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Introduction   

This manual provides a comprehensive guide to managing payroll operations within the Zimyo HRMS 

platform. From configuration to processing, it is tailored for HR managers, finance professionals, and 

system administrators.   

Zimyo’s Payroll module is a powerful tool designed to streamline salary processing, benefits management, 

compliance, taxation, and employee financial records. With intuitive navigation, advanced automation, and 

insightful dashboards, Zimyo enables organizations to run payroll with accuracy, speed, and transparency.   

Payroll Side Menu Overview   

Zimyo’s Payroll module consists of 10 core sections accessible from the left-side menu:   

1. Home   

Payroll Overview   

The Home section provides a centralized payroll dashboard featuring key payroll KPIs and visual data 

summaries. It helps users track payroll requests, approvals, cost trends, budgeting, tax declarations, and 

more, all briefly.   

Payroll Navigation   

To begin, log in to your Zimyo account and go to the “Payroll” app from the All Apps screen. Once selected, 

administrators are redirected to the payroll home screen.   

Login > All app Select Payroll > Payroll Home.   

Dashboard Highlights:   

 Pending for Payroll: Shows employees awaiting payroll processing. Clicking navigates to the processing 

list.   

 Pending for FNF: Displays employees marked for final settlements.   

 Salary on Hold: Highlights employees with suspended salaries.   

 Pending Payment: Indicates employees who have not yet received payment.   

 
Payroll Approvals: 

 Approvals Pending on Me: Requests that require the admin’s to approval.   

 Payroll Pending for Approval: Payroll sheets are awaiting final approval.   

 Approval Received and Rejected: Summary of all approvals and rejections.   

 

  



Salary, Benefits & Taxation Cards:   

 Investment Declarations: Shows declarations submitted via ESS, pending admin action.   

 Reimbursement: Tracks submitted proofs against CTC-linked reimbursements.   

 Loans & Advances: Links to pending or processed employee loan/advance requests.   

 

Budget Forecasting:   

Provides monthly expense projections with filters for departments, entities, and locations.   

Cost to Company (CTC) Analysis:   

Visual chart that shows monthly trends in total company payroll costs over 3, 6, or 12 months.   

 

Loan Overview: 

Displays:   

 Active loans   

 Outstanding loan amount   

 New loan count (monthly)   

 Pending EMIs   

 

  



2. Run Payroll   

In the Zimyo Payroll system, administrators can execute payroll through these five sequential steps:   

1. Manage Leave and Attendance   

2. Process Arrears   

3. Review and Run Payroll   

4. Initiate Payouts   

5. Publish Payslips   

Payroll Navigation   

To begin, log in to your Zimyo account and navigate to the payroll section from the All-Apps screen. 

Selecting the payroll option will redirect you to the payroll home screen.   

Clicking “Run Payroll” on the left menu navigates the admin to the leave and attendance screen.   

Login > All apps Select payroll > Payroll > Run Payroll   

Step 1. Leave and Attendance   

 Select entity, month-year, status, and employee group status.   

 Use dropdowns to apply filters (department, designation, zone, location, etc.).   

 Click “Search” to load the employee list.   

Success Tab   

 Shows employees eligible for payroll processing.   

 
 

  



Error Tab   

 Lists employees with missing data (e.g., DOB, DOJ, CTC) with a download option to rectify the errors.   

 

Action Button   

 Map CTC: Adjust salary components.   

 Edit: Modify LOP, OT, and leave encashment.   

 Recompute: Reflect bulk upload/changes.   

 

 

 

  



Menu Button   

 Clicking the “Back to menu” button allows the admin to add additional fields to the employee list according to 

the organization’s needs. This menu encompasses various fields, including departments, lop days, employee 

names, codes, and more.   

 

Indicators & Upload   

 A red checkbox indicates an attendance change.   

 Bulk recompute & upload (LOP, OT, leave encashment).   

 

   

Recompute: Reflect bulk upload/changes.   

 

Lock Attendance   

Move to the next stage (process arrear).   

 

  



Step 2. Process Arrear   

 Select employees, then click “Next.”   

 Skip if arrears are not applicable.   

 Bulk upload arrears using predefined templates.   

 View monthly breakdowns.     

   

 

   

Bulk upload arrears using predefined templates.   

 

  



Review and Run Payroll   

 Perform final checks before processing.   

 Action options: View Salary, Edit Deductions, Recompute, etc.   

 

 

 Perform final checks before processing.   

 



Success Tab   

 Employees are ready for the payroll run. 

Bulk Upload Options   

 Override TDS   

 Miscellaneous Entries   

 Bonus Upload 

Draft Salary Report   

 Download salary reports in bulk. 

Recompute Payroll   

 Bulk recalculates selected employees. 

Error Tab   

 Lists employees with issues; shows error remarks.   

 

 

Payroll Approval 

 Configure approval levels (Level 1, 2).   

 Sub-admins request payroll approval.   

  

 Approvers receive notifications and approve/reject.   

 Approved: proceed to payout/payslip.  

 



Publish Salary Slip   

 Finalize payroll by publishing payslips.   

 Print: Generate payslip PDF.   

 Mark as Paid: Set payroll status to “Paid.”   

 Download Bank Sheet: Excel export for bank upload.   

 

 Freeze Entity: Exclude employees from payroll. By clicking the button, the admin can freeze the payroll 

process for the entire entity. After freezing, the admin loses visibility of that specific entity throughout the entire 

payroll running process for that month, hindering further processing.   

 Freeze Employee: As an entity, the admin has the option to exempt specific employees, ensuring their non-

participation in the payroll process for a particular month.     

 

  

 

 

  



3. Employees   

Overview   

In the employee section, the admin gains a comprehensive overview of all individuals working within the 

organization. This includes details such as salary status, employee code, designation, and department 

affiliation for each employee. The Portal provides different filter applications to make the search easy for 

an admin.   

Description: View and manage all payroll-relevant employee details.   

Features: Update CTC, salary structure, LOP, and payment mode.   

1. Employees   

2. Payslips   

3. Actions Logs   

4. Tip Calculator   

5. Email Document   

 
Upload Form 16A   

Clicking on this button allows the admin to upload Form 16A. Form 16A will be downloaded from the 

TRACES website by employers, fill in all the necessary details and upload the Zip folder. Upon the 

successful upload of Form 16A by the administrator on this page, employees will gain access to download it 

conveniently through their Employee Self-Service (ESS) portal.   

Note: Form 16A is a certificate issued under the Income Tax Act, providing details of the TDS (Tax Deducted 

at Source) deducted on income other than salaries. It includes the deductor and deductee details, TDS 

deducted, and income type.   

  



How to Upload Form 16A   

 Create a Zip Folder with all the documents to upload.   

 The document should be named as DocumentName_UniqueIdentifier (e.g., Form16_AJCPY3432K).   

 

 

 

  



Select Employee 

Note: Admin can toggle between card and grid views via the top-right corner icon. 

Clicking on a specific employee opens an advanced view with these sections:   

 Summary   

 Salary Details   

 Salary Slips   

 Loans   

 Advances   

 Expenses   

 Previous Employee Earnings   

 Investment Declarations   

 Vehicle Perquisites   

 

  

  

  



Summary   

A timeline showing all payroll modifications for the employee.   

Actions:   

 Modify Salary: Allows salary structure edits.   

 Salary on Hold: Puts salary on hold for selected months and reasons.   

 Hold Salary History: View and edit hold status.   

 TDS Projection Report: Compares tax deductions under old/new regimes.   

 

Modify Salary: Allows salary structure edits.   

 

 

  



Salary on Hold: Puts salary on hold for selected months and reasons.   

 

 

Hold Salary History: View and edit hold status.   

 

  

 

TDS Projection Report: Compares tax deductions under old/new regimes.   

 

 

 

 

  



Downloads   

Access and save reports: Salary Report, Annual Sheet, Tax Sheet, etc.   

 

Salary Timeline  

Access and view the salary timeline.   

 

Salary Details   

Breakdown of earnings, deductions, and compliance.   

 

  



Salary Slips: Download salary slips, filter by year/entity. Regenerate or email slips. Download the zip for 

bulk.   

 

Loans: Breakdown of loans with filters.  

View/Edit EMI/Tenure details of the Loan by clicking the one-eye option.  

 

 

 

 



Advance   

Advance view function helps to view the department, amount, and status. Where Admin can:   

 View EMI plan.   

 Edit EMI and tenure.   

 

Expenses  

Breakdown of expenses, including status and amounts. View via the action button.   

 

Previous Employee Earnings: Details of the last employer's earnings, TDS, and other tax info.   

 



Investment Declaration   

Admins can:   

 View & Edit pending/approved declarations.   

 Add new declarations and proofs.   

 

Reimbursement  

Admins can:   

 View & Edit reimbursement details.   

 Add new reimbursement in the data with attachment proofs.   

 

 

Vehicle Perquisites   

Configure vehicle details affecting payroll taxation:   

 Owner   

 Maintenance payer   

 Engine capacity   

 Driver provided   

 Effective from   

 Usage purpose   

Note: Taxability is calculated as per these settings.   



 

Pay Slips 

The Payslip section allows the admin to view and download employee payslips. This section offers 

flexibility through multiple filters such as entity, location, status, department, designation, and year.  

Admins can also search directly by employee name or code (separated by commas) for quick access.  

Note: The search bar becomes active only after selecting both the entity and the month.  

Buttons on Pay slip Page in Employee 

 
Unpublish Payslip & Publish Payslip: Admin 
Publish/Unpublish Payslip: by clicking on the 
Publish and Unpublish Payslip button  

 
Regenerate Payslip: Regenerate missing or 
ungenerated salary slips for employees. 

 

When you Click on this button this will pop-up. 

 

Email Payslips 

 Send payslips to respective employees via their 
HRMS-registered email IDs.  

 You may notify the employee about their 
payslip via push notification or email 
notification. Please choose the preferred 
option(s).  

 If you click the Push Notification option, only a 
notification message will be sent to the 
employee.  

 If you click the Email Notification option, only a 
notification email will be sent to the employee.  

 If you click the Email Payslip option, the payslip 
will be sent to the employee.  

If you checked the Include Personal Email option, 
the email notification or payslip will also be sent to 
the employee’s personal email as well.  

 
Download all payslips in bulk as a ZIP folder 



 

 

Action Logs   

 

The Action Logs section offers the admin a detailed view of all modifications made by fellow administrators 

related to payroll, particularly CTC changes.  

Admins can apply filters to narrow results based on entity and event type, such as CTC Add, Revise CTC, 

Appraisal, and others. This enables targeted audit tracking for decision-making.  

 

Super Admin can select one action type when the list type is 'All'  

 

 

 

  



Salary Comparison View  

 By clicking the 'Salary Comparison' action button, the admin can view a detailed breakdown and 

bifurcation of employee CTCs in a comparative format.  

 

 

  



4. Arrear  

 

In the Arrears section, payroll administrators can manage and process employee arrears in three easy 

steps:  

1. Arrear Info  

2. Preview & Generate  

3. Summary   

 

Step 1: Arrear Info  

This section displays a list of all applicable employees across entities. The following fields are visible:  

 

 Entity: (e.g., Ashok Auto Sales Ltd + 19 more)  

 Month-Year: Jun-2025  

 Additional Filters: More options (designation, department, code, etc.)  

 

Code  Employee 

Name  

Designation  Department  Paid 

On  

Arrear 

Salary  

Arrear 

Days  

Arrear 

Status  

Admins can select employees and delete previously processed arrears if required before proceeding.  

 

Click Next to move to the Preview & Generate step.  

 

 

 

 



Step 2: Preview & Generate  

Here you can preview the calculated arrear details for each selected employee.  

Employee Code  Employee Name  Designation  Department  Payroll Days  Arrear Days  

Payable Arrear  Action 

 

Clicking the View button in the Action column displays a breakdown of the arrear computation. After 

review, click Next to finalize the process.  

 

Step 3: Summary  

Upon successful processing, the system shows a confirmation message:  

Arrear Processed Successfully  

An Arrear Summary is also generated with the following fields with, E,g Values:  

 Arrear Gross: ₹ 1000,000  

 Arrear Payable: ₹ 80,000  

 Total Arrear EPF Wages: ₹ 75,000  

 Total Arrear PF Contribution: ₹ 8000  

 Total Arrear ESIC Contribution: ₹ 900  

This marks the end of the arrear processing flow.  

 



5. Full & Final (F&F)   

Description: Process exit settlements.   

Features:   

1. Pending for F&F   

2. F&F Completed   

Overview  

The Full & Final (F&F) settlement module is designed to facilitate accurate and streamlined offboarding 

settlements. Admins can manage everything from payroll processing, TDS, reimbursements, leave 

encashments, gratuity, and more for resigned employees.  

Search and Select Employee  

 Use filters like entity, department, designation, location, and month-year.  

 Enter employee names or codes (comma-separated) in the search bar. Progressed Data Handling  

On selecting an employee, a pop-up appears with two options:  

 Proceed Without Reset  

 Reset & Proceed  

Choose “Proceed Without Reset” to continue the F&F process with previously saved data.  

 

 

 1. Pending for F&F   

Process Stages  

The F&F Checklist module includes the following tabs:  

1. Basic Details: This section contains comprehensive information about the employee such as personal 

details, joining date, date of birth, PAN, and bank information.   

  



Admins can configure the following:   

 Notice Period Waiver (toggle),    

Notice Period Lieu By (Employee) (Employer)  

 Penalty Days (editable),   

 Assume Day (editable) Penalty, Excess Leave Recovery, and enter remarks under F&F, Clearance 

Penalty, and Other Earnings.   

 Admins must also select the Reference Month for TDS filing.   

Copilot Mode  

 Located on the F&F Checklist page, the Copilot Mode Button enables smart process automation.  

 When turned ON, it will automatically skip irrelevant steps in the F&F process,  

 

  

2. Payroll Process: Monthly breakdown of payroll with working days, payroll status, payable amount, etc.   

Review the details and click on Next for the next process.  

 



 3. Tax Regime: Choose between the Old and New Tax Regime. Impacts investment declarations.  

Note: Changing the tax regime will impact on employee tax amount.  

 

4. Investment Declaration: Editable if Old Regime is selected. New regime skips this.  

 If the Old Regime is selected, this section becomes editable.  

 If the New Regime is selected, the investment declaration section is skipped.  

 If Copilot Mode is disabled, the investment section is visible regardless of regime.  

 Admins can click Add Investment to open a pop-up with the following fields:  

 Financial Year (dropdown)  

 Choose Declaration (dropdown with options like PPF - 80C, Mutual Fund - 80C, etc.)  

 Yearly Amount (numeric input)  

 Upload Proof: Drag & drop or file selector for attaching supporting documents.  

 The section includes filters for Year and Status (Approved, Pending, Rejected, Re-Approval).  

 

  



5. Reimbursement: Displays claimed reimbursements pending during the F&F stage.  

Displays claimed reimbursements pending during the F&F stage.  

 If Copilot Mode is enabled, these details will be skipped because there is no Reimbursement for the 

employee.   

 And if Copilot Mode is disabled, the Reimbursement section will be visible regardless of any 

Reimbursement data.  

 

6. Loan: List of outstanding loans and repayment history.  

 If Copilot Mode is enabled, these details will be skipped because there is no Loan for the employee.   

 And if Copilot Mode is disabled, the Loan section will be visible regardless of any Loan data.  

 

 

  



7. Advance: Shows advance payments made, EMI plans, and pending amounts.  

 If Copilot Mode is enabled, these details will be skipped because there is no advanced data for the 

employee.   

 And if Copilot Mode is disabled, the Advance section will be visible regardless of any Reimbursement 

data.  

 

8. Leave Encashment:  

 Displays leave balances across types such as Casual, Privilege, Maternity, etc.  

 Admins can override the data manually using the Edit Encashable Leaves.  

Edit Encashable Leaves Pop-up Details:  

 Edit eave Encashment On: Select from Basic, CTC, or Gross.  

 Encashment Calculation Days: Fill in the number of days.  

 Admins can update values to reflect actual entitlements.  

 

  



9. Gratuity: Auto-fetched from service duration; admin enters final gratuity amount.   

 

10. Penalty & Adjustments: Allows addition of dynamic fields like bonuses, penalties, recoveries, Leave 

Encashment Amount, Notice Period Penalty, Clearance Penalty, Asset, Penalty, Other Earnings, Joining Bonus 

Recovery, Assume Day Penalty, Excess Leave Recovery, Unclaimed Reimbursement.  

Add Dynamic Fields: The User can add a new dynamic head live Incentive.  

 

 

After submission, the system generates TDS values and marks the F&F process as completed.  

  



11. Summary: Displays total salary, TDS, gratuity, and adjustments. Shows the final payable amount. Admin 

submits after confirmation.  

Once you Click on submit, you can find the Suprated employee in F&F Completed  

 

  

2. F&F Completed  

In this section, the admin can view all employees for whom the F&F process has been completed.  

Note: The Rollback button is not visible for employees settled through payout.  

 Employees are displayed as cards. Clicking the kebab menu (three-dot icon) on each card reveals the 

following options:  

o Roll Back F&F: Reopens the F&F process for the selected employee, allowing the admin to make 

modifications.  

o Download F&F Statement: Exports the employee’s F&F summary in PDF format, including salary 

breakdowns and final settlements.  

o Re-settlement: Enables the admin to revise earnings and deductions if any errors or updates are 

required. After adjustments, click Generate to finalize the corrections.  

This section ensures transparency, editability, and accuracy of offboarding financials. 

  



Roll Back F&F: Reopens the F&F process for the selected employee, allowing the admin to make 

modifications.  

View & Download F&F Statement: Exports the employee’s F&F summary in PDF format, including salary 

breakdowns and final settlements.  

 

 

Re-settlement: Enables the admin to revise earnings and deductions if any errors or updates are required. 

After adjustments, click Generate to finalize the corrections.  

 
 

  



6. Benefits & Taxation   

Admins can use filters to navigate through detailed employee data and perform actions with ease. This 

section offers a unified interface for managing :  

 Loans   

 Advance   

 Reimbursement   

 Expense   

 Tax Deduction   

 Restructure   

 Other Earnings  

Loans  

Admins can view all employee loan applications and related data using filters such as location, entity, 

department, etc. New loans can be uploaded via an Excel template:  

 Bulk Create Loan: Download template > Fill in details > Upload sheet.  

 View Loan Details: The admin can  view details and edit the EMI/Tenure  

 Download Proof:    

Bulk Create Loan: Download template > Fill in details > Upload sheet.  

 

 View Loan Details: The admin can  view details and edit EMI/Tenure  

 



Refer Last Page this process is after viewing the EMI/Tenure  

Edit EMI/Tenure 

 

Advances  

Admins can:  

 Use the filter options to view the status of open to view Approve, Reject, Location, Entity, Department, 

Designation, Branch, and view details of advanced requests.  

 View & Edit interest rate, advance amount, and EMI schedule.  

 Use the eye icon for a detailed breakdown.  

 Use the checkmark icon to approve and configure advances.  

 Use the cross icon to reject requests.  

 

 

 

 

  



 Reimbursement  

 View eligible employees with filter options.  

 Approve, reject, or view details of Reimbursement requests.  

 Freeze Reimbursement: Select employees, submit to freeze, and add to salary.  

 Upload Reimbursement: Use the Excel template to bulk upload reimbursement data.  

 

 

Freeze Reimbursement: Select employees, submit to freeze, and add to salary. 

 

 

 



Approve, reject, or view details of Reimbursement requests.  

 

  

 

Expense  

Admins can view and update the status of verified expense requests initiated by employees:  

 Use filters (entity, branch, designation, date range).  

 Use Search to view requests.  

 View expense number, raised/approved amount, and status.  

 Eye icon: View full expense details.  

 Bank Sheet: Download filtered list in XLV format. 

 



Admin can mark the employee status as Paid by > Click on Pay  

 

Eye icon: View full expense details.  

Bank Sheet: Download filtered list in XLV format.   

 

Below are the details in the downloaded Bank Sheet.  

 

Note. While searching for the details, select the date range of three months. The below error will pop if the 

admin doesn't filter with a date range of three months  

 

  



Tax Declaration  

 View and manage declarations raised by employees.  

 Use filters and take actions: Approve, Reject, Reconsider.  

 Email Notification: Trigger email for declaration reminders.  

 Freeze Investment Declarations: Locks submitted declarations.  

 Bulk Approve & Reject /declarations by selecting the request of the employees.  

Edit the request by clicking on the Eye Icon. 

 

  
Email Notification: Trigger email for declaration reminders by clicking 
on Email Notification. 

  

Freeze and Unfreeze Investment Declarations: Locks submitted 
declarations. Click on Freeze Investment Declaration. 

 

Configure 

 Enable/disable head structures visible in ESS.  
 Show/hide head names, sections, and limits 

 

Download the details in the Zip file by clicking on Download Zip. 

 

 Bulk Approve & Reject /declarations by selecting the request of 
the employees.  



 Freeze and Unfreeze Investment Declarations: Locks submitted declarations. Click 

on Freeze Investment Declaration  

 

 
Configure: 

 Enable/disable head structures visible in ESS.  

 Show/hide head names, sections, and limits.  

 

  



Restructure  

 Tax-saving flexi-benefit available to C-level or high-tax employees.  

 Use filters to view and manage restructure requests.  

 

 Other Sources of Earnings  

 View, Approve, Reject, and manage income declarations from non-salary sources.   

 Select income type, enter amount, and upload proof.  

 Use filters (Department, Designation, Entity, Branch).  

 Click Search to view submitted requests.  

 

  



7. Imports   

Description: Bulk upload employee payroll data.  

 Leave and Attendance   

 Salary and Wages   

 Arrear  

 Taxation   

 Loan and Advance, Etc.  

 

8. Reports   

Description: Generate payroll-related reports.   

Features: View and download any report by selecting the particular report  

 Salary & Wages Reports   

 Statutory & Compliance   

 Accounting & Finance   

 Leave & Attendance   

 

  



 9. Configuration   

Description: Core setup for payroll processing.   

 Company Information   

 Settings   

 Salary Setup   

 Compliance   

 Email Library   

 Report Configuration   

 Integrations   

The next sections will cover these menus in detail, starting with Run Payroll.   

Company Information: This section shows a list of entities along with their relevance to employees within each 

entity. The admin can edit & View company details by clicking the pencil icon and view more information 

by clicking the eye icon.  

 

Edit Button  

The Edit button enables the admin to update registration details, bank information, addresses, and more. 

After making the necessary updates, the admin can save them by clicking the “Save” button.  

 

  

  

  


