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Payroll

- =
Tally.ERP 9 Payroll isfully integrated with Accounting to give the user the benefits of simplified Payroll processing and accounting.

Tally.ERP 9 Payroll enables usersto set up, implement and process Payroll with simple to complex criteria, as per the organization’s requirements. Y ou can also automate
payroll processes with the help of predefined processesin Tally.ERP 9.

Tally.ERP 9 Payroll also provides management related |nformation reports and statutory Forms and reports in the prescribed formats viz., Payslip, Payroll statements,
Attendance and Overtime Registers, Gratuity, Expat Reports and so on.

- =

Payroll Featuresof Tally.ERP 9

Featuresof Tally.ERP 9 Payroall
The key features of the Payroll functionality in Tally.ERP 9 are asfollows:
o Itisfully integrated with accounts to give you the benefits of simplified Payroll processing and accounting

o It has user defined classifications and sub-classifications for comprehensive reporting. This may be related to the employees, employee groups, pay components,
departments etc.

o It providesthe facility to create user-defined earnings and deductions pay heads

o It alows flexible and User-definable criteriafor simple or complex calculations

o It allowsthe unlimited grouping of Payroll Masters

o |t supports user-defined production unitsi.e., attendance/ production/ time based remuneration units
o It provides aflexible payroll processing period

« |t provides comprehensive cost centre as well as employee-wise costing reports

o It ensures an accurate & timely Salary processing, Employee Statutory Deductions & Employer Statutory Contributions with the help of predefined processes
o It provides auto-fill facility to expedite the Attendance, Payroll & employer contributions processes.
o |t facilitates an accurate computation and deduction of ESI, EPF, Professional Tax, Gratuity etc.

o It helpsin the generation of Statutory Forms & Challans for EPF & ESI, as prescribed.

o It alowsdrill-down facility to voucher level for any kind of alteration.

« |t facilitates computation of arrears pertaining to prior period(s).

o It helpsin tracking employee loan details

-

Enabling Payroll in Tally.ERP 9
-
To enable Payroll Featurein Tally.ERP 9, follow the steps given below:
o Goto Gateway of Tally > F11: Features > F1: Accounting Features
o Tab down to Cost/Profit Centres Management section
e Set Maintain Payroll to Yes

¢ You can set More than ONE Payroll / Cost Category to Y es to allocate Employee Cost, by creating separate Payroll Categories
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General

Integrate Accounts and Inventory
Income/Expense Statement instead of P & L
Allow Multi-Currency

Outstandings Management

Maintain Bill-wise Details
{for Non-Trading Afcs also)

Activate Interest Calculation
{use advanced pararmeters)

Cost/Profit Centres Management

Waintain Payroll

Maintain Cost Centres
Use Cost Centre for Job Costing
fore than OME Payroll / Cost Category

Company: ABC Company

Accounting Features

Yes
No

No
No

RIS ]

o[Yes ]
? No
? No

i Yes.

Use Pre-defined Cost Centre Allacations duting Entry ? No

Inveicing
Allow Invaicing
Enter Purchases in Invoice Format

Use Debit/Credit Notes
Use Invoice mode for Credit Notes
Use Invoice mode for Debit Motes

Budgets & Scenario Management

haintain Budgets and Controls
Use Rewersing Journals & Optional “ouchers

Other Features

Enable Chegue Printing
Set/dlter Cheque Printing Configuration

Allow Zero valued entries
Allow access in TallyMaobile

R R R ]

R R ]

Yes
Yes

No

No
No

F1: Accounts

F2: Inventary

F3: Statutory

o Press Enter to accept and save

Note: Y ou can enable More Than ONE Payroll / Cost Category option to Y es, where parallel allocation of Employee Cost / Cost center is required.

Enabling Payroll Statutory Features

To enable Payroll Statutory feature,

Go to Gateway of Tally > F11: Features > F3: Statutory & Taxation

Note: The Payroll Statutory Features are available only for India. For all other Countries, this option is not available.

o Set Enable Payroll Statutory to Yes

o And Set/Alter Payroll Statutory Details to Yes
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Company: ABC Company

Statutory & Taxation

Enable Excise ? No Enable Tax Deducted at Source (TDIS) ? No
Set/Alter Excise Details ? No Set/Alter TDS Details ? No
(e : Enab.l’e Mamra_m Multiple Godowns' Enable Tax Collected at Source (TCE) ? No
oty (lutjole Exeise Ulatis] Setilter TCS Details ?

Follow Excise rules for Invaicing ? No Enable Fringe Benefit Tax (FET) o

Enable “alue Added Tax [WAT) ? No Set/Alter FET Details ?
Set/Alter VAT Details ? No Enable Payroll Statutary

Enable Service Tax ? No SetiAlter Payroll Statutory Details
Set/Alter Service Tax Details # No

Tax Information

Local Sales Tax Mumber
Inter-state Sales Tax Mumber :
PAN / Income - Tax Mo,

F1: Accounts F2: Inventary F3: Statutory

In Payroll Statutory Details screen,
o Under the heading Provident Fund:
o Enter Company Code as allotted by the PF department
o Enter Company Account Group Code as specified by the PF department
o Enter Company Security Code as specified by the PF department
o Similarly, for ESI:
o Enter Company Code as allotted by the Employee State Insurance Corporation (ESIC)
o Enter the name of the ESI Branch Office
o Enter the amount within which an employee is eligible for ES| benefits as Eligibility Amount. By default 10,000 is displayed in thisfield.

o Enter the number of days to be considered for the calculation of daily wages and monthly Gross amount for ESI benefits as Standard Working Days (per month).

Payroll Statutory Details

Provident Fund

Company Code . KN/BN/12345/00129
Company Account Group Code . KN/BN/12345/00009
Caompany Security Code . KN/BN/12345/52145

Employee State Insurance

Company Code . KN/BN/12345/23457
ES| Branch Office . Koramangala
Eligibility Amount . 10,000.00

Standard Working Days (per month) :

o Press Enter to accept and save.

Note: ESI Eligibility Amount specified in Payroll Statutory Details screen is the threshold limit, beyond which the Employee will not be eligible for ESI.

The Standard Working Days (per month) is used to calculate the ESI gross Amount for a month. It is also used to calculate the per day Wages. When this
field is left blank, the Calendar period will be taken as the basis for calculation.

-

F12: Payroll Configuration
-
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The Payroll Configuration can be enabled as shown below:

Gateway of Tally > F12: Configure > Payroll Configuration

Show Statutory Details
Show Passpaort & Yisa Details
Show Contract Details
Show Deactivated Employees

Infarmation in Payment Advice

Payroll Configuration

? Yes
? Yes
? Yes
? No

In the above screen:

Page 4 of 112

o The option Show Statutory Details (for India/ SAARC companies only) can be set to Yes to enter the PF, ES| and PF PAN details in the Employee Master Creation

screen and print the same information in the Employee Payslip.

Note: For International Companies the option Show Statutory Details will alow to capture only the Employee’ s Income Tax Number in the Employee Creation screen.

The options, Show Passport & Visa Details and Show Contract Details, should be set to Y es as shown, to capture the information regarding the Employee Passport

Number, Passport Expiry date, Visa Number, Visa Expiry date, Contract Start and Expiry dates in the Employee Master and to display the same in the Expat Reports.

o Press Enter to accept and save.

Five Easy Stepsto Generate a Paydlip

The content in the Information in Payment Advice field will be printed in the Payment Advice sheet.

The option Show Deactivated Employees can be set to No, to avoid displaying the names of the resigned employees in the Attendance and Payroll Vouchers.

L

The new enhanced Payroll in Tally.ERP 9 requires minimal effort for accurate processing. It takes only five easy steps to process payroll and generate Payslip in Tally.ERP

9.
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| 5 Easy steps to Payroll |

N T
Process
Payroll

!

Create
Employee
Masters

Employee Employee
Groups Masters

|
—

Attendance /
Puaﬁﬁ’s" Production
Types

| ' ] 4
o | oo || T || S
' ! I}

s R

Process Process Reports

Step 1. Create Employee Masters

Create an Employee master. Enter the requisite Employee Details & Employee group by grouping employees under the function they perform; their department or
designation.

Step 2: Create Payroll Masters
Create the Payroll Units. Create the Attendance/Production Type to record the Attendance and Production details.
Step 3: Create Pay Heads

The components of structured salary are created under Pay Head.

Create the salary structure componentsin pay head. The Pay head creation in Tally.ERP 9 is very user friendly. Tally.ERP 9 allows creating any complex type of pay head.

Step 4: Create Salary Details
Create the applicable Salary Details for both Employee Groups as well as Individual Employees with earnings, deductions and basis of computation.
Step 5: Process Payroll and Generate Paydlip

Pass a Payroll VVoucher to enter all Earnings and Deductions in payroll transactions that are paid along with the Salary Payslip for all employees.

Generate the Paydlip that provides employee as well as attendance details, itemises each component of the employee’s earnings and deductions, and displays the net amount
paid to him for agiven pay period. It also provides information to the employee as to how the net amount was arrived at.

- =

Payroall Info.
-
The Payroll Info. allows you to set up the employee defaults and standard payroll information with common payroll fields used for calculating earning and deductions.

Go to Gateway of Tally > Payrall Info.

file://C:\Documents and Settings\bb\Local Settings\Temp\~hh2591.htm 5/5/2009



Introduction to Payroll Page 6 of 112
Gateway of Tally ...

Employee Groups
Employees

Units (Work)
Attendance/Production Types

Pay Heads
Salary Details

Voucher Types

Quit

Payroll Info:
« Employee Groups
o Employees

o Units (Work)

o Attendance/ Production Types

o Pay Heads

o Salary Details

o Voucher Types
- =

Creating Employee M aster

- =
The Employee Master is used to record the employee information. In Tally.ERP 9, the following Employee Masters can be created:
o Employee Group Master
o Employee Master
- =
Creating Employee Group
-

An Employee Group allows you to group employees in alogical manner as required.

The Salary structure can be defined at the Employee Group level. For example, you can create the Salary structure based on the department or function such as Production,
Sales, Administration and so on, or by designation such as Managers, Supervisors, Workers and so on.

Creating Single Employee Group

To create Sales as an Employee Group,

Go to Gateway of Tally > Payroll Info. > Employee Groups > Create (Single Group)
o Select the Cost Category from the List of Categoriesin the field Category.
« Enter the Name of the Employee group.

o Select the group from the List of Employee Groups.
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Employee Group Creation f

Category . Primary Cost Category

Marne . Sales

(alizs) :

Under -4 Primary Accept?
Ves ar No

o Accept to save the Employee Group.

Creating Multiple Employee Groups
Y ou can create multiple Employee Groups in this mode.
Go to Gateway of Tally > Payroll Info.> Employees Groups> Create (under Multiple Groups)

The Multi Employee Group Creation screen displays.

ployee Group Creation ABC Compan ctrl + M E

Under Employee Group © 4 All Items

S.No, Category Name of Employee Group Under
1. | Primary Cost Category Accounts 4 Primary
2. | Primary Cost Category Marketing 4 Primary
3. | Primary Cost Category R&D 4 Primary
4. | Primary Cost Category Sales 4 Primary
5. | Primary Cost Category support 4 Primary

Creating Employees
- =

Employee Master records the relevant information about the employee. Tally.ERP also allows you to enter the Statutory, Expat and Contract details of the employees. To
enter Statutory related information in the Employee Master refer Payroll Configurations section.

Creating Single Employee

To create an Employee under the Employee group, Sales:

Go to Gateway of Tally > Payroll Info. > Employees> Create (under Single Employee)
1. Enter the Name of the Employee
2. Select the Employee Group in the field Under
3. Enter the Date of Joining

Note: The Date of leaving option will be available in Alteration mode. Once the Date of Leaving is entered, you will get an option to enter the Reason for Leaving aso.

4. Enter the Employee General Information, Payment Details, Statutory Details, Passport & Visa Details and Contract Details
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ployee Creation

Category . Primary Cost Category
MName . Employee A
(altas) :
Under . Sales
= Primany)
Date of Joining - 10-Apr-2008

Cctrl + M _E|

Father / Mother Mame ;

General Info

Mr. Ram Mohan

Payment Details

EFPS Account Mumber

KA/BN/003456467

Passport & Visa Details

Employee Nurrber 0065 Bank Matne . HDFC Bank Passport Number . E569871
Designation . Senior Executive Branch . J.P.Nagar Country of Issue - India
Function - Sales Bank Afc Mumber 00536987456 Passpot Expiry Date © 12-Aug-2012
Location - Bangalore “isa Mumber o 5085963321
Gender - Male Statutory Details “iga Expiry Date - 18-Mar-2010
Diate af Blith : 15-Dec-1976 .

Blood Group . A Positive e U e Rl L R T Contract Details

Page 8 of 112

Spouse Name . Anjali PF Account Mumber - KA'BN/OD3456467 Work Permit Murmber SE005986
Address : 23, 41h Cross, Balaji Lay Dut, | PF Date of Jaining  : 10-Apr-2008 Cantract Start Date  : 10-Apr-2008
Subramani Celony, PF Date of Relieving Contract Expiry Date :© 10-Apr-201
Bangalore-56
Contact Mumbers - 080.22222598 ESI N.umber - ESI 3456 Accept ?
E-Mail ID - a@abe.com ES| Dispensary Mame © Koeramangala
Yes or No

5. Accept to save.

Note: For the International Companies, only Income Tax Number option will be available under Statutory Details.

Creating Multiple Employees

To create multiple Employees:

Go to Gateway of Tally> Payroll Info.> Employees> Create (under Multiple Employees)
The Multi Employee Creation screen displays.

ABC Compan

ployee Creation
Under Ermployee Group © 4 All ltems

S.No, Category Employee Name Under Date of Joining
1. | Primary Cost Category Employee A Sales 10-Apr-2008
2. | Pritnary Cost Category Employee B Accounts 5-Apr-2008
3. | Primary Cost Category Employee C Marketing 5-Apr-2008
4. | Primary Cost Categaory Employee D RED 1-Apr-2008
5. | Primary Cost Category Employee Q Support B-Apr-2008

-« =

Creating Payroll Unit
=

A Payroll Unit issimilar to Unit of Measure used in the Inventory module. In Payroll, on the basis of Payroll Units, Pay components are calculated for agiven period. In
Tally, you can create Simple as well as Compound Payroll Units measured on Attendance / Production Types such as Time, Work or Quantity.

Creating Payroll Simple Unit

Go to Gateway of Tally > Payrall Info. > Units (Work)
1. Select Typeas Simple
2. Enter the Symbol for the Unit
3. Enter the Formal Name

4. Provide the Number of Decimal Places for the Unit if you want to use the Unit in fractions
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Type . Simple
Symbol  © Hrs

Formal kame : Hours

Number aof Decimal Places
Accept ?

Yes or No

5. Accept to Save
Similarly, you can create the other Payroll Units like Minutes, Hours, Pieces etc.
Creating Payroll Compound Unit
Similarly, create Compound Units for Payroll, comprising of two payroll Units. For eg., Box of 10 Nos, Dozen of 12 Pcs, Hr of 60 Mins etc.

Go to Gateway of Tally > Payroll Info. > Units (Work)

Unit Creation ABC Com

an

Type . Compound

Units with Multiplier Factors
(examplez: Kgs of 1000 gms)

Units
First Unit Conversion Second Unit Ulnits

Hrs  of60 (Mins________JEoi

Refer to Units of Measure for detailed description of Units.

Note: By default, Tally.ERP 9 contains four preset Calculation Periods — Days, Fortnights, Months and Weeks. However, you can also create new Payroll Units based on
your business requirements.

- =

Creating Attendance/Production Types
- =

The Attendance/ Production typeis used to record the attendance and production data. Based on the component (Pay head) structure, you may need to define multiple
attendance / production types.

Examples for attendance/ production types are No. of days present or conversely, No. of days Absent and production based such as Hours worked, Number of Pieces
produced.

Attendance/Production Type is associated with the Pay Head in employee’s Pay structure. The variable data is entered in the Attendance voucher for the payroll period.
Attendance/Production Types may also be defined in hierarchical groups whereby Types having a common Unit are combined under logical groups.

The Attendance/Production Type may be Attendance/leave with pay, Leave without Pay (if salary isto be paid based on number of days attended) and Production type
which can be based on Piece Production, Overtime Hours, and so on.

To create the Attendance /Production Types, visit:

o Creating an Attendance Type

o Creating a Production Type

Creating Attendance Type

Create Present Attendance Type to record the positive Attendance.

Go to Gateway of Tally > Payroll Info. > Attendance/Production Types > Create
1. Enter the Name of the Attendance Type
2. Select Primary from thelist for the field Under
3. Select Attendance/Leave with Pay as the Attendance Type.

4. The Period Type appears automatically
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pe_Creation
Mame - Present
(alias) :
Under -1 Primary
Attendance Type . Attendance /Leave withRau
Period Type - Days Accept?
Yes or No

5. Accept to save the Attendance Type

Y ou can also create Absent Attendance Type as Leave without Pay for recording negative attendance in the same manner.

-
Creating Production Type
- =
Create Overtime Production Type to record the Overtime done.
Go to Gateway of Tally > Payrall Info. > Attendance/Production Types > Create
1. Enter the Name of the Production Type
2. Select Primary from thelist for the field Under
3. Select Production as the Attendance Type
4. TheUnit field will appear, select the appropriate type of unit from the list
» /Production Type Creation
MName . Overtime
{alias) :
Under -4 Primary
Aftendance Type . Preduction
Accept?
Linit . Hrs of 80 Mins Yes or No
5. Accept to save the Attendance Type
Similarly, you can create the other Attendance/Production Types, as per your business requirements.
-
Creating Pay Heads
- =

The salary components constituting Pay Structures are called Pay Heads. A Pay Head may be an earning, which is paid to an employee, or adeduction, which is recovered
from his/her salary. The value of these Pay Heads could be either fixed or variable, for each Payroll period.

Pay Head Type
A Pay Head is categorized as Allowances, Deductions or Reimbursements.
The preset Pay Head Typesin Tally.ERP 9 are as shown below:

« Earningsfor Employees

« Deductions from Employees

o Employees Statutory Deductions

« Employer’s Statutory Contributions

o Employer’s Other Charges

e Bonus
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o Cratuity
o Loansand Advances

o Reimbursements to Employees

Note: While creating the Salary, PF, ES| payable ledgers you can use Not Applicable as the Type of Pay Head, which will be used to post appropriate accounting entries.

Note: For international Customers Employees Statutory Deductions, Employer's Statutory Contribution and Employer's other Charges Pay head Types are not applicable.

Statutory Pay Head Type

The Statutory Pay Head Type field is enabled when Employees' Statutory Deductions, Employer's Statutory Contributions and Employer's Other Charges Pay Head Types
are selected in the Pay Head Typefield.

The preset Statutory Pay Head Typesin Tally.ERP 9 are as shown below:
« Employee State Insurance
e PF Account (A/c No. 1)
e EPSAccount (A/c No. 10)

o Professional Tax

Voluntary provident Fund (A/c No. 1)

Admin Charges (A/c No. 2)

e EDLI Admin Charges (A/c No. 22)
o EDLI Contribution (A/c No. 21)

Note: Statutory Pay Head Type will appear only when the Payroll Statutory Features are enabled.

Usefor Gratuity

This parameter should be set to Yes, for the Pay Head components that will be used for the Gratuity calculation (e.g. Basic and DA etc.)

Calculation Types
The method of calculation of the Pay Head is based on its Calculation Type.
Tally.ERP 9 payroll alows following calculation methods

Note: The formuladefined in Calculation Type will be used for computation only while using Payroll Auto Fill functionality in the Payroll Voucher, and not in Manual entry
mode of Payroll voucher.

The following computational models are supported in Calculation Types.
Flat Rate

Flat Rate is a Calculation Type is used where the value of the Pay head is afixed amount for a period. Pro-ratawill not happen in this type of the component (Pay Head).
Examples of Flat Rate Calculation Type:

o Conveyance Allowance of Rs. 800.00 per month is exempt from tax and followed by many organisation.
o Fixed Loan Installment deduction amount.
On Attendance

On Attendance type of Calculation Type is based on the attendance data where the component will get pro-rated. In Tally.ERP 9 the attendance can be recorded as positive
days (Present) or loss of pay (Absent) type.

Example:
e.g. Basic Saary is calculated on Attendance.
Attendance/ Leavewith pay
If you want to calculate the Pay Head Vaue using the Positive Attendance (Present), then select the same against thisfield or else select Not Applicable.
L eave without Pay
If you want to calculate the Pay Head Vaue using the Negative Attendance (Absent), then select the same against this field.

On Production
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On Production Calculation Typeis used to calcul ate the pay value based on the Production/Work down. The production data can be entered in Attendance voucher against
the Production type.

As Computed Value

As Computed Value is used if the Pay Head value is based on a dependent component. Y ou will be able to define the dependent component by specifying the formulaor
using the current sub-total or current earning or deduction total. Y ou can also define the slab either by percentage to value or the combination in aslab.

Example:
HRA as 40% of Basic Salary.
AsUser defined Value

As User defined Value allows you to manually enter the value at the time of processing the salary. This Calculation Typeis used the value of pay is not fixed and does not
depend upon any pay components.

Example:

Incentives or Variable Salary.

Calculation Period

Calculation Period refers to the periodicity of Pay Head Calculation. There four pre-defined Calculation Period in Tally.ERP 9 as shown below:
o Days
o Fortnights
« Months

o Weeks

Per day Calculation Basis
Per day Calculation Basis refers to the calculation of per day Pay Head value Computation.

As per Calendar Period refers to the perpetual calendar month, i.e. if the payroll processis carried out for the month of March, then the attendance records will be entered for
31 days.

User Defined Value refers to the consistent payroll period irrespective of calendar month, i.e. If an employe€’ s salary is based on a standard month of 30 days irrespective of
the calendar month, then you can select User Defined as the Calculation Basis and define the periodicity of the specified period or month.

For example, an employee’s monthly salary is Rs. 3,000 and the calculation basis is defined as a month of 30 days. If he takes 3 days leave in January (which consists of 31

days), then the salary per day is computed as (Rs. 3000/30 days, i.e. 100). The net salary after deducting the leave salary [i.e. Rs. 300 (3 days x Rs. 100)] amountsto Rs.
2,700.

Rounding Method

There are four methods of Rounding Off in Tally.ERP 9 which are as follows:
« Not Applicable— The decimal pointswill be taken into consideration, and the amount will not be rounded off.
« Downward Rounding — The decimal points will not be taken in to consideration and the amount will be rounded off to the lower value.
« Normal Rounding — The amount will be rounded off to the nearest currency value.

« Upward Rounding — The amount will be rounded off to the higher value.

Computation Info
When As Computed Valueis selected as the Calculation Type, then you can select the Pay Head Computation as per one of the following options:
Compute On
« On Current Deductions Total — This Calculation Type is used when the value of a Pay Head depends upon the total of the deductions pay heads previously defined.
e On Current Earnings Total — This Calculation Type is used when the value of a Pay Head depends upon the total earnings pay heads previously defined.
o On Current Sub Total — This Calculation Type is used when the value of a Pay Head depends upon the net totals of earnings and deductions previously defined.
o On Specified Formula— This Calculation Type is used when the Pay Head value is computed on the value of one or more pay heads already defined in the pay
structure. (Tally.ERP 9 allows the addition and subtraction of pay heads already defined in the pay structure and multiplication and divisions using Attendance Types.

For example, HRA is computed as 40% of the basic salary).

Effective From
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The Effective From date is by default taken as the Financia Y ear start date in which the Pay Head is created. In case of arevision in Pay Computation, you can define the
revised computation information for the given pay head, by giving the Effective From date.

From Amount
In case where there are multiple slabs for Computation, the start value for each slab should be provided in this field. By default, thisfield is skipped and assumed to be 0.
Amount Upto
The upper Stratum value for each slab is provided in thisfield.
Slab Type
o Percentage— This Slab rate is used when the amount is stated as a proportion of awhole.
o Vaue-This Slab rate is used when the amount is stated as absolute value.
ValueBasis

Value Basis for each dlab is provided in this field, which can be either an Amount or Percentage based on the Slab Type selected the previous field.

- =
Creating Earnings Pay Head
- =
Based on the Calculation Type and Calculation period sel ected, the Earnings Pay heads can be further divided into the following main types:
o Attendance based Earnings Pay Head
o Computation based Earnings Pay Head
o Flat Rate based Earnings Pay Head
« Production based Earnings Pay Head
o User Defined Earnings Pay Head
- =
Creating Attendance based Earnings Pay Head
L

To create an Attendance based Earnings Pay Head (e.g. Basic Pay),
Go to Gateway of Taly > Payroll Info. > Pay Heads> Create
1. Enter the Pay Head name in the Namefield.
2. Select Earnings for Employees as the Pay Head Type from the List of Pay Head Types.
3. Select the respective Group for the Pay Head from the List of Groupsin the field Under.
4, Set Affect Net Salary to Yesif you want the Pay Head to affect the net salary.
5. Nameto appear in Paydlip field is defaulted with the Pay Head Name entered. Y ou can change the same, if required.
6. Select Usefor Gratuity to Yes, if you want this Pay Head to be considered for Gratuity calculation.
7. Select On Attendance in the Calculation Type from the List of Calculation drop down.
8. If Attendanceis selected as the required Calculation Type, select the required method of recording the Attendance.
o For Positive Attendance (Present Days)
o Select Present in the Attendance / Leave with Pay field
o For Negative Attendance (Absent Days)
o Select Not Applicable for Attendance/ Leave with Pay field
o Select Absent in the field Leave without Pay field
Note: Y ou can select either one of the methods for Calculation Type for recording the Attendance. If Positive Attendance is selected the option to select the negative
9. Select the required Calculation Period from the List of Calculation Periods.

10. Based on the Calculation Period, you can select and enter the details for Per Day Calculation Basis as User Defined or Calendar Period.
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11. Select the Rounding Method from the list if applicable.

12. IntheLimit field, enter the required Rounding Off Limit.

Pay Head Creation
Mame . Basic Pay Total Op. Bal.

{alizs)

Pay Head Info

Pay Head Type . Earnings for Employees
Under . Indirect Expenses
Affect Net Salary ? Yes

MNarme to appear in Payslip . Basic Pay
Use for Gratuity ? Yes
Calculation Type . On Attendance

Attendance / Leave with Pay -1 Not Applicable

Leave without Pay . Absent

Calculation Period . Months

Per Day Calculation Basis . As Per Calendar Period

Rounding Info
Rounding Method  : Normal Rounding Limnit 1 Accept ?

Opening Balance { on 1-Apr-2008) : Yes or No

13. Accept to save the Pay Head.

Creating Computation based Ear nings Pay Head
-

To create a Computation based Pay Head (e.g. House Rent Allowance Pay Head),
Go to Gateway of Tally > Payroll Info. > Pay Heads > Create

1. Enter Pay Head name in the Name field.

2. Select Earnings for Employees as the Pay Head Type from the list of Pay Head Type.

3. Select Indirect Expenses from the List of Groupsin the Under field.

4. By default, Affect Net Salary is set to Yes. Type No, if you do not want this component to be included in the Paydlip.

5. By default, the Pay Head component name entered in the Name field will appear in the paydlip, if you want to change the default pay head component name then type
HRA in Name to appear in Paydlip field.

6. By default, Use for Gratuity is set to No. Set thisto Yes, if you want this Pay Head to be considered for Gratuity calculation.
7. Inthe Calculation Type field select As Computed Value from the List of Calculation, a new field Calculation Period will appear, which is set to Months by default.
8. Select the required Rounding off method from the Rounding Methods list and enter the required rounding limit in the Limit field.
9. Inthe Compute field, select On Specified Formulafrom the Computation On list.
10. The Compute sub-screen appears,

In the Pay Head column select Basic Pay from the List of Pay Heads.

Select End of List to return to Pay Head Creation screen.

11. Inthe Effective Datefield, enter the desired date from which the House Rent Allowance will come into effect.
12. Select Percentage from the List of Slabsin the Slab Typefield.

13. Enter the required percentage for the Pay Head calculation in the Value Basis field.

Note: The percentage of calculation as specified in the Pay head creation can be altered during the creation of Salary Details for each employee by setting Allow Override
Slab Percentage to Y es in the F12: Configurations.
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Pay Head Creation

Mame . House Rent Allowance Total Op. Bal.
(alas)
Pay Head Info Computation Info
Pay Head Type . Earnings for Employees Compute . On Specified Formula
Under . Indirect Expenses Specified Formula © Basic Pay
Effective From Amount | Slab Type [Value Basis
Affect Met Salary ? Yes From Amount Upto
MName to appear in Payslip - HRA 1-Apr2008
Use for Gratuity ? No Percentage 40 %
Calculation Type . As Computed Value
Calculation Penod . Months
Rounding Info
Rounding Method  : Normal Rounding Limit 1 Accept ?
Opening Balance ( on 1-Apr-2008) : Yes or No

14. Press Enter to accept.

Similarly, you can create the Pay Head for Dearness Allowance (DA).

Creating Flat Rate based Earnings Pay Head
- =

To create a Flat Rate based Pay Head (e.g. Conveyance which is does not depend on Attendance),
Go to Gateway of Tally > Payroll Info. > Pay Heads > Create

1. Enter Pay Head name in the Name field.

2. Select Earnings for Employees as the Pay Head Type from the list of Pay Head Type.

3. Select Indirect Expenses from the List of Groupsin the Under field.

4. By default, Affect Net Salary is set to Yes. Type No, if you do not want this component to be included in the Paydlip.

5. By default, the Pay Head component name entered in the Name field will appear in the paydlip, if you want to change the default pay head component name then type
required name in Name to appear in Paydlip field.

6. By default, Use for Gratuity is set to No. Set thisto Yes, if you want this Pay Head to be considered for Gratuity calculation.
7. Select the required method of calculation from the List of Calculation in the Calculation Typefield.

8. Select therequired calculation period from the List of Calculation Periods.

9. Inthe Calculation Period field select the required calculation period from the List of Calculation Periods.

10. Select the required Rounding off method from the Rounding Methods list and enter the required rounding limit in the Limit field.
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Pay Head Creation
Mame . Conveyance Total Op. Bal.
(alas) :

Pay Head Info

Pay Head Type . Earnings for Employees
Under . Indirect Expenses
Affect Net Salary ? Yes

MName to appear in Payslip . Conveyance
Use for Gratuity ? No
Calculation Type . Flat Rate

Calculation Penod . Months

Rounding Info
Rounding Method  : Normal Rounding Lirnit 1 Accept ?

Opening Balance ( on 1-Apr-2008) : Yes or No

11. Press Enter to accept.

- =

Creating Production based Earnings Pay Head
=

To create a Production based Earnings Pay Head (e.g. Overtime Pay Head),
Go to Gateway of Tally > Payroll Info. > Pay Heads > Create

1. Enter Pay Head name in the Name field.

2. Select Earnings for Employees as the Pay Head Type from the list of Pay Head Type.

3. Select Indirect Expenses from the List of Groupsin the Under field.

4. By default, Affect Net Salary is set to Yes. Type No, if you do not want this component to be included in the Paydlip.

5. By default, the Pay Head component name entered in the Name field will appear in the paydlip, if you want to change the default pay head component name then type
required name in Name to appear in Paydlip field.

6. By default, Use for Gratuity is set to No. Set thisto Yes, if you want this Pay Head to be considered for Gratuity calculation.

7. Inthe Calculation Type field select On Production from the List of Calculation, a new field Production Type will appear, select the appropriate Production Type from
the List of Production Types.

8. Select the required Rounding off method from the Rounding Methods list and enter the required rounding limit in the Limit field.
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Pay Head Creation
MNare . Owvertime Total Op. Bal.
(alas) :

Pay Head Info

Pay Head Type . Earnings for Employees
Under . Indirect Expenses
Affect Net Salary ? Yes
MName to appear in Payslip . Overtime
Use for Gratuity ? No
Calculation Type . On Production
Production Type ? Overtime

Rounding Info
Rounding Method  : Normal Rounding Lirnit 1 Accept ?

Opening Balance ( on 1-Apr-2008) : Yes or No

9. Press Enter to accept.

Similarly, the Pay Heads for Piece Rate or Box Production can be created.

Creating User Defined Earnings Pay Head
- =

To create Used Defined Earnings Pay Head for which the Vaues will be entered at the time of processing the Payroll (e.g. Variable Pay),
Go to Gateway of Tally > Payroll Info. > Pay Heads > Create

1. Enter Pay Head name in the Name field.

2. Select Earnings for Employees as the Pay Head Type from the list of Pay Head Type.

3. Select Indirect Expenses from the List of Groupsin the Under field.

4. By default, Affect Net Salary is set to Yes. Type No, if you do not want this component to be included in the Paydlip.

5. By default, the Pay Head component name entered in the Name field will appear in the paydlip, if you want to change the default pay head component name then type
required name in Name to appear in Paydlip field.

6. By default, Use for Gratuity is set to No. Set thisto Yes, if you want this Pay Head to be considered for Gratuity calculation.

7. Inthe Calculation Type field select As User Defined Value from the List of Calculation.
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Pay Head Creation ABC Compan

Marne . Variable Pay Total Op. Bal.
(alas)
Pay Head Info
Pay Head Type . Earnings for Employees
Under . Indirect Expenses
Affect Net Salary ? Yes
MNarme to appear in Payslip . Incentives
Use for Gratuity ? No
Calculation Type . As User Defined Value
Accept ?
Opening Balance { on 1-Apr-2008) : Yes or No
8. Press Enter to accept.
- =

Creating Bonus Pay Head

To create a Bonus Pay Head,

Goto

1.

2.

~

Gateway of Tally > Payroll Info. > Pay Heads > Create

Enter Pay Head name in the Name field.

Select Bonus as the Pay Head Type from the list of Pay Head Type.
Select Indirect Expenses from the List of Groupsin the Under field.

By default, Affect Net Salary is set to Yes. Type No, if you do not want this component to be included in the Paydlip.

Page 18 of 112

-

By default, the Pay Head component name entered in the Name field will appear in the paydlip, if you want to change the default Pay Head component name then alter

it in Name to appear in Paydlip field.

By default, Use for Gratuity is set to No.

. Inthe Calculation Type field select As User Defined Value from the List of Calculation.
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Pay Head Creation ABC Compan
Mame © Bonus Total Op. Bal.
(alas)
Pay Head Info
Pay Head Type . Bonus
Under . Indirect Expenses
Affect Net Salary ? Yes
MNarme to appear in Payslip . Bonus
Use for Gratuity ? No
Calculation Type . As User Defined Value
Accept?
Opening Balance { on 1-Apr-2008) : Yes or No

8. Press Enter to accept.

- =

Creating Employee Deductions Pay Head

- =
Y ou can create the following Deductions Pay Heads in Tally.ERP9:
« General Deductions (e.g. Canteen Deductions Pay Head)
o Salary Advance Deduction Pay Head
o Income Tax Deduction Pay Head
- =
Creating Canteen Deduction Pay Head
- =

To create the Canteen Deduction Pay Head,
Go to Gateway of Tally > Payroll Info. > Pay Heads > Create
1. Enter Pay Head name in the Name field.
2. Select Deductions from Employees as the Pay Head Type from the list of Pay Head Type.
3. Select Current Assets from the List of Groups in the Under field.
4. By default, Affect Net Saary is set to Yes. Type No, if you do not want this component to be included in the Paydlip.

5. By default, the Pay Head component name entered in the Name field will appear in the paydlip, if you want to change the default pay head component name then type
required name in Name to appear in Paydlip field.

6. By default, Use for Gratuity is set to No. Set thisto Yes, if you want this Pay Head to be considered for Gratuity calculation.

7. Inthe Calculation Type field select As User Defined Value from the List of Calculation.
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Pay Head Creation ABC Compan
Mame . Canteen Deduction Total Op. Bal.
(alas)
Pay Head Info
Pay Head Type . Deductions From Employees
Under . Current Assets
Affect Net Salary ? Yes
MNarme to appear in Payslip . Canteen Deduction
Calculation Type . As User Defined Value
Accept?
Opening Balance { on 1-Apr-2008) : Yes or No

8. Press Enter to accept.

- =

Creating Income Tax Deduction Pay Head
-

To create the Income Tax Deduction Pay Head,
Go to Gateway of Tally > Payroll Info. > Pay Heads > Create

1. Enter Pay Head name in the Name field.

2. Select Deductions From Employees as the Pay Head Type from the list of Pay Head Type.

3. Select Duties & Taxes from the List of Groupsin the Under field.

4. By default, Affect Net Saary is set to Yes. Type No, if you do not want this component to be included in the Paydlip.

5. By default, the Pay Head component name entered in the Name field will appear in the paydlip, if you want to change the default pay head component name then type
required name in Name to appear in Payslip field.

6. Inthe Calculation Type field select As User Defined Value from the List of Calculation.

file://C:\Documents and Settings\bb\Local Settings\Temp\~hh2591.htm 5/5/2009



Introduction to Payroll Page 21 of 112

Pay Head Creation
Mame . Income Tax Deduction Total Op. Bal.
(alas)

Pay Head Info

Pay Head Type . Deductions From Employees
Under . Duties & Taxes
(Current Liabilities)
Affect Net Salary ? Yes
MName to appear in Payslip : Income Tax Deduction
Calculation Type . As User Defined Value

Accept?

Opening Balance ( on 1-Apr-2008) : Yes or No

7. Press Enter to accept.
Note: Currently, the Income Tax Amount for the Employees needs to be calculated separately and entered while processing the payroll VVoucher.

- =

Creating Employees Statutory Deductions Pay Heads
- =

In Tally.ERP, you can create the following Employees' Statutory Deductions Pay Heads for Provident Fund (PF), Employee State Insurance (ESI) and Professional Tax
(PT):

o Employees PF Deduction Pay Head

o Employees ES| Deduction Pay Head

o Professional Tax Pay Head

- =

Creating Employees PF Deduction Pay Head

To create Employees’ PF Deduction Pay Head,
Go to Gateway of Tally > Payrall Info. > Pay Heads > Create
1. Enter the name of the Pay Head in the Name field.
2. Select Employees Statutory Deductions as the Pay Head Type from the list of Pay Head Types.
3. Select PF Account (A/c No. 1) in the Statutory Pay Type field.
4. Select Current Liabilities from the List of Groupsin the Under field.
5. By default, Affect Net Salary is set to Yes. Type No, if you do not want this component to be included in the Payslip.

6. By default, the Pay Head component name entered in the Name field will appear in the paydlip, if you want to change the default Pay Head component name then type
it in Name to appear in Paydlip field.

7. TheCalculation Typefield is pre-filled with As Computed Vaue and Calculation Period is pre-filled with Months by default.

8. Select Normal Rounding from thelist of Rounding Methods and type 1 as the rounding Limit.

9. Inthe Compute field, select On Specified Formulafrom the Computation On list.
10. The Compute sub-screen appears, in the Pay Head column select Basic Pay from the List of Pay Heads and select End of List to return to Pay Head Creation.
11. Inthe Effective Date field, enter the desired date from which the PF Deduction will comeinto effect.

file://C:\Documents and Settings\bb\Local Settings\Temp\~hh2591.htm 5/5/2009



Introduction to Payroll Page 22 of 112
12. Select Percentage from the List of Slabsin the Slab Typefield.

13. Enter the required percentage for PF in the Value Basis field.

Pay Head Creation

Mame . Employees’ EPF Deduction@12% Total Op. Bal.
{alizs)
Pay Head Info Computation Info
Pay Head Type . Employees’ Statutory Decluctions | Compute . On Specified Formula
Statutory Pay Type . PF Account {A/c No. 1) Specified Formula © Basic Pay
Under - Current Liabilities Effe ctive From Amount | Slab Type |Value Basis
From Amount Upto
Affect Met Salary ? Yes 1-Apr2008
MNarne to appear in Payslip . EPF Deduction@12% Percentage 12 %
Calculation Type . As Computed Value
Caleulation Penod . Months
Rounding Info
Rounding Method  : Normal Rounding Lirmnit 1 Accept ?
Opening Balance { on 1-Apr-2008) : Yes or No

14. Press Enter to accept.
Similarly, you can create the Pay Head for VVoluntary Provident Fund Deduction also.

Note: To restrict the PF Deduction to Rs. 780, you can specify 12% in the Vaue Basis and 0 to 6500 in the From Amount and Amount Upto fields respectively. For amount
beyond 6500 the specify 780 in the Value Basis field.

-

Creating Employees ESI Deduction Pay Head

-« =

To create Employees ESI Deduction Pay Head,
Go to Gateway of Tally > Payroll Info. > Pay Heads > Create
1. Enter the name of the Pay Head in the Name field.
2. Select Employees Statutory Deductions as the Pay Head Type from the list of Pay Head Types.
3. Select Employee State Insurance in the Statutory Pay Typefield.
4. Select Current Liabilities from the List of Groupsin the Under field.
5. By default, Affect Net Salary is set to Yes. Type No, if you do not want this component to be included in the Payslip.

6. By default, the Pay Head component name entered in the Name field will appear in the paydlip, if you want to change the default Pay Head component name then type
it in Name to appear in Paydlip field.

7. Inthe Calculation Type field is pre-filled with As Computed Value and Calculation Period is pre-filled with Months by default.
8. Select Normal Rounding from thelist of Rounding Methods and type 1 as the rounding Limit.
9. Inthe Compute field, select On Specified Formulafrom the Computation On list.

10. The Compute sub-screen appears, In the Pay Head column select Basic Pay from the List of Pay Heads and select Add Pay Head to add other Pay Heads that will be
considered for ES| calculation one by one and select End of List to return to Pay Head Creation.
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Computation On Specified Formula

Basic Pay
Bonus
Canteen Deduction

Conveyance

EDLI Admin Charges @ 0.01%
EDLI Contribution @ 0.5%
Employees' EPF Deductionz@ i 2%
Employee YPF Contribution

Compute : On Specified Formula

Function Pay Head Employer's EPF Contribution @ 3.67%

Ermplayer's EPS Contribution @ 8.33%

Add Pay Head Basic Pay Employer's ESI Contribution @ 4 75%
Add Pay Head House Rent Allowance Gratuity

Add Pay Head Corveyance House Rent Allowance

Add Pay Head w Income Tax Deduction

FF Admin Charges @ 1.10%
Professional Tax
Reimbursement

Salary Advance Deduction
Wariable Pay

11. Inthe Effective Datefield, enter the desired date from which the ESI Deduction will come into effect.
12. The Percentage is defaulted as Slab Type.

13. Enter the Percentage in the Value Basisfield.

14. Similarly, enter the From Amount, Amount Upto, Slab Type and Vaue Basis details for the next slab.

Note: The amount is not specified in the Pay Head creation for ES| as the same is entered in the Statutory Details screen in the Statutory & Taxation Features.

Name . Employees’ ESI Deduction @ 1.75% Total Op. Bal.
(alias)
Pay Head Info Computation Info
Pay Head Type . Employees’ Statutory Deductions | Compute . On Specified Formula
Statutary Pay Type . Employee State Insurance | Specified Formula : ({Basic Pay + Howse Rent Aliowance) +
Under . Current Liabilities Comveyance) + Overtirme
Effective From Amount | Slab Type |Value Basis
Affect Met Salary ? Yes From Amount Upto
Marme to appear in Payslip . ESI Deduction@1.75% 1-Apr-2008
Percentage 1.75 %
Calculation Type . As Computed Value
Calculation Perod . Months
Rounding Info
Rounding Method  : Normal Rounding Limnit 1 Accept ?
Opening Balance ( on 1-Apr-2008) : Yes or No

15. Press Enter to accept.

Note: Any income of aregular nature will be subject to ES| calculation viz., Basic Pay, Dearness Allowance, House Rent Allowance, Conveyance, Overtime etc.
ESI Deduction Pay Head should be added in the Salary Details after Basic Pay, HRA, Conveyance and Overtime as the calculation for ESI is dependant on these Pay Heads.

Also, when more than one Pay Head is added in the formula for Calculation, you need to make sure that the independent Pay Heads appear first and the dependent Pay heads
later (e.g. HRA is dependant on Basic and hence, Basic should come first then HRA).
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-
Creating Employees Professional Tax Deduction Pay Head
-

To create Professional Tax Deduction Pay Head,
Go to Gateway of Tally > Payroll Info. > Pay Heads > Create
1. Enter the name of the Pay Head in the Name field.
2. Select Employee' s Statutory Deductions as the Pay Head Type from the list of Pay Head Types.

3. Select Professional Tax in the Statutory Pay Typefield

&

Enter the Professional Tax Registration Number in the new field that appears.

5. Select Current Liabilities from the List of Groupsin the Under field.

o

By default, Affect Net Salary is set to Yes. Type No, if you do not want this component to be included in the Paydlip.

By default, the Pay Head component name entered in the Name field will appear in the paydlip, if you want to change the default Pay Head component name then type
it in Name to appear in Paydlip field.

~

8. Inthe Calculation Type field is pre-filled with As Computed Value and Calculation Period is pre-filled with Months by default.
9. Select Normal Rounding from thelist of Rounding Methods and type 1 as the rounding Limit.

10. Inthe Compute field, select On Current Earnings Total from the Computation On list.

11. Inthe Effective Datefield, enter the desired date from which the Professional Tax will come into effect.

12. Enter the required value in the From Amount and Amount Upto fields.

13. Select Vaue fromthe List of Slabsin the Slab Typefield.

14. Enter the Amount for Professional Tax for each slab in the Value Basis field.

Mame . Professional Tax Total Op. Bal.
{alas)
Pay Head Info Computation Info
Pay Head Type . Employees’ Statutory Decluctions | Compute . On Current Earnings Total
Statutory Pay Type . Professional Tax Effective From Amount | Slab Type |Value Basis
Registration Murmber - KA/PT2635423 From Amount Ul)to
Under . Current Liabilities 1-Apr2008
3,000.00| Value 0
Affect Met Salary ?* Yes 3,00000 5,00000 Value 30
Mame to appear in Payslip - Professional Tax 9,000.00 8,000.00/ Value 60
8,000.00[ 10,000.00(Value 100
Calculation Type : As Computed Value 10,000.00  15,000.00| Value 150
15,000.00 Value 200
Calculation Penod . Months
Rounding Info
Rounding Method . NMormal Rounding Limit 1 Accept ?
Opening Balance { on 1-Apr-2008) : Yes or No

14. Press Enter to accept.

Note: If you are using any Pay Head component having Calculation Type As Computed Vaue and Compute: On Current Earnings Total, while defining Salary Detail, the
sequence of the component this component should be selected before any Deduction or Contribution Pay Heads.

- =

Creating Employer’s Statutory Contribution Pay Heads

L
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In Tally.ERP 9, you can create the following Employer’s Statutory Contribution Pay Heads for Provident Fund (EPS and EPF) and Employee State Insurance (ES):

o Employer’'s EPS Contribution Pay Head

o Employer’'s EPF Contribution Pay Head

o Employer’'s ES| Contribution Pay Head

- =

Creating Employer’s EPS Contribution Pay Head

To create Pay Head for Employer’s Contribution towards Employee Pension Scheme (EPS),
Go to Gateway of Tally > Payroll Info. > Pay Heads > Create
1. Enter the name of the Pay Head in the Name field.
2. Select Employer’s Statutory Contributions as the Pay Head Type from the list of Pay Head Types.
3. Select EPS Account (A/c No. 10) in the Statutory Pay Typefield.
4. Select Indirect Expenses from the List of Groupsin the Under field.
5. By default, Affect Net Salary is set to No. Type Yes, if you want this component to be included in the Paydlip.
6. The Calculation Typefieldis pre-filled with As Computed Vaue and Calculation Period is pre-filled with Months by default.
7. Select Normal Rounding from thelist of Rounding Methods and type 1 as the rounding Limit.
8. Inthe Compute field, select On Specified Formulafrom the Computation On list.
9. In the Compute sub-screen, in the Pay Head column select Basic Pay from the List of Pay Heads.
10. Inthe Effective Datefield, enter the desired date from which the EPS will come into effect.
11. Enter the required values in the From Amount and Amount Upto fields.
12. Select Slab Types from the List of Slabsin the Slab Type.
13. Enter the Percentage in the Value Basisfield.

14. Similarly, enter the From Amount, Amount Upto, Slab Type and Vaue Basis details for the next slab.

Head Creation

Mame . Employer's EPS Contribution @ 8.33% Total Op. Bal.
{alizs)
Pay Head Info Computation Info
Pay Head Type . Employers Statwtory Contributions | Compute . On Specified Formula
Statutory Pay Type . EPS Account {A/c No. 10} Specified Formula © Basic Pay
Under - Indirect Expenses Effe ctive From Amount | Slab Type |Value Basis
From Amount Upto
Affect Met Salary ? No 1-Apr2008
6.500.00| Value 8.33
6,500.00 Value 541
Calculation Type . As Computed Value
Caleulation Penod . Months
Rounding Info
Rounding Method  : Normal Rounding Lirmnit 1 Accept ?
Opening Balance { on 1-Apr-2008) : Yes or No

15. Press Enter to accept.

sy

Creating Employer’s EPF Contribution Pay Head
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- =

To creste Pay Head for Employer’s Contribution towards Employee Provident Fund (EPF),
Go to Gateway of Tally > Payroll Info. > Pay Heads > Create

1. Enter the name of the Pay Head in the Name field.

2. Select Employer’s Statutory Contributions as the Pay Head Type from the list of Pay Head Types.

3. Select PF Account (A/c No. 1) in the Statutory Pay Type field.

4. Select Indirect Expenses from the List of Groupsin the Under field.

5. By default, Affect Net Salary is set to No. Type Yes, if you want this component to be included in the Paydlip.

6. The Calculation Typefield is pre-filled with As Computed Value and Calculation Period is pre-filled with Months by default.

7. Select Normal Rounding from thelist of Rounding Methods and type 1 as the rounding Limit.

8. Inthe Compute field, select On Specified Formulafrom the Computation On list.
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9. Inthe Compute sub-screen, for Pay Head column select Employee’ s PF Deduction @ 12% from the List of Pay Heads and select Subtract Pay Head in the Function
and Select Employer’s EPF Contribution @ 8.33% in the Pay Head Column. Select End of List to return to Pay Head Creation.

Computation On Specified Formula

Compute : On Specified Formula

Function Pay Head
Add Pay Head Employees’ EPF Deductiongz] 2%
Subtract Pay Head Coniributi %

Basic Pay
Bonus

Canteen Deduction

Conveyance

EDLI Admin Charges @ 0.01%

EDLI Contribution @ 0.5%

Employees' EPF Deductioni@ 12%

Employees' ES| Deduction @ 1.75%
Employee wPF Contribution

Employer's ES| Contribution @ 4.75%

Gratuity

House Rent Allowance

Income Tax Deduction

Crweertime

PF Admin Charges @ 1.10%

Professional Tax

Reimbursement

Salary Advance Deduction

Wariable Pay

10. Inthe Effective Datefield, enter the desired date from which the EPF will comeinto effect.

11. Select Slab Types from the List of Slabsin the Slab Type.

12. Enter the Percentagein the Value Basis field.
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Pay Head Creation

Mame . Employer's EPF Contribution @ 3.67% Total Op. Bal.
(altas)
Pay Head Info Computation Info
Pay Head Type . Employer’s Statwtory Contributions | Compute . On Specified Formula
Statutory Pay Type . PF Account (A/c No. 1) Specified Formula : Employees’ EFF Deductioni@?2% - Employer's
Under . Indirect Expenses EPE Contribution (@ 8.33%
Effe ctive From Amount | Slab Type |Value Basis
Affect Net Salary ? No From Amount Upto
1-Apr-2008
Percentage 100 %
Calculation Type . As Computed Value
Calculation Penod . Months
Rounding Info
Rounding Method  : Normal Rounding Limit 1 Accept ?
Opening Balance ( on 1-Apr-2008) : , Yes or No

14. Press Enter to accept.

- =

Creating Employer’sESI Contribution Pay Head
=

To create Employer's ESI Contribution Pay Head,
Go to Gateway of Tally > Payroll Info. > Pay Heads > Create

1. Enter the name of the Pay Head in the Name field.

2. Select Employer’s Statutory Contributions as the Pay Head Type from the list of Pay Head Types.

3. Select Employee State Insurance in the Statutory Pay Typefield.

4. Select Indirect Expenses from the List of Groupsin the Under field.

5. By default, Affect Net Salary is set to No. Type Yes, if you want this component to be included in the Paydlip.

6. TheCalculation Typefield is pre-filled with As Computed Value and Calculation Period is pre-filled with Months by default.

7. Select Normal Rounding from thelist of Rounding Methods and type 1 as the rounding Limit.

8. Inthe Compute field, select On Specified Formulafrom the Computation On list.

9. In the Compute sub-screen, In Pay Head column select Basic Pay from the List of Pay Heads and select Add Pay Head to add other Pay Heads that will be considered
for ESI calculation one by one and select End of List to return to Pay Head Creation.
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Computation On Specified Formula

Basic Pay
Bonus
Canteen Deduction

Conveyance

EDLI Admin Charges @ 0.01%
EDLI Contribution @ 0.5%
Employees' EPF Deductionz@ i 2%
Employees' ESI Deduction @ 1.75%

Compute : On Specified Formula

Function Pay Head Employee wPF Contribution
Ermplayer's EPF Contribution @ 3.67%
Add Pay Head Basic Pay Employer's EPS Contribution @ 8.33%
Add Pay Head House Rent Allowance Gratuity

Add Pay Head Corveyance House Rent Allowance

Add Pay Head w Income Tax Deduction

FF Admin Charges @ 1.10%
Professional Tax
Reimbursement

Salary Advance Deduction
variable Pay

10. Inthe Effective Datefield, enter the desired date from which the ESI Deduction will come into effect.
11. Enter the Percentage in the Value Basisfield.

Note: The amount is not specified in the Pay Head creation for ES| as the same is entered in the Statutory Details screen in the Statutory & Taxation Features.

Pay Head Creation

Mame . Employer's ESI Contribution @ 4.75% Total Op. Bal.
(alas)
Pay Head Info Computation Info
Pay Head Type . Employer's Statwtory Contributions | Cormpute . On Specified Formula
Statutory Pay Type . Employee State Insurance | Specified Formula : ({Basic Pay + House Rent Allowance) +
Under . Indirect Expenses Conveyance) + Overtime
Effective From Amount | Slab Type |Value Basis
Affect Net Salary ? No From Amount Upto
1-Apr-2008
Percentage 4.75 %
Calculation Type . As Computed Value
Caleulation Pedod . Months
Rounding Info
Rounding Method  : Normal Rounding Lirmnit 1 Accept ?
Opening Balance { on 1-Apr-2008) : Yes or No

12. Press Enter to accept.

Note: ES| Deduction Pay Head should be added in the Salary Details after Basic, HRA, Conveyance and Overtime as the calculation for ESI is dependant on these Pay
Heads.

Also, when more than one Pay Head is added in the formulafor Calculation, you need to make sure that the independent Pay Heads appear first and the dependent Pay heads
later (e.g. HRA is dependant on Basic and hence, Basic should come first then HRA).

- =

Creating Gratuity Pay Head
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- =
To create the Pay Head for Gratuity computation,

Go to Gateway of Tally > Payroll Info. > Pay Head > Create

Pay Head Creation
. Gratuity Taotal Op. Bal.

MNare
(alas)

List of Pay

4 Mot Applicable

Bonus
Ceductions from Employees
Rayilieadlinio Earnings for Employees
Pay Head Type B Gratuity | Emnployees' Statutary Deductions
Under . Provisions Employer's Other Charges

{Current Liabilities) EmEIEEr's Statutuii Contributions

Loans and Advances
Feimbursements to Employees

Rounding Info
Rounding Method  : Normal Rounding Limnit 1

Opening Balance { on 1-Apr-2008) :

1. Enter the Name of the Pay Head
2. Select Gratuity from the List of Pay Head Types

3. Enter the Slab Rate details for Gratuity Calculation in the sub-screen as shown:

Slab Rate details for Gratuity Calculation

Gratuity Days of a Manth . 26
Number of Months Eliyibility days for
From: To: Gratuity
Calculation
per year
1 60 0
61 120 15
121 15

4. Select Provisions as Group from the List of Groupsin the field Under.
5. Select the Rounding Method from the list if applicable.

6. Accept to save the Pay Head

Note: To use the Earning Pay Head for Gratuity calculation, set Use for Gratuity? field to Yesin the ledger creation screen (for Pay Heads such as Basic Salary, DA, and so
on, created under Indirect Expenses).

- =

Creating Salary Advance Deduction Pay Head

L

To create the Salary Advance Deduction Pay Head to deduct the Loans given to Employees,

Go to Gateway of Tally > Payroll Info. > Pay Heads > Create
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1. Enter Pay Head name in the Name field.

2. Select Loans and Advances as the Pay Head Type from the list of Pay Head Type.

3. Select Loans and Advances (Assets) from the List of Groupsin the Under field.

4. By default, Affect Net Salary is set to Yes. Type No, if you do not want this component to be included in the Paydlip.

5. By default, the Pay Head component name entered in the Name field will appear in the paydlip, if you want to change the default Pay Head component name then alter
it in Name to appear in Paydlip field.

6. Inthe Calculation Type field select As User Defined Value from the List of Calculation.

Pay Head Creation

Mame . Salary Advance Deduction Total Op. Bal.
(alas)
Pay Head Info
Pay Head Type . Loans and Advances
Under : Loans & Advances {Asset)
(Current Assets)
Affect Net Salary ? Yes
MName to appear in Payslip . Salary Advance Deduction
Calculation Type . As User Defined Value
Accept?
Opening Balance ( on 1-Apr-2008) : Yes or No

7. Press Enter to accept.

Note: In caseif the interest is also recovered from the Employee’ s salary for the Loan/Advance given, Interest calculation feature can be used to calculate the EMI for each
month and the same can be recovered by selecting the Calculation Type as Flat Rate.

-

Creating Reimbursement Pay Head
-

To create the Reimbursement Pay Head,
Go to Gateway of Tally > Payroll Info. > Pay Heads > Create

1. Enter Pay Head name in the Name field.

2. Select Reimbursement to Employees as the Pay Head Type from the list of Pay Head Types.

3. Select Indirect Expenses from the List of Groupsin the Under field.

4. By default, Affect Net Salary is set to Yes, select No, if you do not want this to appear in the Paydlip.

5. By default, the Pay Head component name entered in the Name field will appear in the paydlip, if you want to change the default Pay Head component name then alter
it in Name to appear in Paydlip field.

6. Select AsUser Defined Vaue in the Calculation Type field.
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Pay Head Creation
Mame : Reimbursement Total Op. Bal.
(alas)

Pay Head Info

Pay Head Type . Reimbursements to Employees
Under . Indirect Expenses
Affect Net Salary ? Yes

MName to appear in Payslip . Reimbursement
Calculation Type . As User Defined Value

Accept?

Opening Balance ( on 1-Apr-2008) : Yes or No

7. Press Enter to accept.

Creating Employer’s Other Charges Pay Heads
- =

To Account for the PF Administration Charges, Employees Deposit Linked Insurance (EDLI) Contributions, and EDLI Administration Charges you can create the following
Pay Headsin Tally:

o PF Admin Charges Pay Head

o EDLI Contribution Pay Head Pay Head

o EDLI Admin Charges Pay Head

- =

Creating PF Admin Charges Pay Head

= =
PF Admin Charges are paid towards maintaining the PF Account.
To create PF Admin Charges PayHead,
Go to Gateway of Tally > Payroll Info. > Pay Heads > Create
1. Enter the name of the Pay Head in the Name field.
2. Select Employer’s Other Charges as the Pay Head Type from the list of Pay Head Types.
3. Select Admin Charges (A/c No. 2) in the Statutory Pay Type field.
4. Select Current Liabilities from the List of Groupsin the Under field.
5. By default, Affect Net Salary is set to No.
6. TheCalculation Typefield is pre-filled with As Computed Vaue and Calculation Period is pre-filled with Months by default.
7. By Default Rounding Method is set to Normal Rounding and Rounding Limit as 1.
8. The Compute field is pre-filled with On PF Gross.
9. Inthe Effective Datefield, enter the desired date from which the PF Admin Charges will be charged.
10. Enter the required values in the From Amount and Amount Upto fields.

11. Slab Typeispre-filled as Percentage.
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12. Enter the admin charges percentage in the Value Basis field.

Pay Head Creation ABC Compan
Mame . PF Admin Charges @ 1.10% Total Op. Bal.
[alizs)
Pay Head Info Computation Info
Pay Head Type . Employer's Other Charges | Compute . On PF Gross
Statutory Pay Type : Admin Charges {A/c No. 2) Effective From Amount | Slab Type |Value Basis
Under . Current Liabilities From Amount Upto
1-Apr-2008
Affect Net Salary > No 6,500.00{Percentage 1.10 %
Caleulation Type . As Computed Value
Calculation Perod . Months
Rounding Info
Rounding Method  © Normal Rounding Limit 1 Accept ?
Opening Balance { on 1-Apr-2008) : Yes or No

13. Press Enter to accept.

Note: This Pay Head will not be included in the Salary Details for the Employees as this is an employer related expense and needs to be handled separately.

Creating EDLI Contribution Pay Head

= =
To create Employees Deposit Linked Insurance (EDLI) Contribution Pay Head
Go to Gateway of Tally > Payroll Info. > Pay Heads > Create
1. Enter the name of the Pay Head in the Name field.
2. Select Employer’s Other Charges as the Pay Head Type from the list of Pay Head Types.
3. Select EDLI Contribution (A/c No. 21) in the Statutory Pay Type field.
4. Select Current Liabilities from the List of Groupsin the Under field.
5. By default, Affect Net Salary is set to No.
6. The Calculation Typefieldis pre-filled with As Computed Vaue and Calculation Period is pre-filled with Months by default.
7. By Default, Rounding Method is set to Normal Rounding and Rounding Limit as 1.
8. The Compute field is pre-filled with On PF Gross.
9. Inthe Effective Datefield, enter the desired date from which the EDLI Contribution will come into effect.
10. Enter the required values in the From Amount and Amount Upto fields.
11. The Slab Typesis set as Percentage.

12. Enter the EDLI Percentagein the Value Basis field.
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Pay Head Creation ABC Compan
Marme . EDLI Contribution @ 0.5% Total Op. Bal.
[alizs)
Pay Head Info Computation Info
Pay Head Type . Employer's Other Charges | Compute . On PF Gross
Statutory Pay Type : EDLI Contribution {A/c No. 21) Effective From Amount | Slab Type |Value Basis
Under . Current Liabilities From Amount Upto
1-Apr-2008
Affect Net Salary > No 6,500.00{Percentage 0.50 %
Caleulation Type . As Computed Value
Calculation Period . Months
Rounding Info
Rounding Method  © Normal Rounding Limit 1 Accept ?
Opening Balance { on 1-Apr-2008) : Yes or No

13. Press Enter to accept.
Note: This Pay Head will not be included in the Salary Details for the Employees as thisis an employer related expense and needs to be handled separately.

- =

Creating EDLI Admin Charges Pay Head

- =
To create EDLI Admin Charges Pay Head,
Go to Gateway of Tally > Payroll Info. > Pay Heads > Create
1. Enter the name of the Pay Head in the Name field.
2. Select Employer’s Other Charges as the Pay Head Type from the list of Pay Head Types.
3. Select Current Liabilities from the List of Groupsin the Under field.
4. By default, Affect Net Salary is set to No.
5. TheCalculation Typefield is pre-filled with As Computed Vaue and Calculation Period is pre-filled with Months by default.
6. By Default, Rounding Method is set to Normal Rounding and Rounding Limit as 1.
7. The Compute field is prefilled with On PF Gross.
8. Inthe Effective Datefield, enter the desired date from which the EDLI Admin Charges will come into effect.
9. Enter therequired valuesin the From Amount and Amount Upto fields.
10. Select Slab Types from the List of Slabsin the Slab Type.

11. Enter the EDLI Admin Charges Percentage in the Value Basis field.
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Pay Head Creation ABC Compan
Mame . EDLI Admin Charges @ 0.01% Total Op. Bal.
[alizs)
Pay Head Info Computation Info

Pay Head Type . Employer's Other Charges | Compute . On PF Gross

Statutory Pay Type - EDLI Admin Charges [Ac No. 22) Effective From Amount | Slab Type |Value Basis
Under . Current Liabilities From Amount Upto

1-Apr-2008

Affect Net Salary > No 6,500.00{Percentage 0.01 %
Caleulation Type . As Computed Value

Calculation Perod . Months

Rounding Info
Rounding Method  © Normal Rounding Lirntt 1 Accept?

Opening Balance { on 1-Apr-2008) : Yes or No

13. Press Enter to accept.

Note: This Pay Head will not be included in the Salary Details for the Employees as thisis an employer related expense and needs to be handled separately.

If the EDLI Admin charges are less than Rs.2, then Tally.ERP 9 will round off this to Rs.2 as minimum value to be paid.

Defining Salary Structure
- =

Salary Detailsis used to define the Pay Structure for an Employee or an Employee Group. To speed up the entry of individual Employee’s Pay Structure you can define the
Pay Structure for the Employee Group with the basic Pay Heads that applies for most of the employees and Copy the same to individual employees.

If required, a Pay Head component or its value may be added, deleted or altered at Individual Employee level. To define Salary Details for Employees refer Creating Salary
Details for an Employees.

-

Creating Salary Details for Employee Group
-

To create Salary Details for an Employee Group,
Go to Gateway of Tally > Payroll Info. > Salary Details > Create

1. Select the Employee Group, e.g. Sales in the Name field from the List of Groups/Employees.

2. Inthe Salary Details screen, specify the Date in Effective From field.

3. Select the Pay Heads from the List of Pay Heads.

4. Enter the vauesin the Rate Column, if applicable.

5. ThePay Head Type, Calculation Type and Calculated On fields display the details provided at the Pay Head creation level.
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Salary Details Creation Ctrl + M E3
Mame . Sales
Under  : 4 Primary
Salary Details
Effective Pay Head Rate Per Pay Head Type Calculation Type Computed On
From
1-Apr 2008
Basic Pay 10,000.00 | Months| Earnings for Employees On Attendance
House Rent Allowance Earnings for Employees As Computed Value| Basic Pay
Conveyance 800.00 | Months| Earnings for Employees Flat Rate
Overtime 100.00 | Hrs Earnings for Employees On Production
Variable Pay Earnings for Employees As User Defined Value
Bonus Earnings for Employees As User Defined Value
Professional Tax Employees’ Statutory Deductions| As Computed Value| On Current Earnings Total
Reimbursement Reimbursements to Employees| As User Defined Value
Canteen Deduction Deductions From Employees| As User Defined Value
Income Tax Deduction Deductions From Employees| As User Defined Value
Employees’ EPF Deduction@12% Employees’ Statutory Deductions| As Computed Value| Basic Pay
Employees’ ESI Deduction @ 1.75% Employees’ Statutery Deductions| As Computed Value) {Basic Pay +Honse Rent Allowance) + Comveyance) + Overtime
Employer’s EPS Contribution @ 8.33% Employer's Statntory Contribitions| As Computed Value| Basic Pay
Employer’s EPF Contribution @ 3.67% Employer's Statwtory Contributions| As Computed Vale| Enphpees’EF Ddictivng 11 - Emploper's£PS Contributon @ 3. 17%
Employer’s ESI Contribution @ 4.75% Employer's Statwtory Contributions| As Computed Value) {Basic Pay + Honse Rent Allowance) + Comveyance] + Overtime

Salary Advance Deduction
Gratuity

Loans and Advances
Gratuity

As User Defined Value

Accept?

Yes or No

6. Press Enter to accept and save.

Page 35 of 112

Note: If you are using any Pay Head component having Calculation Type: As Computed Value and Compute: On Current Earnings Total then while defining Salary Detail,
the sequence of the component has to be selected accordingly.

- =

Creating Salary Detailsfor an Employee

To create Salary Details for an Employee,

Go to Gateway of Tally > Payrall Info. > Salary Details > Create

1. Select the Employeein the Name filed from the List of Groups/Employees

2. Enter the Effective From date

3. Inthe Pay Head field, the Start Type list displays two options namely, Copy From Parent Vaue and Start Afresh

Salary Details Creation Cctrl + M E3
Name . Employee A {0065)
Under Sales
(J Primany]
Salary Details
Effe ctive Pay Head Rate Per Pay Head Type Calculation Type Computed On
From Start Type
1-Apr2008 [ From Parent Value
Start Afresh

Note: If the Pay Head details are available in the parent group, then the option Copy From Parent Vaue will be displayed for selection, else you will get only Start Afresh.

4. 1If you select Copy From Parent Value, the Salary Details defined for the Employee Group to which the Employee belongs will appear in the screen

Note: If you select Start Afresh, you have to select the Pay Heads from the List of Pay Heads and enter the values for the necessary Pay Heads, if required.

5. Modify values for the necessary Pay Heads as per Employees ligibility

file://C:\Documents and Settings\bb\Local Settings\Temp\~hh2591.htm

5/5/2009



Introduction to Payroll

Salary Details Creation

ABC Com

Ctrl + M E3

Marne : Employee A {0065)
Under : Sales
(—" Primany)
Salary Details
Effective Pay Head Rate Per Pay Head Type Calculation Type Computed On
From

10-Apr-2008
Basic Pay 15,000.00 | Months| Earnings for Employees On Attendance
House Rent Allowance Earnings for Employees As Computed Value| Basic Pay
Conveyance 1,000.00 | Months| Earnings for Employees Fiat Rate
Overtime 50.00\Hrs | Earnings for Employees On Production
Variable Pay Earnings for Employees As User Defined Value
Bonus Earnings for Employees As User Defined Value
Professional Tax Employees’ Statutory Deductions| As Computed Value| On Current Earnings Total
Reimbursement Reimbursements to Employees| As User Defined Value
Canteen Deduction Deductions From Employees| As User Defined Value
Income Tax Deduction Deductions From Employees| As User Defined Value
Employees” EPF Deduction@12% Employees’ Statutory Deductions| As Computed Value| Basic Pay
Employees” ESI Deduction @ 1.75% Employees’ Statutory Deductions| As Computed Value)| {Basi: Pay + Hoose Rent Allownos) + Comveyance] + Dvertime
Employer's EPS Contribution @ 8.33% Employer's Statntory Contrivtions| As Computed Value| Basic Pay
Employer’s EPF Contribution @ 3.67% Employer's Statntory Contribetions| As Computedd Value| EnplpesHF Dedretivg 15 -Enploper's 5 Contrbution § 113%
Employer’s ESI Contribution @@ 4.75% Employer's Statntory Contrivtions| As Computed Value| {Basi: Pay + Hose Reot Allowance) + Comveyanke] + Dvertime
Employee VPF Contribution 1,000.00 | Months| Employees’ Statutory Deductions| Flat Rate
Salary Advance Deduction Loans and Advances As User Defined Value
Gratuity Gratuity

Accept ?
Yes or No

6. Press Enter to Accept and save.

Salary Details Configuration

Go to Gateway of Tally > Payroll Info. > Salary Details > Alter

1. Select the required Employee/ Employee Group from the List of Groups/Employees

2. PressF12: Configure

Salary Details Configuration

Allow to Override Slab Percentage ?
Show Pay Head Type ? Yes
Show Calculation Type ? Yes
Show Computed On ? Yes

Page 36 of 112

o Allow to Override Slab Percentage: Set Allow to Override Slab Per centage to No to prevent changes made to Slab Percentages. You can set it to Yes, to
overridethe percentages already defined at the Pay Head Level.

E.g. If you have defined Slab Rate for HRA as 40% in the Pay Head level, and if you wish to change the Slab Rate percentage in the Salary details screen. Set Allow
to Override Slab Percentage to Yesin Salary details configuration screen and Tally.ERP 9 will allow you to Override the percentage e.g. to 50% and so on. (Metro

Cities& Non Metro Cities).

o Show Pay Head Type: Set Show Pay Head Typeto Yestodisplay if the Pay Head isan Earning or Deduction in the Salary Details screen.

o Show Calculation Type: Set Show Calculation Typeto Y esto display the method of calculation adopted (As Computed Value, As User Defined Value, Flat Rate, On

Attendance or On Production).

o Show Computed On: Set Show Computed On to Yesto display the Computation Information (On Current Deductions Total, On Current Earnings Total,
On Current Sub Total, On Specified Formula).

Voucher Typesin Tally.ERP 9 Payroll

Tally.ERP 9 Payroll provides you with Payroll, Attendance and Payment V oucher Types.

-« =

-« =

Y ou can define atemplate called Voucher Class in order to automate and control usage of ledger accounts and computed values to be posted. It is a powerful and
configurable option that enables you to define the rules of voucher entry for a particular voucher type. It also helps in speeding up the process and minimises data entry for
posting a voucher. However, creating a VVoucher Classis not mandatory.

To view the existing Voucher Typesin Tally.ERP 9 payroll,

Go to Gateway of Tally > Payroll Info. > Voucher Types > Alter

The List of the Voucher Types is displayed, you can chose the required Voucher Type and Alter the same to create the VVoucher Class as per your requirement.
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Select Item ABC Compan
Voucher

List of Voucher Types

Attendance
Payment
Payroll

Y ou can press Enter on the required Voucher Types to create new Voucher Class.

- =

Creating Payable L edgers

To process the Salary in Tally.ERP 9, you need to create the following payable ledgers:
o Salary Payable Ledger
o PF Payable L edger
o ESI Payable L edger

o PF Admin Expenses L edger

- =

Creating Salary Payable L edger

To create the Salary Payable L edger,
Go to Gateway of Taly > Payroll Info. > Pay Heads > Create
1. Enter the name of the Ledger in the Namefield
2. Select Not Applicable as the Pay Head Type from the list of Pay Head Types

3. Select Current Liabilities from the List of Groupsin the Under field

Mame : Salary Payable Total Op. Bal.
(alias)
Pay Head Info
Pay Head Type -4 Not Applicable
Under . Current Liabilities
Accept?
Opening Balance ( on 1-Apr-2008) : Yas or No

4. Press Enter to accept and save.

Similarly, you can create the ESI Payable and PF Payable Ledgers.
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Creating PF Payable L edger

= =
To create the PF Payable Ledger,
Go to Gateway of Tally > Payroll Info. > Pay Heads > Create
1. Enter the name of the Ledger in the Namefield
2. Select Not Applicable asthe Pay Head Type from the list of Pay Head Types

3. Select Current Liabilities from the List of Groupsin the Under field

Head Creation

Marme . PF Payable Total Op. Bal.
(altas)
Pay Head Info
Pay Head Type -4 Not Applicable
Under . Current Liabilities

Opening Balance ( on 1-Apr-2008) :

Accept ?

Yes or No

4. Press Enter to accept and save
Similarly, you can create the Salary Payable and ES| Payable L edgers.

- =

Creating ES| Payable L edger

To create the ES| Payable Ledger,
Go to Gateway of Tally > Payroll Info. > Pay Heads > Create
1. Enter the name of the Ledger in the Namefield
2. Select Not Applicable as the Pay Head Type from the list of Pay Head Types

3. Select Current Liabilities from the List of Groups in the Under field
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Pay Head Creation

Marmne . ESI Payable Total Op. Bal.
(altas) :
12,00,000.00 Dr
Difference
12,00,000.00 Dr
Pay Head Info
Pay Head Type -4 Not Applicable
Under . Current Liabilities
Accept?
Opening Balance ( on 1-Apr-2008) : Yes or No

4. Press Enter to accept

Similarly, you can create the Salary Payable and PF Payable Ledgers.

Creating PF Admin Expenses L edger

To create the PF Admin Expenses Ledger,

Go to Gateway of Tally > Accounts Info. > Ledgers > Create
1. Enter the name of the Ledger in the Namefield
2. Select Indirect Expenses from the List of Groupsin the Under field
3. Select No for Inventory values are affected

4. Select Normal Rounding from the list of Rounding Methods and type 1 as the rounding Limit
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dger Creation Ctrl -
MName  : PF Admin Expenses Total Op. Bal.
(&iias)
Mailing Details

Under . Indirect Expenses Mo .

Address
Inventory values are affected ? No

State

Pl Code

Tax Information
PN £ T Mo, :

Sales Tax No.

Accept?

Opening Balance { on 1-3pr-2008) : Yes o No

5. Accept to save.
-

Payroll Transactions
- =

In addition to the existing VVoucher typesin Accounting and Inventory module, two new Voucher Types Attendance and Payroll are enabled when Payroll Featureis
activated in F11: Accounting Features.

Go to Gateway of Tally > Payroll VVouchers

Attendance Voucher is used to record employees’ Attendance/ Production data for the Attendance/Production Types created in Payroll Masters. Such data may be entered
manually/ automated (using Auto Fill) as a single Attendance V oucher per payroll period or multiple vouchers as and when required within a payroll period.

Payroll Voucher is adocument to manually enter one-time/ad-hoc payroll transactions for individual employees; as well as Payroll processing activity for all or selected
employees, using Auto Fill functionality.

Payroll Buttons

When Maintain Payroll option is set to Yesin F11: Features, the Payroll Buttons will appear along with Accounts and Inventory buttonsin Voucher Creation screen on the
button bar.

The Payroll Process consists of the following transactions:

1. Recording Attendance / Production

2. Processing Payroll Vouchers

3. Processing Employer PF Admin Expenses

4. Payment of Salary
5. Payment of PF

6. Payment of ESI

7. Payment of PT
- =
Creating Attendance/ Production Voucher
- =

Attendance voucher allows you to enter Attendance, Overtime, Leave or Production details. Y ou can enter separate vouchers for each day or asingle voucher for a given pay
period, say a month, with aggregated values. Y ou can also enter data for one or more or all employees. Similarly, one or more Attendance types together in a single voucher.
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Attendance Voucher — Manual Entry
Go to Gateway of Tally > Payroll Vouchers > Ctrl + F5: Attendance
1. Click on F2: Date or press F2 to change the date
2. Select the Employee from the List of Employees
3. Select the Attendance/Production Type from the List
4. Enter the Vaue

5. Select End of List from the List of Employees.

Attendance Youcher Creation

ABC Compan

Attendance Ma. 1 30-Apr-2008
Yiednes day
Employee Name Attendance/Production Type Value Unit
Employee A Absent Cur Bal: 2 Days 2 Days
Employee B Absent Cur Bal: 1 Days 1 Days
Employee C Absent Cur Bal: 0.50 Days 0.50 Days
Employee D Absent Cur Bal: 0 Days 0 Days
Employee O Absent Cur Bzl 3 Days 3 Days
Employee A Paid Leave Cur Bal: 1 Days 1 Days
Employee C Paid Leave Cur Bal: 2 Days 2 Days
Employee O Paid Leave Cur Bal: 1 Days 1 Days
Employee A Overtime Cur Bal 20- 0.0 Hrs 20 Hrs
Employee C Overtime Cur Bal: 24= 0.0 Hrs 24 Hrs
Employee O Overtime Cur Bal 15 0.0 Hrs 15 Hrs

Marration:

Attend details for April 2005
endance details for Apri Accept?

Yes or No

6. Press Enter to accept and save.

Attendance Voucher using Auto Fill

In the attendance voucher, you can use the A: Payroll Auto Fill button to speed up data entry process.
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Auto Fill enablesthe user to fill all employees of a selected Cost Category (if more than One Cost Category is enabled) and/or a selected employee group and enter datafor

selected type of Attendance/Production Type for these employees.
Go to Gateway of Tally > Payroll Vouchers > Ctrl + F5: Attendance
1. Click on F2: Date or press F2 to enter the date
2. Click on A: Attd Auto Fill button or press Alt+A
3. Select the appropriate Cost Category
4. Select the Employee/Group from the List of Group/Employees.
5. Select the Attendance/Production Type from the list.

6. Enter/Alter the Voucher Date, if required

Employee Filters

Cost Category . Primary Cost Category
Ernployee/Graup -4 All tems

Auto Fill Values

Attendance/Production Type . Absent
Yaoucher Date 3 30-4-2008
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7. Enter the Vaue against the Employee Name.

Attendance Youcher Creation ABC Compan
Attendance Mao. 2 30-Apr-2008
Wednes day
Employee Name Attendance/Production Type Value Unit
Employee A Absent Cur Bal: 3 Days 1 Days
Employee B Absent Cur Bal: 3 Days 2 Days
Employee C Absent Cur Bal: 3.50 Days 3 Days
Employee D Absent Cur Bal: @ Days 0 Days
Employee O Absent Cur Bal: 4 Days 1 Days
Marration:
Attend Details far April 05
endance Details far Apri Accept ?
Yes or No

8. Accept to save the Attendance Voucher.

Similarly, you can record the details for the Paid Leave, Overtime or Production using Attendance Autofill.

Creating Payroll Vouchers
- =

Payroll Vouchers are used to record the Payroll related data for Employees’ and Employer’s contribution. Y ou can enter separate vouchers for each day or a single voucher
for agiven pay period, say a month, with aggregated values. Y ou can also enter data for one or more or all employees.

Payroll processing involves the following processes to record the Payroll data:

1. Salary Processing

2. PF Contribution Processing for Employer PF Contributions

3. ESI Contribution Processing for Employer ESI Contributions

Similar to Attendance Vouchers, the entry for Payroll Vouchers can be Manual or Automated (using Payroll Autofill).

Note: Employees PF, ESI and PT contributions are processed along with Salary Process during Payroll. However, payment in respect of PF, ESI and PT has to be made
separately.

- =

Salary Process

To process the Salary,

Go to Gateway of Tally > Payroll Vouchers > Payroll
1. PressF2 to Change the Voucher Date
2. Click A: Payroll Auto Fill or press Alt+A
3. Select the Salary in Process for field

4. Enter the From and To date in the Employee Filter screen
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5. Select the appropriate Cost Category

6. Select the Employee/Group from the List of Employees/ Group

7. Select the appropriate Payroll Ledger from the List of Ledger Accounts

Process far

Frarn (blank for beginning)
To (blank for end)

Cost Category
Employee/Group

Payrall Ledger

Employee Filters

. Salary

142008

© 3042008
. Primary Cost Category
- 4 All ltems

: EEELEVELL

Note: If the Salary payment is done through Cash, you can select Cash as Payroll Ledger.

8. Enter the User Defined Pay Head Vaues, e.g. Variable Pay, Salary Advance Deductionsif any etc.

9. Enter therequired Narrations if any. The Payroll Voucher shows the Pay period by default in the Narration field.

Payroll Youcher Creation

ABC Compan

Mo, 1 30-Apr-2008
Wednes ﬂﬂy'
Account . Salary Payable
Cur Bal: 0.00 Cr
Particulars Amount
1. 16 more
Basic Pay 6,800.00 Dr Cur Bal 6,800.00 Dr
House Rent Allowance 2,720.00 Dr Cur Bal 2,720.00 Dr
Conveyance 800.00 Dr Cur Bal: 800.00 Dr
Overtime 2,400.00 Dr Cur Bal 2,400.00 Dr
Professional Tax 150.00 Cr Cur Bal: .00 Dr
Employees” EPF Deductioni i 816.00 Cr Cur Bal 0.00 Dr
Employee D 16,960.00 Dr
Basic Pay 12,000.00 Dr Cur Bal: 12,000.00 Dr
House Rent Allowance 4,800.00 Dr Cur Bal 4,800.00 Dr
Conveyance 800.00 Dr Cur Bal: 800.00 Dr
Variable Pay 1,000.00 Dr Cur Bal: 1.000.00 Dr
Professional Tax 200.00 Cr Cur Bal: 0.00 Dr
Employees’ EPF Deductio 12’ 1,440.00 Cr Cur Bal 0.00 Dr
Employee @ 6.804.00 Dr
Basic Pay 3,667.00 Dr Cur Bal 3,667.00 Dr
House Rent Allowance 1,467.00 Dr Cur Bal: 1.467.00 Dr
Conveyance 80000 Dr Cur Bal 300.00 Dr
Overtime 1,500.00 Dr Cur Bal: 1.500.00 Dr
Professional Tax 60.00 Cr Cur Bal: 0.00 Dr
Employees’ EPF Deductiom@i 2’ 440.00 Cr Cur Bal: .00 Dr
Emplayees’ ESI Dedudtion @ 1.75% 130,00 Cr Cur Bal 0.00 Dr
Marration: Eooss4nnn
Pay Period @ 1-Apr-2008 to 30-Apr-20038 Accept ?
Yes or No

10. Press Enter to save the Voucher

Y ou can also process the Salary manually similar to Manual Attendance Voucher Creation.

PF Process

To process the Employer PF Contribution,

Go to Gateway of Tally > Payroll Voucher:

s> Ctrl + F4: Payroll

1. PressF2 to Change the Voucher Date

2. Click A: Payroll Auto Fill or press Alt+A

3. Select the required processin Processfor field

4. Enter the From and To date in the Employee Filter screen

5. Select the appropriate Cost Category

6. Select the Employee/Group from the List of Employees/ Group
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7. Select the Appropriate Payroll Ledger from the List of Ledger Accounts

Process for

From (blank for beginning)
Ta (blank for end)

Cost Category
Employee/Group

Payrall Ledger

Employee Filters

. PF Contribution

o 142008
3042008

. Primary Cost Category

- 4 All tems

# PF Payable_

8. Press Enter to Go to Payroll Voucher creation screen
9. The Amount field is prefilled with values.

10. Narration is prefilled with the Pay period. Y ou can change or add to this Narration.

Payroll Youcher Creation

ABC Com

an

Mo, 2 30-Apr-2008
Wednesday
Account: PF Payable
Cur Bal: 0.00 Cr
Particulars Amount
Primary Cost Category 4,536.00 Dr
Employee A 1.140.00 Dr
Enploger’s EPS Contribwion @ $.33% 541.00 Dr Cur Bal 541.00 Dr
Enngloyer’s EPF Contibuion & 3.67% 599.00 Dr CurBal 599.00 Dr
Employee B 700.00 Dr
Enwployer's 'S Contribwion i@ $.33% 8.00 Dr CurBal 8.00 Dr
Enngloyer’s EFF Contibusion @ 3675 692.00 Dr Cur Bal 692.00 Dr
Employee C 816.00 Dr
Enaploger’s EPS Contribwion @ $.33% 541.00 Dr Cur Bal: 541.00 Dr
Ennployer’s EPF Contbusion & 3475 275.00 Dr Cur Bal 275.00 Dr
Employee D 1.440.00 Dr
Enploger’s EPS Contribwion @ 3.33% 541.00 Dr Cur Bal 541.00 Dr
Ennployer’s EPF Contibusion & 3.67% 899.00 Dr CurBal 899.00 Dr
Employee Q 440.00 Dr
Enwployer's BPS Contribwion i@ $.33% 8.00 Dr Cur Bal 8.00 Dr
Enngloyer’s EFF Contibusion @ 3675 432.00 Dr Cur Bal: 432,00 Dr
Marration: acac anis
Pay Period © 1-Apr-2008 to 30-Apr-2008. Employer's PF Contribution.
Y a H RIY Accept ?
Yes or No

11. Accept to save

Y ou can also process the Employer PF Contribution manually similar to Attendance V oucher creation.

ES| Process

To process the Employer ESI Contribution,

Go to Gateway of Tally > Payroll Vouchers > Ctrl + F4: Payroll

1. PressF2 to Change the Voucher Date

2. Click A: Payroll Auto Fill or press Alt+A

3. Select the required processin Process for field

4. Enter the From and To date in the Employee Filter screen

5. Select the appropriate Cost Category

6. Select the Employee/Group from the List of Employees/ Group

7. Select the appropriate Payroll Ledger from the List of Ledger Accounts
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Process for

From (blank for beginning)
Ta (blank for end)

Cost Category
Employee/Group

Payrall Ledger

Employee Filters

. ESI Contribution

o 142008

. 3042008

. Primary Cost Category
- 4 All tems

il ES| Payable_

8. Press Enter to Go to Payroll Voucher creation screen

Payroll Youcher Creation
Mo, 3

Account: ESI Payable
Cur Bal: 353.00 Dr

Payroll Auto Fill - (ESI Contribution)

ABC Com

ctrl + M E

30-Apr-2008
Wednesday

Particulars

Amount

Primary Cost Category

Employee A

Emphyer's ES1 Contribmtion @ 4.15%
Employee B

Empheyer's ES1 Contribmtion @ 4.75%
Employee C

Empheyer's ES1 Contribmtion @ 4.75%
Employee D

Empheyer's ES1 Contribwtion @ 475%
Employee Q

Empheyer's ES] Contribetion @ 475%

Marration:

Dr Cur Bal:

Dr Cur Bal:

Dr Cur Bal:

Dr Cur Bal:

342.00 Dr Cur Bal: 342.00 Dr

Pay Period : 1-Apr-2008 to 30-Apr-2008

342.00 Dr

342.00 Dr

EYTE-TE

Accept?

Yes or No

9. Accept to Save

Y ou can also process the Employer ESI Contribution manually similar to Attendance V oucher creation.

Employer PF Admin Charges Processing

To process the Employer PF Admin Charges,

Go to Gateway of Tally > Accounting Vouchers > F7: Journal

1. PressF2 to Change the Voucher Date

2. Press A: Other Charges Auto Fill or press Alt+A

3. Enter the From and To date in the Employer Other Charges Autofill screen

4. Select the appropriate Cost Category

5. Select the Employee/Group from the List of Employees/ Group

6. Select the appropriate Expense Ledger from the List of Ledger Accounts

7. In Admin Charges (A/c No.2) select appropriate PF Admin Pay Head

8. In EDLI Contribution (A/c No.21) select appropriate EDLI Contribution Pay Head

9. InEDLI Admin Charges (A/c N0.22) select appropriate EDLI Admin Charges Pay Head
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Employer's Other Charges
Frarn (blank for beginning) © 142008
To (blank for end) : 304-2008
Cost Category . Primary Cost Category
Employee/Group -4 All tems
Expense Ledger . PF Admin Expenses
Admin Charges (Afc Mo, 2) . PF Admin Charges @ 1.10%
EDLI Caontribution (&/c Mo, 21) . EDLI Contribution @ 0.5%
EDLI Admin Charges (&/c No. 22) # EDL1 Admin Charg

10.

Accounting Youcher Creation

Press Enter to go back to Journal \oucher creation screen

ABC Compan

Journal Mo, 1

Payroll Auto Fill - (Other Charges)

Account: PF Admin Expenses

Cur Bal. 357.88 Dr

30-Apr-2008
Wednesday

Particulars

Amount

PF Admin Charges @ 1.10%

Cur Bal: 78.46 Dr

Primary Cost Category
Employee A 71.50 Cr
Employee B 59.04 Cr
Employee C
Employee D 71.50 Cr
Employee O 38.50 Cr

EDLI Contribution @ 0.5%

Cur Bal: 35.67 Dr

Primary Cost Category
Employee A 32.50 Cr
Employee B 26.84 Cr
Employee C
Employee D 32.50 Cr
Employee O 17.50 Cr

EDLI Admin Charges @ 0.01%

Cur Bal: 2,00 Dr
Primary Cost Category
Employee A 2.00 Cr

Marration:
PF Admin Expenses for April 08.

240.54

109.34

8.00

4 more ... |

EY- -1

Accept?

Yes or No

11.

Accept to save

Salary Payment

To make the Salary Payment,

Go to Gateway of Tally > Accounting VVouchers > F5: Payment

1

2.

Press F2 to Change the Voucher Date

Click A: Payroll Auto Fill

Select the Salary in Process for field

Enter the From and To dates in the Employee Filter screen

Select the appropriate Cost Category

Select the Employee/Group from the List of Employees/ Group

Select the appropriate Bank / Cash Ledger from the List of Ledger Accounts

Select the Appropriate Payroll Ledger from the List of Ledger Accounts
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Employee Filters
Process for . Salary Payment
From (blank for beginning) o 142008
Ta (blank for end) . 3042008
Cost Category . Primary Cost Category
Employee/Group -4 All tems
Bank / Cash Ledger . HDFC Bank
Payrall Ledger il Salary Payahble

Note: If the Salary payment is done through Cash, you can select Cash in the Bank/ Cash Ledger field.

9. Press Enter to go to Payment Voucher. Alter the Payment Amount if you wish to change the Salary for any of the Employees from the list.

Accounting Youcher Creation ABC Com

an

Moo 1 30-Apr-2008
Wednestay
Account . HDFC Bank
Cur Bal:_11,43,156.00 Dr
Particulars Amount
Salary Payable 56.,844.00
Cur Bal: 0.00 Dr
Primary Cost Category
Employee A 12,960.00 Dr
Employee B 8,366.00 Dr
Employee C 11,754.00 Dr
Employee D 16,960.00 Dr
Employee G 6,804.00 Dr
Marration: Eomaa an
Ch. No. 524354
o Accept?
Yes or No

10. Accept to save

Y ou can also process the Salary Payment manually similar to Attendance V oucher creation.

PF Payment

To make the Provident Fund Payment,
Go to Gateway of Tally > Accounting VVouchers > F5: Payment
1. PressF2 to Change the Voucher Date
2. PressA: Payroll Auto Fill
3. Select the PF Challan in Process for field
4. Enter the From and To dates in the Employee Filter screen
5. Enter the Voucher Date
6. Select the appropriate Cost Category
7. Select the Employee/Group from the List of Employees/ Group
8. Select the appropriate Bank / Cash Ledger from the List of Ledger Accounts

9. Select the appropriate Payroll Ledger from the List of Ledger Accounts
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Employee Filters

Process for . PF Challan
From (blank for beginning) o 142008
Ta (blank for end) . 3042008

“oucher Date . 304-2008
Cost Category . Primary Cost Category
Employee/Group -4 All tems
Bank / Cash Ledger . HDFC Bank
Payroll Ledger :

10. Keep pressing Enter to show the Employee’s PF Contribution and PF Admin Chargestill you reach End of List.
11. Select Yesin Provide Detailsfield, if you wish to print the Payment Details in PF Challan.

12. Inthe Provide Details screen enter the Cheque/ DD No., Cheque/ DD Date, Challan Date, Depositor Name, Bank Name

Provide Details

Cheque/DD Mo ;3425245

Cheque / DD Date : 30-Apr-2008

Challan Date : 30-Apr-2008

Depositor Mame . Mr. Ram

Bank Narme gHDFC Bank |

13. Press Enter and enter Narration, if any

Accounting Youcher Creation
MNo. 2 30-Apr-2008
Wednesday
Payroll Auto Fill - (PF Challan)
Account: HDFC Bank
Cur Bal: 11,47,692.00 Dr
Particulars Amount
PF Payable 4,536.00
Cur Bal: 0.00 Dr
Primary Cost Category
Employee A 1,140.00 Dr
Employee B 700.00 Dr
Employee C 816.00 Dr
Employee D 1,440.00 Dr
Employee O 440.00 Dr
Employees' EPF Deduction@12% 4,536.00
Cur Bal: 0.00 Dr
Primary Cost Category
Employee A 1,140.00 Dr
Employee B 700.00 Dr
Employee C 816.00 Dr
Employee D 1,440.00 Dr
Employee O 440.00 Dr
Employee VPF Contribution 1,000.00
Cur Bal: 0.00 Dr
Primary Cost Category
Employee A 1,000.00 Dr
28 more ... |
Provide Details C Yes
MNarration: Ac_fon oo
Ch. Mo.: 3425245 MR
Yes or No

14. Accept to Save

PF Combined Challan

Press No in the above screen and PressALT+P
In the Print Configuration screen,

e Select Yesinthe Print Challan field
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Voucher Printing

Payment Voucher

{with Print Preview)

Printer H (K] Paper Type : Letter

No. of Copies H

Print Language : English [Printing Dimensions)

Method : NMeat Mode Paper Size : 350" x 10.59% or [216 mm x 279 mm]

Page Range T Al Print Area : .03 10.63% or 204 mim s 270 mm)
Report Titles

Print Challan

? Yes

Print 7

Yes or No

o Press Yesto print the PF Combined Challan

MM Y

Employees' Share

||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||l||||||||||||
Original
COMBINED CHALLAN NO. 1,2, 10,21 & 22
EMPLOYEES' PROVIDENT FUND ORGANISATION
ESTABLISHMENT CODE MO, [HNBN/12345/00129] ACCOUNT GROUP MO, [ANBH1ZHEW000]  PADEYCHEQUE[  |icasH[ |

DD MW ¥yyy

DUES FOR THE MONTH OF: DATE OF PayMENT :[30] [04]
Ermplaver's Share 2008
Ai. 1 A 11 A 2

Tatal Mo, of Subscribers | 5 | 5 | ] 5

Total Wages Due [ 35,867.00) | 35867.00] | 35,867.00]

Sl Mo. Particulars AlcNo.1 | AicMo.2 [ Aic No. 10 | Aic No. 21 | Aic No. 22 Total

PART-M
1 |EMPLOYER'S SHARE OF CONT.

EMPLOYEES' SHARE OF CONT.

ADM CHARGES

IMSP. CHARGES

FPEMAL DAMAGES

MISC, PAYMEMNTIS.7Q INTEREST

FAST ACCUMULATIONS/ARREARS

I =2 TS R S U R A

2,897.00
5,536.00
240.54

1,639.00 109.34

4,645.34
5,536.00
2.00 248.54

Total

8,433.00 240.54

1,639.00 109.34

8.00] 10,429.88

Bangalore

MNAME OF THE DEFOSITOR . Mr. Ram
SIGNATURE OF THE DEPOSITOR |

MAME CF THE ESTABUSHMENT : ABC Company
ADDRESS : No-15, New Fort Road,,

{TO BE HLLED IN BY EMPLOYER'S)

NAME OF THE BANK  |HDFC Bank

CHEQUE NO

fAmountin words . Rs. Ten Thousand Four Hundred Twenty Mine and Eighty Eight paise Only)
{For Bank's use only}

Ampunt Received Rs. :|:|

For Cheques only

Date of Fresentation

Date of Realisation
Branch Mame

Branch Code Mo.

[ 3425245]

DATE[30-Apr-2008

Page 49 of 112

The Combined Challan No. 1,2,10,& 22 for Provident Fund displays the Employees’ share, Employer’s Contribution and PF Admin Expenses in the respective Account

columns.

ESI Payment
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To process the ES| Payment,

Go to Gateway of Tally > Accounting VVouchers > F5: Payment

1. PressF2 to Change the Voucher Date

2. PressA: Payroll Auto Fill

3. Select the ESI Challan in Process for field

4. Enter the From and To dates in the Employee Filter screen

5. Select the appropriate Cost Category

6. Select the Employee/Group from the List of Employees/ Group

7. Select the appropriate Bank / Cash Ledger from the List of Ledger Accounts

8. Select the appropriate Payroll Ledger from the List of Ledger Accounts

Process for

To (blank for end)
Youcher Date
Cost Category
Employee/Group
Bank ¢ Cash Ledger
Payrall Ledger

Employee Filters

Frarn (blank for beginning)

. ESI Challan

142008

: 304.2008

: 3042008

. Primary Cost Category
-4 All tems

. HDEC Bank

il ES| Payable_

9. Press Enter to show the Employee’s ESI Contribution and select End of List
10. Select Yesin Provide Detailsfield, if you wish to print the Payment Detailsin ESI Challan

11. Inthe Provide Details screen enter the Cheque/ DD No., Cheque/ DD Date, Challan date, Bank & Branch Code

Chegue/DD No
Chegue /DD Date
Challan Date

Bank & Branch Code

Provide Details

243343
. 30-Apr-2008

: 30-Apr-2008
f HDFC & 05380023_

12. Press Enter and fill Narration, if any
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Accounting Youcher Creation ABC Compan Ctrl + M E
Mo, 3 30-Apr-2008
INednesday

Payroll Aute Fill - (ESI Challan)
Account: HDFC Bank
Cur Bal: 11,33,068.12 Dr
Particulars Amount

ESl Payable 342.00
Cur Bal: 0.00 Dr
Primary Cost Categery
Employee A
Employee B
Employee C
Employee D
Employee Q 342.00 Dr
Employees’ ES| Deduction @ 1.75% 130.00
Cur Bal: 0.00 Dr
Primary Cost Category
Employee A
Employee B
Employee C
Employee D
Employee Q 130.00 Dr

Provide Details © Yes

A=n oon

Marration:
Ch. No. 243343
o Accept?

Yes or No

13. Accept to Save

ESI Challan
To print the ESI Challan, press No in the above screen and Press Alt+P
In the Print Configuration screen,

e Select Yesin the Print Challan field

Voucher Printing

Printer : (MedD:) Paper Type : Letter
No. of Copies HE

Print Language : English {Printing Dimensions)
Method : MNeat Mode Paper Size : {HA0" ¥ 10.93") or [216 mm x 279 mm)
Page Range H| Print Area : 303" x 10.63") or (204 mm x 270 mm]

Report Titles

Payment Voucher

{with Print Preview) Print ?

Print Challan ? Yes Yas or Mo

o PressYesto print the ES| Challan
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|||||I|||||||||I|||||||||I|||||||||I|||||||||I|||||||||I|||||||||||||||||||||||||||||||||||||||I|||||||||I|||||||||||||||||||I|||||||||I|||||||||||||||||||I|||||||||I||||||||||1|||||||||||||||||I|||||||||
EMPLOYEES' STATE INSURANCE CORPORATION Original
Challan Form for Deposit in &/C Mol For Bank
Date  Month Year
Employers Code | KN/BN/12345/23457 [30 ][04 ][ 2008 |
Bank & Branch Code : HDFC & 05380023
Marme & Address ofthe Factory or Establishment. ABC Company, Ho-15, New Fort Road,, Bangalore
Mode of Payment [Tick mode used] Cash |:| Cheque |:| oo |:|
Cheque/DD Mo.: 243343 Dated [ 30 | [04 | [ zo08 |
haonth Year
Drawn on (Name ofthe Bank) HDFC & 05380023 Period of Contribution 2008
Mature of Payment [Tick] Regular Contribution[_| Interest || Damages[_ | others[ |
Fs. Ps.
Mo, of Emplovees 1 TatalWanes 7,200.00
Emplayees' Contribution 130.00
Employer's Contribution 342.00
Interest
Darnages
Others
Total 472.00

Total Amount {in words) Rs. Four Hundred Seventy Two Only.

R.0. Demand Letter Mo. & Date

Date of Presentation Diate of Clearing
Signature
BANK SEAL BANK SEAL
Marme & Designation-Seal of Authorised Signatory
(Acknowledgement) For use in Bank
(to be filled by Depositor) Bank Scroll No.
Received Rs. 472.00
{Rs. Four Hundred Seventy Two Only.) DOate
In cashiby ChequesDD Mo, 243343 Dated 30-A4pr-2008 Authorised signature & seal ofthe Receiving Bank
(suhbjectto realisation) drawwn on HDFC & 05380023 (Bank)
in favour of ESIC AIC Na.1
(For Bank Branch Code see on reverse) Mote:Please put cross & mark in blank hoxes

The ESI Challan displays the Employees’ ESI share and Employer’s contribution for the selected month along with the other details.

Professional Tax Payment

To make the Professional Tax Payment,

Go to Gateway of Tally > Accounting VVouchers > F5: Payment
1. PressF2 to changethe Voucher Date
2. PressA: Payroll Auto Fill
3. Select the Professional Tax Payment in Process for field
4. Enter the From and To date in the Employee Filter screen
5. Select the appropriate Cost Category

6. Select the Employee/Group from the List of Employees/ Group
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7. Select the appropriate Bank / Cash Ledger from the List of Ledger Accounts

8. Select the appropriate Payroll Ledger from the List of Ledger Accounts

Employee Filters

Process for . Professional Tax Payment
Frarn (blank for beginning) © 142008
To (blank for end) : 3042008

“oucher Date . 30-4-2008
Cost Category . Primary Cost Category
Employee/Group -4 All tems
Bank ¢ Cash Ledger . HDEC Bank
Payroll Ledger :

9. PressEnter to go to Provide Details screen
10. Select Yesin Provide Details and enter Challan Date

11. Enter Narration if any

Accounting Youcher Creation ABC Com

an

Mo, 4 30-Apr-2008
INednesday
Payroll Auto Fill - (Professional Tax Payment)
Account . HDFC Bank
Cur Bal: 11,32,964.12 Dr
Particulars Amount
Professional Tax 710.00
Cur Bal: 0.00 Dr
Primary Cost Category
Employee A 200.00 Dr
Employee B 100.00 Dr
Employee C 150.00 Dr
Employee D 200.00 Dr
Employee O 60.00 Dr
Provide Details C Yes
MNarration: =an on
Ch. No. 1262534
Accept ?
Yes or No

12. Press Enter to accept and Save

- =

Payroll Reports

To view Payroll Reports,

Go to Gateway of Tally > Display > Payroll Reports
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Gateway of Tally ...
Display Menu ...
Payroll Reports

Statements of Payroll

Attendance Sheet
ATtendance Register

EXpat Reports

Statutory Reparts

Quit

The Payroll Reports menu displays:
o Statements of Payroll
o Attendance Sheet
o Attendance Register
o Expat Reports
o Statutory Reports
-

Statements of Payrall

To view the Statements of Payroll,

Go to Gateway of Tally > Display > Payroll Reports > Statements of Payroll

Gateway of Tally ...
Display Menw ...

Payroll Reports ...
Statements of Payroll
Payslip
Pay Sheet

PaYroll Statement
PayMent Advice

PayRoll Register
Employee Pay Head Breakup
Pay Head EmpLoyee Breakup

Quit

The Statements of Payroll menu displays:
o Paydlip
o Pay Sheet
o Payroll Statement
o Payment Advice

o Payroll Register

« Employee Pay Head Breakup

o Pay Head Employee Breakup

Paydlip
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A Payslip is adocument issued to an employee that lists each component of earnings and deductions, and the net amount paid to an employee for agiven pay period. It
provides details on how the net amount has been arrived at.

The Paydlip option in Tally.ERP 9 facilitates the users to View the Payslip, Configure Content and Appearance based on the requirement and then Print or Email the Payslip.
Go to Gateway of Tally > Display > Payroll Reports > Statement of Reports > Payslip

Select the Employee for whom you want to view the Payslip

P: Print E: Export I E-Mail 0: Upload G: Language | K Keyboard | K: Control Centre| H: Suppart Centre| H: Help
Payslip ABC Compan
Payslip for April-2008
Employee A
Ermployee Murmber . 0065 Income Tax Murnber (PAN) . ANZ23957FPP
Function . Sales PF Account Mumber o KABMO05456467
Designation . Senior Executive ESI Murnber . ESI 3456
Location . Bangalore Passpart Details . EAR5E71
Bank Details . 00536987456, HDFC Bank, J.P.Magar “isa Expiry Date o 18-Mar-2010
Attendance Details [ Value |
Overtime 1,200.0 Ming
Paid Leave 1 Days
Earnings Amount Deductions
Basic Pay 9 A00.00( Professional Tax
House Rent Allowance 3,800.00| Employees' EPF Deductionf@12%
Cornveyance 1,000.00( Employee WFF Contribution
Owertime 1,000.00
Total Earnings 15,300.00| Total Deductions
Net Amount
Q: Quit R: Remove Ling| U: Restare Ling| Uz Restare All| Space: Select

Configuration optionsin Payslip

Click on F12: Configure button in the Paydlip to display a configuration sub-form, using which the user can customise the display/printing content and appearance of the
Paydlip.

Configuration
Show Wertical Payslip ? No
Show Employee Details ? Yes
Show Passport Details ? Yes
Show Yisa Expiry Date ? Yes
Show Attendance/Production Details 7 Yes
Show Attendance/Production Groups ? No
Dizplay Production Types in Tail Units 7 Yes
Show Year To Date Yalues ? No
Show Gross Salary ? No Display Narme Style
Remave Zero Entries ? Yes
for Attendance/Production also ? Yes Alias (Mame)
Appearance of Names : Alias Only
Mame (Alias

The default settings for the configuration options are shown above. The options, which are set to Yes, will become visible in the Payslip. Select No to exclude the
information, which is not required to be displayed on the Paydlip.

o Show Vertical Paydlip:Set this option to Yes to align Deduction Part below the Earning. Set it to No to aign them side-by-side.
« Show Employee Details: Set this option to Yesto display Employee Details as entered in the employee master.
o Show Passport Details: Set this option to Yes to display the Passport Details.

o Show VisaExpiry Date: Set this option to Yes to display the Visa Expiry Date.
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« Show Attendance/Production Details: Set this option to Y es to display Attendance/Production data.
« Show Attendance/Production Groups: Set this option to Y es to display grouping of the Attendance/production data as defined while Types creation.

« Display Production Typein Tail Units: For compound units used in Attendance/Production Type, set thisflag to Y es to display value of the Attendance/Production
Datain Tail unit and set the same to No to display datain Main unit.

« Show Year To Date values: Set this option to Yes to display cumulative value of attendance/production data or Earning and Deduction data for the current Financial
Year.

o Show Gross Salary: Set this option to Yes to display the Gross Salary details for each component in the Saary Details.
« Remove Zero Entries: Set this option to Y es to remove Earning/Deduction data with Zero value from the Pay Slip
o For Attendance/Production Also: Set this option to Y es to remove Attendance data with O values from the Pay Slip.

o Appearance of Name: Y ou can select the appropriate appearance of name from the Display Name Style list.

Button optionsin Payslip screen

F1: Detailed

Click on F1: Detailed button or press ALT+F1 to view source details of individual Attendance and Pay Head values. This view displays the Attendance or Payroll vouchers
from which the datais picked in the current Payslip. Voucher Number, Date and the VValue of the attendance or earning or deduction value is displayed. Thisis useful when
multiple attendance/payroll vouchers are entered during the same payroll period. The user can drill down to the corresponding voucher directly from the Payslip screen.
Click the F1: Condensed button or press ALT+F1 again to return to the normal mode.

F2: Period

By default, when you bring up the Payslip view, the Period of Payslip - Attendance and Payroll VVouchers datais set to current month, and in most cases you don’t have to
change it. However, if required, you can change the period of data and include multiple-period payroll information to view/print a consolidated Payslip. Asin all other
Tally.ERP 9 reports, there is a great flexibility in terms of Period of Payroll processing aswell asin the printing of Paydlip.

F4: Employee

Using Employee Button (F4 Key), you can view another employee’ s Payslip from the existing Payslip display screen.

Printing Single Paydlip (Alt+P)

Click on Print button or Press Alt+P from the Payslip display screen to print currently displayed Payslip. Taly.ERP 9 will print the Payslip in the format that is configured
for display.

Emailing Single Paydlip (Alt+M)

Click on E-Mail button or press ALT+M from the Paydlip display screen to Email the Paydlip. Tally.ERP 9 gives flexibility of selecting the formats from ASCII, EXCEL,
HTML and XML for Emailing as an attachment or direct view.

- =

Pay Sheet
- =

Pay Sheet isamatrix report with category, groups and employees cascading in rows, and Pay Heads appears as columns. The default report contains all earnings and
deduction details for a given month or period with a number of options to reconfigure the appearance of rows and columns. Format of the pay sheet report may be configured
to serve as a Salary/Wage register as required by the organization. The selection of data can be filtered based on a given category or group of employees.

Go to Gateway of Tally > Display > Payroll Reports > Statement of Reports > Pay Sheet

file://C:\Documents and Settings\bb\Local Settings\Temp\~hh2591.htm 5/5/2009



Introduction to Payroll

For All Employees 1-Apr-2008 to 30-Apr-2008
Particulars HRA Overtime | Incentives Total EPF ESI Ermployes Professio- Total Net
Earnings | Deductio- | Deductio- VPF nal Tax [Deductio- | Amount
nETE% | n@1.75% Contributi- ns
on
... 2 mofe
Primary Cost Category 1512000| 4900.00] 100000 63,220.00| 453500 13000) 100000  710.00| 6,376.00
Accounts 2333.00 9,166.00 700.00 100.00 800.00( 8.366.00
Employee B 2333.00 9,166.00 700.00 100.00 800.00( 8,366.00
Marketing 272000 2.400.00 12,720.00 816.00 150.00 966.00( 11.754.00
Employee C 272000 2,400.00 12,720.00 §16.00 150.00 966.00( 11,754.00
R&D 4.800.00 1,000.00( 18,600.00( 1.440.00 200.00( 1.640.00| 16,960.00
Employee D 4 800.00 1,000.00( 18,600.00| 1,440.00 200,00 1,640.00( 16,960.00
Sales 3.800.00] 1,000.00 15,300.00| 1,140.00 1,000.00 200.00( 2,340.00| 12,960.00
Employee & 3800.00) 1,000.00 15,300.00| 1,140.00 1,000.00 200.00( 2,340.00| 12,960.00
Support 1467.00| 1,500.00 7.434.00 440.00 130.00 60.00 630.00( 6.804.00
Employee Q 1467.00( 150000 7.434.00 440.00 130.00 60.00 630.00( 6,804.00
Grand Total 15,120.00| 4,900.00| 1,000.00| 63,220.00| 4,536.00 130.00| 1,000.00 710.00| 6,376.00| 56,844.00

Configuration optionsin Pay Sheet report

Page 57 of 112

F12: Configure button in the Pay Sheet brings up a configuration sub-form by which the user can customise the display/printing content and appearance of the Pay Sheet

report.

Configuration

Show Met Amount’ Column

Show Column SubTatals

Remove Zero Entries

Show Payslip Names for Ledgers

Include Employee Groups & Categories
Show Category/Group Total

Show Grand Total

Show Attendance Details

Display Production Types in Tail Units

Farrnat

Show Employee Number

Show Ermployes Designation
Expand all levels in Detailed Format
Appearance of Mames

Sorting Method

Yes
Yes
Yes
Yes
Yes
Yes
Yes
? No

? No

EERESRES TR RS R RS

. Detailed

? No
? No
? Yes

. Name Only

: Alphabetical (Increasing
Default

Alphabetical (Decreasing)

EmployeeNumber

o Show ‘Net Amount’ Column: Set this option to Y es to display the Net Amount Column.

o Show Column SubTotals: Set this option to Y es to display the sub-totals of Earnings/Deductions columns.

« Remove Zero Entries: Set this option to Y es to remove an Employee with Zero Earnings/ Deductions

« Show Payslip Names for Ledgers: Set this option to Yes to display the Name to Appear in Payslip, defined in Ledger, as the column headings. Setting thisto No will

display Ledger name.

o Show Category/Group Total: Set this option to Yesto display Category and Group wise Totals.

o Show Grand Total: Set this option to Yesto display Grand total at the bottom of the report.

o Show Attendance Details: Set this Option to Yesto display the attendance details

Include Employee Groups & Categories: Set this option to Y esto display rows showing Category and Groups. Set thisto No to list only employee information.

o Display Production Typesin tail Units: For compound units used in Production Type, set thisflag to Yes to display value of the Production Datain Tail unit and set
the same to No to display datain Main unit.

e Format: Y ou can choose either Detailed or Condensed.
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o Show Employee Number: Set this option to Yes to display employee number along with the Name.
« Show Employee Designation: Set this option to Y es to display the Designation along with Name

o Expand all levelsin Detailed format?: Set this option to Y es to expand all levels and display Employee details. Set the same to No, to display summary report for
Category/Group.

o Appearance of Name: The appropriate appearance of names can be selected from the Display Name Style list.

« Sorting Method: The appropriate sorting method can be selected from the list.

Button optionsin Pay Sheet report

Detailed/Condensed Button

Use this toggle button (F1) to quickly change the report view from detailed to summary and vice versa.
Period button

Using Period (F2) button, you can change the period for which the report is viewed. Using this functionality, you can display the report for any period such as Day, Week,
Fortnight, Month, Quarter, Half-Y ear or entire Y ear.

Employee Filters Button

Similar to Payroll and Payment vouchers, using Employee Filters button or clicking on F7: Employee Filters button, the user can quickly select employees/groups to be
displayed in the pay sheet report.

New Column

Use this button (Alt+C), to add a column for any other Pay Head not part of the default Pay Slip format. Such new column is added on the right-hand side of the existing
columns.

Alter Column

Use this button (Alt+A), to replace an existing column in the report with anew Pay Head column. The cursor should be positioned in the column to be replaced.
Delete Column

Use this button (Alt+D), to delete an existing column in the report. The cursor should be positioned on the column to be del eted.

Use above column buttons to customise the appearance of various Pay Heads as columns as per requirement.

Printing Pay Sheet Report

Printing of Pay Sheet isdonein asimilar way as any other report in Tally.ERP 9, by Pressing Alt+P from the report display screen.

While printing the Pay Sheet report, choose an option to Increase the Line Height (for each employee line) for the purpose of obtaining signature of employee or fixing a
stamp, and use the printed report for manual salary disbursement or any other similar purpose.

Emailing Pay Sheet
Emailing of Pay Sheet isdonein asimilar way as any other report in Tally.ERP 9, by pressing Alt+M from the report display screen.
Exporting Pay Sheet
Exporting of Pay Sheet isdonein asimilar way as any other report in Tally.ERP 9, by Pressing Alt+E from the report display screen.
-

Payroll Statement

Payroll Statement report allows you to generate the report for a specific Pay Head/L edger.

Go to Gateway of Tally > Display > Payroll Reports > Statement of Reports > Payroll Statement
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Payroll Statement

ABC Compan

For All Employees 1-Apr-2008 to 30-Apr-2008
Particulars Basic Fay
Cost Catego
Accounts
Employee B 5,833.00
Marketing B B00.00
Ernployes © §,500.00
R&D 12,000.00
Ernployee D 12,000.00
Sales 9,500.00
Employes & 9 ,500.00
Support 3 667.00
Employee Q 3 B67.00
Grand Total 37.800.00

Page 59 of 112

Note: The button functionalitiesin Payroll Statement report is similar to Pay Sheet report. Refer Pay Sheet report for more information on button functionalities.

Configuration optionsin Payroll Statement report

F12: Configure button in the Payroll Statement brings up a configuration sub-form using which the user can customise the display/printing content and appearance of the

Payroll statement report.

Configuration

Remave Zero Entries
Show Payslip Names for Ledgers

Show Category/Group Total
Show Grand Tatal

Farmat

Show Employee PF Account Number
Show Income Tax Mumber [PAN)
Show Employee Bank Details

Show Employee Number

Show Employee ESI Mumber

Show Employee Passport Details
Show Ermployes Visa Expiry Date
Expand all levels in Detailed Format
Appearance of Mames

Sorting Method

?
?

Include Employee Groups & Categaries 7

?
?

R RES IS R L PR R S R

. Name Only

Yes
Yes
Yes
Yes
Yes

Detailed
No

No

No

No

No

No

No

Yes

: m

Alphahetical (Decreasing)
Alphabetical {Increasing)
Bank Details

EmployeeNumber

ESI Mumber

Income Tax Number [PAN)
Passport Details

FF Account Mumber

‘isa Expiry Date

« Remove Zero Entries: Set this option to Y es to remove Employees with Earning/Deduction data with Zero value.

o Show Payslip Namesfor Ledgers: Set this option to Yes to pick the name entered in the Name to Appear in Paydlip field in the Pay Head creation screen. Set this

option to No to pick the name entered in the Name field of the Ledger master screen.

o Include Employee Groups & Categories: Set this option to Yesto display the rows showing Category and Groups. Setting thisto No will list only employee

information.

o Show Category/Group Total: Set this option to Yesto display Category and Group wise Totals.

o Show Grand Total: Set this option to Yesto display Grand total at the bottom of the report.

o Format: Detailed or Condensed format can be selected for display. Condensed format will display only the Payroll Category wise report.

« Show Employee PF Account Number: Set this option to Y es to display employee PF Account number.
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o Show Income Tax (PAN): Set this option to Y es to display employee IT PAN number.

Show Employee Bank Details: Set this option to Y es to display employee bank details.

Show Employee Number: Set this option to Y es to display employee number along side the Name.

o Show Employee ESI Number: Set this option to Y esto display employee ESI number.

« Show Employee Passport Details: Set this option to Yesto display employee passport details.

« Show Employee Visa Expiry Date: Set this option to Yes to display employee Visa Expiry date.

Page 60 of 112

o Expand all levelsin Detailed Format: Set this option to Yes to expand all levels and display Employee details. Set this option to No to display summary report for

Category/Group.

o Appearance of Name: Select the appropriate appearance of name from the Display Name Style list.

Payment Advice

Sorting Method: Select the appropriate sorting method from the list.

L

The Payment Advice report is used to generate Payment Advice/ Bank Transfer letters to transfer Salary Amount from a specific bank account to the respective bank

accounts of the employees based on the Salary Payment voucher. For more details refer to Salary Payment section.

Go to Gateway of Tally > Display > Payroll Reports > Statement of Reports > Payment Advice

1. Click Yesto display the Payment Advice Printing screen

2. Enter To and From field

3. Select Appropriate Cost Category and Employee/Group

4. Select Appropriate Bank Ledger to which Salary Amount is Posted
5. Set From and To date in the Date Range to Print field

6. Select the desired Sorting Method

The Print Configuration screen for Payment Advice appears as shown:

Printing Payment Advice

Payment Advice

(with Print Preview)
Without Date Range of Repor, Without Page Mumbers

Printer o (Medn: Paper Type : Letter

No. of Copies Ha|

Print Language : English [Printing Dirmensions)

Method : MNeat Mode Paper Size : {@A50" x 10.53") or (216 mm x 279 mm]

Page Range t Al Print Area @ 303" ¢ 10637 or 204 mem x 270 mm)
Report Titles

Frorm (blank for beginning) o 142008

To (blank for end) . 304-2008

Cost Category -1 All ltems
Employee/Graup -4 All ltems

Bank Ledger . Canara Bank

Date Range ta Print : From: 14.2008 To: 304
Saorting Method . Bank Details

Print ?

Yes or No

7. Accept to print the Payment Advice
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ABC Company
Mo-15, New Fort Road,

Bangalore
Payment Advice

30-Apr-2003
The Manager
HOFC Bank

Dear Sir,
Payment Advice from ABC Company A/C# for period 1-Apr-2008 to30-Apr-2008

Flease make the payrall transfer from above account number ta the below mentioned account numbers towards
employee zalaries:

SI. No. |Name of the Employee Account No. Amount]
1. Employee A 00536357 456 12 ,960.00|
2, Employee B 00536357 456 8 ,366.00)
3. Emplayes C 00536987 456 11.754.00)
4. Emplayes D 00536957456 16,960.00|
5. Employee 2 00536987456 £,804.00)

Total 56,844.00

Yours Sincerely
for ABC Company

Authorised Signatory

Thisisadefault payment advice format. If you require changes specific to your bank’s requirement, contact nearest Tally Partner.

Payroll Register

Payroll register is a month-wise transaction summary report displaying Payroll vouchers, similar to Display Statistics in the accounting module. Though the register
primarily displays Payroll vouchers, you can however add new columns for any other voucher type.

Go to Gateway of Tally > Display > Payroll Reports > Statement of Reports > Payroll Register
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Payroll Register ABC Compan
Payroll
ABC Company
Particulars 1-Apr-2008 to 30-Sep-2008

Transactions
Total Vouchers | (cancelled )

April

My

June

July
August
September
October
Movernber
December
January
February
hlarch

3
3
3
3
3
4

Grand Total 19

Configuration optionsin Payroll Register

Press F12: Configure button and set the Appearance of Names and the Periodicity to use.

Configuration 4 Week Marth
Dail
Appearance of Mames . Name Only Fur‘[!;ightly

Perindicity to use 4 Monthly __ RITET; veanii

Quarterky
WWeekly
Yearly

You can drill down to the List of All Payroll Vouchers report for a particular month and then to a specific voucher, if required by pressing Enter.

Employee Pay Head Breakup

- =

Thisreport is similar to a Payroll Statement for a selected Pay Head, with a difference that, in this report, opening balance, credit/debit transaction and closing balance for
the selected period would be displayed as columns.

Refer to Track Loans and Advance balances for an example of usage of this report.
Go to Gateway of Tally > Display > Payroll Reports > Statement of Payroll > Employee Pay Head Breakup

o Select the required Pay Head for which you want to display the report
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ployee Breakup of Pay Head ABC Compan

Pay Head: Basic Pay
ABC Company

Particulars 1-Apr-2008 to 30-Sep-2008
Opening Transactions Closing
Balance Dehit | Credit Balance

2,42,061.00 Dr

e 400 22,914.00 Dr

Marketing 36 533.00 368 ,533.00 Dr
R&D 58 ,826.00 58,826.00 Dr
Sales 56 449.00 §8,449.00 Dr
Support 23339.00 23339.00 Dr

Note: Press F12: Configure for additional optionsin the above report.
e You can drill down to Employee Summary report, from the Employee Pay Head Breakup report
o From Employee Summary report you can drill down to the Employee Monthly Summary report

« From Employee Monthly Summary report, you can further drill down to Employee Vouchers screen

-

Pay Head Employee Breakup
-

This report displays a group wise summary of the transactions and Closing balance for the selected Employee. Drill down to specific ledger of the group, to the month wise
summary and up to voucher, is available in this report.

Go to Gateway of Tally > Display > Payroll Reports > Statement of Reports > Pay Head Employee Breakup

o Select the Employee from the list, to view the Pay Head Breakup for that employee.
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Page 64 of 112

ABC Compan
Employee: Employes A
ABC Company
Particulars 1-Apr-2008 to 30-Sep-2008
Transactions Closing
Debit | Credit Balance
Current Liahilities 86, 84000 1,38, 00  51,238.00 Cr
Current Assets 1000000 10,000.00
Direct Expenses 200000 2,000.00 Dr
Indirect Expenses 1,48 442 00 1.45,442.00 Dr
Grand Total 2.44,282.00 1.48.078.00 96,204.00 Dr

Note: Press F12: Configure for additional optionsin the above report.
o You can drill down to Breakup of Employee for each Group, from this report.

o Drill down further to view the Ledger Monthly Summary report and the Employee Vouchers.

Attendance Reports

The following Attendance/Production related reports can be generated in Tally.ERP 9:
o Attendance Sheet

« Attendance Register
- =

Attendance Sheet

-

The Attendance Sheet report is similar to Pay Sheet report, and displays a pre-formatted report with columns, related to your Attendance/Production data.

Go to Gateway of Tally > Display > Payroll Reports > Attendance Sheet
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Attendance Sheet

For All Employees

ABC Compan

1-Apr-2008 to 30-Apr-2008

Particulars Abzent Civertirne Paid Leave Prezent
13.50 Days &9 Hrs 4 Days
Accounts 3 Days
Employee B 3 Days
Marketing 3.50 Days 24 Hrs 2 Days
Ernployes © 3.50 Days 24 Hrs 2 Days
Sales 3 Days 20 Hrs 1 Days
Ermployes & 3 Days 20 Hrs 1 Days
Support 4 Days 15 Hrs 1 Days
Employee Q 4 Days 15 Hrs 1 Days

Configuration optionsin Attendance Sheet report
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F12: Configure button brings up a configuration sub-form by which the user can customise the display/printing content and appearance of the Attendance Sheet report.

Configuration
Remave Zera Entries
Show Category/Group Total
Display Production Types in Tail Units
Farmat
Show Ernployee Mumber

Expand all levels in Detailed Format
Appearance of Mames

Sorting Method

Include Employee Groups & Categories 7 Yes

Include Group Attendance/Production Types 7 Yes

? Yes
? Yes
? Yes
Detailed
No

? Yes
. Name Only

: m-

3

EmployeeMumber

Include Group Attendance/Production Types: Set this option to Y es to Include Group Attendance/Production Types in Attendance Sheet report.

Display Attendance/Production Typesin Tail Units: Set this option to Y esto display the Attendance/Production Typesin Tail Units.

Refer Pay Sheet Section for more information on other fields.

Attendance Register

-

-

Thisreport is similar to Payroll Register and displays the summary report of the Attendance vouchers. The configuration and button functionality are the same as in other

Payroll Register report.

Go to Gateway of Tally > Display > Payroll Reports > Attendance Register
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Attendance Register ABC Compan ctrl+ M B

Attendance
ABC Company
1-Apr-2008 to 30-Sep-2008
Transactions
Total \a’ouchers| (cancelled )

Particulars

April

May

June

July
August
September
October
Movernber
December
January
February
March

z
3
z
1
i
7

Grand Total 10

Press F12: Configure button and set the Appearance of Names and the Periodicity to use as shown:

Configuration 4 Week Warth

Dail
Appearance of Mames . Name Only FDr‘tﬁightly

Periodicity to use d Monthly  RETETRCE

Quarterhy
WWeekly
YEarly

-

Expat Reports

et =y

The Expat reports provide comprehensive information about foreign nationals who are employed (as both regular as well as contract employees) on short/long work
assignments in your company. It displays all the relevant information such as Passport/Visa/Contract Expiry dates along with the date of joining with respective
Passport/Visa numbers and so on... both at an individual employee level aswell as at the group level.

Go to Gateway of Tally > Display > Payroll Reports > Expat Reports

Gateway of Tally ...
Display Menuw ..

Fayroll Reports ...
Expat Reports
Passport Expiry

Wisa Expiry

Contract Expiry

Quit

The Expat Reports are further divided into three sub reports as shown:
o Passport Expiry
o VisaExpiry
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o Contract Expiry
-

Passport Expiry Report
- =

This report provides all the relevant information about the Passport of an Employee such as Passport number, Country of |ssue, Passport Expiry date and other details such
as the Employee’ s date of joining the organisation and the contact information of the employee in the form of Email address.

To view the Passport Expiry report,

Go to Gateway of Tally > Display > Payroll Reports > Expat Reports > Passport Expiry

Passport Expiry Report ABC Compan
For All Employees As on : 30-Sep-2008
Particulars Passport Number | Country of Issue Date of Joining |Passpart Expiry Date

Accounts

Ernployee B ESR35431 Lk 5-4-2003 12-8-2010
R&D

Ernployes D AlS2RR2500765 Australia 1-4-2008 20-6-2014
Sales

Ermployes & EAESET LISA, 10-4-2008 12-8-2012

Individual Employee/Group Employee passport expiry details can be obtained by clicking/selecting Ctrl+F7: Employee Filters on the button bar. On selecting this, alist
displays prompting you to select either an employee or their groups.

Button optionsin Passport Expiry report

F5: Employee Wise

Click on F5: Employee Wise or press F5 to view the Passport Expiry details individually for Employees or toggle to view the report based on the Category.
CTRL+F7: EmployeeFilter

Click on CTRL+F7: Employee Filter or press CTRL+F7 keys to filter and view the report for a selected Employee.

F12: Configure

Click on F12: Configure button or press F12 key to change the default configuration as shown:

Configuration

Show All Employees ? Yes

Show Employee Number 2 No
Appearance of Names . Name Only

Sorting Method . Default
Show Employee Email ID ?

Note: F12: Configure screen in Expat Reportsi.e. for Passport Expiry, Visa Expiry and Contract Expiry is the same as shown above.

o Show All Employees: Set thisfield to Yes to view all the employee passport details.
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o Show Employee Number: Set thisfield to Yes to display the Employee Number in the report.

o Appearance of Names: Select the Name style from the list.

o Sorting Method: Select the Sorting Method from thelist. Y ou can sort the employee details based on the Alphabetical increasing or decreasing, Employee Number
and Passport Expiry date in ascending or descending order.

o Show Employee Email ID: Set thisto Yesto view the Email ID.

Note: On setting Show All Employeesto Yes, Taly displays details of al the employee, including expired and valid passport details.

Visa Expiry Report
)

This Report is similar to Passport Expiry Report and provides all the relevant information related to Employee such as Visa Number, Visa Expiry Date and other details such
as Employee’ s date of joining the Organisation and his’her contact details.

To view the Visa Expiry report,

Go to Gateway of Tally > Display > Payroll Reports > Expat Reports > Visa Expiry

Visa Expiry Report ABC Compan
For All Employees As on : 30-Sep-2008
Particulars Visa Number Date of Joining Visa Expiry Date
Accounts
Ermployes B UKi2526245 5-4-2003 20-6-2009
R&D
Ermployee D ALSNS0065272 1-4-2005 20-4-2010
Sales
Ermployes 4 S0E55E5521 10-4-2005 18-3-2010

Select F2: Period to view the Visaexpiry details of all the employees during the specified period.

Individual Employee/Group Employee Visa expiry details can be obtained by clicking/selecting Ctrl+ F7: Employee Filters on the button bar. On selecting this, alist
displays prompting you to select either an employee or their groups.

F5: Employee Wise button can be used to view the Visa Expiry detailsindividually for Employees or toggle to view the report based on the Category.
Note: The F12: Configure and other buttons in the Visa Expiry screen are similar to other Expat Report configuration screen. For more information refer Passport Expiry.

-

Contract Expiry Report
- =

This report provides useful information regarding the Contractual Employees. i.e., All the relevant information about the Contract Employee viz., Work Permit Number,
Contract Start and Expiry Date along with some additional details such as Employee’s date of joining the Organisation and Email address are captured and displayed.
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Contract Expiry Report ABC Compan

For All Employees As on : 30-Sep-2008

Particulars Work Permit Humber | Contract Start Date | Date of Joining | Contract Expiry Date

Accounts

Employee B SEO056252 5-4-2008 5-4-2008 4-4-2009
R&D

Employee D 1-4-2008 1-4-2008 1-4-2009
Sales

Employee A SEO05986 10-4-2008 10-4-2008 10-4-2009
Support

Employee Q £-4-2008 £-4-2008 5-4-2009

Select F2: Period button to view all details of the report. Click/Select Ctrl+F7: Employee Filters to view the details of an individual employee or group.
Y ou can also view the Employee Contract Expiry details individually, by clicking F5: Employee wise on the button bar.
Note: The F12: Configure and buttons in the Contract Expiry screen are similar to other Expat Report configuration screen. For more information refer Passport Expiry.

et =y

Payroll Statutory Reports

To view the Payroll Statutory Reports,

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports

Gatewsy of Tally ...
Display Menw ...

Fayroll Reports ..
Statutory Reports
Computation
Provident Fund
Employee State Insurance

PRofessional Tax

Gratuity

Quit

Or

Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports
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Gateway of Tally ...
Display Menuw ...

Statutons Reports ...
Payroll Reports
Computation
Pravident Fund
Employee State Insurance

PRofessional Tax

Gratuity

Quit

The Statutory Reports for Payroll are further divided into:

« Computation

e Provident Fund

« Employee State Insurance

o Professional Tax

o Gratuity
-
Payroll Statutory Computation
-

Payroll Statutory Computation displays the various statutory Pay Head types under PF, ES| and PT with the details of Payable and Paid amounts for a given period. The
detailed view shows the Pay Head wise calculation for PF, ES| and PT.

To view the Payroll Statutory Computation,
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Computation

Or

Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports > Computation
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Payroll Statutory Computation ABC Compan

Payroll Statutory Computation

1-Apr-2008 to 30-Apr-2008

Particulars Liability
Payable Paid

Provident Fund

Employees' Statutory Deductions 5,536.00 5,536.00

Employer's Statutory Contributions 4,536.00 4,536.00

Employer's Other Charges 357.88 357.88
Employee State Insurance

Employees’ Statutory Deductions 130.00 130.00

Employer's Statutory Contributions 342.00 342.00
Professional Tax

Employees’ Statutory Deductions 710.00 710.00

Grand Total

11.611.88 11,611.88

The user can drill down to a corresponding Payroll \VVoucher from the Computation report.

Configuration optionsin Payroll Statutory Computation

Page 71 of 112

F12: Configure button in the Payroll Statutory Configuration brings up a configuration sub-form using which the user can customise the display of content and appearance of

the Computation report.

Configuration Format
Format d Condensed |l Condensed
Show Provident Fund Details ? Yes Detailed
Show Employee State Insurance Details ¢ Yes
Show Professional Tax Details ? Yes

o Format: Select Detailed against this option to view the detailed report. Alternately, the F1: Detailed button on the button bar can also be used to view the detailed

report.
o Show PF Details: Set this option to Y es to view the PF computation details.
o Show ESI Details: Set this option to Yesto view the ESI computation details.

o Show PT Details: Set this option to Yesto view the PT computation details

Button optionsin the Computation Report

Detailed/Condensed Button

Click on Detailed button or press ALT+F1 to view the Pay Head details of each Statutory Pay type and the respective values. Percentage as specified in the Pay head, A/c

No. in case of Provident Fund, Pay Head wise calculation details are also displayed in the detailed view.
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Payroll Statutory Computation ABC Compan
Payroll Statutory Computation 1-Apr-2008 to 30-Apr-2008
Particulars Gross Statutory Details Liability

Arnount Percentage Adc No. Arnount Payable Paid

Provident Fund

Employees' Statutory Deductions 5,536.00 5,536.00
Employess' EPF Deduction{i12% 35,867.008 12%| Afc No. T 4,536.00 Cr
Emplayes VVPF Contribution 1,000.00) Ade Mot 1,000.00 Cr

Employer's Statutory Contributions 4,536.00 4,536.00
Employer's EPF Corntribution (@ 3.67% 27,867.00 3.87%| A Mot 2,897.00 Dy
Employer's EPS Contribution (@ 8.33% 27,867.008 8.33%| Afc No. 10 1,639.00 Dr

Employer's Other Charges 357.88 357.88
EDLI Adrmin Charges (@ 0.01% 21, 867.00) 0.01%| Afc Mo. 22 8.00 Cr
EDLI Contribution @ 0.5% 21,867.00) 0.50%| Afe Mo. 21 108.34 Cr
PF Admin Charges @ 1.10% 21, 867.00) 1.10%| Afc No.2 240.54 Cr

Employee State Insurance

Employees’ Statutory Deductions 130.00 130.00
Employees' ESI Deduction (@ 1.75% 7, 200.004 1.75% 130,00 Cr

Employer's Statutory Contributions 342.00 342.00
Employer's EST Contribution (@ 4.75% 7, 200.004 4.75% 342.00 Dr

Professional Tax

Employees’ Statutory Deductions 710.00 710.00
Profeasional Tax 60, 571400 7000 Gr
Grand Total 11,611.88 11,611.88

Click on the Condensed button or press ALT+F1 again to return to the norma mode.
Period Button (F2)

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

Payroll Statutory Ledger Details

To view the details of the Statutory Ledgers used for each Pay Head Type as shown in the Payroll Statutory Computation report,
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Computation

Or

Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports > Computation

o Press Enter on the required Pay Head Type
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Payroll Statutory Ledger Details

Pay Head Type: Employees’ Statutory Deductions

Ctrl + M E3

1-Sep-2008 to 30-Sep-2008

Particulars

Gross
Arnount

Liability

Payable |

Paid

Grand Total

3,452.00

3,520.00

The above report provides the Pay Head level Computation break-up for the required Pay Head Type.

Y ou can drill down to the Employee Breakup of Pay Head reports for the respective Pay Heads.

Button optionsin the Payroll Statutory Ledger Details
Detailed/Condensed Button

Click on Detailed button or press ALT+F1 to view the Pay Head details with respective values.

Payroll Statutory Ledger Details

Fay Head Type: Employees’ Statutory Deductions

1-5ep-2008 to 30-Sep-2008
Particulars Gross Statutory Details Liability
Arnount Percentage Alc No. Payable | Paid

Ernple 'F Deduction

g i
Employee FF Contribution 1,000.00

Grand Total

3,452.00

3,520.00

Page 73 of 112

The above report displays the Percentage as specified in the Pay head, A/c No. in case of Provident Fund, Pay Head wise calculation details are al so displayed in the detailed

view.
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o Click on the Condensed button or press ALT+F1 again to return to the normal mode.
Period Button
Click on F2: Period or press F2 to change the selected period.
-

Employee Breakup of Pay Head
- =
To view the Employee wise Breakup of the Computation for the required Pay Head,
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Computation
Or
Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports > Computation
o Press Enter on the required Pay Head Type

o Press Enter on the required Pay Head

ployee Breakup of Pay Head ABC Compan
Pay Head: Employee’s PF Deduction @ 12% 1-Apr-2008 to 30-Apr-2008

Particulars | Gross Amount | Payable

Employee A 9 500.00 1,140.00
Employee B 5,833.00 700.00
Employee C £,800.00 816.00
Employee D 12,000.00 1.440.00
Employee O 3B6E7.00 440.00

Grand Total 37.800.00 4,536.00

The user can drill down to a corresponding Employee V oucher from the above report.

Button optionsin the Employee Breakup of Pay Head
F2: Period

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

F12: Configure

Click on F12: Configure button or press F12 to Show/Hide the Employee Number.

Configuration

Show Employee Number 2

-

Employee Vouchers

file://C:\Documents and Settings\bb\Local Settings\Temp\~hh2591.htm 5/5/2009



Introduction to Payroll

To view the Employee Vouchers,
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Computation
Or
Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports > Computation
o Press Enter on the required Pay Head Type
o Press Enter on the required Pay Head

o Press Enter on the required Employee Name

ABC Compan

ployee Youchers

Employee . Employee A
For Pay Head © Employee's PF Declclion @ 2%

1-Apr-2008 to 30-Apr-2008

Woh Type  Voh Mo,

Date Particulars

Debit Credit

30-4-2005 Employee's PF Deduction @ 12%
30-4-20058 Employee’s PF Deduction @ 12%

Payroll 3

1,140.00

1.140.00

Opening Balance
Current Total ;

1.140.00 1.140.00

Closing Balance :

The user can drill down to a corresponding Payroll/Payment V ouchers from the above report.

Provident Fund Reports

To view the Provident Fund reports,
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Provident Fund
Or

Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports > Provident Fund
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Gatewsy of Tally ..
Display Menuw ...
Fayroll Reports ...

Statutony Reports ...
Provident Fund
Manthly
Form 5
Form 10
Form 124
Monthly Statement

Annual

Form 34
Form 64,

Quit

The Provident Fund reports are sub divided into the Monthly and Annual based on the period as listed below:

o Monthly:
e FOorm5
e Form10

e Form 12A

Monthly Statement

e Annual:
e Form 3A

e Form 6A

Form5

PF Form 5 is amonthly report which provides the details of the employees newly joining the Provident Fund scheme during the given month.

To view the PF Form 5,

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Provident Fund > Form 5

Or

Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports > Provident Fund > Form 5

The print Configuration for the PF Form 5 is as shown:

Payroll Statutory Print Configuration

[with Print Preview])

Printer : (MeOO:) Paper Type : Letter
No. of Copies H
Print Language : English (Frinting Dimensions)
Method : Meat Mode Paper Size : 350" ¢ 10.53%) or [216 mm x 279 mm]
Page Range r Al Print Area : (303" ¢ 10.63") or [204 mm x 270 mm]
Report Titles
Form 5

From (blank for beginning) ©  1-4-2008
To (blank for end) . 304-2008
Date of Printing . 3042008

Print ?

Yes or No

The user can specify the Period and the date of printing in the respective fields as shown above.

The printed Form 5 will appear as shown:
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THE EMPLOYEES' PROVIDENT FUNDS SCHEME, 1952
[Paragraph 36{2){a) & THE EMPLOYEES PENSION SCHEME, 1995 Paragraph 2042)]

Code Mo, of the Factory r Estahlishment

FORM 5

Return of Employees' gualifving for membership of the Employvees’ Provident Fund, Employees' Pension Fund & Employees’
Deposit Linked Insurance Fund for the first time during the month of April 2008 {To be sentto the Commisioner with Form2
(EPF & EPS)

Mame and Address ofthe Factory f Establishment | ABC Company
Mo-15, Mew Fort Road,

Bangalore

. KNBN/12345/00129

S1 | Account No. |Name of Employee (in | Father's Name or | Date of | Sex | Date of Total period of Rem-
Ho. block letters) Husband's Name Birth Joining | previous service as on | arks
{in case of married the the date of jeining the
wolmen) Fund [Fund (Enclose Scheme
Certificate if
applicable)
1 2 3 4 G L 8 9
1| KABNI0D3456467 | EMPLOYEE A Mr. Ram Mohan 15121976 Male  |10-4-2009
2| KABHI0I4BE35358 | EMPLOYEE B 5-4-2008
3| KAVBNIOO34127 256 | EMPLOYEE G 5-4-2008
4| KABNDO3416 1654 | EMPLOYEE D 1-4-2008
5| KAJBMOO24127 265 | EMPLOYEE Q B-4-2008

Date: 30-4-2008

Sighature ofthe emplover or other authorised
Officer ofthe FactornWEstablishment & Stamp of
the FactoryEstablishment

« Name and Address of the Factory/Establishment: The name of the Company as specified in the Company Creation screen appears in thisfield.

o Code No. of the Factory/Establishment: The Code No. of the Factory/Establishment as specified in the F11: Statutory & Taxation screen appearsin thisfield.

« Based on the Period and date specified in the print Configuration screen, the month and date are printed in the Form 5.

Column Detailsin table

[ Particulars | Description
Sl. No. Displaysthe serial no.
Account No. Displays the PF Account No. for each employee as specified in the Employee Master.

Name of Employee (in block L etters)

Father’s Name or Husband’s name (in case of married women)

Date of Birth
Sex

Date of Joining the Fund

Total period of previous service as on the date of joining the Fund

(Enclose Scheme certificate if applicable)

Remarks

file://C:\Documents and Settings\bb\Local Settings\Temp\~hh2591.htm

Displays the name of the Employees as specified in the Employee Master.

Displays the Father’ s"Husband’ s name of each Employee as specified in the Employee Master.
Displays the Date of Birth for each Employee as specified in the Employee Master.

Displaysthe Sex (Male/Female) for each Employee as specified in the Employee Master.
Displays the Date of Joining the PF Account mentioned in column 2 as specified in Employee
Master.

The user can manually enter the period of the previous service if the Employee is continuing with
the same PF number.

The user can enter his remarks manually.
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Form 10

PF Form 10 is amonthly report that provides the details of the employees exiting from the Provident Fund scheme during the given month.
To view the PF Form 10,

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Provident Fund > Form 10

Or

Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports > Provident Fund > Form 10

The print Configuration for the PF Form 10 is as shown:

Payroll Statutory Print Configuration

Printer : (MedD:) Paper Type : Letter
No. of Copies Ha|
Print Language : English (Frinting Dimensions)
Method : Meat Mode Paper Size : {H50" x 10.53") or [216 mm x 273 mm]
Page Range t Al Print Area : 303" x 10.63") or (204 mm x 270 mm]
Report Titles
Form 10

[with Print Preview)

Fram (blank for beginning) :  1-7-2008 Print 7
To (blank for end) : 31-7-2008 ’
Date of Printing 1 3172008 Yes or No

The user can specify the Period and the date of printing in the respective fields as shown above.

The printed Form 10 will appear as shown:
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FORM 10

THE EMPLOYEES' PROVIDENT FUNDS SCHEME, 1952
[Paragraph 36(2) {a) & (b} EMPLOYEES" PENSION SCHEME, 1995 {Paragraph 20{2))]

Return ofthe memhers leaving service during the month of . July 2008

Mame and Address ofthe Factory f Establishment . ABC Company
Mo-43, Mew Plaza,
Bangalore

S Account No. Name of the Member Father's Name or Date of leaving Reason for
No. {in block letters) husband's Name {in service leaving service
case of married

women)

Remarks

1 2 3 4 5 6

KABNIO3 462654 | EMPLOYEE D Mr. Ramesh 15-7-2008 |Personal
FABNIO34/727 165 | EMPLOYEE Q Mr. Sitaram 25-7-2008 | Got Another Job

]

stated) (h) death; (i) attained the age of 58 vears.

compensation of Rs underthe Industrial Dispute Act, 1947,

Date : 31-7-2008 Signature ofthe employer or the autharised Officer
Stamp ofthe FactorgEstahlishment

Please state whether the memberis (a)retiring according to paradg9), () ¢ad or (b ofthe scheme (b leaving India for

permanent settlement abroad {c) retrenchment (d) Pt & total disablement due to employment injury (&) discharged if)
resigning frorm or leaving service (o) taking up emplovment elsewhere (The name and address ofthe Emplovers should he

Cerified that the member mentioned at serial Mo, Shri was paidinot paid retrenchment

Return of the members leaving service during the month of: Month as specified in the Print Configuration screen appearsin thisfield.

Name and Address of the Factory/Establishment: The name of the Company as specified in the Company Creation screen appearsin thisfield.

Date: Thisfield displays the date as specified in the print Configuration screen for Form 10.

Column Detailsin table

Page 79 of 112

[ Particulars | Description

Sl. No. Displaysthe serial no.

Account No. Displays the PF Account No. for each employee as specified in the Employee Master.

Name of Member (in block L etters) Displays the name of the Employees as specified in the Employee Master.

Father’s Name or Husband’sname (in case of married Displays the Father’ ssHusband's name of each Employee as specified in the Employee Master.

women)

Date of Leaving service Displays the Date of leaving service as specified in the Employee Master in the alteration mode.

Reason for Leaving Displays the reasons for leaving service for each Employee as specified in the Employee Master in the alteration
mode.

Remarks The user can manually enter his remarks.

Form 12A
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PF Form 12A monthly report that provides the details of the PF Payments made to the respective PF Accounts of the Employees during the given month.

To view the PF Form 12A,

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Provident Fund > Form 12A

Or

Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports > Provident Fund > Form 12A

The print Configuration for the PF Form 12A is as shown:

Payroll Statutory Print Configuration

{with Print Preview)

Printer : (MedD:) Paper Type : Letter
No. of Copies HE
Print Language : English {Printing Dimensions)
Method : Meat Mode Paper Size : 350" x 10597 or 216 mm x 279 mm)
Page Range T All Print Area : 303" x 10.63") or (204 mm x 270 mm]
Report Titles
Form 124

Fram (blank for beginning) ©  1-4-2008
Ta (blank for end) 3042008
Name & Address of the Bank : SBI, Koramangala

Include WPF Account © Yes
Murnber of Contract Emplayees: 1
Mumber of Rest{Temporary Erployees): 1

Print ?

Yes or No

The user can specify the Period in the From and To fields as shown above.

Name & Address of the Bank: Name of the bank and address where the PF amount was deposited for the respective month.
Include VPF Account: Set thisto Y es to include the V PF contributions if any to the A/c No. 1 during the respective month.
Number of Contract Employees: Enter the total number of Contract Employees which are not considered for PF.

Number of Rest (Temporary Employees): Enter the total number of Temporary staff which are not considered for PF.

The printed Form 12A will appear as shown:
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Code Mo.

Currency period fram

{Only for Un-exempted Establishments)

Marme and Address ofthe Establishment

FORM 12 - A (R}

© ABC Company

Group Code

EMPLOYEES' PROVIDENT FUNDS AND MISC. PROVISIONS ACT, 1952 EMPLOYEES' PENSION SCHEME(PARA 20 {4})

{To be filled by the EPFO)
. KN/BN/12345/00009

Establishment status

Mo-14, Mew Fort Road,

Bangalore

. KNBN/12345/00129

C1-Apr-2008 to 31-Mar-2009

Statement of Contribution for the manth of CApr-2008

Wages on | Amount of Contribution | Amount of contribwtion remitted | Amownt of | Amaeunt of | Date Of
which Recovered | Payable by | Employee’s | Employer’s | Admini- | Admini- | Remitta-
Contribat- | from the the Share Share strative | strative nce
ions are | Employees’ | Employer charges | charges | (enclose
payable due  |remitted | triplicate
copies of
Challan)
E.P.F. Aic No. 01 35,867.00 5,536.00 2,897.00 5,536.00 2,897.00| 240.54( 240.54| 30-Apr-2008
Pension Fund A/c No. 10 35,867.00 NIL 1,639.00 NIL 1,639.00( NIL NIL | 30-Apr-2008
E.D.L.IAfc No. 21 35,867.00 NIL 109.34 NIL 109.34 8.00 8.00| 30-Apr-2008
Total Mo. of Employees -7 Mame & Address ofthe Bankin . SBl, Koramangala
. which the amount is remitted
(a) Contract 1
(h) Rest 1
(c) PF Subscribers 5
Details of Subscribers E.P.F. Pension Fund E.D.L.L
Mo. of Subscribers Bs per last month {wide Farm 128)
Mo, of Mew Subscribers (vide Form &) 5 5 5
Mo, of Subscribers left service fvide Form 100 Signature of the Employer
Mett Total Mumber of Subscribers 5 5 5 with Official (Seal)

Group Code: Thefiled displays the Group Code as specified in the F11: Statutory & Taxation screen while enabling Payroll Statutory.
Name and Address of the Factory/Establishment: The name of the Company as specified in the Company Creation screen appearsin thisfield.

Code No.: Thefiled displays the PF Code No. as specified in the F11: Statutory & Taxation screen while enabling Payroll Statutory.

Page 81 of 112

Currency Period from: The Period specified in the Print Configuration screen of Form 12A belongs to the financial year as displayed in the Currency Period.

Statement of Contribution for the month of : Name of the month is printed based on the period specified in the print Configuration screen.

Column Detailsin table

Wages on which the Contributions are Payable: This column displays the Gross wages considered for the calculation of Amounts towards E.P.F.A/c No. 01, Pension Fund
AlcNo. 10, E.D.L.I A/c No.21.

Amount of Contribution: This column is sub divided into two sections as described below:

Recovered from Employees': This column displays the amount contributed by the employees’ towards E.P.F.A/c No. 01.

Payable by the Employer: This column displays the amount contributed by the employer towards E.P.F.A/c No. 01, Pension Fund A/c No. 10, E.D.L.| A/c No.21.

Amount of Contribution Remitted: This column is sub divided into two sections as described below:

Employee’s Share: This column displays the employee’s contribution that is remitted towards E.P.F.A/c No. 01.
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Page 82 of 112

Employer’s Share: This column displays the employer’s contribution that are remitted towards E.P.F.A/c No. 01, Pension Fund A/c No. 10, E.D.L.| A/c No.21.

Amount of Administrative Charges due: This column displays the Administrative charges payable by the employer towards maintaining A/c No. 01 and A/c No. 21.

Amount of Administrative Charges remitted: This column displays the Administrative charges paid by the employer towards maintaining A/c No. 01 and A/c No. 21.

Date of Remittance (enclose triplicate copies of Challan): This column displays the date of Payment as mentioned in PF Combined Challan.

Monthly Statement

- =

PF Monthly Statement is an MIS report which provides the details of the Amounts contributed by the Employees and Employer towards the PF Accounts during the given

month/period.

To view the PF Monthly Statement,

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Provident Fund > Monthly Statement

Or

Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports > Provident Fund > Monthly Statement

The print Configuration for the PF Monthly Statement is as shown:

Payroll Statutory Print Configuration

PF Monthly Statement

{with Print Preview)

Printer : (MedD:) Paper Type : Letter

No. of Copies HE

Print Language : English {Printing Dimensions)

Method : Meat Mode Paper Size : 350" x 10597 or 216 mm x 279 mm)

Page Range T All Print Area : 303" x 10.63") or (204 mm x 270 mm]
Report Titles

Fram (blank for beginning) :  14-2008
To (blank for end) : 30-4-2008

Print ?

Yes or No

The user can specify the Period in the From and To fields as shown above.

The printed Monthly Statement will appear as shown:
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EMPLOYEE PROVIDENT FUND SCHEME - Monthly Statement

Mame & Address of the Factory or Establishment | ABC Company
Mo-14, New Fort Road,

Bangalare

Statement far the Period o 1-Apr-2008 to 30-Apr-2008

Emp PF Employee Name | Work- Earned Employee's Contribution | Employer's Contribution

No Number edDays | Wages

PF VPF Total EPS EPF Total
12% 8.33% | 3.67%

0065 | KABNDIMSEET | Employese A 18| 9,000.00]1,140.00(1,000.00| 214000 | 541.00( 599.00{1,140.00
IYBHNIEERASE | Employee B 23| 5,367.00] 700.00 700.00 5.00| F92.00] 700.00
FABNDOMITE | Ernplovee © 22.50| 6,000.00f 816.00 816.00 | 541.00) 275.00) &16.00
KABNDI34K5 | Employee D 30( 12,000.00]1,440.00 1,440.00 | 541.00| 599.00(1,440.00
FABNDOMITAS | Ernplovee @ 21| 3,500.00] 440.00 440.00 5.00| 432.00] 44000

Total| 35,867.00)4,536.00 | 1,000.00| 5,536.00 | 1,639.00 | 2,897.00| 4,536.00

Name and Address of the Factory/Establishment: The name of the Company as specified in the Company Creation screen appearsin thisfield.

Statement for the Period of: This displays the Month name for which the statement is printed as specified in the Print Configuration screen.

Column Detailsin table
Emp No: This column displays the Employee number as entered in the Employee Creation.
PF Number: This column displays the PF Account Number for each employee as entered in the Employee Creation screen.
Employee Name: This column displays the name of the Employees.
Worked Days: This column displays the total number of days each employee was present during the given month.
Earned Wages: This column displays the Gross salary earned by each employee for the given month.
Employee’s Contribution: Thisfield is sub divided into three sections as described below:
PF 12%: This column displays the employee’s contribution towards EPF for each employee for the given month.
VPF: This column displays the employee’ s contribution towards V PF for each employee for the given month.
Total: This column displays the total of Employee's contribution (EPF+V PF) for each employee for the given month.

Employer's Contribution: Thisfield is sub divided into three sections as described below:
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EPS 12%: This column displays the employer’s contribution towards EPS for each employee for the given month.
EPF: This column displays the employer’s contribution towards EPF for each employee for the given month.

Total: This column displays the total of Employee’s contribution (EPS+EPF) for each employee for the given month.

Form 3A

Page 84 of 112
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PF Form 3A is an Employee wise Annual report for the Amounts deducted/contributed by the Employee and the Employer towards the EPF, VPF and EPS Accounts.

To view the PF Form 3A,

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Provident Fund > Form 3A

Or

Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports > Provident Fund > Form 3A

The Print Configuration for the PF Form 3A is as shown:

Payroll Statutery Print Configuration

Letter

[Printing Dirmensions)
18.50" ¢ 10.53") or [218 mm x 279 mm)
+ {303 ¢ 10637 or 204 mem = 270 mm)

(with Print Preview)

Printer o (Medn: Paper Type :
No. of Copies Ha|
Print Language : English
Method : MNeat Mode Paper Size :
Page Range t Al Print Area
Report Titles
Form 3A

Cost Category -1 All tems
Employee/Graup - 1 All ltems
Frorm (blank for beginning) - 1-3-2008
To (blank for end) . 28-2-2009
Date of Printing . 28-2-2009

Print ?

Yes or No

o Cost Category: Y ou can select the required Cost Category when there is more than one Payroll/Cost categories.

« Employee/Group: Y ou can print the report for a specific group or All Items.

o You can specify the required Period in the From and To fields as shown above. By defaullt, the period is prefilled with 1st March of the current year to 28th or 29th

February of next year.

o Dateof Printing: Y ou can specify the date of printing the Form 3A in thisfield, by default the actual date of printing will be selected.

The printed Form 3A will appear as shown:

file://C:\Documents and Settings\bb\Local Settings\Temp\~hh2591.htm
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1. Account Mo.

3. Father's f Hushband's Mame

7. Code Mumber

FORM 3 A [REVISED]
EMPLOYEE™S PROVIDENT FUND ORGANISATION

THE EMPLOYEE'S PROVIDENT FUND SCHEME, 1952 [Paras 35 & 42]

AND THE EMPLOYEES® PENSION SCHEME, 1995 [Para 19]

2. MameiSurname {in block letters)

4. Statutory Rate of Contribution
5. %oluntary Higher Rate of Emplayee's contribution if any
B. Mame & Address ofthe Factory I Estahlishment

. KABN/0034/56467
. EMPLOYEE A

: Mr. Ram Mohan
C12%

: 7,000.00

. ABC Company
Mo-43, Mew Plaza,
Bangalore

© KNBN/112345/00129

Contribution Card for currency period from 1-Apr-2008 to 31-Mar-2009

Month 'WORKER'S SHARE EMPLOYER'S SHARE Refuni of | Ho. of days { | Remarks
Amount of E.P.F.12% |Rate of higher E.P.F. Pension Fund | Advan- |period of
Wages voluntary Difference |Contribution 8. ce non
contribution (if | between 12% 33% contribu-
any & 8.33% if any ting
service
(if any)
1 2 Ja 3b 4a b 5 6 7
March 2008 Paid
in April 2008
May 2008 1,140.00 1,000.00 599.00 541.00
June 2008 1,742.00 1,000.00 1,201.00 541.00
July 2008 14,000.00 3,422.00 2,000.00 1,139.00 541.00
August 2008 17,000.00 1,800.00 1,000.00 1,499.00 541.00
September 2008 17,000.00 1,800.00 1,000.00 1,499.00 541.00
Cctober 2008 16,433.00 2,520.00 1,000.00 1,431.00 541,00
Movermber 2008
December 2008
January 2008
February 2009
February 2009
Paid in March
2009
Total 64,433.00] 12,424.00 7,000.00 7,368.00 3,246.00

Date © 28-Feb-2009

Cerified that the total amount of contribution {hoth shares) indicated in this Card ie. Rs.26,792.00 has already heen
remitted itfull in E.P.S. Afe Mo & Pension Fund Afc Mo 10 Re.3,246.00
Ceified that the difference hetween the total of the contribution shown under Cols. 3a, 3h, 4a & 4h ofthe above table and
that arrived at on the total wages shown in cloumn 2 atthe prescribed rate is solely due to rounding off the contributions to
the nearest rupee under the rules.

Signature of Emplover fwith Office seal)

Contribution card for currency period from: This field displays the current Financial Y ear.

1. Account No.: Thisfield displays the PF Account number for the Employee.

2. Name/Surname (in Block Letters): Thisfield displays the name of the Employee.

3. Father’ s’/Husband’ s Name: This field displays the name of Employee’s Father/Husband as entered during the employee creation.

4. Statutory Rate of Contribution: This field displays the rate of PF contribution.

5. Voluntary Higher rate of Employee's Contribution if any: Thisfield displays the VVPF Contributions made by the Employee during the year.

6. Name & Address of the Factory/Establishment: Thisfield displays the Company name & address.

Column Detailsin table

Page 85 of 112

[ Column Name

| Description

Month

Workers Share- Amount of Wages
Workers Share- EPF @ 12%

Workers Share- Higher Rate of Voluntary Contribution (if any)
Employer’s Share- EPF Difference between 12% & 8.33% if any

file://C:\Documents and Settings\bb\Local Settings\Temp\~hh2591.htm

Displays the name of the month and year.

Displays the Gross Wages received by the employee during each month.
Displays the Employee' s EPF Contribution during each month.

Displays the Employee's VPF Contribution during each month.

Displays the Employer’s Contribution towards EPF (A/c No.1) for the respective
employee during each month.
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Employer’s Share- Pension Fund Contribution @ 8.33%

Refund of Advance
No. of dayg/period of non-contributing service (if any)

Remarks

Note: Y ou can use the Page Up and Page Down keys to view the

Form 6A

Page 86 of 112

Displays the Employer’s Contribution towards EPS (A/c No.10) for the respective
employee during each month.
The details of refund of PF advance if any needs to be filled here manually.
Number of days/period for which the PF contribution is not made needs to be filled
here manually.

Remarks if any needs to be entered here manually.

Form 3A for other employees.

PF Form 6A isthe detailed Annual Statement of contribution towards the different PF Accounts for the given currency period.

To view the PF Form 6A,

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Provident Fund > Form 6A

Or

Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports > Provident Fund > Form 6A

The Print Configuration for the PF Form 6A is as shown:

Payroll Statutory Print Configuration

Printer HE (=R Paper Type :
No. of Copies Ha|

Print Language : English

Method : MNeat Mode Paper Size :

Page Range H| Print Area :

Letter

{Printing Dimensions)
18.50" ¢ 10.53") or [218 mm x 279 mm)
18.03" ¢ 10.63") ar [204 mm x 270 mm)

Report Titles
Form 6A

{with Print Preview)

Fram (blank for beginning) :  1-3-2008
To (blank for end) 1 2822009

Print ?

Yes or No

The user can specify the Period in the From and To fields as shown above. By default, the period is prefilled with 1st March of the current year to 28th or 29th February of

next year.

The printed Form 6A — Page 1 will appear as shown:
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THE EMPLOYEE'S PROVIDENT FUND SCHEME, 1952, [Paragraph 43]

FORM 6 A

AND THE EMPLOYEES® PENSION SCHEME, 1995 [Paragraph 20({4)]

Marme & Address of the Establishment

o ABC Company
Mo-43, Mew Plaza,

Annual Statement of contribution for the currency period from 1-Apr-2008 to 31-Mar-2009

E Bangalare

_§ Statutory Rate of Contribution 12 %

_% Code Ma. ofthe Establishment o KMIBMNIM 1 2345/00129

—E Mo. of members voluntarily contributing at a higherrate © 1

_§ Slhe.| Account Number| MName of the Wages, | Amount of | Employer's Contribution | Refund of | Rate of | Remarks
= Member {in retaining | Worker's E.P.F. Pension | Advance | higher

= block letters) | allowance | Contribut- | Difference | Fund 8.33 % volunt-
= {if any) & ions hetween 12 ary

== DA deducted | % & 8.33 % Contri-
= including | fromthe bution
= cashvalue | wages on {if any)

= of food |12 % E.P.F.

N concessi-

N on paid

E during the

| currency

N period

= 1 2 3 4 5 6 7 9 10

—g 1| KABMIO034r56467 | EMPLOYEE A 1,04882.00) 1061400 7,368.00 3,246.00 6,000.00
= 2| KABNIO03473635353| EMPLOYEE B 32688.00( 395000 1,5872.00 3,191.00

= 3| KABMIO034r27 256| EMPLOYEE C 38,533.000 462400 2,338.00 3,246.00

= 4| KABMNI0034/62654| EMPLOYEE D 4024500 7,059.00 5,207.00 3,246.00

—g 4| KABMIOD34r27 265| EMPLOYEE Q 17,371.00(  2.801.00 1,033.00 2,362.00

_; Total| 2,33719.00] 2904500 17524000 15291.00 f,000.00

o Annua Statement of Contribution for the currency period from: This field displays the period as specified in the Print Configuration screen.

o Name & Address of the Factory/Establishment: Thisfield displays the Company name & address as specified in the Company Master.

« Statutory Rate of Contribution: Thisfield displays the PF Rate of Contribution which is defaulted to 12%.

Page 87 of 112

o Code No. of Establishment: This field displays the PF Code No. for the Company as specified in the F3: Statutory & Taxation while enabling the Payroll Statutory

features.

« No. of members voluntarily contributing at higher rate: Thisfield displays the total number of employees who have contributed towards Voluntary Provident Fund

scheme.

Column Details

Column Name
SI.No.

Account Number
Name of Member (in Block Letters)

Wages, retaining allowance (if any) & DA including cash value of

food concession paid during the currency period
Amount of Worker's Contributions deducted from the wages on

12% E.P.F.

Description

Displays the serial numbers.

Displays the PF Account Numbers for each employee as entered in the Employee Master.

Displays the name of the Employees as entered in the Employee Master.

Displays the Gross Wages/Salaries paid to the employees during the given year against the respective

employee.

Displays the Employees’ PF Contribution towards the EPF (Employees’ Provident Fund) against each

employee

name.

Employer’s Contribution - E.P.F. Difference between 12 % & 8.33 Displays the Employer’s Contribution towards the EPF Account for each employee during the given

%

period against that employee.
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Employer’s Contribution - Pension Fund 8.33 %

Refund of Advance

Rate of higher Voluntary Contribution (if any)

Remarks

The printed Form 6A — Page 2 will appear as shown:

Page 88 of 112

Displays the Employer’s Contribution towards the EPS (Employees’ Pension Scheme) Account for
each employee during the given period against each employee.

Refund of PF Advance taken if any, needs to be entered manually against the respective employeein
this column.

Displays the amount contributed by each employee towards the Voluntary Provident Fund (\V PF)
against the employee nameif any.

Remarks if any needs to be entered manually.

|||||||||||||||||||||||||I||||l||||IJ||||||||||||||||||I|||||||||||||||||||||||||||||I|||||||||I|||||||||||||||||||||||||||||I|||||||||I|||||||||||||||||||||||||||||||||||||||||||||||||I|||||||||I||||||||| I

Form 64 1-Apr-2008 to 31-Mar-2009

Sk Reconciliation of Remittances Adm. Charges at Rs. 1.1 % of Aggregate () Cols 5,6, 7Rs.
No. wages Contrimttions{ )
Month/Year Amount remitted| Pension Fund EDLI Adm. Charges EDLI Adm. Date of
Contriltions Contribution Aic No. 2 Charges 0.01% | Remittan-
ces
EPF Ajc. No. 10 Rs. Alc No.21 Aic.No. 22 Rs.
Contributions
including refund
of ailvances Alc.
No. 1
1| March 2008 Paid
in April 2008
2|May 2008 7,658.00 2,414.00 145.01 319.00 10.00( 30-Apr-2008
3| June 2008 9,265.00 2,567.00 154.20 339.23 10.00| 31-May-2008
4| July 2008 15,577.00 2,567.00 284.17 625.16 18.00( 30-Jun-2008
5| August 2008 9,893.00 2,581.00 155.00 341.00 10.00( 31-Jul-2008
6| September 2008 9,912.00 2,581.00 155.00 341.00 10.00( 31-Rug-2008
7| 0October 2008 6,751.00 2,581.00 155.00 341.00 10.00 | 30-Sep-2008
&| November 2008
9| December 2008
10| January 2008
11| February 2009
12 | February 2009
Paid in March
2009
Total 59,056.00 15,291.00 1,048.38 2,306,392 68.00

Hote:
1. The names of all members, including those who had left service during the currency period, should be
included in this statement. YWhere the Form 34 in respect of such memhbers had left serice were already sent
to the Regional Office for the purpose offinal settlernent oftheir accounts, the fact should be stated againstthe
members inthe '‘Remarks' Column ahove thus Form 3A already sentin the manth of

200

iy Total number of contribution cards enclosed (Form 3A(Revised)) 8

iy Cerified that Form3A duly completed, of all the membhbers listed in this staterment are enclosed, exceptthose
already sent during the course of the currency period for the final settlerment of the concerned memhbers account
vide 'Remarks' Furnished againstthe names ofthe respective members ahove.

2. In case of substantial variation in the wagesfeontributions of any members as compared to those shawn in
previous maonth staternent, the reasons should be explained adequately in the 'Remarks' column.

3. Inrespect ofthose members who have not opted for Pension Fund their entire employers contribution as the
case may be should be under column Mo, 8.

Signature ofthe Emplover
yith Office Seal)

Column Details

Column Name
Sl.No.
Month/Y ear

EPF Contributionsincluding refund of advances A/c. No. 1

Pension Fund Contributions A/c. No. 10 /Rs.
EDLI Contribution A/c. No. 21

Adm. Charges

AlcNo. 2

EDLI Adm. Charges 0.01% A/c. No. 22 /Rs.
Date of Remittances
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Description

Displays the serial numbers.

Displays the Month and Y ear in which the PF Amount is remitted.

Displays the amount remitted to EPF A/c No. 1 during each month (sum of Employee and Employer share).
Displays the amount remitted to the Pension Fund A/c No. 10 during each month.

Displays the amount remitted as EDL | Contribution to A/c No. 21 during each month.

Displays the amount remitted as PF Admin Chargesto A/c No. 2 during each month.

Displays the amount remitted as EDLI Admin Chargesto A/c No. 22 during each month.

Displays the date of the PF Combined Challan for the PF payment made for each month.
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-

Employee State | nsurance Reports
- =
To view the Employee State Insurance reports,
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Employee State Insurance
Or

Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports > Employee State Insurance

Gateway of Tally ...
Display Wenw ..
Payroil Reports ...

Statutony Reports ...
Employee State Insurance|
Manthly

Farm 3
haonthly Statement

Half Yearly

Form 5
Farm 6

Quit

The Employee State Insurance reports are sub divided into the Monthly and Half yearly on the period as listed below:
o Monthly:
e ESI Form 3

Monthly Statement

o Annua:
e Form5

e FOrm6

Form 3
- =
ESI Form 3 isaReturn of Declaration form to be submitted during each month with the details of the Employees falling in the purview of ESI during the given month.
To view the ES| Form 3,
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Employee State Insurance > Form 3
Or
Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports > Employee State Insurance > Form 3

The Print Configuration for the ESI Form 3 is as shown:
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Payroll Statutory Print Configuration

Printer ¢ (Medo:)
No. of Copies Ha|

Print Language : English
Method 1 Meat Mode
Page Range H|

Paper Type : Letter

(Frinting Dimensions)
Paper Size : 350" x 10.89") or [216 mm x 279 mra)
Print Area : {3.03" x 10.63%) or [204 mm x 270 mm)

Report Titles

F

orm 3

fwith Print Preview)

From iblank for beginning) :
To (blank for end)
Flace

Date of Printing
Designation

142008

: 3042008
: Bangalore
: 28-2-2009

:

o Therequired period can be specified in the From and To fields.

o Place: Name of the place where the organisation is located needs to be provided against this field.

o Date of Printing: The user can select the date of printing, buy default the actual date of printing will be selected.

o Designation: The designation of the signatory in Form 3 needs to be provided here.

The printed Form 3 will appear as shown:
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Page 91 of 112

Marme

Original

FORM - 3

EMPLOYEES' STATE INSURANCE CORPORATION
RETURN OF DECLARATION FORM
[Regulation - 14]

& Address ofthe Factory or Estahlishment . ABC Company
Mo-43, Mew Plaza,
Bangalore

Emplover's Code Mo . ESI-12345/23457

| =end herewith the Declaration Forms in respect of the emplovees mentioned helow:

| hereby declare that ewery person employed as an employee within the meaning of Section 2{4) of the Employees’
State Insurance Act. 1948 as on 30-Apr-2008 in this factory or estahlishment and is in receipt ofthe remuneration not
exceeding Rs.10,000- (excluding rermuneration for overtime work) per month, has been included in this listexcluding
only those in respect ofwhom declaration forms have been sent to the Corporation inthe past.

S1 No. Name of Employee Distinguishing | Father's or Husband's Name | Insurance No. allotted by the
Number with the corporationito be entered at
employer if any the branch office)
1 2 3 4 5
1 Employee O 0070 Mr. Sitaram ESI-00345/9393763

Place
Dated

. Bangalore Signature
28-Feh-2009 Designation . CFO

« Name & Address of the Factory/Establishment: Thisfield displays the Company name & address.

« Employer’s Code: Thisfield displays the ES|I Code allotted to Employer as specified in the F3: Statutory & Taxation screen while enabling ESI.

Column Detail

S

[ Column Name

| Description

Sl. No.

Name of Employee
Distinguishing Number with Employer if any
Father’sor Husbands Name

Insurance No. al
branch office)

Displaysthe serial no.

Displays the name of the Employeeswho are eligible for ESI.
Displays the Employee Number as entered in the Employee Master.
Displays the Father’ s"Husband’ s name of each Employee as specified in the Employee Master.

lotted by the corporation (to beentered at the Displays the unique ESI number alotted to each employee from ESIC as specified in the Employee

Master.

« Place: Thisfield displays the name of the place as specified in the Print Configuration screen.

o Date: Thisfield displays the Date of Printing as specified in the Print Configuration screen.

« Designation: Thisfield displays the Designation of the signing authority as specified in the Print Configuration screen.
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Monthly Statement

Page 92 of 112

- =

ESI Monthly Statement is an MIS report which provides the details of the Amounts contributed by Employees’ and Employer towards the ESI Account during the given

month.

To view the ESI Monthly Statement,

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Employee State Insurance > Monthly Statement

Or

Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports > Employee State Insurance > Monthly Statement

The Print Configuration for the ESI Monthly Statement is as shown:

Payroll Statutory Print Configuration

ESI Monthly Statement

[with Print Preview)

Printer : (MedD:) Paper Type : Letter

No. of Copies Ha|

Print Language : English (Frinting Dimensions)

Method : Meat Mode Paper Size : {H50" x 10.53") or [216 mm x 273 mm]

Page Range t Al Print Area : 303" x 10.63") or (204 mm x 270 mm]
Report Titles

Fram (blank for beginning) :  1-4-2008
To (blank for end) : 304-2008

Print ?

Yes or No

The user can specify the Period in the From and To fields as shown above.

The printed Monthly Statement will appear as shown:
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EMPLOYEES' STATE INSURANCE - Monthly Statement

Mame & Address of the Factory or Establishment | ABC Company
Mo-43, New Plaza,

Page 93 of 112

Bangalare
Statement far the Period o 1-Apr-2008 to 30-Apr-2008
Sl | Emplo- Employee Name ESI No Worked Earned Fixed Employ- | Employer- Total
No | yee No Days Wages Wages ees' 's
Contribu- | Contribut-
tion ion
1|0070 Employee O ESLORHFIHTT 22| 743400 813400 130.00 342.00 472.00
Total| 7,434.00| 8,134.00| 130.00 342.00 472.00

« Name and Address of the Factory or Establishment: Thisfield displays the name and address of the Company as specified in the Company Master.

o Statement for the Period: This field displays the month for which the statement is printed as specified in the Print Configuration screen.

Column Detailsin table

[ Column Name

| Description

Sl. No.

Employee No

Name of Employee

ESI No

Worked Days

Earned Wages

Fixed Wages
Employee's Contribution
Employer’s Contribution
Total

Form5

Displaysthe serial no.

Displays the Employee Number as entered in the Employee Master.

Displays the name of the Employeeswho are eligible for ESI.

Displays the unique ESI number allotted to each employee from ESIC as specified in the Employee Master.
Displays the total number of days each employee was present during the given month.

Displays the Net salary earned by each employee (which is considered for ESI calculation) for the given month.
Displays the Gross salary earned by each employee (which is considered for ESI calculation) for the given month.
Displays the employee’s contribution towards ESI for each employee during the given month.

Displays the employer’s contribution towards ESI for each employee during the given month.

Displaysthe Total ESI contribution towards the ES| account for each employee during the given month.

- =
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ESI Form 5 is a Return of Contribution form to be submitted half yearly with details of employee wise ES| contribution made on a monthly basis.

To view the PF Form 5,

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Employee State Insurance > Form 5

Or

Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports > Employee State Insurance > Form 5

The Print Configuration for the ES| Form 5 is displayed as shown:

Payroll Statutory Print Configuration

{with Print Preview)

Printer : (MedD:) Paper Type : Letter
No. of Copies HE
Print Language : English {Printing Dimensions)
Method : Meat Mode Paper Size : 350" ¢ 1059 or (216 mm x 279 mm)
Page Range T All Print Area : 303" x 10.63") or (204 mm x 270 mm]
Report Titles
Form 5

From (blank for beginning) o 142008

Ta (blank for end) . 2822009

Place . Bangalore

Date of Printing . 2822009

Authorised Signatory Mame . Mr.James

Designation . CFO

Residential Address . No-22, HSN Lay Out,
Bangalore

Print ?

Yes or No

Page 94 of 112

o Therequired period can be specified in the From and To fields. By default the values are pre-filled with the Contribution Period based on the last data entry date.

« Place: The name of the place where the organisation is located has to be provided against thisfield to print the same in the Form 5.

« Date of Printing: The user can specify the desired date of printing, by default the actual date of printing will be selected.

o Authorised Signatory: Name of the signing authority should be entered in thisfield.

o Designation: The designation of the authorised signatory in Form 3 needs to be entered in thisfield.

o Residential Address: Enter the residential address of the authorised signatory in thisfield.

The printed Form 5 — page 1 is displayed as shown:
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_|IIII|IIII|IIllljllllIIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII
Original (Page1)
FORM-5
Mame of Branch Office HKoramangala Emplaver's Code Mo, ESI-12345/23457
Employees' State Insurance Corporation
{Return of Contribution) Regulation 26
Marme & Address of the Factory or Establishment . ABC Company
Mo-43, Mew Plaza,
Bangalore

PARTICULARS OF THE PRINCIPAL EMPLOYERS.
aiMame Mr..James biDesignation CFO
c)Residential Address  MNo-22, HSM Lay COut, Bangalore

Feriod Fram 1-Apr-2008 Tao 28-Feh-2009

I furnish below the details of the employer's and employee's share of contribution in respect ofthe under mentioned Insured
persons.| hereby declare thatthe return includes eveny employvee employed directly ar through an immediate employer or in
connection with the work of the factory 7 establishment or any work connected with the administration ofthe factory 1
establishment or purchase of raw materials sale or distribution of finished products etc. to whom the contribution period to
this return relates, applies and that the contribution in respect of employer's and employees share have been correctly paid
in accardance with the pravisions ofthe Act and Regulations relating to the paytment of contributions vide challans detailed
helow-

Total contribution amounting to Rs 2,976.00 comprising of Rs 2,174.00 as Employer's share and Rs 802.00 as Employee's
share (Total of Col. 6 of the Return) paid as under

Sl No Month Challan Dates Amount Name of the Bank and Branch
1 April 30-Apr-2008 468.00 HDFC &100245
2 May 31-May-2008 493.00 HDFC &100245
3 June 30-Jun-2008 491.00 HDFC & 100245
4 July 3-Jul-2008 508,00 HDFC & 100245
5 August 31-Aug-2008 508.00 HDFC & 100245
6 September 30-Sep-2008 508.00 HDFC & 100245
Place . Bangalore Signature
Date . 2BFeb-2009 Designation . CFO

Page 95 of 112

« Name of Branch Office: This displays the ESI branch office for the Company as specified in the F11: Statutory & Taxation screen while enabling Payroll Statutory
features.

« Employer’s Code No.: This displays the ESI Code of Employer as specified in F11: Statutory & Taxation screen while enabling Payroll Statutory features.

o Name & Address of the Factory/Establishment: This displays the Company name & address.

o Employer’s Code: This displaysthe ESI Code allotted to Employer as specified in the F11: Statutory & Taxation screen while enabling ESI.

o Particulars of Principal Employers (Name, Designation and Residential Address) are printed as specified in the Print Configuration screen.

o Period From and To is printed as specified in the Print Configuration screen.

o Total ESI amount contributed with the break-up of Employer’s share and Employees’ share is displayed based on the calculations.

Column Detailsin table

Column Name Description

Sl. No.

Displays the seria no.

Month Displays the Month name for which the ESI payment is made.
Challan Dates Displays the Challan dates for the ES| payments.
Amount Displays the Challan amount for ESI Payments.

Name of the Bank and Branch
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Displays the name of the bank and branch code as specified in the Challan details screen.
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Place: The Name of the place as specified in the Print Configuration screen is displayed in thisfield.
Date: The Date of Printing as specified in the Print Configuration screen is displayed in thisfield.
Designation: The Designation of the signing authority is displayed in thisfield.

The printed Form 5 — page 2 is displayed as shown:

|||||I|||||||||I|||||||||I|||||||||I|||||||||||||||||||I|||||||||||||||||||||||||||||I|||||||||I|||||||||I|||||||||||||I|||||I|||||||||||||||||||||||||||||||||||||||I|||||||||||||||||||||||||||||I|||||||||
ABC Company Page 2
Employees' State Insurance Corporation
{Return of Contribution)Regulation 26
Sl |Insurance Name of MNo. of Total Employee's | Avera- | Whether still | Name of the Remarks
No. Ho. Insured Person | days for | amount of | contributi- |ge Daily| continues Dispensary of
which |wages paid on wages | working and the LP.
wages deducted 54 drawing
paid wages within
the insurable
wages ceiling
1 2 3 4 5 6 7 7(R) 8 9
1 |EBIIMBNE| Ermploves & 106| 28,020.00 anz.oof 27377 Mo Koramangala |A: GApr-2008

L 25-Jul-2008

|||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||l||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||

Column 2: Insurance number (ES| number) assigned to each employee as entered in the Employee Master is displayed in this column.

Column 3: The name of Insured person (Employee) appearsis displayed in this column.

Column 4: The total number of days for which the wages/salary is paid during the selected period to each employeeis displayed in this column.
Column 5: The amount of wages (regular income considered for ES| calculation) for the selected period is displayed in this column for each employee.
Column 6: The Employee's contribution towards ESI during the given period for each employee is printed in this column.

Column 7: The average daily wages calculated based on the total wages divided by the number of working days, is printed in this column.

Column 7(A): Shows whether the employee is still working with the company and still eligible for the ESI benefits,

Column 8: Name of the ESI dispensary as entered in the Employee Master to which the each employee is associated is printed in this column.

Column 9: The remarks needs to be entered manually in this column.
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Column Detailsin table

Column Name

Sl. No.

Insurance No.

Name of the Insured Person

No. of daysfor which wages paid/payable

Total amount of wages paid/payable

Employees contribution deducted

Average Daily wages 5/4

Whether still continue working and drawing wages
within theinsurable wages ceiling

Name of the Dispensary of I P.

Remarks

Form 6

Page 97 of 112

Description

Displaysthe serial no.

Displaysthe ESI number for each employee as entered in the Employee Master.

Displays the name of the Employeeswho are eligible for ESI.

Displays total number of working days for which wages (salary) is paid/payable during the Contribution period
for each employee.

Displays total wages (salary) paid/payable for the given Contribution period for each employee.

Displays the Employee share of ESI contribution for the given contribution period each employee.
Displays average daily wages the amount of ESI contribution for the selected Contribution period for each
employee.

Displays the status as Y es or No showing whether the employee is still working with the company and still
eligible for the ESI benefits based on Gross wages drawn during the last month of Contribution period.
Displays the name of the ES| dispensary as entered in the Employee Master to which the each employeeis
associated.

Remarks if any should be entered in this column manually.

- =

ESI Form 6 is Register of Employees falling under the purview of ESI with detailed monthly information on the worked days, wages received and Employees’ contribution

towards the ESI.

To view the PF Form 6,

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Employee State Insurance > Form 6

Or

Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports > Employee State Insurance > Form 6

The Print Configuration for the ESI Form 6 is as shown:

Printer o (Medn: Paper Type : Letter
No. of Copies Ha|
Print Language : English [Printing Dirmensions)
Method : MNeat Mode Paper Size : {@A0" ¥ 10.593") or [216 mm x 279 mm]
Page Range HE| Print Area : 303" ¢ 1063 or (204 mem x 270 mm)
Report Titles
Form 6
(with Print Preview)
Print ?
Fram (blank for beginning) :  14-2008
To (blank for end) 1 30.9-2008 Yes or No

The required period can be specified in the From and To fields. By default the period is preset to half year depending on the Contribution period and the last date of data

entry.

The printed Form 6 — page 1 appears as shown:
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ABC Company
Mo-43, Mew Plaza,

Bangalaore
FPage 1
FORM 6
REGISTER OF EMPLOYEES
EMPLOYEES' STATE INSURANCE CORPORATION
(Regulation 32)
Contribution Period : Fram 1-Apr-2008 to 30-Sep-2008
=11 Insurance Mo, Mame ofthe *Mame of Occupation Rate ofwages Deptt. and shift, if | Ifappointed or Month: April
Mo insured persan dispensaryto etc., inthe first any left service during| Mo. of days | Total amount | Employees’
which attached wage period the contribution | forwhich of wages share of
petiod, date of | wages paid | paidipayahble | contribution
appointment § fpavahle
leaving senice
1 2 3 34 4 ) 4] 7 g 9 10
1| ESI-0034519393763 | Employee @ Koramangala Executive 287 36 | Support B-Apr-2008 22 7.434.00 130.00
Total 7,434.00 130.00
Emplover's 34200
Share
Grand Total 472.00
Paid On 30-Apr-2008

Mate: The Figure in Columns 7 to 24 shall be in respect of wage periods ending in a particular calender manth.

« Contribution Period: From and To dates are printed based on the period selected in the Print Configuration screen.

Column Detailsin table from Column 1to 10

Column Name Description

Sl. No. Displays the seria no.

Insurance No. Displays the Insurance number (ESI number) assigned to each employee as entered in the Employee Master.
Name of the Insured Person Displays the name of the Employees who are eligible for ESI.

Occupation Displays the Designation of Employee as entered in the Employee Master.

Rate of Wages etc., in the first wage period
Deptt. and shift, if any

Displays the per day wage in the first month in the month in the Block Period.

Displays the Department of Employee as entered in the Employee Master. Shift detailsif any needsto be
entered manually.

Displays the appointment date of the Employee if the employeeis still with the company. If the employee
has |eft the job then the resignation date will be displayed in this column.

Displays the Father’ s'Husband’ s name of each Employee as specified in the Employee Master.

Displays the unique ESI number alotted to each employee from ESIC as specified in the Employee Master.

If appointed or |eft service during the contribution period,
date of appointment / leaving service

Father’sor Husbands Name

Insurance No. allotted by the cor poration (to be entered at
the branch office)

No. of daysfor which wages paid/payable Displays total number of working days for which wages (salary) is paid/payable for the given month for
each employee.

Displays total wages (salary) paid/payable for the given for each employee.

Displays the Employee share of ESI contribution for the given month is printed in this column for each
employee.

Total amount of wages paid/payable
Employees share of contribution
Thelast row in the 9th column shows the total value the wages paid to all the employees during the given month.

The 3rd last row of column 10 shows the total amount of Employer’s ESI contribution during the given month.

The 2nd last row of column 10 shows the total of ESI (sum of Employee’s and Employer’s contribution) remitted to ESIC during the given month.
Thelast row of column 9 shows the ESI remittance date, printed based on the Challan date.

Note: The Columns 8, 9 and 10 are repeated to for each month till column 24.

The printed Form 6 — page 2 appears as shown:
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||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||I||||||||||||||||||||||||||||||||||||||||||||||||
ABC Company
Mo-43, MNew Plaza,
Bangalore
FPage 2
FORM 6
REGISTER OF EMPLOYEES
EMPLOYEES' STATE INSURAMCE CORPORATION
(Regulation 32)
Contribution Period : Fram 1-Apr-2008 to 30-Sep-2008
Month: May Month: June Month: July |
=18 Mo, of days for | Total amount of | Emplovees' share of | Mo, of days for | Total amount of | Employees' share of | Mo, of days for | Total amount of | Employees' share
Mo which wages wages paid cantribution which wages wages paid cantribution which wages wages paid of contribution
paidipayahle Ipayable paidipayahle Ipayable paidipayahle Ipavable
11 12 13 14 15 16 17 18 14
1 30 7.575.00 133.00 249 7,566.00 132.00 Ell 7.800.00 137.00
Total 7.875.00 133.00 Total 7,566.00 132.00 Total 7.800.00 137.00
Emplover's 360.00 Emplover's 3559.00 Employet's 371.00
Share Share Share
Grand Total 483.00 Grand Total 481.00 Grand Total 508.00
Paid On 3-May-2008 Paid On 30-Jun-2008 Faid On 3-Jul-2008

The printed Form 6 — page 3 appears as shown:

Mate: The Figure in Columns 7 to 24 shall be in respect of wage periods ending in a particular calender maonth.
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Column Detailsin table from Column 26 to 30

Column Name
Total No. of daysfor which wages paid/payablein
Contribution Period

Total amount of wages paid/payablein Contribution Period

(Rs)

(Rs)

Daily wages (27/26) (Rs.)
Remarks

Description
Displays the total number of working days for which wages (salary) is paid/payable during the selected
contribution period for each employee.

Mate: The Figure in Columns 7 to 24 shall be in respect of wage periods ending in a particular calender manth.

column for each employee.
Total Employee's share of Contribution in Contribution period Displays the total wages paid to all the employees during the selected Contribution period.

ABC Company
Mo-43, New Plaza,
Bangalore
FPage 3
FORM 6
REGISTER OF EMPLOYEES
EMPLOYEES' STATE INSURAMCE CORPORATION
(Regulation 32)
Contribution Period : From 1-Apr-2008 to 30-Sep-2008
Month: August Month: September Summany |
=18 Mo, of days for | Total amount of | Employees' share Mo, of days for | Total amount of | Employees' share Total Mo, of | Taotal amount of] Total Daily | R-
] which wages wages paid of contribution which wages wages paid of contribution days farwhich | wages paid Employee's | wages | e-
paidipayahle Ipayable paidipayahle Ipayable wages paid Ipayable in share of (2TI268) | ma-
Inavable in Contribution | Contribution in | {Rs) | rks
Contribution Period | Period (Rs) | Contribuion period (Fs)
20 21 22 23 24 25 26 27 28 24 a0
1 Ell 7.800.00 137.00 30 7.800.00 173 45,975.00 BBO.00| 26575
Total 7.800.00 137.00 Total 7.800.00 45,975.00 BR9.00| 26575
Emplover's 371.00 Emplover's 371.00
Share Share
Grand Total a08.00 Grand Total 371.00
Paid On 31-Aug-2008 Paid On 30-Sep-2008

Displays the total wages (saary) paid/payable for the during the given six monthsis printed in this

Displays the amount of ESI contribution for the selected Contribution period for each employee.
Remarks if any needs to be entered manually.

Thelast row of column 27 shows the Total wages paid to all the employees during the given six months.

The last row of column 28 shows the total of the al the ESI contributions made for the given six months.

The last row of column 29 shows the total of the al the ESI contributions made for the given six months.

Professional Tax Reports

To view the Professional Tax reports,

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Professional Tax

Or

Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports > Professional Tax
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Statutory Reports ..
Professional Tax

Gateway of Tally ...
Dizplay Menw ..
Payroll Reports ...

computation Repart

StateMent

Quit

The Professional Tax reports are sub divided based on the type of report listed below:

Computation Report

Statement

Professional Tax Computation Report

Page 101 of 112

-« =

-« =

Professional Tax (PT) Computation Report is monthly which provides the details of the PT amount that the employer isliable to pay to the professional Tax department
during the given month.

To view the PT Computation Report,

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Professional Tax > Computation Report

o Select Professional Tax Ledger and press Enter

Or

Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports > Professional Tax > Computation Report

o Select Professional Tax Ledger and press Enter

The Print Configuration for the PT Computation Report is as shown:

Payroll Statutery Print Configuration

Printer o (Medn: Paper Type : Letter

No. of Copies Ha|

Print Language : English [Printing Dirmensions)

Method : MNeat Mode Paper Size : {@A50" x 10.53") or (216 mm x 279 mm]

Page Range t Al Print Area @ 303" ¢ 10637 or 204 mem x 270 mm)
Report Titles

PROFESSIONAL TAX PAYABLE BY EMPLOYER

(with Print Preview)

Frarn (blank for beginning)
To (blank for end)

Place

Date of Printing

Authorised Signatory Mame

142008

: 3042008
. Bangalore
: 3042008
. James

Print ?

Yes or No

The user can specify the Period in the From and To fields as shown above.

Place: Name of the Place where company located should be specified in this field.

Date of Printing: The date of printing the PT Computation report needs to be specified. By default actual date of printing will be displayed.

Authorised Signatory Name: Name of the Authorised Signatory should be entered in thisfield.

The printed Computation Report will appear as shown:

file://C:\Documents and Settings\bb\Local Settings\Temp\~hh2591.htm

5/5/2009



Introduction to Payroll

made wherever necessary,

Place : Bangalare
Date 1 30-Apr-2008

AmountinWords - Rs. Seven Hundred Ten Only

I, Shri James solemnly declare that above staternents are true to the best of rmy knowledge and helief,

| cetify that all employees who are liable to pay the tax in my employment during the period of return have been
covered by the fargoing particulars. | also cerify that the necessary revision inthe amount of tax deductable fram
the salary orwages of the employees on account of variation in the salary orwages earned by them has been

__|||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||||I|||||||||||||||||||||||||||||
_; PROFESSIONAL TAX PAYABLE BY EMPLOYER
_% Return of Tax payable for the period ;. April, 2008
= Mame of the Emplayer - ABC Company
= Addiess - Mo-15, Mew Fort Road,
= Bangalore
—g Renistration Cerificate Mo, - KAPT2635423
_§ Murmber of ermployees during the month in respect ofwhorn the taxis pavable a5 under
—E SN- | Employees whose monthly salaries / wages / Humber of | Rate oftax | Amount of
= 0. both are Employees | per month Tax
E Rs. Deducted Rs.
—E 1|Rs 0 fto 3,000.00 0.00
= 2 |Rs 3,000.00 |to 5,000.00 30.00
E 3|Rs 5,000.00 |to 5,000.00 1 60.00 60.00
= 4 |Rs 8,000.00 |to 10,000.00 1 100.00 100.00
= 5 |Rs 10,000.00 |ta 15,000.00 2 150.00 350.00
—i G |Rs 15,000.00 |and above 1 200.00 200.00
_i TOTAL 5.00 710.00
= AmountPaid S 71000

Signature of Employer

Page 102 of 112

Return of Tax payable for the period: The month for which the Professional tax is payable is printed based on the period entered in the print configuration screen.

Name of the Employer: Name of the Company is printed here as mentioned in the company master.

Address: Address of the Company as specified in the Company Master is printed here.

Registration Certificate No.: The Professional tax Registration number for the Company as entered while creating the Professional Tax pay head is printed here.

Column Detailsin table

Sl.No.: Displays the serial number.

Employees whose monthly salary/wages/ both are: Displays the professional Tax Slabs as specified while creating the Professional tax Pay Head.

Number of Employees: Displays the number of employees falling under each slab.

Rate of Tax per month Rs.: Displays the rate of Professional Tax for each slab.

Amount of Tax deducted: Displays the amount of Tax deducted for the employees falling in each slab.

Details at the bottom after thetable
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Amount Paid: Displays the total amount paid during the selected month.

Amount in Words: Displays the amount in words that is paid for PT during the selected month.
Place: Displays the name of the Place as entered in the Print Configuration screen.

Date: Displays the date of printing as specified in the Print Configuration screen.

Professional Tax Statement

Professional Tax (PT) Monthly Statement is MIS report showing the PT employee wise PT contribution details for the given month.

To view the Professional Tax Statement,

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Professional Tax > Monthly Report
o Select Professional Tax Ledger and press Enter

Or

Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports > Professional Tax > Monthly Report
o Select Professional Tax Ledger and press Enter

The Print Configuration for the PT Statement is as shown:

Payroll Statutory Print Configuration

Printer : (MedO:) Paper Type : Letter

No. of Copies H

Print Language : English {Printing Dimensions)

Method : Meat Mode Paper Size : 350" ¢ 10.83% or [216 mim = 279 mm)

Page Range r Al Print Area : {@.03" x 10.63" or (204 mm x 270 mm)
Report Titles

Professional Tax
Professional Tax Monthly Statement

[with Print Preview)

Print 7
Fram (blank for beginning) :  1-9-2008
Ta (blank for end) 3092008

Yes or No

The user can specify the Period in the From and To fields as shown above.

The printed Professional Tax Statement will appear as shown:
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|||||I|||||||||I|||||||||I|||||||||I|||||||||I|||||||||I|||||||||I|||||||||I|||||||||I|||||||||I|||||||||I|||||||||I|||||||||I|||||||||I|||||||||I|||||||||I|||||||||I|||||||||I|||||||||I||l||||||||||||||||
PROFESSIONAL TAX - Monthly Statement
{Professional Tax)
Marne & Address of the Factory or Establishment © ABC Company
Mo-15, Mew Fart Road,
Bangalore
Statement for the Petiod 1-Apr-2008 to 30-Apr-2008
SI.No Employee Mo, Employee Name WarkedDays| Gross Wages Value
1| 0065 Employee A 18 14,600.00 200.00
2 Employee B 23 8,414.00 100.00
3 Employee C 2240 11,6800.00 140,00
4 Employee D an 18,600.00 200.00
5 Employee O il 7,200.00 60.00
Total 60,514.00 710.00

Name and Address of the Company: Thisfield displays the Name and address of the Company as entered in the Company Master.

Statement for Period: Displays the period for which the PT statement.

Column detailsin table

Page 104 of 112

[ Column Name

| Description

S.. No.
Employee No

Name of Employee

Worked Days
Gross Wages

Value

Gratuity Report
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Displaysthe serial no.
Displays the Employee Number as entered in the Employee Master.

Displays the name of the Employees paying the Professional Tax

Displays the total number of days each employee was present during the given month.
Displays the Gross salary earned by each employee (which is considered for PT

calculation) for the given period.

The Professional Tax recovered and paid for each employeeiis printed in this column.

-
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- =

Gratuity is a statutory benefit provided to the employees who have rendered continuous service for at least five years. The gratuity benefit is payable on cessation of

employment either by resignation, death, retirement or termination. The last drawn basic salary is taken as the basis for the calculation.

For Example: In India, as per statute, the employeeis eligible for 15 days pay for each completed year of service after completion of five continuous years of service.

The Gratuity Summary report provides comprehensive information on the Gratuity Eligible Salary and the Total Gratuity amount that is liable to be given to the employees.

To view the Gratuity report,

Go to Gateway of Tally > Display > Payroll Reports > Gratuity

P: Print E: Export I: E-hdail 0: Upload L: Language 5: Suppart Canire H: Help
Gratuity Summal ABC Compal Ctri+M E
For All Employees 1-Sep-2008 to 30-Sep-2008
Particulars Date of Date of Date of | Gratuity Eligible | Gratuity
Birth Joining | Deactivation| Salary | Amount
Primary Cost Catego 49,000.00
Accounts 7,000.00
Employes B 4-1-1973 5-4-2003 ¥,000.00
Marketing 8,000.00
Employes C 26-2-1977 5-4-2008 5,000.00
R&D 12,000.00
Ernployes D 746-1980 1-4-2008 12,000.00
Sales 17,000.00
Ernployes A 15121996  10-4-2003 17,000.00
Support 5,000.00
Ernployes G 23-12-1985 5-4-2003 5,000.00
Grand Total

Ctrl+ N

Gratuity Summary report displays a summary of all the Employee Names along with their Date of Birth, Date of Joining the Organisation, as well asthe Gratuity Eligible

Salary and the Total Gratuity Amount liability for the month.

Note: the Gratuity Amount column is empty in the above report as the duration of employment is less than 60 months as defined in the Gratuity Pay Head Creation.

Button optionsin Gratuity Report:
F5: Employee Wise

Click on F5: Employee Wise or press F5 to view the Employee Wise Gratuity Report
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Gratuity Summa ABC Compal Ctrl+M E

For All Employees 1-Sep-2008 to 30-Sep-2008
Particulars Date of Date of Date of | Gratuity Eligible | Gratuity

Birth Joining |Deactivation| Salary Amount

Employee A 15-12-1976 1042008 17,000.00

Employee B 4-1-1978 54.2008 7,000.00

Employee C 26-2-1977 54.2008 8,000.00

Employee D 76-1980 142008 12,000.00

Employee O 23-12-1985 64-2008 5,000.00

Grand Total

Ctrl+F7: Employee Filters

Click Ctrl+F7: Employee Filters or press Ctrl+F7 to filter the cost category wise and Employee/Group wise details in Gratuity Report.

F6: Till Date

Click on F6: Till Date or press F6 to view the Gratuity Liability report till date.

ABC Compan Ctrl + M E3
For All Employees as at 30-Sep-2013
Particulars Date of Date of Date of | Graluity Eligible| Gratuity
Birth Joining |Deactivation| Salary | Amount
Primary Cost Catego 49,000.00 2,75,839.00
Accounts 7,000.00( 45.422.00
Ermployes B 4-1-1973 5-4-2002 7,000.00| 45422.00
Marketing 8,000.00| 43,911.00
Employee C 2821977 5-4-2003 5,000.00| 43,911.00
R&D 12,000.00| 66,000.00
Employee D 76-1980 1-4-2008| 15-7-2008| 12,000.00| 66,000.00
Sales 17,000.00| 93,075.00
Employes A 18-12-1976|  10-4-2008 17,000.00| 93,075.00
Support 5,000.00| 27.431.00
Employee Q 23-12-1985 6-4-2003| 2572003 5000.00( 27.431.00
Grand Total 2.75,839.00

Note: Gratuity Liability will be displayed only when the employees Date of Joining is more than 5 years from the present date or the period selected.

Configuration optionsin Gratuity Report
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Click F12: Configure button from Gratuity Report screen to display the Configurations options as shown:

Page 107 of 112

Configuration

Show Employee Number ? Yes
Show Date of Bith ? Yes
Show Zero Walued Employees also ?

« Show Employee Number: This option should be set to Y es to display the Employee Number in the Gratuity Report.
o Show Date of Birth: This option should be set to Yes to display the Employee date of birth in the Gratuity Report.

o Show Zero Valued Employees also: This option should be set to Y es to remove the name of the employees without Gratuity computation during the given period.

You can drill down to view the Gratuity Details for each employee as shown:

Details ABC Compan
Employee Mame . Employee B
Date of Joining . 5-Apr-2002
Till Date . 30-Sep-2008
Ma. of Months waorked for © 1.00
Gratuity Days of a Manth 15
Gratuity Eligible salary . 7.000.00
Months From  Months To Eligibility Gratuity
days for Amount
Gratuity per
year
.16 0 |
61 120 15 583.00
Total 583.00
- =
Tracking Loans & Advances
- =

Tally.ERP 9 Payroll facilitates tracking of loans and advances paid to employees and allow defining simple to complex criteria for recovery of such advances. The
L oan/Advances can be recovered in complete or a number of installments from Employee’s sdlary.

The process of tracking the Loans/Advances given and recoveries involves the following steps:
o Creating Salary Advance Deduction Pay Head
o Disbursement of Loans/Advances to Employees
o Alter/Create Salary details to include Loans Pay Head in Salary Details
o Recovering of Loans/Advances during Payroll processing

« Stopping Loan Advance deduction

Creating Salary Advance Deduction Pay Head

To create the Salary Advance Deduction Pay Head, refer to Loans and Advances Pay Head Creation.

Note: If fixed EMI’s needs to be deducted to recover the Loan given, then the Calculation Type should be selected as Flat Rate.

Payment of Loans/ Advances

In order to account for the Loan payment to an employee, enter the Payment V oucher as shown below:
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Go to Gateway of Tally > Accounting Voucher > F5: Payment
o Press F2: date to change the voucher date.

o Debit Salary Advance Deduction Ledger with the required amount, Tally.ERP 9 displays a sub-form to allocate this debit to a Cost Centre.

Cost Allocations for : Salary Advance Deduction
Upto: Rs. 10,000.00 Dr

Cost Category
Name of Cost Centre Amount

Primary Cost Category

Employee A [ 10.000.00]

o Select the required employee name and accept the sub-form.

o Credit Bank account and Accept the voucher.

Accounting Youcher Creation
MNo. 15 30-Sep-2008
Tuesday
Account: HDFC Bank
Cur Bal: 9.05,857.23 Dr
Particulars Amount
Salary Advance Deduction 10,000.00
Cur Bal 0.00 Dr
Primary Cost Category
Employee A 10,000.00 Dr
Marration: AR Aen AR
Ch. No. 363654, paid as Salary Advance to Employee A
4 v Py Accept?
Yes or No

Note: If you are using the Single entry mode of Payment voucher, then select Bank Account in the voucher header and select Salary Advance Deduction from the List of
Ledgers.

Create/Alter Salary Structureto include L oans/Advances Pay Head
Go to Gateway of Tally > Payroll Info > Salary Details > Alter

1. Select Employee A from thelist.
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2. Navigate through the existing pay structure ill the end.

3. Add the Pay head Salary Advance Deduction.

4. Select End of List to exit from the current Pay Structure.

5. Accept and save the Changes

Salary Details Alteration ABC Compan Cctrl + M E3
MNare . Employee A {0065)
Under . Sales
- Primarny)
Salary Details
Effective Pay Head Rate Per Pay Head Type Calculation Type Computed On
From
10-Apr-2008
Basic Pay 15,000.00| Months| Earnings for Employees On Attendance
House Rent Allowance Earnings for Employees As Computed Value| Basic Pay
Conveyance 1,000.00 Months| Earnings for Employees Flat Rate
Overtime 50.00\ His | Earnings for Employees On Production
Variable Pay Earnings for Employees As User Defined Value
Bonus Earnings for Employees As User Defined Value
Professional Tax Employees” Statutory Deductions| As Computed Value| On Current Earnings Total
Reimbursement Reimbursements o Employees| As User Defined Value
Employee’s PF Deduction @ 12% Employees” Statutory Deductions| As Computed Value| Basic Pay
Employee’s ESI Deduction @ 1.73% Employees” Statutory Deductions| As Computed Value| {Basi Pay « Hoose Rent Allowance) + Conveyance) + Orertime
Income Tax Deduction Deductions From Employees| As User Defined Value
Employee VPF Contribution 1,000.00 Months| Employees® Stawutory Deductions| Flat Rate
Employer's EPS Contribution @ 8.33% Employer’s Statntory Contributions| As Computed Value| Basic Pay
Employer's EPF Contribution @ 3.67% Employer's Statntory Contributions| As Computed Value| Enplpee’sfF Dedigion § 124 -Enphyers 575 Contebution & £.17%
Employer's ESI Contribution @ 4.75% Employer’s Statwtory Contributions| As Computed Value| {Basi Pay + Homse fent Allowance + Conveyance) + Overtime
Gratuity Gratuity
Salary Advance Deduction Loans and Advances As User Defined Value
Accept?
Yes or Mo

Note: When aLoan isto be recovered in Multiple Fixed Installments, it is added to an Employee’s Pay Structure with Calculation Type as Flat Rate.

Deduction of Loan installment through Payroll Voucher

Go to Gateway of Tally > Payroll Vouchers > Ctrl+F4: Payroll

1. PressF2 to Change the Voucher Date
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2. Click A: Payroll Auto Fill
3. Select the Salary in Process for field
4. Enter the From and To date in the Employee Filter screen

5. Select the appropriate Cost Category

6. Select the Employee/Group (select Employee A aone) from the List of Employees/ Group

7. Select the Appropriate Payroll Ledger from the List of Ledger Accounts

8. Enter the User Defined Pay Head Values e.g. Variable Pay and Salary Advance Deduction.
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Payroll Youcher Creation

ABC Compan ctrl+ M B

Mo, 17 30-Sep-2008
Tues day
Account: Salary Payable
Cur Bal: 1,42,890.00 Cr
Particulars Amount
Primary Cost Category 8.750.00 Dr
Employee A 8.750.00 Dr
Basic Pay 15,000.00 Dr Cur Bal 88.449.00 Dr
House Rent Allowance 6,000.00 Dr Cur Bal: 35,379.00 Dr
Conveyance 1.000.00 Dr Cur Bal: G,000.00 Dr
Variable Pay 1,000.00 Dr Cur Bal: 5.000.00 Dr
Professional Tax 200.00 Cr Cur Bal: 800.00 Cr
Employee’s PF Deduction @ 12% 1,800.00 Cr Cur Bal 1.810.00 Dr
Income Tax Deduction 1.250.00 Cr Cur Bal: 1,250.00 Cr
Employee VPF Contribution 1.000.00 Cr Cur Bal: 1,000.00 Dr
Salary Advance Deduction 10,000.00 Cr Cur Balt 0.00 Dr
Marration: O
Pay Period : 1-5ep-2008 to 30-5ep-2008
ay Perio ep 0 ep Accept?
Yes or No

Track Loans and Advance balances

Go to Gateway of Tally > Display > Payroll Reports >Statement of Payroll> Employee Breakup of Pay Head
o Select Salary Advance Deduction

ployee Breakup of Pay Head

ABC Compan

ctrl + M E

Pay Head: Salany Advance Deduction
ABC Company
1-Apr-2008 to 30-Sep-2008
Transactions
Dehit | Credit

Particulars

Opening
Balance

Closing
Balance

Cost Catego 10, 00
Sales 10,000.00

0.1 i]

10,000.00

As per the requirements this report can be configured using the F12: Configure button.
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Once the loan amount is repaid, you can remove the Salary Advance deduction Pay head from the Salary Details of the relevant employee to avoid erroneous deduction of

Salary Advance during the Payroll VVoucher. However, if the Calculation type is given as user-defined, you may press Enter to skip the field.
- =
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Salary Incrementsand Arrears Calculation

Page 111 of 112

- =

Salary of employees that get revised periodically to a higher salary is known as Increment. When such increment is given retrospectively, it amounts to calculation and
payment of arrears. Tally Payroll supports such revision both as prospective change and also as retrospective change.

Consider a scenario where ABC Company revises the salary of Employee A on 1-10-2008 with effect from 1-7-2008.

Create/ Alter salary details

To specify the revised salary detailsfor Employee A, whose Basic Salary has increased by Rs. 2000:

Go to Gateway of Tally > Payroll Info. > Salary Details > Create> Select Employee A from the List of Groups/Employees

Salary Details Alteration

ctrl + M E3

Cop
Start Afresh

From Previous Value

Mame . Employee A {0065)
Under . Sales
= Primany)
Salary Details
Effective Pay Head Rate Per Pay Head Type Calculation Type Computed On
From

10-Apr-200d
Basic Pay 15,000.00 | Months| Earnings for Employees On Attendance
House Rent Allowance Earnings for Employees As Computed Value| Basic Pay
Conveyance 1,000.00| Months| Earnings for Employees Flat Rate
Overtime 50.00( Hrs Earnings for Employees On Production
Variable Pay Earnings for Employees As User Defined Value
Bonus Earnings for Employees As User Defined Value
Professional Tax Empioyees’ Statutory Decluctions| As Computed Value| On Current Earnings Total
Reimbursement Reimbursements to Employees| As User Defined Vahe
Employee’s PF Deduction @ 12% Empioyees’ Statutery Deductions| As Computed Value| Basic Pay
Employee’s ESI Deduction @ 1.75% Employees’ Statutory Decuctions| As Computed Value| {Basic Py + Hovs Rent Allowance) + Comveyance] + Orertime
Income Tax Deduction Deductions From Employees| As User Defined Value
Employee VPF Contribution 1,000.00| Months| Employees’ Statutory Dechuctions| Flat Rate
Employer's EPS Contribution @ 8.33% Employer’s Stanrtory Comtributions| As Computed Value| Basic Pay
Employer’s EPF Contribution @ 3.67% Employer's Statwtory Contributions| As Computed Value| EnphyesF Dedvdon d 12 - Empiger's S Contrbution g §73%
Employer's ESI Contribution @ 4.75% T i i ions| As Computed Value| [Basi Py + Hose Rent Allowamce) + Comveyance) + Overtime
Gratuity
Salary Advance Deduction _ As User Defined Value

TWEIN Copy From Previous Vaiue —— JRESOAREUEICIATEIN

1. Enter 1-7-2008 as the Effective From date

2. Select Copy From Previous Value from the Start Type

3. Make the necessary changes to the Pay heads in the Rate Column.

Salary Details Alteration

ABC Compan

Cctrl + M E3

MNare . Employee A {0065)
Under . Sales
 Primany)
Salary Details
Effective Pay Head Rate Per Pay Head Type Calculation Type Computed On
From

e 15 mpre
Employer’'s ESI Contribution @ 4.75% Employer’s Statwiory Contributions| As Computed Valire| {Basi: Poy +Hoos Rat Allowance) + Comveyance) + Overtime
Gratuity Gratuity
Salary Advance Deduction Loans and Advances As User Defined Value

1-Jul-2009 Copy From Previous Value
Basic Pay 17,000.00 | Months| Earnings for Employees On Attendance
House Rent Allowance Earnings for Employees As Computed Value| Basic Pay
Conveyance 1,000.00 Months| Earnings for Employees Flat Rate
Overtime 50.00|Hrs | Earnings for Employees On Production
Variable Pay Earnings for Employees As User Defined Valire
Bonus Earnings for Employees As User Defined Value
Professional Tax Employees” Statutory Deductions| As Computed Value| On Current Earnings Total
Reimbursement Reimbursements o Employees| As User Defined Valire
Employee’s PF Deduction @ 12% Employees” Statutory Deductions| As Computed Value| Basic Pay
Employee’s ESI Deduction @ 1.75% Employees” Statutory Deductions| As Computed Value| {Basi Poy +Hoose Rent Allowance) + Comveyance) + Overtime
Income Tax Deduction Deductions From Employees| As User Defined Valire
Employee VPF Contribution 1,000.00 | Months| Employees® Stawutory Deductions| Flat Rate
Employer's EPS Contribution @ 8.33% Employer’s Statntory Contributions| As Computed Value| Basic Pay
Employer's EPF Contribution @ 3.67% Employer's Statntory Contributions| As Computed Value| Enplye’sPF Dl § 13 -Emphyers 55 Contdbution g .13
Employer's ESI Contribution @ 4.75% Employer's Statwiory Contributions| As Computed Value| {Bast Poy « s Ret Allowance) + Comveyance)] + vertime
Gratuity Gratuity
Salary Advance Deduction Loans and Advances As User Defined Vaiie Accept?

Yes or No
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4. Accept to save the changes made.

Note: If acompany decides to revise salaries with effect from 1-4-2008, the Pay Heads are required to be altered from the Salary Details screen for the period effective date
1-4-2008 thus overriding the previous effect.

Process Payroll Voucher for Arrear calculation
Create a Payroll Voucher for Employee A for the period 1-7-2008 to 30-9-2008.
Go to Gateway of Tally > Payroll VVouchers
1. PressAlt+A for Payroll Auto Fill or click A: Payroll Auto Fill.
2. Select the Sdlary in Process for field
3. Enter the From and To date in the Employee Filter screen
4. Select the appropriate Cost Category
5. Select the Employee/Group (select Employee A aone) from the List of Employees/Group
6. Select the appropriate Payroll Ledger from the List of Ledger Accounts

7. Enter the User Defined Pay Head Vaues e.g. Variable Pay and Salary Advance Deduction.

roll Voucher Creation ABC Compan
Mo, 19 30-Sep-2008
Tuesday
Account: Salary Payable
Cur Bal: 1,42,890.00 Cr
Particulars Amount
Primary Cost Category 6,954.00 Dr
Employee A 6.954.00 Dr
Basic Pay 5,433.00 Dr Cur Bal: &§8.449.00 Dr
House Rent Allowance 2,173.00 Dr Cur Bal: 35,379.00 Dr
Employee’s PF Deduction @ 2% 652.00 Cr Cur Bal: 1.810.00 Dr
Marration: F-T Y- )
Pay Period : 1-Jul-2008 to 30-Sep-2008, arrear salary due to increment
i Salary. Accept?
Yes or No

8. Accept to savethe Payroll Voucher

Process Payment of Arrears

To process the Payment of Arrears saaries, follow the steps given in the Salary Payment section.
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