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INTRODUCTION

Payroll software is basically for generate salary reports, ESI reports, PF
report, Reimbursement reports, Loan/advance reports, arrear/bonus
reports, master reports , piece information and statement.
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Figure 1: Main Window
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1.System

In system you can change password, and see calendar and
use calculator and import data.

1.1. Password

You can set password to restrict unauthorized user for access the
time office software. If you are giving password first time, you have
to leave blank the old password textbox and enter password which you
want to give in the new password textbox then confirm it in the
confirm new password textbox Press "Ok" button to activate the new
password. You can change password through this option. Enter old
password in the old password textbox and continue the same process
as new password creation and press "Ok". The new password will
activate after pressing "Ok" button.

To cancel the new password creation process press "Cancel"
button.

-

—
Star Time Office Password Chan

Izer Mame |.-'1‘-.|:Imin

0ld Paszword |

e Password |

Confirm Mew Pazsward |

ok Cancel |

Figure 2: Password Change Window
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1.2. Calculator

You can do any mathematical calculation through this calculator as you do through

the pocket calculator.

B Calculator M= E3 |
Edit Wiew Help
' | 0
I Backzpace CE | C
|
kA ¥ a 9 { a0t
I kR 4 5 B : 4
b5 1 2 K] - 14
bl + 1] +/- . + =

Figure 3: Calculator

1.3. Calendar

You can see

calendar and set date from this option.

Wcaonder ]
= January 2008 —

30 a1 1 2 3 4 5
6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 3% 26
27 28 29 30 31 1 2
3 4 5 6 7 8 9

Z OTeday: 25/01/2008

Figure 4: Calendar
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1.4. Import

This option is used for import data from the excel sheet. If You are doing master
feeding in the excel sheet, you have to careful of one thing ;The excel sheet is in the
proper format(The format is given in the software.). If you want to know the proper
format, press "Excel file structure" button. The proper format will shown in the excel
sheet.

For import the data from the excel sheet press "Select Excel File" button, select file
dialog box will open select the file in which you save the master data and press "Open"
button, the selected excel file path will shown in the "Select File Textbox". Press "Import
Data" button. Import data message will appear in the screen press "Ok" button. The
import data process will do successfully.

Insert Master Update Master

f¢ Company Master (" Department Master ¢ Branch/Location

™ Grade Master ™ Categomny b aster (" Section Master

(" Deszignation kaster

Earnings Emp Deductions

[ IS {

Wize L Ermp ‘Wize Rt

Select Excel Pleaze Select Excel File |

Excel File Structure |

Import Exit ‘

Figure 5: Import Data (insert Master)
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Import Master Data g

Inzert M aster {ipdate Master

.........................................

Employee master T Pay Master

EMPHAME
GUARDIANNAME
DATEOFEIRTH
DATEOFJOIN
PRESENTCARDND
COMPANYCODE
DEFARTMENTCODE
CAT

SEX =
ISMARRIED

BUS i

GQUALIFICATION
EXPERIEMCE i O |

ACTIVE
Fay'CODE

[ »
AT

Bk

Select Excel Pleaze Select Excel File |

Eumﬁbmmﬂme|

Import Exit

Figure 5: Import Data (Update Master)
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A.1.1 Formula setup

You can create Formula for the further calculation of earnings and
deduction's over the salary through this option of the payroll
software. You can also do modification in the existing formula and
search the formula and delete the existing formula. When you
press the Formula setup tab of setup window menu , you will see a
Formula setting window in which you see the following button's like
append, modify, delete, previous, find, next and close.

Code Farmula

b A ({ BASIC + HRA + DA )/ MO

Q| < | #d | | &

Delete Previous Eind MNext Close

Figure A.1.1: Formula Setup-1
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150 Formuta Setting 0 e

|

Select Formula Values .
BASIC G DEDUCT_1 EARM_1
DA, ElL, DEDUCT_2 EARM_Z O'peratnra]
HRA PLEL DEDUCT_3 EARMN_3
MED OTHER_LY DEDUCT_4 EARMN_4 [ I
COMY LEAVE DEDUCT_S EARN_S 1
PRE TDATS DEDUCT_E EARM_E T |
2BS T_LATE DEDUCT_? EARN_7 =
Hid T_E&RLY DEDUCT_& EARN_& =
LATE OT_RATE DEDUCT_S EARN_9 >
EARLY bACIM_ Dy DEDUCT_10 EARN_10
IM_COUNT T_HOUR_OT TOS Qn_0OT
WEEKLY _OFF Manual _0OT T_LATE_MIM T_wikMin
Formula Code IE || |
Clear Farmula | Ok | Cloze |

Figure A.1.2: Formula Setup-2
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A.2.1 Payroll setup
In this payroll setup, you can feed information about all employees
by using general setup, bonus setup, allowed, PF setup, ESI setup
and extra setup.

There are 6 parameters in payroll setup:

1: General Setup: In general set you can set earnings and
deductions on rate per amount by using formulas which you made in
formula setup. You can allot these earnings and deductions and TDS
to selective employees.

e
General Setug

===

I PF Setup T ESI Setup

E arnings Deductions

Dezcription Rate /amt Formula Rnd S D escription Rate #Amt Formula  Rnd S
1 | [0000000.00 | [Mone = |7 T (11 | | [0000000.00 | [Mare ~ |1 T
2 | | |DDDDDDD.DD||NDnEﬂ|_ [ 2 | | ||:||:||:||:":":":|-E":| | |NDHE_"JI_ f_
3 | | [0000000.00 | [Nere = |77 I | 3 | | (000000000 | [Nore | I
4 | | (000000000 | [None = [T T || 4 | | [0000000.00 | [Mone =] I
5 | | [0000000.00 | [More = |7 1 (|5 | | [9000000.00 | [None ~ | 1™
5 | | [0000000.00 | [None <1 1 || B8 | | [0000000.00 | [None =T T
7 | | |DDDDDDD.DD||Nuneﬂ|_ [ 7 | | ||:||:||:||:||:":":|-E":| | INDnejl_ [
g | | [0000000.00 | [Nore < |1~ — | 8 | | [0000000.00 | [None |7 T
g | | [0000000.00 | [Nore <[~ || 9 | | [0000000.00 | [None |7 T
10] | [0000000.00 | [Nore =] — || 10 | [0000000.00 | [Mone = | T
[T Basic Round [~ Convepance Found TDS: I@I lNDhEﬂ L8
[ HraRound [ Medical Round
[ D& Round [ OT Amount Round

Figure A.2.1: General Setup-1
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2: Bonus/Gratuity Setup: You can give bonus to employee on

wages or on basic pay.

% You have to enter minimum working days on which
you want to give bonus.

You can set bonus wages limit.

You can set bonus amount limit.

% You can set bonus rate.

% You can allow bonus on arrear by ticking on this box.

% You can set minimum year for gratuity but it will apply
when an employee work more than 5 years.

% By tick on the box show “bonus on salary slip”, you
can add this option in salary slip and can also set for 6
months for which you are giving bonus.

% Gratuity will automatically calculate through formula

{{basic/26}*years}
-] General Setup ﬁ
Gen Setup PF Setup ES| Setup
Bonus Wage Limit T Allowed T Extra Setup

" Bonus OnWage Limit ¢ Bonuz On Bazic Pay

kirirm Y'ears For Gratuity

kirirnuamn Yafarking Days for Bonwz {00000
_ Gratuity Farmula
Bonus “wage Limit Q00000 oo |[ [BASIC + D& 15 /26 *VEAR ) |
Bonus Amaunt Limit 00000000 Giratuity b awirum Amourt Lirit | 0000000.00
Bonus Rate 000,00
Total Mawirmurn Bonus Limit 00000000
Ewgratia Lirnit 999939.00 Apply Ta Selected Employees

Bonuz Allowed on Amer Alzo [

Bonus Setup *with Salary Slip
Show Bonus On Salary Slip [

Bonus Duration From |4 9,09,2007 j Ta |19,.-'|:|EI,-'2EIEI? ﬂ

Apply | Close

Figure A.2.2: Bonus/Gratuity Setup
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3. Allowed: This option is used for activating reimbursement

and leave incash on.

% In General if you tick on options Prof. Tax, PF, ESI,
VPF, Bonus, Gratuity, and then ticks will automatically

generate in employee setup.

% If you want to give reimbursement but don’t want to
show on salary slip but want to maintain in software,

you have to tick on boxes in reimbursement.

» If you want to leave incash on basic ,HRA, DA,

earnings then you have to tick on boxes in Leave
Incash on. and if you want to deduct PF on leave
incash , tick on “PF allowed on leave incash on”.

] General Setup
3en Setup PF Setup ES| Setup

5

Bonug Wage Limit

I

Allowed

[

Extra Setup

STAR LINK COMMUNICATION PVT. LTD.

General R eimbursement Leave Incash Ok Leave Type For InCash
™~ Prof. Tax v Convewance v s Salary Part :z EI;S.: V&
v FF v Medical v 1z Salary Part v D& i —
= sl v Eaming01 [ Iz Salary Part V Convepance
W ;
v Earing02 v |z Salary Part [ Medical
/IR v Eaming03 v |z Salary Part :: Earn!ng 312
v Bonus : v Earming
. v Eaming04 [ 1z Salary Part ] i
b Giratuity [ Eaming05 [ 1z Salary Part [ Earning 04
[ Eaming06 [ 1z Salary Part v Earming 05
v [ 1z Salary Part v Earn!ng UG
¥ Eaming08 [ ls Salany P s
arning £ Salary Part S
¥ Eaming09 [ Iz Salary Part [~ Eaming 09
W Earring10 [ Iz Salary Part Iv Earning 10
r PF Allowed o
Leave Incash
Apply Cloze
Figure A.2.3: Allowed
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4. PF Setup: In PF setup, employer can set limit of basic salary on
which PF from the employee salary.
% By tick on fixed on limit of basic salary will be fixed.
% You can set percentage of PF deduction will be
deducted from employer’s account. This PF will be
deducting into 2 parts.
1. Percentage of Employee PF (EPF) will deduct from
employer’s account.
2. Percentage of Family PF (FPF) will deduct from
employer’s account.
< Employee’s PF deduction: This percentage of amount
will be deduct from employee’s salary.
% PFA/CO02, PFA/C 21, and PF A/C 22: Some amount
of PF will be deposited in government’s account.
< Amount on which PF will deduct: you can select
option on which you want to deduct PF.

7] General Setup M
Banus YWage Limit Extra Setup
Gen Setup T T ESl Setup
- . Amount on Which PF Amount on Which
LinkofER Deduction (15000.00 will Deducted VPF will Deducted
Employer's PF Deduction 04.00 : ;
. _ v Basic [ Basic Lirait af YPF
Emplayer's EPF Deduction 02.00 [ HRA [~ HRA Deduction
Employer's FPF Deduction 05.00 [ DA [ DA ca0a02:00
_ [ Corveyance [ Cor

Emplopee's PF Deduction 12.00 ™ Medical [ Medical
Emplopee's VPF Deduction 00,00 | Eaming 01 [~ Earning 01
Rounding with Decimal Place of I:I L Earn!ng o [ Eaning 02

[ Eaming 03 [ Earning 03
FF&/C 02 00.00a [ Earning 04 [ Earring 04
PF &/C 21 00,000 | Earing 05 [ Eaming 05

[~ Earring 05 [~ Earning 06
FF A/ 22 00,000 : g

_ | Eaming 07 [ Earmning 07
Fiz: EDIL on Pf Limit Deduction [ [ Earming 08 [ Earning 09
Fixed [ [~ Earing 09 [~ Earning 09
On ‘Waork Daps [ [ Eaming 10 [ Eaming 10
Apply Cloze

Figure A.2.4: PF Setup
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5. Extra Setup: This option is used to create financial year in
the starting of the year.

e
General Setup ﬂ
Gen Setup FPF Setup ESI| Setup
Eonus Wage Limit T Allowed T pi
Salary Head Percentage
[ Shaow Armear On Salary Ship Bazic a0.00
Welfare Fund Contribution — | HRA, 00.00
Ermployer's Share 00,00 Convenance 00.00
Emploves Share (0000 Medical 00.0d
: DA, a0.o0
— Financial Year Duration - Esiping 0 [EIEI.EIEI ]
ear From 10/2007 ~| || Eaming 02 00.00
Year To 10/2007 E arning 03 0.0
L || Earning 04 0.0
Earning 05 00.00
Earning 06 00.00
Earning 07 00.00
E arning 08 00,00
) : Total
E arning 09 00.00 |
Earning 10 oo.op | (20000 )
Apply Closze
Figure A.2.5: Extra Setup
15
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2. ESI Setup: This option is used for ESI setup.

X/
o

Limit of ESI deduction: You can set a amount of salary on
which you can deduct ESI.

Employer’s ESI deduction: Percentage of ESI which will
be deducted from employer’s account.

Employee’s ESI deduction: Percentage of ESI which will
be deducted from employee’s account.

Allow ESI on Over Time: Check on this box and allow ESI
on overtime.

Allow ESI on Arrear: check on this box and allow ESI on
arrear.

Amount on which ESI will be deducted: By check
selective boxes on which you want to deduct ESI.

General Setup ﬁ

Banus ‘W age Limit Allawed Entra Setup

Gen Setup T PF Setup T ES] Setup

Amount_ on Which ES| will Deducted

Limit of E5I Deduction ¥ Easic
. . [ HRA
Emplover's ES| Deduction DA
Employess ES| Deduction [ Corveyance
o . [ Medical
Rounding with Decimal Flace of I:I [ Eaming 01
¥ Allows E5| [Emplover] on Fractional point upper Limit [ Eaming 02
[ Eaming 03
v Allow ES| [Employee] on Fractional point upper Limit [~ Eaming 04
I &llow ES| On Over Time [ Eaming 05
[~ Eaming 06
[ Allow ESI On Arear [~ Eatning 07
[ Eaming 03
[ Eaming 09
[ Earning 10

Figure A.2.6: ESI Setup
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A.3.1 Bank Master:

-

Bank Master

Bank Master Intormation

# BankCode

#* Bank Mame

IFSC Code

|

ez

Cancel |

Figure A.3.1: Bank Master

BCode

BMame

[FSCCODE

p (BO1

HDFC

HDFCO00

Q| | #d | 2  n
Delete Previous Find MNext Close
Figure A.3.2: Bank Master
17

STAR LINK COMMUNICATION PVT. LTD.




A.4.Setup window

A.4.1 Employee setup:-

Like time office software, you have to do master feeding of all active
employees in payroll software. There are following button in
employee setup:

Append: By using this button, you have to create new
employee setup.
% Enter payroll code in this setup. This payroll code should

be unique.

or by Bank.

or piece rate.

Enter employee's account no.
% You can set employee’s working on daily wages or on roll

basis or fixed for month.

» You have to set Basic salary for an employee.
Enter PF No., ESI No and PAN No.
You can select payment to employee by cash or by cheque

You can set DA, Conveyance, medical and HRA on per day

code ErmpMame Departmentt ame Py
p 0015 DEERAJ BHAN MARKETING ool
99499 NAVYEEN HR 999
A0059 sSAURABH PARBASHAR MAINTENANCE A0d
AD0D62 RAYINDRA PRASHAD PAIINJECTION MOULDING A0l
AD063 SAURAY RAI MAINTENANCE Ald
EO0001 RAMESH DHAR CEQ ED0Q
E0004 N K TIWARI MAINTENANCE EO0d
E0003 SHYAMYEER SINGH FINISHING E0d
EO0013 MANESH FOTEDAR PRODUCTION ENGINEER EDOQ

[«

O

Append

<

Modify

Q

Delete

=

Prewvious

4

Find

MNext

Close

Figure A.4.1: Employee Setup-1
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% You can set earnings and deductions in the employee setup.
% You can set P& GS code, GGS code and LIC ID to employee.

B

these options.

% You can tick on professional tax, ESI, VPF, Gratuity for activate

("2 Master Inforrmation e [——

Paycode: [2222 Card Mo.:

joon2222

Grogs Salary : I:I ﬂ

B azic Doy

FF Mo 00000000000”21 1 Conveyance
ESIMo  |0000000000O7 Medical

PAN Mo, [gashy00ES] | HRA
Paprnent by |Cash ﬂ EJU.[FEate Fer
Bank Name |01 HDFC =] 108

annk A/c 000000111111 | GBS Code
Elj:lnpp?oanfae |DnH ol = E&lczﬁlz Code

Mame :

Department :

0003000.00 || Fised

000150000 || PDays

0000500.00 || PDays

000100000 || PDays

000,00 |None

0001000.00 || Mane

ALOK SRMWASTAW
IT
Allowed
ﬂ v Prof. Tax
j W PF  PF Entry
ﬂ W ESI T Mo Limit
W WPE
ﬂ W Borusoo.on
ﬂ [w Gratuity
ﬂ [ Late Arival
PF UAN Mo

Gross Salary |2115[l

|
|
: [ Pevusnno

Prew PF HO

I

Deduction 1to 5 | Deduction Eta 10
Description Rate / Amt Formula
1] |[o000000.00 | [More +]
28| |[oo00000.00 | [More |
3 ||0000000.00 | [More ~]
4 0000000.00 | [Hore =]
5 |[0o00000.00 | [More |

Eamning 1 to 5

T Earning B ta 10

AADHAR MO

Description FRate / &mt Formula IFSC CODE
1 [petrol |[ooomoooo [P ]| || |
[washing  |[ooooosnoo | |a |

|[0o00000.00 | [Mane |

|[0o00000.00 | [More - |

L2 B R T e ]

|[0000000.00 | [More ~ |

Figure A.4.2: Employee Setup-2
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X you want to activate PF, tick on it and you have to feed PF
information of employee.

Paycode: | 2222 CadMo.  [o0002222 Narne : ALOK SRIVASTAW
Gross Salar v Department : T

PF Details Entry
Lirnit of PF Dieduction 115000.00 [~ Fied Amount on Which Amt on Which
. PF will Deducted YEE Will
Emplover's PF Deduction o4.00 [ On'work D —  Deducted
ek R _ EEES Uit ofWPF
Emplover's EPF Deduction 0200 v Basic [ Basic Dieduction
. [ HRA& [ HRA
Ermplover's FPF Deduct 000000.0a
mplover's & UC.IDH 05.00 — Da, - D _
Employee’s PP Deduction 1200 [ Conveyance [ Cony
Employee's WPF Deduction -_[||:|_|j[| [ Medical [ Medical
Rounding with Decimal Flace of B} Sz L) M Eeag U]
g D [ Eaming02 [ Eamning 02
PFA/C 02 00,000 [~ Eamingd3 [ Eaming 03
PFA/LC 2 _DD.DDD [ Eaming04 [ Earning 04
P A 22 20,000 [ Eaming05 [ Eaming 05
[ Eaming06 [ Eaming 06
] [ Eaming07 [ Eaming 07
[ Pension Apply [ Eaning03 [ Eaming 03
Employer's EPF Deduction [0 o0 . [ Eaning03 [ Eaming 09
Cancel i i
Employer's FPF Deduction {0000 | Eaning10 | Eaming 10

Figure A.4.3: PF Setup

STAR LINK COMMUNICATION PVT. LTD.
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A.5 Arrear Entry

By using this option, you can set arrear for a month or multiple
months. You can also set basic salary, DA, HRA, Conveyance,
medical and incentive on which you want to give arrear. You can
give arrear to employee by two types: 1- as per actual paid days,
paid days by user.

When you will tick on paid day user, a window of “number of paid
days will show and you can enter days.

F o
Arrear Entry ﬁ
Kindly Fill up following Earning fields with their respective Increased By

Fay Code Mo |:| Payable In the month of 11,2015 - Formanth  [19,2015 -

| Fates Calculated Amaurt & Onetonth © Multiple Months
: Payble Dayz Selection
Basic 000000.00 | {000000.00 |
* s Perdctual Paid Days
DA [o00o0.00 | {o0o00.00 | ey
PF aid Days by User
HRA [ooooo00 | [oooon.oo | Ll
vPF
Conveyance [o0o0000 | [oooo0.00 | L
Medical |I]I]I]I]I]_I]I] ||I]I]I]I]I]_I]I] | E.SI  |o0o00.00 Month Arrear Dayz

" Remaining Days

o |ncrement Daps

APPLY Settings ‘

| Cancel ”

v
N

Figure A.5.1: Arrear Entry
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A.6 Leave Encash Entry:

This option is related to leave accrual of time office software. You
can see how many leaves are balanced in leave accrual and when
you will enter paycode in Leave Encash Entry window and press
“tab”, information of that employee will automatically show on that
window. And balance leaves will show with leave description will
show in leave encash window. You have to enter humber of leaves
you want to encash.

. -7

L Leave Encash Entry
Pay Code Mo 1111 For “fear 015 Payable I the Month of — |11/2015 -

M ame Anurag

Card Mo 00001111

Dezignation

Compatiy StarLink, private limited

Department 1T
Catagary Foutel Moaonth Days

Leave Description Balance Encash Leave Description  Balance Encash
Casual leave o000 | |ooooo |

Sick Leave (00000 | (ooooo |

Figure A.6.1: Leave Encash Entry
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A.7 Late Plan Setup:

Multple et Arial

Multiple Late Arrival Deduction Plan Master

PlanCade l:l Plant ame |:| Select Salary Heads

On Which Late
[~ Basic

[ Ha
[ Da

Tatal Exemt Days. Serial No. l:l [” Conveyance
™ Medical
Late Minutes From Late Minutes To e
arriing

Salary Percentage ’W‘ fidd Detailsl Cancel | [ Eaming?
[” Eaming3
[~ Earringd
[” Eamings
[~ Earringk
[™ Eaming?
[~ Earring®
[™ Eamingd
[~ Earringl0

$1No.|PlaaCode  |SerialNo |Exemt Days | LateMinutes From [Lated

Add | Edit | savel Delelel Eancell Elnsel

Paycode  EmployeeM ame

Figure A.7: Late Plan Setup

STAR LINK COMMUNICATION PVT. LTD.
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A.8 Salary Lock/Unlock:-

— Unlock,

Unlock |

Lock,
Manth & |11.-’2EI15 »| | Al previous |11£2III15 -
on = manth zalary
will lock.
before thiz

matth ﬂl

— Repart

Month [03/11/2015 ~| To |03/11/2015 |

Feport |

— Change Password
0ld Pazzword

Mew Pazswaord

Coanfirmn Pazsword

Change Pazsward |

Figure A.8: Salary Lock/Unlock

STAR LINK COMMUNICATION PVT. LTD.
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L.

IT1.

ITI.

B. Data Processing:

B.1.1 Pay Processing

By using this option, you can process for attendance data.
There is three types of data, you can process:

Processing Attendance Data

[t

Emplayee Paycode from 0000000000 Ta:

From Date: [mA0/205 =) To:|31A0/2008 -]

(" Capture D'ata From Time office and Frocess
{* Process On Current Master Setup

" Process az previous setup

LCapture Cloze Selection

Figure B.1.1: Pay Processing

Capture Data from Time Office and process: If you want to
give salary to employee for actual days, you have to run this
process.

Process on Current Master Setup: if you have made entry on
performance analysis and process this option, report will
generate on this captured data.

Process on Previous Data: If you want to see report for
previous month, run this process.

STAR LINK COMMUNICATION PVT. LTD.




B.2.1 Canteen Processing:

-
Canteen Payroll Proces: u

Canteen Payroll Process ]

mAo2ms - aA02015 -

Mate : In Deduction One(1] of employes master, we put all the
canteen Count of the zelected period.

Process Selection i Cloze

L_—.-

Figure B.2.1: Canteen Processing

STAR LINK COMMUNICATION PVT. LTD.
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B.3.1 Performance Analysis

By using this window you can maintain an employee’s data. You can
set how many days that employee worked? His absent, his OT
hours, Late hours, Early hours, WO, CL,SL,PL/EL, Other leave, Late

days, Early days, Holiday.

-
Data Maintenance
=

==

v

Pay Code I:I M arne ;
Fonth W Departrment ;
Card Mo |:| Diesignation
e
/_ Days Worked CL a0 o
Abzent / LwWP 5L a0 o
0.T. Hours PL/EL 00,00
Late Hours Other Leave
Early Hours Late Days
Wl Early Days
\x Helidays Tokal PapableD ays
Ok Close |

Figure B.3.1: Performance Analysis

STAR LINK COMMUNICATION PVT. LTD.
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B.4.1 Hold Salary

=

Hold Salary

If "o weant to Hold S alary of Particular Emplavees or Any
Department then select the department from the Department List
Then Uncheck that emplopes from the List Box then Press

Department List:

|MONE =l I

I~ Selectal
Fapcode

I E mployeeM ame I S alar

L

Hald S alang I Closze |

Figure B.4.1: Hold Salary
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C:-Reports

C.1.1 Payroll Report:-

In this section you can generate Salary Reports, PF reports, ESI
reports, Reimbursement reports, Statuary reports, Loan/Advance
reports, Arrear & Bonus reports, Master reports, Piece information, and

statement.

Star Time Office And Payroll Management System i Version 122364 0 4 '

o

System Reports Help AboutUs Ext
Welcome:Admin,Good Evening

|Login Time:02 Nov 2015 14:17 [Diamond Version |

- Bonus Processing
- Gratuity Processing
- Full and Final

| Lcence Mo 20ISZE02 | Companyame :5TLR STAR

[[oees [emem | mnvans

Star Time Office And Payrol Management System

Figure c.1.1:- Reports

STAR LINK COMMUNICATION PVT. LTD.

[ Setup [=E% Salary Reports
- Formula Setup - Salary Register
- Payroll Setup - Salary Slip
- Bank Master --Summary Statement
- Employee Master - Salary by Cheque
- Arrear Entry - Salary by Cash
- Leave Encashment --Bank Salary Statement
Late Plan Setup ~-Non Bank Salary Statement
- Salary Lock/Unlock --Reimbursement Statement
[~ Data Processing --Bank Salary Statement Summary
- Pgy Processing --Employee Salary Statement Sumr
- Canteen Processing --Employee Salary Comparison
- Performance Analysis --Employee Increment History
- Hold Salary STH R LI N K --Employee Increment Salary
[~ Report -~ Canteen Deduction Report
- Payroll Repart - PF Repaorts
- T0O§ Monthly Report --ES| Reports
[l Reimbursement +]--Reimbureement Reporte
- Transaction - . --HR Reports
- Pgy Amount \(m 7‘;‘/‘9 0/‘{6-89 - STATURY Reports(Blank Format)
[ Loan & Advance, --Loan/Advance Reports
- Loan & Advance Setup H]--Arrier & Bonus Reports
- Loan & Advance Adjustmer --TDS Reports
H--TD§ #--- Master Reports
- Professional Tax Slab t-- Piece Information
-~ Tax Slab - Statement
- Tax Section --Extra Reports
-~ Tax Rule
-~ TD§ Process
-~ TD§ Chalan
[ Piece Setup
- Pigce Master
- Piece Entry
[~ Final Setup
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C.2.1 TOS Monthly Report:-

0Ao02015 - 0205 - ] [ O

FPerformance Register

2

Employee wize Peformance blister Bl

Farm Mo -12
Farm Mo - 12 Mew
Form Mo - 25
Farm Mo - 25 Mew
Farm Mo - 26

Late Arrival Register Employes Wise Attendance

Early Departure Register Employee Attendance Detail
Department 'Wize Attendance

Shift \Wige Attendance

Abzentesizm Register

Ower Time Reqgister

Over Stay A egister
Shift Schedule

Over Time Summany
Early Departure
Ower Time Summany Mew
Total Lozs and OwerStay

Lunch Duration Report Employes Statuz

@ @ elie e e e

Late and Ower Stayp
tanual 0T Deduction

Might Shift Punch
Department YWize Percentage GateFPazz Reports

Location 'Wise Punch

=
<
~
i
i
F
=
=
F
-

Employes “Wize Percentage

@ 0 e e el 8 e

Lines Per Page |55 Department Wise Skip

Generate | Selections...

Figure C.2.1:-TOS Monthly Reports
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D.1.1 Reimbursement:

Reimb Setup: In this setup, you can see reimbursement description
will automatically show. Just enter payroll code and press “tab” and
details of that employee will automatically generate.You can set
financial year. Now you feed opening balance for these reimbursement

and then save this setup.

o
General Setup ﬁ

Gen Setup FF Setup ESl Setup
Bonusz Y age Limit T Allowed T Extra Setup
General Reimburzement - Leave Inzash On Leave Type For InCazsh
™ Prof. Tax W Corwepance v I3 Salary Part E 5':: v H
v FF v tedical v |z Salary Part v DA e —
= Es I¥ Eaming01 v Is Salary Part W Corveparice
W ;
¥ Eaming02 ¥ s Salary Part [ Medical
M W Eamning03 W |5 Salay Part |E Earn!ng 312
W Bonus ; v Earming
. ¥ Eamning04 [ s Salay Part Pl
v Gratuity [ Eaming03 [ Is Salary Part [~ Eaming 04
[ Eaming0& [ Is Salary Part W Earning 05
[ s Salary Part v Earn!ng 06
% |s Salam P [ Eaming 07
s d sl v Earming 02
¥ Eaming03 ¥ Is Salary Part ™ Earing 09
¥ Eamning10 W ls Salay Part Iv Eaming 10
PF Allowed m

L Leare Incash

Figure D.1.1: Reimbursement Setup

STAR LINK COMMUNICATION PVT. LTD.
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D.1.2 Reimb Transaction:

After completing reimbursement setup, you open reimb transaction.

Just enter paycode and press “tab” and opening balance of

reimbursement will automatically show in employee monthly
reimbursement paid window. Now you can give values of these
reimbursements on monthly basis and this total amount should not
exceed more than total amount of opening balance.

Employee Manthly Reimbursement lﬂ

Employee Monthly Reimbursement Paid

Hame :

Department :

Month
Card Mo -

Deszignation :

n2ms -

Date OF Join:

“rearly Elg.

hanthly Elg.

Total Paid

Remaining Bill

Tatal Bil

Convepance ||:||j|:|0|:|_0|:| 000000, 00
Medical |oooop.oo | 000000.00
L 1l
1
Ll
I |
Ll
L
L
Ll
L
L

000000.00
000000.00

000000.00
000000.00

Q0aaa0.ao
Q0aaao.ao

000000.00
000000.00

Total 0aaa00. a0

Cloze

=

Figure D.1.2: Reimbursement Transaction

STAR LINK COMMUNICATION PVT. LTD.
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E. Loan/ Advance

E.1.1 :- Loan and advance Setup:-

You can make entries of advance or Loan through this option. First you

have to enter payroll number of a employee and press button tab to
details of that employee like card no, company, employee name,
department and category will automatically come on the screen.
I. Entries about Advance:
% If you want to take advance, tick on advance.
% Company ID number will automatically generate in the case
of advance.
% If you want to deduct that advance from salary, tick on box
(deduct from salary).
% You have to select on advance type by option advance/loan
type.
< If you can see entry of existing advance, just tick on box
(view).
% By clicking on new to create new window for advance. You
can enter month in which employer is giving advance, total

advance, you can make amount in installment and number of

installment will be generated automatically.
% By clicking on delete, you can delete existing window for
advance.

o " i
Loan & Advance Setup I‘él
* Yiew = Mew © Delete
Pay Code : [ | Deduct Fram Salany W
ID No. = Loandstdy Type | Advance j
Card Mo.
Company
f* Advance  Loan
Employee HName:
Departpyment
Category
Advance Month |11/2015 - Transaction From Month |11/2015 -

i Total Advance l:l Installment Amount I:I HNumber OF Installment l:l

Save LCloze | |

Figure E.1.1: Loan/Advance Setup

STAR LINK COMMUNICATION PVT. LTD.
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II. Entries for loan:

X3

*

If you want to take loan, tick on box (loan).

If you want to deduct that loan from salary, tick on

box (deduct from salary).

% You have to select on Loan type(personal loan, home

loan, vehicle loan, other loan) by option advance/loan type.
If You can see existing loan, just tick on box (View).

By clicking on new to create new window for Loan. You can
enter month in which bank is approved loan, total loan, you
can make amount in installment and number of installment
will be generated automatically.

% By clicking on delete, you can delete existing window for loan.

X/
°

X/
°

>

R/
¢

E.2.1 Loan/Advance Adjustment

Loan & Advance Adjustment

ﬁray Code :
Card Ho.

Company

Employee Name:

Departyment
Cateqgory

* Advance  Loan * Salaylinst_aMT] Cash{Cash_AMT) * Edit Inztallment

Adjustment Amount ICI

L/

Figure E.2.1: Loan/Advance Adjustment

If an employee took some loan or advance and he want to return it
as soon as possible, he will use this option.

34
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F.1.1 TDS calculation

TDS Calculation (Proposed)

Prow Employer Inc Detall

S " Proposed
S SEEL S
Finecial Year From Assessment Year From Category [Male = LR L © Final
e T Petuaed save | Delete | osse |
Income and Tax Calculation
—— Rt [
Ha Reim Esean| ‘
Convence
Medical FE
DA Prof Tax
Other Ear Other Ded
Gross Income: Tearly Ded|
Yearly Income
Yearly Exem PF Exem.
Tasable Income ol
Yearly Tax Hra Exem,
Edu. Cess. (on Yauly Tax)
H Edu. Cess. S4{on Vearly Tax)
UIS 79 A Rebat
Gross Tax TaxPay | |
Menthly Tss e |

e

% [L] e @

= B

Figure F.1.1: TDS Calculation

STAR LINK COMMUNICATION PVT. LTD.

=R

35




F.2.1 Professional tax slab

Professional tax always deduct from the gross salary.
Professional tax slab rates different from state to state because
it comes under government jurisdiction. If an employee’s salary
is vary between from Rs. 3,000/- to Rs. 5000/- , professional tax
will deduct Rs. 30/-.

Lower limit: you have to put lower limit of salary.

Upper limit: you have to put upper limit of the salary.

Tax amount: you have to put professional tax amount.

Branch: you have to select City or state where it’ll applicable.

| Professional Tax Slab for Form 16 L

4 Lower Limit |IZIIZIIZIE|E|E|E|E|E| |

Upper Limit 000000000 | B

Tax Amount |nnunnnunn |

Branch IEIS‘I 2 kanpur ;I

Cancel |

Figure F.2.1 : professional Tax Slab
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G. Piece Setup

G.1.1 Piece master: This option is used in Export houses. You
can set piece code and what type of work an employee did (name
of work) and per rate a employer want to give on that piece.
You can create new piece master and modify to edit in
existing Piece master and delete to delete in existing piece
master, etc.

Poode P arne Prate
p |OD1 cloth 10
MET metal 90

Q

Delete

=

Previous

#h

Find

=

MNext

Close

Piece Type Master

Figure G.1.1: Piece Master-1

=] E3

Piece Type Code ||:||:|-|

Description IHDth
etz [mo.00
]S | Cancel

Figure G.1.2: Piece Master-2
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G.2.1 Piece Entry:

In this piece entry, you enter paycode and press “tab” and detail of
that employee will automatically show on screen. You can select
date on which you want to give salary. And select piece type and
enter no of piece you that employee have made and then save,
total amount will be calculated automatically.

Date:
Ermp Code

Employee Marme:

Departymemt:
Compary:
Categary:

Select Piece Type

Mao. af Piece

021122015~
z7ad
ALOK SRIVASTAY

IT
StarLink, private limited
Routel

|D55-sdesdesde _~|Rate [1o0.00

Paypcode

PieceCode| PieceR ate HaolfPiece Piecefmo

2222

Dss 100 10 1000

Cancel

Figure G.2.1:- Piece Entry

STAR LINK COMMUNICATION PVT. LTD.
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H. Final Setup

H.1.1 Bonus Processing:
In Bonus processing, you have to
enter that date till that you want to process for bonus.

)
Ex

Bonus Process ]

[ From Date |01/04/2015 ~ | ToDate  [31/03/2016 ~| ]

Process Close

Figure H.2.1: Bonus Processing

H.2.1 Gratuity Process:
In gratuity process, you have to enter
that date till that you want to process for gratuity.

Selection

Figure H.2.1: Gratuity Process
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H.2.3 Full and Final Entry:

This option is used for full and final entry for an employee. If an
employee is leaving his job, enter paycode and enter resign date
and enter payable month in which you give him all amount.

7
L X4

X/ X/
L XA X4

You can select leaves for incash.

X3

*

to pay for 30 days in Notice Days Paid.

X/ X/
R XA X4

Tick on box Net Salary with previous month’s salary.
You can enter Gratuity’s amount.

This full n final window will show pending loan/advance.
If you tick on PF on leave encash in option allowed on payroll

If an employee has resigned one month before, employer has

setup, pressing apply setting, amount will automatically come

in PF on leave in cash portion in full & final window.

-

-] Full And Final

Calculated Amont

/ iEtSE"E"}' [~ Previous Maonth Also (00000000 i

Giratuity 0o0000.0o
Leave for lncash ||:||:|D_E|E| | |E|E|E|E|E|E|_E|E| |

Bazic / Days

Motice Daps Faid ¢ (000 Q00000, oo
Motice DayslLess ¢ |000.00 00o0ao. a0
Bazic / Daps IFI

Pending Loan Q0o000.0a
Pending Advance 000000, oo

PF on Leave In Cazh & Motice Daws Paid [ Pf on NoticeD aps

PF Arnount 000000, a0 WPF Amount D
EFF Amount 000000, 00 FPF Amount |000000. 00

[ Bonus Allowed

From Date |01/04/2015 «| ToDate (312032016 -
\ EBonus Smount  |000000.00

APPLY Settings

N

Fap Code Mo. : I:l Leaving Date:  |[gzM1/2015 Full &nd Final Date: |n2A1/2015 -

/iﬂ eibursment D etails

)

[

.

Eutra

Er Amt1 | 00000000 Er Amte (000000.00

[

LCancel ”

Figure H.2.3: Full & Final Entry

STAR LINK COMMUNICATION PVT. LTD.

/ DedAmtl (00000000 Ded Amt2 | 00000000
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EXit: close payroll software.

STAR LINK COMMUNICATION PVT. LTD.
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