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1. Configuring Payroll in Tally 

Go to Gateway of Tally > Press F11 : Company features > Press F1 : Accounting 

Features In the F11: Accounting Features screen 

 Set  Maintain payroll to Yes 

             F11 : Accounting features screen 

 

 

 

 

 

 

 



2. Creation of Payroll master. 

    Following are the main payroll masters 

 

 Employee Masters 

 Payroll Masters 

 Pay Head  

 Salary Details 

1) Employee Masters 

 

     The following masters can be created in Tally.ERP9 to 

successfully record the Employee details 

 Employees 

 Employee  

Following are the steps need to do the creation of employee 

master in Tally 

Go to Gateway of Tally > Payroll Info. > Employee > Create 

Employee creation Screen: 

 



2) Payroll masters 

Payroll’s pay components are computed based on the payroll 

units. So you need to create the following payroll masters in Tally. 

 Payroll Units 

 Attendance / Production Type 

 

2.1 ) Payroll Unit 

A payroll unit refers to a unit of measurement based on 

which pay heads are calculated. Payroll units can be 

classified into two types i.e. Simple Payroll units and 

Compound payroll Units. 

 

I) Simple payroll Units. 

II) Compound payroll Units. 

 

i) Simple Payroll Units 

Go to Gateway of Tally > Payroll Info. > Units(Work)> Create 

Unit Creation Screen: 

 

 

 



ii) Compound Payroll Units 

Go to Gateway of Tally > Payroll Info. > Units (Work)> Create 

Form the simple payroll unit press back space and select 

compound units 

 

 

2.2) Attendance / Production Type 
    

 Attendance/ production Type masters are used to record 
the nature of attendance/Production i.e. time and work rate. In Tally, 
You can create attendance types based on tome such as Present and 
absent or based on work based production 

 
i) Present Attendance Type 

 

Go to Gateway of Tally > payroll Info.>Attendance/Production 
Type > Create 

 
Attendance Type Creation Screen: 
 



 
 

 
3) Pay Head 

Pay Head may be broadly considered as Earnings and 
Deductions from an employee’s point of view. Some 
Examples of Earnings Basic Salary, Dearness Allowance, City 
Compensatory Allowance, House Rent Allowance. Some 
Deduction examples Employees Provident Fund (EPF), 
Employee’s state Insurance(ESI) etc.. 
 

i) Basic Pay head Creation 
 

Go to Gateway of Tally > Payroll Info.> Pay head > Crate 
 
1) Pay head name “Basic Pay” 
2) Select Earning for Employees in the Pay Head Type field 
3) Specify the group as Indirect Expenses 
4) Set Affect Net salary “Yes” 
5) Set the Name appear in the Pay slip 
6) Set use for Gratuity “Yes” 
7) Set the calculation type 
8) Set the calculation period 
9) Treat as basic salary account “Yes” 
10) Teat as NSSF account “No” 



11) Treat as NHIF account “No” 
12) Treat as Non Cash Benefit account “No” 

 
 Basic Pay Head Screen: 

 
 
 

ii) House Rent allowance pay head creation: 
 

In pay head creation screen: 
1. The name of pay head is “House Rent allowance” 
2. Select the Earning for employees in the pay head 
3. Specify the group name “Indirect Expenses” in the field under 
4. Set affect net salary “Yes” 



5. Specify the name to appear in the pay slip 
6. Set use for Gratuity “No” 
7. Select as compound value In the calculation Type field 
8. Treat as basic salary account “No” 
9. Teat as NSSF account “No” 
10. Treat as NHIF account “No” 
11. Treat as Non Cash Benefit account “No” 

 
 Compound Info creation, select the compound field 
 



 
 
 

 
 
In the Sub screen Compute  
Select Basic pay as the Add Pay Head function and press Enter 
 



 
 
 
Set the effective from date and slaps form the slab tables , and give the 
value or percentage 
 



 
 

 
2)  Deduction Pay head creation 
          
 1.  NHIF 
 2.  NSSF 
 3.       PAYEE 
 
 

1. NHIF 
Go to Gateways of Tally > Payroll Info. > Pay heads > Create  

 

1. Set the pay head name as “NHIF” 
2. Select Employees statutory Deductions in the field of Pay 

head 



3. Treat as basic salary account “No” 
4. Teat as NSSF account “No” 
5. Treat as NHIF account “Yes” 
6. Treat as Non Cash Benefit account “No” 

 
 

 
 
 
Compound Info selection screen: 
Set compute “On Specified Formula” 
 



 
 
Computation Specified formula sub screen: 
 

 



2. NSSF  
 

Pay head NSSF Screen: 
 

1. Set Use as NSSF account “Yes” 
2. Treat as basic salary account “No” 
3. Teat as NSSF account “Yes” 
4. Treat as NHIF account “No” 
5. Treat as Non Cash Benefit account “No” 

 
 

 
  
 



6.  PAYEE 
Go to Gateways of Tally > Payroll Info. > Pay heads > Create  
1. Select pay head under “Employees statutory Deduction” 
2. Use as payee account “Yes” 
3. Treat as basic salary account “No” 
4. Teat as NSSF account “No” 
5. Treat as NHIF account “No” 
6. Treat as Non Cash Benefit account “No” 

 
 

 
 
 

 



1. Make payee as “Yes” 
You will get the sub from 
 
1. Select the compute option 
2. Set the from and to amount slabs 
 
 

 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 

Computation info: Payee 
 

 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
4. Salary Details 

Go to Gateway of Tally > payroll info > salary details > create 
 

 
 
 
 

4. Pay roll auto fill voucher 
 



 
 

5. Pay roll Reports 
 

1. Pay slip 
2. Pay sheet 
3. Payroll statement 
4. Employee profile 
5. Employee Head count 
6. Employee pay head break up 
7. Pay head Employee break up 

 
Add on Reports (Employer Statements) 
 

1. Payee – Supporting 
2. NSSF Statement 
3. NHIF Statement 

 
1. Pay Slip 

 



 
2. Pay sheet 

 

 
 

3. Payroll statement 
 



 
 
 

4. Employee Profile 
 

 
 
 
 

5. Multiple Employee profile 



 

 
6. Employee Head Count 

 

 
 

7. Employee pay head Break up 



 
 

8. Pay head employees beak up 
 

  
Add-on Reports 



1. Payee – Supporting 
 

 
2. NSSF Statement 

 

 
 



3. NHIF Statement 
 

 
 

 
 
 
 
 
 
 

Thank You…. 


