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EXECUTIVE SUMMARY

This report is about my internship programwhich I
have done as a requirement of BAF program. This
report is completed based on my 240hours internship
in APEX Buildcom India Pvt. Ltd. (Umbergaon). For
me, this report is a combination of the knowledge that
I've gained in my undergraduate program and the
experience that I received in the practical 1eld.
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ORGANIZATIONAL PROFILE

Firm Name - Apex Buildcom India Pvt.
Ltd.

PLACE - Umbergaon, Gujarat
Email id - mistrylokesh77@gmail.com
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OUTLINE OF
TASKUNDERTAKEN

I have done my internship from APEX Buildcom Pvt. Ltd. While

working there apart from gaining knowledge I got the chancefor keeping

my hands practically.
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TASK PERFORMED:-

• Keeping the track for reports, forms dealing with payment, billing.

• To collect and verify data elated to accounting.

• EMAILS
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MICROSOFT EXCEL

Microsoft Excel (MS EXCEL) is a spreadsheet developed by Microsoft. It
was mainly used for data entry, data management, accounting and for
anything that needs to beorganized.

The best way to use this software is to thoroughly learn it’sfunctions,formula
and shortcuts that can be used in daily basis for itd=s functionality.
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The basic shortcuts that I’ve learnt during my time
are as follows:-

1. Paste name into formula F3
2. Insert or edit cell comment Shift+F2
3. De1ne a name for cell Ctrl+F3
4. Insert row Alt R
5. Insert column Alt C

6. Repeat last action F4
7. Number format Ctrl Shift !
8. Date format Ctrl shift #
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And Many More…..
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SPREADSHEET

Spreadsheet is an application for organization, analysisand storing data
in a tabular form.
In spreadsheet data is stored in a cell and can be easilyformatted,
edited can be within the cell ,this can be said as an advantage .
It is an 1le that contains data in the form of rows andcolumns.
It can be saved in diIerent 1le formats.
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TALLYERP 9

Tally ERP 9 is an accounting software that has beenused to record several
1nancial transactions and events.

It helps in recording all your business ransactions andmanages the business,
accounting, inventory,etc.
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BILLING

A bill of sale is a legal document that serves as proof of sale and purchase transaction.
It records the transfer of ownership from one person to another.

Details required in Bill of Sale:-
♠

Date of Purchase.

♠
Name and Address of the seller and buyer.

♠
Amount paid.
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♠
Description of the assets.

♠
Terms and conditions or warranties.

♠
Signature of seller and the buyer.
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Steps For Billing:-

1. Go to gateway of tally -> Accounting vouchers ->F8 sales. Against invoice
number, write their serial number of the bill.

2. In the party A/C name column, select the party ledger or thecash ledger.
3. Select the relevant sales ledger.
4. Select the required inventory item created, and specify thequantities and rates.
5. In case of local sales, select the central and state tax

legder.If it is interstate sales,select the integrated tax

ledger.
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PURCHASE VOUCHER

Purchase voucher is used when you have to purchase
some goods from any party and you can get an invoice
against cash or credit purchase from the party.
The shortcut key for this is F9.
The entry for purchase is
Purchase A/C ………Debit
To creditors A/C…….Credit
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Steps:-

1. Go to gateway of Tally -> Accounting vouchers.

2. In the voucher creation scheme screen select F9: Purchase

3. Select as Invoice.

4. Enter the current date and reference.

5. Select the party to be credited from the list of ledger A/C in the party’s name.

6. Select the required purchase ledger from the list of ledger A/C.
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7. Select an item from the Stock of Items. On selecting, an Item Allocations
screenis shown.

8. Select the godown and add the quantity to the allocated 1eld.

9. Enter quantity and rate, and then amount will be displayed in the amount1eld.
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CREDIT PURCHASE

Credit Purchase arises when an person /1rm makes the purchase
of goods or services and then makes the payments later.

STEPS:-
1. Go to gateway of Tally -> Accounting voucher
2. Click on F9:Purchase on the Button Bar or Press F9.
3. The entry passed will be Debit Purchase A/C credit party A/C.
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LEARNING OUTCOES

During my working period/tenurity with APEX Buildcom Pvt. Ltd. I’ve
got the chance to put what I’ve learned all these year into action, in the
real environment. During this period I’ve how to be responsible for my
work, maintain relationships withthe team members.
The main thing which I learnt was how to be punctual, and how to work
independtly and also theability to interact with diIerent sorts of people.
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CONCLUSION

The main objective of the internship is to enhanceand develop my skills,
ability and knowledge. The friendly welcome from all the employees is
appreciating. I am grateful and thankful to my supervisor. It also helped
me in in gaining con1dence to enter the world of work.
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APPLICATION LETTER

26 | Page



27 | Page



28 | Page



29 | Page



30 | Page



31 | Page



32 | Page


