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How to Activate Payroll

Goto
Gateway of Tally = F11: Features> Accounting Features

Cost'Profit Centres Management

Maintain Payroll ? Yes
Mairtain Cost Certres 7 No

Use Cost Centtre for Job Costing 7 No

Mare than ONE Payroll / Cast Category flves |

Use Pre-defined Cost Centre Allscations duing Entry 7 No

« <!--[if tsupportLists]--><!--[endif]-->Set
Maintain Payroll to Yes

« <!--[if !supportLists]--><!--[endif]-->You can

set More than ONE Payroll / Cost Category to
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‘The salary components constituing Pay Structures are called Pay Heads. A Pay Payroll nfo.
Head may be an eaming, which is paid to an employee, or a deduction, which s
recovered from hisiher salary. wvieaH
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[image: image3.png]Creating Earning Pay Head

Go to Gateway of Tally> Payroll Info. » Pay Heads> Create
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Create an Employee master. Enter the requisite Employee Details & Emplogee group by grouping employees
under the function they perform, their depariment or designafion

To create Sales as an Employee Group,
Go to Gateway of Tally> Payroll Info.> Emplayee Groups> Create (Single Group)
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To create an Employee under the Employee group, Sales:
Go to Gateway of Tally> Payroll Info. = Emplayees> Create (Single Employees)
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Create salary details

Create the applicable Salary Details for both Employee Groups as well as Individual Employees with carnings,
deductions and basis of computation

To create Salary Details for an Employee Group, for example, Sales:
Go to Gateway of Tally> Payroll Info.> Salary Details> Create> Select Sales from the List of
Employees/Group
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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, iremises each component of the
employee’s carnings 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
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Payroll voucher entry
Go to Gateway of Tally > Payroll
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[image: image10.png]To create a Payroll voucher manually,
Go to Gateway of Tally » Paroil Vouchers > Payroll Voucher
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Select Salary Payable from the List of
[Ledger Accounts.

Select the Employee from the List of
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Step :4 contd..

Generating Payslip

A Payslip is a document issued to an employee that itemises each component of earmings and deductions, and the net amount
paid to an emplogee for a given pay period

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