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COURSE OBJECTIVE: 

1. To acquire knowledge on editor, spread sheet and slide preparation. 

 

2. To improve creative thinking in presentation software. 

 

LIST OF PROGRAMS: 

I. MS-WORD 

1. Text Manipulation: Write a paragraph about your institution and Change the font size 

and type, Spell check, Aligning and justification of Text. 

2. Bio data: Prepare a Bio-data. 

 

3. Find and Replace: Write a paragraph about yourself and do the following. Find and 

Replace - Use Numbering Bullets, Footer and Headers. 

4. Tables and manipulation: Creation, Insertion, Deletion (Columns and Rows). Create 

a mark sheet. 

 

5. Mail Merge: Prepare an invitation to invite your friends to your birthday party. Prepare 

at least five letters. 

 

II. MS-EXCEL 

1. Data sorting-Ascending and Descending (both numbers and alphabets). 

 

2. Mark list preparation for a student. 

 

3. Individual Pay Bill preparation. 

 

4. Invoice Report preparation. 

 

5. Drawing Graphs. Take your own table. 

 

 

 

 

 



 

 

III. MS-POWERPOINT 

1. Create a slide show presentation for a seminar. 

 

2. Preparation of Organization Charts. 

 

3. Create a slide show presentation to display percentage of marks in each semester for 

all students 

 

(1) Use bar chart (X-axis: Semester, Y-axis: % marks). 

 

(2) Use different presentation template different transition effect for each slide. 

 

 

 

IV. Tally Software Essential  

 

 

V. Google Forms and how to create questions and Sharing to Others.



MS-WORD 

EX.NO 1. Text Manipulation: Write a paragraph about your institution and 

Change the font size and type, Spell check, Aligning and justification of Text. 

AIM : 

To write a paragraph about your institution and Change the font size and type, Spell 

check, Aligning and justification of Text. 

PROCEDURE: 

Step1: Start the process 

Step2: Open MS-Word by using the command start -->All programs -->Microsoft 

Office--> MS-Word 2007. 

Step3: Type the paragraph about your institution and change the following 

i). Font size: Select the text in paragraph and goto font size option or Ctrl + }, Ctrl + { 

ii). Font style: Select the text in paragraph and goto font style option or Ctrl+shift+f 

iii). Spell Check: Select the text in paragraph and Tools menu-->Spelling and 

Grammar (F7) 

iv). Text Alignment : Select the text in paragraph goto the alignment option or use 

Ctrl+l, Ctrl+r, Ctrl+j for Left, Right, Justify 

Step4: Save the document . 

Step5: Close the MS office application. 



 

SCREEN SHOTS 

NEW DOCUMENTATION: 

FONT SIZE 

 



FONT STYLE 

 

ALIGNMENT: JUSTIFY 

 



SPELLCHECKING 

 

Result: 

Thus the above text manipulation to create about your institution and Change the font 

size and type, Spell check, Aligning and justification of Text has been successfully 

verified 



EX.NO 2: BIO DATA: PREPARE A BIO-DATA. 

AIM: 

To prepare the bio data using by MS Word. 

PROCEDURE: 

Step 1: Start the process 

Step 2: Open MS-Word by using the command start -->All programs -->Microsoft 

Office--> MS- Word 2007. 

Step 3: Give the title with center alignment. 

Step 4: Create Objective using bullets and bold the word. 

Step 5: bio data document will include basic details such as your name, gender, date 

of birth, address, the names of your parents and your email address. You'll also want 

to include information about your hobbies, passions, what you're good at and 

anything else you think the employer might need to understand you as a person. 

Step 6: Enter the information to bio data with  alignment.  

Step 7: Save the document. 

Step 8: Stop the process. 



SCREEN SHOT ENTERING BIO DATA 

 

 

 

 

 

 

 

 

 

 

 

RESULT: 

Thus the above bio data has been has been successfully created using MS.  



 

EX.NO : 3. Find and Replace: Write a paragraph about yourself and do the 

following. Find and Replace - Use Numbering Bullets, Footer and Headers. 

AIM : 

To create a paragraph about yourself and do the following. Find and Replace - Use 

Numbering Bullets, Footer and Headers . 

PROCEDURE: 

Step 1: Start the process 

Step 2 : Open MS-Word by using the command start All programs Microsoft 

Office MSWord 2007. 

 Step 3 : Create the header and footer, Goto Insert menu- header Select the 

header type or footer type  

Step 4 : Prepare the document and give numbering use by bullets option 

Step 5 : Find the word in document Goto edit menu Find Enter the word (Ctrl+F) 

Step 6 : Replace the a word from document, Goto edit menu Replace Enter the 

word (Ctrl+H)  

Step 7 : Save the Document 

Step 8 : Stop the process. 

 

 

 

 

 

 

 

 

 



 

DEMONSTRATION:- 

NUMBERING AND BULLETS 

 

HEADER AND FOOTER 

 

 



 

FIND AND REPLACE: 

FIND  Replace 

 

Result: 

Thus the above word document has been created a paragraph about yourself and do 

the following. Find and Replace - Use Numbering Bullets, Footer and Headers. 



 

EX.NO : 4. Tables and manipulation: Creation, Insertion, Deletion (Columns and 

Rows). Create a mark sheet. 

AIM: 

To create mark sheet using table and manipulate the following Creation, Insertion, 

Deletion (Columns and Rows) on that mark statements. 

PROCEDURE: 

Step 1 : Start the process 

Step 2 : Open MS-Word by using the command start All programs Microsoft 

Office MS-Word 2007.  

Step 3 :  Create the table, Goto Table menu table enter the no. of Column and 

Row 

Step 4 : Enter the data to table 

Step 5 : Insert the row or column , select the row or column  Right click mouse 

Insert the column or Row  

Step 6 : Select the Row or Column  Right click mouse Delete option for delete 

the Row or Column. 

Step 7 : Prepare the mark sheet using merging split option.  

Step 8 : Save the Document 

Step 9 : Stop the process. 



 

DEMONSTRATION 

 

 



 

 

 

 

Result: 

Thus the above mark sheet has been created using tables and manipulated 

successfully 



 

EX.NO 5. Mail Merge: Prepare an invitation to invite your friends to your 

birthday party. Prepare at least five letters. 

AIM 

To create mail merges as prepare an invitation to invite your friends to birthday party. 

PROCEDURE 

Step 1: Click on start  All programs MS Office 2007 Microsoft Word 2007 MS 

Word window will be displayed. Now the new document will be displayed. 

Step 2: Click on mailings tab then go to start mail merge group and click start mail 

merge button then click step by step mail merge wizard and showing the mail merge 

task pane on the right side window. 

Step 3: Go to select letters click next: starting document. 

Step 4: Select “Use the current document” option and click next: select recipients. 

Step 5: Select Type a new list and then click Create. 

Step 6: Create a list by adding five friends‟ data in the New Address List dialog box 

Step 7: Click Close, the Save Address List dialog box appears. A Call the file my 

customer. The data source will be saved as a Microsoft Office Address Lists file type, 

in the My Data Sources folder. 

Step 8: Now that a list has been created, the Mail Merge Wizard reverts to Use an 

existing list and you have the option to edit the recipient list. 

Step 9: Selecting Edit recipient list opens up the Mail Merge Recipients dialog box, 

where you can edit the list and select or unselect records. Click OK to accept the list 

as is. 

Step 10: Type the invitation letter to the birthday party. 

Step 11: Click Next: Write your letter. 

Step 12: Click Address block to add the recipient‟s addresses at the top of the letter. 

Step 13: Then insert Address Block dialog box will be open choose any one 

of the address recipients style and click ok button. Address block will be show in the 

letter. 

 

 

 

 



 

 

Step 14: Click Preview your letters. 

Step 15: Go to preview your letter and click Click the arrow buttons in the Task 

Pane to preview the letters. 

Step 16: The final step, click Next: Complete the merge. 

Step 17: You are now ready to print the letters and there are two options: 

(a) Click print option to print the letters. The Merge to Printer box lets you 

choose which records to send to the printer. 

(b) Click Edit individual letters, this will open a new document with your merged 

letter. 

 

DEMONSTRATION 

 

 



 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

RESULT 

Thus the above program has been executed successfully and output is verified. 



MS-EXCEL 

EX. NO: 1 DATA SORTING ASCENDING AND DESCENDING 

AIM: 

To prepare the data sorting in the numbers and alphabets. 

PROCEDURE: 

Step 1: Go to click on Start  All Programs  MS-Office 2007  MS-Excel 2007 then 

MS- Excel windows will appear. 

Step 2: Type the employee name and salary details in the relevant cell for example 

in the range of cell as A1 to B10. 

Step 3: Then go to select the employee name column (A) and go to click data tab 

then go to sort &filter group and click sort button then sort wizard will be open. 

Step 4: We can go to the sort by category then choose column name for example 

employee name then go to order category then choose any one A to Z (ascending 

order) or Z to A (descending order) and click ok button. 

Step 5: The column A has been sorted in the work sheet. 

 

Step 6: Then go to select the salary column (B) and go to click data tab then go to 

sort &filter group and click sort button then sort wizard will be open. 

Step 7: We can go to the sort by category then choose column name for example 

salary then go to order category then choose any one smallest to largest (ascending 

order) or largest to smallest (descending order) and click ok button. 

Step 8: The column B has been sorted in the work sheet. 



 

SAMPLE OUTPUT: 

 

 

RESULT 

Thus the above program has been executed successfully and output is verified. 



 

EX. NO: 2 MARK LIST PREPARATIONS FOR A STUDENT 

AIM: 

To preparation for a student‟s mark list using Ms-Excel. 

PROCEDURE: 

Step 1: Go to click on Start  All programs  MS-Office  MS-Excel 2007 then 

MS-Excel windows will appear. 

Step 2: Type the students mark list as a range of area A1to L12. 

Step 3: In the cell H2 in the total column then go to cell H3 to calculate the student 

total to type the formula as =sum (D3:H3) then enter the total will appear in H3 cell. 

Step 4: In the cell J2 in the average column then go to cell J3 to calculate the 

average to type the formula as =Average (D3:H3) then enter the average will appear 

in J3 cell. 

Step 5: In the cell K2 in the result column then go to cell K3 to display the grtade 

to type the formula as =IF(J3>90,"A",IF(J3>75,"B",IF(J3>60,"C",IF(J3>50,"D")))) 

then enter the 

grade show in the K3 cell. 

Step 6: In the cell L2 in the result column then go to cell L3 to display the pass or 

fail to type the formula as 

=IF(AND(D3>30,E3>30,F3>30,G3>30,H3>30),"PASS","FAIL")then enter the 

result show in the L3 cell. 

Step 7: Then finally to save the students mark list. 



 

DEMONSTRATION: 

 

RESULT 

Thus the above program has been executed successfully and output is verified. 



 

EX.NO:3 INDIVIDUAL PAY BILL PREPARATIONS  

AIM: 

To prepare an individual pay bill preparation using MS-Excel. 

PROCEDURE: 

Step 1: Go to Start and Click All programsMicrosoft office Microsoft Office Excel 

or double click on shortcut icon excel to open a new blank excel spreadsheet. 

Step 2: Select a row from A to F cell from first row and click merge and center icon 

and type the company name “MALLAR PVT LTD” and type the company name 

address in second row. 

Step3: Type payroll for the month of January 2021 in the fourth row. 

Step 4: Create column names in the following hierarchy: Sno, Empid, Empname, 

DOJ, Basic, DA, HRA, CCA, PF, Tax And Net Salary in sixth row. 

Step 5: Add the necessary details in column-wise for each column name. 

Step 6: Calculate: 

DA= 10% of Basic HRA=20% of Basic CCA=7% of Basic PF=13% of Basic Tax=12% 

of Basic 

Net Salary= Basic+DA+HRA+CCA-PF-Tax 

Step 7: Provide font style, font size, color, bold, italic, underline and border for 

formatting our Excel sheet. 

Step 8: Save the file in the appropriate location. 

Step 9: stop the process. 



DEMONSTRATION 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

RESULT: 

Thus individual pay bill preparation program has been executed successfully. 



 

EX.NO: 4 INVOICE REPORT PREPARATIONS  

AIM: 

To create invoice report using excel. 

PROCEDURE: 

Step 1: Start the process. 

Step 2: Go to start and Click All programs Microsoft office Microsoft Office Excel 

or double click on shortcut icon excel to open a new blank excel spreadsheet. 

Step 3: Choose Insert tab and Click picture option and select the company logo in 

left corner. 

Step 4: Type Invoice in right corner and click merge center option in alignment tab. 

Step 5: Type company name, address, phone number and fax no after the company 

logo in sixth row. 

Step 6: Type customer id, invoice date, invoice id, payment due date in right side 

corner after the Invoice word. 

Step 7: Type bill address which contains name of the owner, company name, 

address, phone number and email id in fourteenth row. 

Step 8: Create column names in the following hierarchy: Sno, product description, 

quantity, unit price and total in twenty three row. 

Step 9: Add the necessary details in column-wise for each column name. 

Step 10: Calculate: 

 Total = quantity * unit price 

 Click auto sum option in editing tab for sub total 

 Vat=5% of sub total 

 Disc=10% of sub total 

 Grand total=sub total + VAT - Disc 

Step 11: Type terms and conditions in thirty six row 

Step 12: Type prepared by, Checked by, Received by in forty one row 

 

 

 



 

 

Step 13: Type date and time at the end of invoice report 

Step 14: Save the file in the appropriate location. 

Step 15: Stop the process. 



DEMONSTRATION 



 

 

 

RESULT: 

Thus creation of invoice report program has been executed successfully. 



 

EX.NO: 5 DRAWING GRAPHS AIM: 

To draw a graph for student marks using excel. 

PROCEDURE: 

Step 1: Start the process. 

Step 2: Go to start and Click All programsMicrosoft office Microsoft Office Excel 

or double click on shortcut icon excel to open a new blank excel spreadsheet. 

Step 3: Select a row from A to F cell from first row and click merge and center icon 

and type “Students Mark Sheet”. 

Step 4: Create column names in the following hierarchy: Sno, Rollno, Student Name, 

Subject , Total And Average in third row. 

Step 5: Add the necessary details in column-wise for each column name. 

Step 6: Calculate: 

 TOTAL= TAMIL+ENGLISH+RDBMS+STAT+NMEC 

 AVERAAGE= TOTAL/5 

Step 7: Provide font style, font size, color, bold, italic, underline and border for 

formatting our Excel sheet. 

Step 8: Select insert tab and choose appropriate chart in chart wizard and select All 

chart type . 

Step 9: We will get the chart type dialogue box and user can select appropriate chart 

from chart dialogue box. 

Step 10: The range of cells which have high lights earlier would be converted to 

chart. 

Step 11: selected Chart will be displayed with value in the excel sheet. 

Step 12: Type the chart title as student mark sheet after choosing title folio from chart 

layout. 

Step 13: Change the color of chart using chart styles. Step 14: Save the file in the 

appropriate location. 

Step 15: stop the process. 

 

 

 

 



 

DEMONSTRATION: 

 

 

 

 

 

 

 

 

 

 

 

 

RESULT: 

Thus the draw a graph for student marks program has been executed successfully. 



 

MS-POWERPOINT 

EX.NO: 1 CREATE A SLIDE SHOW PRESENTATION FOR A SEMINAR 

AIM 

To create a Slide Show Presentation for a seminar in Power Point Presentation. 

PROCEDURE 

Step 1: Start  All Programs  Microsoft Office  MS-PowerPoint 2003. 

PowerPoint Window will be display. 

Step 2: Click to enter the Title Layout and type the any presentation name for our 

presentation. 

Step 3: Go the Insert Menu click New Slide option otherwise Ctrl + M and open 

New Slide. 

Step 4: If you want Animation Effects in the text select the text then right click in the 

mouse button the pop menu will be show click Custom Animation Option. 

Step 5: Custom animation task pane will be show right side window and go to click 

Add Effect button choose any one animation effects then click the animation and 

then selected animation effect will appear in the text. 

Step 6: We can insert any Picture (Object) in the slide then go to Insert Menu then 

click Picture 

From File and then insert picture window will be open after that we select any one 

picture and click insert button. 

Step 7: If you want to crop the image then select the image and right click in the 

mouse button the pop menu will be show then click Show Picture Toolbar Option. 

Step 8: The picture toolbar display in the window then click Crop Icon, and then 

select the picture which part we want to crop and we can drag the arrow in the image 

that part will be cropped. 

Step 9: To execute a presentation for the slide, go to Slide Show menu  click 

View Show option or press F5 function key on the keyboard. 

 

 

 

 

 

 

 

 



 

SAMPLE OUTPUT 

 

 

 

 

RESULT: 

The above exercise has been successfully executed and output is verified. 

 

 



 

EX. NO: 2 PREPARATION ORGANISATION CHARTS 

 

PROCEDURE: 

Step 1: Click on START  ALL PROGRAMS  MS-OFFICE  MS-POWER POINT 

2003. 

The Power point slide will be appearing. 

Step 2: Go to Insert Menu  Picture click Organization Chart the chart will be 

appear. 

Step 3: Type the title name for the organization chart and enter the names in the 

Organization Chart 

boxes and then click to add text in all boxes. 

Step 4: Select the first box then right click mouse button and pop menu will appear 

choose the format auto shape and open the window to select colors and lines tab 

then go to fill  

color list box, choose any one of the color and click ok button the color appear in the 

box. 

Step 5: Select the first box then right click mouse button and pop menu will appear 

choose the format auto shape and open font window to select font drop down list 

box and choose any one of the font style then click ok button the font style appeared 

in the box. 

Step 6: Select the organization chart line then right click mouse button and pop 

menu will appear 

choose the format auto shape and open the window to select colors and lines tab 

then go to line  color list box to choose any one of the color and go to dashed list 

box choose any one of the dashed style then click ok button the line style and color 

appeared in the box. 

Step 7: Select the organization chart and go to organization chart tool bar then click 

form the layout option and choose the left hanging layout. 

Step 8: The organization chart has been rearranged in the slide. 

Step 9: To execute a presentation for the slide, go to Slide Show menu  click View 

Show option or press F5 function key on the keyboard. 

Step 10: The organization chart showed on the screen. 



 

SAMPLE OUTPUT 

RESULT: 

The above exercise has been successfully executed and output is verified. 



 

EX. NO: 3 CREATE A SLIDE SHOW PRESENTATION TO DISPLAY 

PERCENTAGE OF MARKS IN EACH SEMESTER FOR ALL STUDENTS 

 

AIM 

To create a slide show presentation to display percentage of marks in each 

semester for all students in Power point. 

PROCEDURE: 

Step 1: Start  All Programs  Microsoft Office  MS-PowerPoint 2003. 

PowerPoint Window will be display. 

Step 2: Go the Insert Menu click New Slide option otherwise Ctrl + M and open 

New Slide. 

Step 3: Go to Insert Menu  Chart the chart will appear in the slide. 

Step 4: Enter the values for the table like Semester, Percentage and so on to the 

presentation datasheet. 

Step 5: Double click the chart and go to the standard tool bar then choose the chart 

type option and select the bar chart. 

Step 6: Go to Slideshow Menu  Animation Schemes Slide Design  Design 

Templates then choose the different background design templates. 

Step 7: Go to Slideshow Menu  Animation Schemes Slide Design  

Animation Schemes then choose the different animation effects. 

Step 8: To execute a presentation for the slide, go to Slide Show menu  click View 

Show option or press F5 function key on the keyboard. 



 

 

SAMPLE OUTPUT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

RESULT: 

The above exercise has been successfully executed and output is verified. 

 

 



 

 

TALLY  

EX NO 1: COMPANY INFORMATION 

AIM 

To Create, Select, Shut, Alter, Split up Company Data and Backup and Restore 

Information using tally ERP.9  

PROCEDURE 

(a) Create Company 

Step 1: Click the Tally Software. 

Step 2: Select F3 to enter into the Main Menu. 

Step 3: Select the Company Info option from the Menu. 

Step 4: Select the Create Company option from the company Info menu.  

Step 5: Enter the necessary details about the Company and create in.  

Step 6: The Company will be created. 

(B) SELECT COMPANY 

Step 1: Enter into the Company Info Menu.  

Step 2: Choose the Select Company option from company menu  

Step 3: Select the require Company Name from list of Company. 

Step 4: The select Company will be opened. 

(c) Shut Company 

Step 1: Enter into the Company Info Menu. 

Step 2: Choose the Shut Company Option from the Company Name.  

Step 3: List of Existing Company menu name will be displayed.  

Step 4: Select the Required Company. 

Step 5: To close from the List. 

(d) Alter Company 

Step 1: Enter into the Company Info Menu. 

Step 2: Choose the Alter Company option from the Company Menu.  

Step 3: The list of Existing Company Name will be displayed.  

Step 4: Select the Required Company Name for Alteration. 

(e) Split up Company Data 

Step 1: Enter into the Company Info Menu.  

Step 2: Choose the Split Company data option from the Company Menu.  

Step 3: The list of Existing Company Name will be displayed.  

Step 4: Selecting Required Company Name from the list for Split the Company. 

 

 



 

 

 

(f) Backup and Restore 

Step 1: Enter into the Company Info Menu. 

Step 2: Choose the Backup and Restore option from the Company Menu. 

Step 3: List of Existing Company Name will be displayed. 

Step 4: Select the Required Company for Backup. 

Step 5: Type the new name order switch the selected company is to be Restore. 

 

Demonstration 

A) Company Information 

 

 

 

 

 

 

 

 

 

B)Select Company        C) SHUT COMPANY 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 



 

 

D)Alter Company 

 

 

 

 

 

 

 

 

 

 



 

 

(e) Split Company 

 

 



 

 

(f) Backup  

 

 

 



 

 

(g) Restore 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

RESULT 

Thus the Creation, Alteration, Selection, Shutting, Splitting and Backup & Restore function 

was done successfully. 

 

 

 



 

 

 

GATEWAY OF TALLY 

EX-NO: 2.1 ACCOUNTS INFORMATION 

AIM 

To Create Accounting Ledger for the Company using Tally. 

PROCEDURE 

After creating the Company select Accounts Info from the Master Menu. 

 

Groups 

Step 1: Select Create option from Single Group or Multiple Group. 

Step 2: Group Creation Screen will be displayed. 

Step 3: Enter the Group Name and select the Under Option. 

Step 4: To display the Select Display option either Single Group or Multiple Group.  

Step 5: To Alter the Group select Alter option either from Single Group or Multiple Group. 

 

Ledgers 

Step 1: Select Create option from Single Ledger (or) Multiple Ledger.  

Step 2: Ledger Creation Screen will be displayed. 

Step 3: Enter the name select appropriate Under Option from the display screen.  

Step 4: Enter the Opening Balance and accept the Ledger.  

Step 5: To display Ledger select display option either from Single Ledger or Multiple Ledger. 

Step 6: To alter the ledger select alter option either from Single Ledger or Multiple Ledger. 

 

Voucher Types 

TYPES OF VOUCHER KEYS PURPOSE 

Contra F4 Records Fund Transfers between Cash and Bank 

Accounts and Bank Accounts. 

Payment F5 Records all Bank and Cash Payments. 

Receipt F6 Records all Bank and Cash Receipts. 

Journals F7 Records adjustments between Ledgers. 

Sales F8 Records all Sales. 

Purchase F9 Records all Purchase. 

Purchase Order Alt + F4 Tally permits you to produce Purchase Order from 

the System Purchase Order may be Produced 



 

 

Print and Sent to Suppliers. 

Sales Order Alt + F7 Records the transfer of Stock Order from One 

Location to Another. 

Receipt Note Alt + F9 It is used to record the Goods that are Supplied by 

the Creditor after the Purchase Order is raised. 

Delivery Note Alt + F8 It is used to record the Goods that are Delivered to 

the Customer at the time of Sales. 

 

 

a) Accounts Info 

 

 

 

 

 

 

 

 

 



 

 

 

Group       

Single Group Creation 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Multiple Group Creation 

 

 

Single Group Alteration



 

 

Multiple Group Alteration 



 

 

Single Group Display 



 

 

Multiple Group Display 



 

 

Ledger 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Single Ledger Creation 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Multiple Ledger Creation 

 

 

 

Single Ledger Alteration 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Multiple Group Alteration 



 

 

Single Ledger Display



 

 

Multiple Ledger Display 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

RESULT 

Thus the creation of Ledger Function using Accounts Info was done successfully. 



 

 

 

EX-NO: 3. ACCOUNTING VOUCHER 

AIM  

To prepare various types of Voucher using Accounting Voucher in Tally. 

PROCEDURE  

Step 1: Go to Gateway of Tally  

Step 2: Select Accounting Info to prepare necessary Ledger.  

Step 3: Select Accounting Voucher the voucher creation screen will be displayed. 

 

Contra 

Step 1: Press F4 to display Contra Voucher. 

Step 2: All the Contra Transaction or entered into the Voucher. 

 

Payment voucher 

Step 1: Press F5 to display Payment Voucher. 

Step 2: All the Payment Oriented Transaction or enter into the Voucher. 

Receipt Voucher 

Step 1: Press F6 to display Receipt Voucher. 

Step 2: All the Receipt Oriented Transaction or enter into the Voucher. 

Purchase Voucher 

Step 1: Press F9 to display Purchase Voucher. 

Step 2: Alter Purchase Oriented Transaction or enter into the Voucher. 

Sales Voucher 

Step 1: Press F8 to display Sales Voucher. 

Step 2: Alter Sales Oriented Transaction or enter Voucher. 

Journal Voucher 

Step 1: Press F7 to display Journal Voucher. 

Step 2: Alter Journal Oriented Transaction or enter into the Voucher. 

Debit Note  

Step 1: Press Ctrl + F9 to display the Debit Note Voucher. 

Step 2: All the Purchase Return Oriented Transaction or entered into the Voucher. 

Credit Note 

Step 1: Press Ctrl + F8 to display the Credit Note Voucher.  

Step 2: All the Sales Return Oriented Transaction or entered into the Voucher. 

 

 



 

 

Accounting Voucher 

 

 

 

 

 

 

 

 

 

Payment Voucher 

 

 

 

 

 

 

 

 



 

 

Contra Entry 

 

 

Receipt Voucher 

 

 

 

 



 

 

Purchase Voucher 

 

 

Sales Voucher 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Journal 

 

Debit Note 

 

 

 

 

 



 

 

Credit Note 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

RESULT 

Thus the using Accounting Voucher the creation of various types of Vouchers it was done 

successfully. 

 

 

 



 

 

BALANCE SHEET 

AIM 

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

report shows the balance between the assets and liabilities of a firm. 

PROCEDURE 

1.  Go to Gateway of Tally >  Balance Sheet .( Press Alt+F1 for Detailed) 

Note : By default, the Balance Sheet report will be generated as on the date of the last 

voucher entry. You can change the date to view the report for the required period. 

Balance Sheet of Swayam Sales ( After complete of all given Assignments) 

2. Press F12 to configure the Balance Sheet . 

3. Press Ctrl+A to accept. 

 You can Configure Balance Sheet by Pressing F12:Configuration as below : 

 

 

 

 

 



 

 

 

Set Closing Stock Manually in the Balance Sheet 

 In Tally Prime, the value of closing stock displayed in the Balance Sheet is based 

on the costing method defined for each stock item in the stock item master.  

 The general principle of accounting is to value the stock at purchase cost or market 

value, whichever is lower. The value of closing stock can be entered manually. 

For example, consider that the market value of stock on 1-9-2020 is Rs. 15,00,000. To 

show this amount as the closing stock value: 

 Set the option Integrate accounts with inventory to No in F11: Features  

 

 

 

 

 

 

 

 

 Create a ledger „Stock’ (under Stock-in-Hand). 

 Alter the ledger „Stock‟ as created above and specify date as 1/09/20 and value as Rs. 

15,00,000 in the Closing Balance of Stock Ledger. 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

The Balance Sheet appears as shown below: 

 

 

RESULT 

Thus the using Accounting Voucher the creation of various types of Vouchers it was done 

successfully. 

 

 

 



 

 

PROFIT AND LOSS ACCOUNT  

AIM: 

 The Profit & Loss A/c is a periodic statement, which shows the net result of 

business operations for a specified period. 

 All the expenses incurred and incomes earned during the reporting period are 

recorded here. 

 The Profit and Loss Account in Tally Prime displays information based on the 

default primary groups.  

 It is updated with every transaction/voucher that is entered and saved. You can 

view the Profit & Loss account details in Tally Prime for a specified period. 

PROCEDURE: 

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

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

     The Profit & Loss Account appears as shown below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

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

of books till the date of last entry. 

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

You can configure the Profit & Loss account details to view it in the required format by 

Pressing F12: Configure. 

 

 

 

 

 

 

 

 

 

RESULT 

Thus the using Accounting Voucher the creation of various types of Vouchers it was done 

successfully. 

 

 

 

 

 

 

 

 



 

 

USE GOOGLE FORMS TO DEVELOP & SHARE QUESTIONNAIRE. 

 

Exno:1 How to create a Google Form 

Aim: 

The simplest way to create a Google Form is directly from the Google Forms web 

app.  

Algorithm 

1. Go to docs.google.com/forms. 

2. Click Blank form to create a new form. Alternatively, you can choose a pre-

made template to kickstart the process.  

3. You can also create a new Google Form directly from Google Sheets. This is 

the quickest way to automatically sync your form data with a new or existing 

spreadsheet.  

1. Open the spreadsheet you want to sync with your form.  

2. Click Tools, and then select Create a new form.  

3. A blank form will automatically appear in the Google Forms editor. By default, 

the form title will be the same as your spreadsheet. Or, in the case of creating a new 

form directly from Google Forms, it'll appear as Untitled form.  

4. You can also enter a form description to help respondents understand the 

purpose of your survey.  

5. Using the Google Forms editor is straightforward. Click a form field to add and 

edit a question. To add more questions, click the Add question icon, which looks 

like a plus sign (+), in the floating toolbar next to your question box.  

6. And to modify the question type, click the dropdown next to the question field.  

 

Google Forms offers eleven different question types. Here's what each one does:  

 Short answer: This field is perfect for asking for small bits of text like names, 

email addresses, and values. You get one line of text to answer the question—

though your users could actually enter as much text as they want. 

 

 Paragraph: This field is for long-form text. Use it when you want detailed 

feedback or longer notes in the answer. 

 

 

 

 

https://docs.google.com/forms/


 

 

 Multiple choice: This is the default field for new questions in a Google Form. 

It lets you list different options and have users select only one. You can then have 

the form jump to another section based on the answer or have the answer options 

shuffled to prevent bias. 

 Checkboxes: This field lets you list different options and have users select as 

many as they want. It also includes data validation to require users to select a 

specific number of options. It doesn't include section jumps, however. 

 Dropdown: This is similar to the multiple choice question type with the same 

section jump and shuffle options. The only difference is that the answers are 

presented in a dropdown menu. This is useful for keeping your form compact when 

there are many answer options. 

 File upload: This isn't a question type per se, but it lets your respondents 

upload files that will automatically save in your Drive. If you use this, be sure to share 

your form only with people you trust.  

 Linear scale: This field lets respondents select a number in a range, so you 

can set a numerical scale starting at 0 or 1 and ending anywhere from 2 to 10. You 

can also add labels for the lowest and highest options. And yes, emoji work for 

labels, too. 

 Multiple choice grid: This is perhaps the most confusing field, as the fields 

are displayed in a list rather than in a grid. Essentially, you enter questions as rows 

and answers as columns. You can include as many rows and columns as you want, 

but note that respondents will have to scroll right to see more than six columns on 

desktop browsers or just three columns on mobile. In addition to the standard option 

to require a response for each question, the multiple choice grid lets you limit users 

to only one response per column. 

 Checkbox grid: This is set up similarly to the multiple choice grid, but 

respondents can select multiple answer options (columns) for each row in a table. It's 

a good option to let respondents make comparisons or select, say, their levels of 

satisfaction with a product. You can limit users to choosing just one answer per row, 

and you can also shuffle the row order to eliminate bias.  

 Date: This field is useful if you want to ask for a specific date, perhaps to 

schedule an event or log an activity. Note: the date format will appear in the default 

format for your location.  

 

 

https://zapier.com/blog/how-to-use-google-forms/#form-sections-and-logic
https://zapier.com/blog/how-to-use-google-forms/#form-sections-and-logic
https://zapier.com/blog/how-to-use-google-forms/#form-sections-and-logic


 

 

 For example, if your account's preferred language is set to US English, dates 

will be formatted as MM/DD/YYYY; UK English accounts, on the other hand, will 

show dates as DD/MM/YYYY. Your users will see the date options in your location's 

date format unless they're logged in to their Google Account. 

 Time: This field lets respondents enter time in hours and minutes.  

All question types allow you to insert an image, but if you want to add only an image 

or video with no question, you can do that, too. Click the Add image or Add 

video icon in the floating toolbar, and choose the image or video you want to insert.  

 

OUTPUT: 

 

 

Enter Form Title and Description 

 

 

 

https://myaccount.google.com/language


 

 

Select the Type of Question: 

 

 

Insert Image form below options 

 

 



 

 

Answer Types: 

Short Answer Question: 

 

 

Paragraph 

 

MULTIPLE CHOICE: 

 

 

 

 

 

 

 



 

 

CHECKBOX: 

 

DROPDOWN: 

 

FILE UPLOAD: 

 

 



 

 

LINE SCALE: 

 

MULTI CHOICE GRID 

 

CHECKBOX GRID: 

 

 

 

 



 

 

DATE: 

 

 

 

TIME: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 How to create a Sample Questions 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

How to Share the Google Forms  

Step 1: Go to the Google Form 

Open the Google form you want to share. Navigate to your Google Forms by following any 
of the methods in Step 1 above. 

Step 2: Click the Send button to open up Google Form share settings 
 

 

Step 3: Send form will open  

 

 

 

 



 

 

Step 3: Choose how to share your Google Form 

Now is the time to decide how you want to share your form. You can choose from three 
readily available Google Form share settings, and you can also choose to share your form 
through social media. 

 

 The first option is to share the form through email. If you select this option, 

you must enter the respondent’s email address where it says ‘To.’ 

 If you want the form to go with the email, just check the ‘Include form in 

email’ box. Select Send once you’re done, and the person will receive the 

form in their email. 

 

 

 

 

https://form-publisher.com/blog/embed-google-forms-in-email/
https://form-publisher.com/blog/embed-google-forms-in-email/
https://form-publisher.com/blog/embed-google-forms-in-email/


 

 

The second option we'll look at is how to share a Google form link with 

others. You can use this option if you want to paste the link to your Google 

Form in a conversation or a text. Links tend to run long, so when you choose 

to share your form through a link, you can shorten that link. Click copy and 

paste it wherever you want, and just like that, you’ve shared your form. 

 

 

The third option is to embed the form in a webpage where visitors can 

respond to your questions. This option offers you an HTML code and the 

ability to adjust the height and width of the form to fit within the site design. 

 

 

 

 

 



 

 

Lastly, you can also share your form through social media. Just click the 

social media tab where you want to post your form. This will open up a new 

window where you must sign in. Now you can add comments and post your 

form for others. 

 

 


