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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,

(Ll

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.

e Salary on Hold: Highlights employees with suspended salaries.

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

PAYROLL REQUESTS

97 2 ] ]

®

Payroll Approvals:

e Approvals Pending on Me: Requests that require the admin’s to approval.
e Payroll Pending for Approval: Payroll sheets are awaiting final approval.
e Approval Received and Rejected: Summary of all approvals and rejections.

PAYROLL APPROVALS 5 W

A
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Approvals pending on me payroll Pending for approva

Approval received ‘ Approval rejected



Salary, Benefits & Taxation Cards:

¢ Investment Declarations: Shows declarations submitted via ESS, pending admin action.
e Reimbursement: Tracks submitted proofs against CTC-linked reimbursements.

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

SALARY BENEFAITS & TAXATION

0 0
‘ ‘at ‘ o

mvestment Declaration Reimbursement
' | °

Loans & Advances Non com

pliant minimum wages

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.

BUOGET FORICAST v s COST TO COMPANY ANALYSS
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Loan Overview:
Displays:
e Active loans
¢ Outstanding loan amount
e New loan count (monthly)
e Pending EMlIs
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2. Run Payroll
In the Zimyo Payroll system, administrators can execute payroll through these five sequential steps:

Manage Leave and Attendance
Process Arrears

1
2
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.

[l

Login > All apps Select payroll > Payroll > Run Payroll

Step 1. Leave and Attendance

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

e Use dropdowns to apply filters (department, designation, zone, location, etc.).
e Click “Search” to load the employee list.

Success Tab

e Shows employees eligible for payroll processing.

EXTRA OT

10000000000 0|

: X.x N~ -
M&Mn- G.."-'r:m:.'—-m- (5 | Review & Run Puyrell B | Publith Payslips
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Error Tab

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

n Leawe & Attendiance @ | Pracess Armea
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Action Button

e Map CTC: Adjust salary components.

e Edit: Modify LOP, OT, and leave encashment.
e Recompute: Reflect bulk upload/changes.

I3 | Review & Ran Payroll

Pending, Atendance Licked

a l Publish Payslips

ksl m

e .NI
(=]

Q00 Q 0

6]

ERROR (163)

®  EMPLOYEE NAME REMARKS

Employes CTC not defined

Employee CTC not defined.

Irrvalial payroll type tagged (Hour Wise)

Employee CTC not defined.
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Menu Button

e 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.

n
i

Indicators & Upload

e Ared checkbox indicates an attendance change.
e Bulk recompute & upload (LOP, OT, leave encashment).

SUCCESS (2/55 EF R(1 Indicates Attendance Modification Q Q Bulk Attend

Recompute: Reflect bulk upload/changes.

Bulk Updoad Loss of Pay

2. import XLEMSK
Ovsoe you've filed out the KLS/KLSK, import it
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Step 2. Process Arrear

e Select employees, then click “Next.”

e Skip if arrears are not applicable.

e Bulk upload arrears using predefined templates.

e View monthly breakdowns.

Sk

Bulk upload arrears using predefined templates.

Bulk Upload Loss of Pay

firwd cr nees, and fill in you ¥  Downiosd Sample -
v cotumens, ard fll in your [ = Orice you've filed out the XLS/XLSX, import it

2 mpeart XLEMOLIX . R
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Review and Run Payroll

e Perform final checks before processing.

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

I Leave &
w m Enty e ARk Ao 200 £ B

SUCCESS (32) ERROR (€
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Success Tab

e Employees are ready for the payroll run.
Bulk Upload Options

e Override TDS

e Miscellaneous Entries

e Bonus Upload

Draft Salary Report

e Download salary reports in bulk.
Recompute Payroll

e Bulk recalculates selected employees.
Error Tab

o Lists employees with issues; shows error remarks.

é) Process Arrear

_ Review & Run Payroll EJ Publish Payslips
Q O Recompute Payr | &, Draft Salary Report J - Bulk Upload a
FMPLOYEE NAME DEPARTMENT ds A GROSS PAY DEDUC NS TAXES VARIABLE PAY ARREAR ; Miscellaneous E.\vnmg(l)edu::loﬂ
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1. Downiload Sample 3. gt 1A%
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Payroll Approval
Configure approval levels (Level 1, 2). e Approvers receive notifications and approve/reject.
Sub-admins request payroll approval. e Approved: proceed to payout/payslip.
lwal.lundw- O-— Mw-nhnhnﬂsl E]u binh Peysbpa
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Publish Salary Slip

e Finalize payroll by publishing payslips.

e Print: Generate payslip PDF.

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

e Download Bank Sheet: Excel export for bank upload.

um~ mm—@w&n—-w—amw

£

Payroll Successfully

You have successfully processed the payroll for 2 employees (Sep 2025)

© Generate Payslips ! W Mark as Paid < Gotopayroll

8 Payroll Summary 8 Payroil Status Select Reference Month for TDS Filing Relerence Month v p

2148333

20700 "

2 out of 396 Payroll Processed
T 20660

0.51% 8 G} 2
20
Bank Shest Freeze Entity Frweze Employee

‘ G ComD) G

e 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.

o 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.

l-n&ltt-l.n— a mm—mamml——ammw

£

Payroll Successfully

You have successfully processed the payroll for 2 employees (Sep 2025)

© Generate Paystips N Mark a3 Paid < Gotopayroll

[+] 8 Payroll Summary 1B Payroll Status Select Reference Month for TDS Filing Reference Month v >
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2 out of 396 Payroll Processed
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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. isgp!

AL}

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

Employees
Payslips
Actions Logs
Tip Calculator

v s W N e

Email Document

Employees Payslips Action Logs Tip Calculator Email Documents

Ceparirent Designatien Location Empicyee Status
allEoty All Department < All Designation < All Locaticn < Active Employee < Employee Branch <
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Action Logs
Tip Calculator — — — —
o N s -
: / / N N
Email Documents f 7 \ ( @ \ f [ ] " f/ \}
/N oy Ty Yy
\ \ \ / \ /
i N N4 N4 A4
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Department Employee Code Department Employee Code Department Employee Code Department Employee Code Department Employee Code
HR 1 HR 20025 HR 4341GB4D 231134... HR 9431COYU 231138.. HR MANUA ABBDBGDKG...
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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

e Create a Zip Folder with all the documents to upload.
e The document should be named as DocumentName_Uniqueldentifier (e.g., Form16_AJCPY3432K).

" 22 Employees(395) Q
4

Active Employee

All Entities t A o : mployee Branch
=
Employees

Al Designation

*

@

A

¢

Max admin account ot testing ot required Normal payroll
Department Employee Code ent Employee Code Department Department Department
Emy G
3
TEST EMP CODE TEST test ot required 1707410283411 hjigte... 1707410339396 befcrq...
Department Department
{  Formi6
esic
ployee 2025 arte
SUCCESS [0/108) Q, sea pioyes [} upioad PFX Certificate B Delete In Bulk G5 Export table data
EMPLOVEE NAME DESIGNATION DEPARTMENT ENTITY STATUS ACTIONS
9 s cto Admin Salas 0 Mo Form Uploaded
e Syl s Asistant Vi sddmin Sales X N Form Upleaded
Tanya Upret "
e ’ Anatyst Finanee Sales X Mo Feem Uploaded
9 ., Managar Ha Sales 30 Mo Form Uploaded
e Uk R Senior Executive Mansgement Salis 30 Mo Feem Upleaded
e e Semior Mansger Finance Salies 30 Mo Form Upleaded
9 S Sanior Executive Sales Salas 0 Mo Form Upleaded
e i Mansger Finarce Sales 30 Mo Ferm Upleaded
e el Samior Executive Marketing Sales )0 M Ferm Upleaded
9 s Sanior Executive Management Salas 0 Mo Farm Upleaded
e Ha Ausistant Vice President Mansgement Sales 30 Me Ferm Upleaded
e crnay At sales Mo Form Upleaded
9 ne Executive W Salas 0 Mo Form Upleaded
e e Mansger Sales Sales 30 Me Form Upleaded
MM Sandip Vedpathak fialis misaks From. P

AJCPY3432K Form16




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:

e Summary

e Salary Details

e Salary Slips

e Lloans

e Advances

e Expenses

e Previous Employee Earnings
e Investment Declarations

e Vehicle Perquisites

&2 Employees(108) Q la Upload Farm 16 =
= Al Enities MM Departmant Al Designation all Losation Active Employes Al Employee Branch

=
v g .“‘ @ @ .“l

Monika Sharma Sandhya Kumar Tanya Upreti Nitish Kumar Sumit Kaushik
= Department Employes Coda Dopartmant Employes Code  Dapartmant Employes Code  Dapartmant Employee Code  Department Employes Coda
L]

Ashwani Vikram Bisht Deepanshu Ampit Ayush Sharma

Q (® Monika Sharma
v -, SUMMARY SALARY DETAILS SALARY 5LIPS LOANS ADVANCE EXPENSE PREVIOUS EMPLOYEE EARNINGS INSURANCE INVESTMENT DECLARATIONS REIMBURSEMENT VEHICLE PERQUISITE
-
e Salary Account Details i
%
il Account Holder Name Bank IFSC Code Account Number Mame of Bank
4
Benafits & Actions b}
— 3 Modifiy Salary Hold Salary B Hold salary History TDS Projection Report
-]
[+ Downloads
B Form 11 @ B Form 16 Part-a, @ B Form 16 Part-B @ B Fform12 ®
B Leave Wages Form ® B Hational festive Farm (6] B Salary Report @ B Annual Sheet ®
B Tasheet @ B CTC Lifetime Report @ B Form 34 ® B form19 ®
B formf ® B Form 1284 (6]

Timeline E



Summary
A timeline showing all payroll modifications for the employee.
Actions:

e Modify Salary: Allows salary structure edits.

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

¢ Hold Salary History: View and edit hold status.

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

@ Manika Sharma

SUMMARY  SALARYDETAILS  SALARYSUPS  LOANS  ADVANCE  EXPENSE  PREVIOUS EMPLOYEEEARNINGS  INSURANCE  INVESTMENT DECLARATIONS VEHICLE
Salary Account Details o
Account Holder Name Bank IFSC Code Account Number Mame of Bank
Actions o
©r Modifiy Salary Hald Satary B Hold satary History T0S Projection Report
Downloads ®
B Fform 11 @ B Form 16 Part-A ® B Form 16 Part-B @ B rorm2 ®
B Leave Wages Form @ B National festive Form ® B Salary Report @ B Annual Sheet ®
B Tassheet ® B CIC Lifetime Repart @ B fom3A @ B rom g ®
B romeF (o] B romi28A @
. .
Modify Salary: Allows salary structure edits.
7 Modifiy salary
< Modify Salary
01 iay-2006 o Employee ID Emplwee Name Designation
Scogo Network 45 copy Copy(CTC) Fined Deduct ToS
Indian Rupee (8]
Bonus(Variable,Fixed)
X
HEAD CALCULATION HEAD AMOUNT
Overtime Plan : Variable Pay (Morthly) Variable (Flat)
variabie Py
EARNING
@ show £°S Component HEAD CALCULATION HEAD AMOUNT
W Enforce ESI Basic (T = 40/100) 16667
HRA (BASIC * S07100) s
Specisl Alk SYSTEM 9387
Perfeeman (BASIC * 257100) 4167
DEDUCTION
HEAD CALCULATION HEAD AMOUNT
FF SYSTEM 1800
PT SYSTEM 200
Medicsl { Emplayes) FLAT
COMPLIANCES
uean p EAn ALl




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

Hold Salary

Hold Salary
Note: Leave End Month blank to hold permanently.
Start Month *
End Month

Reason for hald *

Hold Salary History: View and edit hold status.

B3 Hold salary History Hold salary

Note: Leave End Month blank to hold permanently.

Hold Salary History UNDO UN HOLD
Last Payroll Run : y Hold Range: onw
START HOLD MONTH END HOLD MONTH HOLD ON HOLD BY HOLD REASON UNDO ON UNDOBY  ACTION
Remarks *
Nov 8, 2023 Monika Sharma na

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

TDS Projection Report

Old TDS Mew TDS (ACTIVE)
HEAD NAME SECTHON DECLARED AMOUNT ACCEPTED AMOUNT = .
er s0¢ 21600 15000 e -
Prafessicnal tax PT 2400 2000 A 5
e
71 |

Mo Record Found

Standard Deduction 50000  Standard Deduction 75000
Total Deduction 20000  Total Deduction 0
Tanabile Income 315650  Taxable Income 310650
Tax Slab 250000-300000  Tax Slab 0-400000
Annual TAX + CESS 0 Annual TAX + CESS o

TDS Maonthly 0 TDS Monthly o




Downloads

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

Downloads
B fom 11 ® B Form 16 Part-A ® B Fform 16 Part-8 ® B fom12
B Leave Wages Form O] B National festive Form ® B Salary Report ® B Annual Sheet
B Taxsheet ® B CTC Lifetime Report ® B rform3a B Fform19
B fom¥ ® B rform128a

Salary Timeline
Access and view the salary timeline.

Timeline E

@\I Current Structure: Scoge Network 4.5 copy Copy
Current Salary: 500000

111 Jun'24

Current Structure: AVP/VP/ Assistant Manager
rent Salary: 1500000
d on 01 Now'23

e, Cument Structure: AVP/VP/ Assistant Manager
I_@ urrent Salary: 1500000

e, Cument Structure: AVP/VP/ Assistant Manager
I_@ Current Salary: 600000

i 17 Sep'23

Salary Details

Breakdown of earnings, deductions, and compliance.

(2) Monika Sharma

4
- SUMMARY | SALARY DERAILS | SALARY SLIPS LOANS  ADVANCE ENPENSE PREVIOUS EMPLOYEE EARNINGS  INSURANCE INVESTMENT DECLARATIONS  REIMBLRSEMENT VEHICLE PERQUISITE

o Moenika Sharma
b3 & -
B TAEET M 1 TIIEE  Mont T2500  Maontby Net Pryable: T 36065
+
BONUS
-]
[+
Earnings
Deductions

B compliances



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

hid ® Monika Sharma

7 SUMMARY SALARY DETAILS SALARY SUPS LOANS ADVANCE EXPENSE PREVIOUS EMPLOYEE EARNINGS INSURANCE INVESTMENT DECLARATIONS REIMBURSEMENT VEHICLE PERQUISITE

*

+ W

-

January February March April May June

=

July August November

Loans: Breakdown of loans with filters.stp,
View/Edit EMI/Tenure details of the Loan by clicking the one-eye option.

"_‘ (® Max
«
- SUMMARY SALARY DETANS SALARY SLIPS ADVANCE EXPENSE FPREVIOUS EMPLOYEE EARNINGS INSURANCE INVESTMENT DECLARATIONS. REIMEURSEMENT VEHICLE PERQUISITE
-
g All Recuuests *
P + . biad 5478 o ® Approved ® Cosed ®
B " w0000 12 bzetns o7 2005 ® Approved & Open @
-] HR 30000 & Mantry ® Approved ® Open @
-] ™ ' e ppr— My 14, 2008 ® fpproved ® Closed ®
e v 1000 Mer pr ® Dending # Pending @
e 2026061152344 * 10000 2 Monirs un 11, 2005 ® Pending * Pending @
Loan Details
Loan Details Loan ID : 20230630130833
Edit EMI / Tenure
Employee Name Employee Code Department
Max 1 HR
Joining Date Loan Amount Interest Rate
Dec 1, 2024 5000 1%

e from * o

Loan EMI Details

Close Loan
EMI MONTH UPFRON EMI AMOUNT INTEREST AMOUNT PRINCIPAL AMOUNT
Jun 2023 B 19 4 415 Adjust Tenure
Jul 2023 - 419 4 415
Adjust EMI
Aug 2023 - 419 3 215
Sep 2023 - 419 3 216
Upfront Payment
Oct 2023 - 419 3 416
Nov 2023 - 419 2 416
Dec 2023 - 2508 2 2506




Advance

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

e View EMI plan.
e Edit EMI and tenure.

¥F

Expenses

PRV EALCAEL EA RN
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WEHICLE FROARSITE

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

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

) Max

LAST ORGANIZATION MAME

aloash

LAST TOTAL GROSS AMOUNT

1000000

LAST TOTAL TDS AMOUNT
2000

FINANCIAL YEAR

2023

CREATED'ON

2023-10-10 102455

SUMMARY SALARY DETAILS SALARY SLIFS LOANS ADVANCE EXPENSE PREVIOUS EMPLOYEE EARMINGS INSURANCE INVESTMENT DECLARATIONS REIMBURSEMENT VEHICLE PERCAISITE

CREATLD BY UPDATED ON UPDATED BY

O000-00-00 00:00:00



Investment Declaration
Admins can:

e View & Edit pending/approved declarations.
e Add new declarations and proofs.

(© Monika Sharma

i SUMMARY  SALARVDETAILS  SALARYSLIPS ~ LOANS  ADVANCE  EXPENSE  PREVIOUS EMPLOYEEEARNINGS  INSURANCE INVESTMENT DECLARATIONS | REIMBURSEMENT  VEHICLE PERQUISITE
Vesr
& Download Zip © Addinvestment 2024 B Status

O EMPLOYEE SECTION NAME DEDUCTION HEAD REQUESTED DECLARATION /ACCEPTED DECLARATION PROOF STATUS ACTION

e Menike Sherma a0c Mutual Fund 15000 15000 File not Available

e Mornika Sharma a0c 0 100000 File not Available Vi
e Morika Sharm: 20C 15000 15000 File not Available 7
e Meni shar 80C Life Insurance Premium 35000 4
e Menik Shar a0c Depositin National 4
e Meniks a0c Chldren Tution Fe: Amount * 4

15000

e Meni 20C Equity Linked Saving| 4
e Men 20c NABARD Noified/R: . 4

Send Notification

& Drag & drop here or Choose file

camel E

Reimbursement
Admins can:

e View & Edit reimbursement details.

e Add new reimbursement in the data with attachment proofs.

(2} Max

AMBARY SALAEY GUTA LAY L LIRS AN 1 PRIVEAR [ L

P buariaeabat Duiaids

Vehicle Perquisites

Configure vehicle details affecting payroll taxation:

e Owner

¢ Maintenance payer
¢ Engine capacity

e Driver provided

e Effective from

e Usage purpose

Note: Taxability is calculated as per these settings.



® Max

SUMMARY SALARY DETAILS SALARY SLIPS LOANS ADVANCE EXPENSE PREVIOUS EMPLOYEE EARNINGS INSURANCE

Vehicle Owned By Maintainance By

INVESTMENT DECLARATIONS

REIMBURSEMENT VEHICLE PERQUISITE

Employee Employer

& Edit Vehicle Perquisite
Vehicle Cubic Capacity Is Driver Provided -
UPTO 1600 Yes Fmpeyes

O Employes @ Employer

Applicable From -
® UPTO 1600 O ABOVE 1600

01 Nov 2023
@"E
;
;4 r:d
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 Payslips Publish Payslips

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

Regenerate Payslips

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

Email Payslips

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

@ kindly confirm the action you want to take.

= 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 dlick the Email Notification option, only a notification email will be sent to the employee.

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

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

[ LEN S LERIGEIN  Send Push Notification | Send Email Notification

Email Payslips

e 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.

e 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 Zip

Download all payslips in bulk as a ZIP folder
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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'

Action Lag
=
o Super Aomin can select one soiion_type
wihan It type i AN
T2 Logdovtinl?!
[epra— e :
o . ——— N
o - re——— "
o: - o ot e et .
e iz -
n- g ] r el ol il T




Salary Comparison View

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

bifurcation of employee CTCs in a comparative format.

Action Logs

‘.‘_ Action Logs
£ 4 E
r iy — ) Q
| :
a8
; + : & Emplopees30)
EMPLOYEL NAME DEPARTMENT ACTION TYPL ACTION DESCRITION ACTION DWTE ACTION TIME ACTION TAXIN B ACTRON
+] e fite 2 Admin 1 Cha Selary Mapped with sructure Mo Complamcecegn™.  Mle2ls 1212 Max
o 9 = Finance e Cha Satary Mapped with sinucture “No Complance copy'. 24 Jun, 2025 1200 M Max >
’ ? e aid TEST e Cha Salary restrusture fram name “Exstutive PF Lissit” ta "Ne Compliande 2opy". 4 Jun, 2025 1123 AM Ma
5
e bt T TEST te Charge: Salary updated with structure “Executive BE Limit® 24 Jun, 2025 06 AM Max -
e feman TEsT Satary Mapped with structure “Newd0" Max -
e s Admin LOP Guays updated ta.0 for the manth of June 2025 Max
9 i Admin LOP Clays updated to 0 for the manth of May 2025 Mace
o- — P p "
[ = R TEST LOP Days ugdated ta 0 fr the manth of hune 2025 Max
e e TEST LOP Diys upeabed ta 0 For the month of sy 2025 Mase
e fan TEST LOP Duays upeated ta.0 for the manth of Apeil 2025 24 Jun, 2025 41580 Mae
i ==

Akib(AK_099)

Monthly Salary: ¥ 50000 Monthly Gross Salary: ¥ 49300 Monthly Deduction: ¥ 1800

Monthly Net Payable: T 47500

Bonus
e .
it
7
h
.~
- .
No Heads Found
Earnings
BASIC HRA New_Head Laptop Allowance
2 30000 215000 74300 20
Deductions
Employee ESI PF PT ndicative Group
20 21800 20 20

E Compliances

Medical Allawance
2700

E Allowance

Special Allowance.... LTA CC Covenyance
20 20 20 20
Medical Uniform Allowance Food Allowance Conveyance Allowance

20 20 20 20




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:

e Entity: (e.g., Ashok Auto Sales Ltd + 19 more)
e Month-Year: Jun-2025
e Additional Filters: More options (designation, department, code, etc.)

Code Employee Designation Department Paid = Arrear  Arrear  Arrear
Name On Salary Days Status

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

Click Next to move to the Preview & Generate step.

4___




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:

e Arrear Gross: X 1000,000

e Arrear Payable: X 80,000

e Total Arrear EPF Wages: X 75,000

e Total Arrear PF Contribution: X 8000

e Total Arrear ESIC Contribution: X900

This marks the end of the arrear processing flow.

G - a B :
L
:

Arrear Processed Successfully

You have successfully processed the arrear




5. Full & Final (F&F)

(Lol

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

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

e Proceed Without Reset
e Reset & Proceed

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

Q searcn ®ik| @v N i e

Pending for F&F | F&F Completed

Pending F&F

Eniy Deparimant Designatien Locatior
Al Entities B Al Department B Al Designation B All Location

Month-Year

<2 Employees(2)

v P

Ben:

TZ
-]

ports

1}

eport:

tion
horts

I

Department Employee Code
a 22

X

You have your progressed data saved, choose below option to move further.

PROCEED WITHOUT RESET ‘ RESET & PROCEED

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:

pJ

mr)
4

e Notice Period Waiver (toggle),

Notice Period Lieu By (Employee) (Employer)

e Penalty Days (editable),

e Assume Day (editable) Penalty, Excess Leave Recovery, and enter remarks under F&F, Clearance
Penalty, and Other Earnings.

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

Copilot Mode

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

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

® FNF Checklist
e Sicdhart Ghodke
] Basic
TS Toyred peocess i Pan
50 A
[ Tax Regime
. Centract/Account Information
i Investment Declaration
[ Rebursenert A 15 days 22-5ep- 2022
8 toun a5t Wesing Da ved L
550201 05-0ct:2023 oy
& Aedvanc
Hotice Period Waiveo!
T Lo Encatbeneet
B Govsy
Penaity Days
7 Penalty/Adjustments
@ Summary
O Remarks
Fnf Remarks R updateed
ity Remarks Updted
Other Earning Remarks Updated

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.

i © i checkis
= H s D) MALL B0 s s ACTION
4
un Paprcd B Basic Desalls ] fpr 2025 Ed n 0000 330 0 oo ez
&
I & |I wya 3 3 000 3 3 i e
# B TacRegime Jun 2023 0 n 0000 wm 0 266542 Y ke
4
| B & Imestmenn Declaation ;2 3 u 000 13 0 266543 T Ao
: 2 ne -
As, B Reimbu nt Aug 2023 N z 0000 sz o W Ao
aton Sep 203 'l 2 D300 3 [} IeTE Yo Acvosa
. Loan
ot Oct 20 31 0 0000 31 0 Y Acscen
& Advance
Mow 2022 0 » o0 w3 0 L1543 1 et
Regeeet T Lewe Encashenrst
L= Diec 2023 n n 0000 o n 5004 Fa Arises
B Geotuiny
1 1o 20 3 3 o040 2l 0 et
T Peralty/Adpstments
Feo 2024 ) n o000 EE [} 20141 o i
[ —
Mae 2028 bl ] 0000 313 0 201740 [y—
e 2028 % n o000 030 [} Y -
Miy204 3 ] 0000 Y. [} 26818 W A
Jun 2024 £l w 000 5730 5 [—
Jul 2004 Ell El bi00 nm [} 2n260 -
fug 2024 3 2 0000 33 [} 24884 o Acvaea



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.

f ® FNF Checklist
P Choose Your Preferred Tax Regime
ED Basic Details
]
- & Payroll process (]
| ° |pr——m—
¥ @ Reimbursement
. ()
- 2 @ -
L) | S 3
Repoet T Lewve Encashment 0ld Regime :
o5 New Regime
xt B cony
- 1 Peralty/Adjustments
@ Senmary

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

0
H

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

e |If the Old Regime is selected, this section becomes editable.
e |If the New Regime is selected, the investment declaration section is skipped.
e If Copilot Mode is disabled, the investment section is visible regardless of regime.
e 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.
e The section includes filters for Year and Status (Approved, Pending, Rejected, Re-Approval).

Fl d

ol [E) Basic Details (]
Em e &5 Payroll process [
A
Arrear [E Tax Regime []
‘ ull & Final
¥ [E] Reimbursement
Benefits &
B & Loan
mports
& Advance & Drag & drop here or Choose File
g
s " Leave Encashment
=
Rl B cratuity

' penalty/Adjustments



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.

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

@ ENE Checklist  Reimbursement Details

Basic Details

a® Payrell process

[}
y (/] :
- 5 = ..
Tax Regime G A
]

<& Investment Dedlaration Mo records found

I| [ Reimbursement b4 ]
K B Lo
& Advance
-]

Leave Encashment

E Gratuity

T Penalty/Adjustments

6 summary

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

e 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.

L ® ENF Checkist

ome Rejected -
ln Payrc [ED Basic petails ]
-
= =
. & Payroll process (] 2
~
Arrear Tax Regime o ..
‘ e | < Imvestment Dacaration o R
& . Bl Reimbursement ]
B | & Lo w ]I
= & Advance
T Leave Encashment
3
il B crauity

T Perultysadjustments

€ semmary



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

e |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.

# ® ENF Checklist
(e All Requests -
Run Pa [E Basic Details (]
P
& Payroll process (] ' B
Bl TaxRegime (] A ey
‘ 11l & Finz | & Investment Declaration @ Mo records found
¥ =
- Reimbursement (]
[+] @ Loan []
- P
T Leave Encashment
. eave Encashmen

B crawity

T Penalty/Adjustments

G summary

8. Leave Encashment:
e Displays leave balances across types such as Casual, Privilege, Maternity, etc.
e Admins can override the data manually using the Edit Encashable Leaves.

Edit Encashable Leaves Pop-up Details:

e Edit eave Encashment On: Select from Basic, CTC, or Gross.
o Encashment Calculation Days: Fill in the number of days.
e Admins can update values to reflect actual entitlements.

Pending for Fa Fé&F Completed

® FNF Checklist  Leave Encashment Details

[E) Basic Details
Casual or Medical Leave 0
-

Payroll process
R Payrelp Privilege Leaves 0

Tax Regime

= Investment Declaration Edit Encashable Leaves

The data can be manually overridden. Provide updates or
[ Reimbursement [ ] b >
corrections as needed to keep it accurate and relevant

Compassionate Leave

O 0 0 0 0 0 o

B Grawity
T Penalty/Adjustments. [ ]

Coneel m
& summary

Previous ‘ Next




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

h . @ FMNF Checklist
Run Payro Basic Details
oy
- oy
mploye &5 Payroll process
%
3
Tax Regime
-b Investment Dedlaration
L
kit [ Reimbursement

B # Loan
& Advance

T Leave Encashment

Ml 0 0 0 0 0 @ o

S—

| B Gratity

T Penalty/Adjustments

& summary

Gratuity Details

g Date
25-5ep-2023
Taxable Gratuity Amount

N/A

GRATUITY AMOUNT

0

Joining Date Total Year Of Experience

20-Jan-2023 1years

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.

F&(F Completed

a
® FNF Checklist
Home
Basic Details []
&3 Payroll process []
Arrear [ Tax Regime []
Full & Final <5 Investment Declaration []
o [2] Reimbursement []
i
B ® Loan ]
Imports
-] @ Advance []
Reports
o] “* Leave Encashment []
Payout
& B cratity []
onfigurations
[ T Penalty/Adjustments X l

¢ summary

Penalty & Adjustments

HEAD NAME

Bonus

Leave Encashment Amount

Notice Period Penalty

Clearance Penalty

Asset Penalty

otrerea  Computed TDS Amount

Joining §

TDS AMOUNT
41164

Assume |

Excess Le

Add Dynamic Head

AMOUNT EDITABLE AMOUNT

Unelaimed Reimbursement

Previos m

Add Dynamic Fields

D'inam'c Heads

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

e in e ;e i

2. F&F Completed

®

B sasic Details

&8 payroll process

[ Tax Regime

< Investment Declaration
[ Relmbursement

& Loan

& advance

T Leave Encashment

B sratuity

T Penalty/Adjustments

FNF Cheeklist

e & 0 0 0 0 0 0 0 o

| € summary

e

Employee Details

Employee Name
Siddhart Ghodke

Date of Joining
2023-01-20

Salary Hold Months

Net Hold Salary : 0

Last Month Salary Details

Penalty & Adjustments

Employee Code

2z

Ermail

Siddhart Ghodke@gmail.com

Department Designation
Finance Executive
Last Working Date MNotice Period
2023-09-25 15

|m

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.

F&F Comploted

F&F Completed

Al Entities

sp Employees

8 2
r

Roll Back F&F

View FNF Sheet

fie-Settlement

Download F&F Statement

All Department

&)

Shweta Rajoria

&)

Mohit Gupta

Al Designation Al Location

&)

Manish Gautam

@

Search



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

modifications.

View & Download F&F Statement

breakdowns and final settlements.

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

View Slip

Z Zimyo

Sales XIII

Gurgaon, Harvana

Diate:
Z1st Auwg, 2024

Employes no.

64

Date of Jaining

Sth Apr, 2023

Name

Mahit Gupta

Date of Resignatian

1ith Sep, 2023

PAN

uaN

Designation

Executive

Last Working Day

1ith Sep, 2023

Department

Management

No. of Payahle Days

18

Exit Reason

Separated

IFSE

Account Number

Hold MonthYear
Jun 3023
Sop 2023

Amount
2EBE10
208614

Salary/Wages for the month of

1. Salary

BASIC

HEA

DA

Special Allowance
Earned CTC

Master

327550

Pald

Payahls
Sop, 2023

]
3000
aoa
196530

210780

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.

@ Re-Settlement

Earnings

Total Eamning

Net Payable Amount

Deductions

®

Total Deduction




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 :

e Loans e Tax Deduction
e Advance e Restructure

¢ Reimbursement e Other Earnings
e Expense

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:

o Bulk Create Loan: Download template > Fill in details > Upload sheet.
e View Loan Details: The admin can view details and edit the EMI/Tenure
e Download Proof:

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

Loans Advance  Reimbursement  Expense  TaxDeclaration  Restructure  Other Eamings

Entity Department
All Entities s All Department

Lecation status
Al Location ° Employee Branch B All Requests

nclude Employee Codes (Separated by Commas ")

Full & Final

4 EMPLOYEE NAME DEPARTMENT LOAN ID LOAN AMOUNT REQUEST DATE OPEN/CLOSED PROOF ACTIONS
Benefits &
Taxation Closed 4 ®

Imports

-]

Reports

Max HR 1 29000 3 Months May 14,2025 ® Approved ® Closed @
Max HR 20250610151730 210000 3 Months Jun 10, 2025 @® Approved ® Closed & (o)
Max HR 2025061115224 210000 2 Months Jun 11,2025 ® Approved ® Closed & @

e Mex HR 2050423181620 230000 6 Months Apr 23,2025 ® Approved ® Open & @

admin account HR 46666 $ 2000 12 Months 1ul 22,2024 ® Approved ® open @

e admin account HR 20240814104514 4500 3 Months Aug 14,2024 ® Approved ® Closed s ©

Advan Reimburseme xpense ax Declaration  Restructy Sthes Eamings
Loans &, Bulk Create Loan

Al Entities All Department All Designation

Location Al Requests
*® Lown Detsis Lose 1D £ 2023063012083

HR 202306301 : ® Approved ® Closed & @

J—— o=
@ Approved @ Closed @

i e . R 230801
a
0 HR 202504071 - ® Approved ® Open & @
3 .
. O 0 wsou| , = * ome N o
5 L
0 * ! ® Approved ® Closed ®
9 R 202506101 ® Approved ® Closed & @
9 v HR 2025061152244 10000 2 Months Jun 11, 2025 ® Approved ® Closed 3 )
9 e HR 26666 § 2000 12 Months Jul 22,2024 ® Approved ® Open @
0 somn seeunt HR 2024014104514 5500 3 Months Aug 14, 202 ® Approved ® Closed & @



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

Edit EMI/Tenure

Edit EMI / Tenure

Applicable from * ]
Close Loan
Adjust Tenure
Adjust EMI

Upfront Payment

Advances
Admins can:

e 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.

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

e Use the eye icon for a detailed breakdown.

e Use the checkmark icon to approve and configure advances.

e Use the cross icon to reject requests.

b Advance
. 4
Al Entities Al Department A8 Designation
i A8 Request
B8
) Aduance Oesin Lasn 10: 2025052112051
4
Benefits & » yow
| elll| ©
B 9 2
-] N
0 h Advance (M Oetails
= 0
@
0 ot ® Pending . & @
e ety . . & @
o T o "
9 1 ® Pendin °r & ®
9 ® Approved ° ®
Edit EMI / Tenure
Applicable from * f::|
Close Loan
Adjust Tenure
Adjust EMI

Upfront Payment




Reimbursement

e View eligible employees with filter options.

e 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.

Reimbursement

Reimbursement Freeze Reimbursement 1, Upload Reimbursement

1

All Entity, Ashok Auto Sales Ltd +19 more 8 All Department, Admin +17 more All Designation, Analyst +38 more Al Location, Assam +15 more

Branch Active Emplayee 2025 Staty

22 Employees(2) h Employes
Benefits &
Toation EMPLOYEE SALARY HEAD UNCLAIMED AMOUNT  APPROVED AMOUNT  CLAIMED AMOUNT  REASON REMARK DECLARED ON  ACTION TAKEN ON  INVOICE DATE INVOICE NUNBER PROOF STATUS
e 12 Driver Salary 2667 2667 Updsted 24-n-2025  24-1un-2025 24-Jun-2025 ae27 File not Available
e : Driver Salary 123 123 20-May-2025  26-May-2025 Fila not Availabla
T ——————
R : e T -

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

Freeze Reimbursement . i
[ Riembursement Freeze

Q,
AII. I.E.nt\ties I Alzlhls)epartment I A\‘I De;iénation =
Location Employee Status
All Location o Active Employee o Employee Branch e
Search Employee Codes (Separa... m
() EMPLOYEE CODE EMPLOYEE NAME smus'
EWA466K3 221008344 1707410283411 hjigte yfffev
W480GF2U 2210085944 1707410339396 befcrq xpiugd
7QB40RZZ 2210172644 1707410846306 wuctpf khqlis
013FGVEG 2210185044 1707410930645 tnngzf jsfgao
65C6F3N4 2210203744 1707411037776 aopjmr wdypsk
11ZK1D30Q 2210213044 1707411090638 ftognr cabryk
7YEQD3Y4 2210213144 1707411091964 yfgbys popgur
45225HCR 2210213244 1707411092077 gasxsu swyhmj
HUZQCO7 2210213244 1707411092158 jbcbyk jriidw
SOKMNB259 2210213244 1707411092286 dsbpeo glkmvs
THEOMHTD 2210213244 1707411092816 chuiab gfygjr
QBHS87LQ 2210213544 1707411095987 flgets magelkf
M7QRIB30 2210213644 1707411096029 agsgwf biefkv

54UGA224 2210213644 1707411096389 isyqyp zadprx




Approve, reject, or view details of Reimbursement requests.

Reimbursement

*

All Branch Active Employee $ 2024 s Status

“nlors=ty :

EMPLOYEE SALARY HEAD

Q, :

it @

Approved

UNCLAIMED AMOUNT JON TAKEN ON  INVOICE DATE INVOICE NUMBER PROOF STATUS

FF 4
4
57
S

16-Apr-2024 3426EEDSFG File not Available

Remark

Remark

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

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

e Use Search to view requests.

e View expense number, raised/approved amount, and status.
e Eyeicon: View full expense details.

¢ Bank Sheet: Download filtered list in XLV format.

L Expense

EALE Al Entities A Dapartment &l Designaticn

En All Employee Branch 8 all z 01-Aug-2024 (]
b

Employe
2 e B e b Bank Sheat

-] EMPLOVEE CODE EMPLOVEE NAME EMPLOVEE TYPE EXPENSE NUMBER EXPENSE TITLE REQUESTED AMOUNT APPROVED AMOUNT REGUEST RAISED ON PAY STATUS ACTICN
impert 1 Monika Sharma Intemal SALEC- 10363 focd 6500 5000 Sep6, 2024 @
w_ 1 Monika Sharma Intemal SALEC-10382 Food 3500 2800 Aug 16, 2024 @
£ 1 Monika Sharma Intemal SALEC-10361 Twe wheeler 6500 6500 Aug 16, 2024 @

1 1 Monika shama Intemal SALEC-10360 Food 50000 50000 Aug 13, 2024 @




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

’ Expense
o Al Entities All Department ANl Designation
- Emplaves Emsiopee By
5 Al Employees & &ll Employee Branch 8 -
) 15-0ct-2024 [ Search Employee Codes (Separated by Commas
e EMPLOYEE CODE EMPLOYEE NAME EMPLOVEE TYPE EAPENSE NUMBER EXPENSE TITLE
S 1 Morika Sharma temal SALEC-10363 tood
1 Morika Sharma atemal SALEC-10362 food
g3 1 Meriks Sharras stemal SALEC-10361 Two wheeles
& 1 Morika Sharma atemal SALEC- 10360 Food

Eye icon: View full expense details.

REQUESTED AMOUNT

6500

3500

6500

50000

AN Location

01-Aug-2024

APPROVED AMOUNT REGUEST RAISED ON
5000 Sep 6, 2024
2800 Aug 16, 2024

6500 Aug 16, 2024

30000 Aug 13,2024

PAY STATUS ACTION

Advance  Reimbursement | Expense | TaxDeclraion  Restructure  Other Eamings
() Expense
Home
e Al Entities 3 All Department s All Designation I Al Location
Employe Status Employee tranch Pay Status Request Raised From Date™
2 s All Employees 2 Allemployee Branch 4 Al s 01-Aug-2024
&
P Request Raised To Date
15-0ct-2024 (3 Search Employee Codes (Separated by Commas ')
Full & Final
Benelits &
faaten = EMPLOVEE CODE EMPLOVEE NAME EMPLOVEE TYPE EXPENSE NUMBER EXPENSE TITLE REQUESTED AMOUNT APPROVED AMOUNT REQUEST RAISED ON
Imports 1 Monika Sharma Internal SALEC-10363 food 6500 5000 Sep 6, 2024
ol 1 M
Reports o
25 . : vol EXpense Details (SALEC-10363)
Payout -
¥ (m] 1 Mot
Confiqurations EXPENSE TYPE BILL NO. DATE FROM DATETO REQUESTED AMOUNT APPROVED AMOUNT
Food Sep 4, 2024 Sep 6, 2024 6500 5000

Bank Sheet: Download filtered list in XLV format.

Below are the details in the downloaded Bank Sheet.

S.

5 Employee Name Employee Code Amount Bank Name

Account Number Ifsc Code

e}

oaY STATUS AcTioN
@
@
©
Permanent Address

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

o Please select date between three months.



Tax Declaration
e View and manage declarations raised by employees.

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

e Email Notification: Trigger email for declaration reminders.

e Freeze Investment Declarations: Locks submitted declarations.

e Bulk Approve & Reject /declarations by selecting the request of the employees.
Edit the request by clicking on the Eye Icon.

ns e Reimbursement Tax Decloration | Restructure  Other Eamings
&
~  E— — T [L——
Entity < Department : Designation : Location
sranc Employee Satus
All Branch B Al Employees 2024 B Status

Proof Stas
Search Employee Codes (Separated by Commas ") Al 3 m
22 Requests(®)  Select All Bulk Approve Q & Download Zip

EMPLOYEE SECTION NAME DEDUCTION HEAD REQUESTED DECLARATION ACCEPTED DECLARATION PROOF REMARKS sTaTUS ACTION

a
& Final
4
Benefits.
Taation
imports
-]
ors
]

9 Monika Sharma a0c Mutual Fund File not Available sodbnm

Mo o 80C Public Provident PR attachment 7

Report o
: - 15000 .
80C 4
80C - 4
9 Monika Sharma 80C Children Tuition | . File not Available NA 2

Send Notification
9 Monika Sherma 80C Equity Linked Sa File not Available NA 7
9 Monika Sharma 80C NABARD Nofified & Drag & drop here or Choose File File not Available NA 7
Cancel E

E 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
e Enable/disable head structures visible in ESS.

e Show/hide head names, sections, and limits
Download the details in the Zip file by clicking on Download Zip.

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

Lown: Advance  Reimbmriomest  Eperse  TmDecralion  Restuctwe  Other Gamings

22 Requet(s)  Select All . qQ & Downkoad Zip
ELOVEE SECTION NAM REQUESTED DECLARATION ACCEPTED DECLARATION sacor REMARKS R o

] 9‘ 8ic 15000 15000 File ot Avalable ra

P Y o oo P — P

e Bc 15000 15000 File not Avallable Wik /

e Staa 8c 35000 35000 File not Avalable rd

o ste me (NSC/NES) 5555 5555 File not Avaltable i s

9 80c 2000 2000 File ot Available it s

9 8c 5000 5000 File not Available Fd

o sc ABARD N 15000 15000 File not Available s




3% Freeze Investment Declarations . . . .
_ Freeze and Unfreeze Investment Declarations: Locks submitted declarations. Click

on Freeze Investment Declaration

r

il Investment Declaration Freeze

Q, Freeze
All Entities . . All Designation .
All Location . . All Employee Branch .
(] EMPLOYEE CODE EMPLOYEE NAME STATUS
31 aarhsa
15 Aarthi
20 Abhishek Kumar
10003 Aishwarya Gore
78 Aishwarya Paradkar
12 Ajay
28 Akshata Bhatnagar
42 Akshay Malhotra
MMOO1 Alpesh Agrawal
54 Arnarkumar
1 Brnarmia
N
13 Configuration
Configure:
e Enable/disable head structures visible in ESS.
e Show/hide head names, sections, and limits.
(%) Configuration
HEAD NAME HEAD SECTION HEAD LIMIT
Public Provident Fund BOC 150000
Mistual Fusd B0C 150000
Deposit in Mational Saving Certificate/Schesme (NSC/NSS) 80C 150000
Repayment of Housing loan{Principal amanst) 80C 150000
Unit Linked Insurance Premium (ULIF) 80c 150000
Life Insurance Premium 80C 150000
Cheldren Turtion Feet 80C 150000
Faved deposit in scheduled baric/post office under saving schemes 800 150000
MABARD Notified/Fural Bonds. B0C 150000
Onher vasrious ferd in 800 B80C 150000
Mutual Fund Pension 8ocC 150000
Aurears [ previous PF BT 150000
Sukanya Samricd Yegana 80C 150000
Equity Linked Savings Scheme (ELSS) BC 150000
VPF 80C 150000
Serice Citizen Saving Schemse s0C 150000
PF 80C 150000
Kisan Vikeas Patra (KVP) 80C 150000
Leng teem Infrastructune Bonds B0C 150000
Pradhan Mastri Sursksha Sima Yojana s 150000

HEAD STATUS




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

e Use filters to view and manage restructure requests.

Ll Restructure
)
Hun Far Active Employes
-
&=
— Search
o 22 Emplayees(2) =
EMBPLONEE OTHER AMOUNT HEAD DETARS STATUS
Benefits & Amount
Taxaation
]
L}
ek nes
= 9 admin sanss vehicte sllcamar: a0
NBS
Dibeter Salary
nes
L0} 1500
Head Bame Ao
400
00
e Deters . =
300
Y 400
£y 500

Other Sources of Earnings

e View, Approve, Reject, and manage income declarations from non-salary sources.
e Select income type, enter amount, and upload proof.

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

e Click Search to view submitted requests.

Gther Source of Eamings

600 600 Filee not Available

20 20 File not Available

®0 0 -

a
[=]
oo

60000 60000 File not Avallable



7. Imports
Description: Bulk upload employee payroll data.

e Leave and Attendance e Taxation

e Salary and Wages ¢ Loan and Advance, Etc.
e Arrear

Bulk Uplosds
Leave and Attendance

Loss of Pay o Overtime and Production Incentive o Leave Encashement a

Salaty and Wages

Miscelaneous Earning/Deduction o Hold Solaey o Unhold Salary m Sonus

Salary Uplosd (] Other Source of Earnings o Show EPS o Previous Organisation Eanings.
Earned Salary o Employee Insurance a Payment Date And Reference o Map Overtime Plan

Lender Details Update ] Employee Gifts o FNF Payment Dste And Refesence <] Ovenide PT

Re-map Salary Structure Employee Tip Points. o Override Tips <1 Tips Aear

Milt-Location Tip Tagging [} Location Wise Tips (1

8. Reports

—-n

Description: Generate payroll-related reports. st
Features: View and download any report by selecting the particular report

e Salary & Wages Reports
e Statutory & Compliance
e Accounting & Finance

e Leave & Attendance

Reports
Statutory & Compliance

Form 13 o Form 17 o Form S B Form 6A

Loan Outstanding Report o PFECR o PFKVCECR PF ECR Repoet

®

BF Arrear ECR ™) Manthly Arrear ECR [} ESIC ECR o PF Sheet Downlosd
Asrear Report <1 Bonus Report a a ESIC Report [} Employee Tax Declaration
Employee HRA Exemption Report o TOS Report o TOS Track Report 1] Lf Report

Declaration Freeze Status o Income Tax Detads o TOS Projection Report a Formb.

TDS Monthly Report 1} Form 1288 - Form 6 Part 8 -3 Form 8

Form O a Form ¥ a form U e 24Q Aneusal Report

@v N H e~

T Upload Reversal



9. Configuration

Description: Core setup for payroll processing.

e Company Information e Email Library
o Settings e Report Configuration
e Salary Setup e Integrations

e Compliance
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.

S :

Appbcatie to 1 Empiyeet P -

Test Compary Test Cormpary, Incia P Lt Appicable to 4 Employees PR

Corporeal Heuth Saiutiers Corpereai Hewth Saiution Appicanie b § Ermeloyees # @

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.

""" Q @ v B e

@ sales

Confuprmern l



