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Test Series

Introduction to Payroll in Tally ERP 9

Payroll Management in Tally ERP 9 is a comprehensive solution designed to
streamline and automate the payroll process for businesses. It integrates
seamlessly with the accounting functions in Tally, ensuring accurate and efficient
management of employee-related financial data.
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Create Employees (Payroll)

The Employee Master in Tally.ERP 9 can be used record all employee-related
information. In addition to general information, you can also enter Payment,
Statutory, Expat and Contract details of employees. To enter Statutory related
information in the Employee Master, enable the option Show Statutory Details in
the Payroll Configurations screen.

Create Single Employee
1. Go to Gateway of Tally > Payroll Info. > Employees > Create (under Single

MBA 2. Enter the Name of the employee. By default, the system displays the same
AL value in the Display name in reports as .

3. Modify the Display name in reports as , if required.
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= h"g:::,&:gem 4. Select the Employee Group in the field Under.

.many more 5. Enter the Date of joining.
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Note: The Date of resignation/retirement option is available only on the
Employee Alteration screen. After you enter the Date of resignation/retirement ,
you can also select a Reason for leaving .

CBSE
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6. Set the Define salary details? option to Yes , and p ress Enter to open Salary
Details Creation screen.

In the Salary Details Creation screen, you can specify salary details of an
employee. The Salary Details Creation screen appears as shown below:
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In the Effective From date field, the Date of joining appears by default. You

cannot alter the Effective From date.

7. Select the relevant Pay Heads from the List of Pay Heads in the Pay Head

column, and enter values for the required pay heads.

8. Define the salary structure, and press Enter to navigate to the Employee

Creation

Note: This option will be available only if the option Add NOTES for Employees is

screen.

enabled in the Employee Configuration screen.

9. Enter remarks, if any, in the Notes field.
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Test Series 10. Enter the employee General Information , employee's Bank Details for salary
processing, Payment Details , Statutory Details , Passport & Visa Details and
Contract Details.

CBSE Note:

@ Date of Birth is the basis to determine if the Employee is a senior citizen
while Gender is used to arrive at the correct Income Tax computation (based on
the slab).
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€ |f your bank master is enabled for e-payments, you can choose any of the e-
payments options (e-fund transfer, e-cheque, or e-DD) during voucher creation
for payroll payments.

In Statutory Details , you must enter the Income Tax Number (PAN) , Aadhaar
Number , Universal Account Number (UAN) , EPS Account Number, PF Account
Number and ESI Number . This information is required for printing Employee
Count (No. of Employees) in the PF & ESI Challans and other Statutory Reports.

— Banking &
nsurance

To update the Permanent Retirement Account Number (PRAN) of the employees
covered under the National Pension Scheme (NPS), enable the Applicable for NPS?
option and specify the PRAN in the PR Account Number field.

Central Govt.
N
Service ployee C
Category Primary Cost Category
Hame Employes A
faipa)
m Stﬂte GOVt- Cisplay nasma in repoits as Emiployes &
Services Undar Sales
(¥ Primay)
Cate of joining ifpe 2016
Cefne salary detants 7 Yes
LAw ‘Geseral Information Provide hani details 2 Yes Passport and Visa Details
44 Employes Mumaer Sstuinry Datalls Passport numbar E5E98T1
> Etnny Gatadl
— Eﬂtrﬂnce Cesignation Sanlor Exacutive Country of issue ndia
e Functian Sales Incona Tax Mumbsr (PAN) ALAPS121D Passpor exery date” 12-Awa-2017
L=zation Bangaluru adhaas nusnber ZHEGTO ian rumbes SO85E33H
Gander Rinle Unieessal Account Narmbar (LLAN). 100009876543 Wisa expry date M-Jun-2077
Cate of birth 15.Dec- 1975 PE et manber KATBHIOO5646T
ik el e EPS mbar KABHID03456467 Contract Oadnlly
Fathera/mother's name: Mr. Ram Mahan el
Spouss's name Anial Diate of jownna for PE 1Apr-2HME VWiork peamit neambar - SEQ05984
M BA Adldrean ﬂrb.’-:u. Crosa, BalafLayouw |PF account numbe’ (PRAN) KABHIOBESEIET | Conteact start date -~ 1ne MG
Subramani Colorry ESI rusnber ESI 3456 Contract gxpry date . Ji-Mar-20
Bengaluiu-56 ES| dispersany name Haiaiinaaar
Entrance Phons no 08072173859 Accapt 7
I:I [E-Mail emp 1T S@gmail.oom ¥ N
i1 a

Railways & Metro

= Sarvicas 11. Press Enter to save.
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Note: For International Companies, only Income Tax Number option is available
under Statutory Details. For UAE, only Labour Card Number, Emirates ID number
and Emirates ID expiry date options is available under Statutory Details.

You can configure the salary structure using the Salary Details screen.

Employee Configuration
1. Click F12: Configure to change the default display for the Employee Creation
screen.
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@, I C S E Employee Configuration
Provide aliases along with name rl Yes
Provide language aliases for name 7 No
Add notes for employees 7 No
Show statutory details 7 Yes
Provide passport and visa details 7 Yes
Show employee display name 7 No

— Banking &
nsurance

2. Set the option Provide aliasis along with name? to Yes to add aliases for the
employee.
Central Govt.

i 3. Set the option Provide language aliases for name? to Yes to add:the aliases in
other languages as selected (only while using Multilingual feature)

1

IPTPNP ) 4. Set the option Add notes for employees? to Yes to add notes or remarks for an
m P employee.

5. Set the option Show statutory details? to Yes.to enter the PAN, PF, PR, EPS
Account Number, the Date of Joining and Relieving.
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- Entrance [FSENNETNN option Provide passport and visa details? to Yes to enter the passport
and visa details of the employee.
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MBA 7. Set the option Provide contract details? to Yes , to enter contract details such
NP as Work Permit Number, Contract Start Date and End Date.

Il

8. Set the option Show employee display nhame? to Yes , to print a different name
: for an employee while printing reports. This option is useful the same name is
= R""g:::’is:: e":‘““ shared by a number of employees.

9. Press Ctrl+A to accept.
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Test Series Create Multiple Employees
1. Go to Gateway of Tally > Payroll Info. > Employees > Create (under Multiple
Employees ).

2. Select the employee group under which you want to create all the employees,
in the Under Employee Group field. If an independent employee is to be created,
select All Items in this field.

o
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3. Select the employee category in which you want to add the group, in the
Category field . The default category Primary Cost Category appears selected in
this field.

4. Specify the name of the employee in the Employee Name field.

5. Select the employee group into which you want to add the employee in the
Under field .

6. Enter the joining date of the employees in the Date of Joining field.
— Banking &
" Insurance

The Multi Employee Creation screen appears, as shown below, displaying the
details of employees you added.

Central Govt.
Service
5. Ko, Category Employes Name Under Date of joining:
1. | Primary Cost Calegory Employes B Sales S-Ape-2016
2. | Primary Cost Calegory Employes C RAD 1-Jun. 2016
3. | Primary Cost Calegory Empiloyes D Sakes 1-Sep-2016

i State Govt.
Services
7. Press Ctrl+A to accept the changes.
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