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•Our Vision
“Enabling People”

•Our Mission

Vision & Mission

“We enable organizations to transform lives by providing effective solutions 
to manage people” 
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• Purpose

• Assumptions

• Configuration Steps

• Payroll Generation
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The purpose of this document is to detail steps related to ApHusys
Payroll process. This comprises activities related to configuration and 
payroll generation. They are

• Configuration

• Payroll Generation and

• Payroll Reports

The intended audience for this presentation are:

• Accounts/HR function resources who manage payroll activities

• ApHusys Implementation/training teams
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It is assumed that users of this presentation are

• Familiar with usage of PC, Laptop, Smart Phone, etc. 

• Exposed to web and ecommerce applications

• Aware of cloud and cloud applications

• Undergone demo/training on ApHusys
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Assumptions
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Abbreviation Explanation

PT Professional Tax

TDS Tax Deducted at Source

IT Income Tax

ESI Employees' State Insurance
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Abbreviations List
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Configuration Steps

1. Define Company 
Information

2. Configure

3. Payroll Settings

4. Display of Pay slip 
Information 

Company 
Settings

1. Define Salary Components

2. Define Salary Structures

3. Salary Structure Allocation

Payroll 
Configuration

1. Provide Working 
Schedule

2. Assign Salary 
Structure

3. Set state for PT

4. Calculate TDS

Employee 
Configuration
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Step 1

1. Provide General Company Information:
Path:  Settings -> Action -> Company -> General Information, Configuration
The basic company details, company bank account information is to be given here.

Apart from the Login page and Company logo, the logo to be reflected on all the Reports such as 
Pay Slips, Pay sheet, Bank Advice etc. can be provided at ‘Reports Image’

Company Settings
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Company Settings

Next step is to Configure the payroll settings
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Step 2

2. Configure Payroll Settings:
Path:  Settings -> Action -> Company -> Configuration
a) Payroll Settings: All the company level payroll settings which includes Pay Start day, Pay End Day, 
Include weekends in payroll, Attendance Paid Days must be given here. Default salary structure for all 
the employees can also be set.

10

Company Settings (contd..)



www.husys.com
11

b) Display pay slip Information:

Company Settings (contd..)
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The following Pay slip settings can be given here:

• Payslip Information - The display of information on pay slip like Personal Details, Earnings, Leaves, 
Deductions, Annual Tax information can be selected here.

• Position of Company Logo & Address - You can choose the alignment (Left, Middle, Right) of the 
Company Logo and Address on the Pay Slip

• Include Entitles Values in - Display of Entitled (Actual) values in Payslip / PaySheet / Both can be 
chosen

• Display Payslip amount in words as - The format of the Net amount displayed in words can be chosen

• Personal Information Details on Payslip - Facility to choose the required Employee Master fields to be 
displayed on Payslip is provided here.

Company Settings (contd..)
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Payroll Configuration

‘General’ tab: Give the Conditions such as Salary range to be considered, Computation type.

Step 1
  
Define Salary Components:
Path: Payroll -> Configuration -> Salary Components
Pay components such as BASIC, HRA etc. are defined here. Click on ‘Create’ to get the 
respective page.
In this, the salary component name and the category, the code (e.g. Basic - BASIC), sequence, 
‘Appears in pay slip’  and ‘Appear on Pay sheet’ option are the details to be given.
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Payroll Configuration (contd..)
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• ‘Inputs’ tab: The inputs (Variable 
or fixed every pay period) by 
clicking on this. 

• ‘Salary Types’ tab: Additional details such as considering 
the component for Professional Tax, one time 
component, Ignore for Tax etc. can be given here by 
checking against the respective condition

15

                               
Payroll Configuration (contd..)



www.husys.com

Step 2

Create Salary Structures:
Path: Payroll -> Configuration -> Salary 
Structures
Different Salary Structure can be created 
based on the organization policy. Click 
on ‘Create’ to get the page:

Give the structure name in ‘Name field’, reference name and click on add an item in ‘Salary Rules ‘ to get 
the salary components and select the required components in this Structure. Click on ‘Save’.

16

                               
Payroll Configuration (contd..)
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Step 3

Assign Salary Structure Allocation :
Path: Payroll -> Configuration -> Salary Structure Allocation
Salary Structures created is assigned to the employees here with the specific period. Click on ‘Create’ in 
the Salary Structure Allocation to get the following page:

17

                               
Payroll Configuration (contd..)
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Employee Configuration: 

Path: Employee Data -> Action -> Employee Configuration

Structure assignment can also be done through Employee Configuration, along with the other details 
such as State for PT, Calculate TDS (for Auto TDS) and Working Schedule.
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Employee Configuration



www.husys.com
19

Based on the Tax Regime selection from Investment Declaration screen the Tax name reflects in the 
Employee configuration screen and the payroll.
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Payroll Operation

Steps to be followed for payroll processing:

• New Joinees / Exits

• Salary Revisions

• Updation / Verification of fixed salary components (CTC, Gross,..)

• Updation of monthly variable inputs (Incentive, Bonus,..)

• Clear all pending leave applications

• Updation of attendance (Loss of Pay, Leave, Half days) if any

• Final payroll processing
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Step 1
(If there are no new joinees/exits in that month then skip to next step)
Update New Joinees:

❑ How can HR create a new User?
     To create a new User, follow the below path:
     Settings -> Action -> User -> Create (enter the required details) -> Save

❑ How can HR create a new Employee data?
     To create a new employee, follow the below path:
Employee data -> Action-> Employee Data -> Create (enter the required details) -> Save

❑ How can HR allocate operational information to an employee?
     To assign the Leave Structure, Salary Structure, Work Schedule, Professional Tax location, follow the     
     path: Employee data -> Action-> Employee Configuration -> Select the   
     respective record -> Edit -> Provide the required details -> Save

21

New Joinees / Exit’s
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❑  How can HR update/modify/change existing employee details?
      To update existing employee details by following the below steps:
 Path: Employee data -> Action-> Employee Data-> select the respective employee record -> Edit   
      (update the details) -> Save

Exit Employee:

❑ How can HR mark an exit of the employee (Relieving)?

      HR needs to provide exit date of the employee by following the below path:

Employee data -> Action-> Employee Data-> open the respective employee record -> 

     Status -> Exit Date ( you can give the exit date of that employee)

22

New Joinees / Exit’s (Contd..)
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❑  How can HR make an exited employee record inactive?
      To make an employee record inactive, It might be used after completion of all exit activities, follow   
      the below path:

•  Employee data -> Action-> Employee Data-> Open the respective employee record -> Status -> 

Active (uncheck the box). 

❑  Can HR process the payroll for the inactive employees?
      No. Payroll can be processed for only the active employees. 

23

New Joinees / Exit’s (Contd..)
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❑  How can the HR access the inactive employee                                      
      records?
      To get access to the inactive employee data,       
      follow the below path:
      Employee Data -> Action -> Search tab (top     
      right) -> Advance Search (downward arrow) -> 
      Filters -> Click on  Inactive, you’ll get the list   
      of all the inactive employees.       
      

 Incase if you want to Active again, please select 
Active and unselect Inactive group by option.

24

New Joinees / Exit’s (Contd..)
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Step 2

Salary Revision:
Path: Payroll -> Action -> Salary Revision
In case of any revision in any of the employee's salary, the revised amounts can be updated here

In this page ‘Effective date’  indicates the 
date from which the salary revision should 
be applied. Selecting the employee from 
the ‘Employee’ drop down would display 
the current salary inputs. Click on ‘Apply 
Revision’ to update the new amounts to 
be applied to the mentioned employee

25

Salary Revision
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Step 3

Fixed Inputs:
Path: Payroll -> Action -> Fixed inputs

Give the input amounts for the fixed components (For ex: Gross, Basic, etc) here. Click on ‘Create’ to get 
the following page. This will help for both  verification & updation of all the fixed components

Give the details employee details in ‘Employee Reference’ along with the ‘Start date’. The salary 
component details have to be given in the ‘Salary Rule’ and ‘Salary Rule Input’. 
To modify / update an existing amount, click open the record -> Edit -> Save

26

Fixed salary components 
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Step 4

Variable Input:
Path: Payroll -> Action -> Variable Input

The input amounts for the variable components (For ex: Incentives, Adjustments etc.) is given here. Click 
on ‘Create’ to get the following page.

Give the description in ‘Name’, the employee name in ‘Employee’, the ‘Date’ of the respective payroll 
month and the ‘Amount’. The variable component type has to be given in the ‘Rule Input’.

27

Variable inputs 
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Step 5
 
Leave Approvals:
Path: Attendance & Leave-> Action -> Leaves Approval

Before generating the Payroll, any pending approvals have to be actioned (Approve/Refuse)

28

Pending Leave Applications
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Leave Request Application

Path: Attendance & Leave -> Action -> Leave Request -> Select the date on the Leave calendar -> Select 
the Employee in ‘Apply leave for’ field , give the details -> Submit to Manager

As an HR, the leave can be applied on behalf of an employee which has to be approved by the Reporting 
manager or the HR themselves.

NOTE: ‘Save’ option will save the request as a draft
29

Pending Leave Applications (Contd..)
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Step 6

Attendance Regularization : 
Path: Attendance & Leave -> Action -> Attendance Regularization
As an HR, attendance (Leave/Absence) can be marked on behalf of the employee through the below 
step:

NOTE:
1. ‘Considered in pay slip’ has to be kept unchecked. 
2. After running the payroll & freezed it would 
automatically be checked.
3. It maybe needed to do only if you are not using the 
leave module)

30

Updating Attendance 

The employee attendance such as LOP, 
First half leave, First half absent, leave, 
etc. can be marked here to consider the 
details in the required month payroll 
process. 
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Step 7

Generate Payroll:
Path: Payroll -> Action -> Generate Payroll

The payroll can be processed for all the employees here. Click on ‘Create’ to get the following page

Enter the description in ‘Name’ field and the period of payroll.

31

Payroll Generation
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Click on Add employee to get the following page. Then click on ‘Add an item’ to get the list of 
employees.
Selection of Employees can also be done Category (Designation, Location, Department, Vertical) wise.
After selecting the employees, click on ‘Process Payroll’ to generate payroll & pay slips. 
‘Save’ the record.

32

Payroll Generation (Contd..)
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2. Email Payslips and Notifications:
Click on the ‘Email Payslips’ option to share the pay slips with the employees. Email would be sent to their work emails provided in their 
employee data.

Click on the ‘Email Notifications’ option to share the email of pay slips notification with the employees. Email of Payslip notification would 
be sent to their work emails provided in their employee data.

The status of the same can also be checked in ‘Email Status’

33

Email Pay Slip
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Pay Slips

Pay Sheet

Bank Payment AdviceStatutory Reports

Other Reports (YTD 
Salary Component, 

Reconciliation..)

Payroll Reports
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1. Payslip:
Path: Payroll -> Action -> Payslip

After completion of payroll generation, individual pay slips can be accessed from here

35

Pay Slip
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By clicking on ‘Print’, the respective pay slip can be downloaded (Payslip) or viewed (Payslip Preview) in 
a pdf format.

36

Pay Slip (Contd..)



www.husys.com

Below are the details that can 
be verified in each of the pay 
slips:

- Worked days, Leave days
- Break up of each component
- Tax details
- Tax Statement (PDF)

37

Pay Slip (Contd..)
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To get the Tax Statement click on the ‘Tax Statement’ of respective employee. To download the 
statement, click on ‘Print’ option on top.

38

Pay Slip (Contd..)
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Tax Related Configuration

Checklist/Steps to be followed for tax related configuration in ApHusys:

1. Verify in the salary components (salary types tab) of salary structure assigned to the employee:

• enable checkbox is this basic for salary component Basic.

• enable checkbox is this HR for salary component HRA.

• enable checkbox is this CTC component for salary components which are part of CTC.

• For flexi salary components like LTA, Internet Expense, Children Education Allowance, Food 
Coupons, Books & Periodicals, Uniform Allowance, Telephone Reimbursement, Vehicle & 
Fuel Reimbursement, Professional Development, Other Reimbursement components.

a. enable Is this a Tax Exemption Component in Salary Types (tab) after enable checkbox 
Tax Exemption Component field is visible,

b. select which flexi component is this from the list displayed in Tax Exemption 
Component field.

• For PF Employee Contributions component select 80C in Tax Deduction Type field.

• For only TDS salary component, select consider as TDS checkbox not any other salary 
component (if TDS previously entered for old employees).

39

Tax Related Configuration ( Page 38 to 55)
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2. For PF Employee Contribution (in General tab->under Company Contribution->select 
Payable_Workers_Share from the list and for PF Employer Contribution (in General tab->under 
Company Contribution->select Payable_Employers_Share from the list and salary component 
category as Company Contribution.

3. Enable Calculate TDS checkbox in Employee Configuration screen.

4. Either employee or HRAdmin can go to the Investment Declaration screen and select the required 
tax regime whether old tax regime or new tax regime, Freeze Tax Regime and enter the 
declaration’s data with attachments.

5. Generate the payslip, go to the payslip tax statement, select print preview option and verify the 
tax details.

6. In order to get a system generated tax calculation and statement, at least one payslip in the 
respective financial year should be created with confirmed status.

Step-1:

Salary Types:

Please refer to Fig1 which represents the Book & Periodicals salary component configuration with 
exemption, follow below the process.

40
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• Fig1: Salary Type

• Ignore for Tax: If this component is not used in Tax, do 
not enable this field.

• Paid to employee option is default and not of 
calculation purpose.

• Is this Basic component: For Basic component this field 
should be enabled for the Tax calculation.

• Consider as Basic in PF: To consider this component for 
PF calculation it has to enable.

• Is this HRA: For the HRA component this field should be 
enabled for the Tax calculation.

• Is this a CTC component: will identify the component as 
a CTC component.

• Is this an encashment component will declare the 
component as leave encashment and calculation will be 
done in payroll accordingly.

• Consider this for Professional Tax: If we enable this 
field then it will be considered for professional Tax 
calculation.

41

Tax Related Configuration ( Page 38 to 55)
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Consider as TDS:
If the TDS is calculated manually for a few months and now if you want

to calculate TDS through ApHusys then this option needs to be enabled 

otherwise, the system will not calculate TDS automatically. This option

will consider the previously deducted TDS and the system will consider 

previously deducted TDS amount and automatic TDS deducted 

accordingly for future months.

Note: Consider as TDS should be enabled only in TDS Salary

Component not in other salary component.

42

Tax Related Configuration ( Page 38 to 55)
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• Tax Deduction Type: For PF Employee Contribution salary component, select 80C 
from the list to be considered in statutory report

• Is this a Tax Exemption Component:

I. If this salary component (flexi component) is eligible for Tax Exemption we need 
to ensure that this field should be enabled.

II. Tax exemption component field will be automatically displayed with the drop 
down. HR has to select the respective deduction types (LTA, Internet Expense, 
Children Education Allowance, Food Coupons, Books & Periodicals, Uniform 
Allowance, Telephone Reimbursement, Vehicle & Fuel Reimbursement, 
Professional Development, Other Reimbursement components).
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Step-2:

Pre check points of Tax Calculation for an employee:

1. In order to calculate the Tax for an employee, HR need to update 
below mentioned details in employee configuration,

• Salary Structure needs to be assigned with proper details.

• Enable Calculate TDS.

• Select state for PT purposes from the dropdown.

• Employees should have at least one confirmed sample payslip.

44
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• 2. HR has to create a sample 
payslip and it’s status should be 
in confirmed/ done state.

• 3. Once the payslip is 
generated HR needs to enable 
the employee for an 
Investment Declaration in 
Enable IT Declaration.

• 4. Employees or HR has to 
create the investment 
declaration for the Financial 
Year with proper details.

45

Tax Related Configuration ( Page 38 to 55)
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Step-3:

Creating Investment Declaration:

• Employees/HR can be able to select 
either Old or New Regime based on 
their interest.

• Once an investment Declaration is 
created with valid details and after 
clicking on “Generate Tax Statement” 
then sample Tax calculations will be 
displayed in the “Tax Information” Tab.

46

Tax Related Configuration ( Page 38 to 55)
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Previous Income:

 If the employee joined in mid of the 
financial year, then Tax deductions of 
previous organization details need to 
be updated in Previous Income 
section.
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Tax Related Configuration ( Page 38 to 55)
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Rent Paid:

• If the employee declaring the Rent Paid 
can be entered as shown in below 
screenshot.

• After verifying the Tax details 
Employee/ HR need to click on Freeze 
Tax Regime then the Tax Regime will be 
freezed in the employee configuration.

• Once the employee freezes the Tax 
Regime, the employee can’t change it 
and only HR has the access to modify 
it.
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Step-4:

Payslip:

• Once payslip has been generated for the 
respective, HR/Employee can view TDS 
details

• If HR wants to override the particular 
employee’s TDS manually for the 
respective month then payslips need to 
be generated through the payslip menu 
by enabling the Override TDS Manually 
feature.

• Once the payslips are generated for the 
employees, HR/ Employees can view the 
Tax details in the Payslip form view by 
clicking on “Tax Statement” and it will 
redirect to the Tax Statement menu.
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4. By clicking on the print option, HR/ 
Employee can Preview or download 
the Tax Statement.

A). New Employee in Mid Year Tax 
statement:

• For the new employee, In Taxable 
Income table Tax details will be 
displayed based on the employee 
joining date during the financial year.
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Tax Related Configuration ( Page 38 to 55)
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B). Tax statement of Old Employee 
(Financial Year):

 For the old employee, In Taxable 
Income table Tax details will be 
displayed starting of the financial 
year.
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Tax Related Configuration ( Page 38 to 55)
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2. Pay Sheet:
Path: Payroll -> Report -> Pay Sheet
The pay sheet for the respective month can be downloaded by clicking on ‘Print’ from the page.
It can also be downloaded category wise (Department, Location, Designation, Vertical, Level).

56

Pay Sheet

Also, the Employee information required to be displayed in the Pay sheet can be selected from the 
dropdown in Personal Information Details
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After clicking on ‘Print’, a pop up of the pay sheet would be displayed and you would be having ‘export 
to excel’ option on the top right corner.

57

Pay Sheet (Contd..)
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3. Payroll Summary Details

Path: Payroll -> Report -> Payroll Summary Details.

Payroll Summary Details provides the feasibility to download the report related to the information like 
Employees Without salary structure, Employees without Payslips, Total Payslips, Total Employee count once 
the payroll has been processed in the instance for the respective months.

58

Payroll Summary Details



www.husys.com

4. Payslip Access Report

Path: Payroll -> Report -> Payslip Access

This report displays the details of employees who viewed or downloaded payslips from the application.
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Payslip Access Report
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5. Payment Advice:
Path: Payroll -> Action -> Generate Payroll

Click open the processed payroll record in ‘Generate Payroll’, where you’ll have an option to ‘Freeze’ the 
payroll for that month. 
Freeze meant for to lock your payroll (So that no more changes will be entertained in the payroll)

NOTE: No changes can be made in the pay sheet or pay slips once the payroll is frozen.
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Bank Payment Advice
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On Freezing, the following are the options that will be displayed:

1. Create Advice

NOTE: Employees will be able to view their pay slips of that month only after HR freezes the payroll.
61

Bank Payment Advice (Contd..)
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1. Create Advice: Click on this option to create Bank 
Payment Advice.

‘Made Payment Advice’ checkbox would be ticked upon 
creation of advice. 

The advice would be created at: Payroll -> Report -> 
Bank Advice
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Bank Payment Advice (Contd..)
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Click open the advice -> Edit

There are multiple options to  extract the payment advice. The same can be selected in ‘Payment Advice 
Print Setup’
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Bank Payment Advice (Contd..)
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Below are the setup types that can be chosen:

Location Payment TypePayment ModeAdvice Type

Any combination of the above types can be chosen and saved

After choosing the advice type (if any), in the ‘Print’ option on top, the advice can be downloaded in a pdf 
format by clicking on ‘Print Advice’ or can be exported in a Excel format by clicking on ‘View Advice 
(exportable)’.
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Bank Payment Advice (Contd..)
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2. Statutory Reports:
Path: Payroll -> Report -> Statutory Reports

All the statutory reports such monthly ESI, PF etc. for a specific period can be generated and exported
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Statutory Reports
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PF / ESI Report
Path: Payroll -> Reports -> Statutory Reports -> Create

Choose the Report Type as ‘PF Monthly Report or ESI Monthly Report’ from the dropdown. Select the 
period of the report -> Save.
After saving, click on the ‘Print’ option to download the Report.
    

66

PF / ESI Report
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Below are the three options in Print:

• Payroll Report: Click on this to download the report in a PDF format
• Payroll Report Preview: Click on this to get the popup view the report and to export it in an Excel 

format

Payroll Report Preview
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PF / ESI Report (Contd..)
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EPF or ESI Return file:

To download PF return file, click on ‘Generate EPF Return File’ -> .txt file would be created at Download 
Return File.
In case of ESI return file, .xls file be created.
You can either click on the file created and you can find the same in the ‘Attachments’ on top. 
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PF / ESI Report (Contd..)



www.husys.com

3. Income Tax statement
Path: Payroll -> Reports -> Statutory Reports -> Create

Choose the Report Type as ‘Income Tax Monthly Statement’ from the dropdown. Select the period of the 
report -> Save.
After saving, click on the ‘Print’ option to download the Report.

Below are the three options in Print:

• Payroll Report: Click on this to download the report in a PDF format
• Payroll Report Preview: Click on this to get the popup view the report and to export it in an Excel 

format
69

IT Statement
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4. PF 12A Report
Path: Payroll -> Reports -> Statutory Reports -> Create

Choose the Report Type as ‘PF 12A Report’ from the dropdown. Select the period of the report -> Save.
After saving, click on the ‘Print’ option to download the Report.

• Payroll Report: Click on this to download the report in a PDF format
• Payroll Report Preview: Click on this to get the popup view the report and to export it in an Excel 

format

70

PF 12A Report
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5. Professional Tax Statement
Path: Payroll -> Reports -> Statutory Reports -> Create

Choose the Report Type as ‘P Tax Monthly Report’ from the dropdown -> State for PT purposes, select 
the State -> Choose the period of the required report -> Save
After saving, click on the ‘Print’ option to download the Report.

• Payroll Report: Click on this to download the report in a PDF format
• Payroll Report Preview: Click on this to get the popup view the report and to export it in an Excel 

format
71

PT Statement
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Other reports / Analysis

➢  YTD Salary Component
     Path: Payroll -> Report -> YTD Salary Component
     A report for breakup of specific component in a particular period can be taken. 
     Select the Dates -> Category of the component -> Component Type -> Employees (table below),   
     Add an item, to select the employees -> Print

A preview of the report will popup which 
can be saved as PDF or you’ll have an 
option on the top right corner to export it 
in an Excel format
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➢ Salary Reconciliation Report - A report for salary values comparison between two months.

Path: Payroll -> Report -> Salary Reconciliation Report
To take an employees’ salary reconciliation report -> Choose the Months and the respective Years -> 
Report can be taken in the combination of  Department, Location, Designation or Level specific -> 
Print

A preview of the report will popup which can be saved as PDF or you’ll have an option on the top right 
corner to export it in an Excel format

73

Salary Reconciliation Report



THANK YOU
PLEASE GET IN TOUCH AT:

facebook.com/Husys 

twitter.com/Husys

linkedin.com/ company-beta/143536 

#GetHREnabled

Consulting, Operations, Technology

Reference Offices:
Bangalore | Chennai | Delhi | Hyderabad | Mumbai | Gurgaon | USA

reach@husys.com
+91- 99480 78937
www.husys.com


	Slide 1
	Slide 2: Vision & Mission
	Slide 3: Agenda
	Slide 4: Purpose
	Slide 5: Assumptions
	Slide 6: Abbreviations List
	Slide 7: Configuration Steps
	Slide 8: Step 1  1. Provide General Company Information: Path:  Settings -> Action -> Company -> General Information, Configuration The basic company details, company bank account information is to be given here.  Apart from the Login page and Company log
	Slide 9:                          Company Settings
	Slide 10: Step 2  2. Configure Payroll Settings: Path:  Settings -> Action -> Company -> Configuration a) Payroll Settings: All the company level payroll settings which includes Pay Start day, Pay End Day, Include weekends in payroll, Attendance Paid Days
	Slide 11
	Slide 12
	Slide 13:                                 Payroll Configuration
	Slide 14: Payroll Configuration (contd..)
	Slide 15: ‘Inputs’ tab: The inputs (Variable or fixed every pay period) by clicking on this.  
	Slide 16: Step 2  Create Salary Structures: Path: Payroll -> Configuration -> Salary Structures Different Salary Structure can be created based on the organization policy. Click on ‘Create’ to get the page:
	Slide 17:     Step 3  Assign Salary Structure Allocation : Path: Payroll -> Configuration -> Salary Structure Allocation Salary Structures created is assigned to the employees here with the specific period. Click on ‘Create’ in the Salary Structure Alloca
	Slide 18: Employee Configuration:   Path: Employee Data -> Action -> Employee Configuration  Structure assignment can also be done through Employee Configuration, along with the other details such as State for PT, Calculate TDS (for Auto TDS) and Working 
	Slide 19
	Slide 20: Payroll Operation
	Slide 21
	Slide 22
	Slide 23
	Slide 24
	Slide 25: Step 2  Salary Revision: Path: Payroll -> Action -> Salary Revision In case of any revision in any of the employee's salary, the revised amounts can be updated here
	Slide 26:  Step 3  Fixed Inputs: Path: Payroll -> Action -> Fixed inputs Give the input amounts for the fixed components (For ex: Gross, Basic, etc) here. Click on ‘Create’ to get the following page. This will help for both  verification & updation of all
	Slide 27: Step 4  Variable Input: Path: Payroll -> Action -> Variable Input The input amounts for the variable components (For ex: Incentives, Adjustments etc.) is given here. Click on ‘Create’ to get the following page.
	Slide 28: Step 5   Leave Approvals: Path: Attendance & Leave-> Action -> Leaves Approval  Before generating the Payroll, any pending approvals have to be actioned (Approve/Refuse)
	Slide 29
	Slide 30: Step 6  Attendance Regularization :  Path: Attendance & Leave -> Action -> Attendance Regularization As an HR, attendance (Leave/Absence) can be marked on behalf of the employee through the below step:
	Slide 31:  Step 7  Generate Payroll: Path: Payroll -> Action -> Generate Payroll The payroll can be processed for all the employees here. Click on ‘Create’ to get the following page
	Slide 32
	Slide 33: 2. Email Payslips and Notifications: Click on the ‘Email Payslips’ option to share the pay slips with the employees. Email would be sent to their work emails provided in their employee data.  Click on the ‘Email Notifications’ option to share th
	Slide 34
	Slide 35: 1. Payslip: Path: Payroll -> Action -> Payslip  After completion of payroll generation, individual pay slips can be accessed from here
	Slide 36
	Slide 37: Below are the details that can be verified in each of the pay slips:  - Worked days, Leave days - Break up of each component - Tax details - Tax Statement (PDF) 
	Slide 38
	Slide 39: Tax Related Configuration ( Page 38 to 55)  
	Slide 40: Tax Related Configuration ( Page 38 to 55)
	Slide 41: Tax Related Configuration ( Page 38 to 55)
	Slide 42: Tax Related Configuration ( Page 38 to 55)
	Slide 43: Tax Related Configuration ( Page 38 to 55)
	Slide 44: Tax Related Configuration ( Page 38 to 55)
	Slide 45: Tax Related Configuration ( Page 38 to 55)
	Slide 46: Tax Related Configuration ( Page 38 to 55)
	Slide 47: Tax Related Configuration ( Page 38 to 55)
	Slide 48: Tax Related Configuration ( Page 38 to 55)
	Slide 49: Tax Related Configuration ( Page 38 to 55)
	Slide 50: Tax Related Configuration ( Page 38 to 55)
	Slide 51: Tax Related Configuration ( Page 38 to 55)
	Slide 52: Tax Related Configuration ( Page 38 to 55)
	Slide 53: Tax Related Configuration ( Page 38 to 55)
	Slide 54: Tax Related Configuration ( Page 38 to 55)
	Slide 55: Tax Related Configuration ( Page 38 to 55)
	Slide 56: 2. Pay Sheet: Path: Payroll -> Report -> Pay Sheet The pay sheet for the respective month can be downloaded by clicking on ‘Print’ from the page. It can also be downloaded category wise (Department, Location, Designation, Vertical, Level).
	Slide 57: After clicking on ‘Print’, a pop up of the pay sheet would be displayed and you would be having ‘export to excel’ option on the top right corner.
	Slide 58: Payroll Summary Details
	Slide 59: Payslip Access Report 
	Slide 60: 5. Payment Advice: Path: Payroll -> Action -> Generate Payroll  Click open the processed payroll record in ‘Generate Payroll’, where you’ll have an option to ‘Freeze’ the payroll for that month.  Freeze meant for to lock your payroll (So that no
	Slide 61: On Freezing, the following are the options that will be displayed:  1. Create Advice 
	Slide 62: 1. Create Advice: Click on this option to create Bank Payment Advice.  ‘Made Payment Advice’ checkbox would be ticked upon creation of advice.   The advice would be created at: Payroll -> Report -> Bank Advice
	Slide 63: Click open the advice -> Edit  There are multiple options to  extract the payment advice. The same can be selected in ‘Payment Advice Print Setup’
	Slide 64: Below are the setup types that can be chosen:
	Slide 65: 2. Statutory Reports: Path: Payroll -> Report -> Statutory Reports  All the statutory reports such monthly ESI, PF etc. for a specific period can be generated and exported
	Slide 66: PF / ESI Report Path: Payroll -> Reports -> Statutory Reports -> Create  Choose the Report Type as ‘PF Monthly Report or ESI Monthly Report’ from the dropdown. Select the period of the report -> Save. After saving, click on the ‘Print’ option to
	Slide 67: Below are the three options in Print:
	Slide 68: EPF or ESI Return file:  To download PF return file, click on ‘Generate EPF Return File’ -> .txt file would be created at Download Return File. In case of ESI return file, .xls file be created. You can either click on the file created and you ca
	Slide 69: 3. Income Tax statement Path: Payroll -> Reports -> Statutory Reports -> Create  Choose the Report Type as ‘Income Tax Monthly Statement’ from the dropdown. Select the period of the report -> Save. After saving, click on the ‘Print’ option to do
	Slide 70: 4. PF 12A Report Path: Payroll -> Reports -> Statutory Reports -> Create  Choose the Report Type as ‘PF 12A Report’ from the dropdown. Select the period of the report -> Save. After saving, click on the ‘Print’ option to download the Report.
	Slide 71: 5. Professional Tax Statement Path: Payroll -> Reports -> Statutory Reports -> Create  Choose the Report Type as ‘P Tax Monthly Report’ from the dropdown -> State for PT purposes, select the State -> Choose the period of the required report -> S
	Slide 72: Other reports / Analysis
	Slide 73: Salary Reconciliation Report - A report for salary values comparison between two months.  Path: Payroll -> Report -> Salary Reconciliation Report To take an employees’ salary reconciliation report -> Choose the Months and the respective Years ->
	Slide 74

