wﬁ for the year 2017-18. You are required to complete the ;E .
& Create Company IH"‘"'W e
Record Transactions.

prepare Financial Statements

%

>

Create Company
Create a new company and fill the following fields as per given particulars:

= Directory: Default Directory

= Name: Galaxy Knowledge Solutions

Q Primary Mailing Details

®  Mailing Name: Galaxy Knowledge Solutions
®  Address: #405/1, Netaji Subhash Marg, Pitampura, New Delhi

®  Statutory compliance for: Select India

®  State: Select Delhi
®  Pjn Code: 110034

U Contact Details

= Telephone No.: 011-2458796 .
" Mobile No.: 9867847582 k *
" Fax No.: 011-2458896 s

"  E-mail: gks.delhi@gmail.com

" \Website: www.galaxyknowledge.com

QO Books and Financial Year Details
"  Financial Year From: Enter 1-4-2017
"  Books Beginning From: Enter 1-6-2017

0 B e



voucher : No

e
nce : Yes




Case Study- VI (Payroll Management)

JUNE 2017

Transaction

5-6-2017 Mr. Gulabchand“st_aqeqiéwbusiness with cash Z 5,00,000.

1. Create Ledger — Gulabchand'’s Capital (Under Capital Account)
Go to Gateway of Tally>Accounts Info.>Ledgers>Create (Single Ledger)
® Name: Gulabchand's Capital

®  Under: Capital Account
® Mailing Details: Enter mailing details (if any)
® Provide Bank Details: No.

® Opening Balance : (on 1-Jun-2017): LeaVe the field blank

2. Voucher — Receipt (F6)
3. Press F2 and Enter Date - 5

To: Sunil Joshi's Capital 5,00,000
By: Cash 500,000

2 10-6-2017 Mr. Gulabchand deposited cash ¥ 4,00,000 in to HDFC Bank

1. Create Ledger — HDFC Bank (under Bank Accounts)

® Name: HDFC Bank

® Under : Bank Accounts

® Bank Account Details

o Alc holder’'s Name: Galaxy Knowledge Solutions

Alc No.: 51002005545
IFSC Code: HDFC0000158
Branch : South Extension-l|
Set cheque books: No

Set Cheque printing configuration : No

PDEO=0 0 0 'O

Enter other details as per your requirements
2. Voucher — Contra (F4)
3. Press F2 and Enter Date — 10

To: Cash 4,00,000
By: HDFC Bank 4,00,000
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Mr. Gulabchand appoint the following employees
1. Manoj Choudhary as Accountant Manager
2. Rahul Rai as Sales Manager
3. Pooja Sangwan as Production Manager

(R P
Their pay structure is as shown in the following table.
@ Manoj Choudhary Rahul Rai Pooja
M % 8,000/Month 2 7,000/Month 7 6,000/Month
m 20% of Basic Pay | 20% of Basic Pay 20% of Basic Pay 1!
Conveyance Allowance T 400 per Month T 800 per Month Z 200 per Month |
Overtime % 100 /Hrs. Z 50 /Hrs. Z 80 /Hrs.
Canteen Deduction T 500 Flat per Month
Bonus As User Defined Value
Reimbursement As User Defined Value
Professional Tax As per law on current earning totals

[<5000(0), <8000(60), <10000(100), <15000(150), else 200]

Income Tax As per Income Tax Slab
Gratuity As per law
Employee’s EPF Deduction@12% As per law, 12% on Basic Pay

Employee’s ESI Deduction@1.75% As per law, 1.75% on Basic Pay

Employee's NPS Deduction@10% As per law, 10% on Basic Pay
Employer EPS Contribution@8.33% As per law, 8.33% on Basic Pay or ¥ 541 whichever is less
Employer EPF Contribution@3.67% As per law, EPF Deduction@12%—-EPS Contribution @8.33%
Employer ES| Contribution@4.75% As per law, 4.75% on Basic Pay
Employer NPS Contribution@10% As per law, 10% on Basic Pay

e ———————
Advance Salary Deduction As User Defined Value

—\

_Employer's Other Charges Pay Heads

PF Admin Charges@1.10% As per law 1.10 % on PF Gross
SOl Admin Charges@0.01% As per law 0.01 % on PF Gross

| EDLI Contribution@o 509 As per law 0.50 % on PF Gross
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= Number of Decimal Places: 0

4. Create Attendance/Production Type - Absent
Go to Gateway of Tally>Payroll Info.>Attende
® Name: Absent
Under: Primary
Attendance Type: Leave without Pay
Period Type: Days (Auto Display)

Attendance/Production T

‘| Under . 8 Primary

Aftendance type . Leave without Pay

Period type . Days

5. Create Attendance/Production Type - Overtime ;
Go to Gateway of Tally>Payroll Info.>AttendancelProqt;§liqh

1

® Name: Overtime

® Under: Primary
Attendance Type: Production
Unit: Hrs.

ittendance /Production Type Creation

MNuardimaea

ert |
IVErLIl




- o Income Tax Component: Basic Sal:
o TaxCalculation Basis: On Proje
alculation Type: On Attendance
o Attendance/Leave with Pay:
o Leave without Pay: Absent




Pay Head Creation
s

«W\'

.Ineome Type' lecd T

Under: Indirect Expon'us

Affect Net Salary: Yes

Name to be display in Payslip: HRA
Use for calculation of Gratuity: No
Set/Alter income tax Details: Yes

o
o Tax Calculation Basis: On Projected Valuc
Calculation Type: As Computed Value

Rounding Method: Normal Rounding and Limit: 1
Compute: On Specified Formula
o Select Basic Pay
Effective From: 1-Jun-2017
Slab Type: Percentage
Value: 20%

Galaxy Knowledge Solution

Pay Head Information

Eamlngl for Employees




ulation or Gratuity:
= e




. ‘Unilbr' Indlnet Exponm
Affect Net Salary: Yes

Use for calculation of Gratuity: No

Set/Alter Income Tax Details: Yes
o Income Tax Component: Other Earning Allc
o Tax Calculation Basis: On Actual Value
o Deduct TDS Across Period(s): No

Exclude for ESI Eligibility: Yes

Calculation Type: On Production

Production Type: Overtime

Rounding Method: Normal Rounding‘and Lir

Galaxy Knowledge S







ct TDS Across Rgli(@)“
for ESI Eligibility: Yes

" ibdla‘tioh Type: As U,s_e - Define \ga

Galax ledge ition







ompute: On Current Earnings T
Effective From: 1-Jun-2017
Set the values or Slab Type as per git
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Gratuity Days of a Month

. Number of Months
kot - ST







§ o Select End of List.
= Effective From: 1-Jun-20-

®  Skip Amount Up to fields.
® Slab Type: Percentage
'? Value: 12%
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fpe i  Name: Employee’s NPS Deduction@10° Shts. .
9 ® Pay Head Type: Employees’ Statutory Deductions -
“ o Statutory Pay Type: National Pension Scheme y
® Under: Current Liabilities
= Affect Net Salary: Yes
® Name to be display in Payslip: NPS Deduction@10%
® Calculation Type: As Computed Value

® Rounding Method: Normal Rounding and Limit: 1
® Compute: On Specified Formula

O Select Basic Pay

o Select End of List.
® Effective From: 1-Jun-2017
® Skip Amount Up to fields.
® Slab Type: Percentage 5
" Value:10% =

Pay Head Creation Galaxy Knowledge Solutions 1

Name . Employee’s NPS Deduction@10% Syiln TR
(ahias) = T

i Pay Head Information
Pay head type  Employees’ Statutory Deductions | Compute
 Statutory pay type  National Pension Scheme [Tier -|) | Specified formula
: e Effective
e From
' . Current Liabilities 1Jun-2017

IR ?Yu ;
lip - NPS Deduction@10%




Galaxy Knowledge ‘\nlutiuny_
B il T T R




Affect Net Salary: No |
] I TR 5
= Compute: On Specified “Fo‘_ :

Add Pay Head
Subtract Pay Head

®  Skip From Amount and Amount Up to field:

®  Slab Type: Percentage
® Value:100%

Galaxy Knowledge Solution
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ng Method: Normal

=R i ‘Select Basic Pay

D

o Select End of List
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te Pay Head — NPS Payable
‘Name: NPS Payable




L) Name. Manoj Choudhary

Display Name in Reports as: Manoj Chnuqu ,,
Under: Primary
Date of Joining: 1-Jul-2017
Define Salary Details: No
Enter the General Info details as per given below:
o Employee Number: GS001
o Designation: Accountant
o Function: Accounting
o Location: New Delhi
o Gender: Male
o Date of Birth: 2-Apr-1984
o Blood Group: A Positive
o Father/Mother Name: Sh. Ram Kumar
o Spouse Name: Mrs. Sunita Choudhary
O Address: HN121, Near Shiv Temple, Anand Vihar, Delhi
o Contact Numbers: 09886250062
© E-mail ID: manojchoudhary84@gmail.com

® Provide Bank Details: Set Yes and Enter Bank Details

® Enter Statutory Details

o A/c Number: 65962574751

o IFS Code : HDFC0001668

© MICR Code Number: 110240197
O Bank Name: HDFC Bank

O Branch: Ashok Vihar, Delhi

O Set Bank Details

© Income Tax Number (PAN): AXDP62541L
o PF Account Number: DL\RG\Q"”SQGJ-\ #4
o EPS ‘Account Number: DL







® Name: Pooja Sangwan v
® Under: Primary ‘ | E
® Date of Joining: 1-Jul-2017 |
® Define Salary Details: No |
® Enter the General Info details as per given below: “'?’;J )
o Employee Number: GS003
o Designation: Production Manager
o Function: Production
Location: New Delhi

¥ I-l.»'l"l:xf -

o
o Gender: Female

o Date of Birth: 31-May-1986

O Blood Group: O Negative

o Father/Mother Name: Sh. Achal Singh
o

o

o

o

Spouse Name: Mr. Rakesh Kumar
Address: #208, GL Apartment, Sec-15, Dawarka, New Delhi
Contact Numbers: 09965498021
E-mail ID: Pooja86@gmail.com

® Provide Bank Details: Set Yes and Enter Bank Details
o A/c Number: 6547859652 '
o IFSC Code : HDFC0001668
o MICR Code Number: 110240197
o Bank Name: HDFC Bank
o Branch: Ashok Vihar, Delhi
o Set Bank Details . .

® Enter Statutory Details
o Income Tax Number (PAN) AXXCSM&SD




Tally !

11. Create Employee Salary Details as per given above table
Go to Gateway of Tally>Payroll Info.>Salary Details>Define

A. Create Employee Salary Details ~ Manoj Choudhary

® Effective from : 1-Jul-2017

® Select Pay Head as per given below:
o Select Basic Pay and enter amount of Z 8,000

Select HRA
Select Conveyance Allowance and enter amount of Z 400

Select Overtime and enter amount of T 100
Select Canteen Deduction and enter amount of Z 500
Select Bonus

Select Reimbursement

Select Professional Tax

Select Income Tax

Select Gratuity

Select Employee’s EPF Deduction@12%
Select Employee’s ESI Deduction@1.75%
Select Employee’s NPS Deduction@10%
Select Employer’s EPS Contribution@8.33%
Select Employer’s EPF Contribution@3.67%
Select Employer’s ESI Contribution@4.75%
Select Employer’s NPS Contribution@10%
Select Advance Salary Deduction

Galaxy Knowledge Solutions

O 00 0O0OO0OO0O0O0 O O 0 O ONTHONE

Salary Details Alteration Ctrl + M B3

Name : Manoj Choudhary (GS001)

Under . [ Primary
Salary Details
El'l:::nivo Pay Head Rate Per Pay Head Type Calculation Type Computed On
1Jul 2017
:ac Pay 8,000.00| Months| Earnings for Employees On Attendance
Earnings for Employees As Computed Value| Basic Pa:
g:n::yance Allowance 400.00| Months| Earnings for Employees Flat Rate ¢
- e' meD Pl 100.00| Hrs. | Earnings for Employees On Production
8:: u:en eduction 500.00| Months| Deductions From Employees| Flat Rate
S LT Earnings for Employees As User Defined Value
srsardurped Re'mbuse'mens to Employees| As User Defined Value
R Employees’ Statutory Deductions| As Computed Value| On Current Earnings Total
s l(:';mpb’y:s Siatuiory Deductions| As Per Income Tax Skb
ratu;
Employee’s EPF Deduction@12% E <
& > mployees’ Statuiory Deducti i
Employee’s ESI Deduction@1.75% Employees' Shmmybodn-‘:ﬁ :: gm 531‘.1'. ?Jﬁ z
Employee’s NPS Deduction@10% Employees' Swtutory Deductions| As Computed Value| Basic Pay
Employer’s EPS Contribution@8.33% Employer's Statutory Contributions| As Computed Value| Basic
Employer’s EPF Contribution@3.67% Employer's Statutory Contributions| As Computed Value ou
Employer’s ESI Contribution@4.75% Employer's Satutory Contributions| As Co:::uud Value| Basic
Employer's NPS Contribution@10% Employer's Sututory Conributions| As Computed Value
Advance Salary Deduction Loans and Advances As User Defined Value|




Selectmortlmoandamer mount of
Select Canteen Deduction anqb er
Select Bonus

Select Reimbursement

Select Professional Tax

Select Income Tax

Select Gratuity

Select Employee’s EPF Deduction@‘lz%
Select Employee’s ESI Deduction@1.75%
Select Employee’s NPS Deduction@10%
Select Employer’s EPS ContribUtion@s; 3
Select Employer’s EPF Contribution@3

Select Employer’s ESI Contributidn@4
Select Employer’s NPS Contrlbutlon@ﬂl

Select Advance Salary Deductlon

Galaxy Knowledge Solutions




C. Create Employee Salary Details - Pooja Sangwan
" Effective from : 1-Jul-2017
® pay Head: Select Pay Heads as per given below:
o Select Basic Pay and enter amount of 7 6,000

Select HRA
Select Conveyance Allowance and enter amount of Z 200

Select Overtime and enter amount of ¥ 80
Select Canteen Deduction and enter amount of Z 500

Select Bonus

Select Reimbursement

Select Professional Tax

Select Income Tax

Select Gratuity

Select Employee’s EPF Deduction@12%
Select Employee’s ESI Deduction@1.75%
Select Employee’s NPS Deduction@10%
Select Employer’s EPS Contribution@8.33%
Select Employer’s EPF Contribution@3.67%
Select Employer’s ESI Contribution@4.75%
Select Employer’s NPS Contribution@10%
Select Advance Salary Deduction

Galaxy Knowledge Solutions

0O 0 0000000O0CO00OO OGS

slary Details Alteration

Name  : Pooja Sangwan (GS003)
Under - [ Primary

Salary Details
&ﬂn Pay Head Rate | Per Pay Head Type Calculuﬂw Computed On
1-Jul 2017
6,000.00  Months| Earnings for Employees On Attendance

Earnings for Emplo As Computed
Wonths| Earnings for Employees | Flat Rate
His. | Earnings for Employees | On Production
rnings for Employees | As User Defined Value
lfilhbwu::_mnfmbyo- As User Defined Value
loyees’ Statulory Deductions| As Computed Value| On Current Ea
Employees' Siatutory Deductions| As Po bicome Tax Sk
- |Emeloyees’ Statutory Deductions| As Co




|
]

wmwmm lnoome Tax computation. You can mm
1) Pay Head Configuration

2) Declarations

3) Override Exemption Value

4) Override Tax Value

5) Tax Configuration
6) Previous Employer Details ' N

1. Pay Head Configuration
Gateway of Tally>Payroll Info.>Income Tax Details>Pay Head Configuration

av Head Configuration Galaxy Knowledge Solutions

!qlai.i Ledger Configuration for Income Tax
‘S.No. Particulars Income Tax Component

| Basic Pay Basic Salary
Bonus Bonus
Allowance Transport Allowance

a12% Employee Provident Fund (EP!
0% Cither Eamnirias/Allowan 7
0% Other Eamings/Allowanc

Gratuity

House Rent Allowance ,
Other Earnings/Allowances (Fully Tax
Other Earnings/Allowances (Fully Taxable)
Other Earnings/Allowances (Fully T:

s

- 2Bes DT o

i!:
[

% Those Pay Heads which are already configured for the Income Tax will be
bold. The Pay Heads which are not configured are shown in ltalics.

% To configure the Pay head, press Enter key after selection of Pay Head

< In lncome Tax Conf' iguration screen conf igure the Pay Head as per



ome tax declaration, press Enter key aft

Employees or All Items for all employees.

« declaration as per given below:

alaxy Knowledge Solutions
s

 Allowanc:

on




Investment Declaration
g T e Y R







. Processing of Payroll k-
Processing Employer PF Admin Expneses
Payment of Salary

Payment of PF

~ Payment of ESI

Payment of NPS

Payment of Income Tax
Payment of Professional Tax







AR ma:PayrollAuto-Flll buuon to dbphyP
o Process for: Select User Defined
From (blank for beginning): 1-7-2017
To (blank for end): 31-7-2017
Employee Category: Primary Cost Category
Employee/Group: All Items
Sort by: Employee Name

o Payroll/Bank/Cash Ledger: Salary Payable

*® Enter the details in user defined Payheads as per given below:
© Manoj Choudhary
e Bonus : Enter 2,000
e Reimbursement : Enter 1,200
o Pooja Sangwan
e Bonus: Enter 2,500
e Reimbursement : Enter 1,000
o Rahul Rai
e Bonus : Enter 1,500
e Reimbursement : Enter 1,000
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(blari; for end): 315

o Employee/Group: All items
o Sort by: Employee Name
o Payroll/Bank/Cash Ledger: PF Payable




Galax
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To (blank for end): 31-7-2017

Employee/Group: All Items
Sort by: Employee Name

Payroll/Bank/Cash Ledger: NPS Payable

The payroll voucher creation screen dlsplays as shown be




B ,o(.;xy’fnm
o

S




o To (blank for end): 31 -7-2017
o Voucher Date: 31-7-2017
o Employee Category: Primary Cost C
o Employee/Group: All Items
o Payroll Ledger: Salary Payable
o Bank/Cash Ledger: HDFC Bank

Galaxy Knowledge Solutions




vy Knowledge Solutions




)

(- MM YYYY

Employees' Share

DUES FOR THE MONTH OF:

Employer's Share [07 ] [ 2017 | m

EMPLOYER'S SHARE OF CONT.
[EMPLOYEES' SHARE OF CONT.

MISC. PAYMENT/S.7Q INTEREST
PAST ACCUMULATIONS/ARREARS







<ch ! - M C R 4
Casnh Leager: RUrC bank

alle A Vaa g & JEh D. ;
ails to Yes to print the Paym




. Pmﬂmml’mmt Voucher ;
® Click A: Payroll Auto-Fill button and set Auto Fill Screen
o Process for: Select Professional Tax Payment
© From (blank for beginning): 1-7-2017
© To (blank for end): 31-72017
o Voucher Date: 31-7-2017
o
o
o

Employee Category: Primary Cost Category
Employee/Group: All Items
Payroll Ledger: Professional Tax
o Cash/Bank Ledger: HDFC Bank
® Set Provide Details to Yes to print the Payment details,
® Enter the Payment details as per given above vouchers

i ® Press Y or Enter key to accept.

g Youcher Creation Galaxy Knowledge Solutions

Payment

i Payroli autofill (Professional tax payment)
|Account : HDFC Bank
_ CurBal 3.21,091.00 Dr

egory
Manoj Choudhary 150.00 Dr
Pooja Sangwan 150.00 Dr
Rahul Rai 150.00 Dr e

2
j‘ = LD
y : “l’ll)"n nat
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Mr. Gulabchand revised the pay structure of Rahul Rai. Revised pay

Revised pay structure of Rahul Rai is shown in below table.

EE Old Pay Structure ; No; ;ay‘;ru:‘tmo
\ Basic Pay T 7,000/Month 7 9,000/Month
| Fmocaols
' | HRA 20% on Basic 20% on Basic |
Enveyance T 800 per Month Z 1,100 per Month ‘ l
Overtime T 50 /Hrs. Z 100 /Hrs. !
| Canteen Deduction T 500 Flat per Month T 400 Flat per Month l’ ll
' | Bonus As User Defined Value j |
Reimbursement As User Defined Value
| Professional Tax As per law
j | Income Tax As per Income Tax Slab
| Gratuity As per law

Employee’s EPF Deduction@12% As per law, 12% on Basic Pay

Employee’s ESI Deduction@1.75% | As per law, 1.75% on Basic Pay

Employee’s NPS Deduction@10% As per law, 10% on Basic Pay

Employer EPS Contribution@8.33% As per law, 8.33% on Basic Pay or ¥ 541 whichever is less

Employer EPF Contribution@3.67% As per law, EPF Deduction@12%—EPS Contribution @8.33%

Employer ESI Contribution@4.75% As per law, 4.75% on Basic Pay
Employer NPS Contribution@10% As per law, 10% on Basic Pay
Advance Salary Deduction As User Defined Value

1. Alter Rahul Rai’s Salary Details as per given above Table
Go to Gateway of Tally>Payroll Info.>Salary Details>Define.
® Select Rahul Rai
® Press Enter key till the last field of current pay structure
® Select End of List in current pay structure
" Enter the date in effective from field : 1-8-2017
Select Start Afresh from Start Type List

O Select Basic Pay and enter amount of ¥ 9,000
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Tally Workbook

Select HRA
Select Conveyance Allowance and enter amount of T 1,100

Select Overtime and enter amount of Z 100
Select Canteen Deduction and enter amount of Z 400

Select Bonus

OOOOOOOOOOOOOOOOO

Select Reimbursement
Select Professional Tax
Select Income Tax

Select Gratuity
Select Employee’s EPF Deduction@12%
Select Employee’s ESI Deduction@1.75%
Select Employee’s NPS Deduction@10%
Select Employer’s EPS Contribution@8.33%
Select Employer’s EPF Contribution@3.67%
Select Employer’s ESI Contribution@4.75%

Select Employer’s NPS Contribution@10%
Select Advance Salary Deduction
Ensure that the salary details screen displays as shown below:

Salary Details Alteration Galaxy Knowledge Solutions Ctrl + v B
Name . Rahul Rai (GS002)
Under [ Primary
Salary Details
E:::inve Pay Head Rate Per Pay Head Type Calculation Type Computed On
" 12 mbre =
Employee’s ES| Deduction@1.75% Em i i 7
: 0 s ployees’ Statutory Deductions| As Computed Value| Basic Pa
Empll:ye: sEI'I,PS Deducu?n@m% A Employees'Stznulory Deductions| As Computed Value| Basic Pa;
E:;Io;:r‘: EP: E::tt:::um‘l:nngzg; gm:lloyer's Statutory Contributions| As Computed Value| Basic Pay
, ! S7H mployer's Statutory Contributions| As Computed Value Enphyees ¥ Decheingi?y -WBW
g:::::::: .E“S’Ing:'t‘riﬁ?:non@l.H' % Employer's Statutory Contribitions As Computed Value| Basic Pay
—— Salary Deducﬁ:‘:.m@w % Employer's Statutory Contributions| As Computed Value| Basic Pay
1Aug-2017| Start Afrest Loans and Advances As User Defined Value
B
HR.:C Pay 9,000.00 | Months Earnings for E mployees On Attendance
Earnings for Employees As Comput i
g:m:;nce Allowance 1,100.00 | Months Earnings for E mployees Flat Ral:m g s iy
Canteen Deduction 100.00 Hrs. Earnings for Employees On Production
s 400.00 | Months Dedu.ctions From Employees| Flat Rate
Reimbursement Earnings for Employees | As ser Defined Value
Professional Tax Q;Tm’;m fo %’3‘0‘}:& 25 User Defined Value
Income Tax i "y Deductions| As Computed Valye.
Gratulty gml;byeu Statutory Deductions AsPulncl:m Tax Stab Y ey Saings Fout
Employee’s EPF Deduction@12, trr (5
Employee’s ESI Deduction@1.75¢ E"'P‘M“' Statutory Deductions| As Compusted Value| Basic Pay
Employee’s NPS Deduction@10", - Seacy Deductions| As
Employer's EPS Contribution@8.33%
Employer's EPF Contribution@3.67%
Employer's ESI Contribution@4.75%
Employer's NPS Contribution@10%
[Advance Salary Deduction




As per law
As per Income Tax Slab

As per law

A

As per law, 1.75% onB asi

As per law, 10% on Basi

As per law, 8.33%
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Select Reimbursement JL
Select Professional Tax
Select Income Tax

Select Gratuity

Select Employee’s EPF Deductl
Select Employee’s ESI Deducti

Select Employee’s NPS Deducti
Select Employer’s EPS Contributis

L -4
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14. | 2-8-2017 | Mr. Gulabchand accepted the resignation of Manoj Choudhary. The
resignation is effective from August 31, 2017.

1. Resignation of Manoj Choudhary
Go to Gateway of Tally>Payroll Info.>Employees> Alter
® Select Manoj Choudhary
® Date of resignation/retirement: 31-08-2017
® Reason for Leaving: Left Service
Ensure that the employee alteration screen displays as shown below:

Galaxy Knowledge Solutions

Category . Primary Cost Category
Name Manoj Choudhary
{alias)

Display name in reports as Manoj Choudhary
Under [ Primary

Date of joining 1Jul 2017

Define salary details ? No

Date of resignation/retirement : 31-Aug-2017

Reason for leaving Left Service

15. | 2-8-2017 | Mr. Gulabchand paid cash of ¥ 2,000 to Manoj Choudhary towards
advance salary. Salary deduct during the payroll process.

Enter the voucher particulars in a payment voucher as per given below:
® Go to Gateway of Tally>Accounting Vouchers>F5:Payment
® Press F2 and enter date 2-8-2017
® Select Cash ledger in Header Account

® Select Advance Salary Deduction ledger in Line Account and enter of ¥ 2,000

® Select Primary Cost Category

*® Select Manoj Choudhary in Name of Employee

® Amount 2,000 (display automatically)

Accounting voucher screen (Payment Voucher) display as per given below:

Accounting Voucher Creation

Galaxy Knowledge Solutions Ctrl + M ES

Wednesday

Account . Cash
Cur Bal:_94,000.00 Dr

Particulars Amount
Advance Salary Deduction 2,000.00
Cur Bal 2,000.00 Dr
Primary Cost Category

Manoj Choudhary 2,000.00 Dr
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' | Pankaj Nayar 2
| Pooja Sangwan 1 8 Hours |
Rahul Rai 3 | 10 Hours

Go to Gateway of Tally>Payroll Vouchers> F5: Attendance Vouetlor
®  Press F2 and enter date 31-8-2017

® Press Alt+A key or click on A:Attendance Autofill button to d

attendance auto fill screen. Set the screen components as pa'”
o Voucher Date: 31-8-2017

Employee Category: Primary Cost Category

Employee/Group: All Iltems

Attendance/Production Type: Absent

Default Value to Fill: 0 (Zero)

o Sort by: Employee Name

0 0 Ui O

® Enter the value as per given below:
o Manoj Choudhary: 4 e
o Pankaj Nayar: 2 _—
o Pooja Sangwan: 1 £ic0Y
o Rahul Rai: 3 AE¥ ) »

Press Y or Enter to accept.







Process for‘ Select Uur Mmd

From (blank for beginning): 1-8-2017

To (blank for end): 31-8-2017

Employee Category: Primary Cost cmafy
Employee/Group: All Items

Sort by: Employee Name

Payroll/Bank/Cash Ledger: Salary Payable

® Enter the details in user defined Payheads as per given t
o Manoj Choudhary
e Reimbursement : Enter 1,000
e Advance Salary Deduction : 2,000
o Pankaj Nayar
e Reimbursement : Enter 800
o Pooja Sangwan
e Reimbursement : Enter 1,500
o Rahul Rai
e Reimbursement : Enter 1,200







f
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o Emp\oyoucatagory'mmw Cost
o Employee/Group: All ltems :
o Paynoll Ledger. PF Payable

e T

The payroll voucher creation screen displays as shown below:

Galaxy Knowledge ‘,Dlutmn‘
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From (blank for beginning): 1-0-2017

To (blank for end): 31-8-2017

Employee Category: Primary Cost cm
Employee/Group: All Items

Sort by: Employee Name

Payroll/Bank/Cash Ledger: NPS Payable

Process for
From (blank for beginning)
~ To (blank for end)
~ Employee Category
~ Employee/Group
Sort by
- Payroll/Bank/Cash Ledger

The payroll voucher creation screen displays as shown below:

Galaxy Knowledge Solutior

Payroll autofill (NPS com







o From (blank for beginning): 1-8-2017

o To (blank for end): 31-8-2017

o Voucher Date: 31-8-2017 i
o Employee Category: Primary Cost Catego
o Employee/Group: All Items ‘

o Payroll Ledger: Salary Payable

o Bank/Cash Ledger: Cash

o Include Employee having ‘For Banking def
®  Salary Payable Amount: 32,414 (Auto Value)

The Payment Voucher screen displays as shown below:

Accounting Youcher Creation Galaxy Knowledge Solutions

| Account : cash

s
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From (blank for beginning): 1-8-
To (blank for end): 31-8-2017
Voucher Date: 31-8-2017

Foy

Employee Category: Primary Cost_'(':j

« o
¥ .

Employee/Group: All Items
Payroll Ledger: ESI Payable
o Bank/Cash Ledger: Cash
® Set Provide Details to No
® Press Y or Enter key to accept.

® Payment Voucher for ESI Payable:is'fgflv s

Accounting Youcher Creation Galaxy Knowledge Solut

Payment

Payroll autofill (ESI chal













