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Objective  
The Certificate in Professional Accounting is a career-focused course designed to transform you into a 

skilled accountant capable of managing Indian accounting and taxation. It covers the essentials from 

manual accounting and MS Excel to computerized accounting with Tally, and concludes with practical 

accounting training to ensure you’re ready to step into a job with confidence from day one. 

Exit Profile 
● Work on Computers with Ease 

● Will be able to perform tasks on MS Excel with advance features 

● Basic Knowledge in Accounting Standards (Manual Accounting) 

● Get a Practical Knowledge in Accounts Entries. 

● A good and thorough knowledge in Tally Prime Essential Level 

● Get a good knowledge in GST and TDS. 

 

Career Path 
● Accounts Assistant 

● Bookkeeper 

● Accounting Clerk 

● Financial Analyst 

● Tax Assistant 

● Billing Executive 
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Course Outline  

 

Course Name: CERTIFICATE IN PROFESSIONAL ACCOUNTING Duration: 240 H 

Module Topic Duration. 
Total 

Duration. 

Module – I 

 

WORKING WITH FORMULAS/FUNCTIONS 14 

60 H 

CONDITIONAL FORMATTING 4 

DATA SORTING AND FILTERING 4 

CHARTS 6 

AUDITING 5 

PIVOT TABLES & CHARTS 6 

WORKING WITH DATA 8 

EXPORTING AND IMPORTING 4 

REVIEWING A WORKBOOK/WORKSHEET 4 

VBA MACRO 5 

Module – 2 

 

MANUAL ACCOUNTING  

72 H 

• ACCOUNTING CONCEPTS & RULES 2 

• JOURNAL ENTRIES 4 

• LEDGER POSTING 8 

• FINAL ACCOUNTING 2 

• ADJUSTMENT ENTRIES 2 

PRACTICAL ACCOUNTING  

• OVERVIEW TO ACCOUNTING STANDARDS 2 

• DAYBOOK MANAGEMENT 8 

• LEDGER POSTING – 3 COLUMN LEDGERS 12 

• MANAGING REGISTERS 8 

• BANK RECONCILIATION STATEMENT 4 

• FINAL DATA MANAGEMENT 20 
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Module – 3 
 

INTRODUCTION TO TALLY PRIME 4 

108 H 

MAINTAINING CHART OF ACCOUNTS 3 

RECORDING AND MAINTAINING ACCOUNTING 

TRANSACTIONS 10 

BANKING 8 

GENERATING FINANCIAL STATEMENTS AND MIS 

REPORTS 2 

DATA SECURITY 3 

COMPANY DATA MANAGEMENT 6 

STORAGE AND CLASSIFICATION OF INVENTORY 5 

ACCOUNTS RECEIVABLE AND PAYABLE MANAGEMENT 7 

PURCHASE AND SALES ORDER MANAGEMENT 20 

BUDGETS AND SCENARIOS 4 

GOODS AND SERVICE TAX 12 

TAX DEDUCTED AT SOURCE (TDS) 8 

MANAGEMENT OF BUSINESS DATA 4 

EXPORT AND IMPORT OF DATA 3 

OPEN DATABASE CONNECTIVITY (ODBC) 3 

PRINTING OF COMPANY LOGO ON VOUCHERS, INVOICES 

& REPORTS.  2 

MOVING TO THE NEXT FINANCIAL YEAR 4 
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Course in Detail  

MODULE:1:  

Advanced Excel 

✓ Working with Formulas/Functions 

• Lookup and Reference Functions: VLOOKUP, HLOOKUP, INDEX, ADDRESS, MATCH, OFFSET, 

TRANSPOSE etc. 

• Logical Functions: IF / ELSE, AND, OR, NOT, TRUE, NESTED IF/ELSE etc. 

• Database Functions: DGET, DMAX, DMIN, DPRODUCT, DSTDEV, DSTDEVP, DSUM, DVAR, 

DVARP etc. 

• Date and Time Functions: DATE, DATEVALUE, DAY, DAY360, SECOND, MINUTES, HOURS, 

NOW, TODAY, MONTH, YEAR, YEARFRAC, TIME, WEEKDAY, WORKDAY etc. 

• Information Functions: CELL, ERROR.TYPE, INFO, ISBLANK, ISERR, ISERROR, ISEVEN, 

ISLOGICAL, ISNA, ISNONTEXT, ISNUMBER, ISREF, ISTEXT, TYPE etc. 

• Math and Trigonometry Functions: RAND, ROUND, CEILING, FLOOR, INT, LCM, MOD, SUMIF, 

SUMIFS etc. 

• Statistical Functions: AVERAGE, AVERAGEIF, AVERAGEIFS, COUNT, COUNTA, COUNTBLANK, 

COUNTIF, MAX, MAXA, MIN, MINA, etc. 

• Text Functions: LEFT, RIGHT, TEXT, TRIM, MID, LOWER, UPPER, PROPER, REPLACE, REPT, 

FIND, SEARCH, SUBSTITUTE, TRIM, TRUNC, CONVERT, CONCATENATE etc. 

• Financial Functions: PMT, PPMT, RATE etc. 

✓ Conditional Formatting 

• Using Conditional Formatting 

• Using Conditional Formatting with Multiple Cell Rules 

• Using Color Scales and Icon Sets in Conditional Formatting 

• Creating New Rules and Managing Existing Rules 

✓ Data Sorting and Filtering 

• Using Filters to Sort Data 

• Custom Sorting 

• Advance Filtering Options 

✓ Charts 

• Bar Chart 

• Line or Area Chart 

• Pie or Doughnut Chart 

• Hierarchy Chart – Tree map, Sunburst 

• Scatter or Bubble Chart 

• Statistic Chart – Histogram, Box & Whisker 
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• Waterfall or Stock Chart 

• Combo Chart 

✓ Auditing 

• Show Formulas 

• Trace Precedents & Dependents 

• Remove Arrows 

• Evaluate Formula 

✓ Pivot Tables 

• Creating Pivot Tables 

• Using Pivot Table Options 

• Changing and Updating Data Range 

• Formatting Pivot Table and Making Dynamic Pivot Tables 

✓ Pivot Charts 

• Creating Pivot Charts 

• Types of Pivot Charts and Their Usage 

• Formatting Pivot Charts and Making Dynamic Pivot Charts 

✓ Working with Data 

• Text to Columns 

• Data Validation 

• Remove Duplicates 

• Consolidate 

• Outlining & Grouping 

• Subtotal 

✓ What-If Analysis 

• Scenario Manager 

• Goal Seek 

• Data Table 

✓ Exporting and Importing 

• Exporting data from Web 

• Exporting data from other sources 

• Working with queries 

• Get & Transform 

• Loading & Editing queries 

✓ Reviewing a Workbook/Worksheet 

• Protecting and Sharing a Workbook/Worksheet 

• Locking and Editing Cells 

• Proofing 

• Insights 

• Comments 

✓ VBA Macro 
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• Introduction to VBA Macro 

• Recording Macro & Understanding Code Behind 

• Editing, Writing VBA Code and Saving as Macro 

• Knowing Forms & Properties 

MODULE:2  

BASIC & PRACTICAL ACCOUNTING  

BASIC ACCOUNTING (MANUAL)                                                                 

● Basic Accounting Concepts 

● Basic Terms and Rules of Accounting 

● Method of Accounting 

● Type of Accounting 

● Rule of Accounting 

● Prepare Primary Books (Journal) 

● Ledger Posting 

● Income Statement & Financial Accounting (Balance Sheet) 

● Adjustment Entries 

PRACTICAL ACCOUNTING  

• Introduction to Accounting Standards 

• Day Book Management 

• Ledger – Posting in Three Column Register 

• Manage Purchase and Sales Register 

• Manage Debit and Credit Note Register 

• Manage Cash and Bank Books 

• Inventory Management 

• Statutory & Taxation 

• Bank Reconciliation Statement 

• Trail Balance 

• Adjustment Entries 

• Finalization Process 
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MODULE:3 

TALLY ESSENTIAL COMPREHANSIVE                                                           

LEVEL 1 

INTRODUCTION TO TALLY PRIME 

● Features of Tally Prime 

● Downloading and Installation of Tally Prime 

● Types of Licenses in Tally Prime 

● Activate New License 

● Reactivate License in Tally Prime 

● Use License from Network in A Multiuser Environment 

WORKING TALLY PRIME IN EDUCATIONAL MODE 

● Company Creation and Setting Up Company Features in Tally Prime 

● Getting Started with Tally Prime 

● Navigating from Anywhere to Anywhere in Tally Prime 

● F12 Configuration in Tally Prime 

● Alter Company Details 

● Shut the Company 

MAINTAINING CHART OF ACCOUNTS 

● Introduction to Chart of Accounts 

● Creation, Alteration & Deletion of Masters in Tally Prime (Both Accounting & Inventory) 

● Multi-Masters Creation and Display. 

RECORDING AND MAINTAINING ACCOUNTING TRANSACTIONS 

● Recording Transactions in Tally 

● Accounting Vouchers in Tally Prime. 

● Recording Accounting Vouchers in Tally Prime (Receipt, Payment, Contra, Journal, Purchase, 

Sales, Debit Note and Credit Note). 

BANKING 

● Banking Payments 

● Cheque Printing (Both Single & Multiple Cheque Printing) 

● Deposit Slip (Cheque/Cash) 

● Payment Advice 

● Bank Reconciliation (Auto/Manual) 

GENERATING FINANCIAL STATEMENTS AND MIS REPORTS 

● Final Accounts Reports in TallyPrime (Introduction) 

● Generating Financial Reports in TallyPrime. (Trial Balance, Profit and Loss Account, Balance 

Sheet, Cash Flow & Fund, Flow Analysis Report, Receipts and Payments) 

● MIS Reports in Tally (Stock Summary Analysis, Daybook, Cash and Bank Book, Purchase Register, 

Sales Register, Journal Register) 

DATA SECURITY 
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● Introduction 

● Security Control 

● Activation of Security Control 

● Creation of Security Levels (User Roles) 

● Creation of Users and Passwords for Company 

● Accessing the Company Using Security Levels 

● Auto Login 

● Tally Vault 

COMPANY DATA MANAGEMENT 

● Backup & Restoring of Company Data 

● Company Data Repair 

● Migration of Tally.ERP 9 Company Data to TallyPrime 

LEVEL 2 

STORAGE AND CLASSIFICATION OF INVENTORY 

● Introduction to Supply Chain 

● Types of Suppliers 

● Inventory Management 

● Terms Used in Inventory Management (Theory Part) 

● Inventory Masters in Tally Prime 

● Creation of Inventory Masters in Tally Prime 

● Tracking of Movements of Goods in Batches/Lots 

● Activation of Batches/Lots for Stock Items 

● Allocation of Batch/Lots Details in Purchase Invoice. 

● Selling of Stock Items from Batch/Lots. 

● Identifying the Expired Batch in Sales Invoice. 

● Returning of Expired Batch Stock Items. 

● Batch Reports  

● Price Levels and Price Lists. 

❖   Activating Price Lists and Defining of Price Levels 

❖   Creation of Price List 

❖   Price Level &Price List Usage in Saks Voucher 

❖   Revise Price List. 

ACCOUNTS RECEIVABLE AND PAYABLE MANAGEMENT 

● Accounts Payable and Receivable 

● Maintain Bill-Wise Entry 

● Activation of Bill-Wise Entry 

● Specifying of Credit Limit for Parties (For Individual & Multiple Ledger) 

● Sales Voucher Restriction Based on Credit Limit. 

● Splitting of Credit Sale into Multiple Bills 

● Payment Performance of Debtors 

● Bills Payable and Receivable Reports in Tally Prime 
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● Bills Receivable  

● Ageing Analysis of Outstanding 

● Generating Reminder Letter in Tally Prime 

● Generating Confirmation of Accounts in Tally Prime 

● Bills Settlement 

● Bills Payables 

PURCHASE AND SALES ORDER MANAGEMENT 

● Purchase Order Processing 

❖ Recording Purchase Order 

❖ Recording Receipt Note 

❖ Recording Rejection Out 

❖ Recording Purchase 

❖ Recording Debit Note 

❖ Recording Payment 
● Sales Order Processing 

❖ Recording Sales Order 

❖ Recording Quotation 

❖ Recording Delivery Note 

❖ Recording Rejection In 

❖ Recording Sales 

❖ Recording Receipt 
● Order Outstanding 

❖ Purchase Order Outstanding 

❖ Sales Order Outstanding 

❖ Pre-Closure of Orders 
● Reorder Level 

❖ Display Reorder Status 
● Godown Transfer in Tally Prime 

● Tracking Additional Costs of Purchase 

● Configuration of Additional Cost of Purchases in Tally Prime 

● Cost/Profit Centres Management 

● Cost Centre and Cost Categories 

● Allocation of Expenses to Multiple Cost Centres and Cost Categories. 

● Cost Centre Reports 

BUDGETS AND SCENARIOS 

● Introduction 

● Creation of Budget 

● Recording Transactions 

● Display Budget and Variance Report for Group Budget. 

● Scenario Management 

GENERATING & PRINTING REPORTS 
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● Introduction to Reporting Information. 

● On the Fly Reporting 

● Inventory Report (Stock Summary, Godown Wise Stock Availability, Moving Analysis, Stock 

Query) 

● Financial Report (Profit/Loss Account and Balance Sheet) 

● Books and Reports (Purchase & Sales Register) 

● Printing of Invoice and Report. 

LEVEL: 3 

GOODS AND SERVICE TAX 

INTRODUCTION TO GST 

● GST Registration 

● GST Tax Structure 

● Manage HSN/SAC Code. 

● Determination of Tax 

● Supply of Goods and Services 

● Invoicing 

● Input Tax Credit 

E-WAY BILL 

● Component. Of E-Way Bill 

● Who Must Generate E-Way Bill 

● Validity of E-Way Bill 

● E-Way Bill Process Flow 

GST E-INVOICING 

● Benefits of E-Invoicing The Business 

● Date of Implementing GST E-Invoicing 

● Entities Exempted for E-Invoices 

● Generating E-Way Bill with E-Invoice 

● Modification of E-Invoice 

● Role of E-Invoice in GST Returns 

● Various Mode of Generating E-Invoice 

● Role of IRP in E-Invoice 

● The Practice of Generating GST E-Invoice 

● E-Invoice Details 

● Invoice Reference Number (IRN) 

GST IN TALLY PRIME 

● Creation of Company and Activating GST 

● Introducing Capital into The Business 

● Creation of Masters in Tally Prime. 
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HIERARCHY OF CALCULATING TAX IN TRANSACTIONS  

● Defining GST Rates at Company Level, Stock Group Level, Stock Item Level, Accounting Group 

Level, Ledger Level and Transaction Level. 

RECORDING GST COMPLIANT TRANSACTIONS 

● Intrastate Supply of Goods & Services 

● Interstate Supply of Goods & Services 

● Purchase and Sales Returns of Goods with GST 

● Supplies Inclusive of Tax.  

E-WAY BILL REPORT IN TALLY   

● Export for E-Way Bill   Report 

● Exporting Bulk or Consolidated C-Way Bill I N Voices 

● Update E-Way Bill Information 

INPUT TAX CREDIT SET OFF AGAINST LIABILITY 

● Adjusting Input Tax Credit Against Tax Liability. 

GST TAX PAYMENT  

● Timeline for Payment T of GST Tax 

● Modes of Payment 

● Challan Reconciliation 

GENERATING GST RETURNS FOR REGULAR DEALER IN TALLY 

● GSTR-1 

● GSTR-3B 

● GSTR-9 -GST Annual Computation. 

FILING GST RETURNS IN TALLY 

● Filing GSTR-1 Returns 

● Filing GSTR-3B RETURNS 

● FILING GSTR-9 -GST Annual Computation Returns. 

GENERATING E-INVOICE IN TALLY PRIME 

● Recording Outward Supply and Generating E-Invoice Without C-\'\Lay Bill 

● Recording Outward Supply and Generating E- Invoice with E-Way Bill 

● E-Invoice Report. 

QUARTERLY RETURN MONTHLY PAYMENT SCHEME 

● Creation of Company and Activating GST in TallyPrime 

● Accounting Intrastate Supply of Goods & Services 

● Input Tax Credit Set Off Against Liability and Tax Payment 

● Invoice Furnishing Facility (IFF) In QRMP Scheme. 
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COMPOSITION DEALER UNDER GST REGIME 

● Introduction 

● Conditions to Be Satisfied Under the Scheme 

● Creation of Company and Activating GST in TallyPrime 

● Accounting Intrastate and Interstate Supply of Goods 

● Generating GST Returns for Composition Dealer in Tally 

● GST Tax Payment. 

TAX DEDUCTED AT SOURCE (TDS) 

INTRODUCTION 

● Introduction to TDS 

● Basic   Concepts of TDS 

● TDS Process 

● TDS in TallyPrime 

● Activation of TDS in TallyPrime 

● TDS Statutory Masters 

CONFIGURATION OF TDS AT DIFFERENT LEVELS  

● Configuration of TDS at Group Level and Ledger Level. 

RECORDING TDS COMPLIANT TRANSACTIONS IN TALLYPRIME 

● Expenses Partly Subject to TDS 

● Booking Expenses and 'TDS Deduction on Crossing Exemption Limit 

● Accounting Multiple Expenses and Deducting TDS Later 

● TDS On Expenses at Lower and Zero Rate 

● TDS On Expenses at Higher Rate 

● Recording Transaction When TDS Exemption Limit Is Not Crossed 

TDS   EXCEPTIONS  

TDS PAYMENT TO DEPARTMENT 

● Resolving Uncertain Transaction. 

● TDS Outstanding 

● Payment of Tax to The Income Tax Department 

● Generating TDS Challan 

● Interest Payment to Income Tax Department On Delayed Tax Payment 

TDS REPORT 

● Challan Reconciliation 

● Form 26Q 

● E-Return 

● Changes in TDS Rates from 1" April 2021 
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MANAGEMENT OF BUSINESS DATA 

● Exporting of Data in Available Formats 

● Export and Import of Data 

EXPORT AND IMPORT OF DATA 

● Export and Import of Masters from One Company to Another in Xml Format 

● Export and Import of Transactions from One Company to Another in Xml Format 

● Exporting Reports to MS Excel 

● Exporting Reports to Pdf 

OPEN DATABASE CONNECTIVITY (ODBC) 

PRINTING OF COMPANY LOGO ON VOUCHERS, INVOICES & REPORTS. 

MOVING TO THE NEXT FINANCIAL YEAR 

● Changing Current Period and Continue Voucher Entry in The Same Company Data 

● Company Data Handling Through Export and Import of Data 

● Split Company Data 

● Create A New Company and Maintain Books of Accounts for The New Financial Year 

● Creating Group Company Data 

● Comparative Final Accounts Reports of Two Companies. 


