MANUAL
FOR
PAYROLL SOFTWARE

STAR LINK COMMUNICATION PVT. LTD.




INDEX

Introduction
1. System
1.1.Password
1.2.Calculator
1.3.Calendar
1.4.1mport

A Setup window

A.1 Formula Setup

A.2 Payroll Setup

A.3 Bank Master

A.4 Employee Master
A.5 Arrear Entry

A.6 Leave Encashment
A.7 Late Plan Setup
A.8 Salary Lock/Unlock

B Data Processing

B.1 Pay Processing

B.2 Canteen Processing
B.3 Performance Analysis
B.4 Hold Salary

C Report
C.1 Payroll Report
C.2 TOS Monthly Report

D Reimbursement
D.1 Transaction
D.2 Pay Amount

E Loan and Advances

E.1 Load and Advance Setup
E.2 Loan and advance adjustment

STAR LINK COMMUNICATION PVT. LTD.




F TDS
F.1 TDS Calculation
F.2 Professional Tax

G Piece Setup
G.1 Piece Master
G.2 Piece Entry

H Final Setup

H.1 Bonus Processing
H.2 Gratuity Processing
H.3 Full and Final

STAR LINK COMMUNICATION PVT. LTD.




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.
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Figure 2: Password Change Window
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Confirm New Password
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1.2.Calculator

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

the pocket calculator.
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1.3.Calendar

Figure 3: Calculator

You can see calendar and set date from this option.
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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
(¢ Company Master (" Department Master " Branch/Location
" Grade Master " Category Master (" Section Master

—

" Designation Master

~ Eamings Emp ~ Deductions c
C Wise : Emp Wise Berlaser
Select Excel Please Select Excel File '

Excel File Structure ]

Figure 5: Import Data (insert Master)

STAR LINK COMMUNICATION PVT. LTD.




Import Master Data

Insert Master

Employee master

GUARDIANNAME =
DATEOFBIRTH =
DATEOFJOIN
PRESENTCARDNO
COMPANYCODE
DEPARTMENTCODE

CaT

SEX

ISMARRIED

BUS

QUALIFICATION
EXPERIENCE X

>>

<<

Pay Master

ACTIVE
PAYCODE

=]

1Select Excel Please

Select Excel File |

Excel File Structure I

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  |Faomula |

kA { BASIC + HRA + DA ) MO

|Z
]
=

JO@Q@H@@H

| _Append | Modity Delete | Previous Find Close

Figure A.1.1: Formula Setup-1
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(D] Formula Sctting s (|

Select Formula Values \
BASIC C.L. DEDUCT_1 EARN_1
D& S.L. DEDUCT_2 EARN_2 Operators
HR& PL_EL DEDUCT_3 EARN_3
MED OTHER_LY DEDUCT_4 EARN_4 ( |
CONY LEAVE DEDUCT_5 EARN_S ] |
PRE TDAYS DEDUCT_E EARN_G = l
ABS T_LATE DEDUCT_7 EARN_7 =
Hid T_EARLY DEDUCT_8 EARN_8 —
LATE OT_RATE DEDUCT_S EARN_S -—J}
EARLY MON_DaY DEDUCT_10 EARN_10 —-l
IN_COUNT T_HOUR_OT TDS 0ni_0T
\ WEEKLY _OFF | Manual _0T T_LATE_MIN T_'wirkMin |;
| Formula Codem ||
Clear Formula | Ok I Close I

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.

—_ =
General Setup

’ B ( PF Setup Y ESI Setup
Earnings Deductions
Description Rate /Amt Formula Rnd S Description Rate /&mt Formula Rnd S
1 | | [0000000.00 | [None ~ T T | 1 | | [0000000.00 | [None ~|T° T
2 | | [0000000.00 | [None ~|T T | 2 | | [0000000.00 | [None ~ | I
| | | | [0000000.00 |[None ~ |1 I || 3 | | [0000000.00 | [None ~ |1 I
a | | [0000000.00 | [None <[ T | 4 | | [0000000.00 | [None I
5 | | [0000000.00 | [None <] 1~ ||5 | | [0000000.00 | [None ~ T T
5 | | [0000000.00 | [None ~ |1~ = || & | | [0000000.00 | [None |1 T
7 | [0000000.00 | [None <] 1 || 7 | | [0000000.00 | [None [T I
g | | [0000000.00 | [None <]~ — || 8 | | [0000000.00 | [None [T~ T
g | | [0000000.00 | [None <]~ — || 2 | | [0000000.00 | {None T~ I
10[ I IUDDDUDU.DD J INone L, e 10[ J IUUDUUUU-UU ] lNone _:J .
' ™ Basic Round [T Conveyance Round TDS: {W} INone Ll A
[ Hra Round I Medical Round
™ D& Round I 0T Amount Round

Figure A.2.1: General Setup-1
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2: Bonu

s/ Gratuity Setup: You can give bonus to employee

on wages or on basic pay.

X/
£ X4

X/ X/
L XA X4

3

¢

X/
L X4

X/
L X4

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}

o o

Darais Wage | et

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 |
{ Gen Setup | PF Setup ' ESI Setup
‘v Bonus Wage Limit ‘ Allowed ] Extra Setup
General Reimbursement Leave Incash On Leave Type For InCash
[~ Prof. Tax V' Conveyance ™ Is Salary Part g ﬁ;s: FIT0h, = Gk
v PF vV Medical IV s Salary Part v DA T
= sl ¥ Eaming01 [V Is Salary Part ¥ Conveyance
¥ Eaming02 ¥ |sSalary Part [T Medical
OYER ¥ Eaming03 ¥ IsSalary Part TI: Eamfng 312
B : v Earing
v onu.s ¥V Eamning04 [ Is Salary Part ¥ Earming 03
v Gratuity [~ Eaming05 [ s Salary Part [ Earhing 04
[~ Eaming06 [ Is Salary Part ¥ Eaming 05
W Exnnas [ lsSalayPat || ¥ Eaming08
v E T - I~ Eaming 07
arning v |3 Salary Part ¥ Eaming 08
IV Eaming09 ¥ |s Salary Part [~ Eaming 09
V¥ Eaming10 ¥ |5 Salary Part IV Earning 10
PF Allowed o1
Leave Incash

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/C02,PFA/C21,and PFA/C22: 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.
- .
' Gen Setup | PF Setup ] ESI Setup
e : Amount on Which PF Amount on Which_
LIl Pediction G15000:00 will Deducted VPE will Deducted
Employer's PF Deduction 04.00 : :
(T R [ Basic Linit of VPF
Employer's EPF Deduction 03.00 [~ HRA [~ HRA& Deduction
Employer's FPF Deduction 05.00 [ DA [ DA M
' [~ Conveyance [T Conv
Employee's PF Deduction 12.00 [~ Medical ™ Medical
Employee's VPF Deduction 00.00 [~ Eaming 01 [~ Eaming 01
s X [~ Earning 02 [~ Eaming 02
Rounding with Decimal Place of | : .
] [~ Eaming 03 [~ Eaming 03
PF &/C 02 00.000 [™ Eaming 04 [~ Eamning 04
PF A/C 21 00.000 [~ Eaming 05 [~ Eamning 05
T [~ Eaming 06 [~ Eaming 06
PF &/C 22 00.000 :
[~ Eaming 07 [” Eaming 07
Fix EDIL on Pf Limit Deduction [~ [~ Eaming 08 |~ Eaming 08
Fised r [ Earning 09 [~ Earming 09
OnWork Days r [~ Eaming 10 [~ Eaming 10
Apply | Close

Figure A.2.4: PF Setup

STAR LINK COMMUNICATION PVT. LTD.
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5. Extra Setup: This option is used to create financial year in

the starting of the year.

] General Setup *
[ Gen Setup T FF Setup ESI Setup
Bonus Y age Limnit T Allowed Extra Setup
Salary Head Percentage
[~ Show &mear On Salary Slip Basic 00.00
Welfare Fund Contribution HRA 00.00
Employer's Share |00.00 Convenance 00.00
Employee Share (0000 Medical 00.00
D, 00.00
Financial Year Duration Earming 01 [DD.DD ]
‘fear From 1072007 ~| | | Eaming 02 00.00
Year To ME/2025 « Earning 03 00.00
Earning 04 00.00
Earning 05 00.00
Earning 0 00.00
Earning 07 00.00
Eam?ng oa 00.00 Total
Eaming 09 00.00
Eamning 10 oo.go | (200.00

Figure A.2.5: Extra Setup

Apply

| Cloze

STAR LINK COMMUNICATION PVT. LTD.
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2. ESI Setup: This option is used for ESI setup.

X/
°

X/
L X4

X/
L X4

0

X/
L X4

K/
0‘0

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.

Bonusz Wage Limit Allowed

Gen Setup T PF Setup T

Amount on Which ESI will Deducted

Limit of ES| Deductian 01500000 p B asic
Emplover's ESI Deduction 12.00 :: EE'&'
Employees ES| Deduction 05.00 [ Corweyance
Bourding with Decinal P f [ Medical
ounding with D'ecimal Flace o D ™ Earing 01
W &llow ESI [Emplayer] on Fractional point upper Lirnit | Eaming 02
[ Earning 03
[v Allow ESI [Emplaves] ok Fractional paint upper Limit ™ Earning 04
[ Allow ESI On Over Time | Earning 05
| Earning 06
[~ Allow ESI On Amear ™ Eaming 07
[ Earning 08
[ Earning 09
[ Earning 10

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

-

Bank Master

Bank Master Information

#* BankCode

# Bank Mame

IFSC Code

e

——

Cancel |

Figure A.3.1: Bank Master

BCode

BMame

[FSCCODE

p (BO1

HDFC

HDFCO00

Q| < | M| = | =
Delete Previous Eind MNext Close
Figure A.3.2: Bank Master
17
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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.

% 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
or by Bank.

% Enter employee's account no.

% You can set employee’s working on daily wages or on roll
or piece rate.

% You can set DA, Conveyance, medical and HRA on per day
basis or fixed for month.

code [EmpMame | D epartmentt ame [Baer

- p (0015 DEERAJ BHAN MARKETING ool
4 | |9999 NAVEEN HR 999
| | |[AD059 SAURABH PARASHAR MAINTENANCE A00
| |AD0B2 RAVINDRA PRASHAD PAIINJECTION MOULDING Ald

i | |A0063 SAURAY RAI MAINTENANCE Ald
T [ [Eooo RAMESH DHAR CEQO E0Q
T | |Eoon4 N K TIWARI MAINTENANCE E0q
4 | |Eooos SHYAMYEER SINGH FINISHING E0q
i | |[Eoo13 MANESH FOTEDAR PRODUCTION ENGINEER EOQ
[«11 r

Q| = | Q | <~ | M| = % ‘

Append Modify Delete Prewvious Find MNext Close

L

Figure A.4.1: Employee Setup-1
18
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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.

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

’B Master Iriformaticr: &j
Paycode: |2222 Card No.: Narme : ALOK SRIVASTAY
Gross Salary: |:] E Department : 1T
Basic 0015000.00 DA, 000300000 ||Fised  v| | [ Prof. Tax oK
PENo  |0O00DDOOOOO]Z1Z1 | Conveyance  [0001500.00 |[FDays ~| | ¥ :; PEEnlcy Chse
ESINo (00000000000 | Medical O000500.00 ]lPDays =l W ESI T No Limit
hy00ES;| HRA fe vPE
PANNo.  [gashyD0BS| | 0001000.00 |[PDays  ~] | 5 Bonus[iaan |
Payment by ]Cash __V_J g;jTu.’Hale Per 000.00 INone L’ Vv Gratuity
Bark Name [B01 HDFC ~| 108 0001000.00 |[None  +] | [ LeteAmival
ﬁank alc [ononnonnn | &GS Code | |
o Prev PF NO
TopeOf (5o PGS Code | || PR AN No ]
Employee LCID | |
[ ] pevuanno
Gross Salary i2"50 |
Deduction 1to 5 ] Deduction 6to 10 E 1to5 ] Eaming6to 10 AADHAR NO
Description Rate /Amt  Formula Description Rate /Amt  Formula ‘ IFSC CODE
[ |[0000000.00 | [None ~| [petrol |[ooootoooo [P ]| ||
| |[0000000.00 | [Nore | [washing  |[oooooso.oo |fa  ~]

| |[0000000.00 | {Nore |
| |[0000000.00 | {Nore |
| |[0000000.00 | [Nore |

Nominee
Information
Gen Setup

[ [0000000.00 | [None ~|
I

L0 B T S

1
2
| ||oounouo.uo} [More ~]
4
5

|[ooooo00.00 | [Nore ~]

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

Paycode: | 2222 CadMo: (00002222 Narme : ALOK SRIVASTAY
Gross Salar : o] Department : T

PF Details Entry
Limit of PF Dieduction 115000.00 [~ Fixed Amount on Which Amt on Which
, PF will Deducted YEE Will
Ermployer's PF Deduction 04.00 [~ Onwark D — Deducted
e A _ —EUEEE | it of VPF
Employer's EPF Deduction 0200 ¥ Basic [ Basic Deducton
q [ HRA [ HRA
Employer's FPF Deduction 000000.0a
o TF s T CH oy |
Employee's PF Deduction 1200 [~ Corweyarce | Conv
Employes's WPF Deduction _1[“] [ Medical [ Medical
Rounding with Decimal Flace of Bl gl W} s U
: D [~ Eaming02 [ Eaming 02
PF A/ 02 00,000 [ Eaming03 [ Eaming 03
PFA/C2 _DEI.EIDEI [~ Eaming04 [ Eaming 04
FF 4/C 22 000 [~ Eamning05 [ Eaming 05
[ Eamning0& [ Eaming 06
] [~ Eaming07 [ Eaming 07
[ Pension Apply [~ Eaming03 [ Eaming 08
Ernplayer's EPF Deduction 00,00 = [~ Eaming03 [ Eaming 09
Cancel i i
Emplaver's FPF Deduction (00,00 [ Eaming10 | Earming 10

Figure A.4.3: PF Setup
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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.

Kindly Fill up following Earning fields with their respective Increased By

FPay Code Ma. l:l Papable In the month of |03/2025 - For manth | g3,2008 »

Fatex Calculated Amaunt & Onetonth & Multiple Months
- Papble D ays Selection
Basic Q0000000 | |000000.00 ! Y
(% As Per Actual Paid D ays
Dt a0000.00 000oo.o0
PF 0000, oo " Paid Daps by User
H.R.A a0000.00 000oo.o0 -
W.PF
Conveyance Q0000.00 000oo.o0 £anon 0o
Medical 000000 J0000.00 E.51 {ooooo.oo Month Anear Days

" Remaining Days

{* Increment Days

APPLY Settings ‘

LCancel ”

-
N

Figure A.5.1: Arrear Entry

STAR LINK COMMUNICATION PVT. LTD.
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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 number of leaves
you want to encash.

EE e

Leave Encash Entry

Pay Code No. 11 | For Year P15 Payable In the Month of  |11/2015

Name Anurag

Card No. 00001111

Designation

Company StarLink private limited

Department T

Catagory Routel Month Days @

Leave Description Balance Leave Description  Balance Encash

Casual leave

Sick Leave

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

PlanLode | Parbtame Select Salary Heads | oot Enigechiane

On Which Late
[ Basc

[ Hea

[ Da

[ Convepane
[ Meded

[~ Earirgl

Totd Ewemi Dags 1 Sead No.

Late Mutes Fom 1 LaleMrue:To

L

SalayPemertage () | AciDe \ : J [~ Eareg?

[ Earrgd
[ Earegd
[~ Earngd
[~ Earrgh
[~ Earing?
[~ Earng
LU »| I Earrgd
[ Earegld

Figure A.7: Late Plan Setup

STAR LINK COMMUNICATION PVT. LTD.
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L.

A.8 Salary Lock/Unlock:-

2] salary Lock/Unlock X
Unlock Laock
Month & Year  |03/2025 ~ fn”oﬁlﬁ\:gltﬁy 03/2025 ~
will lock

before thiz
Unlock it Lock
Feport
Month |26/03/2025 ~| To |25/03/2025 | Repart

Change Pazzword

Old Pazgward

Mew Pagsword

Canfirm Password I—
Change Pazzword

Figure A.8: Salary Lock/Unlock

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 et

Employee Payeode from: 0000000000 | Ta: [Z22222727|

From Date: [01/02/2025 - To:|2a/02/200¢ - |

" Capture Data From Time office and Process
* Process On Curent Master Setup

" Process as previous setup

Eapturel 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.

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

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

B.2.1 Canteen Processing:

o v ==

[ Canteen Payroll Process 1

TO1032025 o) 25/03/2025 -

Note | In Deduchon One(1] of emplopee master, we put 8 the
canteen Count of the selected penod

Process | Selechion Close

| — — -

Figure B.2.1: Canteen Processing
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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 %

Pay Code I:I Hame :
Manth ’W‘ Department :
Card Mo. I:I Designatian
/_ Days Worked CL \
Absent / LwP sL 00.00
0.T. Hours PL/EL 00.00
Late Hours 00000 Other Leave
Early Hours 000,00 Late Days
Wi Early Days
& Holidays 00.00 Total PayableDays _/
[ ok Close | 1

Figure B.3.1: Performance Analysis

B.4.1 Hold Salary

01 o inry e
1 You want Lo Hold Salay of Particular Employes o Ary
Department then select the department from the Department List
T hen Uncheck that smplapss from the List Box than Poess
Department List MONE ~|
[~ Selact Al
Faycode | Employesi ame S mlar,
Hold S alary | Cloxe | |

Figure B.4.1: Hold Salary
26
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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.

) “tat Tima Officx And Pryrelt Manugerment dystem doe Veraian 1029700 - o
Setem Separts Mol Abost U Fem

Welcome :Admin Good Morning Login Time:28 Mar 2026 10:04 Diamond Version

Setup Sy Proanty
Fortimeks Sttue Sabary Bogister
Py o Setuy Sadbary S40
Bank Nuater Sammary Statement
Ermpbeyoe Master Sebory by Choque
Arvow folry

Salary by Cash
Sabary Lack Undach

= Bets Processieg

Bark Salwry Statoment
Mon Ber Salwy Stetement

Puy Processing FAATIAN R Tere Satarmact
Perscrmance Anatyeis Barvk Salary Statwment Summary

= Rapert Cmpopen Selary Stetmrmant Susme
Pup ol Repart Ergrirpee Saary Compar teen
TOS Merrinly Repart

— STAR LINK
Lo & Adwence,

Lowen & Advere Sotup
Loen & Advenroe Adpasiimer
s

Protensionst T Sk

trngirpen Increment Watory
Lergrlopee Increment Selary

i Beports
I Repeorts
1 Pesntasseiner Reports

Ston. Tawe Office Emmie

Tan Sub

Tan Section £ A 8 Becves Repacts
Ton Rude H o T08 Reports
TS Prosess H o Maeter Baponts
S Phace Setup 5 Pusce informetos
Pioce Martim ¥ Statwrment
Pioce Intry +  Dwtra Raports
= Pl Setup
Bonax Procexsng
Full and Pme
T 1wt Ve Rra Fayvsh Manageed, 5o LEerne o Seetic 0] | Cowgury Mawe G-ah T LA 0 INDLISTRES I3 SALD

Figure c.1.1:- Reports
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C.2.1 TOS Monthly Report:-

[2] Monthly Attendance Report

[ 01/02/2025 -

2B/02/2025 - ] [ 0 r £

+ Performance Register -
" Late Anrival Reqgister .
(" Early Departure Register i
" Absentesizm Fegister .
" Over Time Register i
" Ovwer Stay Register .
(" Shift Schedule i
" Lunch Duration Report .
" Location Wise Punch i
" Emplopes Wise Percentage
~

Departrment Wise Percentage

" OwerStay to OwerTime

Emplovee wize Performance
Employes Wize Attendance
Employee Attendance Detail
Department ‘wise Attendance
Shift Wise Attendance

Ower Time Summary

Over Time Surmmary Mew
Employee Statuz

Manual OT Deduction

Might Shift Purich

Muszter Roll
FormMo-12
Form Mo - 12 Mew
Form Mo - 25
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Faorm Mo - 26
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Total Lozs and OwerStay
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Late and Ower Stay
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r
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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.

J’ Gen Setup ] PF Setup ' ESI Setup
“ Banus Wage Limit J Allowed ] Extra Setup
General Reimbursement Leave Incash On Leave Type For InCash
[~ Prof. Tax [V Conveyance ™ ls Salary Part W Basi Y 01
ket P ssagpat ||| o e
v P edical § Salary Par v DA g
o £ V Eaming01 [V s Salary Part V' Conveyance
v .
IV Eaming02 W Is Salary Part [ Medical
IyOYER [V Eaming03 W |3 Salary Part I Eaming 01

B : V' Eaning 02
Jv' Bonus V Eaming04 [ Is Salary Part ¥ Earvg 13

V' Gratuity [~ Eaming05 [ Is Salary Part [" Eaming 04

[ Eamning06 [ Is Salary Part W' Eaming 05
[ Is Salary Part v Eam!ng 06

[" Eaming 07

V Eaming08 ™ IsSalary Part ¥ Earing08

V Eaning09 ¥ s Salary Part ™ Earing 09

IV Eaming10 W Is Salary Part V' Earning 10

PF Allowed o1
Leave Incash

Figure D.1.1: Reimbursement Setup
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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.

r -
Employee Monthly Reimbursement &
Employee Monthly Reimbursement Paid
Pay Code | Month 25/03/2025 w )
Name : Card No : Date Of Join:
Department : Designation :
J
Yearly Elg Monthly Elg. Total Paid Remaining Bill Total Bil
[Medical | ooooo.00 000000.00 000000.00 | 000000.00 000000.00 000000.00
0l | |
L 1
L 1
L ]
I ||
{ i
[ |
[ i
Total 000000.00 0 0 0
Close

Figure D.1.2: Reimbursement Transaction
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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.

—

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.

[ Loan & sdvance Setup *

@ ‘iew " MNew ( Delete

Pay Code : l:l Deduct From Salary v
1D No. :|v Loandédy Type ’m
Card Mo.
Compan
pany + Advance ¢ Loan
Employee Mame:
Departyment
Category
Advance Month |03/2025  ~ Tranzaction From Month |03/2025
Total Advance Install t Amount Number Of Install k
[ [ [

‘ Save | LCloze | ‘

Figure E.1.1: Loan/Advance Setup
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II. Entries for loan:

< 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.

E.2.1 Loan/Advance Adjustment

ﬁ'ray Code : || | ID No. | j \
Card MNo.

Company

Employee Mame:

Departyment
Category

f* aAdvance  Loan i Salallnst_AMT] & CashCash_AMT) = Edit Installment

Adjustment Amount I:I

\L L/

LCloze |

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.
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F.1.1 TDS calculation

Figure F.1.1: TDS Calculation

STAR LINK COMMUNICATION PVT. LTD.
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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.

| !JF'mfessiunal Tax Slab for Form 16 L

1 Lower Limit |uunnnnnnn |

Upper Limit (000000000 |
Tax Amount |Dnnnnnnnn |

Branch | 0512 kanpur j

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 [FHame [ Frate |
p (001 cloth 10
MET metal 90

‘o .......... .......... % 9 4: m a:g> v

 Append Modify Delete Previous Find MNext Close ‘

|

Figure G.1.1: Piece Master-1

] =]
Piece Type Master
Fiece Type Code
Description |h|,:,th
ke 010.00
O ‘ Cancel

Figure G.1.2: Piece Master-2

35

STAR LINK COMMUNICATION PVT. LTD.




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.

] riece Entry — Od *
Date : 2R/03/2028 - \
)| Emp Code: I:I
Employes Marme:
Departyment:
|| Company:
Category:
Select Pice Tvne  [342:34y _~|Rate [000.00
|| Mo of Piece I:I
J I |

Click on the desired rowe and press Del to delete the n

Save | LCancel

Figure G.2.1:- Piece Entry
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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.

BonusProcessing >

{ Bonus Process J

I
[ From Date |(01,/04/2025 « To Date 03206 - ]

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.

As on Date 2902028 «

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.

« Tick on box Net Salary with previous month’s salary.

You can enter Gratuity’s amount.

You can select leaves for incash.

If an employee has resigned one month before, employer has

to pay for 30 days in Notice Days Paid.

This full n final window will show pending loan/advance.

% If you tick on PF on leave encash in option allowed on payroll
setup, pressing apply setting, amount will automatically come
in PF on leave in cash portion in full & final window.

O Fut e -

K/
CER X

R/
2

K/
L X4

K/
L X4

>

FlliedFraDee =

APPLY Seftings

Figure H.2.3: Full & Final Entry
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EXit: close payroll software.

STAR LINK COMMUNICATION PVT. LTD.
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