
Payroll 
 

Tally.ERP 9 Payroll is fully integrated with Accounting to give the user the benefits of simplified Payroll processing and accounting. 

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

Tally.ERP 9 Payroll also provides management related Information 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 Features of Tally.ERP 9 

Features of Tally.ERP 9 Payroll 

The key features of the Payroll functionality in Tally.ERP 9 are as follows: 

l It is fully integrated with accounts to give you the benefits of simplified Payroll processing and accounting 

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

l It provides the facility to create user-defined earnings and deductions pay heads 

l It allows flexible and User-definable criteria for simple or complex calculations 

l It allows the unlimited grouping of Payroll Masters 

l It supports user-defined production units i.e., attendance/ production/ time based remuneration units  

l It provides a flexible payroll processing period 

l It provides comprehensive cost centre as well as employee-wise costing reports 

l It ensures an accurate & timely Salary processing, Employee Statutory Deductions & Employer Statutory Contributions with the help of predefined processes 

l It provides auto-fill facility to expedite the Attendance, Payroll & employer contributions processes. 

l It facilitates an accurate computation and deduction of ESI, EPF, Professional Tax, Gratuity etc. 

l It helps in the generation of Statutory Forms & Challans for EPF & ESI, as prescribed. 

l It allows drill-down facility to voucher level for any kind of alteration. 

l It facilitates computation of arrears pertaining to prior period(s). 

l It helps in tracking employee loan details 

Enabling Payroll in Tally.ERP 9 

To enable Payroll Feature in Tally.ERP 9, follow the steps given below: 

l Go to Gateway of Tally > F11: Features > F1: Accounting Features 

l Tab down to Cost/Profit Centres Management section 

l Set Maintain Payroll to Yes  

l You can set More than ONE Payroll / Cost Category to Yes to allocate Employee Cost, by creating separate Payroll Categories 
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l Press Enter to accept and save 

Note: You can enable More Than ONE Payroll / Cost Category option to Yes, 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. 

l Set Enable Payroll Statutory to Yes 

l And Set/Alter  Payroll Statutory Details to Yes  
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In Payroll Statutory Details screen, 

l Under the heading Provident Fund: 

l Enter Company Code as allotted by the PF department 

l Enter Company Account Group Code as specified by the PF department 

l Enter Company Security Code as specified by the PF department 

l Similarly, for ESI: 

l Enter Company Code as allotted by the Employee State Insurance Corporation (ESIC) 

l Enter the name of the ESI Branch Office 

l Enter the amount within which an employee is eligible for ESI benefits as Eligibility Amount. By default 10,000 is displayed in this field.  

l 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). 

  

l 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 

  

In the above screen:  

l The option Show Statutory Details (for India/ SAARC companies only) can be set to Yes to enter the PF, ESI 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 allow to capture only the Employee’s Income Tax Number in the Employee Creation screen. 

l The options, Show Passport & Visa Details and Show Contract Details, should be set to Yes 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.  

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

l Press Enter to accept and save.   

 

  

Five Easy Steps to Generate a Payslip 

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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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 components in 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 Payslip 

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

Generate the Payslip 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 a given pay period. It also provides information to the employee as to how the net amount was arrived at.  

  

Payroll 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 > Payroll Info.  
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Payroll Info:  

l Employee Groups 

l Employees 

l Units (Work) 

l Attendance/ Production Types 

l Pay Heads 

l Salary Details 

l Voucher Types 

 

Creating Employee Master 

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

l Employee Group Master 

l Employee Master 

  

Creating Employee Group 

An Employee Group allows you to group employees in a logical 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) 

l Select the Cost Category from the List of Categories in the field Category. 

l Enter the Name of the Employee group. 

l Select the group from the List of Employee Groups. 
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l Accept to save the Employee Group. 

Creating Multiple Employee Groups 

You 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. 

 

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 also. 

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

   

Creating Payroll Unit 

A Payroll Unit is similar to Unit of Measure used in the Inventory module. In Payroll, on the basis of Payroll Units, Pay components are calculated for a given 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 > Payroll Info. > Units (Work) 

1. Select Type as 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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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) 

 

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 type is 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 is to 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: 

l Creating an Attendance Type 

l 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 the list for the field Under 

3. Select Attendance/Leave with Pay as the Attendance Type. 

4. The Period Type appears automatically 
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5. Accept to save the Attendance Type 

You 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 > Payroll Info. > Attendance/Production Types > Create 

1. Enter the Name of the Production Type 

2. Select Primary from the list for the field Under 

3. Select Production as the Attendance Type 

4. The Unit field will appear, select the appropriate type of unit from the list 

 

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 a deduction, 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 Types in Tally.ERP 9 are as shown below:  

l Earnings for Employees 

l Deductions from Employees 

l Employees’ Statutory Deductions 

l Employer’s Statutory Contributions 

l Employer’s Other Charges 

l Bonus 
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l Gratuity 

l Loans and Advances 

l Reimbursements to Employees 

Note: While creating the Salary, PF, ESI 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 Type field.  

The preset Statutory Pay Head Types in Tally.ERP 9 are as shown below:  

l Employee State Insurance 

l PF Account (A/c No. 1) 

l EPS Account (A/c No. 10) 

l Professional Tax 

l Voluntary provident Fund (A/c No. 1) 

l Admin Charges (A/c No. 2) 

l EDLI Admin Charges (A/c No. 22) 

l EDLI Contribution (A/c No. 21) 

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

Use for 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 allows following calculation methods   

Note: The formula defined 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 a fixed amount for a period. Pro-rata will not happen in this type of the component (Pay Head). 
Examples of Flat Rate Calculation Type:  

l Conveyance Allowance of Rs. 800.00 per month is exempt from tax and followed by many organisation. 

l 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 Salary is calculated on Attendance. 

Attendance /  Leave with pay 

If you want to calculate the Pay Head Value using the Positive Attendance (Present), then select the same against this field or else select Not Applicable. 

Leave without Pay 

If you want to calculate the Pay Head Value using the Negative Attendance  (Absent), then select the same against this field. 

On Production 
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On Production Calculation Type is used to calculate 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. You will be able to define the dependent component by specifying the formula or 
using the current sub-total or current earning or deduction total.  You can also define the slab either by percentage to value or the combination in a slab.  

Example: 

HRA as 40% of Basic Salary. 

As User defined Value 

As User defined Value allows you to manually enter the value at the time of processing the salary. This Calculation Type is 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: 

l Days 

l Fortnights 

l Months  

l 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 process is 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 employee’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)] amounts to Rs. 
2,700. 

Rounding Method 

There are four methods of Rounding Off in Tally.ERP 9 which are as follows: 

l Not Applicable – The decimal points will be taken into consideration, and the amount will not be rounded off. 

l Downward Rounding – The decimal points will not be taken in to consideration and the amount will be rounded off to the lower value. 

l Normal Rounding – The amount will be rounded off to the nearest currency value.  

l Upward Rounding – The amount will be rounded off to the higher value. 

  

Computation Info 

When As Computed Value is selected as the Calculation Type, then you can select the Pay Head Computation as per one of the following options:  

Compute On 

l 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. 

l 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. 

l 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. 

l 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 Financial Year start date in which the Pay Head is created. In case of a revision 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, this field is skipped and assumed to be 0. 

Amount Upto 

The upper Stratum value for each slab is provided in this field. 

Slab Type 

l Percentage – This Slab rate is used when the amount is stated as a proportion of a whole. 

l Value – This Slab rate is used when the amount is stated as absolute value. 

Value Basis 

Value Basis for each slab 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 selected, the Earnings Pay heads can be further divided into the following main types:   

l Attendance based Earnings Pay Head 

l Computation based Earnings Pay Head 

l Flat Rate based Earnings Pay Head 

l Production based Earnings Pay Head 

l User Defined Earnings Pay Head 

Creating Attendance based Earnings Pay Head 

To create an Attendance based Earnings Pay Head (e.g. Basic Pay), 

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

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

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 Groups in the field Under. 

4. Set Affect Net Salary to Yes if you want the Pay Head to affect the net salary. 

5. Name to appear in Payslip field is defaulted with the Pay Head Name entered. You can change the same, if required.  

6. Select Use for 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 Attendance is selected as the required Calculation Type, select the required method of recording the Attendance. 

¡ For Positive Attendance (Present Days) 

¡ Select Present in the Attendance / Leave with Pay field 

¡ For Negative Attendance (Absent Days) 

¡ Select Not Applicable for Attendance / Leave with Pay field 

¡ Select Absent in the field Leave without Pay field 

Note: You 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. In the Limit field, enter the required Rounding Off Limit. 

 

13. Accept to save the Pay Head. 

   

  

Creating Computation based Earnings 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 Groups in 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 Payslip.  

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

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

7. In the 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. In the Compute field, select On Specified Formula from the Computation On list. 

10. The Compute sub-screen appears,  

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

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

11. In the Effective Date field, enter the desired date from which the House Rent Allowance will come into effect. 

12. Select Percentage from the List of Slabs in the Slab Type field.  

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 Yes in the F12: Configurations. 
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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 Groups in 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 Payslip.  

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

6. By default, Use for Gratuity is set to No. Set this to 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 Type field. 

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

9. In the 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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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 Groups in 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 Payslip.  

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

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

7. In the 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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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 Values 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 Groups in 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 Payslip.  

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

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

7. In the Calculation Type field select As User Defined Value from the List of Calculation.  
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8. Press Enter to accept. 

 

Creating Bonus Pay Head 

To create a Bonus Pay Head,  

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

1. Enter Pay Head name in the Name field. 

2. Select Bonus as the Pay Head Type from the list of Pay Head Type. 

3. Select Indirect Expenses from the List of Groups in 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 Payslip.  

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

6. By default, Use for Gratuity is set to No. 

7. In the Calculation Type field select As User Defined Value from the List of Calculation.  
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8. Press Enter to accept.  

 

Creating Employee Deductions Pay Head 

You can create the following Deductions Pay Heads in Tally.ERP9:  

l General Deductions (e.g. Canteen Deductions Pay Head) 

l Salary Advance Deduction Pay Head 

l 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 Salary is set to Yes. Type No, if you do not want this component to be included in the Payslip. 

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

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

7. In the Calculation Type field select As User Defined Value from the List of Calculation. 
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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 Groups in 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 Payslip. 

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

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

 

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): 

l Employees' PF Deduction Pay Head 

l Employees' ESI Deduction Pay Head 

l Professional Tax Pay Head 

 

Creating Employees' PF Deduction Pay Head 

To create Employees’ PF 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 PF Account (A/c No. 1) in the Statutory Pay Type field. 

4. Select Current Liabilities from the List of Groups in 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 payslip, if you want to change the default Pay Head component name then type 
it in Name to appear in Payslip field. 

7. The 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 the list of Rounding Methods and type 1 as the rounding Limit. 

9. In the Compute field, select On Specified Formula from 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. In the Effective Date field, enter the desired date from which the PF Deduction will come into effect. 
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12. Select Percentage from the List of Slabs in the Slab Type field.  

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

 

14. Press Enter to accept. 

Similarly, you can create the Pay Head for Voluntary Provident Fund Deduction also. 

Note: To restrict the PF Deduction to Rs. 780, you can specify 12% in the Value 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 Type field. 

4. Select Current Liabilities from the List of Groups in 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 payslip, if you want to change the default Pay Head component name then type 
it in Name to appear in Payslip field. 

7. In the 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 the list of Rounding Methods and type 1 as the rounding Limit. 

9. In the Compute field, select On Specified Formula from 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 ESI calculation one by one and select End of List to return to Pay Head Creation. 
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11. In the Effective Date field, 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 Basis field. 

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

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

 

15. Press Enter to accept. 

Note: Any income of a regular nature will be subject to ESI 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 Type field  

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

5. Select Current Liabilities from the List of Groups in the Under field. 

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

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

8. In the 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 the list of Rounding Methods and type 1 as the rounding Limit. 

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

11. In the Effective Date field, 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 Value from the List of Slabs in the Slab Type field.  

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

 

14. Press Enter to accept. 

Note: If you are using any Pay Head component having Calculation Type As Computed Value 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 
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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 (ESI):   

l Employer’s EPS Contribution Pay Head 

l Employer’s EPF Contribution Pay Head 

l Employer’s ESI 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 Type field. 

4. Select Indirect Expenses from the List of Groups in 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 Payslip.  

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

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

8. In the Compute field, select On Specified Formula from 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. In the Effective Date field, 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 Slabs in the Slab Type. 

13. Enter the Percentage in the Value Basis field. 

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

 

15. Press Enter to accept.  

 

Creating Employer’s EPF Contribution Pay Head 
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To create 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 Groups in 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 Payslip.  

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

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

8. In the Compute field, select On Specified Formula from the Computation On list. 

9. In the 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. 

 

10. In the Effective Date field, enter the desired date from which the EPF will come into effect. 

11. Select Slab Types from the List of Slabs in the Slab Type. 

12. Enter the Percentage in the Value Basis field. 
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14. Press Enter to accept. 

 

Creating Employer’s ESI 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 Type field. 

4. Select Indirect Expenses from the List of Groups in 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 Payslip.  

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

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

8. In the Compute field, select On Specified Formula from 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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10. In the Effective Date field, enter the desired date from which the ESI Deduction will come into effect. 

11. Enter the Percentage in the Value Basis field. 

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

 

12. Press Enter to accept. 

Note: ESI 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 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). 

  

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 

 

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: 

 

4. Select Provisions as Group from the List of Groups in 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 Yes in 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 

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 Groups in 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 Payslip. 

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

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

 

7. Press Enter to accept. 

Note: In case if 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 Groups in 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 Payslip.  

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

6. Select As User Defined Value in the  Calculation Type field. 
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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 Heads in Tally: 

l PF Admin Charges Pay Head 

l EDLI Contribution Pay Head Pay Head 

l 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 Groups in the Under field. 

5. By default, Affect Net Salary is set to No.  

6. The Calculation Type field is pre-filled with As Computed Value 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. In the Effective Date field, 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 Type is pre-filled as Percentage. 
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12. Enter the admin charges percentage in the Value Basis field. 

 

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 Groups in the Under field. 

5. By default, Affect Net Salary is set to No.  

6. The Calculation Type field is pre-filled with As Computed Value 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. In the Effective Date field, 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 Types is set as Percentage. 

12. Enter the EDLI Percentage in the Value Basis field. 
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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 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 Groups in the Under field. 

4. By default, Affect Net Salary is set to No. 

5. The Calculation Type field is pre-filled with As Computed Value 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. In the Effective Date field, enter the desired date from which the EDLI Admin Charges will come into effect. 

9. Enter the required values in the From Amount and Amount Upto fields. 

10. Select Slab Types from the List of Slabs in the Slab Type. 

11. Enter the EDLI Admin Charges Percentage in the Value Basis field. 
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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. 

  

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 Details is 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. In the Salary Details screen, specify the Date in Effective From field. 

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

4. Enter the values in the Rate Column, if applicable. 

5. The Pay Head Type, Calculation Type and Calculated On fields display the details provided at the Pay Head creation level. 
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6. Press Enter to accept and save. 

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 Details for an Employee 

To create Salary Details for an Employee, 

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

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

2. Enter the Effective From date 

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

 

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

4. If 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 eligibility 
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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. Press F12: Configure 

 

l Allow to Override Slab Percentage: Set Allow to Override Slab Percentage to No to prevent changes made to Slab Percentages. You can set it to Yes, to 
override the 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 Yes in 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). 

l Show Pay Head Type: Set Show Pay Head Type to Yes to display if the Pay Head is an Earning or Deduction in the Salary Details screen. 

l Show Calculation Type: Set Show Calculation Type to Yes to display the method of calculation adopted (As Computed Value, As User Defined Value, Flat Rate, On 
Attendance or On Production). 

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

Voucher Types in Tally.ERP 9 Payroll 

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

You can define a template 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 Voucher Class is not mandatory. 

To view the existing Voucher Types in 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 Voucher Class as per your requirement. 
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You can press Enter on the required Voucher Types to create new Voucher Class.   

 

Creating Payable Ledgers 

To process the Salary in Tally.ERP 9, you need to create the following payable ledgers: 

l Salary Payable Ledger 

l PF Payable Ledger 

l ESI Payable Ledger 

l PF Admin Expenses Ledger 

 

Creating Salary Payable Ledger 

To create the Salary Payable Ledger, 

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

1. Enter the name of the Ledger in the Name field 

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  

 

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 Ledger 
 

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 Name field 

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  

 

4. Press Enter to accept and save 

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

 

Creating ESI Payable Ledger 

To create the ESI Payable Ledger, 

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

1. Enter the name of the Ledger in the Name field 

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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4. Press Enter to accept 

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

 

Creating PF Admin Expenses Ledger 

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 Name field 

2. Select Indirect Expenses from the List of Groups in 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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5. Accept to save. 

 

Payroll Transactions 

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

Go to Gateway of Tally > Payroll Vouchers 

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 Voucher per payroll period or multiple vouchers as and when required within a payroll period.  

Payroll Voucher is a document 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 Yes in F11: Features, the Payroll Buttons will appear along with Accounts and Inventory buttons in 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. You can enter separate vouchers for each day or a single voucher for a given pay 
period, say a month, with aggregated values. You 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 Value 

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

 

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. 

Auto Fill enables the 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 data for 
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 
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7. Enter the Value against the Employee Name. 

 

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. You can enter separate vouchers for each day or a single voucher 
for a given pay period, say a month, with aggregated values. You 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. Press F2 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 

 

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

8. Enter the User Defined Pay Head Values, e.g. Variable Pay, Salary Advance Deductions if any etc. 

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

 

10. Press Enter to save the Voucher 

You 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 Vouchers > Ctrl + F4:  Payroll 

1. Press F2 to Change the Voucher Date 

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

3. Select the required process 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 Payroll Ledger from the List of Ledger Accounts 

 

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. You can change or add to this Narration. 

 

11. Accept to save 

You can also process the Employer PF Contribution manually similar to Attendance Voucher creation. 

ESI Process 

To process the Employer ESI Contribution, 

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

1. Press F2 to Change the Voucher Date 

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

3. Select the required process 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 

7. Select the appropriate Payroll Ledger from the List of Ledger Accounts 
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8. Press Enter to Go to Payroll Voucher creation screen 

 

9. Accept to Save 

You can also process the Employer ESI Contribution manually similar to Attendance Voucher creation. 

Employer PF Admin Charges Processing 

To process the Employer PF Admin Charges, 

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

1. Press F2 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. In EDLI Admin Charges (A/c No.22) select appropriate EDLI Admin Charges Pay Head 
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10. Press Enter to go back to Journal Voucher creation screen 

 

11. Accept to save 

Salary Payment 

To make the Salary Payment, 

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

1. Press F2 to Change the Voucher Date 

2. Click A: Payroll Auto Fill 

3. Select the Salary 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 
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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. 

 

10. Accept to save 

You can also process the Salary Payment manually similar to Attendance Voucher creation. 

PF Payment  

To make the Provident Fund Payment, 

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

1. Press F2 to Change the Voucher Date 

2. Press A: 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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10. Keep pressing Enter to show the Employee’s PF Contribution and PF Admin Charges till you reach End of List.  

11. Select Yes in Provide Details field, if you wish to print the Payment Details in PF Challan. 

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

 

13. Press Enter and enter Narration, if any 

 

14. Accept to Save 

PF Combined Challan 

Press No in the above screen and Press ALT+P 

In the Print Configuration screen,  

l Select Yes in the Print Challan field 
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l Press Yes to print the PF Combined Challan 

 

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 ESI Payment, 

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

1. Press F2 to Change the Voucher Date 

2. Press A: 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 

 

9. Press Enter to show the Employee’s ESI Contribution and select End of List  

10. Select Yes in Provide Details field, if you wish to print the Payment Details in ESI Challan 

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

 

12. Press Enter and fill Narration, if any 
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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,  

l Select Yes in the Print Challan field 

 

l Press Yes to print the ESI Challan 
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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 Vouchers > F5:  Payment 

1. Press F2 to change the Voucher Date 

2. Press A: 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 

  

9. Press Enter to go to Provide Details screen 

10. Select Yes in Provide Details and enter Challan Date 

11. Enter Narration if any 

  

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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The Payroll Reports menu displays: 

l Statements of Payroll 

l Attendance Sheet 

l Attendance Register 

l Expat Reports 

l Statutory Reports 

  

Statements of Payroll 

To view the Statements of Payroll, 

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

  

The Statements of Payroll menu displays: 

l Payslip 

l Pay Sheet 

l Payroll Statement 

l Payment Advice 

l Payroll Register 

l Employee Pay Head Breakup 

l Pay Head Employee Breakup 

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

The Payslip 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 

  

Configuration options in Payslip 

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

   

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 Payslip. 

l Show Vertical Payslip:Set this option to Yes to align Deduction Part below the Earning. Set it to No to align them side-by-side. 

l Show Employee Details: Set this option to Yes to display Employee Details as entered in the employee master. 

l Show Passport Details: Set this option to Yes to display the Passport Details. 

l Show Visa Expiry Date: Set this option to Yes to display the Visa Expiry Date. 
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l Show Attendance/Production Details: Set this option to Yes to display Attendance/Production data. 

l Show Attendance/Production Groups: Set this option to Yes to display grouping of the Attendance/production data as defined while Types creation. 

l Display Production Type in Tail Units: For compound units used in Attendance/Production Type, set this flag to Yes to display value of the Attendance/Production 
Data in Tail unit and set the same to No to display data in Main unit. 

l 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. 

l Show Gross Salary: Set this option to Yes to display the Gross Salary details for each component in the Salary Details.  

l Remove Zero Entries: Set this option to Yes to remove Earning/Deduction data with Zero value from the Pay Slip 

l For Attendance/Production Also: Set this option to Yes to remove Attendance data with 0 values from the Pay Slip. 

l Appearance of Name: You can select the appropriate appearance of name from the Display Name Style list. 

Button options in 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 data is picked in the current Payslip. Voucher Number, Date and the Value of the attendance or earning or deduction value is displayed. This is 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 Vouchers data is 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. As in all other 
Tally.ERP 9 reports, there is a great flexibility in terms of Period of Payroll processing as well as in the printing of Payslip. 

F4: Employee 

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

Printing Single Payslip (Alt+P) 

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

Emailing Single Payslip (Alt+M) 

Click on E-Mail button or press ALT+M from the Payslip display screen to Email the Payslip. 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 is a matrix 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 
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Configuration options in Pay Sheet report 

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.  

  

l Show ‘Net Amount’ Column: Set this option to Yes to display the Net Amount Column. 

l Show Column SubTotals: Set this option to Yes to display the sub-totals of Earnings/Deductions columns. 

l Remove Zero Entries: Set this option to Yes to remove an Employee with Zero Earnings/ Deductions 

l 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 this to No will 
display Ledger name. 

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

l Show Category/Group Total: Set this option to Yes to display Category and Group wise Totals. 

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

l Show Attendance Details: Set this Option to Yes to display the attendance details 

l Display Production Types in tail Units: For compound units used in Production Type, set this flag to Yes to display value of the Production Data in Tail unit and set 
the same to No to display data in Main unit. 

l Format: You can choose either Detailed or Condensed. 
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l Show Employee Number: Set this option to Yes to display employee number along with the Name. 

l Show Employee Designation: Set this option to Yes to display the Designation along with Name 

l Expand all levels in Detailed format?: Set this option to Yes to expand all levels and display Employee details. Set the same to No, to display summary report for 
Category/Group. 

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

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

Button options in 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-Year or entire Year. 

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 a new 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 deleted. 

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 is done in a similar 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 is done in a similar 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 is done in a similar 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/Ledger. 

Go to Gateway of Tally > Display > Payroll Reports > Statement of Reports > Payroll Statement 
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Note: The button functionalities in Payroll Statement report is similar to Pay Sheet report. Refer Pay Sheet report for more information on button functionalities. 

Configuration options in 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. 

  

l Remove Zero Entries: Set this option to Yes to remove Employees with Earning/Deduction data with Zero value.  

l Show Payslip Names for Ledgers: Set this option to Yes to pick the name entered in the Name to Appear in Payslip 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. 

l Include Employee Groups & Categories: Set this option to Yes to display the rows showing Category and Groups. Setting this to No will list only employee 
information. 

l Show Category/Group Total: Set this option to Yes to display Category and Group wise Totals. 

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

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

l Show Employee PF Account Number: Set this option to Yes to display employee PF Account number.  
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l Show Income Tax (PAN): Set this option to Yes to display employee IT PAN number.  

l Show Employee Bank Details: Set this option to Yes to display employee bank details. 

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

l Show Employee ESI Number: Set this option to Yes to display employee ESI number.  

l Show Employee Passport Details: Set this option to Yes to display employee passport details. 

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

l Expand all levels in 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. 

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

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

  

Payment Advice 

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 Yes to 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: 

  

7. Accept to print the Payment Advice 
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This is a default 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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Configuration options in Payroll Register 

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

  

  

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 

This report 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 

l Select the required Pay Head for which you want to display the report 
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Note: Press F12: Configure for additional options in the above report. 

l You can drill down to Employee Summary report, from the Employee Pay Head Breakup report 

l From Employee Summary report you can drill down to the Employee Monthly Summary report 

l 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 

l Select the Employee from the list, to view the Pay Head Breakup for that employee. 
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Note: Press F12: Configure for additional options in the above report. 

l You can drill down to Breakup of Employee for each Group, from this report.  

l 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: 

l Attendance Sheet 

l 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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Configuration options in Attendance Sheet report 

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.  

 

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

Display Attendance/Production Types in Tail Units: Set this option to Yes to display the Attendance/Production Types in Tail Units. 

Refer Pay Sheet Section for more information on other fields. 

Attendance Register 

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

 

Expat Reports 

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 as well as at the group level. 

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

   

The Expat Reports are further divided into three sub reports as shown: 

l Passport Expiry 

l Visa Expiry 
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l Contract Expiry 

Passport Expiry Report 

This report provides all the relevant information about the Passport of an Employee such as Passport number, Country of Issue, 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 

 

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

Button options in 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: Employee Filter 

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:  

 

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

l Show All Employees: Set this field to Yes to view all the employee passport details. 
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l Show Employee Number: Set this field to Yes to display the Employee Number in the report. 

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

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

l Show Employee Email ID: Set this to Yes to view the Email ID. 

Note: On setting Show All Employees to Yes, Tally displays details of all 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 

 

Select F2: Period to view the Visa expiry 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, a list 
displays prompting you to select either an employee or their groups. 

F5: Employee Wise button can be used to view the Visa Expiry details individually 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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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.  

You 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.  

Payroll Statutory Reports 

To view the Payroll Statutory Reports,  

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

 

Or 

Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports 
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The Statutory Reports for Payroll are further divided into: 

l Computation 

l Provident Fund 

l Employee State Insurance 

l Professional Tax 

l Gratuity   

Payroll Statutory Computation 

Payroll Statutory Computation displays the various statutory Pay Head types under PF, ESI 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, ESI 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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The user can drill down to a corresponding Payroll Voucher from the Computation report.  

Configuration options in Payroll Statutory Computation 

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. 

  

l 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. 

l Show PF Details: Set this option to Yes to view the PF computation details. 

l Show ESI Details: Set this option to Yes to view the ESI computation details. 

l Show PT Details: Set this option to Yes to view the PT computation details 

Button options in 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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Click on the Condensed button or press ALT+F1 again to return to the normal 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 

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

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

Button options in 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.  

 

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 also displayed in the detailed 
view.  
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l 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 

l Press Enter on the required Pay Head Type 

l Press Enter on the required Pay Head 

 

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

Button options in 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. 

   

Employee Vouchers 
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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 

l Press Enter on the required Pay Head Type 

l Press Enter on the required Pay Head 

l Press Enter on the required Employee Name 

 

The user can drill down to a corresponding Payroll/Payment Vouchers 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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The Provident Fund reports are sub divided into the Monthly and Annual based on the period as listed below: 

l Monthly: 

l Form 5 

l Form 10 

l Form 12A 

l Monthly Statement 

l Annual: 

l Form 3A 

l Form 6A  

Form 5 

PF Form 5 is a monthly 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: 

 

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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l Name and Address of the Factory/Establishment: The name of the Company as specified in the Company Creation screen appears in this field. 

l Code No. of the Factory/Establishment: The Code No. of the Factory/Establishment  as specified in the F11: Statutory & Taxation screen appears in this field. 

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

Column Details in table  

 

Particulars Description 
Sl. No. Displays the serial no. 
Account No. Displays the PF Account No. for each employee as specified in the Employee Master. 
Name of Employee (in block Letters) Displays the name of the Employees as specified in the Employee Master. 
Father’s Name or Husband’s name (in case of married women) Displays the Father’s/Husband’s name of each Employee as specified in the Employee Master. 
Date of Birth Displays the Date of Birth for each Employee as specified in the Employee Master. 
Sex Displays the Sex (Male/Female) for each Employee as specified in the Employee Master. 
Date of Joining the Fund Displays the Date of Joining the PF Account mentioned in column 2 as specified in Employee 

Master. 
Total period of previous service as on the date of joining the Fund 
(Enclose Scheme certificate if applicable) 

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

Remarks The user can enter his remarks manually.  
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Form 10 

PF Form 10 is a monthly 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: 

  

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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Return of the members leaving service during the month of: Month as specified in the Print Configuration screen appears in this field. 

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

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

Column Details in table  

 

Form 12A 

Particulars Description 
Sl. No. Displays the serial no. 
Account No.  Displays the PF Account No. for each employee as specified in the Employee Master. 
Name of Member (in block Letters) Displays the name of the Employees as specified in the Employee Master. 
Father’s Name or Husband’s name (in case of married 
women) 

Displays the Father’s/Husband’s name of each Employee as specified in the Employee Master. 

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. 
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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: 

  

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 this to Yes to include the VPF 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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Group Code:  The filed 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 appears in this field. 

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

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 Details in 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 
A/c No. 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.I 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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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.I 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: 

  

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

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

Column Details in 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: This field 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 VPF for each employee for the given month.  

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

Employer’s Contribution: This field 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 

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: 

  

l Cost Category: You can select the required Cost Category when there is more than one Payroll/Cost categories. 

l Employee/Group: You can print the report for a specific group or All Items. 

l You can specify the required 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. 

l Date of Printing: You can specify the date of printing the Form 3A in this field, by default the actual date of printing will be selected. 

The printed Form 3A will appear as shown: 
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Contribution card for currency period from: This field displays the current Financial Year. 

1. Account No.: This field displays the PF Account number for the Employee. 

2. Name/Surname (in Block Letters): This field 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: This field displays the VPF Contributions made by the Employee during the year. 

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

Column Details in table  

Column Name Description 
Month Displays the name of the month and year. 
Workers Share- Amount of Wages Displays the Gross Wages received by the employee during each month. 
Workers Share- EPF @ 12% Displays the Employee’s EPF Contribution during each month.  
Workers Share- Higher Rate of Voluntary Contribution (if any) Displays the Employee’s VPF Contribution during each month. 
Employer’s Share- EPF Difference between 12% & 8.33% if any Displays the Employer’s Contribution towards EPF (A/c No.1) for the respective 

employee during each month. 
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Note: You can use the Page Up and Page Down keys to view the Form 3A for other employees. 

Form 6A 

PF Form 6A is the 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: 

 

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: 

Employer’s Share- Pension Fund Contribution @ 8.33% Displays the Employer’s Contribution towards EPS (A/c No.10) for the respective 
employee during each month. 

Refund of Advance The details of refund of PF advance if any needs to be filled here manually. 
No. of days/period of non-contributing  service (if any) Number of days/period for which the PF contribution is not made needs to be filled 

here manually. 
Remarks  Remarks if any needs to be entered here manually. 

Page 86 of 112Introduction to Payroll

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



  

l Annual Statement of Contribution for the currency period from: This field displays the period as specified in the Print Configuration screen. 

l Name & Address of the Factory/Establishment: This field displays the Company name & address as specified in the Company Master. 

l Statutory Rate of Contribution:  This field displays the PF Rate of Contribution which is defaulted to 12%. 

l 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. 

l No. of members voluntarily contributing at higher rate: This field displays the total number of employees who have contributed towards Voluntary Provident Fund 
scheme. 

Column Details 

Column Name Description 
Sl.No. Displays the serial numbers. 
Account Number  Displays the PF Account Numbers for each employee as entered in the Employee Master. 
Name of Member (in Block Letters) Displays the name of the Employees as entered in the Employee Master.  
Wages, retaining allowance (if any) & DA including cash value of 
food concession paid during the currency period 

Displays the Gross Wages/Salaries paid to the employees during the given year against the respective 
employee. 

Amount of Worker's Contributions deducted from the wages on 
12 % E.P.F. 

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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The printed Form 6A – Page 2 will appear as shown: 

  

Column Details 

Employer’s Contribution - Pension Fund 8.33 % Displays the Employer’s Contribution towards the EPS (Employees’ Pension Scheme) Account for 
each employee during the given period against each employee. 

Refund of Advance Refund of PF Advance taken if any, needs to be entered manually against the respective employee in 
this column. 

Rate of higher Voluntary Contribution (if any) Displays the amount contributed by each employee towards the Voluntary Provident Fund (VPF) 
against the employee name if any. 

Remarks Remarks if any needs to be entered manually. 

Column Name Description 
Sl.No. Displays the serial numbers. 
Month/Year Displays the Month and Year in which the PF Amount is remitted. 
EPF Contributions including refund of advances A/c. No. 1 Displays the amount remitted to EPF A/c No. 1 during each month (sum of Employee and Employer share).  
Pension Fund Contributions A/c. No. 10 /Rs. Displays the amount remitted to the Pension Fund A/c No. 10 during each month. 
EDLI Contribution A/c. No. 21 Displays the amount remitted as EDLI Contribution to A/c No. 21 during each month. 
Adm. Charges A/c No. 2 Displays the amount remitted as PF Admin Charges to A/c No. 2 during each month. 
EDLI Adm. Charges 0.01% A/c. No. 22 /Rs. Displays the amount remitted as EDLI Admin Charges to A/c No. 22 during each month. 
Date of Remittances Displays the date of the PF Combined Challan for the PF payment made for each month. 
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Employee State Insurance 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 

 

The Employee State Insurance reports are sub divided into the Monthly and Half yearly on the period as listed below: 

l Monthly: 

l ESI Form 3 

l Monthly Statement 

l Annual: 

l Form 5 

l Form 6  

Form 3 

ESI Form 3 is a Return 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 ESI 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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l The required period can be specified in the From and To fields.  

l Place: Name of the place where the organisation is located needs to be provided against this field. 

l Date of Printing: The user can select the date of printing, buy default the actual date of printing will be selected. 

l 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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l Name & Address of the Factory/Establishment: This field displays the Company name & address. 

l Employer’s Code: This field displays the ESI Code allotted to Employer as specified in the F3: Statutory & Taxation screen while enabling ESI.  

Column Details  

l Place: This field displays the name of the place as specified in the Print Configuration screen. 

l Date: This field displays the Date of Printing as specified in the Print Configuration screen. 

l Designation: This field displays the Designation of the signing authority as specified in the Print Configuration screen. 

Column Name Description 
Sl. No.  Displays the serial no. 
Name of Employee Displays the name of the Employees who are eligible for ESI. 
Distinguishing Number with Employer if any Displays the Employee Number as entered in the Employee Master. 
Father’s or Husbands Name Displays the Father’s/Husband’s name of each Employee as specified in the Employee Master. 
Insurance No. allotted by the corporation (to be entered at the 
branch office) 

Displays the unique ESI number allotted to each employee from ESIC as specified in the Employee 
Master. 
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Monthly Statement 

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: 

  

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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l Name and Address of the Factory or Establishment: This field displays the name and address of the Company as specified in the Company Master. 

l Statement for the Period: This field displays the month for which the statement is printed as specified in the Print Configuration screen. 

Column Details in table  

Form 5 

Column Name Description 
Sl. No. Displays the serial no. 
Employee No Displays the Employee Number as entered in the Employee Master. 
Name of Employee Displays the name of the Employees who are eligible for ESI. 
ESI No Displays the unique ESI number allotted to each employee from ESIC as specified in the Employee Master. 
Worked Days Displays the total number of days each employee was present during the given month. 
Earned Wages Displays the Net salary earned by each employee (which is considered for ESI calculation) for the given month. 
Fixed Wages Displays the Gross salary earned by each employee (which is considered for ESI calculation) for the given month. 
Employee’s Contribution Displays the employee’s contribution towards ESI for each employee during the given month. 
Employer’s Contribution Displays the employer’s contribution towards ESI for each employee during the given month. 
Total Displays the Total ESI contribution towards the ESI 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 ESI 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 ESI Form 5 is displayed as shown: 

 

l The required 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. 

l Place: The name of the place where the organisation is located has to be provided against this field to print the same in the Form 5. 

l Date of Printing: The user can specify the desired date of printing, by default the actual date of printing will be selected. 

l Authorised Signatory: Name of the signing authority should be entered in this field. 

l Designation: The designation of the authorised signatory in Form 3 needs to be entered in this field. 

l Residential Address: Enter the residential address of the authorised signatory in this field. 

The printed Form 5 – page 1 is displayed as shown: 
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l 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. 

l Employer’s Code No.: This displays the ESI Code of Employer as specified in F11: Statutory & Taxation screen while enabling Payroll Statutory features. 

l Name & Address of the Factory/Establishment: This displays the Company name & address. 

l Employer’s Code: This displays the ESI Code allotted to Employer as specified in the F11: Statutory & Taxation screen while enabling ESI.  

l Particulars of Principal Employers (Name, Designation and Residential Address) are printed as specified in the Print Configuration screen. 

l Period From and To is printed as specified in the Print Configuration screen. 

l Total ESI amount contributed with the break-up of Employer’s share and Employees’ share is displayed based on the calculations. 

Column Details in table  

Column Name Description 
Sl. No. Displays the serial no. 
Month  Displays the Month name for which the ESI payment is made. 
Challan Dates Displays the Challan dates for the ESI payments. 
Amount Displays the Challan amount for ESI Payments. 
Name of the Bank and Branch 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 this field. 

Date: The Date of Printing as specified in the Print Configuration screen is displayed in this field. 

Designation: The Designation of the signing authority is displayed in this field. 

The printed Form 5 – page 2 is displayed as shown: 

 

Column 2: Insurance number (ESI number) assigned to each employee as entered in the Employee Master is displayed in this column. 

Column 3: The name of Insured person (Employee) appears is displayed in this column. 

Column 4: The total number of days for which the wages/salary is paid during the selected period to each employee is displayed in this column. 

Column 5: The amount of wages (regular income considered for ESI 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 Details in table  

Form 6 

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: 

 

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: 

Column Name Description 
Sl. No. Displays the serial no. 
Insurance No. Displays the ESI number for each employee as entered in the Employee Master. 
Name of the Insured Person Displays the name of the Employees who are eligible for ESI. 
No. of days for which wages paid/payable Displays total number of working days for which wages (salary) is paid/payable during the Contribution period 

for each employee. 
Total amount of  wages paid/payable Displays total wages (salary) paid/payable for the given Contribution period for each employee. 
Employees' contribution deducted Displays the Employee share of ESI contribution for the given contribution period each employee. 
Average Daily wages 5/4 Displays average daily wages the amount of ESI contribution for the selected Contribution period for each 

employee. 
Whether still continue working and drawing wages 
within the insurable wages ceiling 

Displays the status as Yes 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. 

Name of the Dispensary of IP. Displays the name of the ESI dispensary as entered in the Employee Master to which the each employee is 
associated. 

Remarks Remarks if any should be entered in this column manually. 
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l Contribution Period: From and To dates are printed based on the period selected in the Print Configuration screen. 

Column Details in table from Column 1 to 10  

The last 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. 

The last 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: 

Column Name Description 
Sl. No. Displays the serial 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 Displays the per day wage in the first month in the month in the Block Period. 
Deptt. and shift, if any Displays the Department of Employee as entered in the Employee Master. Shift details if any needs to be 

entered manually. 
If appointed or left service during the contribution period, 
date of appointment / leaving service 

Displays the appointment date of the Employee if the employee is still with the company. If the employee 
has left the job then the resignation date will be displayed in this column. 

Father’s or Husbands Name  Displays the Father’s/Husband’s name of each Employee as specified in the Employee Master. 
Insurance No. allotted by the corporation (to be entered at 
the branch office) 

Displays the unique ESI number allotted to each employee from ESIC as specified in the Employee Master. 

No. of days for which wages paid/payable  Displays total number of working days for which wages (salary) is paid/payable for the given month for 
each employee. 

Total amount of  wages paid/payable Displays total wages (salary) paid/payable for the given for each employee. 
Employees' share of contribution Displays the Employee share of ESI contribution for the given month is printed in this column for each 

employee. 
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The printed Form 6 – page 3 appears as shown: 
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Column Details in table from Column 26 to 30 

The last 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 all the ESI contributions made for the given six months. 

The last row of column 29 shows the total of the all 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 

Column Name  Description 
Total No. of days for which wages paid/payable in 
Contribution Period 

Displays the total number of working days for which wages (salary) is paid/payable during the selected 
contribution period for each employee. 

Total amount of wages paid/payable in Contribution Period 
(Rs) 

 Displays the total wages (salary) paid/payable for the during the given six months is printed in this 
column for each employee. 

Total Employee's share of Contribution in Contribution period 
(Rs) 

Displays the total wages paid to all the employees during the selected Contribution period. 

Daily wages (27/26) (Rs.) Displays the amount of ESI contribution for the selected Contribution period for each employee. 
Remarks Remarks if any needs to be entered manually. 
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The Professional Tax reports are sub divided based on the type of report listed below: 

l Computation Report 

l Statement 

Professional Tax Computation Report 

Professional Tax (PT) Computation Report is monthly which provides the details of the PT amount that the employer is liable 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 

l Select Professional Tax Ledger and press Enter 

Or 

Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports > Professional Tax > Computation Report 

l Select Professional Tax Ledger and press Enter 

The Print Configuration for the PT Computation Report is as shown: 

  

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

l Place: Name of the Place where company located should be specified in this field. 

l Date of Printing: The date of printing the PT Computation report needs to be specified. By default actual date of printing will be displayed. 

l Authorised Signatory Name: Name of the Authorised Signatory should be entered in this field. 

The printed Computation Report will appear as shown: 
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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 Details in 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 the table 
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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 

l Select Professional Tax Ledger and press Enter 

Or 

Go to Gateway of Tally > Display > Statutory Reports > Payroll Reports > Professional Tax > Monthly Report 

l Select Professional Tax Ledger and press Enter 

The Print Configuration for the PT Statement is as shown: 

 

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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Name and Address of the Company: This field 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 details in table   

Gratuity Report 

Column Name Description 
Sl. No. Displays the serial no. 
Employee No Displays the Employee Number as entered in the Employee Master. 
Name of Employee Displays the name of the Employees paying the Professional Tax 
Worked Days Displays the total number of days each employee was present during the given month. 
Gross Wages Displays the Gross salary earned by each employee (which is considered for PT 

calculation) for the given period. 
Value The Professional Tax recovered and paid for each employee is 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 employee is 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 

 

Gratuity Summary report displays a summary of all the Employee Names along with their Date of Birth, Date of Joining the Organisation, as well as the 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 options in Gratuity Report: 

F5: Employee Wise 

Click on F5: Employee Wise or press F5 to view the Employee Wise Gratuity Report  
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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. 

 

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 options in Gratuity Report 
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Click F12: Configure button from Gratuity Report screen to display the Configurations options as shown: 

 

l Show Employee Number: This option should be set to Yes to display the Employee Number in the Gratuity Report.  

l Show Date of Birth: This option should be set to Yes to display the Employee date of birth in the Gratuity Report.  

l Show Zero Valued Employees also: This option should be set to Yes 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: 

 

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 
Loan/Advances can be recovered in complete or a number of installments from Employee’s salary.  

The process of tracking the Loans/Advances given and recoveries involves the following steps: 

l Creating Salary Advance Deduction Pay Head 

l Disbursement of Loans/Advances to Employees 

l Alter/Create Salary details to include Loans Pay Head in Salary Details 

l Recovering of Loans/Advances during Payroll processing 

l 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 Voucher as shown below: 
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Go to Gateway of Tally > Accounting Voucher > F5: Payment 

l Press F2: date to change the voucher date. 

l Debit Salary Advance Deduction Ledger with the required amount, Tally.ERP 9 displays a sub-form to allocate this debit to a Cost Centre.  

 

l Select the required employee name and accept the sub-form.  

l Credit Bank account and Accept the voucher. 

 

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 Structure to include Loans/Advances Pay Head 

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

1. Select Employee A from the list. 
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2. Navigate through the existing pay structure till 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 

 

Note: When a Loan is to 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. Press F2 to Change the Voucher Date 

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 alone) 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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Track Loans and Advance balances 

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

l Select Salary Advance Deduction 

 

As per the requirements this report can be configured using the F12: Configure button. 

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 Voucher. However, if the Calculation type is given as user-defined, you may press Enter to skip the field. 
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Salary Increments and Arrears Calculation 

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 details for 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 

 

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. 
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4. Accept to save the changes made. 

Note: If a company 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 Vouchers     

1. Press Alt+A for Payroll Auto Fill or click A: Payroll Auto Fill. 

2. Select the Salary 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 alone) 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 Values e.g. Variable Pay and Salary Advance Deduction. 

 

8. Accept to save the Payroll Voucher 

Process Payment of Arrears  

To process the Payment of Arrears salaries, follow the steps given in the Salary Payment section. 
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