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Step 1

•Launching Saral PayPack

•Create new file

Double click on                Saral PayPack icon on your desktop.

Step 1

•Launching Saral PayPack

•Create new file



File -> New

[To Create a New File]

Step 1

•Launching Saral PayPack

•Create new file

Enter name
and click OK

Step 1

•Launching Saral PayPack

•Create new file



Step 2

•Company Master Entry

•Deductor Master

•Branch Creation

•PF ESI PT Groups

•Option settings

Initial Settings -> Company Details & Deductor Master

Step 2

•Company Master Entry

•Deductor Master

•Branch Creation

•PF ESI PT Groups

•Option settings

Enter the
Company details
in the respective

fields
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Step 2

•Company Master Entry

•Deductor Master

•Branch Creation

•PF ESI PT Groups

•Option settings

While entering the Company Details, if TDS is enabled, Deductor
master details screen displays.

Fill the
Deductor

Master details
in respective

fields.



Step 2

•Company Master Entry

•Deductor Master

•Branch creation

•PF ESI PT Groups

•Option settings

Initial Settings -> Company Details -> Click Branch

Step 2

•Company Master Entry

•Deductor Master

•Branch creation

•PF ESI PT Groups

•Option settings

Enter the branch details.

Multiple branches
can be created

depending on the
requirement
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Step 2

•Company Master
Entry

•Deductor Master

•Branch creation

•PF ESI PT Groups

•Option settings

For every branch
created, PF ESI &
PT groups can be

created and
attached.



Step 2

•Company Master
Entry

•Deductor Master

•Branch creation

•PF ESI PT Groups

•Option Settings

Initial Settings -> Option Settings

Step 2

•Company Master
Entry

•Deductor Master

•Branch creation

•PF ESI PT Groups

•Option Settings

Set the options
needed and select
the features to be
enabled depending

on the
requirement. Select the features and set the options from all the tabs

starting from General, Features, Leave, Additional & PF.



Step 3

•Create new month

•PF ESI PT Rate Editor

Initial Settings -> Create new month

Create a month from which you want to enter your payroll
details. Enter the month and year in the above shown format
and click on Save button.



Step 3

•Create new month

•PF ESI & PT Rate
Editors

Initial Settings -> PT Rate Editor

Slab of the states like Andhra
Pradesh, Goa, Gujarat,
Karnataka, Kerala, Madhya
Pradesh, Maharashtra,
Tamilnadu, West Bengal are
provided by default. Enter the
slab details or click on Fill
Default.

By default the PF ESI rates
are provided. The rates for PF
& ESI can be edited and set
from wef date.

Slab of the states like Andhra
Pradesh, Goa, Gujarat,
Karnataka, Kerala, Madhya
Pradesh, Maharashtra,
Tamilnadu, West Bengal are
provided by default. Enter the
slab details or click on Fill
Default.

Initial Settings -> PF & ESI Rate Editor



Step 4

•Attendance Settings

•Leave Definition

•Holiday List

•Weekly Holiday setting

Master -> Attendance Settings

Step 4

•Attendance Settings

•Leave Definition

•Holiday List

•Weekly Holiday setting

Select the type of Salary calculation, attendance type,
allotment type, Salary Calendar Days.



Step 4

•Attendance Settings

•Leave Definition

•Holiday List

•Weekly Holiday setting

Attendance Settings -> Definition

Step 4

•Attendance Settings

•Leave Definition

•Holiday List

•Weekly Holiday setting

Define all types of
leaves. For

example, Casual
leave, Earned leave
etc. Click on save

button.



Step 4

•Attendance Settings

•Leave Definition

•Holiday List

•Weekly Holiday setting

Attendance Settings -> Holiday List

Step 4

•Attendance Settings

•Leave Definition

•Holiday List

•Weekly Holiday setting

Enter the holiday
list for each
attendance
structure.



Step 4

•Attendance Settings

•Leave Definition

•Holiday List

•Weekly Holiday Setting

Attendance Settings -> Weekly holiday

Step 4

•Attendance Settings

•Leave Definition

•Holiday List

•Weekly Holiday Setting

Enter the Weekly
holiday for each

attendance
structure.



Step 5

•Define Salary Structure

•Define Salary Heads

Master -> Salary Structure Definition

Step 5

•Define Salary Structure

•Define Salary Heads

Define as many
salary structures
depending on the

requirement.

Normal salary structure as well as Flexipay salary
structure can be created.



Step 5

•Define Salary Structure

•Define Salary Heads

Master -> Define Salary Heads

Step 5

•Define Salary Structure

•Define Salary Heads

Open components & Calculated fields can also be set
by clicking the check box.

Define all the
earning and

deduction heads.



Step 6

•Assign Heads To Salary
Structure

•Expression Editor /

Slab details /

Lumpsum definer

Master -> Assign Heads to Salary Structure

Step 6

•Assign Heads To Salary
Structure

•Expression Editor /

Slab details /

Lumpsum definer

Assign the salary heads to each salary structure with the specification of
calculation basis, calculation type, wef date etc. Also, PF ESI PT
applicability on salary heads and TDS reference can be set through this
screen.



Master -> Assign Heads to Salary Structure

Step 6

•Assign Heads To

Salary Structure

•Expression Editor /

Slab details /

Lumpsum definer

Step 6

•Assign Heads To

Salary Structure

•Expression Editor /

Slab details /

Lumpsum definer

For the calculation type selected as

Formula – A formula has to be defined in
Expression editor

Slab details – Slab must be entered in the
slab details

Lumpsum – Lump sum amount must be
defined in lump sum definer.



Master -> Employee Details

Step 7

•Employee Master

Enter the employee details in the appropriate fields. Click
on Save to save the entries made.



Master -> Employee Salary Rate Details & Leaves

Step 8

•Employee Salary Rate
Details

•Allotment

•Leaves

Step 8

•Employee Salary Rate
Details

•Allotment

•Leaves

Select the employee and month/year and enter the salary
details of each employee and click on Save to save the
Salary details.



Attendance -> Leave Allotment

Step 8

•Employee Salary Rate
Details

•Allotment

•Leaves

Step 8

•Employee Salary Rate
Details

•Allotment

•Leaves

Enter the leaves that are allotted to each employee.



Attendance -> Attendance – Daily/Hourly/Monthly/ Leave Register

Step 8

•Employee Salary
Rate Details

•Allotment

•Leaves

Step 8

•Employee Salary
Rate Details

•Allotment

•Leaves
Based on the leave entry type selected, the employee leaves can be
entered.



Salary Transactions -> Salary Editor

Step 9

•Monthly Salary
Editor

Step 9

•Monthly Salary
Editor

The summary of an employee’s salary details along with the present and
pay days can be obtained here.



Salary Transactions -> Salary Editor

Step 10

•Salary Sheet

Reports like Salary sheet, Pay slip, Salary
Abstract etc., can be generated.
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Thank you….


