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Payroll Reports
The Payroll Reports can be classified into following categories:
Payroll Vouchers
Payroll Reports 
Expat Reports
Payroll Statutory Reports
                                                                                                                                                                                             1



                                                                            Payroll Reports
  
1.1 Payroll Vouchers
The Payroll Vouchers consists of:

Payroll Vouchers
Attendance Vouchers

1.1.1 Payroll Vouchers
Go to Gateway of Tally > Payroll Vouchers > Press Ctrl+F4 (if you are not in Payroll Vouchers 
screen)

 Figure 1.1  Payroll Voucher page -1
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 Figure 1.2  Payroll Voucher page -2
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1.1.2 Attendance Vouchers
Go to Gateway of Tally > Payroll Vouchers > Press Ctrl+F5 (if you are not in Attendance 
Vouchers screen) 

 Figure 1.3  Attendance Voucher to record monthly attendance
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 Figure 1.4  Attendance Voucher to record Overtime details
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1.2 Payroll Reports
In Tally.ERP 9, the following Payroll related reports can be generated. 

 Figure 1.5  Payroll Reports in Tally.ERP 9
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1.2.1 Payslip
A Payslip refers to a document issued to an employee, which itemises each component of his/ her 
earnings and deductions and the net amount paid for a given pay period. 
Go to Gateway of Tally > Display > Payroll Reports > Statements of Payroll > Payslip

 Figure 1.6  Payslip 
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 Figure 1.7  Payslip without Authorised Signatory details
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1.2.2 Pay Sheet
A Pay Sheet is a columnar report which displays the Group/Department-wise break-up of employ-
ees’ earnings and deductions for the selected month. 
Go to Gateway of Tally > Display > Payroll Reports > Statements of Payroll > Pay Sheet

 Figure 1.8  Printed Pay Sheet (Landscape view)
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The printed Pay Sheet with space for signature/ stamp is as shown:

 Figure 1.9   Printed Pay Sheet with space for Signature/ Stamp
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 Figure 1.10  Printed Pay Sheet with space for Signature/ Stamp – Page 2 
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1.2.3 Payroll Statement
A Payroll Statement is a columnar report which displays Group/Department-wise employees’ 
break-up of selected earnings or deductions, for a specified month or period.
Go to Gateway of Tally > Display > Payroll Reports > Statements of Payroll > Payroll 
Statement > select the required Pay Head and press Enter

 Figure 1.11  Payroll Statement
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1.2.4 Payment Advice
A Payment Advice is an intimation letter containing the details of employees with their bank 
account numbers issued to the banker to transfer a specified sum (salaries earned) to the 
employees’ bank accounts. 
Go to Gateway of Tally > Display > Payroll Reports > Statements of Payroll > Payment 
Advice 

 Figure 1.12  Printed Payment Advice
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1.2.5 Payroll Register
A Payroll Register is a month-wise transaction summary report which displays the number of 
payroll vouchers passed during a particular month. 
Go to Gateway of Tally > Display > Payroll Reports > Statements of Payroll >Payroll 
Register > Press F5: Quarterly

 Figure 1.13  Quarterly Payroll Register - detailed mode
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1.2.6 Employee Pay Head Breakup
An Employee Pay Head Breakup report is a columnar report which displays the Group/Depart-
ment-wise employees’ breakup of a selected earnings or deductions pay head for a specified 
month/period. 
Go to Gateway of Tally > Display > Payroll Reports > Statements of Payroll >Employee Pay 
Head Breakup > select the required Pay Head and press Enter

 Figure 1.14   Employee Breakup of Pay Head
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1.2.7 Pay Head Employee Breakup
A Pay Head Employee Breakup report displays the sum of transactions and closing balance of 
the transacted groups for the selected employee. 
Go to Gateway of Tally > Display > Payroll Reports > Statements of Payroll >Pay Head 
Employee Breakup > select the required Employee and press Enter

Press Alt+F1 for a detailed view

 Figure 1.15  Pay Head Employee Breakup
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1.2.8 Attendance Sheet 
An Attendance Sheet is a columnar report which displays the details of Attendance/ Production 
types with the number of attendance/ production units achieved during a particular month or 
period.
Go to Gateway of Tally > Display > Payroll Reports > Attendance Sheet 

 Figure 1.16  Attendance Sheet
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1.2.9 Attendance Register
An Attendance Register is a month-wise transactions summary report which displays the number 
of attendance vouchers passed during the month. 
Go to Gateway of Tally > Display > Payroll Reports > Attendance Register

 Figure 1.17  Attendance Register
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1.3 Expat Reports
Expat Reports provide information about regular as well as contract employees, Foriegn employ-
ees, employees working abroad on a short/ long tenure or on assignment. They capture all the 
relevant information in respect of passport, visa and contract details along with the date of joining, 
the issuing country and the expiry date. In Tally.ERP 9, the following Expat reports are available.

Passport Expiry 
Visa Expiry
Contract Expiry

1.3.1 Passport Expiry Report

Go to Gateway of Tally > Display > Payroll Reports > Expat Reports > Passport Expiry

 Figure 1.18   Passport Expiry Report
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1.3.2 Visa Expiry Report
Go to Gateway of Tally > Display > Payroll Reports > Expat Reports > Visa Expiry

 Figure 1.19  Visa Expiry Report

1.3.3 Contract Expiry Report
Go to Gateway of Tally > Display > Payroll Reports > Expat Reports > Contract Expiry

 Figure 1.20  Contract Expiry Report
                                                                                                                                                                                           20



                                                                            Payroll Reports
  
1.4 Payroll Statutory Reports
In Tally.ERP 9, you can display, print statutory forms and reports for Provident Fund (EPF), 
Employee State Insurance (ESI) and Professional Tax (PT) in the prescribed format as required 
by the statutes. 

 Figure 1.21  Payroll Statutory Reports in Tally.ERP 9
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You can view Payroll Statutory reports either from the Statutory Reports menu or Payroll Reports 
menu i.e., Gateway of Tally > Display > Statutory Reports > Payroll Reports or Gateway of 
Tally > Display > Payroll Reports > Statutory Reports 

1.4.1 Provident Fund Reports
The following Provident Fund Reports are available in Tally.ERP 9: 

EPF Computation report
Form 5
Form 10
Form 12A
PF Monthly Statement
Form 3A
Form 6A

i. PF Computation Report
The PF Computation Report provides the summary of Amount Payable and Amount Paid in 
respect of PF for a given period comprising of Employer Contributions, Employee Deductions and 
Employer’s Other charges, etc. 
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Computation 

 Figure 1.22  PF Computation Report - detailed mode
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ii. PF - Form 5
Form 5 is a monthly Returns to be submitted with the details of any new employee covered under 
EPF. 
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Provident Fund > 
Form 5

 Figure 1.23  PF Form 5
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iii. PF - Form 10
Form 10 is a monthly Return to be submitted with the details of employees leaving the organisa-
tion. 
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Provident Fund > 
Form 10

 Figure 1.24  Printed Form 10
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iv. PF - Form 12A
Form 12A contains the details of the amount contribution remitted and the date of remittance in 
respect of EPF, Pension Fund and EDLI Contribution for the selected month. 
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Provident Fund > 
Form 12A

 Figure 1.25  Printed Form 12A
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v. PF Monthly Statement
The PF Monthly Statement provides a summary of Employee wise monthly PF Employee Deduc-
tions and Employer Contribution amounts. 
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Provident Fund > 
Monthly Statement 

 Figure 1.26  PF Monthly Statement
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vi. PF - Form 3A
Form 3A is a annual contribution card to be furnished for each employee in separate sheets to 
EPFO. 
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Provident Fund > 
Form 3A

 Figure 1.27  Printed PF Form 3A
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vii. Form 6A
Form 6A is a vital form for compiling the annual Provident Fund statement of a subscriber. 
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Provident Fund > 
Form 6A 

 Figure 1.28  Printed Form 6A - Page 1
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 Figure 1.29  Printed Form 6A - Page 2
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1.4.2 Employee’s State Insurance Reports
The following ESI Reports are available in Tally.ERP 9: 

ESI Computation Report
Form 3
ESI Monthly Statement
Form 5
Form 6

i. ESI Computation Report
The ESI Computation Report provides the summary of Amount Payable and amount paid in 
respect of ESI for given period comprising of Employer Contributions and Employee Deductions. 
To view ESI Computation Report, follow the steps given below:

Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Computation
Press F2 and specify the period as 01-07-2009 to 31-07-2009 and press Enter 

 Figure 1.30  Payroll Computation report
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ii. ESI Form 3
ESI Form 3 is a declaration form which is required to be filed for every month stating the list of 
Employees whose remuneration is not exceeding Rs. 10,000/- per month.
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Employee State 
Insurance > Form 3

 Figure 1.31  ESI Form 3
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iii. ESI Monthly Statement
The ESI Monthly Statement provides a summary of Employee wise monthly ESI Employee 
Deductions and Employer Contribution amount. 
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Employee State 
Insurance > Monthly Statement

 Figure 1.32  ESI Monthly Statement
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iv. Form 5
The Return of Contribution in Form 5 is required to be submitted to the appropriate Branch Office 
within 42 days of the expiry of the contribution period.
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Employee State 
Insurance > Form 5 

 Figure 1.33  Printed Form 5 - Page 1
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 Figure 1.34  Printed Form 5 - Page 2
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v. ESI Form 6
ESI Form 6 is register of Employees covered under Employees State Insurance Scheme, contain-
ing information regarding the Insurance No., dispensary, other occupational details, Employer’s 
Share and month wise (under that particular Half Year) ESI details (i.e., Gross wages, Number of 
working days and ESI Contribution for each employee) should be furnished. 
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Employee State 
Insurance > Form 6 

 Figure 1.35  Printed Form 6 - Page 1
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 Figure 1.36  Printed Form 6 - Page 2
                                                                                                                                                                                           36



                                                                            Payroll Reports
  
 Figure 1.37  Printed Form 6 - Page 3
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1.4.3 Professional Tax Reports
The following Professional Tax Reports can be generated in Tally.ERP 9:

Professional Tax Compuation Report
Professional tax Monthly Statement

i. Professional Tax Computation Report
The Professional Tax Computation Report provides the summary of Amount deducted as Profes-
sional Tax from the Earnings of the Employees exceeding the prescribed threshold limits, in 
accordance with the Slab rates applicable for the particular state. 
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Professional Tax > 
Computation Report 

 Figure 1.38  Printed PT Computation Report
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ii. Professional Tax Statement
The Professional Tax Statement provides the summary of Employee wise Gross Wages paid, No. 
of Working Days and the amount of Professional Tax deducted during the selected period. 
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Professional Tax > 
Statement 

 Figure 1.39  Printed Professional Tax Statement
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1.4.4 Gratuity Report
The Gratuity Report displays the provisional liability of an employer towards his employee in 
respect of gratuity payable at the time of cessation of employment either by resignation, death, 
retirement or termination. 
Go to Gateway of Tally > Display > Payroll Reports > Statutory Reports > Gratuity Report
 

 Figure 1.40   Gratuity Summary Report
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