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1 Vouchers 

1.1 Application Fee Receipt (F1) 
 

This option is never used here. 

 

1.2 Demand Fee Receipt (F3) 
 

To enter Tuition Fee received 

 

 

After saving the receipt 

 



 

Payment Mode column 

V – Voucher Entry 

B – Bank Entry 

C – Cash Entry 

 

1.2.1 Demand Receipt - when the received amount is more than the Demand 

In some cases, student would have paid more than his Demand, in that case we need to keep the difference amount in Advance. Below student was 

supposed to pay 76160, but he has paid 76460, 300 extra. 

Click on Deposits / Advances option on the right 

New row Advance/Deposits gets added. 

Enter Receipt Amount as per Demand, the additional amount enter against Advances, so that the received amount matches. 

 

 

WHEN YOU OPEN STUDENT LEDGER, AMOUNT 300 IS SHOWN UNDER ADVANCE 

 



 

 

1.2.2 Demand Receipt - when student has paid some paise 
 

Some student has paid fees 76000.10 instead of 76000 

In these cases, enter fee received 76000 has usual using Demand Receipt option 

For the .10 paise, enter it as miscellaneous income using general receipt option 

1.3 Non-Demand Fee Receipt (F4) 
Use this option to enter fees other than tuition fee like exam fee, attendance shortage fees [Use pink challan] 

 



 

1.3.1 Enter Scholarship Amount received against the student 
 

When we receive Scholarship, we need to enter against that particular student as Non Academic Receipt (F4). This entry will be shown under Deposits in 

Student Ledger. 

 

 

 

1.3.2 Adjust Scholarship Amount received against the student 
 

Now we need to adjust the scholarship amount to student fees. 

Goto Vouchers -> Adjust Advance/Deposits to Fee Receipts (Journal Entry) option. Pass an entry for the amount reflected as deposit, if any excess amount 

present has to be refunded to the student. 



 

 

1.5 Cash Deposit to Bank (F5) 
To enter all deposits made to bank thru cash 

 

1.6 Cash Withdrawals (F6) 
To enter the details of cash withdrawn from bank. 

 

1.7 General Receipts 
To enter vouchers other than student fees, example fine, Internship Fee, amount received from rent, temple donations etc 

 

 



 

1.7 Payment Voucher 

 

1.7.1 Reversal entry of cheque returned 
 

To enter Received entry as appeared in Bank Pass sheet 

 

 

To enter Return entry as appeared in Bank Pass sheet 



 

 

 

1.10 Journal Entries 
 

1.10.1 Journal Entries for Expenses 
To enter payments other than student related, like telephone charges, purchased stationary etc. Normally Journal entries will not include Cash / Bank ledger. 

Any annual maintenance, car maintenance, library books, salary advance, rent received, expenditures, any credit purchase is entered in Journals 

Credit Purchases – Debit Expenses  

 



 

 

 

 

 

Ledger entry for payment to BOOK PARADISE 



 

 

 

  



 

1.10.1 Journal Entries for Expenses 
 

Journal reversal entry for CH ISSUED PENDING CLARIFICATION  

 

WHEN CHQ WAS ISSUED, ENTER AS BELOW 

  Dr Cr 

By CH ISSUED PENDING CLARIFICATION 646  

To Canara Bank  646 

 

WHEN CHQ GOT CLEARED, ENTER AS BELOW  

  Dr Cr 

By Exam Remuneration 646  

To CH ISSUED PENDING CLARIFICATION - 646 

 

 

1.13 Fee Concession / Wave off 

 

Management gives concession to students in paying fees, so we need to add concession amount in 

the demand. 

 

 

 

 



 

 

Enter the Concession fee against Development and Other fee. Enter the details of who recommended for Concession in Remarks. 

 

 

 

 

Check the student ledger to ensure the concession has been affected. 

 



 

 

1.14.1 Delete Fee Concession 
 

 

 

Select the student to delete 

 



 

And then click on Delete 

 

 

 

1.15 Adjust Advance/Deposits to Fee Receipts (Journal Entry) 

 

When the student joins, demand was not created, hence the fees paid will be entered as Advance 

 

 



Once the demand is created, we need to adjust to the fee receipt 

 

 

Keep pressing enter and Save the entries. Date can be today’s date, as the receipt entry won’t 

change. 

Advance amount will be moved to Adjusted under Fee Advances / Deposits section  

Advance amount will be reflected under Demand Fee in Receipt section 

Balance amount will be shown under Demand section 

 



 

The list of students for whom the advance amount needs to be adjusted can be generated using 

Advance/Deposit Details option under Demand menu 

 

 

 

1.15.1 Adjust fee paid in last year for current year fees 
 

Use this option to adjust last year fees paid for current year fees. Normally this situation comes 

when student have year back. Say a student has paid fees in 2017-18, but he didn’t get eligibility for 

2017-18. Later he gets eligibility for 2018-19, so the fees paid in 2017-18, should get adjusted for 

2018-19. 

Make the amount paid as Advance 



 

 

Enter the amount as advance 

 

 

The amount will be shown as Advance in current year 



 

 

Now pass a Journal entry to adjust the fees 

 

 

1.15.2 Adjust the scholarship amount received to fee 
 

Getting below error while adjusting the scholarship fee 

 



 

 

 

TO overcome this error, first enter a receipt againt UNKNOWN for 1 rupee, while saving 

ensure the receipt no. is entered differently, which doesn’t exist in the system and save it. 

Then make the adjustment entry from advance. 

Later ensure this receipt entry for 1 rupee is removed. 

 

1.17 Refund Advances / Deposits (Scholarship or Excess fee paid) 

 

To refund the student scholarship amount received after adjusting the fee balance. 

 

 



 

 

The refund amount should reflect under Refunds section 

 

Once the refund is done, ensure that the Closing Balance under Fee Advances/Deposits 

section shows is zero 



 

1.18 Permission Letter 
To enter details of permission letter taken for paying fees at later time 

 

 

To enter details of permission letter taken for paying fees at later time 

This will be highlighted in the Student Ledger Screen 









Working Tally.Server 9 in Educational Mode
Tally.Server 9  can be tried and tested using it in the Educational mode, before purchasing Tally.Server 9 license.

To use Tally.Server 9 in Educational version, install Tally.Server in the Server machine and configure it  to the
existing license as a part of the Installation process.

For the Installation procedure, click here .

To work in Educational Mode

1. Click W : Work in Educational Mode or press Alt + W in the Startup screen.

2. When Tally.Server 9 Monitor is opened in Educational mode ,

● No Login is required.

● The Company View/User View reports will show data for only the current day. Period cannot be changed
in Educational mode.

● The existing Security Configurations will be applicable.

● When a user tries to set Security Configuration, using F4: Security option in Tally.Server Information
screen, the Login screen will appear. Only authorised users can change these settings.

Using Tally.Server 9, data can be accessed by Tally.ERP 9 Gold Client machines.

When the shared data is accessed from Tally.ERP 9 on the Client Machine, Tally.ERP 9 will also work in
Educational Mode. In other words, user can record transactions only on 1st, 2nd, or 31st of a month.

https://help.tallysolutions.com/tallyweb/modules/pss/crm/kb/search/CKBTallyHelpSearchWIC.php
https://help.tallysolutions.com/article/ts9rel54/ts9/installing_tallyserver_9.htm


Updating Tally.Server 9 License
You can update your license to avail enhancements and latest releases.

To update your Tally.Server 9 license

1. Click S : Manage Server in the Tally.Server 9 monitor screen.

2. Click F3 : Licensing in the Tally.Server Information screen.

3. Click U : Update License in the Startup screen, as shown below:

4. Press Enter to update the license.

https://help.tallysolutions.com/tallyweb/modules/pss/crm/kb/search/CKBTallyHelpSearchWIC.php


Installing Tally.Server 9
You can install Tally.Server 9 from the downloads page on the Tally website. Alternatively, you can install the
application using the CD installer.

Tally.Server 9 is compatible with Windows XP SP2 64-bit, XP SP3 32-bit, or higher versions of the Windows
operating system.

Recommended system requirements:

Particulars Recommended Configuration

Processor Intel Core2Duo and above or equivalent

RAM

For a 32-bit operating system: 2 GB or
more

For a 64-bit operating system: 4 GB or
more

Hard disk
30 MB free space to install the
application

Monitor
resolution

1024 x 768 or higher

Operating
system

Microsoft Windows XP SP2 (64-bit), MS
Windows XP SP3 (32-bit), or later

Connectivity Continuous connection to the internet

A new customer of Tally.ERP 9 with Tally.Server 9 will need two installers - Tally.ERP 9 Series A Release 5.X
installer and Tally.Server 9 Release 5.X installer.

To install Tally.Server 9

1. Double-click the installer icon to open the Tally.Server 9 Installer.

2. Select the required installation folder path if you do not want to install Tally.Server 9 at the default location.

3. Click Advanced to alter the default settings.

4. Click Check Latest to check the latest version of Tally.Server 9 that is available. The Install Now option in
the Tally website, by default, installs the latest version of the application.

5. Click Install Latest to install the latest version. Alternatively, click Install to install the version that you have
downloaded.

Note : Tally.Server 9 Series A Release 5.0 is compatible with Tally.ERP 9 Series A Release 5.0. You can
install Tally.Server 9 in a different machine, if required. However, it is recommended that you install it
in the machine where Tally.ERP 9 Gold License is installed.

To alter the default settings

https://help.tallysolutions.com/tallyweb/modules/pss/crm/kb/search/CKBTallyHelpSearchWIC.php
http://www.tallysolutions.com/website/html/downloads/tallyerp9-download.php


1. Click Advanced in the installation wizard, to view the Advanced Settings screen.

The Advanced Settings screen appears as shown below:

2. Select Server(s)(with Monitor) to install Tally.Server 9 Service and Tally.Server 9 Monitor .

Note : By default, in the Name of the Server , for clients to access field, the system name is the Tally.Server
name (data server). Any name can be given to identify Tally.Server (data server).

3. Enter the Data Name .

4. Select the Data Location from the system.

o Existing Tally.ERP 9 Gold license users can enter the gateway server name/IP, and port number of
Tally.ERP 9 Series A Release 5.0 Gold edition. Using this, Tally.Server (data server) will connect to
Tally.ERP 9 Gold license. Hence, Tally.ERP 9 clients can find and use the data server service
automatically.

o Users who are using 4.91 or older releases, and want to experience Tally.Server 9 Series A Release
5.0, enter the existing license file path in the Existing Pre 5.0  License Local Directory field.

5. Select Tally.Server Monitor only to install only the Tally.Server Monitor.

6. Enter the Server Name/IP and Port .

7. Click Accept .

The Tally.Server Monitor can be installed in a different machine separately.

Users who are using Tally.ERP 9 Series A Release 4.91 or lower have to upgrade to Tally.ERP 9 Series A
Release 5.0 before installing Tally.Server 9 Series A Release 5.0.

Components of Tally.Server 9
When Tally.Server 9 is installed, the following components/files will be installed:

● tssvc.exe : This is Tally.Server 9 service that provides the Data Server Service.

● tssvc.ini : This is the configuration file for Tally.Server 9 server.

● tallyserver.exe : This is the Tally.Server Monitor application.



● tallyserver.ini : This is the configuration file for Tally.Server Monitor application.

● tallygatewayserver.exe : This is the Tally Gateway Server application.

● tallygateway.ini : This is the configuration file for Tally Gateway Server application.

● Setup.exe : This is the Uninstall/Upgrade application. It will uninstall Tally.Server 9, Tally Gateway
Server, and Tally.Server 9 Monitor.



Activating Multi-Site Tally.Server 9 License
A Multi-site account is a type of account under which multiple Tally.ERP 9, Tally.Developer 9, or Tally.Server 9
licenses activated on different locations, can be added. Each site is given a unique identification by the user,
termed as Site ID. The multi-site account is identified using a unique Account ID.

For example , a company with branch offices in multiple locations, where single and multi-user licenses are
activated, can create a multi-site account and the administrator can centrally manage all the branch office
licenses.

To activate a multi-site account

1. Start Tally.Server 9.

2. Click A : Activate Your License in the Startup screen as shown below:

o If you are a Microsoft Windows standard user, and do not have the required rights, a message
appears as shown below:

Click Yes , and enter your computer administrator username and password to restart Tally.Server 9
with administrator rights.

o If you have Microsoft Windows administrator rights, a message appears as shown below:

Click Yes , for Tally.Server 9 to restart with administrator rights.

3. Click F2: Multi-Site to view the Site License Activation screen.

4. Enter the Serial Number and Activation Key .

5. Enter the Account ID to which you want to add this license. Contact your administrator for this information.

6. Enter the Site ID . The Site ID should be a unique name to help you to identify this license.

7. Enter the Site administrator e-mail ID . The site administrator is authorised to perform all licensing

https://help.tallysolutions.com/tallyweb/modules/pss/crm/kb/search/CKBTallyHelpSearchWIC.php


operations for this site. The Site License Activation screen appears as shown below:

8. Press Enter to save. The Manage Account screen appears as shown below:

9. Click Create a new Site to activate this site license. A confirmation message appears on successful
activation.

Note: Click Reactivate an existing Site to reactivate an existing site license.

10. Press Enter to view the Unlock License screen.

11. Enter the Unlock Key sent to your e-mail ID in the Unlock License screen as shown below:

12. Press Enter to unlock your license.

A confirmation message appears after you unlock your license.

Note : On activation, the license details are displayed in the Information Panel .



Accessing Tally Data from Tally.Server 9
To access the data from Tally.Server 9 (data server), the administrator has to give only the Data Name to the
users. Using this Data Name, all the data in the corresponding location can be accessed through the client
machine.

Since the users just know the data name and not the actual path it is present in, Data Security in ensured.

To access the Shared data

● Launch Tally.ERP 9

To Select Company

● From Company Info . screen, click Select Company and press Enter .

● Enter the Data Name in the Path field. If you are not aware of the Data Name click on S : Server Data Loc.
or press Alt + S to get the List of Tally.Server Data Locations (Data Names).

● Select the required name and press Enter .

● Select the required Company Name from the List of Companies to start working on it.

https://help.tallysolutions.com/tallyweb/modules/pss/crm/kb/search/CKBTallyHelpSearchWIC.php


To Create Company

● From Company Info. screen, click Create Company and press Enter .

● Enter the Data Name in the Directory field. If you are not aware of the Data Name click on S : Server
Data Loc . or press Alt + S to get the List of Tally.Server Data Locations (Data Names).

● Select the required name and press Enter .

● Now, you can create a new company in the selected Data location.



Backup/Restore
It is a good practice to take back up of your data at regular intervals to avoid any loss to data. Tally.ERP 9
provides you a facility to take back up of your data and restore as and when required.

On this page

● Backup data

● Restore backup

● Auto backup status

● Backup/Restore through Windows folders

  Backup Data
Taking a backup of your data at regular intervals helps retrieve your backed up data when your existing data is
lost. Using Tally.ERP 9, you can easily take a backup of your company data any time and restore it when you
need.

1. Go to Gateway of Tally > F3 : Cmp Info > Backup to view the Backup Companies on Disk screen.

2. Source - The folder path where your company data is stored. By default, the folder path of your existing
company data is displayed here.

Note:

� If your company uses Tally.Server 9 to maintain data, backup has to be taken from the server data
location. Click S : Server Data Loc in the Backup Companies on Disk screen, and select the
server location as Source .

� If the administrator has enabled Security Control , provide authorised Tally.NET credentials to
access the List of Tally.Server Data Locations .

3. Destination - The folder path where the data backup has to be stored. You can store the backup locally on
your computer, on any external storage device, or on a storage space on the network.

4. Select the required company from the List of Companies . Select All items to back up data of all the
companies.

5. Press Ctrl+A to initiate the backup process.

The backup file is stored in the destination folder as TBK900_10000.001 . Data backup taken using versions prior
to Release 6.0 used to store the data in TBK900.001 format.

Note: If you are using Tally.ERP 9 Release 5.x or earlier to restore the backup file (for example,
TBK900_10000.001 ), first rename this file to TBK900.001 and then restore.

https://help.tallysolutions.com/tallyweb/modules/pss/crm/kb/search/CKBTallyHelpSearchWIC.php


  Restore Backup
You can restore the data of companies for which you haven taken a backup. When your current company data is
lost or corrupted, you can restore your last backed up data using the Restore option in Tally.ERP 9.

1. Go to Gateway of Tally > F3 : Cmp Info > Restore to view the Restore Companies screen.

2. Destination - The folder path where your company data is to be restored. Do not restore backup data in the
folder where your company data exists, since it may overwrite the existing data.

3. Source - The folder path where the backup file is stored. You can restore data stored locally on your
computer, on any external storage device, or on a storage space on the network.

4. Select the required companies from the List of Companies . Select All items to restore data of all companies.

Note: Data backup taken using versions prior to Release 6.0 used to store the data in TBK900.001 format.
Therefore, if you are using Tally.ERP 9 Release 5.x or earlier to restore the backup file (for example,
TBK900_04557.001 ), first rename the backup file in the destination folder to TBK900.001 and then
restore.

5. Press Ctrl+A to restore the data backup.

  Auto Backup Status
Auto Backup Status displays the list of companies whose data is backed up at a common location and the number
of entries pending for backup from each company. This report also displays the path of backup and the number of
companies off-line. On completing the auto backup the status is set to complete.

● From Gateway of Tally > F3: Company Info > U : Auto Backup Status

The Auto Backup Status screen appears as shown below:

  Backup/Restore through Windows Folder
You can backup your data in the folder format and restore the same in Tally.ERP 9.

Backup your data

1. On your computer, go to the location where company data is stored.



2. Copy the Data folder and paste it in a different local disk or an external drive.

You can also copy the folder of a particular company, as shown below:

Restore the backup

1. Go to the location where the data was backed up.

2. Press Alt+D or click the address bar. The location will be highlighted in blue.

3. Press Ctrl+C to copy the path.

4. Open Tally.ERP 9 and select the company.



5. Press Ctrl+Alt+V to paste the location. The companies will be listed as shown below:

Set the backup location

1. Go to Gateway of Tally > F12 > Data Configuration .

2. Enter the data path in Location of data files .

3. Press Ctrl+A to accept.

Similarly, you can also restore the data of a particular company in the folder format.

Errors and Resolutions

1. Unable to backup

This message is displayed if the data that you are backing up is damaged.

Solution

1. Open the Tally.ERP 9 data folder, and copy the company folder to a different location. For example, if your
data folder is D:\Tally.ERP 9\data\10001, copy 10001 to a different location.

2. In the Tally.ERP 9 data folder, open the company folder, and compare the size of the files Company.900 and
CmpSave.900 .

3. If there is a difference in the size, delete Company.900 then take a copy of CmpSave.900 in the same folder
and rename CmpSave - Copy.900 as Company.900 as below:



4. Rewrite the data. If the error Unable to backup is displayed when,

● You are trying to upgrade to Release 6.0.2 from a release prior to Release 6.0, then rewrite the data in the
previous release of Tally.ERP 9. For example, if you are trying to upgrade from Release 4.93, then
rewrite the data in Release 4.93 and continue to upgrade. To rewrite the data in the older release, check
if you have the older release in the installation folder or download it from the Tally Solutions Website .

● Taking a regular backup when working with Release 6.0.2, then rewrite the data in the same release.

Rewrite Data

1. In Tally.ERP  9, in the Company Info screen press Ctrl + Alt + R and select the company for which the
backup failed. Select Yes as shown below:

2. You will be prompted to back up your data before rewriting. Select No as shown below:

Now, you can back up your company data.

https://tallysolutions.com/download/
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