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1. Payroll Preparation 

 
1.1 Salary Heads 

Salary Heads refer to the various components listed on an employee’s salary slip. For Example - Basic 

Salary, House Rent Allowance (HRA), and others. 
 

 

Step 1 - Go to Salary Heads Menu from left side. 
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Step 2 - Click on the Add button to create a new Salary Head. 
 

 

 

Step 3 - Enter the Head Name, Head Type, and if the Calculation Type is not required, select the 'Custom 

Head' checkbox. If the Calculation Type is required, do not select the 'Custom Head' checkbox, and fill in 

the Calculation Type details. Finally, click the 'Save' button to save the data. 
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Step 4 - Click the 'Edit' button when you want to update the data of salary heads. 
 

 

 

Step 5 - Enter the details you want to update and click the 'Save' button. 
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1.2 Pay Structure 
Pay structure refers to the framework that defines the various components of employee compensation within 

an organization, such as basic salary, allowances, bonuses, deductions, and other salary elements. It outlines 
how the total compensation is distributed across these components. 

 

Step 1 - Go to the Payroll Structure menu from the left-hand side of the interface. 
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Step 2 - Click the 'Add' button to create a new pay structure. 

 

 

 

Step 3 - Now, enter the Pay Structure name and Pay Structure type and select the salary payout based on 

and click the 'Next' button.  

 

In the salary payout basis, there are two options: 
 

 If the user selects 'Monthly', it means the payroll is generated based on the total number of days in the 

month. 
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 If the user selects ‘Daily’, it means the pay structure is based on the number of days the employee is 

present. In Daily payout based there asre two optios - "Exclude Holidays" and “Exclude Week Off”. 

 
 

 If the user chooses to holiday and weekoff isExclude both options, the payroll is generated only for the 

days the employee is actually present at work. 

 
         

    
 

                     
 

 If the user not selected the Holiday and Week off both options, the payroll is generated only for the 

number of days they present. 

 
 

 

 

 

 
 

 

 

 
 

 



2025 

9 

 

 

 

                                



2025 

10 

 

 

 

Step 4 - In Menu 1 of Step 1, select the heads for the earning part that you require on the payslip. 

 

Note: If any head you need to select is not present in Step 1, click on 'Create Head' in the top right 

corner to create the head you want. 
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Step 5 - In Menu 2 of Step 2, select the heads under the Deduction section that you want to include on 

the payslip. 

 

Note: If any head you need to select is not available in Step 2, click on 'Create Head' at the top 

right corner to create the required head. 

 

 

                 

                  Templates for PF, ESIC, PT, Gratuity, and OT are available, allowing users to create the ones they need based 

 on their current location. 

                  Provident Fund Template -  

 When you click on 'Provident Fund', the Provident Fund template will open. If the required template is 
not available, you can create it dynamically by clicking the 'Create' button. Enter the necessary details, 

then click the 'Save' button. 
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 Select the standard template and click the 'Save' button. 

 
 

 

       ESIC Template - 

 When you click on 'ESIC', the 'ESIC' template will open. If the required template is not available, you 
can create it dynamically by clicking the 'Create' button. Enter the necessary details, then click the 

'Save' button. 
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 Select the standard template and click the 'Save' button. 

 

                       
 

 

       PT Template - 

 When you click on 'PT', the 'PT' template will open. If the required template is not available, you can 

create it dynamically by clicking the 'Create' button. Enter the necessary details, then click the 'Save' 
button. 
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 Select the standard template and click the 'Save' button. 

 

                     
   

 

Gratuity Template - 

 When you click on 'Gratuity', the 'Gratuity' template will open. If the required template is not available, 

you can create it dynamically by clicking the 'Create' button. Enter the necessary details, then click the 
'Save' button. 
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 Select the default template and click the 'Save' button. 

 

     
 

 

OverTime - 
 When you click on 'OverTime', the 'OverTime' template will open. If the required template is not 

available, you can create it dynamically by clicking the 'Create' button. Enter the necessary details, 

then click the 'Save' button. 
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 Select the standard template and click the 'Save' button. 
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Step 6 - In Menu 2 Step 3, If a Reimbursement Head is required, select the appropriate heads. Otherwise, no 

selection is needed. Then, click the 'Next' button. 
 

 

 

Step 7 - In Menu 3, the 'Preview & Edit' section allows you to make any necessary changes. Otherwise, you 

can click on 'Next Step'. 
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Step 8 - In Menu 4, enter the amount to view the salary breakup details, then click the 'Save' button to save 

the data. 
 

 

 

Step 9 - When the user wants to update the pay structure details , click the 'Edit' button. 
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Step 10 - Once the Edit page opens, enter the required details, then click 'Next' through each step, and 

finally click the 'Save' button to update the data. 
 

 

 

Step 11 - When the user wants to inactivate the pay structure, click on 'Inactivate'. The selected pay 

structure will be deactivated. 
 



2025 

20 

 

 

 

Step 12 - When the user wants to activate the pay structure, click on 'Activate'. The selected pay structure 

will then be activated. 
 

 

 

Step 13 - When the user wants to assign the pay structure, click on the 'Assign' link. 
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Step 14 - On the Assign page, select the Company, Branch, and Department. All employees belonging to 

the selected company, branch, and department will be displayed. Then, select the checkboxes for the 

employees to whom you want to assign the pay structure. 

 

 
Step 15 - When you click the 'Assign' button, a confirmation popup will appear. Click 'Yes' to assign the 

structure or 'No' to cancel. 
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1.3 Employee Salary 

On the Employee Salary page, once a pay structure is assigned to an employee, only that employee will be 

displayed. 

 

 

Step 1 - Navigate to the Employee Salary menu on the left-hand side. 

 

 

Step 2 - On the Employee Salary page, select the Company, Branch, and Department from the dropdowns, 

then click the Apply button. 
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Step 3 - On the Employee Salary page, click the "Update CTC" link to update the CTC and view the 

breakup details. 
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Step 4 - On the Employee Salary Edit page, enter the CTC and click the "View" button to see the salary 

breakup details. If the user wants to update the data without going to the Bank Details menu, click the 

"Update" button. 
 

 

 

Step 5 - If the user wants to go to the Bank Details menu, click the "Next" button. 
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Step 6 - Enter the bank details, then click the 'Update' button. 
 

 

 

 

1.4 Non Recurring Income 

 
Non-Recurring Income refers to any amount, such as a loan or bonus for an employee, for which a request 

can be created by following the steps below. 

 

Step 1 - Go to the Non-Recurring Income menu from the left-hand side. 
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Step 2 - Click on 'Add' button to create a Non-Recurring Income request. 
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Step 3 - On the Non-Recurring Income page, fill in all the details. If the user does not want to enable the 

"Enable Interest" checkbox, click the "Save" button to save the data. 
 

 

 

Step 4 - On the Non-Recurring Income page, fill in all the details. If the user wants to enable the "Enable 

Interest" checkbox, check the checkbox, enter the interest rate, select either Yearly or Monthly basis, and 

then click the "Save" button to save the data. 
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Step 5 - Click the 'Edit' button to update the data, if required. 

 

 

 

Step 6 - The Non-Recurring Income edit page will open. Fill in the updated details, then click the 'Update' 

button. 
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Step 7 - Click the 'Inactivate' button to mark the Non-Recurring Income request for the particular employee 

as inactive. 
 

 

 

Step 8 - Click the 'Activate' button to make the Non-Recurring Income request for the particular employee 

active. 
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Step 9 - When the 'Foreclosure' button is clicked, a confirmation popup with 'Yes' and 'No' options will 

appear. If you click 'Yes,' the status column will be updated to 'Paid Up,' indicating that the employee's loan 

will no longer be deducted from their salary, as it has been paid manually. 
 

 

 

1.5 Custom Column 

 
A Custom Column refers to a column that the user creates dynamically, which appears on the salary 

processing page. 

 

Step 1 - Go to the Custom Column menu on the left-hand side. 



2025 

31 

 

 

 

 

 

Step 2 - Click the 'Add' button to create a column. 
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Step 3 - On the Custom Column page, enter the column name and column type, then click the 'Save' 

button to save the data. 
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Step 4 - Click the 'Edit' button to update the data of the custom column. 
 

 

 

Step 5 - On the Custom Column page, enter the details you want to update, then click the 'Save' button to 

save the data. 
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                    Step 6 - The custom column named 'Bonus' that you created will appear in the grid on the Salary Process page. 
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1.6 Payslip Template 

The Payslip Template is used by HR to generate payslips with their own branding. 

 

Step 1 - Go to the Payslip Template to the left side of the menu. 

 

               
 

 

 

Step 2 -On the Payslip Template page, select a file, enter the footer text, select the template, and click the 

'Save' button to save the data. 

 

 

 

 

 

 

 

 

 

 

 

 

 



2025 

36 
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Step 3 - On Payslip Template Page, When click on Clear button then, clear all the data which are filled. 
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Step 4 - When you click the 'Edit' button, you can update the data. Afterward, click the 'Save' button to 

update the data. 

 

                  
 

Step 5 - When the 'Inactive' button is clicked, the data becomes inactive in the grid. 
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Step 6 - When the 'Active' button is clicked, the data becomes active in the grid. 

 

                   

                 Step 7 - Here are the salary slip which is own branding logo by HR. 
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1.7 Payroll Cycle 

Using this payroll cycle, HR can set the payroll schedule based on our company’s needs, and the payroll will be run  

according to that cycle. 

 

Step 1 - Navigate to the Payroll Cycle menu located on the left-hand side of the screen. 
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Step 2 -Click the 'Add' button to add data on the Payroll Cycle page. 
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Step 3 - On the Payroll Cycle page, enter the 'From' date, and the 'To' date will auto-fill in the text field. 

Then, click the 'Save' button to save the data. 
 

 

 

1.8 Increment Planning 

Increment Planning is the structured process of determining salary or wage increases for employees 

within an organization. 

 

Step 1 - Go to the Increment Planning menu on the left-hand side. 
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Step 2 - Click the 'Add' button under 'Create Increment Policy' to create the data. 
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Step 3 - On the Increment Policy page, fill in all the fields, then click the 'Apply for' button to filter the data. 
 

 

Step 4 - When you click the 'Clear' button, all the details in the fields will be cleared. 
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Step 5 - When you click the 'View' button, you can see all the employees who belong to that policy. 
 

 

 

Step 6 - On the Increment Planning page, when you click the 'Send for Approval' button, all employee 

requests are sent to higher authorities for approval. 
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Step 7 - When you click the 'Edit' button, update the data you want to change. 
 

 

Step 8 - In the edit page, enter the amount in the fields, then click the 'Apply' button to update the data in the 

grid. 
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Step 9 - When you click the 'Cross' button, the data will be deleted from the grid. 
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Step 10 - When you click the 'i' button, you will see all the details of the approval flow. 
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1.9 Increment Approval 

The Increment Approval page refers to the process where any increment request is sent to higher authorities 

for approval. 

 

Step 1 - Go to the Increment Approval menu on the left-hand side. 

 

 

 

 

Step 2 - In the Increment Approval page, you can view all employee requests pending approval. 
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Step 3 - When you click the 'i' button, you will see all the details of the approval flow. 
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2. Payroll Operation 

 
2.1 Attendance Finalize 

The Attendance Finalize page is where an employee's attendance is locked (frozen) for a selected month 

after all required reviews or adjustments. 

 

Step 1 - Go to Attendance Finalize Page from left side menu. 
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Step 2 - On the Attendance Finalize page: Select the Company, Branch, and Month (these are mandatory). 

Optionally, you can also filter by Department, Designation, and Status. Click on the Apply button to fetch 

the attendance records. 
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Step 3 - Once filters are applied, the Attendance Finalization Summary tab will display employee statuses 

with counts: 

 

1) Attendance Pending (AP) - This is the default status when the filter search is initially applied. It also 
displays the count of employees whose attendance is yet to be approved or change to other statuses. 

 
2) Attendance Freezed (AF) - This status indicates that employee attendance status is 'Freezed' and 
displays the count of employees whose attendance has been 'Freezed'. 

3) Attendance On Hold (AOH) - This status shows employee count whose attendance status is on hold. 
 

4) Attendance FNF (AFNF) - This status shoes employee count whose attendance status is FNF. 
 

 



2025 

54 

 

 

Step 4 - To process attendance: 

 

 Select an employee whose attendance you want to finalize.
 

 

 Click the 'Edit' button to make updates (e.g., Present Days, Absent Days, Leave Taken, Overtime, No 

Pay Days).
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 After editing, click the Apply button.

 

 
 Once all data is verified, click the Freeze button to finalize.
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 Finally, Select the employee and click Save to complete the attendance freezing process.

 

 

 

Step 5 - When the 'On Hold' button is clicked, the process is put on hold. 
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2.2 Salary Process 

The Salary Process refers to the stage where employee salaries are processed after their attendance has been 

finalized. 

 

Step 1 - Go to the Salary Process option located on the left-hand side menu. 

 

 

Step 2 - On the Salary Process page: Select the Company, Branch, and Month. Click the Apply button to 

view the salary processing data. 
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Step 3 - After applying the filters, the Salary Process Summary tab will display various statuses. 
 

Note: If the current status is not saved, the process will not proceed to the next stage. It will only display the 
existing status as per the current workflow stage. 

 
1) Salary Pending (SP) - This is status indicated that employees attendance has been approved. It also 
displays the count of employees whose attendance has been approved/Freezed and saved. 

2) Salary Freezed (SF) - This status indicated that the employees salary status is 'Freezed' and 
displays the count of employees whose salary has been 'Freezed'. 

 
3) Salary disbursed (SD) - This status shows Salary disbursed and counts. 

 
4) Salary On hold(SOH) - This status indicates that employees' salaries are 'On Hold' along 
with the employee count. 

5) Salary FNF (SFNF) - This status indicates that employees' salaries are 'FNF' along 
with the employee count. 

 

Note: To change an employee's salary status, select the employee. Then options such as Freeze, On Hold, 
and FNF will appear. 
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Step 3 - Select the checkbox next to the employee whose salary you want to process. Click the Freeze button. 
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Step 4 - After freezing, select the employee again. Click the Save button to complete the salary process. 
 

 

 

Step 5 - A confirmation popup will appear. Click 'Yes' to proceed. 
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2.3 Salary Disbursement 

Salary Disbursement refers to the process where salaries are disbursed to employees whose salaries have 

been processed. 

 

Step 1 - Go to the Salary Disbursement menu located on the left-hand side of the screen. 
 

 

 

 

Step 2 - On the Salary Disbursement page, select all mandatory fields — Company, Branch, and Month — 

then click the Apply button. 
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Step 3 - Review the list of employees whose salaries have been processed. Ensure all details are correct. 
 

 

 

Step 4 - Select the employees for whom the salary should be disbursed. 
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Step 5 - Click the Disburse button to initiate the salary disbursement process. 
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Step 6 - A new window will open displaying all employees whose salary disbursement is pending. Click the 

'Disbursement' button to proceed with the salary disbursement. 
 

 

Step 7 - A confirmation message will appear once the disbursement is successfully completed. 
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2.4 Salary Slip Export 

Salary Slip Export refers to exporting the salary slips for a specific month and year. 

Step 1 - Go to the Salary Slip Export menu on to the left hand side. 
 

 
 

 

Step 2 - On Salary Slip Export Page, Select employees, month, year and template and then click on View Button to 
export the salary slip. 
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Step 3 - When you click the Email button, you will receive the salary slip via email. 
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2.5 Payroll Report 

The report shows whose salary has been successfully disbursed. 

 

Step 1 - Go to the Payroll Report menu on the left-hand side. 
 

Step 2 - On the Report page, when you select a report from the dropdown, the fields for Company, Branch, 
Department, Designation, Month, and Year will become visible. Select all these details, then click the Search button 

to view the report. 
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2.6 PF Challan 

A PF Challan is a payment receipt that an employer generates and submits to the Employees' Provident Fund 

Organization 

Step 1 - Go to the PF Challan menu on the left-hand side. 
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Step 2 - On the PF Challan page, select the Month and Year, then click on 'Export Sheet'. 
 

 

Step 3 - Click the Reset button to clear the filters. 
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2.7 ESIC Challan 

Step 1 - Go to the ESIC Challan menu on the left-hand side. 
 

 

Step 2 - On the ESIC Challan page, select the Month and Year, then click on 'Export Sheet'. 
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Step 3 - Click the Reset button to clear the filters. 
 

 

2.8 Fastrack PayrollDisbursement 

Step 1 - Go to the Fastrack PayrollDisbursement on the left side of the menu. 
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Step 2 - On the Fastrack PayrollDisbursement, Select company, branch, month, department, designation, 

status, wage type, shift then click on Apply Button. 
 

 

Step 3 - When click on Clear Button then all fields are filters. 
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3. F&F Flow 

3.1 Workflow 

Workflow refers to the process of creating approval flows for higher authority levels 

Step 1 - Go to the Workflow menu on the left-hand side. 
 

 

 

 

Step 2 - Click the Add button to create a workflow. 



2025 

74 

 

 

 

 

 

Step 3 - On the Workflow page, enter the workflow name, select 'Workflow For', choose the approval type and 

number of levels, enter the level details in the text field, and then click the Submit button. 
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Step 4 - When you click the Cancel button, the current page will close. 
 

 

 

 

Step 5 - When you click the Edit button, the edit page will open. 
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Step 6 - On the Workflow edit page, enter the details you want to update, then click the Submit button. 
 

 

 

 

Step 7 - When click on Inactive Button then this workflow is inactive. 
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Step 8 - When click on Active Button then that workflow is activated. 
 

 

 

 

3.1 Exit Employee Request 

An Exit Employee Request is a form submitted when an employee resigns. 

 

Step 1 - Go to the Exit Employee Request menu on the left-hand side. 
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Step 2 - Click on Add Button to create a exit employee request. 
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Step 3 - On the Exit Employee Request page, fill in all the details, then click the Submit button to save the 

data. 

 

           

Step 4 - When click on Edit button, Exit Employee Request page will be open. 
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Step 5 - On the Exit Employee Request edit page, fill in the details you want to update, and then click the 

'Submit' button. 

 

      
 

 

Step 6 - Click the ‘Eye’ Button to see all the details of the workflow approval level request. 
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Step 7 - Click the 'Send' button to send the request to the employee, level by level.For Example - First send to 

the First level high authority person then second and so on. 

 

       

 

Step 8 - When the request is sent, the status will display as 'Sending for Approval,' and the 'Send' button will be 

disabled. You can then check the status with higher authorities by clicking on 'View'. 
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Step 9 - Then log in as the first-level employee using the employee login. 
 

 

 

     Step 10 - When the employee logs in, a notification is displayed in the notification bar and also sent to their email.  
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Step 11 -Click on the F&F Flow main menu and navigate to the Exit Employee Request menu on the left-hand 

side. 
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Step 12 - On the Exit Employee Request page, the status is now shown as 'Pending for Approval. 

 

Step 13 - Click the 'Eye' button to view the status of all approval levels. 
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Step 14 - Click the 'Approval/Rejection' button to approve or reject the request of the employee who is in the 

resignation period. 
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Step 15 - A confirmation popup for approval or rejection will appear. Enter the remarks for approval, then click 

the 'Approve' button. The request will then be successfully approved by the higher authority level. 
 

 

 

Step 16 - If the first-level request is approved, the request is then sent to the next authority level. 
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Step 17 - If the next-level authority rejects the employee's request, they must enter remarks and click the 'Reject' . 
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Step 18 - When a request is rejected at any level, a rejection notification is sent to the Admin, the 'Send for 

Approval' button is enabled, and the status is updated to 'Sending for Rerequest'. 
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Step 19 - In the Admin login, click the 'Send for Approval' button to resend the rerequest to the  

employee whose request was rejected. 

 

 
 

 

Step 20 - When the request is sent successfully, the status changes to 'Send for Approval' and the  

'Send for Approval' button is disabled. 
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Step 21 - To continue the approval process, repeat steps 9 to 16 and approved all levels. 
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Step 22 - When approved all the request then click the 'Print' button to print the High-Level Approval Authority. 

  

                    
 

 

Step 23 - When you click the 'Print' button, a new window opens. Select the print section, then click the 

 ' Print' button  to print the No Due Clearance report. 
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Step 24 - The ‘No Due Clearance’ print is shown below- 
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THANKYOU 
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