
Easy Time Pay (PAYROLL) 



PAYROLL 

 Click on the “Setup” option to set the payroll statutory and payroll policies. 

- After clicking on Setup, all these options will be shown 

on the screen. 

- Under the Payroll Section we will get the option of 

Statutory and Pay Group. 

- Under Statutory section, we will get the options of 

settings of PF, ESI, LWF, Bonus, Professional Tax, 

Gratuity, Minimum Wages. 



PF Setting 

 Under PF settings, we will get the below options. 

 

 



ESI Setting 

 

 



LWF 

 Here , we can add different LWF rules as per state government policy. 

 LWF deduction rules can be Percentage, Amount and slab. 

 According to the deduction rules options will be shown on the screen. 

 

 



Bonus 

 Here we can add different Bonus as per organizations requirements. 



Professional Tax 

 We can create number of Professional tax slab for every states as per requirement. 

 

 



Pay Group 

 Under Payroll section, along with Statutory section we are having the option of Pay Group. 

 Under Pay Group section Pay Component and Pay Group options are available. 

 Under Pay Component section, user can add different Salary heads as per their organizations 

requirement and also can set the salary heads name as per their convenient.  

 Just we have to map the given salary head name with Original Pay heads. 



- Here, we can set that PF deduction, ESI deduction, LWF deduction , Professional Tax deduction, Leave 

Encashment and Arrear is applicable on the added components or not. 

 

 

 



Pay Group 

 Here we can add different Pay Group and can map that Pay Groups to the different category or 

branch or grade or section or as per choice of user. 

 Also, we can map only those Pay Component which is required for that Pay Group. 

 

 



Salary Structure 

 This option is available under the Payroll section which is showing on Home Page. 

 Using this option we can enter salary structure and statutory details of employees one by one. 





In the above images, you can see the details of statutory and salary structure are given for a particular 

employee. 



Advance Request 

 Under the Payroll section, Payroll Action option is there and under this Single employee option 

is available.  

 Now user can click on single employee and enter their name or employee code and then insert 

their advance details. 



Salary Process 

 Under the Payroll section on Home Page, there is a option of Salary Dashboard. 

 Here, user can get and downloads all details related to salary process like Number Absent Days 

of employees, Total employee for salary process, Total employee in the software, Number of 

employees whose attendance not processed for salary, Salary structure missing employees list, 

Statutory missing employees list, Bank details missing employees list, Salary unprocessed last 

month etc. 



- For processing of Salary, Simply user has to go on Pending button of Salary Process section. 

- After clicking on Pending button, employees list will be shown on the screen for processing salary. 

- Simply select all the employees and click on process button for processing the salary. 



Reports 

 
Salary register are Dynamic, so user can keep the columns as per their choices. 



Salary Register 



Salary Slip 



PF Challan 

ESI Challan 



Import 

 Here, using import option user can upload employees statutory details, salary structure and paid 

days in bulk. 

 Import option is flexible in the software.  

 So user can import those columns which is required for their use rest column he can delete from 

the excel. 
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