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Introduction

The term Payroll refers to a series of accounting transactions involved in the process of paying
employees for the services rendered after taking all the statutory and non-statutory deductions
into account, in conformance with the terms of employment, company policy and the law of the
land i.e., payment of payroll taxes, insurance premiums, employee benefits and other deductions.

An efficient payroll system facilitates an error-free, accurate and timely employee payment while
ensuring that the employment is well within the valid work permit.
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Lesson 1: Configuring Payroll in Tally.ERP 9

Lesson Objectives

On completion of this lesson, you will have learnt:

o The features of Payroll in Tally.ERP 9
o How to enable Payroll in Tally.ERP 9

Payroll in Tally.ERP 9 is easy to use and can handle all the functional, accounting and statutory
requirements of the payroll department.

1.1 Salient Features of Payroll in Tally.ERP 9

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

u]

O O o o

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

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

It provides the facility to create user-defined earnings and deductions Pay Heads.
It allows flexible and User-definable criteria for simple or complex calculations.
It allows unlimited grouping of Payroll Masters.

It supports user-defined production units i.e., attendance/ production/ time based remuner-
ation units.

It provides a flexible payroll processing period.
It provides comprehensive Cost Centre as well as employee-wise costing reports

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

It provides auto-fill facility to expedite the Attendance, Payroll & Employer Contributions
processes.




laly

POWER OF SIMPLICITY Configuring Payroll in Tally.ERP 9

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

It helps in the generation of Statutory Forms & Challans for EPF & ESI, as prescribed.
It allows to drill-down to voucher level for any kind of alteration.

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

It helps in tracking employee loan details.

O O o O

1.2 Enabling Payroll in Tally.ERP 9

In Tally.ERP 9 activation of Payroll requires a one time simple setup. Create a new company in
Tally.ERP 9 and follow the steps given below to enable Payroll.

Case Study Company

M/s. Spectrum Software Solutions is engaged in the Software services Business. It is a
Bangalore-based company with the following three major departments:

o Sales
o Administration
o R&D

Step 1: Company Setup

Go to Gateway of Tally > Company Info. > Create Company

In the Company Creation screen,
o Select India in the field Statutory compliance for from the List of Countries provided
o Type 1-4-2009 as the Financial Year from date and press Enter
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The completed Company Creation screen is displayed as shown:

Creation
Directory . \Data
Name . Spectrum Software Solutions
Mailing & Contact Details Company Details
Mailing Narme . Spectrum Software Solutions Currency Symbaol . Rs.
Address o 14, Mysare Road, Maintain . Accounts with Inventory
Bangalore Financial Year fram © 142009
Books beginning from o 142009
Security Control
Statutory compliance for - India Disallow opening in Educational mode 7 No
State . Karnataka Tallyvault Passward (if any)
PIN Code © 560022 Repeat Password :
Telephone Mo. . 080-22587457 (WARNING: forgetting your TallyVauwlt password will render your data unusableall)
E-tail . sales@spectrum.com Use Security Control 7 No
(Enable Security to avall Tally NET Features)
Base Currency Information
Base Currency Symbaol . Rs. Show Amounts in Millions ? No
Faormal Name . Indian Rupees Put a SPACE between Amount and Sy rmjsel—=—t
MNurnber of Decimal Places c 2 Decimal Places for Printing Amounts in Accept?
Is Symbol SUFFIXED to Amounts ? No
Symbol for Decimal Portion . paise s [

Figure 1.1 Company Creation screen

o Press Enter to Accept the completed Company Creation screen

Step 2: Enable Payroll
Go to Gateway of Tally > Press F11: Company Features > press F1: Accounting Features
In the F11: Accounting Features screen:

o Set Maintain Payroll to Yes

o Set More than ONE Payroll / Cost Category to Yes
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The completed F11: Accounting Features screen is displayed as shown:

Cormpany: Spectrum Software Solutions
Accounting Features
General Invoicing
Integrate Accounts and [nventory ? Yes Allawr [nvaicing 7 Yes
Income/Expense Staternent instead of P &L 7 No Enter Purchases in Invoice Format ? Yes
: Use Debit/Credit Notes ? No
L ?
Allow Mult-Cunency ? No Use Invoice made for Credit Motes 7 No
Outstandings Management Use Invoice maode for Debit MNotes ? No
Mai:tali\r; Bill['WLS.E Dﬁails | z :95 Budgets & Scenario Management
o t('mt Dlnt- ra tmg I CIS:' s0) p NO faintain Budgets and Contrals 7 No
ctivate Interest Calculation ? No : .
(use advanced parameters) 9 No Use Reversing Journals & Optional %ouchers 7 No
Cost'Profit Centres Management Other Features
- Enable Cheque Printing 7 No
Maintain Payrall 1Y
a?n a?n ayre £ Set/Alter Chegque Printing Configuration 7 No
Maintain Cost Centres 7 No . ®
ze Cost Centre for Job Costing ? No Allow Zero valued entries ? No
hlore than OME Payroll £ Cost Category ?
llze Fre-defined Cost Centre Allocations dunng Entry ¥ No
F1: Accounts F2: Inventary F3: Statutary F5: Audit
Figure 1.2 F11: Accounting Features screen
o Press Enter to Accept the F11: Accounting Features screen
i' The option More than ONE Payroll / Cost Category is set to Yes, when
separate cost categories are created to allocate Employee cost. In cases,
NOM where only one cost category i.e., primary cost category is used to allocate
' multiple cost centres, this option may be set to No.

Once the Payroll feature is activated in Tally.ERP 9, the following two new options get activated in
the F11: Statutory & Taxation Master

Step 3: Enable Payroll Statutory Features
Go to Gateway of Tally > press F11: Company Features > press F3: Statutory & Taxation
In F11: Statutory & Taxation Features screen:

o Set Enable Payroll Statutory to Yes
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o Set Set/Alter Payroll Statutory Details to Yes

Cornpany: Spectrum Software Selutions

Statutery & Taxation

Enable Excise 7 No Enable Tax Deducted at Source (TDS) 7 No
SetfAlter Excise Details 7 No Setfalter TDS Details 7 No
etz - 'Enab!e Mamta_m Wihwiyahs Cowinerae Enable Tax Collected at Source (TCS) 7 No
oy lilaiials Bieten UiRe) Set/Alter TCS Details ? No

Fallow Excise rules for Irvoicing 7 No Enable Fringe Benefit Tax (FET) 2 No

Enable Walue Added Tax (WAT) 7 No Setfdlter FBT Details 7 No
Setfalter VAT Details 7 No Enable Payroll Statutory ?

Enable Service Tax 7 No Set/Alter Payrall Statutory Details bl Yes
Set/Alter Service Tax Details ? No

Tax Information

Local Sales Tax Number
Inter-state Sales Tax Mumber :
PAN f Income - Tax Mo

F1: Accounts F2: Inventaory F3: Statutary Fa: Audit

Figure 1.3 F11: Statutory & Taxation Features screen

o Press Enter

In the Payroll Statutory Details screen:

o Enter the Provident Fund & Employee State Insurance details of the company as
shown:

Payroll Statutory Details

Provident Fund

Company Code KA/BN/M2345/00129
Company Account Group Code KA/BN/M2345/00009
Company Security Code KAIBN/M2345/54321

Employee State Insurance

Company Code KAIBN/M2345/234234
ES| Branch Office Koramangala
Standard Working Days {per manth)

Figure 1.4 Payroll Statutory Details screen
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Provident Fund

Company Code: This field denotes the Provident Fund Code of the Com-
pany allotted by the Department.

Company Account Group Code: This field denotes the Provident Fund
Group Code of the Company allotted by the Department.

Company Security Code: This field denotes the Security Code of the Com-
\ | // pany allotted by the Department.
L)

\ ) Employee State Insurance

Company Code: This field denotes the ESI Code of the Company allotted by
the Department.

ESI Branch Office: This field denotes the nearest ESI office under whose
jurisdiction, the company is situated.

Standard Working days (per month): This field denotes the consistent Pay
Period to be considered for ESI Calculation. If this field is left blank, the calcu-
lation is done based on the Calendar days in each month.

o Press Enter to Accept the screen and go back to F11: Statutory & Taxation Features
screen

o Press Ctrl+A to Accept the screen.
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Lesson 2: Creation of Payroll Masters

Lesson Objectives

On completion of this lesson, you will have learnt how to:

o Create Payroll Masters in Tally.ERP 9
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The Payroll feature in Tally.ERP 9 requires minimal effort for accurate payroll processing. It takes
five easy steps to process payroll & generate Pay Slip in Tally.ERP 9.

' 5 Easy steps to Payroll
! ) !
Create ‘ Create Benoas
Employee Payroll
Masters Masters Payroll
Employee Employee
Groups Masters
( | Attendance /
R
l '
' ! }
Attendance Payroll Payroll
Process Process Reports

Figure 2.1 Payroll Cycle
Essentially, Payroll involves the calculation of amounts due for an employee on the following
basis:
o Pay on Hourly wages
o Pay on a fixed basis such as certain amount per week, per month and so on
o Pay to sales persons on commission
m]

Reimbursement of expenses such as travel expenses, either as paid by the employee or
based on per item rate

o Pay on the basis of number of pieces produced/ manufactured/ sold

It is therefore essential to quantify the following payroll information for the purpose of computation
of payments to employees. For this purpose, the following Payroll masters have to be created in
Tally.ERP 9 in the manner as discussed:

o Employee Masters
o Payroll Masters
o Pay Heads
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o Salary Details

2.1 Employee Setup

The Employee Master records employee information — department, date of joining, date of
leaving, ID number, designation, location, function, employee bank details, statutory details,
Passport and Visa details, and so on.

Tally.ERP 9 provides the flexibility to create the Employees and Group them under specific
Employee Group which in turn can be created under specific Employee Categories.

The following masters can be created in Tally.ERP 9 to successfully record the Employee Details:
o Employee Category
o Employee Groups
o Employees

J» The Employee Category will provide an additional level to classify the
Employees in a logical manner. In the case study, in this book all the
NGM_ Employee Groups are created under Primary Cost Category, hence creation

of an additional Category is not shown.

2.1.1 Employee Groups

Businesses with multiple departments, divisions, functions or activities may create the required
employee groups and classify individual employees under a specified group i.e., Production,
Sales, Marketing, Stores, Support or a particular group of employees such as managers, supervi-
sors, sub-staff and so on.

To create Sales as an Employee Group:
Go to Gateway of Tally > Payroll Info. > Employee Groups > Create
In the Employee Group Creation screen,

1. Select Primary Cost Category as the Category (You can also create a separate cost cate-
gory to segregate Employee Cost based on respective categories)

2. Type Sales as the Name of the Employee Group

3. Select the group as Primary (Tally.ERP 9 allows an unlimited grouping of Employee Groups)
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The Employee Group Creation screen is displayed as shown:

ployee Group Creation
Category . Primary Cost Category
Marme . Sales
{altas) :
Under - 4 Primary Accept?
Yes or No

Figure 2.2 Employee Group Creation screen

4. Press Enter to Accept the Employee Group Creation screen

Similarly, create the other Employee Groups such as Administration and R&D.

2.1.2 Employee Master

After creating the Employee Groups, create individual Employee Masters, with or without
grouping them, under the Employee Group Master.

In Tally.ERP 9, you can record all the necessary information of the employees in the Employee
Masters. Tally.ERP 9 also allows you to enter the Statutory, Expat and Contract details of the
employees.

To display the options for entering the Statutory, Expat and Contract details enable these options
from the Company Configuration screen as explained below:

Go to Gateway of Tally > F12:Configure > Payroll Configuration
Set the following options:

o Show Statutory Details to Yes

o Show Passport & Visa Details to Yes

o Show Contact Details to Yes

10
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Creation of Payroll Masters

The F12: Payroll Configuration screen is displayed as shown:

Showe Statutory Details
Show Passport & “isa Details
Show Contract Details
Show Deactivated Employees

Information in Payment Advice

Fay Slip Mote

Fay Slip Message

Payroll Configuration

? Yes
? Yes
? Yes
? No

. Please make the payrall transfer from above account

nurnber to the below mentioned account nurmbers
towrards employee salaries:

. This is a Computer Generated Pay Slip

wy Y earlllll

o Press Enter to Accept

I

otes,

Create the following Employee Masters:

Figure 2.3 F12: Payroll Configuration screen

Tally.ERP 9 allows you to configure the above settings from the Employee

Creation screen by pressing F12: Configure.

o The information to be printed in the Payment Advice is automatically pre-
filled in Tally.ERP 9. However, you can also modify the same as per your
requirements.

o Pay Slip Note will be printed if you does not want the Authorised details
to be printed while emailing or printing the Pay Slips if set to Yes in the
F12: Configuration.

o A customised message for specific occasion can be entered as Pay Slip
Message and will be printed if set to yes ion F12 screen while emailing

or printing.

Employee Name Department Date of Joining
Vijay Kumar Administration 1-4-2009
Rahul R&D 1-4-2009
Mahesh Sales 1-4-2009
Ajay Sales 1-4-2009

Go to Gateway of Tally > Payroll Info. > Employees > Create

In the Employee Creation screen,

1. Select the Primary Cost Category as the Category
2. Type the Name of the Employee as Vijay Kumar

3. Specify the Name of the Employee Group as Administration in the field ‘Under’
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4. Specify the Date of Joining as 01-04-2009
5. Type the other details of the employee as shown:

ployee Creation Spectrum Software Solutions ctrl + M E
Category . Primary Cost Category
MNare : Vijay Kumar
(alias) :
Under : Administration
 Primany)
Diate of Joining o 1-Apr-2009
General Info Payment Details Passport & Visa Details

Emplayee Mumber  : 549 Bank Mame - HDFC Bank Passport Mumber . IND/BN/PASS130/005
Designation - Manager Branch . Koramangala Country of lssue . India
Function - Administration Bank Afc NMumber - 001254624565 Passport Expiry Date : 31-Dec-2010
Location : Bangalore i “isa Number :
Gender . Male Statutory Details “isa Expiry Date
Date of Bith : 24-May-1968 | Tax Numb AN -
Blood Group . 0 Positive I;:g; i um:(Pb U 'EEDI;SZ‘;‘:E‘I o Contract Details
Father / Mother Name : Mr. Suresh Kumar coount Mumber: KA/BN/ . .
Spouse Name - Anjali PF Account Mumber © KA/BN/18184/563 \é\:::apcfr;:ﬁr\];mzer :

. PF Date of Jaoini © 1-Apr- :
Address - 15, Woods Street, ate of Jaining - 1-Apr-2009 Contract Expiry Date -

Bangalore ESI Number g
Contact Numbers . 08055669878 ES! Dispensary Name CEEEE Y
E-Mail ID : vijayi@a o
ai : vijay@spectrum.com ves or No
Figure 2.4 Employee Creation screen
6. Press Enter to Accept the screen
J The option Date of Leaving and Reason for Leaving will be available only in

the Alteration mode.

otes,

Similarly, create the Employee Masters for other employees with their respective departments.

2.2 Payroll Masters

As discussed in the above section Pay components are computed based on the Payroll Units.
Therefore, create the following Payroll masters in Tally.ERP 9:

o Payroll Units
o Attendance / Production Types

2.2.1 Payroll Units

A payroll unit refers to a unit of measurement based on which pay heads are calculated. Payroll
units can be classified into two types viz., Simple Payroll Units and Compound Payroll Units.
Simple Payroll Units refer to individual units such as Day, Week, Month, Hours, Pcs, Box, Nos
etc., Whereas, Compound Payroll Units refer to Units which are combination of two simple units,
i.e., an Hour of 60 Minutes, Month of 26 days, Day of 8 Hrs.

Usually, the Pay components are computed based on a single or compound payroll units.
Sometimes an employee may be paid on the basis of a combination of two or more units. For

12
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example, an employee is paid a regular salary and an hourly rate for the overtime hours. In this
case, the two likely units are Calendar Month and Hours. In Tally.ERP, you can create simple as

well as compound units.

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

Name Type Symbol
Hours Simple Hrs
Minutes Simple Mins
Hrs of 60 Mins Compound Hrs of 60 Mins

i. Simple Payroll Units

Go to Gateway of Tally > Payroll Info. > Units (Work) > Create
In the Unit Creation screen,

1. Simple is defaulted as the Type of Unit

2. Specify Hrs as the Symbol

3. Type Hours as the Formal Name

4. Specify 2 as the Number of Decimal Places

The completed Unit Creation screen is displayed as shown:
Type . Simple
Symbal Hrs

Formal Marme : Hours

Number of Decimal Places : [E

Figure 2.5 Simple Unit Creation screen

5. Press Enter to Accept the Unit Creation screen.
Similarly, create Minutes as another Simple Unit.

ii. Compound Payroll Units
Create Hrs of 60 Mins as a Compound Unit.
In the Unit Creation screen:

1. Press Backspace and select Compound as the Type of Unit
2. Specify Hrs as the First Unit
3. Enter 60 as the Conversion

13
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4. Specify Mins as the Second Unit
Unit Creation Spectrum Software Solution

Type : Compound

Units with Multiplier Factors
(example: Kgs of 1000 grms)

First Unit Conversion Second Uit

Hrs  of 60 Mins [

Mins 'Minutes)

Figure 2.6 Compound Unit Creation screen

5. Press Enter to Accept the Unit Creation screen.

Types of Units:

\ ' / o Simple Units are individual units with no relationship with other units
% g 7 i.e., Hrs, Nos, Pieces and so on.
\ ) o Compound Units are a combination of two simple units, where the two

units have an arithmetical relationship with each other. For example, an
Hour of 60 Minutes.

2.2.2 Attendance/ Production Types

Attendance/Production Type masters are used to record the nature of attendance/ production i.e.,
time and work rate. In Tally.ERP 9, you can create Attendance types based on time such as
Present and Absent or based on work based production units such as Piece productions,
Sales performance and so on.

Create the following Attendance Types for M/s. Spectrum Software Solutions.

Name Under Attendance/Production Type Period Type
Present Primary Attendance/ Leave with Pay Days

Absent Primary Leave without Pay Days
Overtime Primary Production Hrs of 60 Mins

i. Present Attendance Type
Go to Gateway of Tally > Payroll Info. > Attendance / Production Types > Create
In the Attendance Type Creation screen,

1. Type Present as the Name of the Attendance type
2. Specify the group as Primary in the field ‘Under’. By default primary is selected.

14
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3. Select Attendance/ Leave with Pay as the Attendance Type and the Period Type appears

as Days, by default.

Attendance

Attendance Type s

Leave without Pay
Production

Spectrum Software Solutions

MName - Present
{alias) ;
Under 1 Primary List of Attendance Types

Attendance / Leave with Pa

User Defined Calendar Type

Figure 2.7 Attendance/ Production Type Creation screen

The completed Attendance Type Creation screen is displayed as shown:

Attendance/Production Type Creation

MName . Present
{alias) :
Under - 4 Primary
Attendance Type . Attendance /Leave wifaRau
Period Type . Days Accept 2
Yes or No

Figure 2.8 Attendance/Production Type Creation Screen

4. Press Enter to Accept the Attendance Type Creation screen.

Similarly, create another Attendance Type as Absent. Enter Leave without Pay in the field

Attendance Type.
ii. Absent Attendance Type
The completed Attendance Type Creation screen is displayed as shown:

Attendance/Production Type Creation

MName . Absent
{alias) ;
Under - 4 Primary
Attendance Type : Leave Without Pay
Period Type . Days Accept ?
Yes or No

Figure 2.9 Attendance/ Production Type Creation screen

o Press Enter to Accept the Attendance Type Creation screen.
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In the same way, create Overtime as the Production Type with Production as the Attendance
Type.

iii. Overtime Production Type
The completed Overtime - Production Type Creation screen is displayed as shown below:

Attendance/Production Type Creation
MName . Overtime
faltas) :
Under - 4 Primary
Attendance Type - Production
Accept?
LInit . Hrs of 60 Mins Yes or No

Figure 2.10 Overtime - Production Type Creation screen
o Press Enter to Accept the Production Type Creation screen.
Attendance/Production Types details:

o Present Attendance Type may be used when the pay value is
measured on the basis of positive attendance units, i.e. number of days

\ 'g/ / present.

\ ) o Absent Attendance Type may be used when the pay value is
measured on the basis of negative attendance units, i.e. number of days
absent.

o Production Attendance Type may be used when the pay value is
measured on the basis of units produced, for e.g., number of boxes
produced.

o User Defined Calendar Type may be used to allow the per day pay
value calculation when the user want to have different number of work-
ing days in each month by considering the Holidays and Sundays etc..
e.g. in January 23 days, in Febraury 24 days, in March 25 days etc.

2.3 Pay Heads

Pay Heads may be broadly considered as Earnings and Deductions from an employee’s point of
view. However, these pay heads would still be Expense and Liability from the employer’s view
point.

Some examples of Earnings Pay Heads are Basic Salary, Dearness Allowance, City Compensa-
tory Allowance, House Rent Allowance, Night Shift Allowance, Uniform Allowance, Sales Com-
mission and so on. Some examples of Deductions pay heads are Employees’ Provident Fund
(EPF), Employees’ State Insurance (ESI), Professional Tax, Income Tax, TDS, Advance (if any).

In Tally.ERP 9, each pay head is to be created as an individual ledger account and grouped under
its respective group i.e., all Earnings pay heads under Indirect Expenses group or Direct
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Expenses group and all Deductions pay heads under Current Liabilities, Current Assets and
Duties & Taxes group.

The preset Pay Head types in Tally.ERP 9 are:
Earnings for Employees

1.

© 0N WDN

The pay heads marked with the above pay head types will be available during payroll processing,

Deductions from Employees

Employees’ Statutory Deductions
Employer’s Statutory Contributions

Employer’s Other Charges

Bonus
Gratuity

Loans and Advances
Reimbursements to Employees

and if the Pay Head Type is marked as Not Applicable, it will not be available. The Salary
Payable, PF Payable, ESI Payable ledgers should be created by selecting Not Applicable as the
Pay Head Type.

Create the following pay heads in the books of M/s. Spectrum Software Solutions.

2.3.1 Earning Pay Heads

Create the following Earnings Pay Heads:

Pay Head Pay Head Under Affect Name to Use for Calculation Calculation
Name Type Net Sal- Appear Gratuity Type Period/ Pro-
ary in Pay duction Type
Slip
Basic Pay Earnings for Indirect Yes Basic Yes On Attend- | Months
Employees Expenses ance
House Earnings for Indirect Yes HRA No As Com- | —
Rent Employees Expenses puted Value
Allowance
Convey- Earnings for Indirect Yes Convey- No Flat Rate Months
ance Employees Expenses ance
Overtime Earnings for Indirect Yes Overtime | No On Produc- | Overtime
Pay Employees Expenses tion
Variable Earnings for Indirect Yes Variable No As User | —
Pay Employees Expenses Pay Defined
Value

i. Basic Pay Head Creation

Go to Gateway of Tally > Payroll Info. > Pay Heads > Create
In the Pay Heads Creation screen,

17
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1. Type Basic Pay as the Name of the Pay Head

2

. Select Earnings for Employees in the field Pay Head Type.

The Pay Head Creation screen is displayed as shown:

Noor®

Pay Head Creation Spectrum Software Solutions
Marne . Basic Pay Total Op. Bal.
(alias)

List of Pay Heac

4 ot Applicable

Bonus
Pav Head Info DEUUCIIDHS Trarm Emiluiees
BTG T T Earnings for Employees
Pay Head Type Employees' Statutory Deductions
Under Direct Expenses Employer's Other Charges
Employer's Statutory Contributions
Affect Met Salary ? Yes Gratuity
Marne to appear in Payslip Basic Pay '—D?”S and Advances
Vs (o @reinity 7 No Reimbursements to Employees
Calculation Type As User Defined Value

Opening Balance ( on 1-Apr-2009) :

Figure 2.11 Basic Pay Head Creation — Pay Head Type Selection

Specify the group as Indirect Expenses in the field Under and press Enter
Set Affect Net Salary to Yes

Specify Basic in the field Name to appear in Pay Slip

Set Use for Gratuity to Yes

Select On Attendance in the field Calculation Type and press Enter

Description of general parameters in Pay Head creation:

\ ' / Affect Net Salary — If this option is set to Yes, then the Pay Head will appear
% g 7 in the Salary Slip for calculation of Net salary.
\ ) Name to appear in the Pay Slip — If Affect Net Salary is set to Yes, then the

required name for the Pay Head that appears in the Pay Slip should be spec-
ified against this field.

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
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The Pay Head Creation screen with the List of Calculation is displayed as shown:

Pay Head Creation Spectrum Software Solutions
Name . Basic Pay Total Op. Bal.
(alias) :

Pay Head Info

Pay Head Type . Earnings for Employees
Under . Indirect Expenses
Affect Net Salary 2 Yes List of Calculation

Marne to appear in Payslip : Basic
Use for Gratuity ? Yes A3 CDmPUtE.d WEllE
Calculation Type J0n Attendance. [l Rl R ELS

Flat Rate
On Attendance
On Production

Opening Balance { on 1-Apr-2009) :

Figure 2.12 Basic Pay Head Creation - Calculation Type

Calculation Type refers to the method of computation of pay components. In
Tally.ERP 9, there are basically 5 calculation types.

As Computed Value — This method is used when the pay value is computed
based on certain predefined factors i.e., slab rates, pay heads and so on.

’ As User-Defined Value — This method is used when the value of pay is not
\ // fixed and does not depend upon any pay components.
L]

\ ) Flat Rate — This method is used when the value of the pay heads is fixed for
the given month. This calculation type is not dependant upon attendance/pro-
duction. For example, conveyance of Rs. 800 per month.

On Attendance — This calculation type depends upon Attendance records
and is used along with rate per unit of attendance. For example, Overtime of
Rs. 25 per hour.

On Production — This method is used when the pay value is measured
based on work done i.e., pieces or numbers produced/manufactured.

8. Select Present in the field Attendance/ Leave with Pay.

19



Tty

POWER OF SIMPLICITY Creation of Payroll Masters

The Pay Head Creation screen with the List of Attendance Types is displayed as shown-belew:

Pay Head Creation Spectrum Software Solutions
MName . Basic Pay Total Op. Bal.
(alizs)

Pay Head Info

Pay Head Type : Earnings for Employees
Under . Indirect Expenses
Affect Met Salary ? Yes
MName to appear in Payslip . Basic
Use for Gratuity ? Yes List of Attendanc
Calculation Type . On Attendance
Attendance / Leave with Pay [T | ' ot Applicable

Present

Rounding Info
Rounding Method ;4 Not Applicable

Opening Balance { on 1-Apr-2009) :

Figure 2.13 Pay Head Creation screen with List of Attendance Types

If the user intends to record Negative Attendance viz., Absent (i.e if the pay

\. 'g// value is measured on the basis of negative attendance units), select Not
\ Applicable in the Attendance/ Leave with Pay field and press Enter & then
) select Absent in the Leave without Pay field. In the above example we are

selecting Positive Attendance unit i.e Present.

9. Select Months in Calculation period field and press Enter

20



Tty

POWER OF SIMPLICITY

Creation of Payroll Masters

The Pay Head Creation screen with the List of Calculation Periods is displayed as shown:

Pay Head Creation

Spectrum Software Solutions

MNare . Basic Pay
(alias)

Total Op. Bal.

Pay Head Type
Under

Affect Net Salary

Use for Gratuity
Calculation Type

Calculation Period

MNarne to appear in Payslip

Attendance / Leave with Pay

Pay Head Info
. Earnings for Employees
. Indirect Expenses

? Yes
. Basic
? Yes
On Attendance Ligh culation Paric
: Present
Days
: [TTT I | Forinights

Months
YWeeks

Rounding Method

-1 Not Applicable

Rounding Info

Opening Balance { on 1-Apr-2009) :

¥ 4

flotes

Figure 2.14 Pay Head Creation - Calculation Period selection

Tally.ERP 9 contains four predefined Calculation periods — Days, Fortnights,

Months and Weeks.
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10. Select User defined in the Per Day Calculation Basis field

ectrum Software Solutions
MName . Basic Pay Total Op. Bal.

Pay Head Info

Pay Head Type - Earnings for Employees
Under - Indirect Expenses
Affect Net Salary 7 Yes

MName to appear in Payslip - Basic
Use for Gratuity 7 Yes
Calculation Type - On Attendance

Attendance / Leave with Pay - Present

Calculation Basis
Calculation Perod : Months
Per Day Calculation Basis i ] As per Calendar Period

User defined

User Defined Calendar Type

Rounding Info
Figure 2.15 Pay Head Creation screen - Calculation Basis Selection

11.Press Enter to Accept

Calculation Basis refers to the periodicity of the given calculation period.

o 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 attend-
ance records will be entered for 31 days.

o User Defined Value refers to the consistent payroll period irrespective of

\ 'g// 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.

o User Defined Calendar Type will provide flexibility to change the per
day salary for the Employee based on the User Defined Calendar days.

For example, for Basic salary of 3000 if the number of days in a month are
defined as 30 then per days salary will be Rs. 100. In the next month if the
number of days is 25 then per day salary will be Rs. 120.
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12. Specify the Months of 26 Days and press Enter

Pay Head Creation Spectrum Software Solutions

MNare . Basic Pay
(alias)

Total Op. Bal.

Pay Head Info

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

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

Attendance / Leave with Pay : Present

Calculation Perod . Months

Per Day Calculation Basis . User Defined

Months of [l Days

Rounding Info
Rounding Methad : 4 Not Applicable

Opening Balance { on 1-Apr-2009) :

Figure 2.16 Pay Head Creation screen - Calculation period

13.Select Normal Rounding as the Rounding Method and press Enter.

Pay Head Creation Spectrum Software Solutions
MNare . Basic Pay
(alias)

Total Op. Bal.

Pay Head Info

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

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

Attendance / Leave with Pay : Present

Calculation Perod . Months

Per Day Calculation Basis . User Defined
Months of 26 Days

4 Mot Applicakle
Downward Rounding

Rounding Method : LEITQETRRTTG T Normal Rounding

Rounding Info

Upmrard Rounding

0|)eni|| Fl]l]‘}} :

Figure 2.17 Pay Head Creation screen — Rounding Method selection
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14.Specify 1 as the rounding Limit (The Rounding limit allows the value to be in multiples of the

limit specified and is based on the Rounding Method selected)

There are 4 methods of Rounding Off in Tally.ERP 9 which are as follows:

The completed Basic Pay Head Creation screen is displayed as shown:

Pay Head Creation

MNare . Basic Pay
(alias)

Not Applicable — The decimal points will be taken into consideration,

and the amount will not be rounded off.

Downward Rounding — The decimal points will not be taken in to con-
sideration and the amount will be rounded off to the lower value.

Normal Rounding — The amount will be rounded off to the nearest cur-

rency value.

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

Spectrum Software Solutions

Total Op. Bal.

Pay Head Type
Under

Affect Net Salary

MNarne to appear in Payslip
Use for Gratuity
Calculation Type

Attendance / Leave with Pay

Calculation Period
Per Day Calculation Basis

Pay Head Info

. Earnings for Employees
. Indirect Expenses

? Yes

. Basic

? Yes

. On Attendance
: Present

. Months
. User Defined

Months of 26 Days

Rounding Method

Rounding Info

: Normal Rounding Lirnit 1

Opening Balance

{ on 1-Apr-2009) :

Accept?

Yes or No

Figure 2.18 Completed Basic Pay Head Creation screen

15.Press Enter to Accept the screen.
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ii. House Rent Allowance Pay Head Creation
In the Pay Head Creation screen,

1. Type House Rent Allowance as the Name of the Pay Head
2. Select Earnings for Employees in the field Pay Head Type
3. Specify the group as Indirect Expenses in the field Under and then press Enter
4. Set Affect Net Salary to Yes
5. Specify HRA as the Name to appear in Pay Slip
6. Set Use for Gratuity to No
7. Select As Computed Value in the Calculation Type field and press Enter
Pay Head Creation Spectrum Software Solutions
Name : House Rent Allowance _ Total Op. Bal.
(alias)
Pay Head Info
Pay Head Type . Earnings for Employees
Under . Indirect Expenses
Affect Net Salary ? Yes List ulation
MNarne to appear in Payslip . House Rent Allowance
Use for Gratuity ? No L5 (el utd AL
Calculation Type l As Computed Value | As User Defined “alue

Flat Rate
On Attendance
On Production

Opening Balance { on 1-Apr-2009) :

Figure 2.19 HRA Pay Head Creation screen - Calculation Type selection

8. Select Normal Rounding as the Rounding Method and 1 as the rounding Limit and press
Enter
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9. In the Computation Info screen, select On Specified Formula in the Compute field

Pay Head Creation
MNare . House Rent Allowance
(alias)

Spectrum Software Solutions
Total Op. Bal.

Pay Head Type
Under

Use for Gratuity
Calculation Type

Affect Net Salary
MNarne to appear in Payslip

Calculation Period

Pay Head Info Computation Info

. Earnings for Employees Compute H On Specified Formula_

. Indirect Expenses Effective F T alue Basis
From An

? Yes 1-Apr-2009 On Current Deductions Total

. House Rent Allowance On Current Earnings Total

? No On Current SubTotal

. As Computed Value
. Months

On Specified Formula

Rounding Method : Nermal Rounding Lirnit 1

Rounding Info

{ on 1-Apr-2009) :

Opening Balance

i s

Figure 2.20 Pay Head Creation screen with Compute method

Computation on details:

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.

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.

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.

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.)
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10. Press Enter and the Compute subscreen is displayed
11. In the Sub-screen Compute:
m  Select Basic Pay as the Add Pay Head function and press Enter

putation On Specified Formula Spectrum Software Solutions

Compute : On Specified Formula

Function [ Pay Head

Add Pay Head

Figure 2.21 Compute sub-screen

The pay head drop-down box contains pay heads already created. If any pay head(s) is a
component for the given Pay Head, you may create the required Pay Head by pressing Alt+C
from the above Pay Head field and make the necessary alterations in the required pay head.
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s Select End of List

putation On Specified Formula Spectrum Software Solutions

ctrl+ M B

Compute : On Specified Formula
Function Additi onal Compitations for

! 1 End of List
A(!(!PaiHead Add Pay Head
Divide by Attendance
Multiply with Attendance
Subtract Pay Head

Figure 2.22 Compute: On Specified Formula sub-screen
m  Press Enter to Accept the screen

12.Specify 1-4-2008 as the Effective From date (In case of a revision in pay structure, you can
define the revised computation information for the given pay head, by giving the effective from
date)

13.The From Amount column is automatically skipped, assuming it to be zero. Press Enter to
skip the Amount Upto column
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14. Select Percentage as the Slab Type from the List of Slabs

Pay Head Creation

(alias)

Spectrum Software Solutions
MName . House Rent Allowance

Total Op. Bal.

Pay Head Type
Under

Aftect Met Salary

Use for Gratuity
Calculation Type

Calculation Period

Mame to appear in Payslip

Pay Head Info
. Earnings for Employees
. Indirect Expenses

? Yes

: House Rent Allowance
7 No

: As Computed Value

: Months

Computation Info

Compute . On Specified Formula
Specified Formula  : Basic Pay
Effe ctive From Amount | Slab Type
From Amount Upto
1-Apr-2009

Rounding Info

Rounding Method  : Nermal Rounding Lirnit 1

Percentag

Opening Balance { on 1-Apr-2009) :

ctrl+ M B

Figure 2.23 Pay Head Creation screen - Slab Type selection

Slab Type Detalils:

Percentage — This Slab rate is used when the amount is stated as a propor-

tion of a whole.

Value — This Slab rate is used when the amount is stated as absolute value.
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15. Specify 40% in the Value Basis field and press Enter

Pay Head Creation

Spectrum Software Solutions

Mame
(alias)

: House Rent Allowance

Total Op. Bal.

Pay Head Info

Computation Info

Pay Head Type . Earnings for Employees Compute . On Specified Formula
Under . Indirect Expenses Specified Formula © Basic Pay
Effective From Amount | Slab Type |Value Basis

Affect Met Zalary ? Yes From Amount Upto

Marne to appear in Payslip : House Rent Allowance 1-Apr-2009
Use for Gratuity 7 No Percentage 40%)
Calculation Type . As Computed Value

Calculation Penod : Months

Rounding Method

Rounding Info

: Normal Rounding Lirnit 1

Opening Balance

{ on 1-Apr-2009) :

Figure 2.24 Pay Head Creation - Value Basis screen

The completed House Rent Allowance (HRA) Pay Head Creation screen is displayed as

shown.

Pay Head Creation

Spectrum Software Solutions

MName . House Rent Allowance Total Op. Bal.
(alias)
Pay Head Info Computation Info
Pay Head Type . Earnings for Employees Compute . On Specified Formula
Under . Indirect Expenses Specified Farmula : Basic Pay
Effective From Amount | Slab Type |Value Basis
Affect Met Salary ? Yes From Amount Upto
Mame to appear in Payslip . House Rent Allowance 1-Apr-2009
Use for Gratuity 7 No Percentage 10 %
Calculation Type : As Computed Value
Calculation Period - Months
Rounding Info
Rounding Method : Normal Rounding Limit 1 Accept ?
Opening Balance { on 1-Apr-2009) : Yes or No

Figure 2.25 Completed HRA Pay Head Creation screen

16.Press Enter to Accept the screen
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iii. Conveyance Pay Head Creation

Create the Conveyance Pay Head with Calculation Type as Flat Rate.

The completed Conveyance Pay Head Creation screen is displayed as shown:

m

Pay Head Creation
MNare . Conveyance

(alias)

Spectrum Software Solutions

Total Op. Bal.

Pay Head Type
Under

Affect Net Salary

MNarne to appear in Payslip

Use for Gratuity
Calculation Type

Calculation Period

Pay Head Info
. Earnings for Employees
. Indirect Expenses

? Yes

. Conveyance
? No

. Flat Rate

. Months

Rounding Method

Rounding Info

: Normal Rounding

Lirnit 1

Accept?

Opening Balance { on 1-Apr-2009) :

Yes or No

Figure 2.26 Conveyance Pay Head Creation

Press Enter to Accept the screen
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iv. Overtime Pay Head Creation
Create the Overtime Pay Head with Calculation Type as Production.

The completed Overtime Pay Head Creation screen is displayed as shown:

Pay Head Creation Spectrum Software Solutions
Marme . Overtime Pay Total Op. Bal.
(alias)

Pay Head Info

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

Rounding Info
Rounding Method : Nermal Rounding Lirnit 1 Accept?

Opening Balance { on 1-Apr-2009) : Yes or No

Figure 2.27 Overtime Pay Head Creation screen

o Press Enter to Accept the screen
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v. Variable Pay Head Creation

Similarly, create the Variable Pay Head with Calculation Type as User Defined Value.

Pay Head Creation

Spectrum Software Solutions

Total Op. Bal.

MNare . Variable Pay
(alias)
Pay Head Info

Pay Head Type . Earnings for Employees

Under . Indirect Expenses
Affect Net Salary ? Yes
MNarne to appear in Payslip : Variable Pay

Use for Gratuity ? No
Calculation Type . As User Defined Value

Opening Balance

{ on 1-Apr-2009) :

Accept?

Yes or No

Figure 2.28 Variable Pay Head Creation

2.3.2 Deduction Pay Heads
Create the following Deduction Pay Heads.

Pay Head Pay Head Statutory Under Affect Name to Calcula- Computation
Name Type Pay Type Net Appear in tion Type Method
Salary Pay Slip
Employees’ Employees’ PF Current Yes EPF @ 12% | As On
PF Contribu- | Statutory Account Liabilities Computed Specified For-
tion @ 12% Deductions (A/c No.1) Value mula
Employees’ Employees’ Employee | Current Yes ESI @ On Speci- Basic Pay +
ESI Contri- Statutory State Liabilities 1.75% fied For- House Rent
bution @ Deductions Insurance mula Allowance +
1.75% Conveyance +
Overtime Pay
(or Current
Earnings -
Variable Pay)
Profes- Employees’ Profes- Current Yes Profession As On Current
sional Tax Statutory sional Tax | Liabilities Tax Computed Earnings Total
Deductions Value
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i. Employee’s PF Contribution @ 12% Pay Head Creation
Go to Gateway of Tally > Payroll Info. > Pay Heads > Create
In the Pay Head Creation screen,

1. Type Employee’s PF Contribution @ 12% as the Name of the Pay Head
2. Select Employees’ Statutory Deductions in the field Pay Head Type and press Enter

Pay Head Creation
MNare
(alias)

Spectrum Software Solutions

. Employee’s PF Contribution @ 12%

4 Mot Applicakle
Bonus

Pay Head Type
Under

Affect Net Salary

MNarne to appear in Payslip
Use for Gratuity
Calculation Type

Pay Head Info

H Earnings for Employees

. Direct Expenses

? Yes

. Employee’s PF Contribwion @ 12%
? No

. As User Defined Value

Total Op. Bal.

Deductions fram Employees

Earnings far Employees
Employer's Other Charges
Employer's Statutory Contributions
Gratuity

Loans and Advances
Reimbursements to Emplayees

Opening Balance

{ on 1-Apr-2009) :

Figure 2.29 Employees' PF Contribution @ 12% Pay Head Creation
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. Select PF Account (A/c No. 1) in the Statutory Pay Type field as shown:

Pay Head Creation Spectrum Software Solutions
MNarme . Employee’s PF Contribution @ 12% Total Op. Bal.
(alias)

eductions

Pay Head Info
Pay Head Type : Employees’ Statutory Deductions | =0 o100 State Insurance
Statutory Pay Type 4 PF Account {A/c No. 1) P Account (A/c No. 1 Value Basis
Under . Direct Expenses Professional Tax
woluntary PF (A0 Mo, 1)

Affect Net Salary ? Yes
MNarne to appear in Payslip . Employee’s PF Contribwion @ 12%

Calculation Type . As Computed Value

Calculation Period . Months

Rounding Info
Rounding Methad : 4 Not Applicable

Opening Balance { on 1-Apr-2009) :

Figure 2.30 Employees' PF Contribution @ 12% Statutory Pay Type selection

Specify the group as Current Liabilities in the field ‘Under’ and press Enter (In Tally.ERP 9,
only relevant groups appear during selection, to reduce erroneous data inputs)

Set Affect Net Salary to Yes
Specify EPF @ 12% in the field Name to appear in Pay Slip
As Computed Value appears in the field Calculation Type by default

Select Normal Rounding as the Rounding Method. Specify 1 as the rounding Limit and
press Enter

Select On Specified Formula as the Compute method and press Enter
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10. In the Compute sub-screen, select Basic Pay as the Add Pay Head function and press

Enter

putation On Specified Formula Spectrum Software Solutions

Cornpute : On Specified Formula

Function [ Pay Head

Add Pay Head

ctrl+ M B

Corveyance

House Rent Allowance
Overtime Pay
wariable Pay

Figure 2.31 Deduction Pay Head Creation screen — Compute On selection

11.Press Enter to Accept the screen
12.Specify 1-4-2008 as the Effective From date

13.The column From Amount is automatically skipped, with the assumption that the amount is

Zero
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14.Specify 6500 in the Amount Upto column and press Enter

Pay Head Creation

Spectrum Software Solutions

MNare
(alias)

. Employee’s PF Contribution @ 12%

Total Op. Bal.

Pay Head Type

Statutory Pay Type
Under

Affect Net Salary

Calculation Type

Calculation Period

MNarne to appear in Payslip

Pay Head Info

Computation Info

. Employees’ Statutory Deductions | Cormpute . On Specified Formula

. PF Account (A/c No. 1) Specified Formula © Basic Pay

: Current Liabilities Effective From Amount | Slab Type (Value Basis
From Amount Upto

? Yes 1-Apr-2009

. EPF @ 12% 6,500.00

. As Computed Value

. Months

Rounding Method

: Normal Rounding

Rounding Info
Lirnit 1

Opening Balance { on 1-Apr-2009) :

Figure 2.32 Deduction Pay Head Creation — Computation Info.

15.Select Percentage as the Slab Type from the List of Slabs
16.Specify 12% as the Value Basis Percentage and press Enter (the From Amount is defaulted

as 6500)

17.Press Enter to accept the upper level as 0 and select Value as the Slab Type from the List of

Slabs
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18.Specify Rs. 780 in the Value Basis field and then press Enter

Pay Head Creation

MNare . Employee’s PF Contribution @ 12%
(alias)

Spectrum Software Solutions

Total Op. Bal.

Pay Head Info

Pay Head Type . Emplayees’ Statutory Deductions
Statutory Pay Type . PF Account (A/c No. 1)

Under . Current Liabilities

Affect Net Salary ? Yes
MNarne to appear in Payslip . EPF @ 12%

Calculation Type . As Computed Value
Calculation Perod . Months

Computation Info

Compute . On Specified Formula
Specified Formula © Basic Pay
Effective From Amount | Slab Type (Value Basis
From Amount Upto
1-Apr-2009
6,500.00| Percentage 12 %
6,500.00 Value Fﬁ]

Rounding Info
Rounding Method : Nermal Rounding Lirnit 1

Opening Balance { on 1-Apr-2009) :

Figure 2.33 Deduction Pay Head Creation screen with Value Basis

19.Press Enter twice
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The completed Employee’s PF Contribution @ 12% Pay Head Creation screen is displayed as

shown:

Pay Head Creat
MNare
(alias)

ion

. Employee’s PF Contribution @ 12%

Spectrum Software Solutions

Total Op. Bal.

Pay Head Info

Computation Info

Pay Head Type . Employees’ Statutory Deductions | Cormpute . On Specified Formula
Statutory Pay Type . PF Account (A/c No. 1) Specified Formula © Basic Pay
Under : Current Liabilities Effective From Amount | Slab Type (Value Basis
From Amount Upto
Affect Net Salary ? Yes 1-Apr-2009
MNarne to appear in Payslip . EPF @ 12% 6,500.00| Percentage 12 %
6,500.00 Value 780
Calculation Type . As Computed Value
Calculation Perod . Months
Rounding Info
Rounding Method : Nermal Rounding Limit 1 Accept?
Opening Balance { on 1-Apr-2009) : Yes or No

Figure 2.34 Completed Employee’s PF @ 12% Pay Head Creation screen

20.Press Enter to Accept the screen.

ii. Employee’s ESI Contribution @ 1.75% Pay Head Creation

Create Employee’s State Insurance (ESI) Pay Head as discussed.

In the Pay Head Cr

Select ESI in the

NG A~ONE

Limit and press

eation screen,

field Statutory Pay Type

Enter

Type Employee’s ESI Contribution @ 1.75% as the Name of the Pay Head
Select Employees’ Statutory Deductions in the field Pay Head Type

Specify the group as Current Liabilities in the field Under and press Enter
Set Affect Net Salary to Yes
Specify ESI @ 1.75% in the field Name to appear in Pay Slip

As Computed Value appears by default in the field Calculation Type

Select the option Normal Rounding as the Rounding Method. Specify 1 as the rounding
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9. Select On Specified Formula in the field Compute and press Enter

Pay Head Creation

Spectrum Software Solutions

MNare . Employee’s ESI Contribution @ 1.75%
(alias)

Total Op. Bal.

Pay Head Info
. Emplayees’ Statutory Deductions

. Employee State Insurance

Pay Head Type
Statutory Pay Type

Under : Current Liabilities
Affect Net Salary ? Yes
MNarne to appear in Payslip - ESl@ 1.75%

. As Computed Value
. Months

Calculation Type

Calculation Period

Compute

Specified Formula

Computation Info
B On Specified Formula

Computation On

Effective
From

Fil alue Basis
An On Current Deductions Taotal

1-Apr-2009

On Current Earnings Total
On Current SubTotal

0%

Rounding Info
Rounding Method : Nermal Rounding Lirnit 1

On Specified Formula

Opening Balance

{ on 1-Apr-2009) :

Figure 2.35 Employee's ESI Pay Head creation screen - Compute On Selection

In the Compute On Sub-screen, subscreen,

Select Basic Pay as the Add Pay Head function and press Enter
Select House Rent Allowance as the second Pay Head in the Add Pay Head Func-

tion

40



Tty

POWER OF SIMPLICITY Creation of Payroll Masters

= Similarly, select Conveyance and Overtime Pay as the Add Pay Head function

ctrl+ M B
List of Pay Heads

Spectrum Software Solutions

Computation On Specified Formula

Basic Pay

COnvEyance

Employee's PF Contribution @ 12%
House Rent Allowance

Yariahle Pay
Compute : On Specified Formula
Function Pay Head
Add Pay Head Basic Pay
Add Pay Head House Rent Allowance

Add Pay Head Conveyance
Add Pay Head TT—

Figure 2.36 Employee's ESI Pay Head creation screen - Add Pay Head selection

m  Select End of List and press Enter

j, Any income of a regular nature will be subject to ESI calculation viz., Basic
Pay, Dearness Allowance, House Rent Allowance, Conveyance, Overtime
tc.
Nﬂm etc.,)

10.Specify 1-4-2008 as the Effective From date

11.The From Amount and Amount Upto fields are skipped as the amount is already entered in
the Statutory & Taxation screen

12.Select Percentage as the Slab Type from the List of Slabs
13.Specify 1.75% as the Value Basis Percentage and press Enter

41



laly

POWER OF SIMPLICITY

Creation of Payroll Masters

The Pay Head Creation screen is displayed as shown:

Pay Head Creation Spectrum Software Solutions
MNare . Employee’s ESI Contribution @ 1.75%
(alias)

Total Op. Bal.

Pay Head Info

Pay Head Type . Emplayees’ Statutory Deductions
Statutory Pay Type . Employee State Insurance

Under . Current Liabilities

Affect Net Salary ? Yes
MNarne to appear in Payslip - ESl@ 1.75%

Calculation Type . As Computed Value
Calculation Perod . Months

Compute

Specified Formula

Computation Info
. On Specified Formula

o [(Basic Pay+ Aouse Rert Alowance) + Comveyance) + Owertitne Payp

Effective From Amount | Slab Type (Value Basis
From Amount Upto
1-Apr-2009

Percentagerm

Rounding Info
Rounding Method : Nermal Rounding Lirnit 1

Opening Balance { on 1-Apr-2009) :

Figure 2.37 Employee's ESI Pay Head creation screen — Slab Rate
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The completed ESI — Employee’s Contribution Pay Head Creation screen is displayed as

shown:

Pay Head Creation

MNare
(alias)

. Employee’s ESI Contribution @ 1.75%

Spectrum Software Solutions

Total Op. Bal.

Pay Head Info
. Emplayees’ Statutory Deductions

. Employee State Insurance

Pay Head Type
Statutory Pay Type

Under : Current Liabilities
Affect Net Salary ? Yes
MNarne to appear in Payslip - ESl@ 1.75%

. As Computed Value
. Months

Calculation Type

Calculation Period

Compute

Specified Formula

. On Specified Formula
o [(Basic Pay+ Aouse Rert Alowance) + Comveyance) + Owertitne Payp

Computation Info

Rounding Info
Rounding Method : Nermal Rounding Lirnit 1

Opening Balance

Effective From Amount | Slab Type (Value Basis
From Amount Upto
1-Apr-2009
Percentage 1.75 %
Accept?
{ on 1-Apr-2009) : Yes or No

Figure 2.38 Completed ESI — Employee’s Contribution Pay Head Creation screen

14.Press Enter to Accept the screen.

iii. Professional Tax Pay Head Creation
Create Professional Tax Pay Head with the following Slab rates.

From Amount To Amount Professional Tax
Amount
0 5000 0
5000 8000 60
8000 10000 100
10000 15000 150
15000 - 200
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The completed Professional Tax Pay Head Creation screen is displayed as shown:

Pay Head Creation

MNare . Professional Tax

(alias)

Spectrum Software Solutions

Total Op. Bal.

Pay Head Type

Statutory Pay Type
Registration Murnber
Under

Affect Net Salary
MNarne to appear in Payslip

Calculation Type

Calculation Period

Pay Head Info

Computation Info

Rounding Method : Nermal Rounding

Rounding Info

. Employees’ Statutory Deductions | Cormpute . On Current Earnings Total
- Professional Tax Effective From Amount | Slab Type |Value Basis
- KA/PT/ 12445308 From Amount Upto
: Current Liabilities 1-Apr-2009
5,000.00| Value 0
? Yes 5,000.00 8,000.00| Value 60
- Professional Tax 8,000.00 10,000.00|Value 100
10,000.00)  15,000.00|Value 150
. As Computed Value 15,000.00 Value 200
. Months
Lirmit B Accept?
Opening Balance { on 1-Apr-2009) : Yes or No

o Press Enter to Accept

2.3.3 Gratuity Pay Head

Figure 2.39 Profession Tax Pay Head Creation

Apart from the above Pay Heads, create Gratuity Expenses (Provisional) Account in order to get
provisional Gratuity liability report for the employer at any given period.

Gratuity refers to the monetary benefit given by the employer to the employee at the end of the
employment for the services rendered over a period of employment either by law or otherwise. It
is calculated provisionally at the end of each financial period to assess the possible liability of the
company towards its employees. A Gratuity Provisional Account is created to capture the details
required for the calculation of gratuity. Gratuity is calculated based on select salary components.

The formula used for Gratuity calculation is as follows:

Latest eligible salary®
for Gratuity

NMumber of days pay
eligible for the total

Mumber of days in a
month to be considerad

months covered in the
respective slab period

X

Served period #
(in proportionate
years) in the
respective slabs
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* Eligible salary refers to the sum of pay heads covered in the employee’s
latest pay structure, for the relevant period. The pay heads must be set to Yes
for Use for gratuity and the Gratuity ledger should be part of the pay struc-

j’ ture.

# Served period is computed from the date of joining to the end date of cal-
Nﬂm culation period. Served period may be proportionate such as 11 years 10
months and 5 days.

When Served period covers more than one slab, the total of the calculations
of all the slabs will constitute the gratuity provisional amount of the employee.

Ledger Pay Head Type Under
Gratuity Expenses (Provisional) Gratuity Provisions (Current
Liabilities)

In the Pay Head Creation screen,
1. Type Gratuity Expenses (Provisional) as the Name of the Pay Head

2. Select Gratuity in the field Pay Head Type. The Slab Rate details for Gratuity Calculation

screen are displayed.
3. In the Gratuity Calculation subscreen, specify the following details:
Specify Gratuity Days of a Month as 26

Enter 1 and 60 (months) in the From and To fields under the Number of Months col-

umn

Specify 0 in the field Eligibility days for Gratuity Calculation per year
Similarly, select 61 and 120 in the From and To fields
Specify 15 in the Eligibility days for Gratuity Calculation per year field
Press Enter to accept 121 in the field From
Specify 15 in the field Eligibility days for Gratuity Calculation per year
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The Slab Rate Details for Gratuity calculation screen is displayed as shown:

Slab Rate details for Gratuity Calculation

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

Figure 2.40 Slab Rate Details for Gratuity Calculation screen

4. Press Enter to Accept the screen

5 s
W

Gratuity parameter details:

Gratuity days of a Month — The number of days per calendar month varies
from 28 to 31. In this case, you can apply a consistent period of 26 days
(excluding 4 Sundays) for all employees irrespective of their month of leaving.
It can also be fixed by law.

Number of months From and To — This represents the months until which
the eligible days are applicable in the Slab system, beginning from the date of
joining.

Eligibility days for Gratuity Calculation per year — This refers to the
Number of days’ pay given as gratuity for the entire slab. If the slab period
has not ended, then the slab is applied based on the number of months cov-
ered in the previous slab. If the number of days eligible is zero (0), then the
eligible days mentioned in the next slab are considered.

5. Specify the group as Provisions (Current Liabilities) in the field Under and press Enter
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The completed Gratuity Expenses (Provisional) Pay Head Creation screen is displayed as
shown:

Pay Head Creation Spectrum Software Solutions
Mame . Gratuity Expenses (Provisional) Total Op. Bal.
(alias)
Pay Head Info
Pay Head Type . Gratuity
Under . Provisions

(Current Liabilities)

Rounding Info
Rounding Method : Nermal Rounding Limit 1 Accept?
Opening Balance { on 1-Apr-2009) : Yes or No

Figure 2.41 Gratuity Expenses Ledger Creation screen

6. Press Enter to Accept the screen.

2.4 Salary Details Setup

The Salary Details masters contain information on the Employee Group/ individual employee pay
structure, comprising of both earnings and deductions pay components for the applicable period.

Businesses having a common pay structure for a particular department or division or set of
employees can define salary details for an employee group and classify individual employees
under the specified group to inherit the parent pay values. The Employee Group master prefills
the parent group values to the individual employee masters created under them. It reduces the
possibility of erroneous data entry and expedites data entry. This categorisation also helps in gen-
eration of Group-wise reporting.

Pay structure constituting the Pay Heads and basis of calculation should be similar for the
employees falling under the same group, but pay values need not be the same.

Tally.ERP 9 also allows you to set up individual employee salary details with all parameters appli-
cable for Employee groups. The individual employee masters with separate pay structures are
usually created on a case-to-case basis.
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To define Salary Details for employees,
Go to Gateway of Tally > Payroll Info. > Salary Details > Create

Select Item

Spectrum Software Solutions

Name of Employee/Group

Administration ! Prima Primary Cost Catego

Ajay Sales Frimany Cost Categony
Mahesh Sales Frimany Cost Categony
Rahul RE&D Frimany Cost Categony
RE&D < Prirmary Frimany Cost Categony
Sales < Prirmany Frimany Cost Categony
Yijay Kumar Adrministration Frimany Cost Categony

Figure 2.42 List of Employee Groups/ Employees screen

1. Select Vijay Kumar from the List of Employees and press Enter
In the Salary Details screen,

u]

The Effective date is entered as 01-04-2009 by default based on the Date of Joining
entered in the Employee Master

Select Basic Pay as the Pay Head from the List of Pay Heads

Specify 10,000 as Rate

The Attendance units, Pay Head Type and Calculation Type appear by default, based
on the pay head definitions.
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The Salary Details Creation screen is displayed as shown:

Salary Details Creation

Spectrum Software Solutions

Ctrl + M E3

MNare : Vijay Kumar {549)
Under : Administration
 Primany)
Salary Details
Effective Pay Head Rate Per Pay Head Type Calculation Type Computed On
From
1-Apr 2009
Basic Pay UK Months| Earnings for Employees On Attendance

©ooN>OrWN

Figure 2.43 Salary Details Creation screen

Select House Rent Allowance as the second Pay Head and press Enter
Select Conveyance as the next Pay Head
Specify 800 as Rate and press Enter

Select Overtime Pay as the Pay Head
Specify 55 as the Rate and press Enter
Select Variable Pay as the Pay Head and press Enter
Select Professional Tax against the Pay Head and press Enter

Select Employee’s PF Contribution @ 12%, Employee’s ESI Contribution @ 1.75% as Pay
Head and press Enter

10.Select the Gratuity Expenses (Provisional) ledger and press Enter (In case of Employees
eligible for Gratuity, the Gratuity Expenses ledger should be included in the Salary details of
the respective Employee for provisional assessment of Gratuity)
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The completed Salary Details Creation screen for Mr. Vijay Kumar is displayed as shown:

Salar

Details Creation

Spectrum Software Solutions

Ctrl + M E3

Variable Pay
Professional Tax

Employee’s PF Contribution @ 12%
Employee’s ESI Contribution @ 1.75%
Gratuity Expenses (Provisional)

Earnings for Employees
Employees’ Statutory Deductions
Employees’ Statutory Deductions
Employees’ Statutory Deductions
Gratuity

MNare : Vijay Kumar {549)
Under : Administration
 Primany)
Salary Details
Effective Pay Head Rate Per Pay Head Type Calculation Type Computed On
From
1-Apr 2009
Basic Pay 10,000.00| Months| Earnings for Employees On Attendance
House Rent Allowance Earnings for Employees As Computed Value| Basic Pay
Conveyance 800.00| Months| Earnings for Employees Flat Rate
Overtime Pay 55.00|Hrs | Earnings for Employees On Production

As User Defined Value
As Computed Value
As Computed Value
As Computed Value

On Current Earnings Total
Basic Pay
e Py + ouse Rent Aowance) + Comvegance) + Overie Py

Accept?

Yes or No

Figure 2.44 Completed Salary Details screen

Tally.ERP 9 allows you to modify the pre-defined Slab rates by pressing F12:
Configure and setting the option Allow to Override Slab Percentage to

Yes.

In case a revision in pay structure is required for any subsequent period,
define the latest pay structure by specifying the relevant Effective from date.
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Similarly, create the pay structure for the other employees as per the details given in the following

table:
Pay Head Rahul Mahesh Ajay
Basic Pay 20,000 45,000 10,000
House Rent Allowance 40% 40% 20%
Conveyance — 1,000 2,000
Overtime Pay — — 100
Variable Pay User — defined

Gratuity Expenses (Provisional)

Only for reporting purpose

Employee’s PF Contribution @ 12%

Applicable as Slab Rates

Employee’s ESI Contribution @ 1.75%

Applicable as Slab Rates

Professional Tax

Applicable as Slab Rates

Salary Details for Ajay can be created similar to the Salary Details creation for Vijay Kumar.

Since Ajay and Mahesh are in Sales Group, we can create the Salary Details for the Group and
inherit the same for the Employees (Ajay and Mahesh) in that Group.

Salary Details creation for the Sales Group

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

1. From the List of Group / Employees select Sales
2. Select the Pay Heads from the List of Pay Heads which are applicable to this group.
3. Leave the Rate field empty if there is no standard rate.
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The completed Salary structure for the Sales Group is as shown:

Salary Details Creation Spectrum Software Solutions Ctrl + M E3
Name . Sales
Under ;< Primary
Salary Details
Effective Pay Head Rate Per Pay Head Type Calculation Type Computed On
From
1-Apr 2009
Basic Pay Earnings for Employees On Attendance

House Rent Allowance

Conveyance

Overtime Pay

Variable Pay

Professional Tax

Employee’s PF Contribution @ 12%
Employee’s ESI Contribution @ 1.75%
Gratuity Expenses (Provisional)

Earnings for Employees
Earnings for Employees
Earnings for Employees
Earnings for Employees
Employees’ Statutory Deductions
Employees’ Statutory Deductions
Employees’ Statutory Deductions
Gratuity

As Computed Value
Flat Rate

On Production

As User Defined Value
As Computed Value
As Computed Value
As Computed Value

Basic Pay

On Current Earnings Total
Basic Pay
e Py + ouse Rent Aowance) + Comvegance) + Overie Py

Accept?

Yes or No

Figure 2.45 Completed Salary Details for Sales Group

The Pay structure created above can be inherited for all the employees belonging to Sales Group.
This feature helps in eliminating the repetitions while creating the Salary Details.

To define the Salary Details for Mr. Ajay belonging to Sales Group, follow the steps given below:
Go to Gateway of Tally > Payroll Info. > Salary Details > Create

1. From the List of Group / Employees select Ajay and press Enter
2. Select Copy From parent Value from the Start Type options under Pay Head
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The Salary Details Creation screen is displayed as shown:

Salary Details Creation Spectrum Software Solutions Ctrl + M E3
MNare . Ajay (551)
Under . Sales
 Primany)
Salary Details
Effective Pay Head Calculation Type Computed On
From
(BN Copy From Parent Value | py From Parent Value
Start Afresh
Figure 2.46 Salary details Creation — Copy From Parent Value
Start Type Details:
\ ' / Copy From Parent Value will copy the pay structure from the Group to
% g 7 which the Employee belongs. This will help you to save time in creating the
\ ) Salary Detalils for large number of Employees.

Start Afresh will allow the user to start selecting the Pay Head from the List
of pay Heads already created.

3. The Pay Structure (comprising of Earning & Deductions pay heads) defined for the Group is
prefilled automatically.

4. Enter the values for each Pay Head for Ajay as per the details mentioned earlier.
5. Press F12: Configure

m  Set the option Allow to Override Slab Percentage to Yes, since the HRA calculation
percentage is 20%.
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The Salary Details Configuration screen is displayed as shown:

Salary Details Configuration Spectrum Software Solutions

Salary Details Configuration

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

Figure 2.47 Salary Details Configuration

m  Press Enter to Accept

6. Now, you will be able to enter the user-defined pay rates to compute the HRA, specify 20% and
press Enter

j, In the Salary Details Configuration screen, when the option Allow to
Override Slab Percentage is set to Yes, the predefined slab rates for the
Nﬂm Pay Heads can be modified as per user requirements.
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The completed Salary Details screen of Mr. Ajay is displayed as shown:

Salary Details Creation

Spectrum Software Solutions

Ctrl + M E3

Variable Pay

Professional Tax

Employee’s PF Contribution @ 12%
Employee’s ESI Contribution @ 1.75%
Gratuity Expenses (Provisional)

Earnings for Employees
Employees’ Statutory Deductions
Employees’ Statutory Deductions
Employees’ Statutory Deductions
Gratuity

As User Defined Value
As Computed Value
As Computed Value
As Computed Value

MNare . Ajay (551)
Under . Sales
 Primany)
Salary Details
Effective Pay Head Rate Per Pay Head Type Calculation Type Computed On
From
1-Apr2009| Copy From Parent Value
Basic Pay 10,000.00| Months| Earnings for Employees On Attendance
House Rent Allowance 20.00| % Earnings for Employees As Computed Value| Basic Pay
Conveyance 2,000.00( Months| Earnings for Employees Flat Rate
Overtime Pay 100.00|Hrs | Earnings for Employees On Production

On Current Earnings Total
Basic Pay
e Py + ouse Rent Aowance) + Comvegance) + Overie Py

Accept?

Yes or No

Figure 2.48 Completed Salary Details screen

7. Press Enter to Accept the screen.

Similarly, you can create the Salary Details for Mahesh and others employees.
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On completion of this lesson, you will have learnt

o To process Payroll in Tally.ERP 9

Typically, Payroll Processing comprises of the following activities:
o Recording of Attendance and Production details (on time / work)
o Processing Payroll Vouchers
o Payment of Salaries

There are three types of Payroll Vouchers namely Attendance Voucher, Payroll Voucher and
Payment Voucher, which are by default preset in Tally.ERP 9 to record above Payroll transac-
tions.

Payroll Vouchers are used for the purposes of operating your payroll and also records the attend-
ance of the employees for a given period. These vouchers are basically used to input information
pertaining to Payroll processing.

3.1 Attendance Vouchers

An Attendance Voucher is used to record employees’ attendance data, based on Attendance/
Production types (i.e., present or absent days, overtime hours and so on).

An Attendance Voucher allows you to record the attendance/ production units for employees.
Tally.ERP 9 gives you the flexibility to enter the attendance records through a single attendance
voucher for a payroll period, or through multiple attendance vouchers as and when required within
a payroll period. You also have the option of recording one attendance/ production voucher per
employee per day or collectively for a month or any other variation thereof for all the employees.

In Tally.ERP 9, the auto-fill facility (Alt+A) is used to prefill the required Attendance/Production
types data for the selected employee group/ employee for the specified period.
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Example 1:

On 30th April, 2009 the attendance records of M/s. Spectrum Solutions displayed the

following details:

Attendance/ Produc- Vijay Kumar Rahul Mahesh Ajay
tion Types
Present Days 26 22 15 17
Overtime hours 900 Min 720 Min
(15hr x 60min) (12hr x 60min)

In the above scenario, separate attendance vouchers are required to be entered for recording
Present days and Overtime hours.

Go to Gateway of Tally > Payroll Vouchers

1. Press Ctrl+F5 for Attendance Voucher
The Attendance Voucher Creation screen is displayed as shown:

Attendance Youcher Creation

Attendance

spectrum Software Solutions

Employee Name Attendance/Production Type g:gﬁfh
Yijay Kumar
Narration:

Sales
R&D
Administration

Primary Cost Catego
Primany Cost Categony
Primany Cost Categony
Primany Cost Categony

3. Press Enter

Figure 3.1 Attendance Voucher Creation screen

2. Press F2 and specify the date as 30-4-2009

4. Press Alt+A (Attendance Auto Fill) to prefill employee payroll details
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The Attendance Auto Fill screen is displayed as shown:

Attendance Auto Fill

Voucher Date o £0.4.2009
Employee Category - Primary Cost Category
Employee/Group - 4 All ltems

Auto Fill Values

Attendance/Production Type :
Default Value to Fill -0
(Value entered above will be prefilled for all the Employees)

Figure 3.2 Attendance Auto Fill screen
In the Attendance Auto Fill screen,

m  Specify the Voucher Date as 30-04-2009 if not specified earlier

s Select Primary Cost Category as Employee Category (If separate cost categories
are used to capture employee cost, then select the respective Employee category)

Attendance Auto Fill

ectrum Software Solutions ctrl+ M H

List of Categories

4 Al ltems
Primary Cost Categol

Attendance Auto Fill

Voucher Date - 30-4-2009
Employee Category g Primary Cost Category |
Employee/Group -1 All ltems

Auto Fill Values

Attendance/Production Type :
Default Value to Fill =0
(Value entered above will be prefilled for all the Employees)

Figure 3.3 Attendance Auto Fill - Employee Category selection

s Select All Items as Employee/ Group (if you want to generate payroll voucher for indi-
vidual employee/ group, select the respective employee or group)
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The Attendance Auto Fill with Employee Filters screen is displayed as shown:

Attendance Auto Fill

ectrum Software Solutions

ctrl + M B
List of Employees / Group

1 All Items
S Administration {Group |
Ajay

Mahesh

Rahul

R&D (Group )
Sales (Group )
Vijay Kumar

Attendance Auto Fill

Voucher Date - 30-4-2009

Employee Category - Primary Cost Catego

Employes/Group T ——
Auto Fill Values

Attendance/Production Type :
Default Value to Fill -0
(Value entered above will be prefilled for all the Employees)

Figure 3.4 Attendance Auto Fill with Employee List

m  Select Present as Attendance Type in the Attendance/ Production Type field

Attendance Auto Fill

Woucher Date - 30-4-2009
Employee Category - Primary Cost Category
Employee/Group -4 All Items

Auto Fill Values

Attendance/Production Type ‘T
Default Value to Fill

(Value entered above will

List of Attendance/Production Types

Absent - Primary Days
fostlis - Primary Hrs of 60 Mins
Present Prima Da

L

Figure 3.5 Attendance Auto Fill with List of Attendance Type

m  Specify the require value that should be prefilled for all Employees e.g. 26
= Press Enter to accept the screen
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Separate Attendance vouchers are required for recording attendance on
I Work and Production.

If you opt for Absent as Attendance Type, then you need to record the
NGM negative attendance of the employees. This minimises data entry time and
manages the data entry by exception.

5. Employees pertaining to the respective Employee Groups are displayed automatically

Attendance Voucher Creation Spectrum Software Solutions Ctrl + M E
Attendance Mao. 2 30-Apr-2009
Thursday
Employee Name Attendance/Production Type Value Unit
Ajay Present Cur Bal: 120 Days I Days
Mahesh Present Cur Bal: 119 Days 26 Days
Rahul Present Cur Bal: 113 Days 26 Days
Vijay Kumar Present Cur Bal: 129 Days 26 Days
IMarration

Figure 3.6 Attendance Voucher

6. Alter the attendance details as given in the table above
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The Attendance Voucher Creation screen with the attendance details screen is displayed as

shown:

Attendance Youcher Creation

Spectrum Software Solutions

ctrl - M B

Attendance Ma. 1 30-Apr-2009
Thursday
Employee Name Attendance/Production Type Value Unit
Ajay Present Cur Bal: 17 Days 17 Days
Mahesh Present Cur Bal: 15 Days 15 Days
Rahul Present Cur Bal: 22 Days 22 Days
Vijay Kumar Present Cur Bal: 0 Days | 26[invE
Marration:

7. Press Enter

8. Enter the details of the transaction in the Narration field

Figure 3.7 Attendance Voucher
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The completed Attendance Voucher Creation for Present Attendance is displayed as shown:

Attendance Voucher Creation Spectrum Software Solutions ctrl + M B
Attendance Mo 1 30-Apr-2009
Thursday
Employee Name Attendance/Production Type Value Unit
Ajay Present Cur Bal: 17 Days 17 Days
Mahesh Present Cur Bal: 15 Days 15 Days
Rahul Present Cur Bal: 22 Days 22 Days
Vijay Kumar Present Cur Bal: 26 Days 26 Days
Narration:
Attendance for April 2009 Accept?
Yes or No
Figure 3.8 Completed Attendance Voucher Screen
9. Press Enter to accept the completed Attendance Voucher screen.
j' Days with Loss of Pay (LOP) are treated as a Deductible with respect to the
Earnings Pay Head type and as a Payable with respect to the Deductions
to8 Pay Head type. For example, LOP is deducted from the Basic salary
e - |
(Earnings Pay Head) and Canteen expenses (Deductions Pay Head) are

treated as a payable.

In the same way, create an Attendance Voucher for Overtime Hours.
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The completed Attendance Voucher for Overtime Hours is displayed as shown:

Spectrum Software Solutions

Attendance Youcher Creation ctrl + M B
Mo. 2 30-Apr-2009

Attendance

Thursday
Employee Name Attendance/Production Type Value Unit
Ajay Overtime Cur Bal: 12- 0.00 Hrs 720 mins
Mahesh QOvertime Cur Bal: 0- 0.00 Hrs
Rahul QOvertime Cur Bal: 0- 0.00 Hrs
Vijay Kumar Overtime Cur Bal: 15- 0.00 Hrs 900 mins
Marration:
Accept?
Yes or No

Figure 3.9 Attendance Voucher Screen - Overtime

o Press Enter to accept.

Naﬂen?_ the Payroll unit is defined as Hrs.

You can also record Overtime in hours, provided the Unit of Measurement for

After creating the Attendance Voucher, you can change any attendance value for a particular

employee, if required, in the Voucher Alteration mode.
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3.2 Payroll Vouchers

A payroll voucher is used to record all employee-related transactions. It enables you to compute
all the values for the respective Pay Heads (Earnings and Deductions).

The calculations are made on the basis of the definitions specified in the pay head masters, pay
structure and attendance entries. In Tally.ERP 9, you can pass payroll vouchers manually for indi-
vidual employee as well as for the entire group/ organisation by using the Auto Fill facility (Alt+A).

In Tally.ERP 9, the disbursement of salaries can be effected in any of the following modes.
o Direct Remittance — in cash or by cheque

o Bank Transfer — a direct transfer is made to an employee’s bank account and the list of
disbursement is printed separately

3.2.1 Cash Remittance

Example 2:

On 30th April, 2009, M/s. Spectrum Solutions processes Payroll for all the employees and
entitled the following employees for Variable Pay.

Particulars Vijay Kumar Rahul Mahesh Ajay
Variable Pay 1500 - 1000 -

Go to Gateway of Tally > Payroll Vouchers

1. Press Ctrl+F4 for Payroll Voucher

2. Press F2, specify the date as 30-4-2009 and press Enter

3. Press Alt+A (Payroll Auto Fill) to prefill employee payroll details
In the Payroll Auto Fill screen,

m  Select Salary in the Process for field

Process o ETTEE S5 Conouion
From (blank for beginning) - 1-4-2009 PF Contribution
To (blank for end) - 30-4-2009

Employee Category - Primary Cost Category

Employee/Group -4 All ltems

Payroll Ledger

Figure 3.10 Payroll Autofill with Process List
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In Tally.ERP 9, the following processes are preset for faster processing of
Payroll:

o Salary: This process is used for processing salaries for a specified
\ ' // period, wherein Salaries are disbursed through Cash or a bank transfer.

'\ ) o ESI Contribution: This process is used for processing Employer’s

contributions towards ESI for a specified period.

o PF Contribution: This process is used for processing Employer’s Provi-
dent Fund (PF) contributions for a specified period.

m  Specify 1-4-2009 in the From field
m  Specify 30-4-2009 in the To field
m  Select All Items as Employee/Group

Payroll Auto Fill

ectrum Software Solutions

1 All Items
Administration (Groug |
Ajay

IMahesh

Rahul

R&D (Groug |
Sales (Groug |
Vijay Kumar

Payroll Auto Fill

Process for . Salary
From (blank for beginning) o 1-4-2009
Ta (blank for end) o 30-4-2009

Employee Category - Primary Cost Categol
Employes/Group T ——

Payroll Ledger

Figure 3.11 Payroll Autofill with List of Employees
m  Select Cash in the Payroll Ledger field
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The completed Payroll Auto Fill screen is displayed as shown:
ctrl+ M B
List of Ledger Accounts

ectrum Software Solutions

Payroll Auto Fill

Payroll Auto Fill

Process for - Salary

From (blank for beginning) - 1-4-2009

To (blank for end) - 30-4-2009

Employee Category - Primary Cost Category
Employee/Group -4 All ltems

Payroll Ledger dCash________________|

[y
Figure 3.12 Payroll Autofill with payment Ledger list

m  Press Enter to accept the screen (the Cash ledger is prefilled in the Account field)

All the pay values are calculated for the applicable pay heads for each employee grouped under
the selected group.
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The Payroll Voucher Creation screen is displayed as shown:

Payroll Youcher Creation

Spectrum Software Solutions ctrl + M E

Pay Period ; 1-Apr-2009 to 30-Apr-2009

Ma. 1 30-Apr-2009
Thursday
Payroll Auto Fill - (Salary)
Account : Cash
Cur Bal 2,00,000.00 Dr
Particulars Amount
Primary Cost Category 83.840.00 Dr
Ajay
Basic Pay 6,938.00 Dr Cur Bal: 6.538.00 Dr
House Rent Allowance 1,308.00 Dr Cur Bal: 1.308.00 Dr
Conveyance 2,000.00 Dr Cur Bal: 2,000.00 Dr
Overtime Pay 1,200.00 Dr Cur Bal: 1.200.00 Dr
Variable Pay Dr Cur Bal:
Professional Tax 150.00 Cr Cur Bal: 150.00 Cr
Emplayee’s PF Contribuien & 12% 780,00 Cr Cur Bal: 780.00 Cr
Ennpleyee's EST Conribution @ 175% Cr Cur Bal:
Mahesh 36,367.00 Dr
Basic Pay 25,962.00 Dr Cur Bal: 25,962.00 Dr
House Rent Allowance 10,385.00 Dr Cur Bal: 10,385.00 Dr
Conveyance 1,000.00 Dr Cur Bal 1,000.00 Dr
Overtime Pay Dr Cur Bal:
Variable Pay Dr Cur Bal:
Professional Tax 200.00 Cr Cur Bal: 200.00 Cr
Emplayee’s PF Conribuien & 12% 780.00 Cr Cur Bal 780.00 Cr
Enuployee’s ES] Conmrburion @ 1.75% Cr Cur Bal:
Rahul 22,712.00 Dr
Basic Pay 16,923.00 Dr Cur Bal: 16.923.00 Dr
House Rent Allowance 6,769.00 Dr Cur Bal: 6.769.00 Dr
15 more ... |
MNarration: 83,840.00 Dr

Figure 3.13 Payroll Voucher Creation

4. Press Enter and specify the pay values for the pay heads defined as user-definable values
against each employee (in this case, define the Variable Pay)
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m  Specify 1000 as Variable Pay for Mahesh

Payroll Youcher Creation

Spectrum Software Solutions

ctrl+ M B

Ma. 1 30-Apr-2009
Thursday
Payroll Auto Fill - (Salary)
Account : Cash
Cur Bal 2,00,000.00 Dr
Particulars Amount
Primary Cost Category 83.840.00 Dr
Ajay 10,116.00 Dr
Basic Pay 6,938.00 Dr Cur Bal: 6.538.00 Dr
House Rent Allowance 1,308.00 Dr Cur Bal: 1.308.00 Dr
Conveyance 2,000.00 Dr Cur Bal: 2,000.00 Dr
Overtime Pay 1,200.00 Dr Cur Bal: 1.200.00 Dr
Variable Pay Dr Cur Bal:
Professional Tax 150.00 Cr Cur Bal: 150.00 Cr
Emplayee’s PF Contribuien & 12% 780,00 Cr Cur Bal: 780.00 Cr
Ennpleyee's EST Conribution @ 175% Cr Cur Bal: 0.00 Cr
Mahesh 36,367.00 Dr
Basic Pay 25,962.00 Dr Cur Bal: 25,962.00 Dr
House Rent Allowance 10,385.00 Dr Cur Bal: 10,385.00 Dr
Conveyance 1,000.00 Dr Cur Bal 1,000.00 Dr
Overtime Pa Dr Cur Bal:
Variable Pa LI D Cur Bal:
Professional Tax 200.00 Cr Cur Bal: 200.00 Cr
Emplayee’s PF Conribuien & 12% 780.00 Cr Cur Bal 780.00 Cr
Enuployee’s ES] Conmrburion @ 1.75% Cr Cur Bal:
Rahul 22,712.00 Dr
Basic Pay 16,923.00 Dr Cur Bal: 16.923.00 Dr
House Rent Allowance 6,769.00 Dr Cur Bal: 6.769.00 Dr
16 more ... |
MNarration: 83,840.00 Dr

Pay Period ; 1-Apr-2009 to 30-Apr-2009

Figure 3.14 Payroll Voucher - adding Variable pay

= Similarly, specify 1500 as Variable Pay for Vijay Kumar and press Enter
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The completed Payroll Voucher Creation screen is displayed as shown:

Payroll Youcher Creation

Spectrum Software Solutions

ctrl+ M B

Ma. 1 30-Apr-2009
Thursday
Payroll Auto Fill - (Salary)
Account : Cash
Cur Bal 2,00,000.00 Dr
Particulars Amount
. 16 more
Professional Tax 200.00 Cr Cur Bal: 200.00 Cr
Emplayee’s PF Conribuien & 12% 780.00 Cr Cur Bal 780.00 Cr
Enuplayee’s ES] Conmrbuion @ 1.75% Cr Cur Bal: 0.00 Cr
Rahul 22,712.00 Dr
Basic Pay 16,923.00 Dr Cur Bal: 16.923.00 Dr
House Rent Allowance 6,769.00 Dr Cur Bal: 6.769.00 Dr
Conveyance Dr Cur Bal 0.00 Dr
Overtime Pay Dr Cur Bal 0.00 Dr
Variable Pay Dr Cur Bal:
Professional Tax 200,00 Cr Cur Bal 200.00 Cr
Employee’s PF Contribuien @ 12% 780.00 Cr Cur Bal 780.00 Cr
Enmployee’s ESI Conabirion @ 1.75% Cr Cur Ball 0.00 Cr
Vijay Kumar 16.145.00 Dr
Basic Pay 10,000.00 Dr Cur Bal: 10,000.00 Dr
House Rent Allowance 4,000.00 Dr Cur Bal: 4,000.00 Dr
Conveyance 800.00 Dr Cur Bal: 800.00 Dr
Overtime Pay 825.00 Dr Cur Bal: 82500 Dr
Variable Pay 1,500.00 Dr Cur Bal: 1,500.00 Dr
Professional Tax 200.00 Cr Cur Bal: 200.00 Cr
Employee’s PF Conribuien @ 12% 780.00 Cr Cur Bal 780.00 Cr
Enuplayee's ES] Conmbuion @ 175% Cr Cur Bal: 0.00 Cr
Marration: Y Y T-W-T- W
Pay Period : 1-Apr-2009 to 30-Apr-2009 Accept?
Yes or No

5. Press Enter to accept.

I

otes,

3.2.2 Bank Transfer

Press Alt+S to pass the above voucher in the Voucher mode. This can be
used to keep track of Bill References. e.qg. if there are more than one Salary
Advances, then the to track the recovered Amount from Employee’s salary

Figure 3.15 Completed Payroll Voucher

against the respective Advance given, this feature should be used.

Bank transfer refers to disbursement of Salaries directly into the Employee Bank Accounts by inti-
mating the Bank through a Payment advice. Tally.ERP 9 facilitates processing salaries through

Bank transfer with the help of predefined Salary process.

Example 3:

On 31st May, 2009 M/s. Spectrum Solutions disbursed Salaries payable for the month of

May 2009 through Bank Transfer. The attendance records displayed the following details:
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Attendance/Production Vijay Kumar Rahul Mahesh Ajay
Types

Present Days 25 20 26 21

Overtime Hours - 120 Min

(2hr x 60min)

On 31st May 2009, M/s. Spectrum Solutions processes Payroll for all the employees and
entitled the following employees for Variable Pay.

Particulars

Vijay Kumar

Rahul

Mahesh

Ajay

Variable Pay

500

1200

Step 1: Create Attendance Voucher
Create Attendance Vouchers for Present days and Overtime hours for May 2009 as per the

details given in the above table.

The completed Attendance Voucher for Present days is displayed as shown:

Attendance Youcher Creation Spectrum Software Solutions ctrl + M B
Attendance 31 -May-2009
Sunday
Employee Name Attendance/Production Type Value Unit
Ajay Present Cur Bal: 38 Days 21 Days
Mahesh Present Cur Bal: 41 Days 26 Days
Rahul Present Cur Bal: 42 Days 20 Days
Vijay Kumar Present Cur Bal: 51 Days 25 Days
Marration:
Attend for bay 2009,
endance for May Accept?
Yes or No

o Press Enter to accept

Figure 3.16 Attendance Voucher for Present days
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In the same way, create an Attendance Voucher for Overtime Hours.
The completed Attendance Voucher for Overtime Hours is displayed as shown:

Attendance Youcher Creation

Spectrum Software Solutions

ctrl - M B

Attendance Mao. 4 31 -May-2009
Sunday
Employee Name Attendance/Production Type Value Unit
Ajay Overtime Cur Bal: 14- 0.00 Hrs 120 mins
Mahesh Overtime Cur Bal: 0-0.00 Hrs
Rahul Overtime Cur Bal: 0-0.00 Hrs
Vijay Kumar Overtime Cur Bal: 15- 0.00 Hrs
Marration:
Being Overtime details for May 2009.
eing Cvertime datails for May Accept?
Yes or No

Figure 3.17 Attendance Voucher for Overtime Hours

o Press Enter to accept.

Step 2: Create Salary Payable Ledger
Before passing the Salary payment voucher, create the following ledger:

Ledger

Pay Head Type

Under

Salary Payable

Not Applicable

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

The completed Salary Payable Ledger creation screen is displayed as shown:

Pay Head Creation Spectrum Software Solutions
MNare . Salary Payable
(alias)

Total Op. Bal.

Pay Head Info
Pay Head Type -1 Not Applicable
Under : Current Liabilities

Accept?

Opening Balance { on 1-Apr-2009) :

Yes or No

Figure 3.18 Salary Payable Ledger Creation

o Press Enter to accept

Step 3: Create Payroll Voucher
Go to Gateway of Tally > Payroll Vouchers

1. Press Ctrl+F4 for Payroll Voucher
2. Press F2, specify the date as 31-05-2009 and press Enter
3. Press Alt+A (Payroll Auto Fill) to prefill employee payroll details
4. In the Payroll Auto Fill screen,
m  Select Salary in the Process for field as shown

ESI Contribution
PF Contribution

Process for B
From {blank for beginning) © 152009

To (blank for end) - 3152009

Employee Category - Primary Cost Category
Employee/Group - 4 All ltems

Payroll Ledger

Figure 3.19 Payroll Autofill with List of Processes

5. Specify 01-05-2009 in the From field
6. Specify 31-05-2009 in the To field
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7. Select All Items as Employee/Group
8. Select Salary Payable in the Payroll Ledger field as shown

Payroll Auto Fill

Process for Salary

From (blank for beginning) 1-5-2009

To (blank for end) 3152009

Employee Category Primary Cost Category
Employee/Group 1 All ltems

Payroll Ledger  salary Payable_

Figure 3.20 Payroll Autofill - Payroll Ledger selection

9. Press Enter (All the pay values are calculated for the applicable pay heads for each employee
grouped under the selected group).

10. Press Enter and specify the pay values for the pay heads defined as user-definable values
against each employee

m  Specify 1200 as Variable Pay for Ajay
m  Specify 500 as Variable Pay for Vijay Kumar
The completed Payroll Voucher for the month of May 2009 is displayed as shown:

Payroll Youcher Creation Spectrum Software Solutions ctrl + M E
MNo. 2 314May-2009
Sunday
Payroll Auto Fill - (Salary)
Account : Salary Payable
Cur Bal 0.00 Cr
Particulars Amount
w16 more
Professional Tax 200,00 Cr Cur Bal: 400.00 Cr
Emplayee’s PF Contibutien & 12% 780.00 Cr Cur Bal 1,560.00 Cr
Enmployee’s ESI Conabirion @ 1.75% Cr Cur Bal: 0.00 Cr
Rahul 20,559.00 Dr
Basic Pay 15,385.00 Dr Cur Bal: 32,308.00 Dr
House Rent Allowance 6,154.00 Dr Cur Bal: 12,923.00 Dr
Conveyance Dr Cur Bal: 0.00 Dr
Overtime Pay Dr Cur Bal: 0.00 Dr
Variable Pay Dr Cur Bal:
Professional Tax 200.00 Cr Cur Bal: 400.00 Cr
Employee’s PF Conribuien @ 12% 780.00 Cr Cur Bal 1,560.00 Cr
Enmplayee's ES] Conmbuion @ 175% Cr Cur Bal: 0.00 Cr
Vijay Kumar 13.831.00 Dr
Basic Pay 9,615.00 Dr Cur Bal: 19,675.00 Dr
House Rent Allowance 3,846.00 Dr Cur Bal: 7.846.00 Dr
Conveyance 800.00 Dr Cur Bzl 1,600.00 Dr
Overtime Pay Dr Cur Bal: 825.00 Dr
Variable Pay 500.00 Dr Cur Bal: 2,000.00 Dr
Professional Tax 150.00 Cr Cur Bal: 350.00 Cr
Emplayee’s PF Contribuien @ 12% 780.00 Cr Cur Bal 1,560.00 Cr
Einployee’s ES1 Conmrburion @ 1.75% Cr Cur Bal: 0.00 Cr
Marration: iooczoonn
Pay Period : 1-May-2009 to 31-May-2009 Accept?
Yes or No

Figure 3.21 Completed Payroll Voucher

11. Press Enter to accept
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After passing the above entry, the salaries payable for the month of May 2009 are transferred to
the Salary Payable Ledger, at the time of payment of salaries, the amount is reversed.

3.2.3 Payment of Salaries (Salary Disbursement)

In Tally.ERP 9, a Payment voucher can be used to effect salary disbursement to employees. The
payment voucher for the salaries payable may be passed through regular payment voucher or
automated using the preset Salary Payment process available in Tally.ERP 9 for error free data
input during Payroll Payment entry with the help of Auto Fill facility.

Example 4:

On 31st May 2009, M/s. Spectrum Solutions paid the salaries due for the month of May
20009.

Before passing the payment voucher, necessary Bank Accounts should be created. To make the
Salary payment, follow the steps given below:

Go to Gateway of Tally > Accounting Vouchers

1. Press F5 for Payment Voucher

2. Press F2, specify the date as 31-05-2009 and press Enter

3. Press Alt+A (Payroll Auto Fill) to prefill employee payroll details
In the Payment Auto Fill screen,

m  Select Salary Payment in the Process for field as shown.

Payment Auto Fill
ESI Chal%n

Process for EENTETETEE - chalan
From {blank for beginning) - 1-5-2009 Professional Tax Payment
To (blank for end) - 3152009 ayme

Woucher Date :
Employee Category - Primary Cost Category
Employee/Group -4 All ltems
Bank / Cash Ledger :
Payroll Ledger

Figure 3.22 Payment Auto Fill - Payment Process Selection

m  Specify 01-05-2009 as From period

m  Specify 31-05-2009 as To period

m  Specify Voucher Date as 31-05-2009

m  Select Primary Cost Category in the Employee Category field
s Select All Items in the Employee/Group field

m Select HDFC Bank in the Bank / Cash Ledger field as shown.
s Select Salary Payable in the Payroll Ledger field
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The completed Payment Auto Fill screen is displayed as shown:

Payment Auto Fill

Process for . Salary Payment
From (blank for beginning) I/\\s : 1-5-2009
To (blank for end) - 31-5-2009

Voucher Date © 3152009
Employee Category - Primary Cost Category
Employee/Group -4 All ltems
Bank / Cash Ledger - HDFC Bank
Payroll Ledger g Salary Payable |

Figure 3.23 Payment Auto Fill screen

4. Press Enter and the employee payroll details will appear by default.
5. Enter the details of the transactions in the Narration field

The completed Payroll Payment Entry screen is displayed as shown:

ectrum Software Solutions

Accounting Voucher Creation

MNo. & 31-May-2009
Sunday
Payroll Auto Fill - (Salary Payment)
Account - HDFC Bank
Cur Bal:_5,69,571.98 Dr
Particulars Amount
Salary Payable 1,09,572.00
Cur Bal: 1,09,572.00 Dr
Primary Cost Category
Ajay 12,162.00 Dr
MMahesh 63,020.00 Dr
Rahul 20,559.00 Dr
Vijay Kumar 13,831.00 Dr
Marration 400 E72.A0
Ch. No. 1245356, Salary Payment for the month of May 2009
T : Accept ?
Yes or No

Figure 3.24 Payment Voucher

6. Press Enter to accept.

If a partial payment of salaries is made to a particular group of employees, then generate a
separate payroll voucher for their payables and pass a separate payment entry based on the set-

tlement. However, Tally.ERP 9 also allows you to modify the payment amount to the Employees.
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The unpaid salary will remain as outstanding in the Salary payable account and can be auto-filled
in the payment voucher as and when the actual payments are made.

o If any cash disbursements are made prior to the payment voucher entry,

after using the Auto-Fill facility, select the unpaid salaries and enter zero
(0) in the amount payable.

o |If salaries are disbursed by cheque, select individual employee in the
Auto Fill Employee Filter and print the cheque for the payment voucher.
You have to create separate payroll payment entries for each employee.
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On completion of this lesson, you will be able to

o Process Employer’s Contributions to Provident Fund (PF)
o Payment of Provident Fund Contributions
o Generate the PF Combined Challan

The Employees' Provident Funds and Miscellaneous Provisions Act is a social security legislation
which administers provident fund, family pension and insurance to employees. The Act covers
three schemes, namely; PF (Provident Fund scheme), EPS (Employees’ Pension Fund Scheme),
EDLI (Employees Deposit Linked Insurance scheme).

Under the Employees’ Provident Fund scheme, both the employees and employer contribute to
the fund at the rate of 12% of the basic wages, dearness allowance, cash value of food conces-
sion and retaining allowance (if any), payable to employees per month. The contribution rate is
10% in the case of the following establishments:

o Any covered establishment with less than 20 employees

o Any sick industrial company as specified in the relevant section of Sick Industrial Compa-
nies (Special Provisions) Act, 1985 and which has been declared as such by the Board for
Industrial and Financial Reconstruction

o Any establishment which has at the end of any financial year accumulated losses equal to
or exceeding its entire net worth and

o Any establishment engaged in manufacturing of (a) jute (b) Breed (d) coir and (e) Guar
gum Industries/ Factories.

The Contribution payable by the Employer is not to be deducted from the wages of the employee.
However, the employer has to deduct employee's share from their Salaries and pay the same in
EPF scheme. The deduction can be made only from the wages pertaining to a period for which
contribution is paid. However, if there is an accidental omission, the amount can be recovered
later.
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Out of the employer's contribution of 12% or 10%, the Employer's contribution of 8.33% is
diverted to Employees' Pension Scheme and the balance is retained in the EPF scheme. On
retirement, the employee gets his full share plus the balance of Employer's share retained to his
credit in the EPF account.

Once an establishment is covered under PF, all its departments and branches are covered, irre-
spective of where they are located.

i. Employees’' Pension Scheme:

As discussed above, the employer's contribution of 8.33% is diverted to the fund of the Pension
Scheme and the balance 3.67% (1.67%, if the contribution is 10%) is credited in employee's
name in Provident Fund account. The contribution of 8.33% is on maximum salary of Rs. 6,500.
However, if some employers are paying contribution on salary in excess of Rs. 6,500, the excess
contribution will be credited to Provident Fund account and not to Pension scheme.

Benefits under the Scheme

Members will get pension on superannuation or retirement from service and upon disablement
during employment. Family pension will be available to the widow/widower for life or till he/she
remarries. In addition, children will be entitled to pension, upto 25 years of their age. In case of
orphans, pension at enhanced rate is available upon death of widow/widower or ceasing payment
of widow pension. Benefit of pension to children or orphan is restricted to two children/orphans. If
the person is unmarried or has no family, pension is available to the nominee for a specified
period.

ii. Employees Deposit Linked Insurance Scheme:

The purpose of the scheme is to provide life insurance benefits to employees who are already
covered under PF/EPS. The employer has to pay a contribution equal to 0.50% of the total wages
of the employee. Additionally, administrative charges of 0.01% of total wages have also to be paid
by the employer. The employee does not have to contribute any amount to this scheme. The
salary limit for coverage of employees is the same as that of the Provident Fund.

Benefit to nominee of employee

In case of death of an employee during employment, his nhominee or family member gets an
amount equal to average balance in the Provident Fund Account of the deceased employee
during the last 12 months.

As discussed earlier, the statutory features viz., EPF & ESI etc., are required to be configured in
F11: Statutory & Taxation Features. In this section, we will discuss, recording of transactions
related to computation and contribution of Provident Fund.
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[llustration 1:

On 30th April, 2009 M/s. Spectrum Software Solutions processed Provident Fund contribu-

tions for the month of April 2009 and paid the amount in full to EPFO.

The same is accounted as shown:

In Tally.ERP 9, follow the steps given below to process Employer contribution towards Provident

Fund:

o Create Employer PF Contribution Masters
Alter/Modify Salary Details
Processing Employer PF Contribution
Processing PF Admin Expenses
Payment of Provident Fund

O o o o

4.1 Creation of Employer PF Contribution Masters

In Tally.ERP 9, Employer contribution towards Employees’ Pension Fund (Employees’ Pension

Scheme), Provident Fund, Admin Charges and other PF related ledgers are required to be

created separately for appropriate Accounting and reporting. Create the following ledgers in

Tally.ERP 9,

1. Employer Contributions Pay Head

2. Employer PF Admin Charges

3. PF Payable Ledger

4. Creation of PF Admin Expenses Ledger

I. Employer Contributions Pay Head

Pay Head Pay Head Type Statutory Pay | Under Affect | Calculation
Name Type Net Type

Salary
Employer EPS | Employer’s Statu- | EPS Account | Indirect No As computed
@ 8.33% tory Contributions | (A/c No.10) Expenses value
Employer EPF | Employer’s Statu- | PF Account (A/ | Indirect No As computed
@ 3.67% tory Contributions | ¢ No.1) Expenses value

i. Employer Contribution EPS @ 8.33% Pay Head Creation
Go to Gateway of Tally > Payroll Info. > PayHeads > Create
In the Pay Heads Creation screen,

1. Type Employer EPS @ 8.33% as the Name of the Pay Head
2. Select Employer’s Statutory Contributions in the field Pay Head Type
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3. In the field Statutory Pay Type, select EPS Account (A/c No. 10) as shown

Pay Head Creation Spectrum Software Solutions
Mame . Employer EPS @ 8.33% Total Op. Bal.
(alias)

Pay Head Info

Pay Head Type . Employer's Statwory Contributions
Statutory Pay Type B EPS Account (Afc No. 10 Value Basis
Und . Direct E
neer S PF Account (A/ No. 1]
Affect Net Salary ? No [ [ [
Calculation Type . As Computed Value
Calculation Perod . Months

Rounding Info
Rounding Methad : 4 Not Applicable

Opening Balance { on 1-Apr-2009) :

Figure 4.1 Employer EPS @ 8.33% Pay Head Creation

4. Specify the Group as Indirect Expenses in the Under field and press Enter
5. Set Affect Net Salary to No

6. By default the Calculation Type is set to As Computed Value and Calculation Period as
Months

7. Select Normal Rounding as the Rounding Method and 1 as the rounding Limit and press
Enter

o Inthe Computation Info section,
m  Select On Specified Formula in the Compute field
m  Press Enter, the Compute subscreen appears
= Inthe Compute Sub screen,
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m  Select Basic Pay as the Add Pay Head function from the list of Pay Heads as shown.

Spectrum Software Solutions

putation On Specified Formula

Comveyance

Employee's ES Cantribution @ 1.75%
Employee's PF Contribution @ 12%
Gratuity Expenses (Provisional)
House Rent Allowance

Compute : On Specified Formula Over‘tim_e Pty
Professional Tax
Function [ Pay Head variable Pay

Add Pay Head

Figure 4.2 Compute Subscreen

m Select End of List
Specify 1-4-2009 as the Effective From date
Specify 6500 in the Amount Upto column

o Select Percentage as the Slab Type from the List of Slabs and specify 8.33% in the
Value Basis field and press Enter

The From Amount is prefilled as 6500, press Enter to skip the Amount Upto field
Select Value as the Slab Type from the List of Slabs
Specify 541 in the Value Basis field and press Enter
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The completed Employer EPS @ 8.33% Pay Head Creation screen is displayed as shown:

Pay Head Creation
MNare . Employer EPS @ 8.33%
(alias)

Spectrum Software Solutions

Total Op. Bal.

Pay Head Info

Computation Info

Pay Head Type . Employer’s Statwtory Contributions | Cornpute . On Specified Formula
Statutory Pay Type . EPS Account {A/c No. 10) Specified Formula © Basic Pay
Under - Indirect Expenses Effective From Amount | Slab Type (Value Basis
From Amount Upto
Affect Net Salary ? No 1-Apr-2009
6,500.00| Percentage 8.33 %
6,500.00 Value 541
Calculation Type . As Computed Value
Calculation Perod . Months
Rounding Info
Rounding Method : Nermal Rounding Limit 1 Accept?
Opening Balance { on 1-Apr-2009) : Yes or No

Figure 4.3 Completed Employer EPS Pay Head Creation Screen

8. Press Enter to accept

ii. Employer Contribution EPF @ 3.67% Pay Head
Go to Gateway of Tally > Payroll Info > PayHeads > Create
In the Pay Heads Creation screen,

1. Type Employer EPF @ 3.67% as the Name of the Pay Head
2. Select Employer’s Statutory Contributions in the field Pay Head Type
3. In Statutory Pay Type filed select PF Account (A/c No. 1)
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The Pay Head Creation screen is displayed as shown:

Pay Head Creation

(alias)

MNare . Employer EPF @ 3.67%

Spectrum Software Solutions

Total Op. Bal.

Pay Head Type

Statutory Pay Type
Under

Affect Net Salary

Calculation Type

Calculation Period

Pay Head Info

. Employer's Statwory Contributions

r's Btatutory Contributions

NP Account (A/c No. 1 Ermployee State Insurance

. Direct Expenses

? No

. As

Computed Value

. Months

EFS Account (A Mo, 10
PF Account (A/c No. 1

0
s Total

Slab Type |Value Basis

Rounding Info

Rounding Methad : 4 Not Applicable

Opening Balance

{ on 1-Apr-2009) :

Figure 4.4 Employer EPF @ 3.67% Pay Head Creation

4. Specify the group as Indirect Expenses in the Under field and press Enter
5. Set Affect Net Salary to No
6. The Calculation Type is defaulted automatically as As Computed Value and Calculation

Period as Months

7. Select Normal Rounding as the Rounding Method and 1 as the rounding Limit and press

Enter

8. In the Computation Info section,
o Select On Specified Formula in the Compute field

o Press Enter and the Compute On subscreen displays
o Inthe Compute sub-screen,

m  Select Employee’s PF Contribution @ 12% from the List of Pay Heads as the Add

Pay Head function and press Enter

m  Select Subtract Pay Head in Function and under Pay Head select Employer EPS @

8.33% from the List of Pay Heads.
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The Compute sub-screen is displayed as shown:

Computation On Specified Formula

Spectrum Software Solutions

Basic Pay
COnvEyance
Ermployee's ES| Cantribution @ 1.75%

Employvee's PF Contribution @ 12%
Employer EPS @ 8.33%

Gratuity Expenses (Provisional)
House Rent Allowance

Compute : On Specified Formula

Overtime Pay
Function Pay Head Professional Tax
Yariahle Pay
Add Pay Head
Subtract Pay Head

O o o o

Figure 4.5 Compute Subscreen

m Select End of List

Specify 1-4-2009 as the Effective From date

Press Enter to skip the Slab fields

Select Percentage as the Slab Type from the List of Slabs
Specify 100% in the Value Basis field and press Enter
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Accounting for Employer PF Contributions

The completed Employer EPF @ 3.67% Pay Head Creation screen is displayed as shown:

Pay Head Creation

MNare
(alias)

. Employer EPF i@ 3.67%

Spectrum Software Solutions

Total Op. Bal.

Pay Head Type

Under

Affect Net Salary

Calculation Type

Statutory Pay Type

Calculation Period

Pay Head Info

. Employer's Statwory Contributions

. PF Account (A/c No. 1)
. Indirect Expenses

? No

. As Computed Value

. Months

Compute

Specified Formula

Computation Info

. On Specified Formula

. Emplyee’s PF Contrbution @ 12% - Employer EPS @ B.33%

Rounding Method

Rounding Info

: Normal Rounding

Opening Balance

Effective From Amount | Slab Type (Value Basis
From Amount Upto
1-Apr-2009
Percentage 100 %
Lirmit B Accept?
{ on 1-Apr-2009) : Yes or No

Figure 4.6 Completed Employer EPF Pay Head Creation Screen

9. Press Enter to accept.

Alternatively, you can also define the criteria for computation of Employer PF
Contribution @ 3.67% Pay head, by selecting Basic Pay in the Compute sub-
screen. and defining the percentage as 3.67%.

. Employer PF Admin Charges

Pay Head Pay Head Statutory Pay Under Affect Net | Calculation
Name Type Type Salary Type
PF Admin | Employer’s Other | Admin  Charges | Current Lia- | No As computed
Charges @ 1.10% | Charges (A/lc No.2) bilities value
EDLI Contribution | Employer’s Other | EDLI Contribution | Current Lia- | No As computed
@ 0.5% Charges (A/lc No.21) bilities value
EDLI Admin | Employer’s Other | EDLI Admin | Current Lia- | No As computed
Charges @ 0.01% | Charges Charges (A/c | bilities value
No.22)
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i. PF Administrative Charges @ 1.10% Pay Head Creation
Go to Gateway of Tally > Payroll Info > PayHeads > Create
In the Pay Heads Creation screen,

1. Type PF Admin Charges @ 1.10% as the Name of the Pay Head
2. Select Employer’s Other Charges in the field Pay Head Type
3. In Statutory Pay Type field, select Admin Charges (A/c No. 2) as shown

Pay Head Creation Spectrum Software Solutions
MName . PF Admin Charges @ 1.10% Total Op. Bal.
(alias)

Pay Head Info
Pay Head Type . Employer’s Other Charges
Statutory Pay T B Admin Charges (A/c No. 2 :
Ungey TR THRE Ditoct Exponses — " | EDLI Admin Charges (A/c No. 22)
' EDLI Contribution (A/c Mo, 217
Affect Net Salary ? No
Calculation Type . As User Defined Value

Opening Balance { on 1-Apr-2009) :

Figure 4.7 PF Admin Charges Pay Head creation

4. Specify the group as Current Liabilities in the Under field and press Enter
5. Set Affect Net Salary to No

6. The Calculation Type is defaulted automatically as As Computed Value and Calculation
Period as Months

7. The Rounding Method is defaulted to Normal Rounding and 1 defaulted as the rounding
Limit
8. In the Computation Info section,
o On PF Gross is selected automatically in the Compute field
o Specify 1-4-2009 as the Effective From date
o Specify 6500 in the Amount Upto column
u]

Select Percentage as the Slab Type and specify 1.10% in the Value Basis field and press
Enter
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The completed PF Admin Charges @ 1.10% Pay Head Creation screen is displayed as shown:

Pay Head Creation Spectrum Software Solutions
Mame . PF Admin Charges @ 1.10% Total Op. Bal.
(alias)
Pay Head Info Computation Info
Pay Head Type . Employer’s Other Charges | Compute . On PF Gross
Statutory Pay Type . Admin Charges (A/c No. 2) Effective From Amount | Slab Type |Value Basis
Under . Current Liabilities From Amount Upto
1-Apr-2009
Affect Net Salary 2 No 6,500.00| Percentage 1.10 %
Calculation Type . As Computed Value
Calculation Period . Months
Rounding Info
Rounding Method : Nermal Rounding Limit 1 Accept?
Opening Balance { on 1-Apr-2009) : Yes or No

Figure 4.8 Completed Pay Head Creation - PF Admin Charges

9. Press Enter to accept

ii. EDLI Contribution @ 0.5% Pay Head Creation
Go to Gateway of Tally > Payroll Info > PayHeads > Create
In the Pay Heads Creation screen:

1. Type EDLI Contribution @ 0.5% as the Name of the Pay Head
2. Select Employer’s Other Charges in the field Pay Head Type.
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3. In Statutory Pay Type filed select EDLI Contribution (A/c No. 21) as shown

Pay Head Creation Spectrum Software Solutions
MName . EDLI Contribution @ 0.5% Total Op. Bal.
(alias)

Pay Head Info

Pay Head Type . Employer’s Other Charges
. o Admin Charges (A Mo, 2)
Statutory Pay T B EDLI Contribution (Afc No. 21 ;
Ungey TR THRE Direct Expenses | EDLI Admin Charges (A/c No. 22
' EDLI Contribution
Affect Net Salary ? No
Calculation Type . As User Defined Value

Opening Balance { on 1-Apr-2009) :

Figure 4.9 EDLI Contribution Pay Head Creation

4. Specify the group as Current Liabilities in the field Under and press Enter
5. Set Affect Net Salary to No
6. In the Computation Info screen,

o Inthe Compute field, On PF Gross is selected by default.

o Specify 1-4-2009 as the Effective From date (In case of a revision in pay structure, you
can define the revised computation information for the given pay head, by giving the effec-
tive from date)

o The From Amount column is automatically skipped, assuming it to be zero. Enter 6500 in
the Amount Upto column.

Select Percentage as the Slab Type from the List of Slabs
Specify 0.5% in the Value Basis field and press Enter
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The completed EDLI Contribution @ 0.5% Pay Head Creation screen is displayed as shown:

Pay Head Creation Spectrum Software Solutions
MName . EDLI Contribution @ 0.5% Total Op. Bal.
(alias)
Pay Head Info Computation Info
Pay Head Type . Employer’s Other Charges | Compute . On PF Gross
Statutory Pay Type . EDLI Contribution (A/c No. 21) Effective From Amount | Slab Type |Value Basis
Under : Current Liabilities From Amount Upto
1-Apr-2009
Affect Net Salary 2 No 6,500.00| Percentage 0.50 %
Calculation Type . As Computed Value
Calculation Period . Months
Rounding Info
Rounding Method : Nermal Rounding Limit 1 Accept?
Opening Balance { on 1-Apr-2009) : Yes or No

Figure 4.10 Completed Pay Head for EDLI Contribution

7. Press Enter to accept and save the Pay Head

iii. EDLI Administrative Charges @ 0.01% Pay Head Creation
Go to Gateway of Tally > Payroll Info > PayHeads > Create
In the Pay Heads Creation screen,

1. Type EDLI Admin Charges @ 0.01% as the Name of the Pay Head
2. Select Employer’s Other Charges in the field Pay Head Type
3. In Stautory Pay Type filed select EDLI Admin Charges (A/c No. 22)
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The Pay Head Creation screen is displayed as shown:

Pay Head Creation Spectrum Software Solutions
MName . EDLI Admin Charges @ 0.01% Total Op. Bal.
(alias)

Pay Head Info

ployer's Other Charges
Pay Head Type . Employer’s Other Charges
Statutory Pay Type B EDLI Admin Charges (A/c No. 22) | Admin Charges (AfC No. 2

EDLI Admin Charg

Und . Direct E =

neer S EDLI Cantribution (A/ No. 21]
Affect Net Salary ? No
Calculation Type . As User Defined Value

Opening Balance { on 1-Apr-2009) :

Figure 4.11 EDLI Admin Charges Pay Head Creation

= Set Minimum Rs 2/Employee to Yes if you want the EDLI Admin Charges to be mini-
mum Rs. 2.

When the option Minimum Rs 2/Employee is set to Yes, the EDLI Admin
Charges for each employee is minimum Rs. 2 or actual value as calculated.

I

NGM When this option is set to No the EDLI Admin Charges are calculated as per
the specified formula.

4. Specify the group as Current Liabilities in the field Under and press Enter
5. Set Affect Net Salary to No
6. In the Computation Info screen,

o On PF Gross is selected in the Compute field, by default

o Specify 1-4-2009 as the Effective From date

o The From Amount column is automatically skipped, assuming it to be zero. Enter 6500 in
the Amount Upto column

Select Percentage as the Slab Type from the List of Slabs
Specify 0.01% in the Value Basis field and press Enter
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The completed EDLI Admin Charges @ 0.01% Pay Head Creation screen is displayed as

shown:

Pay Head Creation

MNare
(alias)

. EDLI Admin Charges @ 0.01%

Spectrum Software Solutions

Total Op. Bal.

Pay Head Info
. Employer’s Other Charges

. EDLI Admin Charges (A'c No. 23
? Yes

: Current Liabilities

Pay Head Type

Statutory Pay Type
Minimum Rs 2/Employee

Under

Affect Net Salary ? No

. As Computed Value
. Months

Calculation Type

Calculation Period

Computation Info

Rounding Info

Rounding Method : Nermal Rounding Lirnit 1

Opening Balance

Compute . On PF Gross
Effective From Amount | Slab Type (Value Basis
From Amount Upto
1-Apr-2009
6,500.00| Percentage 0.01 %
Accept?
{ on 1-Apr-2009) : Yes or No

Figure 4.12 Completed pay Head for EDLI Admin Charges

7. Press Enter to accept and save the Pay Head.

lll. PF Payable Ledger
To process the Employer PF Contribution, create PF Payable Ledger as explained below:

Ledger

Pay Head Type

Under

PF Payable

Not Applicable

Current Liabilities

Go to Gateway of Tally > Payroll Info. > Payheads > Create

1. Type PF Payable in the Name field
2. In the Pay Head Type field select Not Applicable
3. Specify the Group as Current Liabilities in the Under field and press Enter
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The completed PF Payable Ledger creation screen is displayed as shown:

Pay Head Creation Spectrum Software Solutions
Marme . PF Payable _ Total Op. Bal.
(alias)
Pay Head Info
Pay Head Type -1 Not Applicable
Under : Current Liabilities
Accept?
Opening Balance { on 1-Apr-2009) : Yes or No

Figure 4.13 Completed PF Payable Ledger Creation

4. Press Enter to accept.

IV. PF Admin Expenses Ledger

To process the Employer Other Charges (PF Admin, EDLI Contribution and EDLI Admin
expenses), create PF Admin Expenses Ledger as explained below:

Ledger Under
PF Admin Expenses | Indirect Expenses

Go to Gateway of Tally > Accounts Info. > Ledgers > Create

1. In the Name field, type PF Admin Expenses
2. Specify the group as Indirect Expenses in the field Under and press Enter
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The completed PF Admin Expenses Ledger creation screen is displayed as shown:

Ledger Creation Spectrum Software Solutions
Name  : PF Admin Expenses _Total Op. Bal.
[alizs)
Mailing Details
Under . Indirect Expenses Warme .
Address
Inventory values are affected ? No

State
FIM Code

Tax Information
PN # T Mo :

Salea Tax Mo.

Accept?

Opening Balance {on 1-Apr-2009) : wes ar [

Figure 4.14 PF Admin Expenses Ledger Creation

3. Press Enter to accept

4.2 Salary Details setup

Once the required Employer Contribution Pay Heads and Admin Expenses ledgers are created,
the salary details of the Employee should be altered to constitute the Employer Contribution pay
head ledgers for automatic calculations based on the monthly payments made to the Employees.

Create / Alter Salary Details Master
To update the salary details Master of the Employees, follow the steps given below:
Go to Gateway of Tally > Payroll Info. > Salary Details > Alter

1. Select the Vijay Kumar one by from the List of Groups / Employees
2. Add the Pay Heads Employer EPS @ 8.33% and Employer EPF @ 3.67%
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The completed Salary Details screen is displayed as shown:

Salary Details Alteration

Ctrl + M E3

Spectrum Software Solutions

Variable Pay
Professional Tax

Employee’s PF Contribution @ 12%
Employee’s ESI Contribution @ 1.75%
Gratuity Expenses (Provisional)

Employer EPS @ 8.33%

Employer EPF @ 3.67%

Name . Vijay Kumar {549)
Under . Administration
 Primary)
Salary Details
Effective Pay Head Rate Per Pay Head Type Calculation Type Computed On
From
1-Apr2009
Basic Pay 10,000.00| Months| Earnings for Employees On Attendance
House Rent Allowance Earnings for Employees As Computed Value| Basic Pay
Conveyance 800.00| Months| Earnings for Employees Flat Rate
Overtime Pay 55.00| Hrs | Earnings for Employees On Production

Earnings for Employees As User Defined Value
Employees’ Statutory Deductions| As Computed Value| On Current Earnings Total
Employees’ Statutory Deductions| As Computed Value| Basic Pay

Employees’ Statutory Deductions| As Computed Value| sk Pay-+ Hous Rent Afwanee) + Comveancy + Oveting oy
Gratuity

Employer's Statiory Contributi
Employer's Statiory Contributi

As Computed Value| Basic Pay
As Computed Value| Enployee'sPF Contrbution & 12%- Employer B @18.33%

Accept ?

Yes or No

Figure 4.15 Salary Details Alteration Screen

Similarly, include Employee Contribution Pay Heads in the Salary Details Masters of other
employees.

¥ 4

Notas

o

Vi.

It is necessary to include Employer Contribution Pay Heads (i.e.,
Employer PF and Employer Pension Fund Pay Heads in the Salary
Structure of the Employee, to automate the Computation of Employer
PF Contribution on the basis of payments made to Employees.

While, including the Employer Contribution Pay Heads in the Salary
Details master, the order of precedence in which the Pay Heads are
included must on the basis of their calculation criteria i.e.,

Earning Pay Heads
Deduction Pay Heads

iii. Professional Tax or Income Tax Pay Heads (if any)

Employee PF Contribution Pay Heads
Employer PF Contribution Pay Heads

Gratuity (Gratuity is calculated on Basic Pay + DA, hence Gratuity Pay
Head can be sequenced in the Salary details of an Employer in any
order after Earnings Pay Heads).
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4.3 Processing Employer PF Contribution

In Tally.ERP 9, you are required to process Employer PF Contributions, PF Admin Charges sepa-
rately and make the payment towards PF comprising of Employees’ PF Contribution, Employer
PF Admin Expenses through a combined challan.

Follow the steps explained below to process Provident Fund.

Go to Gateway of Tally > Payroll Vouchers

1. Press Ctrl+F4 for Payroll Voucher

2. Press F2, specify the date as 30-04-2009 and press Enter

3. Press Alt+A (Payroll Auto Fill) to automate the employee payroll details

4. In the Payroll Auto Fill subscreen,
o Select PF Contribution from the Process List drop down as shown

. T ES| Contribution
Process for 8 PF Contribution Sl
From (blank for beginning) - 1-8-2009 PF Contribution
To (blank for end) - 31-8-2009 Salary
Employee Category - Primary Cost Category

Employee/Group -4 Al tems
Payrall Ledger :

Figure 4.16 Payroll Auto Fill - Process List Selection

Tally.ERP 9 provides the following predefined processes that will help in process-
ing Payroll transactions:

/
\ (%f g i. ESI Contribution: This process is selected to automate computation
of Employer ESI Contribution.

ii. PF Contribution: This process is selected to automate computation
of Employer PF Contribution

iii. Salary: This process is selected to automate computation of Salaries
payable to Employees.

s Specify 1-4-2009 and 30-4-2009 in the From and To Date fields respectively
m  Select Primary Cost Category in the Employee Category field

m  Select All Items as Employee/ Group field (To process, for a particular group /
Employee select the respective Employee / group, as required)
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m  Select PF Payable Ledger from the list of Ledger Accounts drop down in the Payroll
Ledger field as shown

Payroll Auto Fill ectrum Software Solutions ctrl+ M B
List of Ledger Accounts
Cash
ESl| Payable
HDFC Bank

Salary Payable

Payroll Auto Fill

Process far - PF Contribution

From (blank for beginning) - 1-4-2009

To (blank for end) © 30-4-2009

Employee Category - Primary Cost Category

Employee/Group -4 All ltems
Payroll Ledger :

Figure 4.17 Employee Filters screen — Payroll Ledger Selection

The values for the Employer PF contributions are prefilled in the Payroll Voucher for PF Contribu-
tion process.
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The Payroll Voucher for Employer PF Contribution is displayed as shown:

roll Youcher Creation

Spectrum Software Solutions

Pay Period : 1-Apr-2009 to 30-Apr-2009

No. 2 30-Apr-2009
Thursday
Payroll Auto Fill - (Salary)
Account: PF Payable
Cur Bal_ 0.00 Cr
Particulars Amount
Primary Cost Category 3.120.00 Cr
Ajay
Employer EPS @ 8.33% 541.00 Dr Cur Bal 841.00 Dr
Employer EPF @ 3.67% 239.00 Dr Cuwr Bal 239.00 Dr
Mahesh 780.00 Dr
Employer EPS @ 8.33% 541.00 Dr Cur Bal: 541.00 Dr
Employer EPF @ 3.67% 239.00 Dr Cur Bzl 239.00 Dr
Rahul 780.00 Dr
Employer EPS @ 8.33% 541.00 Dr Cur Bal: 541.00 Dr
Employer EPF @ 3.67% 239.00 Dr Cur Bal 239.00 Dr
Vijay Kumar 780.00 Dr
Employer EPS @ 8.33% 541.00 Dr Cur Bal: 541.00 Dr
Employer EPF @ 3.67% 239.00 Dr Cur Bal 239.00 Dr
Narration: 3,120.00 Cr

Figure 4.18 Payroll Voucher Creation - PF Contribution

5. Press Enter to accept
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The completed Payroll Voucher for Employer PF Contribution is displayed as shown:

Payroll Youcher Creation Spectrum Software Solutions

ctrl+ M B

No. 2 30-Apr-2009
Thursday
Payroll Auto Fill - (Salary)
Account: PF Payable
Cur Bal 0.00 Cr
Particulars Amount
Primary Cost Category 3.120.00 Dr
Ajay 780.00 Dr
Employer EPS @ 8.33% 541.00 Dr Cur Bal: 541.00 Dr
Employer EPF @ 3.67% 239.00 Dr Cur Bal: 239.00 Dr
Mahesh 780.00 Dr
Emplayer EPS @ 8.33% 541.00 Dr Cur Bal: 541.00 Dr
Employer EPF @ 3.67% 239.00 Dr Cur Bal: 230.00 Dr
Rahul 780.00 Dr
Empleyer EPS @ 8.33% 541.00 Dr Cur Bal 541.00 Dr
Employer EPF @ 3.67% 239.00 Dr Cur Bal 239.00 Dr
Vijay Kumar 780.00 Dr
Emplayer EPS @ 8.33% 541.00 Dr Cur Bal: 541.00 Dr
Emnployer EPF @ 3.67% 239.00 Dr Cur Bal: 239.00 Dr
Marration: S.don oo o
Pay Period : 1-Apr-2009 to 30-Apr-2008
Y P P Accept?
Yes or No

Figure 4.19 Completed PF Contribution screen

6. Press Enter to accept.

4.4 Processing PF Admin Expenses

To process the PF Admin Charges, follow the steps given below:
Go to Gateway of Tally > Accounting Vouchers

1. Press F7 for Journal Voucher
2. Press F2, specify the date as 30-04-2009 and press Enter
3. Press Alt+A (Payroll Auto Fill) to prefill Employer’s Other Charges details

s Specify 1-4-2009 and 30-4-2009 in the From and To Date fields respectively

m  Select Primary Cost Category in the Employee Category field
m  Select All ltems in the Employee/ Group field
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s Select PF Admin Expenses Ledger in the Expense Ledger field

cirl + M B
List of Ledger Accounts

Other Charges Auto Fill rum Software Solutions

PF Admin Expenses

Other Charges Auto Fill

From (blank for beginning) - 1-4-2009

To (blank for end) - 30-4-2009

Employee Category - Primary Cost Category
Employee/Group -4 All ltems

Expense Ledger | EEEETT

Admin Charges (A/c No_ 2)
EDLI Contribution {Afc No. 21)
EDLI Admin Charges (A/c Mo. 22)

Figure 4.20 Employer’s Other Charges screen — Expenses Ledger Selection
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Other Charges Auto Fill

Select PF Admin Charges @ 1.10% Ledger in the Admin Charges (A/c No. 2) field
as shown

cirl + M B
[List of Admin Charpes Ledgers

ectrum Software Solutions

1 Not Applicable
PF Admin Charges @ 1.10%

Other Charges Auto Fill

From (blank for beginning) - 1-4-2009

To (blank for end) - 30-4-2009

Employee Category - Primary Cost Category
Employee/Group -4 All ltems

Expense Ladger - PF Admin Expenses
Admin Charges (A No. 2) 8>+ Admin Charges @ 1.10% |
EDLI Contribution (Afc No. 21) :

EDLI Admin Charges (A/c No. 22)

Figure 4.21 Employer’s Other Charges screen — Admin Charges Ledger Selection

Similarly, select EDLI Contribution @ 0.5% and EDLI Admin Charges @ 0.01% in
the EDLI Contribution (A/c No. 21) and EDLI Admin Charges (A/c No. 22) fields
respectively.
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The completed Employer’s Other Charges subscreen is displayed as shown:

Other Charges Auto Fill ectrum Software Solutions

Other Charges Auto Fill
From (blank for beginning) - 1-4-2009
To {blank for end) - 30-4-2009
Employee Category - Primary Cost Category
Employee/Group -4 All ltems
Expense Ledger - PF Admin Expenses
Admin Charges (Afc No. 2) - PF Admin Charges @ 1.10%
EDLI Contribution (A/c No. 21) - EDLI Contribution @ 0.5%
EDLI Admin Charges (Afc No. 22) 8 EDLI Admin Charges @ 0.01%

es (@

ctrl + M B
List of EDLI Charpes Ledgers

4 Mot Applicable

EDLI Admin Charg

Figure 4.22 Completed Employer’s Other Charges screen

= Press Enter
4. Type the details of the transaction in the Narration field
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The completed Employer PF Expenses Voucher is displayed as shown:

Accounting Youcher Creation Spectrum Software Solutions ctrl + M B
Journal Mo 1 30-Apr-2009
Thursday
Payroll Auto Fill - (Other Charges)
Account : PF Admin Expenses
Cur Bal 424.00 Dr
Particulars Amount
PF Admin Charges @ 1.10% 286.00
Cur Bal: 286.00 Cr
Primary Cost Category
Ajay 71.50 Cr
Mahesh 71.50 Cr
Rahul 71.50 Cr
Vijay Kumar 71.50 Cr
EDLI Contribution @ 0.5% 130.00
Cur Bal: 130.00 Cr
Primary Cost Category
Ajay 32.50 Cr
Mahesh 32.50 Cr
Rahul 32.50 Cr
Vijay Kumar 32.50 Cr
EDLI Admin Charges @ 0.01% 8.00
Cur Bal: 8.00 Cr
Primary Cost Category
Ajay 2.00 Cr
Mahesh 2.00 Cr
Rahul 2.00 Cr
1 more ... |
Marration: donn
FF Admin Expenses, EDLI Contribution and EOLI Admin expenses far
April 2009 Accept?
Yes or No

Figure 4.23 Completed PF Expenses Voucher screen

5. Press Enter to accept and save.

4.5 Payment of Provident Fund

In Tally.ERP 9, once the process for Employee and Employer contributions to Provident Fund is
implemented in the manner as discussed in earlier sections, the total amount payable to EPFO is
accumulated separately in three Ledger Accounts, PF Payable Account (Employer Contributions),
Employee PF Contributions and the PF Admin Charges Ledger. At the time of making the
payment to EPFO, a payment voucher is required to be passed.

To process the payment of Provident Fund, follow the steps given below:

Step 1: Create PF Payment Voucher
Go to Gateway of Tally > Accounting Vouchers

1. Press F5 for Payment Voucher
2. Press F2, specify 30-04-2009 as the Voucher Date and press Enter
3. Press Alt+A (Payment Auto Fill) to prefill PF details
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Select PF Challan in the Process for field from the Process List screen

Payment Auto Fil

ESI Challan
Process for d PF Challan
From {blank for beginning) - 1-4-2009 Professional Tax Payment
To (blank for end) - 30-4-2009 Salary Payment '
Voucher Date : o
Employee Categaory - Primary Cost Category
Employee/Group -4 All ltems
Bank / Cash Ledger - HDFC Bank
Payroll Ledger :

Payment Auto Fill

Figure 4.24 Employee Filters screen - Process Selection

Enter 1-4-2009 and 30-4-2009 in the From and To Date fields respectively

Specify 30-4-2009 in the Voucher Date field (This field is prefilled, if the voucher date is
specified during Voucher Entry)

Select Primary Cost Category in the Employee Category field
Select All ltems in the Employee/ Group field

Select HDFC Bank in the Bank / Cash Ledger field

Select PF Payable Ledger in the Payroll Ledger field

ectrum Software Solutions ctrl+ M B

List of Ledger Accounts

PF Payable
Salary Payable

Payment Auto Fill

Process for . PF Challan
From (blank for beginning) o 1-4-2009
To (blank for end) o 30-4-2009
Voucher Date - 30-4-2009
Employee Category - Primary Cost Category
Employee/Group -1 All ltems

Bank / Cash Ledger - HDFC Bank
Payroll Ledger :

Figure 4.25 Employee Filters screen - PF Ledger selection

4. Press Enter to prefill PF Payable Amount in respect of Employer Contributions during the
relevant month
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The Payment voucher is displayed as shown:

Accounting Youcher Creation

Spectrum Software Solutions ctrl + M B
Mao. 1 30-Apr-2009
Thursday
Payroll Auto Fill - (PF Challan)
Account: HDFC Bank
Cur Bal 8,93,548.00 Dr
Particulars Amount
PF Payable [ 3,120.00 |
Cur Bal: 0.00 Dr
Primary Cost Category
Ajay 780.00 Dr
Mahesh 780.00 Dr
Rahul 780.00 Dr
Vijay Kumar 780.00 Dr
Provide Details . No
Marration: 3,120.00

Figure 4.26 PF Payment Voucher with Employer PF Contribution details
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5. Press Enter again, to prefill the amount of Employee Contributions during the relevant

month
Accounting Youcher Creation Spectrum Software Solutions ctrl + M E
Mo 1 30-Apr-2009
Thursday
Payroll Auto Fill - (PF Challan)
Account: HDFC Bank
Cur Bal 8,93,548.00 Dr
Particulars Amount
PF Payable 3,120.00
Cur Bal: 0.00 Dr
Primary Cost Category
Ajay 780.00 Dr
Mahesh 780.00 Dr
Rahul 780.00 Dr
Vijay Kumar 780.00 Dr
Employee’s PF Contribution @ 12°% | 3,120.00 |
Cur Bal: 3,120,008 Cr
Primary Cost Category
Ajay 780.00 Dr
Mahesh 780.00 Dr
Rahul 780.00 Dr
Vijay Kumar 780.00 Dr
Provide Details . No
Marration: £.240.00

Figure 4.27 PF Payment Voucher - with Employee Contribution details
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6. Press Enter thrice again, to prefill EDLI Admin Expenses, EDLI Contribution and PF Admin

Charges during the

selected month as shown:

Accounting Youcher Creation Spectrum Software Solutions
Mo 1 30-Apr-2009
Thursday
Payroll Auto Fill - (PF Challan)
Account: HDFC Bank
Cur Bal: 8,93,548.00 Dr
Particulars Amount
t e 9 more
Primary Cost Category
Ajay 780.00 Dr
Mahesh 780.00 Dr
Rahul 780.00 Dr
Vijay Kumar 780.00 Dr
EDLI Admin Charges @ 0.01% 8.00
Cur Bal: 0.00 Dr
Primary Cost Category
Ajay 2.00 Dr
Mahesh 2.00 Dr
Rahul 2.00 Dr
Vijay Kumar 2.00 Dr
EDLI Contribution @ 0.5% 130.00
Cur Bal: 0.00 Dr
Primary Cost Category
Ajay 32.50 Dr
Mahesh 32.50 Dr
Rahul 32.50 Dr
Vijay Kumar 32.50 Dr
PF Admin Charges @ 1.10%
6 more ... |
Provide Details . No
Marration: 6.,664.00

7. Press Enter twice

Figure 4.28 PF Payment Voucher with Employer Other charges details

8. Set Yes in Provide Details field and press Enter
9. In the Provide Details subscreen,
m  Specify 245547 in the Cheque/ DD No. field

m  Specify 30-4-2009 in the Cheque/DD Date field
»  Specify 30-4-2009 in the Challan Date field

= Type the name of the Depositor in the Depositor Name field

m  Specify the name of the Bank on which the Cheque is drawn in the Bank Name field

The completed Provide Details subscreen is displayed as shown:

Provide Details

Cheque/DD Mo 245547
Chegue /DD Date : 30-Apr-2009
Challan Date : 30-Apr-2009

Depositor Mame : Mr. Ram

Bank Marme # HDFC Bank

Figure 4.29 Payment details subscreen
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10.Press Enter to go back to the PF Payment Voucher screen
11.Type the details of the transaction in the narration field
The completed PF Payment Voucher screen for the month of April 2009, is displayed as shown:

Accounting Youcher Creation

Spectrum Software Solutions

ctrl+ M B

Ma. 1 30-Apr-2009
Thursday
Payroll Auto Fill - (PF Challan)
Account: HDFC Bank
Cur Bal 8,93,548.00 Dr
Particulars Amount
. 16 more
Primary Cost Category
Ajay 2.00 Dr
Mahesh 2.00 Dr
Rahul 2.00 Dr
Vijay Kumar 2.00 Dr
EDLI Contribution @ 0.5% 130.00
Cur Bal: 0.00 Dr
Primary Cost Category
Ajay 32.50 Dr
Mahesh 32.50 Dr
Rahul 32.50 Dr
Vijay Kumar 32.50 Dr
PF Admin Charges @ 1.10% 286.00
Cur Bal: 0.00 Dr
Primary Cost Category
Ajay 71.50 Dr
Mahesh 71.50 Dr
Rahul 71.50 Dr
Vijay Kumar 71.50 Dr
Provide Details C Yes
Marration:
Ch. No.: 245547, PF Payment for April 2008 Accept?
Yes or No

Figure 4.30 Completed PF Payment Voucher screen

12.Press Enter to accept
Step 2: Print PF Payment Challan

o Press Pg UP from the Voucher Entry screen shown above
o Press Alt + P, the Voucher Printing screen is displayed as shown:

Printer
No. of Copies
Print Language : English

Voucher Printing

: Printer-02 (Me03:) Paper Type :

Ha|

Ad

(Frinting Dimensions)

Method : Meat Mode Paper Size : 32" ¢ 11.69% or (210 mm x 247 mm)
Page Range T Al Print Area @ (795" ¢ 11.34" or (202 mim x 258 mm)
Report Titles

Payment Voucher

{with Print Presview)

Print 7

Frint Challan ? Yes

Yes or No

Figure 4.31 Voucher Printing Screen
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o Inthe Voucher printing screen, select Yes in the Print Challan field
o Press Enter to Print

The printed PF Combined Challan for the month of April 2009 of M/s. Spectrum Software
Solutions is displayed as shown:

Original
COMBINED CHALLAN NO. 1,2, 10,21 & 22
EMPLOYEES' PROVIDENT FUND ORGANISATION
ESTABLISHMENT CODE NO. [KABNA2345100128] ACCOUNT GROUP NO. [KABMIZMGOMY PO BCHEQUE[  [JcesH] |
MM YYYY
Employees' Share 2009 DD MM YYYY
DUES FOR THE MOMTH OF: DATE OF PAYMENT :[30] 2009
Ermployer's Share 2009
Me. 1 M1 A 1
Total Mo, of Subscribers | 1 | 4 | ] 4 |
Total Wages Due [ 26.000.00) | 26,000.00] | 26.,000.00]
5l. No. Particulars AicNo. 1| Aic No.2 [Aic No. 10 Aic No. 21|Alc No. 22|  Total
MR- 1
1 |EMPLOYER'S SHARE OF CONT. 956.00 2,164.00)  130.00 3,250.00
2 |EMPLOYEES' SHARE OF COMT. 3,120.00 3,120.00
3 |ADM CHARGES 286.00 8.00|  294.00
4 |INSP. CHARGES
5§ |PEMNAL DAMAGES
B |MISC. PAYMENTIS.7Q INTEREST
7 |PAST ACCUMULATIONSIARREARS
Total| 4.076.00 286.00] 2,164.00] 130.00 8.00 6.664.00
Amount inwords . R, Sk Thousand Six Hundred Sisty Four Onlyd
(For Bank's use only)
MAME OF THE ESTABLISHMENT : Spectrum Software Solutions AmountReceivedRs, ([ ]
ADDRESS . 14, Mysore Roadl,,
Bangalore For Cheques only ]
Date of Presentation :|:|
MAME OF THE DERPOSITOR : Mr. Ram Dale of Realisaiion :|:|
5IGMATURE OF THE DEPOSITOR :
Branchame [ ]
Branch Code Mo. :|:|
{TO BE FILLED IN BY EMPLOYER'S)
NAME OF THE BANK [HDFC Bank CHEQUENO | 245547]  DATE[30-Apr-2009

Figure 4.32 Printed PF Payment Challan
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Lesson 5: Accounting for Employer ESI
Contributions

Lesson Objectives

On completion of this lesson, you will be able to

o Process Employer’s Contribution to Employees’ State Insurance (ESI)
o Payment of ESI Contributions
o Generate the ESI payment Challan

ESI Contribution refers to the amount payable to the Corporation by the Principal Employer in
respect of Employees and comprises of the amount payable by the employee as well as the
employer.

The employer is required to calculate and remit ESI Contributions comprising of employers' share
and employees' share on or before the 21st of the subsequent month in respect of salaries of the
related month. The Principal Employer should pay the Employer’s share of contribution @ 4.75%
in respect of every employee whether employed directly or through an immediate employer. And
the Employee’s share @ 1.75% has to be recovered by making a deduction from their wages for
the respective salary/wages period.

In case, if the employee is drawing upto Rs. 70/- as daily average wage, he is exempt from
payment of his share of contribution. However, the employer has to pay employer’s share of
4.75% of the Salary payable to the employees.

As discussed earlier, the statutory features viz., EPF & ESI etc., are required to be configured in
F11. Statutory & Taxation Features. In this section, we will discuss, recording of transactions
related to computation and contribution of Employee State Insurance.

109



Tty

POWER OF SIMPLICITY Accounting for Employer ESI Contributions

[llustration 1:
On 1st June 2009, the list of new joinees with their Salary details are given below:

Employee Name Department Date of Joining
Suresh Administration 1-6-2009
Rajesh Sales 10-6-2009

The Salary details for the above new employees are listed in the table below:

Pay Head Suresh rajesh
Basic Pay 4,500 5000
House Rent Allowance 40% 40%
Conveyance 600 800
Overtime Pay — —
Variable Pay User — defined
Gratuity Expenses (Provisional) Only for reporting purpose
Employee’s PF Contribution @ 12% Applicable based on Slab Rates
Employee’s ESI Contribution @ 1.75% Applicable based on Slab Rates
Profession Tax Applicable based on Slab Rates

The Attendance details for the month of June 2009 are given as shown:

Attendance/Production Vijay Rahul | Mahesh Ajay Suresh | Rajesh
Types Kumar

Present Days 26 21 20 22 23 21

Overtime hours 120 Min 600 Min

The Variable Pay details for the month of June 2009 are given as shown:

Particulars Vijay Rahul Mahesh Ajay Suresh Rajesh
Kumar
Variable Pay 0 0 0 0 0 0

The same is accounted as shown:

Create the above employees and their Salary details and then process the Salaries, PF Contribu-
tions for the month of June 2009, in the manner as discussed in the earlier chapters. In Tally.ERP
9, follow the steps given below to process Employer contribution towards Employees’ State Insur-
ance:

o Create Employer ESI Contribution Masters
o Alter/Modify Salary Details

o Processing Employer ESI Contribution

o Payment of ESI
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5.1 Creation of Employer ESI Contribution Masters

In Tally.ERP 9, Employer and Employee’s contribution towards Employees’ State Insurance (ESI)
are required to be created separately for appropriate Accounting and reporting. Create the
following ledgers in Tally.ERP 9:

o Employer Contribution Pay Head
o ESI payable Ledger

I. Create Employer ESI Contribution @ 4.75% Pay Head

Pay Head Pay Head Type Statutory Pay Under Affect Calculation
Name Type Net Type
Salary
Employer ESI | Employer’s Statu- | Employee Indirect No As Com-
@ 4.75% tory Contributions | State Insur- Expenses puted Value
ance

Go to Gateway of Tally >Payroll Info >Pay Heads >Create
In the Pay Heads Creation screen,

1. Type Employer ESI @ 4.75% as the Name of the Pay Head
2. Select Employer’s Statutory Contributions in the field Pay Head Type

3. Select Employee State Insurance in the Statutory Pay Type field from the Employer’s Stat-
utory Contributions drop down

Pay Head Creation Spectrum Software Solutions
MNare . Employer ESI @ 4.75% Total Op. Bal.
(alias)

Pay Head Info Employer's Statutory Contributions @

Pay Head Type . Employer's Statwory Contributions s Total
Statutory Pay Type M Employee State Insurance SI EE tl Isun:e Slab Type |Value Basis
Under . Direct Expenses ccount (A/C No. 10)
PF Account (Afc Mo. 1)
Affect Net Salary ? No [ [
Calculation Type . As Computed Value
Calculation Period . Months

Rounding Info
Rounding Methad : 4 Not Applicable

Opening Balance { on 1-Apr-2009) :

Figure 5.1 Pay Head Creation - Employer ESI

4. Specify the group as Indirect Expenses in the Under field and press Enter
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5. Set Affect Net Salary to No and press Enter
6. In the Calculation Type and Calculation Period fields, As Computed Value and Months are

defaulted automatically based on the Statutory Pay Type selected.

7. Select Normal Rounding as the Rounding Method and 1 as the rounding Limit and press
Enter

8. In the Computation Info screen,
o Select On Specified Formula in the Compute field and press Enter

o Inthe Compute subscreen,
s Select Basic Pay as the Add Pay Head function and press Enter

m  Select House Rent Allowance as the second Pay Head in the Add Pay Head Func-
tion

= Similarly, select Conveyance and Overtime Pay in the Add Pay Head function
The Compute sub-screen is displayed as shown:

putation On Specified Formula Spectrum Software Solutions

Basic Pay

Conveyance

EDLI Admin Charges @ 0.01%
EDLI Contribution @@ 0.5%
Employee's ESl Cantribution @ 1.75%
Employee's PF Contribution @ 12%

. : Employer EPF @ 3.67%
Compute : On Specified Formula Employer EPS @ B.33%
Function Pay Head Gratuity Expenses (Provisional)
House Rent Allowance
Add Pay Head Basic Pay Overtime Pa
Add Pay Head House Rent Allowance PF Admin Charges i@ 1.10%
Add Pay Head Conveyance Professional Tax
Add Pay Head W wariahle Pay

Figure 5.2 Employer ESI Pay Head Creation — Compute sub-screen
m  Select End of List and press Enter to accept the screen

Any Earning Pay component of a recurring nature will be subject to ESI calcu-
lation viz., Basic Pay, Dearness Allowance, House Rent Allowance, Convey-

j ance, Overtime Pay and so on.
Nﬂm If you wish to consider a Pay Head (not regular in nature) for ESI Computa-

tion but don’t want to consider the same for ESI Eligibility, then set the
option Exclude for ESI Eligibility to Yes in the Pay Head alteration screen.

The option Exclude for ESI Eligibility will be available in the Pay Head
screen by setting the option Allow to Exclude Pay Head for ESI Eligibility
from the Pay Head Configurations.
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o Specify 1-4-2009 in the Effective From date field and press Enter, the From Amount col-
umn is automatically skipped, assuming the amount to be zero

o The Amount Upto field is skipped and automatically defaulted with the amount specified in
the Payroll Statutory Details screen in F11: Satutory & Taxation

Select Percentage in the

Specify 4.75% as the Value Basis Percentage in the Value Basis field and press Enter

Pay Head Creation
MNare . Employer ESI @ 4.75%
(alias)

Slab Type field

Spectrum Software Solutions

Total Op. Bal.

Pay Head Info

Calculation Period . Months

Computation Info
. On Specified Formula

({Basic Pay + House Rent Allowance) +

Conveyance) + Overtime Fay

Amount
Upto

Slab Type |Value Basis

Pay Head Type . Employer’s Statwtory Contributions | Cornpute
Statutory Pay Type . Employee State Insurance | Specified Formula
Under . Indirect Expenses
Effective From
Affect Net Salary ? No From Amount
1-Apr-2009
Calculation Type . As Computed Value

Percentagermi

Rounding Method : Nermal Rounding

Rounding Info

Lirnit 1

Opening Balance { on 1-Apr-2009) :

Figure 5.3 Employer ESI Pay Head Creation

In Tally.ERP 9, the Earning Payheads which are selected for computation of Employer ESI contri-
bution are listed in the Specified Formula for easy reference. You can alter / modify the criteria for
calculation, by pressing Enter in the Compute field and redefining the Function Pay components.

o Specify 4.75% as the Value Basis Percentage in the Value Basis field and press Enter

o Press Enter to accept

113



Taly

POWER OF SIMPLICITY Accounting for Employer ESI Contributions

The completed Employer ESI Contribution Pay Head Creation screen is displayed as shown:

Pay Head Creation Spectrum Software Solutions
Mame . Employer ESI @ 4.75% Total Op. Bal.
(alias)
Pay Head Info Computation Info
Pay Head Type . Employer’s Statwtory Contributions | Cornpute . On Specified Formula
Statutory Pay Type . Employee State Insurance | Specified Formula @ ({Basic Pay + House Rent Allowance) +
Under . Indirect Expenses Conveyance) + Overtime Fay
Effective From Amount | Slab Type (Value Basis
Affect Net Salary ? No From Amount Upto
1-Apr-2009
Percentage 4.75 %
Calculation Type . As Computed Value
Calculation Perod . Months
Rounding Info
Rounding Method : Nermal Rounding Limit 1 Accept?
Opening Balance { on 1-Apr-2009) : Yes or No

Figure 5.4 Completed Employer ESI Pay Head

o Press Enter to accept.

Il. Create ESI Payable Ledger
Create ESI Payable Ledger as explained below:

Ledger Pay Head Type Under

ESI Payable Not Applicable Current Liabilities

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

1. Type ESI Payable in the Name field
2. In the Pay Head Type field select Not Applicable
3. Specify the group as Current Liabilities in the Under field and press Enter
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The completed ESI Payable Ledger creation screen is displayed as shown:

Pay Head Creation Spectrum Software Solutions
Mame . ESI Payable Total Op. Bal.
(alias)
Pay Head Info
Pay Head Type -1 Not Applicable
Under : Current Liabilities
Accept?
Opening Balance { on 1-Apr-2009) : Yes or No

Figure 5.5 ESI Payable Ledger Creation

4. Press Enter to accept

5.2 Salary Details setup

Once the required Employer Contribution Pay Heads are created, the salary details of the
Employees should be updated to constitute the Employer Contribution pay head ledgers for
automatic calculations based on the monthly payments made to the Employees.

Create / Alter Salary Details Master

To update the salary details for the Employees, follow the steps given below:
Go to Gateway of Tally > Payroll Info. > Salary Details > Alter

1. Select Vijay Kumar from the List of Groups / Employees

2. Tab down to the last line and select Employer ESI @ 4.75% Pay Head from the List of Pay
Heads

3. Press Enter to select End of List
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The completed Salary Details Alteration screen is displayed as shown:

Salar

Details Alteration

Spectrum Software Solutions

Ctrl + M E3

Variable Pay

Professional Tax

Employee’s PF Contribution @ 12%
Employee’s ESI Contribution @ 1.75%
Gratuity Expenses (Provisional)
Employer EPS @ 8.33%

Employer EPF @ 3.67%

Employer ESI @ 4.75%

Earnings for Employees
Employees’ Statutory Deductions
Employees’ Statutory Deductions
Employees’ Statutory Deductions
Gratuity

Employer's Statmtory Contribui

Employer’s Stattory Contributi

Employer’s Stattory Contributi

MNare : Vijay Kumar {549)
Under : Administration
 Primany)
Salary Details
Effective Pay Head Rate Per Pay Head Type Calculation Type Computed On
From
1-Apr 2009
Basic Pay 10,000.00| Months| Earnings for Employees On Attendance
House Rent Allowance Earnings for Employees As Computed Value| Basic Pay
Conveyance 800.00| Months| Earnings for Employees Flat Rate
Overtime Pay 55.00|Hrs | Earnings for Employees On Production

As User Defined Value
As Computed Value
As Computed Value
As Computed Value

As Computed Value
As Computed Value
As Computed Value

On Current Earnings Total
Basic Pay
e Py + ouse Rent Aowance) + Comvegance) + Overie Py

Basic Pay
Emphoyee's FF Contrbution @ 12% - Employer S @ 4.38%
(s Py House Rea Affanes} + ey + et oy

Accept?

Yes or No

4. Press Enter to Accept

Figure 5.6 Salary Details Alteration screen

ees.

Earning Pay Heads

ii. Deduction Pay Heads

Vi.

Vi

order).

iii. Employee PF Contribution Ledgers
Professional Tax or Income Tax Ledger (if any)
Employer PF Contribution Ledgers
Employer ESI Contribution Ledgers

It is necessary to include Employer ESI Contribution Pay Head in the
Salary Structure of the Employees, to automate the Computation of
Employer ESI Contribution on the basis of payments made to Employ-

While, including the Employer Contribution Pay Heads in the Salary
Details master, the order of precedence in which the Pay Heads are
included on the basis of their calculation criteria i.e.,

. Gratuity (Gratuity is calculated on Basic Pay + DA, hence Gratuity Pay
Head can be sequenced in the Salary details of an Employer in any

Similarly, include Employer ESI @ 4.75% Pay Head in the Salary details of all other Employees.
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5.3 Processing Employer ESI Contribution

In Tally.ERP 9, you can process Employer ESI Contributions and make the payment towards ESI
comprising of Employees’ and Employer’s ESI Contribution through a challan. To process the ESI
Contribution for June 2009, follow the steps given below:

Go to Gateway of Tally > Payroll Vouchers

. Press Ctrl+F4 for Payroll Voucher

2. Press F2, specify the date as 30-06-2009 and press Enter

3. Press Alt+A (Payroll Auto Fill) to prefill employee payroll details
4. In the Payroll Auto Fill subscreen,

o Select ESI Contribution from the Process List as shown:

=

Payroll Auto Fill Process List
-
Pracess far 8l ESI Contribution ES| Contribution
From {blank for beginning) - 1-4-2009 PF Contribution
To (blank for end) - 30-4-2009 Salary
Employee Category - Primary Cost Category

Employee/Group -4 All ltems
Payroll Ledger :

Figure 5.7 Payroll Autofill - ESI process selection

o Specify 1-6-2009 and 30-6-2009 in the From and To Date fields respectively
o Select Primary Cost Category as Employee Category field
o Select All ltems in the Employee/ Group field
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o Select ESI Payable Ledger in the Payroll Ledger field as shown:

Payroll Auto Fill rum Software Solutions

Payroll Auto Fill

Process for - ESI Contribution

From (blank for beginning) o 1-6-2009

To (blank for end) - 30-6-2009

Employee Category - Primary Cost Category

Employee/Group -4 All ltems
Payroll Ledger :

ctrl+M B
List of Ledger Accounts

Cash
ES| Payable
HDFC Bank
PF Payable
Salary Payable

Figure 5.8 Payroll Autofill — Payroll Ledger selection

5. Press Enter to accept and go back to the Payroll Voucher screen
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The completed Employer ESI Contribution Voucher Creation screen is displayed as shown:

roll Youcher Creation
MNo. T

Account : ESI Payable
Cur Bal: 0.00 Cr

Spectrum Software Solutions
30-Jun-2009
Tuesday

Payroll Auto Fill - (ESI Contribution)

Particulars

Amount

Primary Cost Category

Ajay

Employer ESI @ 4.75%
Mahesh

Employer ESI @ 4.75%
Rahul

Employer ESI @ 4.75%
Rajesh

Employer ESI @ 4.75%
Suresh

Employer ESI @ 4.75%
Vijay Kumar

Employer ESI @ 4.75%

Narration:

Pay Period : 1-Jun-200% to 30-Jun-2009

600.00 Dr

Dr Cur Bal:
Dr Cur Bal:

Dr Cur Bal:
307.00 Dr
307.00 Dr Cur Bal: 307.00 Dr
293.00 Dr
293.00 Dr Cur Bal: 293.00 Dr

Dr Cur Bal:

ooan an o

Accept?

Yes or No

6. Press Enter to accept

I

otes,

5.4 Payment of ESI

Figure 5.9 Completed ESI Voucher

o The Employer ESI contribution will be computed automatically upon

selection of ESI Contribution Process during Payroll Voucher Entry.
However, only for employees those who meet the criteria of monthly
earnings not exceeding the prescribed limits will be subject to ESI Con-
tribution.

o In the same way while processing Salaries, the Employees ESI Contri-

bution will also be computed based on the Eligibility amount prescribed
in F11: Statutory & Taxation Features.

In Tally.ERP 9, once the process for Employee and Employer contributions to Employee’s state
Insurance is implemented in the manner as discussed in earlier sections, the total amount
payable to ESIC comprising of Employee’s Contribution as well as Employer’s contribution to ESI
is accumulated separately in the ESI Payable Ledger. At the time of making the payment to ESIC,
a payment voucher is required to be passed.
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To process the payment of ESI and generate ESI Challan, follow the steps given below:

Step 1: Create ESI Payment Voucher
Go to Gateway of Tally > Accounting Vouchers
1. Press F5 for Payment Voucher
2. Press F2, specify the date as 30-06-2009 and press Enter
3. Press Alt+A (Payroll Auto Fill) to prefill employee payroll details
4. In the Payment Auto Fill subscreen,
o Select ESI Challan from the Process List as shown:

Payment Auto Fill Process List
ESI Challan I

Process for QESI Challan  MECEEGHEIER

From (blank for beginning) - 1-4-2009 Professional Tax Payment

To (blank for end) - 30-4-2009 Salary Payment ’
Voucher Date : o

Employee Category - Primary Cost Category

Employee/Group -4 All ltems

Bank / Cash Ledger - HDFC Bank

Payroll Ledger :

Figure 5.10 Employee Filters subscreen - ESI Process Selection

Specify 1-6-2009 and 30-6-2009 in the From and To Date fields respectively

Specify 30-6-2009 in the Voucher Date field (This field is prefilled, if the voucher date is
specified during Voucher Entry)

Select Primary Cost Category in the Employee Category field
Select All Items in the Employee/ Group field
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o Select HDFC Bank in the Bank / Cash Ledger field

Payment Auto Fill

rum Software Solutions

Process for

From (blank for beginning)

To (blank for end)
Voucher Date

Employee Category

Employee/Group

Bank / Cash Ledger

Payroll Ledger

Payment Auto Fill

- ESI Challan

1-6-2009

© 30-6-2009

© 30-6-2009

- Primary Cost Category
-4 All ltems

8 HDFC Bank

ctrl+M B
List of Ledger Accounts

Cash
HDFC Bank

Figure 5.11 Employee Filters Subscreen — Bank Ledger Selection
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o Select ESI Payable Ledger in the Payroll Ledger field

ctrl+M B
List of Ledger Accounts

Payment Auto Fill rum Software Solutions

ES| Payable
PF Payable
Salary Payable

Payment Auto Fill

Process for - ESI Challan
From (blank for beginning) o 1-6-2009
To (blank for end) - 30-6-2009
Voucher Date : 30-6-2009
Employee Category - Primary Cost Category
Employee/Group -1 All ltems

Bank / Cash Ledger - HDFC Bank
Payroll Ledger :

Figure 5.12 Employee Filters Subscreen - Payroll Ledger Selection

5. Press Enter to accept and go back to the Payment Voucher screen
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6. Press Enter to prefill the Employer’s ESI Contribution amount for the eligible Employees

Accounting Youcher Creation

Spectrum Software Solutions
MNo. 6 30-Jun-2009
Tuesday
Payroll Auto Fill - (ESI Challan)
Account: HDFC Bank
Cur Bal: 7,61,334.69 Dr
Particulars Amount
ESI Payable 600.00
Cur Bal: 0.00 Dr
Primary Cost Category
Ajay
Mahesh
Rahul
Rajesh 307.00 Dr
Suresh 293.00 Dr
Vijay Kumar
Provide Details . No
Marration: 600.00

Figure 5.13 ESI Payment Voucher with Employer Contributions
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7. Press Enter again, to prefill the Employee’s ESI Contribution amount against the eligible
Employees

Accounting Youcher Creation
MNo. 6

Spectrum Software Solutions

30-Jun-2009

Tuesday
Payroll Auto Fill - (ESI Challan)

Account: HDFC Bank
Cur Bal: 7,61.334.69 Dr
Particulars

Amount

ESI Payable 600.00
Cur Bal: 0.00 Dr
Primary Cost Category
Ajay
Mahesh
Rahul
Rajesh 307.00 Dr
Suresh 293.00 Dr
Vijay Kumar
Employee's ESI Contribution @ 1.75% | 221.00|
Cur Bal: 0.00 Dr
Primary Cost Category
Ajay
Mahesh
Rahul
Rajesh 113.00 Dr
Suresh 108.00 Dr
Vijay Kumar

Provide Details . No

MNarration:

821.00

Figure 5.14 ESI Payment Voucher with both Employee and Employer Contributions

8. Press Enter twice
9. Set Yes in the Provide Details field and press Enter

10.In the Provide Details subscreen, specify the Cheque / DD No., Cheque / DD Date and Bank
& Branch Code Details as shown:

Provide Details

Chegue/DD Mo : 234765
Chegue /DD Date - 30 Jun-2009
Challan Date - 30 Jun-2009

Bank & Branch Code BHDFC & 1002452_

Figure 5.15 Complete Provide Details subscreen

11. Press Enter to accept
12.Type the details of the transaction in the narration field
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The completed ESI Payment Voucher for the month of June 2009 is displayed as shown:

Accounting Youcher Creation
MNo. 6

Account: HDFC Bank
Cur Bal: 7,61,334.69 Dr

Spectrum Software Solutions

Payroll Auto Fill - (ESI Challan)

30-Jun-2009
Tuesday

Particulars

Amount

ESI Payable
Cur Bal: 0.00 Dr
Primary Cost Category
Ajay
Mahesh
Rahul
Rajesh 307.00 Dr
Suresh 293.00 Dr
Vijay Kumar
Employee's ESI Contribution @ 1.75%
Cur Bal: 0.00 Dr
Primary Cost Category
Ajay
Mahesh
Rahul
Rajesh 113.00 Dr
Suresh 108.00 Dr
Vijay Kumar

Provide Details L Yes

MNarration:
Ch. Mo.: 234763, ESI Contribution for June 2008,

600.00

221.00

ana an

Accept?

Yes or No

Figure 5.16 Completed ESI Payment Voucher

13.Press Enter to accept
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Step 2: Print ESI Payment Challan
o Press Pg UP from the above Voucher Entry screen
o Press Alt + P, the Voucher Printing screen is displayed as shown:

Voucher Printing

Printer : Printer-02 (MeO3:) Paper Type : Ad
No. of Copies H|
Print Language : English {Printing Dimensions]
Method : MNeat Mode Paper Size : @27 = 11.89% or 210 mm 297 mim)
Page Range T Al Print Area : (795" x 11.34%) or 202 mm x 288 mm)
Repont Titles
Payment Voucher
(with Print Preview) Print 7
Print Challan ? Yes Yes or No

Figure 5.17 ESI Voucher Printing Screen

o Inthe Voucher printing screen, select Yes in the Print Challan field
o Press Enter to Print
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The printed ESI Payment Challan for the month of June 2009 of M/s. Spectrum Software

Solutions is as shown:

EMPLOYEES' STATE INSURANCE CORPORATION
Challan Farm for Deposit in A/C Mo.1

Emplovers Code : KABNM12345/234234

Original

For Bank
Date Monhh ear
[30 ] [06 | [ 2000 |

Bank & Branch Code : HDFC & 1002452

Mame & Address of the Factary ar Establishment: Spectrum Software Solhutions, 14, Mysore Roaidl,, Bangalore

Mode of Payment [Tick mode used)

ChegquaDD Mo, : 234765

Cirawen an {Mame ofthe Bank) HOFC & 10024452

Mature of Payment [Tick]

Mo, of Employees 2

Ermployees' Contribution
Employver's Cantributian
Interest

Camages

Others

Total

Total Amount {inwards) Rs. Eight Hundred Twenty One Only.

R.0. Demand Letter Mo, & Date

Diate of Prezsentation Ciate of Clearing

BAMIC SEAL BAMIC SEAL

fAcknowledgement)
(to be filed by Depositon

Received R=. 821.00
{Rs. Eight Hundred Twenty One Only.)

Incashiby Cheque/DD Mo, 2347645 Dated I0-Jun-2009

{suhjectto realization) drawn on HOFC & 1002452
(Bank) in favour of ESIC AfC Mo

{Far Bank Branch Code see an reverse)

Cash DChequeD oo D

Dated [ 30 | [ 06 | [ 2009 |
hanih Year
Period of Contribution | 06 | [ 2009 |

HegularCDntn’butiunD Interest D DamagesD OlhemD
Rs. Ps.

Total Wages 12,626.00

221.00
600.00

821.00

Signature

Marme & Designation-Seal of Autharised Signatarny
Foruse in Bank

Bank Eerall Mo,

Date

Authorised signature & seal ofthe Receiving Bank

Mote:Please put crass &) mark in hlank boxes

Figure 5.18 Printed ESI Payment Challan
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Lesson 6: Payment of Professional Tax

6.1 Proce

On completion of this lesson, you will be able to:

o Process payment of Professional Tax

ssing of Professional Tax Payment

Professional Tax is applicable to those individuals or professionals in India who are involved in
any profession or trade. The state government of each state governs and administers the levy and
collection of Professional Tax in the respective State.The state is empowered with the
responsibility of structuring as well as formulating the professional tax criteria for the respective
state. Professional tax is charged on the income of Individuals, profits of business or gains in

vocations as

per the list Il of the Indian Constitution.

In India, Professional Tax slabs vary from state to state and some of the states have formulated
different professional tax slabs for men, women and senior citizens. The rates depend upon
profession, years in the profession and the amount of income or turnover and so on. In Karnataka,
the professional taxes leviable are as follows:

S.No

Salary or wage earners whose salary or wage or
both, as the case may be, for a month is,

Tax Amount

(@)

Less than Rs.5000

Rs. 0 Per month

(b)

Not less than Rs. 5,000 but less than Rs.8,000

Rs. 60 Per month

(©)

Not less than Rs.8,000 but less than Rs.10,000

Rs.100 Per month

(d)

Not less than Rs.10,000 but less than Rs.15,000

Rs.150 Per month

(e)

Rs. 15,000 and above

Rs.200 Per month
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The creation of Professional Tax Pay Head is discussed in detail in the Creation of Masters
chapter and the procedure to process Professional Tax Deduction from Employee Salaries is
discussed in detail in Processing Payroll in Tally.ERP 9 Chapter. In this section, we will discuss
the recording of transactions related to payment of Professional Tax.

[llustration 1:

On 30th April, 2009 M/s. Spectrum Software Solutions made a payment of Professional Tax
for the month of April 2009.

The same is accounted as shown:
Create Payment Voucher
Go to Gateway of Tally > Accounting Vouchers

1. Press F5 for Payment Voucher
2. Press F2, specify the date as 30-04-2009 and press Enter
3. Press Alt+A (Payroll Auto Fill) to prefill employee payroll details
4. In Employee Filters screen,
m  Select Professional Tax Payment from the Process List
m  Specify 1-4-2009 and 30-4-2009 in the From and To date fields respectively

m  Specify 30-4-2009 in the Voucher Date field (This field is prefilled, if the voucher date is
specified during Voucher Entry)

m  Select Primary Cost Category in the Employee Category field
m  Select All ltems in the Employee/ Group field
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s Select HDFC Bank in the Bank / Cash Ledger field

rum Software Solutions

ctrl+M B
List of Ledger Accounts

Payment Auto Fill

Cash
HDFC Bank

Payment Auto Fill

Process for . Professional Tax Payment
From (blank for beginning) o 14-2009
To (blank for end) - 30-4-2009

Voucher Date - 30-4-2009
Employee Category - Primary Cost Category
Employee/Group -4 All ltems

Bank / Cash Ledger 8 HDFC Bank

Payroll Ledger

Figure 6.1 Employee Filters screen - Payment Ledger Selection

m  Select Professional Tax in the Payroll Ledger field
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The completed Employee Filters screen will is displayed as shown:

ctrl+M B
List of Ledger Accounts

ectrum Software Solutions

Payment Auto Fill

Professional Tax

Payment Auto Fill

Process for . Professional Tax Payment
From (blank for beginning) o 14-2009
To (blank for end) - 30-4-2009

Voucher Date - 30-4-2009
Employee Category - Primary Cost Category
Employee/Group -1 All ltems
Bank / Cash Ledger - HDFC Bank
Payroll Ledger d Professional Tax ________|

Figure 6.2 Completed Employee Filters screen

s Press Enter to accept the screen and go back to the Payment Voucher screen
m  Press Enter to prefill the Professional Tax amount in the Payment Voucher
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The completed Professional Tax Payment Voucher is displayed as shown:

Accounting Youcher Creation Spectrum Software Solutions
Mo. 2 30-Apr-2009
Thursday
Payroll Auto Fill - (Professional Tax Payment)
Account: HDFC Bank
Cur Bal: 9,94,086.00 Dr
Particulars Amount
Professional Tax 750.00
Cur Bal: 0.00 Dr
Primary Cost Category
Ajay 150.00 Dr
Mahesh 200.00 Dr
Rahul 200.00 Dr
Rajesh
Suresh
Vijay Kumar 200.00 Dr
Provide Details C Yes
Marration: =cn oo
Ch. MNo. 245887, PT armount for April 2009. Accept?
Yes or No
Figure 6.3 Completed Professional Tax Payment Voucher
5. Press Enter to Accept.
Similarly, process the Professional Tax payments for other months.
o The creation of Professional Tax Pay Head is discussed in detail in Cre-
3 ation of Masters chapter.
NGM o The procedure to process Professional Tax Deduction from Employee
Salaries is discussed in detail in the chapter Processing Payroll in

Tally.ERP 9.
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Lesson 7. Tracking of Salary Advances / Loans

On completion of this lesson, you will be able to:

o Track Salary Advances / Loans and recoveries in Tally.ERP 9

Tally.ERP 9 helps you track Salary Advance / loans given to employees and provides the flexibility
to specify simple to complex criteria for Recovery of Salary Advances or loans viz., Flat or manual
deduction and provision of lumpsum loan recovery and so on. Tally.ERP 9 also allows you to
generate a Month wise break-up report for the amount of loan disbursed, recovery of instalments
made and balance amount of Loan / Salary advance. Further, you can also use the Interest Cal-
culation feature of Tally.ERP 9 to compute interest on loans to employee etc.

In Tally.ERP 9, tracking of Salary Advances / Loans paid to employees follow the steps given
below:

o Creation of Masters

o Modify / Alter Salary Details

o Payment of Salary Advance

o Recovery of Salary Advance

7.1 Creation of Masters

Tally.ERP 9 allows you to create different ledgers for different types of Loans / Salary Advances.
Create the following ledger:

Ledger Pay Head Type Under
Staff Salary Advance | Loans and Advances | Loans and Advances (Asset)
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I. Create Salary Advance Ledger
Go to Gateway of Tally > Payroll Info. > Pay Heads > Create

Type Staff Salary Advance in the Name field

Select Loans and Advances in the Pay Head Type field

Specify the group as Loans and Advances (Asset) in the Under field and press Enter
Set Affect Net Salary to Yes

Type Staff Salary Advance in Name to Appear in Salary Slip field

Select User Defined Value in the Calculation Type field

ok wnpE

The completed Staff Salary Advance Ledger creation screen is displayed as shown:

Pay Head Creation Spectrum Software Solutions
MNare . Staff Salary Advance _ Total Op. Bal.
(alias)
Pay Head Info
Pay Head Type . Loans and Advances
Under . Loans & Advances (Asset)
(Current Assets)
Affect Net Salary ? Yes
MNarne to appear in Payslip . Staff Salary Advance
Calculation Type . As User Defined Value
Accept?
Opening Balance { on 1-Apr-2009) : Yes or No
Figure 1.1 Salary Advance Ledger
7. Press Enter to accept.
The Calculation Type can be taken as Flat Rate if you wish to deduct the
| J’ Loan Amount in Flat installments (EMI's). In this case the Pay Head should
108 be removed from the Pay Structure after the entire amount is recovered from
N" - the Employee’s salary.
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7.2 Modify / Alter Salary Details

In order to deduct installments or for lumpsum recovery of Salary Advance from the monthly
salaries of the employees, it is essential to include Salary Advance / Loans ledgers in the Salary
Details master of the employees. Follow the steps given to update the Salary Details masters of
the Employees:

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

1.

Details Alteration screen appears

2
3.
4

. In the Salary Details Alteration screen,
Tab down to the last line and select Staff Salary Advance ledger in the Pay Head field
. Select End of List and press Enter

The completed Salary Details screen is displayed as shown:

Salary Details Alteration Spectrum Software Solutions Ctrl + M E3
MNare : Vijay Kumar {549)
Under : Administration
-+ Prirany)
Salary Details
Effective Pay Head Rate Per Pay Head Type Calculation Type Computed On
From
1-Apr 2009
Basic Pay 10,000.00| Months| Earnings for Employees On Attendance
House Rent Allowance Earnings for Employees As Computed Value| Basic Pay
Conveyance 800.00| Months| Earnings for Employees Flat Rate
Overtime Pay 55.00|Hrs | Earnings for Employees On Production
Variable Pay Earnings for Employees As User Defined Value
Professional Tax Employees’ Statutory Deductions| As Computed Value| On Current Earnings Total
Employee’s PF Contribution @ 12% Employees’ Statutory Deductions| As Computed Value| Basic Pay
Employee’s ESI Contribution @ 1.75% Employees’ Statutory Deductions| As Computed Value| (s Pay+ House Rent Aomance) + Conveyance) + Oretime Pay
Gratuity Expenses (Provisional) Gratuity
Employer EPS @ 8.33% Employer’s Statutory Contributions| As Computed Value| Basic Pay
Employer EPF @ 3.67% Employers Statutory Contributions| As Computed Value| Enployer's P Contribution § 12% - Employer E§ @ 3%
Employer ESI @ 4.75% Employer's Statutory Contributions| As Computed Value| (s Pay + House Rent Momance) + Conveyance) + Oretime Pay
Staff Salary Advance Loans and Advances As User Defined Value
Accept?
Yes or No
Figure 1.2 Completed Salary details alteration screen
5. Press Enter to accept.

Select Vijay Kumar from the List of Groups / Employees and press Enter, the Salary
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7.3 Payment of Salary Advance

In Tally.ERP 9, you may disburse the Salary advance / Loans to Employees using a Payment
Voucher as shown:

llustration 1:

On 2nd July, 2009 M/s. Spectrum Software Solutions paid Salary Advance to the following
Employees with the mode and amount of recovery.

Employee Name | Salary Advance Mode of Recovery Amount
(Rs.) Recovery (Rs.) per month

Rahul 10,000 | Monthly Salary 5,000

Rajesh 3,000 | Monthly Salary 1,500

The same is accounted as shown:

i. Create Payment Voucher
Setup:
o Press F12: Configure and set Use Single Entry mode for Pymt/Rcpt/Contra to No

Go to Gateway of Tally > Accounting Vouchers > Payment Voucher (F5)
1. Press F2 to change the date to 2-07-09
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2. In the Dr field, select Staff Salary Advance ledger from the list of ledgers

Accounting Youcher Creation Spectrum Software Solutions

Basic Pay
- Conveyance
Particulars EDLI Admin Charges @ 0.01%
EDLI Contribution @ 0.5%
ol Staff Salary Advance Employee's ESI Cantribution @ 1.75%
Cur Bal: Employee's PF Contribution @ 12%
Dr Employer EPF & 3.67%

Employer EPS @ 8.33%
Emplayer ES| @ 4.75%
ESI Payahle
Gratuity Expenses (Pravisional)
House Fent Allowance
Overtime Pay
PF Admin Charges @ 1.10%
PF Admin Expenses
PF Payable
Frofessional Tax

Salary Payahle

Variable Pay

MNarration:

Figure 1.3 Payment Voucher - Salary Advance Ledger selection

3. Specify 13000 in the Dr Amount field and press Enter, the Cost Allocations for subscreen
appears

4. In the Cost Allocations for subscreen,
o Select Primary Cost category in the Employee Category field

o Select the required Employee (Rahul) from the list of Cost Centres and press Enter
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The Cost Centre Allocations screen is displayed as shown:

Spectrum Software Solutions

Cost Centre Allocations

Primary Cost Cateioi

Adrministration

tahesh
| Rabtt
Ermployee Allocations for : Staff Salary Advance Rajesh
Upto: Rs. 13,000.00 Dr
Cost Category
Name of Employee Amount \S»’E'Jarffsl*?umar

Figure 1.4 Payment Voucher — Cost Centre Allocation screen

o Specify 10000 in the Amount field

o Similarly, select other Employee (Rajesh) from the List of Cost Centres and specify the

amount (i.e., 3,000)
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The Completed Cost Allocation for subscreen is displayed as shown:

Employvee Allocations for © Staff Salary Advance
Upto: Rs. 13,000.00 Dr

Cost Category
Name of Employee Amount

Primary Cost Category

Rahul 10,000.00
Fajesh 3,000.00
13,000.00

Figure 1.5 Cost Centre Allocation — Sub-screen

o Press Enter to accept and go back to the Payment Voucher

5. Select HDFC Bank in the Cr field and press Enter
6. Press Enter to accept the Amount
7. Type the details of the transaction in the narration field
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The completed Payment Voucher for Salary Advance is displayed as shown:

Accounting Youcher Creation
Mo, T

Spectrum Software Solutions

2-Jul-2009
Thursday
Particulars Debit Credit
Dr Staff Salary Advance 13,000.00
Cur Bal: 13.000.00 Dr
Primary Cost Category
Rahul 10,000.00 Dr
Rajesh 3,000.00 Dr
Cr HDFC Bank 13,000.00
Cur Bal: 7.46,913.69 Dr
Marration: 13,0008 4a-ano-on
Ch. Mo. (245539, salary advance given to Rahul and Chegue Mo-
245000 to Rajesh. Accept ?
Yes or No

Figure 1.6 Completed Payment Voucher
8. Press Enter to accept.

7.4 Recovery of Salary Advance

In Tally.ERP 9, you may deduct or recover Salary Advance / Loans from Employees in Install-
ments by defining the criteria for deduction while creating the Salary Advance Pay Head; i.e., Flat
rate or manual deduction by specifying a user-definable amount. To recover salary advance /

loan, follow the steps given below:

Process the Attendance Vouchers for the month of July 2009 in the manner discussed in earlier

chapters, based on the following details:

Attendance records for July 2009:

Attendance/ Pro- Vijay Rahul Mahesh Ajay Suresh Rajesh
duction Types Kumar
Present Days 26 24 22 25 21 20
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ii. Create Payroll Voucher
Go to Gateway of Tally > Payroll Vouchers
o Press Ctrl+F4 for Payroll Voucher

o Press F2, specify the date as 31-7-2009 and press Enter
o Press Alt+A (Payroll Auto Fill) to prefill employee payroll details

The Payroll Voucher Creation screen is displayed as shown:

In the Employee Filters screen,
Select Salary in the Process for field
Specify 1-7-2009 in the From field
Specify 31-7-2009 in the To field
Select All ltems as Employee/Group

Select Salary Payable in the Payroll Ledger field
o Press Enter to accept the screen and go back to Payroll Voucher

o Tab down to Staff Salary Advance ledger field of Rahul and specify 5000 as the amount
to be deducted

roll Youcher Creation

Spectrum Software Solutions

Pay Period : 1-Jul-2009 to 31-Jul-2009

MNo. 8 31-Jul-2009
Friclay
Payroll Auto Fill - (Salary)
Account : Salary Payable
Cur Bal: 0.00 Cr
Particulars Amount
!l 9 more
Enwployee's EST Corvibinbon @ 175% Cr Cur Bal 0.00 Cr
Staff Salary Advance Cr Cur Bal:
Mahesh 53,328.00 Dr
Basic Pay 38.077.00 Dr Cur Bal: 1,43.654.00 Dr
House Rent Allowance 15,231.00 Dr Cur Bal: 57.462.00 Dr
Conveyance 1.000.00 Dr Cur Bal: 4,000.00 Dr
Overtime Pay Dr Cur Bal 0.00 Dr
Variable Pay Dr Cur Bal: 1,000.00 Dr
Professional Tax 200.00 Cr Cur Bal: 800.00 Cr
Employee’s PF Contributien @ 1% 780.00 Cr Cur Bal: 780.00 Cr
Enwployee's EST Corvibinbon @ 175% Cr Cur Bal 0.00 Cr
Staff Salary Advance Cr Cur Bal:
Rahul 24,867.00 Dr
Basic Pay 18,462.00 Dr Cur Bal: 66.924.00 Dr
House Rent Allowance 7,385.00 Dr Cur Bal: 26,770.00 Dr
Conveyance Dr Cur Bal 0.00 Dr
Overtime Pay Dr Cur Bal 0.00 Dr
Variable Pay Dr Cur Bal:
Professional Tax 200.00 Cr Cur Bal: 800.00 Cr
Employee’s PF Contributien @ 1% 780.00 Cr Cur Bal: 780.00 Cr
Erpleyes's ES] Conribusion @ 175% Cr Cur Bal: 0.00 Cr
Staff Salary Advance ELINYCr Cur Bal 10.000.00 Dr
31 more ... |
Marration: 1,15,320.00 Dr

Figure 1.7 Payroll Voucher - Salary Advance Recovery Entry

o Similarly, tab down to Staff Salary Advance ledger field of Rajesh and specify 1500 as

the amount to be deducted
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o Similarly, enter the 1500 in Staff Salary Advance for Rajesh

The completed Payroll Voucher for July 2009 is displayed as shown:

roll Youcher Creation Spectrum Software Solutions
Mo. 8 31-Jul-2009
Friday
Payroll Auto Fill - (Salary)
Account: Salary Payable
Cur Bal: 0.00 Cr
Particulars Amount
e 40 more
Staff Salary Advance 1.500.00 Cr Cur Bal 1,500.00 Dr
Suresh 5.093.00 Dr
Basic Pay 3,635.00 Dr Cur Bal: 7.676.00 Dr
House Rent Allowance 1.454.00 Dr Cur Bal: 3,046.00 Dr
Conveyance 600.00 Dr Cuwr Balr 1.200.00 Dr
Overtime Pay Dr Cur Bal 0.00 Dr
Variable Pay Dr Cur Bal:
Professional Tax 60.00 Cr Cur Bal: 120.00 Cr
Employee’s PF Contributien @ 1% 436.00 Cr Cur Bal: 436.00 Cr
Enngployee’s ES1 Conwibuion @ 175% 100.00 Cr Cur Bal 100.00 Cr
Staff Salary Advance Cr Cur Bal:
Vijay Kumar 13.870.00 Dr
Basic Pay 10,000.00 Dr Cur Bal: 39.6715.00 Dr
House Rent Allowance 4,000.00 Dr Cur Bal: 15,846.00 Dr
Conveyance 800.00 Dr Cuwr Balr 3.200.00 Dr
Overtime Pay Dr Cur Bal 935.00 Dr
Variable Pay Dr Cur Bal: 2,000.00 Dr
Professional Tax 150.00 Cr Cur Bal: 650.00 Cr
Employee’s PF Contributien @ 1% 780.00 Cr Cur Bal: 780.00 Cr
Enwployee's EST Corvibinbon @ 175% Cr Cur Bal 0.00 Cr
Staff Salary Advance Cr Cur Bal:
Marration: iocoroonn
Pay Period © 1-Jul-2009 to 31-Jul-2008
ay Perio u 0 u Accept?
Yes or No
Figure 1.8 Completed Payroll Voucher
o Press Enter to accept.
If there are multiple Loans given to the Employees and if you wish to keep a
| J track of recovered loan amount against the Loan given, then you need to
08 pass a separate payroll voucher in ‘As Voucher’ format, as the bill-wise
N" ' details screen won'’t appear in the ‘As Pay Slip’ format.
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Lesson 8: Accounting for Pay Revision &
Arrears

On completion of this lesson, you will be able to:

o Record Pay Revisions and Arrears in Tally.ERP 9

Tally.ERP 9 provides a facility to process Arrears / Increments for a current Period as well as for a
prior period. It allows you to compute Arrears for a retrospective period, by defining the effective
date of such revisions or increments. Consider the following scenarios to understand the steps
involved in processing Salary revisions / Arrears calculation in Tally.ERP 9.

o Salary Revision / Arrear Calculation for Prior Period
o Salary Revision / Arrear Calculation for Current Period

8.1 Salary Revision / Arrear Calculation for Prior Period

Tally.ERP 9 allows you to record Arrear calculation voucher for all the eligible months separately
or together with the current month payroll voucher. For instance, in the below lllustration, for the
months from May 2009 to July 2009, the Payroll vouchers have been already processed and only
the arrear calculation needs to entered. In such cases, the Arrear calculation vouchers can be
passed on the last day of each applicable month separately or a single voucher can be passed
i.e., arrear calculation voucher for all preceeding months (from May 2009 to July 2009) plus
current month salaries, by defining the complete pay period i.e., 01-05-2009 to 31-08-2009.

[llustration 1:

On 5th August, 2009 M/s. Spectrum Software Solutions revised the Salaries for the
following Employees. Such arevision is effective from 1st May 2009.
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The revised Salary structure is as follows:

Employee / Pay Components

Basic | HRA

Conveyance

Variable Pay

Mahesh

50000 | 40%

2000

User-defined

Before processing the Payroll voucher for Salary revisions, it is essential to update the Salary
Details of the Employee, so as to take into consideration the declared Salary Revision / arrear

payment for/from the relevant period.

Step 1: Modify / Alter Salary Details

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

Select Mahesh from the List of Groups / Employees

m]

o Tab down to End of List, by pressing Enter

o Specify 01-05-2009 in the Effective From field and press Enter
m]

Salary Details Alteration

Spectrum Software Solutions

Select Copy From Previous Value from the Start Type drop down list

Ctrl + M E3

Overtime Pay

Variable Pay

Professional Tax

Employee’s PF Contribution @ 12%
Employee’s ESI Contribution @ 1.75%
Gratuity Expenses (Provisional)
Employer EPS @ 8.33%

Employer EPF @ 3.67%

Employer ESI @ 4.75%

Earnings for Employees
Earnings for Employees
Employees’ Statutory Deductions
Employees’ Statutory Deductions
Employees’ Statutory Deductions
Gratuity

Employer's Stattory Contribiti

Start Type P

MNare . Mahesh (550)
Under . Sales
 Primany)
Salary Details
Effective Pay Head Rate Per Pay Head Type Calculation Type Computed On
From

1-Apr 2009

Basic Pay 45,000.00 | Months| Earnings for Employees On Attendance

House Rent Allowance Earnings for Employees As Computed Value| Basic Pay

Conveyance 1,000.00| Months| Earnings for Employees Flat Rate

On Production

As User Defined Value
As Computed Value
As Computed Value
As Computed Value

As Computed Value
As Computed Value
As Computed Value
As User Defined Value

Staff Salary Advance
(REYEL] Copy From Previous Value

= tions
Copy From Parent Value

From Previous Value

Cop
Start Afresh

On Current Earnings Total
Basic Pay
e Py + ouse Rent Aowance) + Comvegance) + Overie Py

Basic Pay
Emphoyee's FF Contrbution @ 12% - Employer S @ 4.38%
(s Py House Rea Affanes} + ey + et oy

Figure 8.1 Salary Details Alteration Screen
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Start Type Options:

Copy From Parent Value: This option is selected, when the pay structure
details of the Parent group (to which Employee Group, the employee is
grouped under or falls) is required to be prefilled in the Salary details master.

Copy From Previous Value - This option is selected, when the pay structure
details of the Employee for a preceeding period is required to be prefilled for a
future period, in the Salary details master.

Start Afresh: This option is selected, when the pay structure details of the
Employee has to be created newly.

o Press Enter to prefill the pay structure (comprising of Earning & Deduction Pay Heads) of
the preceeding period for the specified period

o Press Enter on Basic Pay Pay Head and alter the amount to 50000

o Tab down to Conveyance Pay Head and alter the amount to 2000

o Press Enter to go to the End of List

The completed Salary Details screen is displayed as shown:

Salary Details Alteration Spectrum Software Solutions Ctrl + M E3
MNare . Mahesh (550)
Under . Sales
 Primany)
Salary Details
Effective Pay Head Rate Per Pay Head Type Calculation Type Computed On
From
. T mofe
Employee’s PF Contribution @ 12% Employees’ Statutory Deductions| As Computed Value| Basic Pay
Employee’s ESI Contribution @ 1.75% Employees’ Statutory Deductions| As Computed Value| (s Pay+ House Rent Aomance) + Conveyance) + Oretime Pay
Gratuity Expenses (Provisional) Gratuity
Employer EPS @ 8.33% Employer’s Statutory Contributions| As Computed Value| Basic Pay
Employer EPF @ 3.67% Employers Statutory Contributions| As Computed Value| Enployer's P Contribution § 12% - Employer E§ @ 3%
Employer ESI @ 4.75% Employers Statutory Contributions| As Computed Value) sk Pay+ House Rent Aowance) + Comvegance + Ovetine Py
Staff Salary Advance Loans and Advances As User Defined Value
1.May2009| Copy From Previous Value
Basic Pay 50,000.00 Months| Earnings for Employees On Attendance
House Rent Allowance Earnings for Employees As Computed Value| Basic Pay
Conveyance 2,000.00( Months| Earnings for Employees Flat Rate
Overtime Pay Earnings for Employees On Production
Variable Pay Earnings for Employees As User Defined Value
Professional Tax Employees’ Statutory Deductions| As Computed Value| On Current Earnings Total
Employee’s PF Contribution @ 12% Employees’ Statutory Deductions| As Computed Value| Basic Pay
Employee’s ESI Contribution @ 1.75% Employees’ Statutory Deductions| As Computed Value| (s Pay+ House Rent Aomance) + Conveyance) + Oretime Pay
Gratuity Expenses (Provisional) Gratuity
Employer EPS @ 8.33% Employer’s Statutory Contributions| As Computed Value| Basic Pay
Employer EPF @ 3.67% Employers Statutory Contributions| As Computed Value| Enployer's P Contribution § 12% - Employer E§ @ 3%
Employer ESI @ 4.75% Employer’s Statutory Contributions| As Computed Value) (s Pay + House Rent Ao
Staff Salary Advance Loans and Advances As User Defined Value Accept ?
Yes or No

u]

Press Enter to accept

Figure 8.2 Completed Salary revision screen
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Step 2: Arrear Calculation Voucher

Go to Gateway of Tally > Payroll Vouchers
o Press Ctrl+F4 for Payroll Voucher
o Press Alt+A (Payroll Auto Fill) to prefill employee payroll details
o Inthe Payroll Auto Fill subscreen

m  Select Salary in the Process for field
s Specify 1-5-2009 and 31-7-2009 in the From and To fields respectively

m  Select Mahesh as Employee/Group
»  Select Salary Payable in the Payroll Ledger field

The completed Auto Fill subscreen is displayed as shown:

Payroll Auto Fill

Process for Salary

From (blank for beginning) 1-5-2009

To (blank for end) 31-7-2009

Employee Category Primary Cost Category
Employee/Group IMahesh

Payroll Ledger g Salary Payable_ |

Figure 8.3 Payroll Auto Fill subscreen

m  Press Enter to automatically prefill the salary arrear amounts for the selected period
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The completed Payroll Voucher for Arrear calculation is displayed as shown:

Spectrum Software Solutions

roll Youcher Creation

Mo, 11 31-Jul-2009
Friclay
Payroll Auto Fill - (Salary)
Account : Salary Payable
Cur Bal: 0.00 Cr
Particulars Amount
Primary Cost Category 21,309.00 Dr
Mahesh 21,309.00 Dr
Basic Pay 13.078.00 Dr Cur Bal: 1,56,732.00 Dr
House Rent Allowance 5,231.00 Dr Cur Bal: 62,693.00 Dr
Conveyance 3,000.00 Dr Cur Bal: 7,000.00 Dr
Overtime Pay Dr Cur Bal 0.00 Dr
Variable Pay Dr Cur Bal: 1,000.00 Dr
Professional Tax Cr Cur Bal 0.00 Cr
Employee’s PF Contributien @ 1% Cr Cur Bal 0.00 Cr
Enwployee's EST Corvibinbon @ 175% Cr Cur Bal 0.00 Cr
Staff Salary Advance Cr Cur Bal:
Marration: YT W
Arrears Paid for Pay Period : 1-May-2009 to 31-Jul-2009
Y ¥ Accept?
Ves or No

Figure 8.4 Payroll Voucher — Arrear calculation

o Press Enter to Accept

Step 3: Payment of Arrears
Go to Gateway of Tally > Accounting Vouchers
o Press F5 for Payment Voucher
o Press F2, specify the date as 05-08-2009 and press Enter
o Press Alt+A (Payroll Auto Fill) to prefill payroll payment details
o Inthe Payroll Auto Fill subscreen,
m  Select Salary Payment in the Process for field
m  Specify 1-5-2009 and 31-7-2009 in the From and To fields respectively
m  Specify 05-08-2009 as Voucher Date
m  Select Primary Cost Category under Employee Category
m  Select Mahesh in Employee/Group field
m  Select HDFC Bank in the Bank / Cash Ledger
m  Select Salary Payable in the Payroll Ledger field
»  Press Enter to accept the screen
o Press Enter to prefill the salary arrears amount for the selected period
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The completed Salary Arrears Payment voucher of Mahesh for the period from May 2009 to July
2009 is displayed as shown:

Accounting Youcher Creation Spectrum Software Solutions
MNo. 15 31-Jul-2009
Friday
Account: HDFC Bank
Cur Bal: 6,04,338.98 Dr
Particulars Amount
Salary Payable 21,309.00
Cur Bal: 0.00 Dr
Primary Cost Category
Mahesh 21,309.00 Dr
Marration: YT
Ch. Mo. 234765, Salary Arrear Payment for Mahesh. Accept?
Yes or No
Figure 8.5 Salary Arrears Payment Voucher
o Press Enter to Accept.
The Salary Arrears / Increments may result in increase in Earning Pay com-
3 ponents which in turn may result in an increase in the tax liability i.e., an
108 increase in Basic Pay will result in an increase in HRA and such additional
N" : income will be liable to Income Tax or Payroll taxes viz., PF, ESI and PT. The

procedure to make payments of PF, ESI or PT has been discussed in the
previous chapters.
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8.2 Salary Revision / Arrear Calculation for current Period

[llustration 2:

On 15th August 2009, M/s. Spectrum Software Solutions revised the Salaries for the
following Employees. Such revision is effective from the current month i.e., August 2009.

The revised Salary structure is as follows:

Employee / Pay Components Basic | HRA | Conveyance | Variable Pay
Ajay 11000 | 30% 2000 | User-defined

The Attendance records for August 2009 is as follows:

Attendance/ Production Vijay Kumar | Rahul | Mahesh | Ajay | Suresh | Rajesh
Types

Present Days 26 22 25 26 26 26

Before processing the Payroll voucher for Salary revisions, it is essential to update the Salary
Details of the Employee to take effect the declared Salary Revision / arrear payment for/from the
relevant period.

Step 1: Modify / Alter Salary Details
Go to Gateway of Tally > Payroll Info. > Salary Details > Alter
o Select Ajay from the List of Groups / Employees
o Tab down to End of List, by pressing Enter
o Specify 01-08-2009 in the Effective From field and press Enter
o Select Copy From Previous Value from the Start Type drop down list
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The Salary Details Alteration screen is displayed as shown:

Salary Details Alteration Spectrum Software Solutions Ctrl + M E3
MNare . Ajay (551)
Under . Sales
 Primany)
Salary Details
Effective Pay Head Rate Per Pay Head Type Calculation Type Computed On
From
1-Apr 2009
Basic Pay 10,000.00| Months| Earnings for Employees On Attendance
House Rent Allowance 20.00| % Earnings for Employees As Computed Value| Basic Pay
Conveyance 2,000.00( Months| Earnings for Employees Flat Rate
Overtime Pay 100.00| Hrs | Earnings for Employees On Production
Variable Pay Earnings for Employees As User Defined Value
Professional Tax Employees’ Statutory Deductions| As Computed Value| On Current Earnings Total
Employee’s PF Contribution @ 12% Employees’ Statutory Deductions| As Computed Value| Basic Pay
Employee’s ESI Contribution @ 1.75% Employees’ Statutory Deductions| As Computed Value| (s Pay+ House Rent Aomance) + Conveyance) + Oretime Pay
Gratuity Expenses (Provisional) Gratuity
Employer EPS @ 8.33% Employer’s Statutory Contributions| As Computed Value| Basic Pay
Employer EPF @ 3.67% Start Tupe i i ions| As Computed Value| Employse’s A Contribution @ 1% Employer 575 § .31
Employer ESI @ 4.75% lart _ype tions| As Computed Value| (st Poy+ Hous Rent Alowance) + Conveyance) + Orertime ey
Staff Salary Advance _ As User Defined Value
R Copy From previous Value. RS ARCULEIIAZIT:
Copy From Previous Value
Start Afresh

StartType

Figure 8.6 Salary Details Alteration screen

Options

o Copy From Parent Value: This option is selected, when the pay struc-
ture details of the Parent group (to which Employee Group, the
employee is grouped under or falls) is required to be prefilled in the Sal-
ary details master.

Copy From Previous Value - This option is selected, when the pay
structure details of the Employee for a preceeding period is required to

be prefilled for a future period, in the Salary details master.

the Employee has to be created newly.

the preceeding period for the specified period
Press Enter on Basic Pay Pay Head and alter the amount to 11000

Press Enter on HRA Pay Head and alter the percentage to 30% (To alter the percentage,

Start Afresh: This option is selected, when the pay structure details of

Press Enter to prefill the pay structure (comprising of Earning & Deduction Pay Heads) of

ensure in F12: Configure, Allow to Override Slab Percentage is set to Yes)

Tab down to Conveyance Pay Head and alter the amount to 2000
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o Press Enter to go to the End of List

The completed Salary Details screen is displayed as shown:

Salary Details Alteration

Spectrum Software Solutions

Ctrl + M E3

MNare . Ajay (551)
Under . Sales
 Primany)
Salary Details
Effective Pay Head Rate Per Pay Head Type Calculation Type Computed On
From

! .. 2 mofe
House Rent Allowance 20.00| % Earnings for Employees As Computed Value| Basic Pay
Conveyance 2,000.00( Months| Earnings for Employees Flat Rate
Overtime Pay 100.00|Hrs | Earnings for Employees On Production
Variable Pay Earnings for Employees As User Defined Value
Professional Tax Employees’ Statutory Deductions| As Computed Value| On Current Earnings Total
Employee’s PF Contribution @ 12% Employees’ Statutory Deductions| As Computed Value| Basic Pay
Employee’s ESI Contribution @ 1.75% Employees’ Statutory Deductions| As Computed Value| (s Pay+ House Rent Aomance) + Conveyance) + Oretime Pay
Gratuity Expenses (Provisional) Gratuity
Employer EPS @ 8.33% Employer’s Statutory Contributions| As Computed Value| Basic Pay
Employer EPF @ 3.67% Employers Statutory Contributions| As Computed Value| Enployer's P Contribution § 12% - Employer E§ @ 3%
Employer ESI @ 4.75% Employer's Statutory Contributions| As Computed Value| (s Pay + House Rent Momance) + Conveyance) + Oretime Pay
Staff Salary Advance Loans and Advances As User Defined Value

1-Aug2009| Copy From Previous Value
Basic Pay 11,000.00| Months| Earnings for Employees On Attendance
House Rent Allowance 30.00| % Earnings for Employees As Computed Value| Basic Pay
Conveyance 2,000.00( Months| Earnings for Employees Flat Rate
Overtime Pay 100.00|Hrs | Earnings for Employees On Production
Variable Pay Earnings for Employees As User Defined Value
Professional Tax Employees’ Statutory Deductions| As Computed Value| On Current Earnings Total
Employee’s PF Contribution @ 12% Employees’ Statutory Deductions| As Computed Value| Basic Pay
Employee’s ESI Contribution @ 1.75% Employees’ Statutory Deductions| As Computed Value| (s Pay+ House Rent Aomance) + Conveyance) + Oretime Pay
Gratuity Expenses (Provisional) Gratuity
Employer EPS @ 8.33% Employer’s Statutory Contributions| As Computed Value| Basic Pay
Employer EPF @ 3.67% Employer’s Statmtory Contributions| As Compurted Value| Enplyse's PF Comributiind 1% - Emoloer B8 § L3
Employer ESI @ 4.75% Employer's Statwtory Contributions| As Computed Value| (jfhsk Pay + House fent
Staff Salary Advance Loans and Advances As User Defined Value Accept?

Yes or No

o Press Enter to Accept

Step 2: Record Attendance
Record Attendance voucher in the manner as explained in previous chapters.

Figure 8.7 Completed Salary Alteration screen
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The completed Attendance Voucher for August 2009 is displayed as shown:

Attendance Youcher Creation

Spectrum Software Solutions

Attendance MNo. 8 31-Auy-2009

Monday

Employee Name Attendance/Production Type Value Unit
Ajay Present Cur Bal: 111 Days 26 Days
Mahesh Present Cur Bal: 108 Days 25 Days
Rahul Present Cur Bal: 109 Days 22 Days
Rajesh Present Cur Bal: 67 Days 26 Days
Suresh Present Cur Bal: 70 Days 26 Days
Vijay Kumar Present Cur Bal: 129 Days 26 Days

Narration:

Attendance for the month of Audgust 2009, Accept?
Yes or No

Figure 8.8 Completed Attendance Voucher

Step 3: Process Payroll Voucher

Effective August 2009, the revised salary for Ajay will be computed automatically, while process-
ing Payroll voucher for the month of August along with the other employees or you may also

choose to process Ajay’s Payroll voucher separately, if required.

Go to Gateway of Tally > Payroll Vouchers
o Press Ctrl+F4 for Payroll Voucher

o Press Alt+A (Payroll Auto Fill) to prefill employee payroll details

o Inthe Payroll Auto Fill subscreen

Select Salary in the Process for field
Specify 1-8-2009 and 31-8-2009 in the From and To fields respectively

Select Ajay in the Employee/Group field

Select Salary Payable in the Payroll Ledger field

Press Enter to accept the screen

o Press Enter to prefill the salary amount (inclusive of increment amount) for the current
period
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The completed Payroll Voucher for August 2009 is displayed as shown:

roll Youcher Creation Spectrum Software Solutions
Mo. 12 31-Auy-2009
Munday
Payroll Auto Fill - (Salary)
Account : Salary Payable
Cur Bal: 0.00 Cr
Particulars Amount
! T more
Ajay
Basic Pay 11,000.00 Dr Cur Bal: 43.692.00 Dr
House Rent Allowance 3,300.00 Dr Cur Bal: 9.838.00 Dr
Conveyance 2,000.00 Dr Cur Bal: 10,000.00 Dr
Overtime Pay Dr Cur Bal: 2,400.00 Dr
Variable Pay Dr Cur Bal: 1,200.00 Dr
Professional Tax 200.00 Cr Cur Bal: 200.00 Cr
Employee’s PF Contributien @ 1% 780.00 Cr Cur Bal: 780.00 Cr
Enwployee's EST Corvibinbon @ 175% Cr Cur Bal 0.00 Cr
Staff Salary Advance Cr Cur Bal:
Mahesh 68,328.00 Dr
Basic Pay 48.077.00 Dr Cur Bal: 2,04.809.00 Dr
House Rent Allowance 19,231.00 Dr Cur Bal: 81.924.00 Dr
Conveyance 2,000.00 Dr Cur Bal: 9,000.00 Dr
Overtime Pay Dr Cur Bal 0.00 Dr
Variable Pay Dr Cur Bal: 1,000.00 Dr
Professional Tax 200.00 Cr Cur Bal: 200.00 Cr
Employee’s PF Contributien @ 1% 780.00 Cr Cur Bal: 780.00 Cr
Enwployee's EST Corvibinbon @ 175% Cr Cur Bal 0.00 Cr
Staff Salary Advance Cr Cur Bal:
Rahul 22,712.00 Dr
Basic Pay 16,923.00 Dr Cur Bal: 83.847.00 Dr
39 more ... |
Marration: 1,33,412.00 Dr
Pay Period : 1-Aug-200%9 to 31-Aug-2009

Figure 8.9 Completed Payroll Voucher

You may process Employer and Employee’s contribution to Provident Fund and Employee’s State
Insurance and payment of Profession Tax in the manner as discussed in the earlier chapters.
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On completion of this lesson, you will be able to:

o Process Salaries for Contract Employees

Tally.ERP 9 provides a simplified process for tracking and processing salaries for casual and
contract workers and helps in the generation of contract related reports. Tally.ERP 9 allows you to
process salaries for contractual employees for their services rendered during the agreed tenure.
You may compute salaries on hourly or production basis as agreed upon, by defining the required

criteria for the Pay components.

In this Chapter, we will discuss the recording of transactions related to computation of salaries for

Contractual employees.

llustration 1:

On 5th August 2009, M/s. Spectrum Software Solutions hired two persons on contract.

The list of employees along with the contract details is as follows:

S. No. | Name of Employee | Department/ Group | Tenure | Start Date | End Date
1 James Contract Employees | 6 Months | 5 Aug 09 | 5Feb 10
2 Vineet Contract Employees | 9 Months | 5 Aug 09 | 5 May 10
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The Salary details for the above contract employees is as shown:

Employee / Pay Heads | Basic Wages Overtime Local Conveyance
James 2000 50/ hr On Actuals
Vineet 2500 50/ hr On Actuals

The same is accounted for as shown:

In Tally.ERP 9, execute the following steps to process Salaries for Contract Employees:
o Create Employee Masters

Create Pay Heads

Record Attendance details

Create Salary Details

Process Payroll

O o o o

9.1 Create Employee Masters

As discussed in the earlier chapters, you need to create the following Employee Masters to:
1. Employee Group
2. Employees

I. Create Employee Group Master

Create a new Group Contract Employees by executing the following steps:

Go to Gateway of Tally > Payroll Info. > Employee Groups > Create
o Select Primary Cost Category from the List of Categories in the Category field
o Type Contract Employees in the Name field
o Select Primary in the Under field and press Enter

The completed Employee Group Creation screen is displayed as shown:

ployee Group Creation

Category . Primary Cost Category
Mame . Contract Employees
{ahas) ;
?
Under - 4 Primary Accept
Yas or No

Figure 9.1 Completed Employee Group Creation

o Press Enter to Accept

155



Taly

POWER OF SIMPLICITY

Processing Payroll for Contract Employees

Il. Create Employee Master

Go to Gateway of Tally > Payroll Info. > Employees > Create

o Select Primary Cost Category from the List of Categories in the Category field
o Type the Name of the Employee in the Name field
o Select Contract Employees in the Under field
o Type the Date of Joining as 05-08-2009
o Enter the other Employee Information.

The completed Employee Creation screen is displayed as shown:

ployee Creation

Spectrum Software Solutions

Category . Primary Cost Category

Name . James

(alias) :

Under . Contract Employees
 Primany)

Diate of Joining : 5-Aug-2009

Cctrl + M E

General Info

Emplayee Mumber  : 555
Designation . Executive
Funetion : Sales
Location . Bangalore
Gender . Male

Date of Birth : 4-Jun-1978
Blood Group . A Positive

Father / Mother Name © Mr. Anderson
Spouse Mame :

Payment Details

Bank Mame . HDFC Bank
Branch . Koramangala
Blank Afc Mumber ;001453524377

Statutory Details
Incame Tex Humber (FAN) . APD2435U5

EFPS Account Mumber
PF Account Mumber

Passport & Visa Details

Passport Mumber
Country of lssue
Passport Expiry Date :
“isa Nurnber :
“isa Expiry Date

Contract Details

Work Permit Mumber
Cantract Start Date © 5-Aug-2009

Address [P (Dt alfdelilig Contract Expiry Date : 5-Feh-20|
ES| Number :
Contact Humbers ESI Dispensary Mame Accept?
E-Mail ID ;. james@spectrum.com Yes or No
Figure 9.2 Employee Creation screen
Similarly, create other Employee Masters i.e., Vineet.
9.2 Create Pay Heads
Create the following Pay Heads:
Pay Head Pay Head Type Under Affect Net Calculation Calcula-
Salary Type tion Period
Basic Wages | Earnings for | Indirect Yes on Attendance | Months
Employees Expenses
Overtime Earnings for | Indirect Yes on Production | Months
Employees Expenses
Local Con- | Reimbursements | Indirect Yes As User -
veyance to Employees Expenses Defined Value
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i. Create Basic Wages Pay H

ead

Go to Gateway of Tally > Payroll Info. > Pay Heads > Create
The completed Basic Wages Pay Head creation screen is displayed as shown:

Pay Head Creation

MNare . Basic Wages
(alias)

Spectrum Software Solutions

Total Op. Bal.

Pay Head Type :

Under :
Affect Net Salary ?

MNarne to appear in Payslip :
Use for Gratuity ?

Calculation Type
Attendance / Leave with Pay
Leave without Pay

Calculation Period
Per Day Calculation Basis

Pay Head Info

. On Attendance
-1 Not Applicable
. Absent

. Months
. User Defined

Eamings for Employees
Indirect Expenses

Yes
Wages
No

Months of 26 Days

Rounding Info
Rounding Method : Nermal Rounding Lirnit 1

Accept?

Opening Balance { on 1-Apr-2009) :

Yes or No

o Press Enter to Accept.

Figure 9.3 Pay Head Creation — Basic \Wages

Similarly, create Overtime Pay Head with On Production as the Attendance Type.
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ii. Create Local Conveyance Pay Head
The completed Local Conveyance Pay Head Creation screen is displayed as shown:

Pay Head Creation Spectrum Software Solutions
Mame . Local Conveyance Total Op. Bal.
(alias)
Pay Head Info
Pay Head Type . Reimbursements to Employees
Under . Indirect Expenses
Affect Net Salary ? Yes
MNarne to appear in Payslip . Conveyance
Calculation Type . As User Defined Value
Accept?
Opening Balance { on 1-Apr-2009) : Yes or No

Figure 9.4 Pay Head Creation — Local Conveyance

o Press Enter to Accept.

iii. Salary Details setup
Create the salary details for the above contract employees as discussed in-the earlier chapters.
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The completed Salary Details creation screen for James is displayed as shown.

Salary Details Creation Spectrum Software Solutions Ctrl + M E
MNare . James (555)
Under . Contract Employees
 Primany)
Salary Details
Effective Pay Head Rate Per Pay Head Type Calculation Type Computed On
From

5-Aug-2009

Basic Wages 2,000.00( Months| Earnings for Employees On Attendance

Overtime Pay 50.00|Hrs | Earnings for Employees On Production

Local Conveyance Reimbursements to Employees| As User Defined Value

Accept?

Yes or No

Figure 9.5 Salary Details creation screen

o Press Enter to Accept.
Similarly, create the Salary Details for Vineet.

9.3 Record Attendance details

The Attendance and Overtime Details for Contract Employees for August 2009 is as shown.

Attendance/Production Type James Vineet
Absent 1 2
Overtime 15 Hrs 17 Hrs

Step 1: Create Attendance Voucher
Go to Gateway of Tally > Payroll Vouchers > Press Ctrl+F5 for Attendance Vouchers
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The completed Attendance Voucher for the Contract Employees is displayed as shown:

Attendance Youcher Creation

Spectrum Software Solutions

Attendance MNo. 9 31-Auy-2009
Monday
Employee Name Attendance/Production Type Value Unit
James Absent Cur Bal: 1 Days 1 Days
Vineet Absent Cur Bal: 2 Days 2 Days
Narration:
Attend details fi tract | far Aug 2009,
endance details for contract employees for Aug Accept?
Yes or No

o Press Enter to Accept

Figure 9.6 Completed Attendance Voucher

Step 2: Create Production Voucher
Go to Gateway of Tally > Payroll Vouchers > Press Ctrl+F5 for Attendance Vouchers
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The Production Voucher for Overtime hours is displayed as shown:

Spectrum Software Solutions

Attendance Youcher Creation

Attendance Ma. 10 31-Auy-2009

Monday

Employee Name Attendance/Production Type Value Unit
James Overtime Cur Bal: 15- 0.00 Hrs 15 Hrs
Vineet Overtime Cur Bal: 17- 0.00 Hrs 17 Hrs

Marration:

Overtime details fi tract | for A t 2009.
vertime details for contract employees for Augus Accept?

Yes or No

Figure 9.7 Completed Production Voucher

o Press Enter to Accept.

9.4 Process Payroll

On 31st August 2009, M/s. Spectrum Software Solutions processed salaries for the
contract employees through Cash. The Local Conveyance for August 2009 is as follows:

Reimbursements Particulars James Vineet
Local Conveyance 1250 1225

The same is accounted as shown:

Create Payroll Voucher
Go to Gateway of Tally > Payroll Vouchers > Press Ctrl+F4 for Payroll Voucher

161



Taly

POWER OF SIMPLICITY

Processing Payroll for Contract Employees

The completed Payroll Voucher for Contract Employees for the month of August 2009 will

appear as shown:

roll Youcher Creation

Spectrum Software Solutions

Mo. 15 31-Auy-2009
Monday
Payroll Auto Fill - (Salary)
Account . Cash
Cur Bal: 1,13,660.00 Dr
Particulars Amount
Primary Cost Category 7.613.00 Dr
James 3.615.00 Dr
Basic Wages 1.615.00 Dr Cur Bal: 1,615.00 Dr
Overtime Pay 750.00 Dr Cur Bal: 750.00 Dr
Local Conveyance 1.250.00 Dr Cur Bal: 1,250.00 Dr
Vineet 3.998.00 Dr
Basic Wages 1.923.00 Dr Cur Bal: 1,923.00 Dr
Overtime Pay 850.00 Dr Cur Bal: 850.00 Dr
Local Conveyance 1.225.00 Dr Cur Bal: 1,225.00 Dr
Marration: CW W0
Pay Period : 1-Aug-200%9 to 31-Aug-2009
Y g g Accept?
Yes or No

o Press Enter to Accept.

Figure 9.8 Completed Payroll Voucher
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Lesson 10: Payroll Reports

Payroll Reports help you ascertain the payroll expenses for a specified month or for year-to-date
(YTD) transactions for a particular employee/ group along with the Attendance and Production
details. You can also view the statutory forms required for Provident Fund and Employee State

Insurance. In Tally.ERP 9, the Payroll reports can be broadly categorized into two viz.,
o Payroll Reports
o Payroll Statutory Reports
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10.1 Payroll Reports

In Tally.ERP 9, you can generate the following Payroll related reports.

Chart showing Payroll Reports in Tally.ERP 9

Payroll S Reporis

Payroll Attendance
Statements Reports
> Payslip Aftendance ¥ Passport Expiry
Sheet
> Pay Sheet Attendance Ly Visa Expiry
Register
—>» Payroll Ly Contract Expiry
Statement
—» Payment
Advice
—» Payroll
Register
—» Employee Pay
Head Break-up

—» Pay Head
Employee Break-up

Figure 10.1 Payroll Reports in Tally.ERP 9
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We shall discuss each report in detail in the sections as explained below:
10.1.1 Pay Slip

A Pay Slip refers to a document issued to an employee, which itemises each component of his/
her earnings and deductions and the net amount paid for a given pay period. It provides particu-
lars on how the net amount has been arrived at i.e., how much money has been earned and how
much tax / deductions have been made.

Display Pay Slip

Go to Gateway of Tally > Display > Payroll Reports > Statements of Payroll > Pay Slip >
Single Pay Slip
o Select the required Employee and press Enter

The Pay Slip for the selected employee is displayed as shown:

Spectrum Software Solutions
Payslip for April-2009
Vijay Kumar

Ermployee MNumber . 549 Incore Tax Nurnber (PAN) . APD192D4D
Function . Administration PF Account Mumber . KABN/A8184/563
Designation . Manager ESI Mumber :
Location . Bangalore Passport Details - IND/BMN/PASS130/005
Bank Details . 001254624565, HOFC Bank, Koramangala Yisa Expiry Date :
Date of Joining o 1-Apr-2009
Attendance Details [ Value |
Present 26 Days
Eamings Amount Gross Salary | Deductions Amount Gross Salary
Basic 10,000.00 10,000.00( Professional Tax 200.00 200.00
House Rent Allowance 4,000.00 4,000.00( EPF @ 12% 780.00 780.00
Conveyance 800.00 800.00
Cwvertime Pay 825.00 825.00
“ariable Pay 1,500.00 1,500.00
Total Earnings 17.125.00 17,125.00| Total Deductions 980.00 980.00

Net Amount 16,145.00 16,145.00

Figure 10.2 Pay Slip

In Tally.ERP 9 Payroll, the Pay Slip can be configured to vertically display the details of attend-
ance, in terms of attendance or production, with Year to Date Values (YTD).
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o Press F12: Configure and set the following options to Yes

Configuration

Show Vertical Pay Slip 7 No
Show Employee Details 7 Yes
Show Passport Details 7 Yes
Show Visa Expiry Date 7 Yes
Show Joining Date 7 Yes

Show Attendance/Praduction Details 7 Yes
Show Attendance/Production Groups 7 Yes
Display Production Types in Tail Units 7 No

Show Year To Date Values Pl Yes
Show Gross Salary 7 No
Remave Zero Entries 7 No

far Attendance/Production alsa 7 Yes
Appearance of Employes Names - Name Only
Appearance of Pay Head Names : Payslip Name

Figure 10.3 Pay Slip F12: Configuration screen

Some of the options in F12: Configuration screen, are by default set to Yes
viz., Show Employee Details, Show Attendance/Production Details,
Show Attendance/Production Groups, Remove Zero Entries for Attend-
ance/Production also based on the Payroll Features / Payroll Statutory
features enabled during voucher entry.
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The F12:Configuration options in Pay Slip are explained as follows:

o

Show Vertical Pay Slip — Set this option to Yes to view / print the Pay
Slip in vertical format, i.e. align Deductions pay heads below Earnings
pay heads

Show Employee Details — Set this option to Yes to display employee
information as entered in the employee master

Show Passport Details — Set this option to Yes to display an
employee’s passport details

Show Visa Expiry Date — Set this option to Yes to display an
employee’s visa expiry date

Show Joining Date — Set this option to Yes to display the date of joining
for Employee

Show Attendance/Production Details — Set this option to Yes to dis-
play Attendance/Production information

Show Attendance/Production Groups — Set this option to Yes to dis-
play the grouping of the Attendance/Production data as defined during
the creation of Types

Display Attendance/Production Type in Tail Units — For compound
units used in Attendance/Production Type, set this option to Yes, to dis-
play the value of the Attendance/Production details in the Tail unit. If this
option is set to No, the Production units will display in primary units

Show Year To Date values — Set this option to Yes to display the cumu-
lative value of Attendance/Production records and Earnings /Deductions
for any given period

Show Gross Salary - Set this option to Yes by setting the ‘Show Year
To Date values’ to No, to view Gross Earnings and Deductions for any
given period

Remove Zero Entries — Set this option to Yes to remove the Earnings/
Deductions components with Zero value from the Pay Slip

For Attendance/Production also — Set this option to Yes to remove
Attendance/ Production records with zero values from the Pay Slip

Appearance of Employee Names — Select the appropriate name style
to appear in the Pay Slip (i.e., Alias (Name), Alias only, Name (Alias),
Name only)

Appearance of Pay Head Names — Select the appropriate name style
to appear for each Pay Head in Pay Slip (i.e. Alias(Name), Alias only,
Name(Alias), Name Only, Pay Slip Name)
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The Pay Slip with the above configurations is displayed as shown:

Spectrum Software Solutions

Payslip for April-2009
Vijay Kumar

Ermployee MNumber . 549 Incore Tax Nurnber (PAN) . APD192D4D

Function . Administration PF Account Number o KABNAE184/563

Designation . Manager ESI Mumber :

Location . Bangalore Passport Details - IND/BMN/PASS130/005

Bank Details . 001254624565, HOFC Bank, Koramangala Yisa Expiry Date :

Date of Joining o 1-Apr-2009

Attendance Details [ Apr09 [ YTD

Present 26 Days 26 Days

Eamings Apr09 YTD Deductions Apr09 YTD

Basic 10,000.00 10,000.00( Professional Tax 200.00 200.00

House Rent Allowance 4,000.00 4.000.00| EPF @ 12% 780.00 780.00

Conveyance 800.00 800.00

Cwvertime Pay 825.00 825.00

“ariable Pay 1,500.00 1,500.00

Total Earnings 17.125.00 17,125.00| Total Deductions 980.00 980.00
Net Amount 16,145.00 16,145.00

Figure 10.4 Pay Slip with YTD values

The Pay Slip now displays the Attendance with Present / Overtime details, Year to Date balance,
and so on. To view the Pay Slip in vertical form, press F12: Configure and set Show Vertical Pay

Slip to Yes.
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The Vertical Pay Slip is displayed as shown:

Spectrum Software Solutions

Payslip for April-2009
Vijay Kumar

Ermployee MNumber . 549 Incore Tax Nurnber (PAN) . APD192D4D

Function . Administration PF Account Mumber . KABN/A8184/563

Designation . Manager ESI Mumber :

Location . Bangalore Passport Details - IND/BMN/PASS130/005

Bank Details . 001254624565, HOFC Bank, Koramangala Yisa Expiry Date

Date of Joining o 1-Apr-2009

Attendance Details [ Apr09 YTD |

Present 26 Days 26 Days

Eamings Apr09 YTD

Basic 10,000.00 10,000.00
House Rent Allowance 4.000.00
Conveyance 800.00
Cwvertime Pay 825.00
Yariable Pay 1,500.00
Total Earnings 17.125.00 17.125.00
Deductions Apr09 YTD
Professional Tax 200.00
EFF @ 12% 780.00
Total Deductions 980.00
Net Amount 16,145.00 16,145.00

o You can view additional information in the Pay Slip, by pressing Alt+F1.

Figure 10.5 Configured Pay Slip with Vertical Display
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The detailed Pay Slip is displayed as shown:

Spectrum Software Solutions

Payslip for April-2009
Vijay Kumar

Ermployee MNumber . 549 Incore Tax Nurnber (PAN) . APD192D4D
Function . Administration PF Account Mumber . KABN/A8184/563
Designation . Manager ESI Mumber :
Location . Bangalore Passport Details - IND/BMN/PASS130/005
Bank Details . 001254624565, HOFC Bank, Koramangala Yisa Expiry Date :
Date of Joining o 1-Apr-2009
Attendance Details [ Apr09 [ YTD |
Attendance 2 L4200 fiislEe Mins
2 more ... |
Eamings Apr09 YTD
Basic 10,000.00 10,000.00
Payroll 1 J-1008 10,000.00
House Rent Allowance 4.000.00 4.000.00
Payroll 1 J-1008 4,000.00
Conveyance 800.00 800.00
Payroll 1 J-1008 &00.00
4 more ... |
Total Earnings 17.125.00 17.125.00
Deductions Apr09 YTD
Professional Tax 200.00 200.00
Payroll 1 J-1008 200.00
EFF @ 12% 780.00 780.00
Payroll 1 J-1008 780,00
Total Deductions 980.00 980.00
Net Amount 16,145.00 16,145.00

Figure 10.6 Detailed Pay Slip

The voucher number, date and the number of attendance or payroll records are displayed as
shown in the above image. This is very useful when multiple attendance/payroll vouchers are
entered for the same payroll period. You can drill down to the voucher level for reference or to
effect an alteration by pressing Enter on the required record.

\. r%ff s

WV

Period Button — By default, the Pay Slip for the current month is displayed.
However, you can change the period by pressing F2: Date and defining the
required date. This button can be used to display multiple period payroll infor-

mation to view/print a consolidated Pay Slip.

Employee Button — From the existing Pay Slip of an employee, you can tog-

gle between employees by pressing F4: Employee.
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Printing Pay Slip
o Press Alt+P from the Pay Slip screen, the Printing Pay Slip screen is displayed as

shown:
Printing Pay Slip
Printer : Printer-02 (Me03:) Paper Type : A4
Na. of Copies 21
Print Language : English {Frinting Dimensions)
ethod : Meat Mode Paper Size : (827" £ 1168 ar @10 mm « 297 mm)
Page Range : All Print Area : (795" £ 11.34" ar (202 mm % 288 mm)
Report Titles
Pay Slip
with Print Preview)
Without Date Range of Repor, Without Page Mumbers
Height of PaySlip (inches) 210
Width of PaySlip (inches) - 7.50
Space to leave on top (default 0.25) - 0.25
Space to leave on left (default 0.5) - 0.50
Show YWertical Pay Slip ? No Show Year To Date Walues ? Yes
Show Employee Details ? Yes Show Gross Salary ? No
Show Passpont Details ? Yes Remove Zero Entries ? Yes
Show Yisa Expiry Date ? Yes for Attendance/Production also ? Yes
Show Jaining Date ? Yes Appearance of Mames . Na
Show Attendance/Production Details 7 Yes Show Authorised Signatary ? Ye Print ?
Show Attendance/Praduction Groups ? Yes Show Pay Slip Mote . No|
Display Production Types in Tail Units 7 No Show Pay Slip Message ? Ye Yas No

Figure 10.7 Pay Slip Print Configuration screen

Some of the configuration in the Printing screen, are similar to F12: Configure and can be config-
ured from either of the screens. Additionally, the Show Authorised Signatory option is available
in the above screen.

o Inthe Printing Pay Slip screen, press Backspace and enable the required option as
required
o Press Enter to Print
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The printed Pay Slip of Mr. Vijay Kumar is displayed as shown:

Spectrum Software Solutions
14, Mysore Road,

Bangalare
Payslip
for April-2009
Vijay Kumar

Employee Mumber : 549 Income Taw Hurnber (PAN): APD192D4D
Function - Administration PF Account Number: KA/BN/15154/563
Designation . Manager ESI Mumber :
Location . Bangalore Passport Details - IND/BMN/PASS130/005
Bank Details - 001254624565, HOFC Bank, Koramangala  Visa Expiry Date
Date of Joining  © 1-Apr-2009
Attendance Details Apr09 YTD
COvertime 900.00 Mins| 900.00 Mins
Present 26 Days 26 Days
Earnings Apro09 YTD Deductions Apro09 YTD
Basic 10,000.00 10,000.00| Professional Tax 20000 20000
House Rent Allowance 4,000.00 4,000.00| EPF & 12% 780.00 780.00
Conveyance 800.00 800.00
Crvertime Pay 825.00 825.00
“ariable Pay 1,500.00 1,500.00
Total Earnings 17,125.00 17,125.00| Total Deductions 980.00 980.00

Net Amount 16,145.00 16,145.00
Amaunt (in words) : for Spectrum Software Solutions

Rs. Sixteen Thousand One Hundred Faorty Five Cnly

Authorised Signatory

Figure 10.8 Printed Pay Slip
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Emailing

Pay Slip

Go to Gateway of Tally > Display > Payroll Reports > Statements of Payroll > Pay Slip >
Single Pay Slip
o Select the required Employee and press Enter

u]

Press Alt+M, the Mailing Pay Slip screen is displayed as shown:

Mailing Pay Slip

E-Mail Server

Server Address :

{Name:Port, Default Port is 25|

Use SSL :

{Choose Yes, if using Secured SIMTP Server)

Use SSL On Standard Port

{Choose Yes, if using SSL on Default'Standard SMTP Por)
From . Spectrum Software Solutions
From E-Mail Address  : sales@spectrum.com
Authentication User Name:

{Only if required)

Password :

Format s HTML (Web-Publishing)
Resolution c 1024 x 768

To E-Mail Address - vijay@spectrum.com

CC Ta (if any) -4 None
Subject : Pay Slip
Additional Text (if any)

Information sent : As Attachment

Show Vertical Pay Slip 7HNo
Show Employee Details 7 Yes
Show Passport Details 7 Yes
Show Visa Expiry Date 7 Yes
Show Joining Date 7 Yes
Show Attendance/Production Details 7 Yes
Show Attendance/Production Groups 7 Yes
Display Production Types in Tail Units 7 No

Show Year To Date Values ?Yes
Show Grass Salary 7HNo
Remove Zera Entries ?No

for Attendance/Production also ?Yes
Appearance of Names

Show Authorised Signatory Mail 7
Show Pay Slip Note

Show Pay Slip Message Yes or No

Figure 10.9 Mailing Pay Slip sub screen

In the Mailing Pay Slip screen,

Specify the SMTP Server Name in the Email Server field

Press Enter to accept the From & From E-mail Address fields (The company name &
Email id is defaulted from the company master, however you can modify the same)

Specify the Authentication User Name and Password, if required

Set Use SSL to No

Select HTML (Web publishing) in the Format field
Select the required Resolution from the Resolutions drop down
Press Enter to accept the To Email Address (The Employee address is defaulted from

the Employee Master, however, you

may modify as required)

Enter the other information as required
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The completed Mailing Pay Slip configuration screen is displayed as shown:

Mailing Pay Slip

E-Mail Server : 4 User defined To E-Mail Address - vijay@spectrum.com
Server Address : smip.spectrum. com CC To (if any) -4 None

{Name:Port, Default Port is 25 Subject “Pay Slip

Use SSL ~ MNo Additional Text (if any)

{Choose Yes, if using Secured SMTP Server)
Use SSL On Standard Port - No

{Choose Yes, if using SSL on Defaull/Standard SMTP Por)
From - Spectrum Software Solutions

From E-Mail Address  : payroli@spectrum.com
Authentication User Mame:

{Only if required) Information sent - As Attachment
Password :
Format - HTML (Web-Publishing)
Resolution : 1024 x 768
Show Vertical Pay Slip 7 No Show Year To Date Values 7 Yes
Show Employee Details 7 Yes Show Gross Salary 7 No
Show Passport Details 7 Yes Remove Zero Entries 7 No
Show Visa Expiry Date 7 Yes for Attendance/Production also 7 Yes
Show Joining Date 7 Yes Appearance of Names
Show Attendance/Production Details 7 Yes Show Authorised Signatory Mail 7
Show Attendance/Production Groups 7 Yes Show Pay Slip Note
Display Production Types in Tail Units 7 No Show Pay Slip Message Yes or No

Figure 10.10 Completed Mailing Pay Slip sub screen
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[u]

Mailing Pay Slip Configurations

o

o

Email Server — Name of the SMTP mail server should be specified.

From - The From field is prefilled with the name of your Company as
specified in the Company Creation screen. You can change the same if
you want some other name to be displayed.

From E-mail Address is pre-filled with the Company’s e-mail address
as filled during the Company Creation.

Authentication User Name and Password field should be filled if your
SMTP Server needs Authentication for sending e-mails.

Use SSL - This is set to Yes for the servers using the Secured Socket
Layer protocol for extra security reasons.

Format - you can select the format in which the Pay Slip should be
viewed by the mail recipient.

Resolution - appropriate resolution for the Emailed Pay Slip can be
selected in this field.

To E-Mail Address - this will be selected automatically if the e-malil
address is provided in the Employee Master. Or else, you need to spec-
ify the same at the time of emailing.

CC To (if any) - If you want the Pay Slip to be sent to another e-mail
address, it can be specified here.

Subject - specify the Subject of email to be seen by the user.

Additional Text (if any) - This will appear in the body of the email that is
sent.

Information Sent - The option to send the E-mail as an Attachment or
as a direct view can be selected here.

Other options are similar same as Pay Slip Configurations.

Press Enter to Email the Pay Slip
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The Pay Slip sent by e-mail when viewed from the mail box of the employee is as shown:

Employee Number:

Spectrum Software Sclutions
14, Mysore Road,
Bangalore

Pay Slip for April-2008
Vijay Kumar

549

Amaount (in words)

Function: Administration

Designation: Manager

Location: Bangalore

Bank Details: 001254624565, HDFC Bank, Koramangala

Date of Joining: 1-Apr-2008

Attendance Details Apr-09 YTO
Cvertime 15-0.00 Hrs 15-0.00 Hrs
Fresent 26 Days 26 Days
Earnings Apr-09 YTO

Basic 10,000.00 10,000.00
House Rent Allowance 4,000.00 4,000.00
Conveyance 800.00 800.00
Overtime Pay 825.00 825.00
Variable Pay 1,500.00 1,500.00
Total Earnings 17,125.00 17,125.00

Rs. Siteen Thousand One Hundred Forty Five Only

Income Tax Mumber (PAN). APD192040
FF Account Mumber: KABMN/ME8184/563
ESI Number:
Fassport Details:
Viza Expiry Date:

IND/BM/PASS130/005

Deductions Apr-09
Frofessional Tax 200.00
EPF @ 12% 780.00
ESl@ 1.75%

Staff Salary Advance

Total Deductions 980.00
Net Amount 16,145.00

This i= a Computer Generated Pay Slip

200.00
780.00

980.00
16,145.00

Exporting Pay Slip to MS Excel

Figure 10.11 Emailed Pay Slip

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

Single Pay Slip

o Select the required Employee and press Enter
o Press Alt+E, the configuration screen to select the required format appears as shown:
o Inthe Export screen, specify the details as shown:
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The completed Export screen is displayed as shown:

Exporting Pay Slip

Language

Format

Export Location
Output File Name
Output Sheet Name
Update existing file

- Yes

. Default (All Languages)
. Excel (Spreadsheet]

. C:\Tally.ERP9
. Pay Slip.xls
. Pay Slip

with Colour

Excel (Spreadsheet) Formatting © Yes

- Yes

Export ?

Yes or No

Figure 10.12 Export Pay Slip screen

The Pay Slip exported into Excel will appear as shown:

A B | [& | D E F [ [E]

1 Spectrum Softhware Salutions
[ 2 | 14, Mysore Road,
T Bangalore

4 Payslip for April-2009

o] Vijay Kumar
TEmployee Mumber: 549 Income Tax Mumber (PAM): ARPD192D4D
| 7 |Function: Administration PF Account Mumber: KABMITE184563
?Designation: Manager ESI Murmber:
[ 9 |Location: Bangalare Fassport Details: IMCUBMPASST 30/005
W Bank Details: 001254624565, HDFC BantYisa Expiry Date:

11 |Date of Joining: 1-Apr

12 |Attendance Details Value

13 | Overtime 15- 0.00 Hrs

14 |Present 26 Davs

15 |[Earnings Amount  |Gross Salary |Deductions Amount | Gross Salary
16 |Basic 10000.00 10000.00|Professional Tax 200.00 X00.00
17 |House Rent Allowance 4000.00 4000.00|EPF i@ 12% TE0.00 Ta0.o0
18 | Conveyance £00.00 £00.00
[ 19 | overtime Pay 825.00 825.00

20 |Variable Pay 1500.00 1500.00

1 Total Earnings |Total Deductions 980.00 980.00
2
ﬁ Amount {in words) for Spectrum Software Solutions
[ 24 | Rs. SBixteen Thousand Cne Hundred Forty Five Only
E Authorised Signatory
| 26 |

27

Figure 10.13 Exported Pay Slip

The Pay Slip can also be exported to pdf, jpeg or other formats as per the requirement.

10.1.2 Multi Pay Slips

Tally.ERP 9 provides the flexibility to print, E-Mail or export selected or all Pay Slips on Click of a

Button.

Before E-mailing the Pay Slips to all Employees, you can check whether the Email ID’s are entred

correctly for all Employees.
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E-mail IDs
To check the E-Mail IDs entered,

Go to Gateway of Tally > Display > Payroll Reports > Statements of Payroll > Pay Slip > E-
Mail IDs

E-Mail IDs Spectrum Software Solutions cirl + M E
For Exceptions Only
Particulars [ Contact Number [ E-Mail ID

Figure 10.14 E-Mail IDs - Exceptions Only

The above report displays the Employees’ for whom the E-Mail iD’s are either not entered or
incorrectly entered. You can press Ctrl+Enter to add or alter the E-Mail ID’s for the required

Employees.To view the E-Mail ID’s for all Employees you can press F5: All Items from the above
report.
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The E-Mail IDs report for all the Employees is as shown:

E-Mail IDs Spectrum Software Solutions Ctrl + M B
For All Employees
Particulars Contact Number E-Mail ID
Ajay ajay@spectrum.com
Mahesh mahesh@spectrum.com
Rahul rahul@spectrum.com
Rajesh 080-52525354 rajesh@spectrum.com
Suresh 080-23425234 suresh@spectrum.com
Vijay Kumar 080-55669875 vijay@spectrum.com
Vineet vineet@spectrum.com

Figure 10.15 E-Mail I1Ds for All Employees

E-Mail/Print/Export Multi Pay Slips
To E-Mail/Print/Export all the Pay Slips or selected Pay Slips,

Go to Gateway of Tally > Display > Payroll Reports > Statements of Payroll > Pay Slip >
Multi Pay Slips
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o Select the appropriate Employee Category and Employee Group in the Employee Fliters
subscreen as shown:

Employee Filters rum Software Solutions

Mame of Employee Category - 4 All Items

Mame of Employee / Group - RGNS

ctrl+ M B
[List of Employees / Group

1 All Items
Administration {Graup |
Ajay

Contract Employees (Groug )
James

IMahesh

Rahul

Rajesh

R&D (Groug )
Sales (Groug )
Suresh

Vijay Kumar

Vineet

Figure 10.16 Employee Filters

o Press Enter to view the Multi Pay Slip report as shown:

rum Software Solutions
For All Employees 1-Apr-2009 to 30-Apr-2009
Particulars |Employee Number| Account No. | Bank Name | Branch | Amount | E-Mail ID
P ost Catego 66,340.00
Administration 16,145.00
Vijay Kumar 549 001254624565 HDFC Bank |Koramangala 16,145.00| vijay@spectrum.com
R&D 22,712.00
Rahul 552 001245766542 | HDFC Bank |Koramangala 22.712.00{ rahul@spectrum.com
Sales 47,483.00
Ajay 551 001423137862 | HDFC Bank |Koramangala 10,116.00| ajay@spectrum.com
Mahesh 550 001453276895 HDFC Bank |Koramangala 37.,367.00| mahesh@spectrum.com
Grand Total 86,340.00

Figure 10.17 Multi Pay Slip screen
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Tally.ERP 9 provides the flexibility to E-Mail/Print or Export all Pay Slips from the above screen
using the standard Alt+M/Alt+P/Alt+E buttons from the above screen.

The options in the email/print and Export screens are similar to Single Pay Slip report already dis-
cussed.

To E-Mail/Print/Export Pay Slips for selective Employees, you have to select
the required Employees using the Space bar.

3 If the cursor is on a particular Category or a Group, then the Pay Slips
belonging to that Category or Group only will be E-Mailed/Printed/
Note$
Exported.

10.1.3 Pay Sheet

A Pay Sheet is a columnar report which displays the Group/Department-wise break-up of employ-
ees’ earnings and deductions for the selected month.

Go to Gateway of Tally > Display > Payroll Reports > Statements of Payroll > Pay Sheet
o Select the All Items in the Name of Employee Category field

o Select All Items in the Name of Employee / Group as shown:

Employee Filters ectrum Software Solutions

Mame of Employee Category - 4 All Items

Mame of Employee / Group - RGNS

Administration (Group )
Ajay

Contract Employees (Grous )
James

Mahesh

Rahul

Rajesh

R&D (Groug )
Sales (Groug )
Suresh

Vijay Kumar

Vineet

Figure 10.18 Employee Filters
o Press Enter to display the Pay Sheet
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The Pay Sheet is displayed as shown:

Spectrum Software Solutions
For All Employees 1-Apr-2009 to 30-Apr-2009
Particulars Conveyan- | Owvertime | Variable Total ESI@ 1. | EPF @ 12 | Professio- Sitaff Total Net
ce Fay Pay Eamnings 7% % nal Tax Salany  |Deductio- | Amount
Advance ns
... 4 mofe
Primary Cost Category 2[02500] 250000] 90,210.00 3,12000]  750.00 3,870.00
Administration §25.00 1500.00) 17,125.00 750.00 200.00 980.00| 16,145.00
“ijay Kurmar §25.00 150000 17,125.00 780.00 200.00 980.00| 16,145.00
R&D 23,692.00 750.00 200.00 980.00| 22,712.00
Rahul 23,692.00 780.00 200.00 980.00| 22,712.00
Sales 1,200.00| 1,000.00| 49,393.00 1,560.00 350.00 1,910.00| 47,483.00
Ajay 1,200.00 11,046.00 780.00 150.00 930.00| 10,116.00
Mahesh 1,000.00( 38,347.00 780.00 200.00 980.00| 37,367.00
Grand Total 2,025.00) 2,500.00| 90,210.00 3,120.00 750.00 3,870.00] 86,340.00

Figure 10.19 Pay Sheet

You can further configure the Pay Sheet to display the net amount, column subtotals, Category/
Group subtotals, user-defined Pay Slip names, Employee hames and sort it by Employee number
in the F12: Configure.

The F12: Configuration from the Pay Sheet screen is displayed as shown:

Configuration
Appearance of Pay Head Types d - All ltems

Show Met Amount’ Column 7 Yes Dewttmns
Show Column SubTotals ? Yes Earnings
Remove Zero Entries 7 Yes
Show Payslip Names for Ledgers 7 Yes
Include Employee Groups & Categories 7 Yes

Show Category/Group Total 7 Yes
Show Grand Total 7 Yes

Show Attendance Details ? Mo
Display Production Types in Tail Units 7 No

Format . Detailed

Show Employee Number 7 No

Show Employee Designation 7 No

Expand all levels in Detailed Format 7 Yes
Appearance of Names - Name Only
Sorting Method . Default

Figure 10.20 F12: Configuration
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The F12:Configuration options in the Pay Sheet are explained as follows.

o

Appearance of Pay Head Types — Select the required Pay Head
Types from Deductions, Earnings or All ltems.

Show Net Amount Column — Set this option to Yes to display the Net
Payable Column.

Show Column SubTotals — Set this option to Yes to display the subto-
tals of Earnings/Deductions pay head columns.

Remove Zero Entries — Set this option to Yes to eliminate Earnings/
Deductions pay heads with Zero values.

Show Pay Slip Names for Ledgers — Set this option to Yes to display
the Name defined in the Appear in Pay Slip field in the pay head master.

Include Employee Groups & Categories — Set this option to Yes to
display Category-wise/ Group-wise pay sheet. If this option is set to No,
the Pay Sheet will appear Employee-wise.

Show Category/Group Total — Set this option to Yes to display Cate-
gory and Group-wise columnar pay head totals.

Show Grand Total — Set this option to Yes to display the sum of all pay
head columns appearing in the report.

Show Attendance Details - Set this Option to Yes to display the Attend-
ance for the Employees

Display Production types in Tail Units - Set this Option to Yes to show
the Overtime details in minutes.

Format — Select Detailed mode to view Pay Sheet information of
employees with their respective category and group. Select Condensed
mode when only sum totals are required for each category and group.

Show Employee Number — Set this option to Yes to display employee
numbers.

Show Employee Designation - Set this Option to Yes to show the des-
ignation for employees.

Expand all levels in Detailed Format — Set this option to Yes to
expand all levels and display Employee details.

Appearance of Names — Select the appropriate name style to appear in
the paysheet (viz., Alias (Name), Alias only, Name (Alias), Name only).

Sorting Method — Sort the Pay Sheet either by Alphabetically increas-
ing / decreasing, Employee number or by the Default method.
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o Setthe F12: Configuration screen is displayed as shown:

Configuration

Appearance of Pay Head Types -4 All ltems
Show Met Amount’ Column 7 Yes
Show Column SubTotals 7 Yes
Remave Zero Entries 7 Yes
Show Payslip Names for Ledgers 7 Yes
Include Employee Groups & Categories ? Yes
Show Category/Group Total 7 Yes
Show Grand Total 7 Yes
7

7

Show Attendance Details ? Yes
Display Production Types in Tail Units Yes
Format . Detailed
Show Employee Number 7 Yes
Show Employee Designation ? Yes Sorting Methods
Expand all levels in Detailed Format 7 Yes :
Appearance of Names - Name Only Alphabetical (Decreasing)
Sorting Method REETEE | -phabetical (Increasing

Jertaull
Employeetumber

Figure 10.21 F12: Configuration screen - Pay Sheet

The Pay Sheet with the above configurations will appear as shown:

Spectrum Software Solutions
For All Employees 1-Apr-2009 to 30-Apr-2009
Particulars Employee Employee Absent | Overtime | Present Basic Wages |Conveyan- | House
Number Designation ce Rent
Allowance
10 more ...
1,620 Ming| 80 Days| 59,423.00 3,800.00| 22.462.00
Administration 900 Mins| 26 Days| 10,000.00 800.00( 400000
Yijay Kumar 549 Manager 900 Mins| 26 Days| 10,000.00 800.00( 4,000.00
R&D 22 Days| 16923.00 5,765.00
Rahul 552 Manager 22 Days| 16523.00 B,769.00
Sales 720 Ming| 32 Days| 32,500.00 3,000.00] 11,693.00
Ajay 551 Area Sales Manager 720 Mins| 17 Days| B538.00 2000.00( 1,308.00
Mahesh 550 Sr. Manager 15 Days| 25962.00 1,000.00| 10,385.00
Grand Total 1620 Mins| 80 Days| 59.423.00 3,800.00) 22.462.00

Figure 10.22 Pay Sheet
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To view the Pay Sheet till date with Category and Group Totals,
o Press Alt+F2 and change period as 01-04-2009 to 31-08-2009

o Press F12: Configure and set Show Category/Group Total to Yes
The Pay Sheet with Category and Group Totals displays is displayed as shown:

Spectrum Software Solutions
For All Employees 1-Apr-2009 to 31-Aug-2009
Particulars Employee Employee Total ESI@ 1. | EPF @ 12 | Professio- Sitaff Total Net
Number Designation Eamnings 7% % nal Tax Salany  |Deductio- | Amount
Advance ns
... 10 mgre
Primary Cost Category 604457.00| G37.00| 18601.00] 3560.00| E50000] 29.748.00
Administration 95,158.00 329.00| 5354.00 950.00 6,663.00| 88,495.00
Suresh 553 Executive 18,762.00 329.00| 1.454.00 180.00 1,963.00 16,799.00
“ijay Kurmar 549 Manager 76,396.00 3,900.00 800.00 4,700.00| 71,696.00
Contract Employees 7,613.00 7,613.00
James 555 Executive 3,615.00 3,615.00
Yineet 556 Executive 3,998.00 3,998.00
R&D 1,17,386.00 35900.00] 1,000.00 500000 9,900.00)1,07486.00
Rahul 552 Manager 1,17,386.00 38900.00| 100000 500000 9,900.00)1,07486.00
Sales 3,84,300.00 358.00| 9347.00) 1,980.00| 1,500.00] 13,185.00)3,71,115.00
Ajay 551 Aren Sales Manager | 67,130.00 3,900.00 800.00 4,700.00| 62.,430.00
Mahesh 550 Sr. Manager 2,96,733.00 3900.00| 1,000.00 4,900.00|2,91,833.00
Rajesh 554 Junior Executive | 20,437.00 358.00| 1547.00 180,00 1,50000( 3,585.00| 16,852.00
Grand Total 6,04,457.00 687.00| 18,601.00) 3,960.00| 6,500.00| 29,748.00)574,709.00

Figure 10.23 Pay Sheet with Category and Group Total

Button options:

o Detailed/Condensed Button — This button (Alt+F1) is used to toggle

R, \i ( I between the detailed and condensed modes of reporting.
Q) o Period button — This option (F2) is used to define the periodicity of the
report, i.e. for a day, week, fortnight, month, quarter, half-year, year or

any given period.

To view the Pay Sheet for a particular Employee Group,
o Press Ctrl+F7 from the Pay Sheet display, the Employee Filters screen is displayed

o Inthe Employee Filters screen,
m  Select Primary Cost Category in the Employee Category field
m  Select Sales as the Employee group
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The Employee Filters screen is displayed as shown:

Employee Filters rum Software Solutions

Employee Filters

Employee Category - Primary Cost Catego
Employes/Group B —

ctrl+M B
[List of Employees / Group

4 Al ltems
Sales

Figure 10.24 Employee Filters
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The Pay Sheet for the selected Employee Group is displayed as shown:

Spectrum Software Solutions
For All Employees Under Group: Sales 1-Aug-2009 to 31-Aug-2009
Particulars Employee Employee Absent | Overtime | Present Basic Wages |Conveyan- | House
Number Designation ce Rent
Allowance
10 more ...
77 Days| 64,077.00 4800.00| 24531.00
Sales 77 Days| B4.077.00 4,800.00] 24,531.00
Ajay 551 Area Sales Manager 26 Days| 11,000.00 2000.00( 330000
Mahesh 550 Sr. Manager 25 Days| 48,077.00 2,000.00( 19,231.00
Rajesh 554 Junior Executive 26 Days| 5,000.00 800.00( 2,000.00
Grand Total 77 Days| 64,077.00 4,800.00] 24,531.00

Figure 10.25 Employee Group Pay Sheet

You can also drill down from the above report to the voucher level, by highlighting the pay heads
column of the required employee and pressing Enter.

Button Options:

o Employee Filter Button — By using the Employee Filter button
(Ctrl+F7), view the individual employee/ Employee group pay sheet
report.

o New Column — This option (Alt+C) is used to add a new column for any
other Pay Head, which is not part of the pay structure.

o Alter Column — This option (Alt+A) is used to replace an existing col-
umn in the report with another Pay Head column.

o Delete Column -— This option (Alt+D) is used to delete an existing col-
umn in the report.

You can also print the Pay Sheet, by pressing Alt+P and specifying the required options in the
Pay Sheet Print configuration screen.
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The Pay Sheet Print Configuration screen is displayed as shown:

Printer

No. of Copies
Print Language
Method

Page Range

Printing Pay Sheet

H|

with Print Preview)

: Printer-02 (Me03:) Paper Type : Ad
: English {Printing Dimensions)
: Meat Mode Paper Size = 327" ¢ 11.69% or 210 mr 297 )
T Al Print Area : (795" x 11.34%) or 202 mm x 288 mm)
Report Titles
Pay Sheet

Increase Line Height for Signature / Stamp 7 No

Print ?

Yes or No

Figure 10.26 Pay Sheet Print Configuration screen
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The Printed Pay Sheet is displayed as shown:
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Figure 10.27 Printed Pay Sheet (Landscape view)

line) if you want to create space for the employee’s signature or to affix a stamp. Such a Pay

While printing the Pay Sheet, you can choose to Increase the Line Height (for each employee
Sheet can also be used for the salary disbursement register.
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Press Alt+P to print Pay Sheet and set the Increase Line Height for Signature/ Stamp?

field to Yes
The printed Pay Sheet with space for signature/ stamp is as shown.

o
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Figure 10.28 Printed Pay Sheet with space for Signature/ Stamp
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Page 2 of the Printed Pay Sheet is as shown:
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Figure 10.29 Printed Pay Sheet with space for Signature/ Stamp — Page 2
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You can also E-mail or use Export Pay Sheet Report in the manner as
.* discussed in Pay Slip Section. The navigation steps for E-mailing and

Exporting Pay Sheet is similar to the steps explained in Pay Slip Report.

Notes

10.1.4 Payroll Statement

A Payroll Statement is a columnar report which displays Group/Department-wise employees’
break-up of selected earnings or deductions, for a specified month or period.

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

o Select the required pay head and press Enter

The Payroll Statement for Basic Pay Earnings Head for the month of April 2009 is displayed as
shown:

Spectrum Software Solutions Ctrl + M E3
For All Employees 1-Apr-2009 to 30-Apr-2009
Particulars Basic
Administration oo
Yijay Kumar 10,000.00
R&D 16,923.00
Rahul 16,923.00
Sales 32 500.00
Ajay 5,538.00
Mahesh 25 962.00
Grand Total 59.423.00

Figure 10.30 Payroll Statement
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You can further configure the Payroll Statement to display the Employee groups and categories,
category/group subtotals, grand totals, user-defined Pay Slip names, employee names, employee
bank details, sort it by Employee number, by pressing F12: Configure

o Enter the details in F12: Configuration screen as shown
The F12: Configuration screen is displayed as shown:

Sorting Method

Remaove Zero Entries 7 Yes
Show Payslip Names for Ledgers 7 Yes
Include Employee Groups & Categories 7 Yes
Show Category/Group Total ? Yes
Show Grand Total ? Yes
Format . Detailed
Show Employee PF Account Mumber 7 No
Show Income Tax Number (PAN) 7 Yes
Show Employee Bank Details 7 Yes
Show Employee Number 7 Yes
Show Employee ESI Number ? No i
Show Employee Passport Details ? No Alphabetical (Decreasing)
Show Employee Visa Expiry Date ? No Alphabetical (Increasing)
Expand all levels in Detailed Format 7 Yes Bank Details

Appearance of Names

Configuration

- Name Only

 Default
im_ EmployeeNumber
ESI Number

Income Tax Number (PAN)
Paszport Details

PF Account Number

Visa Expiry Date

Figure 10.31 F12: Configuration

The F12: Configuration options in Payroll Statement Report are as follows:

a

Lk, °

Remove Zero Entries — Set this option to Yes to remove Earnings/
Deductions pay head information with Zero values.

Show Pay Slip Names for Ledgers — Set this option to Yes, to view the
names of pay heads as specified in the Name to Appear in Pay Slip
field in the Pay Head master creation.

Include Employee Groups & Categories — Set this option to Yes to
display Category and Group-wise Employee information.

Show Category/Group Total — Set this option to Yes, to display Cate-
gory and Group-wise Totals.

Show Grand Total — Set this option to Yes, to display the sum of all the
pay head columns in the report.

Format — Select the mode Detailed to view payroll information of
employees with their respective categories and groups. Select the Con-
densed mode when only sum totals are required for each category and

group.
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o Show Employee PF Account Number — Set this option to Yes, to dis-
play the Provident Fund Account number of an employee.

o Show Income Tax Number (PAN) — Set this option to Yes, to display
the Income Tax Permanent Account Number (PAN) of an employee.

o Show Employee Bank Details — Set this option to Yes, to display the
Bank Account Number of an employee

o Show Employee Number — Set this option to Yes, to display the
Employee Number of an employee.

o Show Employee ESI Number — Set this option to Yes, to display the
State Insurance Number of an employee.

o Show Employee Passport Details — Set this option to Yes, to display
an employee’s passport details.

o Show Employee Visa Expiry Date — Set this option to Yes, to display
an employee’s visa expiry date.

o Expand all levels in Detailed format — Set this option to Yes, to
expand all levels and display Employee details.

o Appearance of Names — Select the appropriate name style to appear in
the Payroll Statement (Alias (Name), Alias only, Name (Alias), Name

only).

o Sorting Method — Sort the Payroll Statement using Alphabetical
(Decreasing), Alphabetical (Increasing), Bank details, Employee
Number, ESI Number, Income Tax Number (PAN), Passport Details, PF
Account Number, or by the default method.

The Employee PF Account Number, IT PAN Number, ESI Number, Passport
Details, Visa Expiry Date options will be available in F12: Configure only
when the options, Show Statutory details and Passport & Visa details, are
set to Yes in F12: Payroll Configuration.

194



Tty

POWER OF SIMPLICITY

Payroll Reports

The Payroll Statement with the above Configurations is displayed as shown:

Payroll Statement Spectrum Software Solutions cirl + M _E
For All Employees 1-Apr-2009 to 30-Apr-2009
Particulars Employee Income Tax Bank Details Basic

Number Number (PAN)

Administration 10,000.00
Vijay Kumar 549 APD192D4D HDFC Bank 10.000.00
R&D 16.923.00
Rahul 552 ARDP45D8 HDFC Bank 16.923.00
Sales 32.500.00
Ajay 551 ARDJH1234) HDFC Bank 6.538.00
IMahesh 550 APD123D54 HDFC Bank 25.962.00
Grand Total 59,423.00

e

Figure 10.32 Payroll Statement with additional information

o You can also Email or Export Payroll Statement in the manner as dis-

cussed in Pay Slip Section.

o The Button Bar options in Payroll Statement are same as in the Pay-

sheet report.

To view Payroll Statement for other Pay Heads, you can either select other Pay Head(s) in the
manner as discussed or you may also include other Pay Heads in the above report for compara-
tive analysis or to obtain a cumulative value, by pressing Alt+C and selecting the required Pay

Head(s).
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The Payroll statement with additional Pay Heads will be displayed as shown:

Payroll Statement Spectrum Software Solutions cirl + M _E
For All Employees 1-Apr-2009 to 30-Apr-2009
Particulars Employee Income Tax Bank Details Basic House | Ceonveyan-
Number Number (PAN) Rent ce
Allowance
5942300 2246200 3.80000
Administration 10.000.00 4.000.00 800.00
Vijay Kumar 549 APD192D4D HDFC Bank 10.000.00( 4.000.00 800.00
R&D 16.923.00 6.769.00
Rahul 552 ARDP45D8 HDFC Bank 16.923.00 6.769.00
Sales 32,500.00) 11.693.00 3.000.00
Ajay 551 ARDJH1234) HDFC Bank 6.538.000 1.308.00{ 2.000.00
IMahesh 550 APD123D54 HDFC Bank 25962.00| 10.385.00( 1.000.00
Grand Total 59,423.00) 22,462.00( 3,800.00

10.1.5 Payment Advice

A Payment Advice is an intimation letter containing the details of employees with their bank
account numbers issued to the banker to transfer a specified sum (salaries earned) to the
employees’ bank accounts.

Figure 10.33 Payroll Statement with additional Columns

As discussed earlier, the contents of the Payment Advice can be altered in F12: Payroll Configu-
ration as per the employer’s requirements.

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

Advice
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The Printing Configuration for Payment Advice is displayed as shown:

Printing Payment Advice
Printer 1 (MNel2:) Paper Type : Letter
No. of Copies i1
Print Language : English (Printing Dimensions)
Method : Meat Mode Paper Size : (8.50"x 10.93) or (216 mm x 279 mm|
Page Range T All Print Area : (8.50"x 10.98") or {216 mm % 279 mm|
Report Titles
Payment Advice
{with Print Preview)
Without Date Range of Report, Without Page Numbers

From (blank for beginning) - 1-5-2009

To (blank for end) - 3152009

{Mote: The above From and To should be Payment Voucher Pariod)

Employee Category -4 All ltems

Employee/Group -4 Al ltems

Bank Ledger - HDFC Bank

Date Range to Print © From: 1-5-2009 To: 31-5-2009

{(Note: Salary/Payroll Period to be specified in the Date Range to Print]

Bank Name - Yes

Branch - Yes

Sorting Method . Bank Details Print ?

Date of Printing - 3152010

Yes or No

Figure 10.34 Printing Configuration for Payment Advice

o Press Backspace and enter the details as shown above
o Press Enter to print
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The printed Payment Advice for May 2009 will appear as shown:

The Manager
HDFC Bank

Dear Sir
Payment Advice from Spectrum Software Solutions A/C # for period 1-May-2009 to31-May-2009

Spectrum Software Solutions
14. Mysore Road
Bangalore
Payment Advice

31-May-2010

Flease make the payrall transfer from above account number to the below mentioned account numbers towards
employes salaries

Sl. No. |Name of the Employee Account No. Bank Name Branch Amount
1 Rahul 001245766542 HOFC Bank Koramangala 41,115.00

2 Wijay Kumar 001254624565 HOFC Bank Koramangala 27.662.00

3 Ajay 001423137862 HOFC Bank Koramangala 24,324.00

4 Mahesh 001453276895 HOFC Bank Koramangala 1.26.040.00
Total 2,19,144.00

Yours Sincerely
for Spectrum Software Solutions

Autharised Signatory

Figure 10.35 Printed Payment Advice
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o The Payment Advice will be available only when the Salaries are proc-
essed through Bank Transfer and a Payment voucher is passed for the
salaries payable for a given month/period.

o You can also Email or Export Payment Advice in the manner as dis-

cussed in Pay Slip Section.

10.1.6 Payroll Register

A Payroll Register is a month-wise transaction summary report which displays the number of
payroll vouchers passed during a particular month. Additional information can be appended into
the Payroll Register, by inserting a new column with the required voucher type i.e., Attendance,

Journal, Purchases, Sales and so on.

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

Register
The Payroll Register is displayed as shown:

Spectrum Software Solutions

Particulars

Fayroll
Spectrum Software Solutions
1-Apr-2009 to 31-Aug-20032

Transactions

Total Wouchers | (cancelled)

April

May

June

July
August
September
October
MNovember
December
January
February
March

2
2
3
4
4

Grand Total

15

Figure 10.36 Payroll Register

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

shown.
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The F12: Configuration screen is dis

played as shown:

Appearance of Mames
Periodicity to use

Configuration
. Name Only

4 Week Month

Daily
Fartrightty
Half Yearly
Manthl

Weekly
YEArly

Figure 10.37 F12: Configuration

The Payroll Register with the above configurations is displayed as shown:

Spectrum Software Solutions

Particulars

Fayroll

Spectrum Software Solutions
1-Apr-2009 to 31-Aug-20032

Transactions

Total Youchers |

(cancelled)

Jan - Mar

Grand Total

15

Figure 10.38 Payroll Register - Quarterly

Tally.ERP 9 allows you to drill down to the voucher level from the above display for any kind of
verification. Use the Enter key on the required month/period to drill down to the required level.

200



Tty

POWER OF SIMPLICITY Payroll Reports

The Payroll Register voucher level screen is displayed as shown:

VYoucher Register Spectrum Software Solutions
List of All Payroll Vouchers 1-May-2009 to 31-May-2009
Date Particulars Weoh Type  %oh Mo Debit Credit
Arnount Arnount

31-5-2009 Basic Pa 3 78,077.00
31-5-2009 Employer EPS @ 8.33% Payroll 4 2,164.00

Figure 10.39 Payroll Voucher Register

You can further drill down to the transaction level, by selecting the required transaction and
pressing Enter.

10.1.7 Employee Pay Head Breakup

An Employee Pay Head Breakup report is a columnar report which displays the Group/Depart-
ment-wise employees’ breakup of a selected earnings or deductions pay head for a specified
month/period. This report also displays the opening balance, debit and credit transactions and the
closing balance for a specified period.

This report is also helpful in tracking loan outstandings and instalments deducted till date or for
any specified period.

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

o Select the required Pay Head from the List of Pay Heads and press Enter
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The Employee Breakup of Pay Head for Basic pay screen is displayed as shown:

Spectrum Software Solutions

ployee Breakup of Pay Head

Fay Head: Basic Pay
Spectrum Software Solutions
Particulars 1-Apr-2009 to 31-Aug-2003
I Transactions [ Closing

COpening
Balance Dehit [ Credit | Balance

00 4,06,963.00 Dr

e 731.00 B1.731.00 Dr
R&D B3.847.00 B3.847.00 Dr
Sales 251.385.00 2 51.385.00 Dr

Figure 10.40 Employee Breakup of Pay Head

To drill down to Employee Summary report from the above display,
o Select Employee Category and press Enter
o Press Alt+F1 to view the detailed report
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The Employee Summary screen is displayed as shown:

Spectrum Software Solutions
Categony: Primary Cost Categony
Fay Head: Basic Pay
Spectrum Software Solutions
Particulars 1-Apr-2009 to 31-Aug-2003
COpening [ Transactions [ Closing
Balance [ Dehit [ Credit | Balance

Administration 67, 73100 61,731.00 Dr

Surash 12,116.00 T2, 716.00 D)

Wifay Kumar 45 515.00 44, 615.00 O]
Contract Employees

James

Vineet
R&D 83,847.00 83,847.00 Dr

Rahul 83.847.00 83, 847.00 O]
Sales 2,67,385.00 2,61,385.00 Dr

Ay 43 652.00 43,652.00 D)

Mahesh 204 ,809.00 2,04, 809,00 D

Rajesh 12,884.00 12,884.00 D)

Grand Total 4.06,963.00 4,06,963.00 Dr

Figure 10.41 Employee Summary

.} You can also Email or Export Employee Breakup of Pay Head Report in
N t08 the manner as discussed in Pay Slip Section.
gl

To drill down to the Employee Monthly Summary report from the Employee Summary report,
o Highlight the required employee and press Enter
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The Employee Monthly Summary screen is displayed as shown:

Spectrum Software Solutions

Categony: Primary Cost Categony
Fay Head: Basic Pay
Wijay Kumar
Spectrum Software Solutions
Particulars 1-Apr-2009 to 31-Aug-2003
Transactions Closing
Dehit | Credit Balance
Opening Balance
April 10,000.00 10,000.00 Dr
May 9,675.00 19,615.00 Dr
June 10,000.00 259,615.00 Dr
July 359,615.00 Dr
August X : .
September
October
Novemnber
December
January
February
March
Grand Total 49.615.00 49,615.00 Dr
10000
0
{10000

Apr May Jun Jul Aug Sep Oct Nov Dec Jan Feb Mar

Figure 10.42 Employee Monthly Summary

To further drill down to Employee Voucher level screen from the Employee Monthly Summary
report, press Enter on the required month.
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The Employee Summary voucher level screen is displayed as shown:

ployee Youchers

Spectrum Software Solutions
Ermployee © Vijay Kumar
For Pay Head : Basic Pay

1-May-2009 to 31-May-2009

Date Particulars Weh Type  Woh Mo

Debit Credit

31-5-2003 Basic Pa

9,615.00

Opening Balance :
Current Total :

9,615.00

Closing Balance :

9,615.00

Figure 10.43 Employee Vouchers Summary

You can further drill down to the transaction level, by selecting the required transaction and

pressing Enter.

The Employee Breakup of Pay Head report can be viewed with additional Pay Heads, by
pressing Alt+C and adding the required Pay Head and by pressing Alt+N for multiple periods.

10.1.8 Pay Head Employee Breakup

A Pay Head Employee Breakup report displays the sum of transactions and closing balance of

the transacted groups for the selected employee.

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

Employee Breakup
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The Employee Selection screen is displayed as shown:

Spectrum Software Solutions

Name of Employee

Jarmes Contract Employees
MWahesh Sales
Rahul RE&D
Rajesh Sales
Suresh Adrministration
Wijay Kumar Adiministration
Wineet Contract Employees

Frimany Cost Categony
Frimany Cost Categony
Frimany Cost Categony
Frimany Cost Categony
Frimany Cost Categony
Frimany Cost Categony
Frimany Cost Categony

Figure 10.44 Employee Selection

To view the Pay Head breakup,

o Select the required Employee from the List of Employees and press Enter

u]

Press Alt+F1 for a detailed view
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The ledger-wise Breakup of Employee screen is displayed as shown:

Spectrum Software Solutions
Employes: Afay
Spectrum Software Solutions
Particulars 1-Apr-2009 to 31-Aug-2003
Transactions Closing
Dehit [ Credit Balance
Current Liabilities .00
EDLI Admin Charges @ 0.01% 10.00
EDLI Contribution (@ 0.5% 162.50
Employee's PF Contribution (@ 12% 3,900.00
FF Admin Charges (@ 1.10% 357.50
PF Payabie 3,900.00
Professional Tax 800.00
Salany Payable 52,314.00
Indirect Expenses 74,030.00 71.,030.00 Dr
Basic Pay 43 652.00 43,652.00 D)
Conveyance 10,000.00 T0,000.00 Dr
Ermployer EPF (@ 3.67% 1,195.00 1,795.00 D
Ermployer EPS @ 8. 33% 2,705.00 2,708.00 D
House Rent Allowance 9.838.00 3,838.00 Dy
Ovettime Pay 2.400.00 2.400.00 Dy
W arable Fay 1,200.00 1,200.00 Dy
Grand Total 1,32.474.00 61.444.00  71,030.00 Dr
Figure 10.45 Pay Head Employee Breakup
To further drill down to view the Breakup of Employee report for each ledger from the above

displayed report, select the required ledger and press Enter.
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The Breakup of Employee screen for a selected ledger (Basic Pay) is displayed as shown:

Spectrum Software Solutions

Particulars

Employes: Afay
Basic Fay

Spectrum Software Solutions
1-Apr-2009 to 31-Aag-2002

Transactions Closing

Dehit | Credit Balance
Opening Balance
Agaril 6,538.00 5,535.00 Dr
Mlay 8,077.00 14 515.00 Dr
June 846200 23,077.00 Dr
July 9 675,00 32 552.00 Dr
August 000, 40 43 592.00 Dr
September
October
Novemnber
December
January
February
March

Grand Total

43,692.00

43,692.00 Dr

20000

10000

Apr May Jun Jul Aug Sep Oct Nov Dec

Jan Feb

Mar

Figure 10.46 Ledger Monthly Summary

You can drill down further to view the Monthly Summary of the selected ledger and the Employee

Voucher report.

The Pay Head Employee Breakup report can be viewed with additional employees, by pressing
Alt+C and adding the required Employee and for multiple periods, by pressing Alt+N.

10.1.9 Attendance Sheet

An Attendance Sheet is a columnar report which displays the details of Attendance/ Production
types with the number of attendance/ production units achieved during a particular month or

period.

Go to Gateway of Tally > Display > Payroll Reports > Attendance Sheet
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The Attendance Sheet is displayed as shown:

Attendance Sheet Spectrum Software Solutions Ctrl + M E3
For All Employees 1-Apr-2009 to 30-Apr-2009
Particulars Absent Cwvertime Present
1,620.00 Mins 80 Days

Administration 900.00 Mins 26 Days

Yijay Kumar 900.00 Mins 26 Days
R&D 22 Days
Rahul 22 Days
Sales 720.00 Mins 32 Days
Ajay 720.00 Mins 17 Days
Mahesh 15 Days

Figure 10.47 Attendance Sheet

You may configure the above report with additional details, by pressing F12:Configure and
enabling the following options, as required.

The completed F12: Configuration screen is displayed as shown:

Configuration

Remave Zero Entries ? Yes
Include Employee Groups & Categories ¢ Yes

Show Category/Group Total ? Yes
Include Group Aftendance/Praduction Types ¢ Yes
Display Production Types in Tail Units ¢ Yes

Farmat . Detailed

Show Employes Number ? Yes Sorting Methods
Expand all levels in Detailed Format ? Yes =
Appearance of Names . Name Only

Alphabetical (Decreasing)
Alphabetical (Increasing)
Default
EmployeeNumber

Sarting Method # EmployeeNumber

Figure 10.48 F12: Configuration screen
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F12: Configurations for Attendance Sheet:

o

Remove Zero Entries — Set this option to Yes, to remove Attendance/
Production information with Zero values.

Include Employee Groups & Categories — Set this option to Yes, to
display Category and Group-wise Employee information.

Show Category/Group Total -— Set this option to Yes, to display Cate-
gory and Group-wise Totals.

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.

Format — Select the Detailed mode to view the payroll information of
employees with their respective categories and groups. Select the Con-
densed mode when only sum totals are required for each category and
group.

Expand all levels in Detailed Format — Set this option to Yes, to
expand all levels and display Employee details.

Show Employee Number — Set this option to Yes, to display employee
numbers of employees.

Appearance of Names — Select the appropriate name style to appear in
the payroll statement (Alias (Name), Alias only, Name (Alias), Name

only)

Sorting Method — Sort the Attendance Sheet, either by Employee
Number or by the Default method.
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The Attendance Sheet with the above Configurations is displayed as shown:

Attendance Sheet
For All Employees

Spectrum Software Solutions

1-Apr-2009 to 30-Apr-2009

Particulars Ermployes Mumber Absent Cwvertime Present
1,620.00 Mins 80 Days
Administration 900.00 Mins 26 Days
Yijay Kumar 549 900.00 Mins 26 Days
R&D 22 Days
Rahul 852 22 Days
Sales 720.00 Mins 32 Days
Mahesh 550 15 Days
Ajay 251 720.00 Mins 17 Days

10.1.10 Attendance Register

Figure 10.49 Attendance sheet

An Attendance Register is a month-wise transactions summary report which displays the number
of attendance vouchers passed during the month. You can append additional information by
inserting a new column with the required voucher type, i.e. Payroll, Journal, Purchases, Sales and

SO on.

Go to Gateway of Tally > Display > Payroll Reports > Attendance Register
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The Attendance Register is displayed as shown:

Spectrum Software Solutions

Attendance Register

Particulars

Attendance
Spectrum Software Solutions
1-Apr-2009 to 31-Aug-20032

Transactions

Total Wouchers | (cancelled)

April

May

June

July
August
September
October
MNovember
December
January
February
March

2
2
2
1

Grand Total

10

Figure 10.50 Attendance Register

Press F12: Configure and set the Appearance of Names and the
shown

u]

Periodicity to use as

The F12:Configuration options in Attendance Register are as displayed below:

Configuration
Daily

Appearance of Mames : Name Only Fortnighthy

Periodicity to use 4 Monthly |

Quarterhy
Weekly
Yearly

4 Wyeek Month

Half Yearlﬁ

Figure 10.51 F12: Configuration for Attendance Register

Tally.ERP 9 allows you to drill down to the voucher register, from the Attendance Register screen

for any kind of verification.
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The Voucher level screen from Attendance Register is displayed as shown:

VYoucher Register Spectrum Software Solutions
List of All Attendance Vouchers 1-May-2009 to 31-May-2009
Date Particulars Weoh Type  %oh Mo Debit Credit
Arnount Arnount

31-5-2009 Ajay - Present Attendance 3
31-5-2009 Ajay - Overtime Attendance 4

Figure 10.52 Attendance Voucher Register

You may further drill down to voucher level, by pressing Enter on the required transaction.

10.2 Expat Reports

Expat Reports provide information about regular as well as contractual employees, working
abroad on a short/ long tenure or on assignment. They capture all the relevant information in
respect of passport, visa and contract details along with the date of joining, the issuing country
and the expiry date. In Tally.ERP 9, the following Expat reports are available.

o Passport Expiry
o Visa Expiry
o Contract Expiry

10.2.1 Passport Expiry Report

The Passport Expiry Report provides information on the passport details of employees, such as
passport number, country of Issue, passport expiry date and other details such as the employee's
date of joining and email id.

Go to Gateway of Tally > Display > Payroll Reports > Expat Reports > Passport Expiry
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The Passport Expiry Report is displayed as shown:

Passport Expiry Report

For All Employees

Spectrum Software Solutions

As on : 31-Aug-2009

Particulars

Passport Number

Country of Issue

Date of Joining

Passpert Expiry Date

Primary Cost Catego
Administration
Yijay Kumar

Sales
Ajay
Mahesh

IND/EN/PASS130005

IND/EN/PASS178006
IND/BN/PASS233005

India

India
India

1-4-2009

1-4-2009
1-4-2009

31-12-2010

26-10-2011
21-10-2012

Figure 10.53 Passport Expiry Report

o Press F12: Configure to configure additional options
The F12: Configuration screen is displayed as shown:

Configuration

Show All Employess ? No

Show Expiry in days ? Yes
Expiry in next n days

Show Employee Mumber 7 No

Appearance of Names

Sorting hMethod
Show Employee Email ID 7 No

. Name Only
. Default

Figure 10.54 F12: Configuration screen
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Show All Employees — Set this option to Yes, to view the passport
details of all employees. It includes information on expired and unex-
pired passport details. If this option is set to No, Show Expiry in days will
be available.

Show Expiry in days — Set this option to Yes, to enter the expiry days.
When Show All Employees and Show Expiry in days options are set
to No, Tally.ERP 9 filters only those employee passport details, which
are nearing the expiry date. If this option is set to Yes, Expiry in next n
days will be available.

Expiry in next n days — Set this option to Yes, to get the passport
expiry details for the next specified number of days. On entering the
number of days, Tally.ERP 9 filters the employee passport details which
are likely to expire within the specified period (number of specified days).
If this option is left blank, the report will denote the current date (last date
of voucher entry).

Show Employee Number — Set this option to Yes, to display the
employee number of employees in the report.

Appearance of Names — Select the appropriate name style to appear in
the Passport Expiry Report (Alias (Name), Alias only, Name (Alias),
Name only).

Sorting Method — Sort employee details based on Employee Number,
Passport Expiry Date (Ascending/Descending), or by the default
method.

Show Employee Email Id — Set this option to Yes, to view the email ids
of employees.

Button options in Passport Expiry Report:

m]

m]

m]

10.2.2 Visa Expiry Report

F2: Change Period — Allows you to change the period of the report.
F5: Employee Wise — Allows you to display the Employee-wise Pass-
port Expiry report.

F7: Employee Filters — This option (Ctrl+F7) allows you to display the
Passport Expiry Report for a particular Employee Category with the
required Group or Employee.

The Visa Expiry Report provides information on the visa details of employees i.e., visa number,
visa Expiry date and other details such as the employee's date of joining and email id.

Go to Gateway of Tally > Display > Payroll Reports > Expat Reports > Visa Expiry
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The Visa Expiry Report is displayed as shown:

Visa Expiry Report

For All Employees

Spectrum Software Solutions

As on : 31-Aug-2009

Particulars

Visa Number

Date of Joining

Visa Expiry Date

Primary Cost Catego
Sales
Ajay
Mahesh

1-4-2009
1-4-2009

10-10-2011
2-1-2011

e

Figure 10.55 Visa Expiry Report

The F12: Configuration and Button Options are the same as shown in

Passport Expiry Report.
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10.2.3 Contract Expiry Report

The Contract Expiry Report provides information on the contract details of employees on assign-
ment/ contract. It displays the contract particulars such as work permit number, contract start and
expiry date along with the employee’s date of joining and the email id.

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

The Contract Expiry Report is displayed as shown:

Contract Expiry Report Spectrum Software Solutions

For All Employees As on : 31-Aug-2009
Particulars Work Permit Number | Contract Start Date| Date of Joining | Contract Expiry Date

Contract Employees
Jarmnes 5-8-200% 5-8-200% 5-2-2010

Wineet 5-5-2009 5-5-2009 5-5-2010

Figure 10.56 Contract Expiry Report

3 The F12: Configuration and Button Options are the same as shown in
Passport Expiry Report.

217



Tty

POWER OF SIMPLICITY Payroll Reports

10.3 Payroll Statutory Reports

In Tally.ERP 9, you can display, print statutory forms and reports for Provident Fund (EPF),
Employee State Insurance (ESI) and Professional Tax (PT) in the prescribed format as required
by the statutes. The following Statutory reports are available in Tally.ERP 9:

PayrollSStatutory ReEport
Professional Gratuity
EPF Reports ESI Reports
| P P | Reports Reports
> EPF H> ESI —» Professional L Gratuity
Computation Report | Computation Report Tax Computation Report
—¥» Form 5 L) ES| ¥ Professional Tax
Monthly Statement Statement
—» Form 10 —» Form 3
—» Form 12A —» Form 5
L pEMonthly > Formé
Statement
~» Form 3A
—» Form 6A

Figure 10.57 Payroll Statutory Reports in Tally.ERP 9
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You can view Payroll Statutory reports either from the Statutory Reports menu or Payroll Reports
menu i.e., Gateway of Tally > Display > Statutory Reports > Payroll Reports or Gateway of
Tally > Display > Payroll Reports > Statutory Reports

10.3.1 Provident Fund Reports

As mentioned earlier, the following Provident Fund Reports are available in Tally.ERP 9:
EPF Computation report

Form 5

Form 10

Form 12A

PF Monthly Statement

Form 3A

Form 6A

O O o oo o o

In this section, we will generate each of the above mentioned forms / report and understand the
purpose and information to be furnished.

i. PF Computation Report

The PF Computation Report provides the summary of Amount Payable and amount paid in
respect of PF for a given period comprising of Employer Contributions, Employee Deductions and
Employer’s Other charges, if any. To view PF Computation Report, follow the steps given below:

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Computation
o Press F2 and specify the period as 01-07-2009 to 31-07-2009 and press Enter
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The Payroll Statutory Computation Report is displayed as shown:

Computation ectrum Software Solutions
Payroll Statutory Computation

1-Jul-2009 to 31-Jul-2009

Particulars Payable Paid
Amount Amount

Provident Fund

Employees’ Statutory Deductions 4,018.00 4,018.00

Employer's Statutory Contributions 4,018.00 4,018.00

Employer's Other Charges 547.71 547.71
Employee State Insurance

Employees’ Statutory Deductions 208.00 208.00

Employer's Statutory Contributions 564.00 564.00
Professional Tax

Employees’ Statutory Deductions 820.00 820.00
Grand Total 10,175.71 10,175.71

Figure 10.58 Payroll Statutory Computation Report

The report, by default displays the summary of Employee’s Provident Fund, Employees’ State
Insurance and Professional Tax. You may however configure to display only details of Provident

Fund.

o Press F12: Configure and enable/disable the following options as required

Configuration

Farmat : Condensed
Show Provident Fund Details ? Yes

Show Employee State Insurance Details 7 No

Show Professional Tax Details ?

Figure 10.59 F12: Configurations screen

o Press Enter
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The PF Computation report will is displayed as shown:

Computation ectrum Software Solutions
Payroll Statutory Computation 1-Jul-2009 to 31-Jul-2009
Particulars Payable Paid
Amount Amount
Provident Fund
Employees’ Statutory Deductions 4,018.00 4,018.00
Employer's Statutory Contributions 4,018.00 4,018.00
Employer's Other Charges 547.71 547.71
Grand Total 8,583.71 8,583.71

Figure 10.60 PF Computation screen

To view detailed ledger wise information under each contributions / deductions head, press
Alt+F1.
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The detailed Provident Fund Computation Report is displayed as shown:

Computation ectrum Software Solutions
Payroll Statutory Computation 1-Jul-2009 to 31-Jul-2009
Particulars Gross Statutory Details Payable Paid
Amount Percentage Alc No Amount Amount Amount
Provident Fund
Employees’ Statutory Deductions 4,018.00 4,018.00
Employee's PF Contribution @ 12% 33,481.00) 12% | Afe No. 1 4,018.00 Cr
Employer's Statutory Contributions 4,018.00 4,018.00
r EPF @ 3.67% 33,481.00) 3.67% | Afe No.1 1,231.00 Dr
-EPS @ 8.33% 33,481.00) 8.33% | Afe No.10 2,787.00 Dr
Employer's 547.71 547.71
EDLI Adr 33,481.00) 0.01% | Afe No.22 12.00 Cr
33,481.00) 0.50% | Afe No.21 167.41 Cr
33,481.00) 1.10% | Afc No.2 368.30 Cr
Grand Total 8,583.71 8,583.71

Figure 10.61 Detailed PF Computation Report

You can further drill down to Employee Breakup of Pay Head report and from there to Employee
Vouchers and so on, by pressing Enter on the required ledger from the above screen.

ii. Form 5

In accordance with the Employees' Provident Funds Scheme,1952 [para 36 (2)(a)], a return is
required to be submitted in Form 5 within 15 days of the following month detailing the list of
Employees qualifying for membership to the Employees’ Provident Fund for the First time during
every month.

Form 5 is a monthly Returns to be submitted with the details of any new employee covered under
EPF. In Tally.ERP 9, you can generate Form 5 in the prescribed format containing the details of
the new joinees in the organisation for the selected month. To generate the PF Form 5 for the
month of June 2009, follow the steps given below:

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

In the Payroll Statutory Print Configuration screen,
o Specify 01-06-2009 and 30-06-2009 in the From and To fields respectively
o Select All Items in the Employee Category field
o Select All Iltems in the Employee / Group field
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o Select Account Number as the Sorting Method
o Specify 30-06-2009 in the Date field
The completed Payroll Statutory Print Configuration screen is displayed as shown:

Payroll Statutory Print Configuration
Printer : Printer 1 (Ne02:) Paper Type : Ad
No. of Copies |
Print Language : English (Printing Dimensions)
Method : Neat Mode Paper Size : (827 x 11.69") or {210 mm » 297 mm|
Page Range T All Print Area : (827 x 11.69") or {210 mm x 297 mm|
Report Titles
Form 3
{with Print Preview)

From (blank for beginning} - 1-6-2009

To (blank for end) - 30-6-2009

Employee Category -4 Al tems

EmpluyeeﬁGruup -4 Al tems Print 2

Sorting Method - Account Number

Date of Printing - 30-6-2010 VizE o i

Figure 10.62 Payroll Statutory Print Configuration screen

o Press Enter to print.
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The printed PF Form 5 is displayed as shown:

FORM 5

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

Feturn of Emplayees’ qualifying for membership ofthe Employees' Pravident Fund, Employees' Pension Fund &
Emplayees' Deposit Linked Insurance Fund farthe first time during the maonth of June 2009 (To be sentta the
Commisionerwith Form2 (EPF & EPSY)

Mame and Address of the Factory f Establishment | Spectrum Software Solutions
14, Mysore Road,

Bangalare
Code Mo, of the Factory f Establishment . KABN/M12345/00129
Sl | Account No. | Name of Employee | Father's Name or | Date of | Sex |Date of Total period of Re-
No. {in block letters) Hushand's Hame Birth Joining | previous service as | mar-
{in case of the on the date of joining ks
married women) Fund the Fund (Enclose
Scheme Certificate if
applicable)
1 2 3 4 5 5 7 i 9
1 | KABWE B1r23425 | RAJESH M. Stinias 41976 | Male | 10-6-2008
2 | KRBNIs13112434 | SLUIRESH Mr. Kannan W-5-1975 | Male | 1-6-2009

Date . 30-6-2009

the FactoryEstahlishment

Signature of the emplayer ar ather autharised
Officer of the FactorgEstablishrent & Starmp of

Figure 10.63 PF Form 5

In our case study, there are two new employees who have joined during the month of June 2009

and thus Form 5 contains the details of these employees.
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iii. Form 10

In accordance with the Employees' Provident Funds Scheme, 1952 [para 36 (2)(a) & (b), a Return
is required to be submitted in Form 10 within 15 days of the following month detailing the list of
members leaving service during the month.

Form 10 is a monthly Return to be submitted with the details of employees leaving the organisa-
tion. In Tally.ERP 9, on resignation or retirement or expulsion of any employee, the date of leaving
is required to be specified in the Employee master of such employee. The Date of Leaving option
in the Employee Master is available in the alteration mode. Form 10 contains the details of
Employees for whom the date of leaving is specified in the Employee Master.

You can generate Form 10 in the prescribed format containing the details of the employees who
have resigned in the selected month. To generate the PF Form 10 for the month of August 2009,
follow the steps given below.

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

In the Payroll Statutory Print Configuration screen
o Specify 01-09-2009 and 30-09-2009 in the From and To fields respectively
o Select All ltems in the Employee Category field
o Select All ltems in the Employee / Group field
o Select Account Number as the Sorting Method
o Specify 30-09-2009 in the Date field
The completed Payroll Statutory Print Configuration screen is displayed as shown:

Payroll Statutory Print Configuration

Printer : Printer 1 (MNe02:) Paper Type : Ad
No. of Copies 21
Print Language : English (Printing Dimensions)
Method : Neat Mode Paper Size : (827 x 11.69") or {210 mm » 297 mm|
Page Range T All Print Area : (827 x 11.69") or {210 mm x 297 mm|
Report Titles
Form 10

{with Print Preview)

From (blank for beginning} - 1-9-2009

To (blank for end) - 30-9-2009

Employee Category -4 Al tems

EmpluyeeﬁGruup -4 Al tems Print 2
Sorting Method - Account Number

Date of Printing - 3092010 VizE o i

Figure 10.64 Payroll Statutory Print Configuration screen

o Press Enter to print
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The printed Form 10 is displayed as shown:

FORM 10

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

Return ofthe memhers leaving service during the month of ;. September 2009
Mame and Address ofthe Factory f Establishment . Spectrum Software Solutions

14, hysore Road,
Bangalore

Sl Account No. Name of the Member { Father's Name or Date of leaving Reason for Remarks
No. in block letters) hushand’s Name {in service leaving sendce
case of married
women)
1 2 3 4 5 ] 7
FABNA181234 258 | RAJESH Mr. Srinivas 10-8-2009 | Personal
Reasan

-

Date © 30-9-2009 Signature of the employer or the autharised Officer
Stamp ofthe FactongEstablishment

Flease state whether the member is (airetiring according to paradfa), (b (a) or (h) ofthe scheme (b) leaving India far
permanent settlement ahroad (&) retrenchment {d) Pt & total disahlement due to employment injury (&) discharged if)
resigning from or leaving service (g) taking up employment elsewhere (The name and address ofthe Emplovers should be
stated) (h) death; (i} attained the age of 58 vears.

Cerified thatthe member mentioned at serial Mo, Shri was paidingt paid retrenchiment
compensation of Rg under the Industrial Dispute Act, 1947,

Figure 10.65 Printed Form 10
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iv. Form 12A

In accordance with the Employees' Provident Funds Scheme, 1952 [para 36(1)] and the Employ-
ees' Pension Scheme 1995 [para 20(4)] and the Employees' Deposit Linked Insurance Scheme,
1976, a consolidated Statement of dues and remittance is required to be submitted by 25th of the
following month to which the dues relate.

You can generate Form 12A in the prescribed format containing the details of the amount of con-
tribution, amount of contribution remitted and the date of remittance in respect of EPF, Pension
Fund and EDLI Contribution for the selected month. To generate the PF Form 12A for the month
of August 2009, follow the steps given below.

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

In the Payroll Statutory Print Configuration screen
Specify 01-08-2009 and 31-08-2009 in the From and To fields respectively

o

O o o o o

o

o

Select All Items in the Employee Category field
Select All Items in the Employee / Group field
Specify the Name & Address of the Bank

Set Include VPF Account to No

Specify 2 in the Number of Contract Employees field

Press Enter to accept 0 in Number of Rest (Temporary Employees) field
The completed Payroll Statutory Print Configuration screen is displayed as shown:

Payroll Statutory Print Configuration

{with Print Preview)

Printer : Printer 1 (MNe02:) Paper Type : Ad
No. of Copies 21
Print Language : English (Printing Dimensions)
Method : MNeat Mode Paper Size : (.27 x 11.697) or {210 mm % 297 mmj}
Page Range T Al Print Area : (327 x 11.697) or {210 mm % 297 mmj}
Report Titles
Form 124

From (blank for beginning) © 1-8-2009

To (blank for end) - 31-8-2009
Employee Category -4 All ltems
Employee/Group -4 All ltems

Mame & Address of the Bank . SBl, Koramangala
Include WPF Account - No

MNumber of Contract Employees 22

MNumber of Rest(Temporary Employees) 0

Print 7

¥Yes or No

Figure 10.66 Completed Print Configuration screen

Press Enter to print
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The printed Form 12A is displayed as shown:

{Only for Un-exempted Establishmems)

EMPLOYEES' PROVIDENT FUNDS AND MISC. PROVISIONS ACT, 1952 EMPLOYEES' PENSION SCHEME(PARA 20 {4}
FORM 12 - A (R)

{To be filled by the EPFO)
Group Code - KABNA2345/00009
Establishment status

Mame and Address ofthe Establishment . Spectrum Software Solutions
14, hysore Road,
Bangalore

Zode Ma. - KABN/1234500129

Currency period fram C1-Apr-2009 to 31-Mar-2010

Statement of Contribution for the maonth of © Aug-2008

Wages on | Amount of Contribution | Amount of contrilbution remitted | Amot of | Amouwnrt of | Date OFf
which Recovered | Payable by | Employee’s | Employer's | Admini- | Admini- | Remitta-
Contribut- | from the the Share Share strative | strative nce
ions are | Employees’| Employer charg- |charges | (enclose
payable es due |remitted| triplicate
copies of
Challan)
E.P.F. Aic Ho. 01 35.,500.00 4,260.00 1.304.00 4,260.00 1,304.00| 390.50| 390.50|31-Rug-2009
Pension Fund A/c No_ 10 35,500.00 NIL 2.956.00 NIL 2.956.00( HNIL NIL 31-Aug-2000
E.D.L1Aic Ho. 21 35,500.00 NIL 177.50 NIL 177.50| 12.00 12,00 | 31-Fug-2009
Total Mo, of Employees 8 Mame & Address ofthe Bank in . SBl, Keramangala
. which the armount is remitted
{a) Contract C 2
{h) Rest 0
(c) PF Subscribers [
Details of Subscribers E.P.F. Pension Fund E.D.L.L
Mo, of Subseribers as per last morth {vide Forn 120 6 6 6
Mo, of New Subscribers dvide Form &)
Mo, of Subscribers left service fide Farm 10} Signature of the Employer
Mett Total Mumhber of Subscribers 6 6 6 with Official {Seal)

Figure 10.67 Printed Form 12A
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v. PF Monthly Statement

The PF Monthly Statement provides a summary of Employee wise monthly PF Employee Deduc-
tions and Employer Contribution amounts. To print the PF Monthly Statement, follow the steps

given below:

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

Monthly Statement

In the Payroll Statutory Print Configuration screen,
o Specify 01-08-2009 and 31-08-2009 in the From and To fields respectively
o Select All Items in the Employee Category field
o Select All Items in the Employee / Group field
o Select Account Number as the Sorting Method

Printer

No. of Copies
Print Language
Method

Page Range

Payroll Statutory Print Configuration

: Printer 1 (Ne02:) Paper Type : Ad
21

: English (Printing Dimensions)
: Neat Mode Paper Size : (827 x 11.69") or {210 mm » 297 mm|
T All Print Area : (827 x 11.69") or {210 mm x 297 mm|

Report Titles

PF Monthly Statement

{with Print Preview)

From (blank for beginning} - 1-8-2009

To (blank for end) - 31-8-2009

Employee Category -4 Al tems e

Employee/Group -4 Al tems Print 3

Sorting Method - Account Number VizE o i

Figure 10.68 Print Configuration screen

o Press Enter to Print.
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The printed PF Monthly Statement for August 2009 is displayed as shown:

EMPLOYEE PROVIDENT FUND SCHEME - Monthly Statement

Staternent for the Feriod

Mame & Address of the Factory or Establishment :© Spectrum Software Solutions

14, Mysore Road,
Bangalore

o 1-Aug-2009 to 31-Aug-2008

Emp PF Employee Name |Work- | Earned Employee's Contribution | Employer's Contribution
No | Number ed Wages
PF VPF Total EPS EPF Total
12% 8.33% | 3.67%
951 | KA BLAE | Ajay 26| E4500.00] 78000 780.00 | 541.00) 239.00) 780.00
550 | KABRHEAE | Mahesh 25| EA500.00] 78000 780.00 | 541.00) 239.00) 780.00
5952 | KBNS | Rahul 22| E,500.00] 78000 780.00 | 541.00) 239.00) 780.00
554 | KNBHHHANS | Rajesh 26| 5,000.00] &GO0.00 G00.00 | 417.00) 183.00) BOO0.00
553 | KABE 3253 | Suresh 26| 4500.00] 54000 540.00 | 375.00| 165.00] 540.00
49 | KABHBEE | Vijay Kumar 26| E500.00] 780.00 TE0.00 | 541.00| 239.00] T80.00
Total | 35,500.00 [4.260.00 4,260.00 | 2,956.00 | 1,304.00| 4,260.00

Figure 10.69 PF Monthly Statement
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vi. Form 3A

As per the Employees' Provident Funds Scheme,1952 [para 35 & 42] and the Employees'
Pension Scheme 1995 (Para 19), a Form (Member’s Annual Contribution Card) showing month
wise recoveries towards EPF and Pension Fund in respect of a member for one financial year is
required to be furnished by the employer before 30th April of the following year.

Form 3A is a annual contribution card to be furnished for each employee in separate sheets to
EPFO. To print Form 3A, follow the steps given below:

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

In the Payroll Statutory Print Configuration screen
o Select All Items in the Employee Category field
o Select All Iltems in the Employee/Group field
o Specify 01-03-2009 and 28-02-2010 in the From and To fields respectively
o Specify 28-02-2010 in the Date of Printing field
The completed Payroll Statutory Print Configuration screen is displayed as shown:

Payroll Statutory Print Configuration

Printer : Printer 1 (MNe02:) Paper Type : Ad
No. of Copies 21
Print Language : English (Printing Dimensions)
Method : MNeat Mode Paper Size : (.27 x 11.697) or {210 mm % 297 mmj}
Page Range T Al Print Area : (327 x 11.697) or {210 mm % 297 mmj}
Report Titles
Form 3A

{with Print Preview)

Employee Category -4 All ltems

Employee/Group -4 All ltems

From (blank for beginning) :  1-3-2009

To (blank for end) - 28-2-2010

|I'|C|L!L‘|E WPF Account : Yes Brint 7
Serting Method . Account Humber

Date of Printing - 28-2-2010 Yes or No

Figure 10.70 Payroll Statutory Print Configuration
o Press Enter to Print.
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The printed Form 3A for Ajay is displayed as shown:

1. Account Mo.

FORM 3 A [REVISED]

EMPLOYEE'S PROVIDENT FUND ORGANISATION

THE EMPLOYEE'S PROVIDENT FUND SCHEME, 1952 [Paras 35 & 42]
AND THE EMPLOYEES® PENSION SCHEME, 1995 [Para 19]

Contribution Card for currency period from 1-Apr-2009 to 31-Mar-2010

2. MamefSurname {in hlock letters)

3. Father's fHusband's Name

4. Btatutory Rate of Contribution

5. %Woluntary Higher Rate of Employvee's contribution it any

B. Mame & Address ofthe Factory / Establishment

7. Code Mumber

. KABN/18184/564
. AJARY

© Mr. Mohan
C12%

14, Mysare Road,
Bangalore

. Spectrum Software Solutions

. KABN/M2345/00129

Month WORKER'S SHARE EMPLOYER'S SHARE Refund of | No.of days | | Remarks
Amount of E.P.F.12% |Rate of higher E.P.F. Pension Fund | Advan- | period
Wages voluntary Difference Contribution ce of non
contriltion  (between 12% 8.33% contrib-
{if any) & 8.33% if any uting
service
{if any)
1 2 Ja 3b 4a 4b 5 6 7
March 2009 Paid
in April 2009
May 2009 6,500.00 780.00 239.00 541.00
June 2004 6,500.00 780.00 239.00 541.00
July 2009 6,500.00 780.00 239.00 541.00
August 2009 6,500.00 780.00 239.00 541.00
September 2009 6,500.00 720,00 239.00 541.00
October 2009
Movember 2008
December 2009
January 2009
Fehruary 2010
February 2010
Paid in March
2010
Total 32,500.00 3.900.00 1,195.00 2,705.00

Cerified that the total armount of contribution (hoth shares) indicated in this Card i.e. Rs.5,095.00 has already bheen
remitted it full in E.P.S. &'t Mo.1 & Pension Fund Afc Mo 10 Rs.2,705.00
Cerified that the difference hetween the total ofthe contribution shown under Cols. 3a, 3b, 4a & 4b ofthe ahove table
and that arrived at on the total wages shown in cloumn 2 atthe prescribed rate is solely due to rounding offthe
contributions to the nearest rupee under the rules.

Date

30-Sep-2009

Signature of Employer fwith Office seal)

Figure 10.71 Printed PF Form 3A

The next page will contain the Contribution Card in Form 3A for the next employee.
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vii. Form 6A

As per the Employees' Provident Funds Scheme,1952 [para 43] and the Employees’ Pension
Scheme 1975 [para 20], a Form (Consolidated Annual Contribution Statement) providing annual
contributions of each member of the establishment is required to be submitted by 30th April.

Form 6A is a vital form for compiling the annual Provident Fund statement of a subscriber. In
Tally.ERP 9, you can generate Form 6A in the prescribed format. To print Form 6A, follow the
steps given below:

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

In the Payroll Statutory Print Configuration screen
o Specify 01-03-2009 and 28-02-2010 in the From and To fields respectively
o Select All Items in the Employee Category field
o Select All Items in the Employee/Group field
o Select Account Number as the Sorting Method
The completed Payroll Statutory Print Configuration screen is displayed as shown:

Payroll Statutory Print Configuration

Printer : Printer 1 (Ne02:) Paper Type : Ad
No. of Copies |
Print Language : English (Printing Dimensions)
Method : Neat Mode Paper Size : (827 x 11.69") or {210 mm » 297 mm|
Page Range T All Print Area : (827 x 11.69") or {210 mm x 297 mm|
Report Titles
Form BA

{with Print Preview)

From (blank for beginning} - 1-3-2009

To (blank for end) o 28-2-2010

Employee Category -4 Al tems e

Employee/Group -4 Al tems Print 3

Sorting Method - Account Number VizE o i

Figure 10.72 Payroll Statutory Print Configuration for PF Form 6A

o Press Enter to Print.
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The printed Form 6A is displayed as shown:

FORMG A

THE EMPLOYEE'S PROVIDENT FUND SCHEME, 1952, [Paragraph 43]
AND THE EMPLOYEES® PENSION SCHEME, 1995 [Paragraph 20{4)]

Mame & Address ofthe Establishment

Statutory Rate of Contribution
Code Mo. ofthe Establishment

Annual Statement of contributien for the currency period from  1-Apr-20092 to 31-Mar-2010

. Spectrum Software Solutions
14, Mysore Road,
Bangalore

12 %
© KAEMNA 234500129

Mo. of members valuntarily contributing at a higherrate © 0

S| Account Number |  Name of the Wages., | Amount of | Employer’s Contribution | Refund of | Rate of| Remarks
Member (in retaining | Worker's E.P.F. Pension | Advance | higher
block letters) |allowance | Contribat- | Difference | Fund 8.33 % volun-

(if any) & ions between 12 tary
DA deducted | % & 8.33 % Contr-
including | fromthe ibution
cash wages on {if any)
wvalue of |12 % E.P.F.
food
concessi-
on paid
during the
currency
period
1 2 3 4 5 ] 7 ] 9 10
1| KBRS E1B4AE | Aday 32,500,000 3,900.00 1,195.00 2,705.00
2| KBNS 8184293 | MAHESH 32,500,000 3,900.00 1,195.00 2,705.00
3| KABMMN 920203 | RAHUL 32400001 3,900.00 1,195.00 2,705.00
4| KABRIE 31713424 | RAJESH 12,884,000 1,547.00 474.00 1,073.00
5| KABEMNE181)25974| SURESH 12,116.00] 1,454.00 444.00 1,010.00
G| KRB E1BHEES | WIIAY KLIMAR 32,500,000 3,900.00 1,195.00 2,705.00
Total| 1,55 000.00{ 15 601.00 5698.000 128903.00

Figure 10.73 Printed Form 6A - Page 1
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The Page 2 of PF Form 6A is displayed as shown:

Spectrum Software Solutions
Form G4 : 1-Apr-2008 to 31-Mar-2010

SI. | Reconciliation of Remittances Adm. Charges at Rs. 1.1 % of Aggregate { Cols 5,6, T Rs.
Ho. wages Contributions{ )
MonthiYear Amount Pension Fund EDLI Adm. Charges EDLI Adm. Date of
remitted Contributions | Contribution Aic No. 2 Charges 0.01% | Remittan-
ces
EPF Aic.No. 10 Rs. Aic No.21 Aic.No. 22 Rs.
Contributions
including refund
of advances
Alc.No. 1
1| March 2009
Paid in April
2009
2| May 2009 4,076.00 2.164.00 130.00 286.00 8.00| 30-Ap1-2009
3| June 2009 4,076.00 2,164.00 130.00 286.00 8.00| 31.-May-2009
4| July 2009 5,334.00 2,832.00 170.10 37421 12.00| 30-hm-2009
5| August 2009 5,249.00 2,787.00 167.41 368.30 12.00| 31-Jul-2009
6| September 5,564.00 2,956.00 177.50 390.50 12,00 31-Aug-2009
2009
7| October 2009
8| November 2009
9| December 2009
10| January 2009
11| February 2010
12| February 2010
Paid in March
2010
Total 24,299.00 12,203.00 775.01 1,705.01 52.00

iy Total number of contribution cards enclosed ( Form 3A(Revised): &

iy Cerdified that Form3A duly completed, of all the members listed in this statement are enclosed, except
those already sent during the course of the currency period for the final settlerment of the concerned
members accountvide ‘Remarks' Furnished against the names ofthe respective members ahove.

Signature of the Employer
(nith Office Seal)

Note:
1. The names of all memhbers, including those who had left service during the currency petiod, should he
included in this statement. Where the Form 34 in respect of such members had left service were already
sentto the Regional Office for the purpose offinal setilement of their accounts, the fact should be stated
againstthe members in the 'Remarks' Column above thus Form 3A already sent in the month of

200

2. In case of substantial variation in the wagesicantributions of any memhbers as compared ta those shown
in previous month staterment, the reasons should be explained adeguately in the ‘Remarks' column.

3. In respect ofthose members who have not opted far Pension Fund their entire employers cantribution as
the case may be should he under column Mo, B.

Figure 10.74 Printed Form 6A - Page 2
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viii. E-Return for PF Form 3A

Tally.ERP 9 also allows to generate the PF Form 3A in dbf fomat. The dbf format of this form can
be copied to a CD and submitted to the PF department.

To generate the PF Form 3A in dbf format,

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Provident Fund >
E-Return

o

o

Press Backspace and specify the details as shown:

Exporting Form 3A

Language . Default (All Languages)
Format : Excel (Spreadsheet]
Export Location . C:\Tally.ERP3 Gold
Output File Name . Form3A.dbf
Output Sheet Name . Form3A
Update existing file : Yes
Excel (Spreadsheet) Formatting © Yes
with Colour : No
=
From (blank for beginning} - 1-3-2009 Export -
To (blank for end) - 28-2-2010 VizE o i
Figure 10.75 Exporting Form 3A in dbf format
Press Enter to Export the form in the required format.
J The Out File Name can be changed with the .dbf extension to by default
export the form in the required format. Or the Form can be exported in the
NOM Excel Format and renamed by changing the extension as .dfb.

10.3.2 Employee’s State Insurance Reports

As mentioned earlier, the following ESI Reports are available in Tally.ERP 9:

O o o o

u]

ESI Computation Report
Form 3

ESI Monthly Statement
Form 5

Form 6

In this section, we will generate each of the above forms / report and understand the purpose and
information to be furnished.
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i. ESI Computation Report

The ESI Computation Report provides the summary of Amount Payable and amount paid in
respect of ESI for given period comprising of Employer Contributions and Employee Deductions.
To view ESI Computation Report, follow the steps given below:

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Computation
o Press F2 and specify the period as 01-07-2009 to 31-07-2009 and press Enter

Computation ectrum Software Solutions
Payroll Statutory Computation 1-Jul-2009 to 31-Jul-2009
Particulars Payable Paid
Amount Amount

Provident Fund

Employees’ Statutory Deductions 4,018.00 4,018.00
Employer's Statutory Contributions 4,018.00 4,018.00
Employer's Other Charges 547.71 547.71

Employee State Insurance

Employees’ Statutory Deductions 208.00 208.00
Employer's Statutory Contributions 564.00 564.00

Professional Tax

Employees’ Statutory Deductions 820.00 820.00

Grand Total 10,175.71 10,175.71

Figure 10.76 Payroll Computation report

The report, by default displays summary of Employee’s Provident Fund, Employee’s State
Insurance and Professional Tax, you may however configure to display only details of Employee
State Insurance.

o Press F12: Configure and enable/disable the following options as required

Configuration

Format . Condensed
Show Provident Fund Details ? No

Showe Employee State Insurance Details 7 Yes

Show Professional Tax Details ?

Figure 10.77 F12: Configuration screen

o Press Enter
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The ESI Computation report is displayed as shown:

Computation
Payroll Statutory Computation

rum Software Solutions

1-Jul-2009 to 31-Jul-2009

Particulars Payable Paid
Amount Amount
Employee State Insurance
Employees’ Statutory Deductions 208.00 208.00
Employer's Statutory Contributions 564.00 564.00
Grand Total 772.00 772.00

Figure 10.78 ESI Computation report

To view the detailed ledger wise information under each contributions / deductions head, press

Alt+F1.
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The detailed Employee State Insurance Computation Report is displayed as shown:

Payroll Statutory Computation
Payroll Statutory Computation

ectrum Software Solutions

1-Jul-2009 to 31-Jul-2009

Particulars Gross Statutory Details Payable Paid
Amount Percentage Alc No Amount Amount Amount
Employee State Insurance
Employees’ Statutory Deductions 208.00 208.00
Employee's ESI Contribution @ 1.75% 873.00) 1.75% 208.00 Cr
Employer's Statutory Contributions 564.00 564.00
Employer ESI @ 4.75% 873.00 4.75% 564.00 Dr
Grand Total 772.00 772.00

Figure 10.79 Detailed ESI Computation report

You can further drill down to Employee Breakup of Pay Head report and from there to Employee

Vouchers and so on, by pressing Enter on the required ledger from the above screen.

ii. ESI Form 3

As per Regulation 14, a declaration form in Form 3 is required to be filed for every Half Yearly
stating the list of Employees whose remuneration is not exceeding Rs. 10,000/- per month. To
generate ESI Form 3, follow the steps given below:

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

Insurance > Form 3

In the Payroll Statutory Print Configuration screen,
o Specify 1-08-2009 and 31-08-2009 in the From and To fields respectively

Type Bangalore in the Place field

O Oo o o o o

Select All Items in the Employee Category field
Select All ltems in the Employee/Group field

Select Account Number as the Sorting Method
Select All Items in the field Gender

Specify 31-08-2009 in the Date of Printing field
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o Type the Designation details of the person submitting the declaration form
The completed Payroll Statutory Print Configuration screen is displayed as shown:

Payroll Statutory Print Configuration

Printer : Printer 1 (MNe02:) Paper Type : Ad
No. of Copies 21

Print Language : English (Printing Dimensions)
Method : MNeat Mode Paper Size : (.27 x 11.697) or {210 mm % 297 mmj}
Page Range T Al Print Area : (327 x 11.697) or {210 mm % 297 mmj}

Report Titles

Form 3

{with Print Preview)

From (blank for beginning) :  1-8-2009

To (blank for end) - 31-8-2009

Employee Category -4 All ltems

Employee/Group -4 All ltems

Serting Method . Account Humber

Gender -1 Al tems

Place - Bangalore .

Date of Printing © 3132010 Print 2

Designation . CFO Yes or No

Figure 10.80 Payroll Statutory Print Configuration for ESI Form 3

o Press Enter to Print.
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The printed Form 3 (Return of Declaration) is displayed as shown:

Original FORM -3
EMPLOYEES' STATE INSURANCE CORPORATION
RETURN OF DECLARATION FORM
[Regulation - 14]
Mame & Address of the Factory or Establishment . Spectrum Software Solutions
14, Mysore Road,
Bangalore
Employers Code Mo . KABNIM2345/234234
| send herewith the Declaration Forms in respect of the employees mentioned below:
| hereby declare that every person employed as an employee within the meaning of Section 2(9) of the
Employees’ State Insurance Act. 1948 as on 31-Aug-2008 in this factory or establishment and is in receipt of the
remuneration not exceeding Rs. 10,000/ (excluding remuneration for overtime work) per menth, has been
included in this list excluding only those in respect of whom declaration forms have been sentto the Corporation
inthe past.
51 No. Hame of Employee Distinguishing Father's or Husband's Insurance No. allotted by
Humber with Hame the corporation{to be
the employer if entered at the branch
any office)
1 2 3 4 5
1 Rajesh 554 Mr. Srinivas KAESI234/3353
2 Suresh 553 Mr. Kannan KAESII345/2224
Flace : Bangalore Signature
Dated o 3M-Mar-2010 Designation . CFO

Figure 10.81 Printed Form 3
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iii. ESI Monthly Statement

The ESI Monthly Statement provides a summary of Employee wise monthly ESI Employee
Deductions and Employer Contribution amount. To print ESI Monthly Statement, follow the steps
given below:

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Employee State
Insurance > Monthly Statement

In the Payroll Statutory Print Configuration screen,
Specify 01-08-2009 and 31-08-2009 in the From and To fields respectively
Select All Items in the Employee Category field
Select All Items in the Employee/Group field

Select Account Number as the Sorting Method

o

u]
u]
o

The completed Payroll Configuration Print screen is displayed as shown:

u]

Payroll Statutory Print Configuration

Printer : Printer 1 (Me02:) Paper Type : Ad
No. of Copies i1
Print Language : English (Printing Dimensions)
Method : Meat Mode Paper Size : (327" x 11.69%) or (210 mm % 297 mm|
Page Range DAl Print Area : (327" x 11.69%) or (210 mm x 297 mm}|
Report Titles
ESI Monthly Statement
{with Print Preview)

From {blank for beginning) :  1-8-2009

To (blank for end) - 31-8-2009

Employee Category -4 All ltems ik .

Employee/Group -4 All ltems Print 2

Sorting Method . Account Humber Yes or No

Figure 10.82 Payroll Statutory Print Configuration screen

Press Enter to Print.
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The printed ESI Monthly Statement for August 2009 is displayed as shown:

EMPLOYEES® STATE INSURANCE - Monthly Statement

Mame & Address ofthe Factory or Establishment ;. Spectrum Software Sohtions
14, Mysore Road,

Bangalore
Statement for the Period o 1-Aug-2009 to 31-Aug-2009
SI | Emplo- Employee Hame ESIMo |Worked | Earned Fixed Employ- |Employer- Total
No | yvee No Days Wages Wages eeg’ 's
Contribu- | Contriban-
tion ion
1|554 Rajesh HRLESI334/3353 26| 7,800.00( 7.800.00 137.00 371.00 508.00
2553 Suresh HLESIMS2224 26| 6,900.00| 6,900.00( 121.00 328.00 449.00
Total | 14,700.00| 1470000 258.00 699.00 957.00

Figure 10.83 ESI Monthly Statement
iv. Form 5

As per Regulation 26, a Return of Contribution in Form 5 is required to be submitted to the appro-
priate Branch Office within 42 days of the expiry of the contribution period (i.e, 12th May or
November 11th of each year). Such return of contribution should be prepared in quadruplicate
and submitted separately for the main Code Number and each sub-code number.
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The employer may make compliance from the parent unit and submit only one return in respect of
all the branches or may make compliance through their Branch Offices/ Sales Offices separately
in the Regions where such offices are located.

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Employee State
Insurance > Form 5

In the Payroll Statutory Print Configuration screen
o Specify 01-04-2009 and 30-09-2009 in the From and To fields respectively
Select All Items in the Employee Category field
Select All Items in the Employee/Group field
Select Account Number as the Sorting Method
Specify Bangalore in the Place Field
Specify 30-09-2009 in the Date of Printing field
Type the name of the Signatory in the Authorised Signatory Name field
Type the Designation details of the signing authority
In the Residential Address field provide the Home Address of Authorised Signatory

O O O oo oo o

The completed Payroll Statutory Print Configuration screen for ESI Monthly Statement is
displayed as shown:

Payroll Statutory Print Configuration

Printer : Printer 1 (MNe02:) Paper Type : Ad
No. of Copies 21
Print Language : English (Printing Dimensions)
Method : MNeat Mode Paper Size : (.27 x 11.697) or {210 mm % 297 mmj}
Page Range T Al Print Area : (327 x 11.697) or {210 mm % 297 mmj}
Report Titles
Form 5

{with Print Preview)

From (blank for beginning) o 1-4-2009
To (blank for end) - 30-9-2009
Employee Category -4 All ltems
Employee/Group -4 All ltems
Serting Method . Account Humber
Appearance of Employee Names : Name Only
Place : Bangalore
Date of Printing © 31-3-2010
Authorised Signatory Name - Mr. Ram
Designation . CFO
Residential Address : No-22, HSN Lay Out, Brint 7
Bangalore
Yes or No

Figure 10.84 Payroll Statutory Print Configuration screen
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o Press Enter to Print
The printed From 5 is displayed as shown:

Qriginal (Page1)

FORM-5

Mame of Branch Office Koramangala Employers Code Mo, KABNM2345(234234
RETURHN OF CONTRIBUTIONS

EMPLOYEES' STATE INSURANCE CORPORATION
Regulation - 26

Mame & Address ofthe Factory or Establishment . Spectrum Software Solutions
14, Mysore Road,
Bangalore
PARTICULARS OF THE PRINCIFAL EMPLOYERS.
ajMame Mr. Ram njDesignation  CFO
ciResidential Address Ma-22, HSN Lay Out,
Bangalore
Contribution Pericd From 1-Apr-2009 To 30-5ep-2009

| furnish below the details of the employers and employee’'s share of contribution in respect of the under menticned
Insured persons.| hereby declare that the return includes every employee employed directly or through an immediate
emplayer arin connection with the work of the factory / establishment or any work connected with the administration of
the factory / establishment or purchase of raw materials, sale or distribution of finished products etc. to whom the ESI Act,
1948 applies, in the contrioution period to which this return relates and that the contributions in respect of Emplayers
and Employee’'s share have been cormedtly paid in accordance with the provisions of the Act and regulations.

Details of Total Contribution are as below:

Employers Share : 1,863.00
Employee's Share : 687.00
Total Contributien : 2,550.00

Details of Challans :

Sl No Month Date of Challan Amount Name of the Bank and Branch
1| June 30-Jun-2008 £21.00| HDFC & 1002452
2| July 31-Jul-2008 772.00| HDFC & 232431
3| August 31-Aug-2009 957.00| HDFC & 100246
Total amount paid 2,550.00

| declare that

a) Allthe Records and Registers have been maintained as per provisions contained in ESI Act, Rules & Regulations
framed therein.

o) During the period of return Mo, of Declaration forms have been submitted.

) During the above period M. of TICs have been received.

d} During the above period MNo. of PICS have been received.

e} During the above period Mao. of PICs have been distributed amongstthe eligible IPs.
fy During the above period accidents have been reported to the concerned Branch Office.

g) During the period 2 Mo. of employees directly employed by us have been covered and a total wages of Rs.39,199.00
have been paid to such employees.

hy During the period Mo. of employees directly employed by us have not been covered and a total wages of
Fs. have been paidto such employees.

Figure 10.85 Printed Form 5 - Page 1
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The Page 2 of Form 5 (includes the CA Form also) is displayed as shown:

Page 2
iy During the pericd Ma. of employees employed through immediate employer have been covered and a total
wages of Rs. have been paid te such employees.
|} During the period Mo. of employees employed through immediate employer have not been covered and a
total wages of Rs. have been paid te such employees.

k) Following components of wages have beentaken into censideration for the purpose of payment of contribution -
Basic

House Rent Allowance

Conveyance

Overtime Pay

RS i L

I} Following compaonents of wages have not been taken into consideration forthe purpose of payment of centribution -
Wages
2 Variable Pay

—y

The above menticned information is based on records and any information if found incorrect will render me liable for
prosecutions under provisions of ESI Act and action for recovery of contribution due along with interest and damages as
per pravisions of the ESI Act.

Place : Bangalore Signature of the Employer
Date © 31-Mar-2010 Designation © CFO

(with Rubber stamp)

CERTIFICATE BY CHARTERED ACCOUNTANT
(To be submitted in case of Employers employing 40 or more Employees |

Certified that | have verified the above return from the records & Registers of M's Spectrum Software Solutions and found
itto be correct.

Signature & Seal Of
the Chartered Accountant with Membership Mo,
Important Instructions: Information to be given in Remarks Calumn (MNo.9)

Ifany I.LP. is appeointed farthe firsttime and / ar leaves during the contribution period indicate "A (date) and /
or'll (date)

Please indicate Insurance Mos. in ascending order

Figures in Column 4,5 & 6 of the Return

Invariably strike totals of column 4.5 & & of the Return

Mo overwriting shall be made. &ny corrections, if made, should be signed by the Employer
Every page of this Return should bear full signature and rubber stamp of the Employer

Daily wages in Column 7 of the return shall be calculated by dividing figures in Calumn 5 by figures in Column 4 to two
decimal places

For *CP ending 31st March, due date is 12th May
For CP ending 30th September, due date is 11th Movember

Figure 10.86 Printed Form 5 - Page 2
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The Page 3 of Form 5 is displayed as shown:

Fage 3
EMPLOYEES' STATE INSURANCE CORPORATION
Employers Name & Address . Spectrum Software Solutions, 14, Mysore Road,, Bangalore
Employer's Cade No. C KABMNM2345/234234 Branch Office - Karamangala
Period C1-Apr-2009 to 30-Sep-2009
51 |Insurance Hame of Ho. of Total Employee- | Avera- | \Whether still | Name of the Remarks
Ho. Ho. Insured days for | amount of 's ge Daily | continues |Dispensary of
Person which wages contributi- | wages | working and the I.P.
wWages paid an A4 drawing
paid deducted wages within
the insurable
wages ceiling
1 2 3 4 5 1] 7 T(a) 8 g9
1 |FKAESIZIOE3| Rajesh 67| 20437.00 358.00] 305.03 Ma Koramangala |A: 10-Jur-2009
L 10-5ep-2004
2 |KAEBIGS22H4| Suresh TO| 18,762.00 329.00] 268.03 Yes Koramangala [A 1-Jun-2008
Total 39,199.00 G87.00

Crate of appointment and leaving the jok may be given in remarks column

Signature ofthe Emplayer

1. Entitlement position marked.
2. Total of col.5 of return checked and found correct/correct amount is indicated
3. Checked the amount of Employers/Employees contribution paid which is in order/observation memo. enclosed

uoc

(FOR OFFICIAL USE)

Head Clerk

Counter Signature

Branch Cfficer

Figure 10.87 ESI Form 5 - Page 3
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v. ESI Form 6

As per Regulation 32, a register of Employees covered under Employees State Insurance
Scheme, containing information regarding the Insurance No., dispensary, other occupational
details, Employer’s Share and month wise (under that particular Half Year) ESI details (i.e., Gross
wages, Number of working days and ESI Contribution for each employee) should be furnished. To
generate Form 6, follow the steps given below:

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Employee State
Insurance > Form 6

In the Payroll Statutory Print Configuration screen
o Type 01-04-2009 in the From field
o Type 30-09-2009 in the To field
o Select All Items in the Employee Category field
o Select All Iltems in the Employee/Group field
o Select Account Number as the Sorting Method
The completed Payroll Statutory Print Configuration screen is displayed as shown:

Form 6

{with Print Preview)

Printer : Printer 1 (MNe02:) Paper Type : Ad

No. of Copies |

Print Language : English (Printing Dimensions)

Method : Neat Mode Paper Size : (827 x 11.69") or {210 mm » 297 mm|

Page Range T All Print Area : (827 x 11.69") or {210 mm x 297 mm|
Report Titles

From (blank for beginning} - 1-4-2009

To (blank for end) - 30-9-2009

Employee Category -4 Al tems e

Employee/Group -4 Al tems Print 3

Sorting Method - Account Number VizE o i

Figure 10.88 Payroll Statutory Print Configuration for ESI Form 6

o Press Enter to Print.
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The printed Form 6 is displayed as shown
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The Page 2 of Form 6 is displayed as shown:
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Figure 10.90 Printed Form 6 - Page 2
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The Page 3 of Form 6 is displayed as shown:

‘Yluow Jepusyes Jejnoled e Ul Buipus spoliad afem Jo 1oadsal Ul 8q |jeys g 0} 2 suwnjoD ul ainbi{ sy| 910N

uo pled 600Z-Bny-Lg uo ped
[el0L puel9 00256 [E10L puel9
a1eys aleys
s Jakoldwg 00'669 slokoldwg
90'€/S |00°289 00'661'6€ el 00'85¢ 000071 el
€0'89C |00°6CE 0079L'8L 04 og oo'lct 00°006'9 9c 4
€0'50¢ |00°'85€E 00'LE¥'0Z 29 ol 00'/€l 000082 4 3
og 6C 8C Lz 9C ST vT €T [44 \z 74
uopnqguoo (s¥) pouad uopnqgLLos
syl | ('sy) | uluonnguUuoD| uonngUIuc) ul a|gededy
-ew | (9gf12) jo aleys ul a|qeiedy pled sabem a|qeled; a|geded/pred a|qededs a|qeAed/pred
-0 | sebem | soohoidw | pred sabem Jo | yoiym iop sAep | UoINGLIUOD JO pred saBem sabem ysiym uongLUos jJo pled sabem sabem ysiym | oN
- | Areq |ejo] junowe [ejo] | Jo 'ON [ej0] | sreys sesholdw| Jo unowe [ejo] | 1o) shep jo 'oN | areys ssskoldwT | Jo junowe [ejo] | o) sAep jo 'ON | IS
Arewwng Jaqueidas ypuop 1snBny ypuop
6002-d2s-0¢ 0} 6002-4dy-}  wou4 : polad uoINquUCD
(ce uonenbay)
NOILYHOJHOO FONYHNSNI FLVYLS SFIAOTdINT
S33A0TdNT 40 ¥3LSIOTH
9 Y04
¢ abegq
alojebueg

‘PROY SI0SAN ‘v

suonnjos alemyos wnipoads

Figure 10.91 Printed Form 6 - Page 3

251



laly

POWER OF SIMPLICITY Payroll Reports

10.3.3 Professional Tax Reports

As discussed earlier, Professional Tax is applicable to those individuals or professionals in India
who are involved in any profession or trade. The state government of each state governs and
administers the levy and collection of Professional Tax in the respective State. The state is
empowered with the responsibility of structuring as well as formulating the professional tax criteria
for the respective state. Professional tax is charged on the incomes of Individuals, profits of
business or gains in vocations as per the list Il of the Indian Constitution.

In India, the professional tax slabs vary from state to state and some of the states have formulated
different professional tax slabs for men, women and the senior citizens of the respective states.
The rates depend upon the profession, years in the profession and the amount of income or
turnover and so on.

In Tally.ERP 9, the Professional Tax Report is generated based on the Slab Rates defined in the
Professional Tax Ledger and it captures the amount of Professional Tax deducted under each
slab rate.

i. Professional Tax Computation Report

The Professional Tax Computation Report provides the summary of Amount deducted as Profes-
sional Tax from the Earnings of the Employees exceeding the prescribed threshold limits, in
accordance with the Slab rates applicable for the particular state.

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

o From the List of Ledgers drop down, select Professional Tax and press Enter, the Pay-
roll Statutory Print Configuration screen appears
o Inthe Payroll Statutory Print Configuration screen,
= Specify 01-08-2009 and 31-08-2009 in the From and To fields respectively
m  Select All Items in the Employee Category field
= Select All Items in the Employee/Group field
= Type Bangalore in the Place field
m  Specify 31-08-2009 in the Date of Printing field
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The completed Payroll Statutory Print Configuration screen is displayed as shown:

Printer

No. of Copies
Print Language

lMethod
Page Range

Payroll Statutory Print Configuration

1

: Printer 1 (MNe02:) Paper Type : Ad
: English (Printing Dimensions)
: MNeat Mode Paper Size : (.27 x 11.697) or {210 mm % 297 mmj}
T Al Print Area : (327 x 11.697) or {210 mm % 297 mmj}

Report Titles
PROFESSIONAL TAX PAYABLE BY EMPLOYER

{with Print Preview)

From (blank for beginning) - 1-8-2009

To (blank for end) - 31-8-2009

Employee Category -4 Al tems

Employee/Group -4 Al tems

Place : Bangalore e

Date of Printing © 3132010 Print 3

Authaorised Signatory Name - Mr. Ram VizE o i

Figure 10.92 Payroll Statutory Print Configuration screen

Press Enter to Print.
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The printed Professional Tax Computation report for the month of August 2009 will appear as
shown:

PROFESSIONAL TAX PAYABLE BY EMPLOYER

Return of Tax payable for the period . August, 2009

Mame of the Employer : Spectrum Software Soluttions
Address o 14, Mysore Road,

Bangalore
Registration Cerificate Mo, - KAPTM2445308

Mumber of emplovees during the month in respect of wharm the tax is payable as under

SN- | Employees whose monthly salaries / wages / Number of |Rate of tax | Amount of
0. both are Employees | per month Tax
Rs. Deducted
Rs.
1 |Rs 0 fto 5,000.00 0.00
2 |Rs 5,000.00 fto 3,000.00 2 60.00 120.00
3 |Rs 3,000.00 fto 10,000.00 100.00
4 |Rs 10,000.00 |to 15,000.00 1 150.00 150.00
5 |Rs 15,000.00 |and above 3 200.00 600.00
TOTAL 6.00 870,00
Amount Paid . 870.00

Amountin Words ;. Rs. Eight Hundred Seventy Only

| certify that all employees who are liable to pay the tax in my employment during the period of return have
heen cavered by the forgoing particulars. | also certify thatthe necessary revision in the amaunt of tax
deductable from the salary orwages of the employees on account of variation in the salary orwages earned
hythem has been made wherever necessary.

I, Shri Mr. Ram solemnly declare that ahove staterments are true to the best of my knowledge and belief.

Flace : Bangalore

Date 1 31-Aug-2009 Signature of Employer

Figure 10.93 Printed PT Computation Report
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ii. Professional Tax Statement

The Professional Tax Statement provides the summary of Employee wise Gross Wages paid, No.
of Working Days and the amount of Professional Tax deducted during the selected period. To
generate the Professional Tax Statement for a month,

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

o

o

From the List of Ledgers drop down, select Professional Tax and press Enter, the Pay-

roll Statutory Print Configuration screen appears

In the Payroll Statutory Print Configuration screen,

Specify 01-08-2009 and 31-08-2009 in the From and To fields respectively
Select All Items in the Employee Category field

Select All Items in the Employee/Group field

Select Employee Name as the Sorting Method

The completed Payroll Statutory Print Configuration screen will appear as shown:

Payroll Statutory Print Configuration

Printer : Printer 1 (MNe02:) Paper Type : Ad

No. of Copies 21

Print Language : English (Printing Dimensions)

Method : MNeat Mode Paper Size : (.27 x 11.697) or {210 mm % 297 mmj}

Page Range T Al Print Area : (327 x 11.697) or {210 mm % 297 mmj}
Report Titles

Professional Tax
Professional Tax Monthly Statement

{with Print Preview)

From (blank for beginning) :  1-8-2009

To (blank for end) - 31-8-2009

Employee Category -4 All ltems .

Employee/Group -4 All ltems Print 2

Serting Method . Employee Name Yes or No

Figure 10.94 Payroll Statutory Print Configuration screen

Press Enter to Print.
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The printed Professional Tax Statement for August 2009 is displayed as shown:

PROFESSIONAL TAX - Monthly Statement
{Professional Tax)

Mame & Address ofthe Factory or Establishment . Spectrum Software Solutions
14, Mysore Road,

Bangalore
Staterment far the Period ©1-AUg-2009 to 31-Aug-2009
SLNo Employee No. Employee Name Worked Days| Gross Wages Value
1551 Ajay 26 16,300.00 200,00
2550 Mahesh 25 £59,308.00 200,00
3 (552 Rahul 22 23,692.00 200.00
4|554 Rajesh 26 7.800.00 g0.00
55953 Suresh 26 6,900.00 g0.00
6 549 Vijay Kumar 26 14,800.00 150.00
Total 1,38,800.00 870.00

Figure 10.95 Printed Professional Tax Statement
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J. You can view PT Computation Report from Gateway of Tally > Display >
Payroll Reports > Statutory Reports > Computation menu, detailing Pro-
N"M' fessional Tax collected and paid during a given period in the manner as

discussed in Provident Fund Computation Report section.

10.3.4 Gratuity Report

The Gratuity Report displays the provisional liability of an employer towards his employee in
respect of gratuity payable at the time of cessation of employment either by resignation, death,
retirement or termination.

The Gratuity Summary Report displays the gratuity amount payable in accordance with the pay
components and formulae defined in the ledger master, as discussed earlier. In Tally.ERP 9, the
Gratuity amount is calculated proportionately for eligible days in a year to the extent of completed
months of service.

You can view the Gratuity Report either from Statutory Reports menu or Payroll Reports menu i.e.,
Gateway of Tally > Display > Payroll Reports > Statutory Reports or Gateway of Tally >
Display > Statutory Reports > Payroll Reports.

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Gratuity Report
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The Gratuity Report for the Employees eligible for Gratuity is displayed as shown:

Gratuity Summa Spectrum Software Solutions cirl + M _E
For All Employees 1-Aug-2009 to 31-Aug-2009
Particulars Date of Date of | Gratuity Eligible| Gratuity
Joining Leaving Salary Amount
Primary Cost Catego 1,00,500.00  7,764.00
Administration 14,500.00 697.00
Suresh 1-6-2009 4.500.00 216.00
Vijay Kumar 1-4-2009 10.000.00 481.00
Contract Employees
R&D 20,000.00 962.00
Rahul 1-4-2009 20,000.00 962.00
Sales 66,000.00| 6,106.00
Ajay 1-4-2009 11.000.00( 1,058.00
IMahesh 1-4-2009 50.000.00| 4,808.00
Rajesh 10-6-2009| 10-9-2009| 5.000.00 240.00
Grand Total 7,764.00

Figure 10.96 Gratuity Summary Report

The above report displays the Gratuity Amount computed for each month for each Employee.

In order to ascertain the Gratuity payable amount, set Use for Gratuity to
Yes in the Pay Head master (i.e. Basic Pay, Dearness Allowance etc.)
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Button Options in the Gratuity Report:

o F5: Employee Wise — Allows you to display the Employee-wise Gratuity
report.

\ g/ r o F6: Till Date — Allows to actual gratuity payable for each employee. The
\ ) Gratuity Amount will be displayed only for those Employees who have
completed the eligibility duration in the organisation.

o F7: Employee Filters — This option (Ctrl+F7) allows you to display the
Gratuity report for a particular Employee Category with the required
Group or Employee.

The above report displays the details of all employees along with the Date of Birth, Date of Joining
and the Gratuity Eligible Salary, besides commenting on the total Gratuity liability as on date.

Press F12: Configure to configure for additional options

Configuration

Show Employee Number ? Yes
Show Date of Birth ? Yes

Show Zero Valued Employees also ?E_

Figure 10.97 F12: Configuration screen

Tally.ERP 9 allows you to drill down to the Gratuity Details report from the above display.
o Select the required employee and press Enter
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The Gratuity Details screen is displayed as shown:

Gratuity Details Spectrum Software Solutions cirl + M _E
Employee Name © Suresh
Date of Joining - 1-Jun-2009
Till Date - 31-Aug-2009
No. of Months worked for © 1.00
Gratuity Days of a Month © 26
Gratuity Eligible salary  : 4,500.00
Months From  Months To Eligibility Gratuity
days for Amount
Gratuity per
year

1 60 [] 216.00

Total 216.00

Figure 10.98 Gratuity Details Report

Once the employee is deactivated (i.e., when the date of leaving is filled in the

Employee master), Tally.ERP 9 stops computing Gratuity for the deactivated

é’ employee. If the tenure of service of such an employee falls below the eligible

slab for gratuity calculation, he/she will not be entitled for any gratuity amount.

Nﬂm However, in cases where the tenure of service is spread over more than one
eligible slab(s), he/she will be entitled to the sum total of all the slabs.

The above report displays the detailed Gratuity computation for all the slabs entered during the
Gratuity Pay Head Creation.
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