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

Master company Details: Path: Payroll Master:

& Master

& DashBoard
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Master Company Details

Company Name

Company Address

Company Phone No

Website

IsOneTimeTaxapplicable

Company Code

TAN

Company Type

MaxLossCnPropertyAmount

Smartoffice Payroll & Biometrics Solutions Pvt Lid

648, 2nd Floor, Sri Janardhan Tower, 5th Main 1st Cro

8884402440

sales@smartofiicepayroll.com

IsCalculateHRAMonthly IsindiCompanyForm18

No. 01

BLRS59540F

200000.00

Responsible Person

Is Calculate Eamned Gross

EMail

Consider as Master Company in

Suman

sales@smartoffiicepayroll com

v
Payslip
QT Approval Required
Company GroupCode No. 01
Account No.
Pan No AAXCS86480
MaxB0EEAmount 50000.00

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




SmartOffice Payroll and Biometrics Solutions Pvt. Ltd
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.
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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.

Admin  Master  Leave Management  Device Management  Utiities R Letter  Reporis  Payroll  Help

I Reports | * &k Payroll s Report Writer s Employee Audit Logs

l;ﬁmm - |8 Device Manag |+ %3 Recaleul

M 62 v | Payroll month Jan-2019 v

& Master a
& DpashBoard

I master Company Details

= salary Structure dlassification
Salary Structure Details

Salary Structure Name

Remarks

05 CompanyPolicy Actual Days Per Month
U8 CompanyForms Fixed 30 Days In Month
Allow Uses To Edit Days In Month [

B importFromExcel >
2 payroll Input v Mid Of Month [

& Expense Claim v I & cancel

& Asset Tracker v

L2 Pre Salarv Transactian -

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 monthi.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)

& m
aster - PT Group

# DashBoard

W master Company Details
_ PT Group | Search for PT Group Name
= salary Structure classification

= PT Group

B Branch Details @ Add new record

£l Bank Details Name ®| certificate No | state & PTO Circle (]
B8 CheckList Andnra Pradesh Andnra Pradesn @ Eat = Delete
= journal Voucher .
Assam Assam & Edit = Delete
B CompanyFelicy
- Bihar Bihar Edit = Delete
B CompanyForms @
B importFromExcel - Chhattisgarh Chhattisgarh @ Edit = Delete
Z payroll Input - Goa CGoa @ Eait = Delete
21 Expense Claim - Guijarat Guijarat @ Edit = Delete
3 Asset Tracker = Haryana Haryana @ Edit > Delete
2} Pre Salary Transaction - [ (T P— J——
10 tems per page 1- 10 of 37 items
I3 Salary Transaction - Lol el n 23| 4|» ™ hd - JEl

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

& master a
& DashBoard
I master Company Details
= Salary Structure classification

P1 Group Dotans

Bl Branch Details

PT Group
B Bank Details
B2 checkList State Andnra Pradesh
B journal Voucher
- Certificate Numer P.T.O Circle Number
B2 companyPolicy
B companyForms PT Return Period | Monthly
& ImportFromExcel -
Address
2 Payroll Input -

B Expense Claim i [ | & cancel
2 Asset Tracker -
1 pre Salary Transaction -
[ T, -

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

Admin  Master  Leave Management  Device Management  Utilities  HR Letter  Reports  Payroll  Help
129 New \ - | & Employees  __ Device Management |~ 4F Recalculate Attendance I Reports | v & Payroll & Report Writer & Employee Audit Logs
A 3+ Payroll month | Jan-2019 v
& Master
Branch Details
# DpashBoard
I Master Company Details
(#) Add new record
= salary Structure classification
; Company @ Responsible Person @/ PF Group @| PT Group ® ESIGroup Name @
= pT Group
Branch Details AP AP PF Andhra Pradesh AP (@) Edit x Delete =
&) Bank Details HO KA PF Karnataka KA (@ Edit * Delete
CheckList Tamil Nadu ™ PF Telangana Tamil Nadu @ Edt » Delete
= journal Voucher
. MAH MAH PF Maharashtra MAH (@ Edit % Delete
= ¢ompanyPolicy
[ CompanyForms Testing Testing PF Karnataka KA (#) Edit = Delete
& ImportFromExcal v 33 (@) Edt  Delete
& Payroll Input v BANGALORE-REGION ckinfra PF Karnataka KA (@ Edt x Delete
& Expense Claim v Default Default PF Kamataka KA @ Edt > Delete .
£ Asset Track
set Tracker v - n N 50 v |items per page 1 - 34 of 34 items
[ pPre Salary Transaction A

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

& Master a

Comapny Details
& DashBoard

r— Branch Details

m . .
Master Company Details Branch Name

= Salary Structure classification
Responsible Person

%= PT Group
Branch Details State Andhra Pradesh v
£ Bank Details PF Group None v |2 PF Group
= CheckList
~ PT Group None v 2 PT Group
[ Jjournal Voucher
=] CompanyPolicy ESI Group Mone vy ES| Group
CompanyForms Address
m P
ImportFromExcel v
ResPersonFatherName
& Payroll Input v
B Expense Claim v ResPersonDesignation
£ Asset Tracker v Place
B pre Salary Transaction v BranchPANNo
[ galary Transaction v P

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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PF Group Details

PF Group

PF Mo

Address |

LLLE | (e Cancel

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.

ES| Group Details

ES| Group

ES| No.

ES| Local Office

Address
=

9.1, | () Cancel

) LimitES| Gross

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
Bank List
@ Add new record
Financial Institution ... & | Branch @ Contact Number ®
idbi gadag 0875641230 () Edit > Delete -
icici hubli 9863574210 ) Edit = Delete
HDFC HDFC & Edit = Delete
HSBC HSBC @ Edit > Delete
- - [ 50 w | items per page 1-4 of 4 items

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.

I PT Group Bank Details

[J Branch Details
Name
3 Bank Details

i ChackList Address

5 Joumnal Voucher ContactNumber

L . v
“ompanyPolic eMail

[¥ companyForms

Branch

ImportFromExcel L 4 N
PinCode
Payroll Input A \FeC Code
Expense Claim v
2 Update N ReERE
Asset Tracker v
Pre Salary Transaction v

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.

# DashBoard @ Add new record
M master Company Details .
Master Company Detail CheckListName ®@| IsCarryForward

= salary Structure classification

_ New Employes Additions true
B8 PT Group
1 Branch Detalls Reeign employas hald e

% Bank Details Prev month LOP Reversals true
B8 CheckList ESI or PF Applicability rue

I5E journal Voucher
advance false

I companyPolicy

25 companyForms Attendance false

P importFromExcel -

-

()
&) Edit = Delete
=) Edit x Delote
(@ Edit > Delete
@ Edit > Delete
% Edit x Delete
* Eart x Delata

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

= CTanth Do
& Bank Details JoumalVoucher Details

B CheckList

B joumal Voucher

E CompanyPolicy IVCode

JVName

5 CompanyForms
e lsNetEaming

{ ImportFromExcel v

g Payrall Input v

V=GN (x) Cancel
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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.

Net10001 Net Earning and Payable INR3037879.29

. A B & D E F
s ' 1 Fromonth Juk17 ToMonth Oct-18
& DashBoard Export JV Details 7
1 Waster Company Detals 3 |IVName WVCode Debit  Credit
N From Month Jan-2019 ¥ To Month 4 Basic ROl WA 14640
B by ) xport T Eceli) Export o xcelSAP 5 DA D001 3314688 0
- Il
& Branch Detail SalaryHeadName  DebitCredit NName 6 (Conv oot 962,38 0
’ : 7 Additional Eamings  AEO01 331393 0
8 pank Detls Basic Debit Basic v
Bank Detals 8 [HRA HO01 588016.4 0
B Creci “T - OherEemings "'\ (19 \Other Earnings 00l 32071 0
B Jouma Voucher EmployecPF Crdlt Employee PF ' [[10 Share Purcahsa spp 0 W
Y —— i Credt Professional Tax v ||11 Late Deduction Late2234367 0 803
T 5 e Enplyee S v {12 Advance Advol 0 473
I - i s . 13 Employee PF EPFOOL 0 196245
3 Credi
3\mpurlmeExce\ v 14 Professional Tax PTO0L 0 11790
8 Pael . Lesve Encashment Dbt (ther Eamings " lis Employee £51 EESI001 0 W75
; Arrear Debit Other Eamings ' |16 TOS To0112 0 7442884
* Exgese Cin "o (et UWFEmployee v {17 LwrEmployes 114789 0 &
£ Asset Tracker Ty Debit Oter Earings v 1118 Medical M001 44200.92 0
& pre Salay Transaction v Bons Debit Other Eamings ol Addtional Deducions |ADUIL 0 L
: 20 Other Deductions 00001 0 1066.7
Salary Transaciion v | LoteByDeduction  Credt Other Deductions ! 71 [Net Pavable l 3037879
Pay Out v FarlyBy Deduction ~ Credft Other Deductions ' 22 Total Cradit 401934.54
[ Lt ) - 23 Total Debit 3439813.83
Export to excel SAP:

A B c D E F G i 1 K L M N o P Q
JVCode JVName Debit Credit Tax Code Federal Tax IL Tax Amour Gross Valut Primary Form | Branch Material Ty} GST/CENVAT Comg Loc. Payment Blo Block Reas Payment Or Receipt Number
BOOL Basic INR202227: INR14640.00
D001 DA INR331468. INRO
coo1 Conv INR98463.2 INRO
AE0O0L Additional Ea INR34313.5 INRO
HOoO1 HRA INR588016. INRO
00011  Other Earning INR321077. INRO
SPP Share Purcah INRO INR9483.00
Late22345 Late Deductic INRO INRS02.00
Adv001l  Advance INRO INR41733.00
EPFOOL  Employee PF INRO INR196245
PTO01 Professional " INRO INR11750.00
EESIO0L  Employee ESIINRO INR38705
TO0112 TDS INRO INR74428.84
L14789 LWFEmploye INRO INR40.00
MO001 Medical INR44200.5 INRO
ADO01 Additional De INRO INR13000.00
0D001  Other Deduct INRO INR1066.70
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PAYROLL INPUT
1. Payroll Month

& Master -
= ImportFromExcel -

El payroll Input -

= sSalary Heads

= Assign Heads to Sal Structure Payroll Month Feb-2019
* Formula Seftings Begin Date 01-Feb-2019
= Expense Claim -
B Asset Tracker - End Date 28-Feb-2019
3 Pre Salary Transaction - Salary Calenday Days | 25.00 =
3 galary Transaction - . oo0 -

0 pay Out -
Is Locked =
B Notification A

(ILLEE (&) Cancel

[0 advance Option

I payvrpll Baport:

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.Sa|ary 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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Admin Master Leave Managemant Device Management Utilities HR Letter Reports Payroll Help

‘ 29 Mew | + | &5 Employees | Davice Manag |~ ¥R : E Reports |~ & Payroll & Report Writer 5 Employee Audit Logs
A 62v Payrollmonth  Jan-2019 v
& Master v Add Edit Salary Head
] ImportFromExcel v
Salary Head Name
=] Payroll Input a
2 Payroll Month Print Name
= salary Heads
Display Order In Payslip
= Ascign Heads to Sal Structure
# Formula Setlings Is FBP
& Expense Claim v
# Payin SalaryFaysiip [ Show InNetEaming Only [ Payln ReimbrusmentPaysiip
&1 Assat Tracker v
=l " ol y [ " " y
@ prg Salary Transaction = Show In Gross Rate Include In CTC Only ‘Show InAnnual Earning Cnly AllowNegativeValue
[ salary Transaction L ¥ IsPaidinSalary Maode of Payment None v
21 pay Out -
Joumal Voucher None v SubCsiegory
L3 Notification v

@ Advanca Option

™ @ cancal

3 payroll Reports

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

& Master -
@ ImportFromExcal v Salary Structure Heads Details
&
Payroll Input - Basic Details Statutory Details
2 pPayroll Month
_ Salary Structure S1
= Salary Heads
= Assign Heads te Sal Structure Salary Head Basic
o ;
Formuia Setings Valid From | Apr2018  w |Valid To TilDate -
& Expense Claim A
Calc Basis PayDays(SalaryCalendarDays-LOFP)
2 Asset Tracker -
Calc Type Formula
[ Pre Salary Transaction A
K21 salary Transaction v Lumpsum 0
(€] Pay Out - Formula
=1 Notification -

Remarks
9 pdvance Option

[ calculate While Payroll Process ©rder| @ ) Open Component

Update [feyReElL L]

= Payroll Reports

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

Admin  Master  Leave Management  Device Management  Utilites  HR Letter  Reports  Payroll  Help

| 29 New | -~ | & Employess  _ Device Management | ~ 45 Recalculate Attendance % Reports |+ 46 Payroll & Report Writer &5 Employee Audit Logs

A 52~ | Payroll mor

& Master v
@ importFromExcel - Salary Structure Heads Details
& Payroll Input - Basic Details | Statutory Details
2 Payroll Month
= salary Heads PR e | 100 -~ VelPe

% Formula Seftings

& Expense Claim

Taxable/ Setting:

& Asset Tracker
| Fullyexempted MonTaxableUpperLimit 0O
[ prg Salary Transaction

[ . (] Consider for Future Tax Projection
Salary Transaction

[ pay Out TDS Ref None -

53 Notification A

@ Advance Option

ULLECH ) Cancel

[ payroll Reports

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.




SmartOffice Payroll and Biometrics Solutions Pvt. Ltd
4 .Formula Setting

| 9 New | ~ ‘ & Employees __ Device Management | v %) Recalculate Attendance T Reports | » & Payroll & Report Writer & Employee Audit Logs

A 62 v Payrollmenth  Jan-2019

& Master
Formula Settings
@ ImportFromExcel v
& Payroll Input 4 Formula Name | Search for Formula Name:

8 Payroll Month
v (@ Add new record

= Salary Heads

_ Formula Name Expression
= Assign Heads to Sal Structure

& Formula Settings Basic Formula {Gross Salary}*50/100 Edit Delete

B Expense Claim v Special Allow ({Gross Salary}-(Component{Basic}+Component{HRA Allow}+Component{Medical}+Component{Conv... Edit Delete
B Asset Tracker v DA {Gross Salary}".2 Edit Delete
1 Pre Salary Transaction v HRA Formula Component{Basic}*50/100 Edit Delete
O] H

Salary Transaction M Gratuity Formula Component{Basicl*{No Of Years Service Completedy*15/26 Edit Delate
m

eyl M conveyence Allo... {Gross Salary}".3 Edit Delete
& Netification v

Uniform Allow {Gross Salary}* 1 Edit Delete

[ Advance Option .
LTA {Gross Salary}".1 Edit Delete
[ payroll Reports

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.

Expression Editor

|| Verify || Clear |

Expression
P
ariables Operators Comparision Function
Component{Basic} - ||+ «|[= - ||if -
Earned{Basic} - < Min
Component{OT} = = Max
Earned{OT} ! <= S0If
Component{EmployeePF} ( »=
Earned{EmployecPF} ) <=
Component{PT} &&
Earned{PT} Il
Component{ESI}
Earned{ESI}
Component{Vol PF}
Earned{Vol PF} h - - -
Update ieRe:hE

Name: Provide the name for the formula

Expression: Provide the expression formula
Verify: Itis 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

(# Add new record

Expense Name @ Remarks @
miscellenious mist Edit Delete
petral Edit Delete

-

14 4" [ 50 v |items per page 1-2o0f2items

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

Adding a new Record

T "

& Expense Claim a
B Expense Category

= Expense SubCsategory

W Employee Expense Claim -
ey spense : Update ExpenseClaim

£ Asset Tracker

ExpenseMams |

M prg Salary Transaction
Remarks
¥ galary Transaction

) pay Out Update JeyReERTE

1 4 4 4 4

21 Notification

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.

M Expense Category

@ Employee Expense Claim

Sub Caterary Name

B Asset Tracker -
Expense Category | All

@ pre Salary Transaction -
IsActive

3 salary Transaction -
Remarks

@ pay Out -

€21 Notification - @ Cancal

8 advance Option

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

aAdd New EmployeebxpenseClaim B EvportTokxcel
Employee Code Employee Name Expense Name PayrallMonth Ampunt IsApproved
id L id V] Iv| | O|¥]
2 B MOB REIMB Feb-2018 1200 True 7 Downlozd
Vijay Vijay MOEB REIMB Feb-2018 80.00 True /7 Downloze [
Vijay Vijay MOB REIMB Jan-2018 23000 True /7 Downlozd 1
WVijay Vijay MOB REIMB Jan-2018 20000 False /' Downlozd 1
abc abc MOB REIMB lan-2016 20000 False /' Downlozg @

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

=
i
ImportFromExcel ‘ Employee Code Employes Name L L.
5 [=] Save ExpenseSubCategory Details Ho% o o= O X
I Payroll Input v 7
. — AddEdit ExpenseSubCategory
£ Expense Claim i No records to display TpEmsesuLateEay
Employee 1002-1002 -
e Categon IS
PayrollMonth Jan-2019 v
SubCategon ExpenseSubCategory | v
Expense Claim Mode Of Pavment | BankTransfer v
| Asset Tracker v Amount
H Pre Salary Transaction v Troice Number
InvoiceDate B
P Salary Transaction v —
Is Approved Approvad By
P Pay Out v
EmploveeRemarks
P Natification v
ManagerRemarks
7 - | Select
W[ 4 1P pM Page sze:| 1
v Save =

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

Assetltern

AssetType activa
Condition New
SerialNumber |125396
PurchaseDate | 05-Jun-2017
EntryDate 06-Jun-2017
Cost 5000
Manufacture 2017

Brand CTIVA 4G
Model

RED COLOU
Remarks

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

EmployeeAssetitem
Asset ltem 147852
Employse bhavana-12
IssueDate 05-Jun-2017

ReturnDate 30-Dec-2017

Issue Remarks MNEW VEHICLE

THEY WILL RETUR
Return Remarks M

© came

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.

sssss Type MName @ Total Asset @ Alloted Assot (==

It shows the existing stock of assets like Asset name, Total assets, Total number of
allotted asset and the available asset.




SmartOffice Payroll and Biometrics Solutions Pvt. Ltd

EMPLOYEES
Employee Details

Employee Details

Employee Name | Search for

@ Add new Employes

Emp Code (¥ EmpName

011 Sharma
012 Dewakar
013 Ansar

014 Arthi Devi
015 Salman
016 Azhar khan
017 Ayman
018 Amar

019 Sunil

8 <n> [l 50

v

@ Company
SofiTech
Default
Default
SofiTech
SoftTech
Default
Default
Default

Techindia

Employee Code | Search for E

Category (® Department (@ Designati.
GN helpdesk Nane

GN Default None

GN Default None

GN Default None

GN helpdesk SALES
GN Default None

GN Default None

GN Default None

GN Default SALES

@/ Location
MNone
BANGALORE
MNone
MNone
None
None
None
None

MNone

@ Status @

Working

Working

Working

Working

Working

Working

Working

Working

Working

(@ Edit
@ Edit
(@ Edit
@ Edit
@ Edit
(@ Edit
@ Edit
(@ Edit
@ Edit

x Delete

% Delete

» Delete

» Delete

% Delete

x Delete

% Delete

x Delete

» Delete

*

3

*

*

3

*

3

»

*

View Salary Details

View Salary Details

View Salary Details

View Salary Details

View Salary Details

View Salary Details

View Salary Details

View Salary Details

View Salary 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.
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Adding a new Record

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

Employee Details

Personal Details Cther Details Payroll Details Document Details Seperation Details
Employee Name \ijaya Gender Male ‘= Female '®
Employee Code ess|_200002
Device Code ess|_200002
Company Ahemedabad v rhet %

Department ACCOUNTS v

Category CAT-1 v | Designation ASSISTANT MANAG.. »
Employment Type Permanent -

Grade 1 v | Team A v
Date of Joining 16-Jan-2017 Date of Confirmation | 16-Jan-2017
Login Name vijaya Passwaord

Shift Roster MNone v | Shift Type Single Shiftin a Day v
HolidayGroup Mone v Shift Group =5 v
Emnlrvaa | Aeatinn Mnnea - Il 1m Py mmm

Provide other details of the employee.

Employee Details

Personal Details Other Details Fayroll Details Document Details Seperation Details

Contact Details

Official Phone 0837255549 Extension 4521

Oificial Mabile S884402449

Father Name MAMNASIMNG Contact Number | 92423413686
eiail ID wilamaniil@amail.com Blood Group LA
Fersonal eMail ID wilamaniil@amail.com Spouse Mame LA
MNominee1 SHAKLUMTALA MNominee2 SHILPA
Date OF Birth 18-Sep-104095 Birth Flace Gadag
Residential Adaress |[BEHIND GANESH °]

BEHIND GAMESH =

Permanent Address

HOSTEL J.T. L

Update (=) Cancel

Provide the payroll details for the employee.
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Employee Details
Fersonal Details Other Details Fayroll Details Document Details Seperation Details
Salary Calculate From | Dec-2017 v Salary Structure hourly concept v
Mode of Payment BankTransfer v Salary Calculation Method | MonthlyHour v
Financial Institution HDFC v Bank Account No
Account Holder Name 12 IFSC Code

—PF [ ESI { PT Details

ESI No. 159 ESI Dispensary | 4638

PF Mo. 95 Get PF Mo RERWEL[-IEE-1

DateCf Joining PF | 01-Jan-3000

DateCf Exit PF 01-Jan-3000
PAN Number Ward/Circle
— Other Details
hetro Contract Employes Sratuity
ExcludeFayroll Zero Fension Zero PT Zero LWF
Override PF Setting Restrict Employee PF Contri Employer PF Restrict

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.

Employee Details

Personal Details Cther Details Payroll Details Document Details Seperation Details

Driving License | JK/200457 AadharCardMo | 653882416
RationCardMo JKO0D2565914 Passportho JE3IEEEF
VoterldMo JKAEE03623

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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Personal Details Other Details Payroll Details

Document Details Seperation Details
Status | Resigned -
— Resi{ Waorking
res DI | o -varzo17
Reason for Leaving RETIREMENT -
Tentative Leawving Date 31-Mar-2017
Final Settlement Salary HoldFrom MNone -

— Exit Details

Exit Interview Details

Date of Leaving | 31-Mar-2017 Exit Interview Date | 31-Mar-2017

Remarks Retiremsnt MNotes ras

Update (= Cancel

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:

Employee Details

Employee Name | Search Emp Name Employee Code | Salary Structure | All v

@ Add new Employee

Emp Code (¥ EmpName ® Company (@ Category (¥ Depart. @ Designa... (@ Location @ s, @

Varsha Varsha AP S1 S2SE None Working (@) Edit . Delete a View Salary Detail
Vijay Vijay Tamil Nadu 51 S§2 5E None Working (@) Edit % Delete 4 View Salary Detail
w1 V1 Tamil Nadu PARADIGM1 82 8E None Working @ Edit » Delete a View Salary Detail
V2 v2 Tamil Nadu S1 S2SE None Working ® Edit » Delete a4 View Salary Detail...

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

EmploveeCode | SUDHAKAR-SUDHAKAR |~ | | View All Employee | Month/Year | May-2018 v
Earning
Basic DA HE.A Allow Conv others
25000.00 19000.00 2500.00 1580.00 2000.00
o o o o o
o o o o o
GrossSalary CTC Total
50000.00 0.00 50080
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PRE SALARY TRANSACTIONS

1.EMPLOYEE ADVANCE

Employee Name | Search for Employee Name._. Employee Code | Search for Employee Code. .

CreateEmployesAdvance

EmpCode (¥ EmpNa.. (¥ AdvMName (¥ Recoverfr.. (@ P Amo.. (@ Installment.. @

Ganesh Ganesh Advance-001 May-2016 13,000.00 13 @ Edit = Delete Premium
Nida MNida Advance-001 May-2016 13,000.00 13 @ Edit = Delete Fremium
Lavisha Lavisha Advance-001 May-2016 13,000.00 13 @ Edit = Delete Premium

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

Allot Employee Advance
Advance Advance-001 v 3 Issue Date | Aug-2017 » |Recover From Aug-2017 »  PrincipalAmount | 0.00 :
Interest Rate | 0.00 LumpSum + No Of Instaliment - Remarks [ Not To Recover
[] | Emp Code @ EmpName @ Company @ Ccategory @ Deparment @ Designation @ Sstatus @
| Ganesh Ganesh Rajasthan Default Finance Senior Manager Working .
| Joylin Joylin Maharashtra Default Operations Executive ‘Working
| Lavisha Lavisha Karnataka Default Executive Executive ‘Working
L | Nida Nida Tamil Nadu Default Payroll Executive Working
| Salma Salma Karnataka Default Accounts Executive ‘Working
L | waishali Vaishali Maharashtra Default Operations Senior Manager Working
| wijaya Vijaya Tamil Nadu Default Payroll Executive ‘Warking
= |12 bhavana collections Level 1 miktg Working -
M M 50 v |ite e te

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:

Advance

Advance Salary Advance

Advance Code | Salary Advance

Salary Advance

Description

e

e -

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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(@ www.s0365.in/bhavana/EmployeeAdvance/GetEmployeeMonthlyPremiumIndexWithEditForm?Employeeld=10228
— Employee Advance Monthly Premium

() Add new record
RecoverM_.. (T | Amount T Recove.. @ M. Date @ M. By )
01-May-2015 1100 true 05-Jun-2017 () Edit = Delets
01-Jun-2016 1100 true 06-Jun-2017 (= Edit = Delete
01-Jul-2018 1100 true 05-Jun-2017 () Edit = Delets
01-Aug-2016 1100 true 06-Jun-2017 () Edit = Delets
01-Sep-2016 1100 true 05-Jun-2017 () Edit = Delets
01-Cct-2016 1100 true 06-Jun-2017 () Edit = Delets
Ll 3
4 | - n L 50 v | items per page 1-15 of 15 items

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.

Update Employee AdvancePremium Details

Advance Name Advance-001
Employes Code Nida

Employese Name Nida

Amaunt 1,100.00

Adjustin New Maonth [

RecoverMontYear Jun-2016

Remarks

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

Employee Additional Earning List

Pay Month | Jun-2017 v | Employee Name | Search for Employee Name... Employee Code | Search for Employee Code...

Allot Employee Additional Eaming

Employee Code @ Employee Name ® Company & Department ® EarningName @ | Pay Month ®@| Amount @

- <n> » 50 -

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.

|Allot Employee Additional Earning
Formula Bassed

Sales Incentiv... v | & Paylonth May-2018  » | Amount 0.00 = ’7F0rmula None v |From May2018 v To Ap-2016 v
Emp Code ¥ EmpName (¥ Company (¥ Category . ¥ Depariment (¥ Designation ¥ Status
abc abc KA Test 52 SE Working
hourly hourly KA 51 352 SE Working
Radhika Radhika KA 51 52 SE Working
SUDHAKAR SUDHAKAR KA 51 S2 SE Working
Vaishu aishu AP 51 52 5E Working
Vijay Vijay Tamil Nadu 51 52 SE Working
0001 B1 KA Test 52 SE Technical support Working
Test1 Test KA Test S1E Working
V1 V1 Tamil Nadu 51 52 5E Working

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

AddimonalEarmnng Detanls

AdditionalEarming Incentive

Taxable

FPF Depended FPF (%) n} - FT Dependead
| EsSIC Dependaed ESIC % o
| IsPaidlnSalary Mode of Payment  BankTransfer -
Journal Woucher Mone -

Drescription

ol EBonus Exgratia

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.

AdditionalDeduction Details
AdditionalDeduction Extra Incentive
Journal Voucher Mone -
Fine

_— Extra Incentiwve
Description
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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.

Employee IT Declaration Details

Employee Name | Search for Employee Name Employee Code | Search for Employee Code

Employee Code @ Emplayee Name @ Company (@ Department @ Category @

Ganesh Ganesh Rajasthan Finance Default IT Declaration
Joylin Joylin Maharashtra Operations Default IT Declaration
Lavisha Lavisha Kamataka Executive Default IT Declaration
Nida Nida Tamil Nadu Payroll Default IT Declaration
Salma Salma Kamataka Accounts Default IT Declaration
Vaishali Waishali Maharashtra Operations Default IT Declaration
Vijaya Vijaya Tamil Nadu Payroll Default IT Declaration
Vishnu Vishnu Rajasthan Finance Default IT Declaration
12 bhavana collections mkig Level 1 IT Declaration

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

Employee TDS Exemption Details

Financial Year - Apr-2017 v

Employee Code Ganesh Employee Name Ganesh DataofJoining 01-Jan-2017

IT Declaration HRA Declaration HouseProperty - SelfOccupied HouseProperty - LetOut ncome From Previous Employment Other Income

Particulars Description Max. Limit(Rs.) | Declared Actual
PF Deduction ? 150000 97360 97360
80C - Deposit in NSC ? 150000 0 0

80C - Interest on NSC Reinvested ? 150000 o 0

80C - Life Insurance Premium ? 150000 12000 12000
80C - Mutual Fund ? 150000 1000 1000
80C - Principal Loan Repayment(Housing Loan) 2 150000 20000 20000
80C - Public Provident Fund 7 150000 E =] |0

80C - Stamp Duty & Registraticn Fee ? 150000 54000 54000
80C - ULIP of UTI/LIC ? 150000 0 0

80C - SUKANYA SAMRIDDHI ACCOUNT ? 150000 0 0
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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.

Covered Exemption Limit Health Checkup Total
Individuals Exemption Deduction

Self & Family INR 25,000 INRE 5,000 IMNR 25,000
Self and Family + INR (25,000 + INR 5,000 INR 55,000
Parents 25,000) = 50,000
Self and Family + INR (25,000 + INR 5,000 INR 60,000
Senior citizen 320,000) = 55,000
Parents
Self (Senior Citizen) INR {20,000 + INR 5,000 INR 65,000
and Family + Senior 20,000) = 60,000
Citizen Parents

ik

ik

ik

LILIBRE R IR

ik

T Declaratiom HRRAa Declaration HouseProperty — SeiinlDcocupeeaed HouseProperity
Yearly retro = Declared | 144 00000 - Actual | 1565, 00000
aApr rAetro [ Declared 1Z_ 00000 : Sctual 1300000
May retro = Declared | 12 _000_ 00 Actual | 13 00000
i rAetro = Dreclared 12000 00 SActual 1300000
Jul rAetro = Declared | 12 000 00 Actual | 13 000 00
Soung rAetro = Dreclared 12000 00 SActual 1300000
Seap rAstro [ Declared 12 00000 Actual 13 00000
O ct rAetro [ Dreclared 1200000 SActual 1300000
[ Py PAetro (= Declared 12 00000 Actual 13 00000
Dec rAetro = Dreclared 12000 00 SActual 1300000
Jan rMetro == Declared | 12 000 00 Actual | 13 000 00
Faeb rAetro [ Declared 12 00000 : Sctual 1300000

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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IT Declaration HRA Declaration HouseProperty - SelfOccupied HousePrd

Property Address |

LoanSanctionamount o_oo
InterestPaidDuring™~ear o_o0
FPropertywaluesAmount o_0o0

LoanSancitionBerore Apr/201a =

TotalElgible Deduction o_oo0

Eighty EEExe mpitedArmount o_00

1k

-
-

-
-

Submit House Property SeifCccupied

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:

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

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

e Number of house owned should be only 1.
e 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

IT Declaration HRA Declaration HouseProperty - SelfOccupied

HouseFProperty - LetOut

Address

e

Rent Received During the Year(Annual Walue) o

Interest Paid During the Year o
rMuncipalTaxPFaid o
RepairMaintainceCharge o
ITDeductionAmount O.

oo

oo

oo

oo

oo

-
-

-
-

Submit House Property LetCOut

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.

Income After Exemption 0.00 -

ProfessionalTax 0.00 -
v Enter name

ProvidentFund 0.00 :

RawTax 0.00 :
Enter name

SurCharge 0.00 -

Cess 0.00 -

Submit Previous Employment Details

0.00

0.00

Submi Other 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.

Increment
Salary Structure  S1 » | Employee Name | Search for Employee Name... | Employee Code | Search for Employee Code...
[] | Emp Code )| EmpMName (@ Company @ | category (¥ Department (| Designation ¥ Status ¥ Grosss. ®| c
1 wHS0034 A MAH S1 S2 SE Manager ‘Working 21.000.00 2 -
L < KA 51 S1E Technical support ‘Working 45.400.00 4.
[ | Radhika Radhika KA s1 S2 SE Working 50,000.00 ]
O | 10000 10000 AP s1 S2 SE Working 10,000.00 ]
O | vaishu waishu AP s1 S2 SE Working 11,000.00 1
—Increment
Salary Head Gross & CTC -
By Amount 0.00 :
|1 By Percentage 0.00 s
‘ Effective From May-2018 v
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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 Detalls

Arrear Hike Arrears

pasi

Special Allowance

FPF Depended FT Depended ESIC Dependad

Dascription

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

Salary Structure Heads Details
Basic Details Statutory Details

Salary Structure | Tech -
| Salary Head Arrear L |

“alid From Apr-2016 -

Calc Basis PayDays(SalaryCalendarDays-LOF) -

Calc Type Formula -

LumpSum 0.00

Farmula MNone - Cm
Remarks

-
() Cancel

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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Allot Employee Arrear

Arrear Employee H - CPayr-,-mnm Aug-2017 » From May-2017 To | Jul-2017 R Ref Month | Aug-2017
PartialMonth Arrear
(Padialmunth Aug-2017 « |Days |p.oo ©n Days ArrearPaybays | 0.00
Emp Code & EmpName @ company @ category @ | Department @ | Designation @ status
I S - S S

Lavisha Gadag Manager Default Marketing Executive Working
7 salma Gadag Default Default Waorking
] Vijayalakshmi Gadag Default Default Working
10 VILAY KUMAR TOS Unimark Default Default Working
14 Praveen Gadag Default Default Working

20 | sumay rya Gadag Default Default Waorking

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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£ Other Details Payroll Details Document Details Seperation Details

|St.atus Resigned - |

— Resignation Details
Resignation Submitted Cn o1-dan-2017
Reason for Leawving RETIREMENT -
Tentative Leaving Date o1-Jan-2017
Final Setlement Salary HoldFrom MNone -

— Exit Details Exit Interview Details
Date of Leawving | O1-Jan-2017 | Exit Interview Date | 01-Jan-2017 |
Remarks = MNotes nea
e s

® cancel

Select the same formula for Gratuity Calculation.

Click on Calculate, if once gratuity calculated successfully, then click on Update

Employee Gratuity Disbursement

Employaee “aishali-1 -

Do O1-Jan-1900 Dol O1-Jan-2017

Payment Mode BankTransfer - DateCOfPayment 01-Feb-2017 EH

Cheque/DD MNo. S002543 ChequeDDDate 01-Feb-2017

Farmula Gratuity Formula - C

Mlax Amount 100000000 MoOTYears 117

GratuityAmount a10000 ExemptedAmount g10000

TaxableAmount n] Refar Month Apr-2017 -
e e
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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.

Update Leave Type

r~ Master Definition

Auto Leave Allotment

Allotment Type | Yearly

v |Effective From |1 || Apr ¥ | 2017 7

Name|Casual Leave Code|CL
Applicable to |All ¥ ¥/ Allow Negative Balance Dt L0 Cary forward lmit 0
Increase leave by| 0.00 When 0 month of employment completed
Description
4 ¥l Leave Encashment Minimum Balance 0.00
I5 Loss of Pay Max Avail Leave Per Manth | 0.00 Prorated

 Leave ‘Allotment From' Settings

Leave Date ' Joining Date ' Confirmation Date

Joining Date '® Confirmation Date '/ Probation Completion Date

Avail Ater Days of Employment Completed

IV Save HX Close

Assign Leave Encashment Salary Head to Salary Structure

Salary Structure Heads Details

Basic Details Statutory Details

Salary Structure Tech Support

LumpSum o

Faormula MNone

Remarks

-
| Salary Head Leawe Encashment - |
“alid From Apr-2017 -
Calc Basis PayDavws(SalarnyCalendarDayws-LIOP) -
Calc Type Formula -

i
- um

)

Update =) Cancel

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 |Leave Encashment Details
Emploves » LeaveType -
Do
Formula Mone - _
Fayment Mode EankTransfer L
Maz Amount 20000000 MNoOfEncashlLeawve

EncashmentAmount

Leave Year 2019 - ReferfPay Month Jan-2018 -

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.

Lock IT Declaration

Financial Year - Apr-2017 v
Employee
(]| Employee Co... (¥)| Employee Na... ()| Company S ... ® Category SN... (¥ Department ... @ Is Lock )
| vHS0034 A MAH 81 52 SE Mo -
U115 Vijayalakshmi
.—-————
Ofs 82 SE
Ols F MAH 52 32 8E No
o7 G KA 53 53 TL No

1- 2.3 » M 20 v | items per page 1- 20 of 56 items

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.

Hold Employee Salary

Hold Month  Aug-2017 +  Hold Remarks | Hold emp sal for Aug month

[J | EmpCode ¥ EmpName ® company ®| category @ Department @ Designation @ Status @

SN | Vaishali Gadag Manager Default ‘Working -
Lavisha Gadag Manager Default Marketing Executive | Working

I N 2 " S N
Vijayalakshmi Gadag Default Default ‘Working

|10 WIJAY KUMAR TOS... | Unimark Default Default ‘Working

|14 Praveen Gadag Default Default Working

L 20 SUMAA Gadan Default Default Warking
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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.

= Fremeus Fagusil =
Pandisgy Tesk Corsmpasras Tt

Prns s Pasgraldl

P4 4 4

v | dmm-2000 w Ta | don-2000 7 | SelsnySesamers | AR = | bioais OF Cabrisroa | Mordhly ©

Itere are fasal J lesslovers sehose SalarSirmehare b ned Diefines. FPlesss ool o Shis liok jo rhanor
There are total 2 Esgsluyees, whone SakwCietaly byl e fincd, Floane alich g s lnk 1o cha

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.

Employee Details

Personal Details Other Details Payroll Details Document Details Seperation Details

S:a:usl Resigned I

r— Resignation Details
Resignation Submitted COn 15-Aug-2018
Tentative Leaving Date 15-Aug-2018
Final Settlement Salary HoldFrom | Mone -

r— Exit Details Exit Interview Details
Date of Leaving | 31-Aug-2018 Exit Interview Date | 31-Aug-2013
Remarks Notes

P P

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.

i

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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Employvee | None * || Process Payroll |

[ Resignation Details \ Earnings N Deduction N

— Resignation Details

EmploveeCode EmployeeName
Fesignation Submitted on | | ﬁ Date of Leaving | | E
Reason for Leaving | ABANDONED v | Settlement Date | | x|

— MNotice Period Davs

%] Ts Notice Required
No of Davs Served(DateOfL eaving-FesignationSubmittedOmn) Davs

Sortfall in Notice{Absent Days during Netice Periood) Doavs

4. EMPLOYEE EARNED SALARY
Here you can check the employee’s Earned Salary (Earnings and Deductions)

Employee Earned Salary Rate Details

Salary Structure | FDM v | Salary Month | Aug-2017 v | Employee | Search for Employee Name

Employee Salary Rate Details

Drag a column header and drop it here to group by that column

Emp Code ® | Emp Name (¥ TotalPayDays (¥ PresentDays (@ NetAmount @ | Basic @ DA @ HRA @ CEA
Joylin Joylin 4 1] 2,359.00 1,280.00 387.00 903.00 26.0(
“aishali Vaishali 4 1] 26.00 0.00 0.00 0.00 26.00

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.

T - - = -
View Eamed Salary Rate Details
5] Expense Claim v
Employee Code 1010 Employee Name Shailendra Singh Negi
£ Asset Tracker A — Eamings
_ DA-242.00
L pre Salary Transaction A Special Allowence-363.00
HRA-605.00
8 salary Transaction 2 Basic-1210.00
& Hola Employee Salary Gross Total 2420
P — — Deductions
rocess Fayro!
. EmployeeFPF-0
% Full and Final Settiement F1-0.00
ESI-0
® Employee Eamned Salary Vol PF-0.00
TDE-0.00

= DayWiseProductionUnit Employeel WF-0.00

& pay Out Decution Total 0
Net Income 2420
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PAYOUT:
1.BANK STATEMENT

& Master
v Payout Statement
(E] ImportFromExcel -
£ Payroll Input = onth Jan-z015% M
2 Expense Claim = Bank None -
=
Asset Tracker v ModeOfPayment  BankTransfer -
M Pra Salary Transaction hd
Group By None -
M Salary Transaction -
PayType FaidinSalary -
M pay Qut -
— | Generate [l casmcheque voucher

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.

Iy B C [=] F [=] H 1 JH [ ™ [ S

1

= Smartoffice Print Date: 24/May/2017

= Bank Statement

4

5 To

& The Branch Manager

- State Bank of India

8

g Please credit the following SB Accounts maintained with you by the amounts mentioned against the

4o account numbers. This is towards the salary for the Month of Apr2017

11

12 SL No. Employee Code Employes Name Bank Account Number Net Earning

13 & Salma 1234567 93352
24 2Mo VITAY KUNMAR TOSNIW.AL "235646 s132
15 34 Praveen Geas6 11762
16 4" Vijayalakshmi 123587469870 66016
= Grand Total VZREZ
18

19 Cheque No.: Dravwn On:
51 Kindly acknowledge receipt Smartoffice
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Payout Statement
Month May-2018 -
Bank MNone -
Bank Format |ICICI Bank -
PayType PaidinSalary -
Date
=3
— Filter Employee Filter Company Filter Department
Employee Code IsExcat ‘z‘z g% EE
Employee Name L”ﬂ:' Nadu 23 LIL
Employee Category Aldl - Naraina
Employee Designation | All -
Employee Location All -
Employeement Type | All v Select All Deselect Al Select All Deselect All

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

A B Cc D E F G H

1 SNO ACCOUNT NAME SOL_ID ACCOUNT NO CUR_CODE CR_DR TRAN_AMT TRAN_PART
21 Lavisha "123456 "123 C 80451

32  salma 1234567 123 C 9352

a 3 vijayalakshmi 123587469879 123 C 4580

5 4 Ppraveen 36456 264 C 4027

6 5  VIJAY KUMAR TOSNIWAL "1235646 "123 C 5132

7 '6  vaishali "123456 123 C 86568

8
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3.PAYSLIP

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

3 payroll Reports

Detaur

Detaurt

& Master v ~
Generate Payslip Report
k] ImportFromExcel v
& Payroll Input v
Month | Feb-2019 v Payslip Type Salary Payslip v
& Expense Claim v
— @ Filter Employee Fi v
B Acsel Tracker v ploy ilter Company Filter Departiment
AP S2SE
<
@ pre Salary Transaction v Emplayes Code 000 IsExcat HO S1E
Tamil Nadu S3TL
@ Salary Transaction v Employes Name MAH saM
. Testing B2B
m ‘
Pay Out a Employee Category All v - Fav
% Bank Statement ion | Al BANGALORE-REGIQ Receiving
- Employee Designation v Defautt PEA
. Siri Info EXPRESS
All
= Emplayee Location M HEAD OFFICE ~ |Entrepreneur Model ~
P Employeement Type Al v < .
T— ip Report plcy yp Select All Deselect Al Select All Deselect All
& Notification L4 n 3
Generate Seprate Files | Generate Single File
| O fates
& mMaster - Fay slips
A ImponFromExcel -
~ P T v Payroll Month | Fep-zo1s -
& Expense Claim -
@ Assat Trackor - Salary PaySiip | Reimbrusment Paysiip  Final Settiement Paysiip
™ Pre Salary Transaction - Employee Name | search for Employee Name Empicyee Cogde | Search for Employee Code
= Sy U - Empioveecoas @ Empioyeenams @ company & | Depanment | Eman ®
23 Pay Out a —
= o = S | == |
01 Menager An s2 86 support@E@smartoficepayroll com
oz oz ap sz 9E salmagsmartoficepayoll.com
ate Pa 1001 1001 AP sz 9E
B2 notification - 333 333 AP Defoull
3 Advance Option 555 RAd Defaut Defaull

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.

Smartoffice Payroll & Biometrics Solutions Pvt Ltd

548, 2nd Floor, Sr Janardhan Tower, 5th Main 1st Cross, RBI East Layout, JP EI

Magar 7. Bangalore- 560073

Payslip for the Month Jan-2019

Employves : 00D - 00D Bank MName:

Joining Date: 01-Apr-2018 Bank Account Mumber:

Designation: ESI Mo

Department Default PAN Mo

Location 11 LOP 0.00

Effective Work Days 31.00 PF MO: oo

Pay Days 31.00 UAM Mo 000

Earnings Full Actual | Deductions Amouwnt

Basic 19750.00 19750.00 | EmployeePF 1800.00

DA 1135000 11350.00| PT 200.00

HRA T900.00 T900.00(ESI F00.00

Medical S00_00 500.00 | Employer PF 1800.00
Employer ESI 1900.00
Loan+MR 4000 00

Total Earnings (in Rs.) 4000000 40000.00 |Total Deductions (in Rs.) BT 00,00

Met Pay for the month :33300.00
{Thirfy Three Thousand Thres Hundred )

This is a sysfem generafed paysiip and does nol reguired signafure
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ADVANCE OPTION

> Form 24Q
® Form 24Q Callan Setting

Form24Q Employer Detalls
1. Particulars of Return
Deductor Name SMARTOFFICE PAYRGCLL AND BIOMETRICS SOLUTIONS PVT LTD
Type Of Deductor COMPANY - Payment Section Code Payments made toempl ... «
2. Particulars of Deductor (Employer)
Has Address Changed Since Last Return | No ¥ | Branch / Division
Flat No 648, 2ND FLOOR Name of Premises / Building | JANARDHAN TOWER
Area / Location JP NAGAR 7TH PHASE. Town / City / District BANGALCRE
Road / Street / Lane RBI EAST LAYOUT State KARMNATAKA -
PINCode 5680087 Email sales@smartofficepayroll. com
sSTDCoae 080 TelephoneNo B7654321
Name Chnetan Jain Area / Location JP NAGAR 7TH PHASE
Designation P Town / City 7 District | Bangalore
FlatNo 648. ZND FLOOR State KARNATAKA -
Name of Premises/Building JANARDHAN TOWER FINCOode 560078
Road / Street / Lane RBI EAST LAYOUT Email chetan@smartoflicepayroll co
STDCode 080 TelephoneNo 78543612
Has Address Changed Since Last Return No -
MaobileNo 2844837354
PANNO AMARPJZ2194C
3. Particulars of the Person Responsible for Deduction of Tax
Form 24Q SuppressZeroGrossincome
FormzaQAnnexure1 SuppressZerol TinAnnexurel
= Formz24QAnnexurez SuppressAaddressinannexurel
SuppressZerol TinAnnexurel IncludeZerolTineTds
ExciudeEmployeesWithoutPANandZerol TineTds Form27A

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.

Form24QChallanDetails Details

Month

Apr-2016

Amount 0.00 :
Raw Tax 0.00 :
Education Cess | 0.00 .
Others 0.00 :
Payment Date | 01-Jan-0001

BSR Code

Challan No

Challan Deposit Date | 01-Jan-0001

SurCharge 0.00 :

Interest 0.00 .

Late Fay Fee 0

Deduction Date 01-Jan-0001

Minor Head Code A

Total Allocated Deductees Calculate Update @ Cancel

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

Quarter® Quarter 1
Financial Year™ 2017-2018
Ack MNo/Token No*

ReceiptMNo

Filing Date™

Form 24Q Return Filing

Captcha to Download C=sl File: ﬂ

* Fields which are marked is mandatory

Upload CSI File Choose File | No file chosen Use this link to download the CSI file

Generate Save
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e configure statutory settings:

1.Pt Rate Editor:

In this you can record PT slabs for state wise

‘ PT Group Rate Details

PT Group Andhra Pradesh LK+l FPT Group

Effective From Jan-2019
Gender Female
Minium

Maxium

PT

LastMonth

LastMonthAmount

Description

2.PF/ESI Rate Editor

& Add new record

Month/Year EPF(%) Pension Fund (%) PF CutOff ESIC Emp % ESIC Empr% | ESIC CutOff Gratuity %
Apr-2017 12 833 15000 175 475 21000 ] (#) Edit # Delete
Apr-2016 12 833 15000 175 475 15000 0 (#) Edit % Delete

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

& master

-
@ importFromExcal -
& Payroll input M PF/ESI Rate Details
= Expense Claim .
Effective From | Dec.2017 -
2 Asset Tracker -
08 pre Salary Transaction - Company PF Details | Company ESi/Gratuity Details
21 galary Transaction - EPF(A) - (28) 12.00 . Cut Oft 15 000.00 =
M pay Out a
Employer’s Share (%)
Pension Fund(B) | 833 - Acc No 02 - (%) | 088 s MinCharge 500 00 =
EPF(A-B) 3.67 - Acc. No. 21 - (%) | 0.50 s Min Charge  0.00 =
B8 Generate Payslip Report -
| Restrict Employer Share Acc No 22 - (%) | 000 - Min Charge  0.00 b
@3 Notification -
¥ Rosict EMployes Snare
@ Advance Option
& payroll Repons Update ISREeELE

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

Labour Welfare Details

Name SmartCfice
EffectiveFrom Apr-2017
State Karnataka
CaontributionPeroid1 Dec
ContributionPeroid2 MNaong
CaontributionPeroid3 MNaone
EmployeeContribution | 6.00

EmployerContribution | 12.00

Yearly Contbn

4‘

Description

WLEI=N | (%) Cancel

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

PF Zero Pension Settings

Add new record

Effective From Zero Pension Age

[ n L 15w | items per page 1-1of 1items
PF Zero Pension Settings
Effective From MMay-2016 L

AgelZero Pension) 0

o come

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:

Restrict Employer PF
Employee Name | Search for Employee Name Employee Code | Search for Employee Code
Emp Code ¥)| EmpName )| Company ¥)| Category ¥)| Department @ [ restrict PF
o1 Sharma SoftTech GN helpdesk O
2 Dewakar Default Default Default [}
013 Ansar Default Default Default O
14 Arthi Devi SeftTech GM Default [}
015 Salman SoftTech Default helpdesk O
016 Azhar khan Default Default Default ]
m7 Ayman Default Default Default O
o8 Amar Default Default Default [} v
- | - n . | ow 50 ¥ | items per page 1- 11 of 11 flems
E=)

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.

Allot Employee Employee VOL PF
Effective From reb-2019 - Is Vol PF % PF vol %% = PFEVOolAmMOouUnt -

Frop Coda @| Fmphama @ | company @ catagory @| Peparmant @ | Pasignation @/ stans @

oo oo Vetaun D DetauT warkang

rme RMC ap s1 s2 56 Working

Managsr AP Default 2 e Working

oz 02 AP 81 82 sE Working

169 menar Detaurt Defaur Detaurt warking

333 333 ap Defuull Defaull Working

nhn Al Vetaun D et wankang

o599 998 Daraunt Daraun Derautt Working -

- -l - -~ 50

- Aot Fmployee vol PR

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.

PFVOLAmMount: 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:-

Monthly PF/ESI Challan Details

Fayrall Month Feb-Z2019 -
FF Challan Details ESI Challam Details
ES1 Amount Deposited 000 -
ESI Depasited Date 2Z-Jan-2019

ES1 ChallanMo

We use this option to enter the Challan filed Details

8. PT Remittance Details

PT Challan Details
Favyroll Monih Feb-201% -
Compamy A -
Amount 0.00 -
Date 22-Jan-201%
Challan Mo
Update iy Cancel

We use this function to enter the Challan filed Details
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9. Update Employee Statuary Details :-

Pavrollhvlonth
EmploveCods

Feb-2019 «

PFEmploveseContri
PFEmploverContri
ESITEmploveeContri
ESITEmploverContr
TDS

GrossTotal
TotalDeduction
MNetTotal

Sawve

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.

& Master .
B importFromExcel . PayroliMent: [Feb-2015 *
& Payroll input . EmployeeCode EmployeeName |
& Expense Claim L4 < <
B Asset Tracker N
& pre Salary Transaction v
@ Salary Transaction v
& pay Out v
@ Notification .
= Employee Birthday
= tior
L nniversa
& Mo

® pdvance Option MO 1 2030 b || M Page size: | 1
193 payroll Reports

Taxablelncome | Apr

e [a (e e (= (&) e o) &) [
=3

May Jun Jul
0 0 0
0 0 0
[ 0 0
0 0 0
0 0 0
100 11600  [115.00
f 0 0
[ 0 0
0 0 0
0 0 0
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2.Process Payroll Audit log

Here you can see the employee process payroll detail audit log, Click on
salary.

view employee

Employee TDS Exemption Details

Financial Year - Apr-2018 ~ Employee Name Search for Employee Narn Employee Code | Search for Employe

Employee Id & | Employee Code & Employee Nama & Total Taxable Inco | Tax Paya | Tax Deduc @

1 Del_1 -20.000.00 0.00 0.00

3 Del_1001 r Pareek 20.000.00 0.00 o.00

6 1010 hailendra Singh Negi -25.000.00 0.00 0.00

e 1014 Kundaiwal 30,000 00 o.00 000

o 1012 a Chand Bunkar 32,000.00 0.00 0.00

1 1020 Sanchya Patel -32.000.00 0.00 0.00

13 1025 Brijesh Kaisore 32,000.00 0.00 0.00

14 1030 Diksha Rawat 27.000.00 000 0.00

15 1033 Rajendra Singh Rathore -25.000.00 0.00 0.00

17 1041 Arpit Vijayvargiya -30,000.00 000 0.00

Pavrallhdant: | Jan-2019 =

{10-Jan-201% A0 1@9:57}-@IsCalculateTan-Trus
L T o I T R B R e e
{i@-Jan-Z9if A5 190187} -Toralannualincomaass -9
{1@-Jan-2019% 1319957} -B@Earnedimaunt Trom sarned for Salary Hesd Basic Amount s 10000, 8 snad
Arraar Asgunt le @ and Total Amount 1 -10090.00
{10-Jam- 2019 A0 9% 57) FEarncdimount Trom carncd for Salary Head B8 Amownt s 2000, ) and A«cear
amount 1 @ and Totel Ascunt L -J000.00
{19-Jan- 2019 13,0957 ) -@Etarncdimount From carncd for Salary Head HiGA Sesown n s SO0, 0 and Acecor
Aamount ls @ and Totsel Ascunt ls -S000.00
{19 Jam=- 2019 12:0%: 57} -@PEarncdimasunt From carned for Salary Head Speeial allowence Amsunt s
300,00 and Arcesrs SAmount Ls @ and Total Ascownt Ls -3000.00
{1@=Tam=-281% 13 :09: 57} - TotalannualIncomeas Ffrom cornod- 200060 068
{if=Tan=2618 13 :68:4F lcTanableFifdmountEntitlement From sacnedso

3.CHEQUE/CASH STATEMENT

Here you can generate Cheque/Cash Statement.

Salary Month

Employee Code ® Employe
Vijaya Vijaya
Joylin Joylin

Nida Nida

Aug-2017 v

¢ Include Employees with Salary Greater than zero

gName (%) Department () Payment Mode
Payrall Cash
Operations Cheque
Payrall Cash

@ NetEaming

5486

2359

206

(@ ChegqueNumber

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.

Step 1({Generate Form 16 Fart A) Step 2(Sign Formm 16} Step ZI(Upload Signed Form 16)

Financial Year Apr-2018

— Filter Employee

Employee Code IsExcat

Employee Name

Employee Category Adl -
Employee Designation  All -
Employee Location Al -
Company Adl -
Department A -

— Responsible Person

Responsible Person Name ResponsiblePersonDesignation

ResponsibleFersonFathermiams Flace

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.

{“auccoia i true, "message” : “Form 18 generated successfully.")

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

J
]
§
1

il

FORM 16 will be generated in PDF format
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Form No. 16

[See rule 31(1)a))
Certificate under section 203 of the Income-tax Act, 1961 for Tax deducted at source on Salary
Name and address of the Employer
Smartoffice Payroll & Biometrics Solutions Pvt Ltd B

Name and Address of the Employee

648, 2nd Floor, Sri Janardhan Tower, 5h Main 1st Cross, RBI
East Layout, JP Nagar 7, Bangalore- 560078

PAN of the Deductor ~ TAN of the Deductor PAN of the Employee
AMAPG4192C QWERT1234J
CIT (TDS) Assessment Period with the employer
Address: The Commissioner of Income Tax (TDS) Room No.%00A, 2018 - 2019 From To
s Flor, K. G, Mittl Ayarvedic Hospita Bulding, Charms Road,
City : Mumbai Code: 400002

01:04-2017 31032018

PART B{Annevure)
DETAILS OF SALARY PAID AND ANY OTHER INCOME AND TAX DEDUCTED
1. Gross salary 2625000
(a) Salary as per provisions contained in section 17(1)
(b) Value of perquisites under section 17(2) (as per Form No. 12BA, wherever applicable)
(c) Profits in liew of salary under section 17(3) (2s per Form No. 12BA, wherever applicable)
{d) Total 1625000

2. Less : Allowance to the extent exempt under section 10

Allowance Rs.

HRA Exemption 0.00

Tolal 0.00

3. Previous Employment Income as per Form16\Declaration 0
3. Balance(1-243) 26250.00

Not 1. aggregate amoun!deductble under secton $0C shall ot exceed
one lakh rpees

1 agpregate amount deductbl under the thoee sections e, B0C, 30CCC
and $0CCD, shallnotexceed one lkh rupees

(8B)other sectons (¢ 2, BOE, B0G et Under Chapter VIA

Gross Amowt — Qualifing  Deductble
Amomt  Amoun!

10 Aggregate of deductible amounis Rs.nder Chapier VI-A i
I1. Total income 810 Rs. 1650
12 Tax on totalincome Rs ]
13 Sucharge (onfax computed at . No. 12)Rs 0

14, Relief undersecton 89 (atach detal) . ]
15, Raw Tax After Rebe 10
lﬂﬁ Educaton Cess @ 3% on (ax at 8. No. 12 phs suchargeat §.No. 13) ]

5
17 Taxpayable (13+15+¢16) Rs 0

KA, son'dauaeof working nth eapacity o o berey cerify het s of R .00 hes een deduct a sour andpad o the e of he
Cental Government. | furhr cerfythat he nformaton give above 1 rue andcomect bsed onthe books ofaccount, documents and the
bl reords

Place Signatureof heperson esponsible for deduction of ey
Date [T Mar-018 Full Name: KA
Designation

» 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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Financial Year [Apr- 2012 ¥ | Payroll Month | Aug-2017 v | (4 Go |[Aug-2017 v | |4 CalculatelTa |

EmployeeCode EmployesMame C. YearEarned ‘ LantPrG(ESSMcn(h| La;tProcE;;PayDay{ P. YearCarryOwer | ClaimAmount BalanceAmount CarryOverAmount
|| || || || || || || Il ||
Lavisha Lavisha o Jan-1900 o o o o o
Vaishal Vaishal o Jan-1900 o o o o 0
Vijaya Vijaya 0 Jan-1900 0 ] 0 ] o
Vis! u Visl u o Jan-1900 o o o o o
Salma Salm. o Jan-1900 o o o o o
oylin aylin o Jan-1900 o o o o o
Nida Mida 0 Jan-1900 0 o 0 o o
Ganesh Ganesh o Jan-1900 o o o o o
12 bhavana o Jan-1900 o o o o 0
;
2.LTA Block year Breakups:
We use this function to enter the Challan filed Details
Block Period | 2014-2017 ¥ ||, Go
EmployeeCode EmployeeName FinancialYear EamedAmount P. YearCarryOverAmount | Proof Amaount Paid as Taxable Amount CarryForwardAmount
| I W 'd I Nl e |
alma 2014 ] 0 0
salma 2015 0 0 0
alma 2016 ] 0 0
salma 2017 o 0 ).00 0.00
pooja 014 o 0 0 0
2 pooja 2015 ] 0 ) 0
2 pocja 016 ] 0 0 0
2 pooja 2017 o 0 ).00 0.00
3 neha 4 ] 0 ) 0
3 neha ul 0 0
3 neh. 0 (v] Y]
3 neha 2017 ul 0 ) 0.00
4 pri 4 0 (v] 1] Q
4 - orisha 2015 0 0 0 o _ i
L “jj123|» L Page size:| 50 ~ 144 items in 3 pages !

e 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,

Fawvout Staterment

Aot | gan o s -

(R I R N |

[ o

£l Pavrol Roports

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

A B ( ) E f 0 H I
L' EmployeeName EmployesCode CompanySName DepartmentSName ModeOfPayment FinanciallsttutionName BankAccountNumber ChequeNumber NetEaming
1 Vlshal L Smartoffice  Accounts BankTranfer ~ Stae Bank ofndia 13450 56000
]

4
]
b

2.STOP EMPLOYEE SALARY (F &F)

Stop Employee Salary

Pay Month | Aug-2017 v | Employee Name | Search for Employee Name Employee Code | Search for Employee Code

Siop Employee Salary

Employee Code @ Employes Name @ Payroll Month @

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

Salary Month | Aug-2017  »

Emp Code (@ EmpName ® Company @ Category @ Department @ Designation (@ Status @
Ganesh Ganesh Rajasthan Default Finance Senior Manager Warking
Joylin Joylin Maharashtra Default Cperations Executive ‘Working
Lavisha Lavisha Karnataka Default Executive Executive Working
Nida Nida Tamil Nadu Default Payrall Executive Working
Salma Salma Karnataka Default Accounts Executive Working
Vaishali Vaishali Maharashira Default Cperations Senior Manager ‘Working
12 bhavana collections Level 1 mktg Warking

(L] n > 50 0w
Stop Salary

Select the salary month and select the employee and click to stop salary button.
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e 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

Reimbrusment Proff List

Employee Name | Search for Employee Name Employee Code | Search for Employee Code
@ Add new recard
Employee & Employee @ salary Hea ®| amo @ 1s App & Modified D @

Lavisha Lavisha Medical Allowan 15,000.00 false 17-Jun-2017 4 Download = Edit = Delete

| <« IEH - 50w

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.

Reimbrusment Proff Details
FEP Name Medical Allowance -
Employee Praveen-14 -

Invoice Number 1002
Invoice Date 01-Jan-2017
Amount 12,000.00 -
Pay Month Mar-2017 -
Is Approwved -
Remarks Reimbursement of MA

2

(==

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 option from

Pre Transaction.(for set up Click here)

FBPType |Monthly v | Financial Year | Apr-2016 v

{if Delete Selected Records
EmployeeCode EmployeeName SalaryHeadName Entitlement Amount YearlyTotalAmount FinancialYear

|| | | Nl || || INdl
5 Lavisha Medical Allowance 15000.00 15000 2016 i}
7 Salma Medical Allowance 15000.00 10000 2016 i}
9 Vijayalakshmi Medical Allowance 15000.00 12000 2016 fir
1 Vaisha Medical Allowance 0 0.00 2016 i}
14 Praveen Medical Allowance 17471.00 15000 2016 fir
20 sumayya Medical Allowance 0 0.00 2016 fir
30 joylinshwetha Medical Allowance 0 0.00 2016 fir
08372 GAMESH Medical Allowance 0 0.00 2016 fir
10 VIAY KUMAR TOSNIWAL Medical Allowance 0 0.00 2016 fir
41 41 Medical Allowance 0 0 2016 i}
| 4[| 4 |E| 2{ ¥ || M| Pagesize:| 10 ~| 15 items in 2 pages
Enter the declaration Amount in Declaration column and click on 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).

& wmaster -
Employee FBP Allotment
=
& importFromexcel v
& Payroll Input v Financial Year - Apr-2018 +  Theoretica v Employes Name Search for e | Employee Code | Search for Employee
(5] Tai - = = = 5= = = = = =
Expense Claim Cote @ name @ @ oA @ may @ @ @ Ay @D sep @ ot @D nov Do D @rew @
3 AssetTracker i 1 salme 0.00 0.00 000 000 0.00 0.00 0.00 000 0.00 0.00
o1 Salury B =
Pre Salary Transsction 1 salma 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
2 Salary Transaction ik 1 salma 0.00 0.00 000 0.00 0.00 0.00 0.00 0.00 000 0.00
& pay Out . 2 pooj 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
& Notification a 2 pocia 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 .00 0.00
S Epay R B poola 0.00 0.00 000 000 0.00 0.00 .00 0.00 000 0.00
= Cmpl 8 Pre
v . neha 0.00 0.00 000 0.00 0.00 0.00 0.00 0.00 0.00 0.00
W Fmployee An
neh 0.00 0.00 000 0.00 0.00 0 0.00 0.00 0.00 0.00
= ) 3 eha ) 00 0.00 00 000 000 000 000 000 000 000
- h Check Lis
4 prisha 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
@ Advance Option
' pricha 0.00 0.00 000 0.00 0.00 0.00 0.00 0.00 0.00 0.00
@ payroll Reparts

e Other Settings
1.Employee proof of Investment:

Admin will be able to upload proof against IT declaration.

Employee Proof of Investment

Employee Name| Search for Employee Name. Employee Code | Search for Employee Code .
Employee Code @ Employes Name @ Company @ Department @® Category @
abc abe KA 52 SE Test Froof of Investment
Eee W AP S1E 51 Froof of Investment
hourly hourly KA 52 SE 51 Proof of Investment
Radhika Radhika KA 52 SE 51 Froof of Investment
SUDHAKAR SUDHAKAR KA 52 SE 51 Proof of Investment

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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Export JV IDetails

From MNonth May-2015 - To MMonith PMay-2018 -

| E Export To Excel B8] Export To Excel SAP I
SalaryHeadMame DebitCredit I rame
Basic Debit Basic -
oT Debit Other Earmings -
EmplowesPF Credit Employese PF il
PT Credit Profaessional Tax -
ESI Credit Employaes ESI -
TDS. Credit TDS -
Leawe Encashment Debit Other Earmings hd
Arrear Debit Other Earmmings -
Employes L WWF Credit LWWEFEmployee -
PLI Debit ODther Earmings -
Bonus Debit Other Earmmings -
LateBy Deducticn Credit Other Deductions -

In tally and SAP application we can import the DR. and CR. Data from the Excel sheet which we

have shown below.

A B © D
W Code JVName Debit Credit
Dool DA INR280.00 INRO
00011 Other Earnings INR320.00 INRO
€001 Conv INR213.00 INRO
SPP Share Purcahse INRO INR0.00
Late2234567 Late Deduction INRO INR0.00
Advool Advance INRO INR833.30
EPF001 Employee PF INRO INRD
PT00L Professional Tax INRO INR0.00
EESI001 Employee ESI INRO INR10
T00112 TDS INRO INRO.00
L14789 LWFEmployee INRO INRO.00
Netl0001  NetEarning and Payables INR-30.30

Tax Code Federal Tax ID Tax Amount Gross Value Primary Form Item Branch Material Type GST/CENVAT Component Loc. Payment Block B

E F G H I ] K L M N

3.Zero Pay Days Reasons:

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

Zero

Master

O

ImportFromExcel

B

Payroll Input

3]

Expense Claim

2l Asset Tracker

23 pre Salary Transaction

Zero Pay Days Reason - ESI Challan

Jan-2019 «

| & Save |

Employeecode EmployeeMName DepartmentSMName CompanySMame

Mo records to display.

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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Allot Employee Salary Increament
Increment Date
Emp Code (® EmpName ® company ® category @ Department (¥) Designation ® Status @
hourty hourly HO 51 52 5E Working
nk nk 33 Default B2B Working
Radhika Radhika HO 31 32 3E Working
SUDHAKAR SUDHAKAR HO 31 32 3E Working
Sujit Sujit GSA RETAILLTD Default Default Working
testemp testemp AP s1 52 S5E Working
“arsha “arsha AP S1 S2 SE Working
0001 B1 HO Test 52 SE Technical support Working
FB1 FB1 HO o1 B2B Working
MNilam 1 Milam 1 AR =21 27 9E \AlArkcinn T
- n 2 034 |5 . |» ¥ 50 w

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 10" 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

Calculate Employvese Theoritical Salarmy

From Month Apr-2o1s —

To Melorih Apr-2o013 -

6.Employee LateEarlys Breakups

Here you can see breakups of employee LateEarlys deductions




SmartOffice Payroll and Biometrics Solutions Pvt. Ltd

7.MONTHLY HRA EXEMPTION

] ExportToExcel

Employesiame EmployeeCode PayrollManth ActualHRAReceived RentPaidAmount BasicAmount | RentPaidLess10| Basic40Per EligibleHRAExe:r
| | dl Kd dl
B z 10800.00 7040.00
B 2 10658.07
B 2
B 2
B 2
B 2
B 2
B 2
B 2
B 2 22000.00 10800.00
[l 4f[t]z 245678910 .|r| »| Pageszefio ~

8.0T Breakups:

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

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

O T mOm >

EmployeeName Companyld EmployeeCode Employeeld SalaryMonthYear

4 VHS0034
v

1 01-04-2016 00:00:00 44000

o o

3 01-04-2016 00:00:00 44000 o 2640
4 01-04-2016 00:00:00 44000 44000 o
5 01-04-2016 00:00:00 7000 7000 0
6 01-04-2016 00:00:00 12000 12000 o
11 01-04-2016 00:00:00 21000 21000 0

0
3120
0

0
0
0

GrassSalary CTC [TotaloT1]TotalOT2 OTRatePerHour TotalOTRate FinalExpression
0 44000.00/30/8%0.0*1.5+44000.00/30/8*0.0%2

OT1Str OT2Sh

31166.67 44000.00/30/8%44.0°1.5+44000.00/30/8%52.072 44.0 52.0

0 44000.00/20/8*0.0*1.5+44000.00/30/8*0.0*2
0 7000.00/30/8%0.071.25

0 12000.00/20/8*0.0%1.25

0 21000.00/30/8%0.071.25

o oo
o oo
v v

0 oo
o oo
v v

0 oo

9. Payslip Gallery:

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

® | payslip1jpg

Employee : 1:A Bank Name: ICIC1

Joining Date: 13-Feb-2016 Bank Account Number: A1

Designation: Technical support ESI No 1141

Department S1E PAN No

Location Gadag LOP: 1.00

Effective Work Days 31.00

Pay Days 30.00

Earnings Full Actual|Deductions Amount
Basic 20000.00 19355.00|PT 200.00
DA 5000.00 4839.00|ESI 852.00
HRA 10000.00 9677.00 |Employer ESI 2310.00
Special Allowance 5000.00 4839.00 |Adv+L 833.30
Conv 1600.00 1548.00

CEA 200.00 184,00

Uniform 5000.00 4835.00

Food Allowance 2200.00 2128.00

Total Earnings (in Rs.) 49000.00 48630.00 |Total Deductions (in Rs.) 1885.00

MNet Pay for the month :46745.00
(Fourty Six Thousand Seven Hundred Fourty Five )

This is a system generated paysiip and does not required signature

Generate the Payslip from Payout Window.
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e 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.

Employee Details

Personal Details Other Details Fayroll Details Document Details Seperation Details
Salary Calculate From | Apr-2017 - Salary Structure Tech Support -
Mode of Payment BankTransfer -

Financial Institution State Bank of India - Bank Account Mo 1234567

— PF/ESI/PT Details

ESl Mo. - 1234575 ESI Dispensary | 1234586
FPF Mo, [+ 123458 leda sl L L AN Mo | 20024866
DateCf Joining PF | 01-Jan-2017
DateCf Exit PF 04-Jan-3000

PAN Mumber Ward/Circle

— Cther Details

etro Contract Employee Gratuity
Zero Pension Zera PT Zero LWF

Generate the below given information to generate either text file or CSV file.
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PF Challan Report

Month | Aug-2016 v PF Group All v
— ¥ Filter Employee Filter Company Filter Department
Employee Code 1123 ¥ |sExcat f(\i g% EE
Employee Name Iqa;l”dl Nadu gi L‘-
Employee Category Al v Naraina
Employee Designation Al v
Employee Location All v
SalaryStructure All v Select All Deselect All  Select All Deselect All
Employeement Type | All v

Generate Text File Generale CSV File | Generate Supp CSV File | Generate Supp Text File

PF CHALLAN REPORT

A B G D E F G H | J K
1 UAN Member Name Gross Wages EPF Wages EPS WAGES EDLI WAGES EPF CONTRI REMITTED EPS CONTRIREMITTED EPF EPS DIFF REMITTED NCP DAYS REFUND OF ADVANCES
2 1 Lavisha 51600 35000 15000 35000 4200 1250 350 0
3 2 Salma 51600 35000 15000 35000 4200 1250 550 0 0
4 3 Vijayalakshmi 81600 56000 56000 56000 6720 1250 3470 0 0
5 5 Praveen 81600 80000 80000 80000 9600 1250 8350 0 0
6 7 sumayya 52000 50000 50000 50000 6000 0 1835 25 0
7 8 joylinshwetha 22000 20000 20000 20000 2400 0 734 25 0
8 4 VIJAY KUMAR TOSNIWAL 9552 5600 5600 5600 672 466 206 yLy 0
9 11 Shrikant 32000 30000 30000 30000 0 0 0 4 0
10 6 Bhavana 101600 70000 70000 70000 8400 1250 7150 0 0
11
12
13
hL |
15
16 TotalPFGross 381600 AccountlAmount 67037 Account10Amount 6716 Account2Amount 2480.4 Account22Amount 38.16
17

»> PT REPORT:

1.PT yearly Report
Here you can check the Yearly PT deducted of your employees.
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Smartoffice

17
29
314
4 20
5 30
6 10
7 45
g 15

Print Date:01 -Jun-2017 13:28

PT Detailed report for the month of Apr-2017

Employee Name PT Gross

Salma
Vijayalakshmi
Praveen
sumayya
joylinshwetha
VIJAY KUMAR TOSMNIVWAL
45
Bhavana
Lavisha
Grand Total :

PT Deducted

51600.00
31500.00
81600.00
52000.00
22000.00
9552.00
0.00
101500.00
51600.00
451552.00

200.00
200.00
200.00
200.00
200.00
0.00
0.00
200.00
200.00
1400.00

e ESIREPORT:

1.ESI Challan Report
We can generate ESI related challan reported which we have generated in

advance option.

Department mkig

Apr May Jun

Jul Aug Sep Qct

Nov

Dec

Jo Code  EmpMNsme ESIGrasa ERContn EE Contrl ESIGross ER Conirl EEConir ESIGrass ER Confrl EEContl ESIGrase ER Conil EEConi ESIGross ER Contrl EEContl E41Grose ER Canirl EEConin ESIGrosa ER Cantrl EEContl ESIGrass ER Canirl EEConinl ESIGrase ER Confrl EE Cont

112 bhavana

Page 1 of 1

ESI Yearly Report: We can generate yearly ESI report

ESI Yearly Report

Generated On: 01-Jul-2017 02:42 PM

Department Accounts
Apr May Jun

aul Aug sep oct

Nov

No Code  [EmpMName ESiGross ERConin EE Conir ESIGross ER Confrl EEConin ESIGross ER Confrl EEConin ESIGross ER Confrl EE Coni ESIGross ER Contrl EE Coni ESIGross ER Contrl EEConin ESIGross ER Contrl EEConin ESIGross ER Contl EEConit

TSz s W00 13800 5100 BN 1800 5100
Department Executive
Apr May Jun

37400 1800 700

Jul Aug Sep Qct

Nov

do Code  EmpMame ESiGross ERConin EE Cont ESiGross ER Conrl EEConin ESIGross ER Confrl EECenin ESIGross ER Confrl EE Coni ESIGross ER Confrl EE Coninl ESIGross ER Confrl EEConin ESIGross ER Contrl EEConin ESIGross ER Contl EEConit

Tlavsha |lavisha ST 500 370
Department mkig
Apr May Jun

700 MT.00 (38300 (38300 14100 B45200 |30800 11300

Jul Aug Sep QOct

Nov

do Code EmpName  E3IGross ERConirl EE Conid ESIGross ER Conrl EE Contrl ESIGross ER Conirl EEContrl ESIGrose ER Conirl EE Contrl ESIGrose ER Confrl EE Contrl ESIGrose ER Confl EECont ESIGross ER Confrl EEConin ESIGross ER Contrl EE Conirl

112 bhavana

Department Operations

Apr May Jun

3000000 142500 52500

Jul Aug Sep Oct

Nov

do Code EmpName  E31Gross ERConirl EE Conid ESIGross ER Contrl EEContrl ESIGross ER Conirl EE Contri ESIGrose ER Conirl EE Contrl ESIGrose ER Confrl EE Contrl ESIGrose ER Confrl EECent ESIGross ER Confrl EEConin ESIGross ER Contrl EE Conirl

Vazhali Vaishali 0000 1000 400 20000 1000 400

Lloyin | Joylin 2020000 930.00 33400 20200.00 9R0.00 33400

600 100 000

260500 12400 43.00

Dec

EsiGross ER Contrl EE Cantt

Dec

ESiGross ER Contrl EE Contl

Dec

ESiGross |ER Conlrl EE Contt

Dec

ESiGross |ER Conlrl EE Contt
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> Income Tax Report

1.Employee IT computation
To get complete IT related detailed with calculation of exemption and

deductions.
Year Apr-2017 v
Employee 1 v

Check Proof Submission [«

EmployeeNo 5 Name 5
PAMN No Gender Male
Date Of Join: 01-Jan-2010 Date Of Birth 01-Jan-1387

A) Taxable Income

(i) Monthly Income

Pay ltems Total Apr May Jun Jul Aug Sep Oct MNov Dec Jan Feb Mar

TA o a o o 1] o o a o o o a 0
Basic 180000.00 15000.00) 150D0.00 15000.00 15000.000 15000.00 15000.00 15000.00) 15D00.00 15000.00 15000.00 15000.00) 15S000.00)
DA 180000.00 15000.00) 150D0.00 15000.00 15000.000 150D0.00 15000.00 15000.00) 15DD0.00 15000.00 150D0.00  15000.00) 150DD.00)
HRA 2400000 200000/ 200000, 200000 20DD.00) 200000, 200000, 200000 200000 200000, 200000 200000 20DD.00)
oT 4355.00 0| 4355.00 ) 1] ) ) o ) ) a 0
Bonus 15000.000 1250.00) 1250.00, 1250.000 1250.00) 1250.00, 1250.00f 1250.00) 1250.00, 1250.00, 1250.000 1250.00 1250.00
Leave Encashment o a o o (1] o o a o o a 0
Salary Advance 0 1] 0 0 1] 0 0 0 0 0 1] 0|

403355.000 33250.00) 37605.00 33250.000 33250.000 33250.00) 33250.00) 33250.00) 33250.00 33250.00) 33250.00 33250.00) 33250.00

B) Deduction

Pay ltems Total Apr May Jun Jul Aug Sep Ot MNowv Dec Jan Feb Mar
EmployeePFAmount 43200.00 3600  3600.00 3600 3600 3600 3600 3600 3600 3600 3600 3600 3600
Employee\olPFAmount 0.00 1) 0.00 a o a a a a a a L)) [V
EmpESlAmount 6720.00 560 560.00 560 560 560 560 560 560 560 560 560 560
PTAmount 2400.00 200 200.00 200 200 200 200 200 200 200 200 200 200
TotTaxDeducted 133.00 1) 133.00 (1] L) (1] (1] [H] (1] (1] 0 0

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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~Employee Code - o Employee Name -5 DoJ - 01-Jan-2010

Total Gross Income

Salary Head Name | Apr May Jun Jul Aug Sep QOct Nov Dac Jan Feb Mar Total
Basic 15000.00 | 15000.00 | 15000.00 | 15000.00 | 15000.00 @ 15000.00 | 15000.00 | 15000.00 | 15000.00 | 15000.00 15000.00 | 15000.00 | 180000.00
DA 15000.00 | 15000.00 | 15000.00 | 15000.00 | 15000.00 @ 15000.00 | 15000.00 | 15000.00 | 15000.00 | 15000.00 & 15000.00 | 15000.00 | 180000.00
HRA 2000.00 2000.00 2000.00 2000.00 2000.00 2000.00 2000.00 2000.00 2000.00 2000.00 2000.00 2000.00 24000.00
o1 -1.00 4355.00 | -1.00 ] ] ] ] 0 ] 0 ] ] 4353.00
Bonus 125000 | 125000 | 125000 | O 0 0 0 0 0 0 0 0 3750.00

A. Taxable Income - 392103.00

Others (PF & Taxes)
Salary Head Name Apr May Jun Jul Aug Sep Oct MNaow Dec Jan Feb Mar Total

PF_EmployeePFAmount | 3600 3600.00 3600 3600 3600 3600 3800 3600 3600 3600 3600 3600 43200.00
PTAmount 200 200.00 200 200 200 200 200 200 200 200 200 200 2400.00

TotalTaxDeducted 0 132.00 0 0 0 0 0 0 0 0 0 0 132.00

3.Form 16(click here)

We Can generatefr16 from this window

Financial Year Apr-2016 v
— ¥ Filter Employee [ Filter Company ] Filter Department
Employee Code 5 O IsExcat Smartoffice a | |Default -
Banglore

Employee Mame

Employee Category Al v
Employee Designation | All v
Employee Location All v B B
Employeement Type | Al v Select All Deselect Al Select All Deselect Al

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

{"success":true,"message” :"Form 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 Structure  Level 1 v

SalaryMonth | Apr-20135 v

— Filter Employee Filter Company Filter Department

Smartoffice Default

Employee Code IsExcat Banglore

Employee Name

Employee Category All v
Employee Designation | All v
Employee Location Adl v

Employeement Type Al v Select All Deselect Al Select All Deselect All

> Salary Advance Report :
1. Advance report

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

Generated On: 01-Jul-2017 05:43 PM

Department Default

No Code Emp Name Advance Name Principal Amount  Total Installement  InstallmentAmount  Interest Amount TotalA Paid Total paid Closing Balance
113 13 Advance 5000.00 1 0 0.00 0 0 5000
213 13 Advance 5000.00 i 0 0.00 0 0 5000
31z 12 Advance 5000.00 1 0 0.00 0 0 5000
412 12 Advancel 5000.00 i 0 0.00 0 0 5000
Page 1 of 1

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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Advance Transaction Report

Generated On: 01 Jul-2017 05:45 PM

EmployeeCode -
No  Advance Mame

1 Advance

2 Advance

3 Advance

4 Advance

S Advance

=]
EmployeeCode -
No Advance Name

1 Advance

2 Advance

3lAdvance

4 Advance

S Advance

(=}
EmployeeCode -
No Advance Name

1 Advance

Principal
40000, DO
4000000
40000, D
40000, 00
4000000
4000000

Principal
40000. 00
40000, DO
40000. 00
40000. 00
40000. 00
40000, DD

Principal

SO0D.0D

1 Name - WVaishali
Amount LoanlssueDate Interest Rate
01-Jul-2018 0.00
01-Jul-2015 0.00
01 -Jul-2018 o.oo0
01 -Jul-2015 0.o0
01-Jul-2015 0.00
01-Jul-2015 0.00
5 Name - 5
Amount LoanlssueDate Interest Rate
01-Jul-2015 0.00
01 -Jul-2018 0.o0
01-Jul-2015 0.o0
01-Jul-2015 0.00
01-Jul-2015 0.00
01 -Jul-2015 0.o0
13 Name - 13
Amount LoanlssueDate Interest Rate

D1-Apr-2017 0.00

Recover On
01-Feb-2017
O1-Mar-2017
O1-Apr-2017
O1-May-2017
O1-Jun-2017
1900-01-01

Recover On
01-Feb-2017
O1-Mar-2017
D1-Apr-2017
D1-May-2017
O1-Jun-2017
1900-01-01

Recover On

D1-May-2017

Amount Recovered
4000. 00
4000.00
400000
4D00D. 0D
4000.00

Amount Recovered
4000. 0D
4000, DD
4000.00
4000. 0D
4000. 0D

Amount Recovered

S00D.0D
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3.Employee Reimbursement Allotment :

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

Employee FBP Allotment

Code (@ Mame (@) Salarybead (@ Apr @ May @ Jun @

1 salma petrol allowance | 0.00 0.00 0.00
1 salma medical alowance | 0.00 0.00 0.00
1 saima Special Alowznes | 000 0.00 0.00
2 padja petrol allowance | 0.00 0.00 0.00
2 potja medical allowance 0.00 0.00 0.00
2 pooja Special Alowance | 0.00 0.00 0.00
B ImportFromExcel - )
3 neha petrol allowance | 0.00 0.00 0.00
& PayrallInput M 3 neha medical alowance | 0.00 0.00 0.00
& Expense Claim v 3 neha Special Alowance  0.00 0.00 0.00
£ Asset Tracker v . prisha petrol aliowance 0.0 0.00 0.00
1 Pre Salary Transaction v 4 prisha medical alowance 000 0.00 0.00
& Salary Transaction B 4 prisha Special Alowance | 0.00 0.00 0.00
& Pay Out v

Financial Year - Apr-2018 »  Theorefical v Employes Name| Search for Employee | Employee Code | [Search for Employee

Jul ® ag @ sep @od @ Hov @ Dec
000 000 0.00 000 000 o000
000 000 0.00 000 000 o000
000 000 000 000 000 ooo0
0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00
000 000 o000 000 000 o000
000 000 0.00 000 000 o000
000 000 0.00 000 000 000

@ Jan
000
000
000
0.00

0.00

0.00
0.00
0.00
0.00
0.00

000

®

> Salary Report

1.Statutory register

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

Monthly Statutory RegisterReport

Month | Jul-2017 v

— # Filter Employee
Employee Code 7 ¥ |sExcat

Employee Name

Employee Category | All v
Employee Designation | All v
Employee Location All v
Employeement Type | All v

Filter Company
AP
KA
Tamil Nadu
MAH
Naraina

Select All Deselect All

Filter Department

52 5E
S1E
S3TL
S4 M

Select All Deselect All

LWF Report PT Report PF Report ESI Report Supplimentry PF Report
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LWEF report

o4t Jofr b Bl @ Find | Next i~ (%
Smartoffice Payroll Software Solution PVT, Ltd

Tangakoot Gadaz 380101

LWF Register for the Month of Dec-2016

5r No Emp Name Grade Employee Share Employer Share Total
Smartoffice
15 0.00 0.00 0.00
Total for Smartoffice 0.00 0,00 0.00
Grand Total - 0.00 0.00 0.00
PT report
PT Code Professional Tax Fegister for the Menth of Dec-2016
SrNe Code Emp Name PT Salary P Tax
Smartoffice
13 5 32000.00 200.00
Total for Smartoffice 32000.00 200.00
Grand Total - 32000.00 200.00

Profession Tax Summary

PT Slab PT Gender Employee Total PTGross Total PT
Salary= 15001 and ==5000000 200 Male 1 32000.00 200.00
Total 200 1 32000.00 200.00
Total Non Zero PT Employee Count 1

PF report

Tangakoot Gadag 380101

PFCode 123 Monthly PF Statement for the Month of Dec-2016
SrNe Code Emp Name Abzent PF Salary PF VFF EFF EPS Total
Smartoffice

1 3 27.00 150000 1800 530 0 2350
Total for Smartoffice 27.00 15000 1300 550 0 2350

Grand Total - 27.00 15000 1300 550 0 2350

Account 1 2350
Account 2 163 Account 10 0

Account 21 75 Account 22 2
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ESI report

T O TEE TOTTOT
ESICode | 1234356 Monthly ESI Statement for the Month of Dec-2016
SrNe Emp Name ESI Number Days ESI Salary  EmpCont CompContr Total
Smartoffice

15 400 32000.00 560.00 1520.000  2080.00
Total for Smartoffice 4.00  32000.00 560,00 1520.00  2080.00

Grand Total - 4.00 32000.00 560.00 1520.00 2080.00

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.

Company | Al w» | Group By | Department Wise -

Salary From Month | Jun-2017 - Salary To Month | Jun-2017 w» | ApplicableOn | NetEarning - -I

Salary Earmming Dash Board

m Series walue Field

120000
160000
140000
120000
100000
20000
S0000
40000

20000

o

ault
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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.

Eamed VI§ Theoritical Month Jun-2018 fo Oct-2018
Eamning Deduction Ye
Employee Code  Employee Name Days  Basic Commission conveyance DA Education HRA Allow Medical Total Damages ESI PF PT TDS Total Remarks if any &
Allow Signature I
2358 Aarya 2500 1850667 2:500.00 4683.13 4876.67 672000 5852.00 1166.67  201806.20 00.00 361.00 1800.00 200.00 1009.00)  46909.00 a r
3000 2090000 5023.00 522500 720000 627000 125000 344064 00
Diff 138333 -2500.00 3487 34833 45000 418.00 8333 14225780 y
I S O T S0 G 50 S [ i 01z I N NS O I su
5 O 55001 N 06510 65750 V60100 6o S0 405400 I A I N N
m
mary rep
Salary Sheet for Year 2015-2016
Employee Name Employee Code  Salary Had Mame  Total Jun-2018 Jul-2015 Aug-2018
Aarya 2358 Basic 110377.64 1850667 87300.00 337087
HRA Allow FM13.28 3832.00 25250.00 1011.29
DA 27694.41 4576.67 21875.00 34274
Medical 2618.25 1166 67 1230.00 20161
cOnveyance 10621.29 458313 3023.00 810,16
Education Allow 15081.29 G720.00 720000 1161.29
Commission 2600.00 2500.00
PF 15652.00 1800.00 13125.00 627.00
E3l 2686.00 351.00 248200 G3.00
PT 400.00 200.00 200.00
TDS 27271.00 10:09.00 25262.00
Damages 800.00 800.00
Earn

ed v/s theoretical report

Salary Sheet for Month Jun-2018 to Oct-2018
Eaming
DA

conveyance Education Allow

10521.29

15081.29

HRA Allow Medical

33113.29

Total
2618.28

201806.20

Damages

PF
2336.00

15552.00

Deduction

PT

Total

2727
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4. Employee earned salary

Earning Report

Salary Structure | All v

SalaryMonth | Jun-2017 -

Filter Employee Filter Company

Smartoffice

IsExcat Banglore

Employee Code

Employee Name

Employee Category

Employee Location

Employeement Type

All

Employee Designation | All

Aldl

Aldl

Select All Deselect All

Filter Department
Default

Select All Deselect All

Generate Latest Gross And CTC

Select the Salary Structure and Salary Month and click Generate or Generate Latest Gross and
CTC it will generate in Excel Sheet.

A B C D E F G H | ] K L M N 0 p Q R S T U
1 [EmployeelEmployee SalaryStruCompany! Departme DOJ ~ PayDays TotalEarni Deductior NetTotal Basic  HRAAllow DA Medical ~ conveyaniEducation GratuityE: PF Vol PF ESI T
2 2358 Aarya  Inspire  HO B2B 01-04-2001 28 42810.14 3370 39440.14 19506.67 5852 4B76.67 1166.67 4688.13 6720 0 1800 0 361
3535‘3‘ Anjani  Inspire  HO BB 01-03-201 4 3286 376 910 1120 636 530 0 0 0 0 I8 0 58
4
5
A B C D E

1 EmployeeCode EmployeeMName EffectiveFrom GrossSalary CTC

2 15 15 01-04-2017 00:00:00 35550.00  40000.00

a5 E 01-01-2018 00:00:00 '10000.00 0.0

ale SABNAM THAPA 01-04-2016 00:00:00 12000.00  12000.00

5 (54321 12345 01-11-2017 00:00:00 '15000.00  15000.00

6 14 RAJENDRA PRASAD 01-07-2017 00:00:00 34000.00  36450.00

7 115 15 01-12-2017 00:00:00 50000.00  50000.00

8 [16 16 01-07-2017 00:00:00 0.00 '0.00

9 369 open 01-11-2017 00:00:00 '0.00 '0.00

10 |Radhika Radhika 01-10-2018 00:00:00 50000.00 0.0

11 10000 "10000 01-01-2018 00:00:00 '10000.00 0.0

12 SUDHAKAR  SUDHAKAR 01-05-2018 00:00:00 50000.00 0.0

132 /999 ‘999 01-03-2018 00:00:00 '15000.00 0.00

14 day29 day29 01-12-2017 00:00:00 25400.00 0.0

15 | 29day 29day 01-12-2017 00:00:00 25000.00  25000.00

16 | hourly hourly 01-08-2018 00:00:00 0.00 '0.00

17 1100 SUKANTA SUBODHI 01-01-2018 00:00:00 0.00 '0.00

18 Testl Test 01-05-2018 00:00:00 0.00 '0.00
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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.

Employee Details

Personal Details Othver Details Payroll Details Document Details Seperation Details

| Status  Resigned - |

— Resignation Details

Resignation Submitted On o1-Jan-2017
Reason for Leawving RETIREMENT -
Tentative Leawving Date o1-Jan-2017F
Final Settlement Salary HoldFrom MNone -

— Exit Details

Exit Interview Details

Date of Leaving | 01-Jan-2017 | Exit Interview Date | 01-Jan-2017

|

mna na

Remarks MNotes

Select the same formula for Gratuity Calculation.

Click on Calculate, if once gratuity calculated successfully, then click on Update

Employee Gratuity Disbursement
Employes “aishali-1 -
[mlaN] O01-Jan-1900 DOl O1-Jan-2017
Payment Mods BankTransfer - DateOfPayment 01-Feb-2017
Cheque/DD MNo. S002543 ChequeDDDate 01-Feb-2017
Formula Gratuity Formula - Cm
Max Armount 1000000.00 MNoOM™Years 117
GratuityAmount g10000 ExemptedAmount g10000
TaxableAmount o Refer Month Apr-2017 -
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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.

Addition([Employees Joined) -

Employee Code  Employee Name

Deletion (Employees Left) - Eaming

Employee Code  Employee Name Arrear Basic DA HRA ar Petrol Allowance  UA Tokal ESI T Salg
Ganesh Gangsh 650000 4500000 1350000 H500.00 9650000

Joyin Joyiin 1000000 2000 0000 00000 2020080

hida hidz 00 1600.00 160000

Salma Salma 000 2000 (] 0m 170000 100000 20000

\vaighall Veihali 000 200 ] 0 200

g Vi BON0000 160000 £10000

\ishnu

\ishnu

Adjustment{Salary Difference)

Employee Code  Employee Name Basic

Lavisha Lavisha

HRA

0

Eaming
PF P
1516700 0

s

Vol PF

Total

0

434N

ESI 1l 03

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

here)

A O E F ¢ H | - K

-Smart-n-fﬁcf - Print Dhate 06/ Feb/2019

Hold Salary Report for the month of Jan-Z019

SL Neo. Emplovee Code Employvee Name Fay Davs Net Earning
1 kddde kdddc 31 SO0
2 ke ke o SO0
Grand Total 31 100000
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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.

03-Tul-2017 PF Code: 778839 ESIC: 436
SrNo E Code Name Designation Attendance
1 Lavisha Lavisha Executive Day Wkd - 30.00
WHId-5
Day Paid - 20.00
2 salma Salma Executive Day Wkd - 30.00
WHId-5
Day Paid - 20.00
Total For Karnataka Day Whd - 60.00
WHId - 10
Day Paid - 60.00

Zalary/Wage Registar For The Manth of Apr-2017

Name of the Establishment/Employer: Kamataka

Salary Heads

Basic
DA
HRA

CEA
Patrol Allowznce
ua

Basic

DA

HRA

CEA

Petrol Allowance
UA

PT Code: 433%
Rate

25000.00
750000
17500.00

200.00
170000
1000.00

25000.00
7500.00
17500.00
200.00
1700.00
1000.00

LWF Code:

Eard Wages Arrears

25000.00
750000
17500.00

200.00
170000
1000.00

25000.00
7500.00
17500.00
200.00
1700.00
1000.00

coocooo

Deducion Amount
EmployeePF 2500.00
FT 200.00
=] £75.00
Telephone 500.00
EsI 51.00
EmployeePF 3500

T 200.00
ESI 926
Telephone 500.00

Total

Gross Rate 50000.00
Eamings - 50000.00
Deduction - 4975.00
Net Pay - 45025.00

Gross Rate 2900.00
Earnings - 2300.00
Deduction -51.00
Net Pzy - 2849 00

Gross Rate 52900.00
Earnings - 52900.00
Deduction - 5026.00
Net Pay - 47374.00

Sign

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.

Open Component
Empioyer™T
EmpioyerESIC

Gratutty

Total

Total Cost to Company

Signature

Employee Code - 012

EmployeeName - neha

2000 00

[

| accept the above refered pay and benfits. including the term and condibons

g 8
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10. Government Forms

Here you can generate employee biased government forms.

Goverement Forms

From Date Feb-2019 -
— * Filter Employee Filter Company tment
Employee Code 222 | |sExcat f
Employee Name
Employee Category Al -
Employee Designation | All -
Employee Location Al v HhH
Empiloyeement Type All v Select All Deselect Al Select All Deselect All

Form T Report Form 9 Report Form D Report Form | Report Form C Report

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

Combined Muster Roll-cum-Register of Wages in licu of

1. Forms | and Il of Rule 22(4); Form IV of Rule 2R(2) and Forms V and VIl of Rule 29(1) and (5) of Minimum Wages (Kamataka) Rules, 1958.

2 Form | of Rule 3(1) of Payment of Wages (Kamataka) Rules, 1963,
3 Farm Xl of Rule 75 and Forme XV, XVl 300 XK XX and XX of Rule 78(1)(a)x1). (i) and (i) of Contract Labour (Reguiation and Abalifion) (Kamataka) Rulas 1974

4 Form Xlil of Rule 43 and Forms XVil, XVill, XX XX, 040 and XXII of Rule 46(2)(a), (c) and (d) of inter-State Migrant Workmen (Reguiation of Employment and Conditions of

Name & address of the Establishment: SmartOffice

Name of the Employee Male/Female Designation/Department Date of Joining ESI NO PF No Gross Salary
Father/Husband Name
1 2 3 4 5 6 7
aman Male 01-Aug-2013 10000.00
Attendance No of days Total OT Hours
payable Worked

1 2 3 4 5 ] 7 8 9 10 " 12 13 14 15 16

17 18 19 20 21 22 23 24 25 26 27 28 29 30 N

Please mention date of suspension of employees, if any

0.00 00:00
Jan 2018
Earmed Wages and Other Allowances Deduction
Basic bonus DA HiA Leave Open Basic  Total damages  ESI PE PT salary TDS Total Net Payable Employee
Encashment advance Sigriature Thumb
Impresion
26613.00 20000 21280.00 5323.00 774.00 0.00 54200.00 100.00 368.00 1800.00 20000 600000 293300 1140500  42794.00

e Form 9 ( Overtime Report )
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(& @ N

www.so365.n

of 1 e nd | Next

Name and address of the
Factory/ Establishment Principal Employer

SHREE PLASTICS

.

FORM No. 9

REGISTER OF OVERTIME AND PAYMENT
Name and address of the

Name and address of the Contractor (if
any) Place of Work;

Month / Year

Dec-2018

51. No Employee Name SEX Designation/ Normal rate Overtime  Normal Picce | OT Picce  Total OT  Date of Payment naturc/thumb
Father/Husband Name employment Particulars of OT of wages per  wapes per | rate of wages  rate of ession of the
Work hour hour wages wages Employee
Date Hours
i CORAKH GOSAVI MALE  SUPERVISOR 11.47 0 0i-Jan-2012
2 GORAKH GOSAVI MALE  SUPERVISOR 11:48 o 01-Jan-2019
SiHnature of the OccuBier! Pri ncieal Emeloyer.’ Contractor -
Form | (Fine & penalties)
] @ Notsecure | www.s0365.in/Prom ebForms/Payrol e
4 4 [ of1 bkl @ Find | et [, - (%
FORM I
[Rule 21(4)]
Register of Fines
Smartoffice 2
Sl No Name Fathers/ Sex Department Nature and Whether Rate of Date and Date on which Remarks
Husband's date of the workman wages amount of fine fine realised
name offence for showed imposed
which fine cause against
imposed fine or not, if
50 enter date
1 aaal Male Default 55000.00 200.00 01-Feb-2019
Form D — Total Amount of Bonus Amount )
FoRM D
[See rule 5]
AMNUAL RETURMN - BONUS PAID TO EMPLOYEES FOR THE ACCOUNTING YEAR ENDING ON THE 30 March, 2019
flame of the establishment and its complete postal address:Smartoffice Smartoffice Banglore
fature of industry
flame of the employer Smartoffice
[Total number of employees:21
umber of employees ben d by bonus payments: &
Total amount payable as bonus under Sefflement, if any reached under Percentage of bonus  Total amountof  Dale on which  Whether bonus Remarks
fection 10 or 11 of the Payment of Bonus section 18(1) or 12(3) of the declared to be paid

Act. 1965 as the case may be Industrial Disputes Act, 1947 with

date

570000

bonus actually
paid

payment made

3 4 5
5700.00

has been paid to
all the
emplovees. if
not, reasons for
non-payment

6 T

Signature of the employer or his agent

Form C -( Total Employees Bonus Report)
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martoffice Banglore

JL.No. Name of the employee.

—
FORM'C’
[See rule 4(c)]

0. of Working Days in the Year
ate on which Paid:01-01-2019 00:00:00

BONUS PAID TO EMPLOYEES FOR THE ACCOUNTING YEAR ENDING ON THE 30 March, 2019

ame of the establishment and its complete postal address:Smartoffice

1 Anil
2 salma
3 Rahul

Deductions
Father'siHusband ~ Whether hehas  Designation ~ No.ofdays  Total salary or wage ~ Amountof  Pujabonusor Interim bonus — Amount of
name. completed 15 worked in the inrespectofthe  bonus payable other or bonus paid ~ income tax
years of age at year accounting year  under section  customary in advance deducted
the beginning 10 or section bonus paid
of the M,asthecase  during the
accounting may be accounting
year year
3 4 5 6 7 8 9 1" 12
Rahul Supervisor 333.00 52207300 420000
Rehman Supervisor 291.00 83785.00 500.00
kiran Supervisor 332.00 585933.00 1000.00

Deductionon  Total sum

account of deducted
financial loss, under Columns
ifany, caused 9,10, 10A and
by misconduct 1

of the
employee
13 14

Net
amoun
payabl

{Column
minus
Column

4200.00
500.00
1000.00

11. Employee Pay & Present Days Report:

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

PayDays Report

Dags 1 gf i

Generated On: 06-Feb-2019 11:04 AM
Employee Code  Employee Name Feb-2019 Total
23 Raj 4.00 400
3 neha 4.00 4.00
5 dhara 4.00 4.00
8 granth 4.00 4.00
9 dharab 4.00 4.00
" sandeep 4.00 4400
12 akshay 4.00 4.00
17 rakesh yadav 4.00 4.00
18 vinayak prabav 4.00 4.00
19 Onrole 4.00 400
4 prisha 25.00 28.00
1 salma 20.00 20.00
1 Sandesh 4.00 4.00
kck kkk 0.00 0.00
il nm 0.00 0.00
222 aas1 28.00 28.00
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Employee Pay & Present Days Report

From Date | May-2018 v ToDate May-2018 v Report Type PayDays v

~ - Filter Employee [ Filter ter Department
Employee Code @ IsExcat ,:i PresentDays e Y
Employee Name L‘gﬂi" Nadu gi L‘-
Employee Category  All v Naraina
Employee Designation | All v
Employee Location All v B B
Employeement Type Al v Select All Deselect All - Select All Deselect Al

12. Daily wages Report:

Daily hours and daily wages reports are generated from here.

Monthly Statutory RegisterReport

From Date | 22-Mar-2015 To Date  22-Mar-2018

— & Filter Employee 1 Filter Company 1 Filter Department
Employee Code ) I1sExcat Qi = 23 EE -
Employee NMame -r:—.'lax-‘l:nl—iil Nadu 23 L‘—
Employee Category All - Naraina
Employee Designation | All -
Employee Location Al - ~ N
Employeement Type | All M Select All Deselect Al Select All Deselect All

PFChallanReportCsw PFChallanReportText ESIChallanReport

By clicking the Detailed Report it will generate like this.
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Salary Sheet for Date 11-Jul-2018 to 15-Jul-
20138
Eaming
Employee Code  Attendance Date Employee Name Baszic Total

2360 11-Jul-2015 Gay3 330 330
12-Jul-2013 Gay3 330 330
13-Jul-2015 Eay3 330 330
T4-Jul-2015 Eay3 330 330
15-Jul-2015 Gay3 330 330
16-Jul-2015 Gay3 330 330
17=Jul-2015 Gay3 330 330
T8-Jul-2015 Gay3 330 330

I N R

13.Arrear SalarySheet:

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

A B Cc D E F G H [} J K L M N o
EmployeeCode EmployeeMName Basic DA HRA Allow Special Allowance Medical Conv CEA Uniform LTA Food Allowance Arr_Earning_Total Arr_PF Arr_ESI
2 B "135.48 283.87 45419  283.87 2157.41
F - - - - - - - " " - -

[ D 0.00 0.00 0.00 0.00 1350.00 0.00 0.00 2100.00 2100.00 0.00 5550.00
[os2a Basu "22000.00 11000.00 22000.00 '0.00 "1250.00 .00 0.00 '0.00 '56250.00 oo o.00

14. Salary Revision Report:

Here you can check the employee detail salary revision report.

Al - J= EmployeaCods

A B [= D E 5 G H 1 i K L n
1 IEmplovelemployee Doy Revisionl Revisionl Revisionl Revision2 Revision2 Revision2 Revision3 Revision3 Revision3Amount
2 |222 Taman 01-08-201i01-Dec-20 01-Nowv-2C 01-Aug-20
3 |222 aaal 01-04-201i 01-Jan-20- 05-Feb-20 55000.00 01-Apr-20 02-Feb-20 S5000.00
P
S

REPORT WRITER

You can generate the report as how you want to customize.
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Month/Year

(H] ‘ Code | Mame | Company | Department | Category | Designation Location -

|7 |7 |7 |7 |7 |7 T

ol 12 bhavana collections mktg Level 1 Mone -

Ll | Ganesh Ganesh Rajasthan Finance Default senior Manager Jodhpur

| Jevlin Joylin Maharashtra Operations Default Executive Mumbai

(W] Lavisha Lavisha Karnataka Executive Default Executive Bangalore

Ll | Nida Nida Tamil Nadu Payroll Default Executive Chennai

(] Salma Salma Karnataka Accounts Default Executive Banagalore

L] | Vaishali Vaishall Maharashtra Operations Default Senior Manager MMumbai -

‘I‘H"EH ’||N| pageSize:|10 v| 7 items in 1 pages

4 3
Salary Heads - Classification Details - Other Details -

| Pay Days ! Company L Gender

¥l PresentDays ¥ Lacation | FatherName

1+ Basic ! Department L/ DOB

¥l oTr || Designation # Doy

) LCPReversall U Grade poc

L/ LOPReversal2 ) Team LI Dpor

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.

= IS EmployeePayDetails - Excel (Product Actrvation Failed)
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

X Cut - o= = P — : = Tx (7 3 AutoSum -
Calibn M A A T== ¥ EWapled General - 4 D j g |

Past B Copy - C d' | F Da‘t C‘II \EErt IEEIIﬂ th @Fi”‘

aste - = = = 3= - - €0 o0 ondrtional Format as &l nsel elete Formal

. ¥ Format Painter g1 U === = EdMerge s Center $-% 0 W Formatting~ Teble* Styles+  + - - & Clear~
Clipboard ] Font I Alignment [} Number 7 Styles Cells Edit]

N3 - &
A B C D E F G H | J K L M N Q p Q R

1 Employee Emplopye PayrollMc Pay Days PresentDeleave Enc Arrear  Bonus DA HRA PT DS Location SalaryStruDOB Do) DOC DOR

2 222 aaal 01-02-19 28 0 1964 0 0 22000 5500 200 3185 3 smart 123 01-Jan-87 01-Apr-18 01-Apr-18 01-Jan-00)

3

4 +

3

[i]

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

Event Date

From Date | 03-0u-2007 | [ To Dite | 03-luk-2007

|
EyentDate Entity EnfityValues MadifiedBy ModifiedFromSystemlP | OperationName
vl i i
03-Jul-2017 HoldEmployeesSalary Name-HoldEmployeeSalaryld88: -0 Name-Empl: bhavana ;%Z;SE"%%BMSSL- Addedit
03-ul-2007 HoldEmployeesSelary Name-HoldEmployeeSalarylc@d: -0 Name-Empll bhavana é?é%;lﬁcf_}f):ESSl- AddEdit
03-ul-2007 HoldEmployeesSalary Name-HoldEmployeeSalaryld@® -0 Name-Empll bhavana é?gé;;ﬂc.'j@:ESSl- AddEdit
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