
 

 
 
SmartOffice Payroll and Biometrics Solutions Pvt. Ltd  

 
 
 

                     

 

 

 

 

 

 

SmartOffice365+Payroll 

Reference Book 

The important fields or options are highlighted with this color in the 

background. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 
SmartOffice Payroll and Biometrics Solutions Pvt. Ltd  

 
 
 

MASTER 

1. Dashboard: 

 

 

                      It shows the Earning and Deduction details of the entire company on the monthly basis. 
 

2. Master company Details: Path: Payroll  Master: 
 

 
 
 
In this, the details of the company should be provided. So that the same is reflected 
in Payslip, F-16 and other reports generated.  
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Company Name: The name of the company 

Responsible person: Name of the person who handles the business 

Company Address:  Complete address of the company (without special characters). 

Is Calculate Earn Gross: This option should be used by those who want to first calculate the 
earned gross and then, divide the earned number into different components on a priority basis 

Company Phone No: The contact number of the company 

Consider as Master Company in Payslip: This option if checked, will print the master/ company 
details in the payslip or it will print the branch details.  

One time Taxable: Tax will deduct in single shot i.e. in the same month in which the amount is 
earned.  

IsCalculateHRAMonthly: HRA will be calculated on a monthly basis. 

OT Approval Required: If you want Overtime to be approved before the OT hours are used in 
salary calculation. Check this box 

Email ID:  The email address of the responsible person. 

Website: The website of the company 

Company Group Code: The code of the company 

TAN:  Provide company TAN number, required in Income tax related areas (10 Digit 
ALPHANUMERIC)  

Company Type: Type of the company (Govt sector, Public Sector, others) 

PAN No: Enter the PAN number of Company 

MaxLossOnPropertyAmount and Max80EEAmount: Maximum limitation of exemption, for more 
details can check in IT declaration part. 

TDS Month: Tax deduction month (From which month TDS (Tax deducted at source) should 
start) 

Gratuity Earning Head: Assign the salary head against which Gratuity earning should reflect 

Gratuity Deduction Head: Assign the salary head against which Gratuity earning should reflect  

Multishift: Under development. 

Upload Employee Photo: Attach company logo and it will appear in your payslip. 

 

  Click on SAVE to save the settings. 

 



 

 
 
SmartOffice Payroll and Biometrics Solutions Pvt. Ltd  

 
 
 

3. Salary Structure Classification:  we can define multiple structures  

A. We would like to provide different components to different group of people. 

B. We would like the components calculation to be different for a different set of people. 

 

Steps To Add Salary Structure: 
 
 In salary structure classification click on Add new record, a drop up menu appears headed    
 
Salary Structure Details  
 
Salary structure name: Enter the name of a structure you want to create 
 
Remarks: Enter particular remarks for a structure. 
 
Select any one option given below: 
 
1. Actual Days per Month: Salary of an Employee is paid considering actual days in a month i.e. 31 
days, 30 days, or 28 days. So check on this option if you want to pay salary on the bases of actual days in 
a month. 
 
2. Fixed 30 Days in Month: Salary is paid considering constant fixed 30 days all the 12 months of a 
year irrespective of actual days in a month. If you want to pay salary on the bases of the same you can 
check this option. 
 
3. Allow User to Edit Days:  In a Month: As the name states that user can edit the days of a month 
as per company requirement. If you check this option you can edit days in payroll month.  
 
4. Mid Of Month: Mid of Month is used when Companies has Different   attendance.                                                                                                                                  
Month and Payroll Month. For example if the Attendance has to be taken   from 20th   or 21st for 
current   month.  Whereas, next processing salary from 1st to 30th then you would have to check this 
option. 
  
Click Update to save . 
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4. PT Group (professional Tax) 
 

 
 
Professional tax is the tax set by the state governments in India. Anyone earning or income from salary 
or anyone practicing profession such as chartered accountant, company secretary, lawyer, doctor etc. 
are required to pay this professional tax. Different states have different rates and methods of collection. 
All the slabs are configured in the system but if you still need to include any new one you can use the 
below process. 
 

Adding a new Record 

 

 

PT Group: Provide name of the PT group 

State: Provide PT state 

Certificate Number: Provide Certificate number of PT 

P.T.O circle Number: Provide PTO circle number 

Address: Provide complete address of the PT company (No special characters) 

 Click on Update to save. 
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5. Branch Details 

 

It shows the list of existing branch details. Use Edit to make changes in the record and Delete 

to delete the record. 

Adding a new Record 

 

Branch Name: Provide the company branch name 

Responsible Person: Provide the name of the responsible person/owner of the company 

State: Provide the state where the company is located 

PF Group: Provide PF Group name, if you want to create new PF group click on PF GROUP 

button then click to add new option, provide the group name and company PF Account Number 

click on update option. 
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PT Group: Select the applicable state to calculate Professional Tax on regional Slab wise. 

ESI Group: Provide ESI Group name, if you want to create new one, click on ESI GROUP button 

then click to add new option, Mention the group name with company ESI number and local 

office and update. Check the limit ESI Gross to Restrict ESI on cut-off amount, if applicable. 

 

Address: Provide the complete address of the company (without special characters) 

Branch PAN and Branch TAN NO: If this is different company then you can mention PAN and 

TAN of the company. It will be valid after selecting “IsIndiCompanyForm16” option from 

master company. 

                              Click on Update to save. 
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6.Bank Details 

 

It shows the list of existing bank details. Use Edit option to change the values. You can create all 

the banks in which your employees have the bank account. Based on this you will get bank 

statement and bank format (soft copy), the same you can send to your bank to transfer. 

Adding a new Record. 

 

Name: Provide name of the bank 

Address: Provide the address of the bank 

Contact Number: provide the contact details of the bank 

Email ID: Provide the email address of the bank 

Branch: Provide the branch name of the bank 

Pin code: Provide the pin code  

IFSC code: Provide the IFSC code of the bank 

Click on Update to save. 
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7 .Check list :  

                    Check list works as a reminder. The check list will show up on your process payroll 

window so that you do not forget any important task like Addition or Resignation of any 

employee before processing the payroll.  

 

8. Journal Voucher(click here) : 

A Journal Voucher is an audit trail, carries a code and transaction amount.  Normally after 

processing the salary, HR might have to give the salary sheet to account department to process 

the journal entries in accounting software. You will get directly the debit and credit amount 

sheet with salary components in SmartOffice. That report can be used to import the data in the 

accounting software.  

Create the journal voucher heads by using add new record and the same have to be assigned 

for all components. Based on this you will get journal voucher report From “PAYOUT” window. 

The difference of the Total Salary Payable and the deductions is the Net salary payable. For the 

JV Name “Net salary” you can check the option “Is Net Earning” as shown below 
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Export to excel: After assigning the JV heads to salary components and completing the 

salary process. You can now generate the Journal Voucher from the Advance option  window, 

Other settings  , Export Journal Voucher option. Here we have two standard formats. 

1. Standard format for Tally. 
2. Standard format for SAP. 

You can also use the filter options as per your requirement. 

Export to excel SAP: 
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PAYROLL INPUT 
1. Payroll Month

 

In a company, payroll is the sum of all financial records of salaries for an employee, wages, 
bonus and deductions. In accounting, payroll refers to the amount paid to employees for 
services they provided during a certain period of time. That period of time refers to Payroll 
Month. 

     STEPS TO ADD PAYROLL MONTH: 

     Payroll month:  Mention the processing month and year. 

 

     Begin date:   Provide the beginning date of processing month. 

 

     End date:    Provide the ending date of processing month. 

 

     Salary calendar days:   In this option you can edit the days as per your company policy. 

 

     Is Locked:   After completion of salary process, please lock the respective month. By this any, 

     Unnecessary changes will not affect in processed data   
 

        Click Update to save or Cancel to close.  

 

2.Salary Heads: The salary components constituting an employee's pay structure is called a Pay 

Head. A Pay Head may be an earning to the employee, or a deduction, which is recovered from 

employee salary. ... For example: Basic Pay is a fixed pay component whereas Variable Pay, Bonus is 

variable components. You can define any number of salary heads. 
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Steps To Add Salary Heads 
: 
Click on Add New Record option, a window “Add Edit Salary Head Option” appears 
Salary head name: Mention the salary heads which you have in your company for salary calculation. 
 
Print name: Enter the Name of salary head which you want to see in the payslip. 
But you need not to create Basic and OT since these are default Earning Heads. 
 
FBP (Flexible Benefit Plan): After selecting this option, automatically two options will be visible i.e. 
Declaration required and Pay as Proof submitted. If you want to collect proof or declaration against 
particular component before paying then you have to use these options. 
 
Is pay in salary slip: If you want this salary to be paid through salary slip. 
 
Is show in net earnings: If you want to show the calculations directly in net earnings, not as a 
separate component in payslip. 
 
Is pay in reimbursement pay slip: If you want to show particular heads of calculation in 
reimbursement payslip instead of normal payslip. 
 
Show in Gross Rate: By selecting these options, employees’ theoretical salary will reflects in 
employee’s individual payslip in actual column.  
 
Include In CTC Only:  If this amount is included in CTC then you have to select this option.  
 
Show in Annual Earning Only:  In payslip you will get the annual value of each component. 
 
Journal Voucher: As explained in Page 5, you can assign the JV head to the salary heads. 
 
Click Update to save or Cancel to close 
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3.Assign Heads to salary structure 

Once we have created the structure next step will be to assign heads to the structur 

 Adding a  New Record   

Steps to Assign Heads to Salary Structure: 

    I. BASIC DETAILS: 
              Salary structure: select the salary structure for which you want to define the salary head. 
 
              Salary head: choose the salary head which you want to assign under this salary structure. 
        
              Valid month: From which month salary head to be valid for particular structure.      
  
Calculation Basis: It means the base of paying salary whether on salary calendar days or pay days.   
A. Paydays : Calculation will happen on Attendance i.e. Salary calendar days – LOP 
B. Salary calendar Days: It will process whole amount of component means it will not consider any 
present or absent days of employees for calculation. 
 
Calculation Type: It means the type on the bases of which you want to calculate on employees 
                           Salary head. Here you can find three types of calculation. 
 

A. Formula: If the salary head is to be calculated based on formula then select the 
calculation type as formula and you have to create a formula as per your requirement 
from “Formula Setting” window. And have to assign the formula  
 

B. Manual: To mention salary amount manually for employees, select the calculation type as 
manual. You can enter amount of salary head amounts manually in the employee view 
salary window. 
 

C. Lump sum: If you want to keep the amount of salary head constant throughout financial 
year select lump sum and enter the amount in “Lumpsum” field. For ex: Medical 
Allowance or Conveyance Allowance. 
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Calculate while Process payroll: If the calculation of the salary head is defined on a another 

component which will be pulled from Attendance or calculated during processing  payroll 

then you can use this option.  

Example : Overtime(Normally Overtime will not have theoretical/fix amount. it is depends on 

extra working hours, which you will get after process/recalculate the attendance data.  

Open Component: This option is checked only when the particular component calculation is 

based on other component apart from the assigned Heads 

 
 

STATUTORY DETAILS: 

PF: Select the PF option if you want PF calculation to be done on the head you are defining. 

ESI: Select this option if you want ESI calculation to be done on the head you are defining 

PT: Select the PT option if you want PT calculation to be done on the head you are defining  

VOL PF: Check VOL PF, if employee is contributing his share of PF more than 12%. They can 

increase on % wise or Amount wise in Pre-salary Transaction.( if you want to check click here 

)  

 

Taxable settings: 

Fully exempted: Check this option if the salary head is exempted from tax. 

Non-taxable upper limit:  check this option if it is not exempted from tax and also mention 

the exemption amount in side by block. Not relevant any more. 

Consider for future tax projection: check this option and give TDS reference for tax 

calculation. 

TDS Ref - select the applicable “TDS ref“  from drop down list. This is very important for 

proper calculation of TDS 

 

Click on Update to save or Cancel to close. 
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4 .Formula Setting 

 

 

It shows the list of existing formulas. Use Edit to make changes. You can click on Add new 

record, if you want to add a new one. 

 

 

 Name:  Provide the name for the formula 

 
Expression:  Provide the expression formula 

 

Verify:   It is used to verify the expression 

 

Variables:  All components are available like Salary heads, shifts, OT and all deductions you can 

choose and define the formula. Double click to select the required variable. You can use the huge 
number of variable options pulled from Attendance to automate the salary calculations. 
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EXPENSE CLAIM 

1. Expense Category 

 

   It shows the existing list of expense category. Use Edit to change and Delete to delete the 

record. 

Adding a new Record 

 

 

Expense Name: Here you can provide name for the Category of the expense claim. For example 

the category would be Travel or Conveyance and the sub category could be Petrol or Auto or 

Uber etc. 

Remarks: Details for the expense claim 

Click on Update to save or Cancel to close. 
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2.Expense Sub-category  

 It shows the existing list of expense subcategory. Use Edit to change and Delete to 

delete the record. 

 

 

Sub Category Name: Name of the expense of sub category name 

Expense category: selecting the existing expense category name 

Tick to activate current sub category 

Remarks: Details of expense sub category 

     Click on Update to save or Cancel to close 

 

1. Employee Expense Claim 

 

It shows the existing list of expense claimed by the employee. Use Edit to change and 

Delete to delete the record. And also you can export the expense claim report to excel. You 

will see the various details of the expense claim also in this field like status – Approved in 

terms of True or False. Admin can directly approve the claim using the edit option after 

verifying the details. 
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            Adding a new Record or approving the submitted claim 

 

Employee will be able to submit the expenses using the ESS (Employee self service option) and 

the same can be approved or rejected from here. You can also directly add a claim here. 

Employee Name: Select the employee 

Payroll Month: Select on which month you want to give this amount.  

Expense Sub-category: Select expense sub-category 

Mode of Payment: Select the mode of payment how the payment needs to be processed.  

Amount: Enter the amount 

Invoice Number: Enter the invoice number 

Invoice Date: Select invoice date 

Is Approved: We can approve the claim by checking this option. This option will be available 

only to the Admin. 

Employee Remarks: Provide employee remarks 

Manager Remarks: Provide manager remarks 

 Click on Save. 
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ASSET TRACKER 
In order to use the setup, we will have to first create the Asset Group ex: Computer & 

Accessories.  And then the Asset type ex: Laptop or Keyboard etc. And then you can add the 

Asset items as explained below 

 

Asset Type: Select the asset type 

Condition: Select the condition of asset 

Serial Number: Enter the serial number of the asset 

Purchase Date: Select the purchase date asset 

Entry Date: Select the entry date of the asset 

Cost: Select the cost of the asset 

Manufacture: Enter the manufacture name of the asset 

Brand: Enter the brand name of the asset 

Model: Enter the model name of the asset 

Remarks: Details of the asset 

Click on Update to save or Cancel to close. 
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 Now once the Asset is created you can update the details to whom the asset is being 
provided or already provided. The process of adding Assets can be done using the import 
option also.  
 

Adding a new Record 

 
 Asset Item: Select the asset item to be issued to the employee 
 
 Employee: Select the employee for whom the asset should be issued 
 
 Issue Date: Select the date of issue of the asset 
 
 Return Date: Select the Return date of the asset 
 
 Issue Remarks: Type the issue remarks 
 
 Return Remarks: Type the return remarks 
 
Click on Update to save or Cancel to close. 
 

Asset Stock – This window will show you the status of total stock of each Asset 
type created. 
 

 

 It shows the existing stock of assets like Asset name, Total assets, Total number of 

allotted asset and the available asset. 
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EMPLOYEES 
Employee Details 

 

It shows the existing list of employees with fields like employee code, employee name, 

category, department, designation, location and status. Use Edit to change the details of 

employee and Click on view salary details to know the assigned salary structure for the 

employee. 

 

 

 

 

 

 

 

 

 



 

 
 
SmartOffice Payroll and Biometrics Solutions Pvt. Ltd  

 
 
 

Adding a new Record 

 Employee personal details are same as in smartoffice365 time and attendance software. 

 

 

 

 

 

 

 

 

 

 Provide other details of the employee. 

Provide the payroll details for the employee. 
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Salary Calculate From: Select the month from which employee’s salary calculation starts. 

Salary Structure:   Select the applicable salary structure.  

Mode of Payment: Select the payment mode i.e. Bank Transfer, Cash or Cheque  

Salary Calculation Method: i.e. Monthly, Monthly Hour, Daily or Daily Hour. 

Financial Institution: Select the Bank institution in which bank employee has bank account. 

When the mode of payment is Bank Transfer  

Bank Account Number: Enter the Bank Account number of Employee. 

Account Holder Name: Enter the Bank Account Holder name as seen in Pass book 

IFSC Code:   Enter the IFSC Code of Branch 

ESI No: Check this box, if ESI needs to be deducted. And mention the ESI number. 

PF No: Check mark the PF check box, if an employee comes under PF deduction. And mention 

the PF and UAN number, without UAN number PF Challan will not generate. 

ESI Dispensary: Enter the number of ESI Dispensary. 

PAN Number: Enter the PAN Number of Employee. 

Ward/Circle: Enter the Ward/Circle of Employee. 
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Other Details:  

Metro: Check the check box if employee belongs to the metro city. 

Contract Employee: If the Employee is Contract based then check this box 

Gratuity: Select this option if this employees under gratuity.  

Exclude Payroll: If this box is checked, salary will not calculate for that particular employee 

Zero Pension: In PF calculation 8.33% will go for pension Fund from Employer contribution, so if 

you don’t want to calculate this 8.33% in pension fund then you can make it as zero then the 

whole 12% will go to EPF account.  

Zero PT: To calculate Zero Professional Tax where employee salary is more than gross PT 

amount (Slab Rate). 

Zero LWF: To calculate Zero LWF for particular employee, should select this option.   

Override PF Setting: If company wants to modify the PF contribution policy for a selected few 

employees they can use this option.  

Restrict Employee PF Contri: After selecting Override PF setting, if you want to restrict 

employee PF contribution then you can select this option.  

Employer PF Restrict: After selecting Override PF setting, if you want to restrict employer PF 

contribution then you can select this option.        

Provide document details of the employee. 

 

 

 

 

 

 

 

Provide separation details of the employee. This is important so that the salary does not get 

calculated for a resigned employee and it also helps in Full & Final settlement. 
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To resign employees, change the status as Resigned, Then mention the valid resignation 

date, reason, Tentative Leaving Date, Date of leaving and Exit Interview date.  

How to mention employee theoretical salary of employees: 

 

      After assigning the structure, click on view salary details from employee window, and 

mention the salary in Gross Salary field or CTC field as applicable. If the heads are defined on 

formula or Lump sum basis than it will be non-editable and will appear with grey background 
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PRE SALARY TRANSACTIONS 

1.EMPLOYEE ADVANCE 

 

 It shows the existing advance details given to the employees by the organisation with the 

required information like, advance name, recover from (in month) principal amount, number of 

instalment. Use Edit to change the details of advance, click Premium to know about premium 

details of advance given. 

Adding new record of advance 

 

 Provide detailed information about advance in this window: 
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Advance: Select the created advance heads from the blocks. 

Issue date: Select the month from which month advance is to be issued. 

Recover date: Select the month from which advance is to be recovered. 

Principal amount: Total amount given to the employee should be mentioned. 

Interest rate: Rate of interest is to be calculated on advance which is to be mentioned. 

Lump sum: Total amount to be recovered from employee.  

No of instalments: Total in how many instalment advances is to be recovered should be                                                                                                                                                                                                                                                                                                           
mentioned.       

Remarks: Provide the remarks. 

Adding a new Record for advance head: 

 

Provide details for creating advance head: 

Advance: Provide advance head name 

Advance code: Provide advance code for assigned head 

Description: Give any description for the advance head. 

To check premium of given advance can be checked by clicking premium from main window of 
employee advance. 
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 If any employee is not in condition to pay the premium for a particular month, can adjust the 
month by clicking EDIT option from above window. 

 

Click to adjust in new month option and enter the amount, how much employee has paid for 
the current month and a new premium will be created in the new month for the difference. 
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2. EMPLOYEE ADDITIONAL EARNINGS 

If any employees have additional earnings like Commissions, Incentives etc. then you can 
create those additional earnings in Employee Additional Earnings 

  

 Created additional earnings details will be displayed in this window. To add the additional 
earnings click on ALLOT EMPLOYEE ADDITIONAL EARNING a window will be appeared.  

 

 

Additional earning: select one of the created additional earning head. 

Pay month: Select the month in which you are paying the additional earnings. 

Amount: mention the amount of additional earning. 

Formula: If selected additional earning is based on formula then you can select the formula. 

(You have to define your formulas from Formula settings window from Payroll Input.) 

Select the employee click to Allot additional earning button. 
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Create additional earning head.  

From the Allot Employee Additional Earning, Click on create option

 

Additional earning: Give any additional which you want to create. 

Taxable: check if earning is taxable. 

PF depended: check in if PF is dependable on particular earning (mention %)                                           

PT depended: check in if PT is dependable on particular earning.  

ESIC depended: check in if ESIC is dependable on particular earning. (Mention %) 

Mode of payment: select one of the modes of payment from block given. 

If the Earning is Bonus or Gratuity, please select the relevant option so that the system will 

generate the concerned government form in the reports section. 

Click on Update to save or Cancel to close. 

3. EMPLOYEE ADDITIONAL DEDUCTIONS 

If any employees have additional deductions like damages, mobile charges etc. then you can 
create those in Employee Additional deductions. Follow the same process as additional 
earnings. If its Fine, select the check box so the respective government form can be generated. 
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4 .EMPLOYEE IT DECLARATION 

Under sec 92B, if the employee has taxable income being received from Employer in the form 

of salary, it is the responsibility of employer to deduct income tax from the salary of employees 

monthly on proportionate basis and deposit before the due date as prescribed. To update 

income of an employee from different sources, expenses against specific allowance, and submit 

investments made by them, we will have to use the path: Payroll Advance Options  

Employee IT Declaration. Alternatively you can use excel or the ESS option.  

To add details of employee IT declaration click on IT Declaration of particular employee from 

the above window. TDS window will be opened in a new tab  
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In this IT declaration there is about 80D which means about medical exemptions. For which 

Slabs are given as below 

 

For entering House Rent Allowance go to the next window. 

 

For house rent allowance condition is, if employee belongs to Metro, exemptions will be taken 

at 50% and if employee belongs to Non-metro then it will be taken at 40%. 

For declaring Self occupied property and interest paid on the same. 
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80EE 

This is the additional deduction available for the employees, but there are 4 conditions which 

must be satisfied for enjoying the exemptions u/s 80EE. Those are as follows: 

 Value of property should be less than or equal to 50 lakh. 

 Loan taken should be less than or equal to 35 lakh. 

 Number of house owned should be only 1. 

 Loan should be sanctioned after April 2016. 

If these conditions are fulfilled, additional deduction will be allowed up to 50000/- p.a.  

If LOP is taken for deductions then rental value should be mentioned otherwise notional rent 

should be mentioned. 

For declaring Let out property 

 

Notional rent: it is the assumption amount to be taken for rent if no rent received during the 

year, if you need to report loss on LOP.  
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According to the new income tax rules in the 2017 Loss on property has reduced to 2 lakh 

which will be deducted and balance amount will be carried forward to the next 8 year 

For declaring employees Income from previous employment and other source of Income. 

      

 

 

 

 

5 Employee Increment:  

Here you can process employee salary increment by amount or by percentage on selected 

salary heads with effective month of increment. Increment can be defined only for formula 

based heads and Gross salary/CTC. 

 



 

 
 
SmartOffice Payroll and Biometrics Solutions Pvt. Ltd  

 
 
 

6. EMPLOYEE  ARREARS 

If an employee is promised hike from the months that have already passed (ex: current month is July, 

but the employee is promised hike from April) then it is called as Hike Arrears. We can create these 

arrears in Employee Arrears option. We have to create Arrear master setup to specify the heads to be 

considered for Arrears calculation.

 

Arrear: Add arrear name. 

Applicable salary heads: Mention all heads to be included in Arrear calculation. 

Description: provide if any description is required 

Check if PF, PT & ESIC to be calculated on Arrears. 

Click on Update to save or Cancel to close. 

And then we have to assign Arrear as a head to the salary structure so that the system can store 

the Arrear value in a particular head  

 

 

 

 

   

 

 

For the current month, in the employee view salary window specify the revised/incremented 

salary. Then in Arrear window click on Allot Arrear, below window will be displayed. 
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Arrear: Select the arrear master from the list, which has been recently created. 

Pay month: Select the month in which you want to pay. 

From: Select the month from which arrear has to be paid. 

To: Select the month till which arrear has to be paid. 

Ref month: Select the month in which the revised/incremented salary has been 

specified/updated. Finally, Select the employee and click to Allot arrear to allot the arrears. 

Partial month arrear: If any partial arrear is to be given then select the month in partial month 

and mention the days in days block. This is generated used for reversal of LOP or similar 

scenarios. 

7.EMPLOYEE GRATUITY 

Gratuity is a part of salary that is received by an employee from his/her employer in gratitude 

for the services offered by the employee in the company.  Gratuity is a defined benefit plan and 

is one of the many retirement benefits offered by the employer to the employee upon leaving 

his job. It is given when a employee leaves the company after working in the same company for 

more than 5 years without gap.  

Since it is paid to out going employees only, the employee status has to be changed to resigned 

and the DOL has to be updated as shown below. 
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             Select the same formula for Gratuity Calculation. 

            Click on Calculate, if once gratuity calculated successfully, then click on Update 
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8. EMPLOYEE LEAVE ENCASHMENT 

Leave Encashment refers to process of en-cashing leave or converting the Leave into Cash. This 
is generally followed when employee has unused balance of leaves at the end of the year or 
while processing F&F. In order to use this option, first the Leave Encashment Option in Leave 
type has to be enabled. 

 

Assign Leave Encashment Salary Head to Salary Structure 

 

Now you can apply leave encashment in EMPLOYEE LAEVE ENCASHMENT option in pre salary 

transaction. To add new record, click on 
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 Add new record.  

 

Employee: Select the employee from the list. 

Leave type: Select the Leave type, which you want to en-cash.  

Formula: Mention the formula for calculating leave encashment. 

Payment Mode: You can choose the relevant option. For resigned employee you can choose FFS. 

No of Encash Leave: Mention the number of days for which you want to process leave encashment. 

Encashment Amount: When all details are given, click on the Calculate button, amount will be calculated 

and get filled in automatically.  

Leave year: Select the year for which the leaves are being encashed. 

Ref/pay month: Select the month in which you want to pay encashment. 

Click on Update to save or Cancel to close. 
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     9. Lock IT Declaration: 

Company usually follow time lines for submitting IT declaration by employee’s. Accordingly, once the 

time line is over they would not look like the IT numbers and TDS calculations to keep changing. This can 

be prevented using lock IT declaration option.  

 

SALARY TRANSACTION 

1. HOLD EMPLOYEE SALARY 

If you want to temporarily hold any employee’s salary for any reasons, you can do it using this 
option. Just select the “Hold Month” & Employee whose salary needs to be kept on hold and 
click on Hold salary.  
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2.PROCESS PAYROLL: This is the window where you can process the payroll. There are 

options to filter employee, category, designation, branch & structure etc. 

 
Select the month of salary processing and click on Quick process to process payroll without 
payslip. At the bottom you have certain links providing you important notification and                                 

option to change certain setting to complete your payroll process accurately. 

3.FULL AND FINAL SETTLEMENT  

If any employee resigns from the company the final formalities can be completed through FFS 
i.e. full and final settlement.               

Fill the details in separation details from employee’s option. where we have to Select or enter 
the resignation Date and Date of leaving.  

 
 

 
 
 
 
 
 
 
 
 

Once the Employee resignation and DOL is updated, you will have to go and stop the salary of 
the employees (path Advance option  Stop Salary  Select the employee). After this you can 
continue normally processing all the employee salary.  

Once the notice period is over and all the formalities are completed, you can process Leave 
Encashment if applicable and any other Additional Earning or Deductions. After clicking the Full 
and Final Settlement this window will appear .Select the employee and select the reason for 
leaving and click process payroll amount will reflect in earnings and deduction  
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4.EMPLOYEE EARNED SALARY 
Here you can check the employee’s Earned Salary (Earnings and Deductions) 

 

Salary structure: Select the structure. 

Salary month: select the salary month. 

You can see the earned salary i.e. Employee Earnings and Deductions of the employee by 

double clicking on NET AMOUNT of a particular employee.
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PAYOUT: 

1.BANK STATEMENT 

 

Here can generate Bank Statement for sending the same to the bank for remittance. 

Month: Select the Month for which you want to generate Bank Statement. 

Bank: Select the relevant bank. 

Mode of Payment: should be Bank Transfer 

Pay Type: If you are paying it with Salary Select Paid in Salary and If You are paying it    

independently then select accordingly. Click on Generate, it will Generate in excel Sheet. 

2.BANK FORMAT        

Here you can generate the soft   statement that needs to be sent to bank for salary remittance. 
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Month: Select the Month for which you want to get bank format. 

Bank: Select the relevant bank. 

Bank format: Select the bank for which you want the format. 

Pay Type: If you are paying it with Salary Select Paid in Salary and If You are paying it    

independently then select accordingly.  

If you want to generate Company wise and department wise then you can select options. Click 

on Generate, it will Generate in excel Sheet.  

Bank Format will be generated in excel format 
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3.PAYSLIP 

To get a pay slip this option will help you. Firstly generate Payslip in Generate payslip report 

 

 
After that go to Payslip option in the same section and once you have selected the month, click 
on employee code , Payslip will be generated in PDF format. You can even email the payslip to 
the employee using this option. 
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ADVANCE OPTION 

 Form 24Q  
 Form 24Q Callan Setting 

 

             1. Particulars of Return 

     Type of Deductor: Select the type of deductor 
    Payment Section Code: Select the payment section code 

 

             2. Particulars of Deductor (Employer) 

      Fill all the information of Deductor  

             3. Particulars of the Person Responsible for Deduction of Tax 

                   Fill all the information of Responsible person for tax deduction  

                                   Click Save  
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 Form24Q Challan Details. 

 
To fill the new record or details click on Add new record .Fill the all information and click 
on calculate it will calculate automatically. Click on update to save  
 

 Form24Q Return: 
In this option form24Q return can generate in text format by clicking on Generate 
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 configure statutory settings: 

1.Pt Rate Editor: 

In this you can record PT slabs for state wise  

 

2.PF/ESI Rate Editor 

 

It shows the details of PF/ESI rate which already exits. Use Edit option to change the 

values of PF and ESI rates. 

Adding a new Record 

 

Effective from: The month that the PF/ESI should be applicable. 

Company PF Details 
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EPF (A):  The maximum percent (%) of PF amount should be deducted from the employee gross 

salary. 

Cut off: The maximum Cut off salary for the employee was the PF should not be applicable. 

Employer’s Share (%) 

The maximum contribution from employer’s (company) 

1. Pension Fund 

2. EPF(A-B) 

Company ESI/Gratuity Details 

Employee State Insurance 

It is a self-financing social security & health insurance scheme for Indian workers where the 

amount will be utilized by ESIC authorities for providing health facilities. You can update 

Employee %, Employer % and cut off of salary for the contribution of ESI. Once done, Click on 

Update to save. 

3. Labour Welfare Details 

Here you can add the “Labour Welfare Fund Contribution” according to Rules of your state. 

You should update Branchwise LWF contribution if you have many Branches in Different 

Locations 

Name: Provide the name of the State where company’s branch is located & LWF is applicable. 

Effective from: Select the month from which this deduction should be applicable 

https://en.wikipedia.org/wiki/Health_insurance
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State: Select the state of branch where LWF is to be deducted 

Contribution Period: Select the contribution period 

Employee Contribution: Enter the employee contribution amount as per LWF slabs 

Employer contribution: Enter the employer contribution amount as per LWF slabs 

Description: You can provide additional details here, if required. Click on Update to save. 
 
 
4. PF Zero Pension Setting 

 
 

 

Effective from: select the month. 
 
Age: Mention the age after which you want to make pension as zero. This option is used for  
mentioning the age limit from when the entire contribution goes to Provident Fund. 
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5.Employer PF Restrictions: 

     

This option is used to stop/Restrict the employer contribution in PF for particular employees. 

Click Save to make changes. 

6. EMPLOYEE VOLUNTARY PF: 

              If any Employee wants to contribute extra amount to PF, i.e. more than 12% then you 

can create Employee Voluntary PF. To create employee voluntary PF,  click on CREATE VOLPF 

from Employee Vol PF List window. 

 

Effective from: select the month from which voluntary PF is to be calculated. 

Is VOLPF %:  You can contribute more than the PF ceiling of 12% that has been mandated by 

the government. 

PFVOLAmount: mention the amount if it is not in %.  

Select the employee and Click on Allot Employee vol PF to get create. 

Note: If this has to work the Vol PF check box in the Assign heads to salary structure window 

has to be enabled. And it has to be enabled for all the heads on which you want voluntary PF 

calculation to happen. 
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7. PF and ESI   Remittance Details:-  

 

We use this option to enter the Challan filed Details 

8. PT Remittance Details  

 

        We use this function to enter the Challan filed Details 

 

 

 

 

 



 

 
 
SmartOffice Payroll and Biometrics Solutions Pvt. Ltd  

 
 
 

9. Update Employee Statuary Details :- 

 

we use this option to fill the Responsible person and employer details. 

 

 IT and Form16 settings 

 

1. Employee IT summary: 

 Here you can Check Monthly IT summary of your Employees, And you can also Overide TDS from      this 

window. Once you select the month for which you want to override TDS number, that specific month 

TDS number become editable. 
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2.Process Payroll Audit log 
Here you can see the employee process payroll detail audit log , Click on  view employee 

salary. 

 

 

                

 

3.CHEQUE/CASH STATEMENT 

Here you can generate Cheque/Cash Statement. 

 

This window will be enabled only for the employees for whom you have selected cash/cheque 

as mode of payment in employee payroll Details. Edit Cheque Number if you are generating 

Cheque Statement and Save it  
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4.Form 16 (or salary certificate in layman's language) is a certificate issued by an employer 

to all his employees for a particular financial year at the end of the said year reflecting the total 

salary paid and amount of tax deducted ('TDS') during the year. Firstly Generate FORM 16 in 

Payroll Reports window – Income Tax Report –Form 16. 

 

Select Financial year and Select Particular Employee by entering Employee Code or employee 

Name in Filter Employee. Click on Generate. 

After Generating FORM 16 the below shown Message appears. 

 

Go to Form 16 option of Advance window, IT And Form 16 Option. Form 16 section, after selecting the 

year, double click on the Employee code for whom you want to generate FORM 16. 

 

FORM 16 will be generated in PDF format 
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 Leave  Travel Settings(LTA) 

1.LTA Adjustment : 

Leave Travel Allowance is the allowance or components paid by employers, with an 

intention to utilize the exemption option provided by the government. This exemption is 

available only against the travel done by employees or his family during his leave. Since 

LTA has a rule of block years (i.e. 4) and the limit of availing only 2 leave travels within a 

block, so the LTA balance needs to be tracked. This windows shows complete details of 

employee LTA earnings:- Current year earnings, C/F from Previous year and claimed 

amount etc. 
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2.LTA Block year Breakups: 

We use this function to enter the Challan filed Details 

 

 Full And Final Settlement  

1.SETTLEMENT PAY SETTLEMENT PAYOUT STATEMENT 

This is a statement which is generated when any employee Resigns from his Job. To make his 

full and final Statement, 

 

Select the Month of Employee resignation and Click on Generate 
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Settlement Payout Statement will be generated in excel format. 

 

2.STOP EMPLOYEE SALARY (F &F) 

 

 
 
To add the records of stop employee salary click on STOP EMPLOYEE SALARY option 
from the above window. 

 
 
 Select the salary month and select the employee and click to stop salary button. 
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 FBP/REIMBURSMENT DETAILS  

1.REIMBURSMENT APPROVED 

Repayment of the expense expended by an employee is referred as Reimbursement. This 

option helps to submit proofs for Heads assigned under Flexible Benefit Plan. It is mandatory to 

submit Proofs for those Heads which are assigned under Flexible Benefit Plan. (To understand 

how to create setup Click Here)  

  Created employee reimbursement is displayed in the window

 

The Reimbursements can be submitted from ESS but if you want to directly include form Admin 

login, click on Add new record button from the above window. 

 

FBP Name: Mention the name of allowance against which the proof needs to be submitted. 

Employee: select the employee from whom the proof has been collected. 

Invoice number: Mention invoice or bill number. 

Invoice date: Mention invoice date. 

Amount: Mention the amount to be reimbursed. 

Pay month: Select the month in which the amount has to be paid. 
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Is approved: If the proofs are fine, the admin can approve the same 

Remarks: provide any remarks if required. 

                     Click on Update to save. 

Note: As part of the business logic, the system will check his eligibility and the amount earned 

till the last month before accepting the proof submission. So if the employee is submitting a 

proof of an amount more than what he has earned, then the system will reject the same. 

And from the employee login, you will be able to submit a document as proof.  

2.EMPLOYEE FBP DECLARATION 

FBP stands for Flexible Benefit Plan. This is normally used when you want either declared to be 

submitted or proof to be submitted against a salary component from tax perspective. If you 

have check marked the option “is Declaration required” while creating Salary head (as shown 

in below image), then you should declare the amount in “Employee FBP Declaration” 

To add the declaration amount of the employee click on Employee FBP Declaration option from 

Pre Transaction.(for set up Click here) 

 

             Enter the declaration Amount in Declaration column and click on SAVE to save the 

records. This can be done by the Individual employees from their ESS login also.  
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3.EMP REIMBURSEMENT ALLOTMENT 

This window is related to FBP head. This will be applicable for the component “Pay as Proof 

submitted”. Here you can check the Reimbursement allotted amount to each employees. 

These are the monthly allotments of those salary heads which are assigned under FBP (Flexible 

Benefit Plan). 

 

 

 Other Settings 

1.Employee proof of Investment:  

Admin will be able to upload proof against IT declaration.  

 

2.Export journal Voucher:  
Path:  Payroll  Payout 
Prerequisite:  In order to use this option, first the JV heads have to be created in the masters, 
then assigned to the required salary heads and finally that months payroll process should have 
been done. (To understand how to create the setup,Click here) 
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In tally and SAP application we can import the DR. and CR. Data from the Excel sheet which we 

have shown below. 

 

3.Zero Pay Days Reasons: 

We  use this option to fill the Responsible person and employer details, when employee Esi challan  

zero  

  4..Day Wise Salary Increment: 

This option is generally used when the increment has to happen in the middle of the month. 

And this is applicable where companies define different salary from the date of confirmation or 

it is useful in similar scenarios. Click the allot employee salary increment it will open the 

window 
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Select the increment date and employee to whom increment has to allot and click on the Allot 

Employee Salary.  

How it works: The previous month salary will be used to calculate salary till the date of 

increment and the current month salary will be considered from the date of increment.   

Ex: If Increment is processed on 10th of July 2018, if pre-confirmation salary is 10K and the post 

confirmation salary is supposed to be 15K. Then you can specify 15K in the month of July and 

process day wise salary increment for that employee.  

5.Calculate Theoretical Salary : 

Here, we can recalculate the theoretical number , by selecting particular month and click on 
updated  

 

6.Employee LateEarlys Breakups 

Here you can see breakups of employee LateEarlys deductions 
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7.MONTHLY HRA EXEMPTION 

You will get the detailed information about HRA exemptions as per Govt rule. 

8.OT Breakups: 
 

We can check the OT breakup details like OT week off and OT weekdays both separately. 

 
 

9. Payslip Gallery: 

You can choose the payslip format from payslip gallery. Choose the given one of payslip 
formats and click on Save. 

 
Generate the Payslip from Payout Window.  
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 PAYROLL REPORTS: 
  
 PF PREPORTS 

To get reports relating to the PF then can click one of the options. 
 

1.PF CHALLAN REPORT 
PF Challan Report generates in Excel Format. Here you can check the PF contribution 
in EDLI, Admin Charges and the Total Wages and PF wages etc…. Which you can use 
to upload in PF Website while filling. 

     To generate this Report you need to put UAN No in Employee Payroll Details. 

 

Generate the below given information to generate either text file or CSV file. 
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                                        PF CHALLAN REPORT 

 PT  REPORT :  
1.PT yearly Report 

Here you can check the Yearly PT deducted of your employees. 
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 ESI REPORT : 
  
1.ESI Challan Report 

We can generate ESI related challan reported which we have generated in 
advance option. 

 

 

 ESI Yearly Report:  We can generate yearly ESI report 
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 Income  Tax Report 

1.Employee  IT computation 

                              To get complete IT related detailed with calculation of exemption and 

deductions. 

 

 

2.Employee  IT Projection 

You can get an estimate or forecast of a future situation based on the numbers of 

present trends. 
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3.Form 16(click_here) 

We Can generatefr16 from this window 

 

After clicking the generate below window will show that form number 16 generated 

successfully. 

 
 

4. TDS  Break up report 

You can generate TDS break up report then it will generate in excel sheet.  
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 Salary Advance Report : 
1. Advance  report 

 

You can see the advance reports about principal, Lumsum amount as 
well as instalment and other details. 
 

    
 

2. Advance transaction report 
You can see the reports relating to the transaction of advance i.e. about loan issue 
date, recovery date amount recovered. 
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3.Employee Reimbursement Allotment : 

You can see the reports relating to the transaction   Employee FBP allotments . 

 

 

 Salary Report  

1.Statutory register 

   You can generate PT report, PF report, ESI report and LWF report 
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                                 LWF report 

 
                                                    PT report 

 

                                                       PF report 
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                                                       ESI report 

 

2. Salary dashboard report 

You can see the salary dashboard regarding salary earning. 

Company: Select the company 

Group By: Select the group like Department wise,  Category wise etc.. 

Salary From Month: Select the From Month 

Salary To Month: Select the To Month 

Applicable on: Select the applicable on which you want See the Dashboard. 
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3.Earning report 

Select the from and to Months which earing report want to generate. By 

clicking generate, generate yearly summery, Earned/s Theoretical these 

window will show the report. 
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         4.Employee earned  salary 

 
 

Select the Salary Structure and Salary Month and click Generate or Generate Latest Gross and 

CTC it will generate in Excel Sheet.  
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5.EMPLOYEE GRATUITY 

Gratuity is a part of salary that is received by an employee from his/her employer in gratitude 

for the services offered by the employee in the company.  Gratuity is a defined benefit plan and 

is one of the many retirement benefits offered by the employer to the employee upon leaving 

his job. It is given when a employee leaves the company after working in the same company for 

more than 5 years without gap.  

Since it is paid to out going employees only, the employee status has to be changed to resigned 

and the DOL has to be updated as shown below. 

 

Select the same formula for Gratuity Calculation. 

       Click on Calculate, if once gratuity calculated successfully, then click on Update 
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6.Salary reconciliation report 

It is generated because to get a detailed report regarding the difference amount generated in 

the different months. 

         
 

7.Hold Employee Salary 
To generate hold employee salary Report.( To understand how to create set up  Click 

here) 
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8. Salary /Wages register 

You can generate the report; meanwhile if you weren’t reports according to the 

location, category, designation and employment type. 

 

 

9. Employee CTC report 

You can Generate the Employee CTC report of particular month 

Select the year 

Select the Month of which month want to generate 

Select the Employee of which want to generate. 
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10. Government Forms 

             Here you can generate employee biased government forms. 

 

 Form T Report (Muster Roll-cum-Register of Wages in lieu of ) 

 
 

 Form 9 ( Overtime Report ) 
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 Form I (Fine  & penalties) 

 
 

 Form D – Total Amount of Bonus Amount ) 

 
 

 Form C  -( Total Employees Bonus Report) 
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11. Employee Pay & Present Days Report:   

It will show employee Pay and present days report and can select any one of these. 
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. 

 

12. Daily wages Report:   

Daily hours and daily wages reports are generated from here. 

 

                              By clicking the Detailed Report it will generate like this. 
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13.Arrear SalarySheet:  

You will get arrear breakup details like HRA, Da etc. 

 

 

 

 

14. Salary Revision Report: 

Here you can check the employee detail salary revision report.   

 

REPORT WRITER 

 You can generate the report as how you want to customize. 
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  Select the options from salary heads, classification details and other details. Select the 

employee as well as month year. 

                    Click GENERATE option to generate the report 

                                   Report will generate in excel format. 

 

EMPLOYEE AUDIT LOGS: 
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It will show the last activity whatever we have been done in software.
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