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3.1 What is Payroll?

Payroll  is a process of maintaining records of all employee’s salary under various pay head, all statutory and non- statutory deduction attendance/ absent are recorded.

3.2 Features of payroll in Tally.ERP 9

· Payroll accounting in Tally offers the benefits of simplified payroll processing and accounting due to its added benefit of integration with accounts.

· The payroll module is flexible 

· It is used to create user defined earnings and deductions pay heads.

· The module uses unlimited grouping of Payroll Masters.

· It offers all-inclusive cost centre as well as employee wise costing reports.

· Ensures timely and precise processing of salary of employees

· It helps to generate a Statutory forms and challans for EPF & ESI as prescribed.

· The payroll module helps in tracking the loan details of employees as well.

3.3  How to create a Payroll using a Tally

Generate a payroll in Tally requires 3 steps

Step 1: The first step is to create employee master.

Under this the following tasks are involved 

· Employee Creation

· Employee Group Creation

· Create payroll units

· Create Payheads for salary Components

· salary detail creation
Step 2: Second step is to create payroll voucher

Step 3: Finally Generate a Payslip

3.4  How to create a Payroll Masters

Enable payroll feature in Tally ERP 9

Gateway of Tally -> F 11: Features ->: Accounting Features. Under Cost/Profit Centers Management section, Set the option “Maintain payroll” to “Yes”

Also set “Maintain more than one payroll or cost category” to “Yes”.

Create attendance/ production types as follow (Fig 6.2)

Gateway of Tally-> Payroll Info-> Attendance/ Production Types -> Create.

Name: Leave

Attendance type: Leave without Pay 

Then create another type as 

Name: Overtime

Attendance type: Production

Alt-C Unit hr

Create unit hr  using Alt+C

Employee Group Creation

Gateway of Tally-> Payroll Info-> Employee Group -> Create (Single)

In the same way create “Accountant”, “Clerk”

Now  create employee:-

Path for employee creation: 

G.O.T. (Gateway of Tally)--> Payroll Info--> Employees--> Create (Single) and type the basic information for the employee

Repeat the process for other employee

Pay Head Creation: Gateway of Tally( Payroll Info( Pay Heads ( Create.

Under pay head create salary, overtime ,DA, HRA , PF and other component and fill up accordingly

3.5 Create the following Employee Masters: 

	Employee Name
	Designation
	Date of Joining

	Bikash Singh
	Administrative officer
	20/07/2015

	Rupesh Sarkar
	Sales
	17/03/2019

	Runa Ghosh
	Markketing
	12/04/2010


Go to Gateway of Tally > Payroll Info. > Employees > Create In the Employee Creation screen, 

1. Select the Primary Cost Category as the Category 

2. Type the Name of the Employee as Bikash Singh

3. Specify the Name of the Employee Group as Administrative Staff in the field ‘Under’ 

4. Specify the Date of Joining as 20/07/2015. 

Type the other details of the employee as shown:

6. Press Enter to Accept the screen

Similarly, create the Employee Masters for other employees with their respective departments
3.6 How  to create payroll voucher

Gateway of Tally -> Payroll Voucher--> Press “Ctrl + F5” and then press “Ctrl + F4” to open payroll voucher

3.7 How to  Generate Payslip

 Gateway of Tally -> Display -> Payroll Report-> Statement of Payroll->Payslip->Single Payslip.  Now Press Enter and From “List of Employee” Select “Employee Name”

A Screen will appear which displays the payslip of an employee

3.8  What is GST

Goods and Service Tax (GST) Act is an Indirect Tax which has replaced many Indirect Taxes in India. The GST Act was passed in the Parliament on 29th March 2017. The Act came into effect on 1st July 2017; GST Law in India is a comprehensive, multi-stage, destination-based tax that is levied on every value addition.In simple words, Goods and Service Tax (GST) is an indirect tax levied on the supply of goods and services. This law has replaced many indirect tax laws that previously existed in India.

3.9  Discuss different types of taxes under GST

There are currently three types of GST

CGST – Central GST – Applies to sales within the state – goes to Central Government

SGST – State GST – Applies to sales within the state – goes to State Government

IGST – Integrated GST – Applies to sales outside the state   goes to Central Government

For example, if you sell something within the state, 50% of the GST will be CGST and 50% of 

3.10 How to  enable GST features in Tally

Go to Gateway of Tally > F11: Features > F3 : Statutory & Taxation

In the screen you will find following options : -

· Enable goods and service tax (GST) : Yes

· Set/alter GST Details : Yes.

This will display another screen where you can set GST details of the company such as the state in which company is registered, registration type, GSTIN number etc.

3.11  Create a ledger Purchase with GST under purchase account for the following company

A Company purchases 1 5pieces of Computer from HCL (with 18% GST)

Create party  Ledger to HCL under Sundry Creditors

Create Input ledger under Duties and Taxes

Type of Tax: GST

Tax Type Sales TAX

GoT->Accounting Voucher->Purchase  Type Party Name

Purchase ledger: Purchase Under GST

Nameof Item Computer 
Press Enter twice

Purchase Item with GST will be automatically calculated

Prepare a invoice for purchase and also prepare tax analysis chart. 

The major steps involved here are as follows

Step 1: 2 Stock Items with GST configuration

Step 2: 2 GST Taxation Ledgers with GST configuration

Output CGST – For Purchases from your state

Output SGST – For Purchases from your state

Step 3: 2 GST Purchases Ledgers 18% GST

Step 4: Creating Purchases Invoice with Multiple GST Rates in Tally

3.12 What is TDS

 Tax Deducted at Source (TDS) is an indirect method of collecting Tax. The dedicator deducts the tax from the payment made to the deductee and remits the tax to the Income Tax Department within a stipulated time. 
3.13  How to  Enable TDS in Tally-ERP
Gateway of Tally > Quick Setup > Tax Deducted at Source Quick Setup - Tax Deducted at Source will be displayed 

In the right hand side of the screen 

Enable Tax Deducted at Source (TDS) : Yes

Set/Alter TDS details: Yes

Company TDS Deductor Details screen will appear

3.14  How to generate TDS Report

Gateway of Tally > Display > Statutory Reports > TDS Reports

3.15  What is TDS  Computation report? How to generate it?

 TDS Computation report displays information about TDS transactions. It includes information about the total expenses and advances on which TDS is applicable, TDS amount deducted, balance TDS amount deductible, TDS amount paid and TDS amount pending for payment. 
To generate TDS Computation report 
Go to Gateway of Tally > Display > Statutory Reports > TDS Reports > Computation
3.16  What is  Data Backup

Backup of data is very important as a valuable data of a company may be lost due to various reasons such as hard disk crash, corruption of operating system, or other factors. So if a company have a proper backup system, then back up data may be restored and continuing working.

3.17 What is the Procedure of Backup

Go to Gateway of Tally ->click F3:Comp info button (or press Alt+F3 keys) to Company info Menu. Select Backup to get Back Up screen (F-1A)

Data Source Location: The data directory of current company appears from where the data be Back up. Normally you don’t need to change this path

Data Destination Location: Select  D:\Backup where backup of data would be stored.

At the lowest part of the screen select the company to be backed up 

3.18  How to  Restore of Data backup

Step 1:  Gateway of Tally -> F3 : Cmp Info- > Restore to view the Restore Companies screen.

Step 2. Destination - The folder path where your company data is to be restored. Do not restore backup data in the folder where your company data exists, since it may overwrite the existing data.(Here D:\Backup)

Step 3. Source - The folder path where the backup file is stored. You can restore data stored locally on your computer, on any external storage device, or on a storage space on the network.(Here E:\Restore_Backup)

Step 4. Select the required companies from the “List of Companies” . Select “All items” to restore data of all companies.

Step 5. Press “Ctrl+A” to restore the data backup.

3.19 How to  Export data

Procedure to Export data

Step 1: GoT-> Display -> List of Accounts

Step 2:Click “E: Export” or press “Alt +E”. The Exporting List of Ledgers screen is displayed.

Select Default (All Languages) in the Language field

Select XML (Data Interchange) in the Format field

Step 3:Enter the path of the location where the files are to be exported in the Export Location field(Fig 9.3).

3.20  How to  Import the data
Step 1: GoT- > Import of Data > Masters.
Step 2:  Enter the required filename in Import File Name (XML) field

 Step 3:Select the required Behaviour in Treatment of entries already existing field(Fig 9.4)

· Combine Opening Balance – Select this option to combine the opening balances both existing and new balances

· Ignore Duplicates – Ignore all duplicate entries

· Modify with New Data – Does not combine opening balances but modifies the existing data
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Source: “ Computerised Accounting System and E-Filing of Tax Return With Guidelines for Project Notes and Viva Voce” Author Dr. S.K.Roy and Dr. Siddhartha Roy, ABS Publishing House
