
Example: If there are more than one Expense Ledgers in a Voucher and the
Sampling is applied at the Group/Subgroup Level, then the Sampled
Voucher count will be equal to the number of Expense Ledgers in the
Voucher.

Ctrl+W: Audit Wkg Paper

To view the Audit Working Paper during Auditing, click on Ctrl+W: Audit  Wkg Paper  or press Ctrl
+W keys. The details displayed in Audit  Working Paper  will  be  relevant  to  report  from  where  it  is
triggered.
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F12: Configure

Click on F12: Configure  or press F12  to change the default view for the  Verification  of  Vouchers
report.

· Show  Sampling  Description:  Set  this  option  to  Yes  to  display  the  Sampling  Method
description along with the Name of the Sampling Method.

· Show Type of Vouchers: Set this option to Yes to display the Primary Voucher Type.

The Verification of Vouchers report with the above configuration appears as shown:
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The Auditor can press Enter on any Group or Subgroup or Ledger to  view  the  Ledger  Vouchers
[****]report for[****]Verification of Vouchers.

3.4.11.1.1  Sampling Methods

The  Sampling  Methods  will  help  presenting  the  required  samples  of  the  Voucher  that  the  Auditor
wants  to  Audit  from  the  given  transactions  in  selected  Company  data.  The  following  Sampling
Methods are provided to meet the necessary Sampling requirements:

· All Vouchers
· Amount Range
· Benford Analysis
· Even Numbered Vouchers
· Odd Numbered Vouchers
· Specific Period
· Specified Vouchers
· Random Sampling

The Sampling methods can be applied for a Group/Subgroup/Ledger as required by the Auditor. The
Sampling Method applied at the Group Level  will be applicable for the Subgroups and  Ledgers  until
there is a separate Sampling Method applied at the Subgroup or Ledger Level.

E x a m p l e:  I f  Amount Range Sampling Method is applied for the C u r r e n t
L i a b i l i t i e s Group, then the same will be applicable for the subgroups like
Duties & Taxes,  Sundry Creditors,  P r o v i s i o n s etc. Amount Range will
also be applicable for the Ledgers directly created under Currently
Liabilities and all the Ledgers belonging to the Subgroups.

To apply the required Sampling Method,

Go  to  Gateway  of  Tally  >  Audit  &  Compliance  >  Audit  &  Analysis  >  Verification  of
Vouchers

· Click on Ctrl+F9: Master Config or press Ctrl+F9
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· Select Sampling Methods and press Enter
· Select the required Voucher Type by pressing Spacebar
· Click on S: Sampling or press Alt+S to select the Sampling Method

· Select the required Sampling Method and press Enter

All Vouchers: This sampling method should be applied to display all the
Vouchers belonging to the selected Ledger.
 
Example: If a Ledger has 15 Vouchers and All Vouchers sampling method is
selected, then all the 15 Vouchers will be available under sampled column
for audit.
 
Amount Range: This sampling method should be applied to display all the
Vouchers having the Ledger value between Minimum and Maximum
Amount as Debit/Credit/Both as specified by the Auditor.
 
Example: For sampling method specified for Ledger/Group with minimum
a n d maximum amounts as 2000 a n d 5000 respect ively. This sampling
method will give vouchers having Ledger values from 2000 to 5000 having
Debit or Credit or both.
 
Benford Analysis: This sampling method should be applied to display the
Vouchers having Digit mentioned in Analysis Type having Highest
Posit ive/Negative frequency difference as per Benford method.
 
Example: The system will compare the percentage of occurrence for the 1st
digit of the Transaction value with the Benford’s method ( probability
mentioned by Benford for numbers from 1 to 9) and based on the positive or
negative deviation specified in the sampling method, the transactions with
the highest positive/negative deviation for the 1st digit will be sampled.
 
Even Numbered Vouchers: This sampling method should be applied to
display all those Vouchers having  E v e n voucher number sequence Start ing
from voucher number as specified in the method by the Auditor.
 
Example: For sampling method specified to Ledger/Group, this will give all
EVEN numbered vouchers starting from voucher number (say 6) specified in
the sampling method across any Voucher Type. Then the result should have
6,8,10…… if such voucher number exists for that Ledger/Group.
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Odd Numbered Vouchers: This sampling method should be applied to give
all those Vouchers having Odd voucher number sequence Start ing from
voucher number as specified in the method by the Auditor.
 
Example: For sampling method specified to Ledger/Group, this will give all
ODD numbered vouchers starting from voucher number (say 5) specified in
the sampling method across any Voucher Type. Then the result should have
5,7,9…… if such voucher number exists for that Ledger/Group.
 
Specific Period: This sampling method will give vouchers having voucher
date which falls within the specified dates in the  F r o m and Ti l l fields in the
method by the Auditor.
 
Example: For From as 1-May-2008 and Ti l l as 31-May-2008, th is
sampling method will give vouchers dated from 1-May-2008 till 31-May-
2008.
 
Specific Vouchers: This sampling method will give E v e r y specified
numbered voucher Start ing from voucher number as specified in the
method by the Auditor.
 
Example: For From Beginning Show Every 5th Voucher After Voucher
Number 14 will consider every 5th voucher across any Voucher Type i.e
5,10,15,20… however as mentioned in method After Voucher No. 14 it will
give vouchers having number 15,20,25,30... if such voucher number exist
for that Ledger/Group.

· Enter  the  required  amount  range  in  the  Minimum  Amount  and  Maximum  Amount  fields
respectively.

· Press Enter to select the Sampling Method details.
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Similarly the required Sampling Methods can also be applied to the other Voucher Types also.

Button options in the Sampling Configuration screen

F4: Vch Type

Click on F4: Chg Vch or press F4 to select the required Voucher Type, to view the report for the
selected Voucher Type.

Ctrl+V: Group/Ledger wise

Click on Ctrl+V: Group/Ledger wise or  press Ctrl+V keys to display the Group wise report.

Ctrl+F10: Rest. Default

Click  on  Ctrl+F10:  Rest.  Default  or  press  Ctrl+F10  to  restore  the  Sampling  Method
Configurations. Pressing this button will revert all the Sampling Method Configurations  that the
Auditor has made for Voucher Types.

S: Sampling

Click on S: Sampling or press Alt+S to apply the required Sampling Method as explained earlier.

K: Skip Sampling

Click on K: Skip Sampling or press Alt+K to skip the Sampling Method which is  inherited from the
Groups/Sub-group.
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D: Delete Sampling

Click on D: Delete Sampling or press Alt+D to delete the Sampling Method already applied.

Once the necessary Sampling Methods are applied press Escape to go back to the earlier report.

Ctrl+R: Random Sampling

Random Sampling is  a principal  method of Audit  Sampling and a button to apply the same in Tally.
ERP 9 has been provided in the Sampling Configuration screen.

• In the Sampling Configuration screen, click on Ctrl+R: Random Sampling or press Ctrl+R

The Sampling Details screen is displayed:

• Sampling Types: The Vouchers can be sampled as a Percentage, or a number, of the total number
of Vouchers.

• Select the Sampling Type and press Enter

A List of Vouchers gathered using Random Sampling method will be displayed for view:
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To accept the listed Vouchers for random sampling, press Alt+S or click on S: Set Sampling. Tally.
ERP 9 will mark these Vouchers as Randomly Sampled.

Ctrl+W: Audit Wkg Paper

To view the Audit Working Paper during Auditing, click on Ctrl+W: Audit  Wkg Paper  or press Ctrl
+W keys. The details displayed in Audit  Working Paper  will  be  relevant  to  report  from  where  it  is
triggered.
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3.4.11.1.2  Verification of Vouchers - Ledger Vouchers

The Verification of Vouchers - Ledger Vouchers report displays all  the  Vouchers  available  for
Audit  under the selected  Ledger.  The  Auditor  can  drill  down on  the  required  Group/Subgroup  and
select the required Ledger and drill down to view the Ledger Vouchers report.

Go to Gateway of Tally > Audit & Compliance > Audit & Analysis > Verification of
Vouchers

· Select the required Voucher Type and press Enter
· Select the required Month from Voucher Monthly Register and press Enter
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F12: Configure

Click on F12: Configure or press on F12 to alter the default display for the above report.

Verification of Vouchers from Group/Ledger wise

Go to Gateway of Tally > Audit & Compliance > Audit & Analysis > Verification of Vouchers > Click
on Ctrl+V: Group/Ledger wise

· Select the required Group and press Enter
· Select the required Subgroup (if any) and press Enter
· Select the required Ledger and press Enter
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Note: To view the Ledger Vouchers report, the Auditor can press Enter on
the Ledger name if displayed at the Verification of Vouchers report itself
( in case if the Ledgers are directly created under the Primary Group).

The  Ledger  Vouchers  report  displays  the  transaction  details  such  as  Voucher  Type,  Voucher
No., Transaction Value, Audit Status and Audit Note for the selected Ledger.

I: Other Info

Click on I: Other Info or press Alt+I to view the following details:
· Whether this Ledger is identified as Related Party also?
· Type of Enterprise if the Ledger is a Micro, Small or Medium Enterprise ?
· Details of Sampling Method applied if any.

Ctrl+W: Audit Wkg Paper

To view the Audit Working Paper during Auditing, click on Ctrl+W: Audit  Wkg Paper  or press Ctrl
+W keys. The details displayed in Audit  Working Paper  will  be  relevant  to  report  from  where  it  is
triggered.

F12: Configure
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Click on F12: Configure or press on F12 to alter the default display for the above report.

· Show Narrations also: Set this option to Yes to display the Narration entered by the Client
during the Voucher entry

· Show Audit  Status:  Set this option to Yes to  display  the  Audit  Status  as  selected  by  the
Auditor during the Audit. This option is set to Yes by default.

· Show Audit Note: Set this option to Yes to display the Audit Note as entered by the Auditor
during the Audit. This option is set to Yes by default.

· Show Client's Clarification: Set this option to Yes to display the Clarification Note
entered by the Client for the Vouchers marked as Need Clarification by the Auditor.

· Show Date and Time: Set this option to Yes to view the audit Date & Time.

On enabling Show Date and Time the Ledger Vouchers report appears as shown:

· Show  Vouchers  of  Audit  Status:  Select  the  required  Audit  Status  for  Vouchers  (from
Altered,  Audited,  Clarified,  Need  Clarification,  Unaudited,  Under  Observation,  On  Hold  and
Any) to filter and display the Vouchers for the selected Audit Status.

· Sorting  Method:  Select  the  required  sorting  method  for  the  transactions  from  the  list  of
Sorting Methods.

Other Button options are same as Ledger Vouchers report.

3.4.11.1.3  Auditing of Vouchers

Go to Gateway of Tally > Audit & Compliance > Audit & Analysis > Verification of Vouchers
· Select the required Voucher Type and press Enter
· Select the required Month from Voucher Monthly Register and press Enter
· Select the required transaction that needs to be Audited using Spacebar key

Note: You can also select Multiple transactions using the Spacebar key one
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by one on each transaction or you can select all transactions using Ctr l
+Spacebar keys.

· Click on F9: Audit or press Alt+F9 to Audit
· In the Audit Details screen,
o Select the required Audit Status from list of Audit Status

Audit Status:
 
On Hold: This option can be selected to mark a transaction which needs
clarification or further enquiry with in the audit team.
 
Audited: This option can be selected to mark a transactions as Audit
completed.
 

External Clarification: This option can be selected to request for further
clarifications from the client incase the information available in the Voucher
or entries is not clear or is incomplete.
 
Internal Observation: This option can be selected when the Auditor is not
sure of the Audit Status and want to decide later or if the transaction is kept
aside for seniors help.

o Enter the required remarks in the Verification Note
o By default, the option Copy Audit Details to Audit Working Paper will be set to Yes. Once

the Verification Details are saved, the details will be captured in Audit Working Paper.
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Note: The option Copy Audit Details to Audit Working Paper will be
displayed in Audit Details screen only when the Audit Working Paper is
enabled in F11: Features (Audit Features)

· Press Enter to go back to Voucher Register screen.

The Ledger Vouchers screen with saved Audit Details will appear as shown:

3.4.11.2 Related Party Transactions

Related  Party  Transactions  report  displays  all  the  transactions  that  were  made  with  the  persons/
parties  identified  as  Related  Party  by  the  Auditor.  The  Auditor  will  be  able  to  scrutinise  these
transactions to find if any undue favours are made to any of the Related parties.

To view the Related Party Transactions report,

Go  to  Gateway  of  Tally  >  Audit  &  Compliance  >  Audit  &  Analysis  >  Related  Party
Transactions
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The above report displays the Party wise Total Vouchers, Audited Vouchers and Closing Balance for
each Party. The name of the immediate Group/Subgroup and Relation Type is also displayed.

3.4.11.2.1  Related Party Transactions - Ledger Vouchers

The Related Party Transactions - Ledger Vouchers report displays all  the Vouchers belonging
to the selected Party.

To view the Ledger Vouchers for the Related Party Transactions,

Go to Gateway of Tally > Audit & Compliance > Audit & Analysis > Related Party Transactions
· Select the required Related Party and press Enter
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The  above  Ledger  Vouchers  report  displays  the  transaction  details  such  as  Voucher  Type,
Voucher No., Transaction Value, Audit Status and Audit Note for the selected party.

The  first  section  in  the  report  displays  the  transaction  with  Reference  Number  and  the  second
section displays the transaction carried out On Account.

3.4.11.3 Forex Transactions

Forex Transactions report displays all  the Vouchers having multi currency. This report  will  help  the
Auditor  to  check  if  the  proper  Rate  of  exchanges  are  entered  and  other  guidelines  regarding  the
Forex are followed during the transactions.

To view the Forex Transactions report,

Go to Gateway of Tally > Audit & Compliance > Audit & Analysis > Forex Transactions
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The Forex Transactions report displays the Name of the Voucher Type, Type of Voucher, Total
Vouchers for each Voucher Type, Forex Vouchers for each Voucher Type and count  for Audited
Vouchers.

The Auditor can press Enter in the Forex Vouchers column to display the Forex Vouchers report for
the selected Voucher Type.

The Auditor can also press Enter  in  the  Total  Vouchers  column  to  view  the  Voucher  Register
displaying all the Vouchers for the selected Voucher Type.

3.4.11.3.1  Voucher Register

The Voucher Register report displays all the Transactions for the selected Voucher Type including the
Forex transactions.

To view the Voucher Register report,

Go to Gateway of Tally > Audit & Compliance > Audit & Analysis > Forex Transactions
· Move  the  cursor  to  the  Total  Vouchers  column  for  the  required  Voucher  Type  and  press

Enter
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The  above  report  displays  all  the  Vouchers  for  the  selected  Voucher  Type  along  with  the  other
details such  as  Voucher  No.,  Forex  Amount   and  Rate  of  Exchange  for  the  Forex  Vouchers,
Transaction value, Audit Status and Audit Note.

Button options in the Voucher Register report

F1: Detailed

Click on F1: Detailed or press Alt+F1 to view the detailed Voucher Register report.
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F12: Configure

Click on F12: Configure or press on F12 to alter the default display for the above report.

· Show Narrations also: Set this option to Yes to display the Narration entered by the Client
during the Voucher entry

· Show Billwise Details  also: Set this option to Yes to display the bill  details  entered  during
the voucher entry

· Show Audit  Status: Set this option to Yes to display  the  Audit  Status  as  selected  by  the
Auditor during the Audit. This option is set to Yes by default.

· Show Audit Note: Set this option to Yes to display the Audit Note as entered by the Auditor
during the Audit. This option is set to Yes by default.

· Show Client's Clarification: Set this option to Yes to display the Clarification Note
entered by the Client for the Vouchers marked as Need Clarification by the Auditor.

· Show Date and Time: Set this option to Yes to view the Audit Date and Time.
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The Voucher Register is displayed as shown:

· Show  Vouchers  of  Audit  Status:  Select  the  required  Audit  Status  for  Vouchers  (from
Altered,  Audited,  Clarified,  Need  Clarification,  Unaudited,  Under  Observation,  On  Hold  and
Any) to filter and display the Vouchers for the selected Audit Status.

· Show  Vouchers  Having  Currency:  Select  the  required  Currency  to  filter  and  display  the
vouchers for the selected currency.

· Sorting Method: Select the appropriate method from the list of sorting methods.

3.4.11.3.2  Forex Vouchers

Forex Vouchers report displays all the Vouchers having Forex entries for the selected Voucher Type.

To view the Forex Vouchers report,

Go to Gateway of Tally > Audit & Compliance > Audit & Analysis > Forex Transactions
· Move  the  cursor  to  the  Forex  Vouchers  column  for  the  required  Voucher  Type  and  press

Enter

The  above  report  displays  all  the  Vouchers  for  the  selected  Voucher  Type  along  with  the  other
details such  as  Voucher  No.,  Forex  Amount   and  Rate  of  Exchange  for  the  Forex  Vouchers,
Transaction value, Audit Status and Audit Note.
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3.4.11.4 MSME Transactions

The MSME Transactions Summary  report displays Outstanding bills  for  the  MSME's  as  identified
by the Auditor. This report also displays those bills which were cleared after 45 days.  This report will
help the Auditor to check if  the Client has timely cleared the Outstanding Amount from MSME's  and
comply with the MSME Act.

To view the MSME Transactions Summary report,

Go to Gateway of Tally > Audit  & Compliance > Audit  & Analysis > Micro, Small, Medium
Enterprises (MSME) Transactions

The MSME Transactions Summary report displays the name of the organisation, Enterprise Type,
Name  of  the  Group/Subgroup,  Total  Vouchers,  Audited  Vouchers  and  total  amount  that  is
Outstanding for the selected period (shown as Closing Balance).

The Closing Balance is  not shown for the Bills which are  cleared  but  not  within  the  stipulated  time
frame.

Button options in the Micro, Small & Medium Enterprises Outstanding report

F4: Group

Click  on  F4:  Group  or  press  F4  to  filter  the  Enterprises/Party  Ledgers  belonging  to  the  selected
Group.

F6: Age wise

Click on F6: Age wise or press F6 to select the ageing options - Ageing by Bill Date or Ageing by
Due Date and to alter the aging period.

Ctrl+W: Audit Wkg Paper
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To view the Audit Working Paper during Auditing, click on Ctrl+W:  Audit Wkg Paper  or press Ctrl
+W keys. The details displayed in Audit  Working Paper  will  be  relevant  to  report  from  where  it  is
triggered.

3.4.11.4.1  Identifying Micro, Small & Medium Enterprises

Those Ledgers which are identified by the  Auditor  as  Micro,  Small  or  Medium Enterprises  will  only
appear in the Micro, Small & Medium Enterprises Outstanding report.

To identify the parties as MSME,

Go to Gateway of Tally > Audit  & Compliance > Audit  & Analysis > MSME Transactions >
MSME Transactions Summary  

· Click on Ctrl+F9: Master Config or press Ctrl+F9
· Select  Micro,  Small  &  Medium  Enterprises  and  press  Enter  to  view  Micro,  Small  and

Medium Enterprise Configuration screen
· In Micro, Small and Medium Enterprise Configuration screen
o Select the required Parties that needs to be identified as MSME's using Spacebar

Note: You can select the similar Enterprise Type together and mark. e.g.
select all parties which are Smal l Enterpr ises and mark them as Smal l.
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· Press F5: Update button to mark them as Micro, Small or Medium Enterprise.
· In MSME Details screen,
· In Enterprise Type field select enterprise type from the list
· In Registration No field specify the registration number of the MSME

Note: To unmark a party wrongly identified as MSME, use the B: Blank
button. You can also specify the MSME Registration number if required or the
same can also be entered from Ledger Master.

· Press Escape to view the Micro, Small & Medium Enterprises Outstanding report.

Ctrl+W: Audit Wkg Paper

To view the Audit Working Paper during Auditing, click on Ctrl+W: Audit  Wkg Paper  or press Ctrl
+W keys. The details displayed in Audit  Working Paper  will  be  relevant  to  report  from  where  it  is
triggered. This report displays the details of Configuration of Periodic Ledgers.
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3.4.11.4.2  Micro, Small & Medium Enterprises - Ledger Vouchers

The view the MSME - Ledger Vouchers report,

Go  to  Gateway  of  Tally  >  Audit  &  Compliance  >  Audit  &  Analysis  >  Outstanding  Bills  -
Micro, Small & Medium Enterprises (MSME)

· Press Enter on the required Enterprise name

The above Ledger Vouchers report displays all  the On Account and Against Bills payments that
are  pending  for  the  selected  Enterprise  (MSME).  Along  with  the  Voucher  details,  the  report  also
shows the Opening Amount, Pending Amount, Due  date  for  Against  Bills  transactions,  Audit  Status
and Audit Note as entered by the Auditor.
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3.5 Audit Journals

The Audit Journals report provides the facility to view and  pass  the  Finalisation  Entries  which
are required to finalise the Books of Accounts.

To view the Audit Journals report,

Go to Gateway of Tally > Audit & Compliance > Audit Journals

The above report displays all the Finalisation Entries passed using the Finalisation Flag available
in the Audit Journal Voucher Creation screen.

The Finalisation Flag  can be used to pass the  entries  that  will  affect  the  Profit/(Loss)  before
Interest, Depreciation and  Tax  in  the  Schedule-VI  Profit  &  Loss  A/c.  Profit  &  Loss  A/c
 Ledger is not available for selection when this flag is selected in the Audit Journal creation.

3.5.1 Finalisation Entries

The Audit Journals report provides the required Audit Journal Voucher which can be used to pass the
Finalisation Entries.

To record these entries,

Go to Gateway of Tally > Audit & Compliance > Audit Journals > F7: Audit Jrnl
· The Journal Voucher appears with the Flag - Finalisation
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· Select the required Ledger and specify the required Amount for Dr field and press Enter
· Select the required Ledger  for Cr field and press Enter
· Specify the Narration if any and press Enter
· Press Y or Enter to Accept (save) the transaction.

The total number of Vouchers passed with Finalisation Flag will  be  displayed  in  the  Audit  Journal
Vouchers report.
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· Place the cursor on the required Voucher and:
· Press Enter to provide Audit Details for the selected Voucher
· Click on Enter: Disp Vch or press Alt+Enter to view the Voucher
· Click on Ctrl+Enter: Alt Vch or press Ctrl+Enter to Alter the Voucher
· Press Ctrl+F to Find Audit Note

3.6 Financial Statements

Every company registered under the Companies Act, 1956, is required to prepare its Balance Sheet,
Statement  of  Profit  and  Loss,  and  the  notes  thereto  in  accordance  with  Schedule  VI  of  the  Act.
Schedule VI has now been revised by the Ministry of Corporate Affairs (MCA) in order to keep  the
disclosure  requirements  in  concurrence  with  the  objective  of  achieving  a  fair  and  uniform
presentation of financial information.

In Tally.ERP 9, the following are the Financial Statements  that can be generated in the format as
per the Revised Schedule VI:

· Balance Sheet
· Profit & Loss A/c

To view the Financial Statements,

Go to Gateway of Tally > Audit & Compliance > Financial Statements

3.6.1 Schedule-VI Balance Sheet

Schedule-VI Balance Sheet provides the representation of company's  financial  position at any point
in time in the Schedule VI format of Companies Act. The Balance Sheet displays:

· Equity  and  Liabilities  comprising  of  Shareholders'  Funds,  Share  Application  money
pending allotment, Non-Current Liabilities, and Current Liabilities

· Assets comprising of Non-Current Assets and Current Assets

To generate the Schedule-VI Balance Sheet,

Go to Gateway of Tally > Audit & Compliance > Financial Statements > Balance Sheet
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· The  report  displays  the  Schedule  VI  Heads  with  the  respective  balances.  Default  Tally
Accounting  Groups  are  automatically  linked  to  their  respective  Schedule  VI  Heads.  The
Ledgers that are classified under these Accounting Groups, too, get  linked to the Schedule VI
Heads.  This  is  a  broad  classification  provided  by  Tally.ERP  9.  Users  can  reclassify  the
Groups/Ledgers under other Schedule VI Heads, while keeping the Balance Sheet intact.

· Schedule VI Heads consisting of Groups/Ledgers that have not been categorised by the user,
will be displayed as Ungrouped and in red, to bring the same to attention.

· Press  Enter  on  the  required  Schedule-VI  head/sub-head  to  view  the  respective  Note
Summary report.

The user can  regroup/reclassify  these  exceptions  to  the  respective  Schedule  VI  Groups  using  the
Move (Ctrl+X) and To (Ctrl+V) options or using Schedule VI Rule Configuration.

Exceptions in Schedule-VI Balance Sheet

In  the  Schedule-VI  Balance  Sheet  all  the  possible  exceptions  will  be  displayed  in  red  for  users’
attention.

· Previous Year Ungrouped   – Any Ledger/Group present  only in Previous Year that remain
unclassified under Schedule VI Groups, will be shown under this Exception.

· Balance  in  Branch  /  Division  –  Any  Ledger  grouped  or  created  under  Tally.ERP  9's
reserved group Branch and Division, will be shown under this Exception.

· Balance in Suspense A/c – Any  Ledger  grouped  or  created  under  Tally.ERP  9's  reserved
group Suspense A/c, will be shown under this Exception.

· Difference In Opening Balance – Difference in Total of Assets side or Liability side will be
shown under this Exception.

· Unadjusted Forex Gain or Loss – If there is  any unadjusted Forex Gain or Loss  from  the
Forex Transactions it will be shown under this Exception.

· Difference  in  Bifurcation  -  This  exception  occurs  where  Ledgers  have  been  mapped  to
Schedule VI Heads  using  the  Bifurcate  Balance  option.  If  their  opening  balances  have been
modified, or transactions have been passed using these ledgers, this exception occurs, and is
displayed as Difference in Bifurcated Balance

· Negative Cash Balance - This exception indicates that the business has negative balance for
Cash Ledgers
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Button options in the Schedule-VI Balance Sheet

F1: Detailed

Click on F1: Detailed or press Alt+F1 to view the Balance Sheet in detailed form.

The  detailed  view  for  Schedule-VI  Balance  Sheet  displays  the  default  Tally  Groups  with
balances which are mapped under various Schedule VI Groups.

F2: Period

Click on F2: Period or press F2 to change the selected period for the Audit  Year (Current Year). If
two separate companies are loaded or if the transactions of multiple years are available in the same
data, then the Period for the Previous Year is also changed accordingly.

F3: Hide Prev. Year

Press  F3  or  click  on  F3:  Hide  Prev.  Year  to  display  the  Previous  Year  column  while  displaying
report. This will be available for use only when multiple years are available in the same data.

Ctrl+O: Copy Classify

Click  on  Ctrl+O:  Copy  Classify  or  press  Ctrl+O  to  copy  the  configurations  of  the  Schedule-VI
Balance sheet from another Company on Tally.ERP 9.

Ctrl+F3: Compare Cmp

Click on Ctrl+F3: Compare Cmp or press Ctrl+F3 to load the Company having previous years
data.
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Note: If the data for both the years is available in the same Company,
loading of a second Company is not required.
 
For the Company with two years data, system will check for the Vouchers
passed on any D a y for the month March to determine the Audit Year.

F8: Note. No.

Click on F8: Note No. or press F8 for Note Number Configuration.

F9: Master Config

Click on F9: Master Config. Or press Alt+F9 to view the Schedule VI Master Configuration.

N: Show Negative Cash

Press Alt+N to view Cash Accounts having negative balances.

A: Additional Info.

Place the cursor on a Schedule VI Head and click on A: Additional Info.  or press Alt+A to go  to
the respective Additional Details report.

Ctrl+C: Classify Helper

Click on Ctrl+C: Classify Helper or press Ctrl+C  for Current and Non-Current  Classification
report.

F9: Inv Reports

Click  on  F9:  Inv  Reports  or  press  F9  keys  to  navigate  to  the  default  Inventory  Reports  like
Godown Summary, Movement Analysis, Stock Summary etc.

F10: Acc Reports

Click on F10: Acc Reports or press F10  keys to navigate to the default Accounting Reports like
Balance Sheet, Cash Flow, Trial Balance etc.

F10: Audit Reports

Click on F10: Audit Reports or press Alt+F10 keys to navigate to the other Audit Reports within
Statutory Audit and Tax Audit.

F12: Configure

Click on F12: Configure or press F12 to change the default display for the Schedule-VI Balance
Sheet report.
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· Scale Factor for Values: Select  the required Scale Factor from Crores, Hundreds, Lakhs,
Millions,  Ten  Lakhs,  Ten  Millions,  Ten  Thousands,  Thousands  or  Default  for  displaying  the
balances in the Schedule VI Balance Sheet.

Note: The Default Tally Group & Balances will be displayed only in the
expanded mode.

3.6.1.1 Significant Accounting Policies

As per the Accounting Standards, Companies are required to disclose the accounting policies
followed by them while preparing the financial statements. Also, any change in the accounting
policies, which has a material effect in the current period or which is reasonably expected to have a
material effect in later periods needs to be disclosed.

Now, significant accounting policies can be disclosed in Tally.ERP 9. A pre-defined list of policies has
been provided. The user can choose to retain, modify or remove policies from the list. Also, new
policies can be added as per company’s disclosure requirements.

To view Significant Accounting Policies,

Go to Gateway of Tally > Balance Sheet > Click Schedule VI or press Alt + S > Significant
Accounting Policies
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Button options in Significant Accounting Policies

F1: Detailed

Click F1: Detailed or press Alt+F1 to view Significant Accounting Policies in detailed form.

 

A: Add Policy

Press Alt + A or click Add Details button to create a new accounting policy.

The Add New Details screen appears

Here, the user can enter the SI. No., the Head and the Content to be disclosed
· Press Y or click Yes to accept the changes

 Ctrl +F9: Remove Details

Press Ctrl +F9 or click Remove Details button to remove the non-applicable policy from the list.

A dialog box appears to confirm removal
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· Press Y or click Yes to remove

Ctrl + F10: Restore Default

Press Ctrl + F10 or click Restore Default to undo all the alterations made to the accounting policy
list.



167Statutory Audit

Email : ashwin@dedhia.com

Ctrl + O: Copy From

Using the Copy From option, the user can copy the accounting policy details of same company from
different year and from another company to the company currently in use. This saves the user’s
time and efforts as it helps him eliminate duplication of work.

To copy configuration,
· Load the Company from which the details are to be copied
· In the Significant Accounting Policies screen, press Ctrl + O  or click Copy From

Data Configuration screen appears
· In Copy from Company field, select the Company from which the configuration needs to be

copied
· In case of company containing data of continuous financial  years, select the financial  year  in

the Copy from Financial Year field.
· Press Ctrl + A to accept

Enter: Change Policy

Press Enter or click Change Policy button.

The Change Policy Detail screen appears

· Here, the user can alter the SI. No., the Head and the Content to be disclosed
· Press Ctrl + A to accept the changes

3.6.1.2 Inserting and Renaming Heads

Tally.ERP 9 provides users  with the option to rename and insert Heads in  the  Schedule-VI  Balance
Sheet as per their business needs.

Renaming Heads
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To rename Schedule VI Heads,

Go to Gateway of Tally > Audit & Compliance > Financial Statements > Balance Sheet
· Place the cursor on the Schedule VI Head that has to be renamed.
· Click on R: Rename Head or press Alt+R

The Change Display Name sub-screen appears:

· Type in the name to be given to the chosen Schedule VI Head
· Press Enter

· Press Enter or Y to Accept (save) the change

The Schedule VI Head appears renamed in the Schedule-VI Balance Sheet:
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Inserting Heads

Users can insert Heads at lowest level of the hierarchy of Schedule VI Heads.

For e.g.: User will not be able to insert head at Current Assets (Schedule VI Head) level,  but will
be able to do it at Other Current Assets (Sub-head) level.

To insert a head in the Balance Sheet,

Go to Gateway of Tally > Audit & Compliance > Financial Statements > Balance Sheet

If,  for  instance,  Interest  Accrued  on  Investments  has  to  be  inserted  under  Other  Current
Assets,

· Place the cursor under the required Schedule VI sub-head (here, Other Current Assets) and
click on Ctrl+I: Insert Head or press Ctrl+I
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· The Create Schedule VI Head screen appears. Press Backspace to change the Head under
which the new one has to be inserted

A List of Heads appears:

· Select the appropriate Head (here, Other Current Assets), and press Enter



171Statutory Audit

Email : ashwin@dedhia.com

· Type in the Name of the new head and press Enter

· Press Enter or Y to Accept (save) the new head

The newly inserted Head (Interest Accrued on Investments) appears classified under the chosen
Head (Other Current Assets)

Add New Head

Another way of inserting Heads is by using the I: New Head button.
· In the Balance Sheet report, click on I: New Head or press Alt+I

The Create Schedule VI Head screen appears:
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· From the List of Heads, select the required Head
· Enter the name of the New Head to be created

· Press Enter or Y to Accept (save) the Creation

Note: Ctrl+I: Insert Head picks the Schedule VI Group based on the
position of the cursor in the Balance Sheet. Users may press Backspace
to change the Group.                                          
 
I: New Head automatically displays the List of Heads for the user to choose
from, irrespective of the position of the cursor in the Balance Sheet.

Deleting inserted Heads

To delete an inserted Head,
· Place the cursor on the (inserted) head
· Click on Ctrl+D: Delete Head or press Ctrl+D
· Press Enter or Y to delete the head

Note: Default Schedule VI Heads cannot be deleted. Also, Inserted
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Heads to which Tally Groups have been linked cannot be deleted.

3.6.1.3 Classification of Groups/Ledgers using Move & To-BS

Tally.ERP  9  provides  users  with  the  option  to  Move  Tally  Groups/Ledgers  from  one  Schedule  VI
Head To another Schedule VI Head.

Go to Gateway of Tally > Audit & Compliance > Financial Statements > Balance Sheet
· Place the cursor on a Schedule VI Head and press Enter

The Note Summary report for the Schedule VI Head appears.
· Click on F1: Detailed or press Alt+F1 for the detailed Note Summary
· Place the cursor on the Group/Ledger   that  has  to  be  Moved  to  a  different  Schedule  VI

Head
· Click on Ctrl+X: Move or press Ctrl+X

The Group/Ledger gets selected.
· Move the cursor over to the Schedule VI  Head  under  which  the  Group/Ledger  needs  to  be

placed
· Click on Ctrl+V: To  or press Ctrl+V to move the Group/Ledger under the selected Schedule

VI Head
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The selected Group/Ledger appears under the selected Schedule VI Head:

· Click on Ctrl+Z: Undo  or press Ctrl+Z to restore the Note Summary  from the last  change
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made

=

3.6.1.4 Current and Non Current Classification

The  Revised  Schedule  VI  requires  all  assets  and  liabilities  to  be  classified  into  current  and  non-
current.

Tally.ERP 9's  Classify  Helper  provides  users  with  the  option  to  make  this  classification  easier  and
speedy.

Go to Gateway of Tally > Audit & Compliance > Financial Statements > Balance Sheet
· Click on Ctrl+C: Classify Helper or press Ctrl+C

The Current and Non Current Classification report appears:
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· The report by default displays Ledgers classified under the Group - Sundry Creditors
· By default Tally.ERP 9 uses 12 Months as the operating cycle of the business, and classifies

the Ledgers into Current and Non Current Liabilities based on the Due Date  specified  in  the
Billwise Details provided for these Ledgers.

· To change the parameters used  for  Current  and  Non Current  Classification,  click  on  S:
Set Parameter or press Alt+S

The Change Parameter screen appears:

· Parameter Type:
· Choose Due Date, if the classification is to be done based on the Due Date in Billwise

Details and operating cycle. Specify the operating cycle of the business in the Period Field.
· Choose Percentage, if the Ledger Balances have to be classified on a percentage basis. That

is, a certain percentage of the Ledger balances are Current, and the rest are Non Current
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The Current and Non Current Classification report with Percentage  as the Parameter  Type
appears as shown:

· Place the cursor on a Ledger and click on Ctrl+Enter: Classify or press Ctrl+Enter, or,
· Select  multiple  Ledgers  using  Spacebar  and  click  on  C:  Multi  Classify  or  press  Alt+C,  to

perform Schedule VI Rule Configuration

3.6.1.5 Agewise Bifurcation of Sundry Debtors

The Revised Schedule VI requires the disclosure of Trade Receivables that have been  classified  as
Current Assets and are outstanding for more than 6 months.

Tally.ERP 9 provides the Agewise Bifurcation of Sundry Debtors to serve the purpose.
· Go  to  Gateway  of  Tally  >  Audit  &  Compliance  >  Financial  Statements  >  Balance

Sheet
· Drill down into the Note Summary for Trade Receivables
· Click on Ctrl+C: Classify Helper or press Ctrl+C

The Agewise Bifurcation of Sundry Debtors report is displayed:
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· Place the cursor on a Ledger and click on Ctrl+Enter: Classify or press Ctrl+Enter, or,
· Select  multiple  Ledgers  using  Spacebar  and  click  on  C:  Multi  Classify  or  press  Alt+C,  to

perform Schedule VI Rule Configuration

The Group/Ledger level Schedule VI Configuration screen available from this report shortlists the
Schedule VI Groups under which the chosen Ledger(s)/Group(s) can be classified. Click on Ctrl+L:
Show All or press Ctrl+L to view the entire List of Heads.

To view the entire List of Heads, click on Ctrl+L: Show All or press Ctrl+L

F12: Configure

Click on F12: Configure or press F12 to change the view of the report:

· Show  Ledgers  having:  The  user  can  choose  to  view  only  those  Ledgers  that  have  their
groups classified under Schedule VI Groups (Classified amount), or only those Ledgers that
have balances that have not been classified (Un-classified  amount)  balances.  To  view  all
Ledgers, select Both

· Show  Ledgers  of  Type:  To  view  only  those  Ledgers  that  have  been  categorised  under
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Schedule  VI  Groups,  select  Classified.  To  view  only  those  Ledgers  that  have  not  been
categorised under Schedule VI Groups, select Un-classified. To view all Ledgers, select Both

· Classify On Account to : On Account payments can be classified as Less Than Six Months
or More Than Six Months

3.6.1.6 Note Number Configuration

Note Numbers can be assigned to Schedule VI Groups in Tally.ERP 9.

To assign the Note Numbers,

Go to Gateway of Tally > Audit & Compliance > Financial Statements > Balance Sheet
· Click on F8: Note No. or press F8

· To configure the printing of Schedule VI Groups with Zero balance, set the option Print Even
Zero Balance to Yes against the appropriate Groups

· Enter  the  appropriate  Note  Numbers  for  the  Schedule  VI  Groups  having  balance  under
Balance column.
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· Press Enter or Y to Accept (save) the Note Numbers.

 

The Schedule-VI Balance Sheet updated with the Note Numbers appears as shown:

Notes to Note Summary  can  be  entered  in  the  Note  Number  Configuration  using  the  N: Notes
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button  available  in  the  Note  Number  Configuration  screen.  The  same will  be  displayed  in  the
Note Number Configuration report under Notes to Note Summary.

3.6.1.7 Note Summary

Detailed  break-up  of  each  of  the  Schedule-VI  Heads  in  the  Balance  Sheet  are  required  to  be
provided in the form of Notes.

The Note Summary report in Tally.ERP 9 has been provided to serve this purpose.

To view Note Summary,

Go to Gateway of Tally > Audit & Compliance > Financial Statements > Balance Sheet
· Select required Schedule VI Group and press Enter

Note: Note Summary report will also appear when Enter is pressed on
the Default Tally Group (when the Note Summary is in the expanded
mode).

Drilling down further into the Grouped as well as Ungrouped Heads, users  can perform Schedule VI
Rule Configuration from the Note Summary  report,  using the Ctrl+Enter: Classify or C: Multi
Classify options

Button options in the Note Summary report

F1: Detailed  

Click on F1: Detailed or press Alt+F1  to view the Note Summary  in detailed form. The detailed
view for Note Summary displays the default Tally Groups with balances which have been  classified
under various Schedule VI Groups.
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N: Notes

Place the cursor on a Schedule VI element  and press Enter. Click on N: Notes or press Alt+N  to
add the Notes to the Note Summary.

· Specify the required Notes in the Notes to note summary screen

· Press Enter twice to accept and save the Notes to Note Summary.

The Note Summary with the Notes appears as shown:
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F12: Configure

Click on F12: Configure or press F12 to change the default display for the above report.

· Show Items with Zero Balance:  Set this option to Yes to display the default Tally Groups
with Nil Balance in the detailed format for the Note Summary.

· Show Nett Balance: Set this option to Yes to display only Nett Balance instead of Debit and
Credit Balances.

· Show Notes: Set this option to Yes to display the Notes entered for the selected Schedule VI
element if any.

· Scale Factor for Values:  Select  the  required  Scale  Factor  from  Crores,  Hundreds,  Lakhs,
Millions,  Ten  Lakhs,  ten  Millions,  Ten  Thousands,  Thousands  or  Default  for  displaying  the
balances in the Schedule VI Balance Sheet.

· Show All Ungrouped Elements: Set this option  to  Yes  to  view  the  Schedule  VI  elements
that do not have Groups/Ledgers reclassified under them

Printing Notes

Go to Gateway of Tally > Audit & Compliance > Financial Statements > Balance Sheet
· Select required Schedule VI Group and press Enter
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· Press Alt+P to print the Note for the selected Schedule VI Head

· Press Enter to Print

Similarly, other Notes can be printed.

3.6.1.8 Printing Schedule VI Balance Sheet

Once the Balance Sheet is  configured and Note Numbers are assigned as required, the Schedule-VI
Balance Sheet can be printed.

To print the Schedule-VI Balance Sheet,

Go to Gateway of Tally > Audit & Compliance > Financial Statements > Balance Sheet
· Click on P: Print or press Alt+P
· Enable the options available as per requirement, and specify the details as shown:



185Statutory Audit

Email : ashwin@dedhia.com

Enter the other details as shown above.
· Press Enter to print the Schedule-VI Balance Sheet

The printed Schedule-VI Balance Sheet appears as shown:
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3.6.2 Schedule-VI Profit and Loss Account

The Statement of Profit and Loss as per the Revised Schedule VI is available in Tally.ERP 9.

Go to Gateway of Tally > Audit & Compliance > Financial Statements > Profit & Loss A/c
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· The  report  displays  the  Schedule  VI  Income  and  Expense  Heads  with  the  respective
balances.  Default  Tally  Accounting  Groups  are  automatically  linked  to  their  respective
Schedule VI Income/Expense Heads. The Ledgers that are classified under these Accounting
Groups, too,  get  linked to the  Schedule  VI  Heads.  This  is  a  broad  classification  provided  by
Tally.ERP  9.  Users  can  reclassify  the  Groups/Ledgers  under  other  Schedule  VI  Income/
Expense Heads as required.

· Schedule  VI  Income/Expense  Heads  consisting  of  Groups/Ledgers  that  have  not  been
categorised by the  user,  will  be  displayed  as  Ungrouped  and  in  red,  to  bring  the  same to
attention.

· Press  Enter  on  the  required  Schedule-VI  head/sub-head  to  view  the  respective  Note
Summary report.

· Total  value  of  Ledgers  grouped  under  Exceptional  Items  from  Schedule  VI  Configuration
screen will be captured for the same Head on the face of the Statement of Profit and Loss

· Total value of Ledgers grouped under Extraordinary Items from Schedule VI Configuration
screen will be captured for the same Head on the face of the Statement of Profit and Loss

· Where  F11:  Statutory  Features  are  enabled  and  used,  Tally.ERP  9  will  automatically
categorise VAT and CST  enabled  Sales  Ledgers  under  Sale  of  Products,  and  Service
Tax enabled Ledgers under Sale of Services

Exceptions in Schedule-VI Profit & Loss A/c

In the Schedule-VI Profit & Loss A/c all  the  possible  exceptions  will  be  displayed  in  red  for  users’
attention.

Previous  Year  Ungrouped   –  Any  Ledger/Group  present  only  in  Previous  Year  that  remain
unclassified under Schedule VI Groups, will be shown under this Exception.

Difference in Bifurcation  - This exception occurs where Ledgers have been mapped to Schedule
VI  Heads  using  the  Bifurcate  Balance  option.  If  their  opening  balances  have  been  modified,  or
transactions  have  been  passed  using  these  ledgers,  this  exception  occurs,  and  is  displayed  as
Difference in Bifurcated Balance

Negative Balance of Stock - This exception indicates that the inventory of a business has negative
balance
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Button options in the Schedule-VI Profit and Loss A/c

F1: Detailed

Click on F1: Detailed or press Alt+F1 to view the Profit & Loss A/c in detailed form.

F2: Period

Click on F2: Period  or F2 to change the selected period for the Audit  Year (Current  Year).  If  two
separate companies are loaded or if  the multiple years transactions are in the same data  then  the
Period for the Previous Year is also changed accordingly.

F3: Hide Prev. Year

Press  F3  or  click  on  F3:  Hide  Prev.  Year  to  display  the  Previous  Year  column  while  displaying
report. This will be highlighted only when the company has more than one year data.

Ctrl+O: Copy Classify

Click  on  Ctrl+O:  Copy  Classify  or  press  Ctrl+O  to  copy  the  configurations  of  the  Schedule-VI
Balance sheet from another Company on Tally.ERP 9.

Ctrl+F3: Compare Cmp

Click on Ctrl+F3: Compare Cmp or  press  Ctrl+F3  to  load  the  Company  having  previous  year's
data.

Note: If the data for both the years is there in the same Company, then it is
not required to load the other Company.
 
For the Company with two years data, system will check for the Vouchers
passed on any D a y in the month March to determine the Audit Year.
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The Schedule-VI Profit & Loss A/c with two years' data is as shown:

F8: Note. No.

Click on F8: Note No. or press F8 for Note Number Configuration

F12: Configure

Click on F12: Configure or press F12 to change the default display for the Schedule-VI Profit &
Loss A/c report.

· Scale Factor for Values: Select  the required Scale Factor from Crores, Hundreds, Lakhs,
Millions,  Ten  Lakhs,  ten  Millions,  Ten  Thousands,  Thousands  or  Default  for  displaying  the
balances in the Schedule-VI Profit and Loss A/c

Other functions as explained in Balance Sheet working would work for configuration and printing of
Profit & Loss Account.
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3.6.3 Additional Details

Additional  disclosures  that  are  required  to  be  made  on  the  items  constituting  the  Schedule-VI
Balance Sheet/Profit & Loss A/c can be filled in from the Additional Details report in Tally.ERP 9.

Go to Gateway of Tally > Audit & Compliance > Financial Statements > Additional Details

Required details for each of the Additional Details have to be filled in by the user.

Go to Gateway of Tally > Audit & Compliance > Financial Statements > Additional Details

To  illustrate,  Disclosure  of  Shareholder's  Funds  and  Fixed  Assets  Additional  Details  for
Schedule-VI Balance Sheet has been shown below:

Disclosure of Shareholder's Fund

 Drill down into Disclosure of Shareholder's Fund:
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In  the  Disclosure  of  Shareholder's  Fund  report,  user  is  required  to  provide  the  following
information:

· Authorised Share Capital, Issued Share  Capital,  amount  Subscribed  and  fully  paid,
and amount Subscribed but not fully paid

· Types of shares issued - Equity and Preference
· Percentage of dividend provided on Preference Shares
· Face Value of Shares
· Total Number of Shares
· Number of shares issued during the year
· Shares bought back during the year
· Paid up amount of the shares
· The total value of each type of capital
· The Grand Total amount should be equal to the amount  captured as  Share  Capital  in  the

Schedule-VI Balance Sheet

Fixed Assets Additional Details

Drill down into Fixed Assets Additional Details:
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For  instance,  if  Additions  to  an  Asset  has  to  be  specified  as  Acquired  through  Business
Combination,

· Place the cursor on the asset and press Enter

The Modify Gross Block Information screen appears:

· The Gross Block Information section appears with values captured from the Balance Sheet,
for the user's reference

· Fill in the required amount under Acquired through Business Combinations
· Press Enter to save the change.

The modified Fixed Assets  Additional  Details  screen  appears  with  the  amount  specified  under
Acquired through Business Combinations:
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Button options in Additional Details report

F2: Period

Click on F2: Period or press F2 key, to change the Audit Period selected

F9: Status

Click on F9: Status or press Alt+F9  to set the Status for each disclosure in the Additional  Details
report:

Ctrl+O : Copy Details

This button is available upon drilling down into the different reports under Additional Details.  Click on
 Ctrl+O : Copy Details or press Ctrl+O. In the Data Configuration screen that appears,

o Select the Company, and
o the Financial Year of the Company from which the details have to copied
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